[ UMSA

UNIVERSITA

CORSO DI LAUREA MAGISTRALE, ECONOMIA E MANAGEMEI

BUSINESS ENGI4SHAR
B2/First Certifcate Level 60-180

Prof.ssa J. Thompson

Tuesdayand Thursdayl0.0011.30
Aula 2



[ UMSA

UNIVERSITA

BUSINESS ENGLISH SKILLS

ANetworking
APresenting
ANegotiating
AMeetings
AJob seeking



UNIVERSITA

T
UNIE
(04
/%7 B
(S 2\
| ---,uI .:Eg,"|l |
[ ] 2 ||
> |
/ |
| J.‘ |
=/ |
1OVE |
AP a
OIS
4T S
% =
I U

Course Book

ACollins Key Business Skills with Audio CD

Collins
AAuthor: Tomalin, Barry
- - KEY BUSINESS
APublisher: Collins SKILLS e tommn
A2012 pgmi} :
AISBN: 9780007488797 negotiations

networking

(Z POWERED BY COBUILD



[ UMSA

UNIVERSITA

NETWORKING
IN ENGLISH



[ UMSA

UNIVERSITA

NETWORKING

AWhat is networking?
AWhy is networking important?
AWhat essential skills are needed in networking?
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What is networking?

Networking Is the exchange of information and ideas among
people with a common profession or special interest, usually In

an informal setting.
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Why is networking important?
Business Networking Is a really valuable way to expand your

knowledge and learn from the success of others.



[ UMSA

UNIVERSITA

What essential skills are needed in networking?

AActive listening

ASocial skills

APublic speaking skills
ANonverbal communication
Alnterpersonal skills
AEmpathy

APositivity
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1. INTRODUCTIONS
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What topics are appropriate to mention when introducing

yourself?
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You should usually include thisAName
information: ANationality

AJob Title
ACompany
ACompany Location
APurpose of visit
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The elevator pitch

Imagine you are in the elevator of an office you are visiting. You recognize that an important
client who does not know you is standing there. You have a maximum of 30 seconds to introduce
yourself and make an impression. Think about what you will say. Then read the Briefing.
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Making a good first impression is an important skill but most people don’t do it very well. They
get confused. They say the wrong thing. They forget the most important information.

So what do you need to say? Remember these six things.

1 Name Say your name CLEARLY. Pause between your given (first) name and your
family name.

2 Nationality Say where you come from. This may help people identify your accent and
make you easier to understand.

3 Job Say your job. Give your job title or say what your job is.

4 Company Give the company name. Say which company you work for.

5 Location Give the location of the company.

6 Pitch Make a pitch. Give a reason for talking to the person. Say why you are

here. Describe in one sentence your responsibilities. A pitch is what you
do to make the other person interested in you.
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Framework for a pitch

APresent; state what you do that creates value.
APastc give an example of an impressive achievement you had.

AFuturec outline what you want and ask for input.
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Things to be careful about



Be careful about:

¢ shaking hands — maybe wait until they offer you their hand.
¢ making jokes — people can take them seriously, misunderstand or be insulted.

e asking people to do something — they may not be able to help or they may not want to.
Don’t alienate people, encourage them.
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Say hello Hi, I'm (your name).
Hello, my name’s (your name).
Good morning / Good afternoon / Good evening, my name’s ...

Can / May | introduce myself? My name’s ...

Say where you are I'm from Rio de Janeiro in Brazil.
from : _
I'm Brazilian.

| come from Rio.

Say what your job is I'm a project manager and IT specialist.

| work as an accountant for a big US corporation.

Say where you work | work for / with Petrobras, the oil and gas company.
Give the company'’s The company is based in Rio de Janeiro.
location

We're located in a suburb of Stuttgart.

Say why you are here  I'm responsible for overseas suppliers and I'm here to make an
and what you are agreement with a new contractor.
doing



How to describe your current project



It is important to be able to describe your current project — what you are working on right now.
Use this formula to describe your job and your current project simply and clearly.

2 Project title First, say what the name of your project is.
/AW Project aim Next, say what its aims are.

=3 Project process Then say how you are organizing you project.

(0 Project outcome Finally, say what the outcome or result will be.
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Listen and repeat these sentences.

How to describe your project title

The focus of my current project is ...

The project I'm working on right now is ...
The project I'm currently responsible for is ...

How to describe your project aim

The aims and objectives of the project are ...
It's a project which is designed to ...

The project aims to ...
How to describe your project process

The project is organized in three stages: plan, build and run.

There are three phases in the project: project research, materials design
and project dissemination.

The project is divided into three main areas: sourcing contractors,
agreeing contracts and managing the supply chain.

How to describe your project outcome

You can describe the project outcomes in terms of QUALITY or of TIME.
QUALITY OUTCOMES

The project outcomes will be increased customer support, reduced
customer complaints and higher overall customer satisfaction.

The outcome of the project will be improved performance and deeper
staff engagement with the product and with the company.

TIME OUTCOMES
Stage one will be completed by December.

The project is due for completion by this time next year.

Glossary I

To disseminate
information or
knowledge means
to distribute it so
that it reaches
many people or
organizations.
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Using the PAPO formula think of, write down and describe a
current or future project to your partner
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2. LISTENING
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The secret of successfuhetworking and communicationat
work and in social situationsis to be a good listener Good
talkersarefirst of all goodlisteners Researclnasidentified four

typesof listener

A pretendlisteners
A marginalisteners
A activelisteners
A nonisteners
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Non-listeners

Non-listeners are more interested in what they have to say themselves than in the person they are
talking to. This means they monopolize the conversation and they talk all the time. They have a lot
to say and they say it.

Marginal listeners

Marginal listeners are also more interested in what they have to say themselves than the person
they are talking to. However, they use what the other person says as an introduction to what
they want to say. They often interrupt so they can tell you what they are thinking. Marginal
listeners often get impatient. They may show this by their eye movements, by tapping their
fingers on the table or on their knee or by moving their feet a lot. They constantly check their
mobile phones for text messages, emails and phone messages.

Pretend listeners

Pretend listeners appear to listen but they are observing your character and judging what you
say. As they listen, they are deciding how to respond. Pretend listeners are concerned with what
you say and how you say it. They are not concerned with how you feel, They ‘hear the words’
but they don't 'hear the feelings'.

Active listeners

Active listeners are quiet and sympathetic. They listen to what you say but they also pay
attention to how you feel. You may be nervous or angry, or very happy and pleased. They
encourage you to express what you want to say and to continue speaking. They don't interrupt.
They wait for you to finish before they respond.
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Show interest

Show surprise

Show sympathy

Show support

Reassure

Praise or
congratulate

How are things?
How’s it going?
Sounds interesting!
How interesting!
Really?

Really?
Wow!
No!

Oh, dear!

I'm sorry to hear that.

Really!

What a pity!

I'm sure we can fix this.

I'm certain we can work this out.

No problem. We'll deal with it.
If you need any help, let me know.

Don’t worry about it.
It’ll be OK.
Don’t worry. Everything will be fine.

Great!
Well done!
That's fantastic!

Congratulations!
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Using F.A.C.E. helpsto empathizewith the person
we arelisteningto

Focus
Acknowledge
darify
Empathize
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