‘| dislike feeling at home when | am abroad.’

George Bernard Shaw (1856-1950), Irish playwright
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“ Imagine you are visiting a country for the first time to do business.
Complete the tips below using the words from the box on the left.

cards clothes date 1 Find out about the most popular spert in the country.
customs food gifts 2 Always take............ in US dollars.
h [
ours fansuase 3 Find out about the normal working............ .
leaders money
SpoFt 4 Be careful how you write the............ .
5 Find out about the most important............ and festivals.
6 Learn to speak a little of the local............ .
7 Trysome ofthe............ before you go.
& Wearformal............ .
9 Translate your business............ into the local language.
10 Take some............ foryour hosts which are typical of your own country.
11 Learn something about the most famous business............ and celebrities.
E Which of the tips in Exercise A do you think are: a) very useful?
b) useful? c) not useful?
Why? Compare your ideas with a partner.
Add some other tips for visitors to China.
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Different companies have different cultures and ways of working. Complete
these sentences with the items in brackets. One of the items in each section
cannot be used.

Dress (uniforms / easuatFridays / weekend clothes)

1 We don’t have to wear business suits at the end of the week. My company has a
system of casval Fridays.

2 In many banks, staff can’t wear what they like. They have to wear-.............

Timekeeping (flexitime / part-time / shift work)

3 Fortwo weeks each month, | work at night. | can’t sleep during the day. | hate..............

4 Wehavea............ system in our office. Some people choose to work from 9 a.m.
to 5 p.m.; others work from 10 a.m. to 6 p.m.

Time off (childcare / annual leave / public holiday)

5 1am so busy at the moment that | worked on New Year’s Day, whichisa(n).............
6 How manydays’............ do you get in your company?

Reporting procedures (written report / face to face / e-mail)

7 We often speak on the phone, but never............ .

8 Heuploadsa()............ on the company Intranet each month.

Types of meeting (informal / formal / social)

9 Ourdepartment starts every day with a(n)............ meeting. It is very relaxed.

10 Companies have an Annual General Meeting (AGM) once a year. Itisavery............
meeting, with a lot of people.

Names (job title / first name / family names)

11 In some countries, the company culture is formal. Staff use............. when they
speak to each other.

12 What’syour............ now? Are you Chief Executive?

Would you like to work for an organisation which has:

e uniforms? e a lot of formal meetings? e casual Fridays? e flexible hours?

Match each phrase (1-5) to its explanation (a—e).
A positive company culture ...
1 empowers employees. a) New ideas and change are welcome.

2 supports innovation. b) Relationships between employees and

. managers are open and honest.
is customer focused.

3

c) Staff have a lot of control over their work.
4 rewards good performance.
5

d) The needs and wants of the customers

encourages trust at all levels. .
always come first.

e) Thereis an incentive scheme for
efficient employees.

Work in pairs. Put the five characteristics in Exercise C in order of
importance for you, and explain why.

What are the beliefs and values of your organisation? Discuss in groups.
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Three people talk about cultural mistakes.

Cultural
mistakes “ ) 11.1 Listen to John’s story and answer these questions.

1 What meal was John invited to? dinner
2 What did he look at?

3  What was his mistake?

a) He talked during an important silence.
b) He talked about his host’s table.
¢) Hedidn’t want a gift.

E ®) 11.2 Listen to Cameron’s story and answer these questions.
1 Where was Peter’s new job?
2 What was his mistake?
a) He did not use first names.
b) He did not speak French.
¢) Hedid not use family names.

3 How did the staff feel when Peter used first names?

®) 11.3 Listen to Susan’s story and answer these questions.
1 Where did Susan make her mistake?
2 Who did she go out for a meal with?
3 What was her mistake?
a) She poured her own drink.
b) She did not laugh.
c) She poured too many drinks.

4 What did she forget to do?

E ®) 11.4-11.6 Listen to Liz, Jeremy and Ros talking about cultural mistakes.
Which speaker ... Liz Jeremy Ros
1 was working in East Africa?
2 was working with a Dutch colleague? 4

got straight down to business?

&~ W

writes long e-mails?
5 often adds funny comments in e-mails?

6 thought a colleague was abrupt and rude?

o

Liz Credé Jeremy Keeley Ros Pomeroy

E It is easy to make mistakes in other cultures. What other examples do
you know?
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Do you agree with these statements?
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UNIT 11 »> CULTURES

Cultural 1 All meetings should have fixed start and finishing times.

differences ,

Being on time is equally important in all situations.

3 It’s more important to learn about the culture of the country you do business
with than to learn the language.

4 There’s no point having a detailed plan before you start a project. Things always
change, and you need to be very flexible.

E As you read the article below, think about this question.

What are two main causes of cultural misunderstanding between Brazil and China?

I _essons 1n
cultural
difference

by Samantha Pearson

Itis 9.05 a.m. and a group of Chinese
businessmen are outside a hotel
conference room in Sao Paulo,
waiting for their Brazilian hosts. The
seminar was scheduled to start five
minutes ago, but, like many meetings
in Brazil, it did not start on time.
The Brazilians arrive, complaining
loudly about the morning’s traffic
and go immediately to breakfast.
Cultural differences between the two
countries become clear.

In 2009, China replaced the US
as Brazil’s biggest trading partner.

As a result, Brazilian companies are
keen to understand the Chinese
better and find the best way to do
business together.

For companies already working
with China, getting to know the cul-
ture is a priority. At Chinbra, Sao
Paulo’s biggest Chinese language
school, students, who mainly work in
the import business, take evening
classes in Mandarin. About half the
lesson is about cultural issues. They
ask questions such as ‘Should I give
my business card with two hands?’
and ‘What presents should I give —
something Brazilian?’.

Some business deals fail because
of small things like a misunderstood
e-mail. ‘In addition to language
problems, there is also a lack of
cultural understanding between
the two countries,” says Charles
Tang, president of the Brazil-China
Chamber of Commerce.

One big issue is timing. For

successful deals with the Chinese,
it is important to be on time for
meetings and to meet deadlines.
Another issue is planning. In Brazil,
because of high inflation during the
1980s and early 1990s and many
failed plans, long-term planning was
not a priority. Today, many compa-
nies still prefer to plan as they go
along and fix problems when they
happen. The Chinese are completely
different. They like to plan everything
in advance and in detail.

Decide whether these statements about the article are true (T) or false (F).
Correct the false ones.

1 Brazil’s biggest trading partner today is the US. F (It now China.)

At Chinbra, students spend most of the time learning Mandarin.

For the Chinese, being on time is very important.

2
3 Charles Tang thinks deals go wrong mainly because of language problems.
4
5

Brazilians don’t give a lot of importance to planning.

n Work in pairs. Read the situation at the beginning of the article again

(paragraph 1) and discuss these questions.

1 What happened?

2 How do you think both sides felt about the situation?

3 Forthe next meeting with the Chinese, what could the Brazilians do differently?
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E Find words in the article with these meanings.
planned (paragraph 1) scheduled
very important and needing attention (paragraph 3)
problems (paragraph 3)

1

2

3

4 to be unsuccessful (paragraph 4)

5 when there is not enough of something (paragraph 4)
6

the last possible date for doing something (paragraph 5)

n Work in pairs. What practical advice would you give about studying
or doing business C? Discuss two or three of these points.

e appointments * meetings/seminars
e giving gifts e greetings
e planning and deadlines e making friends

Before you read the article, discuss these questions.

Avoid mis- 1 Which things should you research about a country before you visit?

understandlngs 2 When you meet someone for the first time, do you do any of these things?

e bow e shake hands e exchange business cards e kiss

Getting 1t right: doing business abroad

by Natasha Stidder

Good etiquette is important when you Do not be surprised if your host meetings, for example checking
do business abroad. It is essential to leads you by the hand. 35 and sending e-mails.
research local customs, to avoid * Do not be surprised if people ¢ In meetings, it is not unusual for
misunderstandings. Here 30 interrupt meetings with phone calls people to disagree — sometimes
5 are some examples: or walk in unexpectedly. loudly.
Japan US
* Smiles can express joy or e Expect people to multi-task in
displeasure.
* Give gifts with both hands and do
10 not give gifts in odd numbers (bad
luck).
China
e Exchange business cards using
both hands.
15 ¢ The following gifts should be
avoided: clocks, umbrellas, white
flowers and handkerchiefs — these
signify tears or death.
India
20 * Business cards should be given and
received with the right hand.
e Avoid wrapping gifts in black or
white — these are believed to bring
bad luck.
25 Middle East
* Handshakes can last a long time.
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Which countries do these statements refer to?
It’s impolite to give a business card with your left hand. India
A smile can show that someone is pleased or not pleased.
Handshakes are not quick.
Don’t give your host a gift of white flowers.

People may express their opinion in a loud way.

Complete the questions with words from the article. Then answer the questions.

Doyouusuallye............ e business cards at the start or end of a meeting?
What numbers or colours are good L............ kin China?
Would youi............ t a meeting to talk on your phone?
/ lIsitagoodideatom............ i—-t............ k, oris it better to do one thing at a time?

8 Whenyoud............ e with someone’s opinion, do you tell them?

n Over to you

Prepare notes for a short talk about local customs, using the topics below. You can talk
about your own country or another country that you know.

e What to do when you meet someone for the first time
e Giving and receiving business cards
e Giving gifts

e What not to do in meetings

- E [ )11.7 Louise, a project manager, is in a meeting with Tom, one of the project

Identifying team leaders. They are talking about Paul, a foreign consultant hired by head
problems and office to work on the project. Listen to the conversation. Decide whether these
agreeing action statements are true (T) or false (F). Correct the false ones.

Tom does not have a good relationship with Paul.

Tom would like Paul to communicate more face to face.

Paul gets on well with the customers because of his knowledge.
Paul does not meet his colleagues very often after work.

Louise is going to have a meeting with all the team members first.
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E 1) 11.7 Listen again and complete these extracts.

L: What............ tis the problem?

T: You see, Paul’s notvery good at............ 2,

T: Well, how can | putit? They respect him, he’s gota lotof............ 3,

L: Well, I think the............ “thing to do is for me to have a talk with him.
I’ll give him some good............. 5.

Work in pairs. Imagine you are the project manager. What advice are you
going to give Paul? Make a list of three points.

E Complete these sentences (1-4) with suitable endings (a—d).

1 The problem is, a) to have a meeting with him first.
2 Ithink you should b) he’s not good at communicating.
3 The best thing to do c) talkto him first.

4 OK.Sovyou’re going d) isto explain what his role is.

o

E Role-play this situation. Two managers in the same department have a

problem with an employee, Ken Darby. They meet to discuss what to do. 5
Student A: Turn to page 155.
Student B: Turn to page 160.
a
u

1

OPENING SUGGESTING ACTION RESPONDING TO SUGGESTIONS | |
There’s something I’d like to talk We could meet the other members | agree. We’ll meet him as soon ‘
to you about. of the team. as possible.
I need to talk to you about I think / don’t think we should meet Fine. Let’s talk to him.
something. Paul every week. Yes. | think that would be very
Could I have a word with you? One thing we could do is talk to him. helpful.
We should / shouldn’t move him to I’m not sure that’s a good idea.
STATING THE TOPIC another department. Well, I'm not sure about that.
There’s a problem with Paul. The best thing to do is to explain his  Mmm_ | don’t think that’s a
The problem is, we don’t have a role to the team. good idea.

good relationship.
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T'he wind of change

A manager wants to bring in new ideas and change the company culture

Background

Kate Maskie is the new General Manager in an overseas branch of East Asian Traders, an international
clothing company. She wants to bring the best new ideas from head office to the overseas branch.

Kate wants: Overseas branch culture now

all staff to use first names. Staff use family names.

all staff to dress casually at work. Staff dress formally at all times.

to introduce a system of flexible working hours. Working hours are fixed (9.00 a.m. to 5.00 p.m.).

to keep all meetings to 30 minutes only. There are many long, formal meetings.

to introduce hot-desking* to the open-plan office. | Most staff have their own space in the open-plan office.
an ‘open-door’ policy, so staff can see a manager | Staff need an appointment to see any manager.

at any time.

* ‘Hot-desking’ is a system where you do not have your own desk in the office, but use any desk that is free.

1) 11.8 Listen to Kate Maskie as she talks to 1 Why does Kate want to change the culture
Stuart Adams, her manager at head office, in the branch office?

about the problems. Discuss :
these questions.

2 What problem will she face?

3 What will Kate do at the meeting?

Case study

Kate and Stuart meet some of the senior staff to discuss the ideas for a new company culture.

1 Work in groups of four and choose a role.

Kate Maskie: Turn to page 157. Stuart Adams: Turn to page 158.
Director of Human Resources: Turn to page 159. Finance Director: Turn to page 162.

2 Lookatyourrole cards and prepare for the meeting.

Meet and discuss Kate’s ideas. Decide what you will change and what you will keep the same.

[ 4 e
Writing
Write the action minutes of the meeting.

FAR EASTERN TRADERS

Subject: New ideas from head office Date:
Participants:

/T 1 Agendaitem Decision | Reason Action Name
1

Staff to use first names

Staff to dress casually on Fridays only

¢ & writing file page 146

= ‘ e l/.fl'_l -
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