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1 Communication

a7

2 Motivation

8-11|

3 The future of
management

12-15|

4 Marketing

16-19|

5 Management
systems

20-23

6 Ethics

| |24-27

7 Decision-
making
28-31

8  Increasing
productivity

| 3235

Reading text

Perception and
communications

Expectancy theory

Management: back to
basics

Product portfolio
analysis

Henri Fayol

The role of business
in society

Rational and non-
rational decision-
making models

Froductivity and
performance

Reading strategies

Predicting content
Reading closely for detailed information
Reacting to the fext

Understanding main ideas
Understanding key phrases
Interpreting graphically presented data
Reacting to the text

Identifying general paint of view
Identifying detailed point of view
Reacting to the text

Understanding a text using background
knowledge

Understanding the relationship between text
and graphic

Finding support for an opinion

Reacting to the text

Reading for general understanding
Understanding main and supporting ideas
Critical reading

Reacting to the text

Understanding a text using headings
Predicting content using topic sentences

Reading quickly for general understanding
Identifying the writer's point of view
Reading closely for detailed information
Reacting to the text

Reading for general understanding
Reading closely for detailed information
Reacting to the text

Business vocabulary

Noun collocations
Preposition
collocations

Word formation:
common endings

‘Management’ and
‘leadership'
Change

Marketing
Verb-preposition
callocations

Noun combinations 1o
define or describe

Noun collccations

Decision-making
Adjective—noun
collocations

Pronoun refarents

‘Production’ or
‘productivity'?

Writing skills

Taking notes from
a text

Expanding notes

Preparing for summary
writing
Using topic sentences

Analysing questions
Understanding
instructions
Developing research
questions

Paraphrasing
sentences

Writing practice

Paragraph structure
Transitioning between
paragraphs

Writing practice

Describing similarity
and difference
Writing practice

Developing ideas
Organizing ideas

Expanding an idea
with reasons and
examples

Writing practice
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14

15

16

Job
| satisfaction

| 36-39)

| New business

' [40-43]

| The impact
Lof IT

laaar

Dealing with
| change
! 48-51

| Understanding
| the market

'[52-55)

| Selling across
[ cultures

156-59)|

‘ Pressure

le0-63

‘Expeﬂence

Reading text

The meaning
and nature of job
satisfaction

Survival and growth

The evolution of
information systems

Organization
development

Marketing strategy:
top-down or
bottom-up?

Marketing mistakes:
a failure to
understand
differences

Get stress out of
your system

Second careers and
the third age

Reading strategies

Reading quickly for specific information
Identifying point of view
Reacting to the text

Reading quickly for general understanding
Understanding main and supporting ideas
Reacting to the text

Understanding a text using background
knowledge

Reading closely for detailed information
Understanding the relationship between text
and graphic

Reacting to the text

Reading quickly for specific information
Reading closely for detailed information
|dentifying the writer’s point of view
Reacting to the text

Understanding main and supporiing ideas
Reading closely for detailed information
Finding support for an opinion

Reacting to the text

Predicting content using signposting
Identifying the writer's point of view

Predicting content using background
knowledge

Reading closely for detailed information
Identifying arguments for and against

Reading quickly for general understanding
Understanding main ideas

Understanding supporting ideas

Reacting to the text

Answer key [68-79

Business vocabulary

Research znd data
Connection and
relationship

Challenge
Measurements and
amounts

New ideas

Ownership of
a company

Change verbs

Marketing
Collocations with
‘market’

Meaning and
significance
Mistakes and
difficulties

Dealing with problems
Word formation:
prefixes

Careers and
employment
Personal qualities

Writing skills

Referencing and
citation
Writing practice

Writing introductions
and conclusions
Writing practice

SKILLS REVIEW
Synthesizing
Writing practice

Organizing ideas
Writing an argument
Writing practice

Showing cause
and effect

Writing practice

Understanding and
using feedback

Problem—solution—
evaluation writing
Writing practice

Using a checklist fo
write a draft

Using a checklist 1o
revise writing





