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		PREFACE



		Imagine the following scenario: Chen is a Chinese  businessman who wants to do business with Rajesh, who  is Indian. There is just one problem: Chen does not speak  Hindi and Rajesh does not speak Mandarin, yet they want  to do business together. How can they resolve this?



		One possible way of overcoming this obstacle is to  communicate in a language they can both speak. And that  is where speaking English can be useful.



		English is known as an ‘international language’ or a  ‘global language’, that is, a language spoken by people  from different linguistic backgrounds which aims to make  communication easier.



		My intention for writing this manual-type book is  that it provides generalised guidelines for people whose  first language is not English and to show how the  language can be used in many business contexts. It could  also provide some guidance to native speakers of English.  This book is partly inspired by my experiences as an
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		English language teacher because many of my Brazilian  students have needed to improve their English for work.  That gave me the idea to write a book about  Business English and over the years it has crystalised my  thoughts on what speaking English is all about.



		This book deals with different topics which are  encountered by many businesspeople in a variety o f  sectors.



		As with my previous book, English Demystified: A  practical guide to the English language, I approach the  various topics in this book on the level of per spective  instead of rules. Everyone has a perspective and I find it is  a more effective way of approaching a subject than rules .  A rules-based approach can be a bit dictatorial, but a  perspective is unique to a reader and can make things  much more relevant. However, there will be far less focus  on grammar. I also believe that confidence is an important  part of speaking and I hope that by reading this book, the  reader can understand the concepts of how English is  used in the corporate world and develop their confidence
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		as they learn and understand how English can be used in  a business environment.



		This book is not intended to replace those courses  which deal with business English because such courses  can offer an invaluable opportunity to practice and develop  our abilities. My intention for this book is that it should  serve as a guide and I hope this book helps the reader  during the process of learning, understanding and  developing .



		Chris Fitzgerald  São Paulo, Brazil
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		INTRODUCTION



		What is ‘business English’ ?



		There is no internationally accepted definition of what  business English actually is. Personally, I like to think of  business English as a simplified form of English that is  used on a global scale for communication. Business  English differs from the English of the UK, the USA and  other English-speaking countries because it is specifically  used as a corporate language to communicate internally  and externally instead of everyday, conversational  English, which is more informal. There are, however,  some people who are far less charitable and refer to it as  an invented language. I prefer to think of a language  which is not spoken as a native language as simplified  because the non-native speaker may not be aware of the  subtleties and complexities of the language they are



		learning and might therefore understand specific



		concepts only if they are presented in a simplistic manner.  This does not and should not lessen the quality of what a  person is saying, since I also believe that it is important to
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		try and speak as clearly as possible in order to be  understood, and if you have to use simple vocabulary to  do that, so be it .



		How English is used in a business context can vary  from segment to segment and company to company.  Someone who works in Human Resources or Marketing ,  for example, will use English in one way and someone  who works in IT might have another way of using it. We  should also take into consideration how we use English  with colleagues and people we do not know because there  are tendencies which cause us communicate with them  differently.



		In terms of business and commerce, English is  often used as a way of communicating (according to some  estimates, as much as 75% of all communication within  multinational companies is done in English by non- native  speakers of the language), so it is not surprising to see  English being used in common business situations. For  example:



		 Interviews



		 Meetings and conference calls
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		 Presentations



		 Negotiations



		 Business correspondence



		 As the official language of a multinational company;  I have tried to include language which can apply to  more than one sector. Obviously, each English- speaking  country has unique ways of doing business and, for this  reason, this book is divided into chapters which deal with  issues which can apply to any business sector and  focuses less on specific business segments.
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		CHAPTER 1



		How to write your CV



		What is the difference between a CV and a résumé ?  The initials CV mean Curriculum Vitae (Latin for ‘th e  course of one's life’) and it is a summary of a person's  educational and professional history, usually prepared for  job applications. Another name for a CV is a résumé  (French for ‘to start from the beginning’) .



		Different CV formats often contain the sam e  information but present the information in a different order  and in different sections. These might seem like small  differences, but when potential employers have to r ead  hundreds of CVs they have to have information as quickly  as possible, and therefore any improvements can help .



		You can use different CV formats to:



		 Emphasise your strengths ;



		 Target a specific job ;



		 Change career or get promotion ;



		 Highlight your achievements;
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		What makes a good CV?



		There is no ‘correct’ way to write and a CV but the  following aspects can be important :



		 It is targeted on the specific job or career area for  which you are applying and brings out the relevant  skills you have to offer ;



		 It is carefully and clearly structured, logically  ordered and easy to read ;



		 It is written on one or two pages;



		 It is informative ;



		 It is accurate in content, spelling and grammar. For  example, if you mention attention to detail as a skill,  make sure your spelling and grammar is perfect ;



		Types of CVs



		Bear in mind that in all CV formats the personal details,  personal profile and qualifications sections remain the  same. It is your work history and achievements that  change in each format.
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		Performance CVs



		A performance CV is the most popular type of CV. It  highlights job titles and company names, starting with your  most recent or current job and working backwards.  However, you begin with an 'Achievements' section, which  highlights impressive achievements that can make you  stand out from other candidates. Under each job title you  list your responsibilities in the role.



		What are the pros and cons?



		You might like to use a performance CV if:



		 You want to highlight your career progression ;



		 Your present or last employer is well-known by the  company you are applying to ;



		 You want to stay in the same type of work ;  Is it suitable for me?



		This style of CV may not be suitable for you if:



		 You have gaps in your employment history ;  You want to change your type of job ;
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		 The relevant experience you are trying to  emphasise was some time ago;



		 You have worked in lots of different jobs and you  want your CV to look more focused ;



		Functional CVs



		A Functional CV emphasises skills. These CVs can be  useful if you are looking for a change of career. This is  because they focus on your transferable skills and  experience, rather than job titles, companies, and how  long you stayed with a previous employer .



		In a Functional CV you promote your skills and  achievements in three to six brief paragraphs explaining  what your work involved. For example, if you are applying  for work in a retail role then headings could include  'customer service' and 'sales' which are both key skills for  any job in retail .



		Functional CVs are similar to Targeted CVs in that  they focus on your skills, but on a Functional CV  you choose the title of the three to six paragraphs which
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		deal with skills. On a Targeted CV the headings are  always 'abilities' and 'achievements'. Therefore, F unctional  CVs can be effective at highlighting your unique  combination of skills.



		What should I include and what should I leave out?



		Under each sub-heading you can include more details  about your relevant skills and experience. You might have  got this experience from paid work, voluntary work or  education. Any experience that you feel is not relevant  should not be included .



		What are the pros and cons?



		You might consider using a Functional CV if:



		 You want to change to a broad, new area of work,  and show your relevant transferable skills and  experience ;



		 You have gaps in your employment history ;



		 You have had a lot of jobs and you want to describe  the experience you have as a whole ;
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		 You want to highlight skills you have gained in  previous jobs but that you do not use in your  current or most recent job ;



		Drawbacks with Functional CVs can include:



		 Some people dislike Functional CVs because is it  more difficult to compare skills and experience of  different candidates;



		 If you have worked for well-known employers or  you have had a lot of promotions they will be on the  second page, so this might not be as noticeable ;



		 Some employers may feel a skills-based CV format  is an attempt to hide something (such as gaps in  your work history) ;



		Targeted CVs



		A Targeted CV is a skills-based CV format. This format  can be useful if you are looking for a career change. This  is because it focuses on your transferable skills and  experience, rather than job titles, companies, and how  long ago you got the experience.
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		It is called a Targeted CV because you use it to aim  for a specific type of job. You only include details that are  relevant to the job you are applying for. These are listed in  two separate sections: abilities and achievements.



		A Targeted CV is similar to a Functional CV, in that  it focuses on skills rather than job roles. However, on a  Targeted CV you use the headings 'abilities' and  'achievements' rather than creating three to six individual  skills headings, as you would on a Functional CV.  This can help to highlight your major strengt hs  and achievements .



		What is the difference between abilities and  achievements ?



		Abilities are natural or acquired skills or talents. You can  provide specific details of the abilities and examples of  when you have used them. For example, writing is a skill,  but just listing ‘writing skills’ is not specific and does no t  give an employer an indication of when and how you ha ve  used these skills.
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		An achievement is accomplishing something. Do  not confuse responsibilities with achievements – they are  different. Achievements are unique to you; responsibilities  are what anybody doing a particular job or task would do.  Achievements can make you stand out from others who  may have similar skills and experience.



		For example, in a CV a responsibility could be:



		 Researching and writing articles for a company  newsletter ;



		But an achievement could be:



		 Devised and implemented the introduction of a  company newsletter, improving staff morale and  communication throughout the organization ;



		If your achievements are significant (they saved you or  the company money or time) then try to include details of  this .



		What are the pros and con s?



		You might like to use a Targeted CV format if you:  Want to change career ;



		25



		 Have had a varied career or lots of jobs and you  want to describe the experience you have gained  as a whole ;



		 Want to target your CV towards one particular job ;  Have gaps in your employment history ;



		 Want to emphasise skills you have gained in  previous jobs that you do not use in your current or  most recent job;



		Drawbacks with Targeted CVs can include:



		 It is one of the more unusual formats – some  employers may not be familiar with it ;



		 If you have worked for well-known employers or  you have had many promotions they will be on the  second page, so this is not as noticeable ;



		 Some employers may feel a skills-based CV format  is an attempt to hide something (such as gaps in  your work history);



		Fonts



		TIMES NEW ROMAN is the standard windows ‘serif’ font.  Law firms like it but it is not easy to read on a computer



		26



		screen, especially in the small font size you may need to  use to get your CV on one or two pages. If you do prefer  to use a serif font, try CAMBRIA which has been designed  for screen readability.
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