
■ Update your CV and bring it
to class.

■ Tell your student you’ll be
working on a special careers
check over the next lessons.

■ Briefly go over your CV, and
discuss the updated sections. 

■ Ask your student to fill out
any two sections of “Yes, you
can!” (pages 58–63) while
you do the same sections.

■ Discuss your answers, then do
the Business Spotlight plus
exercises (page 16).

■ Homework: ask your student
to fill out two more sections,
and to update their CV for dis-
cussion in the next lesson. 

■ Your student should read the
introduction and first section
of “Don’t do that!” (page 46).

■ Discuss the main points in
section one. Discuss your
student’s last presentation:
feeling as a presenter, audi-
ence reaction, areas that
need improvement. 

■ Do the plus exercises on
pages 8–9 and listen to
Audio tracks 15–17. 

■ Get your student to use
phrases from section one of
the Business Skills survival
guide (page 51) to write a
presentation opening.

■ Homework: ask your student
to prepare to give the open-
ing for the next lesson.

PEACE TRAIN BEARER OF BAD NEWS

WHO’S THE BOSS?

Language work telephoning
Level easy
Preparation photocopying
Materials On the Line (page 55), Business Spotlight Audio 1/09,

Business Spotlight plus, Copy File worksheet
Time 40 minutes

PROCEDURE
■ Photocopy and cut apart the Copy File “Bearer of bad news” (page 4 of this sup-

plement). You’ll need one set of cards for every two students.

■ Play the Audio tracks 12–13 to introduce the topic “Giving bad news over the
phone”.

■ Ask the students to form pairs and tell them they are going to play a game of
Pelmanism (also called “Concentration” or “Memory”). Pass out the Pelmanism
cards. The students should familiarize themselves with the cards by matching the
sentence halves before turning the cards over to play the game.

■ After the game, ask the students to write mini “bad news” dialogues using some
of the sentences on the cards. For example, the students can write the speaking
roles for “Kerstin”, “Ms Gregor” or a personalized dialogue representing one of
their phone calls.

■ The students should then rotate round the class to read the other pairs’ dialogues.

■ Continue with a discussion on recent “bad news” phone calls that the students
have either made or received.

■ The exercises on pages 6–7 in Business Spotlight plus can be assigned for home-
work or used for revision during the next lesson. 

Language work listening, reading, discussion
Level medium
Preparation none
Materials “The road to inner peace” (page 68), Business

Spotlight Audio 1/09
Time 15/30 minutes, two-lesson activity

PROCEDURE
Lesson one (15 minutes) 
■ Discuss: “If you went to a management seminar at a cloister, what would your

expectations be?”, “What are your personal and professional values based on?”,
“How open are you or your colleagues about faith in business practice?”, “To
whom or where would you turn if you were going through an internal crisis?”

■ Listen to sociologist Michael Lindsay on spirituality at work on our Audio track 9.

Homework
■ Read “The road to inner peace”. Visit Kloster Kirchberg at www.klosterkirchberg.de.

Lesson two (30 minutes)
■ Discuss the quotes: “Why did [Kloster Kirchberg] survive? Because of its values.

And this is what managers who attend my seminars are searching for.” (page 68);
“The 20th century was all about taking our life and breaking it down into parts.
The 21st century is all about bringing those parts back together again.” (page 70)

■ What are your student’s views on spirituality in American and European business?
Visit the website of Kongress christliche Führungskräfte and Spiritual Consulting
(website information on page 71 of the article).  

Language work writing, speaking
Level medium
Preparation none
Materials The Job Doctor (page 65)
Time 30 minutes

PROCEDURE
■ Write “Ideal boss” on the board. Give your student five minutes to write on the

topic while you do the same.

■ Share what you wrote and swap stories about the bosses you’ve had. Then discuss: 

1. How well do you understand your boss?  
2. How do you let your boss know that he or she is the boss? 
3. If you’ve had a difficult boss, what changes did you make to improve things? 
4. How and when do you present ideas to your boss? 
5. What weaknesses could you improve upon or remove? 
6. How do you ask for or get feedback from your boss? 
7. How can you praise or flatter your boss without overdoing it? 

■ Now read the related sections in “You and your boss”. 

■ Assign page 17 of Business Spotlight plus for homework or do it in class.

copy file
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er ■ Download the quote cards
from www.business-spotlight.
de/teachers/ or write the
words of Agatha Christie’s
quote (page 8) on ten cards
(one set per two students). 

■ In pairs, the students make
a sentence with the cards and
read it to the class.

■ Show them the quote (page
8) and discuss what could
have made Christie say this.

■ Brainstorm jobs one could ask
others to do. 

■ Ask the students to find other
Agatha Christie quotes and to
bring them to class.
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one-to-one group work
BEARER OF BAD NEWS
Match up the cards to form correct sentences before turning them over to play a game of Pelmanism (also know as Memory or
Concentration). After the game, use the sentences to write and practise a mini “bad news” dialogue with your partner. 
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A free podcast on this topic will be available on 30 December 2008. For more on our
podcasts, go to www.business-spotlight.de/podcast/

✂ ✂ ✂

✂

1/2009  Business Spotlight

medium

medium

easy

A free podcast on this topic will be available on 27 January 2009. For more on our pod-
casts, go to www.business-spotlight.de/podcast/

A free podcast on this topic will be
available on 16 December 2008. For
more on our podcasts, go to
www.business-spotlight.de/podcast/

medium

✂

✂

✂

✂

medium RAINBOW NATION
Language work reading, writing, speaking, listening
Level medium
Preparation downloading or making instruction sheets, setting up

workstations
Materials “Land of opportunity” (page 36), Business Spotlight

Audio 1/09, Business Spotlight plus
Time 60 minutes

PROCEDURE
■ Student instruction sheets for the workstations can be downloaded at www.

business-spotlight.de/teachers/, or you can create your own.

■ Set up three workstations with materials. Use other rooms or the corridor if possi-
ble. Workstation 1: CD or MP3 player with the Business Spotlight Audio track 7;
Workstation 2: Business Spotlight plus pages 14–15; Workstation 3:  “Land of
opportunity” article, pages 36-40. Give the students the instruction sheets. 

■ Form three groups of up to four students. If you have too many people, duplicate
the workstations rather than increasing the group size. Give the groups about ten
minutes per workstation to follow the instruction sheet. 

■ Discuss impressions and personal experiences of South Africa.
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■ Cut apart the sections num-
bered 1–6 from the article
“In leaps and bounds” on
pages 14–19 and put them
in different places around
the classroom.

■ For the last 30 minutes of a
lesson, ask the students to
walk around the room and
spend five minutes reading
each of the six sections. 

■ Assign the article as review
reading for homework. Ask
the students to choose the
tip they found most helpful.

■ In the next lesson, discuss
the six learning strategies
and the tips the students
liked.

■ Ask students to share their
own success stories in learn-
ing business English.

Ms Gregor. I need to
tell you something

about your offer for
training services.

Kerstin. I’ve got
some disappointing

news about your 
promotion.

I’m afraid we’ve
decided to hire

another

company for our
sales training.

Your promotion has
not been 

approved, I’m afraid.

They were able to
offer similar

services at a more
competitive price.

They feel you need 
more marketing 

experience.

Sorry about that, Ms
Gregor. But I thought

you’d like to know
straight away.

I’m sorry, Kerstin.
Better

luck next time.

Right, Ms Gregor.
Keep in

touch. I’m sure there
will be contracts on

offer next year.

OK, Kerstin?
Something more

suitable is sure to
come up soon.

A free podcast on this topic will be available on 13 January 2009. For more on our pod-
casts, go to www.business-spotlight.de/podcast/
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Verwendete Acrobat Distiller 7.0.5 Joboptions
Dieser Report wurde mit Hilfe der Adobe Acrobat Distiller Erweiterung "Distiller Secrets v3.0.2" der IMPRESSED GmbH erstellt.
Registrierte Kunden können diese Startup-Datei für die Distiller Versionen 7.0.x kostenlos unter http://www.impressed.de/DistillerSecrets herunterladen.

ALLGEMEIN ----------------------------------------
Beschreibung:
     Verwenden Sie diese Einstellungen zum Erstellen von PDF/X-1a:2001-kompatiblen Adobe PDF-Dokumenten. PDF/X-1a ist eine ISO-Norm für den Austausch von grafischen Inhalten. Weitere Informationen zum Erstellen von PDF/X-1a-kompatiblen PDF-Dokumenten finden Sie im Acrobat-Handbuch. Erstellte PDF-Dokumente können mit Acrobat und Adobe Reader 4.0 oder höher geöffnet werden.
Dateioptionen:
     Kompatibilität: PDF 1.3
     Komprimierung auf Objektebene: Aus
     Seiten automatisch drehen: Aus
     Bund: Links
     Auflösung: 1200 dpi
     Alle Seiten
     Piktogramme einbetten: Nein
     Für schnelle Web-Anzeige optimieren: Nein
Papierformat:
     Breite: 644.882 Höhe: 297.638 mm

KOMPRIMIERUNG ------------------------------------
Farbbilder:
     Neuberechnung: Bikubische Neuberechnung auf 300 ppi (Pixel pro Zoll)
          für Auflösung über 450 ppi (Pixel pro Zoll)
     Komprimierung: Automatisch (JPEG)
     Bildqualität: Maximal
Graustufenbilder:
     Neuberechnung: Bikubische Neuberechnung auf 300 ppi (Pixel pro Zoll)
          für Auflösung über 450 ppi (Pixel pro Zoll)
     Komprimierung: Automatisch (JPEG)
     Bildqualität: Maximal
Schwarzweißbilder:
     Neuberechnung: Bikubische Neuberechnung auf 1500 ppi (Pixel pro Zoll)
          für Auflösung über 2250 ppi (Pixel pro Zoll)
     Komprimierung: CCITT Gruppe 4
     Mit Graustufen glätten: Aus

Richtlinien:
     Richtlinien für Farbbilder
          Bei Bildauflösung unter: 150 ppi (Pixel pro Zoll)
               Ignorieren
     Richtlinien für Graustufenbilder
          Bei Bildauflösung unter: 150 ppi (Pixel pro Zoll)
               Ignorieren
     Richtlinen für monochrome Bilder
          Bei Bildauflösung unter: 1200 ppi (Pixel pro Zoll)
               Ignorieren

FONTS --------------------------------------------
Alle Schriften einbetten: Ja
Untergruppen aller eingebetteten Schriften: Nein
Wenn Einbetten fehlschlägt: Abbrechen
Einbetten:
     Schrift immer einbetten: [ ]
     Schrift nie einbetten: [ ]

FARBE --------------------------------------------
Farbmanagement:
     Einstellungsdatei: None
     Farbmanagement: Farbe nicht ändern
     Wiedergabemethode: Standard
Geräteabhängige Daten:
     Unterfarbreduktion und Schwarzaufbau beibehalten: Nein
     Transferfunktionen: Anwenden
     Rastereinstellungen beibehalten: Nein

ERWEITERT ----------------------------------------
Optionen:
     Überschreiben der Adobe PDF-Einstellungen durch PostScript zulassen: Ja
     PostScript XObjects zulassen: Nein
     Farbverläufe in Smooth Shades konvertieren: Ja
     Geglättene Linien in Kurven konvertieren: Nein
     Level 2 copypage-Semantik beibehalten: Ja
     Einstellungen für Überdrucken beibehalten: Ja
          Überdruckstandard ist nicht Null: Ja
     Adobe PDF-Einstellungen in PDF-Datei speichern: Nein
     Ursprüngliche JPEG-Bilder wenn möglich in PDF speichern: Ja
     Portable Job Ticket in PDF-Datei speichern: Nein
     Prologue.ps und Epilogue.ps verwenden: Nein
     JDF-Datei (Job Definition Format) erstellen: Nein
(DSC) Document Structuring Conventions:
     DSC-Kommentare verarbeiten: Ja
          DSC-Warnungen protokollieren: Nein
          EPS-Info von DSC beibehalten: Ja
          OPI-Kommentare beibehalten: Nein
          Dokumentinfo von DSC beibehalten: Ja
          Für EPS-Dateien Seitengröße ändern und Grafiken zentrieren: Ja

PDF/X --------------------------------------------
Standards - Berichterstellung und Kompatibilität:
     Kompatibilitätsstandard: PDF/X-1a (kompatibel mit Acrobat 4.0)
     Wenn nicht kompatibel: Fortfahren
Wenn kein Endformat- oder Objekt-Rahmen festgelegt ist:
     Als Fehler melden: Ja
Wenn kein Anschnitt-Rahmen festgelegt ist:
     Anschnitt-Rahmen auf Medien-Rahmen festlegen: Ja
Standardwerte, sofern nicht im Dokument festgelegt:
     Profilname für Ausgabe-Intention: ISO Coated v2 (ECI)
     Kennung der Ausgabebedingung: 
     Ausgabebedingung: http://www.eci.org
     Registrierung (URL): 
     Überfüllung: "False" eingeben

ANDERE -------------------------------------------
Distiller-Kern Version: 7050
ZIP-Komprimierung verwenden: Ja
ASCII-Format: Nein
Text und Vektorgrafiken komprimieren: Ja
Minimale Bittiefe für Farbbild Downsampling: 1
Minimale Bittiefe für Graustufenbild Downsampling: 2
Farbbilder glätten: Nein
Graustufenbilder glätten: Nein
Farbbilder beschneiden: Ja
Graustufenbilder beschneiden: Ja
Schwarzweißbilder beschneiden: Ja
Bilder (< 257 Farben) in indizierten Farbraum konvertieren: Ja
Bildspeicher: 1048576 Byte
Optimierungen deaktivieren: 0
Transparenz zulassen: Nein
ICC-Profil Kommentare parsen: Ja
sRGB Arbeitsfarbraum: sRGB IEC61966-2.1
DSC-Berichtstufe: 0
Flatness-Werte beibehalten: Ja
Grenzwert für künstlichen Halbfettstil: 1.0

ENDE DES REPORTS ---------------------------------

IMPRESSED GmbH
Bahrenfelder Chaussee 49
22761 Hamburg, Germany
Tel. +49 40 897189-0
Fax +49 40 897189-71
Email: info@impressed.de
Web: www.impressed.de


