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Participating in Meetings
When people have meetings in English, they follow a global business standard. This

standard is usually different from how people have meetings in Japan. The global
standard is to be prepared and to always give your opinion.

Each person is invited to a meeting for a reason, so everyone should speak and give
opinions. To prepare, you can think of your opinions before the meeting. You can
also email the other meeting participants to exchange ideas before the meeting
starts.

During the meeting, you should state your opinions. To state an opinion, you can fol-
low a two step process.

The first step is to use an opinion phrase. For example, "My opinion is”, “l believe” or
“From my point of view".

Second, you should also say why you have the opinion. To do this, you can use a rea-
son or example. These phrases will help you: “This is because”, “The reason is”, or
“For example”.

END
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Analyzing Business

The analysis of business is used to check the progress of a company. In other words, it’s like a company health
check. After a company gets the results of the health check, the senior managers can make many decision. They
might decide to make new products, try different production methods or to buy another company. There are many
options for analysis. Here are three popular choices.

Data mining

Data mining is a computer science that analyzes patterns. These patterns can sometimes show us interesting infor-
mation. This information can help us to make choices. An example of data mining is when shops look for purchasing
patters. In other words, the shops want to know if there is a trend. This helps the shop to stock more or less of the

products they sell.

Benchmarking

Benchmarking is a kind of analysis that compares things. The aim of benchmarking is to look for best practices. A
best practice is something that another person is doing better than you. This could be customer services, produc-
tion lines, research and development, or recruitment. Companies compare what they do with other companies be-
cause they hope to improve their business activities.

Statistics

Statistics is the result of research. A simple kind of statistics is a distribution. A distribution shows how things are
different. A basic example is temperature. If we look at a graph of temperature we can see that summer is hotter
than winter. Because of this, we know to wear warm clothes in winter. This is called a prediction. Companies use
statistics to find predictions.

In summary

There are many ways to find out how a company is performing. Many of the ways are complicated and take a long
time. However, the goal of any analysis is to find out how to improve a business

BHU (RF) T TEFBReBRUTHTLLED
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Analyzing Business

The analysis of business is used to check
the progreSS Of a Company. In other words, it’s like a company

health check. After a company gets the results of the health check, the senior managers can make many deci-
sion. They might decide to make new products, try different production methods or to buy another company.
There are many options for analysis. Here are three popular choices.

Data mining
Data mining is a computer science that ana-
|yzeS patterns. These patterns can sometimes show us interesting information. This

information can help us to make choices. An example of data mining is when shops look for purchasing pat-
ters. In other words, the shops want to know if there is a trend. This helps the shop to stock more or less of

the products they sell.

Benchmarking
Benchmarking is a kind of analysis that com-
pa reS th I ngS. The aim of benchmarking is to look for best practices. A best practice is

something that another person is doing better than you. This could be customer services, production lines,
research and development, or recruitment. Companies compare what they do with other companies because
they hope to improve their business activities.

Statistics
Statistics is the result of research. ».ooe o e

tics is a distribution. A distribution shows how things are different. A basic example is temperature. If we look
at a graph of temperature we can see that summer is hotter than winter. Because of this, we know to wear
warm clothes in winter. This is called a prediction. Companies use statistics to find predictions.



In summary
There are many ways to find out how a com-
pany iS performlng. Many of the ways are complicated and take a long time.

However, the goal of any analysis is to find out how to improve a business.
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Analyzing Business

The analysis of business is used / to
check the progress / of a company. / In
other words, / it's like / a company
health check. / After a company gets the
results / of the health check, / the senior
managers / can make many decision. /
They might decide / to make new prod-
ucts, / try different production methods /
or to buy another company. / There are
many options / for analysis. / Here are
three popular choices.

Data mining

Data mining is a computer science / that
analyzes patterns. / These patterns / can
sometimes show us / interesting informa-
tion. / This information can help us / to
make choices. / An example of data min-
ing / is when shops look for purchasing
patters. / In other words, / the shops



want to know / if thereis a trend. / This
helps the shop / to stock more or less /
of the products they sell.

Benchmarking

Benchmarking is a kind of analysis / that
compares things. / The aim of benchmark-
ing / is to look for best practices. / A
best practice Is something / that another
person is doing better than you. / This
could be customer services, production
lines, research and development, or recruit-
ment. / Companies compare what they do
/ with other companies / because they
hope / to improve their business activities.

Statistics

Statistics is the result of research. / A sim-
ple kind of statistics / is a distribution. /
A distribution shows / how things are dif-
ferent. / A basic example is temperature.

/ If we look at / a graph of temperature /

we can see that / summer is hotter than
winter. Because of this, / we know / to
wear warm clothes in winter. / This is
called a prediction. / Companies use statis-
tics / to find predictions.

In summary

There are many ways / to find out / how
a company is performing. / Many of the
ways / are complicated and take a long
time. / However, / the goal of any analy-
sis / is to find out / how to improve a
business.
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Analyzing Business

The analysis of business is used to check
the progress of a company. In other words,
it's like a company health check. After a
company gets the results of the health
check, the senior managers can make many
decision. They might decide to make new
products, try different production methods
or to buy another company. There are many
options for analysis. Here are three popular
choices.

Data mining

Data mining is a computer science that ana-
lyzes patterns. These patterns can some-
times show us interesting information. This
information can help us to make choices.
An example of data mining is when shops
look for purchasing patters. In other words,
the shops want to know if there is a trend.



This helps the shop to stock more or less of
the products they sell.

Bench marking

Benchmarking is a kind of analysis that com-
pares things. The aim of benchmarking is to
look for best practices. A best practice is
something that another person is doing bet-
ter than you. This could be customer serv-
ices, production lines, research and develop-
ment, or recruitment. Companies compare
what they do with other companies because
they hope to improve their business activi-
ties.

Statistics

Statistics is the result of research. A simple
kind of statistics is a distribution. A distribu-
tion shows how things are different. A basic
example is temperature. If we look at a
graph of temperature we can see that sum-
mer is hotter than winter. Because of this,

we know to wear warm clothes in winter.
This is called a prediction. Companies use
statistics to find predictions.

In summary

There are many ways to find out how a com-
pany is performing. Many of the ways are
complicated and take a long time. However,
the goal of any analysis is to find out how to
Improve a business.
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Analyzing Business

The analysis of business is used to check
the progress of a company. In other words,
it's like a company health check. After a
company gets the results of the health
check, the senior managers can make many
decision. They might decide to make new
products, try different production methods
or to buy another company. There are many
options for analysis. Here are three popular
choices.

Data mining

Data mining is a computer science that ana-
lyzes patterns. These patterns can some-
times show us interesting information. This
information can help us to make choices.
An example of data mining is when shops
look for purchasing patters. In other words,
the shops want to know if there is a trend.



This helps the shop to stock more or less of
the products they sell.

Bench marking

Benchmarking is a kind of analysis that com-
pares things. The aim of benchmarking is to
look for best practices. A best practice is
something that another person is doing bet-
ter than you. This could be customer serv-
ices, production lines, research and develop-
ment, or recruitment. Companies compare
what they do with other companies because
they hope to improve their business activi-
ties.

Statistics

Statistics is the result of research. A simple
kind of statistics is a distribution. A distribu-
tion shows how things are different. A basic
example is temperature. If we look at a
graph of temperature we can see that sum-
mer is hotter than winter. Because of this,

we know to wear warm clothes in winter.
This is called a prediction. Companies use
statistics to find predictions.

In summary

There are many ways to find out how a com-
pany is performing. Many of the ways are
complicated and take a long time. However,
the goal of any analysis is to find out how to
Improve a business.
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Analyzing Business

The analysis of business is used to check
the progress of a company. In other words,
it's like a company health check. After a
company gets the results of the health
check, the senior managers can make many
decision. They might decide to make new
products, try different production methods
or to buy another company. There are many
options for analysis. Here are three popular
choices.

Data mining

Data mining is a computer science that ana-
lyzes patterns. These patterns can some-
times show us interesting information. This
information can help us to make choices.
An example of data mining is when shops
look for purchasing patters. In other words,
the shops want to know if there is a trend.



This helps the shop to stock more or less of
the products they sell.

Benchmarking

Benchmarking is a kind of analysis that com-
pares things. The aim of benchmarking is to
look for best practices. A best practice is
something that another person is doing bet-
ter than you. This could be customer serv-
ices, production lines, research and develop-
ment, or recruitment. Companies compare
what they do with other companies because
they hope to improve their business activi-
ties.

Statistics

Statistics is the result of research. A simple
kind of statistics is a distribution. A distribu-
tion shows how things are different. A basic
example is temperature. If we look at a
graph of temperature we can see that sum-
mer is hotter than winter. Because of this,

we know to wear warm clothes in winter.
This is called a prediction. Companies use
statistics to find predictions.

In summary

There are many ways to find out how a com-
pany is performing. Many of the ways are
complicated and take a long time. However,
the goal of any analysis is to find out how to
Improve a business.
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Introductions at a Company Reception

All companies have a reception desk. The reception desk is where you first go when
you visit a company. When you arrive at a reception desk, there are some steps that

you need to follow. There are also some questions that the reception clerk will ask
yOou.

First, you should introduce yourself. Smile and start with a greeting, for example,
“Good afternoon”. Then say your name and your company’s name.

The reception clerk should check your details. He will repeat your name and your
company’s hame. Then he will ask you why you are there.

You should tell the reception clerk the purpose of your visit. For example, “| am here
to have a meeting with Mr. Johnson in the purchasing department”.

The reception clerk will then call the person you will meet. You can then take a seat

and wait for the person.
END
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Communicating with Foreign Offices
Office communication styles in other countries are different from the Japanese style. So,

there can sometimes be problems when Japanese head offices talk with overseas offices.

Usually, the foreign staff do not know how to speak Japanese. Also, those staff might
never have worked in a Japanese office.

For these reasons, it is a good idea to have a strategy when communicating with foreign
offices. Here are some tips to improve communication with your foreign coworkers.
Firstly, it is OK to use email to discuss serious topics. However, when you write an email,
you should make your request clear. You don't need to use very polite language, but you
should avoid language that seems arrogant.

Secondly, when you call your subsidiary, you should be as friendly as possible. It is OK to
use your coworker’s first name when you call. Also, remember to start by explaining why
you are calling.

Lastly, in face-to-face communication, you can be more direct. State the purpose of the
discussion, and be active and energetic. Also, don't forget to always say your opinion
clearly.

END
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Areas of Personal Finance

Everyone knows that personal finance is important. The most common areas of person finance are: Receiving a
salary, paying bills and saving money. However, those areas are the basic aspects of finance. In general, people
should be aware of their current position, how to protect themselves and what to do when they retire.

Position

The financial position of a person or family is related to cash flow. Cash flow means all the money that a person
receive compared to all the money a person has to pay. Everyone hopes that the money they receive is more than
they pay out. The trick is to try to create a big gap between money in and money out. If the gap is big, then the
person has more free money to spend.

Protection

Protection means to plan for events that cannot be predicted. These events include: losing a job, having a serious
accident or even death. People try to protect themselves in various ways. However, the best way is to always have
money in case of bad events. The two basic ways to have enough money is to either save the money in a bank, or to
take out insurance.

Retirement

One of the most stressful periods of a person’s life can be retirement. It can be stressful if a person does not have
enough money to live. For this reason, most people plan for retirement. They try to hold assets, such as houses or
valuable objects, and they save money or invest money. The main point is that each person should have enough
money to be comfortable during retirement.

In summary

Financial issues can seem difficult. However, if people are aware of various life situations, then money won’t be such
a problem.

BHU (RF) L TefBReBRULTHTLLES
U\,



3INMAEBE E1:8 RKEH

BEIFE - md
(READING)

STEP 2
R GEOHNMD (BEX)

BHEUEBEXZHAT. T—NZi
Alg 5

Areas of Personal Finance

Everyone knows that personal finance is im-

pOrta nt. The most common areas of person finance are: Receiving a salary, paying bills and sav-

ing money. However, those areas are the basic aspects of finance. In general, people should be aware of their
current position, how to protect themselves and what to do when they retire.

Position
The financial position of a person or family
IS related tO CaSh flOW. Cash flow means all the money that a person receive

compared to all the money a person has to pay. Everyone hopes that the money they receive is more than
they pay out. The trick is to try to create a big gap between money in and money out. If the gap is big, then
the person has more free money to spend.

Protection
Protection means to plan for events that
CannOt be predicted. These events include: losing a job, having a serious acci-

dent or even death. People try to protect themselves in various ways. However, the best way is to always have
money in case of bad events. The two basic ways to have enough money is to either save the money in a
bank, or to take out insurance.

Retirement
One of the most stressful periods of a per-
Son,S hfe Can be retlrement. [t can be stressful if a person does not

have enough money to live. For this reason, most people plan for retirement. They try to hold assets, such as
houses or valuable objects, and they save money or invest money. The main point is that each person should
have enough money to be comfortable during retirement.



In summary
FlnanClal ISSUGS Can Seem dl-ﬁ:lCUIt. However, if people are

aware of various life situations, then money won’t be such a problem.

BHUEBEHSD (RF) THBZAAX—IULT
A TLIEE U\,




3INMAEBE E1:8 RKEH

BESE | 5

(READING)

STEP 3 : F¥ > U T&HO

PRZFTHAEDS, XA VFv>y
Z < B9 B

Areas of Personal Finance

Everyone knows that / personal finance is
important. / The most common areas of
person finance are: / Receiving a salary,
paying bills and saving money. / However,
/ those areas are / the basic aspects of
finance. / In general, / people should be
aware of / their current position, / how
to protect themselves / and what to do
when they retire.

Position

The financial position / of a person or fam-
ily / is related to cash flow. / Cash flow
means / all the money / that a person re-
celves / compared to all the money / a
person has to pay. / Everyone hopes that
/ the money they receive / Is more than /
they pay out. / The trick is / to try to cre-
ate a big gap / between money in and



money out. / If the gap is big, / then the
person has / more free money to spend.

Protection

Protection means / to plan for events /
that cannot be predicted. / These events
include: / losing a job, having a serious ac-
cident or even death. / People try to pro-
tect themselves / in various ways. / How-
ever, / the best way / is to always have
money / in case of bad events. / The two
basic ways / to have enough money / are
to either save the money in a bank, / or to
take out insurance.

Retirement

One of the most stressful periods / of a
person’s life / can be retirement. / It can
be stressful / if a person / does not have
/ enough money to live. / For this reason,
/ most people plan / for retirement. /
They try to hold assets, / such as houses

or valuable objects, / and they save money
/ or invest money. / The main point / is
that each person / should have enough
money / to be comfortable during retire-
ment.

In summary

Financial issues can seem difficult. / How-
ever, / if people are aware of / various
life situations, / then money won't be such
a problem.
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Areas of Personal Finance

Everyone knows that personal finance is im-
portant. The most common areas of person
finance are: Receiving a salary, paying bills
and saving money. However, those areas
are the basic aspects of finance. In general,
people should be aware of their current po-
sition, how to protect themselves and what
to do when they retire.

Position

The financial position of a person or family
Is related to cash flow. Cash flow means all
the money that a person receive compared
to all the money a person has to pay. Every-
one hopes that the money they receive is
more than they pay out. The trick is to try
to create a big gap between money in and
money out. If the gap is big, then the per-
son has more free money to spend.



Protection

Protection means to plan for events that
cannot be predicted. These events include:
losing a job, having a serious accident or
even death. People try to protect them-
selves in various ways. However, the best
way is to always have money in case of bad
events. The two basic ways to have enough
money is to either save the money Iin a
bank, or to take out insurance.

Retirement

One of the most stressful periods of a per-
son’s life can be retirement. It can be stress-
ful If a person does not have enough money
to live. For this reason, most people plan for
retirement. They try to hold assets, such as
houses or valuable objects, and they save
money or invest money. The main point is
that each person should have enough
money to be comfortable during retirement.
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In summary
Financial issues can seem difficult. However,
If people are aware of various life situations,
then money won't be such a problem.
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Areas of Personal Finance

Everyone knows that personal finance is im-
portant. The most common areas of person
finance are: Receiving a salary, paying bills
and saving money. However, those areas
are the basic aspects of finance. In general,
people should be aware of their current po-
sition, how to protect themselves and what
to do when they retire.

Position

The financial position of a person or family
Is related to cash flow. Cash flow means all
the money that a person receive compared
to all the money a person has to pay. Every-
one hopes that the money they receive is
more than they pay out. The trick is to try
to create a big gap between money in and
money out. If the gap is big, then the per-
son has more free money to spend.



Protection

Protection means to plan for events that
cannot be predicted. These events include:
losing a job, having a serious accident or
even death. People try to protect them-
selves in various ways. However, the best
way is to always have money in case of bad
events. The two basic ways to have enough
money is to either save the money Iin a
bank, or to take out insurance.

Retirement

One of the most stressful periods of a per-
son’s life can be retirement. It can be stress-
ful If a person does not have enough money
to live. For this reason, most people plan for
retirement. They try to hold assets, such as
houses or valuable objects, and they save
money or invest money. The main point is
that each person should have enough
money to be comfortable during retirement.

In summary

Financial issues can seem difficult. However,
If people are aware of various life situations,
then money won't be such a problem.
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Areas of Personal Finance

Everyone knows that personal finance is im-
portant. The most common areas of person
finance are: Receiving a salary, paying bills
and saving money. However, those areas
are the basic aspects of finance. In general,
people should be aware of their current po-
sition, how to protect themselves and what
to do when they retire.

Position

The financial position of a person or family
Is related to cash flow. Cash flow means all
the money that a person receive compared
to all the money a person has to pay. Every-
one hopes that the money they receive is
more than they pay out. The trick is to try
to create a big gap between money in and
money out. If the gap is big, then the per-
son has more free money to spend.



Protection

Protection means to plan for events that
cannot be predicted. These events include:
losing a job, having a serious accident or
even death. People try to protect them-
selves in various ways. However, the best
way is to always have money in case of bad
events. The two basic ways to have enough
money is to either save the money Iin a
bank, or to take out insurance.

Retirement

One of the most stressful periods of a per-
son’s life can be retirement. It can be stress-
ful If a person does not have enough money
to live. For this reason, most people plan for
retirement. They try to hold assets, such as
houses or valuable objects, and they save
money or invest money. The main point is
that each person should have enough
money to be comfortable during retirement.

In summary

Financial issues can seem difficult. However,
If people are aware of various life situations,
then money won't be such a problem.
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Successful Negotiations

In my role, | meet many partners to negotiate deals. Sometimes these deals are small,
but sometimes the deals are large. In my experience, there are some things that you
should always do to get a good deal for you and your partner.

The first thing is to know what you want and what you think your partner wants. Then
you should think about on what you can compromise and on what the partner could
compromise. Thirdly, it is important to know what other plans you should make if you
and your partner cannot agree. Maybe there is an alternative to the plan you want to
make.

Those three points are all basic preparation steps. You also need to think about the
people in the partnership. Focus on the relationship, and decide if there is anything
that could prevent a good deal.

Lastly, it is important to think about the outcome of the negotiation. This is called the
solution. You should plan for compromises and what things will make everyone
happy. This is called a win-win solution.

END
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Basic Financial Markets

A financial market is a place where people who want to trade in the same items can meet and exchange those
items. It isn’t like a market where people buy things such as food. Instead it is usually just an exchange. However,
these exchanges have to take place in specific places, such as the stock exchange in Tokyo. The examples here
show the three main types of exchanges.

Capital

A capital market is where companies or enterprises try to raise money. They want to raise money to finance their
projects. An example of a project could be to increase manufacturing or to expand into other countries. Companies
can raise money by selling shares. Here the buyer gets money back yearly on the shares. Companies can also issue
bonds. The buyer keeps the bonds then sells them for a profit later.

Commodities

A commodity is a physical item. These items can be basic food stuffs, such as rice or oranges. The items can also
be precious metals like gold or fuel such as oil. The most basic type of exchange is for a wholesaler of a food prod-
uct like potatoes to buy a lot of potatoes to sell in the open market. They make money by increasing the price they
sell potatoes for in the open market.

Currency

Currency in the money that is used by a country. Therefore, the currency of Japan is Yen. Everyday the foreign ex-
change markets buy and sell the currencies of countries. This process affects the value of the currency. Sometimes
the Yen will be strong, sometimes weak. However, the main reason for exchanging currency is to make profit on the
exchange.

In summary

The financial markets are responsible for fixing the prices of many things that are important to people and compa-
nies. They also help to raise money for enterprises. Most people never participate in any of these basic exchanges.
But for life, they are very important.
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Basic Financial Markets

A financial market is a place where people
who want to trade in the same items can
meet and exchange those Items. i s morer wnere

people buy things such as food. Instead it is usually just an exchange. However, these exchanges have to take
place in specific places, such as the stock exchange in Tokyo. The examples here show the three main types
of exchanges.

Capital
A capital market is where companies or en-
terprlses try tO ralse money. They want to raise money to finance

their projects. An example of a project could be to increase manufacturing or to expand into other countries.
Companies can raise money by selling shares. Here the buyer gets money back yearly on the shares. Compa-
nies can also issue bonds. The buyer keeps the bonds then sells them for a profit later.

Commodities
A CommOdlty IS a phySICal Item. These items can be basic

food stuffs, such as rice or oranges. The items can also be precious metals like gold or fuel such as oil. The
most basic type of exchange is for a wholesaler of a food product like potatoes to buy a lot of potatoes to sell
in the open market. They make money by increasing the price they sell potatoes for in the open market.

Currency
Currency in the money that is used by a

COU ntry. Therefore, the currency of Japan is Yen. Everyday the foreign exchange markets buy

and sell the currencies of countries. This process affects the value of the currency. Sometimes the Yen will be
strong, sometimes weak. However, the main reason for exchanging currency is to make profit on the ex-
change.



In summary

The financial markets are responsible for fix-
ing the prices of many things that are impor-
tant to people and companies. e, e res o rie money

for enterprises. Most people never participate in any of these basic exchanges. But for life, they are very im-
portant.
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Basic Financial Markets

A financial market is a place / where peo-
ple / who want to trade / in the same
items / can meet / and exchange those
items. / Itisn't like a market / where peo-
ple buy things / such as food. / Instead /
It is usually / just an exchange. / How-
ever, / these exchanges / have to take
place / in specific places, / such as the
stock exchange / in Tokyo. / The exam-
ples here / show the three main types /
of exchanges.

Capital

A capital market is / where companies or
enterprises try / to raise money. / They
want to raise money / to finance their pro-
jects. / An example of a project / could
be / to increase manufacturing / or to ex-
pand into other countries. / Companies
can raise money / by selling shares. /



Here / the buyer gets money back /
yearly / on the shares. / Companies can
also issue bonds. / The buyer keeps the
bonds / then sells them / for a profit /
later.

Commodities

A commodity is a physical item. / These
items can be / basic food stuffs, / such
as rice or oranges. / The items can also be
/ precious metals like gold / or fuel such
as oil. / The most basic type of exchange
/ is / for a wholesaler / of a food prod-
uct like potatoes / to buy a lot of potatoes
/ tosell / inthe open market. / They
make money / by increasing the price /
they sell potatoes for / in the open mar-
ket.

Currency
Currency is the money / thatis used / by
a country. / Therefore, / the currency of

Japan / is Yen. / Everyday / the foreign
exchange markets / buy and sell / the
currencies / of countries. / This process
affects the value / of the currency. /
Sometimes the Yen will be strong, / some-
times weak. / However, / the main reason
/ for exchanging currency / is to make
profit / on the exchange.

In summary

The financial markets are responsible / for
fixing the prices / of many things / that
are important / to people and companies.
/ They also help / to raise money / for
enterprises. / Most people never partici-
pate / in any of these basic exchanges. /
But for life, / they are very important.
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Basic Financial Markets

A financial market is a place where people
who want to trade in the same items can
meet and exchange those items. It isn't like
a market where people buy things such as
food. Instead it is usually just an exchange.
However, these exchanges have to take
place in specific places, such as the stock
exchange in Tokyo. The examples here
show the three main types of exchanges.

Capital

A capital market is where companies or en-
terprises try to raise money. They want to
raise money to finance their projects. An ex-
ample of a project could be to increase
manufacturing or to expand into other coun-
tries. Companies can raise money by selling
shares. Here the buyer gets money back
yearly on the shares. Companies can also is-



sue bonds. The buyer keeps the bonds then
sells them for a profit later.

Commodities

A commodity is a physical item. These items
can be basic food stuffs, such as rice or or-
anges. The items can also be precious met-
als like gold or fuel such as oil. The most ba-
sic type of exchange is for a wholesaler of a
food product like potatoes to buy a lot of
potatoes to sell in the open market. They
make money by increasing the price they
sell potatoes for in the open market.

Currency

Currency in the money that is used by a
country. Therefore, the currency of Japan is
Yen. Everyday the foreign exchange mar-
kets buy and sell the currencies of coun-
tries. This process affects the value of the
currency. Sometimes the Yen will be strong,
sometimes weak. However, the main reason

for exchanging currency is to make profit
on the exchange.

In summary

The financial markets are responsible for fix-
iIng the prices of many things that are impor-
tant to people and companies. They also
help to raise money for enterprises. Most
people never participate in any of these ba-
sic exchanges. But for life, they are very im-
portant.
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Basic Financial Markets

A financial market is a place where people
who want to trade in the same items can
meet and exchange those items. It isn't like
a market where people buy things such as
food. Instead it is usually just an exchange.
However, these exchanges have to take
place in specific places, such as the stock
exchange in Tokyo. The examples here
show the three main types of exchanges.

Capital

A capital market is where companies or en-
terprises try to raise money. They want to
raise money to finance their projects. An ex-
ample of a project could be to increase
manufacturing or to expand into other coun-
tries. Companies can raise money by selling
shares. Here the buyer gets money back
yearly on the shares. Companies can also is-



sue bonds. The buyer keeps the bonds then
sells them for a profit later.

Commodities

A commodity is a physical item. These items
can be basic food stuffs, such as rice or or-
anges. The items can also be precious met-
als like gold or fuel such as oil. The most ba-
sic type of exchange is for a wholesaler of a
food product like potatoes to buy a lot of
potatoes to sell in the open market. They
make money by increasing the price they
sell potatoes for in the open market.

Currency

Currency in the money that is used by a
country. Therefore, the currency of Japan is
Yen. Everyday the foreign exchange mar-
kets buy and sell the currencies of coun-
tries. This process affects the value of the
currency. Sometimes the Yen will be strong,
sometimes weak. However, the main reason

for exchanging currency is to make profit
on the exchange.

In summary

The financial markets are responsible for fix-
iIng the prices of many things that are impor-
tant to people and companies. They also
help to raise money for enterprises. Most
people never participate in any of these ba-
sic exchanges. But for life, they are very im-
portant.
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Basic Financial Markets

A financial market is a place where people
who want to trade in the same items can
meet and exchange those items. It isn't like
a market where people buy things such as
food. Instead it is usually just an exchange.
However, these exchanges have to take
place in specific places, such as the stock
exchange in Tokyo. The examples here
show the three main types of exchanges.

Capital

A capital market is where companies or en-
terprises try to raise money. They want to
raise money to finance their projects. An ex-
ample of a project could be to increase
manufacturing or to expand into other coun-
tries. Companies can raise money by selling
shares. Here the buyer gets money back
yearly on the shares. Companies can also is-



sue bonds. The buyer keeps the bonds then
sells them for a profit later.

Commodities

A commodity is a physical item. These items
can be basic food stuffs, such as rice or or-
anges. The items can also be precious met-
als like gold or fuel such as oil. The most ba-
sic type of exchange is for a wholesaler of a
food product like potatoes to buy a lot of
potatoes to sell in the open market. They
make money by increasing the price they
sell potatoes for in the open market.

Currency

Currency in the money that is used by a
country. Therefore, the currency of Japan is
Yen. Everyday the foreign exchange mar-
kets buy and sell the currencies of coun-
tries. This process affects the value of the
currency. Sometimes the Yen will be strong,
sometimes weak. However, the main reason

for exchanging currency is to make profit
on the exchange.

In summary

The financial markets are responsible for fix-
iIng the prices of many things that are impor-
tant to people and companies. They also
help to raise money for enterprises. Most
people never participate in any of these ba-
sic exchanges. But for life, they are very im-
portant.



EDOLS5VWIDMD R ULEH?

3 [l B DR
+10% +20% +30% +40% +50%

2[EH

47> | 37308 33 27330

49330

4973031 | 37236% | 37219% 2742% 25015

4.557

27748%  27324% | 2943

37168

37236

3709% | 2748% | 2327% | 2706% | 13458

3.57

27324% | 2706% | 1248% | 1230

273421

12158

17330%

172457

29 15%

2.5

R

19312%

17324

13367

17348%

45

54

17303%

17212%

17221%

1.5

48 42 36# 30#

547



3NMAEBE H1:8 ®EH

(R

BaFE
—ADING)

W

= .

Z/N

. -§£ S\
- BJbL

=h=
AA A

Basic Financial Markets
RIS OEREH R

EMmiZEd. BUMBATESILIEWER ST
WBRAADEED, ZOBGEIRBEZRRTEZ %1%
FTITH 5, BYREDLSIC. AADRBDEE
WICIT BRI TIER W, FNIEIEVWTLWRIRT 5
EiFTH3., LKL DORMIE, ERIEZAEG|PT
DXOBFEDHZATITOND, T T, E£X
3DODRMEMBE DEEZHIICH T B,

7

KRG, BAEEPEERENERZEPI
HDIZATH 5. ROWBEETOAI Y hDIcH
DEZFEZLIWDTHD, 7O hDF
EULTIF, HEEZEPYT. MEICELRT 570 E
b, EFIIHKRZT> (ERZFD. BEFIEZ
DORICFE TN EEETZFICWLWnd, el 1B
XIIEFZRITTE S, BEFRIZTOESZEA
U, "2 cHICETTEDTH S,



AT« T« &

JET14 T 1 &l YENGEEImBETH D, d
BiClE. XPALYIRED—RNZEBYHH

B, T, EREDERRE. FHBEDHRESL H
%o ROEERNLGRY A TOEGI =L, Uphnd
BREDKODBREBMZ—MROTIE TR SHIFED EH
ICXFTBEDTH D, HSIE. —KFHFETU D
W Z S RFICitgz LIF THRZR/ DD TH

%o

]
BEEEETODMONEZEEDIETH D, OF
DHADEEIE "TH) THS, #H. NEAEH
ZCTREEOBEENTDEVNEINTWS, D
Ot X, EEDOMEICEEESZTWS, FIC
Rig@<Gokeh, 55<G>khd3, LH L.
BEERMBEOFRIEHE., KRBT DHEEICEL ST
a8 BHTH S,

1

&
ERIMIZIE. ARPEEICES>TEREREZLDD
DD ZERDBIEEZE>TWNWD, e FHE

EHNESZTFTEITDEICHERIE>TWS, F&
AWEDADINS DEERMEG|ICHRS I &IFEWL
255, UDhUEFICEWT, COBSIFIEFEIC
BEERDTH D,

END



SNAEE H11EB

EREHE H,u< (LISTENING)

ARETSLE 21—

ZEDAEETER
T, HRAOEBEF, Fa VT 2RIELTWET, 22T BBEOKRE LD REICT
BB, X1 UT 1 OBRABRFIEEH > THEXL &5, Thns. AEEEFBTERIC
I35 LZRTVEET,

X9, AEBBEREER. HLBLEIC/NAR—MZRRITDLSICEVWET, EEEIF. £D/KR
M—hCE > EBZBL, AVE21—Y THRICICETIFHZERLET,

EBEEIRVWCOMNERELTEEY, FIAIX. SARER - BEHME - BELREW-
tT?oéE%mT ERICEZTLIEE LN,

ZDE., BEEABRDRBILOEEZRD I, Hialld. IXZZUo>DDETYSYIALT
ISV, MERTBEIRHD XA,

=RIC. BRGRELZITWE T, BEEEBRRAF v F—IciEEZ 1 xXE<L LDIKEERULEY, Xx ¥
FTHBHRIDENZERD £,

BEREENBBRICDINAR—NCRY VT2 UILFERT. HRBLEEZOEICEHICAETER
EE

RDNR—=IN\—



3NMAEBE H1:8 ®EH

ShFE D JEC (LISTENING)

mESLE 21—
Airport Immigration

Recently, airports around the world have increased security. You should know the dif-
ferent security processes. This will make your journey more relaxing and easy. Here
are some things you might do at immigration.

The immigration officer will ask to see your passport. The officer will scan your pass-
port and check your details on a computer.

Next the immigration officer will ask you some questions. For example: Why are you vis-
iting this country? How long will you stay? Where will you stay?
Stay calm and answer the questions.

After that, the immigration officer will take your photograph. You should look into the
camera and relax. You don’t need to smile.

Finally, you will need to give your finger prints. The immigration officer will ask you to
put one finger onto a scanner. The scanner will take a photograph of your finger print.

The immigration officer will stamp your passport and you are free to enter the country.

END
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Commuting by Train

Every morning | walk to my local station. It takes about 10 minutes. | like the walk be-
cause it is easy and quiet. When | get to the station, it's very crowded. Some people

buy coffee or breakfast at the station. But | have breakfast at home, so | go through
the station gates.

The train platform is busy. Everyone needs to stay calm and wait for the train. When
the train arrives people rush onto it. Some people get seats, but most people have to
stand up.

My train journey takes 35 minutes. So, while the train is moving | like to read a book
or study English. | use a smartphone to study English. | use it because | can listen to
English and read English. Hopefully, my English will improve.

When the train arrives at my stop, | get off. | walk about 5 minutes to my office.

Using the train is convenient, but quite crowded.

END
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Basic Human Resources

Human resources refers to the people that work in a company. Sometimes that group of people are known as hu-
man capital, talent, labor pool or simply, staff. Whatever the name, there are some aspects that define what human
resources are. Here are the three main characteristics.

Demographics

Demographics refers to the people that work in a company according to the location. In other words, factory work-
ers usually live near the factory and are of the same social class. However, office workers might all be middle class.
Also, if the company is new, it might have more young people working for it. Whereas an established company
would have older workers.

Diversity

Diversity is about the differences in the workforce. These differences happen because the company might have
offices and factories in different locations. An example is a global company. This company might have people from
many countries working for it. The branch offices would have local staff and staff from the foreign head office.

Skills

Skills are the qualities that people have. These qualities could be easy to learn or difficult. Jobs that require difficult
skills are usually higher paid than low skilled jobs. Therefore, an office receptionist in an advertising company would
probably earn less money than a creative director.

In summary

In modern business, human resource professionals need to focus not just on the simple task of finding new employ-
ees. They also need to balance things like age, gender, location and skills. Balancing these can be tough, but also
very rewarding for the company.
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Basic Human Resources

Human resources refers to the people that
Work in a Company. Sometimes that group of people are known as human capi-

tal, talent, labor pool or simply, staff. Whatever the name, there are some aspects that define what human
resources are. Here are the three main characteristics.

Demographics
Demographics refers to the people that
work in a company according to the loca-

tlon « In other words, factory workers usually live near the factory and are of the same social class. How-

ever, office workers might all be middle class. Also, if the company is new, it might have more young people
working for it. Whereas an established company would have older workers.

Diversity
Diversity is about the differences in the

WO rkfo rce. These differences happen because the company might have offices and factories

in different locations. An example is a global company. This company might have people from many countries
working for it. The branch offices would have local staff and staff from the foreign head office.

Skills
Skills are the qualities that people have. ..

qualities could be easy to learn or difficult. Jobs that require difficult skills are usually higher paid than low
skilled jobs. Therefore, an office receptionist in an advertising company would probably earn less money than
a creative director.



In summary

In modern business, human resource profes-
sionals need to focus not just on the simple
task of finding new employees. ., o e o batance

things like age, gender, location and skills. Balancing these can be tough, but also very rewarding for the com-
pany.
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Basic Human Resources

Human resources refers / to the people /
that work / in a company. / Sometimes /
that group of people / are known / as hu-
man capital, talent, labor pool or simply,
staff. / Whatever the name, / there are
some aspects / that define / what human
resources are. / Here are the three main
characteristics.

Demographics

Demographics refers / to the people /
that work / ina company / according to
/ the location. / In other words, / factory
workers usually live / near the factory /
and are of the same social class. / How-
ever, / office workers might all be middle
class. / Also, / if the company is new, /
It might have / more young people work-
ing / forit. / Whereas / an established
company would have / older workers.



Diversity

Diversity is about / the differences / in
the workforce. / These differences happen
/ because the company might have offices
and factories / In different locations. / An
example is a global company. / This com-
pany might have people / from many coun-
tries / woking / forit. / The branch of-
fices would have local staff / and staff /
from the foreign head office.

Skills

Skills are the qualities / that people have.
/ These qualities could be / easy to learn
/ or difficult. / Jobs / that require diffi-
cult skills / are usually higher paid / than
low skilled jobs. / Therefore, / an office
receptionist / in an advertising company /
would probably earn less money / than a
creative director.

In summary

In modern business, / human resource pro-
fessionals / need to focus / not juston /
the simple task / of finding new employ-
ees. / They also / need to balance /
things like age, gender, location and skills. /
Balancing these can be tough, / but also
very rewarding / for the company.
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Basic Human Resources

Human resources refers to the people that
work in a company. Sometimes that group
of people are known as human capital, tal-
ent, labor pool or simply, staff. Whatever
the name, there are some aspects that de-
fine what human resources are. Here are
the three main characteristics.

Demographics

Demographics refers to the people that
work in a company according to the loca-
tion. In other words, factory workers usually
live near the factory and are of the same so-
cial class. However, office workers might all
be middle class. Also, if the company is

new, it might have more young people work-
ing for it. Whereas an established company
would have older workers.



Diversity

Diversity is about the differences in the
workforce. These differences happen be-
cause the company might have offices and
factories in different locations. An example
Is a global company. This company might
have people from many countries working
for it. The branch offices would have local
staff and staff from the foreign head office.

Skills

Skills are the qualities that people have.
These qualities could be easy to learn or dif-
ficult. Jobs that require difficult skills are
usually higher paid than low skilled jobs.
Therefore, an office receptionist in an adver-
tising company would probably earn less
money than a creative director.

In summary
In modern business, human resource profes-
sionals need to focus not just on the simple

task of finding new employees. They also
need to balance things like age, gender, lo-
cation and skills. Balancing these can be

tough, but also very rewarding for the com-

pany.
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Basic Human Resources

Human resources refers to the people that
work in a company. Sometimes that group
of people are known as human capital, tal-
ent, labor pool or simply, staff. Whatever
the name, there are some aspects that de-
fine what human resources are. Here are
the three main characteristics.

Demographics

Demographics refers to the people that
work in a company according to the loca-
tion. In other words, factory workers usually
live near the factory and are of the same so-
cial class. However, office workers might all
be middle class. Also, if the company is

new, it might have more young people work-
ing for it. Whereas an established company
would have older workers.



Diversity

Diversity is about the differences in the
workforce. These differences happen be-
cause the company might have offices and
factories in different locations. An example
Is a global company. This company might
have people from many countries working
for it. The branch offices would have local
staff and staff from the foreign head office.

Skills

Skills are the qualities that people have.
These qualities could be easy to learn or dif-
ficult. Jobs that require difficult skills are
usually higher paid than low skilled jobs.
Therefore, an office receptionist in an adver-
tising company would probably earn less
money than a creative director.

In summary
In modern business, human resource profes-
sionals need to focus not just on the simple

task of finding new employees. They also
need to balance things like age, gender, lo-
cation and skills. Balancing these can be
tough, but also very rewarding for the com-

pany.
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Basic Human Resources

Human resources refers to the people that
work in a company. Sometimes that group
of people are known as human capital, tal-
ent, labor pool or simply, staff. Whatever
the name, there are some aspects that de-
fine what human resources are. Here are
the three main characteristics.

Demographics

Demographics refers to the people that
work in a company according to the loca-
tion. In other words, factory workers usually
live near the factory and are of the same so-
cial class. However, office workers might all
be middle class. Also, if the company is

new, it might have more young people work-
ing for it. Whereas an established company
would have older workers.



Diversity

Diversity is about the differences in the
workforce. These differences happen be-
cause the company might have offices and
factories in different locations. An example
Is a global company. This company might
have people from many countries working
for it. The branch offices would have local
staff and staff from the foreign head office.

Skills

Skills are the qualities that people have.
These qualities could be easy to learn or dif-
ficult. Jobs that require difficult skills are
usually higher paid than low skilled jobs.
Therefore, an office receptionist in an adver-
tising company would probably earn less
money than a creative director.

In summary
In modern business, human resource profes-
sionals need to focus not just on the simple

task of finding new employees. They also
need to balance things like age, gender, lo-
cation and skills. Balancing these can be
tough, but also very rewarding for the com-

pany.
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Customer Relations in Japan

| have been working in the sales division of a large paper manufacturer for almost 10
years. My customers use our paper for many different things. Some of the paper is
used for books, other paper is used for packaging, and some is used for household
goods. We make all kinds of paper.

The most important thing to remember about sales in Japan is the customer. | be-
lieve that keeping good customer relations is important. There are many ways | can
keep these relationships with my customers.

The first is to make sure they can call me anytime. | always make time to listen to my
customers. Also, | regularly call the customers. This is a good thing because it shows
that | am interested in their situation.

The second is to meet the customers. | go to each customer at least once a week
and talk about business. Sometimes we make time to socialize too.

The last is to remember to send gifts and cards at various times of the year. Nice
gifts and cards show that | care about the customers and their business.
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Top Business Books

Every year, business books are written by many people. Those books cover a lot of
different topics that are useful for being successful in business. However, some
books are said to be the best of all time. Here are some of those books.

The book called How to Win Friends and Influence People was written by Dale Carne-
gie in 1936. This book sold more than 15 million copies. It focuses on ways to handle
people, ways to make people like you, ways to make people think the same way as
you, and how to be a leader.

Good to Great was a book written by James C. Collins in 2001. This book describes
how to make good companies into great companies. It looks at things like leadership,
discipline and technology.

Another book which is thought to be good for business is called Moneyball. This
book was written by Michael Lewis in 2003. It focused on a baseball team known as
the Oakland A’s. Even though this book is about baseball, many managers have read
It because it is useful to learn how to be a good manager.

END
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Business Ethics

Ethics are social rules. Social rules are different from country to country. For this reason, the business ethics can
also be different according to various countries. Business ethics also change over time. In other words, things that
companies did in the past are not common anymore. To help companies work better together, there are some stan-
dardized ways of doing some business.

Human Resources

All developed countries have rules that companies need to follow regarding employees. The exact rules can be
slightly different from country to country. However, there are rules that are common. Discrimination is not allowed in
most developed countries. There are law to protect people against companies doing bad things according to race,
gender, age, disability or sexuality.

Intellectual Property

Intellectual property is any idea or invention that a person or company has. When people have new business ideas,
they need to protect them. They protect them so that other people don’t copy the idea. The ideas that people have
are used to make money. So, these ideas can be protected by international laws for copyright and patents.

Pollution

Pollution refers to something that can damage an environment, animal or a person. Over time some companies have
been found guilty of bad practices that damaged things. Examples include oil spills, toxic food products or danger-
ous products. For this reason, countries develop laws that protect people and the environment from these danger-
ous things.

In summary

There are many aspects to business ethics. The main thing to remember is that most countries try to protect peo-
ple and environments, and ideas. Each country does things slightly differently, but the end goal of ethics is the
same.
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Business Ethics

EthICS a re SOCIaI rU|eS. Social rules are different from country to country.

For this reason, the business ethics can also be different according to various countries. Business ethics also
change over time. In other words, things that companies did in the past are not common anymore. To help
companies work better together, there are some standardized ways of doing some business.

Human Resources
All developed countries have rules that com-
panies need to follow regarding employees.

The exact rules can be slightly different from country to country. However, there are rules that are common.
Discrimination is not allowed in most developed countries. There are law to protect people against companies
doing bad things according to race, gender, age, disability or sexuality.

Intellectual Property
Intellectual property is any idea or invention
that a person Or Company haS. When people have new business

ideas, they need to protect them. They protect them so that other people don’t copy the idea. The ideas that
people have are used to make money. So, these ideas can be protected by international laws for copyright
and patents.

Pollution
Pollution refers to something that can dam-
age an environment, animal or a person. o.

time some companies have been found guilty of bad practices that damaged things. Examples include oil
spills, toxic food products or dangerous products. For this reason, countries develop laws that protect people
and the environment from these dangerous things.



In summary
There are many aspects to business ethics.

The main thing to remember is that most countries try to protect people and environments, and ideas. Each
country does things slightly differently, but the end goal of ethics is the same.
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Business Ethics

Ethics are social rules. / Social rules are dif-
ferent / from country / to country. / For
this reason, / the business ethics can also
be different / according to various coun-
tries. / Business ethics also change over
time. / In other words, / things / that com-
panies did / Iin the past / are not common
anymore. / To help companies work better
together, / there are some standardized
ways / of doing business. /

Human Resources

All developed countries have rules / that
companies need / to follow / regarding em-
ployees. / The exact rules can be slightly
different / from country / to country. /
However, / there are rules / that are com-
mon. / Discrimination is not allowed / In
most developed countries. / There are laws
/ to protect people / against companies



doing bad things / according to race, gen-
der, age, disability or sexuality. /

Intellectual Property

Intellectual property is any idea or invention
/ that a person / or company has. / When
people have new business ideas, / they
need / to protect them. / They protect
them / so that other people don’t copy the
idea. / The ideas / that people have / are
used / to make money./ So, / these ideas
can be protected / by international laws /
for copyright and patents. /

Pollution

Pollution refers / to something / that can
damage an environment, animal or a per-
son. / Over time some companies have
been found guilty / of bad practices / that
damaged things. / Examples include oill
spills, toxic food products or dangerous
products. / For this reason, / countries de-

velop laws / that protect people / and the
environment / from these dangerous
things. /

In summary

There are many aspects / to business eth-
ics. / The main thing / to remember / is
that most countries try / to protect people
and environments, and ideas. / Each coun-
try does things slightly differently, / but the
end goal / of ethics / is the same. /
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Business Ethics

Ethics are social rules. Social rules are differ-
ent from country to country. For this rea-
son, the business ethics can also be differ-
ent according to various countries. Busi-
ness ethics also change over time. In other
words, things that companies did in the

past are not common anymore. To help com-
panies work better together, there are some
standardized ways of doing some business.

Human Resources

All developed countries have rules that com-
panies need to follow regarding employees.
The exact rules can be slightly different
from country to country. However, there are
rules that are common. Discrimination is not
allowed in most developed countries. There
are law to protect people against compa-
nies doing bad things according to race,
gender, age, disability or sexuality.



Intellectual Property

Intellectual property is any idea or invention
that a person or company has. When peo-
ple have new business ideas, they need to
protect them. They protect them so that
other people don't copy the idea. The ideas
that people have are used to make money.
So, these ideas can be protected by interna-
tional laws for copyright and patents.

Pollution

Pollution refers to something that can dam-
age an environment, animal or a person.
Over time some companies have been

found guilty of bad practices that damaged
things. Examples include oil spills, toxic food
products or dangerous products. For this
reason, countries develop laws that protect
people and the environment from these dan-
gerous things.

In summary

There are many aspects to business ethics.
The main thing to remember is that most
countries try to protect people and environ-
ments, and ideas. Each country does things
slightly differently, but the end goal of eth-
Ics Is the same.
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Business Ethics

Ethics are social rules. Social rules are differ-
ent from country to country. For this rea-
son, the business ethics can also be differ-
ent according to various countries. Busi-
ness ethics also change over time. In other
words, things that companies did in the

past are not common anymore. To help com-
panies work better together, there are some
standardized ways of doing some business.

Human Resources

All developed countries have rules that com-
panies need to follow regarding employees.
The exact rules can be slightly different
from country to country. However, there are
rules that are common. Discrimination is not
allowed in most developed countries. There
are law to protect people against compa-
nies doing bad things according to race,
gender, age, disability or sexuality.



Intellectual Property

Intellectual property is any idea or invention
that a person or company has. When peo-
ple have new business ideas, they need to
protect them. They protect them so that
other people don't copy the idea. The ideas
that people have are used to make money.
So, these ideas can be protected by interna-
tional laws for copyright and patents.

Pollution

Pollution refers to something that can dam-
age an environment, animal or a person.
Over time some companies have been

found guilty of bad practices that damaged
things. Examples include oil spills, toxic food
products or dangerous products. For this
reason, countries develop laws that protect
people and the environment from these dan-
gerous things.

In summary

There are many aspects to business ethics.
The main thing to remember is that most
countries try to protect people and environ-
ments, and ideas. Each country does things
slightly differently, but the end goal of eth-
Ics Is the same.
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Business Ethics

Ethics are social rules. Social rules are differ-
ent from country to country. For this rea-
son, the business ethics can also be differ-
ent according to various countries. Busi-
ness ethics also change over time. In other
words, things that companies did in the

past are not common anymore. To help com-
panies work better together, there are some
standardized ways of doing some business.

Human Resources

All developed countries have rules that com-
panies need to follow regarding employees.
The exact rules can be slightly different
from country to country. However, there are
rules that are common. Discrimination is not
allowed in most developed countries. There
are law to protect people against compa-
nies doing bad things according to race,
gender, age, disability or sexuality.



Intellectual Property

Intellectual property is any idea or invention
that a person or company has. When peo-
ple have new business ideas, they need to
protect them. They protect them so that
other people don't copy the idea. The ideas
that people have are used to make money.
So, these ideas can be protected by interna-
tional laws for copyright and patents.

Pollution

Pollution refers to something that can dam-
age an environment, animal or a person.
Over time some companies have been

found guilty of bad practices that damaged
things. Examples include oil spills, toxic food
products or dangerous products. For this
reason, countries develop laws that protect
people and the environment from these dan-
gerous things.

In summary

There are many aspects to business ethics.
The main thing to remember is that most
countries try to protect people and environ-
ments, and ideas. Each country does things
slightly differently, but the end goal of eth-
Ics Is the same.
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Dealing with UK Coworkers

Two years ago, | was transferred from my office in Osaka to our European office in

London. | was very excited to move to the UK. However, my feelings changed after |
had lived THERE for a few months.

In Osaka, after work, | used to drink with my coworkers. After work drinking time was
very important to relax and communicate with coworkers.

In London, all of my coworkers would leave work at about 6:00pm. When | asked
them if they wanted to go drinking, they always said, no. This made me feel that my
coworkers didn’t like me. Finally, | asked one of my coworkers why they didn’t invite
me to drink with them. My coworker told me that everyone went home after work.

This surprised me. But my coworker explained that family and leisure is very impor-
tant in the UK. These days | enjoy talking with coworkers during office time, and |
love relaxing with my family after work.

END
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Business Intelligence

Business intelligence is knowledge about the capability of a company. Companies now have access to tons of infor-
mation. This is sometimes called “big data.” By analyzing this information carefully they can gain business intelli-
gence. This tells managers whether the company should change, or if the company is better or worse than other
companies.

Dashboards

The first step to benefit from business intelligence is deciding what information to analyze. A collection of important
data put together in an easy-to-understand visual is called a dashboard. Corporate dashboards help managers un-
derstand what’s happening in their companies in real time.

Analysis

By tracking important information in a dashboard, managers can see what’s going well and what’s not. The next
step is to analyze the causes of good and bad results. What should the company do to continue achieving good
results? What should the company change to stop getting bad results? By analyzing the causes, managers can take
action.

Action

Business intelligence is only useful when it leads to action. When taking action, managers must do these four things.
First, clarify the goal. Second, communicate the action and goal to employees, Third, track the action and its results.
Fourth, give feedback to employees about their action.

In summary

By using business intelligence, managers can run business smoother and smarter than ever before. However, to do
that well they must have clear information, analyze where it comes from and take smart action.
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Business Intelligence

Business intelligence is knowledge about
the Capabllity Of a Company. Companies now have access to tons

of information. This is sometimes called “big data.” By analyzing this information carefully they can gain busi-
ness intelligence. This tells managers whether the company should change, or if the company is better or
worse than other companies.

Dashboards
The first step to benefit from business intel-
ligence is deciding what information to ana-

|yze. A collection of important data put together in an easy-to-understand visual is called a dashboard.

Corporate dashboards help managers understand what’s happening in their companies in real time.

Analysis

By tracking important information in a dash-
board, managers can see what's going well
and What's NOT. e e cien e w0 snyze the covses of gond and bad resuite, et

should the company do to continue achieving good results? What should the company change to stop getting
bad results? By analyzing the causes, managers can take action.

Action
Business intelligence is only useful when it
|eadS tO aCtion. When taking action, managers must do these four things. First, clarify

the goal. Second, communicate the action and goal to employees, Third, track the action and its results.
Fourth, give feedback to employees about their action.



In summary

By using business intelligence, managers
can run business smoother and smarter
than ever before. i w ot wel ey must nave cear information. ana-

lyze where it comes from and take smart action.
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Business Intelligence

Business intelligence is knowledge / about
the capability / of a company. / Compa-
nies now have access / to tons / of infor-
mation. / This is sometimes called “big
data.” / By analyzing this information care-
fully / they can gain business intelligence.
/ This tells managers / whether the com-
pany should change, / or if the company is
better / or worse / than other compa-
nies.

Dashboards

The first step / to benefit / from busi-
ness intelligence is deciding / what infor-
mation / to analyze. / A collection / of
Important data put together / in an easy-
to-understand visual is called a dashboard.
/ Corporate dashboards help managers un-
derstand / what's happening / In their
companies / In real time.



Analysis

By tracking important information / in a
dashboard, / managers can see what's go-
iIng well / and what’s not. The next step is
/ to analyze the causes / of good / and
bad results. / What should the company do
/ to continue achieving good results? /
What should the company change / to
stop getting bad results? / By analyzing
the causes, / managers can take action.

Action
Business intelligence is only useful / when
It leads to action. / When taking action, /

managers must do these four things. / First,

/ clarify the goal. / Second, / communi-
cate the action and goal / to employees.
Third, / track the action and its results. /
Fourth, / give feedback / to employees /
about their action.

In summary

By using business intelligence, / managers
can run business smoother and smarter /
than ever before. / However, / to do that
well / they must have clear information,
analyze / where it comes from / and take
smart action.
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Business Intelligence

Business intelligence is knowledge about
the capability of a company. Companies
now have access to tons of information.
This is sometimes called “big data.” By ana-
lyzing this information carefully they can
gain business intelligence. This tells manag-
ers whether the company should change, or
If the company is better or worse than
other companies.

Dashboards

The first step to benefit from business intel-
ligence is deciding what information to ana-
lyze. A collection of important data put to-
gether in an easy-to-understand visual is
called a dashboard. Corporate dashboards
help managers understand what's happen-
INg In their companies in real time.



Analysis

By tracking important information in a dash-
board, managers can see what's going well
and what’s not. The next step is to analyze
the causes of good and bad results. What
should the company do to continue achiev-
ing good results? What should the company
change to stop getting bad results? By ana-
lyzing the causes, managers can take ac-
tion.

Action

Business intelligence is only useful when it
leads to action. When taking action, manag-
ers must do these four things. First, clarify
the goal. Second, communicate the action
and goal to employees, Third, track the ac-
tion and its results. Fourth, give feedback to
employees about their action.

In summary

By using business intelligence, managers
can run business smoother and smarter
than ever before. However, to do that well
they must have clear information, analyze
where it comes from and take smart action.
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Business Intelligence

Business intelligence is knowledge about
the capability of a company. Companies
now have access to tons of information.
This is sometimes called “big data.” By ana-
lyzing this information carefully they can
gain business intelligence. This tells manag-
ers whether the company should change, or
If the company is better or worse than
other companies.

Dashboards

The first step to benefit from business intel-
ligence is deciding what information to ana-
lyze. A collection of important data put to-
gether in an easy-to-understand visual is
called a dashboard. Corporate dashboards
help managers understand what's happen-
INg In their companies in real time.



Analysis

By tracking important information in a dash-
board, managers can see what's going well
and what’s not. The next step is to analyze
the causes of good and bad results. What
should the company do to continue achiev-
ing good results? What should the company
change to stop getting bad results? By ana-
lyzing the causes, managers can take ac-
tion.

Action

Business intelligence is only useful when it
leads to action. When taking action, manag-
ers must do these four things. First, clarify
the goal. Second, communicate the action
and goal to employees, Third, track the ac-
tion and its results. Fourth, give feedback to
employees about their action.

In summary

By using business intelligence, managers
can run business smoother and smarter
than ever before. However, to do that well
they must have clear information, analyze
where it comes from and take smart action.
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Business Intelligence

Business intelligence is knowledge about
the capability of a company. Companies
now have access to tons of information.
This is sometimes called “big data.” By ana-
lyzing this information carefully they can
gain business intelligence. This tells manag-
ers whether the company should change, or
If the company is better or worse than
other companies.

Dashboards

The first step to benefit from business intel-
ligence is deciding what information to ana-
lyze. A collection of important data put to-
gether in an easy-to-understand visual is
called a dashboard. Corporate dashboards
help managers understand what's happen-
INg In their companies in real time.



Analysis

By tracking important information in a dash-
board, managers can see what's going well
and what’s not. The next step is to analyze
the causes of good and bad results. What
should the company do to continue achiev-
ing good results? What should the company
change to stop getting bad results? By ana-
lyzing the causes, managers can take ac-
tion.

Action

Business intelligence is only useful when it
leads to action. When taking action, manag-
ers must do these four things. First, clarify
the goal. Second, communicate the action
and goal to employees, Third, track the ac-
tion and its results. Fourth, give feedback to
employees about their action.

In summary

By using business intelligence, managers
can run business smoother and smarter
than ever before. However, to do that well
they must have clear information, analyze
where it comes from and take smart action.
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Taking a Taxi

In most countries, taxis have a meter. A meter shows the passenger how much to
pay. The amount to pay increases when the taxi moves. For example, in Tokyo, a b
kilometer taxi ride is more expensive than a 2 kilometer taxi ride.

However, in other countries, meters are not always used. Here are two examples.

When visiting Southeast Asia, you should arrange your taxi journey before you leave
your hotel. Go to the hotel reception and tell the receptionist where you would like to
go. The receptionist will call the taxi company and check the price. You pay your taxi
driver when you get into the taxi.

In some European countries, you should negotiate the price with the taxi driver. Tell
the driver where you want to go. He will tell you the price. If the price is OK, then you
should get in the taxi. You pay when you get out of the taxi.

END
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Traditional Working

| work In a large Japanese company. I'd like to describe a usual day at work. | arrive
at 8:15 every morning. My coworkers all arrive at the same time. For the first 15 min-
utes, | organize my desk and get ready for my team’s morning meeting.

At 8:30, my supervisor starts our meeting. | stand with my coworkers and listen to
our supervisor. He talks about what we should do during the day. At 9:00am, the
meeting finishes and we start our work.

During the morning, | check and reply to all the emails | have received from my cus-
tomers. Then at 12 o’clock, | go to the company cafeteria to have lunch with my co-
workers. Lunchtime lasts 45 minutes.

After lunch, | usually attend several meetings and begin working on writing reports.
This is the time | have to focus the most. | write my reports and pass them to my co-
workers. My coworkers check my work and | check their work.

When all the report writing is finished, we go home. We can usually leave at around

9:00pm. END
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Capitalism

Capitalism is a type of economic system. This system is used in most countries of the world. It is based on private
ownership of companies and property. The companies or properties can be owned by one person or a group of
people. However, all these companies have been set up for the purpose of making a profit. Here are three expres-
sions used to explain capitalism.

Free Market

A free market economy is a type of economic system where the price of goods and services are fixed by the mar-
ket conditions. One such condition is supply and demand, which means harder to find products are expensive, for
example gold. There are many such conditions that could affect the price of a product. However, one factor not
involved is government. The government does not control prices in this type of economy.

State Owned

A state owned business is one that is controlled by the government. This means that the people of the country own
the business. In theory, this should make the prices for the consumer cheap. However, these kinds of businesses
are usually a monopoly. In other words, there is no competition from other companies. Old examples of this type in
Japan were Japan Railways or Japan Post.

Mixed Economy

A mixed economy is a system where there is a free market and some state control in the same country. In reality,
almost all countries are in this category if the government owns some part of a private company. However, most
people see countries from Scandinavia — northern Europe - as having mixed economies.

In summary

The definition of each type of capitalist system is debated widely. However, the three types mentioned here are the
most characteristic. In fact, even very capitalistic countries, such as Japan, could be considered a mixed economy.
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Capitalism

Capitalism is a type of economic system. .

system is used in most countries of the world. It is based on private ownership of companies and property.
The companies or properties can be owned by one person or a group of people. However, all these companies
have been set up for the purpose of making a profit. Here are three expressions used to explain capitalism.

Free Market

A free market economy is a type of eco-
nomic system where the price of goods and
services are fixed by the market conditions.

One such condition is supply and demand, which means harder to find products are expensive, for example
gold. There are many such conditions that could affect the price of a product. However, one factor not in-
volved is government. The government does not control prices in this type of economy.

State Owned
A state owned business is one that is con-
trO||ed by the government. This means that the people of the country

own the business. In theory, this should make the prices for the consumer cheap. However, these kinds of
businesses are usually a monopoly. In other words, there is no competition from other companies. Old exam-
ples of this type in Japan were Japan Railways or Japan Post.

Mixed Economy

A mixed economy is a system where there
Is a free market and some state control in
the same COUNTIY. iy, smost ol couniries are i e caesory i the govern

ment owns some part of a private company. However, most people see countries from Scandinavia — northern
Europe - as having mixed economies.



In summary
The definition of each type of capitalist sys-
tem IS debated Widely. However, the three types mentioned here are the

most characteristic. In fact, even very capitalistic countries, such as Japan, could be considered a mixed econ-
omy.
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Capitalism

Capitalism is a type of economic system. /
This system is used / Iin most countries /
of the world. / Itis based / on private
ownership / of companies and property. /
The companies or properties can be owned
/ by one person or a group of people. /
However, / all these companies have been
setup / for the purpose / of making a
profit. / Here are three expressions used
/ to explain capitalism.

Free Market

A free market economy is a type of eco-
nomic system / where the price / of
goods and services / are fixed / by the
market conditions. / One such condition is
supply and demand, / which means /
harder to find products / are expensive, /
for example gold. / There are many such
conditions / that could affect the price /



of a product. / However, / one factor /
not involved / is government. / The gov-
ernment does not control prices / in this
type of economy.

State Owned

A state owned business is one / thatis
controlled / by the government. / This
means that / the people / of the country
/ own the business. / In theory, / this
should make the prices / for the con-
sumer / cheap. / However, / these kinds
of businesses are usually a monopoly. / In
other words, / there is no competition /
from other companies. / Old examples /
of this type / in Japan / were Japan Rail-
ways or Japan Post.

Mixed Economy

A mixed economy is a system / where
there is a free market and some state con-
trol / in the same country. / |In reality, /

almost all countries are / in this category
/ if the government owns some part / of
a private company. / However, / most
people see countries / from Scandinavia -
northern Europe — / as having mixed
economies.

In summary

The definition / of each type of capitalist
system / is debated widely. / However, /
the three types / mentioned here / are
the most characteristic. / In fact, / even
very capitalistic countries, / such as Japan,
/ could be considered a mixed economy.
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Capitalism

Capitalism is a type of economic system.
This system is used in most countries of
the world. It is based on private ownership
of companies and property. The companies
or properties can be owned by one person
or a group of people. However, all these
companies have been set up for the pur-
pose of making a profit. Here are three ex-
pressions used to explain capitalism.

Free Market

A free market economy is a type of eco-
nomic system where the price of goods and
services are fixed by the market conditions.
One such condition is supply and demand,
which means harder to find products are ex-
pensive, for example gold. There are many
such conditions that could affect the price
of a product. However, one factor not in-
volved is government. The government



does not control prices in this type of econ-
omy.

State Owned

A state owned business is one that is con-
trolled by the government. This means that
the people of the country own the business.
In theory, this should make the prices for
the consumer cheap. However, these kinds
of businesses are usually a monopoly. In
other words, there is no competition from
other companies. Old examples of this type
In Japan were Japan Railways or Japan
Post.

Mixed Economy

A mixed economy is a system where there
is a free market and some state control in
the same country. In reality, almost all coun-
tries are in this category if the government
owns some part of a private company. How-
ever, most people see countries from Scan-

dinavia — northern Europe - as having mixed
economies.

In summary

The definition of each type of capitalist sys-
tem is debated widely. However, the three
types mentioned here are the most charac-
teristic. In fact, even very capitalistic coun-
tries, such as Japan, could be considered a
mixed economy.
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RJL Capitalism is a type of economic system.
(R—ADING) This system is used in most countries of
the world. It is based on private ownership
of companies and property. The companies
or properties can be owned by one person

or a group of people. However, all these
512) companies have been set up for the pur-
pose of making a profit. Here are three ex-
pressions used to explain capitalism.
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Free Market

CTREZETS) ] A free market economy is a type of eco-
Y414 ML, KIBEH. Fvy>7Z5#U nomic system where the price of goods and
THED services are fixed by the market conditions.

One such condition is supply and demand,
which means harder to find products are ex-
pensive, for example gold. There are many
such conditions that could affect the price
of a product. However, one factor not in-
volved is government. The government




does not control prices in this type of econ-
omy.

State Owned

A state owned business is one that is con-
trolled by the government. This means that
the people of the country own the business.
In theory, this should make the prices for
the consumer cheap. However, these kinds
of businesses are usually a monopoly. In
other words, there is no competition from
other companies. Old examples of this type
In Japan were Japan Railways or Japan
Post.

Mixed Economy

A mixed economy is a system where there
is a free market and some state control in
the same country. In reality, almost all coun-
tries are in this category if the government
owns some part of a private company. How-
ever, most people see countries from Scan-

dinavia — northern Europe - as having mixed
economies.

In summary

The definition of each type of capitalist sys-
tem is debated widely. However, the three
types mentioned here are the most charac-
teristic. In fact, even very capitalistic coun-
tries, such as Japan, could be considered a
mixed economy.
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Capitalism

Capitalism is a type of economic system.
This system is used in most countries of
the world. It is based on private ownership
of companies and property. The companies
or properties can be owned by one person
or a group of people. However, all these
companies have been set up for the pur-
pose of making a profit. Here are three ex-
pressions used to explain capitalism.

Free Market

A free market economy is a type of eco-
nomic system where the price of goods and
services are fixed by the market conditions.
One such condition is supply and demand,
which means harder to find products are ex-
pensive, for example gold. There are many
such conditions that could affect the price
of a product. However, one factor not in-
volved is government. The government



does not control prices in this type of econ-
omy.

State Owned

A state owned business is one that is con-
trolled by the government. This means that
the people of the country own the business.
In theory, this should make the prices for
the consumer cheap. However, these kinds
of businesses are usually a monopoly. In
other words, there is no competition from
other companies. Old examples of this type
In Japan were Japan Railways or Japan
Post.

Mixed Economy

A mixed economy is a system where there
is a free market and some state control in
the same country. In reality, almost all coun-
tries are in this category if the government
owns some part of a private company. How-
ever, most people see countries from Scan-

dinavia — northern Europe - as having mixed
economies.

In summary

The definition of each type of capitalist sys-
tem is debated widely. However, the three
types mentioned here are the most charac-
teristic. In fact, even very capitalistic coun-
tries, such as Japan, could be considered a
mixed economy.
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Chinese Business Culture

There are many similarities between Japanese and Chinese business culture. This
makes doing business with Chinese companies fairly easy for Japanese people. How-
ever, there are some rules about doing business in China that are important to re-
memober.

The first thing is that relationships are important. This means that business and per-
sonal life are strongly connected. Chinese people expect to learn a lot of personal de-
tails about their business partners.

As In Japan, senior people in companies are important. When you exchange cards,
you should exchange with the most senior person first. Also, Chinese people ex-
change cards in the same style as in Japan.

Finally, gift giving is also common and important. It is important because gifts show
respect for relationships. There are two things to remember about gifts. First, if you
give gifts, then remember that senior people get better gifts than junior people. Sec-
ond, you should always accept gifts, even if you don't like or want the gifts.

END
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Checking into a Hotel
Business travel can be fun. Some business people travel overseas. When business

people travel overseas, they need to use hotels. When you check into a foreign hotel,
you will need to speak English.

The first thing you should do is go to the check-in-counter. The check-in-clerk will
greet you and ask if you have a reservation. You can tell the clerk that you have a res-
ervation and give him your name.

The clerk will ask to see your passport and a credit card. A credit card is needed In
case you have any of the food or drinks in your room.

The clerk will give you back your passport and credit card. Then he will explain about
your room, such as the room number, the room size and any other details. If you are
happy with your room, the clerk will give you the key and you can go to your room.

END
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Company Divisions

All companies need to be divided into divisions. However, deciding how to divide the company up can take some
time. Usually it depends on the type of business the company is running. Also, small companies might not need to
be divided up. In any case, big companies struggle to organize their divisions effectively. Here are three ways that
divisions can operate.

Products

If a company produces products it can divide its divisions according to different products. This is an advantage if
each product needs a manager that has specialized knowledge about the way the product is produced. For exam-
ple, if a company makes footwear, they could produce several different lines. It might make sense for the company
to have a running division, summer division or a mountain walking division. That way, the company can focus re-
sources for each product.

Customers

Some companies arrange their division around the types of customers they have. This is true for companies that
make products or those that sell services. This means that the customers of one company might have different
needs and different budgets. For example, if you make vehicles, you might have a corporate customer division or a
luxury car buyer division. This style helps give customers special treatment.

Geographical

Geographical means the area that the company or division operates. Large companies have offices and factories in
various locations. For example, a Japanese company might have a factory in the UK that produces products for
Europe. In this case, the company might put all the elements the European operation needs in its UK division.

In summary

Splitting a company up by large divisions depends a lot on the size of the company. Some companies might only
have offices in one country, others might have offices all over the world. In the end, the type of divisions that a com-
pany will have depends on its business focus.
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Company Divisions

All companies need to be divided into divi-

SlonS. However, deciding how to divide the company up can take some time. Usually it depends on

the type of business the company is running. Also, small companies might not need to be divided up. In any
case, big companies struggle to organize their divisions effectively. Here are three ways that divisions can
operate.

Products
If a company produces products it can di-
vide its divisions according to different prod-

UCtS. This is an advantage if each product needs a manager that has specialized knowledge about the

way the product is produced. For example, if a company makes footwear, they could produce several different
lines. It might make sense for the company to have a running division, summer division or a mountain walking
division. That way, the company can focus resources for each product.

Customers
Some companies arrange their division
around the types of customers they have. .

is true for companies that make products or those that sell services. This means that the customers of one
company might have different needs and different budgets. For example, if you make vehicles, you might have
a corporate customer division or a luxury car buyer division. This style helps give customers special treatment.

Geographical
Geographical means the area that the com-
pany Or diVlSlOﬂ Operates. Large companies have offices and factories

in various locations. For example, a Japanese company might have a factory in the UK that produces products
for Europe. In this case, the company might put all the elements the European operation needs in its UK divi-
sion.



In summary
Splitting a company up by large divisions de-
pends a lot on the size of the company. ..

companies might only have offices in one country, others might have offices all over the world. In the end, the
type of divisions that a company will have depends on its business focus.
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Company Divisions

All companies / need to be divided / Iinto
divisions. / However, / deciding how to di-
vide the company up / can take some
time. / Usually / it depends on / the type
of business / the company is running. /
Also, / small companies / might not need
to be divided up. / In any case, / big com-
panies / struggle to organize their divi-
sions effectively. / Here are three ways /
that divisions can operate.

Products

If a company produces products, / it can
divide its divisions / according to / differ-
ent products. / This is an advantage / if
each product needs a manager / that has
specialized knowledge / about the way /
the product is produced. / For example, /
if a company makes footwear, / they could
produce several different lines. / It might



make sense / for the company / to have
a running division, summer division or a
mountain walking division. / That way, /
the company can focus resources / for
each product.

Customers

Some companies arrange their divisions /
around the types of customers / they
have. / Thisis true / for companies /
that make products / or those / that sell
services. / This means that / the custom-
ers / of one company / might have differ-
ent needs and different budgets. / For ex-
ample, / If you make vehicles, / you
might have a corporate customer division /
or a luxury car buyer division. / This style
helps / give customers special treatment.

Geographical
Geographical means the area / that the
company or division operates. / Large com-

panies have offices and factories / in vari-
ous locations. / For example, / a Japa-
nese company might have a factory / in
the UK / that produces products / for
Europe. / In this case, / the company
might put all the elements / the European
operation needs / in its UK division.

In summary

Splitting a company up / by large divisions
/ depends a lot on / the size / of the
company. / Some companies might only
have offices / in one country, / others
might have offices / all over the world. /

In the end, / the type of divisions / that a
company will have / depends on / its busi-
ness focus.
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Company Divisions

All companies need to be divided into divi-
sions. However, deciding how to divide the
company up can take some time. Usually it
depends on the type of business the com-
pany is running. Also, small companies
might not need to be divided up. In any
case, big companies struggle to organize
their divisions effectively. Here are three
ways that divisions can operate.

Products

If a company produces products it can di-
vide its divisions according to different prod-
ucts. This is an advantage if each product
needs a manager that has specialized knowl-
edge about the way the product is pro-
duced. For example, if a company makes
footwear, they could produce several differ-
ent lines. It might make sense for the com-
pany to have a running division, summer di-



vision or a mountain walking division. That
way, the company can focus resources for
each product.

Customers

Some companies arrange their division
around the types of customers they have.
This is true for companies that make prod-
ucts or those that sell services. This means
that the customers of one company might
have different needs and different budgets.
For example, if you make vehicles, you
might have a corporate customer division
or a luxury car buyer division. This style
helps give customers special treatment.

Geographical

Geographical means the area that the com-
pany or division operates. Large companies
have offices and factories in various loca-
tions. For example, a Japanese company
might have a factory in the UK that pro-

duces products for Europe. In this case, the
company might put all the elements the
European operation needs in its UK division.

In summary

Splitting a company up by large divisions de-
pends a lot on the size of the company.
Some companies might only have offices in
one country, others might have offices all
over the world. In the end, the type of divi-
sions that a company will have depends on
its business focus.
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Company Divisions

All companies need to be divided into divi-
sions. However, deciding how to divide the
company up can take some time. Usually it
depends on the type of business the com-
pany is running. Also, small companies
might not need to be divided up. In any
case, big companies struggle to organize
their divisions effectively. Here are three
ways that divisions can operate.

Products

If a company produces products it can di-
vide its divisions according to different prod-
ucts. This is an advantage if each product
needs a manager that has specialized knowl-
edge about the way the product is pro-
duced. For example, if a company makes
footwear, they could produce several differ-
ent lines. It might make sense for the com-
pany to have a running division, summer di-



vision or a mountain walking division. That
way, the company can focus resources for
each product.

Customers

Some companies arrange their division
around the types of customers they have.
This is true for companies that make prod-
ucts or those that sell services. This means
that the customers of one company might
have different needs and different budgets.
For example, if you make vehicles, you
might have a corporate customer division
or a luxury car buyer division. This style
helps give customers special treatment.

Geographical

Geographical means the area that the com-
pany or division operates. Large companies
have offices and factories in various loca-
tions. For example, a Japanese company
might have a factory in the UK that pro-

duces products for Europe. In this case, the
company might put all the elements the
European operation needs in its UK division.

In summary

Splitting a company up by large divisions de-
pends a lot on the size of the company.
Some companies might only have offices in
one country, others might have offices all
over the world. In the end, the type of divi-
sions that a company will have depends on
its business focus.
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Company Divisions

All companies need to be divided into divi-
sions. However, deciding how to divide the
company up can take some time. Usually it
depends on the type of business the com-
pany is running. Also, small companies
might not need to be divided up. In any
case, big companies struggle to organize
their divisions effectively. Here are three
ways that divisions can operate.

Products

If a company produces products it can di-
vide its divisions according to different prod-
ucts. This is an advantage if each product
needs a manager that has specialized knowl-
edge about the way the product is pro-
duced. For example, if a company makes
footwear, they could produce several differ-
ent lines. It might make sense for the com-
pany to have a running division, summer di-



vision or a mountain walking division. That
way, the company can focus resources for
each product.

Customers

Some companies arrange their division
around the types of customers they have.
This is true for companies that make prod-
ucts or those that sell services. This means
that the customers of one company might
have different needs and different budgets.
For example, if you make vehicles, you
might have a corporate customer division
or a luxury car buyer division. This style
helps give customers special treatment.

Geographical

Geographical means the area that the com-
pany or division operates. Large companies
have offices and factories in various loca-
tions. For example, a Japanese company
might have a factory in the UK that pro-

duces products for Europe. In this case, the
company might put all the elements the
European operation needs in its UK division.

In summary

Splitting a company up by large divisions de-
pends a lot on the size of the company.
Some companies might only have offices in
one country, others might have offices all
over the world. In the end, the type of divi-
sions that a company will have depends on
its business focus.
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Choosing an Overseas Study Course

Business becomes more global every year. This means that companies in Japan need

to work with companies from other countries. In the past, new employees in Japan
learned about their company and their company’s customers. However, it is also Im-
portant to learn some things by yourself.

If you are starting your career, there are some easy study options. Most people
choose to study English. You can study English in any of the main English speaking
countries. However, moving to London, New York or Sydney for months or even a
year can be very expensive. For this reason, some Japanese people study English in
an Asian country, such as the Philippines.

If you have been working for some years, another option you could take is to study
for an MBA. An MBA is a business qualification. These qualifications are expensive.
But, if you are successful, your career can move along quickly. However, you would
have to take a long time off work to study for an MBA.

END
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Company Structures

Since the first company was made, they've always needed organization. After industrialization started, companies
were able to grow quickly. Very soon there were very big companies in Europe and North America. They were organ-
ized into hierarchies. This means that there were clear layers of management. However, how companies are organ-
ized these days depends on various ways of doing business.

Functional

Functional departments are organized when people who do similar jobs need to be near to each other. Examples are
usually in engineering, design or development. Functional departments have strong communication inside the depart-
ments. However, communication between departments can be tough.

The divisional structure style is used by most companies. This kind of style focuses on products. Each division con-
tains everything that is needed to make that product. For example, an electronics company might have a camera

division or a TV division. Divisions can also be created for areas. For example, a South American division or a Middle
Eastern division.

Matrix

A matrix style of organization focuses on combining the functional and product styles. Because of this reason, a
company with a matrix structure uses lots of teams. The teams can be temporary or permanent. Each team might
work on several products but would only do one function. An example is a customer service team for products X
and Y.

In summary

How a company is structured depends on the way the company would like to do business. Sometimes the structure
is very traditional, and sometimes it can be quite modern.
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Company Structures

Since the first company was made, they've
alwayS needed Organlzathn. After industrialization started, compa-

nies were able to grow quickly. Very soon there were very big companies in Europe and North America. They
were organized into hierarchies. This means that there were clear layers of management. However, how compa-
nies are organized these days depends on various ways of doing business.

Functional

Functional departments are organized when
people who do similar jobs need to be near

to each Other. o are vsvaiy i endineering. desion or development Funcronal

departments have strong communication inside the departments. However, communication between depart-
ments can be tough.

Divisional
The divisional structure style is used by
mOSt COmpan IeS. This kind of style focuses on products. Each division contains eve-

rything that is needed to make that product. For example, an electronics company might have a camera divi-
sion or a TV division. Divisions can also be created for areas. For example, a South American division or a Mid-
dle Eastern division.

Matrix
A matrix style of organization focuses on
combining the functional and product

Styles. Because of this reason, a company with a matrix structure uses lots of teams. The teams can

be temporary or permanent. Each team might work on several products but would only do one function. An
example is a customer service team for products X and Y.



In summary
How a company is structured depends on
the way the company would like to do busi-

neSS. Sometimes the structure is very traditional, and sometimes it can be quite modern.
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Company Structures

Since the first company was made, / they've
always needed organization. / After indus-
trialization started, / companies were able
to grow quickly. / Very soon / there were
very big companies / Iin Europe and North
America. / They were organized / into hi-
erarchies. / This means that / there were
clear layers / of management. / However,
/ how companies are organized / these
days / depends on / various ways / of
doing business.

Functional

Functional departments are organized /
when people / who do similar jobs / need
to be near / to each other. / Examples
are usually / In engineering, design or de-
velopment. / Functional departments have
strong communication / inside the depart-



ments. / However, / communication be-
tween departments can be tough.

Divisional

The divisional structure style is used / by
most companies. / This kind of style fo-
cuses / on products. / Each division con-
tains everything / thatis needed / to
make that product. / For example, / an
electronics company might have a camera
division or a TV division. / Divisions can
also be created / for areas. / For exam-
ple, / a South American division / or a
Middle Eastern division.

Matrix

A matrix style / of organization / focuses
on / combining the functional and product
styles. / Because of this reason, / a com-
pany / with a matrix structure / uses lots
of teams. / The teams can be temporary
or permanent. / Each team might work /

on several products / but would only do
one function. / An example is a customer
service team / for products X and Y.

In summary

How a company is structured / depends
on / the way / the company would like to
do business. / Sometimes the structure is
very traditional, / and sometimes it can be
quite modern.
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Company Structures

Since the first company was made, they've
always needed organization. After industriali-
zation started, companies were able to grow
quickly. Very soon there were very big com-
panies in Europe and North America. They
were organized into hierarchies. This means
that there were clear layers of manage-
ment. However, how companies are organ-
ized these days depends on various ways of
doing business.

Functional

Functional departments are organized when
people who do similar jobs need to be near
to each other. Examples are usually in engi-
neering, design or development. Functional
departments have strong communication in-
side the departments. However, communica-
tion between departments can be tough.



Divisional

The divisional structure style is used by
most companies. This kind of style focuses
on products. Each division contains every-
thing that is heeded to make that product.
For example, an electronics company might
have a camera division or a TV division. Divi-
sions can also be created for areas. For ex-
ample, a South American division or a Mid-
dle Eastern division.

Matrix

A matrix style of organization focuses on
combining the functional and product
styles. Because of this reason, a company
with a matrix structure uses lots of teams.
The teams can be temporary or permanent.
Each team might work on several products
but would only do one function. An example

Is a customer service team for products X
and Y.

In summary

How a company is structured depends on
the way the company would like to do busi-
ness. Sometimes the structure is very tradi-
tional, and sometimes it can be quite mod-
ern.
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Company Structures

Since the first company was made, they've
always needed organization. After industriali-
zation started, companies were able to grow
quickly. Very soon there were very big com-
panies in Europe and North America. They
were organized into hierarchies. This means
that there were clear layers of manage-
ment. However, how companies are organ-
ized these days depends on various ways of
doing business.

Functional

Functional departments are organized when
people who do similar jobs need to be near
to each other. Examples are usually in engi-
neering, design or development. Functional
departments have strong communication in-
side the departments. However, communica-
tion between departments can be tough.



Divisional

The divisional structure style is used by
most companies. This kind of style focuses
on products. Each division contains every-
thing that is heeded to make that product.
For example, an electronics company might
have a camera division or a TV division. Divi-
sions can also be created for areas. For ex-
ample, a South American division or a Mid-
dle Eastern division.

Matrix

A matrix style of organization focuses on
combining the functional and product
styles. Because of this reason, a company
with a matrix structure uses lots of teams.
The teams can be temporary or permanent.
Each team might work on several products
but would only do one function. An example
Is a customer service team for products X
and Y.

In summary

How a company is structured depends on
the way the company would like to do busi-
ness. Sometimes the structure is very tradi-
tional, and sometimes it can be quite mod-
ern.
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Company Structures

Since the first company was made, they've
always needed organization. After industriali-
zation started, companies were able to grow
quickly. Very soon there were very big com-
panies in Europe and North America. They
were organized into hierarchies. This means
that there were clear layers of manage-
ment. However, how companies are organ-
ized these days depends on various ways of
doing business.

Functional

Functional departments are organized when
people who do similar jobs need to be near
to each other. Examples are usually in engi-
neering, design or development. Functional
departments have strong communication in-
side the departments. However, communica-
tion between departments can be tough.



Divisional

The divisional structure style is used by
most companies. This kind of style focuses
on products. Each division contains every-
thing that is heeded to make that product.
For example, an electronics company might
have a camera division or a TV division. Divi-
sions can also be created for areas. For ex-
ample, a South American division or a Mid-
dle Eastern division.

Matrix

A matrix style of organization focuses on
combining the functional and product
styles. Because of this reason, a company
with a matrix structure uses lots of teams.
The teams can be temporary or permanent.
Each team might work on several products
but would only do one function. An example
Is a customer service team for products X
and Y.

In summary

How a company is structured depends on
the way the company would like to do busi-
ness. Sometimes the structure is very tradi-
tional, and sometimes it can be quite mod-
ern.
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Working Out of the Office

| am a sales person for a large manufacturing company. | have a desk in my office,
but | only use it a few times a week. This is because | have to visit my clients and talk
about the production schedules and delivery times. | also need to meet with new cli-
ents and discuss products and prices.

Because | am out of the office so much, | need to find places to work. | need places
to prepare sales pitches and to write reports. The places | usually work at depend on
my location.

Usually, | can work in a coffee shop. This is good because | can have a coffee or a
snack while | work. However, coffee shops can be busy. It isn't always easy to find a
seat.

Another place | work is in a train station. Some train stations have big waiting areas.
These are great to get a seat, but they can often be noisy.

The last place | work is in a taxi. However, this is only for last minute or quick work.
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Asking for Help in the Office

| work in an office in Tokyo. However, my company is not a Japanese company. | have
learned that office communication is different from the Japanese style. For example,
we have few meetings to discuss problems.

If | need help from my boss, there are two methods | can use. First, | can email my
boss and he will reply quickly. Second, | can go to his office and ask him a question.

When | speak to my boss, | use his first name. For example, “John, can | ask you a
question?” He is a friendly boss, so we usually chat about my question.

In my office, there are not any smoking rooms or coffee rooms. So, if | want to ask
my coworkers questions, we chat casually around our desks.

Our office is sometimes noisy, but it is always relaxed and fun.

END
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holiday to other countries. However, they do have an identity. This is usually through the products they make. They

- do have influence in elections because they support politicians. They also go overseas, because global companies
S | E P .I . are everywhere. So, the theory is that companies should have rules similar to people.

SR ERZEZOMNS (EHU) Legal issues

The main problem with making companies similar to people is that companies are property. People, in most coun-
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A corporate citizen is not a person. In fact, a corporate citizen is a company. The idea of citizenship of a company

focuses on the role of the company in society. An important word here is responsibility. Corporate social responsibil-
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ity has been a term used in business for some time. The theory is that companies should be good members of soci-
ety.

Companies as citizens

Corporations are not people. Therefore they do not have identification cards. They do not vote in elections or go on

tries, are free. They can move around, change jobs, raise a family and retire near the seaside. Companies can also
do similar things. However, they are not free. This is because they can be bought and sold for money.

BHUZFEAT, T—YZ#EHIT 3 Companies in politics

Companies and people are not the same. However, people own companies, they work in companies and sharehold-
ers get money from companies. For these reason, companies try to change government rules. They support politi-
cians that have views similar to theirs. They hope that governments will allow companies to operate freely.

In summary

The corporate citizen idea refers to companies as people in society. Whether companies should be treated as peo-
ple is a debate. However, everyone agrees that responsible companies fit better into society.
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Corporate Citizen

A corporate citizen is not a pPerson. e - corporae

citizen is a company. The idea of citizenship of a company focuses on the role of the company in society. An
important word here is responsibility. Corporate social responsibility has been a term used in business for
some time. The theory is that companies should be good members of society.

Companies as citizens
COrpOratlonS are nOt people. Therefore they do not have identifi-

cation cards. They do not vote in elections or go on holiday to other countries. However, they do have an iden-
tity. This is usually through the products they make. They do have influence in elections because they support
politicians. They also go overseas, because global companies are everywhere. So, the theory is that companies
should have rules similar to people.

Legal issues
The main problem with making companies
similar to people is that companies are prop-

erty. People, in most countries, are free. They can move around, change jobs, raise a family and retire

near the seaside. Companies can also do similar things. However, they are not free. This is because they can
be bought and sold for money.

Companies in politics
Companies and people are not the same. ...

ever, people own companies, they work in companies and shareholders get money from companies. For these
reason, companies try to change government rules. They support politicians that have views similar to theirs.
They hope that governments will allow companies to operate freely.



In summary
The corporate citizen idea refers to compa-
nleS aS peOple in SOCiety. Whether companies should be treated as peo-

ple is a debate. However, everyone agrees that responsible companies fit better into society.
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Corporate Citizen

A corporate citizen is not a person. / In
fact, / a corporate citizen is a company. /
The idea / of citizenship / of a company
/ focuses on / the role / of the company
/ In society. / An important word / here
/ is responsibility. / Corporate social re-
sponsibility has been a term / used in busi-
ness / for some time. / The theory is that
/ companies should be good members /
of society.

Companies as citizens

Corporations are not people. / Therefore

/ they do not have identification cards. /
They do not vote / in elections / or go on
holiday / to other countries. / However, /
they do have an identity. / This is usually /
through the products / they make. /

They do have influence / in elections / be-
cause they support politicians. / They also



go overseas, / because global companies
are everywhere. / So, / the theory is that
/ companies should have rules / similar to
people.

Legal issues

The main problem / with making compa-
nies similar to people / isthat / compa-
nies are property. / People, / In most
countries, / are free. / They can move
around, / change jobs, / raise a family /
and retire near the seaside. / Companies
can also do similar things. / However, /
they are not free. / This is because they
can be bought and sold / for money.

Companies in politics

Companies and people are not the same. /
However, / people own companies, / they
work / in companies / and shareholders
get money / from companies. / For these
reason, / companies try to change govern-

ment rules. / They support politicians /
that have views / similar to theirs. / They
hope that / governments will allow compa-
nies / to operate freely.

In summary

The corporate citizen idea refers to / com-
panies as people / in society. / Whether
companies should be treated as people /

Is a debate. / However, / everyone
agrees that / responsible companies fit
better / into society.
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Corporate Citizen

A corporate citizen is not a person. In fact,
a corporate citizen is a company. The idea
of citizenship of a company focuses on the
role of the company in society. An impor-
tant word here is responsibility. Corporate
social responsibility has been a term used in
business for some time. The theory is that
companies should be good members of so-
ciety.

Companies as citizens

Corporations are not people. Therefore
they do not have identification cards. They
do not vote in elections or go on holiday to
other countries. However, they do have an
iIdentity. This is usually through the prod-
ucts they make. They do have influence in
elections because they support politicians.
They also go overseas, because global com-
panies are everywhere. So, the theory is



that companies should have rules similar to
people.

Legal issues

The main problem with making companies
similar to people is that companies are prop-
erty. People, in most countries, are free.
They can move around, change jobs, raise a
family and retire near the seaside. Compa-
nies can also do similar things. However,
they are not free. This is because they can
be bought and sold for money.

Companies in politics

Companies and people are not the same.
However, people own companies, they work
In companies and shareholders get money
from companies. For these reason, compa-
nies try to change government rules. They
support politicians that have views similar to
theirs. They hope that governments will al-
low companies to operate freely.

In summary

The corporate citizen idea refers to compa-
nies as people in society. Whether compa-
nies should be treated as people is a de-
bate. However, everyone agrees that respon-
sible companies fit better into society.
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Corporate Citizen

A corporate citizen is not a person. In fact,
a corporate citizen is a company. The idea
of citizenship of a company focuses on the
role of the company in society. An impor-
tant word here is responsibility. Corporate
social responsibility has been a term used in
business for some time. The theory is that
companies should be good members of so-
ciety.

Companies as citizens

Corporations are not people. Therefore
they do not have identification cards. They
do not vote in elections or go on holiday to
other countries. However, they do have an
iIdentity. This is usually through the prod-
ucts they make. They do have influence in
elections because they support politicians.
They also go overseas, because global com-
panies are everywhere. So, the theory is



that companies should have rules similar to
people.

Legal issues

The main problem with making companies
similar to people is that companies are prop-
erty. People, in most countries, are free.
They can move around, change jobs, raise a
family and retire near the seaside. Compa-
nies can also do similar things. However,
they are not free. This is because they can
be bought and sold for money.

Companies in politics

Companies and people are not the same.
However, people own companies, they work
In companies and shareholders get money
from companies. For these reason, compa-
nies try to change government rules. They
support politicians that have views similar to
theirs. They hope that governments will al-
low companies to operate freely.

In summary

The corporate citizen idea refers to compa-
nies as people in society. Whether compa-
nies should be treated as people is a de-
bate. However, everyone agrees that respon-
sible companies fit better into society.
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Corporate Citizen

A corporate citizen is not a person. In fact,
a corporate citizen is a company. The idea
of citizenship of a company focuses on the
role of the company in society. An impor-
tant word here is responsibility. Corporate
social responsibility has been a term used in
business for some time. The theory is that
companies should be good members of so-
ciety.

Companies as citizens

Corporations are not people. Therefore
they do not have identification cards. They
do not vote in elections or go on holiday to
other countries. However, they do have an
iIdentity. This is usually through the prod-
ucts they make. They do have influence in
elections because they support politicians.
They also go overseas, because global com-
panies are everywhere. So, the theory is



that companies should have rules similar to
people.

Legal issues

The main problem with making companies
similar to people is that companies are prop-
erty. People, in most countries, are free.
They can move around, change jobs, raise a
family and retire near the seaside. Compa-
nies can also do similar things. However,
they are not free. This is because they can
be bought and sold for money.

Companies in politics

Companies and people are not the same.
However, people own companies, they work
In companies and shareholders get money
from companies. For these reason, compa-
nies try to change government rules. They
support politicians that have views similar to
theirs. They hope that governments will al-
low companies to operate freely.

In summary

The corporate citizen idea refers to compa-
nies as people in society. Whether compa-
nies should be treated as people is a de-
bate. However, everyone agrees that respon-
sible companies fit better into society.
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Commuting by Air

Most people go to their office by car or train. Some very lucky people can even cycle
or walk to work. In my case, | live in Tokyo but work in Taipei. My assignment in Taipei
Is only for six months, so | didn't want to move my family to Taiwan.

Every Sunday afternoon, my wife drives me to Haneda airport. When we arrive, | pick
up my bag and say goodbye. | won't see her again until Friday.

Then | go to the departure zone and check in to my flight. There is usually some time
to wait, so | go to a coffee shop to drink coffee and check my emails.

The flight to Taipei takes a few hours. When | land, | go through immigration and pick
up my bags. During the week, | stay in a business hotel.

On Friday, | make the return trip to Tokyo. | like working in a foreign country, but |
love spending time with my family on the weekend.

END
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Lunchtime in Tokyo
| work for a traditional Japanese company in Tokyo. My office is usually quiet because

my coworkers and | have lots of work to do. We sit at our desks and work until our
work is finished for the day.

However, lunchtime is very different. At noon, everyone in my company goes to
lunch. Some people bring their lunch in a box to the office. They sit at their desk and
eat their lunch. After that, they usually take a nap. Some people go to the company
cafeteria. Those people can have a cheap and convenient lunch. However, the cafete-
ria lunch isn't very tasty.

In my case, | go out for lunch everyday. My coworkers and | take the elevator to the
first floor and head to the food courts. There are usually a lot of choices, but we
need to be quick. This is because all companies start lunch at noon.

When we find something we like, we can order our food and chat. This is the best
time to catch up with each other. So lunch can be the best part of our day.

END
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Corporate Finance

Corporate finance focuses on planning. Planning involves ways to make the company operate smoothly, and ways to
increase profit. All planning falls into two areas: short term planning and long term planning. Both of these types of
planning need good decisions.

Investment

Investment in this case does not mean the money used to start a company. Instead, it means money used for pro-
jects in the company. In other words, investment is a kind of budget planning. Some money can be used for a num-
ber of small projects or for one big project. However, even the biggest and richest companies cannot give money to
all projects.

Finance

Finance is something that all companies need to keep the business going. There are three basic ways a company
can get finance. The first is through the profit it makes. The second is by borrowing money from a bank. The third is
to issue shares to the public. The job of senior managers is to decide on the balance of each of these ways to raise
finance.

Dividend payments

If a company has issued shares to raise finance, then the company also has to pay dividends. These dividends are
paid to shareholders at the end of the financial year. However, the company usually tries to calculate how much
each dividend will be. The calculation is based on what the estimated profit of the company will be.

In summary

Financial decisions are some of the main decisions that senior managers will make in a company. These decisions
affect the future of the company and how profitable it can become.
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Corporate Finance

Corporate finance focuses on planning. s

involves ways to make the company operate smoothly, and ways to increase profit. All planning falls into two
areas: short term planning and long term planning. Both of these types of planning need good decisions.

Investment
Investment in this case does not mean the
money Used tO Start a Company. Instead, it means money

used for projects in the company. In other words, investment is a kind of budget planning. Some money can
be used for a number of small projects or for one big project. However, even the biggest and richest compa-
nies cannot give money to all projects.

Finance
Finance is something that all companies
need tO keep the bUSIneSS gOIng. There are three basic

ways a company can get finance. The first is through the profit it makes. The second is by borrowing money
from a bank. The third is to issue shares to the public. The job of senior managers is to decide on the balance
of each of these ways to raise finance.

Dividend payments
If a company has issued shares to raise fi-
nance, then the company also has to pay

d IVIdendS. These dividends are paid to shareholders at the end of the financial year. However,

the company usually tries to calculate how much each dividend will be. The calculation is based on what the
estimated profit of the company will be.



In summary
Financial decisions are some of the main de-
cisions that senior managers will make in a

COI I Ipa ny. These decisions affect the future of the company and how profitable it can become.
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Corporate Finance

Corporate finance focuses on / planning.
/ Planning involves ways / to make the
company operate smoothly, / and ways /
to increase profit. / All planning falls /
Into two areas: / short term planning /
and long term planning. / Both / of these
types of planning / need good decisions.

Investment

Investment in this case / does not mean
the money / used / to start a company. /
Instead, / it means money / used / for
projects / in the company. / In other
words, / investmentis a kind / of budget
planning. / Some money can be used /
for a number of small projects / or for one
big project. / However, / even the big-
gest and richest companies cannot give
money / to all projects.



Finance

Finance is something / that all companies
need / to keep the business going. /
There are three basic ways / a company
can get finance. / The firstis / through
the profit / it makes. / The secondis /
by borrowing money / from a bank. / The
third is / to issue shares / to the public.

/ The job / of senior managers / is to de-
cide on the balance / of each of these
ways / to raise finance.

Dividend payments

If a company has issued shares / to raise
finance, / then the company also has to
pay dividends. / These dividends are paid
/ to shareholders / at the end / of the fi-
nancial year. / However, / the company
usually tries / to calculate how much each
dividend will be. / The calculation is based
on / what the estimated profit / of the
company / will be.

In summary

Financial decisions are some of the main de-
cisions / that senior managers will make /
iIn a company. / These decisions affect the
future / of the company / and how profit-
able It can become.
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Corporate Finance

Corporate finance focuses on planning. Plan-
ning involves ways to make the company op-
erate smoothly, and ways to increase profit.
All planning falls into two areas: short term
planning and long term planning. Both of
these types of planning need good deci-
sions.

Investment

Investment in this case does not mean the
money used to start a company. Instead, it
means money used for projects in the com-
pany. In other words, investment is a kind of
budget planning. Some money can be used
for a number of small projects or for one
big project. However, even the biggest and
richest companies cannot give money to all
projects.



Finance In summary

Finance is something that all companies Financial decisions are some of the main de-
need to keep the business going. There are cisions that senior managers will make in a
three basic ways a company can get fi- company. These decisions affect the future
nance. The first is through the profit it of the company and how profitable it can
makes. The second is by borrowing money become.
from a bank. The third is to issue shares to
the public. The job of senior managers is to EDLSVWHIMDFEULEN? ga) )
decide on the balance of each of these
ways to raise finance. S WPM V7

YA 53 Good effort

Dividend payments

AN

If a company has issued shares to raise fi- 4.97 59 Good etrort
nance, then the company also has to pay 453 66 Basic
dividends. These dividends are Pald t(.) 3.54) 76 Basic
shareholders at the end of the financial
year. However, the company usually tries to 377 88 Average
calculate how much each dividend will be. 2 54} 106 Average
The calculation is based on what the esti- N P —
mated profit of the company will be. 7 00

1.5 177 Excellent

[§2) 265 Native
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Corporate Finance

Corporate finance focuses on planning. Plan-
ning involves ways to make the company op-
erate smoothly, and ways to increase profit.
All planning falls into two areas: short term
planning and long term planning. Both of
these types of planning need good deci-
sions.

Investment

Investment in this case does not mean the
money used to start a company. Instead, it
means money used for projects in the com-
pany. In other words, investment is a kind of
budget planning. Some money can be used
for a number of small projects or for one
big project. However, even the biggest and
richest companies cannot give money to all
projects.



Finance

Finance is something that all companies
need to keep the business going. There are
three basic ways a company can get fi-
nance. The first is through the profit it
makes. The second is by borrowing money
from a bank. The third is to issue shares to
the public. The job of senior managers is to
decide on the balance of each of these
ways to raise finance.

Dividend payments

If a company has issued shares to raise fi-
nance, then the company also has to pay
dividends. These dividends are paid to
shareholders at the end of the financial
year. However, the company usually tries to
calculate how much each dividend will be.
The calculation Is based on what the esti-
mated profit of the company will be.

In summary
Financial decisions are some of the main de-
cisions that senior managers will make in a
company. These decisions affect the future
of the company and how profitable it can
become.
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Corporate Finance

Corporate finance focuses on planning. Plan-
ning involves ways to make the company op-
erate smoothly, and ways to increase profit.
All planning falls into two areas: short term
planning and long term planning. Both of
these types of planning need good deci-
sions.

Investment

Investment in this case does not mean the
money used to start a company. Instead, it
means money used for projects in the com-
pany. In other words, investment is a kind of
budget planning. Some money can be used
for a number of small projects or for one
big project. However, even the biggest and
richest companies cannot give money to all
projects.



Finance

Finance is something that all companies
need to keep the business going. There are
three basic ways a company can get fi-
nance. The first is through the profit it
makes. The second is by borrowing money
from a bank. The third is to issue shares to
the public. The job of senior managers is to
decide on the balance of each of these
ways to raise finance.

Dividend payments

If a company has issued shares to raise fi-
nance, then the company also has to pay
dividends. These dividends are paid to
shareholders at the end of the financial
year. However, the company usually tries to
calculate how much each dividend will be.
The calculation Is based on what the esti-
mated profit of the company will be.

In summary
Financial decisions are some of the main de-
cisions that senior managers will make in a
company. These decisions affect the future
of the company and how profitable it can
become.
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Business Lunch

Business lunches can be difficult when you meet a foreign guest. However, if you re-
member some simple steps, business lunches can be fun.

You should arrive at the restaurant before your guest, and wait at the table. Take
some time to read the menu. When your guest arrives, you can greet her with a hand
shake and a big smile.

Next, you should discuss the menu with your guest. Your guest might have some
questions about the food. You can explain what the food is, or how it is cooked. Fi-
nally, it is OK for you and your guest to order different food.

During the meal, please remember to make small talk. It is usual to talk about busi-
ness. However, some guests like to talk about non-business topics.

At the end of the meal, ask the waiter to bring you the bill. The guest might offer to
pay. You should say “It's on me”. This means “| will pay”. Then you can pay the bill.

END
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Customer Engagement

Customer engagement is an activity where customers communicate with other customers, companies and brands.
This communication activity is done online. Companies are interested in engagement because they can talk directly
with customers. Unlike advertising, online engagement was started by small groups or by individual people. Compa-
nies try to engage their customers in the following ways.

Social media sites

Social media sites are areas where people can create a personal profile, and connect to other people. Usually, when
people make their profiles, they can indicate products and services they like. They can also talk about trends and
lifestyle choices. All this information is useful for companies. For this reason, companies also join social media and
hope that customers will join their network.

Blogging

A blog is a very individual type of webpage. Blog creators can make a blog about anything. However, most people
like to blog about life events, areas of business or services. Companies try to get famous bloggers to say positive
things about their services or products. This way, they can talk to new or existing customers.

Micro blogging

A micro blog is a website where users can post small pieces of text, pictures or video. They do that to make com-
ments about things they find everyday. Some micro blogs are general and some are specific. Specific micro blogs
usually talk about specialist topics. For this reason, companies use micro blogs to give news about their company or
products. They hope that customers will follow their micro blog, or add to it.

In summary

Since the early 1990’s, the way customers communicate with each other or companies has changed. It is very impor-
tant for companies these days to keep up with technology and methods that customers use to communicate.
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Customer Engagement

Customer engagement is an activity where
customers communicate with other custom-
erS, COmpanleS and brandS. This communication activity is done

online. Companies are interested in engagement because they can talk directly with customers. Unlike advertis-
ing, online engagement was started by small groups or by individual people. Companies try to engage their
customers in the following ways.

Social media sites

Social media sites are areas where people
can create a personal profile, and connect
to other people. e wnen peosie mare ther proies. they can indieate producs

and services they like. They can also talk about trends and lifestyle choices. All this information is useful for
companies. For this reason, companies also join social media and hope that customers will join their network.

Blogging
A blog is a very individual type of webpage.

Blog creators can make a blog about anything. However, most people like to blog about life events, areas of
business or services. Companies try to get famous bloggers to say positive things about their services or prod-
ucts. This way, they can talk to new or existing customers.

Micro blogging
A micro blog is a website where users can
post small pieces of text, pictures or video.

They do that to make comments about things they find everyday. Some micro blogs are general and some are
specific. Specific micro blogs usually talk about specialist topics. For this reason, companies use micro blogs
to give news about their company or products. They hope that customers will follow their micro blog, or add
to it.



In summary

Since the early 1990’s, the way customers
communicate with each other or companies
has changed. i« ey mporant for compenics these daye 1o keep up with technoioay

and methods that customers use to communicate.
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Customer Engagement

Customer engagement is an activity /
where customers communicate / with
other customers, companies and brands. /
This communication activity is done / on-
line. / Companies are interested in engage-
ment / because they can talk directly /
with customers. / Unlike advertising, / on-
line engagement was started / by small
groups / or by individual people. / Com-
panies try / to engage their customers /
in the following ways.

Social media sites

Social media sites are areas / where peo-
ple can create a personal profile, / and
connect / to other people. / Usually, /
when people make their profiles, / they
can indicate products and services they
like. / They can also talk / about trends
and lifestyle choices. / All this information



is useful / for companies. / For this rea-
son, / companies also join social media /
and hope that / customers will join their
network.

Blogging

A blog is a very individual type of webpage.
/ Blog creators can make a blog / about
anything. / However, / most people like
to blog / about life events, areas of busi-
ness or services. / Companies try / to
get famous bloggers / to say positive
things / about their services or products.

/ This way, / they can talk / to new or ex-
Isting customers.

Micro blogging

A micro blog is a website / where users
can post small pieces / of text, pictures or
video. / They do that / to make com-
ments / about things / they find every-
day. / Some micro blogs are general /

and some are specific. / Specific micro
blogs usually talk / about specialist topics.
/ For this reason, / companies use micro
blogs / to give news / about their com-
pany or products. / They hope that / cus-
tomers will follow their micro blog, / or

add to It.

In summary

Since the early 1990’s, / the way custom-
ers communicate / with each other or com-
panies / has changed. / Itis very impor-
tant / for companies these days / to

keep up / with technology and methods /
that customers use / to communicate.
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Customer Engagement

Customer engagement is an activity where
customers communicate with other custom-
ers, companies and brands. This communi-
cation activity is done online. Companies

are interested in engagement because they
can talk directly with customers. Unlike ad-
vertising, online engagement was started by
small groups or by individual people. Compa-
nies try to engage their customers in the fol-
lowing ways.

Social media sites

Social media sites are areas where people
can create a personal profile, and connect
to other people. Usually, when people make
their profiles, they can indicate products
and services they like. They can also talk
about trends and lifestyle choices. All this in-
formation is useful for companies. For this
reason, companies also join social media



and hope that customers will join their net-
work.

Blogging

A blog is a very individual type of webpage.
Blog creators can make a blog about any-
thing. However, most people like to blog
about life events, areas of business or serv-
ices. Companies try to get famous bloggers
to say positive things about their services
or products. This way, they can talk to new
or existing customers.

Micro blogging

A micro blog is a website where users can
post small pieces of text, pictures or video.
They do that to make comments about
things they find everyday. Some micro
blogs are general and some are specific.
Specific micro blogs usually talk about spe-
clalist topics. For this reason, companies
use micro blogs to give news about their

company or products. They hope that cus-
tomers will follow their micro blog, or add to
It.

In summary

Since the early 1990’s, the way customers
communicate with each other or companies
has changed. It is very important for compa-
nies these days to keep up with technology
and methods that customers use to commu-
nicate.
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Customer Engagement

Customer engagement is an activity where
customers communicate with other custom-
ers, companies and brands. This communi-
cation activity is done online. Companies

are interested in engagement because they
can talk directly with customers. Unlike ad-
vertising, online engagement was started by
small groups or by individual people. Compa-
nies try to engage their customers in the fol-
lowing ways.

Social media sites

Social media sites are areas where people
can create a personal profile, and connect
to other people. Usually, when people make
their profiles, they can indicate products
and services they like. They can also talk
about trends and lifestyle choices. All this in-
formation is useful for companies. For this
reason, companies also join social media



and hope that customers will join their net-
work.

Blogging

A blog is a very individual type of webpage.
Blog creators can make a blog about any-
thing. However, most people like to blog
about life events, areas of business or serv-
ices. Companies try to get famous bloggers
to say positive things about their services
or products. This way, they can talk to new
or existing customers.

Micro blogging

A micro blog is a website where users can
post small pieces of text, pictures or video.
They do that to make comments about
things they find everyday. Some micro
blogs are general and some are specific.
Specific micro blogs usually talk about spe-
clalist topics. For this reason, companies
use micro blogs to give news about their

company or products. They hope that cus-
tomers will follow their micro blog, or add to
It.

In summary

Since the early 1990’s, the way customers
communicate with each other or companies
has changed. It is very important for compa-
nies these days to keep up with technology
and methods that customers use to commu-
nicate.
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Customer Engagement

Customer engagement is an activity where
customers communicate with other custom-
ers, companies and brands. This communi-
cation activity is done online. Companies

are interested in engagement because they
can talk directly with customers. Unlike ad-
vertising, online engagement was started by
small groups or by individual people. Compa-
nies try to engage their customers in the fol-
lowing ways.

Social media sites

Social media sites are areas where people
can create a personal profile, and connect
to other people. Usually, when people make
their profiles, they can indicate products
and services they like. They can also talk
about trends and lifestyle choices. All this in-
formation is useful for companies. For this
reason, companies also join social media



and hope that customers will join their net-
work.

Blogging

A blog is a very individual type of webpage.
Blog creators can make a blog about any-
thing. However, most people like to blog
about life events, areas of business or serv-
ices. Companies try to get famous bloggers
to say positive things about their services
or products. This way, they can talk to new
or existing customers.

Micro blogging

A micro blog is a website where users can
post small pieces of text, pictures or video.
They do that to make comments about
things they find everyday. Some micro
blogs are general and some are specific.
Specific micro blogs usually talk about spe-
clalist topics. For this reason, companies
use micro blogs to give news about their

company or products. They hope that cus-
tomers will follow their micro blog, or add to
It.

In summary

Since the early 1990’s, the way customers
communicate with each other or companies
has changed. It is very important for compa-
nies these days to keep up with technology
and methods that customers use to commu-
nicate.
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Taking a Telephone Message

In my office, | am the only person who can speak English. Therefore, when we receive
a call from overseas, it always gets transferred to me. When the call is transferred to
me, | have to deal with the caller. So | try to be as helpful as possible.

First, | ask why they are calling my company. There are two reasons why overseas
customers call our office. The first reason is to make a request. The second reason is
to make a complaint.

In both situations, | ask the customer to give their name and their company’s hame.
Sometimes | cannot hear the names clearly, so | ask the caller to spell difficult words.

| also take the caller’'s contact number. | always check the number because it Is easy
to make a mistake.

Next, | write down the message and check the details again. Finally, | promise to pass
on the message and say “Goodbye”.

END
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Business in Thailand

| have travelled to Thailand on business several times over the last year. There are
some cultural points that | have learned. These points make working with Thai people
much easier. Here are some of the things that | learned about doing business in Thai-
land.

Ranking according to age is very important. The way to show rank in Thailand is by
using a greeting. The standard greeting word is "Wai”. If you meet someone older
than you, say the greeting first. At the same time, you should put your hands to-
gether, with your fingers up, and bow.

Unlike in Japan, people use their first names in business. If someone’s name is Taka-
hiro Suzuki, we call him Suzuki-san in Japan. In Thailand, they would call him Takahiro-
kKhun. “Khun” is a polite word that is similar to the Japanese word “san”.

| also learned that there are some things that you shouldnt do in Thailand. First, it is
illegal to say bad things about the royal family. So, you should avoid doing that. Sec-
ond, touching a Thai person on the head is bad according to their religion.

END
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Designing Logos

A logo is a graphically designed symbol. This symbol should be recognized by consumers. It should also give a mes-
sage about the company, brand or product that it represents. The message is sometimes so strong that people can
usually describe how they feel when they see the logo.

Process

Designing a good logo takes a long time. It requires the use of marketing experts and design consultants. When a
logo is being designed, it requires a clear image about what message the logo will give. It starts out as a concept
and moves to a simple sketch. The process gets reviewed many times until the final logo is developed.

Psychology

Good logo design focuses on how people should react when they see it. This means that human behavior, culture
and history are very important. An example of this is color. Colors have different meanings to different groups of
people. Red, for example, is a color that can have multiple meanings depending on who sees it. For this reason,
color is a big decision in logo design.

Over time, some companies will change their logo design. They will do this to freshen up their image. This is some-

times important because the original design was based on the fashion of the day. One group of companies that
regularly updates the design of their logos are petroleum companies.

In summary

A logo is something that all companies with ambition need. Everyone can think of at least one logo they have seen
and can draw it. Whether it is Sony, McDonald’s or Mercedes, all successful companies have great logos.
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Designing Logos

A logo is a graphically designed symbol. ...

bol should be recognized by consumers. It should also give a message about the company, brand or product
that it represents. The message is sometimes so strong that people can usually describe how they feel when
they see the logo.

Process
Designing a good logo takes a long time. ...

quires the use of marketing experts and design consultants. When a logo is being designed, it requires a clear
image about what message the logo will give. It starts out as a concept and moves to a simple sketch. The
process gets reviewed many times until the final logo is developed.

Psychology
Good logo design focuses on how people
should react when they see It. . reone o numan benaver

culture and history are very important. An example of this is color. Colors have different meanings to different
groups of people. Red, for example, is a color that can have multiple meanings depending on who sees it. For
this reason, color is a big decision in logo design.

Time
Over time, some companies will change
thelr IOgO deSign. They will do this to freshen up their image. This is sometimes

important because the original design was based on the fashion of the day. One group of companies that
regularly updates the design of their logos are petroleum companies.



In summary
A logo is something that all companies with
am bithﬂ need. Everyone can think of at least one logo they have seen and can draw it.

Whether it is Sony, McDonald’s or Mercedes, all successful companies have great logos.
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Designing Logos

A logo is a graphically designed symbol. /
This symbol should be recognized / by
consumers. / It should also give a mes-
sage / about the company, brand or prod-
uct / that it represents. / The message is
sometimes so strong that / people can usu-
ally describe how they feel / when they
see the logo.

Process

Designing a good logo takes a long time. /
It requires the use / of marketing experts
and design consultants. / When a logo is
being designed, / it requires a clear image
/ about what message the logo will give. /
It starts out / as a concept / and moves
/ to a simple sketch. / The process gets
reviewed many times / until the final logo
IS developed.



Psychology

Good logo design focuses on / how people
should react / when they see it. / This
means that / human behavior, culture and
history are very important. / An example /
of this / is color. / Colors have different
meanings / to different groups / of peo-
ple. / Red, / for example, / is a color /
that can have multiple meanings / depend-
Ing on / who sees it. / For this reason, /
color is a big decision / in logo design.

Time

Over time, / some companies will change
their logo design. / They will do this / to
freshen up their image. / This is some-
times important / because the original de-
sign was based / on the fashion / of the
day. / One group / of companies / that
regularly updates the design / of their lo-
gos / are petroleum companies.

In summary

A logo is something / that all companies /
with ambition / need. / Everyone can
think of / atleast one logo / they have
seen / and candraw it. / Whether it is
Sony, McDonald’s or Mercedes, / all suc-
cessful companies have great logos.
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Designing Logos

A logo is a graphically designed symbol.
This symbol should be recognized by con-
sumers. It should also give a message about
the company, brand or product that it repre-
sents. The message is sometimes so strong
that people can usually describe how they
feel when they see the logo.

Process

Designing a good logo takes a long time. It
requires the use of marketing experts and
design consultants. When a logo is being de-
signed, it requires a clear image about what
message the logo will give. It starts out as a
concept and moves to a simple sketch. The
process gets reviewed many times until the
final logo is developed.



Psychology

Good logo design focuses on how people
should react when they see it. This means
that human behavior, culture and history
are very important. An example of this is
color. Colors have different meanings to dif-
ferent groups of people. Red, for example,
Is a color that can have multiple meanings
depending on who sees it. For this reason,
color is a big decision in logo design.

Time

Over time, some companies will change
their logo design. They will do this to
freshen up their image. This is sometimes
Important because the original design was
based on the fashion of the day. One group
of companies that regularly updates the de-
sign of their logos are petroleum compa-
nies.

In summary

A logo is something that all companies with
ambition need. Everyone can think of at
least one logo they have seen and can draw
it. Whether it is Sony, McDonald’s or Mer-
cedes, all successful companies have great
logos.
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Designing Logos

A logo is a graphically designed symbol.
This symbol should be recognized by con-
sumers. It should also give a message about
the company, brand or product that it repre-
sents. The message is sometimes so strong
that people can usually describe how they
feel when they see the logo.

Process

Designing a good logo takes a long time. It
requires the use of marketing experts and
design consultants. When a logo is being de-
signed, it requires a clear image about what
message the logo will give. It starts out as a
concept and moves to a simple sketch. The
process gets reviewed many times until the
final logo is developed.



Psychology

Good logo design focuses on how people
should react when they see it. This means
that human behavior, culture and history
are very important. An example of this is
color. Colors have different meanings to dif-
ferent groups of people. Red, for example,
Is a color that can have multiple meanings
depending on who sees it. For this reason,
color is a big decision in logo design.

Time

Over time, some companies will change
their logo design. They will do this to
freshen up their image. This is sometimes
Important because the original design was
based on the fashion of the day. One group
of companies that regularly updates the de-
sign of their logos are petroleum compa-
nies.

In summary

A logo is something that all companies with
ambition need. Everyone can think of at
least one logo they have seen and can draw
it. Whether it is Sony, McDonald’s or Mer-
cedes, all successful companies have great
logos.
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Designing Logos

A logo is a graphically designed symbol.
This symbol should be recognized by con-
sumers. It should also give a message about
the company, brand or product that it repre-
sents. The message is sometimes so strong
that people can usually describe how they
feel when they see the logo.

Process

Designing a good logo takes a long time. It
requires the use of marketing experts and
design consultants. When a logo is being de-
signed, it requires a clear image about what
message the logo will give. It starts out as a
concept and moves to a simple sketch. The
process gets reviewed many times until the
final logo is developed.



Psychology

Good logo design focuses on how people
should react when they see it. This means
that human behavior, culture and history
are very important. An example of this is
color. Colors have different meanings to dif-
ferent groups of people. Red, for example,
Is a color that can have multiple meanings
depending on who sees it. For this reason,
color is a big decision in logo design.

Time

Over time, some companies will change
their logo design. They will do this to
freshen up their image. This is sometimes
Important because the original design was
based on the fashion of the day. One group
of companies that regularly updates the de-
sign of their logos are petroleum compa-
nies.

In summary

A logo is something that all companies with
ambition need. Everyone can think of at
least one logo they have seen and can draw
it. Whether it is Sony, McDonald’s or Mer-
cedes, all successful companies have great
logos.
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Socializing at a cocktail party

There are many situations to socialize in business. But, one of the toughest is in a so-
cial situation. These kinds of situations are not easy because people move around
freely. They usually also drink alcohol and talk quickly in English. Because of this, it is
sometimes hard to break into the conversation. You might feel alone and uncomfort-
able.

However, there are some easy things you can do to make socializing more comfort-
able.

The first is to prepare. There are two topics that people always talk about. They love
to talk about business. So, make sure you know all the words that they might use for
the business you are in. People also like to talk about current affairs. So, you should
keep up with news items and have an opinion about them.

The second is to be brave. If you see some people talking, you can try to enter the
conversation. Introduce yourself to the group and ask what they were talking about.
Comment on their discussion and say your opinion. Smile and try to carry on.

It's as simple as that.

END
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First Time Meetings

In Japan, there is a formal way to introduce ourselves. There are three simple steps.
First, we give our business card. Then, we say our name. Finally, we bow to the other
person. After the introduction, we usually start our business meeting.

Introductions are different in other countries.

In the US, they don’t usually give business cards. They follow these three steps. First,
they shake hands. Then, they give their names. Finally, they check the pronunciation
and the spelling of each others’ names.

After the introduction, Americans like to have small talk. English small talk is difficult
for Japanese people. Here are some topics that will help to start small talk in English
when a foreign visitor comes to Japan.

-Ask about the flight and hotel.

-Give some information about your city.
-Talk about the weather.

-Find out what they think about Japan.

Those are some easy topics you can use. Good luck. END
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Employee Satisfaction

In Japan, people traditionally start working after they leave university. And they work for the same company until
they retire. The rewards have always been a nice salary, a safe environment and a sense of belonging to a good
group. However, times are changing. Today, a lot of people change careers and companies. The challenge is finding
ways to keep employees satisfied.

Control

Employers should try to find ways to give employees more control. Employees should have control over working
schedules, the working environment and the type of work they do. Simple ways to do this are through flexible work-
ing hours. An employee could be allowed to choose office furniture or decorations. They could also assist managers
in choosing suitable work to do.

Commuting

Commuting, especially around the main cities of Japan, can be very stressful. There are no ways to make the trains
less crowded, less hot or less cold. However, there are ways to reduce the time spent commuting. One simple idea is
to allow employees to work one day at home. Another is to move the office nearer to where most employees live —
although this idea can be expensive and take time.

Time wasting

All offices waste time. The worse time wasting situations are regarding meetings. Companies should always find
ways to reduce the amount of time people spend in meetings. If companies can stop wasting time, then deadlines
can be met without stress. All employees want to reduce stress in the office.

In summary

Although there are many ways for companies to make their employees feel satisfied, most of the methods require
money. Giving more control, reducing commuting and reducing wasted time, however are free.

BHU (RF) T TEFBReBRUTHTLLED
U\,



3SMHEB E58E K

BEFEE 50
(READING)

STEP 2

2R Rz OHET (BEX)

%H:Il L/ t E: Y%DJLAJ—C\‘
A5

F—X =it

Employee Satisfaction

In Japan, people traditionally start working
after they |eave unlverSIty. And they work for the same company until

they retire. The rewards have always been a nice salary, a safe environment and a sense of belonging to a
good group. However, times are changing. Today, a lot of people change careers and companies. The chal-
lenge is finding ways to keep employees satisfied.

Control
Employers should try to find ways to give
emplOyeeS more COntrOL Employees should have control over working

schedules, the working environment and the type of work they do. Simple ways to do this are through flexible
working hours. An employee could be allowed to choose office furniture or decorations. They could also assist
managers in choosing suitable work to do.

Commuting
Commuting, especially around the main cit-
IeS Of Japan, Caﬂ be Very StreSSfUI. There are no ways to

make the trains less crowded, less hot or less cold. However, there are ways to reduce the time spent commut-
ing. One simple idea is to allow employees to work one day at home. Another is to move the office nearer to
where most employees live — although this idea can be expensive and take time.

Time wasting
A” Ofﬂces Wa Ste time. The worse time wasting situations are regarding meet-

ings. Companies should always find ways to reduce the amount of time people spend in meetings. If compa-
nies can stop wasting time, then deadlines can be met without stress. All employees want to reduce stress in
the office.



In summary

Although there are many ways for compa-
nies to make their employees feel satisfied,
most of the methods require money. cungmoe con

trol, reducing commuting and reducing wasted time, however are free.
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Readin Employee Satisfaction

In Japan, / people traditionally start work-
ing / after they leave university. / And
they work / for the same company / until
they retire. / The rewards have always
been a nice salary, a safe environment and
a sense / of belonging / to a good group.
/ However, / times are changing. / To-
day, / alot of people change careers and
companies. / The challenge is finding ways
/ 1o keep employees satisfied.

Control

Employers should try / to find ways / to
give employees more control. / Employees
should have control / over working sched-
ules, the working environment and the type
of work / they do. / Simple ways / to do
this / are / through flexible working
hours. / An employee could be allowed /
to choose office furniture or decorations. /



They could also assist managers / In
choosing suitable work to do.

Commuting

Commuting, / especially around the main
cities / of Japan, / can be very stressful.
/ There are no ways / to make the trains
less crowded, less hot or less cold. / How-
ever, / there are ways / to reduce the
time / spent commuting. / One simple
Idea is / to allow employees / to work
one day / at home. / Anotheris / to
move the office nearer / to where most
employees live /- although this idea can
be expensive and take time.

Time wasting

All offices waste time. / The worse time
wasting situations are / regarding meet-
ings. / Companies should always find ways
/ to reduce the amount / of time / peo-
ple spend / in meetings. / If companies

can stop wasting time, / then deadlines
can be met / without stress. / All employ-
ees want to reduce stress / in the office.

In summary

Although there are many ways / for com-
panies / to make their employees feel sat-
isfied, / most of the methods require
money. / Giving more control, / reducing
commuting / and reducing wasted time, /
however / are free.
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Employee Satisfaction

In Japan, people traditionally start working
after they leave university. And they work
for the same company until they retire. The
rewards have always been a nice salary, a
safe environment and a sense of belonging
to a good group. However, times are chang-
iINng. Today, a lot of people change careers
and companies. The challenge is finding
ways to keep employees satisfied.

Control

Employers should try to find ways to give
employees more control. Employees should
have control over working schedules, the
working environment and the type of work
they do. Simple ways to do this are through
flexible working hours. An employee could
be allowed to choose office furniture or
decorations. They could also assist manag-
ers in choosing suitable work to do.



Commuting

Commuting, especially around the main cit-
les of Japan, can be very stressful. There
are no ways to make the trains less
crowded, less hot or less cold. However,
there are ways to reduce the time spent
commuting. One simple idea is to allow em-
ployees to work one day at home. Another
Is to move the office nearer to where most
employees live — although this idea can be
expensive and take time.

Time wasting

All offices waste time. The worse time wast-
ing situations are regarding meetings. Com-
panies should always find ways to reduce
the amount of time people spend in meet-
ings. If companies can stop wasting time,
then deadlines can be met without stress.
All employees want to reduce stress in the
office.

In summary

Although there are many ways for compa-

nies to make their employees feel satisfied,
most of the methods require money. Giving
more control, reducing commuting and re-

ducing wasted time, however are free.
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Employee Satisfaction

In Japan, people traditionally start working
after they leave university. And they work
for the same company until they retire. The
rewards have always been a nice salary, a
safe environment and a sense of belonging
to a good group. However, times are chang-
iINng. Today, a lot of people change careers
and companies. The challenge is finding
ways to keep employees satisfied.

Control

Employers should try to find ways to give
employees more control. Employees should
have control over working schedules, the
working environment and the type of work
they do. Simple ways to do this are through
flexible working hours. An employee could
be allowed to choose office furniture or
decorations. They could also assist manag-
ers in choosing suitable work to do.



Commuting

Commuting, especially around the main cit-
les of Japan, can be very stressful. There
are no ways to make the trains less
crowded, less hot or less cold. However,
there are ways to reduce the time spent
commuting. One simple idea is to allow em-
ployees to work one day at home. Another
Is to move the office nearer to where most
employees live — although this idea can be
expensive and take time.

Time wasting

All offices waste time. The worse time wast-
ing situations are regarding meetings. Com-
panies should always find ways to reduce
the amount of time people spend in meet-
ings. If companies can stop wasting time,
then deadlines can be met without stress.
All employees want to reduce stress in the
office.

In summary

Although there are many ways for compa-

nies to make their employees feel satisfied,
most of the methods require money. Giving
more control, reducing commuting and re-

ducing wasted time, however are free.
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Employee Satisfaction

In Japan, people traditionally start working
after they leave university. And they work
for the same company until they retire. The
rewards have always been a nice salary, a
safe environment and a sense of belonging
to a good group. However, times are chang-
iINng. Today, a lot of people change careers
and companies. The challenge is finding
ways to keep employees satisfied.

Control

Employers should try to find ways to give
employees more control. Employees should
have control over working schedules, the
working environment and the type of work
they do. Simple ways to do this are through
flexible working hours. An employee could
be allowed to choose office furniture or
decorations. They could also assist manag-
ers in choosing suitable work to do.



Commuting

Commuting, especially around the main cit-
les of Japan, can be very stressful. There
are no ways to make the trains less
crowded, less hot or less cold. However,
there are ways to reduce the time spent
commuting. One simple idea is to allow em-
ployees to work one day at home. Another
Is to move the office nearer to where most
employees live — although this idea can be
expensive and take time.

Time wasting

All offices waste time. The worse time wast-
ing situations are regarding meetings. Com-
panies should always find ways to reduce
the amount of time people spend in meet-
ings. If companies can stop wasting time,
then deadlines can be met without stress.
All employees want to reduce stress in the
office.

In summary

Although there are many ways for compa-

nies to make their employees feel satisfied,
most of the methods require money. Giving
more control, reducing commuting and re-

ducing wasted time, however are free.
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Making an Appointment

| work in the sales department of a large Japanese company in Singapore. | have to
meet a lot of clients in Singapore. When | want to meet a client, | need to make an ap-
pointment.

To make an appointment, | call the client. When | call, | speak to the person | will
meet. Together we need to negotiate a good time to meet. So, before | call, | check
my schedule and choose three times when | can meet my client.

When | make the call, | start by greeting my client. Then we make small talk for a min-
ute or two. After making small talk, | suggest that we should meet. Foreign clients
don’t like to meet for basic communication, so | need to have a clear reason to meet
the client.

If the client agrees to meet, we can negotiate a time and place. It usually takes about
2 or 3 minutes to decide on a suitable time and place.

END
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Executive Information

Executive information is all the data that senior managers need to make big decisions for a company. This data
comes from systems that gather information about how healthy the business is. These systems are called EIS, ex-
ecutive information systems. Here are three reasons why this information is important.

Manufacturing

Manufacturing is the process of making goods for sale in the market place. Data is very important for this process.
Managers need to have access to data that tells them various things. Such things as amounts of stock, production

schedules and operation control are useful in this process. This means that day-to-day information is used in manu-
facturing.

Marketing

Marketing is the activity of looking into the future and deciding what a company should do. Things such as sales
data are very important in marketing. This is because marketers are trying to forecast the future. This activity has a
lot of risk, so accurate data helps to make predictions easier.

Financial

Companies are set up to make money. Profit is most important in the business world. However, there are other finan-
cial issues that need up-to-date information. Managers need to know how much salary they can pay their staff and
how much in bonuses the staff can receive. They also need to be able to decide where to invest the company’s
money.

In summary

All decisions in business should be based on accurate data. So all companies use executive information systems to
get these data. In this way, they hope the company will grow.
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Executive Information

Executive information is all the data that
senior managers need to make big deci-
SionS for a Company. This data comes from systems that gather information

about how healthy the business is. These systems are called EIS, executive information systems. Here are
three reasons why this information is important.

Manufacturing
Manufacturing is the process of making
goods for sale in the market place. v.er mpor

tant for this process. Managers need to have access to data that tells them various things. Such things as
amounts of stock, production schedules and operation control are useful in this process. This means that day-
to-day information is used in manufacturing.

Marketing
Marketing is the activity of looking into the
future and deciding what a company should

dO. Things such as sales data are very important in marketing. This is because marketers are trying to

forecast the future. This activity has a lot of risk, so accurate data helps to make predictions easier.

Financial
Companies are set up to make money. s

most important in the business world. However, there are other financial issues that need up-to-date informa-
tion. Managers need to know how much salary they can pay their staff and how much in bonuses the staff can
receive. They also need to be able to decide where to invest the company’s money.



In summary
All decisions in business should be based
On accurate data. So all companies use executive information systems to get these

data. In this way, they hope the company will grow.
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Executive Information

Executive information is all the data / that
senior managers need to make big deci-
sions / for a company. / This data comes
/ from systems / that gather information
/ about how healthy the business is. /
These systems are called EIS, / executive
information systems. / Here are three rea-
sons / why this information is important.

Manufacturing

Manufacturing is the process / of making
goods / for sale / in the market place. /
Data is very important / for this process.

/ Managers need to have access / to data
/ that tells them various things. / Such
things as amounts / of stock, production
schedules and operation control / are use-
ful / in this process. / This means that /
day-to-day information is used / in manu-
facturing.



Marketing

Marketing is the activity / of looking /
into the future / and deciding what a com-
pany should do. / Things such as sales
data are very important / in marketing. /
This is because marketers are trying / to
forecast the future. / This activity has a lot
of risk, / so accurate data helps / to
make predictions easier.

Financial

Companies are set up / to make money. /
Profit is most important / in the business
world. / However, / there are other finan-
cial issues / that need up-to-date informa-
tion. / Managers need to know how much
salary / they can pay their staff / and
how much in bonuses the staff can receive.
/ They also need to be able / to decide
where to invest the company’s money.

In summary

All decisions / In business / should be
based / on accurate data. / So all compa-
nies use executive information systems /
to get these data. / In this way, / they
hope / the company will grow.
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Executive Information

Executive information is all the data that
senior managers need to make big deci-
sions for a company. This data comes from
systems that gather information about how
healthy the business is. These systems are
called EIS, executive information systems.
Here are three reasons why this information
IS Important.

Manufacturing

Manufacturing is the process of making
goods for sale in the market place. Data is
very important for this process. Managers
need to have access to data that tells them
various things. Such things as amounts of
stock, production schedules and operation
control are useful in this process. This
means that day-to-day information is used
In manufacturing.



Marketing

Marketing is the activity of looking into the
future and deciding what a company should
do. Things such as sales data are very im-
portant in marketing. This is because mar-
keters are trying to forecast the future.
This activity has a lot of risk, so accurate
data helps to make predictions easier.

Financial

Companies are set up to make money.
Profit is most important in the business
world. However, there are other financial is-
sues that need up-to-date information. Man-
agers need to know how much salary they
can pay their staff and how much in bo-
nuses the staff can receive. They also need
to be able to decide where to invest the
company’'s money.

In summary

All decisions in business should be based
on accurate data. So all companies use ex-
ecutive information systems to get these
data. In this way, they hope the company
will grow.
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Executive Information

Executive information is all the data that
senior managers need to make big deci-
sions for a company. This data comes from
systems that gather information about how
healthy the business is. These systems are
called EIS, executive information systems.
Here are three reasons why this information
IS Important.

Manufacturing

Manufacturing is the process of making
goods for sale in the market place. Data is
very important for this process. Managers
need to have access to data that tells them
various things. Such things as amounts of
stock, production schedules and operation
control are useful in this process. This
means that day-to-day information is used
In manufacturing.



Marketing

Marketing is the activity of looking into the
future and deciding what a company should
do. Things such as sales data are very im-
portant in marketing. This is because mar-
keters are trying to forecast the future.
This activity has a lot of risk, so accurate
data helps to make predictions easier.

Financial

Companies are set up to make money.
Profit is most important in the business
world. However, there are other financial is-
sues that need up-to-date information. Man-
agers need to know how much salary they
can pay their staff and how much in bo-
nuses the staff can receive. They also need
to be able to decide where to invest the
company’'s money.

In summary

All decisions in business should be based
on accurate data. So all companies use ex-
ecutive information systems to get these
data. In this way, they hope the company
will grow.
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Executive Information

Executive information is all the data that
senior managers need to make big deci-
sions for a company. This data comes from
systems that gather information about how
healthy the business is. These systems are
called EIS, executive information systems.
Here are three reasons why this information
IS Important.

Manufacturing

Manufacturing is the process of making
goods for sale in the market place. Data is
very important for this process. Managers
need to have access to data that tells them
various things. Such things as amounts of
stock, production schedules and operation
control are useful in this process. This
means that day-to-day information is used
In manufacturing.



Marketing

Marketing is the activity of looking into the
future and deciding what a company should
do. Things such as sales data are very im-
portant in marketing. This is because mar-
keters are trying to forecast the future.
This activity has a lot of risk, so accurate
data helps to make predictions easier.

Financial

Companies are set up to make money.
Profit is most important in the business
world. However, there are other financial is-
sues that need up-to-date information. Man-
agers need to know how much salary they
can pay their staff and how much in bo-
nuses the staff can receive. They also need
to be able to decide where to invest the
company’'s money.

In summary

All decisions in business should be based
on accurate data. So all companies use ex-
ecutive information systems to get these
data. In this way, they hope the company
will grow.
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The Open Office

Our company has an open office policy. This means that nobody in my team has their
own desk. Instead we choose our seat when we arrive in the morning. | like to arrive
early so that | can get the desk | want. When | arrive, | get my work things from my
locker, go into the office and choose my desk.

The morning is a good time to catch up with yesterday’s work and to write reports. |
like to do this kind of work while the office is quiet. My boss and coworkers all arrive
at different times. But when the office is full, it can be quite busy and lively.

After lunch, | continue working at my desk. However, sometimes | have meetings. |
am on two task force groups. So when one of the task force groups needs to have a
meeting, we go to the open meeting space.

When all my work is done, | pack away my work things and put them into my locker.
On a good day, | can leave around 5:00pm.

END



