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- 1 Read the Chamber of Commerce website.
i»\’ Who are the course for?

A people looking for their first job
. B students in full-time education
1" C people already in jobs

Chamber of Commerce Business Skills Portfolio
Education in the workplace

Professional development courses: autumn/winter programme

seminars (full or half day) § semester courses e-learning

Click on the title for more information and dates offered or call 091 774 878

Time management and how to prioritise
Don't just manage, lead!

Successful customer management

Effective communication skills for results
Creativity and innovation - mind gymnastics




£ yUseful Words and Expressions

o
@ portfolio \

'wa |full-time education

\ﬁ‘ people in jobs

education in the workplace
seminar

semester course
e-learning

prioritise

innovation

mind gymnastics
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I\,\)Z Read more from the Business Skills Portfolio
b website and decide which words could fill in the
¢\ 9aps(1-8). Then choose the correct options from
the list below.

lﬂ‘

The Chamber of Commerce Business Skills Portfolio

aives you high quality, value for money training opportunities, —~ We offer:
1) days, employers understand that employees who

are given training and development opportunities are more
 motivated (2) contribute more to the company.
- (3) courses cover a wide range of subjects and cost ~ Semester courses where you attend lectures or seminars once a
* from as little as £170. They are designed specifically to develop ek over a three-month period;

employees' skills, and at the same time they (4) e-learning which gives all the flexibility a busy (7)
- businesses increase efficiency and profitability. All of our courses  paads.

* are led by professional trainers (5) extensive The qualifications you get will depend on the type of training. You
expertise and understanding of business needs. 8) find more information under each course title.

m
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seminars which run for a full or half day, and give you the skils
you need (6) and effectively;




C 1 A Those
A2 A and

B 3 A Your

C 4 A helps

A 5 A with

A 6 A quickly
C 7 A persons
A 8 A can

|
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B This
B but
B Our
B helped

B of

B quicker
B people
B goingto

C These
C with
C His

C help

C from
C quick
C person
C are



I\‘;\;;Useful Words and Expressions
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w‘ 1 Listen to five recordings about leadership.

Match each recording to A-E. .

& (1)

(2) B Two friends at university

A A presentation

(3) C Ajob interview

(4)/ \;DAtatradefair
(5)

E A telephone call




& @ 10.1 Listen again and answer the questions. .

1 Why did the man have to make the final decision?
A A Because people in the team disagreed a lot of the time
B Because he didn’t agree with the opinions of the team
C Because he thinks good leaders make the right decisions
2 What is a traditional view of managers and leaders?
A A That they have different roles

B That they have similar roles
C That there is no difference between them
3 Why doesn’t the caller want to speak to him?
C A Because he doesn’t work in customer service
B Because she didn’t order the products from him
C Because she doesn’t think he can solve her problem
4 What has the man been doing all week?
B A Trying to understand what people are saying
B Listening and trying to understand the market
C Talking to people who are selling his gaming products
5 Why doesn’t the woman like her friend’s advice?
B A Shedoesn’t want to write something which is untrue
B She doesn’t want to sound overconfident
C She doesn’t want to run a department




& 3. Match these adjectives(1-10) from the
listening to the definitions(A-J).

A certain about his/her ideas and abilities

B compare options and then choose the
best one

C plans everything efficiently

makes people want to work hard

E wants to get to the top

F exciting to work with

G in charge and everyone does what
he/she says

H thinks about things and doesn’t take
risks

| waits and listens without being anxious

J thinks of new ideas and solutions

12.B3.C 4.J 566G 6.D7.E 8F 9.A10.H
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" 1 patient
B¥ decisive
-3 organised
4 creative
5 authoritative
6 motivationa
/ ambitious
8 dynamic
9 confident
10 careful




|%}Useful Words and Expressions

"y Cpatient \ f"ﬁ‘i L \
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O creative A B3R
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O confident B 15K
O careful 41
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Describing people

) 5. Think of a good leader you have known, or
¥ a leader in public life. Which of the
a}statements below describes the person?

He / She was a very charismatic / dynamic /
ambitious / organized / open person.

He / She was good at motivating people /
communicating / listening.

He / She was confident / understanding /
patient / creative / authoritative.
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& ¢More Useful Words
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o reliable o H{ERiH]
O easygoing O A5 THALH]
o0 amiable o FIi& A 3R H]
o considerate o %58 ZlH
© upright o IEEH
o foresighted O IRIRIZ S HY
o enthusiastic o HEIFHI
o dedicated o HEHFHI
o warm-hearted o #ulrH]
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