             St. George’s Centre for ESL in Guelph

BUSINESS COMMUNICATION AND WORKPLACE CULTURE IN ONTARIO – PART 2
CLASS #3 – YOU AND THE BOSS

    INSTRUCTOR’S NOTES

OVERVIEW:

· Warm-up - Reflection: “Bosses in Canada and Elsewhere”

· Task 1 – Responding to a variety of scenarios between you and the boss 

· Task 2 – Listening: “Building a Strategic Relationship” 

· Task 3 – Reflection:  Communication and Cooperation 

· Task 4 – Tips on how to stay on the boss’s good side

· Task 5 – Function: Asking for a raise

· Task 6 – Pronunciation

· Closing remarks

GOALS OF TODAY’S CLASS: (By the end of this lesson, the LNS will be able to…)

1. communicate with a boss/supervisor in a variety of situations

2. approach the working relationship with the boss in a strategic way

3. correctly pronounce a list of 25 common business verbs

4. learn a few more expressions throughout the class  

MATERIALS:

· Handouts (3) 

· Overheads/slides (9)

· Enough pool noodles (cut in half) or cardboard tubes (approx. 2’ in length) for every 2 participants

SET-UP:

· The tables do not need to be in any particular arrangement.

· A projector and a screen are required.

· You can put a (paper) name plate on your desk with Ms./Mr. CEO written on it –to help set the tone, as a conversation starter and just for an element of fun.

WARM-UP:    Reflection:  “Bosses in Canada and Elsewhere”
                    Individual, writing and speaking

Welcome the participants and invite them to complete the handout “You and Your Boss”, (which can be on their desk already). This will allow a few extra minutes for the rest of the participants to arrive and/or time for the participants to arrive “mentally”. Encourage them to write down any generalizations and/or impressions, even if they do not have any work experience in one or both of the countries.  Let them know that you will collect the piece of paper once it is completed.  
Follow-up questions:  

1) Is the employee/boss relationship different in Canada than it is in the country/ies where you have worked before?

2) Have you every heard of the comic strip “Dilbert”?  (Tell them about it.)  What do these examples (show them on a screen) say about Dilbert’s boss and the kind of relationship he has with his employees?

TASK 1:   Function:  Interaction with the Boss
               Individual, listening comprehension and writing 

Explain to the participants that, for this activity, you will play the role of “the boss” (point to/reposition your name plate) and that they will be your employees.  Tell them that you are going to say a few statements to them, as the boss, and that they will have to write down their response to each of the statements in their notebook. (Model the set-up on the blackboard by writing the headings “Scenario #1, Scenario #2, Scenario #3, etc. with enough space in between each heading to write a few comments a little later.)

Begin:  “Imagine that you are at work and I, as your Canadian boss, come up to you and say…”

1.  “Some people have complained to me about you.  They said that you were rude to them.”
“What would you say to me?   Please write down your reaction.  You have 1 minute.”

Observe the participants to see if they have understood the instructions.  Some people are eager to share their response verbally, but encourage them to write it down. As well, explain that you would like everyone to “answer” as they really would in a real life situation.

2.  “How’s your project going?”

3.  “I need you to help me get this report done.”

4.  “Let’s go out for a few drinks and then check out that new club that opened.”

5.  [Showing anger and perhaps even banging the table] “What the h*** is going on?!!  Why didn’t you tell me you were going to meet with that client?!”

Follow-up pointers and discussion:  

“For each of the scenarios we just considered, the experts have some advice for us on how to handle them in the best possible way, (in the context of the North American work environment).”

Scenario #1 (Write the tips on the board under the heading you wrote down earlier and invite the participants to write the reminders in their notebooks as well, if they do not automatically do so.)
You can defend yourself, but do so in a clear and polite manner. Keep your cool. Don’t shift the blame.

Scenario #2 – 
· Watch out for what seem like vague questions; the boss is apparently making small talk, but it usually goes much deeper than that. 
· Answer in a positive way, but you can also take this opportunity to describe a challenge that you are facing so that the boss can be “in the know”. 
· Give your boss a few concrete facts that he/she can pass on to his/her boss.  
· Also remember that regular communication is the key to success; keep/send a regular report, even if you’re not specifically asked for it, which describes your progress.

Scenario #3 - Get clarification first -–what, exactly, are your responsibilities going to be?  You can say “yes,” but go over with the boss all the other things that you need to get done.  Then, decide together what the priorities are and how best to complete them.

Scenario #4 - You don’t have to go with your boss.  You shouldn’t feel any pressure to do something that go against your principles or that you simply don’t enjoy.  You can ask if other colleagues are invited or ask him/her if you can invite someone else to join as well. If you want/need to decline an invitation, do so as soon as possible and find other ways to get to know, and stay connected to, your boss and colleagues.  

Scenario #5 - When you get criticized, defend yourself in a calm and considerate way.  
Ask for clarification and show how you can rectify the problem or handle a similar situation the next time.  

TASK 2:  “Building a Strategic Relationship” 
               Individual, listening comprehension and note-taking
Introduce this part of the class by telling the participants that you would like to show them one way to look at the relationship between the boss and the employee.  (Recommend the books “Managing Up: 59 Ways to Build a Career Advancing Relationship with your Boss” by Michael S. Dobson and Deborah Singer Dobson and “Managing Upward: Strategies for Succeeding with your Boss” by Patti Hathaway and Susan D. Schubert.) 

Explain to the participants that this part of the class also serves to model a short presentation and, thus, they are welcome to take notes during the presentation because there are no handouts for this part. You can also let them know that you will be asking them questions with regards to the information at the end of the presentation.

Listening comprehension questions to review/summarize the presentation:

1) In order to be able to communicate better with your boss, what do you need to know about him/her?
2) What motivates different people at work?

3) How can you find out what priorities your boss has?

TASK 3:  Team-Building Exercise
              Partners, oral interaction
The source of this activity is “More Quick Team-Building Activities for Busy Managers” by Brian Cole Miller.  (pp 128-130)  It serves as an energizer and as a way for the participants to reflect on the importance of communication between the “leaders” and the “followers”.  

Procedure:

i. Pair the participants up, perhaps, whenever possible, who are the same gender and similar heights.

ii. Invite the participants to hold one of the cardboard tubes (pool noodles or rolled up maps) between each other using their stomachs.  (No other physical connection can be made.)
iii. Assign one of the people in each pair to be the boss. (Or, let them decide who is “the boss”)
iv. Challenge them to walk anywhere around the room for 1 minute without letting the tube drop.

Follow-up questions:

1)  Were you successful at completing the challenge?

2)  What strategy worked well for your team?

3)  What did the leader, or the boss, have to do?

5)  What did the follower, or subordinate, have to do?

6)  Who gets the credit for the successful completion of the task?

7)  What was the point of doing this activity?  (“Participants learn that both the Leaders and the Followers have a responsibility to each other for the success of any endeavor.”)

(Whether you use it or not depends on how comfortable you are with the activity and whether or not you want to see if it works with your particular group of participants.  If the activity isn’t a hit, that’s OK.  You can then talk about why it didn’t work out.)
TASK 4:  Tips on How to Stay on your Boss’s Good Side
              Total class, reading and discussion
Read the handout “8 Ways to Get Your Boss to Love You” as a total class by asking volunteers to take turns reading one of the tips out loud.  Briefly provide any pronunciation tips and clarify any vocabulary doubts. 

Follow-up questions:  

1) Which of these points did you find the most important one for people to remember?

2) What are some other tips?

Add, “The bosses/supervisors/ and employers I have talked to have said…”
- Don’t make promises you can’t keep

- Put yourself in his/her shoes

- Don’t take things personally/to heart

- Build a relationship on a social level – it helps in times of crises

(At this point, or at any time during this class, it is a good idea to invite a guest, preferably “a boss” in the real business world, to come in and to share his/her perspective and/or ideas about this topic.  This provides a change for the participants and it provides an experience that is connected to “real life” since a workplace visit is not included in this course.  It would be enough for the guest to come in for 15-20 minutes and add to the list of tips just covered or even to simply take questions from the participants.  The participants greatly appreciate this kind of involvement.) 

TASK 5:  Function: How to Ask for a Raise
              Total class, reading and discussion

Link the previous topic to the next one by saying, “An important thing to talk about to your boss is the issue about your raise, especially when there is no set guideline about this in the company’s procedures.  Therefore, this topic is the last one that we’ll explore today.  On the back of the “Tips” handout you will find a chart describing the dos and don’ts of how to ask for a raise.” (Most likely you have to explain the use of the expressions “Dos” and “Don’ts”.)

Go through the handout with the participation of a few volunteer, or appointed, readers.

TASK 6:  Pronunciation
              Total class
Give each participant a copy of the list of “Essential Verbs”.  For this list, just model the pronunciation of each word for the participants and invite them to repeat it after you.  Then, if time permits, go around the group and invite the participants to read the words again one by one to make sure that their pronunciation is “bang on”.

CLOSING REMARKS:
Wrap up the class and invite them to read with you a funny email that you once received.  Explain to them that the email describes the differences between you and your boss.  Show the slide “Differences Between you and Your Boss” by revealing and reading the lines one-by-one.  It should get a few chuckles and can also serve to expand their vocabulary with a few expressions. 
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	Based on what I know and what I’ve heard, bosses and supervisors in my country of origin, ____________________, can be described as...

→

→

→




	Based on my experiences and my impressions, bosses and supervisors in Canada are…

→

→

→
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                   source: www.ivillage.co.uk

1.  Don't ask questions you can answer

"I must get one hundred questions a day - the majority are those that employees can answer themselves. They're just being lazy." 
Yes, it's comforting to ask your boss when you lack confidence or feel you need their approval but, next time, ask yourself first: "Will they be able to answer this any better than I can?" In most cases, probably not. You know your job better than anyone else, be resourceful and think things through first. 

2.  Solutions, not problems                                                                                                                        "It annoys me when people come to me with problems and expect a solution."
Don't go to your boss with a problem if you haven't spent at least 10 minutes thinking of possible solutions. It will impress your boss if you go to them with a tricky issue and then suggest ways to resolve it.
3.  Save your apologies                                                                                                                                 "I love it when people take responsibility for their mistakes."                                                                  There's a right way to do this. Starting off with an apology makes you look weak. Next time you make a mistake, try this: "I think this project could have been better." or "In retrospect, I think I should have done it differently." or "Next time I would..." Your boss will be impressed and focus on what you've learned rather than what you've done wrong.

4.  Go beyond the call of duty
"My pet peeve is when people say 'It's not my job.' We all get asked to do things that aren't strictly in our job description."
Take on new challenges. Sometimes, the best way to find your calling is by trying new things. You may well learn something new and your boss will be impressed by your 'team spirit', and remember that you pitched in to help.

5. Don't insult his/her intelligence
"When people send me a text message saying they're too ill to come into work, it's so obvious that they're lying."
There's a right and a wrong way to pull a sickie. Sending an email, text message or calling in sick to the HR Manager is a sure sign that you're lying. Next time, call your boss directly.

6. Ask for and give feedback
"I love it when someone from my team gives me feedback on something I've done."
Communication works both ways and we all respond well to positive feedback. If there's something that your boss does that you like, tell him/her. Something as simple as saying "I appreciated your support in that meeting" will make her sit up and take notice of how his/her actions affect you. Positive feedback will reinforce the behaviour and will improve your working relationship with your boss.

7. Stop whining
"There's always one person who complains about everything. It drives me and everyone else crazy."
We all need to let off some steam every now and then, but your colleagues and boss will notice if you're always the instigator.  Your boss will respect you more if you pick and choose your battles and steer clear of 'group whining'.

8. Be proactive
"I take note of people who actually follow through with their ideas."
We all have lots of suggestions on how to improve things at work or ideas for new projects. It's no use sending your boss a list of ideas, it's likely that none of them will actually happen unless you also take responsibility. Pick one or two of the best ideas and follow through with them. Your boss will not only admire your innovative thinking, but the initiative you've taken to make them happen. 
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How Should I Ask for a Raise?

By Dan West 
	DO
	DON'T

	"Earn" a raise.
	"Get" a raise.

	Show how you have improved the department/company's bottom line.
	Ask for a raise just because "it's time for one." 

	Quantify your contributions, especially those your boss considers important (dollars saved, production levels raised, clients attracted, materials reduced, quicker turnaround times, new training programs, team leadership, etc.) 
	Use vague terms to describe your contributions or rely on your boss' memory of what you have accomplished. Don't assume your boss knows everything you have contributed.

	Show how you have persevered in the face of any adverse situations (loss of staff, busy times of the year, broken equipment, known difficult client, etc.)
	Say you deserve a raise because the company is doing well. (It shows good judgment to put off asking for a raise if the company is not doing well).

	Project your position's future goals to make the company stronger. Talk about any initiatives that you have underway. 
	Threaten to find another job if the raise isn't given (unless you can find one in the next couple of minutes!)

	Schedule a time to meet with your boss and a few days prior to the meeting send a one-page summary of your accomplishments using concrete action terms. This will allow you to forego dumping all the info on your boss at once and enable you to listen during the meeting.
	Drop by unexpectedly to discuss a raise.

	Remember more money is not the only way to get a "raise." Perhaps more vacation time, a promotion, stock options, or other benefits can be part of your request.
	Consider money to be the only thing a company has to offer.

	Know your market value (research what are those in similar positions in your city/area making). 
	Compare your salary to others in the company.

	Prepare by practicing the raise interview with someone who will critically evaluate your claims and ask tough questions.
	Let yourself or your boss be unprepared for the meeting.

	Let your boss name a number first in any negotiations ("What did you have in mind?")
	Let your boss pressure you into naming a number first.

	Have a non-confrontational "this is what I think is fair" attitude and be willing to compromise. Even if you don't secure a raise, your boss will respect you for your assertiveness and professionalism.
	Worry about or fear asking for a raise. 


Source: www.west2k.com
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BUSINESS ENGLISH VOCABULARY

    ESSENTIAL VERBS 
	
	   TERM
	   PRONUNCIATION

	1.
	adapt
	ɘDAP’

	2.
	adjust
	ɘJUS’

	3.
	allocate
	Alɘka’

	4.
	audit
	ɔdi’

	5.
	budget
	BUDji’

	6.
	calculate
	KALkyɘla’

	7.
	      clarify
	KLAIRɘfy

	8.
	design
	dɘZIYN

	9.
	develop
	dɘVELɘp

	10.
	devise
	dɘVIYZ

	11.
	enable
	’nAYbɘl

	12.
	engineer
	’njinEER

	13.
	evaluate
	ɘVALuay’

	14.
	facilitate
	fɘSILɘta’

	15.
	guide
	GIYD

	16.
	identify
	iDEN(t)ify

	17.
	initiate
	’nISHea’

	18.
	inspect
	’nSPEK’

	19.
	install
	’nSTɔL

	20.
	lead
	LEED

	21.
	operate
	ɔperrra’

	22.
	overhaul
	Overrrhɔl

	23.
	project
	prɘJEK’

	24.
	remodel
	reMɔdɘl

	25.
	update
	UPda’


      (((((((((((((((((((((((((
