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Finance

Exercises -

Fill in the Blanks: Complete the sentences with appropriate financial terms.

(vocabulary: income, loss, saving, spending)

"To ensure a secure retirement, it's essential to start _______ early in life."

"The company's _______ statement provides detailed information about its earnings

and expenses over the quarter."

Matching Exercise: Match the financial term with its correct definition.

Learn more: https://youtube.com/shorts/YCZQUP-qpwY?feature=share

Assets ( ) The amount of money owed to others.

Liabilities ( ) Resources owned by a company that have economic value.

Equity ( ) The residual interest in the assets of an entity after deducting liabilities.

Questions -

Learn more: https://youtube.com/shorts/Jh7enVs-NrU?feature=share

https://youtube.com/shorts/YCZQUP-qpwY?feature=share
https://youtube.com/shorts/Jh7enVs-NrU?feature=share


Understanding Concepts: What is the difference between a savings account and a

checking account?

Application Question: How would you decide whether to invest in stocks or bonds?

What factors would influence your decision?

Discussion Question: How can inflation impact an individual's purchasing power?

Exercises -

Sentence Rearrangement: Rearrange the words to form a coherent financial statement.

"equity shareholder's the represents ownership company in."

True or False: State whether the statement is true or false and explain why.

"Diversification in investment can eliminate all risks." True or False?

Short Answer: What is the difference between gross income and net income?

Scenario-BasedWriting



You want to take out a loan to buy a car. Write an email to your bank asking for details

about their car loan options, including interest rates, repayment terms, and any

additional fees.

1. Fill in the Blank

Complete the sentences with the correct financial term:

Learn more: https://youtube.com/shorts/Po86NAbdG9I?feature=share

(vocabulary: loanee, lender, budget, forecast)

A __________ is a document showing how much money a person has received and

spent over a period of time.

An __________ is a person or organization that lends money with the expectation that

it will be paid back with interest.

2. Vocabulary Match

https://youtube.com/shorts/Po86NAbdG9I?feature=share


Match the financial terms with their definitions:

A. Investment

B. Budget

C. Interest

- The amount of money that you earn on savings or that you need to pay on a loan.

- Planning how to spend your money.

- Putting money into financial schemes, shares, property, or a commercial venture

with the expectation of achieving a profit.

Questions -

Learn more: https://youtube.com/shorts/JybXQIMLfvY?feature=share

Scenario-Based Question: Imagine you have received a bonus at work. What would be a

financially prudent way to utilize this extra money?

Comparative Question: Compare the concepts of 'bear market' and 'bull market.' How

do these market conditions affect individual investors?

Exercises -

Short Answer: Explain in one or two sentences why it is important to have a budget.

Task: Financial Planning and Analysis

https://youtube.com/shorts/JybXQIMLfvY?feature=share


● Apply appropriate financial terms to complete the following sentences and

explain their significance:

1. "To ensure a secure retirement, it's essential to start

__________ early in life."

■ After filling in the blank, discuss how early saving impacts

long-term financial stability and retirement planning.

2. "The company's __________ statement provides detailed

information about its earnings and expenses over the quarter."

■ After filling in the blank, explain how an income statement is

used for financial analysis and decision-making in a business.

3. Expression Match

Match the expression with its correct meaning:

A. "To break the bank"

B. "To save for a rainy day"

C. "To cut your losses"

- To save money for a time in the future when it might be needed unexpectedly.

- To spend a lot of money on something.

- To stop an action that is causing you to lose money.

4. Sentence Construction

Construct a sentence using the following financial term: Equity

Example: "The couple has built up significant equity in their home over the years."



Questions -

Learn more: https://youtube.com/shorts/JybXQIMLfvY?feature=share

Explanation Question: Can you explain why diversifying your investment portfolio is

considered a wise financial strategy?

Hypothetical Question: If the interest rates offered by banks suddenly drop, what

impact might this have on a person's decision to save money in a bank account?

Exercises -

Learn more: https://youtube.com/shorts/ZBhgZiGBIIY?feature=share

Word Definition: Define the following financial terms.

Interest Rate

Inflation

Portfolio

Matching Exercise: Match the term with its correct definition or associated concept:

Capital Gains ( ) A numerical expression based on a level analysis of a person's credit

files, representing the creditworthiness of an individual.

https://youtube.com/shorts/JybXQIMLfvY?feature=share
https://youtube.com/shorts/ZBhgZiGBIIY?feature=share


Liquid Assets ( ) Assets that can be easily converted into cash without significant loss of

value.

Credit Score ( ) The profit from the sale of an asset or investment.

5. Common Sentence Pattern

Use this common financial sentence pattern to create your own sentence: "If [financial

situation], then [action]."

Example: "If the interest rates go up, then I will reconsider my investment portfolio."

6. Comprehension Questions

Read the following statement and answer the questions:

"John invested in a variety of stocks and bonds to diversify his portfolio and minimize

risk."

What did John invest in to diversify his portfolio?

Why did John diversify his portfolio?

Questions -

Learn more: https://youtube.com/shorts/uvPf6D_q8Vs?feature=share

And here: https://youtube.com/shorts/Ht8LSvS4HJU?feature=share

Detail-Oriented Question: What information would you find on a company's balance

sheet, and why is this important for investors?

https://youtube.com/shorts/uvPf6D_q8Vs?feature=share
https://youtube.com/shorts/Ht8LSvS4HJU?feature=share


Critical Thinking Question: Discuss the potential risks and rewards of investing in real

estate compared to the stock market.

Discussion Question: Discuss how changes in interest rates can affect an individual's

decision to save or borrow money.

Exercises -

Word Formation: Use the base word to form a new word that fits in the blank:

"The bank offered us a _______ loan, which means the interest rate changes over

time." (Base word: vary)

Correct the Mistake: Identify and correct the error in the following sentence:

"The principle amount of the loan is the total sum that has been borrowed, not including

the interest."

Sentence Completion: Fill in the blanks with the appropriate financial terms:

(vocabulary: federal funds, portfolio, diversify, assets)

"When the market is volatile, investors are advised to _______ their investments to

reduce risk."



"The _______ rate is the percentage that banks charge each other for overnight loans."

7. Role-play Dialogue Exercise

Person A is a financial advisor, and Person B is a client looking to invest. Create a

dialogue where Person A explains the risks and benefits of investing in the stock market.

Structure:

Introduction:

Person A greets Person B and initiates the conversation about investing.

Person B expresses interest in the stock market but indicates a need for more

information.

Explaining Benefits:

Person A outlines the key benefits of investing in the stock market, such as potential for

significant returns and wealth growth over time.

Person B shows enthusiasm and curiosity about these benefits, asking for more details.

Discussing Risks:

Person A transitions to explain the risks, emphasizing market volatility and the potential

for loss.

Person B reacts with concern about the risks, prompting a deeper discussion on this

topic.

Risk Management Strategies:



Person A introduces the concept of risk management, explaining strategies like

diversification and aligning investments with personal risk tolerance and financial goals.

Person B inquires about how these strategies can be personalized to their situation.

Creating a Personalized Investment Plan:

Person A proposes to assess Person B's financial goals and risk tolerance to develop a

tailored investment strategy.

Person B agrees, showing interest in creating a plan that balances risks with potential

rewards.

Next Steps:

Person A outlines the next steps, including a more detailed assessment and the creation

of an investment portfolio.

Person B expresses eagerness to proceed and learn more about their investment options.

Closure:

Person A reaffirms their commitment to guiding Person B through the investment

process.

Person B thanks Person A for the information and guidance, ending the conversation

with a plan to meet again and delve deeper into the investment strategy.

8. Creative Writing

Write a short paragraph about a person who saved money for years to achieve a personal

goal. Describe what the goal was and how they felt when they achieved it.



Marketing

Exercises -

1. True or False

State whether the following statements are true or false, and provide a brief explanation:

Influencer marketing is only effective for large, international brands.

A marketing mix typically includes product, price, place, and promotion.

2. Creative Writing

Learn more: https://youtube.com/shorts/43N97S4bec0?feature=share

https://youtube.com/shorts/43N97S4bec0?feature=share


Imagine you are creating a marketing campaign for an eco-friendly product. Describe

the campaign's key message, target audience, and the channels you would use to reach

your audience.

3. Fill in the Blank

Fill in the blanks with appropriate marketing terms:

(vocabulary: target market, community, relationship, sample)

A __________ is a group of customers towards whom a business has decided to aim

its marketing efforts and ultimately its merchandise.

__________ marketing is a form of marketing that tries to create a strong relationship

between the customer and the brand.

4. Vocabulary Match

Match the following marketing terms with their definitions:

A. Target Audience

B. Branding

C. Market Research

- The process of gathering, analyzing, and interpreting information about a

market.

- The practice of creating a name, symbol, or design that identifies and

differentiates a product from other products.

- A specific group of consumers at which a company aims its products and services.



5. Common Sentence Pattern

Use this sentence pattern to create your own: "[Marketing strategy] not only [benefit 1]

but also [benefit 2]."

Example: "Influencer marketing not only increases brand visibility but also enhances

customer trust."

6. Comprehension Questions

Based on this statement, answer the questions:

"Despite a limited budget, the startup achieved significant market penetration through

guerrilla marketing tactics."

What strategy did the startup use to achieve market penetration?

Why was this strategy significant for the startup?

Questions -

Defining Marketing Concepts: What is digital marketing and how does it differ from

traditional marketing?

Marketing Strategies: Describe a marketing campaign you found compelling or effective.

What made it stand out to you?

Exercises -



1. Expression Match

Match the marketing expression with its correct meaning:

A. "To hit the nail on the head"

B. "To think outside the box"

C. "To touch base"

- To do something in a way that is exactly right or appropriate.

- To contact someone, usually by calling or sending an email.

- To think in a new and different way.

2. Sentence Construction

Construct a sentence using the following marketing term: Market Segmentation

Example: "Through market segmentation, the company was able to tailor its advertising

strategies to different age groups."

3. Short Answer Questions

Answer these questions based on marketing knowledge:

What is the primary goal of content marketing?

How does a unique selling proposition (USP) benefit a business?

4. Word Formation

Use the words in brackets to form a word that fits in the sentence:



Our marketing team is working on a new __________ (advertise) campaign to boost

product awareness.

The __________ (consume) feedback has been overwhelmingly positive, leading to an

increased marketing budget.

Questions -

Brand Analysis: Think of your favorite brand. What marketing strategies do you think

they use to appeal to their customers?

Product Promotion: If you were tasked with marketing a new type of smartphone, what

features would you highlight to attract consumers?

Exercises -

1. Common Sentence Pattern

Use this common marketing sentence pattern to create your own sentence: "By

understanding [specific market aspect], [company/individual] can [achieve a specific

goal]."

Example: "By understanding consumer preferences, the company can tailor its products

to meet market demands."

2. Comprehension Questions

Read the following statement and answer the questions:



"The company launched a new advertising campaign to increase brand awareness

among young adults."

What is the target demographic of the company's advertising campaign?

What is the goal of the advertising campaign?

3. Sentence Correction

Correct the mistakes in the following sentences:

"He's responsability is to analyse the market trends and adjust the marketing stratergy

accordingly."

"The companie's new product was so succesful that it went virul overnight."

4. Spot the Odd One Out

Learn more: https://youtube.com/shorts/4FysM-rSWYE?feature=share

Identify the term that doesn't belong in the group and explain why:

A. SEO

B. ROI

C. PPC

D. SWOT Analysis

5. Expression Match

Learn more: https://youtube.com/shorts/HScRGLGVAwE?feature=share

https://youtube.com/shorts/4FysM-rSWYE?feature=share
https://youtube.com/shorts/HScRGLGVAwE?feature=share


Match the expression with its marketing-related meaning:

A. "The bottom line"

B. "Low-hanging fruit"

C. "A tough sell"

Something that is relatively easy to achieve or obtain in the context of sales or other

business objectives.

A product, service, or proposition that is difficult to sell or convince customers to buy.

The essential or most important point, often related to financial profitability.

6. Sentence Construction

Create a sentence using the term "Brand Loyalty":

Example: "Brand loyalty is evident when customers consistently choose one company's

products over its competitors, even when there are cheaper options available."

Questions -

Target Audiences: How can a company identify its target audience, and why is it

important to do so?

Marketing Challenges: Discuss a common challenge that marketers face in today's

digital world and suggest a possible solution.

Exercises -



1. Role-play Dialogue Exercise

Person A is a marketing consultant, and Person B is a small business owner. Create a

dialogue where Person A suggests strategies for improving Person B's online presence.

Person B:Hi, I’m glad we could meet. I really want to boost my small business’s online

presence but I’m not sure where to start.

Person A: Absolutely, I'd be happy to help. Let’s start by discussing your current online

presence. What channels are you using right now?

Person B: I have a basic website and a social media page, but I’m not getting much

engagement.

Person A: Okay, that’s a good start. One key strategy is to improve your website’s

search engine optimization, or SEO. This will help your site rank higher in search results

and attract more visitors.

Person B:What does that involve?

Person A: SEO involves optimizing your website’s content with relevant keywords,

improving site speed, and making sure your site is mobile-friendly. It’s also important to

regularly update your site with fresh, valuable content.

Person B: That sounds like a lot. What about social media?

Person A: For social media, I recommend creating a content calendar to plan and

schedule your posts. Consistency is crucial. You should also engage with your audience

by responding to comments and messages and encouraging user-generated content.

Person B: I’ve heard about paid ads. Are they worth it?



Person A: Paid ads can be very effective, especially if you target them well. Platforms

like Facebook and Google Ads allow you to reach specific demographics and track the

performance of your ads to see what works best.

Person B:How can I measure if these strategies are working?

Person A: Use analytics tools to track website traffic, social media engagement, and ad

performance. Google Analytics and social media insights can provide valuable data on

what’s resonating with your audience and where you might need to adjust your

approach.

Person B: Great, these are helpful suggestions. How do we get started?

Person A: I can help you develop a detailed plan and set up the necessary tools. Let’s

start with an SEO audit for your website and create a content calendar for your social

media. We’ll also set up tracking for your ads if you decide to go that route.

Person B: Sounds perfect. Thanks for the guidance!

Person A: You’re welcome! I’m looking forward to working on this with you. Let’s

schedule a follow-up meeting to get started.

18. Creative Writing

Learn more: https://youtube.com/shorts/8hOVJfn2NkI?feature=share

Write a short paragraph about a successful marketing campaign you know or can

imagine. Describe the strategy used and the outcome of the campaign.

19. Fill in the Blank

Learn more: https://youtube.com/shorts/fe6loX2pGdc?feature=share

https://youtube.com/shorts/8hOVJfn2NkI?feature=share
https://youtube.com/shorts/fe6loX2pGdc?feature=share


Complete the sentences with the appropriate marketing terms:

(vocabulary: content marketing / target marketing / market research / segment

marketing)

To increase customer engagement, the company decided to enhance its __________

strategy, focusing more on digital content.

Understanding __________ is crucial for any marketing professional to predict future

trends and consumer needs.

20. Vocabulary Match

Match the marketing terms to their correct definitions:

A. Conversion Rate

B. SWOT Analysis

C. Public Relations

A technique used to evaluate a company's Strengths, Weaknesses, Opportunities, and

Threats.

The percentage of visitors to a website that complete a desired goal out of the total

number of visitors.

The practice of managing the spread of information between an individual or an

organization and the public.

Questions -



Influencer Marketing: What is influencer marketing, and why has it become so

prevalent in recent years?

Customer Engagement: How can a brand effectively use social media to increase

customer engagement and loyalty?

Exercises -

1. Role-play Dialogue Exercise

Learn more: https://youtube.com/shorts/X-LBGuDHXRk?feature=share

Person A is a marketing manager, and Person B is a product developer. Create a

dialogue where they discuss how to market a new environmentally friendly product.

Person A:Hi, I’m excited to discuss the launch of our new environmentally friendly

product. I think we have a great opportunity to make a strong impact in the market.

What are your thoughts on the product’s unique features?

Person B:Hi! Yes, the product is designed with sustainable materials and has a lower

carbon footprint compared to our previous offerings. It also comes with a recyclable

packaging.

Person A: That’s fantastic. We can leverage these eco-friendly features in our

marketing strategy. One key approach could be to focus on highlighting the

environmental benefits. For instance, we could create a campaign around our

commitment to sustainability and how this product contributes to a greener planet.

https://youtube.com/shorts/X-LBGuDHXRk?feature=share


Person B: That sounds good. How can we communicate these benefits effectively?

Person A:We could use a mix of content marketing and social media to start. For

content marketing, we can produce blog posts and videos that explain the product’s

environmental impact and provide educational content about sustainability.

Person B: I like that idea. Should we also consider collaborating with influencers or

organizations focused on environmental issues?

Person A: Absolutely. Partnering with eco-friendly influencers or environmental

organizations can help build credibility and reach a more targeted audience. They can

share our product’s story and benefits with their followers, who are likely to be

interested in sustainable products.

Person B:What about the product’s packaging and labeling? Can we use those as part

of the marketing strategy?

Person A: Definitely. We can highlight the recyclable packaging in our promotional

materials. Also, including certifications or eco-labels on the packaging can reinforce our

commitment to sustainability and attract eco-conscious consumers.

Person B: Should we run any special promotions or events to generate buzz?

Person A: Yes, a launch event or a special promotion could be effective. We could host

a virtual event with live demonstrations of the product and discussions on its

environmental benefits. A limited-time discount or bundle deal might also attract early

adopters.

Person B: Great ideas. How do we measure the success of these marketing efforts?

Person A:We’ll track key metrics such as website traffic, social media engagement,

and sales conversions. We can also use surveys or feedback forms to gauge consumer

perception and the impact of our environmental messaging.

Person B: Sounds like a solid plan. Let’s get started on developing the content and

reaching out to potential partners.



Person A: Perfect! I’ll start drafting the content plan and researching potential

influencers and organizations. Let’s touch base again next week to review the progress.

Person B: Looking forward to it. Thanks for the guidance!

Person A: You’re welcome! I’m excited about this product and confident we’ll make a

strong impact.

2. Creative Writing

Imagine you are the head of a marketing team launching a new health drink. Write a

short paragraph outlining your unique selling proposition and how you plan to

communicate it to your target audience.

3. Match the Synonyms

Match the words with their synonyms:

A. Promote

B. Engage

C. Analyze

Examine

Interact

Advertise

4. Role-play

Person A is a customer expressing dissatisfaction with a product on social media. Person

B is a company representative addressing the concern. Create the dialogue.



Tips:

1. Understand the Scenario:

● Person A (Customer): Think about what the customer is dissatisfied with. Is it the

quality of the product, delivery issues, or something else?

● Person B (Company Representative): This person needs to address the issue

professionally, showing empathy and a willingness to resolve the problem.

2. Key Elements of the Dialogue:

● Acknowledge the Issue: Person B should start by acknowledging the customer’s

concern.

● Show Empathy: It’s important for Person B to express understanding and

sympathy for the customer’s frustration.

● Offer a Solution: Person B should suggest a way to resolve the issue, whether it’s

a refund, replacement, or further assistance.

● Encourage Further Communication: Person B should invite the customer to

continue the conversation privately if needed, to maintain a positive public

image.

3. Example Dialogue Structure:

Person A (Customer):

"I’m really disappointed with the product I received. It doesn’t work as advertised, and

the quality is not what I expected. I feel like I wasted my money."

Person B (Company Representative):

"Hi [Customer’s Name], I’m really sorry to hear that the product didn’t meet your

expectations. We strive to provide the best quality, and it’s disappointing to know we



missed the mark. I’d like to make this right for you. Can you please DM us your order

details so we can offer a refund or replacement? We appreciate your feedback and want

to ensure you have a better experience with us."

4. Tips for Each Role:

● Person A (Customer):

○ Be clear about what the issue is.

○ Express your feelings honestly, but avoid overly aggressive language.

○ Mention what you hoped the product would do for you.

● Person B (Company Representative):

○ Stay calm and professional, even if the customer is upset.

○ Use positive and reassuring language.

○ Focus on resolving the issue, rather than defending the product.

5. Final Touches:

● Practice Active Listening: In real-life role-play, Person B should make sure they

truly understand the customer’s concern before responding.

● Keep it Realistic: Make sure the dialogue feels natural and reflects how real

interactions on social media might unfold.

Human resources

Exercises -

1. Fill in the Blank

Complete the sentences with the correct HR term:

The HR department is responsible for managing employee __________ (a term for

the records related to their work history, personal details, etc.).



To ensure fairness and transparency, the company has a strict __________ (a policy

or set of guidelines) for recruitment and selection.

2. Vocabulary Match

Learn more: https://youtube.com/shorts/r2u3W3YdE1c?feature=share

Match the following HR terms with their definitions:

A. Onboarding

B. Attrition

C. Compensation

The process of integrating a new employee into the organization and its culture.

The reduction in staff and employees through normal means, such as retirement and

resignation, not including layoffs.

The total amount of the monetary and non-monetary pay provided to an employee by an

employer in return for work performed.

Questions -

Learn more: https://youtube.com/shorts/Hvg1sWD2MlY?feature=share

HR Objectives: What are the primary objectives of a human resources department in a

company? Discuss how HR contributes to the overall success of an organization.

Recruitment Strategies: What strategies can HR use to attract top talent to a company?

Discuss how these strategies may vary depending on the industry or the job market.

https://youtube.com/shorts/r2u3W3YdE1c?feature=share
https://youtube.com/shorts/Hvg1sWD2MlY?feature=share


Exercises -

3. Expression Match

Match the HR expression with its correct meaning:

A. "To touch base"

B. "To think outside the box"

C. "To get the ball rolling"

To start a process or a series of actions.

To contact someone, usually by calling or sending an email.

To think creatively, beyond the usual ways of considering a problem.

4. Sentence Construction

Construct a sentence using the following HR term: "Performance Review"

Example: "During the annual performance review, employees discuss their

achievements and areas for improvement with their managers."

Questions -

Employee Retention: Why is employee retention important for a company? Describe

some methods HR might use to keep employees engaged and committed to the

organization.

Performance Evaluation: How should an HR department conduct effective performance

evaluations? What are the benefits of a well-executed performance review process?



Exercises -

1. Common Sentence Pattern

Use this common HR sentence pattern to create your own sentence: "Providing [HR

service] helps to [benefit for employees/organization]."

Example: "Providing professional development opportunities helps to enhance

employee skills and organizational productivity."

2. True or False

State whether the following statements are true or false, and provide a brief explanation:

An employee's salary is the only component of their compensation.

Team-building activities can help improve workplace relationships and collaboration.

3. Creative Writing

Imagine you are the HR manager implementing a new remote work policy. Write a

paragraph explaining this policy to the employees, including the benefits and how it will

be monitored.

Example Paragraph:

"As part of our ongoing commitment to enhancing work-life balance, we are excited to

introduce our new remote work policy, allowing all eligible employees the flexibility to

work from home. This policy offers the benefit of a more flexible schedule, the



convenience of reduced commuting, and the comfort of working in your own space. To

ensure that productivity remains high, we will be utilizing [specific tools or platforms]

for time tracking and project management, along with regular virtual check-ins with

your team leaders. We believe this policy will greatly benefit our team, and we

encourage you to reach out with any questions or feedback as we transition into this new

way of working."

Tips:

● Be Clear and Concise: Avoid jargon and keep the message straightforward.

● Be Positive: Focus on the benefits of the policy while reassuring employees about

the monitoring process.

● Address Concerns: Anticipate any concerns employees might have and address

them proactively.

4. Comprehension Questions

Read the following statement and answer the questions:

"The company is implementing a new wellness program to promote health and reduce

stress among employees."

What is the purpose of the company's new program?

How might the wellness program benefit the employees?

Questions -

Learn more: https://youtube.com/shorts/DsZIWV_38pc?feature=share

https://youtube.com/shorts/DsZIWV_38pc?feature=share


Training and Development: Why is it important for companies to invest in training and

development programs for their employees? How can HR measure the success of these

programs?

Diversity and Inclusion: How can HR promote diversity and inclusion within the

workplace? Discuss the impact of a diverse and inclusive work environment on a

company's performance.

Exercises -

1. Role-play Dialogue Exercise

Person A is an HR manager, and Person B is an employee discussing a possible career

development plan. Create a dialogue where they explore potential opportunities and

resources.

For this role-play dialogue, here's a guide on how to structure the conversation between

an HR manager (Person A) and an employee (Person B) discussing a career

development plan:

1. Start with a Friendly Introduction:

● Person A (HR Manager): Begin the conversation by welcoming the employee and

expressing enthusiasm about discussing their career development.

2. Explore the Employee's Goals:

● Person A: Ask open-ended questions to understand the employee’s career

aspirations and areas of interest.

● Person B (Employee): Share your career goals, interests, and any specific areas

you want to develop.



3. Discuss Potential Opportunities:

● Person A: Suggest potential opportunities within the company that align with the

employee’s goals. This could include training programs, mentorship, job

shadowing, or taking on new responsibilities.

4. Identify Resources and Support:

● Person A: Mention resources available for career development, such as

workshops, online courses, or tuition reimbursement. Offer to help connect the

employee with mentors or relevant departments.

5. Create a Plan:

● Person A: Work with the employee to outline a basic career development plan,

including specific actions, timelines, and follow-up meetings to track progress.

6. Encourage Ongoing Communication:

● Person A: End the conversation by encouraging the employee to stay in touch and

to bring up any new ideas or needs as they progress.

Example Dialogue:

Person A (HR Manager):

"Hi [Employee’s Name], I’m really glad we could sit down today to talk about your

career development. I’m excited to hear about your goals and see how we can support

your growth within the company."

Person B (Employee):

"Thank you! I’ve been thinking a lot about where I want to go in my career. I’m really

interested in moving into a leadership role eventually, but I feel like I need to build more

experience in project management first."



Person A:

"That’s a great goal, and it’s wonderful that you’re thinking about how to build the

necessary skills. We have some excellent resources for project management training,

including online courses and workshops. We could also explore the possibility of you

leading smaller projects to start building that experience."

Person B:

"That sounds perfect. I’d love to get involved in some projects where I can start applying

what I learn in a real-world setting."

Person A:

"Absolutely! We could look into pairing you with a mentor who has experience in project

management. Additionally, there’s a workshop next month on effective project

leadership that could be beneficial. How does that sound?"

Person B:

"That would be great. I really appreciate the support and the opportunities."

Person A:

"Of course! Let’s set some concrete steps, like signing up for the workshop and

identifying a project for you to lead. We’ll also schedule a follow-up meeting in a few

months to review your progress and adjust the plan as needed. Sound good?"

Person B:

"That sounds like a solid plan. Thank you so much for your guidance!"

Person A:

"My pleasure! I’m looking forward to seeing your growth. Don’t hesitate to reach out if

you need anything along the way."



Tips for Each Role:

● Person A (HR Manager):

○ Be supportive, encouraging, and resourceful.

○ Focus on understanding the employee’s goals and aligning them with

opportunities within the company.

○ Offer actionable advice and resources.

● Person B (Employee):

○ Be open about your career aspirations and any concerns or needs.

○ Show enthusiasm for learning and growing within the company.

○ Be proactive in discussing specific areas where you want to develop.

Learn more: https://youtube.com/shorts/o-4M_svDk6Y?feature=share

1. Match the Synonyms

Match the words with their synonyms:

A. Retain

B. Dismiss

C. Enhance

Improve

Keep

Fire

11. Role-play

Person A is an HR specialist conducting a job interview, and Person B is a candidate.

Create a dialogue that includes at least three interview questions.

https://youtube.com/shorts/o-4M_svDk6Y?feature=share


Person A: Good morning, and thank you for coming in today. I’m excited to learn more

about you. To start, can you tell me a little about your background and what attracted

you to this position?

Person B: Good morning! Sure, I have a background in marketing with over five years

of experience working on various campaigns. I’m particularly interested in this position

because it focuses on digital marketing, which is an area I’m passionate about. I admire

your company’s innovative approach and am excited about the opportunity to

contribute to your team.

Person A: That’s great to hear. Can you give me an example of a challenging project

you worked on and how you handled it?

Person B: Absolutely. In my previous role, I led a campaign that aimed to increase

engagement for a new product launch. We faced challenges with low initial traction, so I

re-evaluated our strategy, implemented A/B testing for our content, and adjusted our

social media approach. By refining our targeting and messaging, we significantly

boosted engagement and exceeded our initial goals.

Person A: Impressive. Now, how do you prioritize tasks when managing multiple

projects with tight deadlines?

Person B: I use a combination of time management techniques and tools. I start by

listing out all tasks and deadlines, then prioritize them based on urgency and

importance. I also break larger projects into smaller, manageable tasks and use project

management software to keep track of progress. Regular check-ins and adjusting

priorities as needed help me stay on top of everything.

Person A: That sounds like a solid approach. Lastly, how do you handle feedback and

criticism from colleagues or supervisors?

Person B: I view feedback as an opportunity for growth. When I receive feedback, I

listen carefully, ask clarifying questions if needed, and focus on understanding the



perspective. I appreciate constructive criticism and use it to improve my work. I also

make sure to follow up to show that I’ve acted on the feedback and to discuss any further

improvements.

Person A: Thank you for sharing that. I appreciate your thoughtful responses. Do you

have any questions for me about the role or the company?

Person B: Yes, I do. Can you tell me more about the team I would be working with and

the types of projects I would be involved in?

Person A: Certainly. You would be joining a dynamic team of marketing professionals

who are currently focused on several exciting digital campaigns. The role involves

collaborating closely with both the creative and analytics teams to drive our digital

strategies. You’ll be working on various projects, including content creation, social

media management, and data analysis.

Person B: That sounds exactly like the kind of work I’m looking for. Thank you for the

information.

Person A: You’re welcome! It’s been a pleasure speaking with you today. We’ll be in

touch soon regarding the next steps.

Person B: Thank you for your time. I look forward to hearing from you.

Person A:Have a great day!

12. Creative Writing

Write a short paragraph about a scenario where an HR initiative significantly improved

company morale. Describe the initiative and its impact on the employees.

Questions -



Learn more: https://youtube.com/shorts/DsZIWV_38pc?feature=share

Conflict Resolution: What role does HR play in resolving conflicts within a company?

Provide an example of a conflict situation and how HR might handle it.

Workplace Safety: Why is workplace safety a crucial concern for HR? Discuss the steps

HR should take to ensure a safe working environment for all employees.

Exercises -

1. Sentence Correction

Correct the mistakes in the following sentences related to HR:

"Human resourses is responsible for the recruting, training, and development of staff."

"The companie introduced a new benefites scheme to improve employe satisfaction."

14. Short Answer Questions

Answer these questions in one or two sentences:

What is the purpose of an exit interview?

How can HR contribute to creating a diverse and inclusive workplace?

15. Word Formation

Use the words in brackets to form a word that fits in the sentence:

https://youtube.com/shorts/DsZIWV_38pc?feature=share


The company's __________ (employ) handbook includes all essential policies and

procedures.

To address employee grievances, the HR department established a formal

__________ (complain) process.

16. Spot the Odd One Out

Identify which term does not belong in the group and explain why:

A. Recruitment

B. Training

C. Compensation

D. Product Development

Conferences/meetings

Exercises -

Learn terms here: https://youtube.com/shorts/qo-fmJGRxOg?feature=share

Fill in the Blank: Complete the sentences with appropriate words.

During the conference, the keynote speaker emphasized the importance of ________

in the industry.

The meeting was postponed because the CEO was ________ on urgent business.

A) innovation; preoccupied

https://youtube.com/shorts/qo-fmJGRxOg?feature=share


B) entertainment; interested

C) relaxation; absent

D) stagnation; available

Vocabulary Match: Match the words with their definitions.

Agenda ( ) A. A detailed plan or outline of topics to be discussed

Minutes ( ) B. A formal record of the discussions and decisions made during a meeting

Expression Match: Match the expressions with their meanings.

Touch base ( ) A. To briefly meet or contact someone to exchange information

Think outside the box ( ) B. To think creatively, beyond the usual ways of thinking

Questions -

Learn more: https://youtube.com/shorts/o8ihMO-nZ34?feature=share

Discussing Objectives: What do you think are the primary objectives of holding a

business conference or meeting? How do these objectives vary depending on the type of

business?

Preparation: How would you prepare for an important business meeting? What

materials or information would you consider essential?

https://youtube.com/shorts/o8ihMO-nZ34?feature=share


Exercises -

Sentence Construction: Construct a sentence using the given phrases.

"finalize the agenda"

"constructive feedback"

Common Sentence Pattern: Create a sentence using the pattern "Not only... but also..."

Example: "Not only did we discuss the quarterly results, but we also outlined the

strategy for the next year."

Comprehension Questions: Based on a hypothetical meeting scenario, answer the

following questions.

If the team decided to increase the marketing budget, what might be the expected

outcomes?

Why was it important for all department heads to attend the meeting?

Questions -

Learn more: https://youtube.com/shorts/o8ihMO-nZ34?feature=share

https://youtube.com/shorts/o8ihMO-nZ34?feature=share


Networking: In what ways can attending business conferences benefit your professional

network? Share an experience if you have one.

Technology: How has technology changed the way business meetings and conferences

are conducted? Do you think these changes are beneficial?

Exercises -

Role-play: Imagine you're at a networking event during a conference. Create a dialogue

where you introduce yourself, discuss your professional background, and express

interest in the other person's work.

Character 1 (You): Hi there! I'm [Your Name]. It's great to be here at this conference.

How are you finding the event so far?

Character 2 (Other Person): Hello, [Your Name]! I'm [Other Person's Name]. It's been

quite enlightening so far, a lot of innovative ideas floating around. And you?

Character 1 (You): Absolutely, I've been really impressed by the keynote speakers and

the breakout sessions. I'm here representing [Your Company/Position], where we're

working on [Brief Description of Your Work/Project]. What about you? Where are you

from?

Character 2 (Other Person): I'm with [Other Person's Company/Position], and we're

currently focused on [Other Person's Project/Field of Work]. It's been a challenging but

exciting journey.



Character 1 (You): That sounds fascinating! [Specific question or comment about the

other person's project/field]. It's really interesting to see how our areas of work

intersect.

Character 2 (Other Person): Definitely, there seems to be a lot of potential for synergy.

How do you see your current project evolving over the next year?

Character 1 (You): We have some ambitious plans. [Briefly outline a future vision or

upcoming project]. I'm also really keen to learn from others here, like yourself, to see

how we might be able to collaborate or share insights.

Character 2 (Other Person): I agree, collaboration is key. Maybe we could set up a time

later during the conference to dive deeper into our projects and explore potential areas

of collaboration?

Character 1 (You): That would be fantastic. Let's exchange contact information and find

a time to continue this conversation. It's been great meeting you, [Other Person's

Name].

Character 2 (Other Person): Likewise, [Your Name]. Looking forward to our discussion.

Enjoy the rest of the event!

Character 1 (You): You too, take care!

Creative Writing: Write a short paragraph about a memorable business meeting you

attended (real or imagined). Describe the setting, the main points discussed, and the

outcome of the meeting.



Questions -

Learn more: https://youtube.com/shorts/YdUI05afsyk?feature=share

Cultural Differences: How might business meetings differ in various cultural contexts?

Can you describe any specific practices or etiquette from different countries?

Challenges: What challenges might arise during a business conference or meeting, and

how would you address them?

Exercises -

Fill in the blanks with the correct word: "networking," "leverage," or "benchmark."

Learn here: https://youtube.com/shorts/euDGTIVYTeU?si=j5eMhdUOqbA3ejes

1. By attending industry conferences, you can engage in ________ to meet

potential clients and partners.

2. To maximize our resources and improve our project outcomes, we need to

________ our existing tools and technologies effectively.

3. The company set a ________ for performance that all new employees must

meet within their first year.

4. Building strong relationships with industry professionals through ________

can lead to valuable opportunities and insights.

5. We should use the best practices of leading companies as a ________ to

measure and improve our own performance.

https://youtube.com/shorts/YdUI05afsyk?feature=share
https://youtube.com/shorts/euDGTIVYTeU?si=j5eMhdUOqbA3ejes


6. The team was able to ________ their expertise in data analysis to create more

accurate forecasts.

Sentence Correction: Correct the errors in the sentences.

"The manger have to prepare a presentashun for tomorrow's meetin."

"Every attendees must register before the conference begin."

Spot the Odd One Out: Identify the word that doesn't belong in the group.

Negotiation, Agenda, Lunch, Proposal

Speaker, Attendee, Venue, Email

Match the Synonyms: Connect the word with its synonym.

Convene ( ) A. Discuss

Adjourn ( ) B. Assemble

Sentence Construction: Create a sentence using the given phrase.

"engage with stakeholders"

"strategic planning session"



Questions -

Follow-up: After a business meeting or conference, what steps should be taken to ensure

that the discussion is productive and leads to action?

Personal Experience: Have you ever attended a business conference or meeting that

significantly impacted your professional perspective or career? If so, how?

Exercises -

Comprehension Questions: Read a brief description of a business meeting and answer

questions.

Business Meeting Summary

At the annual general meeting, the company board reviewed the previous year’s

performance and discussed future growth opportunities. A key decision was made to

expand into new international markets, with a focus on Europe and Asia. The board

acknowledged that this move could bring both new opportunities and challenges.

During the meeting, the marketing team also presented a fresh campaign strategy

designed to boost the company's online presence. The presentation was well-received,

and the board expressed enthusiasm for the new direction.

After the annual general meeting, the board decided to expand into new markets. What

are the potential challenges the company might face?

The marketing team presented a new campaign strategy that was met with enthusiasm.

What might be the next steps for the team?



Role-play Dialogue Exercise: Create a dialogue between two conference attendees who

are meeting for the first time. One is trying to find common professional interests, while

the other is more reserved.

Summary Writing: Summarize a hypothetical discussion about merging two

departments within a company, focusing on key points, potential benefits, and concerns.

Discussion Summary: Merging Two Departments

In a recent discussion about merging the Marketing and Sales departments, key points

focused on streamlining operations and improving collaboration. Proponents of the

merger highlighted potential benefits such as better alignment of marketing strategies

with sales goals, increased efficiency through shared resources, and enhanced

communication between teams. The idea is that combining the two departments could

lead to more cohesive campaigns and a stronger overall market presence.

However, several concerns were raised during the discussion. Employees worried about

the potential loss of specialized roles and the challenges of integrating different team

cultures. There was also concern about the possible overload of responsibilities for

managers who would need to oversee the larger, merged department.

Overall, while the merger presents opportunities for growth and efficiency, it will be

important to carefully address these concerns to ensure a smooth transition and

maintain morale.



Writing Task: Write an email inviting a colleague to a strategic planning meeting.

Include the purpose of the meeting, the agenda items, and a polite request for a

confirmation of attendance.

Learn how to write a formal email:

https://youtube.com/shorts/EeBssEN1pbQ?feature=share

Strategy & Planning

Exercises -

Fill in the Blank: Complete the sentences with appropriate words.

To achieve long-term success, every company must develop a robust _________

strategy.

During the planning session, the team identified several key _________ that could

impact our market position.

A) financial; opportunities

B) growth; variables

C) marketing; factors

D) sustainability; challenges

Vocabulary Match: Match the words with their definitions.

Benchmarking ( ) A. Comparing a company's processes and performance metrics to

industry bests

SWOT Analysis ( ) B. The process of setting a plan for achieving long-term goals

https://youtube.com/shorts/EeBssEN1pbQ?feature=share


Expression Match: Match the expressions with their meanings.

Low-hanging fruit ( ) A. Tasks or goals that are easily achievable and do not require a lot

of effort

Move the needle ( ) B. To produce a noticeable change or improvement

Questions -

Learn more: https://youtube.com/shorts/-epHHf6UFH0?feature=share

Strategic Goals: What are the key components of an effective business strategy, and why

are they important for a company's success?

Planning Process: Describe the steps involved in creating a business plan. How does

each step contribute to the overall strategy?

Exercises -

Fill in the blanks with the correct word: "niche," "synergy," or "scalability."

To learn these three words, check out:

https://youtube.com/shorts/EDCXEDr2R58?feature=share

https://youtube.com/shorts/-epHHf6UFH0?feature=share
https://youtube.com/shorts/EDCXEDr2R58?feature=share


1. Our company has found a ________ market where we can offer specialized

products that are not widely available.

2. By working together, the teams created ________ that allowed them to achieve

better results than they could have individually.

3. One of the key factors for our startup's success is its ________, which means we

can easily expand our operations as demand grows.

4. The new software has great ________ because it can handle an increasing

number of users without major changes.

5. Finding the right ________ in the market can help a business stand out and

attract loyal customers.

6. The collaboration between the design and marketing departments resulted in a

powerful ________ that boosted overall performance.

Sentence Construction: Construct a sentence using the given phrases.

"align with core values"

"sustainable growth"

Common Sentence Pattern: Use the pattern "Despite... , ..." to create a sentence.

Example: "Despite the challenging market conditions, the company continued to invest

in innovation."

Comprehension Questions: Based on a hypothetical business scenario, answer the

following questions.



ABC Corp, a company known for its high-quality home appliances, is considering

expanding its product line to include smart home devices. The leadership team wants to

ensure this new direction aligns with the company’s mission of providing reliable and

energy-efficient products. They must also gather input from key stakeholders before

making a final decision.

If a company decides to expand its product line, what are some factors it should

consider to ensure the strategy aligns with its core mission?

What role do stakeholders play in the strategic planning process?

Questions -

Learn more: https://youtube.com/shorts/-epHHf6UFH0?feature=share

Market Analysis: Why is market analysis critical in strategic planning, and what

methods can companies use to analyze their market effectively?

Competitive Advantage: What is a competitive advantage, and how can a company

identify and sustain its competitive advantage in a crowded market?

Exercises -

Role-play: Imagine you're in a strategic planning meeting with your team. Create a

dialogue where you discuss revising the company's mission statement to better reflect its

future direction.

https://youtube.com/shorts/-epHHf6UFH0?feature=share


Team Leader: Alright team, as we look towards our company's future, it's crucial that

our mission statement aligns with our long-term vision. The current mission statement

has served us well, but it's time for a refresh to reflect our evolving direction. Thoughts?

TeamMember 1: I agree. Our company has expanded its services and market reach

significantly. Our mission should embody not just who we are today, but also who we

aspire to be.

TeamMember 2: Absolutely. I think it should emphasize our commitment to innovation

and customer satisfaction, which are key pillars for our future growth.

Team Leader: Good points. Let's also consider our social responsibility. We've been

focusing a lot on sustainability and community engagement. It's important that our

mission reflects these values.

TeamMember 3: True. How about incorporating something about our dedication to

creating lasting impacts in the communities we serve and our commitment to

environmental stewardship?

TeamMember 1: I like that. It shows we're not just about profits but also about making

a positive difference.

Team Leader: Great. So, we're looking at a mission statement that reflects innovation,

customer satisfaction, social responsibility, and sustainable growth. Let's brainstorm

some concise wording that encapsulates these elements.

TeamMember 2: Should we also mention our commitment to our employees? After all,

they're the ones driving our success.

Team Leader: Excellent point. Ensuring our mission includes our dedication to fostering

an inclusive and empowering workplace is crucial. Let's draft some options and then

vote on the one that resonates the most with our shared vision for the company's future.



TeamMember 3: Sounds like a plan. I'll start drafting some ideas.

Team Leader: Wonderful. Let's reconvene in 30 minutes to share our proposals and

work towards a final version. Our revised mission statement will be a powerful

guidepost for our decisions and actions moving forward.

Learn more: https://youtube.com/shorts/0UM1OEOdmLU?feature=share

Creative Writing: Write a short scenario where a company has to pivot its business

strategy due to unexpected market changes. Describe the situation, the decision-making

process, and the outcome.

Questions -

Learn more: https://youtube.com/shorts/jauTsW8539c?feature=share

Strategic Challenges: What are some common challenges businesses face when

implementing their strategic plans, and how can these challenges be overcome?

Adaptation: How should a business adapt its strategy in response to unexpected market

changes or economic shifts?

Exercises -

https://youtube.com/shorts/0UM1OEOdmLU?feature=share
https://youtube.com/shorts/jauTsW8539c?feature=share


Sentence Correction: Correct the errors in the sentences.

"Our company's strategical planing needs to be more innovated to overcome new

challenges."

"The execuitive team will reviese the business plan to ensure it's align with our

long-term goals."

Spot the Odd One Out: Identify the word that doesn't belong in the group.

Vision, Mission, Objective, Expense

Strategy, Tactic, Goal, Competitor

Match the Synonyms: Connect the word with its synonym.

Feasibility ( ) A. Viability

Diversify ( ) B. Broaden

Sentence Construction: Create a sentence using the given phrase.

"leverage market insights"

"risk mitigation strategies"

Questions -



Learn more: https://youtube.com/shorts/jauTsW8539c?feature=share

Measuring Success: How can a company measure the success of its business strategy?

What metrics or indicators are most useful?

Innovation in Strategy: How important is innovation in business strategy, and can you

provide an example of a company that successfully innovated its strategy to stay

competitive?

Exercises -

Comprehension Questions: Read a brief description of a company's strategic planning

session and answer questions.

Company Strategic Planning Summary

The company discussed risks of entering newmarkets, including local competition,

regulatory issues, and cultural differences. To reduce these risks, they plan to conduct

market research, form local partnerships, and adapt products to fit local

preferences.

To maintain a competitive advantage over the next five years, the company will focus

on innovation, improving operational efficiency, enhancing customer

satisfaction, and investing in emerging technologies like AI and data analytics.

What are the potential risks of entering a new market, and how can they be mitigated

according to the session?

How does the company plan to sustain its competitive advantage over the next five

years?

https://youtube.com/shorts/jauTsW8539c?feature=share


Role-play Dialogue Exercise: Create a dialogue between a business strategist and the

CEO discussing the potential of merging with another company. Include considerations

of culture fit, market expansion, and financial implications.

1. Set Up the Dialogue:

● Business Strategist (Person A): Presents the strategic benefits and considerations

of the merger.

● CEO (Person B): Evaluates overall fit and impact on the company’s goals.

2. Key Discussion Points:

● Culture Fit:

○ Person A: "The cultures are somewhat aligned but differ in management

style. We’ll need a solid integration plan."

○ Person B: "We should assess how to integrate cultures smoothly."

● Market Expansion:

○ Person A: "The merger could help us enter [New Market] and expand our

product line."

○ Person B: "It aligns with our growth goals. We need to explore the

potential market benefits."

● Financial Implications:

○ Person A: "There are opportunities for revenue growth and cost savings,

but also upfront costs and integration expenses."

○ Person B: "We need a detailed financial analysis to ensure the benefits

outweigh the costs."

3. Wrap Up:



● Person A: "Let’s address these aspects in more detail to ensure a well-rounded

strategy."

● Person B: "Agreed. We’ll proceed with further analysis and planning."

Tips:

● Be Clear and Direct: Focus on essential points.

● Balance Pros and Cons: Highlight both benefits and concerns.

● Encourage Collaboration: Foster a constructive discussion.

Summary Writing: Summarize a hypothetical discussion on the adoption of new

technologies in the company's operations, focusing on key points, benefits, and

employee training requirements.

Person A (Tech Lead): "Our company is considering adopting several new

technologies to improve our operations. The new software and automation tools we’re

looking at promise to boost efficiency, cut operational costs, and enhance data accuracy.

For example, the new project management tool could streamline our workflows by

automating task assignments and tracking progress in real-time."

Person B (Operations Manager): "That sounds promising. How do you envision

these technologies impacting our day-to-day operations? Are there specific areas where

you think we’ll see the most benefit?"

Person A: "Definitely. The automation tools will reduce the time spent on repetitive

tasks, which should free up our team to focus on more strategic work. Additionally, the

improved data accuracy will help us make more informed decisions. We anticipate

seeing the most impact in departments that handle large volumes of data and complex

projects."



Person C (HRManager): "It’s crucial to consider how we’ll manage the transition.

Employees will need training to get up to speed with these new tools. What’s the plan for

that?"

Person A: "We’re planning to roll out a comprehensive training program that includes

workshops, online tutorials, and hands-on sessions. The goal is to ensure everyone is

comfortable with the new systems and can use them effectively from day one."

Person B: "How will we measure the success of this technology adoption? Are there

metrics we’ll use to gauge its effectiveness?"

Person A: "We’ll track key performance indicators such as time saved on tasks,

accuracy improvements, and overall productivity. Regular feedback from employees will

also be important to address any issues quickly and make adjustments as needed."

Person C: "Great, it sounds like we have a solid plan. Let’s make sure to communicate

clearly with the team about the upcoming changes and training schedules to ensure a

smooth transition."

Person A: "Absolutely. I’ll prepare a detailed implementation plan and timeline for the

training sessions. I’m confident these technologies will provide significant benefits once

we’re up and running."

Person B: "Looking forward to seeing the positive changes. Let’s move forward with

the planning and keep everyone updated on our progress."

Person C: "Agreed. I'll coordinate with you on the training logistics and ensure we have

all the resources needed to support the team."

Writing Task: Write a proposal for a new business initiative, including its objectives,

required resources, projected outcomes, and how it aligns with the company's overall

strategy.



Business Administration

Exercises -

Common Sentence Pattern: Create a sentence using the pattern "Not only... but also..."

Example: "Not only does the finance department manage the budget, but it also advises

on investment strategies."

Comprehension Questions: Based on a hypothetical business scenario, answer the

following questions.

If a company decides to expand internationally, what business administration aspects

should be considered?

How can effective communication within a company contribute to its success?

Questions -

Learn more: https://youtu.be/qBG0vJASWi0

https://youtu.be/qBG0vJASWi0


Technology and Business: In what ways has technology transformed business

administration, and what are some key technological tools that every business

administrator should be familiar with?

Career Paths: What are some potential career paths in business administration, and

what skills and qualifications are necessary to succeed in these roles?

Exercises -

Expression Match: Match the expressions with their meanings.

Cut corners ( ) A. To do something in the easiest, cheapest, or fastest way

By the book ( ) B. To do things according to the rules or the law

Sentence Construction: Construct a sentence using the given phrases.

"strategic objectives"

"corporate governance"

Summary Writing: Summarize a case study about a successful business turnaround,

focusing on the administrative strategies implemented.

Case Study: Successful Business Turnaround at XYZ Corp



Background: XYZ Corp, once a leading player in the consumer electronics industry,

faced severe financial difficulties due to declining sales, operational inefficiencies, and a

fractured corporate culture. In response, the company embarked on a comprehensive

turnaround strategy that revitalized its fortunes.

Administrative Strategies Implemented:

1. Leadership Change: A new CEO was brought in to spearhead the turnaround

effort. The leadership transition was critical in instilling a fresh vision and

re-energizing the workforce.

2. Operational Overhaul: XYZ Corp undertook a major restructuring of its

operations. This included streamlining supply chain processes, reducing

overhead costs, and implementing lean manufacturing principles. These changes

improved production efficiency and reduced waste.

3. Revamped Organizational Structure: The company redefined its

organizational structure to enhance collaboration and decision-making.

Cross-functional teams were established to improve communication and project

execution.

4. Cultural Transformation: Efforts were made to rebuild the company culture.

Employee engagement programs were introduced, and leadership focused on

fostering a more inclusive and transparent environment.

5. Strategic Focus: The company realigned its strategic focus towards innovation

and customer-centric product development. Investments were made in research

and development to launch new, competitive products.

Results: The turnaround strategies led to a remarkable recovery for XYZ Corp.

Financial performance improved significantly, with increased profitability and revenue

growth. Operational efficiencies were enhanced, and employee morale surged as a result

of the cultural and structural changes. The company regained its competitive edge and

restored its position as a market leader.



Writing Task: Write an email to your team introducing a new operational process

designed to increase efficiency. Explain the process, its benefits, and how the team

should implement it.

Questions -

Learn more: https://youtu.be/qBG0vJASWi0

Ethics in Business: Why is ethics important in business administration, and how can

ethical practices be integrated into daily business operations?

Globalization: How has globalization affected the field of business administration, and

what skills do administrators need to effectively manage international operations?

Exercises -

Role-play: Imagine you're in a meeting discussing how to improve operational

efficiency. Create a dialogue between a manager and an employee, including suggestions

and feedback.

Manager: Good morning, everyone. Let's dive into today's agenda, which is improving

our operational efficiency. We've seen some slippage in our project timelines, and our

resource allocation hasn't been as effective as it could be. I'd love to hear your thoughts

and suggestions on how we can enhance our processes.

Employee: Morning! I've been thinking about this, and one area where we could

improve is our project management system. Currently, it's not giving us the visibility we

https://youtu.be/qBG0vJASWi0


need to effectively track progress and allocate resources. Maybe we could explore some

new tools or software that offer better functionality.

Manager: That's a great point. Visibility is key to understanding where we can optimize.

Have you come across any specific tools that might be a good fit for our needs?

Employee: Yes, I've been researching a few options and found a couple that have robust

tracking and reporting features. They also integrate well with our existing tools, which

could streamline our workflows and improve efficiency.

Manager: Excellent initiative! Please prepare a comparison of those tools for our next

meeting. We'll need to consider their cost, ease of integration, and how they align with

our current processes. Now, let's talk about resource allocation. Any thoughts on how we

can enhance that aspect?

Employee: Well, I've noticed that some team members are overloaded while others have

spare capacity. Perhaps we could implement a more dynamic system to monitor

workload and redistribute tasks more evenly.

Manager: That's a valid observation. A more flexible approach to workload distribution

could definitely help us utilize our resources more effectively. Maybe we can develop a

system where team members can flag their availability or when they're nearing capacity.

Employee: I like that idea. It encourages transparency and collaboration, allowing us to

adjust in real-time and prevent bottlenecks.

Manager: Agreed. Let's draft a proposal on how we can implement this new system.

We'll need to outline the process, the tools required, and how we'll train the team to

adapt to this new approach.

Employee: Sounds good. I'll work on a draft for the proposal and circulate it for

feedback before our next meeting.



Manager: Perfect. I appreciate your input and proactive approach. Let's keep this

momentum going and make sure we're all contributing to a more efficient and

productive work environment. Thanks, everyone.

Creative Writing: Write a short paragraph about a day in the life of a business

administrator. Include the challenges they face and how they overcome them.

Comprehension Questions: Read a brief description of a business administration

scenario and answer questions.

If a company is undergoing a merger, what administrative tasks must be prioritized to

ensure a smooth transition?

How can a business administrator contribute to the development of a new company

policy?

Role-play Dialogue Exercise: Create a dialogue between a business administrator and a

new employee during an orientation session. Include topics like company culture,

performance expectations, and professional development opportunities.

Questions -

Learn more: https://youtube.com/shorts/RCcXSGBoSHE?feature=share

https://youtube.com/shorts/RCcXSGBoSHE?feature=share


Decision-Making: What role does decision-making play in business administration, and

what are some key factors that should be considered when making business decisions?

Organizational Culture: How does organizational culture influence business

administration, and what can administrators do to cultivate a positive culture in the

workplace?

Exercises -

Fill in the Blank: Complete the sentences with appropriate words.

The Chief Executive Officer (CEO) is responsible for the overall _______ of the

company.

Effective _______ management is crucial for maintaining a positive work

environment.

A) direction; conflict

B) profitability; financial

C) operation; resource

D) performance; time

Vocabulary Match: Match the words with their definitions.

Stakeholders ( ) A. The process of ensuring that a company's resources are used

efficiently

Resource Allocation ( ) B. Individuals or groups that have an interest in the company's

activities



Sentence Construction: Create a sentence using the given phrase.

"optimize operations"

"stakeholder engagement"

Questions -

Learn more: https://youtube.com/shorts/RCcXSGBoSHE?feature=share

Core Functions: What are the core functions of business administration, and how do

they contribute to the success of a business?

Leadership vs. Management: How do you differentiate between leadership and

management in a business context, and why are both important for effective business

administration?

Exercises -

Sentence Correction: Correct the errors in the sentences.

"The managor must ensures that all employees has clear objectives and the resourses to

achieve them."

"Business administrashion is criticle for the succes and growth of any companie."

https://youtube.com/shorts/RCcXSGBoSHE?feature=share


Spot the Odd One Out: Identify the word that doesn't belong in the group.

Budget, Revenue, Profit, Recruitment

Leadership, Marketing, Human Resources, Cash Flow

Match the Synonyms: Connect the word with its synonym.

Efficiency ( ) A. Productivity

Hierarchy ( ) B. Ranking

Entrepreneurship

Exercises -

Learn key terms: https://youtube.com/shorts/efKaNjzfFzA?feature=share

Fill in the Blank: Complete the sentences with appropriate words.

An entrepreneur must be able to identify unique _______ opportunities and act on

them.

The startup raised its initial capital through _______ funding.

A) market; venture

B) business; crowdfunding

C) investment; angel

https://youtube.com/shorts/efKaNjzfFzA?feature=share


D) economic; seed

Vocabulary Match: Match the words with their definitions.

Venture Capital ( ) A. A detailed plan that describes how a new business will achieve its

objectives

Business Plan ( ) B. Financing provided to early-stage, high-potential, growth startup

companies

Expression Match: Match the expressions with their meanings.

Scale the business ( ) A. To increase the size or scope of the business efficiently

Bootstrap ( ) B. To start a business with little capital, relying on personal money or

revenue from the business

Questions -

Learn more: https://youtu.be/YizobvauFoU

Innovation and Risk: How do innovation and risk-taking contribute to the success of an

entrepreneur? Can you provide an example where these factors played a key role?

Entrepreneurial Journey: Describe the key stages in the entrepreneurial journey from

ideation to execution. What are the major challenges at each stage?

https://youtu.be/YizobvauFoU


Exercises -

Sentence Construction: Construct a sentence using the given phrases.

"market analysis"

"value proposition"

Comprehension Questions: Based on a hypothetical entrepreneurship scenario, answer

the following questions.

What might be some challenges of bootstrapping a business, and how can entrepreneurs

overcome them?

Why is it important for an entrepreneur to have a clear value proposition?

Common Sentence Pattern: Create a sentence using the pattern "Despite... , ..."

Example: "Despite facing initial financial challenges, the entrepreneur remained

optimistic about the business's future."

Questions -

Learn more: https://youtu.be/YizobvauFoU

https://youtu.be/YizobvauFoU


Market Research: Why is market research crucial for an entrepreneur? How can poor

market research affect a business venture?

Funding Strategies: Discuss various funding options available to entrepreneurs. What

are the pros and cons of venture capital funding compared to bootstrapping?

Exercises -

Role-play: Imagine you're pitching your business idea to a group of investors. Create a

dialogue that includes your business's value proposition, market potential, and funding

needs.

Entrepreneur: Good afternoon, esteemed investors. Thank you for giving me the

opportunity to present my business idea, which I believe has significant market

potential and offers a unique value proposition. Our startup, [Your Business Name], is

poised to revolutionize [Industry/Field] by [Brief Description of What the Business

Does].

Investor 1: We're excited to hear about it. Could you elaborate on the value proposition

of [Your Business Name]?

Entrepreneur: Absolutely. Our business stands out because [Explanation of Unique

Selling Points and How It Solves a Problem or Fills a Gap in the Market]. Our approach

not only addresses [Specific Problem or Need] but also provides [Explanation of

Additional Benefits or Features]. This makes us unique in the [Industry/Field].

Investor 2: Interesting. Can you tell us more about the market potential for your product

or service?



Entrepreneur: Certainly. The current market size for [Product/Service] in [Target

Market/Geography] is [Market Size]. With [Industry Trend or Consumer Behavior

Supporting Your Business], we anticipate a significant growth opportunity. Our research

indicates that [Data or Insight Supporting Market Potential], showing a clear demand

for our offering.

Investor 3: That sounds promising. What are your funding needs, and how do you plan

to use the investment?

Entrepreneur: We're seeking [Amount of Funding] to achieve our next milestones,

which include [Key Milestones]. The funds will be allocated towards [Specific Uses of

Funds, such as Product Development, Marketing, Hiring, etc.]. This investment will

enable us to reach [Specific Goals, like Sales Targets, Market Penetration, Product

Launch, etc.], setting the stage for [Long-Term Vision or Goal].

Investor 1: How do you envision generating revenue, and what are your financial

projections for the next few years?

Entrepreneur: Our revenue model is based on [Revenue Streams, e.g., Sales,

Subscriptions, Licensing, etc.]. We project [Brief Overview of Financial Projections],

demonstrating our path to profitability. With the investment, we're poised to accelerate

our growth and achieve [Specific Financial Milestones].

Investor 2: Thank you for the comprehensive overview. We'll need to delve deeper into

the details, but it's a compelling proposition. Let's discuss further about how we can be

part of your journey.

Entrepreneur: Thank you for considering our pitch. I look forward to answering any

more questions and exploring how we can partner together for a successful venture.



Learn more: https://youtube.com/shorts/RPqrLvCYZK0?feature=share

Creative Writing: Write a short story about an individual who turns a simple idea into a

successful business. Include the obstacles they face, how they overcome them, and the

ultimate outcome of their venture.

Summary Writing: Summarize a business article that discusses the role of innovation in

entrepreneurship, focusing on key points and conclusions.

Article: The Role of Innovation in Entrepreneurship

Introduction: Innovation is crucial for entrepreneurship, offering a competitive edge

and driving business success. This article explores how innovation influences

entrepreneurship, including its types, benefits, and strategies for fostering an innovative

environment.

Key Points:

1. Catalyst for Growth: Innovation helps entrepreneurs differentiate their

businesses and seize new opportunities, driving growth and market leadership.

2. Types of Innovation:

○ Product Innovation: Creating new or improved products (e.g., tech

gadgets).

○ Process Innovation: Enhancing operational efficiency (e.g., streamlined

manufacturing).

○ Business Model Innovation: Redefining value delivery (e.g.,

subscription services).

3. Case Studies: Entrepreneurs like Steve Jobs and Elon Musk have used

innovation to revolutionize industries and achieve remarkable success.

https://youtube.com/shorts/RPqrLvCYZK0?feature=share


4. Challenges: Innovation involves risks such as high costs and potential failure.

Building a supportive culture that encourages experimentation is essential.

5. Fostering Innovation: To promote innovation, entrepreneurs should

encourage experimentation, invest in R&D, embrace feedback, and foster

collaboration.

Conclusion: Innovation is key to entrepreneurial success, enabling differentiation and

growth. By leveraging various forms of innovation and supporting a culture of creativity,

entrepreneurs can thrive in a competitive market.

Learn more: https://youtube.com/shorts/YPcKIGKqiyg?feature=share

Writing Task: Write a business proposal for a new product, outlining the market need,

the solution your product offers, potential challenges, and the financial model.

Questions -

Learn more: https://youtube.com/shorts/pm3MXiuvpkA?feature=share

Business Model: What is a business model, and why is it vital for an entrepreneur to

have a clear business model before starting a venture?

Customer Value: How does an entrepreneur determine the value their product or service

offers to customers? Why is this understanding critical for business success?

https://youtube.com/shorts/YPcKIGKqiyg?feature=share
https://youtube.com/shorts/pm3MXiuvpkA?feature=share


Exercises -

Spot the Odd One Out: Identify the word that doesn't belong in the group.

Equity, Investment, Dividend, Prototype

Incubator, Accelerator, Mentorship, Profit Margin

Match the Synonyms: Connect the word with its synonym.

Disrupt ( ) A. Innovate

Pivot ( ) B. Shift

Sentence Construction: Create a sentence using the given phrase.

"competitive advantage"

"customer acquisition"

Comprehension Questions: Answer questions based on a brief entrepreneurship

scenario.

What factors should an entrepreneur consider before deciding to pivot their business

strategy?

How can effective customer acquisition strategies impact the growth of a startup?



Questions -

Learn more: https://youtube.com/shorts/pm3MXiuvpkA?feature=share

Growth and Scaling: What does it mean to scale a business, and what are the key

considerations an entrepreneur should keep in mind while planning to scale their

venture?

Failure and Resilience: How should an entrepreneur deal with failure, and what role

does resilience play in the entrepreneurial process?

Exercises -

Entrepreneurship Skills and Adaptability

● Review and correct the following sentences:

1. "Entreperneurship requiers a combination of innovation,

perserverance, and the ability too take risks."

■ After correcting the sentence, discuss why innovation and

perseverance are crucial for entrepreneurial success.

2. "The succesful entreprenuer adapted to market changes and

adjusted there business model accordingly."

■ After correcting the sentence, explain how adaptability plays a key

role in the survival and growth of startups.

https://youtube.com/shorts/pm3MXiuvpkA?feature=share


Role-play Dialogue Exercise: Develop a dialogue where an entrepreneur is seeking

advice from a mentor on how to overcome a recent setback in their business.

Entrepreneur: Hi, [Mentor's Name], thank you for meeting with me today. I'm facing a

significant challenge in my business, and I could really use your advice.

Mentor: Of course, [Entrepreneur's Name]. I'm here to help. What's been going on?

Entrepreneur: We recently launched a new product, and the reception hasn't been what

we expected. Sales are slow, and the feedback indicates that customers are finding the

product more complex than we anticipated.

Mentor: I see. That's tough, but it's not uncommon. Have you gathered specific feedback

on what aspects of the product are causing difficulties for users?

Entrepreneur: Yes, we've received comments that the setup process is complicated and

the user interface isn't as intuitive as we thought it was. It's frustrating because we spent

so much time on development.

Mentor: Understandable. It sounds like user experience is the main issue. Have you

considered conducting a user study or beta testing to get more actionable insights?

Entrepreneur: That's a good idea. We did some initial testing, but maybe we need to go

deeper and observe real users interacting with the product.

Mentor: Exactly. Sometimes what makes sense to developers and internal teams doesn't

translate to the end-user experience. Gathering more detailed feedback could illuminate

what changes are necessary.

Entrepreneur: What would you recommend as a first step to turning this around?



Mentor: Start with a small, focused group of existing or potential users. Watch them use

the product, note where they struggle, and ask for their candid feedback. Use these

insights to make targeted improvements.

Entrepreneur: And in terms of communication with our customers, how transparent

should we be about these issues?

Mentor: Transparency is key. Acknowledge the feedback, thank your customers for it,

and let them know you're committed to improving. Customers appreciate being heard

and seeing their input lead to tangible changes.

Entrepreneur: That makes sense. I guess I was worried that admitting these issues

might harm our brand's reputation.

Mentor: On the contrary, showing that you're responsive and dedicated to enhancing

user satisfaction can actually boost your reputation. It demonstrates that you value

customer feedback and are committed to excellence.

Entrepreneur: I hadn't thought of it that way. Thanks, [Mentor's Name]. I feel more

confident about tackling this issue now.

Mentor: You're welcome, [Entrepreneur's Name]. Remember, every successful business

faces setbacks. It's how you respond and adapt that defines your path forward. Keep me

updated on your progress, and don't hesitate to reach out if you need more advice.

Technology & AI in Business

Learn key terms for the following exercises here: https://youtu.be/HTvsDUr89jE

https://youtu.be/HTvsDUr89jE


Exercises -

1. Vocabulary Match

Match the words on the left with their definitions on the right.

A. Artificial Intelligence (AI)

B. Automation

C. Algorithm

D. Data Mining

E. Chatbot

-A process by which a computer uses statistical techniques to find patterns in large

datasets.

-A set of instructions designed to perform a specific task.

-The simulation of human intelligence in machines that are programmed to think like

humans and mimic their actions.

-The technology that enables a machine to perform tasks without human intervention.

-A computer program designed to simulate conversation with human users, especially

over the internet.

2. Task 1: Big Data in Business

● Construct a sentence using the phrase "big data analytics" to describe how

businesses can use large datasets to gain insights and improve decision-making

processes.



Task 2: Passive Voice in Technology Context

● Rewrite the sentence "The AI system processes the data quickly." in

passive voice.

○ After doing so, explain why passive voice can be useful in business writing,

particularly when focusing on processes or results rather than on the

doer of the action.

8. Vocabulary Application

Use the following words in sentences related to business and technology: integration,

predictive analysis, scalability.

Questions -

Learn more: https://youtu.be/NNaNYv486QM

Opinion Question: What are your thoughts on the ethical implications of businesses

relying heavily on AI for decision-making? Do you think there should be limits on AI use

in business?

Predictive Question: In what ways do you foresee artificial intelligence changing the

landscape of marketing and advertising in the next five years?

Exercises -

https://youtu.be/NNaNYv486QM


1. Sentence Construction

Construct a sentence using the following phrase: "big data analytics".

2. Common Sentence Pattern

Rewrite the following sentence to make it passive: "The AI system processes the data

quickly."

3. Summary Writing

Summarize a text about the impact of artificial intelligence on business strategy in 100

words.

Artificial intelligence (AI) is profoundly reshaping business strategy, offering

unprecedented opportunities for companies to enhance operational efficiency, innovate

product offerings, and personalize customer experiences. By analyzing vast amounts of

data, AI provides insights that help businesses make informed decisions, predict market

trends, and optimize processes. However, integrating AI requires thoughtful

consideration of ethical implications, workforce adaptation, and significant initial

investment. Companies embracing AI must also prioritize data security and address

potential job displacement issues. Ultimately, AI's integration into business strategy not

only drives competitive advantage but also demands a new approach to leadership and

strategic planning.

Questions -



Learn more: https://youtu.be/NNaNYv486QM

Discussion Question: How do you think artificial intelligence can contribute to

enhancing customer service in businesses?

Analytical Question: How can small businesses leverage AI technologies to compete with

larger corporations, and what challenges might they face?

Exercises -

1. Comprehension Questions

Read the following statement and answer the questions below:

"Many businesses are now integrating AI technologies to streamline operations and

enhance decision-making processes. These technologies include machine learning,

natural language processing, and robotic process automation."

a. What are businesses integrating to streamline operations?

b. Name one technology mentioned that helps enhance decision-making processes.

2. Role-Play Dialogue

Create a dialogue between a business owner and a technology consultant discussing the

implementation of an AI system in the business.

https://youtu.be/NNaNYv486QM


Business Owner: Thank you for meeting with me today. I've been hearing a lot about AI

and how it's revolutionizing industries. Can it really make a significant difference for my

small business?

Technology Consultant: Absolutely. AI can streamline operations, enhance customer

experiences, and even predict market trends. The key is identifying the right AI

solutions that align with your business goals. What specific areas are you looking to

improve?

Business Owner: Well, customer service is a big one. We're also looking at ways to

optimize our inventory management.

Technology Consultant: For customer service, an AI-powered chatbot could provide

24/7 support, answering common inquiries and freeing up your team for more complex

issues. As for inventory management, AI can forecast demand, prevent overstocking or

stockouts, and suggest optimal reorder points.

Business Owner: Sounds promising, but I'm concerned about the integration process

and the costs involved.

Technology Consultant: Those are valid concerns. The integration process will be

tailored to your existing systems to ensure minimal disruption. As for costs, while there

is an upfront investment, the efficiency gains and potential revenue increases from AI

can provide a strong return on investment over time.

Business Owner: I see. And what about my team? How will they adapt to these changes?

Technology Consultant: Training and change management are key components of any

technology implementation. We'll provide your team with the necessary training and

support to ensure they're comfortable and proficient with the new systems.



Business Owner: That's reassuring. I think it's worth exploring further. Can you help us

draft a plan on how to start integrating AI into our operations?

Technology Consultant: Absolutely, I can draft a preliminary plan outlining potential AI

applications, integration steps, costs, and expected outcomes. We can review it together

and adjust based on your feedback.

Business Owner: Great, let's do that. I'm excited to see how AI can help take our

business to the next level.

Technology Consultant: I'm confident it will. Let's get started on that plan.

3. Role-Play Dialogue

Learn more: https://youtube.com/shorts/7fCoxY1BxD8?feature=share

Create a dialogue between an IT specialist and a marketing manager discussing how to

use data analytics to target new customers.

Questions -

Learn more: https://youtube.com/shorts/fhLGR1TxGHA?feature=share

Scenario-Based Question: Imagine a business that has recently implemented an AI

system to manage its inventory. How might this change the roles and responsibilities of

its employees?

https://youtube.com/shorts/7fCoxY1BxD8?feature=share
https://youtube.com/shorts/fhLGR1TxGHA?feature=share


Comparison Question: Compare the use of AI in e-commerce with its use in traditional

retail. What are the benefits and drawbacks in each case?

Exercises -

Watch this to help: https://youtu.be/8bLao-uLQ3Y

1. Creative Writing

Write a short paragraph on how you think AI will change the business landscape in the

next decade.

2. Task: Technology and AI Strategy Application

● Imagine you are advising a company on how to incorporate technology and AI

into their business processes.

1. Use the term "integration" to describe how AI systems can be seamlessly

incorporated into existing business operations to enhance efficiency.

2. Use the term "predictive analysis" to explain how AI can be used to

forecast market trends or customer behaviors, improving

decision-making.

3. Use the term "scalability" to describe how AI technology can help a

business grow efficiently while managing increasing demands.

3. Writing Task

Discuss in a paragraph how customer service can be improved with AI technologies.

https://youtu.be/8bLao-uLQ3Y


Questions -

Learn more: https://youtube.com/shorts/fhLGR1TxGHA?feature=share

Future-Oriented Question: With the rapid advancement in AI technology, what skills do

you think will be essential for business professionals to remain relevant in the

workforce?

Personal Insight Question: Have you ever interacted with a chatbot while shopping

online or seeking customer service? Describe your experience and whether you felt the

interaction was effective.

Exercises -

1. Match the Synonyms

Match the words related to technology and AI in business with their synonyms.

A. Innovate

B. Analytics

C. Efficiency

D. Implement

E. Forecast

Predict

Introduce

Analysis

https://youtube.com/shorts/fhLGR1TxGHA?feature=share


Productivity

Execute

2.Match the Pair

Match each term with its most closely related concept:

1. Algorithm

2. Neural Network

3. Automation

4. Processor

5. Machine Learning

6. Data Analysis

7. Robotics

8. Marketing

Options: a) Email

b) Data processing

c) Artificial Intelligence

d) Efficiency in repetitive tasks

e) Marketing strategy

f) Hardware

g) Training models for pattern recognition

h) Analyzing large sets of information to extract insights

3. Sentence Construction

Construct a sentence using the term "cloud computing" in the context of business.



4. Expression Match

Match the expressions on the left with their meanings on the right.

A. Cutting-edge technology

B. On the digital forefront

C. Tech-savvy

D. Streamlining processes

Being very familiar and proficient with technology.

Using the most advanced and innovative technology.

Being a leader or pioneer in using new digital technologies.

Making procedures more efficient and effective.

Ethical considerations

Watch this to learn business ethics key terms: https://youtu.be/RwXOVghl-i8

Exercises -

1. Vocabulary Match

Match the business ethics-related terms with their definitions.

A. Whistleblowing

B. Corporate Social Responsibility (CSR)

C. Insider Trading

D. Stakeholder

E. Code of Conduct

https://youtu.be/RwXOVghl-i8


A guideline that outlines acceptable behaviors within an organization.

The practice of reporting unethical or illegal activities within an organization.

A person or group that has an interest in the success and decisions of a company.

Trading a public company's stock or other securities based on material, non-public

information.

A business approach that contributes to sustainable development by delivering

economic, social, and environmental benefits for all stakeholders.

2. Task: Ethical Decision-Making in Business

● Imagine you are advising a company on improving its ethical practices.

1. Complete the following sentence with an appropriate phrase related to

business ethics:

"When a company engages in __________, it is prioritizing its

responsibilities towards society, considering the impact of its

business decisions on various stakeholders, not just its

shareholders."

2. After selecting the correct phrase, explain how this ethical practice can

enhance the company's reputation and contribute to long-term success.

3. Discuss one real-world example of a company successfully applying this

ethical principle.

3. Creative Writing

Imagine you are drafting a section of your company's code of ethics. Write a paragraph

outlining the company's commitment to environmental sustainability.



Questions -

Corporate Responsibility: What responsibilities do businesses have toward their local

communities and the environment? How should companies balance profit-making with

ethical practices?

Ethical Leadership: In your opinion, what qualities make a leader ethical in the business

context? Can you provide an example of an ethical business leader and explain why you

consider them ethical?

Exercises -

4. Sentence Construction

Construct a sentence using the phrase "ethical dilemma" in a business context.

5. Comprehension Question

Why is it important for a company to have a clear code of conduct, and how does it

benefit the employees and the organization?

6. Role-Play Scenario

Learn more: https://youtu.be/PwFJHCxSov0

https://youtu.be/PwFJHCxSov0


Create a short dialogue between two business partners discussing a plan to improve

their company's ethical standards.

Questions -

Learn more: https://youtu.be/o8Xij5tNkt8

Consumer Rights: How should a business ethically respond when a product or service

fails to meet the promised standards or causes harm to consumers?

Employee Rights: Discuss the ethical considerations a business must take into account

regarding employee rights and welfare. How can businesses ensure fair treatment of

their employees?

Exercises -

1. Scenario Analysis

Learn more: https://youtube.com/shorts/J4gg3P-tM4w?feature=share

You are the manager of a company that has discovered a flaw in one of your products.

It's not dangerous, but it decreases the product's effectiveness. What ethical

considerations should you take into account when deciding whether to recall the

product?

https://youtu.be/o8Xij5tNkt8
https://youtube.com/shorts/J4gg3P-tM4w?feature=share


2. Role-Play Dialogue

Create a dialogue between an employee who has noticed unethical behavior at work and

their supervisor, focusing on how the employee expresses their concerns and how the

supervisor responds.

Employee: Hi, I hope you have a moment. There's something important I need to

discuss with you regarding something I've observed in the workplace.

Supervisor: Of course, I'm always available to discuss any concerns. What's on your

mind?

Employee: I've noticed a situation that I believe is unethical. It involves some team

members not being completely honest in their sales reports. I'm concerned it might

affect our integrity and client trust.

Supervisor: I appreciate you bringing this to my attention. Integrity is crucial to our

values. Can you provide more details so I understand the full context?

Employee: Sure. I've seen instances where sales numbers were inflated. I believe it's not

a widespread issue, but even a few instances could harm our reputation.

Supervisor: Thank you for the specifics. It's important that we address this immediately.

I'll investigate this discreetly and ensure we take appropriate actions. Your courage to

speak up is commendable, and I assure you we'll handle this with the seriousness it

deserves.

Employee: Thank you. I just want to make sure we maintain our standards and do the

right thing.

Supervisor: Absolutely, and your input is invaluable in maintaining our ethical

standards. Let's keep this conversation confidential for now while we investigate. And

please, if you notice anything else, don't hesitate to come to me.



Employee: Will do. Thanks for taking the time to listen and for your understanding.

Supervisor: Thank you for your honesty and dedication. It's employees like you who

help us maintain our integrity. We'll address this issue promptly.

4. True or False

State whether the following statements are true or false and provide a brief explanation

for your answer:

Business ethics only apply to the top management in an organization.

Ethical behavior in business can attract investors and partners.

Questions -

Learn more: https://youtu.be/2PN857ZuGbg

Transparency and Honesty: Why is transparency important in business operations,

especially in financial matters? How does transparency influence stakeholder trust?

Conflict of Interest: What constitutes a conflict of interest in a business setting, and why

is it considered unethical? Can you provide an example of how a conflict of interest

might arise in a business?

Exercises -

https://youtu.be/2PN857ZuGbg


1. Writing Task

Write a short paragraph on the importance of transparency in financial reporting and

how it affects stakeholders' trust.

2. Fill in the Blank

Complete the following sentence with appropriate words or phrases related to business

ethics: "When a company engages in __________, it is prioritizing its responsibilities

towards society, considering the impact of its business decisions on various

stakeholders, not just its shareholders."

A) profit maximization

B) corporate social responsibility

C) shareholder value

D) competitive advantage

3. Short Answer

Answer the following question in one or two sentences:

What is one example of how a company can demonstrate corporate social responsibility

(CSR)?

4. Discussion Question

Discuss the following statement:



"It's important for companies to go beyond legal compliance and engage in ethical

practices. Such actions can lead to long-term benefits, including improved brand

reputation and customer loyalty."

Questions -

Learn more: https://youtu.be/2PN857ZuGbg

Corporate Espionage: Discuss the ethical implications of corporate espionage. How

should businesses protect themselves from such practices while maintaining their own

ethical standards?

Global Ethics: How can multinational corporations ensure that their business practices

are ethical across different countries with varying legal standards and cultural norms?

Exercises -

1. Word Definition

Define the following terms related to business ethics:

A. Conflict of Interest

B. Sustainability

C. Corporate Governance

D. Non-Discrimination

E. Ethical Investing

https://youtu.be/2PN857ZuGbg


2. Multiple Choice

Choose the correct answer regarding business ethics:

What does it mean when a business is "transparent"?

A. It is invisible.

B. It openly shares information and processes with stakeholders.

C. It is very complicated.

Which of these is a key feature of ethical leadership?

A. Prioritizing profit over everything else.

B. Ignoring the concerns of employees.

C. Making decisions that consider the welfare of all stakeholders.

3. Sentence Completion

Complete the following sentences related to business ethics:

If a business wants to be seen as ethical, it must not only comply with laws but also

________.

A) maximize shareholder value

B) pursue aggressive marketing

C) engage in transparent communication

D) focus solely on profitability

When companies consider the environmental impact of their operations, they are

focusing on ________.

A) cost reduction

B) supply chain efficiency



C) corporate social responsibility

D) competitive positioning

Word bank

Finance -

Investment – Money or resources put into something with the expectation of earning a

profit.

Diversify – Spreading investments across different areas to reduce risk.

Gross income – Total income before any deductions such as taxes or expenses.

Net income – Income left after all deductions and expenses are subtracted from gross

income.

Assets – Resources or items owned by a person or company that have value.

Liabilities – Debts or obligations that a person or company owes.

Equity – The ownership value in an asset after liabilities are deducted.

Income – Money earned from work, investments, or other sources.

Loss –When expenses exceed income, resulting in a negative financial outcome.

Saving – Setting aside money for future use rather than spending it immediately.

Spending – Using money to purchase goods or services.



Budget – A financial plan that outlines expected income and expenses over a specific

period.

Interest rate – The percentage charged on borrowed money or earned on invested

money.

Inflation – The general increase in prices of goods and services over time, reducing

purchasing power.

Portfolio – A collection of investments owned by an individual or entity.

Loanee – A person or organization that borrows money from a lender.

Lender – A person or organization that provides money to a borrower with the

expectation of repayment.

Forecast – A prediction or estimate of future financial or economic trends.

Federal funds – Reserves held by banks at the Federal Reserve, often used in

overnight lending between banks.

Capital Gains – The profit from the sale of an asset or investment.

Liquid Assets – Assets that can be easily converted into cash without significant loss

of value.

Credit Score – A numerical expression based on a level analysis of a person's credit

files, representing the creditworthiness of an individual.

Marketing -

Target Audience - A specific group of consumers at which a company aims its

products and services.

Branding - The practice of creating a name, symbol, or design that identifies and

differentiates a product from other products.



Market Research - The process of gathering, analyzing, and interpreting information

about a market.

Target market – A specific group of consumers a business aims to reach with its

products or services.

Influencer marketing – A marketing strategy that involves collaborating with

influential individuals to promote products or services to their audience.

Brand loyalty – The tendency of consumers to repeatedly choose a specific brand over

competitors due to positive experiences or satisfaction.

Conversion rate – The percentage of people who take a desired action (e.g., making a

purchase) out of the total number of visitors or potential customers.

SWOT analysis – A framework for identifying a company’s internal Strengths and

Weaknesses, and external Opportunities and Threats.

Public relations – The practice of managing and promoting a positive image and

communication between a company and the public.

Content marketing – A marketing approach focused on creating and sharing valuable

content to attract and engage a target audience.

Segment marketing – The process of dividing a broader market into smaller groups

of consumers with similar needs or characteristics and targeting each group with

tailored strategies.

SEO (Search Engine Optimization) – The process of improving a website's

visibility in search engine results to attract more organic (unpaid) traffic.

ROI (Return on Investment) – A measure of the profitability of an investment,

calculated as the gain or loss from the investment relative to its cost.

PPC (Pay-Per-Click) – An online advertising model where advertisers pay a fee each

time their ad is clicked, often used in search engine advertising.



Promote – To advertise or publicize something in order to increase awareness or sales.

Engage – To interact with or capture the interest of an audience or group.

Analyze – To examine data or information in detail to understand it better and draw

conclusions.

Human resources -

Onboarding – The process of integrating and training new employees into an

organization.

Attrition – The gradual reduction of employees through resignation, retirement, or

other means, not including layoffs or dismissals.

Compensation – The total payment and benefits an employee receives for their work,

including salary, bonuses, and other perks.

Recruitment – The process of finding, attracting, and selecting suitable candidates for

a job.

Training – The process of teaching employees the skills and knowledge they need to

perform their jobs effectively.

Retain – To keep employees within the organization, often by providing incentives or

ensuring job satisfaction.

Dismiss – To formally terminate an employee's employment.

Enhance – To improve or increase the quality, value, or effectiveness of something.

Conferences & Business plans

Networking – Building and nurturing professional relationships to exchange

information and support each other’s business or career goals.



Leverage – Using resources or relationships to gain an advantage or achieve a specific

outcome.

Benchmark – A standard or point of reference used to measure or compare

performance.

Convene – To bring people together for a meeting or gathering.

Adjourn – To officially end or pause a meeting, typically until it resumes at a later

time.

Minutes – The written record of what was discussed and decided during a meeting.

Agenda – A list of topics or items to be discussed in a meeting, often distributed

beforehand.

Strategy & Planning

Sustainability – The ability to maintain or continue a process or activity over the long

term, often with minimal environmental impact.

Growth – The increase in size, revenue, or influence of a business or organization over

time.

Variables – Factors or conditions that can change and affect the outcome of a process

or decision.

Synergy – The combined effect of two or more elements working together to produce a

result greater than their individual contributions.

Niche – A specialized segment of the market focused on a specific group of customers

or products.

Scalability – The ability of a business or system to grow and handle increased demand

without compromising performance.



Vision – A future-oriented statement describing what an organization aspires to

achieve long-term.

Mission – A statement defining an organization’s purpose, core values, and goals.

Objective – A specific, measurable goal that an organization aims to achieve within a

set timeframe.

Strategy – A planned course of action designed to achieve specific objectives or

long-term goals.

Feasibility – The practicality and likelihood of successfully completing a project or

achieving a goal.

Leverage – Using resources or assets to maximize potential outcomes or advantages.

Insights – Deep understanding or knowledge gained from analysis or data.

Risk Mitigation – Actions taken to reduce or minimize potential risks or negative

impacts.

Business Administration

Strategic Objectives – Specific, long-term goals that an organization aims to achieve

to fulfill its mission and vision.

Corporate Governance – The system of rules, practices, and processes by which a

company is directed and controlled, focusing on accountability and transparency.

Globalization – The process by which businesses or organizations develop

international influence or operate on a global scale.

Decision-Making – The process of selecting a course of action from multiple options

to achieve a desired outcome.

Profitability – The ability of a business to generate more revenue than expenses,

resulting in profit.



Operation – The day-to-day activities involved in running a business or organization

to produce goods or services.

Resource Allocation – The process of distributing available resources (such as

money, people, or time) to various tasks or departments to achieve goals.

Stakeholder Engagement – Involving and communicating with stakeholders (such

as employees, customers, investors) to ensure their input and needs are considered in

decision-making.

Productivity – The efficiency with which a company or individual can produce goods

or services, typically measured by output per unit of input.

Hierarchy – The structure of authority within an organization, showing the levels of

power and responsibility.

Entrepreneurship

Venture Capital – Investment funds provided by firms or individuals to startups and

small businesses with long-term growth potential.

Crowdfunding – Raising small amounts of money from a large number of people,

typically via online platforms, to fund a project or business.

Seed Funding – Initial capital provided to start a business, typically used for early

product development or market research.

Angel Investor – An individual who provides capital to startups, usually in exchange

for ownership equity or convertible debt.

Value Proposition – The unique benefit or advantage that a product or service offers

to customers, making it stand out in the market.

Market Analysis – The assessment of a market, including the size, trends,

competition, and customer needs, to inform business decisions.



Dividend – A portion of a company's earnings distributed to shareholders, typically in

the form of cash or additional shares.

Prototype – An early sample or model of a product used to test and refine its design

and functionality before full production.

Innovation – The creation of new ideas, products, or methods that significantly

improve existing systems or solve problems.

Mentorship – Guidance or advice provided by a more experienced person to help

someone develop their skills and knowledge.

Customer Acquisition – The process of gaining new customers for a business

through marketing, sales, or other strategies.

Competitive Advantage – A unique strength or feature that allows a company to

outperform its competitors in the market.

Business Pivot – A significant shift in a company's strategy or product direction in

response to market changes or new opportunities.

Entrepreneurship – The process of starting and running a new business, often

involving innovation and risk-taking.

AI & Tech

Artificial Intelligence (AI) – The simulation of human intelligence in machines that

are programmed to think, learn, and solve problems.

Automation – The use of technology to perform tasks with minimal human

intervention, increasing efficiency and reducing error.

Algorithm – A step-by-step set of rules or instructions for solving a problem or

performing a task, often used by computers.



Data Mining – The process of analyzing large datasets to discover patterns, trends,

and useful information.

Chatbot – A computer program designed to simulate conversation with human users,

typically over the internet.

Blockchain – A decentralized, secure digital ledger used to record transactions across

multiple computers in a way that ensures data integrity.

Cloud Computing – The delivery of computing services (e.g., storage, processing,

software) over the internet rather than using local servers or personal devices.

Predictive Analysis – The use of historical data, machine learning, and statistical

algorithms to make predictions about future events or trends.

Neural Network – A type of machine learning model inspired by the human brain,

used to recognize patterns and make decisions in AI systems.

Machine Learning – A subset of AI where computers learn from data to improve their

performance on tasks without being explicitly programmed for each outcome.

Cutting-edge Tech – The latest and most advanced technology available, often

innovative and ahead of current trends.

Tech Savvy – Having a good understanding of technology and the ability to use it

effectively.

Streamlining – The process of improving efficiency by simplifying or eliminating

unnecessary steps or processes.

Business ethics

Whistleblowing – The act of reporting unethical, illegal, or improper behavior within

an organization, often by an employee or insider.



Corporate Social Responsibility (CSR) – A company’s efforts to contribute

positively to society and the environment, often through sustainable practices,

community support, or ethical operations.

Insider Trading – The illegal practice of buying or selling a company's stocks or

securities based on confidential, non-public information.

Code of Conduct – A set of guidelines or principles outlining the expected ethical

behavior and standards for employees within an organization.

Conflict of Interest – A situation in which an individual’s personal interests could

interfere with their professional responsibilities or decision-making.

Ethical Investing – An investment strategy that considers both financial return and

the ethical impact of investment decisions, often focusing on companies with socially

responsible practices.

Corporate Governance – The system of rules, practices, and processes by which a

company is directed and controlled, focusing on accountability, transparency, and the

interests of stakeholders.

Supply Chain – The entire process of producing and delivering a product, from

sourcing raw materials to manufacturing and distributing to the end customer.

Cost Reduction – Strategies or actions taken by a company to decrease its expenses

and improve profitability without sacrificing product quality or service.


