Maturafragen Business English

MEETINGS

Business people spend quite a lot of time in meetings, and meetings come in all shapes and sizes, ranging from formal committee meetings to informal one-to-one meetings. 
One possible definition of the word meeting: _________________________________

(The gathering of a group of people for a controlled discussion with a specific purpose.)

There are several reasons why meetings are held. Elaborate on these reasons and also mention some of the drawbacks.  (to solve problems and make decisions; to inform; to introduce a product/an idea; brainstorming; ; reaching decisions in a meeting means that all the participants can feel more committed to the decision; more information available; different and unexpected ideas can be contributed;…drawbacks: more time required than if one person made the decisions; there’s more talk – sometimes irrelevant and repetitive; grouppressure))

What is the role of a chairperson and what are some qualities of a good chairperson? (in charge of the meeting; sends out invitations/agenda; qualities: listens carefully, interrupts people when necessary, keeps to the agenda, allows everyone to have their say, keeps the time limit …)

“All meetings have one thing in common: role-playing.” What does this sentence mean? Talk about what games people play at meetings. (text!!!; constant talker; “can’t do” type, “yes but”, counterdependents, meeting “lovers”)

CULTURAL STUDIES
Nobody actually wants to cause offence but, as business becomes ever more international, it is increasingly easy to get it wrong. When doing business with foreign business partners, what should you keep in mind? Mention some problems that might occur. What would you tell a foreign visitor about “good manners” in Austria? (foreign people’s customs/?language?; formality (names/?titles?; good manners – can make or break a deal; in Asian countries accept business card with both hands, read it but do not write on it = “defacing”) 
Elaborate on the following terms: small talk topics, body language and appearance

(before getting down to business – small talk, topics: weather, books, movies, holidays; no-go topics: politics, religion; appearance: appropriate clothing, hairstyle …; body language: hands in pockets etc , smiling better than frowning …)  
