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BUSINESS
DEPARTMENTS

BUSINESS SKILLS

Success on the telephone:
Improve your international telephon-
ing skills 2/01

Socializing — the art of con-
versation: How to make small talk
3/01

Meetings — bringing it all
together: Chairing and participat-
ing in international meetings 4/01
Making a better presentation:
A guide for presenters 1/02
Negotiate the BEST way: How
to get what you want 2/02

A warm welcome: Looking after
business visitors 3/02

The fine art of e-mails: Improve
your electronic communication 4/02
On call for success: Customer
care on the phone 1/03

A meeting of minds: How to be
a good chairperson 2/03

Getting a fair deal: Success at
trade fairs 3/03

Reporting for work: Writing
business reports 4/03

Three hours in...

m London 2/01 m Manhattan 3/01
m Sydney 4/01 m San Francisco
1/02 m Hong Kong 2/02 m
Edinburgh 3/02 m Boston 4/02
m Dublin 1/03 m Toronto 2/03
m Dallas 3/03 m Cape Town 4/03

English on the move

m Flying 2/01 m Hotels 3/01
m Travel arrangements 4/01 m
Shopping 1/02 m Entertaining 2/02
m Car hire 3/02 m Dining out 4/02
m Asking for directions 1/03 m
Phone arrangements 2/03 m Health
problems 3/03 m Travel small talk
4/03

Finding jobs internationally:
How to find work abroad 2/01
Applying for a job in English:
Whiting successful applications 3/01
Qualified for business?
Business English certificates 4/01
Time for an MBA? How to find
out if the MBA is right for you 1/02
Talking your way into a job:
Tips for job interviews in English 2/02
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On course for success: Taking
professional courses abroad 3/02
Be yourself and get ahead:
How to be more assertive at work
4/02

In search of knowledge:
Studying at universities in English-
speaking countries 1/03

The road to success: Is your job
right for you? If not, how can you find
the right one? 2/03

Taking the next step: The
Executive MBA for managers 3/03
Getting down to business
English: Courses abroad to improve
your language skills 4/03

INTERCULTURAL
COMMUNICATION

The culture factor: Working with
Americans 2/01

Negotiating across cultures:
Evaluating negotiating styles 3/01
The China challenge: Working
with the Chinese 4/01

The culture of e-business:
Intercultural  differences on the
Internet 1/02

A moving experience: Relocating
abroad and dealing with culture
shock 2/02

Working with Japan: Japanese
and German communication styles
3/02

In step with France: How to do
business with the French 4/02
Let's work together: Managing
international project teams 1/03
The Saudi challenge: Working
with Saudi Arabia 2/03

Getting to know you: Doing busi-
ness with Germans 3/03

The Italian job: Doing business
with Italians 4/03

The power of paradox: Why you
should do the unexpected 2/01
Leading international teams:
How to be a good team leader 3/01
A man with a mission: A profile
of Larry Ellison, head of Oracle 4/01
A question of style: Managing
different personality types 1/02
The sky's the limit: A profile of
Ryanair boss Michael O’Leary 2/02
Balancing business: Interview
with Robert Kaplan, co-creator of the
Balanced Scorecard concept 3/02
The third party: Problems
between bosses and spouses 4/02
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ENGLISH FOR...

Marketing 2/01 m Telecoms 3/01 m Banking 4/01 m Pharma-
ceuticals 1/02 m Human resources 2/02 m Insurance 3/02 m Office
staff 4/02 m Lawyers 1/03 m Information technology 2/03 m Hotels
and catering 3/03 m The automotive industry 4/03

THE WRITE WAY

Getting started 2/01 m Letter layout 3/01 m Standard phrases 4/01
m Linking words 1/02 m How formal? 2/02 m Punctuation 3/02 m
Apologizing 4/02 m Abbreviations 1/03 m Complaints 2/03 m
Orders 3/03 m References 4/03

GRAMMAR AT WORK

Prepositions 3/02 m The simple past and the present perfect 4/02 m
The present simple and the present progressive 1/03 m Articles 2/03
m The passive 3/03 m Plurals 4/03

LANGUAGE CARDS

Expressions 2/01 m Abbreviations 3/01 m Expressions 4/01 m
Colour terms 1/02 m Job titles 2/02 m Popular pairs 3/02 m
Abbreviations 4/02 m Numbers 1/03 m Money expressions 2/03
m Time expressions 3/03 m Ups and downs 4/03

AUTHENTIC ENGLISH

Talking about problems/solutions 2/01 m Beginning and ending con-
versations 3/01 m Using hedges 4/01 m Using humour 1/02 m
Decision making and problem solving 2/02 m Small talk 3/02 m Using
vague language 4/02 m Vague or precise language? 1/03 m Being a
good listener 2/03 m Summarizing 3/03 m Giving instructions 4/03

SAY IT IN STYLE

Requests 2/01 m Complaints 3/01 m Apologies 4/01 m
Suggestions 1/02 m Introductions 2/02 m Criticizing 3/02
m Compliments 4/02 m Giving orders 1/03 m Persuading 2/03 m
Saying no 3/03 m Expressing sympathy 4/03

GETTING TECHNICAL
What's what? 3/02 m Engineering 4/02 m Plastics 1/03 m
Electronics 2/03 m Logistics 3/03 m Textiles 4/03

The chef is the boss: An inter-
view with chef and author Anthony
Bourdain 1/03

Power to your people! How to
get the most out of your staff 2/03
Cashing in on business travel:
Firms find clever ways to keep travel
expenses down 3/03

The business of feedback: The
growing popularity of the 360-degree
feedback technique 4/03

Back to the office: The limita-
tions of telecommuting 2/01
Dialling Delhi: Call centres in
India 3/01

Drowning in the flood: How to
manage e-mails 4/01

The key to security: How safe is
e-business? 1/02

Business Spotlight goes online:
Our new Internet site 2/02

A new chapter for Amazon: A
profile of Jeff Bezos and his success-
ful online book-selling business 3/02
The face of the future: An inter-
view with futurologist lan Pearson
4/02

Turning trash into cash: Selling
on eBay 1/03

Money for spam: Why e-malil
marketing is good business 2/03
Collaring the market: Bow Wow
Meow, an online success story 3/03
Business Spotlight Premium:
Our new online service for sub-
scribers 4/03

4/2003
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FEATURES REGULAR Martin Horwitz South African taxi

Hypersonics take flight: Design-
ing ultra-high-speed aircraft 4/01

A tale of two cities: Asian rivals
Hong Kong and Singapore 4/02

AUTOMOBILES

The road to clean driving: An
industry looks for a green future 3/01

BIOTECHNOLOGY

How sugar went sour: Gene-
tically modified food 3/01

BRITAIN

When work becomes too
much: Work addiction 3/01

When sales start to flag:
America’s consumers 1/02

EMPLOYMENT

Juggling kids and careers: The
lives of working mothers 4/01
Taking a break: The growing pop-
ularity of sabbaticals 3/02
Welcome workers: Why Britain
needs migrant labour 4/02

It's a fair trade: British women in
manual trades 2/03

Banking on big business: Bank
closures in Australia 2/01

History and the euro: History's
lessons for the new European cur-

INDUSTRY

In search of better business:
The new ethics of business; an inter-
view with Anita Roddick of the Body
Shop 2/02

Less sweat, more tech: How
production jobs have changed 4/03

IRELAND

Where German eyes are smil-
ing: Germans in Ireland 2/01
The Celtic tiger loses strength:
Ireland’s economic slowdown 3/03

LANGUAGE
English at your fingertips:
Electronic language tools 2/03

LEADERSHIP

Britain’s Queen Elizabeth? 3/02
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MARKETING
Selling Germany to the world:
An interview with David Scrimgeour
on how to attract investors 3/03

PROFILE

The rise of Mrs Murdoch:
Wendi Deng, wife of media mogul
Rupert Murdoch 2/01

The long road to success: South
African lawyer Lungile Ngakane 3/01
Clara Furse, the face of finance:
London Stock Exchange boss 1/02

TECHNOLOGY
Honda's dancing robot: Are two-
legged robots too human? 1/02

TESTS

SECTIONS

“There simply aren't enough
doctors in Britain”: orthopaedic
surgeons 2/01

“You must try not to take the
work home with you": police
inspectors 3/01

“We have to be at school, even
if we are not teaching”: teach-
ers 4/01

“Modern farming has ruined
the ecological balance™: farm-
ers 1/02

“Most lawyers are hardwork-
ing and honest people”: lawyers
2/02

“We continually have to learn
new skills": computer program-
mers 3/02

“I'd like to build my own home
someday": architects 4/02

“In my job, the unexpected
always happens™: personal
assistants 1/03

“We can improve the quality of
our mechanical design™:
mechanical engineers 2/03

“I sell a lot more cars by being
honest": car salespeople 3/03
“People need to look after
their financial future”: bankers
4/03

Should Britain join the euro? 2/01
m Should we all work longer? 3/01
m Do we still need strong unions?
4/01 m Does the world need a Tobin

driver in Israel 2/02

Geoffrey Williams Waiter in New
York 3/02

Anne Marie Lyons lrish nurse in
Sydney 4/02

Peter Forster Cheese shop
owner in England 1/03

Jimmy Ntintili Tour operator in
Soweto 2/03

Jinky Bareng Telecoms customer
care manager in the Philippines
3/03

Joe McDonald Postman in Ireland
4/03

COLUMNS

Carol Damioli (San Francisco)
on fears that the city will soon be just
for the rich 2/01

Ben Sandilands (Sydney) on
the Australian stock market 3/01
Richard Cléroux (Ottawa) on
why Americans want to buy
Canada’s pure water 4/01

Mark Scarborough (US) on
Wisconsin's programme to reduce
welfare benefits 1/02

Julian Earwaker (Ipswich) on
the British identity crisis regarding
the euro 2/02

Vicki Sussens-Messerer
(South Africa) on how to work
with the Third World 3/02

Satish Kumar (England) on
why small is beautiful in business
4/02

Ginger Henry-Kiinzel (Boston)
on executive salaries and real people

rency 1/02 Improve your business English| tax? 1/02 m s there a right to priva-  1/03
The principal player: WestLB's |2/01 cy at work? 2/02 m Should govern-  Steve Packer (Sydney) on pub-
controversial  financier ~ Robin | Get fit for business 4/01 ments save failing firms? 3/02 m lic debates about Australia's water
Saunders 1/03 Test your business grammar 2/02|  Should smoking be banned at work?  crisis 2/03

Idioms for business 4/02 4/02 m Do executives earn too lan Hetherington (Cape Town)

GLOBAL BUSINESS

Saudi’s silent partners: The rise
of businesswomen in Saudi Arabia
2/02

Looking east: The EU prepares to
expand 2/03

Going for gold: The race to be
the next Olympic host city 3/03

A race for the future: China's
growth problems 4/03

Where's the beef? McDonald's in
India 2/01

4/2003

How polite are you? 1/03

Test your business jargon 3/03
How good are your business
manners? 4/03

TRANSPORT

Getting Amtrak back on track:
Reforming the US railway 4/01
Getting Britain moving: Trans-
port expert David Begg 1/03

WORKPLACE

Get your timing right: Learning
time management 3/02

much money? 1/03 m Is immigration
good for the economy? 2/03 m
Do we need longer shopping hours?
3/03 m Must firms be family-
friendly? 4/03

Stan Burton English bricklayer,
plasterer and site foreman 2/01
Joan Murphy lrish publican 3/01
Robbie Lazare South African gold
mine manager 4/01

Kirsteen Bell Oil industry safety
officer in Aberdeen 1/02

on balancing the environment and
the needs of the poor 3/03
Elisabeth Ribbans (London) on
recycling in the UK 4/03

You can order past issues of
Business Spotlight at their cover
price plus postage and packing.
Call (+49) 89-85681-16 or send an

e-mail to aho@spotlight-verlag.de
Please understand that we are
unable to send individual articles.
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