
for learners of English
Management Lessons



Yourself
1
2
3
4
5
6

Time management
Stress management 1
Stress management 2
Personal issues at work
Personality profile
Personality     job     career

Culture
7
8
9

Company culture 1
Company culture 2
Intercultural differences

Communication skills
10
11
12
13
14
15

Face-to-face communication
Meetings
Presentations 1
Presentations 2
Writing emails and reports
Using social media

Leadership
16
17
18
19
20
21

What makes a good leader?
Management styles
Where managers go wrong
Risk analysis
Crisis management
Change management

Managing a team
22
23
24
25
26

Team roles
Team development
Team leader responsibilities
Team briefings
Recruiting new people

Managing individuals
27
28
29
30
31
32
33
34

Coaching 1
Coaching 2
Motivation 1
Motivation 2
Talent management 1
Talent management 2
Managing poor performance
Different kinds of workers

General business strategy
35
36
37
38
39
40

Mission, goals, KPIs
SWOT analysis
Features, USPs and benefits
Market position
Strategic alliances
Business plan

Marketing strategy
41
42
43
44

Developing products & markets
Marketing mix: 7 Ps
Product life cycle
The leaky sales funnel

Operations strategy
45
46
47
48

Lean manufacturing
Sourcing and purchasing
Size, costs and efficiency
Innovation

Project management
49
50

Project definition
Project management tools



 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

time management skills
prioritize items
(be) under time pressure
keep a conversation short
take short breaks

manage my schedule
times of the day
keep a clear desk
offend the other person
break (sth) down into (sth)

on my desk
stay focused
do difficult tasks first
switch between tasks
complete a task



 
 

 

 

 
 

 

 
 

 
 

 

 

 
 

 

 
 
 

 

 

 
 

 

 

 

 

 

 

 

 
 

 
 
 

 

 
 

 



  

audience interaction
supporting arguments
label a chart
live internet connection

get a feel for (sth)
take-away points
dramatic effect
seating arrangement

stay focused
psychological closure
back-up plan
blank screen





  

sense of urgency
build on the gains
momentum for change

shared vision
address people’s worries
find meaning in a situation

short term win
set goals
(be) in denial





aim something that you want to achieve

concrete definite and specific

criteria facts that you use when making a choice

critical very important

CSF (critical success factor) something that must be done well

dashboard the part in front of a driver of a car that has the controls on it

defect a fault

inspiration someone or something that gives you new ideas and enthusiasm

KPI (key performance indicator) a measurement that shows what something is like

measurable able to be expressed in size, time or amount

metrics a group of numbers that give information about a process or system

mission an aim that is very important to an organization

priorities important things that must be done first

purpose why you do something

secure to get something important

 



what 
needs 

does the 
product 
satisfy?

what 
features 
does it 
have to 
meet 
those 

needs?

how is 
it different 

to the 
competition?

what 
size/

colour/
etc does it 

have?
why?

what is 
its name 
and why 
was that 
chosen?

what 
is its

packaging?

where 
do buyers 
look for 

this
product?

how can 
you access 
the right 

distribution 
channels?

what 
kind of sales 
force do you 

need?

what 
kind of 

trade fairs 
and public 
expos do 
you need 
to attend?

can 
customers 
buy from 
your own 
or other 

websites? 
how easy 

is this?

how can 
you learn 
from your 

competitors’ 
distribution 
channels?

what is 
the value 

of this 
product to 
the buyer?

what 
are the

established 
price 

points of 
competing 
products?

how 
price

sensitive is 
the market?

what 
discounts 
should be 
offered to 

distributors 
or specific 
segments 

of the 
market?

do you 
regularly 
review 

your prices 
and 

consider 
the effect 
of raising 

or
lowering 

them?

where 
can you

communicate 
your

marketing 
message to 
your target 

market? 
internet? 

billboards? 
specialized 
magazines? 
TV? direct 

marketing? 
events?

when 
is the best 

time to 
promote? 
are there 
seasonal 
issues?

to what 
extent 

does your 
promotion 
contribute 
to general 

brand
building 

rather than 
selling 
specific 

products? is 
the balance 

right?

what is 
the quality 

of your 
front-line 

sales staff? 
do they 

have good
interpersonal

skills and 
good 

product 
knowledge?

what is 
the quality

of your 
back-office 
customer 

service 
staff?

remember: 
people 

buy from 
people 

they like

internally,
how

efficient 
are the 
sales

operations?
e.g. dealing 

with 
pre-sales 
inquiries,

 order 
processing, 
fulfilment, 
after-sales 

support

internally, 
how 

efficient 
are the

marketing 
operations? 

how do 
you know 
that your 

promotional 
budget is 

well-spent?

for the 
customer, 

how 
simple and 
easy is the
purchasing
process?

what 
does the 
customer 
see and 

feel at the 
point of 

sale?

is the 
place clean 

and
welcoming?

what 
clothes/
uniforms 

are people 
wearing? 

what is the 
furniture/
internal 

decoration 
like?

to what 
extent 
can the 

customer 
experience 

the
product 

for
them-
selves? 

what 
training do 
the sales 

consultants 
get? Is it 
enough?

what is 
the layout 

of the 
store?
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