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Managing basic business situations (2)
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Unit 5
Managing basic business situations (2)

A day in the office

8.30 am

Djamel arrives at the office. He listens to the voicemail messages on the 

answerphone: one person is sick and there’s a message for his boss, the 

director of the company, Dr Thiessen.

8.45 am

Djamel looks after Dr Thiessen’s diary. He has a short meeting with him to 


discuss his appointments for the day.

9 am
Djamel writes and answers letters and emails and answers the phone.
10 am
Coffee break

10.15 am

Esol’s R & D Manager is going to a trade fair in London next week. Djamel 

makes the travel arrangements for him – he books flights to London and 


reserves a hotel room.

10.45 am
The post arrives. Djamel sorts it and puts the letters into people’s pigeonholes.
11 am

The IT department wants to install some new software on the network. Djamel 


talks to one of the technicians about it and informs everyone by email of the 


day and time.

11.10 am

Dr Thiessen is making a presentation in Berlin next week. Djamel works on a 


Powerpoint presentation for him.

11.55 am

Dr Thiessen is meeting two important clients at twelve and then having a 


business lunch with them at one. Djamel quickly checks the restaurant 



reservation, then sits in on the meeting and takes notes.
1 pm

Lunch in the company canteen.

2 pm

Esol’s Sales Manager is having a meeting in the conference room at 3 o’clock 


this afternoon with the company’s sales team. Djamel ensures that the room is 


ready: that there is a flipchart and marker pens and cold drinks, biscuits and 


coffee on the conference table.

2.30 pm

Problem! A local firm is printing a new brochure about Esol’s products. The 


marketing department needs the brochures next week – but they won’t be 


ready. Djamel spends half an hour on the phone. And finally finds a solution.

3 pm

Coffee break

3.15 pm

Djamel writes up the minutes of Dr Thiessen’s meeting this morning, finishes 


the Powerpoint presentation and tidies his desk.

4.30 pm

Leaves the office.
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