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PART 1

MAIN PROGRAMME
1
CONTEXT
Introduction
As an Assistant Manager for International Trade you show empathy, you are not afraid to operate in an international context, you show a great degree of flexibility, you are able to work according to plan, you are well organised. You combine all these with keen commercial insight. In addition, you are an entreprising as well as creative person. 
In order to be successful as an Assistant Manager for International Trade, you need to get a clear picture of the context in which you will be operating. 

Core task
The focus is on orientation in the field of international trade.
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2
LEARNING QUESTIONS AND ASSESSMENT
	What are you going to learn?
	How are you going to be assessed?

	finding and contacting a businessperson
	presentation and report

	presenting yourself professionally 
	presentation and report

	obtaining relevant information by means of interviews
	presentation and report

	using your English skills
	presentation, report and elevator pitch


3
LEARNING ACTIVITIES
In the course of this project you are going to work on various assignments:
1 You are going to learn about working in teams and working on projects.

2 You are going to listen to presentations by experts working in international business.

3 You are going to use various internet sources to collect information about various jobs in international business (desk research).

4 You are going to find and conduct interviews with two people working in international business (field research).
5 You are going to identify the key knowledge, skills and competencies required in international business.
6 You are going to write a report on A Day in the Life, covering the information you have found out.

7 You are going to present A Day in the Life about the two businessmen you have interviewed.
8 You are going to take an online personality test. 

9 You are going to do a skills audit of yourself.

10 You are going to deliver an elevator pitch.
4  
LEARNING CONTENT
To carry out your duties as an Assistant Manager for International Trade, and to deal with problems along the way, you will need to possess certain expertise as well as specific skills.

In the course of THE BIG PICTURE the following expertise and skills will be required.
	
• effective communication in English (and Dutch)
• working with otherss on assignments and projects
• working to deadlines
• gathering and processing first-hand information from experts 
   working in international business
• presenting yourself
• conducting desk research

• conducting field research

• comparing and contrasting various jobs in business

• identifying key knowledge, skills and competencies
• writing a telephone script

• compiling a list of interview questions
• planning, conducting and recording your interview at your 
   chosen company

• reporting your findings, in writing as well as in a presentation
• doing some self-assessment by means of a personality test
• ascertaining your skills levels and identifying strengths and 
   potential weaknesses

• preparing and delivering an elevator pitch

• and so much more!
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5  
Resources and materials
In the course of The Big Picture you will need these resources and materials:
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• This project book
• Business Studies, unit 12, pages 54-55 
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• s-bb.nl 
• stepstone.nl
• nl.linkedin.com

• nationaleberoepengids.nl
• export.nl

• fenedex.nl
• 16 personalities.nl
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	• Various clips at www.beroepeninbeeld.nl
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	• Introduction to THE BIG PICTURE (week 1)
• Desk research and field research (week 3)
• Introducing A Day in the Life (week 4)
• Introducing The Man in the Mirror (week 9)
• Elevator pitch (week 9)
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• Selected guest speakers


6 PLANNING AND ORGANISATION
	Week
	Week 
	What? (Activities)

	1
	Introduction to THE BIG PICTURE
Various kick-off activities
	Kick-off:
• working together
• working in teams
• working on projects

	2
	The Wonderful World of Work (1)
	• Meeting the experts (guest speakers), who will 
   share their insights and experience 
• Attending a lecture / workshop / presentation

	3
	The Wonderful World of Work (2)
	• Introducing desk research and field research
• Conducting desk research: using internet resources 
   to collect information

	4
	Introduction to A Day in the Life
	• Preparing for field research of weeks 5-6:

	5
	A Day in the Life (1)
	• Conducting field research 

	6
	A Day in the Life (2)
	• Conducting field research
• Processing field research data

	7
	A Day in the Life (3)
	• Processing field research data
• Preparing presentations

	8
	Showtime: A Day in the Life of...
	• Giving presentations in pairs

	9
	The Man in the Mirror
	• Taking a close look at yourself
• Writing your elevator pitch

	10
	Elevator pitch
Round-up
	• Showtime: Delivering your elevator pitch
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WEEK 1 – KICK-OFF ACTIVITIES
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Your tutor will present an overview of THE BIG PICTURE. After this session the presentation will be made available online.
Introduction
In THE BIG PICTURE, the first project of Assistant Manager for International Trade, it is important to gain a more detailed insight into the study you have just embarked on. As you work on the assignments in these pages, you will gain a deeper understanding of the world of business in general, and international trade in particular. 

In order to successfully complete this project, you will need to actively engage in both individual work, pairwork and group work. Not only will you be doing coursework in class, but you will also need to go out and visit companies to collect first-hand, up-to-date information from people working in the field of international business. In some cases you will need to confer with the other group members outside of class hours.

This project requires a proactive approach from all students. Successful completion of THE BIG PICTURE requires more from you than just working your way through the assignments. Needless to say, proper planning and effective communication are essential to be successful. 

THE BIG PICTURE is the first of four projects in this year. For this reason we start with a general kick-off activity about working on projects and working in teams. As you will find out, there is more to working efficiently in teams than meets the eye. Effective cooperation is easier said than done... and this not only goes for first-year IBS students like you...

1.1 Pairwork
Work with a partner to work on the questions below. Write down the most relevant findings on the paper provided. One of you may be asked to present your findings to the class. Make sure you are prepared.


  
Most of you have at one time or another been involved in project work and/or teamwork. For 
 
this assignment you should draw on these experiences. Examples include previous school 
 
projects, sports clubs, weekend jobs and so on.

 
Questions
 
1 What is a project? Write down three examples.
 
2 What is a team? Write down three examples.
 
Agree on one project and one team you were involved in and then answer these questions.
 
3 Describe the project (name – aim – participants – activities – duration ...)

4 Describe the team members (how many – who – what roles – how you worked together, 
                  and so on)
 
5 Were the deadlines met? If not, why not?
 
6 Was the project successful? Why?
 
7 Was the project evaluated? If yes, in what ways?
 
8 What did you learn from the project?
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After finishing answering the questions, now it is time to discuss the findings of the separate groups. Make notes of the most important information.
1.2 Pairwork
Work with a partner to work on the questions below. Write down the most relevant findings on the paper provided. One of you may be asked to present your findings to the class. Make sure you are prepared.

 
In the following years you will be required to work in groups on a series of projects. 
 
In order to complete these projects successfully, you should be able to work in teams 
 
effectively. Starting on a new project may involve working in a different team, that is, 
 
with other students. In some cases these may students do not know so very well yet. 
 
In other words, you need to be flexible and be able to adapt to working with other 
 
students in perhaps new situations and circumstances and to different deadlines.  

 
Questions
 
1 You will be working on projects in various groups. Of course, as a team you want to 
                  be as successful as possible. To ensure success, you will need to agree on some rules. 
 
    Write down ten rules that in your opinion will encourage and support teamwork.
 
2 Agree on what the team will do to make sure that the rules will be obeyed.
 
3 Agree on what the team will do if someone breaks the rules. 
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Your tutor will moderate the collection and discussion of your findings. Make notes of the most important findings.
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WEEK 2 – THE WONDERFUL WORLD OF WORK (1)
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Your tutor will briefly present the programme for this week and give a short introduction to the guests visiting Summa Business. 


In this week you are going to meet managers working in international business. They will be visiting our college and give a lecture (or presentatation, workshop) to share their insights and experiences. They may cover any or all of these aspects: 

• their line of business / industry
• the markets in which they operate

• the businesses they work for
• their day-to-day routine
• their responsibilities, duties
• their experiences
• their background
• their education 
• . . . . .

There will be some time set side for a question and answer session, so make sure you prepare relevant questions for the speaker. 
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Together with your tutor you are going to discuss and evaluate this week’s session. 

If time allows, you will be given a sneak preview of the next session. 
WEEK 3 – THE WONDERFUL WORLD OF WORK (2)
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Your tutor will give a brief presentation about various types of research, including desk research and field research. In the course of your study, in classes and during your intern-ships, you will be required to conduct desk research and field research. 
3.1 Pairwork
Work with a partner. Together you are going to conduct desk research on the job of an Assistant Manager for International Trade. 
An excellent starting point for your research is the website of SSB (Samenwerkingsorganisatie Beroepsonderwijs Bedrijfsleven): www.s-bb.nl 
Required end product
Write a report of 300 words in which you compare and contrast the job of an Assistant Manager for International Trade and two related jobs in business (e.g. Account Manager, Wholesale Business Manager, Logistics Supervisor, Retailer, Product Manager, Buying Manager, Marketing Manager, and so on).

Upload your report as pairwork.
Below is a list of resources you may find useful.
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Clips at www.beroepeninbeeld.nl 

Assistant Manager

• Assistent-manager internationale Handel (2:21)
Account Manager

• Junior Accountmanager (2:04)
 



• Werken bij Tempo Team als Accountmanager (2:36)




• Werken als Accountmanager bij Yacht (1:51)
Commercial Employee
 
• Commercieel Medewerker Binnendienst (2:14)




• Commercieel Medewerker Marthijn van Lindenberg (5:24)
Wholesale


• VestigingsManager Groothandel (3:47)
Logistics


• Logistiek Supervisor (2:20)
 



• Hoe een sneaker van A naar B wordt gebracht (8:09)
 



• Geavanceerde logistiek bij Eglo Oosterhout (6:04)
Retail



• Filiaalmanager (2:13)
 



• Ondernemer Detailhandel (2:54)
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WEEK 4 – INTRODUCTION TO A Day in the Life of...

Your tutor will present the assignment A Day in the Life of..., on which you will be working in weeks 4 – 8. The powerpoint will be made available online. 

4.1 Pairwork
Work with a partner. Discuss the questions below. Write down your most relevant findings on the paper provided. One of you may be asked to present your findings to the class. Make sure you are prepared. Use the internet and other sources of information.

Questions
1 What is international business? 

2 Find at least ten different international businesses in the Eindhoven area. For each 
   company describe what they do. You can use the information from their websites, but you 
   are not allowed to simply copy and paste. Use your own words.

3 Select the two most interesting companies and describe their business structure. What kind 
   of departments do they have and what type of work do the employees do in these   
   departments?
4 What does an Assistant Manager for International Trade do within these companies? 
   Describe his duties / tasks / responsibilities. 
5 Describe his position and role in the company hierarchy: how is he connected to the other 
   functions / departments?

There will be a brief discussion of your findings, moderated by your tutor. Make notes of the most important information. You may need for your report and your presentation (week 7).

4.2 Group work
Work in groups of four. Discuss the following questions. Write down the most relevant findings on the paper provided. Be ready to present your findings to the entire class. Make sure you are prepared.
You are training to be an Assistant Manager for International Trade. You have found out that this job offers lots of variety and... challenges. In order to be successful in such a job, you need to develop a great variety of skills and competencies.

Think about the competencies that someone working in business should possess.


 
A competency: a skill or ability you possess. It comprises these elements:
 
• Knowledge / information and experience
 
• Skills – physical actions
 
• Talent – intelligence + personal qualities + motivation

 
Questions
 
Let us focus on the job of an Assistant Manager for International Trade. For each of the 
              following questions compile a list. 
 
1 What does he need to know? 



[ Knowledge ]
 
2 What does he need to be able to do? 


[ Skills and competencies ]
 
3 What personality traits does he need to have? 
[ Personal qualities ]
Together with your tutor you are going to discuss the findings of the various groups. Make notes of the most important information. You will need it for your presentation and report.

4.3 Pairwork
Work with a partner. Together you are going to conduct desk research as well as field research.

As a team you will need to describe A day in the life of two Assistant Managers for International Trade (or Export Managers, or similar positions). To do this you will need to interview two people currently working in international business (export/import). 
Contact two companies you found before (see 4.1). If you are not able to find andyone willing to answer your questions then try to find two other completely different companies (e.g. goods vs services, European vs global, small-scale vs large, start-up vs established). 
Include basic background information about your chosen company (Company Profile – organisational chart, and so on). 
Note that your end product constitutes the work of two students, which should be clearly reflected by its scope and quality. 

You need to upload a report (front page – layout – page numbering – evaluation).

You need to give a presentation of your work (in week 7).


Step-by-step planning

Groundwork
  1 Work with a partner and agree on a working method. Divide the tasks sensibly.
  2 Brainstorm the assignment (what – how – when – where, and so on).
  3 Choose a format for your end product (presentation – short film – poster).
  4 Compile a list of companies / people you intend to contact. 

Telephone script
  5 Write a telephone script. This is flowchart-like diagram showing how you plan to conduct the 
      telephone conversation. Make sure you can make clear what you want from the company and the 
      proposed interviewee. 
  6 Show your telephone script to your tutor and revise it as required. 
  7 Make sure you have the revised version approved by your teacher before you contact anyone. 
  8 Practise using the script together.

  9 When you are given the green light, you can start using the telephone script to contact potential 
     informants. Keep going until you find two companies prepared to grant you an interview. 

Questionnaire
10 Compile a list of questions. Show them to your tutor for approval.
11 When your telephone script and your questionnaire have been approved, your tutor will give you 
      permission to contact and visit your chosen company for an interview.
12 If you need to miss any classes in order to conduct the interviews, ask for permission in advance 
      from your tutor.
Interview at the company
13 Bring pen and paper to the interview, so that you can make notes. Alternatively, you can ask for 
     permission to record the interview. 
14 When you visit the company, you may wish to let them know that you will need an internship 
      later in the school year.
15 If time allows, you may wish to ask for a tour of the company. You may wish to make photos. If so,  
     be sure to ask for permission first!
 
 WEEK 5 – A Day in the Life of... field research (1)

Your tutor will briefly kick-start this session and conduct a question-and-answer session. Make sure your planning for this week and the next is realistic.


In this week you will need to do your field research. Needless to say, this requires careful planning, as you need to make the most of your interviewee’s time, as well your own. 
As a team, try to plan your interviews during this session. If this is not possible, you will need to find another time slot to conduct your interviews. Avoid missing classes. 

If you cannot use this session for your interviews, you can do other project-related work. 
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WEEK 6 – A Day in the Life of... field research (2)
Your tutor will briefly kick-start this session and conduct a question-and-answer session.  
If you have not been able to complete your field research (week 5), you can use this session to do so.
If you have completed your field research, now is the time to start processing your research data and preparing your presentation.
WEEK 7 – A Day in the Life of ... Processing field research data
Your tutor will ask all groups for a progress report (verbal) to make sure that all teams will be ready to present their work in week 8. If you have any queries, ask them now!
During this session you are going to process the data you have gained during your interviews with the people working in international business. 
You will remember the end product consists of two parts:

• a written report covering your findings
• a presentation covering the most important findings.
                                 [image: image19.jpg]





WEEK 8 – SHOWTIME: A Day in the Life of ...
Showtime! Your tutor will ask all teams to present their work. He may do this in a set or random order. Make sure you are prepared and have all materials and equipment at hand and in full working order. Your tutor will use an assessement form to grade your work.
Today you and your partner are going to give your presentation in front of the class. 

Requirements
• The entire presentation is in English. 
• Your combined presentation lasts 8 – 10 minutes, excluding any film clips. 
• Your presentation may be followed by a (brief) question-and-answer session.
• You presentation is supported by audiovisual means (slides, poster, product, graphics, and so on).
• You cannot read from paper. You can use cue cards, though. 

Make sure you are well prepared and have all your materials with you. 
It is your responsibility to test any equipment you intend to use beforehand.

After the last presentation, your tutor will provide concise feedback on the presentations. Make notes of the most important tips. Remember this is by no means the last presentation you will ever have to give.
WEEK 9 – The Man in the Mirror

Your tutor will give a short presentation on the programme for this week and the next. 

So far in THE BIG PICTURE project you have been looking around you. You have looked at the world of international business. You have used various research techniques to gather information on the world of an Assistant Manager for International Trade. By now you should have a pretty good insight into what knowledge, competencies, skills and personal qualities a person needs to be successful in international trade.

This session is a little different from the previous eight. Today you are not going to look outside of you, but rather take a peek inside yourself. 

9.1 Individual work 
Use your computer to do a personality test. Go to 16personalities.com. You will need about 20 minutes to complete the test. Mail the result to yourself, so that you can access it in class. 
In class the various results will be discussed in general terms and the outcome will be put in context. 

Your teacher will discuss the outcomes of some of the personality tests in a general context. This discussion is not about individual characteristics of any students in particular.
9.2 Individual work
Your tutor will hand out a skills audit form, which you can use to record you various skills levels.

When you have all finished completing the skills audit form, you will discuss the main outcomes with your tutor.

Your tutor will give an introduction on elevator pitches. and provide a format that you can use for your own elevator pitches (likely your first one ever...).

9.3 Elevator pitch
Next week you are going to give an elevator pitch for the entire group. Although this is an individual assignment, you may want to work together with one or two classmates on this.  


WEEK 10 – Elevator pitch

Your tutor will invite you to deliver your elevator pitch in front of the group. He may do so in a set or random order. Expect to be the first student to be invited. 

Showtime! Today you are going to do your elevator pitch. 


End of THE BIG PICTURE project
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Requirements�• Your elevator pitch lasts 90-100 seconds (your pitch �    will be timed).�• Your elevator is entirely in English.�• You deliver your elevator pitch from memory.�• In your elevator pitch you include the most important�   things your have learnt while working on �   THE BIG PICTURE.
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