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Reading

Speaking

Business matters

:

Read part of this email from the owner of Jumbo Book Store. Answer these
questions.

I What types of information does Jumbo Book Store communicate between
its employees?

How do the employees exchange information in the company?

What documents does Amiki prepare?

How much time does it take to compile the data?

Why do the customers complain?
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Let me give you some background to our company’s sefup. A

Jumbo Book Store is & company based in Thailand. it has three book storesanda
warehouse next to one of the book shops. The store manager, Amiki Sukhon, finds it
very difficult to track sales because he uses handwritten sales reports that employses
prepare every day. The driver takes the reports and delivers them to the main office.
Every day it takes 5 to 6 hours to compile data about the sales. Based on these sales
reports, Amiki writes purchase orders for new books, sales figures for the owner and
customer information for the marketing depariment.

in addition, he often gets calls from customers compiaining about poor information
about avallable books and stationary products in the warghouse,

Could you spend some time looking at how we can improve our processes?
Regards
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Work in small groups. Prepare recommendations using the problem/solution
outline,

Problem/Solution Dutline

Who?

Why?

What?
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