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Module 1

BUSINESS AND SOCIETY
UNIT I
THE WORLD OF BUSINESS

| “Success in business requires training, discipline and hard
But if you 're not frightened with these things, the opportunities
- are just as great today as they ever were. »

John Rockefeller

? Look at the quotation above and discuss the following questions:

1.What do you know about the author of these words? Do you agree with his
viewpoint?
2. What other things do you think are required to succeed in business?
3. In your opinion, why do people around the world do business? What do you know

about business?

Hello! My name is Jacky Right. I'm a business consultant and | will try to help you
understand the world of business. Now read the information you need
> ;y to know.

Most people work to earn money. They produce goods and services.

Goods are either produced on farms, like maize and milk, or in factories, like

learnin
zone

g Jcars and paper.

Services are provided by such organizations as banks, hairdressers',
and shops. Some people produce goods; some provide services. For example, in the same

garage, a man may buy a car, or he may buy some service, which helps him maintain his car.

1. Make up five questions to this passage and ask them another student in your



group.

Y~
ST

Look at the diagram below. What other goods and services do you know?
Complete this diagram with your ideas.

Most people produce

Goods Servi
computer selling
cars treatin

So you can see that different businesses produce goods and provide services. But to
succeed they need people (consumers) like you and me to buy their products.

? But how do they find out what consumers need and want? To

answer this question you need to do the following tasks:

Study the key terms:

Basic Needs - things that are essential for life are called basic needs. There are five basic
needs.

Wants - these are desires for goods and services that you do not have. They are not
essential for your survival. OK you could argue that you can't manage without your com- puter,

but agree that you can live without it, that is why a computer is your want.

Y~

3.Pair work.

3. Make a list of your wants. Discuss it with your partner.



e What do you actually need from your list?

e What is the difference between a need and a want?

e Which of the companies you know satisfy your wants?
e Which of them satisfy your needs?

e What are the five basic needs of humans? Notice your ideas.
4. Listening

1. Listen to the expert in economics. He is describing five basic needs. Write them in the spaces

below.

First of all I should say that all people are human beings not robots and when identi- fying our

needs it is necessary to look inside our nature.

So, what do we need to do every day to survive? The answer seems to be very simple. Of
course We need to drink, and water is one of the most important our basic need. And without a doubt

everybody needs to eat something except for the women who are on diet, I'm kidding.

Since the times of Adam and Eve people have been wearing clothes. Of course during
prehistoric times the clothes were made of skins of wild animals and nowadays fashion plays an
important role in our lives. But it’s necessary to mention that we wear clothes not only because they
are beautiful, but also because they protect us from wind and sun, rain and snow. Clothes bring

people warmth and it is very important for us.



And finally, we need a shelter | mean houses and apartments to live in. Without these five

things it’s impossible for people to survive and many business works to satisfy our basic needs.

2. Compare your ideas with his explanation. Were you right?
BUSINESS SECTORS

Look at the following logos. Can you name these famous

companies? What do they produce? Do they meet your needs or

wants?
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life gets easier

2. Match the companies on the left (1-12) with the
sectors they work in on the right (a-1)



1. A company which makes aspirin
2. A company which mines coal

3. A company which makes
men's suits
4. A company which sells package
holidays
5. A company which makes trucks
6. A newspaper publisher
7. A supermarket chain
8. A company which builds houses
9. A company which makes washing
machines
10. A company which sells
hamburgers
11. A company which makes
shampoo
12. A restaurant chain

a) automotive
b) construction

c) consumer electronics
d) catering
e) tourism
f) extractive
g) fast food
h) publishing
1) pharmaceuticals
J) retail
k) textiles

1) toiletries

Discuss the following questions.

o What business sectors are developed in your country?

e Do you know any Ukrainian companies working in these business sectors?

o Which business sector is the most interesting to work in? Explain why.

3.Listening

a) Listen to four people describing business sectors they work in. Identify these

sectors. Match ideas on the left with what the speakers actually say.

A. It is useful
B.It is very hard

C.It is interesting

Speaker 1

Speaker 2

Speaker 3



D.It needs creativeness and imagination Speaker 4

Tapescript 2
Business sectors

1. I have been working as a tourist guide for 5 years. I really love my job!
I've already been to many countries of the world - Italy, Spain, Turkey,
Thailand and others. It's really wonderful to travel around the world and earn
money for this. My job is interesting and fascinating. But sometimes I can be
extremely exhausted with my group. Going sightseeing isn't as easy as you can
imagine. And the tourists are too noisy! They ask so many questions and some of
them are too irritating. But if you love your job you won't mention all these

minuses.

2. My grandfather and father were miners and I couldn't imagine my life
without this job. Yes, it's very dangerous and very hard but I've already got used
to it. Sometimes I think to quit but I live with my family in small city and there is

nothing to do here for me.

3. I'm a fashion designer and have to be aware of the latest tendencies in the
world of fashion. I often attend different shows in Paris and Italy. Of course my
job requires creativeness and imagination because I need to satisfy the most
sophisticated tastes. I should also say that there are some drawbacks in my
profession. I work with many people and sometimes they don't understand what

exactly I want from them. It is very annoying.

4. I think that my job is very important and helpful. I work in chemists.

When people are ill they come to me and I give them advice what pills or drops to



buy. I need to be very patient and polite and people are very grateful for my
attitude. My friends say that it is very hard to talk to ill people and I absolutely

agree with them because I feel the pain too. But I help people and I am proud of

it.
b) Listen again and make notes on the advantages and disadvantages
Advantages Disadvantage
S
pharmaceutic
als
extractive
tourism
textiles

? Which sector do you think is the best for
starting your own business? Why?

3. Read the following dialogue and see how Peter and Michael solved this
problem.

m Before reading study the following
\ \words:

é\? to set up a company — 3acHyBaTH KOMIIAHIIO
B profitable (adj) — npu6yTKoBHii

profit (n) — mpudyTok
competition (n) — KOHKypeHITis

to be in great demand - xopucTyBaTHCH
BCJIIMKHUM IIOIINTOM

Peter: Hello Michael!

Michael: Glad to see you, Peter! We haven't seen for ages! How are you?



Peter: You know, I've decided to set up my own company.

Michael: Really? What are you going to do?

Peter: I don't know yet. I've come to ask you for advice.

Michael: Ok. Do you want to open a large or a small company?

Peter: Well, I have enough money to start a small company that would
provide services, for example a travel agency. Will it be profitable?

Michael: I wouldn't say that a company like this would be successful on
our market because there is a great competition among the travel agencies.

Peter: What could you advice me to open then?

Michael: If I were you I would set up a restaurant chain. Catering is in
great demand nowadays. I'm sure you'll make a big profit.

Peter: Thanks for your help, Michael! As soon as I open my restaurant I'll

invite you to visit it. You'll be my first client.

Michael: With pleasure!

quality — sikocti/kauectsa opinion poll — omut cycmiapHOT
SUCCESS — YCIIiX /ycrex JTyMKH/0TIpoc OOIIECTBEHHOIO MHEHUS
complex — ckia HMi/CIIOoKHBIH numerical ~—  uucenpHuit
graduate — BHITyCKHHK [arcneHHbIin

/BBITTYCKHUK to improve — moxpamryBaTu/
unemployment — 6e3po0iTTs/ | yIy4llIaTh

Oe3paboTHIa adaptability —
employer —  PaGoronasens/ | IPECTOCOBAHICTh

paboTroaarenn /prCIIoCco0IIEMOCTE
shortage —mnecraua/ HexBaTKa awareness —  00i3HaHICTB/
to include — BxiTrouaTH/BKIIOYATE | OCBEIOMIICHHOCTD




to solve —BupimryBatu/ pemars

experience — J0CBi//OmbIT

to afford - wmormm coGi to consider — Posrmsmaru/
JI03BOJIUTH /MOYb ce0€ MO3BOJIUTh paccMaTpuBaTh
extended — mmpoxuii substantial — icrotHui /
minority — MEHIITICTH/ | CYIIeCTBEHHBIN
MEHBIITHHCTBO to interact —B3aemomiaTH,
contribution — Bxiag B3aUMOIECUCTBOBATH
range — CIeKTp, Auara3oH to annoy —
vocational -- mpodeciiiHuii /| TOKy4YaTH/AOCAKIATD
npo¢eCCUOHATBHBIHI flexible — rayukwuii/ruOkuit
t0 pOSSESS — BOJIOITH/BIAICTh certain — BU3HAYECHUM
lomipeeeHHbIH
to realize —po3ymith/
HOHMMATh
to adapt — amanTyBaTHCS/
aIaTHPOBATHCSIS

A diploma is becoming the minimum qualification requirement for any
white-collar job today. We now live in a far more complex world and most
jobs today require a much higher level of intellectual skills than ever before.
Graduates not only continue to enjoy higher pay and lower unemployment
than non-graduates, but most employers will tell you that there is still a

shortage of good graduates.

So what do employers look for in graduate recruits? The list of typical
job requirements includes communication skills, the ability to gather,
analyze, process and present information; and to solve problems. In the past
this was enough. When graduates were small elite, employers could afford to

invest in extended training programs.



Although small numbers of graduates of exceptional potential are still
reunited into training schemes, they are a small minority. Most graduate
recruits today are expected to make an immediate contribution to the
organization. This means that they need more than their academic
qualifications. Employers look for a range of vocational skills, which are
useful in almost all types of work; they are usually known as "key skills".
Employers have produced long lists of desirable skills, which they would like

their new graduate recruits to possess.

According to a recent opinion poll among employers the top six "key skills" are
the following:

Employers also want candidates to have some additional
qualities such as adaptability and commercial awareness. Above all,

they want recruits to have already had some practical experience.

The most important quality most employers emphasized is
work experience. Most of today graduates do have work experience
of one kind or another, but most of them do not usually use all the
learning opportunities it provides. Many students still consider

part-time jobs only as a source of money.



What is he
looking for?
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Most employers want candidates to have substantial work experience,
however, not enough employers offer suitable vacancies to provide this. Ideally,
you would get vacation or part-time work relevant to your area of study so that you
could start to apply theory to the world of work. Many students work in retail shops,
bars and fast-food outlets, or waiters in restaurants. The money is certainly useful,
but does menial work provide opportunities for useful learning and help your

career prospects? Well, it does.

Even in the most jobs you can analyze everything you see and do and what
your colleagues at all levels are doing. You can try and work out why things are
organized the way they are and why people act the way they do; how to interact
with a boss, colleagues and customers; what the customers like, do not like and w
hat annoys them. The job can be used as a learning opportunity so you can tell

future recruiters what skills and understanding you have gained.

Few people will find a lifetime employer. They will move between employers to



gain greater experience and expertise. Many will be offered short-term contracts. Others
will work on a part-time or self-employed basis. Graduates have to be more flexible because
their future careers are less certain. In going to university it is important to realize that the
future will be very different from the past, that you must learn to adapt and that you can

and should learn from every experience.

Useful Language

Student A Student B
e Why don't you...? e What advice could you give to me?
e If I wereyou, I'd... e What should I do?
e | think you should... e | don't know what to begin with
e You could try... (V+ing) e | know it's risky but I'm all optimistic about
e In my opinion the best thing to do is starting. ..
e Have you thought about ... (V+ing) e Is dealing with...risky?
e | see no reason to open e The thing that worries me most is ...

3.Work in groups of three or four.

Student A has a problem and is asking you for a piece of advice. Students B, C
and D try to help Student A by giving advice. Use phrases from "'Useful language"

above.

Example:

Student A: I want to work for an international company. I am optimistic about
it.

Student B : In my opinion the best thing to do is to study English. It is an
international language.

Student C: Why don't you look for a job as a secretary in one of the

companies? It can be a very good beginning.



Student D: I think you should choose a sector: catering, tourism or cosmetics.

Student A: Thank you. I think, you are right.

Ideas for dialogues:

1. You want to leave a company. You do not like the Boss.

S e
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5. Pair work

You need a place to live but you do not have money.

Your secretary does not work quite well.

You are promised positions in two companies at the same time.
You know that your friend does not tell you the truth.

Your computer does not work and you cannot do the work you promised.

Role play the following situation:

Student A

You are a business consultant
and have been working in this sphere
for a long time. One of your clients
wants to set up his own company. But
you are not

Sure whether it will be successful.
Give him (her) advice on how to start a
business, which you think would be
profitable.

Student B

You want to start your own
business but you don’t know what to
begin with. You are thinking about
opening hairdressers” or a bookshop
and you don’t know which business
sector to choose. You ask your business

consultant for advice.

UKRAINTAN ECONOMY

g
.- \’

N

economy.
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Hi! It’s me. 1'd like to find out how well you know Ukraine and its




1. First, match the names of industries developed in Ukraine in column A with their

products in column B. Use the dictionary if you need.

A B
1) aerospace industry a) plastics, fertilizers, chemicals
2) automobile industry b) steel, iron, cast iron
3) machine engineering ¢) locomotives, industrial robots
4) chemical industry d) processed food products
5) food processing e) motor vehicles
6) ferrous industry f) planes, spacecrafts, missiles
7) cellulose paper industry g) iron, silver, manganese, coal
8) mining industry h) paper and paper products

2. Now do the quiz. You can work in pairs or in groups.
/. What are the main branches of Ukrainian agriculture?
a) dairy industry
b) meat-packing industry
C) grain and sugar production
2. Why does Ukraine have a great agricultural potential?
a) because of favorable geographical position
b) because of the moderately continental climate
c) because of its unique black soils
3. What region is the center of Ukrainian ferrous metallurgy?
a) Pridniprovye Region

b) Zakarpattya Region
¢) Volyn Region

4. Where are missiles and spacecrafts built?
a) in Poltava
b) in Donetsk
c) in Dnepropetrovsk
d) in Kyiv

4. Listening.
Listen to the interview with the expert in Ukrainian economy and check
whether your answers were correct or not.

Tapescript 3



A:  Ukraine is considered to be an industrial-agricultural country. In what sectors
of the economy does it have the greatest potential?

B.. You know, our potential is probably the greatest in machine engineer-
ing, ferrous metallurgy and aerospace industry. The Ukrainian plane
«Ruslan» is well known in the world. As for agriculture, Ukraine has a
great potential because of its unique black soils.

A:  What are the most important products of Ukrainian agriculture?

B: | would say grain and sugar. The regions of Odesa, Dnipropetrovsk,
Kharkiv, Vinnitsa, Zaporizhya, Poltava, Kherson, and Mikolaiv are the
major producers of grain. And Vinnitsa, Khmelnitsk, Poltava, Cherkasy,
and Kyiv regions are leaders in sugar production.

A:  Where are Ukraine's major industrial regions?

B: It is the southeast of the country. | would first of all name the Donbas
and the Prydniprovye. The Prydniprovye includes Kryvyi Rig, Zaporizhya,
and Dnipropertovsk. That 1is where coal, ferrous ore, and manganese
are mined. It is also the center of the metallurgical industry. It is neces-
sary to point out that ferrous metallurgy is one of the leading branches of the national
economy of Ukraine.

A: | know that Dnipropetrovsk is also the city where missiles and spacecrafts are
built.

B: It’s true, and these spacecrafts are used for launching satellites, not only those of

Ukraine and Russia, but of other countries too.

I Watch out



/ Economics - the study of economies, and their money systems. \
Economical (adj) - the careful use of money
Economize (V) - to save money, time, and recourses.
Economist(n) - a person who studies the way in which money and
goods are produced and used in the systems of business.
Economic (adj) - attributive related to trade, industry, and the
development of wealth
Economy (n) - the relationship between production, trade and the

\supply of money in a particular country. /

1. Put the words from the box into the gaps.

Economics Economical

Economize Economist Economic Economy

1. Areelectric cars........ to run?
2. Europe is more than an..... community.
3..is not an exact science.
4. We......... on everything to send our children to private schools.
5. The state of the........ IS very worrying.
6. He is a very talented.......

3. Make up your own sentences with the words from the box.

Funny Business
A walking economy

The guy is walking with his friend, who happens to be a psychologist. He says to this friend,
«I'm a walking economy. » The friend asks, «How so0? ». «My hair line is in recession, my
stomach is a victim of inflation, and both of these together are putting me into a deep depression!
©

Individual assignment
1. Work in groups of 3 or 4. Prepare a brief written report devoted to




the sectors of economy, which dominate in some English-speaking countries and
present it fo the class. Choose one of them:

e The USA

e Canada

e Australia

e The United Kingdom

Use the following web sites o prepare your report:

http://Mww.factmonster.com

http://en.wikipedia.org

http://Mww.megaessays.com

2. Read the article «China’s economic boom' and do the exercises after it.

Discuss the following questions:

= What famous Chinese companies do you know?
« Do you have any Chinese products at home?
« Have you ever heard the statement that Chinese products are of poor

quality? Do you agree with it?

China’s economic boom

| China's economy has been growing significantly for the last three
j decades and there is huge potential for further expansion.

The Chinese economy has been growing nearly ten percent a year for three decades but even
now personal incomes are only at the level of Japan in the early 1950s. That means there's
huge potential for further expansion. And if the experience of earlier Asian economic
miracles like Japan and South Korea is anything to go by, China should carry on growing at
this hectic pace for another twenty or thirty years.

For other economies China is seen as both an opportunity and a threat. On one hand it's


http://www.factmonster.com/
http://en.wikipedia.org/
http://www.megaessays.com/

created a new market for suppliers of basic commaodities like oil, steel, wood, soy-beans and
many other agricultural products. Commodity producing countries like Australia, Brazil
and Argentina have seen demand for their goods soar. And just as important, world prices
for basic products - steel, many metals, oil and some foods - have gone up very sharply in the
last couple of years.

But on the other hand, China's rise as a manufacturing center is seen as worrying by
many competitors. China gets between thirty and fifty billion dollars of foreign investment

every year -far more than any other nation. . Manufacturers in other places often find it hard to

% & compete.
| Though at the same time, as China's population gets
£ individually richer, the country is emerging as a key market for the
&1 sophisticated products and services typically produced in the
industrialized West. China is on course to become an economic
superpower but its not actually there yet - it's currently the
sixth largest economy in the world, still smaller than Britain and France let alone the

real giants Japan and the United States.

? Answer the following questions:

e Why is China considered as an opportunity for other economies?
e Why is it seen as a threat?
e Why is China now a key market for sophisticated products?

2. Find the words in the article to match the following definitions:

1. agreat possibility that something might happen
2. continue
full of activity, very busy and fast
a product or raw material that can be bought and sold
rise very quickly to a high level
a very important market
complex and refined
8. a country with a great economic power
9. ten years
10. money earned when someone works; salaries and wages

Noghsw




4. Give a brief overview of Chinese economy.

Reading

The future of the automobile industry

1. Which factors are important to you when buying a car? Rank the following

factors and compare with a partner.

Fuel economy \

Environmental impact

Price

Technological features e.g. DVD
player

e Style and image

. — —

2. Read the following paragraph headings. Make four predictions about the content

of the article on the car industry.

(a) Toyota's Prius leads the way for hybrid cars
(b) China : the road ahead

(c) High price for fuel effects car sales

(d) Technological innovations

4.Scan the article and match the headings above to the paragraphs below.

Before reading study the following words:

To saturate — neperosHIOBaTN

Forecast — mpornosysartu

Sales — mpogaxi

Domestic market — BHyTpimHii puHOK
Joint venture — crriabHe DignpuUEMCTBO
Polluting emissions- 3a0pyAHIOI0Ui BUKIAN
Vehicle — TpancriopTHuit 3acio

Inevitable — nHemuHyuNII
Overseas companies — iHO3eMHi KOMITIaHi1

Competition — KoHKypeHIIis



1. Is it time for change in the car industry? 60 million cars and trucks are made
every year, but in many parts of the world, the market is saturated. Car sales in the
US, for instance, are slowing down due to high oil prices. Both GM and Ford are
cutting production in their domestic market. US car makers are also facing intense
competition from overseas companies last year, Toyota overtook Ford to become
the world's number two producer.

2. Toyota, which led the way in 'just-in-time' manufacturing techniques, has
raised its annual sales forecast. Both European sales and US sales have increased.
Meanwhile, industry eyes are focused on China, where the boom continues. As new
investments grow, and western companies set up joint ventures with Chinese
manufacturers, the government has just forecast that the country could have 140
million automobiles on its roads by 2020 seven times more than now.

3. So what does the future for car makers hold? There is great interest in Toyota's
Prius. This hybrid electric car has achieved sales of over 200,000, offering one
possible solution for reducing polluting emissions in the future. At some point, the
car industry will be forced to consider alternative, environmentally friendly ways of
powering vehicles.

4. With interest in 'back seat' entertainment such as digital movies, it may be
that technology could help turn around the car industry. So, change is inevitable

in the car industry. The main question is: what shape will that change take?

Answer the following questions:

a) Why are car sales in the USA slowing down?
b) Why does the boom in China continue?
c) Why is Toyota Prius so popular nowadays?

d) What factors could turn around the car industry?

2. Find the words in the article which match the following definitions:

a) The money that you give to a company or bank in order to get a profit



later.
b) A business arrangements in which two or more companies work together.
c) A thing such as a car or bus that is used for carrying people or things
from one place to another.
d)A description of what is likely to happen.
f) An animal, plant, thing that is produced from two different types of

animals, plants or things.

3.Put the words from the box into the gaps.

a) It is necessary for the local ~ to control the activity of foreign firms.

b) Our economy can't survive without foreign

¢) Unfortunately company were down 15% last year.

d) A time when a country's economy is very successful is called a .....

e) After a great decrease in sales a company started to sell their products at

reasonable ........... .

f) The experts ..... that the computer production will increase.

5.Look through the article again. Write out the verbs that show change in the

economic activity of a company. Divide these verbs into two categories:



Economic growth Economic decline

6.Listening

Listen to a Finance Manager of McDonald's corporation. He is presenting the

annual report. Complete the sentences with the missing words.

I am sorry to say the company has not performed well this year. Our turnover
was (1) ..... last year. This year it has fallen to (2) ..... .We also can emphasize a
considerable (3) ..... in sales in the countries of (4) ..... .Our hamburgers are not in

great (5).... there any more. Our restaurants had (6).....production of Big Macs and
French Fries.

Falling (7) ... and weak production have had a negative effect on our plans, so we
are unable to (8)..... new restaurants that we announced earlier. But if we (9)

healthier food we will (10) .....our sales.

6. Using the verbs from the previous exercise make predictions on the
development of the following industries in Ukraine:

e pharmaceutical

e aerospace industry

e ferrous industry



DR GRAMMAR
MAKE AND DO IN BUSINESS

The verbs make and do are often used incorrectly in some business
expressions. Let's clarify this question
1. Decide whether to use MAKE or DO in the following word

partnerships.

...... progress ...one’s best ... money
....... clear ...a profit ... the figures
...... a proposal ... business ... aliving

2. Use the expressions above to complete the sentences below. Put them in
the correct form.

1. Who are your main customers in Germany?
Well, last year we a lot of business with Siemens.

2. How many units of the XX77 did you produce last month?
Let me see, I the figures yesterday.

3. Can you finish the proposal by tomorrow morning?
I1  my best, but I 'm out of the office this afternoon.

4. How was business in Japan last year?
Better than we expected. We ......... a profit.

5. Have you heard from our representative in Bombay?
Yes, he's ..a proposal to extend the contract.

6. How are things in Brazil?
To be honest, we haven't much progress there.

7. Do you know what Carlos Capalbo's doing these days?



Yes,  heard he's a good living in real estate.
8. Do you think we should market our new range of bikinis in Italy?
Definitely, 'm sure wecan  ....... a lot of money there.
9. What do you want to achieve at the marketing meeting tomorrow, Alex?
Well, first of all I want to.it clear that we should attend that trade fair in Athens.
3.Reading
Read the text “The fundamentals of entrepreneurship” and do the
corresponding exercises.

1. Match the words from the box with the

1. aparticular money earning activity or place (a store, a company, a firm).
2. a business in which there is some degree of risk.
3. a person who buys and sells goods.
4. business firms.
5. a person who drops out of school or college without completing the course.

6. profit after tax, rent, etc. are paid.



7. a place from which goods are sold.
8. a special right given by a company to a person or group to sell that compa- ny's
goods or services in a particular place.
9. tocome to an agreement or make final arrangements about smth.
10. a clergyman, a Christian priest.
11. smth that has value and that may be sold to pay a debt.
12. part of the capital that consists of founder's shares, all of which together
carry the right of ownership in the business.
13. a person's experience and education.
14. an article of trade or commerce, goods.

15.someone that follows.

2. Complete the following sentences using the words from the previous
exercise.
1. Many women refuse from work to ___ staying at home.

2. Venice was a city of rich

3. His included shares in the company and a house in France.
4. This company has 34 retail in this state alone.
5. Russia and Brazil have signed an agreement in deliveries of basic

like sugar and cocoa.

3. Match the words on the left with their synonyms on the right.

1. concise a) lending
2 literally b) shares
3.loan c) exactly

4.stocks d) short and clear



4. Use the words from the table to complete the sentences below:
Computer is the greatest of the 20 century.

A manager must know how to manage and people.

The job of a fashion designer requires

If your company wants to be competitive, you need to provide the

methods of working.

If you don't know this term look up in the dictionary and read its

5.Reading.

a) Read the following definitions of an *entrepreneur” and

J “entrepre - neurship™. Find in the economic dictionary or another source the
definitions of these words in your native language and compare them with the ones

given here. Which one is more detailed and better defined?

a) Entrepreneur. Briefly stated, the entrepreneur organizes and man ages an
enterprise for personal gain. He pays current prices for the materials used in the
business, for the use of the land, for the services he employs, and for the capital he
requires. He contributes his own initiative, skill and ingenuity in planning, organizing
and administering the enterprise. He also assumes the chance of loss and debts. The
net residue of the annual profits of the enterprise after all costs have been paid, he

retains for himself.

h) Entrepreneurship. Entrepreneurship is the process of creating
something different (new) by devoting the necessary time and effort, assuming the
accompanying financial, psychic, and social risks, and receiving rewards of monetary

and personal satisfaction and independence.

b) Read the texts below and in two or three sentences give the

main idea of every part.



Text 1
THE FUNDAMENTALS OF ENTREPRENEURSHIP

Millions new enterprises start each year despite more than a 50% failure rate.
Consumers, business people, and government officials take an interest in this
activity. Starting and managing a new business involves considerable risk and
effort. In creating and helping a new venture to grow, the entrepreneur has all the
responsibility for its development, growth and survival, as well as corresponding
risks and rewards.

Who wants to accept all the risks and effort involved in creating a new venture?
The person may be a man or a woman, come from an upper-class or a lower-class
background, have a college or a university degree or be a high school dropout.
The person may have been a student, a teacher, an engineer, a salesperson, a

manager, a retired person, etc.

DEVELOPMENT OF ENTREPRENEURSHIP

Who is an entrepreneur? What is entrepreneurship? These frequently asked
questions reflect the increased international interest in the field. In spite of all

this interest, a concise, universally accepted definition has not yet emerged.
The word entrepreneur is French and literally translated, means "between-taker"
or "go-between". Let's take a look at the entrepreneurship from a historical

perspective.

EARLIEST PERIOD

One early example of a go-between is Marco Polo, an Italian, who was one of the
first Europeans who sailed to the Far East. He attempted to establish trade routes to
China. He signed a money contract with a money person to sell his goods. That

money person was a forerunner of today's capitalist. A common contract during



that time provided a loan to the merchant-adventurer at a 22.5 percent rate,
including insurance. While the money person was a passive risk taker, the
merchant-adventurer took the active role in trading, bearing all the physical and
emotional risks. After the successful completion of a journey by the merchant-
adventurer, the money person took most of the profits (up to 75 percent), while the

entrepreneur merchant settled for the remaining 25 percent.

MIDDLEAGES

In the Middle Ages, the term entrepreneur was used to describe both an
organizer of musical performances and a manager of large building projects. In such
projects, this person did not take any risks, but merely managed the project using
the resources provided. A typical entrepreneur in the Middle Ages was the cleric -
the person in charge of great architectural works, such as castles and

fortifications, public buildings, abbeys, and cathedrals.

17TH CENTURY

The connection of risk with entrepreneurship developed in the 17th century.
At that time an entrepreneur was a person who entered into a contract with the
government to perform a service or to supply stipulated products. Since the
contract price was fixed, any resulting profits or losses reflected the efforts of the
entrepreneurs - the better they worked the more profit they had. One of the
entrepreneurs in this period was John Law, a Frenchman, who was the founder of
the royal bank of France and the Mississippi Company, which had an exclusive
franchise to trade between France and the New World. Unfortunately, this
monopoly on French trade led to Law's downfall when he attempted to push the
company's stock price higher than the value of its assets; this eventually led to the

collapse of the company. Richard Cantillon, a well-known English economist at the



beginning of the 17th century, understood Law's mistake. Cantillon developed one
of the first entrepreneur definitions. He is regarded by some researchers as the
founder of the term. He viewed the entrepreneur as a risk taker because merchants,
farmers, craftsmen, and other sole proprietors "buy at a certain price and sell at an

uncertain price, therefore operating at a risk. »

18TH CENTURY

Finally, in the 18th century, the person with capital was differentiated from the
one who needed capital. In other words, the entrepreneur was distinguished from
the capital provider (the present-day venture capitalist). One reason for this
differentiation was the industrialization occurring throughout the world. Many of
the inventions developed during that time were reactions to the changing world, as

was the case with Thomas Edison, the author of many inventions.

He was developing new technologies but was unable to finance his inventions
himself. Edison raised capital from private sources to develop and make experiments
in the fields of electricity and chemistry. Edison was a capital user (an
entrepreneur), not a provider (a venture capitalist). In contrast, a venture capitalist
is a professional money manager who makes risk investments from a pool of equity

capital to obtain a high rate of return on the investments.

19TH AND 20TH CENTURIES

In the late 19th and early 20th centuries, entrepreneurs were frequently not
distinguished from managers and were viewed mostly from an economic per-
spective.

Andrew Carnegie is one of the best examples of modern entrepreneur. Carnegie
invented nothing. Using new ideas he developed new technology into products to

achieve economic results. Carnegie, who descended from a poor Scottish family,



made the American steel industry one of the wonders of the industrial world,
primarily thanks to his ability to win competition, rather than his inventiveness or

creativity.

In the middle of the 20th century, the notion of an entrepreneur as an innovator
was established: The function of the entrepreneurs is to recreate or revolutionize
the pattern of production by introducing an invention or, by using new
technological possibilities for producing a new commodity or producing an old
one in a new way, by opening a new source of supply of materials or a new
outlet for products; by reorganizing an old industry and creating a new one...

In this definition the concept of innovation and newness is an integral part of
entrepreneurship. Indeed, innovation, the act of introducing some new ideas, is one
of the most difficult tasks for the entrepreneur. It needs not only the ability to
create, but also the ability to understand all the forces at work in the environment.
The newness can consist of anything from a new product to a new organizational

structure.

Edward Harriman, who reorganized the railroad in the United States, or John
Morgan, who developed his large banking house by reorganizing and financing the
nation's industries, are examples of entrepreneurs fitting this definition.

These organizational innovations are as difficult to develop successfully as the
more traditional technological innovations (transistors, computers, lasers) that are
usually associated with the word invention.

This ability to innovate is an instinct that distinguishes human beings from
animals. The instinct can be observed throughout history, from the Egyptians who
designed and built great pyramids out of stone blocks weighting many tons each,
to laser beams, supersonic planes and space stations. While the tools have
changed with advances in science and technology, the ability to innovate has

always been present in every civilization.



Answer the questions:

1. What are the main functions of an entrepreneur?

2,  What period of time was the most suitable for the devel-
opment of entrepreneurship? Why?

3. In your opinion what is more important for being an
entrepreneur-financial independence or inventiveness and

tmagination ? Explain your point of view.

2. Build a mind map to summarize the main facts and ideas of the

f

3. Role play

"Interviewing a specialist in the history of the economy".

First, work in pairs. You are students studying business. You are going to
meet a specialist in the history of the economy and ask him questions about the
history of entrepreneurship. Make up a list of about 10 questions.

Then work in groups. Choose one student from the group who will be a



specialist and interview him.

Communication workshop

First contact

? What do you do and say when you meet someone for the first time?

1.Look at the table. Here you can find some useful phrases to introduce

yourself and others. Say whether they are formal or informal.

Greetings Responding to greetings
Good morning (afternoon, I'm very/quite well, thank you.
evening) Not too /so bad, thank you.
Hello. A bit tired, otherwise all right.
Hi. 0.K,, thanks.
How are you? Not very well, I'm afraid.
How are you getting on? I've got a bad cold.

How are things with you?

I haven’t seen you for ages!

How are you? Responding to
Introductions introductions
My name is ... How do you do. My name is ...
I'm ... (job, position) Nice to meet you. Mine’s ...
Let me introduce myself. Glad to meet you.
We haven’t met before. I'm ... Happy to meet you.
I'd like to introduce you to ... Pleased to meet you.
Leave-taking Saying goodbye
I'm afraid I must be going. Good-bye
It’s time I was going off. Good-bye for now.

I'm a bit of a hurry. I must be Bye-Bye.




off, I'm afraid. See you later.

It’s been nice meeting you. Al the best.
Hope to see you again. If you want to be
Nice meeting you. remembered to some other

people (friends, members of
family, acquaintances), use
these phrases:
Please give my regards to ...
Remember me to ...

Give my love to ...

2. In your opinion which of the phrases above are formal and which are

informal ? Mark formal phrases with F.

Listening
Listen to the dialogues below and complete the missing information.
a)  Mrs. Joseph: Good morning, Mrs. Green.
Mrs. Green: Good MOINING ........cccvvvveeeiiveeeeiiinnnnn ?
Mrs. Joseph: Very well, thank you. And you?
Mrs. Green: I'm afraid, ...........ccceeviveiiiiiiiennnn,
Mrs. Joseph: Oh, dear, sorry to hear that.

b)  David: Hi.
Jean: Hello, David ............cccooeiiiiiiiiiie i, ?
David:..........cocvvvveennne, And how are things with you?

Jean: Oh, more or less the same as usual.

Julie: HEHO ...,

Susan: Pleased to meet you too.



) e Mr. Johnson: I'm afraid
Mr. Stan: Must you really?

Mr. Johnson: Yes, I'm afraid so. I’ve got some urgent work to do.

Mr. Stan: Well, ...,

Mr. Johnson: Good-bye.

Mr. Stan: Good-bye...........coccevviiiiiinnnn, your wife.

Mr. Johnson: Thank you. I will.

5.Complete the conversation between George Addison and Annette Ricardo.
Make up questions from the words in brackets.
Annette: Hello (1) ? (Mrlyou/are/Addison?)

George: That's right. George Addison.

Annette: Nice to meet you. Let me introduce myself- I'm Annette Ricardo, from
Brazil.

George: Glad to meet you, too (2) ? (from/are/you/Rio?)

Annette: Yes, 1 am. (3) ?(country/what/you/ from/are?)

George: I'm from the USA. | work in telecommunications. Here's my business card.

Annette: Really? (4) ? (it/sector/interesting/in/work/

to/this/is/business?)
George: Yes itis. I run my own company and it is very profitable. (5) ?
(do/what/you/do?)
Annette: | work for Pele a Brazilian coffee manufacturer.
George: Oh, coffee is my favorite drink.
Annette: (6) ? (you/some/like/ coffee/ would?)

George: With pleasure.

5. Make appropriate introductions in the following situations.
a) You are at a company party. You see a head of marketing department who you would

like to be introduced. Let somebody introduce you.



b) You have just arrived at a restaurant. Your partner doesn't know your colleagues.
Introduce them.

c¢) At an informal lunch introduce yourself to the daughter of a colleague.

d) You are at a conference. Introduce yourself to a person you want to discuss his report

with.
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e Names and titles
The Americans are famous for their early use of first names in
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[. any relationship, however formal. You can notice how often Americans

repeat your name in the first five minutes of conversation. The British
22

also use first names most of the time. However, they are not good at

remembering names and will soon use no name at all! In some cultures it is important to address

someone using their title - for example Doctor, Professor.

Forms of address
Mister (Mr) - to a man e.g. Mister Johnson, Mr. Smith

Missis (Mrs) — to a married woman e.g. Mrs. Green
Miss — to unmarried woman e.g. Miss White
Ms [ miz] — to a woman not depending on her marital status e.g. Ms lee
Sir — to a man
Madam - to a woman (ma am)
a) to unfamiliar people;
b) to clients in a restaurant;
c) to customers.
Doctor (Dr) - to a medical doctor;
- to a person with the degree of Doctor of philosophy or Doctor of Science (
the surname is always include) e.g. Dr Brown.
Officer - to a police officer e.g. officer Drake

Father — to a priest e.g. father Graber



Professor — to a University teacher at the highest level e.g. professor
Wilson

1. Choose the best form of address in the following situations:
a) When you address a middle-aged man whose name you don't know, you say:
1) Mister 2) Sir 3) Excuse me please.
b) You are a shop assistant and you need to address your customer, a woman:
1)Lady 2) Madam 3) Miss
c) If you want to address an American tourist (Jane Hardly) whom you have known for a
few days, you say:
1) Madam 2) Ms Hardly  3) Jane
d) If you want to address a visiting English teacher called Helen Parker, aged 25-30
(unmarried), you call her:
1) Helen 2) Miss Helen  3) Miss Parker
?

Discuss how vyou address colleagues, customers, bosses,

friends and family in your culture.
What are they saying?
2. Pair work.
Write a short conversation between two people talking. Each statement should

have at least 6 words or more. Act these conversations out.



UNIT 2



SUCCESS IN BUSINESS
21

. Discuss the following problems.

a) Is the job of a businessperson popular in your
country? Why?

b) Could you describe a typical entrepreneur
working in the sphere of business using the following
tips:

Age
Sex
Background

Marital status (married, single, divorced)

c) Why do you think people are interested in doing business?

Look at the following factors and choose among them. Can you add any more

reasons?
- communicating with people - traveling  abroad
- participating in different - meeting new
Exhibitions interesting people
- making money - enjoying the job itself

d) What companies or people do you know that succeed in business?
5. Read the following quotations and decide which of them can be best applied to
business.
«The difference between a successful person and others is not a lack of strength, not a

lack of knowledge, but rather a lack of will»

Vince Lombardi
“Life is like riding a bicycle. You don't fall unless you stop pedaling”

Claude Pepper
“If you think you can, you can. And if you think you can't you're right”

Mary Kay Ash
«Success, remember, is the reward of hard work»

Sophocles



ing
Read the article about the successful businessman Richard Shen. Give the

article a headline according to the content.

Before reading study the following words:
To manage — ynpansitu

To expand — po3smuproBatu

Annual sales —opiuni npomaxi

A market — puHOK

A customer — nokymenb

An employee — cinyx00Belb y KOMIaHIT

Entrepreneur — nianpuemenn

A sales representative — TopriBenbHUI

npeaCcTaBHHUK

Richard Shen's success story illustrates

%eq how much effort it takes to transform a good idea

¥ " into a successful business. Shen is one of those
;;rare entrepreneurs who has the skills to man-

‘age and expand his business. Shen set up his

—_— ’- _company at 18 by selling his truck and using

$1,200 to open Audio Chamber International. Now it produces high-quality stereo systems
and installs them in vehicles that range from VW bugs and Cadillacs to helicopters and boats.
The products of this company are in great demand in spite of very high competition. Shen
does business with many countries.

His company is very profitable. Audio Chamber's one store has annual sales of
between $1 million and $2 million.

Shen says that every success is built on the ability to do better than good enough. He
doesn't understand why so many new businesses fail. "What | do is not that big of a deal -
I'm simple, and | work hard", he says. Working hard for Shen means working 18 hours a day.

"You have to listen to your market', says Shen. "This means customers and employees.



You must take care of them."

Each customer receives personalized attention and each sales representative respects
the clients.

Selling stereo equipment is not Shen's only goal. “To succeed in business | have to be
responsible, be an example and show others the correct way of making a life”, Shen
mentions. "Business is not just making money - it's a pleasure to communicate with
people and to feel that they need you.”

Now Shen is a very successful entrepreneur who inspires confidence in a number of

people who work for him.

? Answer the following questions.

e When did Shen set up his first company?
e What does this company do?
e What is Shen's attitude to his customers and employees?

e \What does he do to succeed in business?

Pair work

Study your role cards. Act out the conversation.

Student A Student B

Imagine that you are Richard Shen. A You are a journalist from Financial
journalist will interview you about your | News. Introduce yourself to Richard Shen

career. Answer his/her questions. and interview him about his career.

1. Look at the article again and find words to match these definitions.

a) a person who buys something from a shop.

b) a person who works for somebody or for company in return for money

c) to make decisions in a business or an organization, to organize people, keep them



under control.

d) a person who travels around an area selling his company's goods.

e) to be very popular (about product or service).

2. Put the words and expressions from the box into the gaps in the proper form.

A customer  anentrepreneur

o be in great demand  profitable ‘o expand

A company has decided to open a new consulting center to give advice to their about
new services.

If a small company wants to earn more money and attract more customers, it must ..... it's
business.

3. The new technologies are developed very fast and we can see that different mobile
phones, notebooks and computers .....nowadays.

4. If you want your company to be..................... you must take care of your employees.

5Wecall ..o, a person who starts and manages a business and has all

the responsibility for its development, growth and survival.

3.How many words derived from the word SUCCESS can you find in the text above?
Write these words out and make up sentences with them.

4. Look at the word family for the word competition. Look up in a dictionary the words
you don't know.

to compete Competitor

competitive competitiveness



Now put these words into the gaps below:

a)  McDonald's and Kentucky Chicken often .......... with
each other for their customers.

D) e There are many  products on the market today. It is
not easy task to choose the best one.

¢)Our firm is proud that we provide better service than our...........

d)One of the most important tasks of Ukrainian companies is to raise the........... of their
products in the world market.

e)Dueto................ companies provide goods and services of higher quality because they

don't want to lose their clients.

5.Build word families for each of these words. Compare your

answers with others in the group.

to manage a
profit

a representative

6. Match the words from the column A with their synonyms from

the column B.
A B
1. acompetitor a) toenlarge
2. acompany b) aconsumer
3. tosetup Cc) a businessperson
4. toexpand d) afirm
5. an entrepreneur e) arival
6. acustomer f) to found




Individual assignment

Reading. Read the text and do exercise below.

Before reading study the following words:
Effectiveness - edpexTMBHICTBH

To eliminate - BukIIOUATU

To affect - BmmmBaTwm

Junk food - HekxopmcHa Ixa 3 BEeJIMKOKL KI1JBKICTIO KaJopiM
(cypporaTHa 1xa)

Flywheel - maxoee KOJIECO

Brisk - xBaBulM, MOTOPHUM

To embrace - cnpuymMaTy, OOHIMATUCH

To boost confidence - po3BMBaTHK BIEBHEHICTb y COO1
Accomplishment - nocarHeHHS

Time-waster - norymHa4d dacy

Pest- napazut

Inner voice - BHYTPlWH1M I'OJIOC

To implement — BMKOHYBaTHU

Persistent - ynepTmi, HanoJerImMBUM

Goal- 11ijin

Balance is the Key to Success

1.Long-term effectiveness is in balance. Get your life organized.
Try you eliminate or minimize things that affect you in a negative way.

Live a healthy lifestyle and maintain your health.



Give up junk food and unhealthy habits like instant coffee and cigarettes.

To keep your “flywheel” spinning, develop some healthy habits, for example, go for
a brisk walk every day.

2. Set realistic goals and priorities and write them down. It helps to stay focused.
Spend 10-15 minutes in the morning planning your day. Focus on the priorities. Invest in
your health, knowledge and skills. Take one step at a time.

Iniiclb s beatthsy. babits T
2. .’Qvi--i-m::.::_‘.\ nea '~,u2!r e ;:li"\ o et kc.q-. g _\‘\}U\h«:_'&:
- - - - »” r -~
U‘LA- more <haills wou have. Yhe move. -:mr»;{i Eave o -
< ard marietalide’ ou ave . 3

-

Keep looking for possibilities and developing useful skills.
The more skills you have the more competitive and marketable you are.

Generally people who do what they like are healthier, happier, look better and
live longer than those who do not.

Choose a profession you like, but make sure that it is in demand.

Embrace change — constantly adapt to the changing business environment.

4. Read for about an hour every day on a subject that interests you.

Learn a couple of new English words every day.



Write a couple of paragraphs in your journal or diary every day.

5. Believe in yourself no matter what. It is important to boost confidence.
Look in the mirror every morning and say:

"'l am special and unique. | am designed for accomplishment and success."
Bring positive things and variety into your life.

Try to deal more with positive thinking people.

Put yourself in the ‘fun-zone' from time to time.

6. Network on purpose. Try to get acquainted with a new interesting person every
day. Start up a conversation with a stranger sometimes.

Treat others the way you want to be treated.

Be open-minded — you might learn something useful.

Learn from others and be creative.

7. Learn from mistakes and failures, and don't waste time on useless regrets. (One
of the ways to avoid repeating your mistakes in the future is to make a list of them in your

journal and look through it from time to time.) Learn to recognize ‘pests' and time-wasters
and avoid them.

8. Listen to your inner voice and try to keep your life as simple as possible. Spend

30 minutes cleaning and organizing your home and office every day.
9. Implement or put into practice your decisions and plans.

Monitor your progress and be persistent in achieving your goals.

Find the words in the article which match the following definitions:



Spin unique  network

Decision knowledge Priority

a) making up your mind; ability to make up your mind.

b) right to be first; thing which has to be done first.

c) interconnecting system ( of railways, etc.); radio/TV system.

d) action of turning round and round;
e) what is generally known.
f) So special that there is nothing similar to it.

BUSINESS RISKS

% |

Many people have the image of entrepreneurship as a «high

Walvome
to the

risk» activity. And the fact is, practically every business involves some

', risks. However, successful entrepreneurs actively work to reduce their
learning
zZone

risks as much as possible.

In your opinion why is it risky to run your own

business? Do you know what has to be done to succeed?

With a partner read the following quotations describing some of the sacrifices
made by people who have started their own business. Decide which of these you would

be prepared to accept and which you would not.

At the
beginning it was
eighteen hours of
work a day, seven

I had to sell
my house in order to
get enough money
to start the business.




I'm earning
less than half of my
previous salary after
eighteen months in
business.

When 1 started,
my three kids were in
school and I had to
mortgage our home and
put every cent that I had
into the business.

2. Look at the following questions to be asked before starting any business and

complete them with the question words from the box.
How How How What What What

Why

I......am I now?
.. do I want to run my own business?

.. do I want to achieve in life?

2
3
4. ..... do I get on with other people?
5. ..... good organizer am I?

6 ..... experience do I have in the proposed area of business?
7

..... much help will need from my family or friends?

BUSINESS WITH FUN
Read the following joke:

On the first day the son of the entrepreneur joined the
family firm, the founder took him on to the roof of the factory

building and said, "I am going to give you your very first lesson in

business. Stand on the edge of the roof." Reluctantly, the boy went
to stand on the edge of the roof. "Now," said his father, "when | say,
«Jump,» | want you to jump off the roof."

"But, Dad," said the boy, "there's a huge drop!"



"Do you want to succeed in business?"

"Yes, Dad."

"And you trust me, don't you?"

"Yes, Dad."

"So do as | say and jump."

The boy jumped. He crashed to the ground and lay there, winded and braised. His father
went racing down the stairs and ran up to him. That was your first lesson in business, son,

"Never trust anyone.”

? Discuss the following questions.

e Do you agree or disagree with the father's advice on how to succeed in business?
e Is it possible to do business without trust?

e What advice would you give to your child if you were on the father’s position?

Individual assigonment

Do the Quiz and see if you could be a successful entrepreneur.

For each of the following questions, tick the answer, which comes

closest to what you feel about yourself.

1.Are self -
starter?

a.I only make an effort
when I want to.

b. if someone explains
what to do, then I can continue
from there.

c. I make my own
decisions, I don't need anyone

to tell me what to do.

you a

2. How do you get on
with other people?

a. I get on with almost
everybody.

9. Can you stay the
course?

a. The biggest challenge
for me is getting a project
started.

b. if I decide to do
something, nothing will stop me.

c. If something doesn™t
go right I lose interest.

10. Are you
motivated by
money?

a. For me, job satisfaction
can't be measured in money




b. T have my own friends
and I don't really need anyone
else.

c. I don't readlly feel at
home with other people.

3. Can you lead and
motivate others?
a. Once something s

moving T'll join in,

b. I'm good at giving
orders when I know what to do.

c. I can persuade most
people to follow me when I start
something.

4, Can take
responsibility?

a. I like to take charge
and to obtain results.

b. I'll take charge if I
have to but I prefer someone
else to be responsible.

c. Someone always wants
to be the leader and I'm happy
to let them do the job.

you

5. Are you a good
organizer?

a. I tend to get confused
when  unexpected problems
arise.

b. I like to plan exactly
what I'm going to do.
c. I just let things happen.

6. How good a worker are

terms.

b.  Although money s
important to me, I value other
things just as much.

c.  Making money is my
motivation.

11. How do you react
to criticism?

a. I dislike any form of
criticism.

b.  If people criticize me
I always listen and may or may
not reject what they have to say.

c.  When people criticize
me there's usually some truth in
what they say.

12. Can people believe
what
you say?

a. I try to be honest,
but it's sometimes too difficult to
explain things to other people.

b. I don't say things I
don't mean.

c. When I think I'm
right, T don't care what anyone
else thinks.

13. Do you delegate?

a. I prefer to delegate
what I con
sider to be the least important
tasks.

b.  When I have a job to




you?

a. I'm willing to work
hard for something I really
want.

b. I find my home
environment more stimulating
than work

c. Regular work suits me
but T don't like it to interfere
with my private life.

7.
decisions?

a. I'm quite happy to
execute other people's
decisions.

b. T offen make very
quick decisions which usually
work but sometimes don't.

c. Before making a
decision I need time to think it
over.

Can you  make

8. Do you enjoy taking
risks?

a. I always evaluate the
exact dangers of any situation.

b. I like the excitement
of taking big risks.

c. For me safety is the
most important thing.

do I
like o do everything myself.

c. Delegating is an
important part
ofmyjob.

14. Can you cope with
stress?

a. Stress is something I
can live with.

b. Stress can be a
stimulating element in business.

c. I try to avoid situations
which lead to stress.

15. How do you view you
chances to success?

a. I believe that my
success will depend on factors
outside my control.

b. I know that everything
depends on me and my abilities.

c. It is difficult to
foresee what will happen in the
future.

16.If the business was
not making a profit after five
years, what would you do?

a. give up easily.

b. give up reluctantly

C. carry on.
up your using the following
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Read the characteristics below and see if you can be a real entrepreneur.

44 or above

You definitely have the necessary qualities to become the director of a successful
business. You have a strong sense of leadership, you can both organize and motivate and
you know exactly where you and your team are going.

between 44 and 22

You may need to think more carefully before setting up your own business.
Although you do have some of the essential skills for running business, you will probably
not be able to deal with the pressures and strain that are a part of the job. You should
perhaps consider taking some professional training or finding an associate who can
compensate for some of your weaknesses.

below 22

Managing your own company is not for you. You are better suited to an
environment where you are not responsible for making decisions and taking risks. To
operate successfully you need to follow well defined instructions and you prefer work

that is both regular and predictable.

Written task. In 130-150 words give a description of a businessman or a

businesswoman. Use the quiz above as the basis for your essay.

Look through the following article in Ukrainian. Say in English what major problems are

raised init.

MaJutnii 6i3HeC AK 3alOpPyKa CTAa0LIHbHOCTI CyCITLIBCTBA.



Ak ckazaB MyZpellb, € Ba cocoOW HAroAyBaTH JIOAUHY — JAaTH i puly abo
JlaTU  BYJIKYy, 11060 BOHA MoOIJla JIOBUTH 11 caMoTyKku. Hemae mnoTpebu
KOMEHTYBaTH, SAKUN MNUJISAX Pe3yJIbTaTUBHIMUNA. Y npolieci CTPYKTYPHUX
IIepeTBOPEHD MU 3IIITOBXHYJIUCS 31 3HAUHUMU TpaHchopMaIlisMu poOoUol CHUId 1
cepiiosHuM Oe3pobitTam. Taki mpobsieMu IKOAHA JepkaBa He MOXKe
po3B'si3yBaTH 0€e3 PO3BUTKY MaJIoro U cepeaHboro 0OizHecy. I mMoBa chboroji He
TUIBKH PO Te, 10O JoIloMaraT OKpeMUM MHignmpueMiisaM. Ham HeoOximHa
epekTUBHA Jlep:KaBHA TIOJITHKA B ITik cdepi. be3syMoOBHO, y KpaiHi JIOCATHYTO
IIEBHOTO IMPOTPeCy B CTAaHOBJIEHHI Majioro U cepeiHbOro Oi3Hecy. 3pocrae
KUIBKICTh IMAIIPUEMCTB 1 JIIOJIeH, IO MPAIIOI0Th HAa HUX; YCIIIIHO Jil0Th Oi3Hec-
IeHTpH, Oi3Hec-iHKyOATOpU, TEXHOMAPKH, KOHCYJIbTAaTUBHI IeHTpu. MokHa

CKa3aTH, 1110 "KPUTUUHY Macy' MaJIOro HMiIMPUEMHUIITBA B IILJIOMY c(hOPMOBAHO.

4. Match the following expressions in Ukrainian with their English equivalents:

1.mporiec nmepeTBOpeHb a) to solve the problems
2.6e3p0o0ITTS b) effective state policy
3.eexTrBHA eprkaBHa mo3uka  ¢) the most efficient way
4.10CSATTH TIPOrpecy d) unemployment
5.pO3BHTOK Majioro e) process of transformation
i1 cepeTHBOro OI3HECY f) to achieve the progress

6. po3BsizyBaTu mpobsiemu  g) the development of small and middle
7. Halpe3yJIbTaTUBHIIIN I business

oIax

5. Give the summary of the article in English. The following words and
expressions will help you:
-The title of the article is...
-The main problem discussed in the article is...
-The author thinks that...
-The article is devoted to the problem of...



-The main idea of the article is...

-In conclusion the author says (insists, sums up) that...

Individual assignment

Visit the Internet sites www.infoplease.com. or www.woopidoo.com/ biography/

and find the biographies of famous and successful businesspeople. Choose one of

them and write a short career profile.

PROJECT WORK

1.Imagine you are a successful businessperson. You are going to write your own
career profile. Before doing this think, what steps you should take to start your
own business.
2. Answer the following questions:

-Where did you take money for your business?

-When did you start your business?

-What product or service do you produce?

-Why is your product or service successful?

-Who are your competitors?

-Who are your customers?

-What do you do to succeed in business?

3. Now write your own career profile.

COMMUNICATION WORKSHOP

Getting to know each other.

? What do you do and say when you meet someone for the first



time?
? What do businesspeople talk about during the first meeting?

Underline your choices.

The weather the city/place they are in
Sport other cities/countries
Their jobs their salaries
Holidays politics

1. Which of the following tips do you think are important to make a good conver-
sation? Tick your choices and add suggestions.
1 listen carefully

2.give only "yes" or "no" questions

3.show interest and ask questions

4.both listen and talk

5.answer questions and add extra information

6.only ask questions if you are the host

1.

8.

9.

2.L.ook at the table below. You can see four main topics that are used to maintain the
conversation and to get to know your business partner better. For each of these topics write

several questions you may ask your partner.



/ Jobs \

Family

k Cnara tima /

3.Listening

Complete the table above with the questions from the tape.
Tapescript 6

Origins: Whre are you from? Where do tou come from? Where do you live? Where were

you brought up?

Jobs: What company do you work for? What lie are you in? What business sector do you
work in?

Family: Are you married? Have you got a large family? How many children do you have?
What are their ages? What does your wife/husband do?

Spare time: What do you do in your free time? What is your hobby? Where do you usually
go during your summer vacation? Do you like jogging? (listening to the music, reading). What kind
of music (books) do you prefer?

4. Pair work

Now practice asking and answering questions on these topics.
Jobs

Family

Spare time

Origins

Any other topics that interest you.



5.Pair work
Work in pairs. Read the situation below. Distribute the roles and act them out in a

dialogue.

You both work for Tent Corporation but haven't met before. You have been called to a

meeting. You each arrive to find just one colleague present. You need to get to know each

other. Try to find something you have in common..

Student A

Student B

Information

the

You are in
Technology. You work for
Ukrainian subsidiary. You are visiting
Europe to learn more about the IT
used in

systems European

subsidiaries. You were born in
Moscow, Russia and were brought up
in Ukraine. You studied computer
science at Stanford University in
America. You are married with two
children. You love sport; you play
tennis and golf; you watch as much
football as possible. You're no longer
so interested in music, although when
you were younger, you played electric

guitar in a pop group.

You are in Sales. You work at
the headquarters of Tent Corporation
in the UK. You were born in Scotland
but brought up in the south of Eng-
land. You studied economics at
Stanford University. You are not
married but you live with your
partner. In your spare time, you go to
the cinema a lot, sometimes to the
theatre. You love music, especially
opera. You are not very interested in
sport. When you were younger, you
used to be the drummer in a rock
band.

6. Group work

Working in groups of three or four participants. Imagine that you have met for
the first time. You are waiting for a bus to take you to a conference hall. Use the time

to get to know each other.



CULTURAL CORNER
__:&?me’t&wég, Some topics may be considered taboo in some cultures. In
L
o 17‘5@7 the UK, many people avoid the topic of religion. This may be

fave e !

because Britain is a country where religion has a relatively minor
| L role, or it may be because British people regard someone's
religious beliefs as very personal. A stereotype of the Americans
is that they ask you how much money you earn quite soon after meeting you. This is
certainly not generally true. However, Americans tend to be more open about money and
its importance. Death is taboo subject in many cultures; people reluctantly discuss
anything connected with the end of their lives! Politics also can be a delicate subject in

some parts of the world.

? Do you know what topics are considered taboo in Ukraine?

1. Choose the best word to fit the gap.

1. It's important to understand how other cultures behave so you don't cause

A offence B problem C disaster D behavior
2. In some countries it is quite to use the correct title when talking to

business colleagues.

A offensive B likely C formal D tricky

3. Having good may help you to make deals more easily.
Aentertaining B manners  C demonstrations D handshaking

4. If someone looks me straight in the eyes without | tend to think

they are honest.
A yawning B burping C blinking D sniffing

5. Your body usually gives other people information about

how you really feel.

A appearance B impression C language D relationship



2. Fill in the gaps with the correct nationality.
1. He lives in Holland so he must be
2. She comes from the USA so | think she's

3. They speak French so they could be or
(France/Canada).

4. He'sa but he can't speak Spanish.

5.1 became a citizen when | married a woman from Hungary.

3. Complete the table:

Country Nationality Language
Italy
Mandarin
Japanese
Poland
Spaniards
Greek
Belgian
Portuguese
The USA
Ukrainian
Englishman/woman
Sweden
Swiss
The Netherlands
Danish

4 Answer the following questions:

e What products are these countries famous for?
e Products of which country do you prefer buying?

e What country would you like to do business with? Why?



Do the AROUND THE WORLD quiz. Test your knowledge of
international customs and etiquette with the help of this quiz. Circle the answer

you think is correct.

AROUND THE WORLD

1. China

You're invited to someone's house. Which of these may cause offence?
a)Blowing your nose.
b)Refusing an offer of food.
¢)Not removing your shoes before entering.

2. Saudi Arabia

You want to hire a car to tour the country. Is this permitted?
a) Yes, but you must take a driving test first.
b)Yes, but only if you're a male.

¢)No, tourists have to travel by camel.

3. Finland

You're planning to relax in a Finnish sauna. What should you wear?
a) Nothing
b)A toweling robe.
C)A bath hat

4. Nepal.

While traveling you want to photograph local villagers. Is this allowed?
a)Yes - the Nepalese love being photographed.
b)No- their religion forbids it.
c) Yes, but you must ask permission first.
5. Cyprus

On a village tour, a local offers you glyco. You should



a)Eat it - it's a local dessert.
b)Ride it - it's a type of bicycle.

C)Wear it - it's a national hat.

You'd like to visit some mosques but are you allowed to go
inside?
a) Yes, but you have to take your shoes off.

b)Yes, you don't have to take your shoes off.

c) You mustn't enter unless you're a Muslim.

7. Thailand

On a bus, the only free seat is next to a Buddhist monk. Should you take it?

a) Yes, but only if you're a male.
b)Buddhist monks aren't allowed to travel by bus.
c) Yes, but you must bow first.

8. Italy

You'd like to visit the duomo (cathedral) on a hot day. To show respect, what
should you cover?
a) Your guidebook.
b)Your thighs and shoulders.

c)Your head and ears

Tapescript 7
Cultural corner
Quiz
1. In China it's considered impolite to refuse food. Even if you are not
hungry, it is better to try a piece of snake or baked cockroach not to offend your
hosts.
2. People in Saudi Arabia don't bother with the problems of equal op-

portunity for men and women. That's why women are still forbidden to drive in this



country. So if you are a man, you are lucky.
3.It is considered unhygienic to wear anything if you want to relax in a Finnish
sauna.

4. The Nepalese, like many other cultures, are sensitive about having their
photos taken. So, hide your cameras and enjoy natural communication.

5. A glyco is a traditional dish, given as a welcome to visitors in Cyprus.
It's impolite to refuse it or of fer money for it.
6.Non-Muslims are not allowed to go inside Moroccan mosques.
7.Buddhist monks are forbidden to touch or o be fouched by females. If you
want to visit a cathedral in Ttaly, you should avoid wearing shorts or miniskirts,

or showing bare shoulders.

6. Complete the text using one word for each gap which you think fits
best. This may be different parts of speech: prepositions, verbs etc.
Doing business with people of other nationalities involves more than learn-
ing foreign languages. There are often cultural differences
(1) people of different national backgrounds. These dif-
ferences sometimes complicate business relationships (2) negotiations.
| (62 I important to be aware (4)....... your own cultural tendencies as well

as those of your business partners.

The areas which we need to be aware (5)............... include body language,
gestures, socializing customs, attitudes (6)................. punctuality and dress. It is
useful to know, (7) ......uuvuenenn.n. example, that the British (8)hands less
often than other European people, that Americans (9) first names (10)...............

of ten than many other nationalities and that the Japanese

(G5 - that harmony and consensus (12)............... very

We (13)...cuueeeeeee.. find out about other (14) .. by reading and talking to



(15)...........with experience. When we (16) .............. other countries, it is

important to (17) .ccccceeeeeeiieiecciirreeeeeee e good observers and listeners.
WE (18t et e e evaeeeeeeneeees avoid criticizing other cultures and
realize that we all have similar problems but (19) ..... ........... ways of deal-
ing with them.

Individual assignment

1. Write several tips for foreigners who want to visit Ukraine what
topics it is better to avoid while speaking with Ukrainian people.
2.Prepare a brief report about the topics, which are considered
taboo in the following cultures:

American culture, Asian culture, European culture

Unit 3

\Women in business



? Discuss the problem.

1. Look at the statement below. Do you agree or disagree with

them? Discuss these statements with a class.

box.

Women's place is at home.
Women can't do business because they are born to take care of
children.

Women don't want to be in business because they are too lazy.

Express your opinion with the help of expressions from the ""Useful Language"

Useful Language

Opinions, Preferences: Disagreeing:
| think... | don't think that...
In my opinion... | don't agree
I'd like to... But what about...
I'd prefer... Frankly, | doubt if...
The way | see it... | strongly disagree
I'm pretty sure that... Shouldn't we consider...
| strongly believe that... It would be better...
Giving offering explanations:
The reason why | think so is...
That's why...

| can give some examples...
To support my viewpoint I'd like to describe some facts...

2.What were the most interesting ideas and the most

thoughts of your groupmates?

3.Now express your own opinion on each statement in

form starting with the following phrases:

- | don't think that...
-1'm pretty sure that...

- Don't you think it would be better...
- Many people think....

persuasive

the

written



-1 strongly believe that...

Reading
Read the article concerning the situation with women's employment in the

UK. ;e there any special women'’s problems in Ukrainian business?
Before reading study the following words:
Equality — piBHicTB
Poverty — 6igHICTH
Average income — cepeaHiii npubyTOK
Survey — onut
Career ladder —cnyx60Bi cxoau

Poverty and slow promotion for women

Mary Robinson, former Irish president and senior UN official, is the exception.There
might be much talk of the age of equality, but according to a report by the Equal
Opportunities Commission, women are still discriminated in the workplace and in society in

general.

The report says that women continue to face a life of
W poverty. Women over 40 receive less than half of men's average
incomes. Research also found that women who took a career
break to look after a member of the family found that their
lower pay made it harder for them to safeguard their income
when they were out of work.

The EOC report comes a day after the United Nations issued its survey on women



employed by Western firms. While women make up 40 per cent of the labour force and
outnumber men on the lower rungs of the career ladder, less than 3 per cent are in top
management jobs.
The survey also revealed that women were fighting a losing battle against sexual
discrimination.
«Almost universally, women have failed to reach leading positions in major corporations
and private sector organisations,» said the survey's author Linda Wirth. «The higher the

position, the bigger the gender gap».

? Discuss the following problems.

1. Why do women earn less money than men doing the same job?

2. What should be done to improve this situation?

Listening
1. Listen to different people talking about career opportunities for women for the
first time and say who speaks about:
1. lack of women's desire to achieve goals;
2.the only duty of women to bring up children;
3.lack of opportunity for an attractive woman to obtain a high level position;

4.the necessity for women to take care of their children;

5. those people who can achieve success in business

Women in business
Tapescript 8
a) My name's Mary. | am a Canadian woman working in Paris. The difference |

notice here is that it is very difficult for a woman to obtain a high position unless she is extremely

tough and not very attractive. In my industry - technology you rarely see an attractive woman at a



high level position. For a young woman, like myself, who is very ambitious and wants to

succeed, | find that being somewhat attractive immediately impedes my chances of success.

b)  I'm Josef from Germany. | think the biggest obstacle to women's careers is
people’s attitudes. Society expects women to take the responsibility of looking after the family,
while men earn the bread. Imagine if it was the norm that men stayed at home to take care of the
children and do the housework. The topic of debate nowadays would be “men and their

careers’’.

c) Hello! I'm Elena from Russia. | am sure a lot of women don't want to be leaders. But if a
woman wants something she'll go and get it.
d) Hi! My name is John, I'm Scottish. The only people who succeed in business are the

shareholders and the fat cats who sit at the top of the ladder.

e) I'm Nick. I live in London. There are fewer women at the top because they still take
the lead role in bringing up children. Hopefully this is because they choose to and not because

they feel they must. I suspect househusbands are just as rare as businesswomen.
? Discuss the following questions.

1. Do you agree or disagree with these people? Express your opinion on this
problem.
2. Does the attitude to women's success in business differ from country to country?
How do you think why?
3.00 you know any countries where women are not al

lowed to work at all?

EQUALITY IN LANGUAGE
Although a word "MAN" in its original sense carried the dual meaning of "adult human"
and "adult male", its meaning has come to be so closely identified with adult male. So the generic
use of "MAN" and other words with masculine markers should be avoided.

Examples Alternatives



mankind humanity, people, human beings

man's achievements human achievements

man-made synthetic, manufactured

the common man the average person, ordinary people

nine man-hours nine staff-hours

Occupations

Avoid the use of MAN in occupational terms when persons holding the job could be
either male or female.

Examples Alternatives

chairman coordinator (of a committee or department),

moderator (of a meeting), presiding officer, head, chair

businessman business executive
fireman firefighter

mailman mail carrier

steward and stewardess flight attendant

policeman and policewoman  police officer
congressman congressional representative
Reading

You are going to read a text about different styles that men and women

gl

ihave in the workplaces.

1. Look at the cartoons and say which figures you think represent men and which

represent women.

Confrontational, competitive; personal achievement comes




Forceful,  self-protecting, challenging,

hysterical

-y

- L talk about personal matters; in control

2.Read the text and see if the writer's ideas are the same as yours.

3. The article has sub-sections match the cartoons to these sections.

Men and women do things differently. Cristina Stuart is a Managing Director of Speakeasy
Training, a consultancy that runs courses for men and women working together. Here she
describes a few key differences between two sexes in the workplace.

1. Working together.

The male approach to business is competitive, direct and confrontational. Personal status
and a focus on the individual are very important for men. The female method is collaborative.
Collective actions and responsibility are more important than personal achievements. Goodwill
and the well-being of the individual are also of great importance.

2. Dealing with problems.

The male approach is to go to the heart of the problem, without taking into account
secondary considerations. The female preference is to look at various options.

3. Body language.

Male body language tends to be challenging. Female body language tends towards self-
protection. A stereotypical female pose is sitting cross -legged; the male sits with legs apart to

give an impression that he is in control.



Male behavior can include forceful gestures for example banging a fist on the desk for
effect. The female style doesn't usually include aggressive gestures.

4. Language.

The male way of speaking doesn't encourage discussion. Women tend to welcome
others' opinions and contributions more.

5. Conversation.

Men like to talk about their personal experiences and achievements or discuss "masculine™
topics such as cars and sport. Women usually talk about staff problems and personal matters.

6. Meetings.

If a woman doesn't copy the male confrontational style, she is often ignored.

7. Humor.

Men's humor can be cruel - a man's joke usually has a victim. Female humor is less

hurtful. A woman often jokes against herself.

4. Complete the table with words from the text then mark the stress.

Verb Noun Adjective/-ing form
to compete competitive
confrontatio
to collaborate
controllina
encouraqinag
to achieve achieving

5. Complete the following sentences using one of the words from the table.
1. It was a great. to win the company's prize for excellence.

2. This is a really difficult job at times. I'd like a bit of form my boss occasionally.

3. | hate having meetings with Alan. He's always aggressive and

4.1 don't like working on my own, | need other people to with.

5. It’s impossible to events, but you can influence them.

6. According to the text, which of these phrases are typically used by men and
which by women?

Example:



"It's very simple. The point is..."

Men because "the male approach is to go to the heart of the problem .
1." But we need to take into account of..."
2."You look worried. What do you think about the new plan? *
3."That's rubbish!"
4."| built the department from nothing."
5."Thanks for your kind words, but this really was a team effort."”

6."1t was so funny. He looked ridiculous!"

? 7. Work in groups and discuss the questions.

1. What is the style of male and female managers in companies in Ukraine? Are
they similar to the ones outlined in the text?

2. Do you think there is a difference in style between men and women or is any
difference usually because of personality?

3. Do you know any men who have a "female" style of working? Or women
who have a "male" style of working?

4. Do you find it easier to work with men or women? Why?
8. Choose a spokesperson in the group to make a presentation to the whole class,

summarizing the opinions in the group.

Individual assignment

Visit the Internet site http://secretsofsuccess.com, www.the-bag-lady.co.uk,

http://Amww.infoplease.com/spot/womenceol .html, choose one of the biographies of successful

businesswomen and write a short summary of it. In your summary explain the reason of

your choice.
COMMUNICATION WORKSHOP
More contacts
I wondered if I could.... Sure. /Certainly.

Would you mind my (his,her) Not at all. /It'd be a pleasure.




...ing...?7 | suppose so.
Could you...? Well... that's not easy/ a bit of a
I've got a favor to ask you. Could | problem.
you..? When we respond positively to a
request we say ""No"":
"Would you mind postponing the
meeting?"
" No, not at all./No, that's all right"
When we respond negatively we
tend to say “Yes ”(I do mind) :
"Would you mind canceling the

meeting?"

“Well, yes, I’m not sure”

¢ tolend sth to sb - to give something to somebody or allow some body to use something
temporarily, on the understanding that it will be returned.
e to borrow sth from sb - to take and use something that belongs to somebody else with
the intention of returning.
1. Fill in the gaps in the sentences using the correct form of the verbs to lend and
to borrow.
1. Canyou.... me $5? I'll pay you back tomorrow.
2. Ithat video to John last month but he didn't give it back.

3. My friend .......... some money from a bank, but 1 don't know how he will return it.
4. me your pen for a minute, will you?

5.Couldyou........... me some money until the weekend, please?

6.Couldl.................. your phone? My battery's dead.

7.Who did you ........ it from?



8.Who did you .....it to?
9.she asked me if she could

10.The bank

my camera for the party.

Them the money to buy it.

3.Match the requests on the left with appropriate responses on the right.

1. We've got so much work on
and it's all got to be finished by
Wednesday. Would you mind working
all weekend?

2. Could you give me a lift? My
car has broken down.

3. Would you mind moving else-
where to talk? You are speaking too
loudly. I cannot concentrate.

4. The phone's ringing. Could you
get it?

5. Would you mind moving our

meeting to Tuesday?

a) Sure. It's ten o' clock.

b) It's our office too, you know, but we'll
try to be quieter.

c) Of course. I'll pick you up at about
eight. d) Sorry. I'm in the middle of some-
thing. Get it yourself.

e) Sorry, | can't. I'm tied up all day.

f) Sorry, 1 can't make Tuesday. How
about Wednesday?

g) I'm afraid | can't. It's my parents'
thirtieth wedding anniversary and we're

having a big party.

a) Pair work

Student A
Greet Student

requests in the following situations.

A and make

Student B
Respond appropriately.

1. You need some change to make

a telephone call.

2. 'You need some help in checking the English in a fax.

3. It's raining and you would like to

borrow an umbrella.




4. You would like to ask your boss if you could finish the work early today.

b)Pair-work

StudentA Student B
Respond appropriately. Greet Student A and make
the following situations.

1. You need some change for the parking meter.
2.You need to use a colleagues phone to make a personal call.
3.You need a lift home because your car is being repaired.

4.You need to leave a meeting early to catch a train.

4.Look at these questions with mind. Match the first part of the phrase
with the last.

Do you mind if I..... ....closing the window?
Would you mind if I .... ....closed the window?
Would you mind .... .... close the window?

6. Questions with mind mean Is it problem for you? How would you give
permission and refuse permission to the question: Would you mind if I smoked?

AR, CULTURAL CORNER

gt re i :
Sl Physical contact

In social contact with people from other cultures, it is

o very difficult to know how to behave.

1. Answer the following questions.

Handshakes On what occasions do you shake hands?
Who do you shake hands with? Should the

handshake be firm and brief, or long and warm?




Kissing Do you ever kiss anyone outside intimate
relationships? If yes, who do you kiss? How
many kisses do you give?

Touching Do you ever touch each other? Who can
you touch? In what way is it acceptable to touch
someone?

Keeping .

_ Do you stand/sit close to people, or do you
distance _
keep distance?
2.Listening

Listen to different people talking about physical contact in their cultures. Make

notes under the headings below:

Country Physical contact
Speaker
1
Speaker
2
Speaker
3
Speaker
4

Communication workshop
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Extract 1

In my country we shake hands every time we meet someone. If it is someone

we know, we might hug them or even kiss them.
Extract 2

We tend to shake hands the first time we meet, but generally we don’t
encourage much physical contact. We never kiss people if they are not the

members of our family.
Extract 3
We usually bow slightly when we meet someone — it’s a sign of respect.
Extract 4

Shaking hands firmly and for quite a long time is a real sign of welcome in

our culture. If it’s someone we know quite well, we kiss them on both cheeks.

3.Discuss the above questions and any other aspects of the physical contact in your

culture.

4.Do the following quiz to find out more about physical contact in
different cultures.
QUIZ
1. «You're never fully dressed without a smile» is a familiar phrase in the United States.

True or false: A smile is a universal expression of genuine pleasure.

2. In Japan small gestures convey great meaning. Which is an appropriate be- havior in
Japan?
A Covering your mouth when you laugh.
B.Winking to convey agreement.

C.Speaking in a loud, forceful voice.



3. True or false: Never keep your left hand in your pocket while shaking hands with
your right one in Germany.
4. Spitting is considered bad manners in many places, but in which country is it

actually against the law?

A. France
B. ltaly
C. Singapore

5. You are the sole passenger on a bus in Bahrain. A man enters, and chooses the seat

next to you. True or false: He intends to start a conversation with you.

6. You are greeting a new associate in France. As you firmly grasp his hand,
heartily pumping it up and down, he looks a bit bemused. This is because:

A.He's relieved you didn't kiss him.

B.The French handshake is more of a handclasp, with no pumping action.

C.He wishes you had kissed him.

7.In  the United States, men sometimes slap each other on the back,
backside, arms, or shoulders. True or false: This is totally ac-

ceptable in the Netherlands.

8. True or false: Before female executives travel to Brazil, they should be certain their nails are

well-manicured.

9. You feel good after your big sales call in Stockholm, Sweden. It's a surprise to you,
then, when they don't accept the deal. This could be because during the meeting, you:
A.  Leaned backward in your chair and crossed your arms
B. Rested your ankle on your knee the whole time
C. Laughed loudly
D. All of the above



10. True or false: Snapping your hand downward is used to em-

phasize a point in Spain.

3. Complete the puzzle and find the key word in 15 across.

N
~

9 11 14

12 13

1. In NOrtn€rn £urope, people 1€€l comIiortanic wnen ine ..... aistance
between them is about 75 cm.

2.  subjects are ones which should be avoided because they may cause offence or
embarrassment.

3. In Germany, people are addressed by their titles and .....

4. Itis useful to know what kind of clothes are at business meetings in other countries.

5. In Britain, people ..... hands less often than in the rest of Europe.

6. It is important not to be late butto be ...... for a business meeting.

7. ..... language is interpreted differently in different cultures. For example, crossing
your arms in front of you means different things according to your cultures.

8. A is an established and habitual practice which is typical of a particular group of
people.

9. A is aceremony which is often repeated in the same form.

10. Aot of people think that all Europeans have attitudes but they are often very



different.

11.In Japan it is very important to takea  when you visit colleagues.

12.A British businessman normally wearsa  at a meeting.

13. Attitudes to business are different. For example, in some countries short-sleeved
shirts are not acceptable.

14.. In Britain it is important to include when making a presentation because a sense of

humor is valued.

Individual assignment

Do the test and check your knowledge of business English.
TEST

1. A set of notes telling you about something is a -
a. handbook b. tome c. directory d. manual

2. Things which are made or brought or sold are called -
a. nices b. excellents c. wells d. goods

3. Your plan for how you are going to spend your money is your -
a. economy b. budget c. savings plan d. loan scheme

4. The law which stops other people using your discovery is a -
a. patent b. copyright c. censorship d. intellectual property

5. An agreement between two people or companies in law is a -
a. concord b. compact c. concurrence d. contract

B, et A person who speaks for

another person or organization them.

a. stands in for b. aliases c. represents d. mimics

7. The people who work for a business are the -
a. stuff b. staff c. stiff d. businessmen

8. What you write down what you do so you can check later are -
a. tapes b. CDs c. records d. memoirs

Q. When a company tries to find new or better ways of making or doing



something, this is -

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

a. investment b. quality control c. research d. management
Members of a profession who act as a group have a -
a. united trade b. trade union c. syndicate d. united syndicate
People who you often work with are your -
a. associates b. partners c. unionists d. colleges
The greatest number or proportion in a group is the -
a. minority b. minimum c. maximum d. majority
If you arrange to see someone at a particular time, you have a/n-
a. agreement b. appointment c. arrangement d. assignment
All the different products that a company makes or sells are its product-
a. stockpile b. facilities c. goods d. range
The way you feel or act toward something depends on your -
a. altitude b. attributes c. attitude d. aliments
If you arrive on time, you are -
a. punctual b. punctured c. punctilious d. perfunctory
The things and people around you make up your -
a. atmosphere b. ambience c. society d. environment
Something which happens every year is -
a. biennial b. year-long c. seasonal d. annual
The people who work in an organization are its -
a. crew b. members c. fellows d. personnel
Something on another continent is...
a. overseas b. alien  c. transatlantic  d. far-flung
The financial year is divided into-
a. sixths  Db. quarters c. thirds  d. halves
How things look for your future are your -

a. retrospectives b. prospects c. appointments d. considerations



MODULE 11
IN A COMPANY

7 Hello!!! In this module you will learn about different companies,
L /75 their history, structure and activities.

As you know, a lot of different companies exist in the world of business.
Some of them are large, other are small. Some of them succeed in business,
learning Jother fail. They have their own structure, their employees and customers. They

Zone
produce or sell different goods and provide different services. You are going to

meet some of them and find out more about their activity.

1. Look at the picture and answer the following questions:

e What do you know about Avon?
e What products does this company produce?

e Do you often use or buy the products of this company?
2.Listening

Listen to a person describing this company. In the table below choose the correct
answer, a or b.

Before listening study the following words:

Annual sales — wopiuni npoda
Responsibility — eidnosidaavHic

Annual turnover — wopiduHuil moeapoobiz

Subsidiary — ¢inia
Shareholder — axuioHep

Tapescript 1



The largest direct-selling company in the world, with annual sales of
nearly 6 billion US dollars, Avon means business. The largest corporate
contributor to causes for women's health, and repeatedly recognized by publications
like Working Woman and Working Mother are just two of the many reasons Avon is
known as The Company for Women. With consumers in 143 countries on 6 conti-
nents, Avon is connecting women Around the World. We're proud of our unique
history, our legacy of supporting employee diversity, and our responsibility to
consumers and the environment. Avon started out as the California Perfume Company
when founder, Mr. David McConnell, 28 of New York, USA discovered that the rose oil
perfumes he was giving away were the reason people were buying his books. Since then
Avon has been specializing in producing cosmetics and perfumes for women.

He named the company Avon in 1939 in tribute to his favorite playwright,
William Shakespeare and Stratford on Avon. Mrs. P.F.E. Albee of Winchester New
Hampshire, USA pioneered the company's now-famous direct-selling method. Today,
with sales representatives numbering three and a half million, Avon products are sold
in 143 countries around the world. Women have been selling Avon since 1886-34 years

before women in the US won the right to vote!

Activity: a sells cosmetics in the USA b sells cosmetics all
and Canada over the world
Annual sales: a $6 billion b $3 billion
Year of a 1886 b 1986
Name of a Mr. David b Mr. McDonald
founder: McConnell
Number of sales a 3,5 million b 7,5 million
representatives:
Company a responsibility to  |b  responsibility  to
philosophy: consumers and the |shareholders.
environment.

PRESENTING A COMPANY
1. Study the information about Oriflame. Use expressions from the "Useful

language to present this company to your partner



O

Head Office Sweden, Stockholm
Products high-quality natural cosmetic products

Turnover  about 652 million Euros in annual sales

Products 550 products over 64 million catalogues in 35 languages

Employees 4,600 employees

Useful language

History

The company was set up in ...

The company was founded in ...
The founder of the company was ...

At the beginning it produced (sold) ...

Location

The company is based in.....

The head office is in ....

Our subsidiary/factory/store/office is located in...

Products and services

My company specializes in...

Our main products are...

We manufacture/produce/make...

We sell...

Size
We have sales of...
Our annual turnover is...

We employ...



ik 2.Here are some facts about Avon. Use the words below to

{tn _
vocABR first. Put the words in the correct form.

To found to sell
to employ

to specialize in  sales

1. The company produces cosmetics and perfumes.

It........ cosmetics and perfumes.

2. Avon's customers buy its products in 143 countries.
AVON.......c..cccuee. its products in 143 countries.

3. Our turnover for this year is $6 billion.

We have.................. of $6 billion this year.

4. Mr. David McConnell set up his company in 1886.

5. 35 million sales representatives  work  for  the

The company ........... 3.5 million people.

order.

W complete the second sentence, so that it means the same as the

company.

3. Here are some questions about companies. Put the words in the right

1. name the company your is What of?

2. does company What the produce?

3. the located Where company is?

4. sales What company's the annual are?

5. does company many How employ the people?

6. was your When set up company?



7. sell your What company does?

8. founder was of the Who your company?

4. What other questions can you ask about a company? Write them down
using the tips below.
e customers
¢ the number (amount) of products the company sells
e products/services

e export market

5. Complete the sentences choosing the correct word in brackets.

1.0ur....ccoee.e are not very good this year. (sell/sales)
2.We.....ooeei, electrical equipment. (produce/product)
3. Where isyour............. located? (manufacture/factory)
4. Wehave 300.........ccccvveeviinneenn, (employs/employees)

5. The of your shop is very important if you want to attract customers from the street.

(located/location)
6. Our is road and bridge construction. (specialize/ specialty)

1. Use the words from the box to complete the paragraph below. Notice that the stressed

syllable changes in this group of words.

VERB NOUNS ADJECTIVES
1Prod'uce | 2 product 6Pro ductive
3pro-duction 7'unpro ductive
4produc tivity
5pro ducer

A few years ago, Harry Coe's, a large (1) of tinned food, decided that

some of their workers were not(2) .......... enough. Much of the work of



preparing fruit and vegetables was done on rows of tables rather than on a
(3) line. So they decided to introduce a piecework system, whereby workers got
paid according to the amount of work they completed. The company thought that this
would motivate previously (4) ..cccccevveeeennnn. workers, and thereby increase(s)
....................... . Yet the new pay scheme did not (6)

the results they expected: after six months they were still processing the same
amount of aagricultural (7).......cccceeeeeeeeieennnnns , but there was a lot of dissatisfaction

among the workers who were now all earning different amounts of money.

1. Complete these sentences using the correct form of the verb.
There is one noun.
LWho ..o, this company?

2.Who were the..................... of the European Union?

4.Have you already .................... the job?
5. Thisfirmwas..........ccc.cue..... in 2002.
6. Have any new companies been ...... in this sector recently?

Individual assignment

Visit one of the Internet sites below and write a short description of a company -
its history and activity.

www.toshiba.com WWW.motorola.com

www.reebok.com

www.tefal.com

Check your answers on p.87 Ex.1 (1-5;2-6;3-3;4-7,5-4,6-1;7-2)

Reading




You are going to read a text about Nokia Corporation.

¢ What do you know about this company (products, subsidiaries, headquarters...)?
Before reading study the following words:

A supplier — mocrauaabHUK

A device — npuctpiii

Mass media (pl)- 3acobu indpopmarrii
Edge technologies — cyuacHi Texuomorii
To acquire — npuabartu

To purchase — xynyBatu

Nokia is the world leader in mobile
communications. Due to its experience, innovation and

user-friendliness, the company has become the leading

supplier of mobile phones. By adding mobility to the
": Internet Nokia creates new opportunities for companies
., and further enriches the daily lives of people.

| From the beginning, Nokia was in the
._.‘;;?‘icommunications business as a manufacturer of paper - the
original communications medium. Then came technology with
the founding of the Finnish Rubber Works at the turn of the 20th century. Rubber, and
associated chemicals, were leading edge technologies at the time. Another major
technological change was the expansion of electricity into homes and factories which led
to the establishment of the Finnish Cable Works in 1912 and, quite naturally, to the
manufacture of cables for the telegraph industry and to support the new device -the
telephone! Finally in 1967 Finnish Rubber Works Ltd. and Finnish cable Works together set
up Nokia Corporation. Nokia began to expand its business and strengthen its position in the
tele-communications and consumer electronics markets. At the beginning of 1980s Nokia

acquired French consumer electronics company Oceanic. In 1987, Nokia also purchased



the Swiss cable machinery company Maillefer. In the late 1980s, Nokia became the largest
Scandinavian information technology company and remains the same until now. Nokia
comprises two business groups: Nokia Mobile Phones and Nokia Networks. It employs
54,000 people. At the end of 2001, Nokia had 18 production facilities in 10 countries
around the world. It produces not only mobile phones, it is also a major producer of
computers, monitors and TV sets. Nokia sells its products to over 130 countries. Nokia's
annual sales are EUR 31.2 billion. "We maintain our leading position on a global stage
through the skill, enthusiasm and positive attitude of Nokia people wherever in the world
they may work. We achieve our objectives through what we call the Nokia Way - a style
of work which enables our people to work together in harmony as a team." - says Jorma
Ollja, Public Relations manager in Nokia Corporation. The Nokia Way is built on core
values of Customer Satisfaction, Respect for the Individual, Achievement and Continuous
Learning.

Did you know that the world's first international cellular mobile telephone network
NMT was opened in Scandinavia in 1981 with Nokia introducing the first car phones for
the network? Or, that the world's first NMT handportable, the Nokia Cityman, was
launched in 19877

Do the following vocabulary exercises:

1. Here you can see the answers. What are the questions?

1. EUR 31.2 billion. ?
2.At the beginning of 1980s. ?
3.54,000 people. ?
4.130 countries. ?

5. Because it uses skills, enthusiasm and positive attitude to people.

?

6. Mobile  phones, TV  sets,

monitors. ?

2. Correct these statements.



1. The company has become the leading supplier of mobile phones thanks to its

location.

2. Nokia produces not only mobile phones but also microwave ovens and fridges.

3. Nokia purchased the Swiss cable machinery company at the beginning of 1990s.

4. The world's first international cellular mobile telephone network NMT was opened

in the USA in 1984.

5. In the late 1990s, Nokia became the largest information technology company.

3. Match the words from column A with their synonyms from column B.

A
1.opportunity
2.foundation
3.acquire
4.produce
5.maintain
6.0objective
7.medium
8.comprise
9.1eader

B
a. buy

b. manufacture
c. keep up

d. include

e. possibility

f. creation

g.mean
h. goal
I. head

4, Circle the word that does not belong to each horizontal group

1. firm comp
2. leade
3. acqui
4.hea leade
5. prod
6. goal aim

7. maint

subsidiar
employe
manufact
boss
client
opportun

found

society
salesman
make
supplier
consumer
objective

establish

5. Work with the dictionary. Complete the columns below.



Nouns Verbs

supplier L
acquire
leader L
establishment ...
sell
consumer ..
employ

6. Put the words from the previous exercise into the gaps.

1. To become a good....... you must possess only positive qualities.

2. Our company bought the equipment on $50,000 last year. It was very expensive
3.Coca-Cola is a very profitable company. Itsannual ......... are $50 millions.

4.0ur company operates on a global stage. We . our goods to 125 countries.

5.We achieve our goals through the respect to our.. .

Individual assignment

Read the article about Kodak.

. What do you know about Kodak Company?

»  Have you ever used any Kodak's products?

1. Read the qgquotation from the text about Kodak:

"The following statements were made in different centuries, but, taken together, they
perfectly sum up Kodak's core philosophy: The promise of innovation. The guarantee of
simplicity. ”

Does your experience prove these ideas? How can you explain it?

2. These are the basic principles of Kodak Company, formulated by George Eastman,

its founder.



e mass production at low cost
¢ international distribution
e extensive advertising

e a focus on the customer

Later George Eastman added further policies to these business principles:
o foster growth and development through continuing research
e treat employees in a fair and self-respecting way

e reinvest profits to build and extend the business.
Which of them do you think are the most effective? Why?

3. Build the word families with the following words from the text.

Advertising popular produce

Announce develop researcher

-

Noun Noun Verb Adjective

personal general




4. Fill in the gaps with the words from the table above:

1. Today Kodak's....... is well-known all over the world.

2. If you want your business to be successful you have to spend much money on

3. Any innovation requires much ............ and hard work.

4. From time to time companies.....their new products as greatest achievements of the
century.

5. Henry Fox Talbot............ a system of producing photographs on glass plates.

5. Read the text about Kodak and give the summary of every part.

Kodak

"Learning from success"
Early business principles

What can we learn from looking at the

histories of successful companies? In the case of [ "
Kodak (more correctly Eastman Kodak) we can £
see the value of formulating good business |
principles from the very beginning. Such princi- }
ples as care for the customer and for employees 2
are fundamental to the growth and success of
the business and need to be established at the

beginning.

The story of Eastman Kodak also tells us something about how companies need
to react to new technologies. The story of Eastman Kodak is a story in which
technological change is not seen as a threat, it is embraced and welcomed because
it offers new opportunities.

Today, Eastman Kodak is a premier multinational corporation and one of the 25

largest companies in the United States.



Early beginnings

In 1879, London was the centre of the photographic and business world.
Photography had started in France with Nicephore Nicepce's first photograph from
nature in 1826. These ideas were soon taken up by Daguerre with the patenting of
the Daguerrotype system of photographs on metal plates. In Britain, Henry Fox
Talbot developed a system of producing photographs on glass plate, which could
then be printed on paper. In 1844, the first photographically illustrated book "The
Pencil of Nature" by Henry Fox Talbol was published by Longman in London. Lewis
Carol, the author of Alice in Wonderland was an early photographer.

In 1879, George Eastman traveled to London to patent a machine for
making glass photographic plates. Two years later, with a business partner, Henry
Strong, he formed the Eastman Dry Plate Company. In 1883 Eastman startled the
photographic world with the first "rolls" of film. In 1888, he launched the first "Kodak"
camera, which was pre-loaded with enough "film" for 100 exposures.

Today, we think of the "disposable camera" as being a modern invention,
yet the first Kodak was launched with the slogan "You press the button, we do the

n

rest. The Kodak camera cost $25. When the customer had used the 100
exposures, the whole camera was returned to the company where prints were
made and a new film inserted in the camera. The 100 prints and newly preloaded
camera were returned to the customer for the price of just $10! Eastman had four
basic principles for business:

*mass production at low cost

international distribution

« extensive advertising

« a focus on the customer.

Eastman saw these four principles as being closely related. Mass production
could not be justified without international distribution, which, in turn, needed
the support of strong advertising. From the beginning, he gave the company the
belief that fulfilling the customers' needs and desires is the only road to corporate

success.



Eastman added further policies to these business principles:

«foster growth and development through continuing research

treat employees in a fair and self-respecting way

reinvest profits to build and extend the business.

By 1896, thirteen years after its launch, the 100,000th Kodak camera was
produced, a success which speaks volumes for the power of good advertising when
it is supported by a good product and customer service. In 1891, Eastman set up
his first overseas factory and distribution centre in Harrow, England, just outside
London. In 1900, Eastman had factories and distribution centers in France,
Germany, Italy and other European countries. A factory in Japan was under
consideration. In the same year, Eastman introduced the first "Brownie" camera
at a price of just one dollar!

Eastman Kodak was largely responsible for popularizing the "hobby" of
photography and putting this technology into the hands of ordinary people.

Color And Moving Pictures
Eastman had collaborated with Thomas Edison on the development of film,
cameras and projectors for moving films. In 1923, Eastman made a simple clock-
work-powered movie. In 1935 Kodachrome was launched as the first successful color
film for amateurs to make color slides and 16mm movie films. In 1942, Kodacolor,
the first true color negative film (for making prints) was introduced.
Embracing Change

Traditional photography is based on the science of exposing light-sensitive
silver halide salts to light. This basic chemistry remained the only way of pro-
ducing images for many years. But new technologies started to challenge this basic
industry.

The first was video, so Kodak started to produce and market video cas-
settes in 1984 in 8mm, Betamax and VMS formats. In the same year, they broke
into another market which would become an even greater threat. They

announced a full range of flexible floppy disks for personal computers.

The Digital Challenge



Today, many of us do not use traditional photographic

cameras. We take pictures and video with  fi,

digital cameras, which do not require film
or processing. We can print these pictures ‘
at home (and get remarkably good
quality) and exchange pictures and
moving images through the Internet and
email attachments.

Kodak recognized and embraced this technological challenge as early as the mid-
1970s. In 1985 they produced their first electronic publishing system. Since then, while
the traditional photography business has remained strong, Kodak's research and
development have produced still video cameras, digital printers, digital still and movie
cameras and the Photo CD.

Kodak's 1999 annual report carried two cover slogans "Take Pictures Further' and
"You Press the Button. We Do the Rest™, combining their current and original marketing
messages. As the report said, “The two statements were composed a century apart, but,
taken together, they perfectly sum up Kodak’s core philosophy: The promise of innovation.

And the guarantee of simplicity.”
6. Do the following test choosing the proper variant:

1 When did Eastman found the first photographic company'?

a) in 879 b) in 1881 c) in 1883

2. The first company was called:

a) Dry Plate Company  b) Kodak c) the Pencil of Nature

3. $ 10 was the price of

a) a new Kodak camera b) 100 exposures  ¢) 100 prints and newly pre-loaded
camera

4. Eastman established his first overseas company in

a) 1891 b)in 1886 c¢)in 1900

5. The first true color negative film was introduced in



a)1929 b)1935 c)1942
6. In the 80s of the last century the company developed
a) video cassettes b) CDs c¢) tape recorders
7. If we have a digital camera, we can
a)exchange pictures through the Internet
b)use a film at home

C) go to a special center to develop a film

7. Interviewing a company representative.
You are a journalist. Your editor wants you to write an article about Kodak for your

newspaper. Prepare a set of questions (8-10) to interview a representative of the company.

7.Write an essay about Kodak. Your essay should not be longer
than 180-210 words.

1. Read the following text.

Jeff Bezos founded the dotcom company Amazon in the early 9os
when he noticed that the use of the Internet was growing by more than 2000% per
month, he realized that in a virtual bookstore he could offer his customers far more
choice than he could in a physical store (his virtual store would take up six times as much
space as a football field if it were real). In the beginning, many customers felt less
comfortable about buying books online than they did in a shop, but they soon
discovered that in fact it was just far more easy and safe. Bezos has made Amazon
more than just a place to buy books. You can also read book reviews, news and even

parts of books there, and this has attracted many people to the website.

2. Get ready for the interview with Jeff Bezos, the founder of

Amazon. Make up 10 questions you would like to ask him.



g
v

g
v

e
o

&
v

L
Y]

D
B0

©
-~

g
v

=
-~

e
=
]

Individual assignment

Read the article about the Ukrainian company ""KyivStar'* and do the exercises after

Reading

Read the article about the Ukrainian company "'KyivStar"

«KuiBcrap» chbOroaHi

CraHOM Ha cepeduHY >KOBTHS 2004 poky «KwuiBcrap» 00CIyroBye moHaz 5
MJIH. a0OHEHTIB, 3a0e3IIeUylour IIOKPUTTSA TEPUTOPIi, e MpoKuBae nmoHazy 87%
HacesieHHs YKpainu. CBoeio mepexero «KuiBcrap» OXOIUTIOE 1163 BETUKUX 1
MaJIMX MicTa Ta 16 650 CLIbChKUX HaceJeHUX IMyHKTIB, BCl OCHOBHI HaIllOHa/IbHI Ta
perioHajibHI NUIAXU, OLIBIIICTP MOPCHKUX Ta PIYKOBUX y30epexk YKpaiHU.
«KuiBcTap» Hajlae pOyMIHTOBI TIOCJIYTH YV 141 KpaiHaxX Ha 5 KOHTUHEHTAX, a TAKOXK

Ha 250 KPYI3HUX MIapoIulaBax Ta 500 MapoMax CBITY, MalO4u 269 JIOrOBOPIB MPO



pOyMIHT i3 3apybi>kHUMH olepaTopaMu. «KwuiBcrap» 3abeslieuye MeIIKaHIIIB

YKpalHu HallCydyacCHIIIIUMU TeJIeKOMYHIKAIIHHUMU MOCTyTaMMU.

THUIIN PO3BUTKY
Yce mounHasoch 9 TpyAHSA 1997 POKYy Koim y Mepexi «KuiBcrap» 6ysi0
3p00JIeHO TEPIINH A3BIHOK. 30CcepeaUBIIN BiJi CAaMOTO IIOYATKy CBOl 3yCHJLIS Ha
HA/JIaHHI TIOCJIYT SKICHOTO 3B fA3KY YKpPAiHCHbKOMY HACEeJeHHIO, KOMIIaHifA 3
KOJKHUM POKOM IPUCKOPIOBaJIa TEMIIM PO3BUTKY — IOYABIIU 3 YACTKU PUHKY Y
4.2% Ha KiHellb 19977 POKY, Y YePBHI 2001 POKY BOHA cTajia 6e3lepeyHuM JIijlepoM
PUHKY 3a KUJIbKICTIO aDOHEHTIB, a B JIMCTOIA/l TOTO K POKY KOMIIaHis BXKe BiTasa

CBOT'0O MUJIIOHHOTO AaOOHEeHTA.

ITapTHEpN
OpauuM 3 OCHOBHUX TapTHepiB «KwuiBcTtap» € Taki BifjloMi B yCbOMY CBITI
kommnasii sik Telenor, Ericsson, Comverse. Telenor cras akiionepom «KuiBcrap» y
Oepe3Hi 1998. 3MiIHIOIOYMN CcTpaTeriyHe MapTHEPCTBO, Telenor y 2002 porii cras

TOJIOBHUM aKI[IOHEPOM 3 54.21% 4acTkoo akiii « KuiBcrap».

CriBpOOGITHHUIITBO
CriBpobiTHuirBo «KuiBcrap» 1 Ericsson mouasocs e y 1997 pori. Came
3aB/IIKM YCTaTKyBaHHIO, IO Hajae KommaHia Ericsson, «KuiBctap» Mae
MOKJIMBICTh KOHTPOJIIOBAaTH TEXHIYHI MPOIECH CBOEI ISJIBHOCTI 1 IIOCTIHHO
TIOJTIMIIITYBATH SKICTh 3B SI3KY 1 IOJIATKOBUX IOCJIYT. YCITIIITHE CIIBPOOITHHUIITBO 3
komraHieo Comverse 3a0e3reuye « KuiBerap» CTIHKY KOHKYPEHTHY IlepeBary Ha

PUHKY IepeAIIadeHuX ITOCTyT MOOLIILHOTO 3B " SI3KY.

4 2. Match words and words combinations in Ukrainian with
W their equivalents in English:

1. aDOHEHT

2. KOHTPOJIIOBATH TEXHIUHI IIpoIiecu

3. OCJIyTY MOOUIBLHOTO 3BA3KY



4. 3MIITHIOBATU CTPATEriyHE NaPTHEPCTBO
5. IPUCKOPIOBATHU TEMIHU PO3BUTKY
6. cTiliKa KOHKyPEeHTHA 3/IaTHICTh
7. Halicy4JacHIiIIl TeJIeKOMyHiKalliliHi OCIyTH

8. mpoBiAHUY OollepaTop MOOLIHLHOTO 3BA3KY

a) mobile communication services

b) up-to-date communication services

c) to accelerate the speed of development
d) to strengthen strategic partnership

e) leading mobile operator

f) stable competitiveness

g) a telephone subscriber

h) to control technical processes

3. Use these words and word combinations to write your own 8 sentences.
4. Prepare a report about "Kyiv Star" in English. You can add any

information you need from different sources.

ij Colgate World of Care

Welcome to the world of Colgate-Palmolove.

Every day millions of people like you trust our products

To care for themselves and the ones they love.

6.Render the text about Colgate into English.

Kommnamnis Colgate 6ysia 3acHoBaHa y 1806 porti Biutesamom Kosreiitom B Jloc
Amxesici. TooOBHUMU MPOAYKTaMHU IIi€l KoMITaHil Oy Muito Ta cBiukw.lleprri
cTo pokiB kKommaHiA Aisna y CHIA. Asie Ha moyaTKy 1900X POKIB BOHa Ilouaja
MOIIMPIOBATUCh Ta 3acHyBaJsia JieKiybka GuTii B €Bpori, JIAaTUHCHKIA AMeEpHUIIl Ta
Ha Jlaiekomy Cxozi. 3apa3 Colgate € ayke mprOyTKOBOIO KOMITAHI€IO, IITOPIYHUI
obcAr 11 mpubyTKiB CKjIaJila€ 17 MUTIOHIB AosiapiB. Ha koMmnadio mpaiomTh 50

TUCSY POOITHHUKIB, a cBOIo mpoaykitito Colgate mpomae y mtomy cBitTi. CyyacHa



crertiasisaliis KoMnaii 1e 3yOHi IIIITKY Ta MacTH.

Colgate mociyiae o7iHe 3 TOJIOBHUX MICITh Ha CBITOBOMY PUHKY.

¥,

4

Reading

WHAT'S IN A LOGO?
Before reading the article, discuss the following questions:
e Why is logo important for a company?
e Can a company do without a logo?
e Which logos do you like most of all? Why?
Before reading study the following words:
to distinguish — BizipizusaTH
recognizable — mizHaBaHUMA
to identify — Bu3HauaTH, BrisHaBaTH
identity — iHMBIyaIbHICTD, BIIMIHHA pHca

to promote — rpocyBaTH, pOOUTH MOITYJIIPHUM

What attracts customers? Obviously the quality of a product does, but visual images play
an important role too.
There are now many products and services on the market
which are similar in content though produced by different
companies. That is why it is necessary for a company to distinguish
itself from its competitors by having a strong company image, which is
iImmediately recognizable.
Logos are part of this image. They are symbols, which often include a name or
initials to identify a company. The logo establishes a visual identity for the company, just

as different groups of young people express their identity through hairstyles and clothes.



All groups from all cultures and throughout the ages have used colors and symbols to show

their identity.

In different cultures, different colors have
different meanings. Some colors may be connected with

coldness in one culture and with warmth in another;

== some colors represent life in one culture but death in
; another. International companies have, therefore, to
make sure that thelr logos will not be misunderstood or misinterpreted in different
countries.

The logos of large international companies are recognizable throughout the

world . One of the most famous logos is that of Coca Cola.

m The design of the words “Coca Cola” has not changed since

1886, although the surrounding design has been changed from time to time.

Many companies have, over the years, renewed their
logos to fit in with contemporary design and to present more
powerful images. Some logos incorporate an idea of the

product; the steering wheel in the Mercedes logo, for example,

and the airplane tail of Alitalia.
Companies need to have a strong corporate identity. The logo helps to
promote this image and to fix it in the minds of the consumers. Logos, therefore,

need to be original and to have impact and style.

1. Answer the following questions about the article:
a)Why is it important for a company to distinguish itself from its competitors?
b)What do logos include?
c)What do the international companies need to take into account while creating a logo?

d)How does a logo help companies to attract customers?



2. Explain the following words in English:
e Alogo
e Adesign
e Animage

1.Which logo design do you like?

2. What image does it include?

3. What makes it attractive?

%=
= ,@

3.Pair-work. Role-play this situation:

Student A Student B
Before setting up your company you You are a business con-
need to plan all details connected with its sultant. Answer all questions of
activity. And one of the problems is a your client and help him to
company's logo. You want to produce and create his company's logo.

sell soft drinks and you know that there are
many competitors in this sector.
Nevertheless you want to make your
company global. You know that logo is very

important for every company, so you come

to a business consultant and ask to help you.




y ,I‘} COMPANY SLOGANS
£ &

A company slogan, motto, or tagline is a word or phrase
that identifies and explains a product's or company's benefit to

the consumer in a meaningful and memorable way.

learning

zane 1. Match the companies with their slogans.

« Try to formulate the ideas of these slogans in your native language.
« Do you know any slogans of Ukrainian companies?

* Do they persuade customers to buy the products of these companies?

1 Obey your thirst" a) Wella
2."Because I'm worth it" b) Nokia
3."Keep Walking" ¢)McDonalds
4."Just do it" d) L’Oreal
5."Perfect to you" e) Sprite
6."I'm loving it!" f) Johnnie Walker
7. “Connecting people” g) Nike

2. Do you know any more slogans of the famous companies?

Y=
- 9

3. Pair —work.
Read the ideas about establishing unusual businesses. Choose one
of them and think of the most suitable company name, logo and slogan.
Share your ideas with the group.
G Design a car with two steering wheels so that when the driver is tired the
person sitting next to him can take over without switching seats.

Instead of using one spoon and one fork, design one piece with the spoon on one



side and the fork on the other. So that when you finish eating your soup just
G flip it over and you can eat your potatoes. This way you will have to wash less

dishes.
G Lipstick for ladies with a beer flavor. Men will love to kiss the woman who
dares to use it.
G Design a mini watermill for your kitchen sink. Every time you wash dishes the

mini watermill will generate electricity that can later be used to watch TV or other

electric devises you have in the house. It is another idea for alternative energy.
Design universal shoes that fit both right and left feet. There are many benefits
G like you can buy a spare shoe for in case you loose one or if one is worn out but the
other one is still good. Also you don't have to figure out which one is left or right, you can just

put on any one.

PROJECT WORK
In groups of three - four students or individually invent your own
company, give it a name, create its logo and slogan, give its description.

Present your company to the class.

COMMUNICATION
WORKSHOP

Presentations

Subject Signaling the end




I'd like to talk today about... That completes my presentation.
1' m goi ng to present... Before | stop/finish, let me just
inform you about... say...
describe That covers all | wanted to say.
The subject of my Summarizing
presentation... Let me just run over the key points
speech... again.
report... I'll briefly summarize the main is-
We are here today to Sues.
decide... Tosumup...
learn about... Briefly...
agree... Closing
The purpose of this talk is Thank you for your attention
- put you in the picture abouit... Thank you for listening.
- give you the background to...
Main parts Inviting questions
I've divided my presentation I'd be glad to answer any ques-
four parts/sections. They are... tions at the end of my talk.
Firstly/first of all... If you have any questions, please
Secondly/then/next... feel free to interrupt.
Thirdly Please interrupt me if there is
Finally/lastly/last of all... something, which needs clarifying.

1. Complete the following sentences. Choose the correct verb. The first one has

been done for you.

1 I'd like to inform you of the latest news.
a) speakb) inform C) describe
2. i Could you up? We can't hear you at the back.
a) talk b)say C) speak
S I'll have to the place as | don't have any photos with me.
a) explain b) describe C) present
Ao, He's going to  the latest results.
a) describe b) inform c) present

S YT TTT We'll have time to about this over lunch.



a) discuss b)say c)talk
B, We will you when the project comes to the end.

a)say b)describe ) tell

2. Use the words from the box to complete the introduction in the

presentation.

\_/—\

a) look at b) talk about c) points of
view

d) brief e) questions f) finally

\_/_\

Good afternoon and thank you for making an effort to be here with us today. My name’s

Rachel Rawlins and | 'm responsible for public affairs. What I'd like to do today is to

(1) our recent corporate campaign. This (2) talk will hopefully
(3) a springboard for discussion. I'm going to (4) the
corporate campaign from three (5) firstly, the customers; secondly the
financial institution; and (6) , the shareholders. If you have any (7) :
just interrupt me as | (8) .Your point of view may well be different, and
we'd like to (9) from you.

3. Prepare a one minute presentation about one of the following

subjects:

Company logo and slogan
*Profitable spheres of business

Women in business

Your presentation should have an introduction, body and conclusion. Also think of

three questions that you expect to be asked after your presentation.



Any presentation should consist over the following parts:
a)introduction of the speaker e) major product areas
b)subject of the presentation f) customers
c)history g) company production figures

d)description h) conclusion

Write an introduction in which you:
eintroduce yourself
«explain the aim
eindicate the main topics
Use the following phrases:
a) Firstly, I'd like to consider...
b) So, just before I finish, let me summarize the main points again. First,...,
second,..., and finally,....

c¢) Before going on, I'd just like to take a moment to explain...

d) Right, let's stop there. If you have any questions, I'd be pleased to try to
answer them.

e) I've divided my talk into three parts. First I'll talk about..., then I'll
mention..., and finally I'll say a little about...

f) To conclude, I'd like to deal briefly with...

g) As I mentioned earlier,...

h) Ok, let's move to the first point.

CULTURAL CORNER

Understanding the "body language" of different nationalities - the way they use

1 : : :
wwiiiiﬁ?‘jﬁ&f’ﬁ%gestures, eye-contact, and touching to communicate without words -

is an important part of communicating across cultures.

l 1. Do the following quiz to find out more about body language



in different countries.

1. The two OK gestures (a circle of the index finger and thumb, or a thumbs-up)
that are so popular in the United States are extremely rude in many parts of the
world. Choose the country where one or both of these well-meaning OK gestures
are offensive and shocking.

a. Brazil

b. Australia

c. Spain

d. Middle Eastern countries
c. All of the above

2.True or false: Asians may show disagreement by squinting and suck-
ing air through their teeth.
3.Never demonstrate how big or small anything is in Latin America by
measuring the space between your two extended index fingers. There is
only one part of the male anatomy to which that gesture refers. The cor-
rect way to illustrate length in Latin American countries is:

a. Hold one hand at the appropriate height from the floor.

b. Extend your right arm, and measure from your fingertips to the

correct distance up your arm with your left hand.

C. Whip out a measuring tape or slide rule.

4. True or false: In Chile, slapping your right fist into your left palm is
obscene, and an open palm with the fingers separated means «stupid.»

5.US executives are generally comfortable standing with about two feet
of space between them. True or false: The normal speaking distance in

much of Latin America is less than one foot.

6.You are late for your appointment with your new German boss, then you call him

by his first name and move your chair closer to his desk. Which of the following



might placate him?
a. Ask him about his family.
b. Slouch.

C. Stick your hands in your pockets.

d. Apologize for being late and get right down to business.

7. True or false: In Japan, tapping one's finger repeatedly on the table
signifies agreement and support of a speaker's statement.
8. People from different cultures point with various parts of their bodies:
their chins, thumbs, or palms. True or false: An Englishman will gene-
rally indicate something with his head.
9.A British professor was a guest lecturer at a university in an Islamic
country. During his address, he unthinkingly insulted the audience by dis
playing a part of his body. What did he show the audience that was so
offensive?

a. His teeth

b. His left hand

C. The sole of his foot

10. In Hawaii, a common gesture for greeting is called the «shaka» and is
done by:

a. Shaking two clasped hands in the air

b. Nodding your head rapidly up and down

c. Folding down your three middle fingers to the palm, extending your thumb

and pinkie, holding out your hand and shaking it.

Discuss the following questions.

e Do people in your country use gestures a lot?
e Are there any gestures that you consider offensive?

e What gestures are inappropriate in business communica-



tion in Ukraine?

3. Work in groups.

Discuss what impression you can produce to a stranger doing the
following things:

the noises you make: yawning, clicking a pen, sniffing, tapping your
fingers.

talking in a loud voice; talking in a soft voice.
e sitting cross-legged during an important meeting.

keeping your hands in the pockets while speaking to your business
partner.

UNIT 2
) ;.;}\ TYPES OF COMPANIES

As you know, there are different companies in the world of business-

companies, which operate only on domestic market, and big multinationals with
learning

s subsidiaries all over the world. There are companies, which employ thousands of
people, and companies with only one person. And the type of a company

depends on its form of ownership.



Reading

Read the text about different kinds of companies in the UK.

Before reading study the following words:

Public limited company (plc) — akyionepna xomnanis 6ioxkpumozo muny

Private limited company — axkyionepna komnauis 3aKkpumo2o muny

Sole trader — npusamnuii nionpuemeys

Partnership — mosapucmseo

Share — akyin

To share — diaumuco

Shareholder — akyionep

Stock Exchange — ¢ponoosa bipaca

Debt — 60ope

Losses — 3boumku

Many of the larger businesses in the UK are public limited companies. It
means that the public is able to buy and sell shares on the Stock Exchange. The
examples of such companies are Marks and Spencer, Guinness and the National
Westminster Bank. However, it is very expensive to set up this kind of company
(minimum $ 100.000). That's why small businesses take one of the following

forms:

G Sole trader or Sole proprietor
This is the simplest way of starting a business. You work on your own and
entirely responsible for all aspects of running your business. This is especially suitable

for small retail businesses.

G Partnership

When two or more people want to start a business together they can set up a

partnership and agree on how the business will be operated. All partners are



responsible for the debts of the partnership and profits and losses are shared between

them.

Q Private Limited Company
A company can be formed with minimum by two people becoming its share-

holders. If the company goes out of business the responsibility of each shareholder is
limited to the amount of money that he has contributed. A private limited company

has the letters Ltd. (Limited) after its name.

? Answer the following questions:

e Where are shares bought and sold?
e Who is entirely responsible for running his business?
e What type of company has the letters Ltd. after its name?

e How many people are needed to set up a partnership?

2., Match the verbs on the left with the nouns on the right to form

business expressions.

a)establish 1. profits
b)pay 2. business
c)buy 3. company
d) contribute 4. debts
e)run 5. money

f) share 6. shares

3. Fill in the gaps with the word combinations from the previous exercise. Put
them in the proper form.

a) If you want to get more profit, you need to more ...... :

D)t My uncle was a very wealthy man
DECAUSE NE ... of the profitable companies on the

Stock Exchange.



(o) FEPPPURT | don't like with someone else. That's why | am a sole proprietor.

D)o Nowadays it is very difficult tofor small companies
because of great competition.
e)Before ........coceevvenn. you need to decide what form of owner ship it will have.
HWe............ all........... together with my partner when our company went bankrupt.

British American
Sole proprietor - individual (single) proprietor
Public limited company (plc) - Corporation (Inc)
Private limited Company (Ltd) - Close Corporation

Choosing the form of ownership is very serious and responsible decision. Before
making this decision businesses should take into account not only money matters but

also all advantages and disadvantages of these forms of companies.

Reading

Read about pluses and minuses of running a sole proprietorship and decide

Sole proprietorship

advantages disadvantages




* It is easy to start.

« It is inexpensive to start.

It 1s flexible, because the sole
proprietor himself/herself holds all the
authority.

* It is best adapted to a small
business because it can provide indi-

vidualized products and services to their

e “Unlimited liability”- if the owner gets
into debt he risks losing his money and
property to pay bills.

« If the owner is ill or dies it is difficult
for the business to continue.

*Typically there are long working hours
and few holidays.

* There are not much money to

customers. expand your business.

Listening
Listen to a business expert describing the positive and negative sides of setting
up a partnership. Complete the table below.

Partnership

Advantages Disadvantages

Well, partnership is very common type of organization. As you know, it's
impossible for one person to know everything about business, so partners can help
each other and specialize in certain areas. And one more important fact that
responsibilities can be also shared and each partner can have more free time. It's
also easier to expand business because there is more capital to invest.

But if you have chosen a bad partner, it's really a pity because it's very hard to get

rid of a bad partner and disputes or arguments about the business are unavoidable. And in



addition partnerships have unlimited liability.

Corporation

advantages

disadvantages

It is easy to attract
investments. « Corporation does
not die with the death of a
founder or partner, and
ownership rights can be easily
passed on to other people. « It

provides the opportunity of using

talents, knowledge, and
experience of an unlimited
number of people.

« It has the financial

power to research, develop, and

produce

I

« It is difficult and expensive to start. « It
is difficult to control.

« The management usually takes
great care of the principal stock-
holders' interests, while the rights of
those who have a small number of
shares are often neglected.

« It's more strictly regulated legally
than a sole proprietorship or part-

nership is.

6. Match words from each column to make common word combi-

nations.
1
2. raise
3. invest
4. keep

5.attract

provide a. investments
b. control
C. money
d. service

e. profits




7. Make up five sentences with these word combinations.

8. Fill the gaps in the sentences below with words from the box.

(" a) Headquarters b) partnership
c) Corporations d) private limited
company e) shareholder f) owned
g) Stock exchange i) sole proprietor
j) Pool  K) partners ) shares
- J

1. The .......of this corporation have greatly increased in value during the last two weeks.

2. The ......... of their office is in Portland, Oregon.

A ... a person who owns his or her business himself (herself) with no other.
4. 1fabusinessis .......... by several partners, itisa .......... :

5 . sell their stock at the .......... :

6. All owners of a corporation are called .......... )
7. Business people .......... their money, efforts, and talents to organize
partnerships.

8.When the shares of a corporation are not freely sold at the Stock Exchange, it is

9. Make up questions to suit the answers.

1 ?

A partnership can have up to 20 partners.

2. ?
Shareholders are people who own shares in a company.

3. ?

The Stock Exchange is a place where shares are bought and sold.
4, ?

It's easy and inexpensive to start.



5. ?
Greater influence belongs to shareholders who have more shares because they have

more votes at the annual stockholders' meetings.

10. You are a business consultant. A visitor comes to your office asking for
advice. He or she wants to set up a sole proprietorship. Fill in the answers to your
visitor's questions.

You: Hello! How can | help you?

Visitor: Good morning! My name is | want to setup a sole proprietorship! |
plan to open a small shop selling shirts and ties. Could you please give me some
recommendations?

You: With pleasure. What would you like to know?

Visitor: What must | have and know to start a sole proprietorship?

D 0 U PP

Visitor: But what if I don't have enough capital to invest?

Visitor: | know that, besides money, | should invest some personal assets. | don't

understand what "personal assets” mean. Could you explain it to me, please?
You: Personal assets are.........cccovevvveeiivvneninnnnn,

Visitor: Can anybody else, besides me, own and operate my business?

You: No, only the sole proprietor can .......

Visitor: | have a lot of objectives for my business. But can you tell what | should
consider as the main objective?

You: There is only one main objective in every business. Itis .........

Visitor: Thank you. But I think 1'll have to come again.

You: You are very welcome.



? Discuss the problem:

Josef Stanley is a very good designer. He thinks about starting his own
business. He plans to provide different services in designing and decorating
offices and apartments. But he doesn't know what to start with and what

form of business to choose. What would you recommend him?

Case study.

John has always wanted to have his own restaurant. He is a wonderful cook

nd likes good homemade food very much. He worked for a big

0@1, ompany, but one day when he thought he had enough money, he
3 /
Q 2 lecided to leave his job and work for himself. He rented the bottom
(=

A
floor in a large house to open his restaurant, but soon realized that he

dldnt have enough money to purchase all the equipment he needed. Yet, he
managed to get a loan from the bank, and the restaurant was opened as planned.
Unfortunately, he had no money left for an advertising campaign. Since few people
knew about the new restaurant, there were few customers. The food was very
good, but rather expensive because it was prepared by John himself. He had to
raise prices even higher to pay the expenses because he had so few regular
customers. Soon even they stopped visiting John’s restaurant since there were
cheaper restaurants and cafes in the neighborhood - a lot of fast-food restaurants
among them. Very soon John’s expenses were higher than his profits. He could
not repay the bank for his loan or even its interest. His rent was overdue. Within a
year he went bankrupt, the restaurant was sold, and John had to look for another

job.

? Answer the following questions:

e Why did John fail? List the reasons of his failure.



e |f you were a business consultant, what would you recommend John to do before

opening his restaurant?

Role play

Student A Student B

You are John. You have come to a| You are a business consultant. A man has
business consultant for recommendations. | come to your office for
Answer the consultant's questions and|recommendations. He wants to open his
discuss his/her recommendations with|own restaurant. Ask him all the questions
him/her. you need to ask: investment capital,
location of the planned restaurant, kinds of
food to be served, opportunities for
advertising, etc. Then give him your

recommendations.

PROJECT WORK

You have already created your own company. Now you need to decide

what type of organization to choose. In groups conduct a discussion; give reasons
for your decisions.

COMMUNICATION WORKSHOP
INVITATIONS
Invit We'd like to invite you to...
Would you like to come to...?
We wondered if you could come to...?
What about...?
Acc Thank you...
I'd love to.
That would be nice.
I'd be delighted.
Decl I'd love to, but...
I'm sorry, but I've got another engagement

I'm afraid | can't come. I'm going to...
Plac Is it far?
What's the best way to get there?




I'd recommend you to take a taxi.

I'll send you a map.

Would Tuesday evening suit you?

What sort of time?

Shall we say 8 o'clock?

Let's say 8 to 8.30

So, that's 7.30 on Wednesday?

Let me just confirm that. Tuesday at 8.00, at your
| look forward to seeing you.

1. Helen Connell wants to invite her business partner Josef
Green to visit her house. Complete Josef's half of the dialogue with

sentences a to d.

Helen: We'd like to invite you to our house before you return to England.

JOSCE: ceenrereeeessssccesssssccsssssscssssssscnssssone

Helen: Could you manage Saturday?

JOSEL: eieeiieiiniieiintencentcnccnccescescescescences ?
Helen: Well for drinks, and then for dinner.
JOSEL: «eueiniieieiercencencencencenccnscescnncencene ?

Helen: That's fine. There will probably be a few other people, but we'll
keep it nice and informal.

B 1071 =) I

a)That's really very kind, Helen.
b)Yes...what sort of time?

c)So about 7.30?

d)Great. I look forward to it.

2. Complete sentences a and b so they mean the same as the

sentence in italics.

1. What day do you prefer?
aWhatday.......cccceeeeriieeiiiiiinieeeeenn. you?



b What day is......ccccceeeeeveeccnnnnnenn. for you?

2,  How about Wednesday?
: [N Wednesday convenient?

|+ J R Wednesday suit you?

3. Sunday's convenient for me.
A SUNAAY....oeviieeeiieieecirreeeeee e me.

b Sunday.......cccccceerieiiiiieeiinnen, fine for me.

4.1 can't make it on Friday.
aFriday ....ccccoevvvvveennnnnnnn. convenient for me.

b Friday.....ccccoeveeieiiiiiiiieieeeeeeee, suit me.

3.Pair work

Prepare five invitations of your own (for dinner at your house,
for a drink after work, for a game of golf or tennis). Then, in pairs, take it in turns to

make and respond to the invitations.

® 4 .Pair work
‘./‘6
=

&

Student A
Student B

You are a \visitor to
Student's B company. You will be Student A is visiting your

invited out to dinner. You are only in | country and you are responsible for




the country for four days and you
only have evening free

(Thursday).

one

Respond fo the
invitation positively and politely.
Make sure you understand the

arrangements.

looking after him/her. You would like
to invite your guest to dinner at
your home, if possible on Monday
evening. Other evenings are
possible but not so ideal. If you
can, organize the dinner and make all
the

arrangements,  including

picking him/her up, etc.

5.Pair work

5>

Student A

Your are visiting Student s B
country for a training course.
He/she will invite you to the
theatre tomorrow evening.
Unfortunately, you have already
arranged to go out to dinner with

some friends.

Student B
Student A is on training
course in your city. Invite him/her

to the theatre tomoroow evening.

miomithabr_ Cultural corner
Hitishs il ] ]
L v ’f"T The Business of Gifts

it e >

Being invited out to someone’s home in a foreign country

and leave and what gifts to give. Everyone likes to get gifts, and



business people are no exception — but what gifts are appropriate?

1. Read the information about the culture of gift-giving in different countries. Can
you guess what country is described?

Match each paragraph with a country where these customs are

used.
1 a) Brazil
2. b)Japan
3. c) US.A.
4, d) Switzerland

1 Gifts are given frequently and are important part of all relationships.

Politeness may require that the recipient first decline the gift; the giver may have to offer
it three times. Since gifts are never opened in the presence of the giver, the presentation is
of equal importance. Proper gift-wrapping is vital. Gadgets are popular gifts.

2 businesspeople in this country give out many promotional

items, which are not gift-wrapped. Formal gift giving among U.S. executives is
usually limited to Christmas and commemorative events. Some executives who deal with
foreigners have learned to give gifts on other occasions. Gadgets are popular, and gifts
may display a corporate logo. Gifts are opened immediately.

3 Gift-giving habits vary among three major linguistic groups.

Quality and craftsmanship are appreciated, but gifts must not be mistaken for a
bribe. Small, tasteful gifts are preferred over the large and ostentatious. Crafts or folk
art from your home region are respected. Gifts are usually opened immediately.

4 Hospitality is important, but gift giving is not universal among

businesspeople. Secretaries at companies can be very helpful, and a gift of a scarf
or perfume is a good way to express appreciation. However, gifts to members of the

opposite sex can be misinterpreted; a man should say: «This is from my wife» when



giving a gift to a woman. Be cautious about gifts with a green-and-yellow color scheme,

which represents the national colors. Gifts should be stylish.

? Discuss the following questions.

e Are gifts important in business communication in your country?
e What gifts are common?

e Are there any special traditions connected with gift giving?
3.Write a short report about the culture of gift giving in Ukraine.

4.Do the following quiz to find out more about different cultures

and different gifts.

Beware Businessmen Not Bearing Gifts
1. Match the occasion when a gift is absolutely required with the
country.
A July 15 and January 1 1. United Arab Emirates

o

Every stage of a deal2. Nicaragua

C. Secretarial services 3. Japan

2. Your Singaporean client looks stricken when he sees the gorgeous hand-made
cowhide boots you had bought especially for him. True or false: Your client is probably a

practicing Hindu.

3. True or false: A gift should always be wrapped in its country oforigin.
4. True or false: In Asia, the recipient of a gift will place the gift aside, rather than

opening it in the presence of the giver.

5. Sport-related gifts are often appreciated. Of course, you need to know your client's

sport. In the Caribbean, you Il find golf, tennis, snorkeling, and fishing, but other sports are present



as well.

Match the following sports and countries:

a. Cricket and polo l. USA

b. Football 2. Russia

C. Bowling 3. Barbados
d. Baseball 4. Aruba

e. Billiard 5. Brazil

UNIT 3
COMPANY STRUCTURES

£ In business organization structure means the relationship

:} between positions and people who hold the positions.

Welcome
to the

‘Organlzatlon structure is very important because it provides an
& % \ efficient work system as well as a system of communication. Most

learning
zone

companies are made up of three groups of people: the
shareholders (who provide the capital), the management, and
the workforce. The management structure of a typical company is shown in the following

organization chart.

The organizational chart of the company

Chairman

l

Managing Director



l

Financial Marketing Production
Personnel
Director Director Director
Manager
l Chief Pub‘ll'ic
Acco | Advertising
untant Relations
Manager
Manager

Read how things are organized in a company.
Before reading study the following words:
Hierarchy — iepapxisa

Board of Directors — paaga 1TupeKTOpiB

Chairperson — rosioBa pajaui IUPEKTOPiB
Manging Director — gupekTop
Senior managers — roJIOBHI MEHe:KepH
Advertising (publicity) — pexsiama
CEO — BUKOHAaBYHMHU JUPEKTOP

To appoint (to the position) — mpu3HayaTH Ha IOCAXy

At the top of the company hierarchy is the Board of Directors, headed

by the Chairperson (or President). The Board is responsible for making



policy decisions and for determining the company's strategy. It usually
appoints a Managing Director (or Chief Executive Officer) who has overall
responsibility for the running of the business. Senior managers head the
various departments or functions within a company, which may include

Marketing, Production, Finance etc.

Answer the following questions.
e What is headed by the Chairperson or President?
e  What is the Board of Directors responsible for?
e  What is Managing Director responsible for?
e  What do Senior managers head?

e  Who provides capital for a company?

1.Fill the gaps with the necessary prepositions.
1. Our company is headed ....... the President.
2.Wedeal ........ producing and selling cosmetics.
3. Our Marketing Manager is responsible .......... promotion of goods and reports directly

........... the President.

D As to Human Resources Department, it
takescare ........... the personnel, its recruitment, and training.

e Our subsidiary iscomposed  ........... five  Regional
departments.

2. Below you see the organization chart of Royal Swedish Crystal. Find
where you are in the chart.

RSC is a small company, which produces high-quality glasses and sells these all around
the world. There are 18 employees and the Managing Director. He is responsible for sales and

marketing and has under him a sales team of three:



one Export manager and two sales representatives.
o gl The office staff deals with orders and gives secretarial help to

\( (_\ ‘the Managing Director. As Chief Designer, you are in charge
/ of the design department and your job is to make new

T -
(_\ / designs and organize the work of the production department.
N Y ;/

r " /—LA There are two other designers under you. There is no

Production Manager: The team of nine glass makers report to

you and to the Managing Director.

Listening

Listen to Peter Sharon describing the structure of his company.

Use his description to complete the organization chart below.
Before listening study the following
words:

to be divided — mizipo3aisIaTHCH

to supervise — KOHTPOJIIOBAaTHU
supervisor — HadaJIbHUK
subordinate — mizimopAKOBaHUM

to be subordinated to — mizimopsiAKOByBaTHUCH

to hold a position — 3aiimaTu nocazay

Uohiuroi-dlofsteei

President

'

| |

Pro Ma

duction rketing




Tapescript 4

My name's Peter Sharon I work for Johnson & Johnson. Johnson & Johnson is
the world's known manufacturer of health care products, as well as a provider of
related services. I suppose that if I'm going to describe how things are organized in this
company I'd better start at the top. That's where you can find Mr Rodgers who is the
President of our company and everybody's boss here. The President is the nominal
head of the company, and is elected at the annual shareholders' meeting. But the
President does not supervise the day-to-day running of the company. That's the
duty of Managing Director. There are two Managing Directors at our company and they
report directly to the President. The first Managing Director, Mrs Taylor is responsible for
production. Mr Brown who is in charge of promotion of our products holds the
position of the second Managing Director. The work of the company is divided
among seven departments. Mrs Taylor supervises Production, Finance, R&D and Law.
Marketing, Personnel and Public Relations are subordinated to Mr Brown.

Marketing Department is subdivided into two sections - Advertising and Sales.

BUSINESS WITH FUN

Main Vice President
Tom was so excited about his promotion fo

Vice President of the company he worked for and

kept bragging about it to his wife for weeks.
Finally she couldn't take it any longer, and told him, «Listen, it means nothing,
they even have a vice president of peas at the grocery storel».

«Really?» he said. Not sure if this was true or not, Tom decided to call



the grocery store. A clerk answers and Tom says «Can I please talk to the
Vice President of peas?

The clerk replies «Canned or frozen?»

Individual assignment

Read the text about alternative organization structures and do the

exercises after it.

Can you imagine a place of work where you don't have to go every day? What

kind of company or organization can it be?

Reading

Read the text about different types of business organization.

Oh  look,
his first
ornanization chart.

Alternative forms of Business Organization

Individuals are hired by companies to work on short-range projects or to
cover unexpected demands that cannot be met by a permanent core group of
employees. One out of five Americans is now a member of the contingency
workforce.

As a result of the process of downsizing there appeared a demand for
interim professionals or freelance. They have created a new class of professional
temporaries who are different in education and professional experience from

clerical temporary workers.



When a company reduces hierarchy it creates cross-functional teams made up
of members from different departments to run them.

This organization structure is opposite to the vertical corporation where
information and execution of orders are tightly controlled from above. The
horizontal corporate world, in contrast, is networked internally and focused on its
customers. Hierarchical and department boundaries are eliminated, supervision is
minimized, and self-managing teams become the building blocks of the new

enterprise.

Shamrock organization is an example of information- age corporation. The
leaves of shamrock symbolize three different segments of activity and
workforce.

One leaf of the shamrock or segment of the new organization represents the
core workforce, which includes managers, technicians, and qualified profes-
sionals. This group owns the knowledge that distinguishes a company from its
competitors. They are full time workers committed to the company and in return
receive high salaries and generous benefits.

The second leaf of the shamrock represents organizations outside the com-
pany to whom work is contracted. These are nonessential workers or units that can
be replaced without damage to a company. They are normally self-employed and are
specialists in a certain kinds of work. They deal with data processing operations, cleaning
services that maintain buildings, and supply of raw materials or even deal with parts in a
manufacturing process.

The third leaf of the shamrock is the temporary or part-time, flexible labor force of just-
in-time employees. The company saves money because it only employs these people

when it needs them.

One more model for the new organization. It is described as the de-organized,
disembodied and borderless organization. It has been associated with alliances,

federations, partnerships. The virtual corporation is an innovative business structure



organized around a few core modules and key skills and supported by a network of
independent people. Its objective is to keep productivity high. The ability to satisfy the

customer becomes the driving force behind this organizational architecture.
? 1. Outline the advantages and disadvantages of being a freelance.

Would you like to work for a virtual corporation?

2. Compare the shamrock organization with a traditional company. What are the
advantages and disadvantages of the shamrock organization for the following? Fill in

the table.

ADVANTAG DISADVANTAGE

For the company
For the core workers

For the self-employed
people

3. A traditional computer company has decided to reorganize as a shamrock
organization in order to cut costs. Discuss the following points. In each case give your

reasomns.

? a) Which of these jobs should you keep in the core? Choose them from the box.

Accountant computer programmer
lawyer
Advertising manager secretary

What other jobs do you think should be in the core?
b) Is it better to use self-employed workers or a flexible labor force
to do the non-core jobs?

c) Which of these functions should you keep in the core?

Cleaning strategic planning sales

catering administration training organizing holidays
for ctaff




4. In the written form explain your choice to work for this or that organization. Your

essay should not be more than 180 - 210 words.

COMPANY DEPARTMENTS
Cotto Bros, is divided into a number of departments, which all work
together to keep the company working properly. Each of these departments

has a particular role to play.

1. Unjumble the letters in brackets to give the names of departments

in a company.

(nodurpocit)

This department is responsible for manufacturing the goods. It has to
make sure that the quality is high and the cost per item is at a certain level.

(imetgarkn)

This department decides how much of the goods should be made by
department A, and once they have been manufactured, this department is

responsible for advertising and selling them.

(nfacine)

This department prepares the budget for the company, and decides how
much money should be given to each department, and also how much of the profits
should be spent on investment.

(laleg)

This department prepares contracts, guarantees, patents and other legal



documents and also represents the company if it is involved in a court case.
(enorpsnel)
This department is responsible for the people in the company. They deal
with hiring and firing staff, and also any problems that staff have with their

health or their personal lives.

2. Now look at people who work in different departments. Identify their

professions.

1. Mr Scott works in the finance department. His job is to make sure that the
company's financial records are correct.

a. Accountant  b. Shop Steward c. Engineer  d. Director

2. Mrs Cameron

is in charge of a department or part of a department. Her job is to
tell people what to do and when to do it.

a. Accountant b. Personal Assistant c. Director  d. Manager

3. Mr Boswell works in the legal department. His job is to know how the law affects the
company.

a. Accountant b. Majority shareholder c. Director. d. Lawyer

4. Mr Mc Fee works in Research and development. His job is to design machinery.

a. Director b. Shop Steward c. Engineer d. Manager

5. Mr Glasgee works in the factory. He represents the local trade union in

'\' 3 its dealings with the management.
a. Engineer  b. Shop Steward c. Lawyer d. Personal Assistant

6. Mrs Gonergill is one of the senior members of the company. She and her associates



decide the future of the company, and elect the chief executive officer.

a. Engineer b. Shop Steward c. Director d. Manager

-3

I 7. Mr Brown is one of the owners of the company. He owns the most shares

_jof the company in the stock market.

a. Majority shareholder  b. Engineer c. Director.  d. Lawyer

A 8. Miss Phearson helps her boss organize her day, and prepare for meetings.
MShe reminds her of appointments and works closely with the secretary.

e T

a. Majority Shareholder b. Personal Assistant c. Lawyer. d. Director

3. Now write the short descriptions of the following jobs: secretary, computer
programmer, sales manager, trainer, tax expert, representative. The vocabulary given
below may be useful for you.

To be responsible for:
- buying, (selling) products
-training staff
-quality control
-0organizing training courses
-dealing with customers
-keeping everything in good working order
-systems administration and in-house programming for special company tasks
-dealing with different system errors
-contacts a firm makes promoting company's business
-keeping a minute book
-economic analyses

-annual marketing planning

4. Use this information to complete the sentences. First describe the person's job



and then say what he is doing now. Pay special attention to the use of the present simple and
present continuous tenses.
Example: The managing director (/run the firm /speak to the bank manager)

The managing director runs the firm. At the moment he is speaking to the bank
manager.

1. Receptionist (give out keys/talk to a client)

2.0ffice manager (give orders/write a memo)

3.Post room clerk (sort out letters/make coffee)

4.Personnel officer (employ people/interview applicant for a job)

5.Head of the accounts department (count money/read report)

6.Sales manager (find new markets/phone client)

7.Managing director's secretary (organize the office work/file papers)

5. Translate into English

1. Hamr mupekTop kepye KOMITaHi€I0 BIAIIO.

2. Paga nupexTopiB OaHKY CKIIaAaeThes 3 17 mepcoH.

3. Micrtep BinbsiMc, rosioBa paju JTUPEKTOPIB, KOHTPOJIOE MISIBHICTH HAIIOI (hipMHU.
Bignin MapkeTuHry Ta (piHaHCOBHH BT 3HAXOASATHCS Yy MIAMOPSAIKYBaHHI KEPYHOYOTO
TUPEKTOpA.

5. Kepyroumii aupekTop OIOBia€e TMPO CBOK JISUIBHICTE 0€3M0CEePeTHBO
IPE3UICHTY KOMITaHii.

6. Yci 00OBsI3KM 3 BHPOOHHIITBA TOBApiB PO3AUISIOTHCS MK JABOMA BIAAUIAMU —

BUPOOHUYUM BiJIJIIIOM Ta BIIJIUIOM 3 TOCTIKEHHS Ta PO3BUTKY.

5.Complete the sentences below with an appropriate adverb or adjective from the box.



N /

Example: A typist must be able to type accurately (without mistakes)

1. The receptionist must look ... (well-dressed)

2. She must dress ... (well)

3. She must answer the phone ... (with politeness)

4. Her typing must be ... (free from mistakes)

5. A personnel officer needs to talk to people ... (without making them feel embarrassed)
6. The office manager must run the office ... (well, without wasting time)

7. The sales manager needs to speak ... (with force)

8. All the staff need to be ... (able to do their work)

In groups or individually draw the organization chart of the company you have
created. Decide how many departments your company will have, what functions they will

perform and who will be responsible for these departments.

Answer the following questions:

e Where can you eat out in Ukraine?
e What cuisine do you prefer?

e What restaurant would you choose to invite your business



partner to? Why?

Restaurant language
What would you like? I think this bill is wrong.
What do you recommend? That's not what I ordered.
What exactly is that'? Can you change it please?
I suggest... Do you take (Visa cards)?
I recommend... Shall we split the bill?
It's a local dish. I'm paying.
It's made of... Please, I insist.
It's very spicy. Is service included?

Can I have a receipt please?

J -

Ordering
To start ..../ as a starter
To follow .../ as a main
course
For dessert ...
I'dlke...

N 4

Sally Dillon and Charles Damon are having lunch in The Bull's
Ring. Listen to the dialogue. What do they order?



Grilled Texan Steaks

Grilled Steak.....$12.50 Coffee ....$1.00

@$QG{;’65 ... $11.50 Beer... $1.25
Steak Teriyaki..$2.50 Juice....$1.50
Fafitas.... § 11.50 Cola ... § 1.00

S: Ok. Are you ready to order?

C: Not yet. What do you recommend?

S: I suggest Fajitas. I like it very much.

C: What exactly is that?

S: Well, its Mexican dish - minced meat cooked with vegetables.
C: Is it spicy?

S: No, its delicious.

C: Ok. I'll have Fajitas then.

S: And I'd like grilled steak.

C: What would you like to drink?

S: I'd like a cup of coffee, strong with milk.
C: I don't drink coffee. I'll have orange juice.

S: So, let's call a waiter.

”

2. Look at the menu below and discuss with your partner

what you want to eat.



$1.00

The Flying Kimono
The best Sushi outside of Japan

Food Drink,
Tuna Roll ....$2.00 Tea....Free
Salmon Roll ...$2.00 Cola

California Roll ...$3.00
Mixed Sushi ....$6.00
Miso Soup ....$1.00

4. Discuss the following questions.

e Ifyou visited countries where people ate the following foods,

would you try any of them: monkey, snake, dog, insects? Why,

why not?

e What is the most unusual thing you’ve ever eaten? Did it taste

good or bad?

Jane Tucker, a businesswoman, is ordering breakfast in a small restaurant.

Listen to the dialogue. Fill in the gaps with the missing words.

Ms. Tucker: Excuse me! Could I order now? I'm in a little bit of a hurry.

Waiter: Certainly. Would you like to start with some 1 ?
Ms. Tucker: No, thanks. [I'll have some orange juice.
Waiter: Sure. What would you Ilike to have as a
(2) ?
Ms. Tucker: I'll have French onion (3) . And what would you
recommend as a main (4) ?

Waiter: | recommend you the New York steak with mashed potatoes.
Ms. Tucker: Ok. 1[I take it.



Waiter: Anything to (5) ?

Ms. Tucker: Yes. Could you bring me a glass of (6) please?

Waiter: Red or white?

Ms. Tucker: Red wine, please.

Waiter: Very good. I'll be right back with your (7) _.

Tapescript 6

Ms. Tucker: Excuse me! Could I order now? I'm in a little bit of a hurry.

Waiter: Certainly. Would you like to start with some coffee?

Ms. Tucker: No, thanks. I'll have some orange juice.

Waiter: Sure. What would you like to have as a starter?

Ms. Tucker: I'll have French onion soup. And what would you recommend
as a main course?

Waiter: I recommend you the New York steak with mashed potatoes.

Ms. Tucker: Ok. I'll take it.

Waiter: Anything to drink'?

Ms. Tucker: Yes. Could you bring me a glass of wine, please?

Waiter: Red or white?

Ms. Tucker: Red wine, please.

Waiter: Very good. I'll be right back with your order.

7,

e

5. Pair work
Look at the menu below. Student A is a waiter, Student B is a client.

Role play the dialogue "In a cafe".

Dartes Deli
Sandwiches from Paradise
Food Drink
BLT .....$3.50 (Crispy bacon with lettuce Coffee .....51.00
And tomato.With or without cheese) Milk ....$ 1.25
Ham & Cheese ....$ 3.25 (Fresh ham Juice ....$ 1.50
with cheddar cheece onionce Lnickleg) Cola <100



5. Complete the following passage putting the verbs in brackets in the Present Perfect or

the Present Perfect Continuous.

Robin : 1 think the waiter (forget)l. us. We (wait) 2
here for over half an hour and nobody (take) 3 our order yet.
Michele: I think you're right. He (walk) 4 by us at least twenty times. He

probably thinks we (order,already) 5

Robin: Look at that couple over there, they (be, only) 6 here for five

or ten minutes and they already have their food.

Michele: he must realize we (order, not) 7 yet I We (sit) 8

here for over half an hour staring at him.

Robin: I don’t know if he (notice, even) 9 us. He (run)
10 from table to table taking orders and serving food.
Michele: That’s true, and he (look, not) 11 in our direction once.

6. Here are some restaurant complaints. Fill in the gaps with one of the words from the

box.

4 a) Clean f) rare )
b) Cold g) stale
c) Some h) dirty
d) Hot 1) strong
e) Cup J) broken




1.Thissoup is... and I'd like my soup very........... . Can you change it, please?

2. This Knife iS.......cccccevveeenne Canyoubringmea  one, please?
3. Thisglassis............. Can you bring me another one, please?
4. This bread is .............. Canyou bring me............. fresh bread, please?
D e ———— This coffee is very weak and | like coffee.
Can you bring me another ....................... , please?
TR This steak is very well done, but | asked

for Can | have another one, please?

It is the end of the meal. What do you think Robert says in these situations?
1. He wants a bill.
2. He wants to pay for everyone.
3. He wants to pay by MasterCard.
4. He wants a receipt.
Put the words of the answers into the correct order

a) please the have can bill I ?

b) my are is on this me you guests (2 sentences)

c) take you do MasterCard ?

d) Please I a have could receipt ?
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Going out for a meal or drink can present some difficulties.
[j. It is not always clear from the invitation who is going to pay.
__ Questions like "Do you fancy a drink?" or "What about
meal?" could mean you are offering to buy a drink or a meal. Alternatively, they
could mean you are simply looking for a company. In the UK, people often buy
drinks "in rounds" - one person buys drinks for everybody, on the basis that the
next round of drinks will be bought by somebody else. At the end of a meal for
which all the dinners are paying, they often "split it down the middle", in other

words, take the total bill and divide it by the number of people present. Insisting



that you would like to pay can also be difficult. You hear expressions like "This one

nn

on me"," Let me get this", or "This is my treat."

Pair work

Do the quiz. Circle the answer you think is correct.

1 Sweden
You go out for a meal. How many glasses of wine can you drink
before driving back to your hotel?
a) Two
b)Any amount - there are no drink-driving laws

c)None

2, Spain
You'd like to try the local cuisine. How late can you eat?
a) You have to finish your meal by 9 p.m. Restaurants close early
b) Spanish restaurants stay open all night
c)You can eat very late. Spaniards often eat after 11 p.m.
3. India
An Indian business partner invites you to a traditional meal. How
should you eat?
a) With your left hand only
b)With your right hand only
¢) With both hands

4. Brazil



If you're invited to a meal in Brazil, you should arrive:
a)Shortly before the stated time
b)Some time after the stated time

c)Arrive much earlier

Which flowers should you never take to a dinner party in Poland?
a)Carnations
b)Chrysanthemums
¢)Tulips

Listen and check you answers.

Tapescript
1.Drinking and driving is forbidden in Sweden, so if you want to try a
local wine, we recommend you to go to a restaurant by foot.
2.If you suffer from insomnia, the ideal country for visiting is Spain be-
cause the restaurants stay open very late here.
3.Indians traditional eat with their right hand, as the left hand is consid-
ered unclean.
4Your Brazilian hosts will expect you about half an hour after the stated
time. Never arrive early in case they are busy with last minute prepara-
tion.

5. Chrysanthemums are only given at funerals, so taking these flowers to

a dinner party is considered the bad manners.



Unit 4
IN THE OFFICE

. Talking about an office of a big company we imagine a high
L " ’z ¢ building or even a skyscraper belonging to a business corporation or

Welcome

to the ‘a big enterprise. Such office includes many departments and every

department has its own office (a special room). Office is a room or

learning
zone

building where written work, accounts, sales statistics, business

letters are kept (especially in connection with a business or organi-

zation).

Discuss the following questions: Office

is a place
e What is your vision of the ideal office? | where you
do your best
e What does it look like? to become

Describe your ideal office to your partner; successul 7

Consider the following details:
-size of the room

- number of windows



-Personal computer
-Office furniture

2. Look at the photos. Where would you prefer to work? Why?

3. Use the adjectives from the box to describe the three office

situations.

4 N

relaxing
noisy
interesting
difficult
efficient
messy

N J

SouhkwnE




4. The words below are the opposites of the words from the ex.3,
but the letters are scrambled. Unscramble the letters and match the

opposites. The first one is done for you.

a)saye - easy (5 - difficult)
b)retsulsfs
c)gibron
¢)finefinetic
dytique
f)dityr

5. Jean's boss has decided to move into another office. Her job
was to find a good place for relocation. Look at the notes comparing two

offices.

Martk 1 ame TFleeclt Strecti
£ rooms B rooms
remi/ O remi/ O
20DDD mmn TDDD mm

atiractive/ comwvyemieamit/
close UHo wm-
dersrowmad

Complete the report filling in the gaps with the following words. Put

them in the correct form.

attractive 5. large
convenient 6. close
expensive 7. good
cheap 8. light

N




I've seen both offices now. The one in Park Laneis (a) ................ with four rooms
but the office 1S (D)...cvvuueiiiineeiiiieeeeeeeeeeee e because the rent is $ 2000 per
month. However, with so many windows, it is(c) ............ ,and it is (d)because it is
newly decorated. The office in Fleet Street is (e)....... the first one because the rent is $
1000 per month. Itis also (f) .......eeeeeeeeieeiiecnnnnnnee. because it is (g)
underground station. In fact, it has (h) .................. facilities than the one in Park Lane.

So I think we should rent the one in Fleet Street for six months.

What office would you choose to move in? Why?

7,
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Choose one of the offices and persuade your partner to rent it.

Use the phrases from the "Useful language' box to help you.

4 Why don't you ....? N
If I were you, I'd ....
You should .....
Have you thought about
...(+ing)?

)

7.When you work in the office you have to use many things every day.




Stapler

Crennep

Desktop organizer File in-tray out-tray
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Look at the table and translate into Ukrainian the following words:

/ 1. desk calendar 10 .paper clip, bulldog clip \
2. cell phone 11. hanging and concertina files
3. wall clock 12. hole punch, office chair
4. fax-copier 13. notice board, tab, divider
5. envelope 14. bookcase, lever arch file
6. clipboard 15. floppy disk, typewriter
7. scanner 16. calculator, sticky tape
8. mouse 17. staples, printer, desk
K 9. brief case 18. ink pad and rubber stamp /

8. Complete the sentences below with the names of office equip-

ment from the previous exercises.

..can be used to keep track of daily appointments.

........................ is used to carry work papers.



3. Most business people carry a ..... everywhere they go.
4. Tt tells you when the working day is over..............
5. The computer has replaced the....... in most offices.

6. Most businesses still send important lettersin an .......... .

ToA e, can send and receive messages as well as copy papers.
8. Agood............... is well-padded and can swivel and rock.
9. A e, is often used at business meetings.
1 (0 TP A can "read" pictures, diagrams or print and send it to a
computer.
1§ PSR This doesn't eat cheese. It just wants you to move it
and push its buttons.

9. Listening
a) Listen to the dialogue between two office workers. What are
they speaking about? Answer the following questions:
1. Which statement is true?
a) Jennifer has some new furniture in her old office.
b)Jennifer has a new office.
c)Jennifer has a new job.
2. What's the only problem with the office?
a) There's an old computer.
b)There are no windows in the office.
¢) There's no coffee in the office.
3. Which magazine does Jennifer have on her desk?
a)The New York Times
b)New Times
c)Time
4. Which statement is true?
a) Bob often reads Time magazine.

b)Bob has the latest computer.



c)Bob likes New Times magazine.
5. What does Jennifer offer to do?
a) Give Bob a magazine.
b)Make Bob a cup of coffee.
c)Give Bob her office.
b) Listen again and complete the dialogue with the missing words.

Jennifer: Hi Bob, come in. This is my new office!

Bob: Wow, it's great. There's so much (1) ........... . A sofa, armchair...
Jennifer: How about my (2)............ isn't it beautiful?
Bob: Yes, look at that. Is that a new (3)............... ?

Jennifer: Yes, itis. The latest (4) ......ccccccoevveernen. !

Bob:... but there aren'tany (5)..........ccvee.e. in here.

Jennifer: No, no, there are some windows. They're over there.

Bob: Is that New Times (6) ................ on your desk?

Jennifer: Yes, it is. There are some more copies in the cupboard.

Bob: It's a great magazine. | love it.

Jennifer: Yes, lots of good (7)................. .Would you like a cup of coffee?
Bob: Sure, isthere a (8) .........cuuueeeeeee. here, too?

Jennifer: Yes, there is. There’s everything in THIS office.

Bob: You are lucky!

Jennifer: Yes, I am. You are welcome anytime, now let’s make that coffee...
b b

Tapescript 9

Jennifer: Hi Bob, come in. This is my new office!

Bob: Wow, it's great. There's so much furniture. A sofa, armchair...
Jennifer: How about my desk. Isn't it beautiful?

Bob: Yes, look at that. Is that a new computer?

Jennifer: Yes, it is. The latest model!

Bob:... but there aren't any windows in here.

Jennifer: No, no, there are some windows. They're over there.



Bob: Is that New Times magazine on your desk?

Jennifer: Yes, it is. There are some more copies in the cupboard.

Bob: It's a great magazine. | love it.

Jennifer: Yes, lots of good information. Would you like a cup of coffee?
Bob: Sure, is there a coffee maker here, to0?

Jennifer: Yes, there is. There's everything in THIS office.

Bob: You're lucky!
Jennifer: Yes, | am. You're welcome anytime, now let's make that coffee...

10. Describe an ideal working place of
-a manager
-a President of a company
-areceptionist in a hotel

-a secretary

11. Discuss the following problem.
- Many people spend more time in their office than at home. What
things can be used by people to decorate or personalize their office?

With a partner, continue the three lists below.

on on the in the
a photo of|certificate showing a drinks
your your qualifications cabinet
wife/husband

In your country, what kinds of things create a good or a bad image

of the office? Think of offices you have visited.

12. Reading

Keeping in Touch



1. Look at the part of a company memo about the ways of business
communication inside the company. Read the text, and then choose one of the words

from the box that means the same as each part of the text written in italics.

a. Fax machine b. Notice board c. Intercom
e. Text message
f. public address system g.e-mail h. mobile d.

maoamn

Most senior members of staff have a 1. telephone that they can carry around
with them . If it is turned off for any reason you can still 2. send a message to their
phone in writing.

Mostly for communication with other parts of the company, we use 3. written
messages that are sent through your computer, while messages about things in this
building are sent on 4. special notes which are given to everyone who needs to read
them.

For more general announcements there is a 5. place where you can pin a
message up for anyone to read. If you need to talk to the boss in her office, the phone
has a 6. device that you can press so that you can talk to her without telephoning.

If we need to send paper documents anywhere, we use a 7. machine that
makes a digital copy of the document and sends it over the phone line. And finally
if there is an urgent and important announcement, it will be given to everyone through
a 8. set of speakers that can be heard everywhere in the building.

E-MAIL

Discuss the following questions.
- Do you often use e-mail?
- Is it better for you to communicate via phone, e-mail or face-to face?

- Is e-mail useful in business communication?

& BUSINLSS



A blonde quickly went out to her mail box, looked in it, closed the door of
the box, and went back in the house. A few minutes later she repeated this
process by checking her mail again. She did this five more times, and her
neighbor that was watching her commented: «You must be expecting a very
important letter tfoday the way you keep looking into that mail box.»

The blonde answered, «No, T am working on my computer, and it keeps telling

me that I have mail» ©

. In this section we'll learn about all that

an e-mail can contain.

This is the address of the sender of the e-mail. Apart from the

e-mail address, the from field may contain the name of the sender also.
This is the address or addresses to which the mail is sent.

CC stands for Carbon Copy. Here you can specify the
address/addresses of those to whom you want to send a copy of the mail. The

CC recipient's name is visible to all recipients.

BCC is for Blind Carbon Copy. Also a list of addresses. These
people will also receive a copy of the message. But a BCC recipient's name is
not visible o the other recipients. The BCC recipients can see the TO and CC

addresses.

A short title for the mail. It ideally should speak about

contents of the message.



The message.

You can attach one or more pictures and documents or
any other with your e-mail. Some computers specify a maximum size for the
mails they can handle and so you have to keep that in mind if you intend to

send very big attachments.

This is the date and time on which the message was sent from

the sender's computer.

Every message will have a unique id, which is used to
track replies to it. The message id is not visible to us; rather it is used

internally by the e-mail program and the e-mail system.

a)Send the message

b)Check the spelling

c)Write the subject of the message

d)Choose addresses from the quick list to include into "cc"
e)Save the Draft for further usage

f) Type the message

g)Look up in the dictionary unknown words

h) Write the address

E-mail has become the most frequent and convenient form of business

communication. The goal of any business communication is to get a message across



effectively. Although e-mail messages can be informal and conversational in tone,
some people don't want to follow standard business etiquette when getting in

touch via e-mail.

Listen to Sheila Kamler, a co-owner of InterKan.Net, a Manhattan
Internet solutions provider, talking about the rules of e-mail business
communication.

According to the Sheila's workshop, are the following statements true or false?
Correct false statements.

1. Grammar and spelling mistakes are accepted in writing e-mails.
2.Your message must be concise and direct.

3.Don't be afraid of sending confidential information.

4.1t isn't necessary to begin and end your message correctly.
5.Remember about cultural differences when writing your e-mail.

6.You don't have to include your company name in the signature.

What does your e-mail say about you? Probably more than you realize.
Misspellings and grammar mistakes make you look sloppy. Messages that don't
make sense will confuse the reader and make you look inept. And it is not just
the writer who looks inept; it is also the company that he or she works for that
looks bad. Although e-mail is less formal than a memo, you still need to follow
good business writing principles to have your message understood. You also need
to follow proper business etiquette when using e-mail. This workshop will help
you:

Avoid grammar and spelling mistakes

Organize your message concisely and directly



Begin and end your message correctly

Consider cultural differences when writing your e-mail

Learn the «dangers» of e-mail.

Include your company name and at least a phone number in the signature.

7,
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3. Pair work. Work in pairs. Practice the conversation
below.

Paul: Did you get your email address yet?

Jim: Yes I did. How do you say «@» and «.»?

Paul: «@» is pronounced "at" and «.»is called "dot".

Jim: I see. What's your favorite email program?

Paul: I like to use Eudora.

Addresses: Look at the following address:

jimschweizer@ harenet.org.jp

The first part schweiz is the account or user's name. This can be a person's
name, numbers, letters or any combination. For example PXQ00640 or sam23.
There can be no spaces and only a few punctuation marks are allowed. The last part is
the computers address on the Internet. Harenet is the name of the Internet provider,

org means it's an organization, jp stands for Japan.

bejnyaleﬁ@yahun.cnm\
user name’/ separator host computer
address

edu - for education

gov - for government



com - for commercial
mil-for military
org - for organization, usually non-profit

net - for Internet or related network service provider

SMILYES
An electronic message is just words. It does not convey body language and it
doesn't show mood when you speak face to face. Nevertheless there are ways to show
how you feel when you write - use symbols. The symbol: :-) means the person is joking
or something was not serious. See, it looks like two eyes, a nose and an upturned

mouth.

4. Match different symbols on the left with their meanings on the
right.

=) a. user has a cold
:-( b. useris crying
:-)> c. user is skeptical.
:=( d. user has a broken nose.
-@ e. user is laughing (at you!)
=~) f. user is disappointed
) g. user is winking
:-D h. user is sticking his tongue
-/ ~ 1. user is screaming
:-e j- useris sad
o

Individual assignment

Read the article "Work Internet Stopped” and do the exercises

after it.




Read the statements below about working in an office. Answer each question by

choosing one of the responses in the box.

4 )

Responses
a. Yes, | agree.
b. Yes and no. | can see both sides of the
argument.
c. No, I disagree.
d. I’m not sure about this one.

N J

1.It is the employee's right to make and receive personal phone calls at work at any

time, provided the calls are brief.

2, It is the employee's right to make and receive personal phone calls in the lunch
hour or breaks.

3.1t is the employer's right to ask an employee not to make or receive personal
phone calls at work unless it is an emergency.

4.If there is a rule saying that employees shouldn't use the telephone for personal
phone calls, the same rule should apply to employers too.

5.If employees aren't allowed to use a phone for personal phone calls in their
office, then the employer should provide a telephone for their use in the lunchroom.

6.1t is the employee's right to receive personal mail (e.g. birthday cards,
postcards, etc.) through the office mail system.

7.An employee should not disturb other colleagues in the same office while they
are trying to work. They should only share gossip, personal news or jokes when they are
out of the office.

8. At work an employee's time belongs to the employer. Everything an

employee does should be aimed at helping the company or organization prosper.

Here are statements about Part | of the article but they contain
incorrect information. Read Part 1 of the article and correct any factual mistakes you

find in the statements.



In the future employees may be allowed to use their workplace computers to send
email, do online shopping or download items for personal use. Companies are happy about
employees using work computers in this way because they do not believe there are any

potential distractions and security or legal risks.

By Bernhard Warner, European Internet Correspondent

Major corporations are increasingly classifying employee email and Internet privileges as
potential security hazards, distractions or worse, costly legal dangers in the making.

As a result, companies are trying to reduce or even abolish completely the freedoms, on
which employees have grown increasingly confident over the past few years.

As some computer security managers say, the days of sneaking in some online
shopping on company time, mass-emailing your pals, a flash-powered shoot-'em-
up game or even downloading screensavers could be a thing of the past.

«It is drastic and painful,» Raimund Genes, European president of anti-virus
software manufacturer Trend Micro, told Reuters. «But I think it is necessary for

the future.» (Continued/...)

3. Scan Part 2 of article and find the information necessary to

complete the table.

Things Employ- Possible Dangers Security  Measures
ees Can Access from{of  Accessing Those |[That Can Block Any
Computers Things from Computers |Unwanted Things on

Computer
1 1 L]
2. 2 2.
3 3

(.../Continued)
A healthy dose of IT prevention can destroy email-borne worms and limit the likeliness

of employees using their speedy desktop Net connection to download copyright-



protected tunes that can lead to the numerous lawsuits.

Major companies are looking to step up security measures, which bar access to sites
with racy or sexual content. They are looking to ban Internet usage for all but select,
authorized personnel. The biggest developments are around email prevention, experts say.
Elaborate content filtering software, which costs $30,000 to install, can block all incoming
emails, and most attachments.

Corporations, particularly those that were affected by the wave of virus and worm
attacks during the past two years, are considering it a top priority.

«We started full email and Web surfing prevention as a safety initiative in 1999,» a
chief security officer at one of Germany's largest employers, an energy firm, told Reuters.
(Continued/...)

3. Read Part 3 and choose the best answer for each gap in the
summary from the choices in brackets.

In one German computer firm many employees only have access to (a)

(the Internet /screensavers / anti-virus software) on some

computers that have been changed to filter incoming emails with certain

attachments. Examples of banned attachments include (B) (lists

of sites for shopping / company memos /greeting cards and
screensavers).
While employees are still getting used to the new rule, the managers

(c) (are dissatisfied / are satisfied / remain uncon-

vinced) because the company has not had any problems with

(d) (offensive emails / waste of time / worms or vi-

ruses) since this measure was introduced.

Firms with (e¢) (smaller IT budgets / IT budgets of a similar size /
larger IT budgets) are likely to find this kind of policy too expensive to introduce
and then maintain. However, it is likely that the measure taken by the German

company will be copied by other (f) (small firms / medium-sized

firms / large firms) in the future.



4. Answer these multiple-choice questions about the whole article
by circling a, b, or c.
1.  In the first paragraph of the article the writer suggests that...
a. workers will be dismissed if they use the Internet at work for
their personal enjoyment.
b. some employees do little real work in the office.
C. sharing jokes at work brings employees together.
2, In the future employees in many companies will not be able

to enjoy the privilege of using company computers...

a. to create screensavers or viruses.
b.to find viruses.
C. to email their friends or do some personal shopping online.

3. Raimund Genes believes that while employees will be un-
happy with the new restraints placed on them,...
a. the new regime of tightened security is necessary.
b. employers will welcome this chance to punish employees.
c.the measures should have been enforced years ago.
4. Computer security, aiming to protect a firm's systems from
viruses and wormes,...
a. has been neglected by many companies.
b.offers many employment opportunities for IT graduates.
cis of primary importance for many companies at present.
5. Write a Memo
Imagine you are the Managing Director of a large company. Because of worries
over worm and virus attacks, you have decided that employees are no longer allowed to
receive or send personal emails at work. All incoming emails will be filtered using new
software and the managers of each section will do routine checks to make sure all
employees are obeying the new policy. The policy will be instituted next month.
Write a memo to your staff advising them on the changes and

explaining why they are taking place.



”

Look through the descriptions of Role Play 1
and Role Play 2 and choose any of them.
: Work in pairs. One of you is Student A, the other is Student B.

Student A: You are the manager of a sales team. Your company has just
released a policy that all emails from the workplace will be stored and it will be your job
to screen emails sent and received by the five staff on your team. Employees are no
longer allowed to send or receive personal emails.

The company has purchased software that allows emails to be searched for any
key words that you choose. You may also read the emails if you want to. Student B is the
Managing Director of your company. Discuss any concerns or questions you have about
this new policy with Student B.

Student B: You are the managing director of a company. Your company has
just released a policy that all emails from the workplace will be stored. Managers of
different sections will have the job of screening emails sent and received by the staff
on their team. Employees are no longer allowed to send or receive personal emails. The
company has purchased software that allows emails to be searched for any key words.
Managers may also read the emails if they want to.

Student A is the manager of one of the sales teams. Student A will discuss their

concerns or questions about this new policy with you.

: One of you is Student A, the other Student C.

Student A: The Managing Director has asked you to inform your staff of the
new policy. Student C is one of the most experienced and successful members of your
sales team. Student C has a son working overseas. You know that Student C will not be
happy with the new policy because now he / she will not be able to email his / her son
from work. Explain the new policy to Student C.

Student C: You are a member of a sales team. Student A is the manager of your



team. You are one of the most experienced and successful members of the team. You
have a son working overseas. You like to use your lunch hour once or twice a week to
email your son. Student A is going to explain a new company policy to you. Discuss any

concerns or questions you have about this new policy with Student A.

5. Look at the newspaper report below and answer the

following questions:

Use a dictionary to help you.

e the explosion in electronic communication

information overload

information fatigue syndrome

the information age
e computer rage

6. Read the newspaper report. Put the words in brackets in the

correct form.

Do you ever feel that you can be swallowed by your

computer? Are you unable to cope with the quantity of data

g produced by the 1 (explosive) in electronic 2

(communicate)? Are you drowning in messages received

via e-mail, the Internet, faxes and voice-mail'." If so, you are

experiencing information overload, and you may be suffering from information
fatigue syndrome.

Before we can solve a problem or make a decision, we have to search through

the mountains of 3 (inform). Twenty years ago we only had to deal with

communication by telephone, letter and telex. Information age workers have to

answer lots of e-mails, read piles of faxes and respond to calls on voice-mail,



answering machines and mobile phones. The biggest fear of employees is that they

cannot deal with all the information that arrives on their desks.

The first signs of information fatigue syndrome are forgetfulness, headaches,

bad temper, loss of 4 (concentrate), sleep disturbance and anxiety. This can lead

to computer "rage" and often results in people hitting their PCs!

7.Answer the following questions:

8. Complete the following table. Check the meaning of the words

that are new to you.

explode
communicati
forgetful
inform
disturbance | = = oo
concent| 00| L

9. Complete the sentences with the words from the previous exercise.

a)He needs to

his mind on the job we are doing now.

b) She always makes people become violent and angry causing an

.........sSituation in the office.

c)Customers complained that the sales clerks were not very ......... :

d)There seems to be a lack of .....between different departments in this

company.

e)John told me not to........ him before ten, he had to complete a very important

report.

Discuss the following questions.



fJorget and leave
If you want to talk about the place where you have left something, use the verb
leave, not the verb forget. Compare: I've left my book at home/I've forgotten my
book and I 've forgotten my keys. I 've left my keys in the car. Don't say I've
forgotten my keys in the car.

1. Fill in the gaps with the words from WATCH OUT. Put them in

the correct form.

1I couldn't answer the examiner's questions because I ................. all the
material.

2.D0N't .eevvrrrrrrrieiinnnnns your cell phone at home if you want to be always in
touch with everybody.

3.The office workers were told not to ................. to switch off the computers
when they leave.

4.0ur CEO wasn't permitted on the board of the plane because he ............ his
ticket at home.

Individual assignment

Read the exercises and deal with the Internet

) "\“a vocabulary.

Nowadays it is very important to be familiar with some computer and

Internet terms.



1. Study vocabulary in the box.

1 )n. a program used to view the Internet. Microsoft
Explorer and Netscape Navigator are examples of

popular Internet browsers.

1 )v. to press the button on a computer mouse.
2)n. the pressing of the mouse button.
3)v. to make a small, sharp sound. 4)n. a small

sharp sound.

1 )n. subject matter; the main idea of a book, a

paper or a web page.

1 )v. to legally protect content with a copyright.
2)n. the right in law to be the only producer, seller

or shower of a book, a play or a web page.

1 )n. to go against (someone else's rights) or

disregard (a law)

1 )v. to artistically arrange the shape or layout of
something.
2)n. the artistic shape or layout of something.

3)n. an architectural or technical plan for something.

1 )v. to determine the size, shape and form of a written
document.

2)n. the size, shape and form of a written document.

1 )n. a series of interconnected computers and

databases around the world.




1 )v. to design the technical arrangement of a web
page, building, garden etc.
2)n. the technical arrangement of a web page,

building, garden etc.

1 )n. a series of commercial, educational and

governmental web pages on the Internet.

2. Use the above vocabulary to fill in the blanks in the following conversation.

Tim: Hey! What are you looking at Barbara?

Barbara: I am taking a class called 21 st Century Advertising. The teacher
wants us to study different web sites to learn about web page (1) _~

Tim: That sounds like a great class for people who are studying business.

Barbara: Itis. The (2) __ is the future of business. And the (3)

is going to be the storefront of the 21 st century. To be competitive, businesses have to
adapt their current advertising techniques. However, creating a good web site is
much more difficult than most people think.

Tim: Have you discovered anything interesting which you consider to be well
designed?

Barbara: Yeah, this site is fantastic. It also looks good in different
@ . I have already viewed it in Microsoft Ex-
plorer and Netscape Navigator. The (5) is also fantastic; the size and
shape of the text are perfect. I am going to borrow some of their techniques when I
design my own web page for class.

Tim: Borrowing ideas is OK, but you have to remember that the

(6) of all web pages is legally protected.

Barbara: I know. Our professor taught us about intellectual rights. He told us
that (7) infringement is a real concern for people who publish on
the web.

Tim: That picture says «continue on.» Why don't you (8)



there so that we can see the next page.
Barbara: OK.

3. Use the above vocabulary to fill in the blanks in the following
sentences.

1.1 don't like the of that building. The entrance is too small, and
there are no windows in the lounge.

2. They cannot simply reproduce that book without his permission. The le- gally

protects it from unauthorized reproduction .

3. When you a document in a word processing program, you
change the size, shape and font of the words.

4. Not allowing them to vote is an f their rights.

5.The book, which Richard wrote, is fascinating. The

is both thought provoking and educational.
6. When I pressed that button, I heard a loud .I

hope I didn't break the computer.
7. Netscape Navigator is a

8. She attended a school for fashion

9. The web is an international collection of commercial and educational sites on the

10. Just on the «forward» button to go to the next web

page.

4. Complete the following text by filling in the blanks with the

appropriate preposition or prepositions. Use the following prepositions:

Welcome to “Introduction to Computers and the Internet.” This course

is designed to help inexperienced computer users get (1) their

fear of technology and get (2) it «technically.» We are going to




teach you how to get (3) with computers and the Internet. I am

your instructor, Mr. Peffer, and these are my two assistants, Mrs. Frank
and Miss DePaul. Together, we are going to help you get (4)

these lessons. By the time you get (5) of this class you will have

mastered the concepts you need to successfully navigate the web.
First, I would like everyone to get (6) in groups and choose
a computer. Once you have chosen a place to sit, we will get (7)
to work. We will be learning about different browsers and how they function.
We will teach you how to interpret the layout of a web page and how to know where
to click to move to other parts of the web site. At that point, we are going to take a
short fifteen-minute break.
After youall get (8) ___ to class, we are going to discuss web
based content. We are going to teach you how to find the content you want
using sources such as Yahoo or Alta Vista. So, let's get started.

5. Now reread the above passage to help you complete the list of

definitions below.
1 get : to overcome (difficulty, fear etc.)
2.get : to become up to date with something
3.get : to deal with, manage
4.get : to leave
5.get : to create, form (groups)
6.get_ :toreturn
7.get__ :tosucceed in smth.
8.get _ :tostart doing smth

6. The following passage should be completed by putting the verb in

brackets in or

Since computers were first introduced to the public in the early 1980 s,



technology (change) (1) a great deal. The first computers (be) (2) simple
machines designed for basic tasks. They (have, not) (3) much memory and they

(be, not) (4) very powerful. Early computers were often
quite expensive and customers often (pay) (5) thousands of dollars for
machines which actually (do) (6) ___ very little. Most com-
puters (be) (7) separate, individual machines used mostly as

expensive typewriters or for playing games.

Times (change) (8) . Computers (become) (9) _ powerful
machines with very practical applications. Programmers (create) (10) a large
selection of useful programs which do everything from teaching foreign languages to
bookkeeping. We are still playing video games, but today's games (become) (11)

faster, more exciting interactive adventures. Using the Internet many

computer users
(begin) (12) communicating with other com
puter users around the world. We (start) (13) to create international
communities online. In short, the simple, individual
machines of the past (evolve) (14) into an in-

ternational World Wide Web of knowledge.

10. Fill in the crossword clues, and see if you can find the word that is spelled
out vertically : i ]in the boxes in bold.

£ ||







1. It's easy to put papers together with this, but harder to separate them
again!

2. Most office workers do their work at one of these.

3. This person is one of the people who run the company.

4. The department that is responsible for the people in the company.

5. If you need to know when everything happens you need to know this!

6. You buy tea, stamps, and make other small payments from the cash.

7. What workers in the company are paid at the end of the month.

8. You get extra money if you work this.

9. What you do on a keyboard.

1.  Underline the phrases used for making suggestions in examp-
les 1-4 below.
1. Shall we postpone the launch of a new product until the spring?
2.Can I make a suggestion? Why don't we try a poster campaign on bus stops?
3.It's just an idea, but what about using an outside company to recruit and select
our senior managers?
4.Let's go back for a moment, if that's OK.. Perhaps we should rethink the whole
project?
2., Match the beginnings and endings below to make replies used

for accepting a suggestion.

1 OK, let's... a)...worth trying.
2.Yes, I think that would...  b) ...do that.

3.Yes, that might be... ¢) ...what you mean.
4.Right. I can see... d) ...work really well.

3. Match the beginnings and endings below to make replies used
for rejecting a suggestion.

1. I can see one or two...



2. That sound like a good idea, but I...

3. I'm not really sure....

4. Doyou...
a) ...about that, to be honest,
b)... think so?
¢)... don't think it would work,
d) ...problems with that idea.

Student A makes suggestions (invent your own ideas). Student B
replies by accepting or rejecting. If you reject the suggestion, add a

reasomn.

Choose one of the problems below. Make suggestions and decide
on the best solution. At the end tell the class what you decided.
-One of you has just inherited $20,000 from a rich aunt.
Suggest how to spend the money.
-Your fashion store doesn't attract many customers. Suggest possible ways to

solve this problem.

- You are going to meet your foreign colleagues in your city.
Suggest the ways to entertain them.
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It is clear that garments form a large part of

people’s first impressions. In many countries of the world, a person dressed



inappropriately will not be taken seriously, especially in a business situation.

Read the article about the dress code in various
countries. Be ready to answer the following questions:
-wear full business suits to a first meeting
- have carefully manicured nails for businesswomen wear stylish shoes
-wear a conservative clothes

- wear the best cloth you can afford

The Argentinians have adopted British traditions towards clothing, usually
wearing formal, conservative outfits, even in many social situations. Foreign
business executives visiting Argentina should do likewise. Businesswomen in

Argentina should be sure to wear stylish shoes.

By contrast with Argentina, style is the most important factor in Brazilian dress.
Well-cut, fashionable clothing is expected of Brazilian executives. Many male
executives manage to do without ties. But remember that Brazil is very large, and
the degree of casualness varies. Rio de Janeiro is more casual than Sao Paulo,
which itself is more casual than Brazilia. Brazilian women consider carefully
manicured nails to be very important. Women who wear open-toed shoes should

have a pedicure as well.

Air conditioning is common, so businesspeople should expect to wear full
business suits to a first meeting. If it seems appropriate, men can dispense with ties
and jackets at subsequent meetings. Despite the heat, legs and upper arms must be
kept covered. Shorts are not acceptable, even for casual wear. Clothes may not be
tight; women, especially, should wear loose-fitting clothes. Baggy clothes also make

sitting on a floor or cushion more comfortable.



As one would expect, the inventors of haute couture put a premium on style. Even
low-paid, entry-level executives buy the best clothes they can afford. The typical
French posture (very straight, even when sitting) makes their clothes look even
better. Unlike the USA, businessmen in France do not usually loosen their ties or

take off their jackets in the office.

Traditionally, the British looked suspiciously at clothes that were trendy or
obviously new. In the past a gentleman wore well-made but well-worn clothes.
Today, however, only academics wear old clothes. British business executives are
likely to have a new, custom-tailored wardrobe, though conservative styles are still
preferred. Women should remember that English weather is often cold and wet.
One of the reasons tweed is so popular in England is because it is both warm and

comparatively water-repellent.

3. Write a short paragraph about the culture of business fashion in

Ukraine.

Do the test and check your knowledge of business English vocabulary.

Do the following test to check your knowledge in business vocabulary.
1.  The IT department deals with -

a. information technology

b. interest and taxes

c. items required

d. internal telephones



2. The record of how much money a business gets and spends is its -
a. statement
3.b. accounts
4.c. declarations
5.d. tax form
6. The person who is a source of information for a particular sub
jectis a-
a. pointer
b. contact
c. tap
d. mole
4.  Putting office papers away so they can be found again easily is
called doing the...
a. paperwork
b. tidying up
c. filing
d. recording
5.Paper, pens, notepads, and photocopy paper are all -
a. trainery
b. mobility
C. notary
d. stationery
6.The rules about how you dress are work are the -
a. dressing down b. conduct terms c. dress code d. clothes horses
7.  The programs that run on a computer are referred to as -
a. hardware b. software c. hardwear d. softwear
8.  The different parts of a company, such as transport and security are -

a. branch offices b. management areas c. departments d. spin-offs



9. A smaller office in a different part of town from the main one is

called the-

a. side office b.annex c. branch office d. box office
10.Different jobs that have nothing to do with each other are called
a.odd jobs b. piece work  c.overwork  d.multi-tasks
11If you change the paint and furniture in a room or building this is -
a. refurbishment  b. mobilising c. house repairs d. a paint job
12. The C drive keeps information on a -
a. golf scorecard b. car log book c. computer system d. phonebook
13. A secret word that allows you to do something is a -
a. key word b.tagword c. hide word d. password
14. Another way to say "throw away" is
a. throw up b.chuckout c. heaveto  d.tuck away
15.A legal agreement to do somethingis a....
a.compact  b. trustee c.extract  d.contract
16.To finish work for the day is called to -
a. kickoff  b.knockup  c. kickup d. knock off
17. An organized way of storing facts and details in a computer is a -
a. word processor  b. database c.spreadsheet d.reformat
18. Loose papers can be stored in a -
a. box file b. lever arch file c. microfliche d. envelopment
19. Pens, paper, elastic bands and paper clips are collectively called -
a. mobility ~ b. stagnant  c. stationery d. zippy
20.....To contact someone again with information they have asked
for is to .....to them.
a. getback  b. call over c. re-attatch  d. rejoin
21. A private company in Britian is shown by the initials -

a. PBC b. inc. c. com d. pic



22. An office or shop which is seperate from the main one is a -
a. twig b. root c. branch d. leaf

23.Moving around the internet is sometimes called -

a. cruising b. skiing c. sailing d. surfing
24. When you want to go to something on a computer, you ....... it.
a. approach b. amend c. abseil d. access

25.  Your computer knows you by your -
a. user name b. avatar c. nickname d. given name
26.Information that you work with is called
a. bytes  b. data C. News d. statistics
27.Things the company does for itself are done -
a.in-house b. externally c. officially d. logistically
28. The department in charge of the staff at a company is called -
a. impersonal  b. personnel c. personality d. pensions
29. Keeping thieves out of the building is the job of-

a. reception b. health and safety =~ c. management d. security

- MODULE III
£ ,} YOU AND YOUR JOB
. <9

to the ‘ : Hello! As you have already mentioned there is no business without

people. Different people do different work and of course there are a lot

learning Jof professions and all of them are very important for society.
zone



Look at the pictures below.

-Can you name these professions?

-What work do these people do?

-Can people manage without these professions?

-What the world would be without these people?

2, Complete the table below with the missing information

Name of] Activities people do
nrofession
a) serves a table; brings dishes; writes a

b) a police officer

c)

d) aplumber

e)

f)

g)




h) delivers mail, parcels;
1) a construction

3. What companies or organizations do these people work for?
Match each profession from exercise to with corresponding place of
work.

1. Post Office
2.Restaurant

3. University

4. Police station
5.Construction company
6.Service station

7.Farm

8.Show business

9. Communal services

Write questions to ask about the job.

a)possibility to travel

b)necessity to go to the conferences (trade fairs, meetings, etc.)
c)working hours

d) days-off, holidays

e)uniform

f) answer the phone



g)well-paid/ill paid job
h) work indoors/outdoors

i) qualifications

Listen to two people playing a game. One person thinks of a job and

the other person has to guess what it is. Fill in the missing information.

So, do you work indoors or .... ?

B I can only say "yes" or "no".

A Okay, do you work ....... ?

B Yes.

A Do you use your ....... in this job?

B Yes.

A Isit a........... job?
Mm, no, not usually.

A Do you need any ....... for this job?
Yes. Usually.

B What............ do you work? No, hang on, do you work normal office

hours?
B No.

A: Do you have to work in the ?

B: Yes.

A:Do you have to wear a ?

B:Yes.

A:Is it hot and smelly job?

B:Er, yes, I suppose so.

A: I think I've got it. Do you work in a restaurant?
B:Yes.

A:T know. You're a waiter!

B: NO!



A: Okay? Soyou're a chef?
B: Yes, you "ve got it.

A: So, do you work indoors or outdoors?

B:I can only say «yes» or «no».

A: Okay, do you work indoors?

B: Yes.

A: Do you use your hands in this job?

B: Yes.

A: Is it a well-paid job?

B: Mm, no, not usually.

A: Do you need any qualifications for this job?

B: Yes. Usually.

A: What hours do you work? No, hang on, do you work normal office
hours?

B:No.

A: Do you have to work in the evenings?

B: Yes.

A: Do you have to wear a uniform?

B: Yes.

A: Is it hot and smelly job?

B: Er, yes, I suppose so.

A: I think I've got it. Do you work in a restaurant?
B: Yes.

A:T know. You're a waiter!



B: No!
A: Okay, so you're a chef?

B: Yes, you've got it.

: Choose a job that interests you. Don't tell your partner
about it. He or she must guess what the job is by asking you questions.
Use previous information for ideas.

: You must find out your partner's job. Ask him or her
questions.

- Do you have to...?
-Can you...?
-When/what/where do you have to...?
-When/where can you...?

Obviously, you ask questions like: or

-1 “'m applying for a job in a bank.
(Not "an occupation", "a profession") ,(job is a normal word to describe what
someone does for a living;)
-This form asks for details about your age, occupation, marital status...
(Not "profession"),(occupation is a formal word for job and is used in limited

contexts like form-filling)



-After studying law, I entered the legal profession.
(Not "job", "occupation"),(high-status work that requires special training and
education: law and medicine are professions; lawyers and doctors are professional

people)

1. Complete the following sentences with the words job or work.

a) She's got a new

b) They did a great fixing my computer.
c) He's got with the government.

d) Ironing is hard

e) Ifa is worth doing, it's worth doing well.
f) You’ve never done a day’s in your life.
g  G) There will be a lot of losses when the factory closes.

h) She’s always changing
i) I’ve got a working for a bank.

) It took me an hour to get home from yesterday.

N.B. In British English, a cashier is a person who
receives and pays out money in a shop, bank, restaurant,

Jfetce.

In American and Australian English, the person who
receives and pays out money in a bank is called a teller.
Working as a bank cashier is a rather nice job. The pay is reasonable, the
conditions are pleasant, and there is quite a lot of job security - all the time
that people use money, they will need banks to keep it in. Although there is
quite a lot of paper work in the job - cashiers have to FILL IN a lot of forms - one

of the nicest things about the job is that you get to meet a lot of people, so every



day is a little different to the previous day.

Of course, some of the customers just want to PAY their money IN and

and leave, and some of them can be quite frustrating. Last week a man came in

with $100 in ten pence pieces, then insisted on COUNTING them OUT as he

was giving them to me. It took a long time and the other people in the queue

were not very happy about it!

Interestingly, it is usually the people who want to TAKE money OUT of their

accounts that chat the most. Sometimes I think they feel a little guilty about

withdrawing the money, but I suppose they are also quite excited about what

they are going to spend the money on once I've HANDED it OVER to them.

It's amazing how much they tell you about their private life and why and how

they are going to spend the money how they are going to spend the money!

Find in the text the phrasal verbs to match the following definitions:

a)to return something to the person who should have it.

bto withdraw money from an account.

c)to count money as you move it from one pile to another, or as you give it to

someone.

d)to complete a form with appropriate information.

e)to put money into a bank account.

2.Complete the sentences below with the phrasal verbs from the box. Put them in

the correct form.

-

\_

~

)

1. Excuse me sir, but you've forgotten to

borrow.

the amount you want



3.Youcan'....... MONEY ........... until you've paid some in!
Auvrreeeeeeeeeeeeeeerrsssnnnnnnns I'm afraid you can't $100 , sir. You only have $50 in
your account.
Dereueeeeeeeeeerrrrrrrsnnnneeeeeeeesrrssssnnnnnes That television was stolen. You should it
to the police.
6. She......cue.....e. the money and gave it to him.

Visit the Internet site http;//www. whatdotheydo.com,/. This site lists lots of

jobs and provides information about them. Choose one of the jobs and write a

short essay about it using the information from the site.

Adjectives ending in -~ and -

Many adjectives formed from the past participle

describe a feeling or a state. e.g.
I'was surprised by the results of the interview.

Many adjectives formed from the present participle describe the
thing, experience or person that produces the feeling.
e.g. Thejob was boring.

The results of the interview were surprising.

Choose the correct answer a or b to complete the dialogue below.
Hi, Elisabeth. How's it going?
Everything's fine. And how are things with you?

Great. How's the rest of the family?



Up and down. You know how it is. My brother Mark is quitting his

job.
How come? He has a good job. What's the problem?
He says he's bored with his present job. He wants something more
stimulating.
: Hey, my job's 1) __too, but that's no reason to quit. It's not easy to find a
new job.

a) boring b) bored
: I think he's quitting for another reason. He didn't get the
promotion he wanted and I think that he's really 2)
a) disappointing  b) disappointed
: That's probably the real reason. He works hard and his boss is
very3) _ withhis work, so he deserves a promotion.
a) satisfying b) satisfied
Well I hope he changes his mind. It's difficult to find
4)  work with a good salary.
a) satisfying  b) satisfied
How about your sister Kate? I hear that she won a prize for her

multimedia project. She must be 5)

a) thrilling  b) thrilled

: I'm really happy for her. She worked so hard. And the results are
fantastic. It's a sociology project and it's full of 6) images and
sounds.

a) fascinating b) fascinated
Good for her! She really deserves it. But I feel really bad. She
invited me to see it. I planned to go, but when the day came, I com-

pletely forgot. It was so 7)

a) embarrassing  b) embarrassed



Yes, she told me. Apparently she saw you the next day and you were
really 8) when she mentioned it. Don't worry about it. She knows you're
very busy.

a) surprising  b) surprised

Offering your opinions and making comments is one of the most effective

ways of starting and encouraging conversation.

That was an about a job
) That must be rewarding/hard / demanding/
excellent/deli- exciting/ dull work.

about a person at work He / She's competent /
hard-working /  meticulous/methodical/conscientious/
-Well done! demanding/ serious/lazy

About a person socially

He / She's easy-going / chatty/ talkative /extravert
/ has a good sense of humor /interesting/

 He / She's shy/ quite / introvert / hard to get to
know

about a subject/piece of news

cious/very good.

-That's fascinating / surprising / astonishing /
incredible / interesting.

-It's upsetting / shocking / disturbing

1. What comment would you make in the following situations?
You've just had a very good meal.

»  You've just heard news of a plane crash.



«  One of your colleagues is always chatting to everybody.
«  One of your colleagues looks very smart today.

One of your colleagues regularly woks a twelve-hour day.

2, In small groups, pick one of the subjects below and then dis-
cuss it. Make comments and react to other's opinions on:

a)a news item
"Did you hear about the...? " "Wasn 'tit...? "
b)a record / film / book which you have just heard / seen / read
"Have you seen...? " "I thought it was... "
c)a person you all know
"You know... " "Isn 't she...? "
d)types of work
"I could never be a ..." "It would be so... "

3. Complete the phrases below with the phrases from the box which

have nearly the same meaning.

1.You are uncertain.
It seems that... Presumably,...

2, Your next comment is obvious.

Of course,... Obviously,...

3.  You had some good/bad fortune.
I'm pleased to say that... Unfortunately...

4.  You are being honest.



Actually,.... To be honest,...

5.Something is confidential.

Please don't repeat this, but ...

4.Fill in the gaps using phrases from ex. 3. Several answers may be

possible.

Did you find that restaurant I told you about?
1. ,thetaxi driver knew where it was.
The new model is a big improvement.

2, , it's a little more expensive.

Did you go to the Frankfurt Trade Fair?

3. , I didn't go this year.
Do you think she'll get the new job?
4. , I don't think so.

Why did they move Mary out of the Sales Department?

, she asked for a transfer.

”

Ask and answer the questions below. Invent the replies.

1. How were last month's sales figures? Unfortunately, they were very

disappointing.

2. What's your new boss like?

3. What did you do when your computer crashed?
4.What do you think of Patrick?

5.How did you feel when you didn't get the job?
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Business English in not a subject of study with a solid base. It is an
involving practice which appears in many guises around the world and which
takes a variety of forms according to local conditions and requirements.
Business English arises from two expediencies: the need for a means of
communication between those wishing to do business internationally, and

the language used for this communication - English.  (Nick Breiger)

Job advertisements in quality European newspapers often ask for a "good
working knowledge" of English. Nowadays, large international companies use
English to communicate between offices and subsidiaries in different countries.
75% of all letters and telexes are in English and 80% of all information in the
world's computers is in English, so organizations need employees who speak good
English.

European professionals feel that English sometimes helps them to get a new
job. It is usually a passport to more money, more travel, and more interest in their
work.

Why is English so important as an international language? The statistics answer
the question. About 350 million people speak English as a first language. It is
official language in more than 60 countries and of many international
organizations. The International Olympic Committee, for example, always holds
meetings in English. Air traffic control and communication at sea around the
world is always in English.

International English has a rich and growing vocabulary. Many everyday words
come from other languages.

Umbrella, for example, comes from ombra, the Italian word for shade. English
speakers get their breakfast marmalade from the Portuguese word marmelada.
There are Spanish words in English including cargo and macho; German gives the
English language the word quartz; and French provides liaison and elite.

English helps the business world to communicate across national borders.

Many international companies provide language training programs for employees.



They know that English is a passport to a successful future. It is a language of

millions.

Try to guess, which language do these "English" words come

from?

Every company wants to have the most skilled,
talented, competent and promising employees. That is why big

corporations often use the services of special firms that look

learning
zone / for such prospective employees. Such firms are informally

called headhunters, and their job has an informal name
of headhunting. Headhunters do some of their recruiting in colleges and
universities, picking out the brightest and the most promising students. But even
more often they try to persuade the best employees of other companies to
change their jobs, using promises of better conditions, positions, and salaries to

entice them.
Answer the following questions:

Do you have headhunters in your country? How do they

work?



If you were a headhunter what would you offer to a qualified

specialist to make him (her) change thejob?

Choose from the following list or add your own ideas.

-a personal car - a secretary
-one own office - two months holidays
-free parking space - free of charge dinner

Headhunted - If someone who works for a particular company is

headhunted, they leave that company because another company has
approached them and offered them another job with better pay and
higher status.

He was headhunted!!!

Listen to the dialogue and fill in the gaps with the missing infor-
mation.
Griff: Barry’s just got the most .......................... job.

Tarquin: Lucky devil! Tell me more.

Griff: He's got the........... director's job with the country's biggest shipping
corporation.
Tarquin: How did he get that ? I haven't seen any finance directors' jobs advertised
lately and I check the ....... pages regularly.

Griff: He was headhunted through one of the top ~ consultancies.

Tarquin: He must have got an outstanding reputation to get his job that way.

3.Make up your own sentences with the phrase

7

P

Pair work .Study your role and act out a dialogue.

Student A Student B
You are a headhunter. Try to You are a very skilled com-




a very competent computer
programmer to start working
your company.

Dont forget to introduce
and the company you represent.

On the one hand...

On the other hand...

| think you should...

To my mind, it's better to...
You will have...

You won’t have to...

puter programmer. A
from some other company is
to persuade you to change your
job. Talk to him/her and make
decision (agree or disagree).

As for me...

I'd rather...

I'd like to...

That suits me fine.

That doesn’t suit me at all
| agree.

| completely disagree with

Reading

on the right.

Before reading study the f
- IepIIOCOPTHUII,

- information technology

1. Read the text and complete the gaps with the correct form of the words

ollowing words:

BUICOKOIIPUOYTKOBUIA

- THaTUCS, IIepeciiiayBaTu

Taps.com

On the Internet there are
many sites where you can find 1)
about jobs. In the 2)

and the 3) ,that are
required. One of those sites is
taps.com.

Launched in January 1996,
taps.com is the 4) web-

on the site you can
read about the companies which
provide the job, the job description




based recruitment site in Europe.
Taps.com has been developed to
provide a meeting point between
job 5) and job 6)

at a  central

marketplace.

Thousands of permanent and
contract vacancies for blue chip
companies are 7)

available and  regularly
updated. The service is free to use
for job hunters and all 8)

made to our advertised
positions are strictly confidential. If
you are looking for a position in the
IT, sales, 9) or
finance sector, try running a search
in the “Job Search” section or
alternatively. If you are a gradute
looing for the first job, why not
take a look through the “Who”s
Recruiting” section to find out more
about your potential 10 )

For more information on
using the taps.com service, select
the “Help” option from the “How it
Works” menu available on the
navigation bar at the bottom of
your screen.

Answer the following questions:
Did you know about that web site before?
What is it used for? Who uses it?
Are there any similar web sites in our country?
3. Find the words in the text about Taps.com which have the similar

meaning:



1.the act of finding new employees 6. a person who searches talented

2.0pening positions specialists
3.major companies 7. permanently
4.requests for employment 8. a person who gives a job
5.a university leaver 9. information technology
&
!
L A There are also other ways to recruit or employ new

Welcome

i b people. Companies advertise the job or position in the

appointments page of a newspaper; people who are interested

learning

zone /can then apply for the job by sending a letter of application

and curriculum vitae containing details of their education and
experience. The company will then draw up a shortlist of candidates, who are
invited to attend an interview.

Study the following words:

To recruit — nmpuiimMmaTu Ha poOOTY

To advertise — orosionryBaTH BaKaHCIiIO

Position — mocana

To apply for the job — mogaBaru 3asaBy npo mpuiiom Ha poOOTY

A letter of application —3asBa Ha po6oTy

Curriculum vitae (CV) — pe3rome

Appointment page — cropiHka OTroJIOIIEHb y Ta3eTi

Shortlist — KopoTkHi CITUCOK MPETESHJICHTIB

Candidate — npeTeHIeHT HaA TOcaay

Interview - criBOecina




a letter of cover(ing) letter
application
Ccv resume

recruitment search firm

agency

1. Look at the job advertisements below and fill in the table with all the words and

expressions used to describe requirements and benefits offered by the job:




We are looking for a
qua -lified engineer with
several years™ experience in
compu- ter technology and

design. Managing
experience would be an
advantage, a good

knowledge of German and
French is desirable, Spanish
Is a plus. Excellent salary
plus sales-related bonus and
a company car.

Please write with full
CV to : John Hart,
Redwood Marshall, Thore
Industrial Estate,CrabteeRd

Are  you highly
efficient with  good
communication and inter-
personal skills? We are a
leading manufacturer of
video and audio equipment,
and are looking  for
someone special with good
administrative and
secretarial abilities to join
our Customer  Services
Department. Education at
college level is required.
Salary depended on age and
experience.Medical insuran-
ce and a personal laptop.
Applyto:Brenda Howarth,

V Chnnantra | +A V

We are a leading firm of Chartered Accountants and are
presently seeking a successful candidate whose responsibilities will
include:

e Advising on aspects of employment law
e Co-ordinating training programs
e Recruitment selection

Some work experience in a HR department is preferred. In return
we offer a competitive salary and generous benefits including private
health insurance, 25 days " holiday.

Nl +A = CAlh T vAanAr NlAvfAall, L1Ai~A 199 AlAhvan AL \AlhOV




2, Complete the advert below with the words from the box.

International children’s charity with a) in New
York and offices throughout the world has an opening position in
Mali. The b) - candidate will be responsible for all aspects
of the management of his office. He or she should possess an
advanced university c) in business administration or a
related qualification and should have at least five years d)
in office management at international level. Fluency in
English and French is essential. Willingness to travel, live and work
under difficult conditions. E) include a competitive
international f) and overseas allowances.
Please write with your CV and stating current salary to:

Box No RL 147

3. Look at the advertisements again. What personal characteris-

tics are required for these positions? Make the list of them.

4. There are more adjectives describing a personal characteris-

tics needed. Use them to characterize a person you know.



5. Complete the description with the words in the box.

a )
- /

Robert is a very (1) person, always with a smile on his face. He's a
good listener, too, and is always (2) if you have a problem or if something
goes wrong. And if you ask for help, he's very (3) - he won't let you
down. At university he was very (4) and got good marks. He's very (5)

person and would never do any
thing (6) Robert is very popular with lots of his colleagues; he's very
(7) and (8)

What features of character are the most important for a secretary,

CEO, a distributor, a trader, a school director, a university graduate?



The requirements of this job Employer: "In this job we

need someone who is responsible."

Applicant: "I'm the one you want. On my last job,

every time anything went wrong, they said I was responsible."

6. Match the words on the left with their synonyms on the right

A B

1 salary a) applicant
2.0pening position b) look for
3.benefits C) recruiter
4.candidate d) vacancy
5.skills e) bonuses
6. headhunter f) wages

7.seek g) abilities

7. Put the words from the previous exercise into the gaps. Use the

correct form of these words.

s IUUUUUUUO Wehave for secretaries with word-processing experience.

2. iiieeeeeeeeeeeeeeeeeeeeeeeeeeeeneans The Charity Fund 1000 people among the young
unemployed to voluntary work last year.

1 TSP There were over 100 for the marketing manager
position.

4. Company employees received $50 Christmas ....

5. This job requires great management......... and attention to details.
6. The management of the company promised to increase .......... by the end of
the year.

e e ——————eeeereraan Professional  search for successful candidates in



multina - tional companies.

Listen to the dialogue and complete the missing information.

: Haven't seen you for ages. What's new?
: Well, T've got a new job.I'ma ......... ... ina furniture company.
: Wow, that's great. How did you geft it?

: Well I was looking through the ...... ...... In our trade paper a few

weeks ago when the one ......... caught my eye.
: What was that?

: Well it was offering an exceptionally good ..... plus very good

prospects for promotion, so I went for it.

: Haven't seen you for ages. What' s new?

: Well, I've got a new job. I'm a sales manager in a furniture

company.
: Wow, that's great. How did you get it?

: Well T was looking through the job advertisement in our ftrade

paper a few weeks ago when the one position caught my eye.



: What was that?

: Well it was offering an exceptionally good salary plus very good

prospects for promotion, so I went for it.

9.Look at the files of Employment Agency on the right, and at the
Jobs Offered column in a local paper on the left, and try to decide which

person is best for each job. Explain why.

Has just got her degree as
Master of Business Studies. She
wants to work for a large company
with good career prospects, but she
does not mind where it is. She is

very ambitious, and wants a job

that will be a challenge.

wanted for travel
company. We are looking for
someone to escort holiday-makers

on Mediter-

Ranean holidays. Training

and a good salary given to the right

per-

son.

Ex-sergeant in the army, he
has now retired and is looking for a
local job. He is an experienced and
competent person, and he wants to
work locally to be with his wife

and family.

wanted to help
on an archaeological site in Turkey.

Do

You want to get away from
the English winter? Starting this
autumn we want people to assist
our archaeological team. No salary,

but travel and expenses are paid.

School leaver. Wants a job that will

wanted for




allow him to travel and meet people.
Does not want a desk job or anything
local. Has exam passes in Spanish, Maths

and Biology.

Rhymington Primary to look after the
premises of a large school and supervise
its cleaners and gardeners. Generous

salary and pension to the right candidate.

Wants to take a year out from his
studies and do something interesting. He is
training to be a doctor, but he wants to do
something completely different. The salary

Is not important. He can start in September.

wanted for
busy office. If you have a cheerful helpful
personality and want a job that will
prepare you for a business career, why not
come and see us? Right in the centre of

town. Start immediately.

School leaver. Capable of using
office software and of doing simple
accounts. Wants a local job because her
mother is ill and she wants to be near her.
The job must offer training and work

experience. Able to start at any time.

manager wanted for a
The

candidate will have a relevant degree,

local fashion boutique. ideal
and be prepared to work long hours if
necessary. We are part of the InStyle
fashion chain. Full training and generous

salary.

Find several job advertisements in Ukrainian newspapers, magazines or on

the Internet. Draw a conclusion on the following;:




Which of the following benefits are the most important to you
in a job and why? Give each one a score from 1 (not important)

%6, 1to 6 (very important)

A is something you received from a job.

A is something you need to do a job.

1.Look at the following list of words. Are they benefits or qualifications?

promotion

work experience

medical insurance

vacation

bachelor/masters/degree

salary

driving license

commissions

© . N S Uk WD

bonus

o
e

fluent English

o
=

ability to make decisions




12. discount on goods

13. computer skills
14. flexible working hours
15. communication skills

a) Decide which qualifications are necessary for the representatives of the

following professions:

b) Which benefits are the most important for them?
¢) Choose from the list given below features of character that are the most

suitable for them:

c)Fill in the table. Add as much information as you like:




Is paid on the 28th of the month. (Not "wage", "wages")
(a salary is paid monthly)
. Woman often get paid a low wage/low wages, especially for part-time work.

(a or are paid daily or weekly)

1. Complete the sentences below with the words

1.The government announced the increase of the....... of budget workers
by 15 %.
2.The........ of workers depend on their productivity.
3. After several strikes the management of the plant decided to raise the .......... by 3
%.

4 Office workers are paid the ................. once a month.

Render the text into English.

3apa3 Ha pUHKY npali € 6arato BakaHCiK, 06" €AHAHUX CMiSIbBHUM CIIOBOM

«MeHeaxep». Cepel HUX OAHA 3 HAUMOLWMPEHILLUX ~MeHeaXep 3 PeKnamu.

Axkwo Bu 3akiHUmMNU iHCTUTYT (BULLG OCBITA € BAXIMUBUM (PAKTOPOM ANS
poboTOAaBLIB), CNOBHEHi CUN Ta eHeprii - y Bac € HenoraHa MOXINUBICTb
oTpuUMath Uikasy poboty. Haubinbwe noTpebyroTb MeHenxepiB 3 peKsiamu

3ac06U MacoBOT iIHpopmalLlil.

Barato pobotoaasuiB BUMArarOTb BiA NpeTeHAeHTIB 3HAHHS KOMI-
FOTepHUX Mporpam Ta iHO3eMHOi mosu. [lyxe Baxnmsum € pocsia pobotu -

MiHiMym 1-2 poku.



a) The company you have already created needs various specialists. Discuss what
kind of people you need to fill up these vacancies. Make up the job advertisement
to place in the local newspaper. Don't forget to include all the necessary

information - qualifications required, benefits offered etc.

b)You work for a big Publishing House. Unfortunately PR manager has left the
company recently. The company also heeds two computer specialists to deal with
making up long texts with pictures and photos and an editor to read incoming
materials (books, articles, etc.) and decide on their value. Write the job

advertisement to fill up the vacancies.

. Good morning/afternoon/ . I'm sorry, | don't understand.
evening, York Enterprises, Eliza- Could you repeat that, please?
beth Jones speaking. I'm sorry, | can't hear you
. Who's calling, please? very well. Could you speak up a lit-
tle, please?
. This is Paul Smith speaking. . I'm afraid you've got the
. Hello, this is Paul Smith wrong number.
from Speak International. . I've tried to get through sev-
eral times but it's always engaged.

. Could I speak to John Mar- . Could you spell that, please?
tin, please?
. I'd like to speak to John . One moment, please. 'l
Martin, please. if Mr Jones is available.
. Could you put me through . I'll put you through.
to John Martin, please? . I'll connect you.

I'm connecting you now.
. I'm afraid Mr Martin isn't
in at the moment. . Can | take a message?
. I'm sorry, he's in a meeting Would you like to leave a
at the moment. message?

Can | give him/her a mes-
. Just a moment, please. sage?
. Could you hold the line, . I'11 tell Mr Jones that you
please? Called

. Hold on, please. . I'll ask him/her to call you




1. Below you will find three jumbled extracts from the openings of

telephone calls. Put each extract in the right order.

A: Just a moment, I'll put you through.
B: It's in connection with a new order.
A: Howard Engineering. How can I help you?

B: James Harvey.

A:I'm sorry I didn't catch your name.

B: This is James Harvey. Could I speak to Jeff Reynolds?
A: Could you tell me what it's about?

A: The reason I'm calling is to try to fix a meeting early next month.
B: Not too bad. So, what can I do for you?

A: Fine, and you?

B: Storm speaking.

A: Leslie Taylor here. Is that you Max?

B: Sure is. How are you, Leslie?

A: Let me just get her diary... Oh yes, on Wednesday at 10.00.
B: I'm not sure. The reason I'm calling is to discuss next week's
meeting.

A: Christine Matthew speaking.

B: That's it. You see, I've got a bit of a problem.

A: I'm afraid Miranda's not in today. Can I help?

B: This is Delia Forbes here. Can I speak to Miranda, please?



Fill the gaps with the phrases from the box, which fit best in the following

dialogue and translate it:

Welf, thank you for i;r—ﬂ:rm;m me

/ \ 1 mn no{ -!Fezfing we“. b advar‘\jcg_
- Ten sfraid T will not .
fe bl ’oa*mne

May I speak to Edward Johnson, please?
: Just a second. . I'm putting you through.
Edward Johnson speaking.
Hello Mr. Johnson. This is Svetlana.
Hi Svetlana. How can I help you?
I am not feeling well. T am afraid I will not be able to come
tfomorrow. I am sure I need just one day fo . Natasha can

for me. I have already spoken with her.

: I can hear from your voice that you're not well. What's wrong with
you?
I caught a cold. I have a . I am and
Are you sure you'll be O.K. by Wednesday?
Yes, I'm sure this is a . I'll be O.K. by Wednesday.

: Well, thank you for informing me in advance. It gives us some
time to figure out who can substitute for you. O.K. I hope you'll recover by

Wednesday. In any case, please keep me informed.



Thank you. Mr. Johnson. I'll see you on Wednesday. Sorry for

the inconvenience.

It's O.K. It happens. See you the day after tomorrow.

6.Complete the passage below with the words and word combina-

tions from the box.

4 A

\_ /

You need to make a telephone (a)......? Then make sure you have your

correspondent’'s number close at hand. Telephone numbers consist of a (b)

and a (C).ccoeereeieeennen. . If you don't know your contact's number, look it up
in the telephone (d) .......... of
the(e)....u......... The latter contains the telephone numbers of businesses and

traders in your area.
The next thing you do is lift the (f) and (g) .....cccouenneee. Oor press
the number. You will then hear a (h) .................. If the number is (i)
<+eeeeee.. yOU Will hear an engaged tone. Bad luck, you will have to ring back later.
In a company, the first person, who answers the phone will often be the (j) ............
.He-but still more often: she-will put you through to the person you require. The
operator operates the telephone (k) ................. In an increasing number of

businesses however manual exchanges are replaced by direct lines or



\

BRGNS
engag - busy
dialling - dialing
person - person-to-

7. Kris Johnson, from Denmark, has just graduated
from Technical College. He wants to work in the United
States for a few years. He heard from a friend that Teleaid

needed new employees so he phones Ms Greene from that

company. Open the brackets and make all the necessary changes to
complete Ms Greene's part.
Ms Greene: (Introduce yourself).
Kris Johnson : Hello, I 'm Kris Jonson. A friend of mine told me about your
company. He made me very enthusiastic and I was wondering if you needed any new

personnel for the helpdesk activities.

Ms Greene: (Yes, 4 unoccupied jobs. Ask if Kris has finished school)

Kris Johnson : Yes. I finished my studies a few weeks ago. Could you perhaps
send me some more information about your company?

Ms Greene: (Yes, send a brochure + enclosed letter)

Kris Johnson : Oh, that's fine. Does that information also explain more

about the jobs that you offer?

Ms Greene: (Say you will enclose an advertisement which includes

information on how to react)

Kris Johnson : Do you know the deadline for my letter?

Ms Greene: (requests for employment must be received before

15 April)



Kris Johnson : Well, thank you very much for the information. Oh yes, before I

forget, do you know how I can get a work permit for the United States.

Ms Greene: (You are not sure, but you think Kris should give his

name to the American Embassy in the Netherlands)

Kris Johnson : Thank you very much. I will write a letter as soon as

I have received your information. Goodbye.

Ms Greene: Goodbye.

Role play the following situations on your choice.

Prepare and make the following
calls:

Prepare to receive the following
calls:

1. You have recently placed a job
advertisement in Executive Placement, a
monthly magazine. Unfortunately they
published in with two errors (a spelling
mistake and a word missed out). Phone
the newspaper to complain and get

some action.

You work for Executive Placement.
You will receive a complaint from a
customer who has recently placed a job
advertisement. Offer to correct the ad and

re-run it next month, free of charge.

2. Your colleague Susana War-
ren is out of office. You will receive a

call concerning an appointment.

You have recently made an ap-
pointment to see Susana Warren
concerning some legal advice. You are
unable to keep the appointment. Phone

her to cancel it.

4.You want to speak to Ms Braun
about your account with her company,
W&W. If Ms Braun isn’t in the office,

You are a receptionist at W&W.
Student A would like to speak to Ms

Braun, but she is out of the office. Take




leave the following information: a message and make sure you get the

e Your name following information:
e Telephone number: 347- « Name and telephone
891090 (or use your own) number - ask student A to spell the

. Calling about changing | surname
conditions of your contract with | ® Message student A would like to
W&W leave for Ms Braun

. You can be reached untdl 5|® How late Ms Braun can call
o'clock at the above number. If Ms | student A at the given telephone
Braun calls after 5 o’clock, she should | humber

call 458-2416

wm,m.g
‘—‘gmséélmff }‘

If you don’t have experience of making phone calls in

' - English, making a business call can be a worrying experience.

That’s why it is necessary to follow the following rules not to fail in

phone conversation:
Identify yourself by giving your name and your position in the company.

Make sure you're talking to the right person. Say right away you’re calling

about. Be brief, and don’t waste time.
Speak slowly and clearly, but in a friendly voice.
Don’t try to be funny — you may be misunderstood.

Don’t use technical terms and abbreviations, because the other person may

not understand these as well as you do.

Don’t interrupt the other person even if you think you know what he or she



is going to say, let them finish what they want to say.

Don’t phone during the other person’s lunch hour — find out what time it is

in the other country before you call.

Send a following —up fax or e-mail to confirm any important details

(especially prices and numbers), so that you both have a written record of them.

And finally it is important to sound interested, helpful and alert when

making and receiving telephone calls.

UNIT 3

Peter Townsled is a very qualified specialist. He has been
#working in the sphere of business for fifteen years and has
ormous experience in sales. But unfortunately he has to change
5 place of work because his family is going to move to another
untry. So, to find a new job Peter has decided to look
rough the job advertisements in a local newspaper. One ad that

caught his eye was the following:

We are looking for a qualified manager with several years'

experience in sales and customer service.

If you have excellent communication and teamwork skills, good knowledge of
English and Italian and skills of work with the Microsoft Office operating system, this job
is for you.

We offer an excellent salary plus sales-related bonus.



If you have relevant experience and feel you are the right person call now
and start a new career that could earn you a brighter future.

For consideration, please send your application and confidential resume with
salary history and requirements to:

Mr. Peterson, Personnel Manager, Step by Step.

254MainStreet Seattle, WA 98502

Or Email: step@com.us

For enquiries phone: +31 (0)70 96798810

Discuss the following questions:

So, Peter has decided to apply for this job. But unfortunately he does not

have enough information about the position so he phones the company.

7,

”

1. Pair work.

Role-play the telephone call using the information below. One of you is
Peter Townsled, another is Rob Peterson. Do not forget that this is a formal
telephone call, so:

« Introduce yourself correctly
« Bepolite
 Use formal English

« End the conversation correctly

You want You are a HR


mailto:step@com.us

about the following: Answer Kris's
. the company information from
the contract advertisement.
job description
. required
. the address

2. Look at the statements below. Do you agree or disagree with
them? Express your opinion.

3. Which of the approaches above would you use? Do you have

any more ideas how to select the best candidate?

Most employers say that they wish to employ the right person for the right
job.

While selecting a candidate recruiters use three main selection
methods: interviewing, checking curriculum vitae or application forms and
examining references.

Interviews are considered fo be more reliable than either curriculum
checks or references from past employers. Face to face contact, applicant's
behavior and the way of presenting oneself give the employer valuable
information about the candidate.

Some employers place great importance on academic qualifications but



the link between them and success in management is not necessarily strong.
Some recruiters use handwriting as a criterion. References, also, are sometimes

unreliable as they are rarely critical.

5.In your opinion, what is the most reliable method of recruiting? Why?

Murphy applied for an engineering position at an Irish firm

based in Dublin. An American applied for the same job and both

applicants having the same qualifications were asked to take a
test by the Department manager. Upon completion of the test both men only
missed one of the questions. The manager went to Murphy and said.

Manager: "Thank you for your interest, but we've decided to give the
American the job."

Murphy: «And why would you be doing that? We both got nine questions
correct. This being Ireland and me being Irish I should get the jobl» Manager:
«We have made our decisions not on the correct answers, but on the question

you missed.»

Murphy: "And just how would one incorrect answer be better than the

other?”
Manager: "Simple, the American put down on question Ne5 ,“ I don't

Know." You put down "Neither do I."



6. Complete the recruitment checklist below by adding verbs from this list.

Follow the example.

1. ......Place ... job advertisement in the newspaper.
2. e through CVs and applications.
1 TR CVs and applications to the relevant managers in the
company.
e eeeeerrreaaaananns Potential candidates by consulting with relevant manager(s).
B veeeeeeeeeeeeeenens candidates for the interview.
Oueereeerennreeens candidates.
Teeeeeeeeeeeeeeeenns potential candidates ™ references.
S T the best candidate(s).
S successful candidate(s).

Pair work. Roleplay the following situation.

You are a business consultant.

Your company needs a

Marketing Manager. You don't know
how to select the best candidate for
this position. Ask a business consult-

ant for advice.

Give some recommendations what
selection methods to use when em-

ploying a Marketing Manager.

Individual assignment




Do the Job-Hunting Etiquette Quiz and find out more about the rules of behavior

while applying for a job.

Certain rules or protocols should guide a job seeker's conduct. Some people call
these rules good manners, but more refer to them as business etiquette. By adhering to
proper etiquette, a job seeker can gain a perceptual edge over other job seekers that
can lead to a job offer. How comfortable are you with the etiquette of job-hunting? Put
yourself to the test. Take the job-hunting etiquette quiz and see how well you do.

1. Answer true or false to the following statements.

1. When greeting someone for the first time, a cupped handshake (in which your left

hand covers the normal handshake) is a good way to

show my sincerity and interest.
2.At an interview or meeting, it is generally necessary for me to stand
only when a women walks into the room (regardless of my gender).
3.At job fairs and other professional settings when I receive a busi-
ness card from someone, I should take the time to really read the card
before sticking it in my pocket or briefcase.
4.1 should always turn off (or silence) my cell phone and beeper before
heading into any interview or business meeting.
5.After a job interview, regardless of whether I am still interested in
the job or not, I should always follow-up with a thank you note.
6.A few days after a job interview, I begin calling the employer every
day to see when a hiring decision will be made. T
7.When introducing myself at job fairs or other business settings, I
should avoid saying anything except my name until the other person re-
sponds in kind.
8When I know a company I am interviewing with is having a casual
day on the day 1 am interviewing, it is best to dress down for the inter-
view.

9.1 have a great sense of humor, so it's perfectly fine to have a humorous




greeting on my voicemail (or answering machine) when job-hunting,
10. When I place telephone calls to potential employers, I use a clear and confident
voice and always first identify who I am and why I am calling.
11. At job and career fairs it's okay for me to walk up to a group of people
engaged in conversation and interrupt by introducing myself.
12. When talking on the phone with a potential employer or other business
contact, it's okay for me to put them on hold while I answer another phone call.
13. I always avoid asking questions at an interview because it is rude to interrupt
the interviewer by asking questions.
14. No matter what type or level of job I am applying for, I always go out of

my way to greet the receptionists and secretaries with sincerity.

Now read the answers below and count your score.

1 False. The proper handshake is very important because it is one
of the first impressions you make in an interview - and you do not want
to do the cupped handshake, which can be seen as familiarity. Use your
right hand and give a firm handshake —just don't squeeze too hard.
The handshake should be brief, but long enough for both parties to say
each other's name in greeting. A firm handshake communicates confi-
dence, interest, and respect.

Other handshake issues to avoid: limp handshakes, clammy handshakes, and
sweaty handshakes.

2. False. Regardless of your gender, you should always stand when
someone walks into the room, regardless of their gender. When some
one enters the room, you should rise if you are seated, smile, extend
your hand and greet the person with a firm handshake.

3. True. It is seen as quite rude when a person who receives a
business card quickly puts the card away. You should show respect for

the person who gave you the card by reviewing it for a few seconds,



perhaps even using that time to remember the person's name. Then thank
the person for the business card and put it away.

4. True. If something is happening in your life that is so important that
you need to be available 24/7, perhaps the best solution is to postpone
the interview. At a minimum, you should turn all your electronic equip
ment's sound off, utilizing the vibration mode if you have it. But most
etiquette experts actually suggest turning off all beepers and phones be
fore any business meeting,.

5.True. One of the smallest and easiest things you can do is write a
simple thank-you note after every interview. You might be surprised at
how big an impact a gesture this small can make, but when the majority of
job-seekers do not send thank-you notes, it makes you stand out even
more.

And don't bum any bridges by not bothering to send thank-you notes to
interviewers where you've already decided the job is not right for you. You never
know when or where your paths will cross again.
6.False. First, one of the key pieces of information you want to leave the interview
with is a timetable for when the employer expects to make a hiring decision. Second,
while you should definitely follow up with the employer, you should never cross the
line from interested job-seeker to annoying nuisance.

7.False. Why just state your name when you have the perfect op-
portunity to give a short pitch about yourself that not only will help peo-
ple remember who you are, but perhaps also be a prelude to a longer
conversation. Those 20 seconds or so, called the sound bite, gives you
a chance to express your unique selling proposition - the one thing that
makes you different from everyone else.

8 False. Always dress for the interview. While you want to appear

to fit in with the corporate culture of an organization, casual days are not



the norm. So make sure you discover what the business attire is on
normal days, and wear attire at that level of formality to the interview.
O.False. While job-hunting, you want to have a professional-sound-
ing message. Start your message with "Hello, you've reached the voicemail
(or answering machine) of.." Don't make jokes; don't have screaming
or shouting; don't have background music; and don't have cute greet-
ings from your kids.

10.True. Phone manners are extremely important—and often over
looked. Prepare ahead of time and have some notes about key com
ments you wish to make. By clearly identifying yourself at the beginning
of the conversation you also al low the other party to be prepared.

11.False. It's best not to interrupt an employer representative when
s/he is talking with one or more prospective candidates. Wait your turn.
If the conversation goes on for too long, either attempt to make eye
contact with the representative to show you are interested - or move on
to the next booth and make a note to return later in the fair.

At all other business functions, however, it is certainly acceptable to politely interrupt
and join a group of people engaged in informal conversation. Business meetings are
about networking and making contacts, so feel free to walk up to the group and say,
"Excuse me, I would like to introduce myself."

12. False. Call-waiting is a curse on business etiquette. It's better to always let the other
phone call roll onto your voicemail than to interrupt your current conversation. Not only
is the practice rude, but in doing so, you stop any momentum you had leading up to the
interruption - which you probably won't be able to get back.

13. False. Yes, it is rude to interrupt someone when s/he is speaking, but a higher
order rule takes precedence here. Job candidates, who do not ask questions during an
interview are often perceived as uninterested or lazy, so take the initiative and ask at

least a few questions. Does this rule allow you to interrupt the employer every time s/he



starts speaking? Of course not; use your judgment and interrupt only when absolutely
necessary.

14. True. There are two issues here. First, sincerity is always the
strongest form of communication — and people respond well to it. Sec-
ond, while often some of the lowest paid employees of an organization,
the receptionists and secretaries play key roles in the organization and
can offer assistance in numerous ways, so it's best to treat them with the
respect they deserve. Also, they often report back to their bosses about

how you behaved and treated them.

| STEP I
> ‘? WRITING A CV

Welcome
to the

WHAT IS IT A RIGHT RESUME?
L A resume is an introduction, one page, one short chance
P

learning
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at proving you are a qualified and experienced candidate who

should be hired by a company. It includes all your life

experiences. A resume must present a clear picture of the
candidate. For this you should know what a potential employer expects. Employers
look at the person's experience with a company and period of his work for a
company to see if he is not a "job jumper". The person should be able to present

himself in a resume. Your resume must be right, standard format, typed.

1. Listening
a) Listen to a Personnel Manager talking about the structure of CV.

Put the following sections of the resume in the correct order.
e Experience
e Resume objective
e Address

e Name



e Education

Additional skills
b) Listen again and fill in the table with the information from the tape.

2, Complete the following dialogues.

A.  Isit necessary to type my resume?

B I consider that

A. Isitobligatory to mention my educational history?

B. Isupposethat...................

A.  Ibegan my resume with my personal detail and marital status. Is that right?

Bttt It's not right, because

A.  Is it necessary to include any additional skills and knowledge in my
resume?

B. Of course! ....coevvevueennnnn..

4. Read Peter’s CV. What mistakes has he made? Correct them.

Peter Townsled

35 Green Road
Spokane, WA 87954
Phone (503) 456-6781
Fax (503) 456-6782
E-mail petert@net.com
Work experience

1995 - 1998 Smith Office Supplies Yakima, Assistant Manager




Responsibilities
» Managed warehouse operations
* Interviewed new applicants for opening positions
Traveled locally offering on-site visits to regular customers
» Supervised bookkeeping staff
1998 - Present Jackson Shoes Inc. Spokane, Manager
Responsibilities
e Provide helpful service to customers concerning shoe choices
e Design and implement computer based tools using Microsoft Access and
Excel for staff
e Provide in-house training for new employees
Personal Information
Marital status: Married, two children Education
1991 - 1995 Denver University Colorado, Master of
Business Administration Professional memberships
Young Business Administration Club President 1993-1995, Denver
Additional Skills
Advanced level skills in Microsoft Office Suite, basic HTML
programming, spoken and written proficiency in English and Spanish
REFERENCES Available upon request




/ . knowledge or skill that you get froh

doing a job or activity or from being in different situations.
2. something that happens to you and has an effect on how you
feel and what you think.
3. a scientific test done to find out or prove something.
— (V) to be affected by something.
—(adj) having a lot of skill or knowledge because
you have done something often or for a long time.

— (v) to try using various ideas, methods etc. to

@d out what effect they have. /

Put the words from the box into the gaps.

aHe hasalotof............. as a salesman.
b)The company is............. problems with its computer system.
c¢)Do you think its right to........... on animals?

d)When there were no antibiotics patients ....... a lot of pain.
einmy.............. , a credit card is very useful.
f)He had some terrible ......... while he was traveling in the USA.
g)We are going to employ this candidate because he is a very .............

specialist.

4. Match the words from column A with the words from column B to

make business expressions:

1. personal a) time activities



2. career and background b) background

3.data C) experience

4. educational d) foreign languages
5. work e) information

6. career f) achievements

7. spare g) summary

8. knowledge of h) sheet

Make up your own sentences with the word combinations above.
5.Choose the best alternative to complete these sentences.

1. A is an individualized, written summary of your personal ,

educational and experience qualifications.
CV/cover letter/reference/job advertisement

2.1t is to present you as a prospective employee.

Design/designs/designed/designing
3.Not needs a CV.

Anyone/someone/everyone/a person

4. Applications for many clerical and sales positions also require a

Job/ CV/application/job ad
5.A CVislike a sales presentation.

Oral/written/spoken/closed

6. It alone will not get you a

Job/CV/application/want ad

7. An effective CV a favourable impression of you

while presenting your abilities and experience.
Create/creates/creating/was created

8Your CV be used as a response to an ad.




Is/was/can/won’t

Olt is a fact sheet that tells a employer that you are a desirable

future employee.

perspective/prospecting/prospective/past

Read the article devoted to the art of writing a resume and do the

exercises after it.

Resumes are a necessity for almost every job on the planet - accountant, teacher,
CEO or municipal employee. Writing a resume is a kind of art. All the parts and the
words of the resume should be carefully thought over to avoid misunderstanding
and unnecessary information. But there may be hidden dangers on any stage of

your resume writing.

Before saying to yourself "OK! I've done it!" check the ten resume don'ts below:

1. Appearance count - Don't try to save your money by printing your resume
on a cheap copy paper instead of a good quality stock. Check for typos, grammatical
errors and coffee stains. Use the spellcheck feature on your word processor and ask

a friend to review the resume to find mistakes you might have missed.

2. Does size matter? - If your career warrants a two-page resume, then go
ahead and create a document that reflects the full range of your experience and
accomplishments. Don't reduce the type size to such a degree that your resume

becomes difficult to read.

3. Truth or consequences - Don't fudge over the dates or titles on your
resume to hide the fact that you have been unemployed, that you switched jobs too
frequently or that you held low-level positions. If a prospective employer conducts

a background check and discovers that you lied, you can kiss the job good-bye.



4 State your case - If you are seeking a job in a field which you have no
prior experience, don't use the chronological format for your resume. By using a
functional or skills oriented format, you can present your relevant experience and

skills up front.

5. Put your best foot forward - Don't simply copy the job description jargo
from your company Human Resources manual. To show that you are more
qualified than the competitors for the position simply list your job responsibilities.
Present specific accomplishments and achievements: percentages increased,

awards won, etc.

6.No excuses - Don't include the reasons you are no longer working at

each job listed on your resume. The phrases "Company was sold", "Boss was an idiot"

and “ left to make more money" have no place on your resume.

7.What have you done lately? Though it is acceptable to have a two-page
resume, don't list every job you have ever had. Personnel managers are most
interested in your experience from the last ten years, so focus on your most

recent and most relevant career experience.

8. Target your audience - Don't mail your resume to every ad in the Sunday

newspaper. If you are not qualified for a position, don't apply.

9.No extra papers, please - When you send out your resume, don't include
copies of transcripts, letters of recommendation or awards, unless you are spe-
cifically asked to do so. If you are called in for an interview, you may bring these

extra materials along in your briefcase for show-and-tell.



10.Don't get personal - Personal information does not belong on a resume
in the United Slates. Don't include information on your marital status, age, race,

family and hobbies.

2. Analyze the resume you have already written taking into account the info-
rmation above. Think of the results. Do you think the pieces of advice are really
valuable?

3. Analyze the resume of your friend. Give him some recommendations to

make it more perfect.

7,
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Work in groups. One of you is a specialist in writing a resume. Prepare a
report on how fo write a good resume for a group of people attending job
employment centers. All the rest are young people who are eager to get a job.
They know that a lot depends on their resumes. Prepare questions to ask a
specialist in resume writing what to do to make the resume more attractive and

competitive.

5. Do the following crossword puzzle dealing with resume.
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ACross:
2. Listing on a resume is favored by some recruiters and opposed
by others.
4 fonts.
4. Computer friendly resumes avoid fonts.

7. A resume emphasizes the candidate's capabilities while also including a

complete job history.
9 A resume focuses attention on the candidate's skills.

10. «Ifyour resume isn't a winner, it's a »—Joyce Lain Kennedy.
11.The trend in resumes today is to omit__ data.

12.Companies often use to digitize incoming resumes.
13. Computer friendly resumes use plenty

of space.

Down:

1. Scannable resumes emphasize words .

3A resume lists the candidate's work history job by job,
starting with the most recent position.
5. letters are used to introduce resumes.

6. The first reader of a candidate's resume

may be a



8.The of a letter of application should request an interview.

6. Marcia Garcia tells about her educational background. Complete each
sentence with one of the words or phrases from the box below. You will need to put
the verbs into the right tense.

o
1. I started at in London when I was 5.

2.Attheageof 11 1wentonto _ , also in London.

3.At171 to University.

4.1gota at Manchester to Engineering.

5. In fact | was awarded a .
6. But at the end of the first year | changed to another
7.1 form the University in 2003.
8. | have a first class in Economics.
9.1 decided to at university.
10. So I did a In business administration at the university of California.
11. During the course | did an on small business development.
12. | found the topic so interesting that | applied for a to do a doctorate

on the same subject.
13. Once | had got the money | had to write a 50,000 word
14. So, now | have a BA, an MBA and a

15. All | need now is a




6. Match the words and word combinations from the box with their definitions below.

[~

1. These are the achievements you have had in your career. These
key points really help sell you to an employer - much more so than

everyday job duties or responsibilities.

2.These tests ask you a series of questions and try to provide you
with some sense of your personality and career interests. You shouldn't
rely on the results of these tests by themselves, but the results can be a
good starting point for discovering more about yourself and your inter-
ests and considering careers you may not have thought of.

3.Used by employers to verify the accuracy of the information you
provide on your resume or job application - and beyond. Items checked
include:  employment  verification, educational = background/degrees,  ref-
erences, credit history, medical records, driving record, court records,
criminal records, and more.

4. An important part of your compensation package, and part of the
salary negotiation process. Note that every employer offers a different
mix of benefits. These benefits may include paid vacations, company
holidays, personal days, sick leave, life insurance, medical insurance,
retirement and pension plans, tuition assistance, child care, and more.

Can be worth anywhere from 20 to 40 percent of your salary.



5.An optional part of your resume, but something you should con
template whether you place it on your resume or not. It can sharpen the
focus of your resume and should be as specific as possible - and written
in a way that shows how you can benefit the employer.
6. The collection of beliefs, expectations, and values shared by an organi-
zation's members and transmitted from one generation of employ

ees to another. It sets norms (rules of conduct) that define acceptable

behavior of employees of the organization.

7.Are those periods of time between jobs when job-seekers are
unemployed, either by choice or circumstances. Employers do not like
seeing unexplained gaps on resumes, and there are numerous strategies
for reducing the impact of these gaps on your future job-hunting._

8. A group of people who will say good things about you and who
know specifics strengths that you offer. These people can be your cur
rent and past supervisors, former teachers or school administrators.

9.A key job-hunting tool used to get an interview, it summarizes your
accomplishments, your education, as well as your work experience, and

should reflect your special mix of skills and strengths.

10.The process of gathering information about a company, its prod-
ucts, its locations, its corporate culture, its financial successes. This infor-
mation is extremely valuable in a job interview where you can show off
your knowledge of the company, and can also help you in writing your

cover letter.

The continuous process of evaluating your current lifestyle, likes/
dislikes, passions, skills, personality, dream job, and current job and
career path and making corrections and improvements to better prepare

for future steps in your career, as needed, or to make a career change.



8 You have already decided what jobs your company needs.
You have already placed the advertisement in a newspaper. Now
you are an applicant. Choose an advertised position in a company
of your groupmates and write a CV. You don't need to be truthful
in this CV, but you may use your imagination.

b) You are applying for a job in a Publishing house. Choose the
vacancy and write a CV. You don't need to be truthful in this CV,

but may use your imagination.

v = ? The letter of application (also called the covering letter) can be as

“important as the CV in that it often provides the first direct contact
between a candidate and an employer. If this letter is not well written

and presented, it will make a poor impression. The letter of application

learning
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normally contains three or more paragraphs in which you should:
e Confirm that you wish to apply and say where you learned about the job.

e Say why you are interested in the position.

e Show what you can do for the company using your skills and experience.



e Show your desire to attend an interview and say how you can Dbe

reached.

Reading

1. Read the letter for the first time and answer the following

questions. Don't pay attention to the gaps.



Peter Towns lee

35 Green Road April 19, 2004
Spokane, WA 87954
Mr. Peterson, Personnel Manager, Jeans and Co.

254 Main Street

Seattle, WA 98502

Dear Mr. Peterson:

| amwriting toyou in1) _ to your advertisement for a local branch
manager, which appeared in the Seattle Times on Sunday, June 15.1 am 27 years old,
German, with an MBA from the University of Denver,

Colorado. | graduated from Denver in 2000.1 speak fluent English and
Spanish and have a good knowledge of Italian. As you can see from my enclosed

2) , my experience and 3) match

this position's 4) .

My current 5) managing the local branch of a national shoe
retailers has provided the opportunity to work in a high-pres
sure, team 6) , Where it is essential to be able to work closely with my
colleagues in order to meet sales 7) . | have enclosed a copy of my
resume for your review. I am familiar with the
requirements for success in the Sales profession and believe | possess the
right combination of marketing and management skills.

In addition to my 8) as manager, | also devel-

oped time management tools for staff using Access and Excel from Microsoft's
Office Suite.

Thank you for your time and consideration. | look forward to the
opportunity to personally 9) why | am particularly suited to this
position.

Please telephone me at (360) 352-0249 after 4.00 p.m. to suggest a time
that we may meet.

| can also be reached by email at petert@net.com

Sincerely,



mailto:petert@net.com

3.Read Peter's letter of application for the second time and complete it

using the words from the box.

/ a) response b) \

position

C) environment d)
gualifications

e) responsibilities f)

deadlines

\_ /

3. The following phrases are often used in the letters of

application. Translate them into your native language.

I am writing to you in response to your advertisement for...
As you can see from my enclosed resume, my experience and qualifications match
this position's requirements.
I would like to point out... immediately upon his return.
*During ...., I improved (furthered, extended, etc.) my knowledge of...,

« Ilook forward to an opportunity to speak with you in person. (OR to speak
with you personally)

« Please accept this letter as an expression of interest in the position of...
I have enclosed a copy of my resume for your review.
«...and believe I possess the right combination of....skills.
My current position .... has provided the opportunity to ...
«I would welcome the opportunity to personally discuss my potential

contributions to your company with you.

« Ilook forward to your reply.



4.Put the words and word combinations from the box into the gaps.

/ 1) As you will see from my CV  2) for the past 15 years \

3) I accept all the terms  4)I am a 25 year-old  5) I am eager to
relocate  6) I am enclosing a copy of 7)1 do in my present position

8) a Head Technician  9) for the post of  10) hotels and the light
industry 11 ) in the employees' handbook,  12) looking for a position

13) which appeared in  14) with the latest developments in ~ 15)

/

Q) e much of the work........... is related to health and
safety related tO........ccccvvveevinnn oo )

word processing, spreadsheets and databases 16) working in

D) e, , | have been employed as ............. with Soft Drinks Co.,
Ltd.

(o) SRR TPR | accept all the conditions which I
received.

d) e, in the letter you sent me.

<) [P OTRR instructor of International Safety Training Centre Ltd.,

D) e | am a college graduate in an export
company.
g) lamalso familiar................cccceeeenne, software products such as ............. :
h) I am answering your advertisement ................. Cultural
Heritage Interim Board Executive ................. The Times of Malta.
) I to your area.
J) e my curriculum vitae.

Complete the following sentences from the letter of application.



1Ife I pos the nee _ qual.

2,If_  Iwo__ liketoha apos  with greater res

3Ifi the sal and fringe bene package quite attr

4Jha__averygo _  workingkno_ ofFr .

5.1h been given to und that you are cur seeking an Of
Administrator.

6.1 ha been to that you are se a Personal

As__and I would be vehappy tota_ toyouab  that pos

7.1 have be with thisco __ for the pa six years Si_
graduating fr _ collegein 1999 withacer _  in Occupational Heal and
Safety.

8.1 have ju seenyourad __ for a Senior Ex in this
mor LE FIGARO.

9.1 have wor in En fortwoy .

10 I _k frwrd t. m__tng y_ _ nxt w__ k.

Write a letter of application which will be enclosed to the CV you've
already made up. Make sure the information in your CV and application

letter match.

Welcome
to the

isarning Eventually Peter has been invited to the interview. So

zone /' what does "interviewing better" actually mean? It means that the

candidate is well prepared and confident. He can answer the questions in a way
which is acceptable to the interviewer. He knows something about his potential

employer's business and the post he hopes to fill. These are really the basic compo-



nents of any candidate who "interviews well”.

Here are some useful tips how to cope with the interview.

The basic approach to an interview is to be well prepared. This

means two things - preparing yourself practically for the interview, and
‘gathering knowledge and information you can draw on during the in-

4

terview. So plan and be organized!

1. Gather information about your employer before you are interviewed - what do
they do, what are their current projects, what other interests do they have? Ask staff- many
companies will offer you the chance to talk about the vacancy with someone, use the
opportunity to find out more about the company.

Make sure you know what the job entails - get a job description, ask someone in a similar
post, ring the company to find out the details.

1. This can demonstrate your interest in the position. This is the list of
documents you are recommended to have:

e copies of educational diplomas, certificates, accreditations, etc.

e awards won;

e reference letters;

e examples of work, such as projects completed, etc;

e driving license

2. How you answer during the interview plays a major part in the taking decision.
It is recommended that the candidate should think beforehand how he, she would

answer them. For information look up in Cultural corner in this unit.

1.Wear what is appropriate for the post and the company. It may vary from
smart, formal wear in some instances to very formal dress in others. Avoid
excessive jewelry, shorts, jeans, tee shirts, open toed shoes and very bright

colors. It is advisable to cover tattoos or pierced body parts.



Try and get an insight into what the company would expect from employees to
wear. What would be appropriate for a building company is very different for a
public relations agency.
2.Be well neat and clean. Try to look calm and confident; simple things like
deodorant can boost your confidence.
4.Be punctual.
5.1t is very important to greet your prospective employer with a firm hand
shake, eye contact and smile. You should produce an enthusiastic, professional
image from the start.
Here are some simple, but frequently broken rules:
«Sit comfortably with both feet on the floor.
*Don't play with your hair or you hands.
* Maintain natural eye contact with the interviewer.
«If there's more than one interviewer, look at who's talking.
*When you're talking, shift your glance from one to the other.
*Above all try to be you, try to be natural.

Send a thank you note.

1.Match the following headlines with the corresponding parag -
raphs in the article.
I. Before the interview.
a) Prepare for the questions you may be asked
b)Research the company and the industry.
C) Prepare a portfolio.
d)Prepare the questions you can ask.
I1. The day of the interview
a)Don't be late!
b) Dress accordingly



¢) Smile, be enthusiastic

7,
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Your friend is going to be interviewed the following day. Give him
instructions how to prepare himself for the interview and how to behave

himself during an interview.

7
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You can see a list of reasons a person may have for leaving or changing a job.

Discuss them and choose the ones you think are unacceptable to give to an interviewer:

e | don'tlike the job I have.

e There isn't much room for advancement.

e | was laid off because business was slow.

e | didn™'t get along with the boss.

e |I'm bored with my job.

e | want to work on a job that is more interesting.

e My job is long way from my house. I have trouble getting to work on time.

e The pay is very low.

4. Imagine you are Peter Townsled. You have come to the interview with Rob
Peterson, Personnel manager of Step by Step. Complete Peter’s part of the dialogue using

the information from Peter's CV and application letter.



Interviewer: Sit down please, Mr
Townsled. We have read your CV and letter of

application in answer to our advertisement. I'd like

to talk to you about your qualifications for the
=4 nosition. Peter:
Interviewer: Are you working?
Peter:
Interviewer: What do you do exactly?
Peter:
Interviewer: How long have you been working there?

Peter:

Interviewer: What other jobs did you have? And what did you do?

Peter:

Interviewer: Tell me about your education and any special training you've

had.

Peter:

Interviewer: You speak German and French, do you?

Peter:

Interviewer: I'm sure you can learn one more foreign language quickly,

can't you? Our company is going to set up a subsidiary in Italy and Spain.

Peter:

Interviewer: Do you have any special skills?

Peter:

Interviewer: Why do you want to change your job?

Peter:

Interviewer: Thank you very much for coming in to see us. It has been a real
pleasure to talk with you.

Peter:



Now play the role of Rob Peterson. Answer Peter's questions.
Peter: Why do people like working at your company?

Rob:

Peter: Do you offer any benefits?

Rob:

Peter: Is there any chance for a promotion?

Rob:

Peter: How much does the job pay?

Rob:

Peter: What types of training and support can | expect?
Rob:

Peter: Describe for me a typical day in this position, please.
Rob:

7,
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Study your role cards. Student A is an employer, Student B is an applicant. Conduct

an interview and complete your cards with necessary information.

Could you spell your name please? )
youspetty P marketing

What kind of experience do you
ma- nager

t)
have’ : $ 45000/year

What did you study in university? Coca cola Ukraine

ial skills?
Do you have any special skills? car, laptop, medical

What are your good points and bad insu-




points?

Rance

promotion to

senior manager in Italy

What company do you represent?

What kind of job do you offer?
What salary do you offer?

Where is it located?
Do you offer any benefits?
Is there any chance for a

Good Points:

Your Name: Sam Spade

Work Experience: 2 years
working in advertising agency
Your Major: Marketing

Special Skills: English, computer

Energetic,

Bad Points: Too emotional




Read the article "Interview Mistakes To Avoid " and do the

exercises after it.

The wrong move can cost you the job! You've worked hard to get to
the interview stage. You passed the cover letter and resume screening
process...maybe even a few telephone interviews. Now its time for the face to
face interview with the employer itself. Any number of items can go wrong

but you have to be in control and must have 1. (confident)

Go into an interview with the 2.(feel) that you are

going to 3. (impression) them so much that they will have

to make you an offer.
The interview is the most stressful part of the job hunt for many 4.

(person) because now they can't hide behind the cover




letter and resume. The real face to face human connection between

possible 5. (employ) and job candidate takes place. But for starters if
you simply follow these tips below, you are on your ' way to interviews
with results. A big part of a 6.(success) interview is avoiding simple
mistakes. Mistakes are deadly fo the job seeker and easy to avoid if you
are prepared. These are the most common interview mistakes - and their
antidotes.

. Get directions from the interviewer - or a map. Wear a
watch and leave home early. If the worst happens and you can't make it on
time, call the interviewer and arrange to reschedule.

You make your greatest impact on the 7. (inter

view) in the first 17 seconds - an 8. (im

press) you want to make powerfully positive. Dress right in a

conservative suit, subdued colors, little jewelry (but real gold, or silver, or

pearls), low heels (polished) and everything clean and neat. Hygiene includes

combed hair, brushed teeth, deodorant and low-key scent. Check everything

the night before, again before walking out the door and once again in the
restroom just before the interview.

OK, you're 9. (nerve) . But you can still smile,

right? And make eye contact, yes? Sit up, focus on the interviewer, and start

responding. 10. (enthusiastic) is  what  the

inferviewer wants to see.
. This is all comfort stuff for you,
and none of it helps you here. Employers are more likely to hire non-smokers.

At a lunch or dinner interview, others may order drinks. You best not.



. The interview is not the time for research. Find out

the  company's 11, (produce) and  services, an-
nual sales, structure and other key 12. (inform) from the
Internet, the public library, 13. (profess-

sion) magazines or from former employees. Show that you are interested in
working for the prospective employer by demonstrating 14. (know)
about the company.
Only you can
recognize your most valuable strengths and most hurtful 15.
(weak)_____ . Beable to specify your major strengths.

Your weaknesses, if such must come up, should only be turned around to

positives.
. Practicel Get a friend, a list of interview
questions and a tape 16. (record) and conduct an inte-
rview rehearsal. Include a 17. (present) or demonstration if that will

be part of the real interview. Start with introducing yourself and go all
through an interview fo saying good-bye.

Rambling, interrupting the interviewer and an-'
swering to a simple question with a fifteen-minute reply - all of these can be
avoided if you've thought through and practiced what you want to 18.
(communication) the point and usually shorter.

. The job 19. (de-

scribe) details the company's needs - you connect your
experiences, your talents and your strengths to the description. It answers

the essential reasons for the interview - «How my education /experience



/talents /strengths fit your needs and why I can do this
job for you»

. Use your research to
develop a set of questions that will tell you whether this is the job and the
company for you. This will help you limit and focus your questions. But don't
overpower the interviewer with questions about details that really won't
count in the long run.

Wait for
the interviewer to bring up these issues - after the 20. (discuss) of your
qualifications and the company's needs and wants.

. When the interviewer indicates the in-

terview is over, convey your interest in the job and ask what the next step is.

2.Do the following crossword puzzle dealing with interviewing and follow-up

messages.

R m

11

12

132




I It is natural for a job candidate to be

in an interview.

3. interviews are meant to test the candidate's reactions.

9. «Tell me about yourself» is atypical question.
11In hiring interviews, recruiters try tfo uncover informa-
tion.
12.The best source of information is company employees.

13 After a job interview, the candidate should always send a brief

letter of

2. interviews are common with companies that rule by con--

sensus.
3. inferviews by telephone are intended to eliminate those
who fail fo meet minimum requirements.
4. Inaddition to the candidate's oral interview responses and resume,
_______messages communicated by the candidate are also highly impor- tant.
5. In preparation for interviews, the job seeker should practice telling

stories.



6. Researching an organization impresses

7 The candidate should defer the discussion of

the interview.

until late in

8. «What would your former boss say about you? » is a typical

question.

10. Some organizations consider candidates only when they submit a

completed

form.

6. Study the expressions that show how you can demonstrate your attitude to the

interviewed candidates.

- I liked Mr. Anderson
-1 enjoyed
Anderson

-1 was keen on
job to Mr.

- I didn't like Mr.

-Iis liked Mr. Brown
-I ate interviewing

-I can't stand people
him

-I preferred Smith to

Brown.
- I'd prefer to offer

the job to Mr.
-I'd rather Mr.

got the job.
-I'd rather offer the
job to Mr. Smith.

List

en to the

conversation between two people discussing candidates after the interview. While listening

complete the dialogue.

A: Generally, | like more candidates. I'm afraid | didn't like Mr. Brown at all. I just

can't stand

think |

seemed to have more to offer.

B: I wasn't particularly

the best of a bad lot.

Smith to Jones. | quite liked his

with people like him. Of the other two candidates |

___and he

by any of them and I'm not keen on giving the job to

A: | didn't like Brown either, but I'm not sure I'd like to offer it to Smith - he really had



very little . | was quite keen on Jones and certainly he'd rather got the job than
Smith, even if he didn't have exactly the right experience.
B: Well, none of us seem very any of these three . Perhaps we should

readvertise the . It would be a pity since | hate spending time on.

A: Oh, | don't think we need to do that. It seems to be between Smith and Jones. Why

don't we ask them back for another ten minutes. I'll do the . I quite It.

A: Generally, I like more experienced candidates. I'm afraid I didn't like Mr.
Brown at all. I just can't stand working with people like him. Of the other two candidates
I think I preferred Smith to Jones. I quite liked his attitude and he seemed to have
more to offer.

B: I wasn't particularly impressed by any of them and I'm not keen on giving
the job to the best of a bad lot.

A: I didn't like Brown either, but I'm not sure I'd like to offer it to Smith — he really
had very little experience. I was quite keen on Jones and certainly he'd rather got the job than
Smith, even if he didn't have exactly the right experience.

B: Well, none of us seem very keen on any of these three candidates. Perhaps
we should readvertise the post. It would be a pity since I hate spending time on
recruitment.

A: Oh, I don't think we need to do that. It seems to be between Smith and Jones.
Why don't we ask them back for another ten minutes. I'll do the interviewing. I quite

enjoy it.

9Complete the following expressing your likes and dislikes:
1 Ilike/enjoy...
2. Thate/can't stand...
3. Idon'tlike/dislike...
4.  TIwould prefer...
9)

I would rather...



6. Iwould prefer...
10. Work in groups of 3 students. Interview a candidate and ex-

change your opinions about him/her.

a) Listen to a dialogue between a Chairman and Personnel Man-
ager. Answer the following questions:
How many candidates were there on a shortlist?
Which candidate do they describe as:
* strong
* average
« weak
Which candidate had less experience than the others?
Which candidate was outstanding and why?

b) Listen again and fill in the gaps with the missing information.

Chairman: Well we have interviewed everyone on the(1) _ . What
did you think of them?

Personnel Manager: I thought they were variable. The second and fourth
were very (2) candidates, the third was average and the first relatively
(3)

Chairman: That was also my (4) . To be fair to the first, he had
rather less (5) than the others.

Personnel Manager: The last candidate seemed (6) to me. She

answered all our questions very confidently, and was very well (7)

Chairman: On the other hand the second candidate was also well qualified and
had rather more experience.

Personnel Manager: It’s going to be very difficult to decide which of them is

going to get the job.



13.Discuss this situation in pairs or groups. Suppose you are in charge of
hiring a new employee for your firm. You have to decide between two persons. One is a
person with many years of experience in a company very similar to yours has only a high
school education. The other person is a recent university graduate with a degree in a

field closely related to your company's business. Which person would you choose? Why?

Work in groups of 5-7 students. You are going to conduct an inter-
view. Divide the group into two parts: two or three students are
interviewers and the rest are applicants. The task is to choose the best
candidate for the position. You may use job advertisements, CVs,
covering letters that you have written before or role-play another

situation.

14. Do the puzzle below. All the words in this crossword are to do with

personnel.

I. A job or profession, for which someone is trained and intends to

follow for most of his/her life.



4. During a recession, some employees may be made redundant or laid ...

7.Someone who teaches a skill.

8.Employees, staff, workforce, management,.........., everyone who works
for a company.

14.Tf you change the wording on a contract, you

15.Use the services of a person to perform work in return for pay.

16 If a dispute is brought to an end by negotiation, the two sides are
said to .........the dispute.

1. A company restaurant is a

2.When a short-term contract reaches the end of its term, it is said to

3.A short-........... is drawn up showing the names of people to be inter-

viewed for a vacant post.
4TIf a doctor, fireman or maintenance worker is ... ... ,he or she is

available in an emergency.

5. When someone applies for a job, he or she usually fills in an applica-
tion ........ :
ST Sometimes pay is ... -related.
9.This is usually a written statement, giving an indication that an em-
ployee wishes to ferminate his/her contract.
10.Information about an employee is usually kept in a personnel ....

11If a post becomes ......., it is normally advertised internally and in the

press.



12If an employee is promoted, he or she will usually go up one ...... on
the salary scale.
13.Employees are often organized in............. unions which represent them to

the management.
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: If your goals include a new international job, get ready by testing
. your knowledge of some of the differences in interviewing around the
world. Good luck!

1.True or false? During the interview process in South Korea, your potential

employer may ask you to have a “face reading”, i.e. viewing your facial features.

2. You apply for a job with a German company. Your potential new boss conducts
your interview in fairly good English. He tells you that the firm was "grounded" two
years ago, that he will "prove" your resume, and that he will be in his office "until" 9
am on Friday if you would like to call. What does he mean?

a. The firm is located in an underground facility. He intends to check the dates
on your resume for numerological significance and he is inviting you to contact
him by Friday.

b.The firm went bankrupt two years ago. He is a mathematician

and will prove or disprove every date and number in your resume,



and he is testing you to see if you will call before Friday.
c.The firm was founded two years ago. He will check your references; and

he will be back in his office on Friday at 9 am if you would like to call.

3.You are the most qualified candidate for a job in Bolivia. However, you feel
that your interview didn't go well and you don't get the job. What went wrong?

a. The job probably was given to another person who may have
been less qualified, but was a relative of the boss.

B Your interview was on a Tuesday the 13th — a bad luck day.

c. When you were filling out your application, the interviewer saw that you
were left-handed.

d.All of the above are possible reasons for losing the job.

4. When you schedule an interview in Thailand, you might want to
double-check the time of your appointment. Why?

a. Foreigners are so enraptured by Thailand that they lose all track of time.

b. Thai people divide the day into seven segments, which can be
confusing to foreigners.

c. The government of Thailand keeps changing the schedule for daylight

savings time.

5. TRUE or FALSE? The study of handwriting is an accepted em-
ployment evaluation tool in France.

6. In which country will your family and social standing be key to a

new job?
a. The USA
b.Mexico
C. Australia

7.TRUE or FALSE? If you're trying to hire new employees for your facility



in India, your candidates may expect you to provide a job for their young children as

well.

1. ANSWER: True — «Kwan - Sang» the reading, or viewing of
facial features, is an accepted practice with many South Korean em-
ployers. The facial characteristics of a person are analyzed and matched
against job requirements.

2.ANSWER: C — These are common mistakes made by Germans
speaking English. They use «grounded» to mean, «founded;» «prove» to
mean «check up on:» and «until» fo mean «by.»

ANSWER: D — As in many Hispanic countries, many Bolivians
consider relatives fo be the trust worthiest employees, even if they are
less qualified. Tuesdays in general are viewed as unlucky; as the apho-
rism goes, «En martes, ni fte cases ni te embarques» («On Tuesday,
neither marry nor embark») Tuesday the 13th is especially unlucky, as
it's the Hispanic equivalent of the English Friday the 13th. There is also a
bias against left-handed people («zurdos»). Not all Bolivians adhere to

all three of these beliefs, but many believe in one or more.

4. ANSWER: B — Thai people divide the day into seven segments,



including two morning and two afternoons.

Early morning—1 am to 6:59am

Late morning — 7 am to 11:59 am

Noon—12 pm to 12:59 pm

Early afternoon — 1 pm to 3:59 pm

Late afternoon — 4 pm to 6:59 pm

Evening — 7 pm to 11:59 pm

Midnight — 12 am to 12:59 am

If a Thai tells you o meet him at one o'clock in the afternoon, this could
mean 1 pm (the first hour of early afternoon) or 4 pm (the first hour of late
afternoon). To avoid confusion, use a 24-hour military clock (4 pm is 16 00
hours) or physically point to your watch and ask.
5,ANSWER: True — The French look at handwriting analysis as a
valid means of evaluating personality characteristics and their related job
skills.
6.,ANSWER: B — In Mexico, along with most of Latin America, In-
dia, Asia and many other parts of the world, your family name and your social
standing are important assets in your job search. Your family and friends are
a significant part of who you are. It's common for a sales candidate to be
asked more about his or her family and network of friends/contacts than
his or her income.
ANSWER: True — Employing the workers' young children is a ben-

efit that Indian firms provide. As a US employer, child labor is against the
law, but some US companies overcome that problem by offering tuition for

employees' children to attend school until they are old enough to work.



Do the test and check your knowledge of business English

vocabulary. Choose the answer a ,b ,c, d

1. A job can be advertised as a -
a. free space b. work gap c. empty posting d. position vacant
2. Ajob which can develop into a career is said to have -
a. prospects b. aspects c. respects d. conspectus
3. Ajob where you work sitting down in an office is a -
a. seat job b. floor job c. desk job d. chair job
4. If you get an acceptable level in an examination, you -
a. superate b. pass c. flunk d. get over
Experience you get from doing a job is called -
a. work experience b. job knowledge c. career practice d. employment history
6. A person who can do his job without any difficulty is -
a. ambitious b. reliable c. competent d. resourceful
7. A person who wants to do as well as possible at work is -
a. ambitious b. reliable c. competent d. resourceful
8. A person who will do as he is expected to do is -
a. ambitious b. reliable c. competent d. resourceful
9. A place where people go when looking for a new job is an employment-
a. agency b. market c. center d. point
10.  Work done for no pay (often for a charity) is called -
a. gratis labour b. free work c. benefit effort d. volunteer work
11. If you do temporary work only for while you are needed you are -
a. pitching in b. moonlighting c. aid agencying d. helping out
12.  The formal proof that you are able to do you job is your -
a. ability b. experience c. work record d. qualification
13The part of a business that keeps track of the money is called the -

a. petty cash b.accounts c. ledger d. bank



14. The part of a business that deals with the people who work there is called

a. the people part Db. the body count c. management d. human resources
15.  Another word for "*firing"* (telling someone they must leave their job) is -
a. hiring b. dismissal c. vacating d. promotion
16.Money you are given regularly to do something is an -
a. investment b. allowance c. earning d. income
17.1f you work evenings or weekends you work-
a. overtime b. long hours c. reverse time d. unsociable hours
18. Government insurance for pensions and health is called -
a. secure society b. socially secure  c. security social  d. social security
19.  Arequest for a job is called a job -
a. appointment b. application c. appliance d. appeal
20. A jobinacompany can be called a -
a. position b.site c. postponement  d. proposition
21.Keeping order and punishing when necessary is part of-
a. sadism b. control-freaking c. discipline d. rigour
22.1f you put something in a letter with the envelope, you ... it. —
a. encrypt b. encase c. enclose d. encapsulate
23.Making sure that products are of a high standard is the job of —
a. standardization b. quality control c. shop stewards d. trademarks
24.1f you get something extra (like more money), this is a -
a. bonus b. bargain c. betterment d. boon
25.Pay  for working extra  hours iIs  called pay for -

a.intime Db. up-time c. overtime e d. time plus



IRREGULAR VERBS

ARISE (BUHUKAMM) ........arose. . .. arisen

AWAKE (6yauT) awoke... awoke

awaked.. awaked

BEAR (Hapomxysat).......... bore  born
BEAT (6umm) .. beat ..... beaten

BECOME (cmasamm) . became .. become

BEGIN (nouuHatu).. began ... begun

BEND (rHyTu, 3ruHaty) . . bent... bent
BITE (kycamm) bit bitten
BLEED(cmkamu kpos't0) . bled.... bled
BLOW (aym) blew ..... blown

BREAK (lomamwm)  broke ...... broken

BRING (npuHocum) brought .brought

BUILD (6yaysarv1) built ... .built

BURN (ropins) burnt.... burnt

K::.;w(& o BURST  (pospusamu) burst .... burst

BUY (kynysam)... bought . . bought

CATCH (nosump) caught... caught
CHOOSE (Bubupamum).. chose.... chosen
COME (npuxoaumu)... came .... come

COST (kownysarw). . . . .. COStCOSt



CUT (pisamm) . CUt........ Cut

DEAL (mprysam)... dealt . ... dealt

DIG (konam)........ dugdug

DO (pobumyi)........ did done
DRAW (manrosamu). ... drew . ... drawn
DREAM (mpismu)... dreamt .. dreamt

dreamed. dreamed

DRINK (rwaw) drank ... drunk
DRIVE (ixamu) drove ... driven
EAT (iawm). ate ...... eaten
FALL (nagaw)........ fell fallen

FEED (roaysam)...... fed fed

FEEL (Biauysamum) . . felt ....felt

fight (6opotuca) ..... fought ...fought
Find (3Haxoamnth)...... found ... found

Fly (nitatu) ..... flew ... flown

Forbid

(3a6opoHaTu)forbade.....forbidden

Forget (3abyeatu) .....forgot ... .forgotten

Forgive (npowaru) ... forgave .....forgiven

Freeze (3amep3atu ) ... froze ... .frozen
Get (oTpumysatu) ....got ....got
Give (paatun) .....gave....give
Go (MTn)....went...gone

Grind (TounTH)..... ground....ground

Grow (3pocTatn)...grew ...grown



Hang (Bucitn)...hung....hung
Have (matu) ... .had .. had

Hide (xoeatun) ... .hid ... hidden

Hit (yaapatu) .. hit_. _hit
Hold (tpumatu) ... held. .. held

Hurt (saaputuca) ... hurt. . hurt

Keep (36epiratu) ... kept .. kept
Know (3Hatn) .....knew... known
Lay(knacTtb) .....laid....laid
Lead (secTtu) .....led.... led
Learn (Buutuca) ....learnt ... learnt
Learned.....learned
Leave (3anuwatu) ..left . left
Lend (maBaTtu B 60pr) .....lent .. lent
Let (no3sonatu) ...let. . let
Lie (nexatu) ...lay ...lain
Light(suceitnroeatu).....lit. it (lighted.....lighted)
Lose (BTpauaTun)....lost.. . lost
Make (pobutu) ...made...made
Mean (3HauuTK) .....meant...meant

Meet (3ycTpivatn) ...mef. .. met



Ring (i3anTu Bepxu) ....rang...rung
Rise (nigHimaTuca) ...rose ...risen
Run (6irtu) .....ran ....run
Say (rosoputh) ......said.....said
See (6aUUTU) ....saw....seen
Seek (wykatwn) .....sought... . sought

Sell (npoaaeatk) .......sold.....sold

Send (sipcunaTu)
..... sent....sent
Set (nomiwatn) ....set. . set

Shake(tpactn) ... shook

Shave(tpactun)

..Shaved.....shaven
Shine (caatn) .....shone... .shone
Shoot(ctpinatn) .....shot. .. shot
Show(nokasyeatu)showed ..shown
Shut (3akpueatu) .....shut . _shut
Sing (cnieatn) ....sang.....sung

Sit (cuaitm) ....sat _._.sat



Sleep (cnatn) ...slept .. _.slept

Smell (naxHyTH) ....smelt __smelt (smelled...smelled)
Speak (rosoputun) ....spoke ....spoken
Speed (nocniwatn) ....sped ....sped
Spell (Bumosnatn no 6bykeax)spelt ...spelt

(Spelled...spelled)

Spend (BuTpa4aTwn)....spent....spent

Spoil (ncygatu) .....spoilt ....spoilt (spoiled..spoiled)

Spread (nowwuprosatun)..spread ..spread
Spring (cTpubatu) .....sprang....sprung
Stand (ctoatn) .....stood... .stood
Steal (kpacTun) .....stole...stolen
Stick (npuknerosatu) .....stuck .. .stuck

Strike (yaapatu) ...struck ...struck

Strive (nparHyth) ....strove ...striven

Swim (nnaeatm) .....swam ...swum

Swing (rovaatumcs) ....swung ....swung




Take (6patn) .....took....taken

Teach (Haguatwh) ... taught.. . taught

Tear (peatn) ....tore ...torn

Tell (posnosiaaTtu) ....told ... .fold

Think (aymaTun) .....thought ... thought

Throw (kmaatu) .....threw... thrown

Understand (posymitu) ...understood.. understood
Wear (Hocuth) .....wore...worn
Weep (nnakatu) ...wept ..wept
Win (surpasatu) ....won ...won
Wind (3aeoaunTti) ....wound....wound

Write (nucatun) ...wrote ...written



English - Ukrainian
vocabulary

YMOBHI CKOpOYEeHHS
a- MPUKMETHUK
adv. — mpuCcIiBHUK
N- IMEHHUK

V. - I1€CIIOBO

pl. - MHOXUHA
past p. - AlENpUKMETHUK MUHYJIOTO 4acy
pres.p. - 1iENpUKMETHUK A1MCHOrO Yacy
Am. — aMepHUKaHCHKHI BaPIaHT
KOMN. — KOMIT'FOTEpPHUN TEPMIH
@in. - biHaHCOBUI TepMiH
Oou8. - TUBUTUCS
mej. — Tenae(oHis

accept - v.nmpuiimatu, Oyru 3roauum; to accept an offer - npuiinartu
MTPOTIO3HUIIIO

acceptable - npuitHITHU]

account -1. n. paxyHok; deposit account - memo3uTHUH paxyHOK; current

account - morounuii paxynok; to take into account - 6paru 1o yBaru



3.v. account for - Bigmosigaru;
acquire — v.npunbartu
action — n. xgis; action points - nynkTu nmoaii; to put into action — BBoauTH B

TI1IO

advantage - n. mepesara; competitive advantage - koHKypeHTHa repeBara;

commercial advantage - komepiiiina nepesara; cost advantage - nepesara

BaPTOCTI

advertise - v. pexiamyBaTu

advertising-n. pexiamyBanHs; advertising campaign-pekiiaMHa KaMIaHis

advertisement, ad , advert n. - pekitama

aim - n. winp

achieve - v. gocruratu; achieve goal -  mocrwrarm i
achievement - n. gocarueuns

agenda - n. mopsgok aennwmit; item of the agenda - myHkT mopsiaky AeHHOTO
allowance — n. rpoioBe yrpuMaHHs Ha BAYHAYCHUH TEPMIII, T000BI

annual — a.imopiuHui

answering machine - u. aBToBiamoBigau

amount — N.KUIBKICTh

apologize - v. BubauaTucs

appearance - n. 3oBHimHIA Burisaa, to maintain professional appearance -
MiATPUMYBATH PO ECIHHII BUTIIS

apply for - v. 3BepTaTucs ¢ 3asBoro

application - n. 3asBa; application form - ankera, 6;1ank 3asBu applicant
- n. KAaHAUAAT, IPETCHACHT

appoint - v. nmpusHavaru ( Ha mocanuy);

appointment - n. mpusHa4YeHHs Ha mocany, mocana; to make an appointment
for — nmomoBwut ucs o 3ycrpiui; to keep (break) an appointment - npwuiitu ( He TIPUIATH)
Ha 3yCTpi4 y BUSHAYCHHH Yac, MicIe

asap = as soon as possible - adv. monamBuIIE



attitude - v. BigHOIICHHS

available - a.moctynuwuii, HasBHMIT

average - n. cepeaHsa BCINYNHA

avoid - v. yHukatu

awareness - n. cBigomicth; cultural awareness - KyinbTypHa CBiIOMICTb
background -- n. icTopis, crpaBka

bankruptcy - n. 6aHKkpyTCTBO

be aware of- v. Oytu ycBimoMmiaeHUM

be based - v. 6a3yBarucs

be best qualified person for the job - v. Oytu Halikpamie kBanidikoBaHOIO
JTFOTUHOTO

be busy - v. 6yTtu 3alinsTum

be concise - v. Oytu ctuciaum, nakoHiuaum, be hard up - Oytu y ckpyTHOMY
CTaHOBHIIH

be familiar with - v. 106pe 3natu

be fired - v 0ytu 3BinbHEHUM (PO3.)

behaviour - n nmosexinka

be in favour of- v . 6yTu Ha KOpHCTH

be involved in - v. 6yTu 3any4eHum

be open minded - v. MaTi CIpUHHATINBHI PO3yM

benefits - n. mineru; benefits package - maker miner

bribe -. n xabap; bribery - xa6apaunrso

be reasonably priced - v. Mmatu po3ymMHy HiHY

be sacked - v. 6yTu 3BUIBHEHUM;

be short of capital; be short of money - v. BiguyBaTH HECTaTOK KOIITIB,
OpakyBaTH KOIITIB

be successful - v . 6ytu ycninranm

be sympathetic - v . cmiBuyBaTu

be underpaid - v. 6yTn MaJio crladYeHUM

be under pressure - v. Oyt mig THCKOM



be undervalued - v. 6yt MaJio OLiHIOBAaHUM

beneficial - xkopucuuit

billboard - n. nomka nns oroyonieHb, peKIaAMHAN AT

board - n. mpaBminHsg, kepiBHHUITBO, paza; Board of Directors - pana
AUpeKTopiB, npasninHsg;, Board meeting - 30opu wieniB npasninHsa; Board member -
YJIeH MpaBJiHHS

bonus - n. npemis; bonus scheme - npemianbHa cxema

brand - n. 3aBoackke KkieiiMo, MapkipyBanHs; brand image o6pa3 OpeHuy;

brand leader - xigep 6peny; brand manager - menemkep, 10 IpocyBae

TOBap 110 puHKY; classic brand - knacuunuii 6pena; brand name - toprosa

Mapka

branding- u. moctauanHs TOProBOO MapKoOIo;

branded goods - n. pipmosi ToBapu; budget - n. OromxeT

buy - v. kynyBatu, buyer — mokyrmens

call - 1. n. 1.BUKJIUK; 2. renedpounuii 3BoHOK; t0 give smb. a call -

noa3BouutH; t0 make a call to smb. - mog3BonuTn komy-uedyap 2.V . 1.

KpHYATH, OKJIMKATH; 2. TeleOHyBaTH, TOBOpUTH 110 Tejedony; to call back -

NEepEeA3BOHUTH; 3. 3aX0OUTH, HAHOCUTH BI3UT; 4. HA3UBATH, aBATH IM'S

campaign - n. kamnasis, to launch a campaign - mouatu kammaniio

cancel - v. anymoBatu; cancel a debt - anymrosatu 6opr; cancel a flight -

aHyIroBaTH peiic; cancellation - amymoBanHs

cashier - n. kacup

CDROM (compact disk read-only memory) - kommakTt AuCK, Cigipom

(komn.); Writable CDROM - mepe3anucyBaHuii KOMITAKT JUCK

chain - n. nanmtor; supermarket chain - nanmror cynepmapkeTis

challenging - pres.p. ctuMyrorounid, TOH M0 TIepemMarae

Chamber of Commerce - n. Toprosa nanara

change - n . 3MiHa; to resist change - umauTh omip 3minaMm, to adapt to
change- aganTtyBaTHCS J0 3MiH

charge — -n.1.1 .0608B'a3ku, 2. Butpatu; be in charge of — Oyrtu



BIINOBIIaJIbHUM 3a 2. V. CTATYBATH IUIATy

charity - n. noOpoaifiHiCTB

choice - n ;. Bubip; to make a choice — podutu BuGIp

claim - n. Bumora

client- n.xmient, potential client -morenuifHui KIi€eHT

clip - n ;. ckpinka; paper clip - ckpinka g0 nanepy

code - - n. xox, mmdp; bar code - mTpux KoA; Zip COde - MOMTOBUN MIFCKC

collaborate- v.cniBpoOiTHUYaTH

company - n. xkommnanis; limited company - ToBapucTBO, KOMIaHis 3
obmexeHoro BinxmoBigansHicTiO; limited liability company - ToBapucTBO, KOMIaHis 3
obMmexeHor BianmoBinanpHicTio; public limited company - Bigkpurta my0iuHa KOMIaHis
3 00MeKEeHOI0 BiAmoBiganpHicTIO; run the Company — kepyBatu koMmmaHi€ro; Set up -
3acHYBaTH KOMIIaHito, Opranisamiro; establish a company, an organization - 3acuyBaTtu
KOMIIaHit0, OpraHi3ailio,

compare - V. mopiBHIOBaTH

compete — V. KOHKypyBaTu

competition - n. KOHKypeHIIis

competitive - a. KOHKYPEHTHOCIIPOMOKHHUI

communicate -- V. .CHiIKyBaTHCS

communication - - n. KOMyHIKaIlisi, CITLIKYBaHHS

conclude - v. 3aknrouatu

conclusion - n . BucHOBOK; t0 come to a conclusion - mpuiiTH 10 BHUCHOBKY
consequence - n. HaclioK, pe3yabTaT; CONSEqUENCES - HACTIKHU

confident - a.yneBHeHUH

confrontation - n. mpoTHOOPCTBO, MPOTHPIYYSL

connect - v . 3'enHyBaTH, CIOJYYHTH,

connection - n. 1. 3B'130K, 3B's3yBaHHs; 2. A1J10B1 3B'SI3KH

consider - v BBaxkaTu; consideration - mipkyBaHHS

considerate - a. yBaXHUM, TAKTOBHHH

consist (of) - - v. cknagatucs (3)



consumer - n. CrioxmuBay

control - n. xouTpoaw; to gain control ( over) - npundatu KOHTpOJIb (Ham); tO
get control (over) - omepxatu koHTposb (Had); to keep tight control over —
yTPUMYBATH TBEPAUI KOHTPOJIb HaJl

commercial - 1. n.pexmama; 2. a. komepuiiHuit; commercial success -
KOMEpUIHHUN YCIiX;

cOmMmMIsSion -. n. . KOMiciiiHa BUHArOpo/ia

common - a. s3arajdbHWi; 3BUYaiiHMii; IN COMMON - CHOUIBHO
consignment - . mapris ToBapy

conference - n. koudepeniis; to hold a conference - mnposoautu
KOH(pEPEHITiI0

compete - v. koHKypyBatH; competitive - KoHKypeHTHO3AaTHHI; competition
KOHKypeHIisi;  Strong  competition-cunbna  koHkypeHiiss;  fierce-xkopcrka
koH(depentis; unfair - wHecmpaBemnuBa KoH(epeHilis; intense competition -
IHTEHCUBHA KOHKYPEHIIis

consortium - n. KOHCOPIIYM

corporation - n. xoproparis

company - n.. kowmmaxisg; local company - wmicueBa  KoMmIaHis;
recruitment company - kommaHis 3 migbopy kKaapiB; parent company -rosoBHa
KOMIIaHis; SISter company - 1o4ipHs KOMITaHist

compensation - n. KOMIEeHCAIHS

complaint - n. ckapra; complain of, about - ckapxxutucs; to make a complaint
- OCKapKUTH

confidence - n.. noBip's, BIIEBHEHICTH, to gain confidence - mpunbartu
noBip's, to lose confidence - Brpatutu noBip'st

confirm - v. miaTBepKyBaTH

consumption - n.. cmoxuBaHHSA, consumption goods - n. ToBapu MHUPOKOTO
BXKHUTKY

contract - n. KOHTPaKT;

contractor - n.miapsauuK



cope with - v. cipaBmsiTucs 3

copy - n. xomis; legal copy -3akonna xomis; illegal copy - HenerampHa Kormis
copying machine - n. komiroBaJIbHHN anapat

copyright - n. aBTOpchKi mpaBa; copyright abuse - 3;710BKHBaHHS aBTOPCHKUX MpaB

corporation- . kopriopartist

correcting fluid - n. xopuryBanabHa piguHa

cost -11.n. BapricTh; 2. V. . - KomTyBaTH; COSt a fortune - xomryBaTu 6araTo

rpoiris; to lower costs - 3au3uTH BuTpaTH; estimated costs - komTopuc

BUTpaTu; production costs - BuTpatu BUPOOHHIITBA

COVEr- V. moKpuBaTH; COVEr eXPenses - MoOKpUBaTH BUTPATH

create - v. cTBoproBatu, TBOpuTH; t0 Create a job - crBopuTu poboue Miciie

creative - a. TBoOpuMii

Customs - n. MUTHHII

currency - n . BamoTa

customer - n. moxynenb

damage - n. momIKOKEHHS

deadline - n. kpaiiniii Tepmin; to meet the deadline - ycturaytu g0 Tepminy

deal with - v. matu crpaBy 3

debt - n. 6opr; outstanding debt - 3a6oproBanicTs

decline - n. sumxkenns; to halt the decline - 3ynuauTH 3HMXKCEHHS

defect - n. nedekr

delay- n. 3aTrpumka

delivery - n. mocraBka; meet delivery date - mocraBuTu ToBap y TepmiH; to

speed delivery - mpuckopuTH MOCTaBKY

demand - n. monut

describe - v. . onucyBatu

design - 1. n . mpoekT, nu3aiin; classic design - kmacu4HMi TPOEKT, AU3aliH;

V. MPOEKTyBaTH

designer - . n. KOHCTPYKTOp, aU3alHEP

develop - v. po3BuBaTH, po3po0ISITH



development - n. po3BUTOK

dial - v. HabupaT HOMEp, I3BOHHUTH

digital - a.mudpposuit

directory - n. 1oBigHHK

disadvantage - . n. HegOMIIK

discount -. n. 3HMXKKa

disk drive - n. nuckoBoa (KOMH.)

diskette - n. nuckera (komn.)

dismiss - v. 3sinpHIOBaTH; dismissal -. n. 3BinmeHenns; unfair dismissal -
HECIPaBEIJIUBE 3BIIbHEHHS

dispatch — . n. Biampaska; V. BiIIpaBUTH 10 PU3HAYCHHIO

display - . n. 1. mokas, nposiB; 2. 3KpaH, IUCIUICH; V . MOKa3yBaTH,
JIEMOHCTPYBATH

distinguish -v. po3pi3uaTu

distribute -v. posmnoBciomKyBaTH

distributor -. n.. po3noBcioKyBay

distribution - n. posnoscromxyBanns; distribution chain - nmauior
posmnoBcromkyBanns; distribution channels - xananu po3noBcromxyBaHHs
desktop-. n., HOYTOYK; a. HACTIIbHUMH

downsizing - n. 3HMKCHHS B TTOCai

entrepreneur - . n.mianpueMens, 6i13HeCMEH

economics - . n . ekoHOMiKa ( HayKa), HapoJHE T'OCTI0IapCTBO

economy - . n. rocroIapcTBO, EKOHOMIKA, HApOIHE TOCIOAAPCTBO
economic - a. eKOOMIYHHH

economical - a. omannuBuit

efficient — a. edexTuBHUH, KBaTIQiKOBAHUHT

employ - v. Halimatu Ha poOOTY

employer- n. npaneaaBeib

employee - n. npamiBHUK

employment - n. 3aifHITICTD



enlarge - v. 30UIbIIYBaTUCS, PO3IIUPSTHCS
ensure - V. TrapaHTy BaTH
enter the business - v. Bctynatu g0 0i3Hecy
envelope - n. KOHBEpT
environment - n. OTOYEeHH;
establish - v. BctanoBII0BaTH, 3aCHOBYBATH
exchange - n. ooMmin; exchange - v. oomintoBatu; exchange business cards
- oOMiHsATHCS Bi3uTKaMu; exchange rate - oOMiHHMIT KypC
executive - 1. 1. n. agminictparop; 2. chief executive - m. l.npe3uaeHT, rososa
BUKOHABYOI Biaau; 2. rososa ¢ipmu; chief executive officer (CEO)
- BUKOHABUMH BHINOrO paHry: 2. « BUKOHABYUK
exhibition - n. BucraBka
exist - v.ICuyBaTu
expand - v. po3mupsaTucs; expand overseas - po3mupsaTUCS 3a KOPAOH
extend - v. po3mupsATUCS
extension - n.10AaTKOBUM, BHYTPIIIHIH HOMED
export -n. ekcriopt
expensive - a. 1oporui
experience - n. 10CBix
fail -n. neBmaua, mposai; OpakyBaru, He Bucrauarty; failure - Hepmaua, mposai;
fail to deliver - He BuUKOHATH ITOCTaBKY
fair - n. spmapok; trade fair - topriBeapHUE SpMapoOK
fall -n. naninns; nagatu; fall dramatically-pisko mamgatu; fall sharply-
PI3KO IaaTu
fax machine - n.dakc, pakcis anapar
female - 1.n. orcinka 2.a. KiHOUMH
file - n. 1.manka, mBunko3musad; file folder - manka-peectparop
2. daiin (komH.) 3. cripaBa, J10Che
filing cabinet - n. 1. mada nius JoKyMeHTIB; 2. KapTOTEKa, KaTajaor

fill — v. o6ifimatn mocany; fill in, fill out - 3anoBHIOBaTH aHKETY



fix - v. 1l.BcraHoBnroBatH; 2. naroauTu, pemontyBartu; fix the time
BCTAHOBUTH Yac

flexible - rayukwuii; flexi time - rayukwnii yac (po6oTH)

floppy disk -- n .muckera, rHyYKUN TUCK

found - v. 3acHOBYBaTH, BCTAHOBJIIOBATH

forecast - n. mporuos

fortune - n. crarok, 6ararctso; to make a fortune - maxxutu craTox

free - n. 6eskomroBuuii; free port - ppanko mopt

freelance — n. mo3amraTHU CIIIBPOOITHUK

fuel - n . maauBo

gesture - n. xkect

gift- 1. n. momapyHoOK, mpe3eHT; 2. MoJapyBaTH, MPE3CHTYBATH

goal - n. mins; to achieve a goal - qocturaru 1ini

goods - n. Toapu; to deliver goods - mocraButu ToBapu; range of goods -

acopTHMEHT ToBapiB; White goods - moOyToBa TexHika 01J10T0 KOJIBOPY

(XOJIOAMIIBHUKH, TTPaJIbHI MAIIUHHU, TOIIO)

hardworking — a. nparpoBuTHii

headhunter - n. MucnuBelb 3a roJI0BaMK; MUCIUBEI 3a MPodecioHaTaMu

head office - n. ronoBHuit odic

headquarters - n. mrab-kBapTHpa

hold - v. 1. Tpumatu; 2. Mic-tutu, 30epiratu, ykiagatu B C06i; to hold on -

yekatu y tenedony; Will you hold? - Bu mouexaere?

Image - n . 06pa3s, to lose image - Brpatutu 00pa3

Imagination - n. ysBa

Impact - n. cunbHHUI BIUTHB

implement - v. BukonyBatu

Import - v. iMmmopryBatu

Impression — n. Bpaxkenns; professional impression — npodeciiitne BpakeHHs

Improve — V. mojinmuTty, IMProve sales - mojinmuTu mpoaax

increase - v. 3poctatu; to increase steadily - 3pocratu noctymnoso, increase



dramatically - pi3ko 3pocratu

inflation - n.indusuis, inflation rate - crynine indusii

influence - n..,BIuIuB; V., BINIUBATH

initiative- n.iginiaTuBa, 3aM0B3ATINBICTE, ¢iHIMIATUBHUN, BUXITHUN

interest - n. npouenTHa craBka; controlling interest - kKOHTpoOJIbHMIA MTaKET

Interview - n. inTeps'to, cmiBOecina

Institution - n. yctanoBa

introduction- n. 1. odiriiine npeacTaBieHHs; 2. nepiia 3yCTpiy, 3HaHOMCTBO;

to make an introduction - npeacraBnsatu koro-ueoyab; letter of introduction

pPEeKOMEHIAIIMHUN JTUCT

Insurance - n. ctpaxoBKa

invent - v. BuHaxoautH; INVention - BUHAXOHKEHHS

investment - n. imBecTHIis; iNVest - iHBecTyBaTH

invite - v . 3amporryBaTtu

invitation - n. 3anporeHHs

Invoice - n. paxyHok (aktypa

involve - v. yTsaryBaTu

job - n. po6ora, mpar; best candidate for the job - nalikpamuii npeTeHaCHT

710 poOOTH

joint venture - n. coinpHe nignpuemcTBo; to set up a joint venture -

3aCHYBATH CHIJIbHE IMAIPUEMCTBO

key - n. 1. kimtou; 2. po3rajka; 3. KJiaBilia, KHOIIKa

key-board - kmaBiatypa

label - n . apnuk, eTukerka

laptop- n, HOyTOYK, MOPTATUBHHUI KOMIT'IOTEP

lack - n. HectaTok

launch - 1 3anyckatu; launch a product - 3anyckatu npoaykr; launch a new
production line - 3amyckaTtu BUpOOHHYY JIIHIIO

leader - n. minep, kepiBauk; leadership - kepiBHHIITBO

leaflet - n. nucriBka



lend - v. naBatu B 60pr

letter of credit ( L/C) - n. akpenutus; irrevocable letter of credit
OC3BIIKINYHHIA aKPEIUTUB

liability - n. o6os's3km, BigmosimanbhicTh; limited liability - oOwmexena
BIAMOBIAAILHICTE

license - n. muensis; driving license - npasa Bofis

line- n. 1. psanok, 3amucka, KOPOTKHMA JIMCT; 2. Tapis ToBapy; 3. JiHig 3B's13Ky; line
of communication - mxinis 3B's13ky; to be on the line - 0ytu na nposoai (texn);The line
Is engaged! -minis 3aiusta(ren); Hold the line! -ue Bimakite TpyOky (men); hot line-
rapsiya Jinist; long distance line mixMicbka JtiHist

list - - n. criucok; short list - kopoTkuii cKCOK MpPeTeHACHTIB Ha Tocaay; be on
the list - 6ytu B crincky

lifestyle - - n. cnoCi6 *uTTs

level - - n.. piBeHb

load - - n. BaHTaX

logo - - n.. ous. logotype

logotype - - n. l.morortum, 2.dpipMoBuii abo ToBapHHN 3HAK, 3. emOiIeMa
(rpadiunuii cuMBOIN), IEBI3

local - a. micueBuii

location - po3mimeHHs

mail - 1. n.. momra (Am.), incoming mail - BxigHa KopecmoHaeHIisE, Outgoing
mail - BuximHa kopecmonacHuis, Mail shot-momroBe po3cunanus, voice mail —
roJ0CoBa TOIMITa; 2. V. TOCUJIATH IOIITO0

male - 1. - n. 9oJI0BIK, 2. . Y0JIOBI4ii

manage - v. 1. BnaBaTtucs, 2. KepyBaTHu;

manager - - n.. KepiBHUK, MEHEDKep; JUNIOr manager- KepiBHUK HIKYOTO PiBHS,
middle manager - kepiBHUK cepeHBOTO PiBHS, SENIOF Manager -ctapuiuii MeHeKep

management-- n. 1.kepiBHUITBO ; 2. IpaBIiHHSA, aAlHICTpaLlisl

man-made - g . mTyYHu’

marital status - - n. ponuHH cTaH



market - - n. punok; foreign market — 3oBuimHINi puHOkK; external market -
30BHIMIHIA puHOK; home market - BHyTpimiHIi PHHOK, domestic market -
BHYTPIIHIN puHOK; Market survey - nociikeHHs puHKY; carry out a market survey -
NPOBOJUTHU JOCIiKeHHs1 puHKy; break into the market - mpopsatucs Ha puHOK; tO
flood the market - HaBogHUTH PUHOK

marketing - n. Toprisis, npogax, 30yT, MAapKETUHT

mass media - n.3acobu macoBoi iHpopmarrii

meet — v. 1. 3yctpivatu; 2. 30uparucs ( Ha 3ycTpid, 30opu); meet a delivery
date-nmorpumartuchk TepMiHy TOCTaBKH, Meet one's needs — 3a10BOJIBHUTH TIOTpeOHU, Meet
one’s requirements-BiamoBigaTH BUMOTaM

meeting - n. 36opu, annual meeting - mopiudi 300pH, general meeting -
3arajbpHi1 300pu

mention - V. 3raayBaTH.

merchandise - n. ToBapu

merge ( with) - v. 3auBaTuCs; Merger - 3JIUTTS

message -1.n. moBimomieHHs, mocianHs;, to deliver a message- moctaBisATH
noBitomiieHus; to take a message — mnpuiimMaTH TMOBIIOMJICHHS; 2. V. HaJCWIATH
[IOB1IOMJIEHHS

method - n. meton, cnocio, 3acio; to apply a method, to use a method -
3aCTOCOBYBAaTH METO]]

middleman - n. mocepeaHuk

minutes - n. mpoToKoJ 300piB

modification - n. mogudikarmis

modify - v. MogudikyBaTu

money - n. rpomi, to borrow money - 6patu rpomi B 6opr; to change
money 3MiHOBaTH rpomi; to0 earn money - 3apoOssTu rpomi; make money --
3apo0OsaTu, pooutu rpomi; to lend money naBatm rpomri B Gopr; to save money -
30MpartH, 3a0lIaDKyBaTH TPOmi; tOo raise money - 3aiiMatd TPOMIl, OJEPKYyBaTH
MO3UYKY

motivate - n. MoTHBYBaTH



MOUSEe - n.MHUIIKa (KoMnN.)

multinational - «. Oararonamionansuuii, multinational companies -
OararoHalliOHaJIbHI KOMIaHi1

need - n . 1.HeoOXimHicTh, HecTaToK; 2. pl.moTpebu 3. V.. BUMararucs, OyTH
HEOOX1JHUM

negotiations - n. meperoBopu, to conduct negotiations - mpoBoauTH
neperosopu, to hold negotiations - mpoBoauTH neperoBopu

network - n. mepexa

number - n. ximbkicTh, HOMep, @ Number of - neska KiIbKICTh; e€Xtension
number - momaTkoBUN HOMep, BHYTpimHIA HoMmep (men.) nutshell - n . mock
MajieHbKe, He3HauHe; In a nutshell - kopoTko, ABOMa ciioBamu

occupation - n. 1 .3auHsTT4, cripaBa; 2. 3aiHATIOTH, pobOTa

objective - 1. n. meTa, nparuenHns; to achieve an objective - nocsaruytu metw,
set an objective - mocraBuTu Mety; 2. a.00'ekTHBHUI, Oe3cToponHii offensive - 1. n.
Hactym; global offensive - rmo6ansuuit HacTym; 2. 00pa3IUBHii

offer - n. mpomo3umis, fair offer - yecua mpono3uris; to accept an offer -
HNPUAHSITH TPOTIO3HUIIIF0

operate - v. pooutu, GyHKIIOHYBaTH

opportunity - n. 3pyuHuil BUIAIOK, CIPHUATINBA MOXIHUBICTH, business oppor-
tunities - gijoBa MOXKJIUBICTH

origin - n. moxokeHHs; country of origin - xpaima moxomkeHus order - 1. n.
1. mopsinok; 2. crpaBHICTh, OOpUIA CTaH; HaKa3, IHCTPYKIis; 3aMOBIeHHs; L0 accept an
order - mpuiinatu 3amosienHs; to fulfill, to execute an order - BukoHyBath
3amosiieHHs; to cancel an order - BukonyBatu 3amoBiieHHs; to place an order (with) -
3poOuTH 3aMoBJICHHS; IN order to -mist Toro, moo; 2. V. 1. po3TyniyBatu B MOPSAKY; 2.
HAaKa3yBaTH; 3. 3aMOBJISTH

ordinary - a. 3Bu4aitHu#, mpocTii

outgoing - a. uyitHuMi

outlet - n.. ToproBensHuii NyHKT; MarasuH, retail outlet - mynkr po3apiOHOi

TOPTIBII



OVErseas - a. 3aMOpChbKHIi; OVerseas trade - 3amopchka TOpriBis

owe - V. 1. BomoaiTH; 2. OyTH HAJIE)KHUM

own - v. BoJioaiTH; t0 OWN a company - BoJIOAiTH KoMmaHieo outline -
V. OKPECIIUTH; HAMITUTH 3arajioM

overtime - a. monamHopMmoBwuii; t0 work overtime - mHaOBaTH MagypOYHO
paper - 1. n. 1. nanip; carbon paper - xomitoBanpHHI mamip; wrapping paper -
oOropTKoBHUi mamip 2. TOKYMEHT; 3. HayKOBa JOMOBiIb 2. a. ManepoBuii

paperwork -n. kanmenspcbka po6oTa, podoTa 3 JTOKYMEHTAMHU

participant --n . ydacHuk

partner - -n. naptHep; business partner - nginoBui mapTHEp
participate (in) - v. Opatu y4acTtb

partnership -n. 1 .cmiBpoOiTHHITBO; 2. KOoMmaHist, ToBapuctBo; limited part-
nership - xomaHauTHE TOBapHMCTBO 3 OOMEXKEHOIO BiamoBimameHicTIO; UNlimited
partnership - moBHe TOBapuUCTBO, TOBAPHCTBO 3 HEOOMEIKEHOIO BiAMOBIIAILHICTIO

pass - 1. n. |. mpoxix; 2. mpomyck, nmacmnopT; 2. V. 1. WTH, MPOXOAUTH; 2. CKIACTH
eK3aMeH; 3. mepeaaBaTu

pay -1. n. 1. mmarta, omaTa; 2. IUIaTHA; a. IlatHui; 2. pay a fine - 3amiatutu
mrrpad; pay a visit - Hanectn Bi3uT; pay attention to smb. - 3BepTaTH yBary g0 KOroch;
pay by check - sammatuTu uexkom; pay in advance - maatuTu aBaHc; pay in cash -
IUIATUTH TOTIBKOIO; Pay COStS - orutatutu BUTpaTH; pay debts - ommatutu Gopru; pay
duty - ommarutm momartox; pay for overtime (work) - ommaTUTH TOHAIHOPMOBY
po6orty; pay the bill - ommatutn paxyHok; Sick pay - orurara JikapHSHOT'O JTUCTa

payment - n.. crutara, miatik; advance payment-aBaHcoBuii maTix; interest
payment - Bumiata nporneHtiB; method of payment - cnoci6 omnaru; terms of
payment - ymoBu omiatu; cash payments - ommata rorikoro; make payments -
3M1ACHIOBATH TIIATEXK1

personal - a. ocobucTuit

personnel - n. mrar, ciBpoOITHUKH

persuade - V. mepekoHyBaTH

photocopying machine -- n. koniroBanabHUI anapaT



POWEr — n. cuiia, Millb, MOI'YTHICTb

position -- n.. 1. monoxeHHs; 2. mocaaa 3. BiIHOIICHH:, To4Ka 30py; to apply for
position - mykatu po6oty; high position - Bucoka mocama ; hold a position —
o0iiimaTH mocaay

powerful — mirHuiA, MOTYTHI

presentation - - n.. npesenranis, to conduct a presentation — mpoBoauTH
npe3enrtaiHo; to hold a presentation - nmpoBoauTH pe3eHTAILiO

price - - n.. wina; price list - npeiickypanTt, npaiic-nuct; at the price of— 3a
inoro; to reduce the price - 3uu3uTH winy; to cut the price - 3uu3uTn 1iny; to fix a
price - BcTaHOBUTH I(iHY; tO qUOte a Price - Ha3HAYUTH IIHY

printer -- n. npuHTEp

probationary period -- n. iCuTOBHI TEPMiH

produce - n. Bupobu; home produce - BiTuu3HsAHI BUpoOu V.BUpoOIsiTH Product
- 1. IPOAYKT

production - n. 1. BUpOOHHUIITBO 2. MPOAYKILis

profit - 1. n. mpudyrok; to make a profit - npunocutn npudyrtok; to get a
profit (out of) - nicraBatu nmpudyrok; to receive a profit (from) - gicraBatu npuOyTOK;
to gain profit - gicraBatu mpubyrok; net profit- yucruit mpudyrtok; gross profit —
BajtoBuii npuOyTOK; t0 increase profits - 36inpmuTH MPUOYTOK; 2. T. JicTaBaTH MPUOYTOK

promise - v obingru

promising- 6araToo0insrOIHii

promotion - n. 1. mpocyBaHHS T0 cIyk0i 2. MpOCyBaHHS TOBapy 1O PHUHKY
problem - n. mpobnema; to consider a problem - posrmsayTH mpobnemy; to set a
problem -mocraBuTHu 3amaqy; to solve a problem - pupimutn nmpobiemy project - n.
npoekT; to back projects - miarpumaru npoekt

proposal - n. mpomosuist; to consider a proposal - po3risHYTH HTPOMO3HIIit0
Propose - V NponoHyBaTHu

proprietor - n. Bracuuk; individual proprietor- onaoociOHuit BiacHuK Protect
(from) - v. 3axumaru; 3anodiratu

provide - v. 3a0e3nedyBatu



public relations (PR) - n. BigHOmIeHHs 3 TpoMajkicTio punctual -
a. IyHKTyaJlbHUU

purpose - n. MeTa

purchase - 1. n. mokymka; purchase department - Bigmin mocradanss; pur
chase price - mnokymHa 1iHa; purchase tax - momarok 3  KyIiBii;2.
V. KyllyBaT{

quality - n. sxicte; high quality - Bucoka skicte; poor quality - nuska
saKkicTh; personal quality-ocobucra skicTh

quotation - n. BapTicTh, I[iHA, PO3IIHKH

quote a price - V. IpU3HAYUTH I[IHY

queue - 1. n. 4epra; 2. V. CTOSATH B 4ep3i

questionnaire - . n. aakerta; to fill in a questionnaire - 3anoBHoBaTH aHKeTy; tO
fill out a questionnaire 3amoBHIOBATH aHKETY

range - 1. n. psaa, gammor; range of goods - acopTuMmeHT TOBapiB; 2.V.
KiacudikyBaTu

rate - 1. . n. 1. Hopma, ctaBka, Tapud; 2. mpomnopiis, KoedilieHT, BACOTOK,
inflation rate - BigcoTok iHduaAmii; interest rate- ctaBka BigcoTka; tax rate -mogaTkoBa
craBka 3. Kypc (¢in.) exchange rate, rate of exchange - Bamroruuii kypc; 2.V. OIiHIOBATH

real estate - . n. HepyxXoMicTh

recession. n.- cnaj, perpec

reckless - a. 6e3rypboTHUIA

recruit - v. HaiimaTtu ( Ha po0OoOTY)

recruitment - n. Ha6ip (ma po6oty)

redundant - ¢. 1 .HaJJIMIIKOBU, HAIMIPHHUIA; 2. 3BUIBHEHHH 110 CKOPOYCHHIO

mtaTiB; make redundant - ckopotutu

reduce- v. ckopouyBatu; reduce costs- ckopouyBatu BuTpaTH; reduce price

- sMmeHmryBatu miHy; to reduce the staff - ckopouyBaTm mrar
reference-. n. 1. mocunanus; 2. peKOMEHIaIlis

refuse - v. BIAMOBIATH, BiAXUIATH

relation - . n. BigHomenHs; in relation to - BiZiHOCHO, 110 CTOCYEThCS



relationship - . n. B3aemunu; long-term relationships - noBrocTpokoBsi
BIJTHOCHHH

reliable - naniiinuii; reliable firm - conigna dipma

reliability-. n. HagifiHicTh

report - . n. 1. qomosink; 2. 3BiT; annual report - mopiunuii 3BIT

rep - ous. representative

representative - . n. npexncrtaBuuk; sales representative - topropeabHui
HpeICTaBHUK

requirement - n. sumora; to establish requirements - BU3HAYUTH BUMOTH;
to set requirements BusHauuTu BuMory; to0 meet requirements - Bigmosinaru
BUMOTaM

research - . n. gocmmkenns; market research  gocmimkeHHs puHKy
resign — v.itu y BiZICTaBKY

retail - n. po3apioHuit npoxax; retail outlet-po3apioHa ToprosenbHa TOUKa;
retail sales - po3npiOHuU Tpogax

resistance - n. onip

respect - 1. n. moBara; 2. V. moBaxaTu

retailer - n. po3apiOHwuit Toproseup

reward - n. Haropoaa

rival - n. cynepHuk, KOHKYpPEHT

rise - v. nogumatucs; rise dramatically - pisk0 nmogumartucs

risk - 1. - n pusuk; v. pusukyBatu 1o take risks - pusukyBaru;

run — v 6irtu ; run the company - kepyBatu KOMITaHi€O

sales -- n. oOcsar mponaxis; sales agent - arent mo 30yty; sales department
- BigALT 30yTy; salesman - mpoaaselb

save - v. 1. 3aomapkyBatu; 2. komu. 30epiratu

scanner - - n. CKaHep

Scotch tape = adhesive tape - n. ckoT4, cTpiuka, 1[0 KJICIiTh

SCreen - - n. ekpan

security - - n. 1. Oe3rnieka, HAMIHHICTD, 2. 3aXUCT, OXOPOHA; 3. TapaHTIs



secure -- n. 1. oxopoHsru, 3axumiaTty; 2. 3ade3nevyBarty; 3. rapaHTyBaTy; 4.
¢uH. CTpaxyBaTu

seek - v. mykatu; po3mykyBatu; to seek for - noouBartucs, qomaratucs
segment - - n. cerment; segment of the market - cermenT punky

sell - v. mponasatu; sell (at, for) - mponaBaTucs ( Mo AKUK-HEOY b IiH1)
seller - - n. npoxaBenb, TOProBeib

self-employed - n. Toii, xTO MpaIoe Ha cede

sensitive - a. YyTIUBHIA

service - 1. - n. 1. cnyx0Oa; service record - mOCIyXHUH CHOHCOK; 2.
obcnyroByBanHs; after sales service - o06ciyroByBaHHs micis Mpoaaxy ;2. V.
00CIIyroByBaTH; MPOBOIUTH OTJISI;

set - 1. n. wabip, kommiekT; 2. V. BcTaHOBIIOBaTH; Set up a company --
3aCHOBYBATH MiJIIPUEMCTBO

shake - v. tpsctu(cs); shake hands - moxxaru pykun

share - - n 1. yactuna, yactka; market share - gvactka punky; to gain market
share - nmpunbaTtu yacTky punky; lose market share - BTpatuTu yacTky puHKY 2. aKiis,
naii; share price - nina akmii shareholder - Bracuuk akuii 2. V. mominstu(cs)

sheet - n. 1 .muct (manepy); 2. TabIUIs, BIZOMICTD

shipment - n. 1. BanTax, mapris ToBapy, 2. HaBaHTaXKCHHS, BIAMPaBICHHS
TOBapy; 3. MOCTa4yaHHS TOBapy

size - n. po3mip

skill - n. maiicrepuicts, yminus; professional skills — mpodecionamizm, to
master a skill - 3700yBaTn BMiHHS

slogan - n. racnio, AeBi3, 3aKIHK

shift- n. 1. 3mina, nepeminienns 2. po6oya 3mina day shift nenna 3mina shop -
n. 1. marasun; 2. uex; 3. maiictepus; shop assistant — npogasenn; shop keeper -
BJIacCHUK Marasuny; Shop window - Bitpuaa ; to manage a shop - kepyBarm
MarasuHOM

short - a. kopotkwuii; short list - kopoTkuit crincok

society - n.cycniJibCTBO



software - n. KOMI'fOTepHI MporpaMu

sole - a. equHMHA, 0THOOCOOOBUIA;

sociable - a. ToBapuchkmii

spare -a . 3amacHuii; spare time - BUIbHHI yac

spell - v. BumoBnsATH 200 MHUCATH CIOBO MO OYKBax

spend (spent, spent) - v. BuTpavaTH 4ac, rpormri

SpPONSOr - n. rapaHT, CIOHCOD; V. (piHaHCYBaTH

sponsorship - n COHCOPCTBO

staff- » mrat cayx6oBuiB, nepconain; staff turnover - mauHHICTE KaapiB; tO
join the stuff- Bautucs B konmektus; to cut the staff- ckoporutu mrar standard - n.
HopMa, ctanaapT; living standard - xkutreBuii piBeHb

stapler -- n . cremep

statement — n. 1. 3asBa, cTBepKeHHS; 2. 3BiT, Oananc; Statement of expenses
- 3BIT TIPO BUTPATH

stationery - n. KaHMEJISPCHKI TOBApH

steady -n. 1. criiikmii, cranuii; 2. piBHOMipHuii; Steady job - mocrtiitHa po0oTa;
steady rise - HeyXHJIbHHH MiAHOM

strategy - n. crpareris; corporate strategy - kopmopatuBHa ctpareris Stick to
the rule / stick together

stock- n 1 .akimionepHuii KamiTaja, OCHOBHUH Karitaji, GoHau; 2. yacTKa aKiii; Am.
akirii; stock exchange - pongosa 6ipxa; stock market- 6ip>xoBuit

puHOK , hoHI0BaA OipiKa

strike - n. crpaiik; to be on strike - crpaiikyBatm; to go on strike -
OTOJIOIIYBAaTH CTPAUK

strength - n. cuna; to build up the strength - mapomrysatu cuny;

stress - 1. n.TUCK, HaTuCK, Hampyra; under stress - B ymoBax crtpecy; to
reduce stress - sMeHIIyBaTH CTpeC; 2. V. MiIKPECIIOBATH

structure - n. cTpykTypa; company structure - ctpykTypa KoMnanii

style - n. cTunp

subordinate - a.migmernumit; be subordinate to - mixgmopsaKoByBaTHCS



subsidiary - 1. n. nouepus xommanis (= subsidiary company) 2. a. 1onoMi>KHUH,
IPYrOpsTHUN;

succeed- v. 1. BUIUIMBATH 3a YMM-HEOyAb , 3MIHIOBaTH; 2. JOCATaTH METH,
succeed in doing smth. - npougiTaTi B 4oMy-HeOy b

Sue - V. moIaBaTH B CyJI, YUYUHSATH T030B;

supervise -- v cnocrepiraTu, 3aBilyBaTH, KEPyBaTH;

supplier - n. nocrayanbHUK

supply - v. nocrayatu

survey - n. OINISAH, OOCHIIKEHHS; - ITOCIIIKCHHS punky; field survey -
JOCIIJI)KEHHS Ha MICITl

sympathetic - a. cniBuyTIuBU

takeover - V. y3s4TTs miJ KOHTPOJIb Ta YIPABIIHHS; MOTJIMHAHHS KOMIIAHIT, 3JUTTS
KOMIIaH1i

take over - v. 1. npuitmatu (mocany), take over a business - mpuiiMmaTtu (Ha
cebe) kepiBHUITBO ; 2. ycmaakyBatu; 3. 3axonutu Biany; take over a firm -
npuennysati (ipmy; take over bid - npormo3wuilis 010 MOKYIKH KOHTPOJBHOTO MaKeTy
aKIii

tape - n. uriBka

tariff- n. 1. Tapud, momarok, muro; to impose, to levy a tariff- BBomuTH
MI0JIATOK, MUTO; 2. PO3IIiHKA, TIaTa 3a MOCIYTH

target - n. mera, nine; target price - namiuena 1iHa; target customers -
MOTCHITHI TOKYIIIT

tax- n. Tapud, mogatok, 30ip; to impose, to levy a tax -odknagaTu nmogatkom; to
collect taxes - 30mparm momatku; t0 pay taxes - miatutd Tmomatku; income tax -
npudytkoBuii monarok; free of tax/tax free - e onomarkoByBanwmii; value added tax
(VAT)- nonatok Ha 10/1aHy BapTiCTh

team - n. komanaa; to work in a team - npamroBaTH B KOMaH/i

teller - n. 6aHKiBCHKUI CIy)O00BEIb, KACHUP

term - ». l.tepmiH, BuU3HaueHWil mnepiox; 2. TepMiH; 3. Pi yMOBH yrojw,

norosopy; 4.pl ymoBu mmatexy; terms of payment - ymoBu miatexy



tip - n. 1. gaiioBi; 2. mopazaa

trade - - n. Toprisas; to build up a trade, to develop a trade - po3BuBaTu
Toprisimto; to conduct a trade - Bectu Toprisiio; foreign trade, international trade -
30BHImHS TOpTriBis; home trade - BuyTpimusa Toprisis; wholesale trade - onrosa
TOPTIBIIS;

trader - - n. Toproseus; Sole trader - omHOOCOOOBUI TOPrOBEIH

trade union - - n. npodecilinuit cor3; trade union representative-

OpeACTaBHUK MPOPECIHHOTO CO03y

trademark - n. Toprosa mapka |

train - v. TpeHyBaTH, HaBYaTH, TOTYBaTH

training - n. HaByanHs; training courses - HaBuaibHI KypcH; training costs
- BUTPATH Ha HaBYaHHS

threat - n. morpo3sa

transfer - H. 1. nepeBeeHHS, TIEpEeMIlICHHS; 2. IEpeBEICHHS (TPOIIIiB)
turnover - n. 1. IIMHHICTH KaJpiB; 2. TOBAPOOOIT

type - n. Tun, BUA

unemployment - n. 6e3po6iTTs

uniform - n yuidopma; to wear a uniform - mocutu gopmy

unique - a. yHiKaJabHHHA

value - n. BapricTs, 1iHa; to place, set value - npusunauuTu 1iny; good value
for money - To, 1m0 KOMITY€e BUTPAUYSHUX TPOIIIIB |

valuable - a. komroBHMIt, KOpUCHUI

vehicle - n. TpanciopTaHit 3aCi6, aBTOMOO1ITB

voice mail - n. ronocosa momra

wages - n. 3apo0ITOK, T0X0J, BHHAropoia

warehouse - n. ToBapHUI CKJIaJ

warranty- n. rapanris

waste - 1. nl. mapHOTpaTCTBO, HEMOTPIOHA BUTpATa; 2. yTpaTa, 30MTOK; 3.
Bigxoam, mokuabku; Nuclear wastes - pagioakTuBHI Bigxoau; toxic wastes -

TOKCUYHI BIIXOJH V. YTpadaTH JapoM 2. V. BUTpavyaTu JapeMHo ( rpomii, Jac)



waste paper bin - n xop3uHa 11 BigXo/iB

weight - n. Bara, maca; gross weigh - para opyrro; net weight - Bara Herto
well known - past p. nobpe 3po6aeHu

wholesale - a. onroBumii; wholesale house, firm - ontosa ¢ipma; wholesale
price - ontosa mina; Wholesale trade - ontosa Toprisis;to buy wholesale -
KyITyBaTH OIITOM

word processor - n. TeKCTOBHI IIPOLIECOP (KOMH.)

work - 1. n. 1. po6oTa, npamus; hard work - tsikka npans; paper work -
KaHLeJsIpchbka pobora; 2. Miciie podoTH; 3. MiAIPUEMCTBO, 3aBOT, 2. V.
pobuTH, BUTOTOBIIATH; t0 WOrK as - mpaifoBaTu B SKOCTi KOro-He0yap; to
work for a large firm - npamroBatu Ha dipmy; to work hard - mpairoBatu
3aB35TO

workforce - n. po6oua cuna; skilled workforce - xpamidikoBana poboya
cuiia

write - v. mucatu; to write off a debt, a loss - cniucatu 6opr, yrparu; to

write shorthand — crenorpadysaru
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