


PaGovas nporpaMMa JUCHUIIMHBI COCTaBJI€HA B  COOTBETCTBHH C
TpeOOBaHUAMHU (PeepaibHOrO TOCYMAPCTBEHHOIO 00PA30BATEILHOIO CTaHAapTa
BBICHIETO 0Opa3oBaHWsl MO HampaBJCHHIO MOAroTOBKM 38.03.02 MeEHEIKMEHT,
YTBEP)KICHHBIM TMPUKa30M MUWHUCTEPCTBA HAYKW M BBICIHIETO0 00pa3oBaHUs
Poccuiickoi @enepanun ot 12.08.2020 N 970.

© YactHOoe 00pa3oBaTEIbLHOE YUPEKIECHUE BICIIETO 00pa30BaHUS
«MHCTUTYT OM3HECA U MHHOBAIMOHHBIX TEXHOJIOTUI



OraasJienue

1. Oprann3anMOHHO-METOAUYECKUAN PA3IACIT. AHHOTALMS ... 4
2. IlepedeHb MIIAHUPYEMBIX PE3YJIBTATOB OOYUCHHMSL. .......ocvveeevieiiiiieenienees 5
3. IIpuMepHBIA TEMATUYECKUNA TJIAH JUCHUTUTAHBL ... 6
4. ConeprkaHUE YUCOHOM TUCHUTIITIHBL ............oeoevieieeieeie e 9

5. IlepeueHb OCHOBHOH W JOMOJHHUTEIBHOW Y4YE€OHOW JIATEpATypBHI,
HEOOXOUMOM JUTSE OCBOCHHUS JUCIIHIIITHHBL ...ttt 11

6. Y4eOHO-METOAMYECKOE, MH(POPMAITMOHHOE U MATEPUATIbHO-TEXHUYECKOE
00ECTICUECHUE TUCIIATIITHHBL ......oeiveeeeeee e et 12

7. Meroauueckue PpEKOMEHAAUMU JUIsl  CAMOCTOSITENIBHOH — paboThI
OOYYAOIIMXCSI TIO AUCIIMTUTHHE. ...t 14

8. Meroanyeckue peKOMEHauuu ajis npenojasarens. O0pa3oBaTeabHbIC
TEXHOTIOTHTIM .....vve e e e et 135

9. ObecneyeHre AOCTYMHOCTH OCBOCHUSI MPOrpamMMbl OOYYArOLIMMUCS C
OTPAHAYCHHBIMHA BO3MOXKHOCTAMHM 3TOPOBBSL. .......vveeiiiiieiieieeiiieeeiie e eiieee e 136

10. ®oHA OUEHOYHBIX CPEACTB JUISl MPOBEACHUS MPOMEKYTOYHOM
aTTeCTalMM O0YYAFOIIMXCS MO JUCIHTUTAHE ............oecveieiieeeeeeeeie e 138

11. Metoauyeckue mMaTepualibl, ONPEACISIOMUE MPOLEAYPHl OLCHUBAHUS
3HAHWH, YMECHWNA, HABBIKOB W (WIH) OMbITA, XaPaKTCPUBYIOMIMX ATambl
(DOPMUPOBAHUS KOMITETCHIIME ............oooiiiiiiiiiiii i 161

Jluct nomoNHEHW M M3MEHEHHM, BHECEHHBIX B padouyl0 MporpaMmmy
JIACIIHITIITITHDL . .. ..o e e e 166



1. Opranu3anMoOHHO-METOANYECKHUI pa3aes. AHHOTAUUS
Llenp oCcBOCHMS OUCHMILTAHBI MIHOCTpaHHBIN SI3BIK ISl JEJIOBOTO OOIIEHUS -

pa3sBUTHE WHOSI3BIYHOM KOMMYHUKATHBHOMN KOMIIETEHIIAN.

3anaun OCBOCHUSA JACHUTUTUHBL
- MOJIrOTOBKA BhICKA3bIBAHWU, B MUCHMEHHOM M YCTHOH (popmax, B cepe Aea0BOi
KOMMYHUWKAIINH,

- IOJIYyUCHHUC I/IH(I)OpMaI_[I/II/I N3 UHOA3BIYHBIX NCTOYHHUKOB.

JlucrunivHa  OTHOCHTCS K 0OsI3aTebHOM  4acTH  y4eOHOro  IUiaHa.

H3yueHne TuCcuuIIHbl 0a3upyeTcsl HA 3HAHUSX U YMEHUSX, OJYUYEHHBIX MTPU
W3YYCHUH JUCHMITINH. MHOCTpaHHBI s13bIK, PycCKMii sI3bIK M KyJbTypa peud

OcBocHue JUCLIUTUTAHBI CHoCcOOCTBYET BBITMOJTHEHHIO HAYy4YHO-
UCCJICIOBATENBCKOM M BBITYCKHOM KBAJIM(PUKALIMOHHON paboTHI.



2. IlepeveHs MIAHUPYEMBbIX Pe3yJIbTATOB 00y4eHHS

PesynbTarer ocBOCHUSA

OOII: xon u
(opmymposia Kon u gopmymuposka [Tnarupyemebie pe3ynbTaTsl OOy4YEeHUs IO
KOMITETeHLH (B HH/INKATOPA JOCTHIKEHUS
. IVCLUTUTHHE
COOTBETCTBUH C KOMITETEHLHH
y4eOHBIM IIJIAHOM) WU
€e 4acTu
YK-4 Cnocoben|YK-4.1 Beibupaer ctiib|3Haer:
NPUMEHSITh OOIIEHHUSI U SI3BIK JKECTOB|-CTUJIM, BHUAbI M CpEACTBa OOIIEHHsS Ha
COBPEMEHHBIC B nporecce| THOCTpaHHOM SI3BIKE.
KOMMYHHKATHBHBIE MEKITMYHOCTHON u[Ymeer:
TEXHOJIOTUH, B  TOM|TpyIIOBOM -CTPOUTH BBICKAa3bIBAHUS O pE3yJbTaTax
qrcie Ha|KOMMYHUKaLUU B|cBOEH IEATENbHOCTH u o
UHOCTPaHHOM(BIX) JI€JIOBOM npodecCHOHATBHBIM BOIpOCaM Ha
s3bpIKe(ax), U151 | B3aUMOIeHiCTBUU C|MHOCTpaHHOM sI3BIKE.
aKaJeMHU4eCKOTo u|ydeToM menu M yCIOBUH
npodecCHoHabHOTO  |oOMmeHus
B3aHMONCHCTBIA YK-4.3 Brimonnssier|3naer:
nepeBon OpULMANBHBIX H|-CPEICTBA M COBPEMEHHBIE  HOPMBI
npodeCCHOHATBHBIX WHOCTPAHHOTO SI3BIKA.
TEKCTOB C MHOCTPAHHOro|Ymeer:
SI3bIKA HA PYCCKHI SI3BIK B|-HHTEPIPETUPOBATh  HHPOpPMALMIO B

obactu mpodheCCHOHATBHON NeATeTbHOCTH
13 NHOA3BIYHBIX HCTOYHHUKOB .

LeJIsIX paciuupeHust
npodheCCHOHATbHOM
uHpOopMauu

YK-4.5 YcrHo o0cyxnaer
pe3yIbTaThl CBOE
AesTeNbHOCTH u
npodecCrOHaNIbHbIE
BOMPOCHI Ha

WHOCTPAHHOM  SI3BIKE C
YYETOM JEeJIOBOM ATUKHU U
KYJIbTYPHBIX HOPM

3Haer:

-CpeacTBa W COBPEMEHHBIE  HOPMBI
I/IHOCTpaHHOFO A3bIKA
-CTUJIM, BHIbBI H CpeI[CTBa O6H_I6HI/I$I Ha
I/IHOCTpaHHOM A3BIKE.
Ymeer:

-CTpOI/ITb BBICKA3bIBAHUA O pesyanaTaX
cBoeit e TEIbHOCTH u o
poheCCHOHATTBHBIM BOIPOCAM Ha

HHOCTPAHHOM S3bIKE.




3. IlpumepHblii TEeMATHYCCKHIT TVIAH THCHUILUIHHBI

Ounas popma 00yuenns - 4 cemecTp

Bun 3anarus Yacos 1o yueOHOMY TJIaHy
KonrakTHas padoTa ¢ mpenoaaBaTeyiem: 46
-3aHATHS JIEKIMOHHOTO TUIIA, B TOM YMCJIE: 0
[IPAKTUYECKast MOArOTOBKA 0

-3aHATHA CCMHUHAPCKOI'0 THUIIA.

-CEMHUHAPCKUE/MTPAKTUYECCKHE, B TOM YHUCIIE: 44
[IPAKTUYECKast MOArOTOBKA 0
-1a00paTOPHBIE, B TOM YHUCIIE: 0
[IPAKTUYECKast MOArOTOBKA 0
-KOHCYJIBTALIAK, B TOM YHUCJIE N0 KypcOBOH paboTte 2
(POEKTY)
CamocrosTenbHas padoTa: 98
B T.4. KypcoBas paboTa (ITPOEKT)
[IpoMexxyToYHas arTecTalnus:
3a4eT
OO01ast Tpy10€eMKOCTh 144
3aounast popma oOyqenus - 3 Kypc
Bun 3anarus Yacos 1o yueOHOMY TJIaHy
KonrakTHas padoTa ¢ mpenoaaBaTeyiem: 20
-3aHATHS JICKIMOHHOTO TUNA, B TOM YUCJIE: 0
MPAKTUYECKAs! MOATOTOBKA
-3aHATUS] CECMHUHAPCKOTO THIIA:
-CEMHUHAPCKUE/MTPAKTUYECCKHE, B TOM YHUCIIE: 16
[IPAKTUYECKast MOArOTOBKA 0
-1a00paTOPHBIE, B TOM YHUCIIE: 0
[IPAKTUYECKast MOArOTOBKA 0
-KOHCYJIBTALIK, B TOM YHCIIE N0 KypcOBO#Ml pabote 4
(POEKTY)
CamocrosTenbHas padoTa: 120




B T.4. KypcoBas paboTa (ITPOEKT)
KOHTpOJIbHAs paboTa +
[IpoMexxyToYHas arTecTanus:

3a4eT 4
OO01mast TpyA0€eMKOCTh 144

Ounas popma o0yyeHust

KonudecTBo yacos mo Bugam y4eOHOM paboThI
KOHTaKTHas paboTa ¢ mpemnoaasareneM
3aHSITUS
CEMHHAPCKOT0
THTIA:
- KOHCYJIbTAIIH,
sapaTua | s ong. | B TOM HHCIE
BCEI'O| CP |nexumoHHOTO P P MO KypPCOBOM
NpakKkTU- | TOpHBIE
Ne Paznen / Tema THITA pabore
YeCKHe
JUCLIUTLITNHBI (mpoekty)
1 [Ocobennoctu 12 6 0 6 0
MEKJIMYHOCTHON u
MEXKYJIbTYPHOU
Je0BOU
KOMMY HUKAIHU
2 |Jlexcuka JeJIOBOM 22 14 0 8 0
cepsl
3 |BriGop kapbepsl 28 20 0 8 0
4 |OcHoBel  myOMUUYHOM 28 20 0 8 0
pedu B NENOBOH cdepe
(mpe3eHTaLINA)
5 |CoBewmanus u 26 20 0 6 0
MePEeroBOPbI
6 |HdenoBoe oOIIeHHE IO 16 12 0 4 0
Tenedony
7 |denoBoe oOIIEeHHE B 10 6 0 4 0
MUCHbMEHHOH (hopMme
IlonroroBka W  3amura
KypCOBOH paboThI (IpOeKTa)
IIpomexyTouHnas
0 0 0
arrecTanus (3a4er)
HUTOro 144 98 0 44 0 2




B Tom uuncie:
HpaKTI/ILIeCKaﬂ IIOATOTOBKA

3aounas popma 00y4eHust

Konnuectso uyacoB o Bugam yuebHoi paboTsl

KOHTaKTHasda pa60Ta C npenogaBaTcjicM

3aHATHUSA
CEMHHAPCKOT0
THTA:
- KOHCYJIbTALIUH,
samarua | ool e | B TOM uHCnE
Ne Paznen / Tema BCEI'O| CP [nexuumonHoro HpaKTI/I- - Pa71 o KypPCOBOI
IAMCLUTTHHBI THTIA q%cxne OpHbIC padore
(mpoekty)
1 |Ocobennoctu 22 20 0 2 0
MEKJIMYHOCTHON u
MEXKKYJIbTY PHOU
JeJ0BOU
KOMMY HUKaIluH
2 |Jlexcuka JeJIOBOM 26 24 0 2 0
ceprl
3 |Beibop kapbepsl 30 26 0 4 0
4 |OcHoBBl  myOIUYHOM 22 20 0 2 0
pedu B AenoBoil chepe
(mpe3eHTaLNA)
5 |CoBemanus 151 16 14 0 2 0
NIePErOBOPHI
6 |/lenoBoe oOIIEHHE TIO 12 10 0 2 0
Tenedony
7 |HdenoBoe oOieHue B 8 6 0 2 0
MUCHbMEHHOH (hopMme
IlogroroBka u  3amura
KypCOBOH paboThI (IpoeKTa)
/ TIOATOTOBKa KOHTPOJIbHOU
paboThI
IIpomexyTounas
4 4 0
arrecTanus (3a4er)
UTOrOo 144 124 16 4
B ToM uncne: 0 0
NPaKTUYeCKast MOArOTOBKA




4. Copepxanne y4eOHOI THCIUIIIHHBI
Tema 1. Ocobennocmu MeNCIUYHOCMHOU U MEINCKYIbMYPHOU 01060
KOMMYHUKAYUU
[Tousarue nenooro oduieHus. CynHOCTh, 0COOCHHOCTHU JEIOBOr0 OOIICHHMS.
Lenu u ¢pyHkun oOwmeHs. Buasl 1 cpecTBa A€I0BOM KOMMYHUKALIMH,

Tema 2. Jlexcuxa 0enoeoti cgepui

XapakTepHble 0COOEHHOCTH S13bIKa O(ULIMAIbHO-AET0BOr0 cTUIIs. KittoueBble
NpaBuJia COBPEMEHHOIO JIEJIOBOIO 3THUKETA. YCTAHOBIEHME KOHTAaKTa WU
HaJlQ)KMBAHWE OTHOIIEHWA C JenoBbiM napTHepoMm. Cperckas Oecena, ee
HAIIMOHAJILHBIE OCOOCHHOCTH: JOMYCTUMBIE TeMbl U TeMbl-Taly. Mcmonb3oBaHue
ATUKETHBIX (POPMYJ B YCTHOH M MUCHMEHHOM KOMMYHHUKalUW (IPUBETCTBUE,
NPOLIAHKE, TO3APABICHHAE, U3BUHEHUE, MPOCHOA).

Cnenuduka oOLIEHHS C TPEACTABUTENISIMU CTPAH U3yYaEMbIX SI3bIKOB.

Tema 3. Beibop rkapwepwi
OCHOBHBIC WIard: BBIABJICHUE MPO(HECCUOHANBHBIX CKJIOHHOCTEH U
MUHTEPECOB, cOOP MHPOPMALIMK O BAKAHCHUSIX, COCTABIIEHHE PE3IOME, COOECEIOBAHUE.
Crpykrypa u ¢opmar pestome. CobecenoBaHue Mpu MpuemMe Ha padoTy.
[loaroroBka Kk coOecenoanuto. IloBeneHue BO BpeMsi coOece0BaHUS.
JIeKCHUECKUE EIVHUIBI W KJIUIIEC, HEOOXOAUMBIC IJisi MOATOTOBKU PE3IOME U
POXO0XAECHHS COOECEN0BAHMS.

Tema 4. Ocnoger nyoauuHOl pevu 6 0e10601 chepe (npesenmayusi)

TexHOIOTHS MOArOTOBKM K MyOJIMYHOMY BBICTYIUICHHIO M TPE3CHTALUN.
CocraBicHuE MIaHa npe3eHTali. BeIOOp cTpaTeruu BHICTYIIIEHUS B 3aBUCUMOCTH
OT LIEJIA BBICTYITAKOLLIET0, HHTEPECOB ay IUTOPHU.

Jlornka mTOCTpOECHHS TEKCTa BBICTYIUIEHUS. CTpyKTypa MyOJWYHOIO
BBICTYIUICHUS W MPE3CHTALMA. JTalbl MPE3CHTALMN. 3a1a44 KaKA0r0 3Tara.

[ToaroroBka TeKCTa BBICTYIUIEHUS. JIEKCUYECKHME EIUHHLBI W KIHIIE,
HEOOXOOMMBIC TMPU MPOBEACHUM TNpe3eHTauuu. OTIWYus PasrOBOPHOIO W
[MMCBMEHHOTO s3bIKa. [I0Ar0TOBKA K MPOU3HECEHHUIO PEYH.

BusyanbHass noanepkka — npe3eHTanmu.  OCOOEHHOCTH  MOJATOTOBKH
ANEKTPOHHOM npe3eHTaumun B MS Power Point.

Tema 5. Cosewanus u nepe2osopul

IIpouecc mpoBeneHus [Jen0BOro coseufanus. Ilopagok mpoBencHUsS
neperoBopHoro mporecca. OCOOEHHOCTH KOMMYHUKATUBHBIX YMEHUI U HABBIKOB
VYaCTHUKOB COBELIAHUS U ITIEPETOBOPOB.

OOcy>xIeHuE MPEAIOKEHUH, BEACHUE AWCKYCCHUU, OTCTAMBAHWUE MHECHUH,
paboTa ¢ BO3PAKEHHUAMH, COTJIACOBAHNE NO3ULIMIN M BBIPAOOTKA JOTOBOPEHHOCTEH,
[IPUHATHE PEIICHUI.

Jlekcuyeckue eNMHUIBI U KIHIIE, HEOOXOAUMBIE TPH MPOBEACHUM JIEJIOBOTO
COBEIIAHNS U IIEPEFOBOPOB.



Tema 6. Jlenosoe obuerue no meaeghouy

Cocrapnenue miaHa teneoHHoro parosopa. [IpaBuiia BeaeHus IEI0BOTO
TeneoHHOro pa3roBopa. [IpeumyiiecTsa 1 CI0KHOCTU MPOBEJICHHS IEPETOBOPOB
no tenedony. [Ipuemsl npeogonieHust 6apbepoB. PedyeBbie KITUIIE, UCIOIb30BAHUE
HEBEpOATbHBIX aCMEKTOB KOMMYHHUKAIIMM. OTHUKET JEJOBBIX TeNe(POHHBIX
NIEPEroBOPOB.

Tema 7. J[enosoe obuerue 8 nuceMeHHot popue
Crune nenosoro nucbMa. CTpykTypa U opMar AeI0BOro nuchMa. JIekcuka
1 000POTHI, UCNIOJIL3YEMBIC B ACTOBOM KoppecnonacHumu. Kynbrypa opopmieHus
JEJIOBBIX MUCEM. DTUKET JEJIOBOTO MHACHMA.
Bunael [enoBoro mucbMa: MUCBMO-3aMPOC, OTBET HA 3aMpoc, MUCHMO-
OPEUIOKEHUE,  3aKa3,  MUCbMO-NPETEH3Us,  OJIArOJAPCTBEHHOE  MHUCHMO,
pe3epBUPOBaHKE OMJIETa/HOMEPA B TOCTUHUIIE. DNEKTPOHHAS IEPEIUCKA.



S. IlepevyeHb OCHOBHO¥ M JONIOJIHUTE/ILHOI y4eOHOI auTeparTypsl,
HEe00X0AUMOii VISl OCBOCHUSI AUCLUTIJIMHBI

OcHoBHas yueOHasi JIUTEPATYypa

1 ABETHUCSAH HEJUIM I'VPTEHOBHA. AHITIHANACKHNA S3BIK IS TEJIOBOTO
obmenns. Tectol = Test your Business English : yue6.mocooue / ABETUCSH
HEJUJIM I'VPTEHOBHA, K. 1O. Urnaros. - 2-¢ m3n.,mom. - M. : KuaoPyc,
2015. - 192c. - (bakanaBpuar u maructparypa). - ISBN 978-5-406-03817-8.

2 Hemeukuii si3bIK Ui CTYJACHTOB TEXHUUYECKUX CHELUATBbHOCTEH: YueOHOe
nocooue/Kommsikosa E. C., Makcumos 1O. B., Becenosa T. B. - M.: ®opyw,
HUIL[ UHOPA-M, 2016. - 272 c.: 70x100 1/16. - (Briciiee oOpa3oBaHuE)
(ITepennér) ISBN 978-5-91134-728-4. - Pexum JOCTYyTA:
http://znanium.com/go.php?id=535143

JlonoJIHUTeIbHAS Y4eOHAas JuTepaTypa

3 BOBBIJIEBA CBETJIAHA BAYECJIABOBHA. AHTIMHACKUNA A3BIK JUIA
chepbl THPOPMAITMOHHBIX TEXHOJIOTHI U cepBUCa ; yue0.MocoOue ISl By30B /
BOBLUJIEBA CBETJIAHA BAYECJIABOBHA, /1. H. XXatkun. - PocToB H/[|
. ®enukce, 2009. - 334c¢. : un. - (Beicuee o6pazoBanue). - [ISBN 978-5-222-
15805-0.

4 TEJIOBOM anrmuitckuit s3pik = Business English : yue6HO-MeTom. OCO0ME
st By3oB / coct.:E.B.Jlooposonbckas,E.A.3onotapésa, HOY BIIO
LlenTpocoroza P® CubGVYIIK. - Hosocubupck, 2015. - 139¢c. . wn -
Bbubmmorp.:c.105. - ISBN 978-5-334-00118-3.






- TEXHUYECKUE CPEICTBA OOy4YEHMs] — ayauo-, BHIECO-, (poToammaparypa,
UHBIE JIEMOHCTPALIMOHHBIE CPE/ICTBA; MEPCOHAIBbHbIH KOMIBIOTEP, MHOKUTEIbHAS
TexHuka (MOY).

JUis mpoBeAeHUs TEKywero (pyOe)KHOro) KOHTPOJSL M MPOMEKYTOYHOM
arrectalMy (3a4era C OLEHKOH) METOAOM KOMIBIOTEPHOIO TECTHPOBAHUS
UCTONIB3YIOTCA  Mpouieaunme OaHKM TECTOBBIX 3aJaHUil W JIMLIEH3MOHHAs
TecTUpyromas nporpamMmmHas oo6ojiouka thma «ACT-testy, «Nova-testy wn(um)

JPyTHE.

HEPEYEHDb JIMOEH3NOHHOI'O U CBOBO/JIHO
PACITPOCTPAHAEMOI'O IPOI'PAMMHOI'O OBECIIEYEHMUA,
B TOM YUCJIE OTEYHECTBEHHOI'O ITPON3BOACTBA

KoMmuiekT mMueH3nOHHOTO KommnexT cBo001HO pactpocTpaHIeMOro
MPOTrPaMMHOTO 0OCCIICUCHHUS MPOTrPAMMHOTO 00CCIICUCHHUS
CBOOOJHO
Ne JULCH3UOHHOE CBOOOIHO A
/o | MUCH3HOHHOE pacmpocTpaHIeMoe
MPOTrPaAMMHOC OOCCIICUCHHUE |PacpoCTPaHIeMOe
MPOTPAMMHOC MPOrpaMMHOE 0OCCIICUCHIE
OTCYCCTBCHHOTO MPOTPAMMHOC
obecrieycHue OTCUECTBCHHOTO
MPOU3BOJCTBA obecricucHue
MPOU3BOCTBA

1 [Microsoft Excel |AntuBupyc Kaspersky|Adobe Acrobat|fIuaexc. bpaysep
Endpoint  Security  ang|Reader DC
ouszneca — CTaHIapTHBIA

2 |Microsoft Office|9nexTpoHnbIit Apxusarop 7z HAnnexc. Quck

365 HNEPUOIUIECCKUN CIPABOUYHHK

"Cucrema ['apant”

3 |Microsoft Word  [QnexTpoHHBIH
MIEPUOINIECCKUI CIPABOYHUK
"Cuctema Koncymerant
[Troc"




7. MeToan4eckue peKOMEeHAAL UM VIS CAMOCTOSITeIbHO padoThl
00y4arIUXCs M0 JHCHUILTHHE
Meroanyeckue YKa3aHusi K 3aHATHAM CEMHHAPCKOI0 THOA H
CAMOCTOSITeNIbHOM padoTe 00y4YarIuXCst

H3yueHre AUCHMIUIMHBI OCYIIECTBISIETCS MO  CAEAyromuM  (opmam:
KOHTaKTHas paboTa ¢ MPEnojaBarejeM W caMOCTOsTeNbHAs padoTa CTy IEHTA.

AYIWTOPHBIE 3aHSATHS MPOBOJATCS B BHUJAC 3aHATUHA CEMHHAPCKOTO THIIA,
00EeCIIEUNBAIINX OTPAOOTKY M 3aKPENJICHHE TUIAHUPYEMBIX 3HAHWI, HABBIKOB U
NOJyYEHUsT  OMbITA  JACATEIBHOCTH,  CHOCOOCTBYIOUIMX  (POPMHPOBAHUIO
KOMIIETECHIIU.

CeMHHApCKOE 3aHSATHE MPEIINOJIAracT BBIMNOJHEHUE OOYyYaAIOUUMUCS MO
PYKOBOJACTBOM MpENoOJAaBareis KOMIUIEKCA YYeOHbIX 3amaHmii: oTpaboTka
JIEKCUYECKOT0 MaTepHaa Mo TEME, YTEHUE ayTEHTUYHBIX TEKCTOB, JUCKYCCHU 1O
npobiieMaM B paMKaxX M3y4aeMbIX TEM, aHAIN3 (PParMeHTOB MOHOJOTUYECKONH HITH
JUATIOTUYECKOW PEUM HA WHOCTPAHHOM SI3BIKE, COCTABJICHHE HAa WHOCTPAHHOM
A3BIKE JTUAJIOrOB WM MOHOJIOTMYECKMX BBICKA3bIBAHWNA B 3aJaHHBIX PEUYEBBIX
CUTyalMsIX (TUMOBBIX CUTYAIUSX JEI0BOr0 OOUICHUS), MOArOTOBKA MPE3CHTALIMIA,
COCTaBJIEHUE JCIOBBIX MUCEM HA WHOCTPAHHOM SI3bIKE MO THUIIOBBIM 00Opasuam,
NOJrOTOBKA PE3IOME, YUACTHE B POJIEBBIX UTPaxX U Pa30op KEHCoB.

Crnenu(uka TUCOMIUIMHBL OMPEAEISIET HEOOXOAUMOCTh OMOPBl Ha 0a30BbIE
TEKCTHI 110 BOMPOCAM JAUCLHUILUIMHBI HA KTHOCTPAHHOM SI3BIKE, IPH aHATIN3€ KOTOPBIX
BOXHO KaK COJCP)KAHME TEKCTA, TaK M SI3BIKOBBIC CPEICTBA, TEPMHHOJOIHMS Ha
WHOCTPAHHOM si3bIKE. [Ipy M3yUEeHUM M aHAM3€ PEUYEBOr0 MOBEACHUS B THUIIOBBIX
CUTyalusiX JEJIOBOrO OOIIEHWS MPENOAaBaTeNieM MPEAIAracTcs KOMILIEKC
HEOOXOOUMBIX JJIs 3aNOMHMHAHUS  SI3BIKOBBIX CPEJICTB, PEUYEBBIX KIIMIIE,
UCTIOJIb3YEMBIX C ILEJbK0  JOCTIKEHUS 1eneid  KoMMmyHukauuu. [llupoko
OPUBIICKAOTCS  ayMO- W BHJEOMATepualibl JUis JACMOHCTpAaUMK  00pa3lioB
3(pPEKTUBHOTO B3aUMOJCHCTBIS HA MHOCTPAHHOM SI3BIKE.

Ha cemuHapckux 3aHSATHSX NPHUBETCTBYETCS AKTHMBHOE Y4YacTHE B
BBITIOJTHCHUHA MPAKTUYCCKUX 3aJaHWi, OOCYKICHMM MPOOJIEMHBIX CUTyaluH,
CHOCOOHOCTh HA OCHOBE TMOJIYYCHHBIX 3HAHWNA HAXOaUTh Hanbosnee 3 (PEKTUBHBIE
PELIEHUS TOCTABJIEHHBIX MPOOJIEM, YMEHUE HAXOUTh MOJE3HbIA JOTOIHUTEIbHBIN
MaTepuan 1Mo TEMATUKE MPAKTUYECCKUX 3aHATHH.

B wMeromnueckoil pa3paboTke NOPEUIOKEHBI 7 PA3ACIoOB, COACPKAHUE
KOTOPBIX COOTBETCTBYET TEMATUUYECKOMY IJIAHY M CUUIUTAHBI « MTHOCTpaHHBIH S3bIK
Ui JCJIOBOTO OOIIEHWS» M OXBAThIBAECT CleAyromme TeMbl: OCoOEHHOCTH
MEXKITMYHOCTHOM M MEKKYJIBTY PHOM JETOBOM KOMMYHUKaMK;, OCHOBBI Iy OJTMYHOMN
peund B JIENOBOM cepe (mpe3eHTalus KOMIAHUW/MPOEKTa/MPoayKTa), JlenoBbie
KOMMYHHKalMu 1o Tenedony; JlemoBeie Oecenpl (MEPErOBOPHI, COBEILAHUS,
BCTPEYM ), YCTPOHCTBO HA pabOTy: OCHOBHBIE ATambl;, J[€TOBbIE KOMMYHUKAIIUU B
NUCBbMEHHOM (hopMeE (IE€T0Bast KOPPECTTOHACHIUSA ).

Llenp 3aHATHII CEMHHAPCKOTO THNA — (POPMHUPOBAHKUE U PA3BUTUE OCHOBHBIX
HABBIKOB YCTHOW peun (TOBOPEHUS ), YTCHHS U TUCHMA.

HaBbikn ureHust pOpMHUPYIOTCS HA OCHOBE ayTEHTUYHBIX TEKCTOB (Reading)



U CCpUM YNPAKHEHW, HAMPABICHHBIX HA MOHUMAHUE MPOYMTAHHOIO Marepualia
(Comprehension); otpaboTky Jiekcuku (Vocabulary) u rpammaruku (Grammar) mo
TEME.

Hagbikn ycTHOH peun (popMUPYIOTCS MPU MOMOIIM 3aaHHid Ha 00CYKICHUE
PA3IAYHBIX ACMEKTOB nenoBoro obmenus (Warm up, Speaking). 3agaHus Ha
0oTpabOTKy OCHOBHBIX HABBIKOB B cdepe nenoBoro obmenus (Business skills)
BBICTPOCHBI CJICTY FOIIUM 00pa3oM:

—YTEHHE TEKCTa METOJMYECKOr0 XapaKTepa, COAEPKaIIero MpaBuiia
OTPEACTIEHHOTO BHIA IEJI0BOr0 OOLIEHHS,

—padora ¢ HeoOxoaumoi jekcukoii (Useful Language),

—u3yudeHue o0pasioB auanoros, nuckma (Sample Conversation, Letter)

—TPUMEHEHHUE TIONYUYECHHBIX 3HAHWA B KOMMYHUKATHUBHBIX CHUTYyalMsIX
nenoBoro oomeHus (Speaking).

OOyyeHne 1O AWCUMIUIMHE, Hapsay C KOHTAKTHOH pPaboToil ¢
NOPENOAABATENEM, MPEANOJIAracT CaMOCTOSTENBHY0 PadoTy oOywaroumxcs. B
MPOLIECCE CaMOCTOATENIbHONW PpadoThl 00yYaromuMecs NOBTOPSIOT MPOHACHHBIA Ha
3aHATHASX MATEPHaJl, OCBAUBAKOT COBPEMEHHBIE TEXHOJIOTMH MOUCKA U 00pabOTKH
uH(pOpMallMK;, OBJAACBAIOT CTPATErUsIMM M METOJaMU  CcaMO0Opa30BaHMS,
PA3BUBAKOT UHANBUAY ATBHBIE CKIIOHHOCTH U CIOCOOHOCTH K TBOPYECTBY .

CamocrosaTenbHass paboTa BBINOJHAETCS OOydYarOIUMCS MO0  3aJaHHIO
OPENOAABATEN U BKIIFOYAECT MOATOTOBKY K CEMHHAPCKUAM 3aHSITHIM, M3YUYEHHUE
OPOrpaMMHOr0 Marepuajga AUCUMIUIMHBL (paboTa ¢ Y4YeOHMKOM, M3y4EHUE
PEKOMEHyEMBIX JIATEPAaTyPHBIX HWCTOYHUKOB), padoTa C BJIEKTPOHHBIMHU
WH(OPMALMOHHBIMU pecypcaMu U pecypcamu ceth MHTEpHET (MCnob30BaHUE
ayIMo- W BHUJCO3AMUCH); COCTABICHHE MACIOBBIX MHCEM, TEPMHHOJIOTHYECKOTO
CJIOBapsi, MOJArOTOBKA MPE3CHTALMH; MOATOTOBKA K 3aHSATHSM, MPOBOJUMBIM C
UCMOJb30BAHUEM AKTUBHBIX (POPM OOYUYEHMS (ZIETOBBIE POJICBBIE WIPHI), AHAIH3
JIENOBBIX cuTyaluii (MUHH-KecoB) 1 ap. CamoctosarenbHas padoTa J0JKHA ObITh
IJTAHOMEPHON M CHCTEMATHYHOM, BBITIOJIHATECS B CPOK.

JUts caMOCTOATENBHON PAOOTHI CTYACHTAM MPEAIOKEHBI 3aJaHUS IO TIOUCKY
JOTMOJIHUTENBHON MH(OPMALIAKY IO TEME U Pe3eHTannu €€ nepen ayauropuei (Find
Out & Report). 3aganus, npeanosiararliMe HanucaHUue 3¢ce, IEI0BOro MUChMa
(Writing), CTyACHTBI TAK>KE BBINOJHSIIOT CAMOCTOSATEILHO B Ka4€CTBE 0000IICHUS
NPOHACHHON TEMBI, MOCIIE 00CYKICHUS €€ HA 3aHIATAIX CEMUHAPCKOTO THUIIA.

Kpowme Toro, 1ist caMoCTOSITENbHOM pabOThl CTYACHTOB MPEAHA3ZHAUEH Pa3eil
7 (Unit 7), KOTOPBIA COACPKUT Ay TEHTHYHBIE TEKCTHI MO AKTYAIBHBIM BOIPOCaM B
paMKax TEeMaTWKH Kypca. Ha OCHOBE MNPEAJIOKEHHBIX TEKCTOB CTYICHTaM
PEKOMEHYETCS BBIMOJIHATE CJCAYIOUINE BUIBl 3aJaHWi. YTCHHUE, MUCHbMEHHBIN
NOJIHBIA WM ped)epaTUBHBIN MEPEBO, COCTABICHUE TEMATHYECKOIO CIIOBAps IO
CTaTb¢ M 3ayYMBAHME OCHOBHBIX JICKCHUECKHUX EIWHMIL, COCTABICHHME TUIAHA,
AHHOTUPOBAHWE W MOATOTOBKA YCTHOW NPE3EHTALMKM OCHOBHOIO COACP KAHHS
CTaThH.

B mnpomecce MOArOTOBKM K 3aHATHSM, BBIMOJIHEHUS CAMOCTOSTEIBHON
paboThl, MOATOTOBKM K NPOMEKYTOUHOH arTecraumu OOYyYaroMiCs MOMKET
o0paTuThCs K MPENOJABATENIl0 3a KOHCYJbTAUMEH YEpE3  BIICKTPOHHBIN



METOJAMYECKUI KAOMHET WK Ha Kaeapy.

3.2. 3apaHus K 3aHATHSM CEMHHAPCKOTO THIA

UNIT 1
BUSINESS COMMUNICATION

Reading
Text 1

1. Read the text and answer the following questions:

a) What is the role of business communication in running a business?

b) What are the different purposes of business communication?

c) In what way is business communication different from other types of
communication?

d) What are the different types of business communication?

¢) What are the advantages and disadvantages of oral and written
communication in business?

f) Why is electronic communication increasingly used in business at present?

Business Communication

Communication is the lifeblood of an organization. The success of any
business to a large extent depends on efficient and effective communication. It takes
place among business entities, in market and market places, within organizations
and between various groups of employees, owners and employees, buyers and
sellers, service providers and customers, sales persons and prospects and also
between people within the organization and the press persons. Business
communication is needed for:

Exchanging information;

Exchanging options;

Making plans and proposals;

Reaching agreement;

Executing decisions;

Sending and fulfilling orders;

Conducting sales.

All such communication impacts business. Effective business communication
helps in building goodwill of an organization. Done with care, such communication
can promote business interests. Otherwise, it will portray the organization in poor
light and may adversely affect the business interest. If we could somehow remove
communication flows from an organization, we would not have an organization.
When communication stops, organized activity ceases to exist.

Business communication is somewhat different and unique from other types
of communication since the purpose of business is to make money. Business
communication is goal oriented, regulated by certain rules and norms, marked by



formality as against personal and social communication. It requires formal language
which means the use of proper and standard words (no slang); longer, more complex
sentences and vocabulary. Grammar rules are followed strictly, the tone 1s polite and
more impersonal.

Good business communication is simple and easily understood, a rule often
overlooked by managers and team members. This is especially important when
preparing a document, speech or presentation that is a game-changer for the
company. Simple and concise language wins over language that is obtuse and hard
to understand.

In today's global economy, businesses cannot ignore the importance of cross-
cultural communication. Businesses are finding that it 1s in their best interest to learn
about national, cultural and ethnic groups they need to communicate with to grow
their businesses. Knowledge of language nuances and local customs are important
to that growth as a misstep can cause a lost sale or a delayed project.

Several types of communication are available for individuals working in the
business environment.

When people within the organization communicate with each other, it 1s
internal communication. They do so to work as a team and realise the common
goals. It could be official or unofficial. Modes of internal communication include
face-to-face and written communication. Memos, reports, office order, circular, fax,
video conferencing, meeting etc. are the examples of internal communication.

When people in the organization communicate with anyone outside the
organization it is called external communication. These people may be clients or
customers, dealers or distributors, media, government, general public etc. are the
examples of external communication.

Verbal communication is a type of communication that involves use of
words for communicating. It may be oral, written and electronic.

Oral communication includes meetings, interviews, negotiations, group
discussion, speeches, presentations, etc.

Written communication includes internal business memos, formal letters,
agenda, reports, manuals and other various written communication forms.

The difference between oral and written communication can be enumerated as
under:

Ratio: According to a rough estimate, about 75% of total communication is oral
whereas the rest is written.

Data Safety: Data and information are safe in written communication while most
of information 1s forgotten in oral communication.

Nature of message: Written communication is used when the message is complex
and oral communication is used for simple message.

Legal Aspect: From legal point of view, oral communication is least reliable and
written communication is much more reliable. For example, an oral promise may
not be challenged in a court in general but a written promise can be challenged.

Flow of information: Information can be transferred within a short period of time
in oral communication but it takes more time in written communication.



Non verbal facilities: Oral communication can be supported by non verbal
facilities like gestures, postures etc. but such a support is impossible in written
communication.

Grammar & Accent: Oral communication required consideration for accent and
pronunciation whereas written communication needs correct grammar and spelling.

Electronic communication methods include email, web conferencing, social
networking, company websites, online chat and text messages. Business technology
has opened up new opportunities for business communication. Electronic
communication allows companies to send mass messages to several individuals
quickly and at a low business cost. Electronic communication methods are often
used to reach outside business stakeholders or the general public. Electronic
communication is also used to communicate with international organizations or
individuals the time efficient manner.

Non-verbal communication is a mode of communication which uses body
language and various other physical gestures as a means for communicating.

Text 2
2. Read the text and make a list of business etiquette rules.

BUSINESS ETIQUETTE

Business etiquette is in essence about building relationships with people. In
the business world, it 1s people that influence your success or failure. Etiquette, and
in particular business etiquette, is simply a means of maximising your business
potential.

If you feel comfortable around someone and vice versa, better communication
and mutual trust will develop. This comfort zone 1s realised through presenting
yourself effectively. Business etiquette helps you achieve this.

Business etiquette revolves around two things. Firstly, thoughtful
consideration of the interests and feelings of others and secondly, minimising
misunderstandings. Both are dependent upon self-conduct. Business etiquette
polishes this conduct.

Business etiquette varies from region to region and country to country. For
the international business person, focusing too deeply on international business
etiquette would leave no time for business. However, there are some key pillars upon
which good business etiquette is built.

Your manners and attitude will speak volumes about you. They will point to
your inner character. If you come across selfish, undisciplined or uncouth your
relationship 1s unlikely to prosper. Appropriate business etiquette promotes positive
traits.

A reputation for delivering what you say will deliver goes a long way in the
business world. Remember, a reputation for integrity is slowly gained but quickly
lost. Understanding a particular country's business etiquette provides a framework
in which you can work without fear of crossing boundaries in terms of agreements,
promises and contracts.



Your character refers to what you as an individual bring to the business table.
Proper business etiquette allows you to exhibit your positive qualities. For example,
knowing when to be passionate and not emotional or self-confident without being
arrogant. Just through learning another's business etiquette you demonstrate an open-
mindedness which will earn respect.

Sensitivity and consideration underlie all good business etiquette. Being
prepared for foreign ways and methods and responding thoughtfully is achieved
through experience and business etiquette know-how. By avoiding
misunderstandings and misinterpretations through business etiquette you lay
foundations for a strong business relationship.

Avoiding thoughtless words and actions protects you from negative
consequences. Impulse often leads a business person astray. Business etiquette
encourages the careful thought of the interests of others and choosing acceptable
forms of expression.

Dressing appropriately, standing and sitting in the right place at the right time,
good posture and looking physically presentable are all elements in making a good
impression. Business etiquette teaches you how to suitably present yourself and what
to avoid.

Text 3
3. Read the text and say what conversation topics are safe and what topics are small
talk taboos.

BUSINESS SMALL TALK

Even if you're meeting to discuss business, ease into the conversation with
small talk, which helps you establish rapport with your companions. Some people
also consider it rude to launch immediately into "shop talk." Start with icebreaker
topics like the weather, books, movies and sports.

The topics of small talk conversations are generally less important than their
social function. The selected topic usually depends on any pre-existing relationship
between the two people, and the circumstances of the conversation. In either case,
someone 1nitiating small talk will tend to choose a topic for which they can assume
a shared background knowledge, to prevent the conversation being too one-sided.

Topics can be summarised as being either direct or indirect. Direct topics include
personal observations such as health or looks. Indirect topics refer to a situational
context such as the latest news, or the conditions of the communicative situation.
Some topics are considered to be "safe" in most circumstances: the weather, recent
shared experiences (for example "Good weather last night, wasn't it?"), television
and films, sports.

The level of detail offered should not overstep the bounds of interpersonal space.
When asked, "How are you?" by an acquaintance they do not know well, a person
1s likely to choose a simple, generalised reply such as, "Fine, thank you." In this



circumstance it would probably not be appropriate for them to reply with a list of
symptoms of any medical conditions they were suffering from. To do so would
assume a greater degree of familiarity between the two people than is actually the
case, and this may create an uncomfortable situation.

Small talk rules and topics can differ widely between cultures. Weather is a
common topic in regions where the climate has great variation and can be
unpredictable. Questions about the family are usual in some Asian and Arab
countries. In cultures or contexts that are status-oriented, such as China and Japan,
small talk between new acquaintances may feature questions that enable social
categorization of each other. In many European cultures it is common to discuss the
weather, politics or the economy, although in some countries personal finance issues
such as salary are considered taboo.

Keep your conversation professional and stay away from gossip and from
topics with the potential to be controversial or offensive. Whether you are with
clients or coworkers, don't discuss politics or religion, which can lead to a heated
debate instead of a friendly exchange, and don't tell jokes that could be interpreted
as racist, sexist or otherwise off-color. You’d better stay away from personal topics
such as someone's financial situation. Height, weight, clothing size, age, mental and
physical health and marital situations are other topics to avoid.

Text 4
4. Read the text and practice introducing yourself and other people in pairs or small
groups.

INTRODUCTIONS

According to some authorities, the most important thing about introductions
1s that they be done. Almost any error you make will be forgiven; what may not be
forgiven is failing to introduce someone at all.

Introductions in business are based on rank. The lower ranking person is
introduced to the higher-ranking person. Perhaps easier to remember is that you say
the name of the higher-ranking person first. Clients, senior executives or
distinguished guests would be in this category. You introduce people to them. “Ms.
Wilson (senior executive) I would like you to meet our new associate engineer, Tom
Hill. Tom this is Ms. Wilson, our CEO.”

Everyone in the organization is introduced to a client or customer—the name
of the customer is said first. “Robert Jones (your client) this is John Douglas, (your
boss), senior vice president of Systems Industries. John, this is Robert Jones,
Purchasing Agent, Silverstone Company.”

The name of an official or dignitary 1s said first, as, “Mayor Lee Brown I
would like you to meet Mary McKinney. A peer in your company is introduced to a
peer from another company. Say the name of the person from outside your company
first. A younger person is typically introduced to an older person. Say the older
person’s name first. Introduce your spouse to your boss. The bosses name is said
first. “Mr. Broderick, I would like to you to meet my husband, Martin Hammond.



Martin, this is Mr. Broderick, my boss.” All guests, unless they are dignitaries or
elderly, are introduced to the guest of honor.

Once again, the basis of business introductions is rank and then age, not
gender.

Always stand when being introduced. It shows respect. Only if you are elderly,
ill or physically unable to stand is it acceptable for you to remain seated while being
introduced.

When introducing two people, include some information about each of them.
Including extra information, such as their occupation, who their family is, mutual
interests or how you know each other provides a base from which two people can
start a conversation. If the gathering is a business function, the information you
include usually something you know the other two will have in common, an
occupational title, or something else that is work related.

Business skills
5. What would you do and say in the following situations? Discuss in pairs.

1. You pass a co-worker in the hallway and he asks “How are you?”. You
respond by:
A telling him that you have a cold
B.saying “Fine, thanks”
C.explaining that you are tired and stressed out in your job
2. A co-worker comes to your office to introduce you to a friend of his. You:
A.Smile and nod
B. You stand up, establish eye contact, smile and shake his hand
C.Give him a “high five”
3. Put these sentences in the best order. Put a number, 1-4, in the space.
A.Very well, thanks. Let’s get down to business, shall we?
B.I’m fine, thanks. How are you?
C.Hello again! How are you getting on?
D.Yes, all right.
4. Put these sentences in the best order. Put a number, 1-4, in the space.
A .Miss Smith, I’d like you to meet Ms. Jones.
B. Oh, please call me Liz.
C.How do you do, Ms. Jones?
D.And I’'m Claire.
5. Put these sentences in the best order. Put a number, 1-4, in the space.
A.Oh, yes. I’ve heard of you.
B.My name’s Alex White.
C.I"d like to introduce myself.
D.Pleased to meet you.

6. You're at a conference party. Match the comments (1-10) and replies (A-J).



1. It’s an interesting conference, isn’t A That’s right. I live in Prague.

1t?

2. How’s business?

3. Cheers!

4. You must try one of these.
5. Sorry, I didn’t catch your name. red.

B Don’t worry. I’ll have some
soda instead.
C Thanks. They look delicious.

D Yes please. I’ll have a glass of

6. Do you fancy another drink? E You’re very kind but I fancy
7. You’re from the Czech Republic, walking back.
aren’t you? F It’s Evelyn. Evelyn Burton.

8. I must get going,
9. Let me give you a lift back to your H See you tomorrow.

hotel.

G Cheers!

I Very good, thank you.

10. I’'m afraid there’s no more orange J Yes, it is.

juice.

Speaking

Use the instructions given to welcome visitors.

Step 1

Step 2

Step 3

Step 4

Step 5:

Step 6

Greeting visitors

Making  visitors
feel comfortable

Asking about
travel and hotel

Asking about
travel experience,
offering help

Discussing general

business

Getting down to
business

Say hello to your visitor, Mr. Matthews, and
welcome him. Use your own name and your
company’s name.

Make your visitor feel comfortable by offering to
take his coat.
Invite Mr. Matthews to sit down, and offer him
refreshments.

Ask Mr. Matthews about his flight. Show empathy
and ask Mr. Matthews where he’s staying.

Ask Mr. Matthews if he has been here before. Offer
to act as a guide.

Ask a general question about business. Say you
have heard the same thing recently
from John Myers, the local sales rep.

Suggest you start the meeting.
Ofter to look around town afterwards and get
something to eat.



UNIT 2

CAREER CHOICE

Warm up

1. Learn these 4 in-demand skills which may help to Boost Your Career.
Choose one as a career-driven goal for the new year. With a partner, explain
and justify your choice:

1. Learn a foreign language. In 2010, U.S. Secretary of Education Arne
Duncan said only 18 percent of Americans speak a language other than English.
When you can add a new language to your resume, you demonstrate initiative and
cultural competence, and you distinguish yourself from other candidates.

2. Brush up on your business and marketing skills. In a 2014 joint study by
Duke University and RTI International, 73 percent of employers said they would
appreciate job candidates who completed an applicable Massive Open Online
Course, otherwise known as MOOC. Impress your future employer by taking
itiative to learn the basics of business finance, content marketing or even
entrepreneurship.

3. Learn to code. The Bureau of Labor Statistics projects more than 200,000
job openings for software developers between 2012 and 2022. The median salary for
these professionals? $96,660. If you were ever considering becoming a developer,
now is the time to act.

4. Become a Data Scientist. Data science is quickly becoming a high-demand
field. A 2011 McKinsey Global Institute report estimates that by 2020, «the United
States could face a shortage of 140,000 to 190,000 people with deep analytical skills
as well as 1,5 million managers and analysts with the know-how to use the analysis
of big data to make effective decisions». This 1s the perfect time to start building
data science skills.

Vocabulary

applicable — cooTBeTCTBY IO, MPUMEHUMBIH

appreciate — [ICHUTh, TOHPABUTHCS

brush up — yaydmare, COBEpLUIEHCTBOBATH

career — Kapbepa

choice — BbIOOP

employee — COTpYAHUK, CITy>Kaliuid, pabOTHUK

employer — pabdoToaaresb

entrepreneurship [,bntropra’n3:JIp] — npeanpuHAMATEIBCTBO

get in the way — memare
in-demand skills — BocTpeOOBaHHbIE HABBIKA



Passion Posse [‘p2sI] — rpynna € IMHOMBIIUICHHUKOB

pursuit — CTpeMJIEHUE

resume = curriculum vitae — pe3rome

salary — 3apaboTHas miara

software developers — pa3paboTUMKK MPOrPaMMHOIO 00ECIICUCHHUS
support — moAACP>KUBATh, MOAACPIKKA

2. Complete the sentences with the words in the box. Use each word (or a
phrase) only once.

employees salary got in the way support
resume employer in-demand skills
1. The was a Dutch company which used the same form of

contract to employ Europeans for work outside the UK.
2. If you would like to be considered for the job, please submit your

3. Your skills are like never before.

He was reluctant to take the post for one reason: he felt that the
was not high enough.

. The company has more than 2,000 worldwide.

. In January they are opening 15 centers which will up-date teachers'
in maths, science and computer education.

. I completely your decision to start business.

. We had almost reached an agreement, but some unimportant details

=

W

o)

~]

o0

3. Match words from A and B to make a word combination. Use them in the
sentences of your own.

A B
1) career a) skills
2) in-demand b) salary
3) software c) failure
4) definition of d) choice
5) monthly e) factors
6) success ) developers
Reading

TEXT 1

1. Read and translate the text. Give one more title for the text

Making the Right Career Choice



As the world changes decade after decade, so the options for career
opportunities also change. Career choice has become a complex science with the
advent of computer technology. A full-time life employment should be a matter of
your graduation or certification from a professional institution.

Have you ever found yourself so excited about something that the energy it
generates just seems to pull you along? Begin exploring your passions and
discovering ways, whether big or small, to incorporate them into your life.

Get to know yourself

Take some time to do some serious self-exploration. Make a list of all the
things in your life -- from childhood through now -- that you have really enjoyed.
Items could be related to work or play, an event, or a period of time in your life.

Once you have your list, pick one item and start digging into the reasons why
you enjoy it. Get beyond what you love doing, and break it down into the underlying
characteristics. Think of it as identifying your passion's building blocks.

Brainstorm

Once you have a picture of what you like, brainstorm ways you could
incorporate them into your life. Write them down or keep in your mind and carry a
small paper with you to record your flashes of inspiration. Have a brainstorming
session with friends. Above all, be creative. Don't confine yourself to the logical and
rational. You never know what crazy idea is going to spark the Big One.

Explore

Ask, ask, ask! Once you have identified some things you think you might be
interested in, identify people who are knowledgeable in those area(s) and contact
them. Explain that you are exploring your options. You'll get some fantastic insights
if you make this a habit.

Identify your obstacles

What things are getting in your way? Make a list. Maybe they're real — financial
obstacles like a mortgage, the kids' tuition, etc., or perhaps the need for more
training. Maybe they are internal. What's stopping you? Fear? Self-doubt? Simple
nertia?

We all have little voices in our heads that tell us «you can't do that», «you're
not good enough», «what will they think», etc. What are your voices saying?
Identifying and acknowledging your obstacles is the first step in taking their power
away.

Create a Passion Posse

In interviews with people who have followed their dream, the most commonly
mentioned success factor has been the support of the people around them.

Create a Passion Posse to support you in your pursuit. Friends, family, and
colleagues can all be a great source of support and inspiration as you make your
journey. It can be an informal support network, or a regularly scheduled meeting to
exchange ideas and brainstorm solutions to challenges.

Re-examine your definitions of success and failure

What is your definition of success? Our culture places a lot of emphasis
material accomplishments and status. Unfortunately, those things get in the way of
real happiness for a lot of people. Your definition of success should come from your



heart, and then try to move toward it as well.

Our definition of failure, which tends to be all or nothing, also gets in the way.
If you try something and it doesn't pan out, how do you see that? Is it a failure? Or
1s it an opportunity to learn from what you did and apply that knowledge to your
future efforts? Think of it as a step in the right direction.

Make a plan

Map out your Passion Pursuit. Whether that should be a high-level overview
or a gradual action plan is up to you — you know how you work best.

Creating a plan will force you to think things through and add some
comfortable structure and will also offer you next critical steps.

Act! Today!

Don't wait! Do something right now that will move you toward your passion.

Commit to making it happen

Let it out of your brain. Say, «I will do this». Say it out loud to yourself. Say
it to a friend. Put it in writing and put it where you can see it. Once it's out in the
open it will have room to grow. And that's exactly what you want!

6. Translate the phrases into English:

1) monHasi 3aHATOCTH, 2) BBECTM B CBOK KM3Hb, 3) MPOBECTH CEPHE3HOE
CaMOWMCCIIEIOBAHUE; 4) COCTABUTh CIIACOK; 5) MYHKTHI CIIMCKA MOTYT OBITh CBSI3aHBI
¢, 6) MONYYMB COMCOK TOTO, YTO BBl JIOOMTE JIENATh, BBIACIUTE U3 HETO Oa30BbIE
XapaKTEPUCTHKKW; 7) BCHBIMIKA BIOXHOBEHMS, 8) IIFOAM, KOTOpBIE 0O0NanaroT
3HAHUSIMH B 3TOM oOnacth; 9) Uto crout Ha Bamem nytu? 10) mogaepkuBaTh Bac B
BanieM crpemicHun;, 11) onpeneneHue ycnexa, 12) NPUMEHSTH MMOJYYEHHBIE
3HAHUSL.

7. Decide whether these statements are true or false. Consult the text above.

1. Nowadays career choice has become a science.

2. You can’t get to know yourself without doing some serious self-exploration.

3. Keep everything you like doing in your mind, don’t contact anybody.

4. You shouldn’t think of any obstacles while making a career choice.

5. It’s of importance to define the ideas of success and failure.

6. You should think your passion through for a long time before moving toward
it.

8. Make a list of three words from the text above you haven’t known before.
With a partner, define their meaning in the words of your own and make
sentences.

Example:

Brainstorm — a group discussion to produce ideas: The teacher started a
brainstorm to help students in understanding the concepts.

TEXT 2

9. Read the text and discuss the questions.



1. Why should you get some facts about the company you want to work at prior
to the interview?

2. Why is it necessary for you to be yourself in a job interview?

3. What ideas expressed in the text do you agree /disagree?

How do you answer "Why do you want to work here'
in a job interview?

You have to ask, and answer, this question yourself, prior to the interview.
Investigate the company, remember what you like about the company: its products
/services, positive things it has done for the community /society, how you think you
can help the company succeed, etc. And let them know you're interested in them
because of the positive things they have done and give examples, or of a problem
they may be having and how you are the solution to that problem.

Here 1s more advice:

The most important thing is to be honest and genuine answering such questions
as: Why do you want to work at the company? Why are you applying there instead
of somewhere else? Do you think it will suit your personality and that you might fit
in there? The interviewer wants to find out if you're the sort of person who will
succeed at the company. That's what you want, too. You don't want a job you'll fail
at. So, be yourself. Show your genuine enthusiasm for the position.

You need to research the company you want to work for and read their job
description. Look at their website. Find out who they are, what they do and why
you'd want to work there. The WORST thing you can do is showing up at an
interview knowing nothing about the company! Once you know about the company
you can answer this question more easily.

Here's an example: «Based on the research I've done, the company is an
industry leader. When I visited your web site, I found some impressive information
about the future projects you have planned. I was also impressed with the founders'
backgrounds and the current financial statements. This is the company ['ve been
looking for, I want to be where things are developing, changing, and growing. And
I want to make a meaningful contribution to that development and growthy.

Do NOT make the answer all about you. The employer does not care if you
want to advance your career, make more money or get better benefits. In this portion
of the interview they want to know what you are going to do for them.

When you are asked the questions about your skills and intentions, you can tell
them how your background qualifications are transferable, and to work for (this
company) will be a challenge and rewarding OR after extensive research, you have
found that this company is best suited to your personal needs and therefore will allow
you to make a greater contribution to your company than any other. Usually, this
question is asked to find out how you know about the organization's product(s) and
culture. So do your research and connect to the company's mission statement and the
company's core values.

Honestly, if you need a job and you are asked that question, then say you need
ajob and intend to work hard at the job and to become more valuable to the company.



If it's a career improvement, say so. Say that you want to work there because you
like the company and give some reasons why. For example: their levels are high and
that 1t has a comfortable and efficient work environment OR you have viewed their
website and can see this is a company with solid foundations and excellent values.
Compliment them.

Other examples:

— Your company offers a challenging position in which drive, tact, and
problem solving skills are essential.

— I believe that my training, skills, and personality are a very good match for
this position, and I am excited about the possibility of my working with this
company.

— T have heard and read about your company and I believe that I'm a very
good fit for the position that we've talked about. I know that I can be valuable and
happy here.

— My skill set can make a difference here. My qualifications seem a perfect
fit for this position, and it presents the challenge and opportunities that I need to be
productive and happy.

10. Summarize each of the given advice for a job interview in one sentence.
Compare your sentences with the partner’s.

11. Match given English phrases with the Russian ones. Use phrases in the
sentences of your own:

1) a job interview, the company’s products and services, to help the company
succeed, to work at the company, financial statements, to make a meaningful
contribution, problem solving skills, to be fit for the position, to be valuable and
productive;

2) pabotatb B KOMIIAHMM, COOTBETCTBOBAaTh MJOJDKHOCTH, (DUHAHCOBAS
OTYETHOCTb, BHECTM 3HAUYMMBIA BKJAJA, TOBApbl M YCIYTM KOMIAHUM, OBITh
NOJIE3HBIM M PE3YJbTATUBHBIM, COOECEIOBAHUE, HABBIKM PpEHICHUS TPOOJIeM,
NOMOYb KOMIAHUM TOOUTHCS ycrexa.

Business Skills / Writing

The curriculum vitae
12. Study Fiona Scott’s CV carefully to see how the information is presented
and decide where each of the following headings should be placed.

References Interests Personal Details Objectives
Professional Experience Education Skills

1.

Fiona Scott

58 Hanover Street



Edinburgh BHg 8LM

Scotland

E-mail: fiona.skott@ caledomia.net
2.

To obtain a position of chief editor that will allow me to use my knowledge, my
experience and take advantage of my desire to work in your company.
3

2014-2018: London Chamber of Commerce and Industry

Diploma in Public Relations

2011-2014: University of London

BA (Honours) In Journalism and Media Studies (Class H)
2008-2011: Fettes College, Edinburgh

A-levels in German (A), English (B), History (B) and Geography (C)
4.

2018 to present: Scottish Wildlife Trust

Department of Public Relations

Responsible for writing articles on all aspects of the Trust's activities and ensuring
their distribution to the press.

Editor of the Trust's monthly journal.

In charge of relations with European environmental agencies.
Summers of 2012 and 2013:

Assistant to the sports editor.

Arranging and conducting interviews.

Preparations of articles

5.

Cross-country skiing, rock-climbing and swimming.

Secretary of the local branch of 'Action’, an association organising summer camps
for disabled children.

Communication skills, flexibility.

6.

Office 2010, PowerPoint

Fluent German and good working knowledge of French

Driving licence (car and motorcycle)

7.

Geoffrey Williams, Bill Denholm,
Professor of Journalism, Sports Editor,
University of London Glasgow Herald

OR
Available upon request



13. Read the text. Write your CV using the tips from the text and CV
vocabulary.

CV writing tips

A well-written curriculum vitae (CV) is your ticket to a job you seek. Winning
CV must present your skills, talents and get you hired. CV must be in the relevant
format. Why is it so important? An employer expects to see a well-structured and
perfectly-organized information from the applicant who will actually obtain the
position. Here are tips how to make your CV to prove your worth.

1. Keep CV simple. Your curriculum vitac must be concise. Your curriculum
vitae must be easy to read. Your curriculum vitae must sell you. And your
curriculum vitae must be tailored to what the reader is looking for.

2. CV needs to be a length that can be scanned easily by a reader so that he can
pick out the relevant information in the shortest amount of time. Do not list
everything you have ever done — the employer simply will not read it. He will move
on very quickly to the next candidate. At the same time CV must provide enough
detail to interest the reader. Consider fleshing out your skills and experience.

3. CV must be targeted. It means writing a slightly different version for each
job application. Every employer is different, so you need to highlight different skills
according to their requirements.

4. Do not use ‘I’, ‘my’ or ‘we’. CV must sound more objective, businesslike
and professional.

5. CV should include: 1) your name; 2) personal details or contact information
(address, phones, and email);, 3) profile — personal characteristics (industrious,
efficient, sociable; highly-motivated, accurate, reliable, creative, even-tempered,
etc.); 4) education (from secondary education onwards); 5) work experience (put
your last job first, try to bring out as many aspects of the job which draw out the
skills relevant to the type of positions you are applying for).

6. If you are sending your CV to a prospective employer, it is essential that you
send it with a covering letter. It often provides the first direct contact between a
candidate and an employer. That’s why you need to create a good impression so that
the employer will want to read your CV. It will have more impact if it is individually
written in response to a particular role or advertisement.

CV vocabulary
professional experience OTIBIT padOTHI
covering letter COIMPOBOIUTEIILHOE MUCHMO
references  are  available  upon pexomeHmaUUK JIOCTYITHBI
request 10 3aIpocy
job goal 1ETb TOUCKaA PadOTHI
key functions KITFOUEBBIE (PYHKIIAA
main achievements [JIABHBIC TOCTHXKCHUS

core skills KJTFOYEBbIE HABBIKHA



Worked on... /worked as... /worked
with... /developed... /organized...

establishing effective relationships

developing and
policies and procedures
advised and informed clients

built up contacts and positive working
relationships with. ..

dealt with customer queries and
complaints in a  professional
manner

customer support

searching new clients

participating in projects

negotiating with clients

analysed media coverage

implementing

reporting
optimization of existing processes

market/competitors’ analysis
making presentations
conducting training courses
budgeting

staff recruiting and development
staff management and motivation
organizing events

to go on business trips

full-time employment

part-time employment

at a salary of

responsibilities, duties
graduated with high honors

to cancel an appointment
experienced

till present

join the company

PaGotan Han... /paboTan B Ka4eCTBeE. ..

/pabotanmn  c... /pazpabotan... /
OpraHu30Ball. ..

YCTAaHOBJICHUE 3(ppeKTUBHBIX
OTHOILICHAMN

pa3paboTKa W BHEAPCHHUE TMOJUTUK M
HpOHEAYyp

KOHCYJIbTUPOBAJ KIIMEHTOB
yCTaHABJIMBAJ KOHTAKTHI U MO3UTUBHBIE
padboyKe OTHOLIEHUS C. ..

Ha npodeccnoHaTEHOM YPOBHE
paboTtan ¢ 3anpocamMu M kajodamu
notTpeduTeneit (KITMEHTOB)

noJIICPIKKa KITMEHTOB

MOUCK HOBBIX KITHEHTOB

y4acTHe B MPOEKTaX

BEJICHUE TIEPETOBOPOB C KIIMEHTAMU

MPOBOIUJ aHanm3 OCBCIICHUS
B CMH

BEJICHUE OTUCTHOCTH

ONITHMH3AIAS CYIIECTBY FOIIIMX
MPOIIECCOB

aHaJIN3 PbIHKA/KOHKYPEHTOB
[IPOBEICHUE MPE3CHTALAN
MPOBECHUE TPEHUHIOB
(dhopmupoBaHue OrOKETA

moa00p mepcoHasna

YTPABJICHAE U MOTHUBALMSI KOMaHIb
OpraHu3aiyst MEpOIPUITHI
€37UTh B KOMaHIMPOBKHU

paboTa Ha NONHBIA padounii JCHb
paboTa 1Mo COBMECTUTENIBCTBY

¢ 3apaboTHOH MmIaToi
00s3aHHOCTH

OKOHYEH C KPaCHBIM JUILIIOMOM
OTMEHUTH BCTPEUY

OIIBITHBIN

M0 HACTOSAIIECE BPEMsI

NOCTYMUTH Ha padOTy B KOMIAHUIO



UNIT 3
PRESENTATIONS

Warm up

1. Discuss the following questions:
a) What is a presentation?
b) For what purposes are presentations made in business?
C) What makes a presentation effective?
d) What is the worst presentation you have ever seen?

€) Even experienced presenters can make mistakes during a presentation. Can
you give any examples of typical mistakes?

Reading

2. What are the most important keys for a successful presentation? Choose five of
these and rank them. You can use some of your own if you prefer.

Some Hints for a Successful Presentation
Preparation

¢ Planning. Plan your presentation carefully. Thorough preparation will make
you more confident and help you to overcome your nervousness.

e Objectives. Think about what you want to achieve. Are you aiming to inform,
persuade, train or entertain your audience?

e Audience. Whom exactly will you be addressing? How many people will be
attending? What do they need to know? What do they already know? What will they
expect in terms of content and approach?

¢ Content. Brainstorm your ideas first. Then decide which are most relevant and
appropriate to your audience and to your objectives and carry out any research that
1s necessary. Be selective! Don't try to cram too much into your presentation.

e Approach. A good rule of thumb is to tell your audience what you're going to
say, say it, then tell the audience what you've said. Try to develop your key points
in an interesting and varied way, drawing on relevant examples, figures etc. for
support as appropriate. You might also like to include one or two anecdotes for
additional variety and humour.

e Organization. Think about how you will organize your content. Your
presentation should have a clear, coherent structure and cover the points you wish to
make in a logical order. Most presentations start with a brief introduction and end
with a brief conclusion. Use the introduction to welcome your audience, introduce
your topic/subject, outline the structure of your talk, and provide guidelines on
questions. Use the conclusion to summarize the main points of your presentation,
thank the audience for their attention, and invite questions.

If you have a lot of complex information to explain, think about using some



charts, diagrams, graphs etc., on an overhead projector or flipchart. Visual aids can
make a presentation more interesting and easier to understand, but make sure they
are appropriate and clear - don't try to put too much information on each one.

e Rehearsal. Allow time to practise your presentation — this will give you a
chance to identify any weak points or gaps. You will also be able to check the timing,
and make sure you can pronounce any figures and proper names correctly and
confidently.

Language

e Simplicity. Use short words and sentences that you are comfortable with.
There is no benefit in using difficult language.

e Clarity. Active verbs and concrete words are much clearer and easier to
understand than passive verbs and abstract concepts. Avoid jargon unless you
are sure all your audience will understand it.

e Signalling. Indicate when you've completed one point or section in your
presentation and are moving on to the next. Give your audience clear signals as to
the direction your presentation is taking.

Delivery

e Nerves. You will probably be nervous at the beginning of your presentation.
Don't worry — most people are nervous in this situation. Try not to speak too fast
during the first couple of minutes — this is the time you establish your rapport with
the audience and first impressions are very important. You may find it helpful to
memorize your introduction.

e Audience rapport. Try to be enthusiastic — your interest in the subject matter
will carry your audience along. Look around your audience as you speak — eye
contact is essential for maintaining a good rapport. You will also be able to pick up
signals of boredom or disinterest, in which case you can cut your presentation short.

eBody language. Stand rather than sit when you are delivering your
presentation and try to be aware of any repetitive hand gestures or awkward
mannerisms that might irritate your audience.

e Joice quality. You must be clearly audible at all times - don't let your voice
drop at the end of sentences. If you vary your intonation, your voice will be more
interesting to listen to and you will be able to make your points more effectively.

e Visual aids. Use your visual aids confidently, making sure you allow your
audience time to absorb information from flipcharts and transparencies.

e Audience reaction. Be ready to deal with any hostile questions. Polite,
diplomatic answers are a good disarming tactic, but if you should find yourself
'under fire', suggest that the audience keeps any further questions until the end of the
presentation and continue with your next point.

Business skills: Presentations

3. Look through the following list of key functions and useful language for making
presentations.



Functions Useful language
Welcoming your | Good morning, ladies and gentlemen
audience Good morning, gentlemen
Good afternoon, ladies and gentleman
Good afternoon, everybody

Outlining
structure

your

To start with I'll describe the progress made this year. Then I'll
mention some of the problems we've encountered and how we
overcame them. After that I'll consider the possibilities for
further growth next year. Finally, I'll summarize my

presentation (before concluding with some
recommendations).
Introducing your | | am going to talk today about...

subject

The purpose of my presentation is to introduce our new range
of...

Giving Do feel free to interrupt me if you have any questions.

instructions about | I'll try to answer all of your questions after the presentation.

questions I plan to keep some time for questions after the presentation.

Starting I'd like to start by...
Let's begin by...
First of all, I'l...
Starting with...
I'll begin by...

...and starting | Now we'll move on to...

another Let me turn now to...
Next...
Turning to...
I'd like now to discuss...
Let's look now at...

Finishing one | Well, I've told you about...

subject... That's all I have to say about...
We've looked at...
So much for...

Ordering Firstly...secondly...thirdly.. lastly...
First of all...then...next...after that...finally...
To start with.. later...to finish up...

Analysing a point | Where does that lead us?

and giving | Let's consider this in more detail...

recommendations | What does this mean for ABC?
Translated into real terms..

Giving an | For example,...

example A good example of this 1s...
As an illustration, ...
To give you an example,...

To illustrate this point...




Dealing with
questions

Now Tl try to answer any questions you may have.

Can I answer any questions?
Are there any questions?
Do you have any questions?

Are there any final questions?
We'll be examining this point in more detail later on...
I'd like to deal with this question later, if I may...
Il come back to this question later in my talk..
Perhaps you'd like to raise this point at the end...
I won't comment on this now...

Summarising and
concluding

To conclude,...
Now, to sum up...
Right, let's sum up, shall we?

So let me summarise/recap what I've  said.
Finally, may I remind you of some of the main points we've
considered.

In conclusion,...
I'd like now to recap...
Let's summarise briefly what we've looked at...
Finally, let me remind you of some of the issues we've
covered...

If I can just sum up the main points...

Many thanks for your attention.
May I thank you all for being such an attentive audience.




Vocabulary

4. Complete the following presentation excerpts with suitable words:

1-14: after that, finally, to start with, specifically, outline, bring you up to date,
illustrate, purpose, then, thank, sum up, describe, tell you, concluding;

15-28: indicated, talked, you will notice, draw your attention, interrupt, expand,
move on, options, priority, referring, in conclusion, on balance, recommend,
pointed out

'Good afternoon, everybody. I'd like to (1)... you all for being here.'

'My (2)....today is to (3)....about our corporate strategy for the next decade, and, more
(4)..., to (5)... with our plans for Europe.’

‘(6)... I'd like to (7)... briefly our current marketing policy in the UK. (8).... I'll
(9)... some of the problems we're having over market share. (10)... I'll (11)... the
opportunities we see for further progress in the 21st century. (12)... I'll quickly (13)...
before (14)... with some recommendations’.

'Please feel free to (15)... me if you have any questions at any time.'

'Now I'd like to (16)... to Chart B showing our sales revenue and pre-tax
profits over the last ten years. (17)... that although turnover has risen, our profits
have not increased at the same rate’.

‘I've (18)... about our current position in the UK and I've (19)... some of the
problems we are facing. Well, what (20)... are open to us now? Where do we go
from here?'

'As I have already (21)... I think our first (22)... must be to build on the
excellent results we have achieved in certain European markets. I'm (23)... of course,
to Italy and Spain. Let me quickly (24)... on those successes before we (25)... .

'We should not forget the French market. Admittedly our results there have
been poor so far, but there are signs the market is changing and we can learn a lot
from our mistakes. (26)....though, I think we stand to gain most from concentrating
on southern Europe and I strongly (27)... we put all our efforts into further expansion
in Italy, Spain and possibly Greece.'

'(28)... may I thank you all for being such an attentive and responsive
audience. Thank you also for your pertinent questions. Are there any final
questions?'



Speaking

5. Work in pairs. What are the parts in the structure of the presentation? What
are the appropriate strategies of the speaker at different stages? Do the quiz.

1. Most presentations are organized in three parts. Match the parts of presentation
(1-3) with the functions they include (A-H). Some parts include more than one
function.

1 Beginning A welcome your audience
Short introduction B summarize your presentation
2 Middle C introduce your subject
Body of D thank your audience
presentation
3 End E explain the structure of your presentation
Short conclusion ~ F  present the subject itself
G explain rules for questions
H invite questions

2. Here are some things to do at the beginning of a presentation. Put them in a
logical order. Put a number, 1-5, in the space.
give instructions about question
introduce your subject
outline the structure of your presentation
welcome your audience
introduce yourself
3. Choose the proper way to start a presentation.
A.Are we all here? Good, well if we look at the first slide you'll see our
profits for 2017...
B.Hello ladies and gentlemen. Thanks very much for coming along today.
My name is John Brown and today I'll be talking about .........
C.Hello everyone. Could you wait for a while? There are some problems
with the computer...
4. Here are some more things to do in the rest of the presentation. Match the
headings (1-3) on the left with the phrases on the right (A-H).
1 Connecting the A Thank you for listening
points
2 Referring to slides
3 Finishing

Let’s move on to ...

Are there any questions?

This diagram shows. ..

So, in conclusion. ..

As you can see...

My next point is...

If you look at the next slide ...
5. Choose the proper way to comment on the slides.

TOTmmgaQw



A.Well, as you can see in this slide, energy savings increased significantly
as we implemented our strategy...
B.In January 2017 there was a saving of £293, in February there was a saving
of £300, in March...
C.Here's the next slide. Is it OK? Let’s move on...
D.Oh dear! I'm awfully sorry but we seem to be having some technical
problems with the projector.
6. Suddenly, someone asks a question. How do you respond?
A.Look, I said at the start that I'd be happy to take questions at the end...
B. That's a very interesting question...Er...OK...
C.Would you mind if I came back to your question at the end? It's just that
I'm rather conscious of the time...
7. You have reached the end of your presentation. What do you say?
A. 'T'm terribly sorry but I seem to have taken too long, so we don't actually
have time for any questions! However, if you grab me after the session
I'll be happy to answer any questions you might have.'
B. If you have any questions, I would be happy to answer them now...
C. Any other business?

6. Discuss in small groups, report to the class.

1. Give some tips for making a good business presentation. How to get
started and plan your presentation?

2. How to better organize the content of your presentation? What parts does
a standard presentation contain?

3. What should be said in the introduction? How to get the attention of your
audience from the very beginning?

4. What are the rules for making efficient visual aids?

5. What are the things to remember when delivering your speech to the
audience?

Find Out & Report

7. Make a short presentation of a company. You may speak about any famous
company or the company you work for.

Stick to the plan:
— Name
— Location
— Company history
— Activities
— Products/ Services



— Target customers

— Company structure, number of employees
— Main markets

— Main competitors

— Finance: revenue, profit

Use the sample presentation:

COMPANY PROFILE

Good morning, ladies and gentlemen, thank you for coming. My name 1s Sarah
James, and I’'m here to give a brief presentation on the company. My talk is very
short so please keep your questions to the end.

The first part of my presentation is about the company structure of Pizza Hut (UK).
The second part looks at the present activity of the company in the UK, and in the
last part [ want to talk about our future plans.

First, the structure. Let’s start with the parent company. As you know, Pizza Hut
(UK) 1s a subsidiary of Tricon Global Restaurants. There are other brands in the
group, such as KFC and Taco Bell. The President of Pizza Hut (UK) is Jon Prinsell.

Now, let’s look at our present activity. Business is very good. People in Britain like
pizzas! We have sales of over £ 300 million from 400 outlets. We employ about
16,000 people. In Britain our brand is very well-known. 80% of the population eat
at Pizza Hut at least once a year. On top of that, we deliver 75,000,000 pizzas to
people’s homes. Pizzas are our main product, but we also sell a lot of pastas, salads,
desserts, and drinks.

Finally, the future. In the next ten years we plan to open at least another hundred
restaurants. At the moment our market share of all meals in restaurants in Britain is
6 %. We would like to increase that number to 10 % in the next ten years. With our
customers and our staff, that aim is possible.

Thank you for listening. Do you have any questions?

UNIT 4

MEETINGS AND NEGOTIATIONS
MEETINGS

Warm up

1. Discuss the following questions:
a) What are the main reasons for holding a meeting?



b) What is the role of the chairperson?

¢) Why are so many meetings unsuccessful?

d) Describe a meeting that you have attended recently. How effective was it
and why?

Vocabulary

2. Complete the following sentences with appropriate words from the list:

agenda casting vote consensus minutes circulate
chairperson  items arising conduct apologies

a)In all formal meetings and most informal meetings, there is a ... whose job
it 1s to ... the business of the meeting and to ensure that the meeting's objectives are
achieved.

b) It is helpful in both formal and informal meetings to have an ... listing
the points that are to be discussed. It is usual to ... this in advance so that participants
can prepare adequately for the meeting,

¢)If there are too many ... on the agenda, it 1s inevitable that the meeting will
be over-long and so less effective.

d) After formal meetings the secretary writes up the ... , an official record
of the discussion that has taken place.

e)If you cannot attend a meeting, it is customary to send your ... to the
chairperson, who reads out the names of any absentees at the beginning of the
meeting. After naming absentees, the chairperson may ask if there are any matters
... out of the minutes of the last meeting.

f) When decisions must be taken, the chairperson hopes there will be a ... on
what should be done. Otherwise, a vote must be taken and sometimes the votes for
and against are equal. If this happens, the only way to break the deadlock is for the
chairperson to give his or her ... .

Reading

3. Before you read the text, look at the title. What do you think the article is
about?

How to Waste Time at Work
(by Nancy Roman)

“Meetings are indispensable

when you don't want to do anything.”

John Kenneth Galbraith

Many people don’t understand the value of wasting time at work. They’re afraid

of getting caught or fired for being too slack, so they work diligently through the
entire workday.



Now, there’s a more effective way to waste your time and your team’s time
without getting into trouble. Call a meeting. Meetings are the perfect place to waste
time. Be sure to take full advantage of this opportunity.

1. Meet whenever you want

Team meetings should be held whenever a team member has new information
to share (or wants to catch up on the office gossip). These meetings should not have
a purpose or an objective to achieve, and should not be used for decision-making
and problem-solving. If you decide to use other forms of communication, such as
emails or memos, remember that you will be cutting down on the time wasted during
meetings.

2. Include everyone in the meeting

Team meetings should follow the saying, “the more, the merrier.” All team
members and anyone else who wants to participate, should be invited to each
meeting (especially those who tell great jokes and make the meetings entertaining).
Try to avoid including team members who will help achieve the meeting’s objective;
therefore, wasting less time during the meetings.

3. Agendas are not needed

The problem with using an agenda is that it lets team members know the
following:

- The time the meeting will begin and end: If team members know the meeting
times, they will help keep the meeting on schedule.

- The location: If you tell team members where the meetings will be held, they
will know the meeting place and will arrive early, causing the meeting to start on
time.

- The purpose of the meeting: If team members don’t know what the meeting
1s for, they will most likely attend out of curiosity, increasing the amount of
participants and causing chaos.

- The 1ssues to be discussed: If team members know what will be talked about
during the meeting, they may come prepared to focus on those issues. The lack of
an agenda will lower team member’s expectation for what will be accomplished
during the meeting, and will ensure a relaxed pace that can waste additional time.

If you do decide to distribute an agenda, do not hand it out before the meeting
or team members will come prepared. Be sure the outline 1s unclear, and supply a
limited amount of copies so only a few participants know what’s going on during
the meeting.

4. Start the meeting late

Team meetings should not start on time. If you begin a meeting on time, you
risk ending on time, thereby wasting less time. Team members should not be
expected to arrive prior to the start time, so it is important to wait for all members
before beginning the meeting. The longer you make the prompt team members wait,
the more you encourage them to arrive later and later; therefore, wasting more time
during meetings. This courtesy will create positive feelings about meetings in the
future.

5. Avoid meeting roles

To avoid having team meetings run effectively, stay away from assigning



meeting roles and responsibilities. The following could diminish the time wasted
during your meetings:

- A team leader would ensure the agenda and correct meeting processes were
followed.

- A timekeeper would keep the meeting on schedule.

- A gatekeeper would keep the team focused on the topic at hand.

- A scribe would write down all agreed-upon decisions and actions, and would
record target dates and who is responsible.

- A recorder would write out all brainstorming ideas on a flip chart.

The less you involve team members in the meeting process, the less structure
there will be, thus more time will be wasted.

6. End the meeting late

Ending team meetings on time causes you to have to go back to work. The
longer the meeting, the later the meeting ends, the more time you waste.

7. Do not post meeting minutes

This last step is easy. If you don’t write down the action items during the
meeting, you won’t have minutes to publish afterwards. In addition, if you didn’t
have an agenda for the meeting, no one will expect minutes anyway.

Writing out and posting minutes reminds people of what they agreed to do in
the meeting, which causes things to be done at work. Posting the minutes could also
make team members remind and encourage each other to complete the activities.

Remember, everyone knows meetings are a huge waste of time, so use them
often. With a little effort no one will ever know how little you do.

Comprehension

4. We hope you understand that the article you have read i1s humorous but it still
gives food for thought.

Look through the article again and say what rules should be observed to make
meetings more productive and efficient.

Business skills: Getting the most out of meetings

If you work for a company where meetings are held in English, you may have
had one or these problems:

- being unable to say what you mean clearly and concisely;
- being unable to understand others — especially if they joke, go off the point,
or speak too quickly;
- what the action points are — and what you're expected to do;
- being unable to concentrate for long periods of time on complex or detailed
discussions;
- being shy (not willing to initiate a discussion, even though you have plenty
of things to say).

5. Look through the following list of useful language for participants of a meeting.



It will help you to be more confident and get the most out of your meetings.

Functions Useful language
(Mister/Madam) chairman.
Getting the | May I have a word?
Chairperson's If I may, I think...
Attention Excuse me for interrupting.
May I come in here?
I'm positive that...
Giving Opinions | | (really) feel that...
In my opinion...
The way I see things...
If you ask me,... I tend to think that...
_ I totally agree with you.
Agreeing Exactly!
That's (exactly) the way I feel.
I have to agree with (name of participant).
‘ ‘ Unfortunately, I see it differently.
Disagreeing Up to a point I agree with vyou,  but.
(I'm afraid) I can't agree

_ Please, could you...
Requesting I'd like you to...
Information Would you mind...

I wonder if you could...
o Let me spell out...
Clarifying Have I made that clear?
Do you see what I'm getting at?
Let me put this another way...
I'd just like to repeat that...
Asking for |I don't quite follow you. What exactly do you mean?
Clarification I'm afraid I don't quite understand what you are getting at.
Could you explain to me how that is going to work?
I don't see what you mean. Could we have some more details,
please?
I'm afraid I didn't understand that. Could you repeat what you
Asking for just said?
Repetition I didn't catch that. Could you repeat that, please?
I missed that. Could you say it again, please?
Could you run that by me one more time?

_ Sorry, [ think you misunderstood what [ said.
Correcting Sorry, that's not quite right.
Information I'm afraid you don't understand what I'm saying.

That's  not  quite what I had in  mind.
That's not what I meant.

Chairing meetings
It can be difficult to chair an international meeting if your first language 1s not



English. The role of a chairperson is to make sure that the objectives of the meeting
are met, and that the people attending the meeting know what they need to do next.
The chair should also make sure that everyone in the meeting can participate and
understand what's going on. To chair a successful meeting, you need to keep to the
agenda and time constraints, and also be sensitive to people and clarify or summarise
where necessary.

The chair directs the meeting dealing with the meeting formalities and making
sure that the points on the agenda are covered

6. Look through the list of useful language for chairing a meeting.

Functions Useful language

Opening Good morning/afternoon, everyone.
If we are all here, let's get started / start the meeting / start.

_ Please join me in welcoming (name of participant)
Welcom}ng and | we're pleased to welcome (name of participant)
Introducing I'd like to extend a warm welcome to (name of participant)
Its a pleasure to welcome (name of participant)
I'd like to introduce (name of participant)

‘ We're here today to
Stating the lrd  like to  make sure  that  we
Principal Our main aim today is to
Objectives I've called this meeting in order to ..

‘ Have you all received a copy of the agenda?
Introducing  the | There are X items on the agenda. First, ... second, ... third, ...
Agenda lastly, .
Shall we take the points in  this  order?
If you don't mind, I'd like to go in order today.
skip item 1 and move on to item 3
I suggest we take item 2 last.

(name of participant) has agreed to take the minutes.

Allocating (name of participant), would you mind taking the minutes?
Roles (name of participant) has kindly agreed to give us a report on ...
(secretary, (name of participant) will lead point 1, (name of participant)

participants) point 2, and (name of participant) point 3.
(name of participant), would you mind taking notes today?

‘ We will first hear a short report on each point first, followed by
Agreeing on the | 4 discussion of
Ground ~Rules |1 gugoest we go round the table  first.
for the Meeting | [ et's make sure we finish by

(contributions, |4 suggest we
t1m1'ng, There will be five minutes for each item.
de01§10n- We'll have to keep each item to 15 minutes. Otherwise we'll
making, etc.) never get through.

So, let's start with

Introducing the




First Item on the | I'd suggest we start with. ..

Agenda Why don't we start with...
So, the first item on the agenda 1s
Pete, would you like to kick off?
Shall we start with

(name of participant), would you like to introduce this item?
I  think that takes care of the first item.

Closing an Item | gpq]) we leave that item?
Why don't we move on to...
If nobody has anything else to add, lets ...
Let's move onto the next item
Next Item Now that we've discussed X, let's now ..
The next item on today's agenda 1S...

Now we come to the question of.
I'd like to hand over to (name of participant), who is going to

Giving  Control | je¢aq the next point.

to ‘t‘he Next | Next, (name of participant) is going to take us through ...

Participant Now, I'd like to introduce (name of participant) who is going
to.

Involving We haven’t heard from you yet, Bob.

people Can we hear what Jeremy has to say?

Susan, you’re very quiet. Would you like to comment?
Before we close today's meeting, let me just summarize the

Summarizing main points.
Let me quickly go over today's main points.
To sum up,
OK, why don't we quickly summarize what we've done today.
In brief,

Shall I go over the main points?

o Right, it looks as though we've covered the main items.
Finishing Up Lets bring this to a close for today.
Is there Any Other Business?

I'd like to thank Marianne and Jeremy for coming over from
London.

Thank you all for attending.
Thanks for your participation.

The meeting 1s finished, we'll see each other next ..
The meeting 1s closed.
I declare the meeting closed.

Speaking

7. Work 1n groups. You are members of a staff committee investigating ways of
improving working conditions in your offices. After the meeting your proposals will
be submitted to a management committee.



o Decide who will be 'in the chair' and who will take the minutes.

o Before the meeting starts, the chairperson should look at File 1, the others
at Files 2, 3 or 4.

« Hold the meeting.

o Write a short report of your meeting, giving your proposals to the
management committee.

File 1

Here are some tips for chairing the meeting:

1. Begin by starting the purpose of the meeting.

2. Give the name of the person you want to speak next.

3. Make sure everyone has a chance to give their views.

4. 1f someone is talking too long, say Thank you and name the next person who

wants to speak.

If there’s disagreement on any point, call for vote.

6. Make sure one member of the group is keeping minutes: ask them to read
out the notes at the end, if there’s time.

7. Keep to the time limit: if necessary stop the discussion and summarize the
conclusions and decisions you have come to.

File 2

These are your department’s suggestions:

- more staff parties and picnics

better toilets and showers

open roof garden to staff

more comfortable tables and chairs in staff canteen

File 3

These are your department’s suggestions:

- more flowers and plants

- more flexibility about taking time off

- better lighting and heating

- more pictures and posters on the walls

hd

File 4
These are your department’s suggestions:
- more comfortable chairs
- abetter coffee machine
- proper plates in the canteen instead of plastic
- more car parking places

Writing
8. Summarize what you have learnt in this unit and complete the following chart:
DOs DON’Ts

Chairperson 1. Have a clear purpose 1. Go on for more than an hour




A Ea B

2
3
4.
Participants 1.
2
3
4

Using the chart answer the following question in writing:

“What makes a good meeting?”
NEGOTIATIONS

Warm up

9. Discuss the following questions:
a) What is a 'negotiation?
b) How would you judge the success of a negotiation?
¢) In what situations do you negotiate? Who do you negotiate with? Think
about both your work and your private life.
d) What makes a good negotiator?

10. How appropriate is the following advice? Rank each suggestion on a scale from
1-10 (1 = essential, 10 = unhelpful) to indicate your opinion:
How to be a good negotiator

* try to get on well with your opposite number

* use emphatic language

* show respect for your opposite number

» make suggestions to resolve disagreement

* have clear objectives

* be determined to win

+ say ‘I don't understand’, if that is the case

» listen carefully

» always compromise

» discuss areas of conflict

11. Choose adjectives which, in your opinion, characterize a perfect negotiator:

persuasive, pushy, polite, firm, aggressive, flexible, sensitive, confident,
loud-mouthed, clear, competent, willful, knowledgeable about business
sector, constructive, hot-headed, controlled, honest, prepared, tenacious

Reading

12. Read the text and add to the list of tips for successful negotiating your own ideas.
Ten Tips for Successful Negotiating



1. Develop "negotiation consciousness." Successful negotiators are assertive
and challenge everything. They know that everything is negotiable. "Challenge"
means not taking things at face value. On a practical level, this means you have the
right to question the asking price of that new car.

Being assertive means asking for what you want and refusing to take "no" for
an answer. You are assertive when you take care of your own interests while
maintaining respect for the interests of others.

2. Become a good listener. We are so busy making sure that people hear what
we have to say that we forget to listen. Many conflicts can be resolved easily if we
learn how to listen. You can become an effective listener by allowing the other
person to do most of the talking. Follow the 70/30 Rule -- listen 70% of the time,
and talk only 30% of the time. Encourage the other negotiator to talk by asking lots
of open-ended questions -- questions that can't be answered with a simple "yes" or
"no."

3. Be prepared. Gather as much pertinent information prior to the negotiation.
What are their needs? What pressures do they feel? What options do they have?
Doing your homework is vital to successful negotiation.

4. Know your goals. Before beginning any negotiation, determine the outcome
you want. What is your ultimate goal? Where are you willing to compromise? What
1s non-negotiable?

5. Aim high. People who aim higher do better. If you expect more, you'll get
more. Successful negotiators are optimists. A proven strategy for achieving higher
results 1s opening with an extreme position. Sellers should ask for more than they
expect to receive, and buyers should offer less than they are prepared to pay. You
may be pleasantly surprised when the other person agrees to your terms.

6. Be patient. Whoever 1s more flexible about time has the advantage. Your
patience can be devastating to the other negotiator if they are in a hurry.

7. Don't make the first move.

The best way to find out if the other negotiator's aspirations are low is to
induce them to open first. They may ask for less than you think. If you open first,
you may give away more than is necessary.

8. Don't accept the first offer. 1f you do, the other negotiator will think they
could have done better. (It was too easy.) They will be more satisfied if you reject
the first offer -- because when you eventually say "yes," they will conclude that they
have pushed you to your limit.

9. Don't make unilateral concessions. Whenever you give something away,
get something in return. Always tie a string: "['ll do this if you do that." Otherwise
you are inviting the other negotiator to ask you for more.

10 Aim for a win-win. The goal of negotiation is not to destroy your opponent.
It’s to arrive at a solution that all parties are happy with. This kind of negotiation
builds lasting business relationships.

Vocabulary



13. Match terms (1-23) and their definitions (A-V):

ABC of Negotiations

1 agreement A | offer made in response to an offer by the other
party

2 alternatives reduced price

3 bargain B | provide customers with goods or services

4 bargain price C | discuss a business deal 1n order to reach an
agreement

5 bedrock price D | try to change a person's mind by using various
tactics

6 concession E | any other choices a person or group has, rather
then agreeing with the other person or group

7 commitment F |an obligation to do something or deliver
something

8 compromise G | an agreement where you get less than you want
but also give less than the other person wants

9 condition H | A stipulation or requirement which must be
fulfilled.

10 | contract I | lowest possible price

11 | counter-offer J | arrangement between two or more people or
companies

12 | deal K |a topic that needs to be discussed in a
negotiation

13 | discount L | the results of the negotiation that everyone
agrees to put into action

14 | final agreement M | accepting less on one specific point in order to
get something from the other person on a
different point

15 |issue N | reduction in price

16 | negotiate O | a business transaction

17 | party P | written agreement between two or more
parties.

18 | proposal Q |calculate (e.g. price of something); find a
solution

19 | quote R | to give in to another's requests

20 |range S | either side in a negotiation 1s called a party,
whether one individual or a whole group

21 | supply T | give an estimated price (a quotation)

22 | work out U |course of action, or plan, put forward for
consideration;

23 | yield V | a selection of products sold by a company




Grammar

The golden rule of negotiations is this: never make concessions; always trade
concessions. If you give something away, make sure you always get something in
return.

The best language technique in this stage is to make every sentence an ‘if’
sentence: “we might be able to bring the price down by 5%, but only if you can
increase your order by at least 10%”. That way, any concessions you appear to be
making are tied to something you want from the other party.

The conditional forms are the cornerstone of negotiations. For proposals,
offers and bargaining, the first and second conditionals are frequently used. In
negotiations, the first conditional form (if + present + future) is used when we are
more certain. The second conditional form (if + past + would infinitive) is more
tentative.

14. Look at the examples and translate the sentences.

1. If you agree to the new working conditions, we’ll sign the contract now.

2. If you increased the order size, we could / would reduce the price.

3. So, we'll reduce the price by 5% if you increase the order by 5%.

4. Unless you increase your order, we won't be able to give you a bigger
discount.

5. Provided you deliver the goods in September, we can give you a bigger
discount.

6. Suppose they don’t accept, what will you do?
7. If you accepted 5%, we’d be prepared to negotiate the second point.

15. Complete the sentences using the right conditional form.
If your conditions are competitive, we (place) an order.
If I had more time, I (do) a course in business English.
If we had known more about their culture, negotiating (be) easier.
If you (customize) your CV, your chances of getting a job will be better.
We (cancel) our order if you don't deliver the goods by Friday.
If Brittany (speak) better English, she would apply for a job abroad.
If you (tell) me about the problem, I would have helped you.
I (Iet) you know 1f I weren't satisfied.
9. If you execute the order carelessly, they (place / not) another order with you
in the future.
10.If I were you, I (worry / not) about the presentation.

NNk LN~

Business skills: Negotiating

16. Successful negotiations rely on the appropriate and correct language and skill.



The following list names key functions and useful language for basic negotiations.

Functions Useful language

Welcoming / | It's my pleasure to welcome you to ...

Relationship How was your flight?

building Would you like something to drink?

Starting up We've got a busy agenda ahead of us, so why don't we start
up?
If you don't mind, let's get started/down to business.

Proposing As we see it, the main objective of our meeting is ...

the agenda We've come up with/drawn up an agenda.
There are/We've got four/five items on the agenda.
We'd like to go over ... first/then ... last.
Does that seem acceptable to you?

Starting and |I'd like to outline our aims and objectives.

outlining your | There are two main areas that we'd like to concentrate on /

position discuss.

Proposing Our basic position 1S
There are several options
We propose/suggest/advise
I think we should
Why don't we 2
How about/What about ...?

Clarifying Does anything I have suggested / proposed seem unclear to
you? Please feel free to interrupt/to ask questions.
What do you mean exactly when you say....
Could you clarify your last point for me?
If we understand you correctly, you're interested in/you'd
like (to) ...
Do you suggest ... Are you suggesting that
Do you mean @ .. Does it  mean
If I understood you correctly
What exactly do you mean by ... ?
I'm not sure I fully understand your point.

Agreeing I agree with you on that point.
That's a fair suggestion.
I can't see any problem with that.
This agreement 1S acceptable to us.
I think we have a deal That’s a deal!
That sounds reasonable.

Disagreeing I am afraid we couldn’t agree to that

I’'m SOITy, we can’t accept that.
No, that’s out of question. That’s totally unacceptable.
No. I am not interested. Is that your best offer?




That would be very difficult for us because
Unfortunately, we must decline your offer for the following

reasons.
We're prepared to compromise, but...
Reasoning This 1s because ... he reason for that 1is
We have to / must have ... ... 1s essential and vital for our
customers.
Money is all-important!
Bargaining/ We could consider ... as long as ... on one condition ...
compromising provided that ... unless you ...
How flexible can you be on that?

I'm ready to sign that if you can ... .
In return for this, would you be willing to ..?
We are ready to accept your offer; however, there would be
one condition.
We feel there has to be a trade-off here.
Would you be willing to accept a compromise?

Delaying We would have to study this. Can we get back to you on this
later?

We'll have to consult with our colleagues back in the office.
I don’t have the authority to make that decision by myself.
Closing /|Can we summarise what we've agreed so far?
summarizing Lets look at the points we agree on.
We've agreed to the following

Can we check these points one last time?
Let's just confirm the details, then.

Do you agree with our summary?
Is there anything you'd like to add?

We still have some outstanding issues such as
So the next step is...

Final greetings It has been a pleasure doing business with you.
We look forward to cooperating with you again.

17. Read the sample conversation paying special attention to the language of
negotiations.

Sample conversation: Negotiation

Seller: For a 2 year extension to the current service contract, the price will be $5
million.

Buyer: It's a lot higher than what we paid for the current contract.

Seller: To be honest, we've made a lost on the current contract with you. We've
looked at the numbers and we can't lower it.

Buyer: Let me just make sure | know what you're saying, for exactly the same




contract as we have now, we'll have to pay $1.5 million more.

Seller: As I said before, we've lost money on the existing contract we have with
you. Plus, consider how much time and money it will cost you to change
to a new service provider, at least $2 million and hundreds of hours of
training and business downtime.

Buyer: I don't think that I'll be able to sell this back at head office.

Seller: As I said, to set up with a new provider will cost you more with higher
risk.

Buyer: What would you do in our position if you had to pay 33% more to extend
an existing contract?

Seller: I appreciate how you feel. It does seem a lot, but it'll cost you more if you
change.

Buyer: What do you think will happen if we don't agree?

Seller: I suppose that you'll decide to give the contract to someone else.

Buyer: So, would you prefer to lose the contract or make a concession? A price
which is reasonable.

Seller: Of course, we don't want to lose the contract, but we feel we've made you
a very reasonable offer.

Buyer: So you won't consider making a concession on price?

Seller: I'm afraid it's the lowest price we can offer you.

Buyer: Well, if that's your position, I'm afraid there's nothing else we can do! |
think 1t's better if we finish the meeting now. If you reconsider your
position, get in touch with me.

Speaking

18. Work 1n pairs and act out telephone dialogues of your own.
A= Supplier B= Customer

A B
Supplier wants: Customer wants:
e payment in dollars; e adiscount for bulk purchase;
e customer to pay a 20% deposit| e delivery earlier;
immediately; e to extend the 1 year warranty
e recommendation to other customers. | period.

Find Out &Report (Project)
19. Surf the internet to find more information about negotiation styles in different
countries. Choose one of the countries to describe i1t in more detail. Present your

finding to the class.

Writing



20. Imagine that you are asked to present a seminar to your colleagues on
Negotiating Tips — Do's and Don'ts. Write a brief outline of what you want to say.

UNIT §
TELEPHONONG

Warm up

Telephoning in English is an important part of doing business in English. It's
also important to know how to answer the phone and help customers over the phone.

1. Discuss the following questions:

— Are telephone conversations in a second language stressful?

— Why do people get nervous in telephone conversations in a second
language?

— What kind of problems are you having with making and receiving calls?

— What are the possible ways to improve your telephoning skills?

— Do you know any standard phrases that are specifically used when
telephoning in English?

— What is good telephone etiquette? What is considered rude in your
culture?

Reading

TEXT

2. Read the text and formulate 10 golden rules of telephoning in English.
Making Business Calls

The telephone is often the first point of contact a customer or client will have
with a company so it is very important that you make a good impression when you’re
answering the phone.

Unless you are working in a busy call centre or on a switchboard, be as prompt
as possible in answering the phone. Potential clients and many customers lead busy
lives and if you let the phone ring too long before answering, they might have already
hung up and taken their business elsewhere.

Always greet the caller according to the time of day and identify yourself with
either a first name or first name and surname and the company name followed by
establishing the reason for the call.

You never know how simple or complex the nature of call might be so it’s
important that you’re prepared and know how to handle the call.



If you’re working on a busy switchboard, you’ll need to understand how to
transfer calls internally and you should also keep a pen and pad handy so you can
jot down details of the call.

Speak slightly more slowly on the phone than you would 1f you were having
a general face-to-face conversation. Important details can get overlooked if you
speak too quickly and it also saves you from having to repeat yourself. This is
especially true if you have a very pronounced regional accent

People hate being put on hold although most of them do understand that it is
sometimes inevitable. If you need to place a caller on hold for any reason, firstly tell
them why and ask them if they object to being placed on hold.

Before ending the call, you should always try to recap what you’ve discussed,
if appropriate, and ask the caller if there 1s anything else you can help them with
before saying ‘goodbye’ and hanging up. It’s also good practice to let the caller hang
up before you do.

If you’ve been asked to pass a message on to a work colleague, always do so
as soon as possible. The longer you leave it, the more likely you will either forget to do
so or you’ll pass on incorrect details of the call.

In general, however, if you’re friendly, courteous and helpful, answering the
phone should not present you with too many problems.

Speaking
Before you begin, it is important to learn key vocabulary used when
telephoning. Telephone conversations use a number of standard phrases that are

specifically used only when telephoning in English.

3. Read and translate some useful phrases for making business calls:

Functions Useful language

Answering the | Thank you for calling Business English Courses

phone «englishdrealy. Maxim White speaking. How can I help you?
Good morning/afternoon/evening, Persha Studia, Denis Brown
speaking.

Introducing This 1s James Green.

yourself Good morning, this is Julie Madison calling.

Asking who is | Can/ Could I ask who is calling, please?

on the

telephone

Asking for | Can I have extension 123? (internal numbers at a company)

Someone Could / Can / May I speak to Mr. Ivanov, please?

Connecting Il put you through (connect)

Someone Could you hold the line? Could you hold on a moment?




Functions

Useful language

Please hold and I'll put you through to his office.
One moment please.

How to reply

I'm afraid ... is not available at the moment

when someone | The line is busy...

is not available | Mr Levin isn't in / available ... Mr Chernous is out at the
moment...

Taking a | Could / Can / May I take a message?

Message Could / Can / May I tell him who is calling?
Would you like to leave a message?
He's busy right now. Could you call again later?
Il et him know you called.
I'll make sure she gets the message.

Leaving a | Yes, can you tell im his wife called, please.

message with | No, that's okay, I'll call back later.

someone Yes, it's Alexander from Alpha Bank here. When do you expect
her back in the office?
Thank you, could you ask him to call me back when he gets in?
My number 1s 067-602-11-69.

Confirming Okay, I've got it all down.

information Let me repeat that just to make sure I got it right.

Did you say pr. Moskovskiy, 6?
You said your name was Tatyana, right?

Making special
requests

Could you please repeat that?

Would you mind spelling that for me?

Could you speak up a little, please? (roBoputb morpomue)

Can you speak a little slower, please. My English isn't very
strong.

I'm sorry, I didn't get that. Could you say it again, please?

I'm afraid I don't follow you. Could you repeat it, please?

I'm sorry, I'm not sure [ understand. Would you mind explaining
it again, please?

Can you call me back? I think we have a bad connection.

Can you, please, hold for a moment? I have another call.

Checking that
you
understand

So if I understand you correctly ...
When you say... do you mean...?

Reason of the
call

The reason [ am calling is ...
The main purpose of my call is to discuss what the ...




Functions Useful language
Finishing a | I'm afraid that's my other line. Thank you for calling.
conversation Hope to talk to you again soon. Good bye.
Giving Here's a phone number: 0171 222 3344
numbers And here's how to say it: «Oh-one-seven-one, triple two, double
three, double foury.
Saying email | @ is pronounced 'at'.
addresses For instance, caimin(@clara.net is «caimin, at, clara, dot, net».
—1s «forward slashy.
—1s called a «hyphen» or a «dashy.
— 1s an «underscorey.

4. Read the sample conversation paying special attention to telephone phrases.

Sample Conversation: Would You Like to Leave a Message?
A = Secretary B = Business Client

A: Good Afternoon. Stellar Corporation.

B: Hello. Can you put me through to Mary Jenkins, please?

A: I’'m sorry. She’s at a meeting with a client.

B: Do you know when she’ll be back?

A: She should be back by 2:00. Would you like to leave a message for her?

B: Yes. Could you tell her the new ads are finished?

A: Certainly. Can I have your name please?

B: My name is Jack Felspar. That’s F-E-L-S-P-A-R. I'm with Spectrum Printers.
And could you have her call me when she has a spare moment. I need to discuss
the billing details.

A: Does she have your number?

B: 1 think so, but I better give it to you just to be sure.

It’s 314-274-5464.

A: Alright, Mr. Felspar. I’ll have her call you when she gets a minute/she’s back
in the office.

B: Thanks. I appreciate it. Have a nice day.

5. Work in pairs and act out telephone dialogues of your own.

STUDENT A
Using the dialogue above as a guide, call Mary Jenkins and leave a message if
she is not in. The role cards below contain you name, company, telephone number,
and important business information that you want to convey to Mary Jenkins.



ROLE CARDS

1

2

You are Mike Berggson. You work for
LJ computers. Your telephone number
15 604-324-4321. You have to call Mary
Jenkins from the Stellar Corporation
and tell her that her shipment of
computers has arrived. If she is not in,
leave a message with the secretary. You
want Mary to call you so that you can
discuss the delivery and instalment
schedule.

You are Tanya Griswold. You work for
Krubb Interior Designs. Your telephone
number is 017-367-2190. You have to
call Mary Jenkins from the Stellar
Corporation and tell her that you have
come up with an estimate for the
renovations. If she is not in, leave a
message with the secretary. You want
Mary to call you so that you can discuss
the color of the walls and floor tiles.

3

4

You are Sara Voldemort. You work for
Darkside Media. Your telephone
number is 250-432-3456. You have to
call Mary Jenkins from the Stellar
Corporation and tell her that the
advertising campaign is ready to launch.
If she 1s not in, leave a message with the
secretary. You want Mary to call you so
that you can discuss payment for
SETVICES.

You are Dana Walker. You work for
Jones and Baily Law Firm. Your
telephone number is 312-556-6655.
You have to call Mary Jenkins from the
Stellar Corporation and tell her that she
won her court case. If she is not in, leave
a message with the secretary. You want
Mary to call you so that you can discuss
payment for services.

STUDENTS B

You are Mary’s secretary. The role card information below includes the boss’s
whereabouts and her expected return time. When people call asking for the boss, you
should give the information in the card and take a message.

ROLE CARDS

1

2

You work for the Stellar Corporation.
You are a secretary. Your boss i1s Mary
Jenkins. She is talking to a client. She 1s
expected back in about an hour.

You work for the Stellar Corporation.
You are a secretary. Your boss 1s Mary
Jenkins. She is away on business. She is
expected back tomorrow.

3

4

You work for the Stellar Corporation.
You are a secretary. Your boss 1s Mary
Jenkins. She is talking to the boss. She
1s expected back in about 15 minutes.

You work for the Stellar Corporation.
You are a secretary. Your boss 1s Mary
Jenkins. She is away on maternity leave.
She is expected back at the beginning of
next month.




Being able to make, change and cancel appointments is an important skill in
Business English. Here are some expressions you can use to do this concisely and
clearly.

6. Read and translate some useful phrases for making appointments:



Function Useful language
Asking foran |I would like to arrange an appointment to discuss...
appointment | Please would you indicate a suitable time and place to meet?

Are you available on the 17th?

Can we meet on the 16th?

Would Friday suit you?

Is next Tuesday convenient for you?

Suggesting a
time

Would Tuesday suit
Would you be available on Tuesday?

What sort of time would suit you?

Is 3pm a good time for you?

If possible, I'd like to meet in the morning,

you?

Agreeing  to
an

Thank you for your email. I would be available to discuss... on
(date) at (time and place)

appointment | Tuesday sounds fine. Shall we say around (time) at (place)?

Saying a time | Unfortunately, I will be away on business during the week of July

1S not | 6-11, so I will be unable to meet you then.

convenient | I will be out of the office on Wednesday and Thursday, but I will
be available on Friday afternoon.

Cancelling Unfortunately, due to some unforeseen business, I will be unable

an to keep our appointment for tomorrow afternoon.

appointment | Would it be possible to arrange another time later in the week?
I’m afraid that I have to cancel our meeting on Wednesday, as
something unexpected has come up.
Would you be free to meet early next week?

Apologising | I apologise for any inconvenience.

I'm sorry about cancelling.

Suggesting a

«I'm afraid [ can't on the 3rd. What about the 6th?»

different date | «I'm sorry, I won't be able to make it on Monday. Could we meet
on Tuesday instead?»
«Ah, Wednesday 1s going to be a little difficult. I'd much prefer
Friday, if that's alright with you».
«I really don't think I can on the 17th. Can we meet up on the
19th?»
Asking  for | Please confirm if this date and time is suitable / convenient for you.
confirmation
Changing the | You know we were going to meet next Friday? Well, I'm very
arrangement | sorry, but something urgent has come up.

I'm afraid that I'm not going to be able to meet you after all. Can
we fix another time?

Something has just cropped up and I won't be able to meet you this
afternoon. Can we make another time?

7. Read the sample conversation and act out dialogues of your own.










| reading letter.

Reading

4. Read the text and remember the rules of writing business letters in English.
Essentials of Effective Business Correspondence

Business correspondence or business letter is a written communication
between two parties. Businessmen may write letters to supplier of goods and also
receive letters from the suppliers. Customers may write letters to businessmen
seeking information about availability of goods, price, quality, sample etc. or place
order for purchase of goods.

A letter should serve the purpose for which it is written. If a businessman
writes a letter to the supplier for purchase of goods, the letter should contain all the
relevant information relating to the product, mode of payment, packaging,
transportation of goods, etc. clearly and specifically. Otherwise, there will be
confusion that may cause delay in getting the goods. Again the quality of paper used
in the letter, its size, colour also need special attention, because they create a positive
impression in the mind of the receiver.

Let us now learn about the different parts of a business letter.

The essential parts of a business letter are as follows:

1. Heading -The heading of a business letter usually contains the name and
postal address of the business, e-mail address, web-site address, telephone number,
fax number, trade mark or logo of the business.

2. Date - The date is normally written on the right hand side corner after the
heading as the day, month and years. Some examples are 28th Feb., 2003 or Feb. 28,
2003.

3. Reference- It indicates letter number and the department from where the
letter is being sent and the year. It helps in future reference. This reference number
1s given on the left hand corner after the heading. For example, we can write
reference number as AB/FADept./2003/27.

4. Inside address - This includes the name and full address of the person or the
firm to whom the letter is to be sent. This is written on the left hand side of the sheet
below the reference number. Letters should be addressed to the responsible head
e.g., the Secretary, the Principal, the Chairman, the Manager etc.

Example:

M/S Bharat Fans The Chief Manager,
Bharat Complex State Bank of India
Hyderabad Industrial Complex | Utkal University Campus
Hyderabad Bhubaneswar,

Andhra Pradesh — 500032 Orissa- 751007




5. Subject - It 1s a statement in brief, that indicates the matter to which the letter
relates. It attracts the attention of the receiver immediately and helps him to know
quickly what the letter 1s about. For example,

Subject: Your order No. C317/8 dated 12th March 2003.
Subject: Enquiry about Samsung television
Subject: Fire Insurance policy
6. Salutation - This is placed below the inside address. It is usually followed by
a comma (,). Various forms of salutation are:
Sir/Madam: For official and formal correspondence
Dear Sir/Madam: For addressing an individual
Dear Sirs/Dear Madam: For addressing a firm or company.
7. Body of the letter- This comes after salutation. This 1s the main part of the
letter and it contains the actual message of the sender. It is divided into three parts.
(a) Opening part - It is the introductory part of the letter. In this part, attention
of the reader should be drawn to the previous correspondence, if any.

For example.

With reference to your letter no. 326 dated. 12th March 2003, I would like to
draw your attention towards the new brand of television.

(b) Main part - This part usually contains the subject matter of the letter. It
should be precise and written in clear words.

(c) Concluding Part - It contains a statement the of sender’s intentions, hopes
or expectations concerning the next step to be taken. Further, the sender should
always look forward to getting a positive response. At the end, terms like Thanking
you, With regards, With warm regards may be used.

8. Complimentary close - It is merely a polite way of ending a letter. It must be
in accordance with the salutation.

For example: Salutation - Complementary close

o Dear Sir/Dear Madam - Yours faithfully
o Dear Mr. Raj - Yours sincerely
o My Dear Akbar - Yours very sincerely (express very
informal relations).
9. Signature - It 1s written in ink, immediately below the complimentary close.
As far as possible, the signature should be legible. The name of the writer should be
typed immediately below the signature. The designation is given below the typed
name. Where no letterhead is in use, the name of the company too could be included
below the designation of the writer.
For example:  Yours faithfully
For M/S Acron Electricals
(Signature)
SUNIL KUMAR
Partner
10. Enclosures - This 1s required when some documents like cheque, draft,
bills, receipts, lists, invoices etc. are attached with the letter. These enclosures are
listed one by one in serial numbers.
For example: Encl: (i) The list of goods received
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UNIT 7
SUPPLEMENTARY READING

EFFECTIVE BUSINESS COMMUNICATION

Effective business communication refers to the manner in which interpersonal
as well as intrapersonal communication methods can be applied toward better
business communications. This can be applied to both the communication within the
organization and the communication between the members of the organization and
outsiders. Some of the effective business communication tips include speaking or
communicating as clearly as possible to prevent ambiguity, listening to what other
people have to say, ensuring that the customer service offered by the organization is
superb, and knowing how to communicate through writing.

One of the points to remember in effective business communication 1s the
ability to communicate orally with others. This skill is necessary within the
organization to guide the interactions between the management and the subordinates,
the interaction between employees, and also the interaction between those within the
organization and outsiders. Some of those outsiders include people like suppliers
and customers who must be handled with tact and the application of good business
etiquette. When talking about effective business communication, it is pertinent to
note that this includes the tone of voice as well as the way the words are put together.
Learning how to communicate with others is a skill that can be strengthened through
personal improvement classes or programs aimed at increasing the skill.

Another aspect of effective business communication is the ability to listen to
what other people say, including colleagues, employees and business associates.
Sometimes getting feedback from customers or consumers of products through
surveys and other methods for gathering information can help the organization
devise effective business communication methods targeted at the consumers. Not
only will the organization learn how to address the customers, but it will also gain
valuable insight that it can apply toward better product design or improvement of
the organization’s service.

Customer service is an integral part of effective business communication,
because most times the customer service representatives are the personal face of the
business. As such, the impression that customers get from the treatment they receive
from the customer service representatives will help shape their opinion of the
company. Business communication is not only restricted to the above types of
communication since the same etiquette that applies to these methods of
communication must also be applied to written communication. The written
communication could be in the form of press releases, business email messages, and
other forms of business communications.

BARRIERS TO BUSINESS COMMUNICATION



It is essential for businesses to communicate effectively with customers,
suppliers, investors and the media and to communicate internally with staff.
Communications may take place through the Internet and emails, telephone or video
conferencing, letters, brochures, journals and reports, or face to face through
presentations, meetings, seminars and conferences. Barriers to business
communication may arise from the withholding of information by a business, which
may be the result of a lack of trust between management and outside stakeholders.
Unnecessary complexity and use of technical jargon in announcements also may be
barriers to business communication, as may an unclear communication policy that
leads to conflicting messages being given by different parts of the business. Internal
communication with staff may be hindered by unnecessary secrecy or an unclear
hierarchy within the business, leading to ambiguous or contradictory messages.

A business may need to communicate externally to manage its image by
means of marketing and building a brand. This may be done through advertising,
news releases and participation in seminars and conferences. People within the
business may contribute articles to trade journals, and the business itself may issue
newsletters to customers and the general public. Barriers to business communication
may be created if a number of different teams within the business send out their own
messages without any central coordination. To avoid creating confusion in the minds
of potential and existing customers, a business may need to appoint a media
communications officer and a team of staff to manage external communications and
whose authorization is necessary before any communications are sent.

Internal communications are much more difficult to manage, because they
take place throughout the day in the form of face-to-face meetings, email messages,
formal letters and reports. Staff may receive numerous messages of differing levels
of importance from people in various departments of the business or from their
managers. Barriers to business communication by management to staff may arise
from a desire by managers to keep some information to themselves as a result of a
lack of trust or fear of an adverse reaction. This barrier may be overcome by the
appointment of a communications director who manages all communications to staff
and ensures that messages sent to staff about sensitive topics are worded directly and
without ambiguity. In this case it is essential that other directors and managers accept
that such communications must be made by the communications director and do not
try to send out staff messages independently, leading to further ambiguity and
mistrust.

Another barrier to business communication in the modern age can be
technology. A company with an outdated or poorly designed website may find that
the website 1sn't effectively communicating a positive message to anyone, though
customers and investors could take a failing website as a sign of a failing company.
Similarly, a website that can't handle the traffic load required of it at peak demand
can cause visitors to the site to develop a negative perception of the business. Having
staff members who can create and maintain an effective website capable of meeting
demand can go a long way to overcoming some barriers to business communication.



CULTURAL DIFFERENCES IN BUSINESS COMMUNICATION

There 1s no better arena for observing a culture in action than business.
Communication is fundamental in business, because business is a collaborative
activity. Goods and services are created and exchanged through the close
coordination of many persons, sometimes within a single village, and sometimes
across global distances.

Communication styles vary enormously around the world. Probably the single
most useful concept for understanding cultural differences in business
communication is Edward T. Hall’s (1976) distinction of low-context and high-
context cultures. High-context and low-context communication refers to how much
speakers rely on things other than words to convey meaning. A key factor in the
theory is context. This relates to the framework, background, and surrounding
circumstances in which communication or an event takes place, as well as nonverbal
elements; voice tone, facial expression, gestures.

In high-context communication, the message cannot be understood without a
great deal of background information. Low-context communication spells out more
of the information explicitly in the message. As a rule, cultures with western
European roots rely more heavily on low-context communication. These include
Australia, Canada, New Zealand, and the United States, as well as much of Europe.
The rest of the world tends toward high-context communication. Whereas
Westerners live in a world of rules and instructions and are lost without them, many
others live in a social context.

High-context cultures Low-context cultures

» The context of the message — the o What is said is precisely what is
message source, his or her standing in | meant.
society or in the negotiating group, « More accessible. Status/authority is
level of expertise, tone of voice, and not as valued as experience and
body language—are all meaningful. knowledge.

o Less verbally explicit. Instead, they | « Task-centered. Decisions and
rely more on indirect verbal activities focus around what needs to
interaction and are proficient at be done, and there is more division
reading non-verbal cues. of responsibilities.

« Having less written/formal o Informal. Calling people by their
communication. High-context first names 1s not considered
cultures are more interested in disrespectful.
fostering trust than in signing o Direct. They often say what they feel
contracts. and don’t avoid saying "no."

» Having strong boundaries. They have
more clearly defined roles of
authority, and differences in status
are valued. They rarely call people by
their first names.




o Relationship-focused. Decisions and
activities are focused around
personal, face-to-face relationships.

CROSS-CULTURAL BUSINESS COMMUNICATION

Just like the name suggests, cross-cultural business communication is used in
reference to the manner in which business communications occur across cultural
borders. Cross-cultural business communication is something that is totally the
consequence of globalization and the effect of increasing integration and interactions
across cultural borders that have become commonplace as a result. These
interactions may be business-oriented or geared toward other personal objectives,
but both require the same types of considerations in terms of an acknowledgement
of differences in perspectives caused by the inevitable variances inherent in the
various cultures. Some of the considerations in cross-cultural business
communication include concerns about the differences that are caused by culture,
beliefs, law and language.

One of the factors in cross-cultural business communication is the fact that the
differences in cultures usually have a direct effect on the manner in which business
affairs are carried out by the members of such a community. For example, cultures
that do not allow women to have certain rights will also reflect this bias in the
business aspect of their dealings, something that businessmen and women from other
less repressive cultures would have to understand in order for them to communicate
effectively. Since culture is not something that can be changed merely through the
operation of a foreign company, the management and staff of such a company would
have to look for common grounds on which they and the business partners from
those different cultures can meet.

Another consideration in cross-cultural business communication is the manner
in which the law of the foreign culture affects the manner in which they conduct
their business. This is very important because most times, miscommunications may
occur due to the assumption by one party to a business communication that the law
in his or her country is also the same in the country of the foreign business partner.
One way to avoid this miscommunication is through a conscious effort by a business
to study the law and customs in a country before it ventures into that country.
Language is also a concern in cross-cultural business communication due to the fact
that the language barrier must be surmounted in order for business communication
to occur. Some businesses achieve this by hiring interpreters or using translation
services as a medium for channeling their communication to the other party, and also
for them to decipher what the other party is trying to say.

NEGOTIATING ON THE TELEPHONE
Negotiating on the telephone is generally far less satisfying from a human

standpoint than doing so face to face. We are deprived of the opportunity to observe
the expressions and body language of the people with whom we are negotiating. For



example, when we are face-to-face, we can observe whether the other person is
looking us straight in the eye or is uncomfortable and avoiding eye contact.

Telephone negotiation is often most effective when it is a follow-up to in
person conversations. Nonetheless, negotiating on the telephone 1s more satisfying
on a human level than doing so using letters, faxes, or email. At least on the
telephone we can hear if someone is hesitating, we can listen for the tone of their
voice. Written communications may have gone through several drafts; telephone
conversations are less likely to follow a carefully-crafted script.

In order to negotiate effectively on the telephone we need to consider a few
rules that also apply to face-to-face negotiation:

1. We should be well-prepared. It 1s a good idea to have a clear sense, or at
least informed assumptions, about what interests are most important to ourselves and
the person with whom we are negotiating.

2. One of the worst things about telephone negotiation, and negotiation in
general, 1s when we forget to pay attention to particular points. Thus, on the phone
or in person, it makes excellent sense to have written notes prepared ahead of time
which pinpoint significant issues we don't want to forget to discuss. Just this morning
I had a telephone negotiation with a client for which the two of us had planned ahead.
Yesterday, when I called him to set up today's conversation, we put together a list of
things we planned to discuss. That gave us each time to gather relevant information
in order to have a more efficient, and satisfactory conversation today.

3. One crucial rule of negotiation, to Listen Actively, 1s particularly important
in telephone negotiations since sound is the only medium of communication
involved. Don't interrupt the other party, don't spend your 'listening time' figuring
out how you're going to 'zap' them when they finally stop talking. The better you
listen, the better you can learn, and the more likely you will be able to respond in a
way that improves the negotiation's result.

4. Don't let the immediacy of a telephone call force you into fast, unwise
decisions. There is nothing wrong in saying to the other party something like, "What
you have been saying has given me several things to think about. (a) I'm going to be
quiet for a few moments to consider what you've said. or (b) Let me give it more
serious consideration; I'll call you back by a certain time to continue our discussion."

FIVE NEGOTIATION STYLES FOR MANAGING CONFLICT

Handling conflict at work and at home can be difficult. From home to work
and everywhere in between, there is always the potential for conflict. The ways of
responding to these tense and stressful situations can make or break relationships. In
an attempt to better understand how people deal with conflict, Thomas and identified
the five major ways individuals respond to conflict.

Those who use a competing negotiation style are often assertive and unwilling
to cooperate. They place their needs above the needs of others and try to manipulate
the situation in their favor. The competitor negotiates to win. He 1s not concerned
with the other party's feelings or outcomes and treats the negotiation process like a
game that must be won.



Individuals who use an accommodating negotiation style tend to be passive as
they seek cooperation. They often neglect their needs and wants to make sure others
get their way. Those who accommodate tend to be submissive, selfless and afraid of
conflict.

Avoiding is a style in which neither assertiveness nor cooperation takes place.
Typically ambivalent to their own wants and desires as well as the wants and desires
of others, avoiders do just that. They have no desire to be involved in the conflict
and will try to sidestep the situation, postpone dealing with it, or propose that the
issue be ignored.

Those who collaborate are both assertive and cooperative; they are the exact
opposite of avoiders. Collaborators seek a solution that satisfies all concerns while
taking a leadership role in the conflict resolution. Collaborating involves creative
solutions that embody the wants and needs of all involved 1n the conflict.

Between competing and accommodating is the compromising style. Those
who compromise try to find a quick solution that benefits everyone involved.
Compromising frequently means both sides will give up part of their wants and
desires in order to find common ground.

In negotiation, whenever you compromise, both parties lose and gain
something in the process. It is not an ideal negotiation style but when situations
indicate that there can be no advancement without it, it 1s better to compromise than
to avoid. When using this negotiation style, it is important to make sure your most
important needs are met in the process so it does not amount to a total loss for you.

How 1O CHAIR YOUR FIRST MEETING

If you’re the chair of the meeting then you are the one setting the objectives
for that meeting.
You need to:
- Understand what the objectives of the meeting are
Communicate those objectives to all attendees
Control the meeting as it progresses toward those objectives
See that the objectives have been met at the end of the meeting.
Making sure you have an agenda is essential, circulate it in advance so
everyone knows where the meeting 1s, what time it is and what it’s about.
As Chair you are responsible for deciding who needs to attend the meeting.
After all not everyone needs to attend your meeting and just because someone wants
to attend, does not mean they should. Compare the meeting objectives with the
person you want to invite.
Formally invite people — if necessary phone them in advance, explain what
the meeting 1s, why they need to attend and what you are expecting them to do.
Being a chair of the meeting means you are in charge of the time. Don’t let it
run away from you. As a new chair you want to get a reputation for always running
meetings that finish on time. Believe me, everyone will thank you, and ask you to
chair again. The more people you have in a meeting the shorter it should be
Everyone’s time 1s valuable, not just yours, not just the most important person in the



room. Always start a meeting on time. Finish a meeting at the scheduled time. If
you are concerned about overrun then assign duration to each agenda item and stick
to it

However there is only one really good way to control a meeting’s time and
that’s to be in control of the meeting, have presence, be more organised than
everyone else, understand what the meeting is for and people will naturally defer to
you.

Lastly, make sure someone is taking the minutes. It shouldn’t be you. Ask
someone you know is conscientious, to do this, usually you would ask at the
beginning of the meeting.

HOW TO RUN AN EFFECTIVE MEETING

Productive, valuable, and engaging meetings require a clear goal, an open
dialog, and a strong leader. Here's how to make your meetings matter.

1. Make every meeting matter - or don't meet at all. Decide if a meeting is
needed and invite only the necessary people. E-mails are usually sufficient to give
your team an update or a status report. But if you need instant feedback from all
participants, then e-mail will not be as efficient as a face-to-face meeting.

2. Define goals and distribute agenda in advance. Create a structure for your
meeting. Before the meeting even begins, make sure everyone understands the
objectives by writing an agenda.

3. Good meetings are products of good leadership. Take charge and make it
clear that you intend to keep the discussion timely, useful, and relevant. Show your
colleagues that you respect their time by making sure a clock or timer is visible to
all. Staying on topic is also key to maintaining a schedule. If the conversation runs
off the rails, refocus the group by saying something like: "Interesting, but I don't
think we're advancing our goals here. If [ could, I'd like to return to the agenda."

4. Get the constructive input you need from everyone present. Since the point
of a meeting 1s two-way communication, it's crucial to get honest input from
everyone. It's the meeting leader's responsibility to make sure everyone is heard. To
build consensus or come to a group decision, avoid wearing your opinion on your
sleeve; it's easy for a leader to stifle a discussion if everyone assumes the outcome
1s already determined. Avoid the temptation to dismiss ideas immediately — even
when they're terrible.

5. Close with an Action plan, try to make sure that everyone leaves knowing
the next step. Also end the meeting by asking everyone whether they thought the
meeting was useful and, if not, what could be done better next time. Do a follow-up
debriefing on your own to improve your meeting techniques.

6. Keep track of progress of things decided during the meeting. Also keep the
group updated about the developments. This will help you in organizing the next
meeting more effectively.

7. Make sure that your meeting didn't happen in isolation by letting the right
people know what was decided and what will happen next. It's easy to walk out of a
meeting room, go back to your desk, and immediately forget every change, decision,



and new idea that your group came up with. Make sure you have a system to keep
track of what was decided and what assignments everyone agreed to take on so you
can follow up and keep things moving, even if you don't send out complete meeting
minutes.

HOW TO WRITE A RESUME

A resume - sometimes called a 'Curriculum Vitae' or 'CV' - 1s a summary of
your skills, education and work experience. A good resume demonstrates how your
skills and abilities match up with the requirements of a job.

Resumes give you the opportunity to sell yourself to a potential employer. A
resume 1s not an exhaustive list - if it's too long it probably won't get read at all. The
best resumes are usually no longer than one or two pages.

You should change your resume with every job application so that it lists the
skills and experiences you have that are most relevant to the job you're applying for.
A tailored resume will be much more successful than a generic one, even though it
means more preparation.

The structure of your resume will vary depending on your work experience
and education and training background.

A resume usually sets out information in a reverse order. Your most recent
work experience and study details should be first on the list.

Here's a brief rundown on the essential things to include on your resume.

Personal details. Full name and contact details including address, telephone
number(s) and email address.

Education and training. A summary of your education and training history,
starting with your most recent studies, making sure you include all training that's
relevant to the job you're applying for.

Employment history. Start with your most recent work history and work
backwards chronologically, listing the name of the employer, your job title, the dates
you worked there, and your responsibilities, tasks and achievements. Make sure you
include everything that's relevant to the job.

Skills and abilities. A list of the things you're good at. These can be general
skills or skills specific to a particular job. List them under broad headings such as
"Communication” and "Teamwork".

Career objective (optional). Tell the employer what type of job you want end
up with; this shows that you've given thought to your future career.

Interests (optional). A list of your hobbies and interests; this gives employers
more information about you and also shows other areas of your life where you've
gained experiences such as teamwork and commitment.

Referees. List people who can talk about how good a worker you are. Make
sure you get their permission before including them on your resume. List their name,
company name occupation, and contact details.

TYPES OF RESUMES



Depending on your work experience, the job you’re applying for, or your
personal preference, you may want to use a particular type of résumé. Here are three
types of résumés to choose from.

A functional résumé focuses on your skills. If you haven’t had a lot of work
experience, a functional résumé that focuses on your skills 1s a good way to market
yourself to potential employers.

Instead of focusing on your previous work experience, a skills-focused résumé
highlights the transferable skills you gained from previous jobs, activities,
experiences, or volunteer work.

It’s most commonly used when you’ve had a large gap in your employment
history, or if you have never worked before.

A chronological résumé focuses on your experience. Focusing on your work
history 1s one of the more popular ways to structure a résumé. It shows employers
all your work experience, focusing on positions you’ve held and your past
responsibilities and accomplishments.

The chronological résumé is organized with your most recent information
first. The goal is to give a comprehensive work history, organized by each job you’ve
held. You give your position title, place of employment, how long you worked there,
and a breakdown of your responsibilities or accomplishments.

This is a great multi-purpose résumé that works for most job applications,
including retail.

A hybrid résumé is a combination of the two. A hybrid résumeé 1s also known
as a combination résumé. It combines the elements of a functional and chronological
résumé to create a résume that focuses heavily on skills, but also includes dates, titles
of previous jobs, along with essential information about the position.

This is a good résumé to use when you want to prioritize your skills but also
demonstrate how your career has evolved.

A targeted resume is a resume that is customized so that it specifically
highlights the experience and skills you have that are relevant to the job you are
applying for. It definitely takes more work to write a targeted resume than to just
click to apply with your existing resume. However, it's well worth the effort,
especially when applying for jobs that are a perfect match for your qualifications
and experience.

TYPES OF JOB INTERVIEWS

There are a variety of types of interviews that employers may conduct,
including behavioral interviews, group interviews, phone and video interviews,
second imterviews, and even interviews held during a meal.

Behavioral based interviewing is interviewing based on discovering how the
interviewee acted in specific employment-related situations.

Case interviews are used most often in management consulting and
ivestment banking interviews and require interviewees to demonstrate their
analytical ability and problem solving skills.

Competency based interviews require interviewees to give specific examples
of times in which they demonstrated particular skills or attitudes.



The final interview is the last step in the interview process and the last
interview you find out whether or not you will get a job offer.

An informational interview is an interview conducted to collect information
about a job, career field, industry or company.

One of the reasons employers take job candidates out to lunch or dinner is to
evaluate their social skills and to see if they can handle themselves gracefully under
pressure

There are two types of group interviews. One 1s being interviewed by a group
(or panel) of interviewers, the other is being interviewed with a group of other
applicants.

A panel job interview takes place when an applicant for employment is
interviewed by a panel of interviewers. In some cases, the candidate will meet
seperately with the panel. In other cases, there will be panel of interviewers and
multiple candidates all in the same room.

While you're actively job searching, it's important to be prepared for a phone
interview on a moment's notice.

A structured interview is a standardized method of comparing job candidates.
A structured interview format is typically used when an employer wants to assess
and compare candidates impartially. If the position requires specific skills and
experience, the employer will draft interview questions focusing exactly on the
abilities the company is seeking.

An unstructured interview 1s a job interview in which questions may be
changed based on the interviewee's responses. While the interviewer may have a few
set questions prepared in advance, the direction of the interview is rather casual, and
questions flow is based on the direction of the conversation.

INTERVIEW QUESTIONS

Although there 1s no set format that every job interview will follow, there are
some questions that you can almost guarantee will crop up. Here’s a list of the most
common questions and a guide to the kind of answers your interviewer wants to hear.

Tell me about yourself.

This is usually the opening question and, as first impressions are key, one of
the most important. Keep your answer to under five minutes, beginning with an
overview of your highest qualification then running through the jobs you’ve held so
far in your career. You can follow the same structure of your CV, giving examples
of achievements and the skills you’ve picked up along the way. Don’t go into too
much detail — your interviewer will probably take notes and ask for you to expand
on any areas where they’d like more information. If you’re interviewing for your
first job since leaving education, focus on the areas of your studies you most enjoyed
and how that has led to you wanting this particular role.

What are your strengths?

Pick the three biggest attributes that you think will get you the job and give
examples of how you have used these strengths in a work situation. They could be
tangible skills, such as proficiency in a particular computer language, or intangible



skills such as good man-management. If you’re not sure where to start, take a look
at the job description. There is usually a section listing candidate requirements,
which should give you an idea of what they are looking for.

What are your weaknesses?

The dreaded question, which is best handled by picking something that you
have made positive steps to redress. For example, if your IT ability is not at the level
it could be, state it as a weakness but tell the interviewer about training courses or
time spent outside work hours you have used to improve your skills. Your initiative
could actually be perceived as a strength. On no accounts say “I don’t have any
weaknesses”, your interviewer won’t believe you, or “I have a tendency to work too
hard”, which is seen as avoiding the question.

Why should we hire you?

What can you do for us that other candidates can't? - What makes you special
and where do your major strengths lie? You should be able to find out what they are
looking for from the job description. “I have a unique combination of strong
technical skills and the ability to build long-term customer relationships™ 1s a good
opening sentence, which can then lead onto a more specific example of something
you have done so far in your career. State your biggest achievement and the benefit
it made to the business, then finish with “Given the opportunity, I could bring this
success to your company.”

BUSINESS LETTERS

A letter of enquiry is a formal letter that makes an approach to an individual
or organization either speculatively or in response to printed public domain material
whereby you are requesting some information.

It is a general term used for a number of different kinds of business letters
addressed to a company. An enquiry is sent when a businessman wants some
information. The letter i1s drafted to get some more information which is not available
on website, brochures, literature of the product.

The letter 1s written by a customer to the company seeking some information
about a new product or service, especially about supply of goods, leaflets or
catalogues, quotation or prices, samples, terms and discounts, availability of goods,
delivery terms and deadlines, method of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding enquiry. They
state the nature and description of the goods offered, the quantity, the price, the terms
of payment, and the time and place of delivery. The sales-conscious businessman
wants to draw the attention of customers and new customers to a special product or
range of goods. He will take the opportunity to stimulate his correspondent’s
interest in his goods or services by including sales messages and the assurance that
the customer will receive personal attention.

Offers may be firm (binding) or without engagement. A firm offer is subject
to certain conditions, a deadline for the receipt of orders, or a special price for certain
quantities. If the Buyer accepts the offer in full within the stipulated time, the goods
are considered to have been sold to him at the price and on the terms stated in the



offer. According to the British and American law, a person/company making a firm
offer has the right to revoke it at any time before it has been accepted. According to
the Russian law, a person/company making an offer i1s bound by it until the
expiration of the time stated in the offer.

An order letter, also known as a PO or purchase order letter, is written to
provide the vendor with detailed instructions for fulfilling an order. Letters dealing
with orders and payments for merchandise form a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all doubts
resulting in loss of time and possibly of the market. The letter usually includes the
following: details about what you are ordering or reserving; directions for shipment;
manner of payments. In the letter of order, the main idea in the first paragraph is
what it is that we are reserving or ordering. The explanatory paragraphs give
whatever details the order requires — about quantity, colour, style, size, price,
payment, location, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated action, if desired.

A complaint letter is written to show one that an error has occurred and that
needs to be corrected as soon as possible. The letter can be drafted as a document
used for warning the reader. An effective complaint letter is brief and to the point
and includes documentation.  Several things should be kept in mind when writing
this kind of letter.

Sufficient detail should be included to back up your claim and to show that
you have thoroughly researched the subject. However, omit irrelevant details.
Maintain a firm but respectful tone, and avoid aggressive, accusing language. Send
only photocopies of receipts and other documents, and retain all originals. Keep a
copy of the complaint letter for your records. If a company has repeatedly given you
bad service and refuses to correct the situation and you feel that your only recourse
1s to pursue legal action, voice your feelings in a tactful but firm way. Include your
contact information (your name, address, phone number, and e-mail address, if
desired, so that the other party can reach you to discuss any questions or concerns).

E-MAIL

E-mail is an informal way to send messages as long as you retain the same
boundaries of propriety you would use if dealing with the person face-to-face. For
example, if you address the CEO of the company by surname in person, do not
switch to the first name when sending e-mail. There are a few general guidelines to
keep in mind when communicating online:

1. All messages should be as short and concise as possible. If the message is
more than a few lines long, divide the text into paragraph-sized “chunks™ so it is
easier to read.

2. Use a meaningful subject line. If a busy professional cannot figure out what
an e-mail is about from the subject line, the message usually gets ignored or deleted.

3. Keep messages relevant. Make sure all messages posted are relevant to the
subject at hand. When replying to someone quote the parts of the original message
that pertain to your reply.



4. Stick to plain text. It 1s great to send out beautifully formatted messages with
special italics, bold type, but, unfortunately, some mail systems will not deliver the
message in the same format as it was sent. A plain text message may not look as
pretty as you want, but it will not look worse than it did when you sent it.

5. Pay attention to grammar, spelling, and punctuation. Proper grammar,
spelling, and punctuation make the message more easily understood, not to mention
professional. Virtually every e-mail program today has a spelling and grammar
check feature, so there is no reason not to use it. Another option would be to type
your message in Microsoft Word, check for any spelling, punctuation, or grammar
errors, then cut and paste the message into the body of the e-mail.

6. Avoid jokes and punctuation faces. In a business setting, it is best to avoid
sending jokes and punctuation faces.

7. Remember you are communicating with other people. Sending e-mail does
not give you the benefit of facial expressions and gestures that normally give
additional meaning to a conversation. Without these nonverbal cues, you have to
take care in what you are saying so the meaning is not misconstrued. Do not post
your entire message in all capitals. This can be interpreted as screaming or shouting
on the Internet.

9. Taking too long to respond. Everyone knows how busy some people can get.
That is not an excuse to ignore e-mail or not respond in a timely manner. It is
disrespectful not to reply quickly to potential employer. Not responding quickly
implies a lack of interest on your part. Check your e-mail a minimum of once a day
if you are actively searching for employment.



4. METOAUYECKHUE YKA3ZAHUA U 3ATAHUSA K KOHTPOJIBHOI
PABOTE

4.1. MeTtoan4eckne yKa3aHusl K BHINIOJHEHHI0 KOHTPOJIbHOH padoThl

KonTponsHas paboTta npeacTasicHa B 25 BapMaHTaX M BKITOYACT CIIEAY FOLIUE
THUNBI 3aJaHUM:

1. PaGoTa ¢ TEKCTOM 1O TEMATUKE AUCLMILIUHBL. 3JECh CTYACHT JOJIKCH:

— Crenarb NOJHBIA MUCBMEHHBINA MEPEBO TEKCTA MO TEMATUKE TACLUTLIAHBIL.

— CocraButh citoBapuk K Tekcty. CroBapuk coaepkuT 15 — 20 KITrOUYEBBIX CIIOB
Y BBIPAKECHUN, OTPAKAOIIUX TEMATUKY TEKCTA, C MEPEBOIOM.

— Kparko M310KATh COAECP)KAHME TEKCTA B HECKOJNBKUX MPEMIOKEHUAX —
COCTABUTh PE3IOME TEKCTA. PE3IOME COCTABIIAECTCS HA AHITIMIUCKOM SI3BIKE, OHO
JOJHKHO OBITh TPAMOTHBIM, COOTBETCTBOBAThH COACPIKAHUIO TEKCTA U OTPAXKATh €T0
CTPYKTYDY.

2. PaGoTta ¢ 1e€10BbIM MUCHMOM. 31€Ch CTYJEHT JAOJKEH:

a) O3HaKOMHTBCS ¢ MHpOpMAUMEl O BUAAX ACIOBBIX MHCEM, MPABWIAX U
0oco0eHHOCTsIX ux Hanucanus ([Ipunoxenne 1).

b) [IMCbMEHHO TEPEBECTH JIENOBOE MUCHMO M BBIMOJIHHUTH 33JAHUE K HEMY
(ITpunoxenue 2).

3.  ITloaroroBka TIMCBMEHHOTO  TEKCTAa  MPE3CHTAMM C  YYETOM
KOMMYHHUKATHUBHBIX ~ OCOOCHHOCTEH MyOJMYHOrO  BBICTYIUICHUS. TemaThka
NPE3CHTALNA — OMKMCAHUE KOMIAHWK, B KOTOPOW padOTaeT CTYACHT, JINOO Apyroi
M3BECTHOW KOMMaHuu. [IpenBapuTenbHO CTYIEHT 3HAKOMUTCA C IPaBUIIAMHU
HAIMCaHUs TEKCTAa M TOArOTOBKM MPE3CHTALMK, TOJE3HOM JIEKCUKOW s
COCTaBJICHMsS MPE3CHTALMM, a TakkKe O00pa3loM MPE3CHTAUMN KOMIAHUH
(ITpunoxenus 3-5). YCTHOE BBICTYIUICHHE € TPE3CHTALUEH TUIAHUPYETCS BO BPEMS
ITPOBENCHUS MPAKTUYECCKUX 3AHATUH.

4. TloarotoBka B INHCBMEHHOM BHJE PE3IOME CTYJIEHTA Kak OCHOBHOIO
JOKYMEHTA MPU yCTpoiicTBe HA padoty. IIpeaBapuTenbHO CTYAECHT 3HAKOMUTCS C
NpaBWJIaMU HANUCaHus W oQopmiicHUs pe3toMe, oOpasnom pestome (Ilpunoxkenus
6-7). Pe3tome o(hopMIIsIETCS B MEYATHOM BHJIE HA TUCTE A 4.

5. JIOMOMHUTENBHOE 3a/TaHuE K KOHTPOJIbHON padoTe:

BBINOMHUTE YCTHBIA MEpPEBOA 5 TEKCTOB MO BBIOOPY CTyAEHTA. TEKCTHI
BBIOMPAIOTCS U3 33JaHUI IPYrMX BAPMAHTOB KOHTPOJIBHOH paloTHI.

Howmepa 3ananmii KOHTPOIBHOM paboThl OMPEAETIAIOTCS COTTIacHO TabIUIE, MO
JIBYyM TOCIIeTHUM [udpaM JuuHoro aena (mmdpa) cryaeHta. Homep 3agaHus
HEO0OX0aMMO 0003HAUUTh B Hadasie padoTel. KoHTponbHAas paboTa, BHIMOIHEHHAS
N0 HEBEPHO OMNpPEACIEHHOMY HOMEpPY 3aJaHus, HE PELEH3UPYETCS U HE
BO3BpALIACTCS.

Tabnuya ons onpedeneHust Homepda 3a0aHUsE KOHMPOTILHOL pabOmbl

| IIpeanocneauss | ITocnenuss mudpa mudpa
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1pebosarust k oghopmnenuro pabomol
KonTponeHas pabota MoxkeT ObIThb BBIMOJIHCHA HA TETPAOHBIX WM
MAaIIMHONUCHBIX JIUCTAaX Pa30OPUMBBIM MOYEPKOM, JIMOO HaneudataHa. [pudrt He
MeHee 14, oy TOPHBII HHTEPBAJL.

CTpaHMIBI KOHTPOJIBHOM paboThl 00s3aTeIbHO HyMEPYIOT. Jlnsl 3aMeuaHuii
PELICH3EHTA HEOOXOIUMO OCTABJISITh LIMPOKUE TOJISI.

DOpMYIMPOBKH BCEX 3aJaHUI 00s3amesbHo IEPEHOCITCS B TEKCT pabOTHI B
NOJTHOM 00BEME U C COXPAHEHUEM MCXOIHOM HyMEpaluu.

[TepeBoa TekcTa oPOPMIISETCS CIEAYIOMUM 00pa3oM:

RN N[N || W=D

| Anenuiickuii mexcm | Pyccrkuii mexcm | llons |

[Tpu 3anOJHEHUH TUTYJILHOTO JIMCTa padOThl HEOOXOAUMO MPABUIIBLHO YKa3aTh
AUCUUIUIMHY, (aKyabTeT, Kypc, TPYIIy, HaMpaBieHUe, GaMUIni0 U MHULUAIbLL. B
KOHIIC Pa0OThI CTABAT ATy U MOAIUCH.

KonrponbHas pabGota, odopMiicHHas HEHaJIeKauM  00pa3oM, HE
POBEPSETCH.

IIposepra u 3auuma KOHMPOILHOL pabomel

KontpossHas paboTa caeTcs Ha MPOBEPKY; PELEH3EHT 100 PEKOMEHIYET €€
K co0ecenoBaHuIo, MO0 BO3BPAIIAET CTYNEHTY Ha aopabotky. K nopaboTaHHO#
KOHTPOJIbHOM padoTe CTYAECHT JOKEH MPUIOKUTh MPEIBIAYLIYIO — C 3aMEUaHUSIMU
1 PELICH3HEN TTPENOIaBaTeIs.

Bo BpeMs 3a4eTHO-PK3aMEHALMOHHOW CECCHMM  MPOUCXOAWT  3alluTa
KOHTPOJIbHOM paboThl. Ha 3auure cTyIeHTY mpeniaracTes:

- UCMPaBUTh JOMYIIECHHBIE HEOYETHI,

- 000CHOBATh U MPOKOMMEHTUPOBATH CBOU OTBETHI;

- BBIMOJIHUTH AHAJIOTUYHBIE 3aJaHKsl W3 JPYTruX BapUaHTOB KOHTPOJBHOMN
paboTHI.

KontposipHas paboTa cuMTaeTcsi 3aUTEHHOM MOC/E €€ YCHEIIHOM 3allMThI.
3auTéHHas KOHTPOJbHas padoTa MO3BOJIIET AOMYCTUTh CTYJEHTA K 3a4€Ty, OHA
octaércs Ha Kadeape [0 OKOHYAHUS HK3aMEHAIIMOHHOW CECCUH, 3areM
yHuuTOkaeTcs. He3auTéHHas KOHTpOJbHas padoTa BO3BPALIACTCS CTYICHTY.

Bce Bonpockl Mo 3a1aHusIM KOHTPOJIBHON PabOThI CTYAEHTHI MOTYT HAMPABJISTH HA
Kaepy MHOCTPAHHBIX SBBBIKOB MO aapecy: foreign@sibupk.nsk.su. Heobxoaumo




yKazarb B Teme cooOuleHus: Kowucyivmayuu — 3004HUKAM,  TACHUTIIMHA
« Mnocmpannwlii s1361x 015 0106020 oowenust (Anenutickuii) ».

4.2.3a1aHus1 KOHTPOJIbHOM PadoThI

Bapmuanr 1.

1.Bvinoanume pabomy ¢ mexcmom.
a). llpouumaiime u nucemeHHo nepegeoume mexkcm.
0). Cocmaseme clO8ApUK K MeKcmy.
8). Cohopmynupyiime ochHosHoe cooepoxanue mexkcma 6  HECKOJIbKUX
NPeOJIOJCEHUSIX.
Business Communication

Communication is the lifeblood of an organization. The success of any
business to a large extent depends on efficient communication. It takes place among
business entities, within organizations and between various groups of employees,
owners and employees, buyers and sellers, service providers and customers, sales
persons and prospects and also between people within the organization and the press
persons. Business communication is needed for:

- exchanging information;

- exchanging options;

- making plans and proposals;

- reaching agreement;

- executing decisions;

- sending and fulfilling orders;
conducting sales.

All such communication impacts business. Effective business communication
helps in building goodwill of an organization. Done with care, such communication
can promote business interests. Otherwise, it will portray the organization in poor
light and may adversely affect the business interest.

Business communication is somewhat different and unique from other types
of communication since the purpose of business is to make money. Business
communication is goal oriented, regulated by certain rules and norms, marked by
formality as against personal and social communication. It requires formal language
which means the use of proper and standard words (no slang); longer, more complex
sentences and vocabulary. Grammar rules are followed strictly, the tone is polite and
more impersonal.

Good business communication is simple and easily understood, it is important
when preparing a document, speech or presentation. Simple and concise language
wins over language that is obtuse and hard to understand.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOax 0el08blx NUCEM, NPAGUWIAX U
ocobenHocmsx ux Hanucanust (llpunooicenue 1). Iucemenno nepegedume 0enogoe
NUCLMO U 8bINOAHUME 3d0aHue K Hemy (l[Ipunodicenue 2).



3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezeHmayuy, OCOOEHHOCMAX — GLICMYNIeHUs C  NYOIUYHOU  peyvio  nepeo
ayoumopueti (Ilpunoocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBbIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunoodicerue 4).

Cocmaseme nucbymenuviii mexcm npesenmayuu. Temamura npesenmayuu —
onucanue KoMnamuu, 6 Komopoti pabomaem cmyoenm, Jubo Opyeol U38eCmuoi
komnanuu. Obpazey mexcma npezeHmayuy 0 KOMAAHUU HNpeocmasien 8
Lpunoowcernuu 5.

4. Osznaxomvmecv ¢ ungopmayueii 0 Npasuiax HANUcawus pesiome, e2o
cmpykmype u ocobennocmsx ogopmaenus (IIpunooicenue 6). I[loocomogvme 6
NUCOMEHHOM UOe pe3loMe HA AHSIULICKOM A3blKe OJisl YCMmpolcmeda Ha padomy.
Obpaszey pesome npeocmaenen 6 Ilpunoocenuu 7. Pesiome ogopuisemcs 6
neyamHom euoe Ha aucme A4.

Bapmuanr 2.

1.Buinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nuceMeHHo nepeseoume mexcm.

0). Cocmaseme cllo8ApuUK K mexcmy.

8). Cohopmynupyiime ocnosHoe cooepoxanue Mmexkcma 6  HEeCKOJIbKUX
NPeOJIOJCEHUSIX.

Types of Business Communication

Several types of communication are available for individuals working in the
business environment.

When people within the organization communicate with each other, it is
internal communication. They do so to work as a team and realize the common goals.
It could be official or unofficial. Modes of internal communication include face-to-
face and written communication. Memos, reports, office order, circular, fax, video
conferencing, meeting etc. are the examples of internal communication.

When people in the organization communicate with anyone outside the
organization it is called external communication. These people may be clients or
customers, dealers or distributors, media, government, general public etc. are the
examples of external communication.

Verbal communication is a type of communication that involves use of words
for communicating. It may be oral, written and electronic.

Oral communication includes meetings, interviews, negotiations, group
discussion, speeches, presentations, etc.

Written communication includes internal business memos, formal letters,
agenda, reports, manuals and other various written communication forms.

Electronic communication methods include email, web conferencing, social
networking, company websites, online chat and text messages. Business technology
has opened up new opportunities for business communication. Electronic
communication allows companies to send mass messages to several individuals



quickly and at a low business cost. Electronic communication methods are often
used to reach outside business stakeholders or the general public. Electronic
communication is also used to communicate with international organizations or
individuals the time efficient manner.

Non-verbal communication 1s a mode of communication which uses body
language and various other physical gestures as a means for communicating.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobennocmsax ux nanucanust (llpunroocenue 1). Iucemenno nepegeoume oenogoe
NUCLMO U 8bINOAHUME 3d0aHue K Hemy (I1punooicerue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 Npaswiax NOOCOMOEKU Oel0BOI
npezenmayuy, O0COOEHHOCMAX — GLICMYNIeHUs ¢  NYyOIu4yHoll  peyvlo  nepeo
ayoumopueti (Ilpunoocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBLIMU
¢pazamu onst noocomosku npezenmayuu (Ilpunoodicerue 4).

Cocmaseme nucbymentviii mexcm npesenmayuu. Temamuxa npesenmayuu —
onucanue KomMnamuu, 6 Komopoil pabomaem cmyoeHm, Jubo Opyeoti u3eecmHol
komnanuy. Obpazey mexcma npezeHmayu 0 KOMAAHUU HNpeocmasien 6
Lpunoowcernuu 5.

4. Osznaxomvmecv ¢ ungopmayueii 0 Npasuiax HANUcAnus pesiome, e2o
cmpykmype u ocobeHnocmsx oghopmnenus (Ilpunoocenue 6). I[loocomogvme 6
NUCOMEHHOM UOe pe3lomMe HA AHSIULCKOM A3blke OJisl YCMmpotcmeda Ha padomy.
Obpaszey pestome npeocmaenen 6 Ilpunoocenuu 7. Pesiome ogopuisemcs 6
nedammom guoe na jucme A4.

Bapmuanr 3.

1.Buinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nuceMeHHO nepeseoume mexcm.

0). Cocmaseme clI08ApUK K MeKcmy .

8). Cohopmynupyiime ochnosHoe cooepoxcanue Mmexkcma 6  HECKOJIbKUX
NPeOJIOJCEHUSIX.

Oral and Written Communication

Several types of communication are available for individuals working in the
business environment.

Verbal communication is a type of communication that involves use of words
for communicating. It may be oral, written and electronic.

Oral communication includes meetings, interviews, negotiations, group
discussion, speeches, presentations, etc.

Written communication includes internal business memos, formal letters,
agenda, reports, manuals and other various written communication forms.
The difference between oral and written communication can be enumerated as
under:

- Ratio: According to a rough estimate, about 75% of total communication

1s oral whereas the rest 1s written.



- Data Safety: Data and information are safe in written communication
while most of information 1s forgotten in oral communication.

- Nature of message: Written communication is used when the message is
complex and oral communication is used for simple message.

- Legal Aspect: From legal point of view, oral communication is least
reliable and written communication i1s much more reliable. For example, an oral
promise may not be challenged in a court in general but a written promise can be
challenged.

- Flow of information: Information can be transferred within a short period
of time in oral communication but it takes more time in written communication.

- Non-verbal facilities: Oral communication can be supported by non-
verbal facilities like gestures, postures etc. but such a support is impossible in written
communication.

- Grammar & Accent: Oral communication required consideration for
accent and pronunciation whereas written communication needs correct grammar
and spelling.

Business technology has opened up new opportunities for business
communication. Electronic communication methods include email, web
conferencing, social networking, company websites, online chat and text messages.
Electronic communication allows companies to send mass messages to several
individuals quickly and at a low business cost.
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Nonverbal communication

The way you move, sit, walk, stand up, hold your head and carry yourself
communicates a lot of information.

Gestures. We wave, point, beckon, and use our hands when we’re arguing or
speaking animatedly. The meaning of gestures can be very different across cultures
and regions, so it’s important to be careful to avoid misinterpretation. Very few
gestures are universally understood and interpreted. What is perfectly acceptable in
the United States may be rude, or even obscene, in other cultures. Facial expressions
for happiness, sadness, anger, surprise, fear, and disgust are the same across cultures.

Eye contact. The way you look at someone can communicate many things,
including interest, affection, hostility, or attraction.

In many Western societies, including the United States, a person who does not
maintain 'good eye contact' is regarded as being slightly suspicious, or a 'shifty’
character. Americans unconsciously associate people who avoid eye contact as
unfriendly, insecure, untrustworthy, inattentive and impersonal. However, in
contrast, Japanese children are taught in school to direct their gaze at the region of
their teacher's Adam's apple or tie knot, and, as adults, Japanese lower their eyes
when speaking to a superior, a gesture of respect.

Latin American cultures, as well as some African cultures, such as Nigeria,
have longer looking time, but prolonged eye contact from an individual of lower
status is considered disrespectful. In the US, it 1s considered rude to stare - regardless
of who is looking at whom. In contrast, the polite Englishman is taught to pay strict
attention to a speaker, to listen carefully, and to blink his eyes to let the speaker know
he or she has been understood as well as heard. Americans signal interest and
comprehension by bobbing their heads or grunting.

A widening of the eyes can also be interpreted differently, depending on
circumstances and culture. Take, for instance, the case of an American and a Chinese
discussing the terms of a proposed contract. Regardless of the language in which the
proposed contract is carried out, the US negotiator may interpret a Chinese person's
widened eyes as an expression of astonishment instead of as a danger signal (its true
meaning) of politely expressed anger.
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Introductions

According to some authorities, the most important thing about introductions
1s that they be done. Almost any error you make will be forgiven; what may not be
forgiven is failing to introduce someone at all.

Introductions in business are based on rank. The lower ranking person is
introduced to the higher-ranking person. Perhaps easier to remember is that you say
the name of the higher-ranking person first. Clients, senior executives or
distinguished guests would be in this category. You introduce people to them. “Ms.
Wilson (senior executive) I would like you to meet our new associate engineer, Tom
Hill. Tom this is Ms. Wilson, our CEO.”

Everyone in the organization is introduced to a client or customer—the name
of the customer is said first. “Robert Jones (your client) this is John Douglas, (your
boss), senior vice president of Systems Industries. John, this is Robert Jones,
Purchasing Agent, Silverstone Company.”

The name of an official or dignitary 1s said first, as, “Mayor Lee Brown I
would like you to meet Mary McKinney™. A peer in your company is introduced to
a peer from another company. Say the name of the person from outside your
company first. A younger person is typically introduced to an older person. Say the
older person’s name first. Introduce your spouse to your boss. The bosses name is
said first. “Mr. Broderick, I would like to you to meet my husband, Martin
Hammond. Martin, this is Mr. Broderick, my boss.” All guests, unless they are
dignitaries or elderly, are introduced to the guest of honor.

Once again, the basis of business introductions is rank and then age, not
gender.

Always stand when being introduced. It shows respect. Only if you are elderly,
ill or physically unable to stand is it acceptable for you to remain seated while being
introduced.

When introducing two people, include some information about each of them.
Including extra information, such as their occupation, who their family is, mutual
interests or how you know each other provides a base from which two people can
start a conversation. If the gathering is a business function, the information you



include usually something you know the other two will have in common, an
occupational title, or something else that is work related.
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Tips for social etiquette

Social etiquette 1S important to use because it shows you are an educated
individual concerned about your appearance and treatment of other people. Also,
when you are in society it is frequently because of a particular event, so using
etiquette will show your respect for those who invited you as well and will allow
continued invitations to arrive in your mailbox.

There are some general rules to follow in order to engage in social etiquette

conversation and be socially accepted.

- Be Polite

Remember when you are 1n a social situation it is important to always be polite
and respectful of other guests even if you disapprove of certain comments or other
individuals are not being polite.

Make sure you follow the rules of social etiquette conversation and remember
your manners, always saying thank you, you are welcome, please, and listening to
others when they speak.

- Ask Appropriate Questions



When you are socializing it is important to realize you are not at a debate and
should steer away from questions that might cause one.
You do not want to cause a scene, so ask appropriate questions for the situation at
hand, comment on the décor, and other surface topics that will keep the conversation
going but will not cause any tension or anger to flare up.

- Keep it Short

In social situations it 1s always important to understand the nature of social
etiquette conversation and keep conversations short and socialize with everyone
present. Remember, social etiquette conversation is pleasant and short. Exchange
pleasantries with everyone in attendance.

- Eye Contact and Personal Space
Making eye contact and allowing individuals their personal space is important in
social etiquette conversation. This allows you to seem interested, polite and
respectful of the other individual which are all social requirements.
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Understanding cultural differences

We live in a culturally diverse world. People encounter individuals from
different races, religions, and nationalities. Communicating across language and
cultural barriers at home and abroad may be rather challenging.

Here are some guidelines to help you in cross cultural communication and



understanding.

- Be aware of differing communication styles: do you favour direct or
indirect communication? Being able to say ‘no' in your culture means you have a
direct way of communicating. Some cultures have many ways to say ‘yes,' most of
them meaning ‘no'!

- Be aware of differing social values, status symbols and how to
demonstrate them. In hierarchical cultures every degree of ‘superiority' needs to be
recognised and respected.

- Be aware of decision making customs: not all people like to make
decisions quickly and efficiently.

- Be aware of concepts of time: not all people see time as money or as a
commodity.

- Be aware of silences, body language and personal space: people from
different cultures have different ‘comfort zones'. Learn the basic differences in the
way people supplement their words with body movement.

- Be aware of acceptance (or not) of strangers: different cultures have
differing attitudes towards outsiders, some are openly hostile, some maintain a
detached aloofness, and others are friendly and cooperative toward strangers.

- Be aware of cultural ‘contexts': people from cultures called ‘high-context
cultures' (Far Eastern, Arab) rely far less on verbal communication and more on the
context of nonverbal actions to convey meaning. People from ‘low-context cultures'
such as the USA and Northern European cultures rely more on direct, verbal
communication: they say is what they mean.

- Be aware of different etiquette rules or manners: what is polite in one
culture may be considered rude in another; watch and learn. If in doubt, ask.

- Be aware that political correctness, morality and ethical behaviour differ
around the world.
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Business Small Talk

Even if you're meeting to discuss business, ease into the conversation with
small talk, which helps you establish rapport with your companions. Some people
also consider it rude to launch immediately into "shop talk." Start with icebreaker
topics like the weather, books, movies and sports.

The topics of small talk conversations are generally less important than their
social function. The selected topic usually depends on any pre-existing relationship
between the two people, and the circumstances of the conversation. In either case,
someone 1nitiating small talk will tend to choose a topic for which they can assume
a shared background knowledge, to prevent the conversation being too one-sided.

Topics can be summarised as being either direct or indirect. Direct topics include
personal observations such as health or looks. Indirect topics refer to a situational
context such as the latest news, or the conditions of the communicative situation.
Some topics are considered to be "safe" in most circumstances: the weather, recent
shared experiences (for example "Good weather last night, wasn't it?"), television
and films, sports.

The level of detail offered should not overstep the bounds of interpersonal space.
When asked, "How are you?" by an acquaintance they do not know well, a person
1s likely to choose a simple, generalised reply such as, "Fine, thank you." In this
circumstance it would probably not be appropriate for them to reply with a list of
symptoms of any medical conditions they were suffering from. To do so would
assume a greater degree of familiarity between the two people than is actually the
case, and this may create an uncomfortable situation.

Small talk rules and topics can differ widely between cultures. Weather is a
common topic in regions where the climate has great variation and can be
unpredictable. Questions about the family are usual in some Asian and Arab
countries. In cultures or contexts that are status-oriented, such as China and Japan,
small talk between new acquaintances may feature questions that enable social
categorization of each other. In many European cultures it is common to discuss the
weather, politics or the economy, although in some countries personal finance issues
such as salary are considered taboo.

Keep your conversation professional and stay away from gossip and from
topics with the potential to be controversial or offensive. Whether you are with
clients or coworkers, don't discuss politics or religion, which can lead to a heated
debate instead of a friendly exchange, and don't tell jokes that could be interpreted
as racist, sexist or otherwise off-color. You’d better stay away from personal topics



such as someone's financial situation. Height, weight, clothing size, age, mental and
physical health and marital situations are other topics to avoid.
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Business Letters

A letter of enquiry is a formal letter that makes an approach to an individual
or organization either speculatively or in response to printed public domain material
whereby you are requesting some information.

It is a general term used for a number of different kinds of business letters
addressed to a company. An enquiry is sent when a businessman wants some
information. The letter is drafted to get some more information which is not available
on website, brochures, literature of the product.

The letter 1s written by a customer to the company seeking some information
about a new product or service, especially about supply of goods, leaflets or
catalogues, quotation or prices, samples, terms and discounts, availability of goods,
delivery terms and deadlines, method of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding enquiry. They
state the nature and description of the goods offered, the quantity, the price, the terms
of payment, and the time and place of delivery. The sales-conscious businessman
wants to draw the attention of customers and new customers to a special product or



range of goods. He will take the opportunity to stimulate his correspondent’s
interest in his goods or services by including sales messages and the assurance that
the customer will receive personal attention.

Offers may be firm (binding) or without engagement. A firm offer is subject
to certain conditions, a deadline for the receipt of orders, or a special price for certain
quantities. If the Buyer accepts the offer in full within the stipulated time, the goods
are considered to have been sold to him at the price and on the terms stated in the
offer. According to the British and American law, a person/company making a firm
offer has the right to revoke it at any time before it has been accepted. According to
the Russian law, a person/company making an offer is bound by it until the
expiration of the time stated in the offer.

An order letter, also known as a PO or purchase order letter, is written to
provide the vendor with detailed instructions for fulfilling an order. Letters dealing
with orders and payments for merchandise form a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all doubts
resulting in loss of time and possibly of the market. The letter usually includes the
following: details about what you are ordering or reserving; directions for shipment;
manner of payments. In the letter of order, the main idea in the first paragraph is
what it is that we are reserving or ordering. The explanatory paragraphs give
whatever details the order requires — about quantity, colour, style, size, price,
payment, location, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated action, if desired.
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NPeOJIOJCEHUSIX.
Types of Business Letters

A letter of enquiry 1s a formal letter that makes an approach to an individual
or organization when a businessman or a customer is seeking some information
about a new product or service, especially about supply of goods, leaflets or
catalogues, quotation or prices, samples, terms and discounts, availability of goods,
delivery terms and deadlines, method of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding enquiry. They
state the nature and description of the goods offered, the quantity, the price, the terms
of payment, and the time and place of delivery. The sales-conscious businessman
wants to draw the attention of customers and new customers to a special product or
range of goods.

An order letter is written to provide the vendor with detailed instructions for
fulfilling an order. Letters dealing with orders and payments for merchandise form
a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all doubts
resulting in loss of time and possibly of the market. The letter usually includes the
following: details about what you are ordering or reserving; directions for shipment;
manner of payments. In the letter of order, the main idea in the first paragraph is
what it is that we are reserving or ordering. The explanatory paragraphs give
whatever details the order requires — about quantity, colour, style, size, price,
payment, location, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated action, if desired.

A complaint letter is written to show one that an error has occurred and that
needs to be corrected as soon as possible. The letter can be drafted as a document
used for warning the reader. An effective complaint letter is brief and to the point
and includes documentation.  Several things should be kept in mind when writing
this kind of letter.

Sufficient detail should be included to back up your claim and to show that
you have thoroughly researched the subject. However, omit irrelevant details.
Maintain a firm but respectful tone, and avoid aggressive, accusing language. Send
only photocopies of receipts and other documents, and retain all originals. Keep a
copy of the complaint letter for your records. If a company has repeatedly given you
bad service and refuses to correct the situation and you feel that your only recourse
1s to pursue legal action, voice your feelings in a tactful but firm way. Include your
contact information (your name, address, phone number, and e-mail address, if
desired, so that the other party can reach you to discuss any questions or concerns).
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Making business calls

The telephone is often the first point of contact a customer or client will have
with a company so it is very important that you make a good impression when you’re
answering the phone.

Unless you are working in a busy call centre or on a switchboard, be as prompt
as possible in answering the phone. Potential clients and many customers lead busy
lives and if you let the phone ring too long before answering, they might have already
hung up and taken their business elsewhere.

Always greet the caller according to the time of day and identify yourself with
either a first name or first name and surname and the company name followed by
establishing the reason for the call.

You never know how simple or complex the nature of call might be so it’s
important that you’re prepared and know how to handle the call.

If you’re working on a busy switchboard, you’ll need to understand how to
transfer calls internally and you should also keep a pen and pad handy so you can
jot down details of the call.

Speak slightly more slowly on the phone than you would if you were having
a general face-to-face conversation. Important details can get overlooked if you
speak too quickly and it also saves you from having to repeat yourself. This is
especially true if you have a very pronounced regional accent

People hate being put on hold although most of them do understand that it is
sometimes inevitable. If you need to place a caller on hold for any reason, firstly tell
them why and ask them if they object to being placed on hold.

Before ending the call, you should always try to recap what you’ve discussed,



if appropriate, and ask the caller if there 1s anything else you can help them with
before saying ‘goodbye’ and hanging up. It’s also good practice to let the caller hang
up before you do.

If you’ve been asked to pass a message on to a work colleague, always do so
as soon as possible. The longer you leave it, the more likely you will either forget to
do so or you’ll pass on incorrect details of the call.

In general, however, if you’re friendly, courteous and helpful, answering the
phone should not present you with too many problems.
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E-mail

E-mail is an informal way to send messages as long as you retain the same
boundaries of propriety you would use if dealing with the person face-to-face. For
example, if you address the CEO of the company by surname in person, do not
switch to the first name when sending e-mail. There are a few general guidelines to
keep in mind when communicating online:

1. All messages should be as short and concise as possible. If the message is
more than a few lines long, divide the text into paragraph-sized “chunks™ so it is
easier to read.

2. Use a meaningful subject line. If a busy professional cannot figure out what
an e-mail is about from the subject line, the message usually gets ignored or deleted.

3. Keep messages relevant. Make sure all messages posted are relevant to the
subject at hand. When replying to someone quote the parts of the original message



that pertain to your reply.

4. Stick to plain text. It 1s great to send out beautifully formatted messages with
special italics, bold type, but, unfortunately, some mail systems will not deliver the
message in the same format as it was sent. A plain text message may not look as
pretty as you want, but it will not look worse than it did when you sent it.

5. Pay attention to grammar, spelling, and punctuation. Proper grammar,
spelling, and punctuation make the message more easily understood, not to mention
professional. Virtually every e-mail program today has a spelling and grammar
check feature, so there is no reason not to use it. Another option would be to type
your message in Microsoft Word, check for any spelling, punctuation, or grammar
errors, then cut and paste the message into the body of the e-mail.

6. Avoid jokes and punctuation faces. In a business setting, it is best to avoid
sending jokes and punctuation faces.

7. Remember you are communicating with other people. Sending e-mail does
not give you the benefit of facial expressions and gestures that normally give
additional meaning to a conversation. Without these nonverbal cues, you have to
take care in what you are saying so the meaning is not misconstrued. Do not post
your entire message in all capitals. This can be interpreted as screaming or shouting
on the Internet.

9. Taking too long to respond. Everyone knows how busy some people can get.
That 1s not an excuse to ignore e-mail or not respond in a timely manner. It is
disrespectful not to reply quickly to potential employer. Not responding quickly
implies a lack of interest on your part. Check your e-mail a minimum of once a day
if you are actively searching for employment.
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Some Hints for a Successful Presentation
Preparation

e Planning. Plan your presentation carefully. Thorough preparation will
make you more confident and help you to overcome your nervousness.

e (Objectives. Think about what you want to achieve. Are you aiming to
inform, persuade, train or entertain your audience?

e Audience. Who exactly will you be addressing? How many people will
be attending? What do they need to know? What do they already know? What will
they expect in terms of content and approach?

e (ontent. Brainstorm your ideas first. Then decide which are most
relevant and appropriate to your audience and to your objectives and carry out any
research that is necessary. Be selective! Don't try to cram too much into your
presentation.

o Approach. A good rule of thumb is to tell your audience what you're
going to say, say it, then tell the audience what you've said. Try to develop your key
points in an interesting and varied way, drawing on relevant examples, figures etc.
for support as appropriate. You might also like to include one or two anecdotes for
additional variety and humour.

e  Organization. Think about how you will organize your content. Your
presentation should have a clear, coherent structure and cover the points you wish to
make in a logical order. Most presentations start with a brief introduction and end
with a brief conclusion. Use the introduction to welcome your audience, introduce
your topic/subject, outline the structure of your talk, and provide guidelines on
questions. Use the conclusion to summarize the main points of your presentation,
thank the audience for their attention, and invite questions.

If you have a lot of complex information to explain, think about using some
charts, diagrams, graphs etc., on an overhead projector or flipchart. Visual aids can
make a presentation more interesting and easier to understand, but make sure they
are appropriate and clear - don't try to put too much information on each one.

e Rehearsal. Allow time to practice your presentation — this will give you
a chance to identify any weak points or gaps. You will also be able to check the
timing, and make sure you can pronounce any figures and proper names correctly
and confidently.
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Business Presentations

Business i1s all about selling — a product, topic or concept. When making a
business presentation, the most important thing is to know your material. If you do
not know everything about what you are selling, it is not likely that the audience will
be buying.

It 1s expected today that you will use PowerPoint in business presentations. It
can be used to add visuals to the message and is an easy way to create a leave-behind
handout or e-mail the presentation to others later. But too often business presenters
aren’t as effective as they could be when delivering a PowerPoint presentation. Here
are some tips for making your next PowerPoint business presentation more effective.

The success of your presentation is mostly determined before you ever get up
to speak. Plan your presentation on paper before they sit down at the computer. Start
by defining the goal of the presentation — what you want the audience to do, feel,
understand or act on when you are done. Once you have the starting point and
destination, you can decide where visuals will add to your message and what those
visuals should be.

Decide on a simple standard look for your slides so that the audience has
visual consistency throughout the presentation. Select background, text colors and
fonts so that the text will be easy to read.

Seasoned presenters use key phrases and include only essential information.
Choose only the top three or four points about your topic and make them consistently
throughout the delivery. Simplify and limit the number of words on each screen.
Make your slides easy to follow. Put the title at the top of the slide where your
audience expects to find it. Keep important information near the top of the slide.
Often the bottom portions of slides cannot be seen from the back rows.

Audiences don’t want you to read slides full of text to them — surveys show it



1s the most annoying thing presenters can do. So use visuals instead of paragraphs
of text. Use graphs to illustrate numeric data. Use diagrams to show processes or
flows of information or goods. Use pictures to show a person, place or object.

Creating your presentation at the last minute is not a good idea because i1t does
not allow you to practice and rehearse. Practice 1s when you sit with your
presentation and mentally review what you are going to say and how you want the
flow to work. Practice is not enough, although many presenters think it 1s sufficient.
You must also rehearse your presentation by standing and delivering it as if it was
for real. This is the only way to check your words, your visuals and whether the
message 1S as clear as you want it to be. It 1s also the only way to truly check your
timing to make sure you don’t run over the allotted time.
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Job hunting

Looking for a position that is well suited to your own personal interests and
talents is a time-consuming process that requires much thought and research. A job
search can feel more like a marathon than a sprint, and the best way to approach it
1s to have a clearly defined plan.

Self-assessment needs to be the first step you take in looking for a job. It is
important to know what kind of person you are and which work environments are
most suited to your own unique combination of skills, goals and areas of interest.



There are many sources available for finding a job. Published openings might
be found in the newspaper, on-line, in company job posting lists. In today’s fast-
paced world, Internet is an excellent place to find employment information.

Some openings are not advertised to the general public. They can be
communicated by word of mouth or through networking. These can often be the best
jobs. Connect with everyone you know, because you never know which contact may
be able to help you with your job search or put you in touch with someone who can.

There are numerous employment agencies. However, it is important to
remember that it 1s not their aim to help you figure out what it is you want to do. To
get the largest benefit of working with a recruiting firm, you must go to them with a
clear picture of the type of position you are looking for.

It's important to take the time to write targeted resumes and cover letters that
specifically link your qualifications to the hiring criteria for the jobs you are applying
for. The hiring manager will be able to see, at a glance, why, and how, you are
qualified for the job. You'll have a much better chance of getting an interview than
if you send a generic letter and resume.

A resume is a key marketing tool that will help you land an interview. If
written well, a resume should generate enough interest to make an employer want to
meet you. Make sure you highlight your most relevant experience to the job you are
applying for and tailor it each time you apply to a different company. You can post
your CV online and help employers find you.

Once you’ve got a date and time confirmed you can research the company
in more depth and start preparing for an interview.
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How to Write a Resume

A resume - sometimes called a 'Curriculum Vitae' or 'CV' - 1s a summary of
your skills, education and work experience. A good resume demonstrates how your
skills and abilities match up with the requirements of a job.

Resumes give you the opportunity to sell yourself to a potential employer. A
resume 1s not an exhaustive list - if it's too long it probably won't get read at all. The
best resumes are usually no longer than one or two pages.

You should change your resume with every job application so that it lists the
skills and experiences you have that are most relevant to the job you're applying for.
A tailored resume will be much more successful than a generic one, even though it
means more preparation.

The structure of your resume will vary depending on your work experience
and education and training background.

A resume usually sets out information in a reverse order. Your most recent
work experience and study details should be first on the list.

Here's a brief rundown on the essential things to include on your resume.

Personal details. Full name and contact details including address, telephone
number(s) and email address.

Education and training. A summary of your education and training history,
starting with your most recent studies, making sure you include all training that's
relevant to the job you're applying for.

Employment history. Start with your most recent work history and work
backwards chronologically, listing the name of the employer, your job title, the dates
you worked there, and your responsibilities, tasks and achievements. Make sure you
include everything that's relevant to the job.

Skills and abilities. A list of the things you're good at. These can be general
skills or skills specific to a particular job. List them under broad headings such as
"Communication” and "Teamwork".

Career objective (optional). Tell the employer what type of job you want end
up with; this shows that you've given thought to your future career.

Interests (optional). A list of your hobbies and interests; this gives employers
more information about you and also shows other areas of your life where you've
gained experiences such as teamwork and commitment.

Referees. List people who can talk about how good a worker you are. Make
sure you get their permission before including them on your resume. List their name,
company name occupation, and contact details.
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neyamHom euoe Ha aucme A4.

Bapmuanr 17.

1.Buinoanume pabomy ¢ mexcmom.
a). llpouumaiime u nucemeHHo nepeseoume mexkcm.
0). Cocmaseme cllo8ApuUK K mexcmy.
8). Cohopmynupyiime ocnosHoe cooepoxanue Mmexkcma 6  HEeCKOJIbKUX
NPeOJIOJCEHUSIX.
Types of Résumés

Depending on your work experience, the job you’re applying for, or your
personal preference, you may want to use a particular type of résumé. Here are three
types of résumés to choose from.

A functional résumé focuses on your skills. If you haven’t had a lot of work
experience, a functional résumé that focuses on your skills 1s a good way to market
yourself to potential employers.

Instead of focusing on your previous work experience, a skills-focused
résumé highlights the transferable skills you gained from previous jobs, activities,
experiences, or volunteer work.

It’s most commonly used when you’ve had a large gap in your employment
history, or if you have never worked before.

A chronological résumé focuses on your experience. Focusing on your work
history is one of the more popular ways to structure a résumé. It shows employers
all your work experience, focusing on positions you’ve held and your past
responsibilities and accomplishments.

The chronological résumé is organized with your most recent information
first. The goal is to give a comprehensive work history, organized by each job you’ve
held. You give your position title, place of employment, how long you worked there,
and a breakdown of your responsibilities or accomplishments.

This 1s a great multi-purpose résumé that works for most job applications,
including retail.

A hybrid résumé is a combination of the two. A hybrid résumé is also known



as a combination résumé. It combines the elements of a functional and chronological
résumé to create a résume that focuses heavily on skills, but also includes dates, titles
of previous jobs, along with essential information about the position.

This 1s a good résumé to use when you want to prioritize your skills but also
demonstrate how your career has evolved.

A targeted resume is a resume that is customized so that it specifically
highlights the experience and skills you have that are relevant to the job you are
applying for. It definitely takes more work to write a targeted resume than to just
click to apply with your existing resume. However, it's well worth the effort,
especially when applying for jobs that are a perfect match for your qualifications
and experience.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobennocmsix ux nanucanusi (llpunoowcenue 1). Iucemenno nepegeoume 0enogoe
NUCLMO U 8bINOIHUME 3a0aHue K Hemy (IIpunooicenue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABWIAX NOO2OMOBKU Oel0BOT
npeseHmayuy, OCOOEHHOCMSX — GbICHIYNICHUS. ¢ NYOIUYHOl  peuvlo  nepeo
ayoumopueti (Ilpunroocenue 3), a makosice ¢ NONE3HOU JEKCUKOL, MUNOBLIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunodicerue 4).

Cocmagvme nucvmenHvlil mexcm npezenmayuu. Temamuxa npezeHmayuu —
onucanue KOMNAHUY, 8 KOMOpol pabomaem cmyoenm, aubo Opy2oi u3eecmuoi
komnanuu. Obpasey mexcma nNpeseHmayuu o0 KOMAIAHUU NpeOCmdasieH 8
Lpunoowcenuu 5.

4. O3naxomemecv ¢ uHgopmayuetsi 0 NpABUIAxX HANUCAHUS pe3tome, e2o
cmpykmype u ocobennocmsx ogopmaenus ([Ipunoocenue 6). I[loocomogvme 6
NUCBMEHHOM BUOE pe3loMe HA AHSIUTICKOM si3bike OJisi YCMpPOCmEd Ha pabomy.
Obpaszey pestome npeocmasner 6 Ilpunoowcenuu 7. Pesiome ogopmisemcest 6
nedammom guoe na jucme A4.

Bapmuanr 18.

1.Bvinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nucemeHHo nepeseoume mexcm.

0). Cocmaseme cllO8ApUK K MeKcmy.

8). Cdohopmynupyiime ocnogHoe cooepoxcanue MmMexkcma 6  HECKOJIbKUX
NPeOJIOJNCEHUSIX.

Get Ready to Interview

Once you’ve got a date and time confirmed for an interview you can research
the company in more depth and make a plan for the actual day — including what
you’re taking with you and what you are going to wear.

Carefully read the job description, focusing on the responsibilities and
requirements. Be prepared to explain, with tangible examples, how you fit the
requirements and how you can fulfill the responsibilities.

Research the company, including their mission statement and any recent or



notable achievements, or changes in strategy or positioning.

Practice answering interview questions specific to your desired position and
industry.

You may have several rounds of interviews, usually starting with a phone
interview, then followed by in-person interviews.

Employers use phone interviews to identify and recruit candidates for
employment. Phone interviews are often used to narrow the pool of applicants who
will be invited for in-person interviews. For remote jobs, interviewing by phone,
Skype or video may be how you get hired.

For a phone interview, set aside at least 45 minutes of quiet, uninterrupted
time. Have your resume and cover letter printed or open on your computer for
reference. Be sure to take the call somewhere with excellent cell service. If you have
one, a landline 1s preferable for optimal audio quality.

The first in-person job interview is typically a one-on-one interview between
the applicant and a hiring manager. The interviewer will ask questions about the
applicant's experience and skills, work history, availability, and the qualifications
the company 1s seeking in the optimal candidate for the job.

For an in-person interview, arrive 10 minutes early with a printed cover letter
and resume. Be sure to dress to impress, and express polite and professional
enthusiasm about the position and the company.

A second interview can be a more in-depth interview with management, staff
members, executives, and other company employees. Once you're scheduled for a
second interview, you're most likely in serious contention for the job.

When you have made it through the interview process, the final step will be
ajob offer. Be sure to consider practical factors, such as the salary, benefits, vacation
time, corporate culture, your commute, and the attitude and personalities of the
people you would be working with.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobenHocmsix ux Hanucanusi (Ilpunooicenue 1). Iucemenno nepesedume 0enogoe
NUCLMO U 8bINOIHUME 3d0aHue K Hemy (I1punooicerue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezeHmayuu, OCOOEHHOCMAX —GbICMYNIEHUs. C NYOIUYHOU — peyvlo  nepeo
ayoumopueti (Ilpunroocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBbIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunodicerue 4).

Cocmasbme nucbMeHHbll mexcm npeseHmayuu. Temamuxa npeseHmayuu —
ONUCAHUE KOMAUAHUU, 8 KOMOpOU pabomaem cmyoeHm, aubo Opyeoi U36eCmHol
xomnanuu. Qbpazey mexcma npe3eHmayuy 0 KOMAAHUU NpeoCmdsieH 8
Lpunoowcenuu 5.

4. O3Hakomvmecs ¢ uHgopmayueil 0 NpasuIax HANUCAHUSL pe3ioMe, €20
cmpykmype u ocobennocmsix ogopmaenus ([Ipunoocenue 6). I[loocomogvme 6
NUCOMEHHOM GUOe pe3toMe HA AH2IUTICKOM s3blke OJisl YCMpoUucmeda Ha pabomy.
Obpaszey pestome npeocmaesnern 6 Ilpurooicenuu 7. Pestome ogopmisemcs 6
neyamHom suoe Ha aucme A4.

Bapmuanr 19.



1.Buinoanume pabomy ¢ mexcmom.
a). llpouumaiime u nuceMmeHHo nepeseoume mexcm.
0). Cocmaseme clO8ApUK K Mexcmy.
8). Cdohopmynupyiime ochHosHoe cooepoxanue Mmexkcma 6  HECKOJIbKUX
NPeOIOJCEHUSIX.
Interview Questions

Although there is no set format that every job interview will follow, there are
some questions that you can almost guarantee will crop up. Here’s a list of the most
common questions and a guide to the kind of answers your interviewer wants to hear.

Tell me about yourself.

This is usually the opening question and, as first impressions are key, one of
the most important. Keep your answer to under five minutes, beginning with an
overview of your highest qualification then running through the jobs you’ve held so
far in your career. You can follow the same structure of your CV, giving examples
of achievements and the skills you’ve picked up along the way. Don’t go into too
much detail — your interviewer will probably take notes and ask for you to expand
on any areas where they’d like more information. If you’re interviewing for your
first job since leaving education, focus on the areas of your studies you most enjoyed
and how that has led to you wanting this particular role.

What are your strengths?

Pick the three biggest attributes that you think will get you the job and give
examples of how you have used these strengths in a work situation. They could be
tangible skills, such as proficiency in a particular computer language, or intangible
skills such as good man-management. If you’re not sure where to start, take a look
at the job description. There is usually a section listing candidate requirements,
which should give you an idea of what they are looking for.

What are your weaknesses?

The dreaded question, which is best handled by picking something that you
have made positive steps to redress. For example, if your IT ability is not at the level
it could be, state it as a weakness but tell the interviewer about training courses or
time spent outside work hours you have used to improve your skills. Your initiative
could actually be perceived as a strength. On no accounts say “I don’t have any
weaknesses”, your interviewer won’t believe you, or “I have a tendency to work too
hard”, which is seen as avoiding the question.

Why should we hire you?

What can you do for us that other candidates can't? - What makes you special
and where do your major strengths lie? You should be able to find out what they are
looking for from the job description. “I have a unique combination of strong
technical skills and the ability to build long-term customer relationships™ 1s a good
opening sentence, which can then lead onto a more specific example of something
you have done so far in your career. State your biggest achievement and the benefit
it made to the business, then finish with “Given the opportunity, I could bring this
success to your company.”



2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobennocmsax ux nanucanus (llpunroocenue 1). Iucemenno nepegeoume oenogoe
NUCLMO U 8bINOAHUME 3d0aHue K Hemy (l[Ipunoodicerue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezenmayuy, O0COOEHHOCMAX — GbICMYNIeHUs ¢ NYyOIu4YHoll  peyvlo  nepeo
ayoumopueti (Ilpunoocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBbIMU
¢pazamu ons noocomosku npesenmayuu (I1punodicerue 4).

Cocmaseme nucbymentviii mexcm npesenmayuu. Temamura npesenmayuu —
onucanue KomMnamuu, 6 KoOmopoil pabomaem cmyoeHm, Jubo Opyeoti u3eecmHol
komnanuu. Obpazey mexcma npezeHmayuy 0 KOMAAHUU HNpeocmasien 6
Lpunoowcernuu 5.

4. Osznaxomvmecv ¢ ungopmayueii 0 Npaswiax HAnUcawus pesiome, e2o
cmpykmype u ocobennocmsix ogopmaenus ([Ipunrooicenue 6). I[loocomogvme 6
NUCOMEHHOM UOe pe3loMe HA AHSIULCKOM A3blKe OJisl YCMmpotcmeda Ha padomy.
Obpaszey pestome npeocmasiern 6 Ilpunoowcenuu 7. Pesiome ogopmisiemcs 6
neyamHom euoe Ha aucme A4.

Bapmuant 20.

1.Buinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nuceMeHHo nepeseoume mexcm.

0). Cocmaseme cllo8ApuUK K mexcmy.

8). Cdohopmynupyiime ocnogHoe cooepoxcanue Mmexkcma 6  HEeCKOJIbKUX
NPeOJIOJCEHUSIX.

Departments in a company

There is a difference between the departments a new business needs and the
departments it can afford, at least during the start-up phase. A typical business
should only have the number of departments it can support financially.

Almost every business needs an accounting department and an administrative
department to handle paperwork and the legal matters surrounding the business'
formation. However, other departments such as R&D (research and development)
or public relations may be considered unnecessary or optional.

The evolution of departments in a business closely parallels the evolution of
the business itself. As a business grows, the number of departments often grows
along with it. Such departments as production, sales, accounting and administration
would be immediately beneficial to a new business. If company owners decide to
hire staff to handle these departments, then a need for a human resources department
may arise. A human resources department would oversee the hiring, retention and
performance of future employees.

Meanwhile, the sales department of a growing company often branches into
several different departments, such as inside sales, outside sales or retail sales.
Promotion of the company may involve creating advertising and public relations
departments. The original production department could expand into different
departments to become more efficient. A shipping and receiving department would



keep track of inventory or deliveries, while a quality control department could insure
that the quality of products remains high.

There is no definitive answer concerning the total number of departments any
business needs to be considered viable. Every new addition to a business brings with
it some benefits and some liabilities. A new advertising department may create
significant name recognition for the business, but the salaries of skilled artists and
copywriters could be significant as well. As long as the existing departments can
handle the company's needs, a growing business should be careful not to expand too
quickly.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobennocmsax ux nanucanus (llpunroocenue 1). Iucemenno nepegeoume oenogoe
NUCLMO U 8bINOAHUME 3a0aHue K Hemy ([1punoodicenue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezenmayuu, OCOOEHHOCMAX — GLICMYNIeHUs. ¢  NYOIUYHOU  peyvio  nepeo
ayoumopueti (Ilpunoocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBbIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunoodicerue 4).

Cocmaseme nucbymenuviii mexcm npesenmayuu. Temamuxa npesenmayuu —
onucanue KoMnamuu, 6 Komopoti pabomaem cmyoenm, JuO0 Opyeol U38eCmuol
komnanuy. Obpazey mexcma npezeHmayu 0 KOMAAHUU HNpeocmasien 6
Lpunoowcernuu 5.

4. Osznaxomvmecv ¢ ungopmayueii 0 Npasuiax HAnucawus pesiome, e2o
cmpykmype u ocobennocmsx ogopmaenus ([Ipunoocenue 6). I[loocomogvme 6
NUCOMEHHOM UOe pe3loMe HA AHSIULCKOM SA3blke OJisl YCMmpotcmeda Ha pabomy.
Obpaszey pestome npeocmaesnen 6 Ilpunoowcenuu 7. Pesiome ogopmisemcs 6
neyamHom euoe Ha aucme A4.

Bapmuanr 21.

1.Buinoanume pabomy ¢ mexcmo.

a). llpouumaiime u nucemeHHo nepeseoume mexcm.

0). Cocmaseme cllO8ApUK K MeKcmy.

8). Cdohopmynupyiime ocnogHoe cooepoxcanue MmMexkcma 6  HECKOJIbKUX
NPeOJIOJNCEHUSIX.

Starting a business

Here are some steps that are required to start a business successfully.

Do market research. Most likely you have already identified a business idea.
As you explore the market, some of the questions you should answer include: Is
there a need for your anticipated products/services? Who needs 1t? Are there other
companies offering similar products/services now? What is the competition like?
How will your business fit into the market?

There are a number of ways you can answer these questions, including



research, focus groups, and even trial and error.

Starting a small business involves some initial investment as well as the
ability to cover ongoing expenses before you are making a profit.

If you intend to seek financial support from an investor or financial
institution, a traditional business plan is a must.

Put together a spreadsheet that estimates the one-time startup costs for your
business (licenses and permits, equipment, legal fees, insurance, branding, market
research, inventory, etc.), as well as what you anticipate you will need to keep your
business running for at least 12 months (rent, utilities, marketing and advertising,
production, supplies, travel expenses, employee salaries, your own salary, etc.).
Those numbers combined is the initial investment you will need.

Choose a business structure. Your small business can be a sole
proprietorship, a partnership, a limited liability company (LLC) or a corporation.
Paperwork is a part of the process when you start your own business. There are a
variety of small business licenses and permits that may apply to your situation,
depending on the type of business you are starting and where you are located.

You will need to think about your location, equipment, and overall setup,
and make sure your business location works for the type of business you will be
doing. You will also need to consider if it makes more sense to buy or lease your
commercial space.

If you will be hiring employees, make sure you take the time to outline the
positions you need to fill, and the job responsibilities that are part of each position.

Once your business i1s up and running, you need to start attracting clients and
customers. Create a marketing plan to promote your business most effectively.

2. O3naxkomvmecsw ¢ uHgopmayueti 0 8UOAx Oel08bIX NUCEM, NPAGWIAX U
ocobenHocmsix ux Hanucanusi (Ilpunooicenue 1). Iucemenno nepesedume 0enogoe
NUCLMO U 8bINOAHUME 3a0aHue K Hemy ([1punooicenue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezeHmayuy, OCOOEHHOCMSX GbICMYNIeHUs. C NYOIU4HOU  peuvlo  nepeo
ayoumopueti (Ilpunroocenue 3), a makosce ¢ NONE3HOU JAEKCUKOL, MUNOBbIMU
¢pazamu onst noocomosku npezenmayuu (Ilpunodicerue 4).

Cocmasbme nucbMeHHbll mexcm npeseHmayuu. Temamurxa npeseHmayuu —
ONUCAHUE KOMAUAHUU, 8 KOMOpOil pabomaem cmyoeHm, aubo Opyeoli u3eecmHol
komnanuu. Qbpazey mexcma npe3eHmayuy 0 KOMAAHUU NpeOCmdsieH 8
Lpunoocernuu 5.

4. O3Hakomwmecs ¢ uHgopmayueil 0 NpAasuIAx HANUCAHUSL pe3toMe, €20
cmpykmype u ocobennocmsix ogopmaenus (Ilpunoocenue 6). I[loocomogvme 6
NUCOMEHHOM GUOe pe3ioMe HA AHSTUIICKOM si3vlke OJisi YCMpOTcmed Ha pabomy.
Obpaszey pestome npeocmaesnern 6 Ilpurooicenuu 7. Pestome ogopmisemcs 6
neyamHom suoe Ha aucme A4.

Bapmuanr 22.

1.Buinoanume pabomy ¢ mexcmom.
a). llpouumaiime u nuceMeHHo nepeseoume mexcm.



0). Cocmaseme clO8ApUK K Mexcmy.
8). Cohopmynupyiime ocHogHOe —cooepoxcanue MmeKCma 6  HECKOAbKUX
NPeOJIOJCEHUSIX.

Writing a business plan

A business plan is an easy way to communicate the business idea to the
prospective audience. If you need to raise funds, attract investors for your venture,
you should write a business plan. They want to be sure that you have a sound
business idea, an effective marketing strategy, that you understand the market and
have a chance of making a good profit

The business plan should tell a story about your business, explaining who,
what, when, where, how and why. It should be concise, but complete, professional,
enthusiastic and convincing. It usually contains the following sections.

Market analysis is an examination of the primary target market for your
product or service, including geographic location, demographics, your target
market's needs and how these needs are being met currently.

Competitive Analysis as an investigation of your direct and indirect
competitors, with an assessment of their competitive advantages and an analysis of
how you will overcome any entry barriers to your chosen market. In this section of
the business plan, you need to distinguish your business from the competition,
persuading the reader(s) of your plan that your business will be able to compete
successfully.

Marketing Plan is a detailed explanation of your sales strategy, pricing plan,
proposed advertising and promotion activities, and product or service's benefits. This
1s where you present the reader with your new business's Unique Selling Proposition
(USP), describe how you're going to get your goods and/or services to market and
how you're going to persuade people to buy them.

Management Plan is an outline of your business's legal structure and
management resources, including your internal management team, external
management resources, and human resources needs.

Operating Plan 1s a description of your business's physical location, facilities
and equipment, kinds of employees needed, inventory requirements and suppliers,
and any other applicable operating details, such as a description of the manufacturing
process.

Financial Plan is a description of your funding requirements, your detailed
financial statements, and a financial statement analysis.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobenHocmsx ux Hanucanusi (Ilpunooicenue 1). Iucemenno nepesedume 0enogoe
NUCLMO U 8bINOIHUME 3d0aHue K Hemy (lIpunooicerue 2).

3. Osnaxomvmecv ¢ ungopmayueii. 0 APABUIAX NOO2OMOBKU Oel0BOI
npezeHmayuy, OCOOCHHOCMAX —GbICMYNIEHUs. C NYONUYHOU — peyvlo  nepeo
ayoumopueti (Ilpunroocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBbIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunoodicerue 4).

Cocmasbme nucbMeHHbll mexcm npesenmayuu. Temamuxa npeseHmayuu —



onucanue KoMnanuu, 6 KOmopoil pabomaem cmyoeHm, Jubo Opyeoti u3eecmHol
komnanuu. Obpazey mexcma npezeHmayuy 0 KOMAAHUU HNpeocmasien 8
Lpunoowcernuu 5.

4. Osznaxomvmecv ¢ ungopmayueii 0 Npasuiax HANUcawus pesiome, e2o
cmpykmype u ocobennocmsix ogopmaenus (Ilpunooicenue 6). I[loocomosvme 8
NUCOMEHHOM UOe pe3loMe HA AHSIULCKOM A3blke OJisl YCMmpotcmeda Ha padomy.
Obpaszey pestome npeocmaenen 6 Ilpunoocenuu 7. Pesiome ogopuisemcs 6
neyamHom euoe Ha aucme A4.

Bapmuanr 23.

1.Buinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nucemenno nepegeoume mexkcm.

0). Cocmaseme cllo8ApuUK K mexcmy.

8). Cdohopmynupyiime ochHosHoe cooepoxcanue Mmexkcma 6  HECKOJIbKUX
NPeOJIOJCEHUSIX.

How to hire the right people

Companies often need to recruit new people.

To begin the recruitment process, the company should develop a job
description that tells potential employees the exact requirements of the position.
First, notify current employees of the opening, your internal applicants may surprise
you with their talent and skills.

Then job advertisements (job ads) are placed in newspapers and posted
online. Most jobs will require an online campaign through posting the job on job
sites and in social media. Your own website is significant for recruiting employees
who seek out your company in particular. Companies create an employment section
on the company’s website which describes available positions and contains
information about the company.

People who are interested apply for a job. Companies ask applicants to send
their CVs (resumes) and select the most suitable candidates to make a short list. If
you have advertised the position effectively, you will have a large pool of applicants.

Job applicants who respond to the recruitment efforts of the company are
then screened to determine if they are qualified for the job. The applications are
reviewed and the most qualified applicants receive a phone interview. The purpose
of the screening is to save staff time and energy by eliminating candidates.

Selected candidates are invited to interviews and other methods of
assessment. Employers may check the background of prospective employees, as
well as check references prior to making a job offer and hiring the top candidate for
the position. After an interview they make a final selection and offer the job to the
best applicant.

In some cases, employers passively recruit by simply posting jobs on their
company website and waiting for applicants to find the job posting and apply. They
don't need to do anything else because of the volume of applications they receive.



Other companies are actively recruiting candidates using many different
ways to connect with and engage potential employees. Even if they do get many
applications they want to be sure they are reaching the best candidates.

Companies can also use the services of recruitment (employment) agencies
or headhunters. Recruiters have an already-developed pool of candidates. They
provide a second pair of experienced eyes to help you with your search and save
your time.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blx NUCEM, NPAGUILAX U
ocobenHocmsx ux Hanucanus (Ilpunrooicenue 1). ITucemenno nepesedume 0enogoe
NUCLMO U 8bINOAHUME 3d0aHue K Hemy ([Ipunooicenue 2).

3. Osuaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezeHmayuy, OCOOCHHOCMAX —GbICMYNIEHUs C NYONUYHOL — peyvlo  nepeo
ayoumopueti (Ilpunooxcenue 3), a makdice ¢ NONE3HOU JNEeKCUKOU, MUNOGHIMU
¢pazamu onst noocomosku npezenmayuu (Ilpunoodicerue 4).

Cocmasbme nucbMeHHbll mexcm npeseHmayuu. Temamuxa npeseHmayuu —
ONUCAHUE KOMAUAHUU, 8 KOMOpOil pabomaem cmyoeHm, aubo Opyeoli u3eecmHol
xomnanuy. Qbpazey mexcmd npe3eHmayuu o0 KOMAAHUU NpeoCmdasieH 8
Lpunoowcernuu 5.

4. O3Hakomvmecs ¢ uHgopmayueil 0 NpasuIAx HANUCAHUSL pe3loMe, €20
cmpykmype u ocobennocmsix ogopmaenus ([Ipunoocenue 6). I[loocomogvme 6
NUCOMEHHOM GUOe pe3toMe HA AH2IUTICKOM s3blke O/l YCMpoUucmeda Ha pabomy.
Obpasey pestome npeocmasnern 6 Ilpurooicenuu 7. Pestome ogopmisemcs 6
nedammom guoe na jucme A4.

Bapuanrt 24.

1.Buinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nuceMeHHO nepeseoume mexcm.

0). Cocmaseme clI08ApUK K MeKcmy .

8). Cohopmynupyiime ocHogHoe —cooepixcanue MmeKCma 6  HECKOAbKUX
NPeOJIOJCEHUSIX.

How to advertise

Advertising is important for any successful business. It persuades people to
buy your product, fosters product awareness and brand loyalty, increases sales and
your company’s profits. You might provide the greatest product or service in the
world, but if nobody knows about it you'll never make any money.

For effective advertising you should remember about the following steps.

1. Know your target market. Consider gender, age, income of your target
consumers. The ad that appeals to retired men is very different from an ad designed
for teenage girls.

2. Decide on a target location. The next step 1s to place your advertisements
in the right advertising media to reach your target consumers. You can’t advertise
everywhere, so think where your target audience is most likely to see the ad. Don't



make decisions based on your own personal preference. Don't advertise on the radio
just because you listen to the radio. Do some research and make your decision based
on your customers.

3. Draw up a budget. Of course, your budget will play a big role in the quality
and distribution of your ad. Very few businesses will have an unlimited budget for
their advertising campaigns, so it is important that you think strategically about your
ads and plan carefully. Nothing will help your business grow like a well-designed,
well-targeted ad, so spend as much money as you can afford on your advertising
campaign.

Think of it like an investment; the initial cost may be high, but the returns (in
terms of new customers and potential sales) will more than make up for it. When it
comes to advertising, you have to spend money to make money.

4. Produce a great ad. Creating an advertisement for your business, product
or service, you should try to come up with a simple yet eye-catching image which
customers will recognize instantly. Depending on the type of ad, this includes things
like the colors used, the font, the photographs, the music or the
spokespeople/celebrities used to represent them. Part of creating a great image 1s
coming up with a recognizable logo, slogan or jingle which customers associate with
your brand.

The message your ad sends can make or break the campaign. Highlight your
competitive advantage: benefits of buying your product or service over those of your
competitors (USP).

Avoid advertising clichés. You need your ad to be unique -- if it looks or
sounds exactly like a hundred other ads, you'll lose potential customers.

Your ad should be well-targeted, eye-catching, convincing, humorous or
clever, different from competition.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOAx Oel08blX NUCEM, NPAGUILAX U
ocobenHocmsix ux Hanucanus (Ilpuroocenue 1). ITucemenno nepesedume 0enogoe
NUCLMO U 8bINOAHUME 3a0aHue K Hemy ([1punooicenue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2OMOBKU Oel0BOT
npezeHmayuy, OCOOCHHOCMAX —GbICMYNIEHUs. C NYONIUYHOU — peyvlo  nepeo
ayoumopueti (Ilpunooxcenue 3), a makdice ¢ NONE3HOU JEeKCUKOU, MUNOGHIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunodicerue 4).

Cocmasbme nucbMeHHbll mexcm npeseHmayuu. Temamuxa npeseHmayuu —
ONUCAHUEe KOMAUAHUU, 8 KOMOpoil pabomaem cmyoeHm, aubo Opyeoli u3eecmHol
xomnanuu. Qbpazey mexcmd Npe3eHmMaAyuy O KOMAAHUU NpedCmdsien 8
Lpunoowcernuu 5.

4. O3Hakomvmecs ¢ uHgopmayueil 0 NpAasUIAx HANUCAHUSL pe3loMe, €20
cmpykmype u ocobennocmsix ogopmaenus ([Ipunooicenue 6). [loocomogvme 6
NUCOMEHHOM GUOe pe3toMe HA AH2IUTICKOM s3blke OJisl YCMpoUucmeda Ha pabomy.
Obpaszey pestome npeocmasiner 6 I[lpunoocenuu 7. Pestome ogopmisiemcs 6
neyamHom suoe Ha aucme A4.

Bapmuanr 25.



1.Buinoanume pabomy ¢ mexcmom.

a). llpouumaiime u nuceMmeHHo nepeseoume mexcm.

0). Cocmaseme clO8ApUK K Mexcmy.

8). Cohopmynupyiime ochHogHoe cooepoxanue Mmexkcma 6  HEeCKOJIbKUX
NPeOJIOJNCEHUSIX.

Business travel. Staying at a hotel

With the increase in the number of hotels and hotel chains, consumers now
have a greater choice of where to stay when they travel. In order to beat the
competition, hotels are now improving and enhancing the services that they provide.

The following 1s a list of the types of hotel services that hotel guests
prioritize:

1. Hotel guests expect clean rooms that contain all of the essential
conveniences. This includes comfortable beds with clean sheets, high speed internet
access in the room, access to movies, full bathroom facilities, free local calls,
continental breakfasts, newspaper in the morning outside the door, wake-up call
service, alarm clock, hair dryer, coffee maker or complimentary coffee, iron and
ironing board, and air-conditioning.

2. Easy accessibility to local transportation such as a taxi service and car
rental 1s an important priority. They also want hotel staff to be able to arrange for
their transportation. The hotel should have convenient parking where vehicles will
be safe.

3. Hotel guests would like hotel staff to be able to arrange for entertainment
services such as theater tickets, movie tickets, dinner reservations, spa and hair salon
reservations.

4. Hotel guests would like a member of the staff to be available for assistance
24 hours a day. It is important that there is concierge available at all times to cater
to the needs of the guests.

5. The hotel should have a quality dining room that serves delicious food at
affordable prices. A hotel lounge is also important. The lounge should be a nice place
to relax and have a drink.

6. The hotel should have recreational services such as a swimming pool,
sauna, gymnasium, or tennis court. Most customers enjoy taking advantage of hotel
recreational services.

7. Most hotel guests enjoy their privacy. Hotels should have rooms for those
who want extra privacy.

8. Most people look for ways to save money when they travel. Customers
enjoy taking advantage of special discounts on certain services offered by hotels.

2. O3naxomvmecsv ¢ uHgopmayueti 0 UOax Oel08blx NUCEM, NPAGUILAX U
ocobenHocmsix ux Hanucanust (Ilpunrooicenue 1). Iucemenno nepesedume 0enogoe
NUCLMO U 8bINOIHUME 3d0aHue K Hemy (l1punoodicerue 2).

3. Osnaxomvmecv ¢ ungopmayueii 0 APABUIAX NOO2COMOBKU Oel0BOI
npezenmayuy, O0COOEHHOCMAX — GbICMYNIeHUs ¢  NYyOIu4yHoll  peyvlo  nepeo



ayoumopueti (Ilpunoocenue 3), a makosce ¢ NONE3HOU JEKCUKOL, MUNOBbIMU
¢pazamu ons noocomosku npezenmayuu (Ilpunoodicerue 4).

Cocmaseme nucbymenuviii mexcm npesenmayuu. Temamuxa npesenmayuu —
onucanue KomMnanuu, 6 KoOmopoil pabomaem cmyoeHm, Jubo Opyeoti u36ecmHol
komnanuy. Obpaszey mexcma npezeHmayu 0 KOMAAHUU HNpeocmasien 8
Lpunoowcernuu 5.

4. Osznaxomvmecs ¢ ungopmayueii 0 Npasuiax HANUcawus pesiome, e2o
cmpykmype u ocobennocmsix ogopmnenusi (Ilpunooicenue 6). Iloocomoseme 8
NUCOMEHHOM UOe pe3lomMe HA AHSIULCKOM A3blke OJisl YCMmpotcmeda Ha padomy.
Obpaszey pestome npeocmaenen 6 Ilpunoocenuu 7. Pesiome ogopuisemcs 6
neyamHom suoe Ha aucme A4.



Ipuno:xkeHusi K 3aJaHUSAM KOHTPOJIbHOI padoThI
Ilpunoxcenue 1

Os3nakombmecy ¢ ungopmayueii. 0 6uUOAX OeNOBbIX NUCeM, HNpAGUIAX U
0COOEHHOCMAX UX HANUCAHUS]

Business Letters

A letter of enquiry is a formal letter that makes an approach to an individual
or organization either speculatively or in response to printed public domain material
whereby you are requesting some information.

It is a general term used for a number of different kinds of business letters
addressed to a company. An enquiry is sent when a businessman wants some
information. The letter 1s drafted to get some more information which is not available
on website, brochures, literature of the product.

The letter 1s written by a customer to the company seeking some information
about a new product or service, especially about supply of goods, leaflets or
catalogues, quotation or prices, samples, terms and discounts, availability of goods,
delivery terms and deadlines, method of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding enquiry. They
state the nature and description of the goods offered, the quantity, the price, the terms
of payment, and the time and place of delivery. The sales-conscious businessman
wants to draw the attention of customers and new customers to a special product or
range of goods. He will take the opportunity to stimulate his correspondent’s
interest in his goods or services by including sales messages and the assurance that
the customer will receive personal attention.

Offers may be firm (binding) or without engagement. A firm offer is subject
to certain conditions, a deadline for the receipt of orders, or a special price for certain
quantities. If the Buyer accepts the offer in full within the stipulated time, the goods
are considered to have been sold to him at the price and on the terms stated in the
offer. According to the British and American law, a person/company making a firm
offer has the right to revoke it at any time before it has been accepted. According to
the Russian law, a person/company making an offer is bound by it until the
expiration of the time stated in the offer.

An order letter, also known as a PO or purchase order letter, is written to
provide the vendor with detailed instructions for fulfilling an order. Letters dealing
with orders and payments for merchandise form a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all doubts
resulting in loss of time and possibly of the market. The letter usually includes the
following: details about what you are ordering or reserving; directions for shipment;
manner of payments. In the letter of order, the main idea in the first paragraph is
what it is that we are reserving or ordering. The explanatory paragraphs give
whatever details the order requires — about quantity, colour, style, size, price,
payment, location, shipment data, place, plus any specific instructions your reader



might need. The last paragraph invites prompt shipment and dated action, if desired.
Types of Business Letters

A letter of enquiry 1s a formal letter that makes an approach to an individual
or organization when a businessman or a customer is seeking some information
about a new product or service, especially about supply of goods, leaflets or
catalogues, quotation or prices, samples, terms and discounts, availability of goods,
delivery terms and deadlines, method of transportation, insurance.

Offers are sent in reply to an enquiry or without a preceding enquiry. They
state the nature and description of the goods offered, the quantity, the price, the terms
of payment, and the time and place of delivery. The sales-conscious businessman
wants to draw the attention of customers and new customers to a special product or
range of goods.

An order letter is written to provide the vendor with detailed instructions for
fulfilling an order. Letters dealing with orders and payments for merchandise form
a bulk of business activity.

Proper care should be taken in drafting of the order to eliminate all doubts
resulting in loss of time and possibly of the market. The letter usually includes the
following: details about what you are ordering or reserving; directions for shipment;
manner of payments. In the letter of order, the main idea in the first paragraph is
what it is that we are reserving or ordering. The explanatory paragraphs give
whatever details the order requires — about quantity, colour, style, size, price,
payment, location, shipment data, place, plus any specific instructions your reader
might need. The last paragraph invites prompt shipment and dated action, if desired.

A complaint letter is written to show one that an error has occurred and that
needs to be corrected as soon as possible. The letter can be drafted as a document
used for warning the reader. An effective complaint letter is brief and to the point
and includes documentation.  Several things should be kept in mind when writing
this kind of letter.

Sufficient detail should be included to back up your claim and to show that
you have thoroughly researched the subject. However, omit irrelevant details.
Maintain a firm but respectful tone, and avoid aggressive, accusing language. Send
only photocopies of receipts and other documents, and retain all originals. Keep a
copy of the complaint letter for your records. If a company has repeatedly given you
bad service and refuses to correct the situation and you feel that your only recourse
1s to pursue legal action, voice your feelings in a tactful but firm way. Include your
contact information (your name, address, phone number, and e-mail address, if
desired, so that the other party can reach you to discuss any questions or concerns).

Essentials of Effective Business Correspondence

Business correspondence or business letter is a written communication
between two parties. Businessmen may write letters to supplier of goods and also
receive letters from the suppliers. Customers may write letters to businessmen
seeking information about availability of goods, price, quality, sample etc. or place



order for purchase of goods.

A letter should serve the purpose for which it is written. If a businessman
writes a letter to the supplier for purchase of goods, the letter should contain all the
relevant information relating to the product, mode of payment, packaging,
transportation of goods, etc. clearly and specifically. Otherwise, there will be
confusion that may cause delay in getting the goods. Again the quality of paper used
in the letter, its size, colour also need special attention, because they create a positive
impression in the mind of the receiver.

Let us now learn about the different parts of a business letter.

The essential parts of a business letter are as follows:

1. Heading -The heading of a business letter usually contains the name and
postal address of the business, e-mail address, web-site address, telephone number,
fax number, trade mark or logo of the business.

2. Date - The date is normally written on the right hand side corner after the
heading as the day, month and years. Some examples are 28th Feb., 2003 or Feb. 28,
2003.

3. Reference- It indicates letter number and the department from where the
letter is being sent and the year. It helps in future reference. This reference number
1s given on the left hand corner after the heading. For example, we can write
reference number as AB/FADept./2003/27.

4. Inside address - This includes the name and full address of the person or the
firm to whom the letter is to be sent. This is written on the left hand side of the sheet
below the reference number. Letters should be addressed to the responsible head
e.g., the Secretary, the Principal, the Chairman, the Manager etc.

Example:

M/S Bharat Fans The Chief Manager,
Bharat Complex State Bank of India
Hyderabad Industrial Complex | Utkal University Campus
Hyderabad Bhubaneswar,

Andhra Pradesh — 500032 Orissa- 751007

5. Subject - It 1s a statement in brief, that indicates the matter to which the letter
relates. It attracts the attention of the receiver immediately and helps him to know
quickly what the letter is about. For example,

Subject: Your order No. C317/8 dated 12th March 2003.
Subject: Enquiry about Samsung television
Subject: Fire Insurance policy
6. Salutation - This is placed below the inside address. It is usually followed by
a comma (,). Various forms of salutation are:
Sir/Madam: For official and formal correspondence
Dear Sir/Madam: For addressing an individual
Dear Sirs/Dear Madam: For addressing a firm or company.
7. Body of the letter- This comes after salutation. This is the main part of the
letter and it contains the actual message of the sender. It is divided into three parts.
(a) Opening part - It 1s the introductory part of the letter. In this part, attention









1. Onpeoenrume, x kaxomy 6uoy RUCLMA OMHOCUMCSA OAHHOE NUCOMO:
a) THucvmo-3anpoc ungopmayuu
b) Iucvmo-omeem Ha 3anpoc uHGopmayuu
¢) lucvmo-3axaz
d) Hucemo-sicanodba
e) Ilucvmo-npocvba
2. B mexcme nucoma Ha AH2IUHCKOM SI3bIKe NOOYEPKHUME BblPAICEeHUS-KIUULE
onst Hanucanus oenoewix hucem. C munogvivu pazamu O HANUCAHUS
nUcCeM MOJICHO OZHAKOMUMbCS 8 mabiuye Huice.

Useful phrases and vocabulary for writing business letters

Functions

Useful language

Salutation -
Complementary close

When the recipient’s name is unknown to you:
Dear Sir ... Yours faithfully

Dear Madam ... Yours faithfully

Dear Sir or Madam ... Yours faithfully

When you know the
recipient’s name:

Dear Mr Hanson ... Yours sincerely
Dear Mrs Hanson ... Yours sincerely
Dear Miss Hanson ... Yours sincerely
Dear Ms Hanson ... Yours sincerely

When addressing a

Dear Jack ... Best wishes/Best regards

good friend or

colleague:

Addressing whole | Dear Sirs ... Yours faithfully

departments:

Starting We are writing to inform you that ..., to confirm ..., to

request..., to enquire about ...

I am contacting you for the following reason.

I recently read/heard about ..... and would like to know
Having seen your advertisement in ..., [ would like to ...
I would be interested in (obtaining / receiving) ...

I recerved your address from ... and would like to ...

I am writing to tell you about ...

Referring to previous
contact

Thank you for your letter of March 15,

Thank you for contacting us.

In reply to your request, ...

Thank you for your letter regarding ...

With reference to our telephone conversation yesterday...

Making a request

We would appreciate it if you would ...
I would be grateful if you could ...
Could you please send me ...




Could you possibly tell us / let us have ...

Orders Thank you for your quotation of ...

We are pleased to place an order with your company for...
We would like to cancel our order #° ...

Please confirm receipt of our order.

I am pleased to acknowledge receipt of your order # ...
Prices Please send us your price list.

You will find enclosed our most recent catalogue and
price list.

Please note that our prices are subject to change without
notice.

We have pleasure in enclosing a detailed quotation.

We can make you a firm offer of ...

Our terms of payment are as follows ...

Our records show that we have not yet received payment
of ...

According to our records ...

Please send payment as soon as possible.

You will receive a credit note for the sum of ...
Enclosing documents | I am enclosing ...

Please find enclosed ...

You will find enclosed ...

Closing remarks If we can be of any further assistance, please let us know.
If you require more information ...

For further details ...

Thank you for taking this into consideration.

Thank you for your help.

We hope you are happy with this arrangement.

I look forward to seeing you next week.

Looking forward to hearing from you, ...

An early reply would be appreciated.

Ending business letters | O Sincerely, }

0 Yours sincerely, } for all customers / clients
0 Sincerely yours,}
0 Yours faithfully,} in more formal letters

0 Regards, for those you already know and/or with
whom you have a working relationship

Ilpunoscenue 3
O3Haxomvmecs ¢ uHopmayueil 0 npasuiax NOO20MOBKU 0el080T Npe3eHmayul,
0COOEHHOCMSIX GLICIYNICHUSL C NYOIUYHOT peyblo nepeo ayoumopueti.

Some Hints for a Successful Presentation

Preparation



e Planning. Plan your presentation carefully. Thorough preparation will
make you more confident and help you to overcome your nervousness.

e (Objectives. Think about what you want to achieve. Are you aiming to
inform, persuade, train or entertain your audience?

e Audience. Whom exactly will you be addressing? How many people will
be attending? What do they need to know? What do they already know? What will
they expect in terms of content and approach?

e (ontent. Brainstorm your ideas first. Then decide which are most relevant
and appropriate to your audience and to your objectives and carry out any research
that 1s necessary. Be selective! Don't try to cram too much into your presentation.

e Approach. A good rule of thumb is to tell your audience what you're going
to say, say it, then tell the audience what you've said. Try to develop your key points
in an interesting and varied way, drawing on relevant examples, figures etc. for
support as appropriate. You might also like to include one or two anecdotes for
additional variety and humour.

e Organization. Think about how you will organize your content. Your
presentation should have a clear, coherent structure and cover the points you wish to
make in a logical order. Most presentations start with a brief introduction and end
with a brief conclusion. Use the introduction to welcome your audience, introduce
your topic/subject, outline the structure of your talk, and provide guidelines on
questions. Use the conclusion to summarize the main points of your presentation,
thank the audience for their attention, and invite questions.

If you have a lot of complex information to explain, think about using some
charts, diagrams, graphs etc., on an overhead projector or flipchart. Visual aids can
make a presentation more interesting and easier to understand, but make sure they
are appropriate and clear - don't try to put too much information on each one.

e Rehearsal. Allow time to practice your presentation — this will give you a
chance to identify any weak points or gaps. You will also be able to check the timing,
and make sure you can pronounce any figures and proper names correctly and
confidently.

Language

e Simplicity. Use short words and sentences that you are comfortable
with. There 1s no benefit in using difficult language.

e Clarity. Active verbs and concrete words are much clearer and easier
to understand than passive verbs and abstract concepts. Avoid jargon unless you
are sure all your audience will understand it.

e Signalling. Indicate when you've completed one point or section in your
presentation and are moving on to the next. Give your audience clear signals as to
the direction your presentation is taking.

Delivery

e Nerves. You will probably be nervous at the beginning of your
presentation. Don't worry — most people are nervous in this situation. Try not to
speak too fast during the first couple of minutes — this is the time you establish your
rapport with the audience and first impressions are very important. You may find it



helpful to memorize your introduction.

e Audience rapport. Try to be enthusiastic — your interest in the subject
matter will carry your audience along. Look around your audience as you speak —
eye contact is essential for maintaining a good rapport. You will also be able to pick
up signals of boredom or disinterest, in which case you can cut your presentation
short.

e Body language. Stand rather than sit when you are delivering your
presentation and try to be aware of any repetitive hand gestures or awkward
mannerisms that might irritate your audience.

e Joice quality. You must be clearly audible at all times - don't let your
voice drop at the end of sentences. If you vary your intonation, your voice will be
more interesting to listen to and you will be able to make your points more
effectively.

e Visual aids. Use your visual aids confidently, making sure you allow your
audience time to absorb information from flipcharts and transparencies.

e Audience reaction. Be ready to deal with any hostile questions. Polite,
diplomatic answers are a good disarming tactic, but if you should find yourself
'under fire', suggest that the audience keeps any further questions until the end of the
presentation and continue with your next point.

Business Presentations (PowerPoint)

Business i1s all about selling — a product, topic or concept. When making a
business presentation, the most important thing is to know your material. If you do
not know everything about what you are selling, it is not likely that the audience will
be buying.

It 1s expected today that you will use PowerPoint in business presentations. It
can be used to add visuals to the message and is an easy way to create a leave-behind
handout or e-mail the presentation to others later. But too often business presenters
aren’t as effective as they could be when delivering a PowerPoint presentation. Here
are some tips for making your next PowerPoint business presentation more effective.

The success of your presentation is mostly determined before you ever get up
to speak. Plan your presentation on paper before they sit down at the computer. Start
by defining the goal of the presentation — what you want the audience to do, feel,
understand or act on when you are done. Once you have the starting point and
destination, you can decide where visuals will add to your message and what those
visuals should be.

Decide on a simple standard look for your slides so that the audience has
visual consistency throughout the presentation. Select background, text colors and
fonts so that the text will be easy to read.

Seasoned presenters use key phrases and include only essential information.
Choose only the top three or four points about your topic and make them consistently
throughout the delivery. Simplify and limit the number of words on each screen.
Make your slides easy to follow. Put the title at the top of the slide where your



audience expects to find it. Keep important information near the top of the slide.
Often the bottom portions of slides cannot be seen from the back rows.

Audiences don’t want you to read slides full of text to them — surveys show it
1s the most annoying thing presenters can do. So use visuals instead of paragraphs
of text. Use graphs to illustrate numeric data. Use diagrams to show processes or
flows of information or goods. Use pictures to show a person, place or object.

Creating your presentation at the last minute is not a good idea because it does
not allow you to practice and rehearse. Practice is when you sit with your
presentation and mentally review what you are going to say and how you want the
flow to work. Practice is not enough, although many presenters think it is sufficient.
You must also rehearse your presentation by standing and delivering it as if it was
for real. This is the only way to check your words, your visuals and whether the
message 1s as clear as you want it to be. It 1s also the only way to truly check your
timing to make sure you don’t run over the allotted time.

Ilpunoscenue 4

O3nakombmecb ¢ NOJE3HON JeKCUKOHU, MUnosuiMu pazamu 01 NoO20MOoBKU
npezenmayuu.

Useful language for making presentations

Functions Useful language
Welcoming your | Good morning, ladies and gentlemen
audience Good morning, gentlemen
Good afternoon, ladies and gentleman

Good afternoon, everybody

Outlining  your | To start with I'll describe the progress made this year. Then I'll
structure mention some of the problems we've encountered and how we
overcame them. After that I'll consider the possibilities for
further growth next year. Finally, I'll summarize my

presentation (before concluding with some
recommendations).

Introducing your | | am going to talk today about...

subject The purpose of my presentation is to introduce our new range
of...

Giving Do feel free to interrupt me if you have any questions.

instructions about | I'll try to answer all of your questions after the presentation.

questions I plan to keep some time for questions after the presentation.

Starting I'd like to start by...
Let's begin by...
First of all, I'...
Starting with. ..
I'll begin by...

...and starting | Now we'll move on to...

Let me turn now to...




another Next...
Turning to...
I'd like now to discuss...
Let's look now at...

Finishing one | Well, I've told you about...

subject... That's all I have to say about...
We've looked at...
So much for...

Ordering Firstly...secondly...thirdly.. lastly...
First of all...then...next...after that...finally...
To start with.. later...to finish up...

Analysing a point | Where does that lead us?

and giving | Let's consider this in more detail...

recommendations | What does this mean for ABC?
Translated into real terms..

Giving an | For example,...

example A good example of this 1s...
As an illustration, ...
To give you an example,...
To illustrate this point...

Dealing with | Now I'll try to answer any questions you may have.

questions Can I answer any questions?
Are there any questions?
Do you have any questions?

Are there any final questions?
We'll be examining this point in more detail later on...
I'd like to deal with this question later, if I may...
Il come back to this question later in my talk..
Perhaps you'd like to raise this point at the end...
I won't comment on this now...

Summarising and
concluding

To conclude,...
Now, to sum up...
Right, let's sum up, shall we?
So let me summarise/recap what I've  said.

Finally, may I remind you of some of the main points we've
considered.

In conclusion,...
I'd like now to recap...
Let's summarise briefly what we've looked at...

Finally, let me remind you of some of the issues we've
covered...

If I can just sum up the main points...
Many thanks for

your attention.




| May I thank you all for being such an attentive audience. |

Ilpunoscenue 5
Obpazey mexcma npezeHmayuu 0 KOMNAHUY

COMPANY PROFILE

Good morning, ladies and gentlemen, thank you for coming. My name 1s Sarah
James, and I’'m here to give a brief presentation on the company. My talk is very
short so please keep your questions to the end.

The first part of my presentation is about the company structure of Pizza Hut (UK).
The second part looks at the present activity of the company in the UK, and in the
last part [ want to talk about our future plans.

First, the structure. Let’s start with the parent company. As you know, Pizza Hut
(UK) 1s a subsidiary of Tricon Global Restaurants. There are other brands in the
group, such as KFC and Taco Bell. The President of Pizza Hut (UK) 1s Jon Prinsell.

Now, let’s look at our present activity. Business is very good. People in Britain like
pizzas! We have sales of over £ 300 million from 400 outlets. We employ about
16,000 people. In Britain our brand is very well-known. 80% of the population eat
at Pizza Hut at least once a year. On top of that, we deliver 75,000,000 pizzas to
people’s homes. Pizzas are our main product, but we also sell a lot of pastas, salads,
desserts, and drinks.

Finally, the future. In the next ten years we plan to open at least another hundred
restaurants. At the moment our market share of all meals in restaurants in Britain is
6 %. We would like to increase that number to 10 % in the next ten years. With our
customers and our staff, that aim is possible.

Thank you for listening. Do you have any questions?

Ilpunoscenue 6

O3nakombmecs ¢ unpopmayueti 0 npaswiax HANUCAHUsL pestome, eco CmpyKmype u
0cobeHHOCMSX OhopMAeHU.

How to Write a Resume

A resume - sometimes called a 'Curriculum Vitae' or 'CV' - 1s a summary of
your skills, education and work experience. A good resume demonstrates how your
skills and abilities match up with the requirements of a job.

Resumes give you the opportunity to sell yourself to a potential employer. A
resume is not an exhaustive list - if it's too long it probably won't get read at all. The
best resumes are usually no longer than one or two pages.

You should change your resume with every job application so that it lists the
skills and experiences you have that are most relevant to the job you're applying for.



A tailored resume will be much more successful than a generic one, even though it
means more preparation.

The structure of your resume will vary depending on your work experience
and education and training background.

A resume usually sets out information in a reverse order. Your most recent
work experience and study details should be first on the list.

Here's a brief rundown on the essential things to include on your resume.

Personal details. Full name and contact details including address, telephone
number(s) and email address.

Education and training. A summary of your education and training history,
starting with your most recent studies, making sure you include all training that's
relevant to the job you're applying for.

Employment history/ Work experience. Start with your most recent work
history and work backwards chronologically, listing the name of the employer, your
job title, the dates you worked there, and your responsibilities, tasks and
achievements. Make sure you include everything that's relevant to the job.

Skills and abilities. A list of the things you're good at. These can be general
skills or skills specific to a particular job. List them under broad headings such as
"Communication" and "Teamwork".

Career objective (optional). Tell the employer what type of job you want end
up with; this shows that you've given thought to your future career.

Interests (optional). A list of your hobbies and interests; this gives employers
more information about you and also shows other areas of your life where you've
gained experiences such as teamwork and commitment.

Referees. List people who can talk about how good a worker you are. Make
sure you get their permission before including them on your resume. List their name,
company name occupation, and contact details.

General Do’s and Don’ts of Resume Writing

Content Do’s

* Present yourself accurately and positively

* Include only enough information to encourage an employer to find out
more. List your most recent positions or areas of expertise first, and then work
backwards.

* Include brief descriptions (where appropriate) of the companies where you
worked: size, sales, volume, products, etc.

» Stress accomplishments. Include figures and brief examples to substantiate
claims.

* Leave out data that might result in discrimination (i.e. race, marital status,
religion).

* Put education near the end unless there is a special reason to put it up front
(1.e. teaching position).

* Use strong, succinct action words (i.e. “designed vs. worked on formulation



of).

» Make the resume attractive to the eye, and make sure it has absolutely NO
errors. Wherever possible, avoid underlining and using more than one font.

+ Use the language of your future work. Make sure your resume is related to
an employers need.

» Have several others proofread and critique your resume for accuracy and
impact.

Content Don’ts

* Don’t have someone else write your resume (ask for advice and input, but
you know yourself best and will have to defend the content).

» Make sure you do not come across as arrogant or overly confident.

* Don’t exaggerate your strengths and talents.

» Don’t use pronouns, abbreviations, jargon or buzzwords unless the terms
are widely known and accepted or are industry/company specific.

* Don’t crowd the margins or use excessively small type.

* Don’t include references. Reference requests are made when there is an
actual hiring interest, not before. At the end of your resume you may state,
“references available upon request,” or since this i1s normally assumed, the phrase
may be omitted. As a matter of courtesy and to ensure that potential employers
receive favorable references, always contact your references in advance.

+ Avoid humor and vagueness.

* Don’t include personal information (weight, height, marital status, children,
etc.)

Format Considerations

The appearance of your resume should invite further reading and ultimately
assist in getting you in the door for an interview. Other things to consider include:

+ Using a laser printer on good quality bond paper.

» Keep it between one and two pages in length.

» Make it easy to read. The size of the print should be comfortable (no smaller
than 10-11) and the amount of information that is bold or underlines should enhance
rather than overwhelm the reader. Allow plenty of white space on the page.

* Provide at least a one-inch margin on the left and right for the body of the
document.

* Your resume must be flawless- no spelling errors, typos or grammatically
incorrect phrases, incorrect dates of employment, correct phone numbers, etc.

*» No two-sided resumes

» Print in black ink on plain white paper- even a light off-white can reduce
scannability.

» Format your resume as simply as possible:
Avoid columns
No fancy fonts, small fonts, underlining (avoid where possible) or italics



Use boldface for headings

Replace bullets with characters like dashes (-), carrots (>) or asterisks (*)

No graphics or symbols

Use a font between 10 and 14 points and don’t crowd the letters

* When you mail your resume, do not use staples and do not fold (when
possible). Be sure to send an original rather than a copy. Scanning equipment often
has difficulty with copies (the same goes with faxed versions, so try mailing the
original, unless you have the capability of faxing directly from your computer.

» When sending your resume as an email, protocol differs by company.
Sometimes hiring managers want the resume in the body of the email, others as an
attachment. Unless instructed otherwise, send your resume as a Word attachment.

Hpunoscenue 7

CATE JONES
6 Pine Street
Arlington, VA 12333
555.555.5555 (home)
566.486.2222 (cell)
phjones@vacapp.com

OBJECTIVE

Bilingual, customer service employee with strong written and oral communication skills is looking
for a challenging position in the hospitality industry.

EDUCATION

2019-2023 ABC University, Philadelphia, USA
Major: Hotel Administration, BA (unu Bachelor’s degree in Hospitality)

WORK EXPERIENCE

2020 - present Waitress, Austin's Restaurant, Philadelphia, PA
- Took orders, served meals, set and cleared tables

Summer 2020 Cashier, ABC Convenient Store, Philadelphia, PA
- Managed cash register, restocked shelves, and assisted customers with locating items
- Received award for best customer service two months in a row

April 2019 - December 2019 Sales Assistant, DEF Departments, Philadelphia, PA
- Provided convenient service to customers.
- Maintained and restocked inventory.

2017-2019 Host, L’ Amour Restaurant, Philadelphia, PA
- Welcomed and seated guests, ensuring each guest’s comfort and satisfaction.
- Spoke on the phone to book reservations and answer questions, always maintaining clear
and positive communication.
- Scheduled dining reservations and arranged parties and special services for diners.

LANGUAGES, CERTIFICATIONS, AND SKILLS:



- Spanish — Intermediate level

- Mediation and conflict resolution certification, October 20XX

- Good computer skills: experience in Adobe Photoshop, Adobe InDesign, and Excel
- Driving license

PERSONAL TRAITS

Result-oriented, motivated to succeed, energetic, independent worker, highly adaptable to ever-
changing circumstances. Excellent communication skills. Trained and experienced in resolving
customer complaints and promoting conflict resolution.

References available upon request.

CamMocrosTenbHas (ayIMTOPHAs U BHEAyIMTOPHAs) padoTa 00y4aronmxcs
SBJIICTCS OJHUM W3 OCHOBHBIX BHJOB TO3HABATEIILHOW  JCATENBHOCTH,
HAMpPaBJICHHOW Ha Oosee riyOOKOE€ W PAa3HOCTOPOHHEE HM3YUYEHUE MATECPUAIIOB
y4eOHOW TUCLUIUIMHBL M BKJTFOYACT. 00S3aTENBHOE BEICHUE KOHCIIEKTOB JIEKIIHI;
MOJATOTOBKY BBICTYIJIEHUH (COOOIICHMH, AOKIAI0B) K MPAKTHUYECCKUM 3aHSITHSM,
CEMUHapaMm; TMOJArOTOBKY MHCHbMEHHBIX KOHTPOJIbHBIX padoT (pedepara, 3cce,
NPE3CHTALNAN ).

Pe3ynbpTaTel BBIMONHEHHST CAMOCTOSATENBHOH PAOOTHI MPEACTABIISIOTCS
00y4aroIMMKICST BO BPEMSI ayIUTOPHBIX 3aHATHI, MPOBEPSIOTCS U OLICHUBAKOTCS
NPENOAABATENIEM B XOJ€ ay IMTOPHBIX 3aHATHI, TEKYIIEr0 (PyOEKHOT0) KOHTPOJIS U
IIPOMEKYTOYHON aTTECTALUH.

JUis  moBbleHUsT  3(PQPEKTUBHOCTH  CaMOCTOATENBHOW  pabOThI
00y4YaroImMMCcsi PEKOMEHIYETCS TOJIb30BAThCS  PACIIMPEHHBIM  MOUCKOM B
HanmoHanbHOM 1H(poBoM pecypce PYKOHT — mexoTpacieBoi 37€KTPOHHOM
oubmmoTteke. JlocTyn K pecypcy OCylIeCTRIseTCs Ha caidte: http://www.rucont.ru

BaxxHoii  opMoii  caMOCTOSTENBHOH  MCCIAEAOBATENbCKOM  padOThI,
yrayONeHHOrO M3y4YeHWsl TOH WM WHOHM MpoOsieMbl yd4eOHOro Kypca SIBISETCS
NOJArOTOBKAa W HanucaHue pedepatoB m 3cce. JJanHas popma camMOCTOATENBHON
paboTHI ABISETCS BAKHBIM 3JIEMEHTOM MOATOTOBKH 00Yy4YaroIuXxcs K 0(pOPMIICHUIO
Y HAMMCAHUIO TUTIJIOMHON paboTHI.

Buasl camocTosTensHOl pabOoTHI:

- TIOMCK W M3YYEHUE HOPMATUBHBIX MPABOBBIX AKTOB, B TOM YHCIE C
MCIOJIb30BAHUEM SJIEKTPOHHBIX 0a3 JAHHBIX;

- OUCK ¥ U3YyYEHUE HAYYHOH JINTEPATYPBI, B TOM YHCJIE C UCIIOJIB30BAHUEM
cety MHTEpHET;

- PEILICHUE 3a1a4 U3 MPAKTUKYMA,;

- MOATOTOBKA pe(eparoB, NOKIAA0B, 3¢CE, TPE3CHTALHI;

Mogene (0COOEHHOCTH) CaMOCTOSITENIbHOM paboThl OOyYarOIIMXCS 0
OTJEJIbHBIM Pa3JIeiaM U TEMaM Kypca.

- COCTABJICHUE MPOEKTOB MPOPECCUOHATBHBIX TOKYMEHTOB;

- 0000mieHME  MarepuajioB  MPO(ECCUOHANIBHOW  MPAKTUKH 11O
OTPEACTIEHHBIM BOITPOCAM;

- MOATOTOBKA K MPOBEACHUIO POJIEBOM UTPBI;

- MOATOTOBKA JUIsl 00CYKACHUS JUCKYCCHOHHBIX BOIIPOCOB;

- COCTABJICHUE CXEM, CPABHUTEIBHBIX TAOJIHIL,



- peuIeHUE TPAKTHUYECKUX CUTY ALIHIA,
- MOJArOTOBKA K MPAKTUYECCKUM 3AHITHSIM.



8. MeTtoguueckue peKkoMeHAanNu A5 npenogasaresis. O0pa3oBare/bHbIe
TEXHOJIOTHH

[lepen HayanmoM W3y4YeHHWs] JUCHUIUIMHBL (HA TEPBOM  3aHSTHH)
npenojarareyib  00s13aH  COOOMUTH O0yYaOUMMCS  TMOPSIIOK OCBOEHUS TEM
(pa3nenoB) AWCUMIUIMHBIL, CPOKM M (POPMBI OTYETHOCTEH, MPOUEAYPHI OLICHKH
CUCTEMBI yUeTa ypOBHS c(hopMUpOBAaHHOCTH KoMneTeHIMiA. [ [penonaBanue Benercs
METOJIOM KOMIUIEKCHOTO M CHCTEMHO-NPOOJIEMHOIO HM3YUYEHHUS MPOOJIEMHBIX
SBJICHUH W MPOLECCOB, a TAKXKE AHAIM3a WX MOCICACTBUNA MPUMEHUTEIBHO K
COBPEMEHHON NPO(ECCUOHANTBHONW MpakTuke. M3noxeHwe wmarepuana AO0IKHO
CTPOUTBCS KaK C HKCIOJIb30BAHUEM TEOPETUYECKOW MOAAUM MaTepuaia B BHJE
JIEKUWH, TaK U B BHJIE TPOBEIACHHSI CEMHHAPOB (MMPAKTUUYECKUX 3aHATHid). B xone
JEKIUOHHBIX  3aHIATHA  PEKOMEHIYETCS  MCIOJIb30BAaThb  MPE3CHTALMOHHBIC
MaTrepHuabl (CaiIb).

Ha niekumsix u3maratoTcsi OCHOBHBIE aKTYalbHBIE MPOOJIEMBI, PACKPBIBAFOTCS
HauboJiee CIIOKHBIE BOMPOCH JTUCLUIUIMHBI, AKTUBU3HPYETCS MBICIUTEIbHAS
JESATEIbHOCTh IMYyTEM TMOCTAHOBKM MPOOJIEMHBIX BOMPOCOB M BOBJICUCHUS,
00y4YaeMbIX B UX PEIICHUE, PA3BUBAKOTCS UX TBOPUYECKUE CIIOCOOHOCTH.

B xome cemMuHapCcKMX M MPAKTUYECKUX 3aHITHA IS pealli3alyu
KOMIETEHTHOCTHOTO TOJAXO0Ja PEKOMEHAYETCS HCIOJIb30BAHME AKTUBHBIX U
WHTEPAKTUBHBIX (OpM O0yueHMs (pelICHUsl 3a4ad, ACJIOBBIX M POJIEBBIX WIP,
pa30opa KOHKPETHBIX CUTYallWii) B COYETAHUM C BHEAY IUTOPHON CaMOCTOSTEIIbHON
paboTol (MOArOTOBKA YCTHBIX BBICTYIUICHMHA (JOKJIQAOB, COOOLICHMIA), 4TO
NO3BOJIMT yIryOUTh TOHUMAHWUE HAMOOJIEE CIOXKHBIX TEOPETHUECKUX H
NPUKIIATHBIX TPOOJIEM, PACCMOTPEHHBIX B XOJ€ JIEKIHNA, U C(POPMHUPOBATH HABBIKH
YU YMEHMS HUCHOJB30BaHUS HEOOXOIMMBIX HOPMATHUBHBIX MPABOBBIX AKTOB MJIsI
peryJmpoBaHus MPO(PEeCCHOHATIBHBIX CUTYaLUH.

[TpenmymecTBEHHOW  (OPMOM  TEKYIIEr0  KOHTPOJSL — YCIIEBAEMOCTH
o0ydarommxcs SBISETCS TECTUPOBAHUE, KOTOPOE AOIKHO OBITH 00SI3aTEIIBHBIM U
KOTOPBIM JTOJDKHO OBITh 3aBEPIICHO H3YUYEHHE KDKAOTO Ppazaena ydeOHOH
IPOrpaMMbl TUCLHUTUIAHBL.

[Ipu noaroroBke o0Oy4arOIMXCS K MPOMEXKYTOYHOW  aTTECTALUH
HEOOXOMMO TMPOBECTH KOHCYJIBTALMIO MO KYpCy M aKUEHTHPOBATh BHUMAHHE
oOydarolmmxcss  Ha  MCMNOJb30BAHUM  PEKOMEHJAOBAHHOW  OCHOBHOH W
JOTOJIHUTENIBHON  JIMTEPATYPhl, COACPXaHHWs KOHCIEKTOB JICKIMH, a TakKxKe
HEOOXOMMOCTH COCTABJICHMS TE3UCOB OTBETOB HA BOMTPOCHI, BHIHOCUMBIC HA 3a4ET.



9. O0ecneyeHue JOCTYNMHOCTH OCBOCHHS NPOrpaMMbl 00YHAKOIIMMHCS €
OrPaHUYE€HHBIMH BO3MOKHOCTSIMH 310POBbSI.

VYcioBust OpraHu3aniu M COAEpKaHue OOydYeHWsT M KOHTPOJIsL 3HAHWMN
00ydarommxcsi ¢ OrPaHMYECHHBIMM BO3MOKHOCTSIMH 3J0P0oBbsi (mamee — OB3)
OTPEACTISOTCS MPOrPpaMMOi JUCUUIUIMHBL, aJaNTHPOBAHHONW MPU HEOOXOAUMOCTH
1T OOYYEHHUS YKA3aHHBIX 00y YarOIIUXCS.

Opranuzanust 00y4eHHs, TEKyIIEH W MPOMEXKYTOYHOH aTrrecTauuu
oOyvaronmmxcss ¢  OB3  ocyuiectBisgercss ¢ y4eToM  OCOOCHHOCTEH
NCUXO(U3AYECKOTO PA3BUTHS, WHIAMBUAYAIBHBIX BO3MOXKHOCTEH M COCTOSHUS
3I0POBbs Takux oOydarommxcs. Mcxoas W3 MNCUXO(PHU3MYECKOrO PA3BUTHS WU
COCTOSIHMSI 310POBbs 0OyUaronmxcst ¢ OB3, opraHu3yrorcst 3aHsTUsI COBMECTHO C
ApyTuMHA 00yYaroIMMHUCS B OOLIMX IpyNnax, UCHOb3ysl COUMATIbHO-AKTUBHBIC W
PEDICKCUBHBIE METOJIbI OOyUYEHHUS CO3MaHHUS KOM(OPTHOTO MCHXOJIOTHYECKOTO
KIMMaTta B y4eOHOW TIpynmne Wiau, MNP COOTBETCTBYIOUIEM 3asBICHHH TaKOTO
oOydaromerocsi, M0 MWHAMBUAYAIBHOH  MporpaMMe, KOTOpas  SIBISIETCS
MOJU(PUIMPOBAHHBIM BapPUAHTOM OCHOBHOM paldoueii MporpaMMbl JUCLMILTAHBL
[Tpn 3TOM Cconmep:KaHWEe MPOTrpaMMbl AWCLMIIIMHBL HE U3MEHsETCs. M3MeHnstores,
KaK nOpaBwio, (Gopmbl OOy4YeHHMS W KOHTPOJII 3HAHWH, 00pa30BaTCIbHBIC
TEXHOJIOTHH U YYEOHO-METOIMYECKHE MaTEPHAIBI.

OOyuenne nur; ¢ OB3 Takke MOXKET OCYLIECTBIISTHCS WHIUBUAYAJIBHO
U/WIM ¢ TPUMEHEHUEM DJIEMEHTOB JJICKTPOHHOIO OOY4YEHUS. OJEKTPOHHOE
00ydeHue 00ecneYnBacT BO3MOYKHOCTh KOMMYHUKALIMI € TPEMOAABATENIEM, & TAKKE
C APYTHMH 00y4YaeMbIMHU MOCPEICTBOM BEOMHAPOB (HAMPUMED, C UCTOJIB30BAHUEM
nporpammbl Skype), 4To cnoCcOOCTBYET CIUIOUEHHIO TPYIIbI, HAMPABISET YUEOHY O
IPyNIy HA COBMECTHYIO PadoTy, 00CYKIEHUE, MPUHATHE TPYNNIOBOrO penicHus. B
00pa3oBaTeNTbHOM NPOLECCE IS TIOBBILICHHS YPOBHS BOCOPHSTHS U NEPEPAOOTKH
yueOHoM nHpopmanmuu odyqatommmucs ¢ OB3 npuMeHsOTCS MyIbTHMETUHHBIEC U
CHCLMATTU3UPOBAHHBIE TEXHUYECKHE CPEACTBA MpUEMA-Nepeaaud  y4eOHOH
uHopmarm B JOCTYNHBIX (QopMmax s OOy4YaronmMxcs C Ppa3uYHbIMU
HApYLICHUSIMH, OOECIICUMBACTCSA BBIMYCK ATBTEPHATUBHBIX (POPMATOB MEYATHBIX
MaTepuanoB (KpynHbId MWpUQT), SIEKTPOHHBIX 00pPA30BaTENIBHBIX PECYPCOB B
(opmax, aTanTUPOBAHHBIX K OTPAHMYCHUSM 370POBbs OOYYAKOIIMXCS, HATMYHE
HEOOXOJUMOr0 MaTEPUATBHO-TEXHUYECKOTO OcHaieHus. [logbop m pazpaboTka
y4€OHBIX MATEPHATIOB MPOU3BOJIMTCS MPEMOJABATENIEM C YUYETOM TOTO, YTOOBI
oOydarolmmecss ¢ HapyUICHUsSIMH CllyXa NOJyYaad HMH()OPMALMIO BH3YAJIbHO, C
HApYLICHUSMH 3PCHUS — ayIWaIbHO (HAMpUMEpP, C KCIOJBb30BAHUEM MPOTPAMM-
CHUHTE3aTOPOB PEYM ).

JUTs  OCyIIECTBIAEHUS TPOUEAYP TEKYIIErO KOHTPOJS YCHEBAEMOCTH W
IPOMEKYTOUHOM arrecTanmu o0yyvarommxcs aul ¢ OB3 (GoHI OLEHOYHBIX CPEICTB
N0 JTUCLIUIUIMHE, MO3BOJISIOIMI OLEHUTh TOCTH)KEHUE UMH PE3YJIBTATOB O0yUEHUS
U YPOBEHb C(POPMHUPOBAHHOCTH KOMIETECHUMH, MNPEAYCMOTPEHHBIX YUYEOHBIM
IUIAHOM W paboueil mporpaMMoi AMCUMIUIMHBI, AaNanTUPYETCS HJs JIML C
OTPAHUYEHHBIMA  BO3MOKHOCTSIMM ~ 3JJOPOBbSl  C  YYETOM WHIMBUIYaIbHBIX
NCUX0(U3AOIOTMUECKAX OCOOCHHOCTEH (YCTHO, MUCBbMEHHO HA OyMare, MMCbMEHHO
HA KommbioTEpe, B (opMe TectupoBanus W T..). [lpm HeoOXxoaumocTu



00y4aroImMMcs MPEAOCTABIISIETCS TONOJHUTEBHOE BPEMS ISl TOJTOTOBKM OTBETA
PUA MPOXOKIACHUH BCEX BUIOB aTTECTALUY.

Oco0bie  yCIIOBUSI TPEAOCTABISAIOTCA OO0YYAOIIMMCI C OTPAaHHMYEHHBIMA
BO3MOKHOCTSIMH 3/I0POBbsSI HA OCHOBAHMM 3asIBJICHMSI, COACPKAIIETO CBEACHUS O
HEOOXOMMOCTH CO3/IaHUSI COOTBETCTBYFOIIMX CIECHHUATIBHBIX YCIOBHIA.



10. ®oHA OLEHOYHBIX CPEACTB AJIS MPOBEACHHS IPOMEXKYTOYHOI aTTecTauuu

00y4arIUXCs M0 JHCHUILTHHE
1.1 IlepeyeHb KOMNETEHUHH € YKA3aHHEM 3TANOB HX (JOPMHUPOBAHUS
B Ipouecce 0CBOeHHUs1 00Pa30BaTEIbHOI NPOrpaMMbl

Ilepeuenn JuCcHUNINHBI/ NPAKTHKH Cemectp
(¢popmupyembIx
KOMIOECTCHIHH

YK-4.1 HWHOCTpaHHBIN S3bIK 1

YK-4.1 Pycckuii sI3bIK M KYJIBTYPaA peyu 1

YK-4.1 HWHOCTpaHHBIN S3bIK 2

YK-4.1 HWHOCTpaHHBIN S3bIK 3

YK-4.1 HWHocTpaHHbIiA  SI3BIK Ui JETI0BOTO | 4
o01eHust

YK-4.1 O3HaKOMHTENIbHAS TPAKTUKA 4

YK-4.1 [TongroroBka k mnpoueaype 3amurtel u | 10
3allMTa BBIMYCKHOW KBanM(MKAMOHHON
paboTHI

YK-4.1 [TpenauryIoMHas MPAKTUKA 10

YK-4.3 HWHOCTpaHHBIN S3bIK 1

YK-4.3 HWHOCTpaHHBIN S3bIK 2

YK-4.3 HWHOCTpaHHBIN S3bIK 3

VYK-4.3 HWHocTpaHHbIiA  SI3BIK Ui JEJOBOTO | 4
o01eHust

YK-4.3 O3HaKOMHTENIbHAS TPAKTUKA 4

YK-4.3 [TongroroBka k mnpoueaype 3amurtel u | 10
3allMTa BBIMYCKHOW KBanM(pMKAMOHHON
padboThI

YK-4.3 [IpenauryioMHast MPAKTUKA 10

YK-4.5 HWHOCTpaHHBIN S3bIK 1

YK-4.5 HWHOCTpaHHBIN S3bIK 2

YK-4.5 HMHOCTpaHHBIN A3BIK 3

VYK-4.5 HWHocTpaHHbIiA  SI3BIK Ui JETI0BOTO | 4
o01eHust

YK-4.5 O3HaKOMHTENIbHAS TPAKTUKA 4

YK-4.5 [TonroroBka k mnpoueaype 3amurtel u | 10
3alIMTa BBIMYCKHOW KBaTU(UKAMOHHON
padboThI

YK-4.5 [IpenaMmioMHas MpaKkTUKa 10

1.2 JTanbl GpopMHpPOBaAHNS KOMIIETEHUUH U OLIEHOYHbIE MATePHAJIbI JIs1 POBEPKH
X0/1a OCBOEHHSI AMCLHMIJIMHBI M JOCTHKeHHUsI INIAHHPYEeMbIX Pe3yJbTATOB 00yUeHHs







2. OueHo4YHbIE MATEPHAJIbI

2.1. OueHo4HbIe MAaTEPHAJIbI: TEKYLIHII KOHTPOJIb

Tekyumii KOHTPOJb 3HAHWUN MPEAYCMATPUBACT CHUCTEMATUYECKYIO TMPOBEPKY
KQueCTBa MOJYYaEMbIX OOYyYarOIIMMUCS 3HAHUU W yMEHUH, QOpMUPYEMBIX
KOMITETEHIIHAN.

OCHOBHBIE METOJIbI KOHTPOJIS, MO3BOJISIFOLIME OLICHUTh 3HAHWS M YMEHHSI B PaMKax
nprUOOPETaEMBIX KOMIIETCHIMI: TECTOBBIC 3aJaHMs, BOMPOCHL JJIs JHUCKYCCHUM,
CUTYallMOHHBIE MPAKTUYECKUE 3aJaHKsI, MUCbMEHHBIE PaOOThI, TPE3CHTALUS.

2.1.1. Tecrossbie 3ananus (T3)

Ne T3 TectoBble 3aaanus (13)

T3-1,2 Tema 1. Oco0eHHOCTH MEKJINIHOCTHON U MEKKYJIBTYPHOI
AeJI0BOH KOMMYHHKALINH
Tema 2. Jlekcuka nes10Boii cepbi

7. Business communication. ..
A. is different from other forms of communication such as personal and social
communication
B. is not regulated by any special rules and norms
C. is mostly informal
D. is more polite than other forms of communication
8. Forms of business communication include:
A writing letters and e-mails
B. surfing the internet and chatting online
C. writing essays
D. negotiating with partners
9. You pass a co-worker in the hallway and he asks “How are you?”. You respond by:
D. telling him that you have a cold
E. saying “Fine, thanks”
F. explaining that you are tired and stressed out in your job
10. A co-worker comes to your office to introduce you to a friend of his. You:
D. Smile and nod
E. You stand up, establish eye contact, smile and shake his hand
F. Give him a “high five”
11. Put these sentences in the best order. Put a number, 1-4, in the space.
E. Very well, thanks. Let’s get down to business, shall we?
F. 'm fine, thanks. How are you?
G. Hello again! How are you getting on?
H. Yes, all right.
12. Put these sentences in the best order. Put a number, 1-4, in the space.
E. Miss Smith, I’d like you to meet Ms. Jones.
F. Oh, please call me Liz.
G. How do you do, Ms. Jones?
H. And I’'m Claire.
13. Put these sentences in the best order. Put a number, 1-4, in the space.
E. Oh, yes. I've heard of you.
F. The name’s Alex White.
G. I'd like to introduce myself.
H. Pleased to meet you.




14.  Choose safe topics of small talk/ conversation in any country.

A. Weather
B. Politics
C. Sports
D. Religion
15. You're at a conference party. Match the comments (1-10) and replies (A-J).
1. It’s an interesting conference, isn’t it? A That’s right. Ilive in Prague.
2. How’s business? B Don’t worry. I'll have some soda
3. Cheers! instead.
4. You must try one of these. C Thanks. They look delicious.
5. Sorry, 1 didn’t catch your name. D Yes please. I'll have a glass of red.
6. Do you fancy another drink? E You’re very kind but I fancy walking
7. You’re from the Czech Republic, aren’t back.
you? F It’s Evelyn. Evelyn Burton.
8. I must get going. G Cheers!

9. Let me give you a lift back to your hotel. H See you tomorrow.
10. 'm afraid there’s no more orange juice. 1 Very good, thank you.

J Yes, itis.

16. Choose the best reply (A-G) for each sentence from a dialogue (1-5)
1 What’s your job? A There are five departments in the company.
2 Where do you work? B Tam an advertising manager
3 What are your responsibilities? C 1 applied for a job and was invited for an

interview
4  What exactly doyou likeinyour D I work for LMN United. It is a medium-sized
job? company in marketing
5 Is there anything you don’t like E The salary is quite good and there are many
in your job? perks provided by the company
F My job is to place ads in the mass media
G Sometimes [ have to work overtime and I never
get paid extra for that

17. Match jobs in a company (1-5) with responsibilities.
1 Managing director A Itype documents and answer the phone
2 Human resources manager B Ilook after the company’s money
3 Finance director C Imanage the people who sell our products
4 Production manager D Imake the products that the company sells
5 Sales director E Ibuy all the things that the company needs

F I’m responsible for recruiting new employees

Q

I have general responsibility for the whole company

18. Think and write the most suitable reaction to the following phrases.

A HOW are YOU? .o
B. Pleased to Met YOU. ... ... ..o
C.Haveagood weekend. ........ ... . ... ...
D.Seeyounext month. ......... ... .. .

T3-3

Tema 3. Bei0op kapbepbl
1. Choose the best word to fit the gap.
I would be very interested in ....... for that job.
A. entering
B. working

C. applying




6.

D. writing

Choose the best word to fit the gap.
My ... went very well. I think I will get the job.
A. interview
B. interstate
C. invitation
D. inspecting

Choose the best word to fit the gap.
I see from your ....... form that you have had three different jobs in the last 5 years.
A. apply
B. applying
C. applied
D. application

Choose the best word to fit the gap.
Give us some idea of what you believe are your ....... and weaknesses.
A. strength
B. strengths
C. force
D. forces

What should you do research on before the interview?
A. The company you’re interviewing for.
B. The industry you hope to work in.
C. both A and B.
You’re asked a really difficult question. You don’t know the answer off the top of

your head, so you:

10.

I1.

A. answer, “That’s a tough question. I’'m really not sure.”

B. say the first thing that comes to mind.

C. take a deep breath and think of an answer while paraphrasing the question.
Which of the following is OK to do at an interview?

A. Ask the employer questions

B. Answer your cellphone

C. Be a few minutes late

Which of these things should you bring to an interview?
A. Copies of your resume
B. A list of references
C.Bothaandb
How early should you arrive to the interview?
A. 30 minutes
B. 10 minutes
C. I minute
Which one of these things should you always try to do during an interview?
A. Ask your interviewer(s) for their business card and/or contact information at the
end.
B. Inquire about your salary.
C. Smile and nod at everything the interviewer says.
Your interviewer asks you what your greatest strengths are. How do you respond?
A. By listing five or ten qualities you think are your best ones.
B. Give two or three strengths and concrete examples of them.
C. Say all the qualities and requirements that were listed on the job description.

12. Match typical interview questions (1-5) with answers (A-E).
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D.

E.

Questions:

How did you hear about the position?

What do you know about our company?

What is your greatest weakness?

Why are you looking to leave your current company?
Why did you apply for this position?

Answers:

I’'m not particularly strong in social media marketing.

I’ve been at my company for three years, but now I’m looking for more leadership
opportunities.

I’ve heard great things about the work environment here from a few colleagues. And
when I saw this job posting, it seemed to match my skills very closely.

From what I read, your company is one of the leaders in providing security software
to other businesses.

I found the position while looking for jobs online.

13. Complete this résumé by choosing headings from the box. There are two headings you
do not need to use.

Interests Work Experience Education  References  Training
Languages Marital Status
Name: Johanna Needham
Address: 27 Leys Road, London, SW1 5SBW
Telephone: 0181 24567813
Date of Birth: 4 June 1968
(D): Hereward Comprehensive School 1979-1984
University of East Anglia 1984-1986
(2): Marketing Assistant, Britannic Travel Ltd September 1986
1991
Sales Development Manager, Texington plc August 1991—pr]
(3): Mountaineering, Painting, Reading
4): Spanish (good)
French (basic)
(5): Derek Francis Jane Holgate
Marketing Executive Sales Director
Britannic Travel Ltd Texington plc
Britannic House Brentford
Dorking Middlesex
Surrey TWS 8ST
RHS5 6BW

T3-4
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8.  Most presentations are organized in three parts. Match the parts of presentation (1-3)
with the functions they include (A-H). Some parts include more than one function.

1  Beginning A welcome your audience
Short introduction B summarize your presentation
2 Middle C introduce your subject
Body of presentation D thank your audience
3 End E explain the structure of your presentation




Short conclusion F present the subject itself
G explain rules for questions
H invite questions

9. Here are some things to do at the beginning of a presentation. Put them in a logical
order. Put a number, 1-5, in the space.
give instructions about question
introduce your subject
outline the structure of your presentation
welcome your audience
introduce yourself

10. Choose the proper way to start a presentation.
D. Are we all here? Good, well if we look at the first slide you'll see our profits for
2017...
E. Hello ladies and gentlemen. Thanks very much for coming along today. My name
is John Brown and today I'll be talking about .........
F. Hello everyone. Could you wait for a while? There are some problems with the
computer. ..
11. Here are some more things to do in the rest of the presentation. Match the headings (1-
3) on the left with the phrases on the right (A-H).

Thank you for listening

Let’s move onto ...

Are there any questions?

This diagram shows. ..

So, in conclusion. ..

As you can see. ..

My next point is. ..

If you look at the next slide ...

1 Connecting the points
2 Referring to slides
3 Finishing

ToOTNMmgaw e

12. Choose the proper way to comment on the slides.

E. Well, as you can see in this slide, energy savings increased significantly as we

implemented our strategy...
F. In January 2017 there was a saving of £293, in February there was a saving of
£300, in March. ..
G. Here's the next slide. Is it OK? Let’s move on...
H. Oh dear! I'm awfully sorry but we seem to be having some technical problems
with the projector.
13. Suddenly, someone asks a question. How do you respond?
D. Look, I said at the start that I'd be happy to take questions at the end...
E. That's a very interesting question...Er... OK. ..
F. Would you mind if I came back to your question at the end? It's just that I'm
rather conscious of the time. ..
14. You have reached the end of your presentation. What do you say?

D. 'Tm terribly sorry but I seem to have taken too long, so we don't actually have
time for any questions! However, if you grab me after the session I'll be happy
to answer any questions you might have.'

E. If you have any questions, I would be happy to answer them now...

F. Any other business?

15. Match the words for company presentation (1-5) with its group of synonyms (A-G).

1 consumer A personnel, employees
2 salary B maker, manufacturer
3 company C pay, income




4 producer D department, division
5 staff E manager, executive
F business, firm
G customer, client

16. Match the companies (1-6) with their sectors (A-F).

1 acompany which makes aspirin A software

2 asupermarket chain B retail

3 arestaurant chain C  public catering
4 acompany which sells thing over the internet D mass media

5 acompany which writes computer programs E  e-commerce

6 anewspaper publisher F  pharmaceuticals

17. Complete the following sentences with appropriate words from the list:

competitors product employees factories markets
customers sales head office

1.The of Nokia is in Helsinki. 2. Europe is one of the company’s main
3. in China are very high. 4. Samsung

is one of the main . 5. They have in ten

different countries. 6. The company has more than 50,000 in the

world. 7. The Nokia 9100 is a very successful

8. Nokia has in at least 130 countries.

18. Put the presentation steps into a logical order. Put a number, 1-8, in the space.

— Good morning, ladies and gentlemen, thank you for coming.
— My name is Melanie James and I work for Express Consulting.
— I’m here today to give a brief presentation on the company.
— My presentation is in three parts. The first part of my presentation is about the
company structure. The second looks at the present activity of the company,
and in the last part I want to talk about our future plans.
— First, the structure. As you know, Express Consulting is a subsidiary of Global
Consulting.
— Now, let’s look at what the company does.
— Finally, the future.
— Thank you for listening. Do you have any questions?

T3-5
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1. Choose the best word to fit the gap.
Copies of the for the meeting were distributed to the heads of
departments.
A.proposal
B. summary
C.plan
D.agenda
2. Choose the best word to fit the gap.
The chair suggested that we got to business as quickly as possible
as there was a lot to get through.
A.on




B.up
C.down
D.about
3. Choose the best word to fit the gap.
She made sure that everyone was able to express their points of
A.view
B. opinion
C.idea
D.impression
4. You are attending a meeting.
What does the chairperson say to open the meeting? Choose the best option.
A.OK everybody, thank you for coming. First of all...
B. Right then, let's start.
C. Shut up please, I want to get started.
5. Match words from two columns to make as many word combinations.

1. tomake A. objectives
2. toachieve B. decisions
3. tosolve C. an agenda
4. tocirculate D. a meeting
5. to chair E. problems
6. totake F. meeting minutes

6. Complete the following sentences with appropriate words from the list:

agenda consensus minutes circulate chairperson  items

g)In all formal meetings and most informal meetings, thereisa ... (1) whose jobitisto ...
(2) the business of the meeting and to ensure that the meeting's objectives are achieved.

h) It is helpful in both formal and informal meetings to have an ...(3) listing the points that
are to be discussed. It is usual to ...(4) this in advance so that participants can prepare
adequately for the meeting.

1) If there are too many ... (5) on the agenda, the meeting will be over-long and less
effective.

j) After formal meetings the secretary writes up the ... (6), an official record of the
discussion that has taken place.

k) When decisions must be taken, the chairperson hopes there will be a ... (7) on what
should be done.

7. What does the chairperson say to close the meeting?
A.'Okay, that'll do - anybody coming to the pub?'
B. 'Thanks for coming everybody, and I'll see you all again at the next meeting on
the 12th.'
C. 'Thereby declare this meeting closed.'
8. A good salesperson can almost anybody to buy anything.
A. satisfy
B. appeal
C. persuade
D. adapt
9. Choose the best word to fit the gap.
We are willing to supply the goods a discount of 5%.
A. in
B. after




10.

1.

12.

C. at
D. over
Choose the right tense form to fit the gap.
So, we'll reduce the price by 5% if you the order by 5%.
will increase
increase
increased
won’t increase

Cawp

Choose the right tense form to fit the gap.
We our order if you don't deliver the goods by Friday.
A. will cancel
B. cancel
C. cancelled
D. cancels

A. I'm sorry, we can’t agree to that.
B. That’s out of question.

C. No. I am not interested.

D. No way.

T3-6
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Choose the most proper reply.
"Good morning, Hi Tech Inc.”

"

A. Good morning, Judy speaking.
B. Hello, I'd like to speak to Bob Ickles please.
C. Hi, this is Andrew. May I help you?

Choose the most polite/proper option.
Answering a ringing phone:
A. Good morning, Zelig Industries.
B. Good morning, this is Jolene, secretary, may I help you?
C. Good morning, Zelig Industries, Jolene speaking. May I help you?
Choose the most polite/proper option.
Identifying yourself:
A. I'm calling for Mr. Kim from Helping Hands.
B. This is Andy from Helping Hands, thanks.
C. This is Andy from Helping Hands. Is Mr. Kim available?
Choose the most polite/proper option.
Asking for someone to speak to:
A. I want to speak to Ann Jones.
B. Hello. Could I speak to Ann Jones please?
C. Is Ann Jones in?
Choose the most polite/proper option.
Postponing a phone conversation:
A. This isn't a good time for me, but can I call you back at three to talk?
B. I'm sorry, I'm really busy and I can't talk right now.
C. I'm so swamped. Let's talk later, OK?
Choose the most polite/proper option.
Making an unexpected call:

Choose the most polite way of saying “no” when negotiating with a partner.




10.
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12.

13.

A. Hi, Bob here. I'm sorry to trouble you. This will only take a minute.
B. Hi George. I really need to talk to you about the sales figures.
C. Hi George, it's Bob. Have you got a minute to talk about the sales figures?
Choose the best word to fit the gap.
. I'll see if Mr. Watson is available.

A. Hold on
B. Keep on
C. Goon
D. Stay
Choose the best word to fit the gap.
I'm Miss Johnson’s in a meeting.
A. worried
B. afraid
C. concerned
D. frightened
Choose the best word to fit the gap.
I’ll put you to the Sales Department.
A. over
B. off
C. through
D.in
Choose the best word to fit the gap.
I would like to make an ? Could you make it Friday?
A. influence
B. appointment
C. impression

D. offense

Match the words and phrases with similar meaning.

1. I’ll put you through. A Is that all?

2. Who’s calling, please? B I'm ready.

3. Anything else? C I'll connect you.

4. The line’s busy. D ... speaking

5. Go ahead. F Could I have your name?

6. Hold on. G The line’s engaged.

7. Thisis ... H One moment.
Match these comments (1-7) to their replies (A-G):
1 Sorry, could you spell that? A Yes, it’s 0814329191
2 Could I speak to Ms. Fenton, please? B That’s OK, T’1l hold.
3 Could you take a message? C The reservations department, please.
4 D’m afraid the line is busy at the moment. D Speaking.
5 I’'m sorry but he is away this week. E Yes, of course, I'll get a pen.
6 Could you repeat that? F Yes, it’s M-E-E-U-W-S
7 Good morning, Cathay Pacific Airlines. G T'll call back next week then.

Put the telephone conversation into a logical order. Put a number, 1-9, in the space.

Emma: Good morning. ABC Foods. How can I help you?
Michael: Hello! I’d like to speak to Emma Woods.

Emma: Speaking. Who’s calling please?

Michael: This is Michael Cassidy from CTK designs.

Emma: How are you, Michael?

Michael: I'm fine, Emma, thank you. Could we fix a time to meet?
Emma: Sure. How about Monday? Say at 7 p.m.?




Michael: That would be nice. I’ll book a table somewhere local.
Emma: See you on Monday then. Good bye.

T3-7
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1.  When you are writing a formal letter to a company, you include:
A. Your address
B. Both your address and the company's address
C. Your date of birth
2. The beginning of your letter should include:
A. Salutation: the person’s name with Dear
B. Reason for writing
C. Closing remarks
3.  When the recipient’s name is unknown to you, you start your letter with:
A. Hello
B. Dear friend
C. Dear Sir or Madam
4. If you expect the person to answer, you write:
A. I'look forward to hearing from you soon
B. Answer ASAP
C. Waiting for your reply
5. Ifyou are writing a letter but you haven't been given a named contact, you sign off your
letter:
A. Cheers
B. Yours faithfully
C. Yours sincerely
6. If you are writing a letter to your current employers, you finish the letter with:
A. Yours sincerely
B. Yours faithfully
C. All the best
7. If writing to your best friend, the best way of closing a letter would be:
A. Yours faithfully
B. Yours sincerely
C. All the best
8. Ifyou are writing a complaint letter to your local council, the best way to end the letter
is:
A. Hope all is well.
B. I'look forward to hearing from you as soon as possible.
C. Send someone round here now or else.
9. When corresponding with a business contact by email you should:
A. Be as formal as if you were writing an actual letter on paper
B. Be alittle more informal to appear up-to-date with technology and the trend
towards a relaxed work atmosphere
10. Put the parts of the business letter into a logical order. Put a number, 1-8, in the space.
— Letterhead: GEA Associates, 355 King James Street, Edinburgh, Scotland, e-
mail: fionabrown@gea.com
—Date: 1 September 2018
— Addressee’s name and address: Mr. Felix Dubois, DSJ Bank, 277 Cross Street,
London, England
— Dear Mr. Dubois
— Thank you for your letter of August 27 regarding our price list
— We are enclosing our most recent catalogue and price list.




—1If you would like any more information, please contact us any time.
— Yours sincerely, Fiona Brown.

11. Fill in the appropriate word from the box.

pleasure touch in  catalogue of further forward
enclosed draw faithfully

Dear Mr. Jacobs,

Thank you very much for your letter (1) 5 March. (2)
answer to your request, we have (3) in enclosing our latest

4) and price list.

I would like to (5) your attention to the special offers. These
products are available at a reduced price for a limited time only.

If you would like any (6) information, please get in (7)

with me.
I'look (8) to hearing from you.
Yours (9) ,

Howard Johnson
Sales Manager
(10) . catalogue, price list, special offers supplement.

Onucanne ONEHOYHOT0 MATEPHUAJIa:

TecTbl comepxkaT BOMPOCHI IO T€MaM Kypca U HOCAT KOMIIETEHTHOCTHO-OPUEHTHPOBAHHBII
xapaktep. TecTbl TPOBEPSIOT 3HAHUST OCHOBHBIX OCOOEHHOCTEW [eJOBOM YCTHOW U
MUCHhbMEHHONW KOMMYHUKALUM, OCHOBHOH JIGKCHKM H pPe4YeBbIX (HOPMYyJT HEJIOBOTO
WHOCTPAHHOIO SI3bIKA, TPABUJI PEUEBOr0 STUKETA, a TAKXKE YMEHUs UCMOJIb30BaTh CPEACTBA
WHOCTPAHHOIO SI3bIKA, PEUYEBbIE CTPATETMU U TAKTUKH U OCYLUECTBICHUS] KOMMYHUKALUN
B THUMNOBBIX JI€JOBBIX CUTYaLUsIX.

Mpouenypa: OOGyuaromuecs B TeueHue 15-20 MUHYT TUCHMEHHO BBITTOJHSIOT TECT U CAKOT
OTBETHI MIPETIOAABATENO HAa MPOBEPKY. Pe3ynbraTel mpoBepku 00CY KAA0TCS HA CIEAYIOLIEM
3aHsaTHH. B Clydae OleHKH «He 3a4TeHO» paldoTa BBIMIOJHSIETCS TOBTOPHO BO BHEAY AUTOPHOE
BpEMsl U CAAETCs] MPENOJABATEIIIO.

Kpurepun/mkajna ouennBanus (mpumep):

T3 3akpeITOli (POPMBI C OTHUM TPABHIIBHBIM OTBETOM — | Oait

T3 ¢ HECKOJBKUMH OTBETAMM — 3a HEIMOJIHBIN oTBeT — 1 0ajii, 3a MmojHbIiA oTBeT — 2 Oajia
T3 Ha ycTaHOBJIEHHE MOCIEAOBATEILHOCTH — 332 YACTUYHO MPABIIbHBINA OTBET — 1 Oas, 3a
MOJIHOCTBIO MPABHJIBbHBIN OTBET — 2 Oaa

T3 Ha ycranoBnerne coorBeTcTBUs — 110 0,5 6aya 3a Kakaoe BEpHOE COOTBETCTBHUE

T3 otkpeiToii popmel — 2 Gana.

Hrorosas olieHKa TeCTa pacCUUTHIBAETCS:

He 3aureHo — meHee 60% MakCHMaIbHOTO KOJUYECTBA OaJIOB 32 TECT,

3auteno — ot 60 1o 100% MaxCHMaJbHOIO KOJUUYECTBa OAJIJIOB 32 TECT

2.1.2. Bonpocsl nis auckyccun (BJ1)

BJ-1-5

Tema 1,2

1. What is the purpose of business communication? Why is efficient business
communication important for a business?

2. In what ways is business communication different from other types of

communication? What are the special rules and norms of business communication,
language and etiquette?
3. What are the types and forms of business communication?




4. What are the rules of cross cultural communication?
5. How to welcome your business partners and clients (introduction, small talk,
etc.)?

B/1-6-10

Tema 3

6. How do companies recruit people?

7.  What are the ways to find a job and how to apply for it?

8.  What are the rules for writing a good CV?

9. How to prepare for an interview?

10. How to behave during an interview? What to ask and how to answer questions?

BI-11-15

Tema 4

11.Give some tips for making a good business presentation. How to get started and
plan your presentation?

12. How to better organize the content of your presentation? What parts does a
standard presentation contain?

13. What should be said in the introduction? How to get the attention of your
audience from the very beginning?

14. What are the rules for making efficient visual aids?

15. What are the things to remember when delivering your speech to the audience?

BJI-16-20

Tema S

16. What are the main reasons for holding a meeting?

17. What makes a good meeting? What are the dos and don’ts for the chairperson and
participants?

18. In what situations do business people negotiate?

19. What are the skills of a good negotiator?

20. What are the useful phrases to make yourself clear, agree and disagree, ask for
concessions?

B/I-21-25

Tema 6

21. Why is making business calls an important skill?

22. Why is telephoning in English not easy?

23. What are the useful phrases to greet the caller, to take and leave messages, to
make appointments?

24. What to do if you don’t understand what the caller is saying?

25. What are the rules of good telephone etiquette?

B/1-26-30

Tema 7

26. Why is business correspondence important?

27. What are the different types of business letters?

28. What are the main parts of a business letter? How are they organized?

29. What are the typical phrases to start and finish a business letter?

30. What are the rules for writing business e-mails? Are they different from standard
business letters?

OnucaHue OEHOYHOI0 MATEPHAJIA:

Bomnpocsr mist quckyccnn (BJl) BKITIFOUArOT BOMPOCHI MO BCEM T€MaM Kypca M HOCSIT
KOMITIETEHTHOCTHO-OPUEHTUPOBAHHBIN  XapakTep. BoOmpocel mnpoBEpsrOT 3HAHUSA
OCHOBHBIX OCOOEHHOCTEH [eJOBOW YyCTHOH M MHUCBMEHHOW KOMMYHHUKALUH,
OCHOBHBIX PEYEBBIX (POPMYJ, CTPATErHil M TAKTHK, NPABHJ PEUEBOrO 3THUKETA IS
OCYIIECTBJICHUSI KOMMYHHUKALlMM B TUIOBBIX JEJOBBIX CUTyalUsX, a TAKXKE YMEHUs
UCTIOJIB30BATh CPENCTBA WHOCTPAHHOTO SI3bIKa (JIEKCHUKY, TPAMMATHUKY ) ISl BEICHUS
JUCKYCCHH B PAMKax 3asiBJICHHON TeMaTUKH

dopma npeabsABJIEHHS: BOITPOCHI / TEMBI.
Mpouenypa: UunusuayaipHbie BBICTYIUIEHUS WM KOJJIEKTUBHOE OOCYXKIEHHE Ha
ay AUTOPHBIX 3aHATHSIX.

lxaja oueHUBaAHUA /KPUTEPUH:




«3auTteno» - OOy4arOIMIACS 3HAET TEOPETUYECKUI MaTepHall, OCHOBHYIO JIEKCUKY
JIeJIOBOr0 MHOCTPAHHOIO s3bIKa, yMeeT INPHUMEHATb TEOpeTHUYeCKHe 3HaHus AJis
OOBsiCHEHUs1 O0CYKIaeMbIX SIBJICHUH Ha WHOCTPAHHOM sI3BIKE, Mpenjaraer
NPaKTUYECKHE PelleHnss 00CYKIaeMbIX MpoOJieM Ha OCHOBE CHHTE3a H3yUYE€HHOIO
MaTepuasa U JUYHOIO OIbITa.

«He 3aureno» - OOydyaromuiics HE OCBOWJI TEOPETUYECKHI MaTepuai, He
MPOAEMOHCTPUPOBAl YMEHHE HCIIONB30BaTh CPENCTBA MHOCTPAHHOIO s3bIKA IS
BEJIEHUsI TUCKYCCUU B PAMKaXx 3asBJIEHHON TEMaTHKU.

OOGyyarommiicsi OTKasajcs OT OTBETA.

2.1.3. CuryaunonHoe npakrudeckoe 3aganue (CI13)

CII3- Tema 1,2.
1,2 Use the instructions given to welcome visitors.

Step 1  Greeting visitors Say hello to your visitor, Mr. Matthews, and
welcome him. Use your own name and your
company’s name.

Step2 Making visitors feel Make your visitor feel comfortable by offering to

comfortable take his coat.
Invite Mr. Matthews to sit down, and offer him
refreshments.

Step3  Asking about travel Ask Mr. Matthews about his flight. Show empathy

and hotel and ask Mr. Matthews where he’s staying.

Step4 Asking about travel Ask Mr. Matthews if he has been here before. Offer

experience, offering to act as a guide.
help

Step 5: Discussing  general Ask a general question about business. Say you have

business heard the same thing recently
from John Myers, the local sales rep.
Step 6 Getting down to Suggest you start the meeting.
business Offer to look around town afterwards and get
something to eat.
Tema 3
CII3-3 : . : -
Choose a job ad for a position you would like to apply for. Work in pairs and act
out a job interview.
Student 1.
Think of the things you can write about yourself in a CV to apply for this job. Prepare
for an interview. Do your best to get the job.
Student 2.
Make a list of some typical interview questions and specific questions for the position.
Decide if the candidate suits the job. Make a decision.
CII3-4 | Tema$s

Work in groups. You are members of a staff committee investigating ways of




improving working conditions in your offices.

e Decide who will be the chair'.

o Before the meeting starts, the chairperson should look at File 1, the others at
Files 2, 3 or 4.

e Hold the meeting. Reach agreement.

File 1
Here are some tips for chairing the meeting:
8. Begin by starting the purpose of the meeting.
9. Give the name of the person you want to speak next.
10. Make sure everyone has a chance to give their views.
11. If someone is talking too long, say 7hank you and name the next person who
wants to speak.
12. If there’s disagreement on any point, call for vote.
13. Make sure one member of the group is keeping minutes: ask them to read out
the notes at the end, if there’s time.
14. Keep to the time limit: if necessary stop the discussion and summarize the
conclusions and decisions you have come to.
File 2
These are your department’s suggestions:
- more staff parties and picnics
- better toilets and showers
- open roof garden to staff
- _more comfortable tables and chairs in staff canteen
File 3
These are your department’s suggestions:
- more flowers and plants
- more flexibility about taking time off
- better lighting and heating
- more pictures and posters on the walls

File 4

These are your department’s suggestions:

more comfortable chairs

a better coffee machine

proper plates in the canteen instead of plastic
more car parking places

CII3-5

Tema 5

Work in pairs and act out dialogues of your own. Use the role cards below. Make a
deal.

Role card 1. You play the role of the supermarket chain representative.

A tea supplier is negotiating a sale with a supermarket chain. Various issues will be
negotiated. You will earn points depending on the outcome. Remember, think of your
priorities. You have done very well if you get 13 points.

ITEMS TO NEGOTIATE POINTS
PRICE $90 3
$ 100 2




$110
DISCOUNT 10 % for > 1000
10 % for > 2000
10 % for > 5000
DELIVERY 3 DAYS

1 WEEK
2 WEEKS
PAYMENT 30 DAYS
60 DAYS
90 DAYS
WARRANTY 6 MONTHS
12 MONTHS

W= W= |W|un— N[~

18 MONTHS

Role card 2. You play the role of the tea supplier.

A tea supplier is negotiating a sale with a supermarket chain. Various issues will be
negotiated. You will earn points depending on the outcome. Remember, think of your
priorities. You have done very well if you get 13 points.

ITEMS TO NEGOTIATE POINTS
PRICE $90 2
$ 100 3
$110 5
DISCOUNT 10 % for > 1000 1
10 % for > 2000 2
10 % for > 5000 3
DELIVERY 3 DAYS 1
1 WEEK 2
2 WEEKS 3
PAYMENT 30 DAYS 4
60 DAYS 2
90 DAYS 1
WARRANTY 6 MONTHS 3
12 MONTHS 2
18 MONTHS 1

CII3-6

Tema 6.
Work in pairs and act out telephone dialogues of your own.

STUDENT A

Call Mary Jenkins and leave a message if she is not in. The role cards below contain your
name, company, telephone number, and important business information that you want to
convey to Mary Jenkins.

ROLE CARDS
1 2
You are Mike Berggson. You work for LJ | You are Tanya Griswold. You work for
computers. Your telephone number is | Krubb Interior Designs. Your telephone
604-324-4321. You have to call Mary | numberis 017-367-2190. You have to call
Jenkins from the Stellar Corporation and | Mary Jenkins from the Stellar Corporation
tell her that her shipment of computers has | and tell her that you have come up with an




arrived. If she is not in, leave a message
with the secretary. You want Mary to call
you so that you can discuss the delivery
and instalment schedule.

estimate for the renovations. If she is not
in, leave a message with the secretary.
You want Mary to call you so that you can
discuss the color of the walls and floor
tiles.

3

4

You are Sara Voldemort. You work for
Darkside Media. Your telephone number
is 250-432-3456. You have to call Mary
Jenkins from the Stellar Corporation and
tell her that the advertising campaign is
ready to launch. If she is not in, leave a
message with the secretary. You want
Mary to call you so that you can discuss
payment for services.

You are Dana Walker. You work for Jones
and Baily Law Firm. Your telephone
number is 312-556-6655. You have to call
Mary Jenkins from the Stellar Corporation
and tell her that she won her court case. If
she is not in, leave a message with the
secretary. You want Mary to call you so
that you can discuss payment for services.

STUDENTS B

You are Mary’s secretary. The role card information below includes the boss’s
whereabouts and her expected return time. When people call asking for the boss, you
should give the information in the card and take a message.

ROLE CARDS

1

2

You work for the Stellar Corporation. You
are a secretary. Your boss is Mary
Jenkins. She is talking to a client. She is
expected back in about an hour.

You work for the Stellar Corporation. You
are a secretary. Your boss is Mary
Jenkins. She is away on business. She is
expected back tomorrow.

3

4

You work for the Stellar Corporation. You
are a secretary. Your boss is Mary
Jenkins. She is talking to the boss. She is
expected back in about 15 minutes.

You work for the Stellar Corporation. You
are a secretary. Your boss is Mary
Jenkins. She is away on maternity leave.
She is expected back at the beginning of
next month.

Onuncanue OIEHOYHOT0 MATEPHAJIA:

Curyaumonnsie npakrudeckue 3ananust (CI13) BKIFOUarOT 3a1aHNs HA IPOBEPKY Y MEHHI
00y4aroIMXcsl UCTIONB30BaTh CPEACTBA WHOCTPAHHOTO SI3BIKA, PEUYEBBIE CTPATETHH H
TAKTUK{, HABBIKOB KOMMYHHKALIMM HAa HMHOCTPAHHOM SI3bIKE JUIA pEIIeHHs 3ajad
MEXJIMYHOCTHOTO M MEXKYJbTYPHOTO B3aMMOJACHCTBUS B 3aJaHHBIX CHTYalUsX
NeNoBOro oOmeHus (MpueM rocTel, 3HaKOMCTBO, TeleoHHas Oecena, COBEINAHUE,
MIEPErOBOPHI, COOECETOBAHKE MPU TPYA0Y CTPOIMCTBE).

dopma npeabsBIEHHS: 3a]aHK1e C ONTHCAHUEM CUTYAIIUH, POJIe

Mpouenypa: OOyuaromuecss M3y4arOT CUTYalHio, pabOTalOT B Tapax WA MaJbIX
rpymnmnax, pa3pabaThlBalOT CTpaTerut0 Oecelpl, IUIAH €€ BeOeHHs, OTOUparoT
HEOOXOIUMbIE SI3bIKOBBIE CPENCTBA U PEUYEBBIE KJIMIIE, 3aTEM IEMOHCTPUPYIOT Oecemy
NPEenoAaBaTeNI0 U 00y YA IMMCSI

lxaja oueHUBaAHUA /KPUTEPHUU:

«3aureno» - OOydaromuiics NIEMOHCTPUPYET YMEHHe UCIOJIb30BaTh CPEICTBA
WHOCTPAHHOTO s3bIKA, pEYEeBBIE CTpaTerdid W (HOPMYJNBI IJIsI  OCYIIECTBIICHHS
KOMMYHHKAILIMM B 33JJaHHOH CHUTYallMH YCTHOTO OOINEHHs], MOHMMAaHHE C MapTHEPOM




YCTaHOBJIEHO, LeJIb KOMMYHHUKALUHU JTOCTUTHYTA.

«He 3autreHo» - OOyuaromuiicss HE 3Ha€T M HE CIOCOOEH HCIONB30BATH CPENCTBA
WHOCTPAHHOTO $I3bIKa, PEUYEBBIC CTPATErHU U (OPMYJIBI IJISl PEIICHUS MPAKTHUECKOM
3a/1a4uy, yCTAaHOBUTh [IOHUMaHHE C TApTHEPOM 110 KOMMY HUKALIMH; 11eJ1b KOMMY HUKaLUU
HE IOCTUTHYTA.

OOGyyaroumiicsi OTKa3ajcsi OT OTBETA.

2.1.4. KonrpoJibHast padora 1jist 00y4aomuxcs 3a09H0i (popMbl 00y4eHHust

IIucsmennbie padors! (I1P)

1HP-1

Tema 3
Choose a job ad for a position you would like to apply for.
Write a CV in order to apply for that job.

HHP-2

Tema 6

Write a business letter according to the situation.

Situation: You are the Personnel Manager of Thornton Transport, Timberlake Road,
Thornton Heath, Surrey, CRS, 8SM. You are looking for a bi-lingual secretary.

Task: Write a letter to your local recruitment agency explaining what you need.

Include details of the secretary‘s duties, terms of employment, etc. Their address is RJS
Recruitment, 34 Valley Street, Thornton Heath, CR7 15KM. you can add any information
you think necessary.

1HP-3

Pabora ¢ TekcTOM Mo TeMaTHKe AUCHHMIUVIUHBI. 31€Ch CTYEHT AOJIKEH:

— CnenaTp MOJIHBIN MUCHMEHHBIN NIEPEBOJI TEKCTA MO TEMATUKE TUCLIUTUIAHBIL,

— CocraButb crnoBapuk K Tekcty. CioBapuk comepxut 15 — 20 KiroueBbIX CJIOB U
BBIPAKECHUM, OTPAKAIOIINX TEMATUKY TEKCTA, C MIEPEBOAOM.

— Kparko u3noxxuts comepikaHne TEKCTa B HECKOJIbKUX MPEIJIOKEHHSIX — COCTABUTD
pe3toMe TekcTa. Pe3romMe COCTaBIsIeTCSl Ha AHTJIMHCKOM SI3bIKE, OHO JOJKHO OBITh
IPaMOTHBIM, COOTBETCTBOBATh COAEPIKAHUIO TEKCTA U OTPAXKATh €0 CTPYKTYPY.

OnucaHue OLIEHOYHOT0 MATEPHAJIA:

KonTponbHas BkiroyaeT nucbMeHHbIe padoTsl (I1P 1-3) Ha mpoBepKy yMeHHI U HAaBBIKOB
00y4aroIMuXcsl MCIONb30BaTh CPENCTBA MHOCTPAHHOIO SI3bIKA, PEUEBBbIC KIIUINE IS
OCYIECTBJICHHs] AEJIOBOH KOMMYHHMKALIMM B MUCBMEHHOWH (opMme (IeIoBOEe MHCHMO,
pe3toMe, paboTa ¢ TEKCTOM)

dopma npeabsiBJICHHS: B PACIIEHaTaHHOM BUE

Mpouenypa: OOywarommecss B TEPHOA CAMOCTOATEIBHOW pabOThl TMHUCHMEHHO
BBIMIOJIHSIOT 33JJaHUs U CIAIOT €r0 NPEnojaBaTest0 Ha MPOBEPKyY. Pe3yIbTaThl NpOBEpPKH
o0CyKIaroTcss Ha 3aHATHSIX. B cliydae OLEHKM «HE 3a4TeHO» padoTa BBITIONHSETCS
MOBTOPHO.

lxaja oueHUBaAHUSA /KPUTEPUH:

«3aureno» - OOyuaromuiicss AEMOHCTPHPYET YMEHHsS M HAaBBIKH HCIOJIb30BATH
CPEACTBAa MHOCTPAHHOTO SI3bIKA, PEUEBBIE CTPATErHU U (POPMYJIbI AJIST OCYIIECTBICHHS
KOMMYHHKALMA B MTUCbMEHHOH (opMe B 3aJaHHOH CUTyalnH;, cOOJIOAAeT MpaBuia H
HOPMBI 1€JIOBOH MEPENUCKH, COCTaBJICHHs AEIOBON JTOKyMEHTAluH, COOM0AaeT CTHIIb
A€JI0BOM MEePEeNnuCKH, Pedb PaMOTHA.

«He 3aurteno» - OOyuaromuiics He 3HAe€T U HE CHOCOOEH HCIOJIb30BaTh CPENCTBA
WHOCTPAHHOTO $SI3bIKa, PEUYEBBbIC CTPATEruu W (OPMYJIbl JJISI PEIICHUS MPAKTUYECKOM
3a/laud, HapyllaeT OCHOBHbIE MpaBUja M HOPMBbI MHOCTPAHHOTO sI3blKa M J€JIOBOM
MEPENUCKH.




IIpesentauus (I1p)

Tema 4
Make a short presentation of a company. You may speak about any famous
company or the company you work for.

Stick to the plan:
— Name
— Location
— Company history
— Activities
— Products/ Services
— Target customers
— Company structure, number of employees
— Main markets
— Main competitors
— Finance: revenue, profit

OnucaHue OLIEHOYHOT0 MATEPHAJIA:

IIpesenranus (I1P) BkroUaeT 3a1aHue Ha MPOBEPKY YMEHHHA U HABBIKOB O0YYarOIIUXCs
UCTIOJIb30BaTh CPEICTBA MHOCTPAHHOTO SI3bIKA, PEUEBBbIC KIIHMILNE JUJIST OCYIIECTBIICHHS
nyOJIMYHOTO BBICTYTUICHHSI MEpea ay JUTOpUEH Ha NIEJOBYI0 TEMATHUKY: MPENCTaBICHUE
KOMITaHUHU

dopma npeabABIAEHH: 331aHUE, COEPIKALIEe TEMATUKY U IUIAH BBICTYILICHHSI
Mpoueaypa: Ilocne obcyneHus NpaBHJ MOArOTOBKH W MPOBENEHHs MPE3SHTALUN
KOMITAHUM HAa WHOCTPAHHOM $I3bIKe, OTPA0OTKH HEOOXOMUMBIX ISl 3TOTO S3BIKOBBIX
cpencTB o0ydJaroIuecs MoJy4arT 3aJaHue BhIOpaTh JTIOOYIO peajbHO CyIIECTBYIOIIYIO
KOMITAHUIO, COOpaTh OCHOBHYKO HH(OpMALMIO TPO HEe, HCMONB3Yys ayTEeHTUYHBIE
UCTOYHUKN (CaiThl), TOATOTOBUTH TEKCT Mpe3eHTauun u ciaigsl PowerPoint,
MOATOTOBUTh MPE3EHTALMI0O K YCTHOMY BBICTYIUIEHHIO HA WHOCTPAHHOM si3bike. Ha
MOJITOTOBKY 3aIaHusi 00yYarOIIHecs MONy4daroT He MeHee 10 qHeid.

[Ipe3eHTaLUK MPOBOASTCS B XO/I€ Ay AUTOPHOTO 3aHSITHH.

lkaja oueHUBAHUS /KPUTEPUH:
[pesenTanusi 00y4arOIUXCs OLIEHUBAETCS MO CIEAYIOIIUM MapamMeTpam:
— TLIATENbHOCTh Pa3pabOTKU TeMbL, COOTBETCTBHE COAEPIKAHUS BICTY ILICHUS
NpeIOKEHHOMY IJIaHy, TPEOOBAHUSM K YCTHOMY BBICTY IICHHIO;
— YPOBEHb BJIaJCHUSI HHOCTPAHHBIM SI3bIKOM, PAMOTHOCTD PeuH;
— YpOBEHb BJIJICHUs] HABBIKAMH MTPE3EHTALNH, COOJIFOIEHIE MPABHIT My OJIMYHOTO
BBICTY TJICHHS,
— 3((HeKTHBHOCTD UCTIOIB30BAHMS BU3YAJIbHBIX CPEACTB.
«3auteno» - OOyyarouiics IEeMOHCTPUPYET YMEHHUS U HABBIKH HCIIOIb30BaTh CPECTBA
MHOCTPAHHOTO 5I3bIKa, pe4eBble CTpaTerHu U (OPMYJIbI JIsE OCYIIECTBICHHUS Ty OJIUUHOTO
BBICTYTUJICHUSI TIEPEA ayAUTOpHEH Ha IENOBYIO TEMATHKY: MPENCTABJICHHE KOMITAHHU,
cobmomaer mpaBwia nyomuuHOro BbIcTymuieHus. ConepkaHue  BBICTYIUICHUS
COOTBETCTBYET TMPENJIOKEHHOMY IUIaHy, CTPYKTYpPHpPOBAaHO, pe4yb TIPaMOTHA,
ofyuaromuiicss 6e3 3aTpyAHEHHI MEepenaeT CoAepKaHue MPe3eHTALMHd U O0IaeTcs ¢
ay IUTOPUEN.
«He 3auyTeno» - OOyuaromuiicsi He IEMOHCTPUPYET YMEHHsI U HaBBIKH HUCIIOIb30BaTh
CpencTBa MHOCTPAHHOIO SI3bIKA ISl OCYIUECTBICHHs My OJMYHOrO BBICTYIUICHHS TIepen
ayAUTOpHEH Ha MEeNOBYIO0 TeMaTHKy. TeKCT Mpe3eHTalMd COCTAaBJIEH C OTCYTCTBHEM
YETKOTrO TIJIaHA M CTPYKTYPbl, HE aNalTUPOBAH K YCTHOMY  BBICTYILICHHIO.




ObGyuatommiicss momyckaer OONbLIOE KOJHYECTBO TI'PAMMATHYECKHX M JIEKCHYECKHX
omnbOok. OOyYaroImuiics TOBOPUT ¢ OOJBIIMMH 3aTPYAHEHUSIMH, YTO MPESTCTBYET
MOHUMAHHUIO €r0 peYr U OOLIEHHIO C Ay IUTOPUEH.

2.2 OueHoOYHbIE MATEPHAJIBL: IPOMEKYTOYHAS aTTECTALUA

HpOMe)KYTOLIHaﬂ arrecraiguda 1o uroramMm O6yLIeHI/I$[ no AUCHUIIIMHE OCYIIECTBIISACTCA B
dopme nuddepenmpoanHoro 3aueta. [lpu ouHoit opme 0OyUueHus 3a4€T MOKET MPOBOIUTHCS

1) Ha OCHOBaHHMM PE3yJbTATOB TEKYLIETO KOHTPOJS MPH TOJOXKHUTEIBHOH OLEHKE BCEX
3a/laHui MO KaKIOM TEMeE,

HJIn

2) B ¢popMe yCTHOTO BBICTYIUIEHHs] OOYHarOIIerocsi Mo OAHOMY M3 BOIPOCOB K 3a4eTy U
BBITIOJIHCHUSA B IMapax OAHOro U3 NPakKTHICCKUX SaI[aHI/Iﬁ K 3a4€Ty.

2.2.1. Bonpocsl k 3a4ety (B3)

1. What is the purpose of business communication? Why is efficient business
communication important for a business?

2. In what ways is business communication different from other types of communication?
What are the special rules and norms of business communication, language and etiquette?

3. What are the types and forms of business communication?

4. What are the rules of cross cultural communication?

5. How to welcome your business partners and clients (introduction, small talk, etc.)?

6. Give some tips for making a good business presentation. How to get started and plan your
presentation?

7. How to better organize the content of your presentation? What parts does a standard
presentation contain?

8. What should be said in the introduction? How to get the attention of your audience from
the very beginning?

9. What are the rules for making efficient visual aids?

10.  What are the things to remember when delivering your speech to the audience?

11.  Why is making business calls an important skill?

12.  Why is telephoning in English not easy?

13.  What are the useful phrases to greet the caller, to take and leave messages, to make
appointments?

14.  What to do if you don’t understand what the caller is saying?

15.  What are the rules of good telephone etiquette?

16.  What are the main reasons for holding a meeting?

17.  What makes a good meeting? What are the dos and don’ts for the chairperson and
participants?

18. In what situations do business people negotiate?

19.  What are the skills of a good negotiator?

20. What are the useful phrases to make yourself clear, agree and disagree, ask for
concessions?

21. How do companies recruit people?

22.  What are the ways to find a job and how to apply for it?

23.  What are the rules for writing a good CV?

24. How to prepare for an interview?

25. How to behave during an interview? What to ask and how to answer questions?

26.  Why is business correspondence important?

27. What are the different types of business letters?

28. What are the main parts of a business letter? How are they organized?



29.  What are the typical phrases to start and finish a business letter?
30. What are the rules for writing business e-mails? Are they different from standard
business letters?

2.2.2. llpakTuyeckue 3aaanus k 3adery (I1133)

Welcome a visitor to your company.
Make a phone call and make a business appointment.
Negotiate a pay rise with your employer.
Negotiate a price for the goods to be delivered.
Conduct a job interview.
Present a company you know well or work for. Discuss it with your partner.
Introduce yourself to a business partner and make some small talk.
Make a phone call and leave a message for someone who is not in.
9.  Give advice to your partner on how to write a good CV.
10.  Give advice to your partner on how to prepare for an interview.
11.  Give advice to your partner on how to behave during an interview.
12.  Make up a dialogue during a business lunch.
13.  Give a visitor a tour of a company.
14. Discuss with your partner your positions in the company, advantages and
disadvantages of your jobs.
15. Negotiate the terms of delivery of the goods you’d like to order.

e U e

Onucanue OLEeHOYHOI 0 mMarTrepuaJjia

®opma npeabsaBaeHus: OOydarOMMCcs BbIAACTCS 3aaHKe, COIepIKallee OIUH U3 BOMPOCOB K
3auety (B3) u ogHO U3 npakTudeckux 3ananuil k 3auery (I1133).

Ipouenypa:

JUis IOATrOTOBKM YCTHOTO BBICTYIUIEHUS 10 B3 o0y4aromuiicss nMeeT BO3MOKHOCTD MPOIYMaTh
IUIAH BBICTYIUICHUS U CAENaTh HeoOXoauMble 3aruch. Bpemst moaroroBku — 10 MUHYT.

Jna monrotoBku BeICTyIUIEHHs mo 133 oOywaromuecst nensrcs Ha Mapbl, 3HAKOMATCS C
OMHCAaHUEM TPAKTHYECKOTO 3aJaHMsA, pa3padaThIBAIOT CTpaTeruio Oecenbl, IUIaH €€ BENCHUS,
oTOMparOT HEOOXOAUMBIE SI3BIKOBBIE CPENICTBA M PEYEBBIC KIIMIIE, 3aT€M IEMOHCTPHPYIOT Oeceny
B 3a/IaHHOU JEJOBOM CUTyaluu npenogasareto. Bpems Ha noarotoky — 20 MUHYT.

Ilxana ouenuBanusi /kpurepum:  OleHUBaeTCs 3HAHUE OCHOBHOHM JIEKCHKH J€JI0BOrO
WHOCTPAHHOTO $I3bIKa, OCHOBHBIX PEUYEBBIX (DOPMYJ, CTPATETHH W TAKTHK, MPABHJ PEUEBOTO
STHKETA ISl OCYLIECTBJICHUS KOMMYHHKALUN B THITOBBIX JEJIOBBIX CUTYALHMsIX, & TAKXKE YMEHHS
HCTIOJIb30BaTh CPENCTBA HHOCTPAHHOTO SI3bIKA (JIEKCHUKY, TPAMMATHKY ) IS BEACHHS JHCKYCCUH B
paMKax 3asBJIEHHOW TEMAaTHKH, IUIA PELICHUS 3a/7a4 MEXKIUYHOCTHOTO U MEXKKYJbTYPHOIO
B3aUMOJEHCTBUSI B 3aJaHHBIX CHTYalMsX AENOBOro oOmeHus (IpueM rocreil, 3HaAKOMCTBO,
tenedoHHas Oecena, COBELIaHNe, IEPErOBOPBI, COOECENOBAHNE TIPU TPYAOYCTPOICTBE).

«OtnuaHO» OueHKN «OTIIMYHO» 3aCHy’KHBaeT OOyYarOIIWICS, KOTOPbIA 3HAeT
TEOPETUYECKUI MaTepuasl, OCHOBHYH JIEKCHKY MAEJIOBOIO WHOCTPAHHOIO
S3bIKA, yMEET TPUMEHATb TEOPETHUECKHEe 3HAHUS Ui  OOBSICHEHUS
00CyK/aeMbIX SIBJICHUI Ha MHOCTPAHHOM SI3bIKE, NEMOHCTPHUPYET YMEHHUE
UCIIONBb30BaTh CPEACTBA WHOCTPAHHOIO SI3bIKA, PEYEBBbIE CTPATErMu U
(bopMysBl AN OCYIIECTBJICHHS] KOMMYHHMKAIMd B 3aJaHHOW CHUTYaLlUH
yCTHOrO OOLIeHHs, B Cly4ae eciIM TIOHHMAaHHE C MapTHEPOM IO
KOMMYHUKAlLUN YCTAHOBJIEHO, Li€Ib KOMMYHHKAaLlUd JOCTUTHYTa, peYb
00y4aroIerocsi mpu 3TOM IPaMOTHA, TOMYIIEHO HEOOJBIIOE KOJIUYECTBO
JIEKCHYECKUX M IPaMMaTHYECKUX OUTHOOK MJIM HE IOMYIIEHO COBCEM.




«Xopowo» O1ueHKH «XOPOLIO» 3aCIyKUBAET O0YHarOIUICS, KOTOPBIH 3HAET OCHOBHYIO
JIEKCHKY JIeJIOBOro OOIIEHHUs, JEMOHCTPHPYET YMEHHE HCIIONb30BaTh €€ B
3alaHHOH CHUTYyallMy OENOBOro OOIIEHUs, JOMYyCKAIOTCS HE3HAYUTEIbHBIE
JeKCHYeCKHe W TPaMMATHYECKUE OMIMOKM, MPH 3TOM KOMMYHHUKALHS
OCYIIECTBIISIETCS O€3 TTOTePH CMBICTIA.

«Y IOBIETBOPU- OueHKN «yIOBIETBOPUTENILHO» 3aCHy’KHBAeT OOYYarOIIUHCS, KOTOPBIHA
TEJIbHO» 3HAeT OCHOBHYIO JIEKCHKY IeJIOBOTO OOINEHMs, IEeMOHCTPHUPYET yMEHHE
NPUMEHSTh €€ B JeJIOBOM OOIIEHHH, TOMyCKasi MPHU 3TOM (POHETHUECKUE,
JEKCHYECKUE M rPaMMaTHYECKHe OMIMOKH, KOTOPBhIE YaCTUYHO BJIMSIOT HA
MIOHUMAaHUE B TMPOLECCEe KOMMYHHKALMU, HCIBITBIBAET TPYAHOCTU B
MOHUMAHUH 3By4alleil peyn.

«HeynosnerBopu- | OLEHKH «HEYIOBJIETBOPHUTEIBHO» 3aCIyKHBAET OOYYarOIMUICS, KOTOPBIH
TEJIbHO» HE OCBOWJI OONBLIYIO YacTh TEOPETHUECKOro  MaTepuaia, He
MIPOAEMOHCTPUPOBAJ YMEHHE UCIIONb30BaTh CPECTBA MHOCTPAHHOTO A3bIKa
IUIsl BE€HUS JUCKYCCHUU B paMKax 3asBJIEHHON TeMaTHKH, A peLIeHUs
NPaKTUYECKOH 3a/1a4il B paMKax 3aJaHHOH CHTYalWU JEJIOBOrO OOIICHHUS:
YCTaHOBUTb NMOHHUMAaHHE C MapTHEPOM I10 KOMMYHHUKALUH, JOCTUYDL LIeIU
KOMMYHHKALMU HA HHOCTPAHHOM SI3bIKE.

OObyuarommiicss OTKa3ajcs OT OTBETA.

Metoanyeckue MaTepHabl

MeTOI[I/ILIeCKI/Ie YKa3daHusad MW 3adaHusd K 3aHATUAM CCMHHAPCKOro THIIA, KOHTpOJ’IbHOfI u
CaMOCTOATENbHON pabore mo aucuuIumHe «MHOCTPAHHBIN S3BIK IS 1€JIOBOTO OOINEHUS» IS
obyuaromuxcs cneruaibHocTy 38.05.01 DxoHOMHUeckast 0€30MacHOCTb.



11. Meroau4yeckne MaTePHAJIbI, ONPEACISIIONINE MPOLEAYPbl OLCHUBAHUS
3HAHUI1, YMEHHIi, HABBIKOB U (MJIM) ONbITA, XaPAKTEePHU3YOUIHX dTANbI
(popmupoBaHHs KOMIIETCHLUII

Tekyuyuit KOHMpPOb

Tekymmii KOHTPOJIb YCIEBAEMOCTH MO JUCLMUIIIMHE OCYIIECTBISAETCS UIs
OPOBEPKM XOJa M KayecTBa YCBOCHUS y4eOHOro Marepualia, CTUMYJIUPOBAHUS

y4eOHOH  NESITEeIbHOCTH

00y4YarouMxcs, COBEPIICHCTBOBAHUS  METOJUKH

POBEICHKS 3aHATUI U TPOBOAMTCS B XOJE BCEX BUJIOB 3aHATUN B (JOPME YCTHOTO
OIpoca Ha JEKUHMOHHBIX, CEMUHAPCKUX M MPAKTUYCCKUX 3aHSATUSAX, BBINOJTHEHUS
YCTHBIX U MUCbMEHHBIX TPAKTHUECKUX 3a1aHnH, B (popMe pyOEKHOTO KOHTPOJIS U B
(opMe BBITTOJIHEHUSI KOHTPOJIBHBIX PadoT.

Kpurtepuu oueHKH YCTHBIX OTBETOB
B X0/i¢ IPOBEACHHUS CEMHHAPCKHUX U MPAKTHYECKHUX 3aHATHH

Hixana oneHuBaHuss "
OTMETKA

IHoka3areau oueHUBAHUS

OT1an4HO

CoaeprkaHHue MaTepraia PAaCKPHITO B ITOJTHOM
00beME, MPEeTyCMOTPEHHOM yUEOHOM
mporpamMmoii. Peds mocienoBareabHa, XOPOoIo
MIPOIyMaHa, U3J10K€HA TPAMOTHBIM S3BIKOM, C
TOYHBIM HCITOJIH30BAHUEM TEPMUHOJIOTHH.
OO0yyaromuiics MpoAeMOHCTPUPOBAIT YMEHHE
UJUTFOCTPHPOBATH MaTepHall KOHKPETHBIMU
IIpUMEPaAMH, B TOM YHCJIE Ha OCHOBE PaHHEE
MU3YUCHHOTO MaTepHasa, MOKa3aHo YMEHHE IeIaTh
0000111eH1E, BBIBOJIBI, cpaBHeHUE. M310)keHnE
OTBETA OCYIICCTBIIIETCS CAMOCTOSITENLHO, O€3
HaBOSIIMX BorpocoB. OOyyarouics
MPUHUMACT aKTHBHOE YYACTHE B H3JIOKECHUHU UITH
B 0OCY>KJICHUHN U3y4aeMOro MaTepHaa.

Xopowo

OOyuarommiics He TIOJTHO PaCKPbUT COACPKAHHUE
MaTeprasa, HO MOKa3aHo o0uliee MOHMMaHKUe
BOMPOCA, TOCTATOYHOE IS NAJbHEHIIErO
W3YYEHHUsI MPOrPAMMHOTO MaTtepuana. M3noxxenue
MaTepHasa HeIOCTATOUHO MOCIIEI0BATENBHOE,
UMEIOTCS 3aTPYAHECHUS U TOMYLIEHBI OUTUOKHU B
ONpEENEHUN TOHITHIA U B UCTIOJIb30BAHUH
TEPMHUHOJIOTHH, OJIHAKO OOYYAOIINICSA AKTUBHO
YYaCTBYET B OOCY>KACHUH U3y4acMOro
Marepuaa.

Y 10BJIETBOPUTEIBHO

OOyyaromuiics 3aTpyaHIETCS B M3J0KECHUH




Marepuana, aeiaacT 0000IEHUS, BbIBOIbI,
CpPaBHEHUS ¢ TOMOIIBIO MPENOAABATEN S, OTBEYAET
C TOMOIIBIO HABOIALIMX BOMPOCOB M MOJCKA30K,
3aTPYJAHSAETCS B MPUBEACHUU TPUMEPOB. C
TPYIOM BCIIOMHHAET IPOMICHHBIA MaTePHal, HE
AKTUBEH, B OOCY)K/ICHUM MaTepuasa y4yacTBY€ET
AMU30IMYECKHU.

OOyJaromuiics He pacKpbLUT OCHOBHOE
cojiep)KaHue yueOHOIro MaTepuaia uiu
COJICpKaHUE MaTepUajia u3aarajioch ¢
MHOTOUYMCICHHBIMH MOJICKa3KaMU, TOKa3aBIIUMHU
HE3HAHWE WJIA HEMOHUMaHUE OOJbIIEH YacTh
y4eOHOIr0 MaTepuana, JOMyEHbI MyTaHUIa 1
OLIUOKH B ONPEACIICHUN TOHSTHHA,
MPOJIEMOHCTPUPOBAHO MOJTHOE HEYMEHHUE
MPUBOAUTH MPUMEPHI MPU 0OBSICHEHUH
Marepuana, B 00CY>KJI€HUU MaTeprajia MacCUBEH.

HeynoBierBopure/ibHO

PyOexxHbIii KOHTPOJIb SIBJISIETCA OJHUM W3 BUAOB TEKYLIETO KOHTPOJIS.
PyOexxHbIii KOHTPOJIb OCYIIECTBISETCS C LENBK) CHUCTEMATHYECKOH MPOBEPKU
JOCTHKCHUS  OOydYaromUMKCS — 00S3aTENIbHBIX  PE3YJIbTATOB  OOY4YEHHsI  TIO
OUCLUIJIMHE — MHUHMMYMA, KOTOPbI HEOOXOIuM AJis JaibHeHmero oOydeHus,
BBITIOJTHEHHSI MPOTPAMMHBIX TPEOOBAHWHA K YPOBHIO MOATOTOBKH OOYYAOLIMXCS.
Py0OesxHbIi KOHTPOJIb MPOBOJMTCS MO 3aBEPIICHUN U3YUYEHUS OTACIIbHBIX Hanboee
CJIO’KHBIX M1 OOBEMHBIX TEM, PA3JIEJIOB YUEOHOH TUCUUIUIMHBL. PyOe)HbI KOHTPOJb
NPOBOANTCS HA MPAKTHYECKUX MM CEMUHAPCKUX 3aHATHAX. JIMia, He caaBmme (He
npouienmre) pyOeKHBIA KOHTPOJIb, [0 NPOMEKYTOUHOM arrecTauuu  He
JOMyCKaroTcs. Pe3ynbraTel pyOeKHOTO KOHTPOJISE 3aHOCATCS B SKypHal ydeTa
y4€OHBIX 3aHATHI. PyOesKHbI KOHTPOJIB MPOBOAUTCS B (POPME MUCBMEHHOTO WA
ABTOMATU3MPOBAHHOIO  (KOMIIBIOTEPHOr0)  TecThpoBaHus.  OOywaromiemycs
npeabsBAsSeTCs HE MeHee 20 TECTOBBIX BOMPOCOB. Bpemst 1715l BBINOJHEHUS 3a1aHUs
NPEIOCTABIIACTCS U3 pacueTa: 1| MUHYTa Ha OJJMH TECTOBBIA BOMPOC.

Kpurtepun oneHKu pe3yabTaToB TECTHPOBAHUA

IlIxana oueHUBaHUS Kpurepuu oneHuBaHusi

OTINYHO Jlanbl ovTBeTbI He MeHee, ueM Ha 90% TeCcTOBBIX
3aJaHui

Xoporwo Jlanbl ovTBeTbI HE MEHEE, 4eM Ha 75% TECTOBBIX
3aJaHui

V/I0BJ1€TBOPHTEILHO JlaHbl ovTBeTbI HE MeHee, yeM Ha 60% TeCTOBBIX
3aJaHui

Hey/I0B1€TBOPHTEILHO Jlanbl ovTBeTbI MeHee, ueM Ha 60% TeCTOBBIX
3aJaHui




KoHTponbHas pabota sSBISIETCS BHIAOM TEKYLIETO KOHTPOJS, B OTACIIBHBIX
Clly4asx (€CIM €CThb COOTBETCTBYIOLIEE YKA3aHUE B yUeOHOM IUIAHE) KOHTPOJIbHAsS
pabota siBaseTrcs (HOpMOM MPOMEKYyTOUHOH arTtectanuu. KOHTpoJibHBIE PAOOTHI
BBITIOJTHSAOTCS 00y YAFOIIUMUCS B BUAC MUCbMEHHBIX OTBETOB HA BOITPOCHI, PEILICHUS
3a/1a4, BBIMOJHECHHUS KOHTPOJIBHBIX (B TOM YHCIE TECTOBBIX) 3aJaHWil WK
MIPAKTUYECKOM MPOBEPKUA BBIITOIHEHNS MMPAKTUYECKAX JEWCTBHI 10 COCTABICHUIO
(KOPPEKTUPOBKE) OPUINYECKUX JOKYMEHTOB. BBINOMHEHNE KOHTPOIBHBIX paboT
MOKET OBITh OPraHu30BaHO B AJEKTPOHHOH (opme. CoaepkaHue 3aJaHUil Ha
KOHTPOJIBHYI0 paboTy M MOPSAOK €€ BHIIOJIHCHUS YCTAHABIMBAOTCS KaQeIpon.

Kpurepun oueHkn pe3y/ibTaTOB BHINOJHEHHS KOHTPOJILHOI padoThI,
NpPOBeACHHOI B (popMe pelieHus1 NPAKTHYECKHX 3a4a4

Ouenka Kputepun onennBaHus

Pewmenue 3a1aun (BBIMTOJHEHUE 3aaHHS])
OCYLIECTBJIEHO BEPHO, O0YYAIOIIMMCS
IPOACMOHCTPUPOBAHO YMEHHE MOB30BATHCS
TEOPETUUECKUMHU 3HAHUSIMU, TPUBEJICHBI BCE
HEOOXOAMMBIE CCHUIKM Ha HOPMATUBHO-TTPABOBbIC
aKThl. BBIBOBI TOCTOBEPHBI U apIyMEHTUPOBAHBI
C MPUBJICYEHUEM UCTOUHUKOB HOPMATHUBHO-
npaBoBoii nHpopmaiuu. DopMyTUPOBKU
BBIBOJIOB YETKKE, IOHSTHBIE 1 0OOCHOBAHHBIE.
[Tpy HEOTHO3HAYHOCTH BO3MOKHOTO PELICHHUSI
(onmMcaHus CUTYaluK) MPUBEACHBI BO3MOKHBIC
BApPUAHTHI C YKA3aHUEM MOCJICJCTBUA.

3aiava (BBIOJHEHHUE 3a/1aHNUs ) PELIEHA BEPHO,
00yuaronmMcs MPOJIEMOHCTPUPOBAHO YMEHUE
NOJIb30BAThCS TEOPETUUYCCKUMU 3HAHUSAMHU JJIst
pELICHNS MPAKTUYECKOM 3anaun. OqHaKo
NPUBEJICHBI HE BCE HEOOXOIMMBIE CChUTKU Ha
HOPMAaTHUBHO-TIPABOBBIE AKTHI, (POPMYTUPOBKU
BBIBOJIOB HEJIOCTATOUHO YETKHUE U MOHSTHBIE.
ApryMeHTalus BHIBOJIOB CBUJECTEIBCTBYET 00 UX
HEJ0CTATOYHOW JOCTOBEPHOCTH U
000CHOBAHHOCTH.

3anaya B 11€JIOM PELleHa, OTHAKO OTCYTCTBYIOT
CCBUIKM Ha HOPMATUBHO-TTPABOBBIC AKTHI.
YaoBaeTBOpUTEIbHO Pelienne 3a1aum oCymecTBAEHO MAadIOHHO, 03
JOJKHOTO POSIBJICHU I TPOECCUOHATTBHOMN
KOMNETEHTHOCTH. OTCYTCTBYET JIOTUKA, TOUHOCTh

OT/an4HO

Xopomo




Y TPAMOTHOCTb M3JIOKCHHUSI PEILICHUS 3a1a491
(BBITIOJIHEHW S 33]1aHKs ). BBIBOA HEAOCTATOUHO
000CHOBAH, HE COJEPKUT HEOOXOAMMON
apryMeHTaluy, MOBEPXHOCTHBIN WA HE CIEAYET
U3 PEIICHUS 331a4H.

3ajava pelieHa HEBEPHO WK PELICHUE 331a41
OTCYTCTBYET.

HeynoBierBopure/ibHO

[Ipn ouneHWBaHMM  PE3YJIBTATOB MUCBMEHHBIX KOHTPOJBHBIX  padoT
00s13aTE€bHO YUUTHIBAKOTCS TPAMOTHOCTh M3JIOKECHHS, YUCTOTA W MPABUIBLHOCTH
odopmieHus padoT. PaboTta, MpaBUIbLHO NIEPEAAIONIAs COACPKAHUE MaTepUaa, HO
U3JIOKCHHAs! ¢ TPAMMATUYECKUMH OIMMOKaMH WIH OIIMOKaMH B TrpauyecKoM
oopmIIcHNH, HE MOKET OBITh OLICHEHA BBIIIE, YEM - YIAOBICTBOPUTENBHO. 3a
paboTy,  BBINOJHEHHYK) C  IpyOBIMM  TIpDAaMMaTHYECKUMHU  OMIMOKAMH,
HEJIUTEPATYPHBIM  SI3BIKOM,  HErPaMOTHO WM HEOpPEKHO  rpaduyecku
0(OPMIIEHHY 10, BBICTABJISIETCS OLIEHKA - HEY AOBJIETBOPUTEIIBHO.

Kputepun oueHkn pe3y/ibTaTOB BHINOJHEHHS KOHTPOJILHOI padoThl,
NPOBeACHHON B (pOpMe TeCTUPOBAHMS:

IlIkana oueHUBaHUA Kpurepun ouennBanus
JlaHBI OTBETHI HE MEHEE, yeM Ha 90%
OtanyHo .
TECTOBBIX 3aIAHUI
JlaHBI OTBETHI HE MEHEE, YeM Ha 75%
Xopowo .
TECTOBBIX 3aIAHUI
JlaHBI OTBETHI HE MEHEE, yeM Ha 60%
Y 10BJIETBOPHUTEILHO

TECTOBBIX 3aJaHUN

JlaHbl 0TBETHI MeHEE, YeM Ha 60% TECTOBBIX

HeynoBiieTBOpHTEIBLHO .
3aJaHui

[Ipy npoBeacHMM KOHTPOJABHONW paboTBl B CMEHIEHHOH  (opme
(TeopeTnyeckas 4acTb — B JOPME TECTUPOBAHMS, A MPAKTUYECKAs 4acTh — B (hopMe
BBITIOJTHEHHST MPAKTUYECKOTO 33JaHusl) Kaknaas 4YacTh PadOThl OLIEHWBACTCS
OTIENIBHO TO NATUOAUIBHON WIKaJe B COOTBETCTBMU C BBIINICYKA3aHHBIMU
kpuTepusiMi. OLIEHKA 38 KOHTPOJIbHYHO pa00Ty B LIEJIOM BBICTABIIIETCS MO CyMME
OaioB 3a TEOPETUYECKYIO M MPAKTUYECKYIO YacTh B COOTBETCTBUM CO CJIETYFOLICH
IIKAJIOW OLICHUBAHMUS!






JIner nonosiHeHuii 1 H3MEHEeHUii, BHECEHHBIX B pa004yl0 NporpaMmmy
AHCHHIJIHHBI
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