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THEORETICAL COURSE

HONCOECOENOERONRONCONECOEROEREOEOECOERECORCORCORCOECE .
Lesson I:

The Importance of English in the Business World

Topical Vocabulary:

an advantage - mepeBara

mental health - TIICUX1YHE 3]I0POB’sI

odds - IMOBIPHICTh, MOXKJTUBICTh

business success - ycmix y 6i3Heci

a decent job - IPEeCTIKHA poOOTa

proficient - MACTepHUHN, YMIUTHHA, TOCBITUCHUMA
survival - BIDKMBaHHS

appropriate - BIATIOB1THUM, MIIXOSIIUN; JOPECUHHIMA
undeniable - He3aNepeYHUI

trade relations - TOProBeIbHI BiTHOCUHU
approximately - MPUOJIU3HO, HAOIMKEHO

a high impact - BEJIMKUM BIUIMB

a deep understanding - [PYHTOBHE PO3yMIiHHS

core skills - OCHOBHI BMiHHS

fluency - BUIbHE BOJIOJAIHHS

to encounter - 3IIITOBXHYTHCH (3), HATPAIUIATH (HA)
negotiations - IEPETOBOPH

employees - IEPCOHAT; MPAI[iBHUKH

to acquire the language - OMTAHOBYBATH MOBY

support - MATPUMKA

takeaways / outcomes - pe3yabTaTH / HaCTiAKN

to evince - BUSIBJIATH, TIOKAa3yBaTH; JIOBOJIUTH
to boost - (hopcyBaTH, MPUCKOPIOBATH

to attempt - HaMaraTucs, mpoOyBaTu
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Nowadays being able to speak a second
language is a huge advantage in the multicultural
1 world, with multilingual speakers having more than
one way of viewing the world, earning more and
even having better mental health.

English is the third most spoken language in the world (beaten only by
Chinese and Spanish). Approximately 1.5 billion people speak English:
more than 350 million speakers use it as a mother tongue, and the rest
study it as a foreign language [1]. It is the language of the web, with html,

CSS, PHP and all other computer languages written in English. If you look
at the source code of a Chinese website, it is still written in English!
Similarly, all air traffic control is done in English.

English is also the global language of many businesses, even outside
of the UK, the USA, Canada, Australia, Ireland and New Zealand. English
Is also the official language of India, the Philippines, many sub-Saharan
African countries, various Caribbean and Pacific island nations. If you
have an international meeting in France, for example, odds are that you
will be asked to speak English. The largest international companies, such
as Daimler-Chrysler, Nokia, Renault, Samsung, Technicolor, and
Microsoft in Beijing have all said that English is their common corporate
language. Many smaller companies have the same policy [64].

Good English skills are like a one-way ticket to business success. If
you want a decent job anywhere in the world, you need to be proficient in
English.

If you are a non-native speaker of the language or just someone who
has difficulties with it, you may be wondering, “Why should I put time and
energy into perfecting my English for business? Why must I give it greater
significance than any other language | know? Why is it a standard of
judging whether someone is fit for a job or not?”.

Deciding whether English is important for business not a question of
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giving the language greater importance in general. It is simply a question
of survival and successful communication [56]. In a world with ever-
growing levels of globalisation and interconnectivity, the importance of
prompt and appropriate forms of communication increases rapidly. With
trade relations between companies from all over the world, the need for a
common language to communicate in is undeniable. English is the
language mostly used between any internationally acting company and
agent. This is not only true for companies that do business within the
English-speaking world, but also for companies from other countries that
use English as their chosen language to communicate in — their lingua
franca. Therefore, the knowledge of English that is specifically used within
business contexts is very important. Improving your personal skills of
business English can have a high impact on your career, whether you are
just at the beginning of it and start learning or whether you want to
Improve your already existing skills.

Business English is considered a special branch within the general
studies of English due to the use of specialised vocabulary and jargon. A
good grasp of the knowledge of English in general as well as a deep
understanding of special forms are needed to build successfully a career in
an international environment. This knowledge is important for both written
and oral forms of communication, such as email, letters, phone calls,
meetings, presentations and speeches.

There are many scholars and journalists that argue in favour of the
approach that there are more similarities between general English and
Business English than there are differences. This is probably very true, as
you will have to know the basic rules of English grammar, both in written
and spoken forms, and you also will have to know a basic amount of
vocabulary to hold even the easiest conversation. Certain core skills in
general English are required, such as fluency, listening, reading and
writing in order to be able to improve your business English.
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Most certainly, you are asking yourself the question in how far
business English varies from general English if there are more similarities
than differences. Even if you have tremendous English skills, you might
lack specific knowledge of English that is used in a business and trade
environment. Business English focuses on skills that are applicable to the
workplace, on special vocabulary that you might encounter during phone
calls, negotiations, meetings, proposals, and also on general topics that
occur within international trade relations [59].

Thus, Business English is the language for doing international
business. As a consequence, companies need those employees who are in
relation with foreign clients or suppliers having the skills in English which
enable them to do their work efficiently. Even if employees have good
knowledge of the English language, they still need to acquire the language
to their professional area (logistics, human resources, economics,
etc.) [21].

Discussion questions:

1. The English language knowledge as a huge advantage in the
multicultural world.

2. English outside of Great Britain and the USA.

3. A one-way ticket to business success.

4. Peculiarities of Business English.

5. The skills applicable to the workplace.

English - The Language of Global Business?
Opinions expressed by Forbes Contributor Dorie Clark, Oct 26, 2012
With China’s growing economic might, is Mandarin becoming the
preferred language of business? Not anytime soon, says a newly released
study. Instead, English will maintain and grow its dominance, moving
from “a marker of the elite” in years past to “a basic skill needed for the
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entire workforce, in the same way that literacy has been transformed in the
last two centuries from an elite privilege into a basic requirement for
informed citizenship”. (Indeed, the British Council reports that by 2020,
two billion people will be studying English). The new study of 1.6 million
online test-takers in more than 50 countries was conducted by Education
First (EF), a company that — it should be noted — specializes in English
language training.

The study is somewhat comforting for English speakers like me, who
have struggled to master a foreign language. Indeed, the National Journal
reports that only 10% of native-born Americans can speak a second
language, compared to 56% of the European Union’s citizens. (In the
“credit for trying department”, | spent an hour composing two emails in
French yesterday, an effort my Parisian colleague declared “adorable™).

The ability to speak a second (or third) language is clearly important
for becoming a global leader, as I’ve previously written. But — for better or
worse — it seems that English may be the most essential language for
global business success at the moment. Indeed, even in powerhouse China,
more people are currently studying English than in any other country. An
incredible 100 000 native English speakers are currently teaching there.

Here are the most intriguing takeaways from EF’s study, which have
potential implications for future global development.

Women speak better English than men — in almost every country
worldwide. Increasing numbers of women are attending college, and
they’re often over-represented in humanities classes compared to men. The
net result? Women are speaking better English, and may find themselves
well positioned to succeed in the global economy.

International sectors use English, and local sectors don’t. If someone
works in travel and tourism, for an international consulting firm, or in
telecom, there’s a good chance they speak English. For instance, the
Finnish telecom concern Nokia and the German business software
12



company SAP both use English as their official language. In retail, not so
much (which is why it’s so devilishly hard to communicate with shop
clerks while travelling).

European countries speak great English, Asian countries are in the
middle, and everyone else lags. English speakers: do you ever get the
sense that Scandinavians speak better English than you do? You’re
probably right (as evinced by my attempt, years ago, to order an ice cream
in Norwegian from a teenage streetcart vendor in Oslo, only to have him
fire back — in perfect English — that I “probably ought to stick to English™).
Scandinavians and the Dutch are the English-as-a-Second-Language
superstars; as you move south through Europe, rates of proficiency decline
but are still good. Asian countries, led by Singapore and Malaysia, scored
solidly in the middle rung. And if you’re planning to visit Panama, Saudi
Arabia, Thailand, or Libya, which bring up the rear, make sure you have
your Google Translate app with you.

The hegemony of English is no excuse for monolingual native
speakers to slack off. But at least we’ll know, as we struggle to write our
“adorable” emails in a foreign tongue, that our global colleagues will be
making the same effort in reverse — and hopefully, in the end, we’ll all
understand each other a bit better [22].

Tips and tricks to improve Business English Rnowledge

Studying Business English at the university will boost your existing
skills or help you build up completely new knowledge. Language classes
have the advantage of focusing on your personal needs. The learning
outcome will in most cases be much higher than when you try and improve
your skills by yourself. However, there are, of course, other tips and tricks
that you can follow to improve your knowledge. A combination of these
tips and tricks will most likely be the most effective way to master English
in a working environment.
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First of all, you can read English newspapers either as a print version
or online. English language newspapers are widely accessible in most
countries, some even as subscriptions. You can also follow news sites
online. For example, BBC News has a specific section dedicated to
business. You will encounter specialised vocabulary and jargon used in
these articles. However, you should notice that reading a newspaper in a
foreign language might not an easy task for beginners and requires a
certain basic knowledge of the language.

Secondly, you can also watch English language TV programmes and
movies. With streaming sites, such a Netflix or others, it is particularly
easy to find material in English. Furthermore, programmes or movies that
are set in a specific field of work will present you with very particular
vocabulary that is used in that field.

Moreover, you can force yourself to speak English by visiting English
speaking countries. This will help your general understanding and
speaking abilities. You can practise these skills beforehand in group
classes or individual classes which might make you a little less nervous
when the actual situation occurs [59].

Discussion questions:

1. The English language’s growing dominance from “a marker of the
elite” to ““a basic skill needed for the entire workforce”.

2. The British Council’s report and EF’s study.

3. Foreign language knowledge of the citizens in the USA and the EU.

4. The important for becoming a global leader.

5. Women speak better English than men.

6. International sectors use English.

7. Business English around the world.
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Lexical Quest Grammar Quest

1. Why is it important to master 1. When do we use the past

Business English? simple?
2. What core skills are required in 2. How do we form the past
Business English? simple?

3. How many tips and tricks to 3. Which are the most
improve Business English do you | common time expressions in the
know? past simple?

Lesson 2:

The Notion of Business

Topical Vocabulary:

an enterprising entity - MIMPUEMHUIIbKA OpraHi3alis

to be engaged in smth. - 3aliMaTHCS YMMOCH

to further - IPOCYBATH; CIIPUATH

extensive market research - IeTajbHE JOCIIHDKCHHS PUHKY

feasible - MOXKJIUBUH, IMOBIpHUH

assets - aKTUBU

fictitious - BUTaJIaHuI

to secure permits - OTPUMYBATH JI03BOJIH

to adhere to smth. - TOTPUMYBATHCS YOT'0OCh

registration requirements - BUMOTH IIOJI0 peecTpariii

to obtain - OTpUMATH

sole proprietorship - OJTHOOCiIOHA BJIACHICTh

partnership - MAPTHEPCTBO

prevalent - PO3MOBCIO/KEHU M, TAHYIOYHH, IOMIHYIOUUN
legal liabilities - MpaBoBa (FOPUANYHA) BiAMOBITATBHICT
a tax return - IOBEPHEHHS ITOJAATKIB

a single entity - IJTICHA OpraHizais

shareholders - aKIiOHepH
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to exchange considerations for - OOMIHIOBATHCS MIpKYBaHHSMH 1010

the common stock - 3BUYAHAN (HOH]T
to incorporate - BKJIFOYHTH, 00’ €JHYBaTH
to release - BIAMOBJIATHCS (B11 ITpaBa); NepeiaBaTu

paBo 1HIIHA 0c001; MPOIIATH;

00Hapo1yBaTH, OMyOIIKOBYBaTH

financial liability - (piHaHCOBA BIAOBIIATHHICTH
business obligations - JIIJIOB1 3000B’ sI3aHHS

to issue to - BUCTYIIATH 13 3aSBOIO VIS

the corporate stock - KOPIOpaTUBHUMN (POH]T

finance operations - (pinaHCOBI omeparrii

to transact business - BecTH Oi3HEC, YKJIaJIaTh JOTOBip

A Dbusiness is an organization or enterprising =
entity engaged in commercial, industrial or D <4
professional activities. Businesses can be for-profit g 4 X,
entities or non-profit organizations that operate to TN ‘
fulfil a charitable mission or further a social cause.

Business is also the organized efforts and activities of individuals to
produce and sell goods and services for profit.

Generally, a business begins with a business concept (the idea) and a
name. Depending on the nature of the business, extensive market research
may be necessary to determine whether turning the idea into a business is
feasible and if the business can deliver value to consumers. The business
name can be one of the most valuable assets of a firm; therefore, careful
consideration should be given when choosing it. Businesses operating
under fictitious names must be registered with the state.

Businesses mainly form after the development of a business plan,
which is a formal document detailing a business’s goals and objectives,
and its strategies of how it will achieve the goals and objectives. Business
plans are almost essential when borrowing capital to begin operations.

It is also important to determine the legal structure of the business.
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Depending on the type of business, it may need to secure permits, adhere
to registration requirements, and obtain licenses to operate legally.

The most common structures are sole proprietorships, partnerships,
corporations and limited liability companies, with sole proprietorships
being the most prevalent. A sole proprietorship, as its name suggests, is a
business owned and operated by a single person. There is no legal
separation between the business and the owner; therefore, the tax and legal
liabilities of the business are that of the owner. A partnership is a business
relationship between two or more people who join to conduct business.
Each partner contributes resources and money to the business and shares in
the profits and losses of the business. The shared profits and losses are
recorded on each partner’s tax return. A corporation is a business in which
a group of people act together as a single entity; most commonly, owners
of a corporation are shareholders who exchange consideration for the
corporation’s common stock. Incorporating a business releases owners of
financial liability of business obligations; however, a corporation has
unfavourable taxation rules for the owners of the business. For this reason,
a relatively new business structure, a limited liability company (LLC), is
available. This structure combines the pass-through taxation benefits of a
partnership with the limited-liability benefits of a corporation.

Business sizes range from small owner-operated companies, such as
family restaurants, to multinational conglomerates, such as General
Electric. Larger businesses may issue corporate stock to finance
operations. In this case, the company is publicly traded and has reporting
and operating restrictions. Alternatively, smaller businesses may operate
more independently of regulators.

A company may describe its business by communicating the industry
in which it operates. For example, the real estate business, advertising
business or mattress production business are industries in which a business
can exist. Because the term “business” can be interchanged with day-to-
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day operations as well as the overall formation of a company, the term is
often used to indicate transactions regarding an underlying product or
service. For example, ExxonMobil transacts business by providing
oil [18].

Discussion questions:

1. The general notion of business.

2. Starting a business.

3. Business structures.

4. Business sizes.

5. Business Operations of a company in Industries

Forms Of Business Organization

A business can be organized in one of several ways, and the form its
owners choose will affect the company’s and owners’ legal liability and
Income tax treatment. Here are the most common options and their major
defining characteristics.

The default option is to be a sole proprietor. With this option there are
fewer forms to file than with other business organizations. The business is
structured in such a manner that legal documents are not required to
determine how profit-sharing from business operations will be allocated.

This structure is acceptable if you are the business’s sole owner and
you do not need to distinguish the business from yourself. Being a sole
proprietor does not preclude you from using a business name that is
different from your own name, however. In a sole proprietorship all
profits, losses, assets and liabilities are the direct and sole responsibility of
the owner. Also, the sole proprietor will pay self-employment tax on his or
her income.

Sole proprietorships are not ideal for high-risk businesses because
they put your personal assets at risk. Nolo, a company whose educational
books make legal information accessible to the average person, gives
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several examples of risky businesses, including businesses that involve
child care, animal care, manufacturing or selling edible goods, repairing
items of value and providing alcohol.

If the risks in your line of work are not very high, a good business
insurance policy can provide protection and peace of mind while allowing
you to remain a sole proprietor. One of the biggest advantages of a sole
proprietorship is the ease with which business decisions can be made.

An LLC is a limited liability company. This business structure
protects the owner’s personal assets from financial liability and provides
some protection against personal liability. There are situations where an
LLC owner can still be held personally responsible, such as if he
intentionally does something fraudulent, reckless or illegal, or if she fails
to adequately separate the activities of the LLC from her personal affairs.

This structure is established under state law, so the rules governing
LLCs vary depending on where your business is located. According to the
IRS, most states do not allow banks, insurance companies or nonprofit
organizations to be LLCs.

Because an LLC is a state structure, there are no special federal tax
forms for LLCs. An LLC must elect to be taxed as an individual,
partnership or corporation. You will need to file paperwork with the state
iIf you want to adopt this business structure, and you will need to pay fees
that usually range from $100 to $800. In some states, there is an additional
annual fee for being an LLC.

You will also need to name your LLC and file some simple
documents, called articles of organization, with your state. Depending on
your state’s laws and your business’s needs, you may also need to create
an LLC operating agreement that spells out each owner’s percentage
interest in the business, responsibilities and voting power, as well as how
profits and losses will be shared and what happens if an owner wants to
sell her interest in the business. You may also have to publish a notice in
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your local newspaper stating that you are forming an LLC.

Like the LLC, the corporate structure distinguishes the business entity
from its owner and can reduce liability. However, it is considered more
complicated to run a corporation because of tax, accounting, record
keeping and paperwork requirements. Unless you want to have
shareholders or your potential clients will only do business with a
corporation, it may not be logical to establish your business as a
corporation from the start — an LLC may be a better choice.

The steps for establishing a corporation are very similar to the steps
for establishing an LLC. You will need to choose a business name, appoint
directors, file articles of incorporation, pay filing fees and follow any other
specific state/national requirements.

There are two types of corporations: C corporations (C corps) and S
corporations (S corps). C corporations are considered separate tax-paying
entities. C corps file their own income tax returns, and income earned
remains in the corporation until it is paid as a salary or wages to the
corporation’s officers and employees. Corporate income is often taxed at
lower rates than personal income, so you can save money on taxes by
leaving money in the corporation.

If the corporation has shareholders, corporate earnings become subject
to double taxation in the sense that income earned by the corporation is
taxed and dividends distributed to shareholders are also taxed. However, if
you are a one-person corporation, you don’t have to worry about double
taxation.

S corporations are pass-through entities, meaning that their income,
losses, deductions and credits pass through the company and become the
direct responsibility of the company’s shareholders. The shareholders
report these items on their personal income tax returns, thus S corps avoid
the income double taxation that is associated with C corps.

All shareholders must sign a special IRS form to make the business an
20



S corp for tax purposes. The IRS also requires S corps to meet the
following requirements: be a domestic corporation; have only allowable
shareholders, including individuals, certain trusts and estates; not include
partnerships, corporations or non-resident alien shareholders; have no
more than 100 shareholders; have one class of stock; not be an ineligible
corporation (i.e., certain financial institutions, insurance companies and
domestic international sales corporations) [38].

As for a general partnership is the most informal partnership structure.
In many states, a general partnership is formed whenever two or more
people start doing business together, and no formal registration is required.
In a general partnership, the owners are personally liable for the debts of
the business. Profits, liability and management responsibilities are shared
equally among the partners unless otherwise specified in a partnership
agreement.

A limited partnership, or LP, is a more complex business structure. An
LP is composed of general partners and limited partners. Limited partners
are passive investors who may provide startup capital and receive profits
from the business, but they do not have a say in how the partnership is
managed. The general partners are responsible for making management
decisions. An LP must have at least one general partner and one limited
partner, and some states may limit how many limited partners an LP may
have. General partners in an LP remain personally liable for the debts of
the partnership, but limited partners are not liable. As a result, limited
partners must be careful to not involve themselves in management
decisions or they may be treated as general partners and will be liable for
the debts of the business.

In a limited liability partnership, or LLP, every partner may act as a
general partner and a limited partner. All partners in an LLC are allowed to
participate in the management of the business, and no partner is liable for
its debts. LPs can be formed by anyone, but in many states, LLPs can only
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be formed by professionals, such as lawyers and doctors, to help limit
malpractice liability.

All partnerships are considered “pass through” entities by the Internal
Revenue Service. This means that the partnership does not pay business
taxes on its income; instead, the partners report the business income on
their personal taxes. Depending on the type of partnership, the income may
be treated differently by the IRS. General partners report partnership
profits as earned income, while limited partners generally report profits as
dividend income. Another important difference is that limited partnership
interests are considered securities, which is not the case with a general
partnership or LLP. As a result, different tax consequences may arise when
selling an ownership interest as a limited or general partner [54].

Discussion questions:

. Sole proprietorship.

. Business insurance policy.

. Limited liability company.

. The role of the Internal Revenue Service.

. C corporations and S corporations.

. General partnership.

. Limited partnership,

. The income double taxation and personal income tax returns.

co N O O A WO DN -

Lexical Quest Grammar Quest
1. What is the difference 1. When do we use the present
between for-profit and non-profit | simple?

organizations? 2. How do we form the present
2. When does a business | simple?
begin? 3. Which are the most common

3. How can you characterize | time expressions in the present
an ideal form of Dbusiness | simple?
organization?
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Lesson 3:

Different Types of Business

Topical Vocabulary:
a small retailer

to be familiar with
the stock market
applicable

an annual turnover
an enterprise
income

to cover the costs
to run the business
a top manager

to pay the bills

to repay

to save costs

to seek out new opportunities

to address new challenges
to be aware of smth.

to pose different challenges
related in smth.

a financial services arm
the tertiary sector

to overlap with

to appreciate

a sole trader

to take on

an arrangement

liable for

to incur any losses or debts
permutations

the precise legal implications
viable

- pO31Ip1OHUI TOPTOBEIlH

- OyTu 3HallOMUM 13

- PUHOK aKIIii, GOHIOBUN PHHOK

- IPUJIATHU; BIIMOBIIHUH, T1AXOISIIIHIA

- MOPIYHUN 000POT, PIUHMIA 00IT

- mianpueMcTBo; habpuka; dhipma, KOMIaHIs
- TOX1]1, JOXOJIN; HaJIXOJKEHHS; TPUOYTOK
- IOKPUBATHU BUTPATU

- BeCTH O13HEC, KEPYBATH IMiANPUEMCTBOM

- KepIBHHK BHIIOI JJAHKH

- OIUTAYyBaTU PaXyHKH

- MOBepTaTH O0PT; BIAIMIKOJOBYBATH 30UTKH
- CKOpOUYBaTH BUJIATKH / BUTPATU

- BIZIKpUBATH HOB1 MOKJIMBOCTI

- BUPIIIIYBaTH HOBI IPOOIEMU

- 3HaTH, PO3YMITH, YCBIIOMJIIOBATH (I11OCh )
- CTBOPIOBATH PI3HOMAHITHI TPYAHOIT

- TIOB’sI3aHM; crIopiAHEHUH (13 YUMOCH)

- BT HagaHHs (iHAHCOBUX TOCTYT

- TPETUHHUMN CEKTOP

- YaCTKOBO 301raTucs 3

- OL[IHIOBATH

- IHAUBIAYATbHUN MANPUEMEITH

- Opatu (Ha poOOTY); HaliMaTH (Ha CITykO0Y)
- JIOMOBJICHICTb, YTOJIa

- BIMOBITAJIbHUM 32

- HeCTH 30UTKH a00 MaTH 3a00pPTroBaHICTh

- 3MIHH

- KOHKPETHI FOPUANIHI HACTi KK

- BaroMuu
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on One of the most obvious ways in which
yoprieforship . . . . .
= businesses differ is their size. Most of us know
Cooperative gggéggag Partrersiibl Some businesses that are very small — one-

_ person businesses or micro-businesses of

Corporation |w—p

. fewer than five people. Examples may include
a single person running, for example, a web design company, a

hairdresser’s or a small catering business, or a small retailer, such as a
craft shop or a florist, employing just one or two other people. Small and
medium-sized enterprises actually make up over 90% of the number of
businesses in most countries (although they do not employ over 90% of all
employees or make over 90% of all business deals). At the other end of the
scale are businesses that are very large — multinational corporations
employing thousands of people and operating in many different countries.
We are familiar with at least the names of some, such as Microsoft,
Samsung, Siemens, Renault, and many more both well-known and less
well-known large corporations.

It is less obvious how we should measure the size of a business. There
are several different measurements available, not all of which are suitable
for measuring the size of all types of business. For example, measuring a
business’s size on the basis of how much profit it makes assumes that it is
a for-profit enterprise. Measuring the stock market value of a business
assumes that its shares are traded on the stock market, which is by no
means true for all businesses.

Two measures that are applicable to nearly all businesses are number
of employees and annual turnover, that is the total value of sales made
over the period of a year. These two measurements are not always in
accord with each other: there are some businesses with very few
employees that nonetheless produce quite a large annual turnover. For
example, a single person trading shares on the stock market could make a
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very large turnover in a year if they were very successful. The European
Commission uses a combination of numbers of employees and turnover to
define the size of a business:

e Large enterprises employ 250 people or more and have an annual
turnover of more than €50 million.

e Medium-sized enterprises employ fewer than 250 people and have
an annual turnover of no more than €50 million.

e Small enterprises employ fewer than 50 people and have an annual
turnover of no more than €10 million.

e Microenterprises employ fewer than 10 people and have an annual
turnover of no more than €2 million.

Businesses with fewer than 250 employees are often collectively
classified as small and medium-sized enterprises (SMEs).

In some ways the challenges for small and for large businesses are not
so different. All businesses need to make sure they offer goods or services
that people want to buy, that they have enough income to cover their costs
and something left over, and that people working for them are motivated,
well qualified and work well together. In other ways, however, small
businesses operate very differently from large businesses.

e Small businesses are often owned and managed by the same person.
This ‘owner-manager’ may be the founder of the business, or sometimes a
relative, perhaps a son or daughter of the founder. Owner-managers are
often more emotionally involved in their business than the managers of
large enterprises owned by anonymous shareholders.

e Because of the small size, managers are often very closely involved
in the day-to-day running of the business. They also tend to know many —
often all — employees personally. This is different in a large business,
where top managers cannot possibly know all their employees personally.
It also often makes for a different, more personal management style.
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e Small businesses have flatter hierarchies. In a small organisation
there is no need for many layers of management. In a very small business,
it may be just the ‘boss’ and a number of employees. Again, this tends to
make for more informal management styles. It can also be useful in terms
of innovation, as people across the business can find it easier to work with
each other and new ideas can be developed and implemented more quickly
than in larger organisations, which are often more bureaucratic. This is one
reason why many innovations come out of small businesses (often new
ones) rather than larger ones, although this is of course not always so.

e Smaller businesses often have more limited financial resources.
They need to be very careful how they spend their money and that they
have enough money coming in each month to pay staff and all their bills.
This also means that they sometimes do not have the money to make
further investments, even if these investments would repay themselves in a
relatively short period of time by saving costs (e.g. investment in new,
energy-efficient machinery) or bringing in more money (e.g. investment in
product development to attract more customers).

e Smaller businesses also usually have limited management resources.
A single manager, or a very small management team, only has so much
time to attend to all the business and the same will be true of a small
number of employees. This can be a problem as it can limit a business’s
ability to seek out new opportunities — for example developing new
product ideas — or address new challenges — for example dealing with new
competition or new business legislation — simply because nobody has time
to do so.

There is much more that could be said about the differences between
large and small businesses and also about the differences between
businesses of a similar size. For the moment, it is enough to be aware that
size does matter in business and management, not because bigger or

smaller is better but because they pose different challenges and different
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opportunities.

Businesses also differ obviously by what they do. It is very common
to distinguish businesses by industry or sector. An industry is a group of
businesses that are related in terms of their main activity, for example
manufacturing cars or selling groceries. Smaller industries (for example,
the car manufacturing industry) can be grouped into larger industry sectors
(for example, the manufacturing sector in general). An individual business
Is classified as belonging to a certain industry on the basis of its main
activity. So, for example, a car manufacturing business may also have a
small financial services arm (to provide finance to customers to help them
buy a new car) but that financial services arm would probably only be
about 10% of the business’s overall activity, whereas car manufacturing
might be 80%. Therefore, this business would be classified as belonging to
the car manufacturing industry, and not financial services.

Economists often distinguish three broad sectors of the economy:

e The primary sector involves extracting and harvesting natural
products from the earth (for example, agriculture, fishing and mining).

e The secondary sector consists of processing (for example, the
processing of food stuffs produced by agriculture), manufacturing and
construction. That is to say, the secondary sector takes the products from
the primary sector and does something more with them.

e The tertiary sector provides services, such as retail services,
entertainment or financial services.

Some people also distinguish a fourth sector, which is made up of
intellectual activities, such as education.

It is useful to distinguish these broad economic sectors as we can see
that there will be important differences between a business operating in the
primary sector and one that provides a service. Nonetheless, it would also
seem obvious that there may be big differences between businesses within

the same broad economic sector. A farm and a coal mine will be very
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different although they are both in the primary sector; and a business that
makes, say, potato chips and one that builds railway tunnels will also differ
along many lines. There are quite a number of different classifications of
industries and some of them go into very fine detail. Some of these coding
systems have been developed to help government agencies to classify
industry groups; others have been developed by financial ratings agencies
to help financial investment companies make investment decisions. There
IS no need to go into detail on any of these classification systems here.
What is important, however, is to be aware that the industry a business is
in will have an important influence on how that business operates. For
example, the operations of a fisheries business, a manufacturing plant or a
service provider such as a telesales company, will be very different in
terms of complexity, the kind of technology used and the level of
investment required to set it up. There are also big differences in
marketing a primary agricultural product to food manufacturers and
marketing a service such as, say, carpet cleaning to consumers. While a
variety of businesses in different industries face similar issues in some
respects, many of the particular opportunities and challenges are strongly
shaped by their industry context.

Businesses vary not only in size and industry but also in their
ownership. Some are owned by just one person or a small group of people,
some are owned by large numbers of shareholders, some are owned by
charitable foundations or trusts, and some are even owned by the state.
Different ownership structures overlap with different legal forms that a
business can take. A business’s legal and ownership structure determines
many of its legal responsibilities, including the paperwork that the owners
need to complete in order to set up the business, the taxes the business has
to pay, how profits from the business are distributed, and the owners’
personal responsibilities if the business makes a loss or goes bankrupt.

It is not necessary to go into great detail on legal forms and ownership
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structures here but a short overview will help you to appreciate the
diversity of businesses. At the broadest level it is possible to distinguish
between organisations that are owned and run by private owners, those that
are owned and run by the state and those that are run by voluntary
organisations. Here we will first look at different types of privately owned
businesses.

Legal forms and ownership structures of businesses are different from
country to country. In the United Kingdom the majority of businesses (but
not all) are sole traders, limited companies or business partnerships.

A sole trader is a person who is running a business as an individual.
Sole traders can keep all the business’s profits after paying tax on them but
they are personally responsible for any losses the business makes (i.e. they
would have to cover them out of their private money if necessary), paying
the bills incurred by the business (e.g. stock or equipment), and keeping a
record of all sales and expenditures. Sole traders can take on employees —
the term implies that they own the business on their own, not that they
must work there alone.

A limited company is an organisation set up by its owners to run their
business. A limited company is a legal person. Of course, a company is not
a person in the sense we commonly understand it. What the term means is
that the law regards a limited company as having the same legal standing
as a person, i.e. it has legal rights and obligations in itself, which are
independent from the rights and obligations of its owners as individuals.
For example, a limited company can own property. A limited company’s
finances are separate from the finances of its owners. Any profit made
after taxes belongs to the company. The company can then share its
profits, most commonly among all the owners. Limited companies have
‘members’, i.e. the people who own the shares. A limited company also
has ‘directors’. Directors may be share owners but they don’t have to be.
Shareholders’ and directors’ responsibilities for the company’s financial
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liabilities (such as losses or debts) are limited to the value of their
shareholdings. This means that they do not have to pay out of their
personal income or assets if the company runs into financial difficulties.
There are two main types of limited company: private limited companies
and public limited companies. The shares of public limited companies
(PLCs) are traded in the stock market, where anybody can buy shares in
the company if they wish to do so. Private limited companies are not
traded in the stock market and other people can only buy shares in them
with the approval of the current owners (for example, if they are invited to
invest in the company by the current owners).

A business partnership is an arrangement where two or more
individuals share the ownership of a business. There are two main types of
partnership: general partnerships and limited partnerships. In a general
partnership all partners are personally responsible for the business,
meaning they are liable for any losses or debts with their personal income
or wealth if necessary. In a limited partnership partners are not personally
liable if the business incurs any losses or debts. Profits from a partnership
are shared between the partners and each partner then pays taxes on their
share. There are a lot of fine details and several possible permutations in
the structure of business partnerships, which are important when setting
one up but need not concern us any further here.

There are some other legal ownership structures for businesses in the
UK (including some different laws relating to partnerships in Scotland) but
the three introduced above are the most common. Similar business
ownership structures exist in many other countries although the precise
legal implications can differ in important ways.

Legal and ownership structures, business size and industry sector are
not entirely independent of each other. For example, most sole traders tend
to be small businesses, not least because a single individual rarely has the
financial capacity to finance a very large business, nor the desire to be
30



personally liable with all that they own if a large business were to run into
financial troubles. Certain industry sectors require large businesses. For
example, it is not viable to run a small steel works because the physical
and financial investment required are so large. In other cases, industry
sector and legal form are closely related. For example, law firms and some
other professional service firms with more than one professional working
in them in the United Kingdom are legally required to be set up as
partnerships and no other ownership or legal structure is permitted [25].

Discussion questions:

. The obvious ways of business differentiation.
. Classifying businesses by size.

. Two measurements of the size of business.

. Large enterprises.

. Medium-sized enterprises.

. Small enterprises.

. Microenterprises.

. Classifying businesses by industry sector.

. The primary sector of the economy.

O© 00 N O 01T &~ W DN -

10. The secondary sector of the economy.
11. The tertiary sector of the economy.
12. The fourth sector of the economy.

13. Ownership structures and legal forms.
14. Sole traders.

15. Limited companies.

16. Business partnerships.

Lexical Quest Grammar Quest
1. In what way can you define 1. When do we use the present
the size of a business? continuous?
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2. Which  of the main 2. Which verbs are not usually
differences between large and small | used in the continuous form?

businesses do you remember? 3. Which are the most common
3. How many sectors of the |time expressions in the present
economy can you distinguish? continuous?
Lesson 4:
Job Hunting
Topical Vocabulary:
job hunting - TTOIIYK POOOTH
complicated - CKJIQJTHUH, BOKKUAN JJI PO3YMiHHS
an application letter - MOTHBALIHUH JTUCT
solicited - 3anpoIIeHUH
to announce any vacancies - OTOJIOIIYBAaTH BAaKaHCil
a summary - CTUCJIMI BUKJIAJl, aHOTAIIS
an accomplishment - IOCSITHEHHSI, peaizailis
articulate - KpaCHOMOBHHI
career paths - IUISIXH Kap €PHOTO POCTY
to take stock - MI0MBATH MIJCYMKH, M1JCYyMOBYBAaTH
the average salary - cepenHs 3apo0iTHA IUIaTa
a target list - CIIMCOK IIJIeH
up-to-date - CyJacHUWH; HAWHOBITHINIHIA
the downsides - HeJIOJIKHU
to refer smb. - 3raJyBaTH; TOBOPUTHU MPO KOTOChH
job alerts - MOBIOMJICHHSI PO POOOTY
relevant experiences - aKTyaJIbHUN JOCBIT
easy-to-digest format - JISTKYA JTsl 3ACBOEHHS
inevitable - HEMUHYYHUH
a mentor - HACTABHUK; KEPIBHUK

The process of job hunting is a complicated process. It has several
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stages. The first stage is writing an application letter and a resume. The
purpose of an application letter is to get a job, position or grant. Letters of
application may be of different types: solicited (invited) and unsolicited
(prospecting letters). A solicited letter of application is one that responds
to a company advertisement offering a job. An unsolicited letter of
application is written when the company has not announced any vacancies
and in this case it is important to catch the reader’s interest from the first
lines of the letter. In the letters you should write about your qualifications,
job experiences.

A resume is a one or two pages summary of your education, skills,
accomplishments, experience. To prepare a successful resume you need to
know how to review, summarize and present your experience and
achievements on one page. A resume is a ticket to an interview where you
can “sell yourself”. If you are looking for a job, then it is very important to
offer yourself in the best way to an employer. This is done by writing
curriculum vitae (called in some countries “a resume”) A CV (resume) is
quite simply an “advert” to “sell yourself” to an employer. You should
send a CV to employers when they ask for one. So, the purpose of your
CV is to make you attractive, interesting, worth considering to the
company. Your CV should include the following information: personal
details, education, work experience, interests, skills, references. The length
of a CV may differ. There are 2 main types of CV: chronological where
information is presented under general headings: education, work
experience, with the most recent events first and skills based, where you
reveal all the necessary skills needed for the job you are applying for. Then
you list all your personal details under these skill headings. This is called
“targeting your CV”.

It is better to start your CV with a personal profile / objective
statement. This is a 3 sentence overview of your skills, qualities, hopes,
plans. It should encourage the employer to read the rest. You could add a
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photo of yourself, but make sure it is a good one.

There is also another very significant stage in the process of job
hunting — an interview. Getting invited to an interview means your
application must have made a good impression. You need to prepare
yourself for the interview to make sure you do not waste the opportunity.
Beforehand one should think about the interview itself, then prepare for
guestions one might be asked. It is important to think about the clothes to
wear for an interview. During the interview you will make an impression
in the first few minutes. It really takes just a few minutes for people to
assess someone and store this information. So, it is important to make the
first impression work for you. A candidate has to realize that a humanities
degree is a qualification for a very wide variety of jobs in industry and
business, the Civil Service and local government and elsewhere. Many
employers are looking for people who, in addition to good educational
achievements, are articulate, capable of thinking for themselves and able to
tackle problems intelligently.
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Thus, job hunting is definitely hard work and everyone’s job hunting
begins differently. Some people choose to make a career change; the
others find themselves looking for a job through no choice of their own. It
Is deeply personal and only you can know when job hunting feels right.

In a recent survey of the “Indeed Career Guide”, 91% of employed
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adults said they look for jobs at least a few times a year, so for many
people, job hunting is a regular activity. Like any activity, you will get
better with practice. But still there are some steps following which you
will hone your search skills and land the job you want.

No matter how your job hunting has begun, an important first step is
considering what you really want to do at work. You may want to progress
In the same career, change career paths, or you may not be sure of the
course you are on. In any of these cases, you will need to get specific
about the job you are looking for next: both to decide where to focus your
search and so you can confidently answer interview questions about why
you are attracted to a particular role.

As useful tips can be used the following:

-take stock of what you have accomplished in your career so far, your
personal aspirations, and where you want to be next;

-think about the skills you feel most confident in and those attributes
that make you unique;

-if you do not have much work experience, consider any roles you
have had in your community or school, volunteer work you have done, and
other experiences where you applied your skills and interests.

- before you begin your job hunting, review your social media profiles
and check your privacy settings. Potential employers may look at these
pages.

As you begin your job hunting, you will want to find out about all
kinds of available jobs or how much you can expect to be paid in different
jobs or locations. Indeed there are many web sites providing several
resources to help you do this. Among them www.monster.com and
www.indeed.com are currently enjoying the great popularity. Surfing these
web sites you will see the salary trends for specific jobs. You may also
enter the job title you are interested in learning more about and you will
see the job’s salary range and the average salary at popular companies.
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You can get the national trend or select individual states and cities.

At the same time, you can begin researching companies which capture
your interest. There are a plenty of ways to research companies. Some of
them are:

1) Create a target list of employers you would like to work with. Visit
their careers page and their Indeed Company Pages / Monster Find Jobs
Pages to get a wealth of information like reviews, videos, and current job
openings. From a Company Page, you can choose to “follow” that
employer to get email updates when they post new jobs.

2) Visit a company’s social media pages to learn more about the day-
to-day of their business.

3) Use a search engine to search for recent news articles about the
company so you are up-to-date on the latest developments.

4) Reach out to people you know who work at the companies on your
target list. In these conversations, come prepared with specific questions.
For example:

How did you find your job at this company?

How would you recommend | learn more about what jobs are
available here and whether I'm a good fit?

What is your favorite thing about working here?

What are the downsides?

What advancement opportunities exist at the company?

What is your relationship with you supervisor or manager like?

| have seen a job that interests me, what is your referral process like?

Would you be open to referring me?

5) Never expect that a contact at a company can guarantee you a job.
Put the responsibility on yourself to learn as much as you can from them
and to turn the information they give you into actions. Thank them for
their time. If you are meeting them in person for coffee or lunch, you
should offer to pay.
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You may start your job hunting by creating a free Indeed or Monster
account. With this account, you can save jobs that you want to apply to
later. These jobs will appear on your My Jobs page so you can return to
them when you are ready to apply. And once you have applied, you will be
able to track your status from the same page. It is the easiest way to keep
track of all the opportunities that catch your eye.

Next, it is needed to set up job alerts as you explore. Job alerts are
regular email updates about new jobs that fit the criteria you are interested
in. It is a convenient way to see new job postings as soon as employers
post them.

The next step in job hunting is to create or update your resume. The
purpose of a resume is to present your most relevant experiences and
qualifications in an easy-to-digest format.

An inevitable part of any job hunting is waiting for employers to get
back to you. Some employers may send you an email confirming that they
received your application and will be in touch if they want to move
forward. Others may not get back to you at all.

How long should you wait to hear back before moving on? There is no
standard answer to this question. The amount of time it takes to review a
job application varies for each job and company.

While you are waiting to hear back, it is important to continue your
job hunting. Keep researching new opportunities and applying to jobs. And
do not forget the power of face-to-face interactions: Take a friend, mentor
or family member to coffee and ask them about their career path — you
might be surprised by what you learn and how it inspires you. Stay active
In your community to make new connections. For many people keeping an
eye on new job opportunities is a part of continuous career development,
even once you have found a new job. In fact, 92% of top performers say
they search for jobs at least a few times each year [58].
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Discussion questions:
. Solicited and prospecting letters of application.
. Chronological and skills based curriculum vitae.
. Make a good impression during the interview.
. Deciding to make a change.
. Researching jobs and employers.
. Searching for jobs.
. Writing your resume.
. Applying for jobs.
. Waiting for a response.
10. Starting a new job.
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Lexical Quest Grammar Quest

1. What stages does the 1. When is the passive voice
process of job hunting consist of? | usually used?

2. How can we value the 2. How do we form the passive
quality of our resume? voice?

3. Where can we find out 3. What is the difference between
about all kinds of available jobs? | transitive and intransitive verbs?

Lesson J:

People in Business

Topical Vocabulary:

comprehensive - IIUPOKHUI; BCEOTUHUI; AeTaTbHUHN

to generate money - 3apO0JISITH TPOLIi

to stay profitable - 3IMIIIATHCS TTPHOYTKOBHM

human resources - JIFOJICBKI pecypcu

management consultancy - YIPaBIiHCHKHUNA KOHCAJITHHT

public relations - PEKJIaMHa CITpaBa; 3B’s3KU 3 TPOMAJICHKICTIO
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recruitment
pay and benefits
coaching

maternity and paternity pay

to collate information
to implement changes
to anticipate

sales jobs

to liaise with journalists
to keep track

the headquarters / head office

counterparts

the support staff

an overtime ban

to pull together

to justify

the track record

a chief executive officer
a chief operating officer
a chief financial officer
an office manager

a receptionist

a foreperson

a purchasing manager
an accountant

- BepOyBaHHs; HAaO1p, HaliMaHHS,

- BUHAropoy 1 MiJIbru

- IHCTPYKTYBaHHs

- BIAMYCTKA 1O AOTJISITY 32 TUTHHOIO
- y3araJibHIOBaTH 1H(MOpMaIIio

- BHOCUTH 3MIHU

- POTHO3YBAaTH

- KOMEpIliHA TIsUIBHICTh

- MITPUMYBATH 3B’ A3KH 13 )KypHAIICTaAMU;
- BIZICJTIIKOBYBATH

- mTab-kBapTUpa abo roJoBHUN 0dic
- KOJIeTH

- IOMOMIKHHI MepCoHa

- 3a00pOHA Ha MMOHATHOPMOBY POOOTY
- 00’ €THATH 3yCUILIA

- MITBEPAUTH

- IOCITYKHUH CITUCOK

- TEHEPAJIbHUMN JUPEKTOP

- HaYaJIbHUK OMEPATHBHOTO CKJIATy

- (piHAHCOBUH JUPEKTOP

- o iCHHIT MEHEKEP

- CeKpeTap; peecTpaTop

- TOJIOBA

- MEHEJDKEP 13 3aKyIiBeb

- Oyxranrep

Business is a very comprehensive

term. It covers the activity which helps
small and large organisations to
generate money and stay profitable.
Most jobs comprise some of business
aspects despite whether you work as an

accountant, a lawyer, a scientist or an engineer.
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The main specialist business functions are human resources (HR),
management consultancy, marketing, sales and public relations (PR). All
these roles enable organisations to stay in profit.

People working in the human resources department deal with
recruitment and contracts, pay and benefits, coaching and development.
They find the right person for a vacancy and agree the terms of the
employment; make certain maternity and paternity pay, sickness pay,
holidays, pensions; tell the staff about changes in industry practices, help
the staff gain new skills. Another name for the human resources
department is the personnel department.

Management consultancy aims at solving problems for clients. In this
case a “problem” does not mean something negative: it can be the desire to
make more profit or expand into a new business area. Consultants tend to
spend their time: researching — collating information and carrying out
research; conducting analysis — working out solutions; team-working —
participating in brainstorming; advising — presenting findings to colleagues
and clients; implementing changes — mentoring the employees, monitoring
the progress and writing up results and solutions for a further reference.

Marketing tries to explain why customers choose certain services or
products and what they want to receive from those choices, then find the
ways to engage the clients’ interest to ensure that your company’s service
or product is chosen above others. According to the Chartered Institute of
Marketing (CIM) “Marketing is the management process responsible for
identifying, anticipating and satisfying customer requirements profitably”.
Thus, people working in marketing are involved in the following activities:
monitoring and market research, branding and identity, design and
packaging, advertising and copywriting, promotion of goods, services and
relationships, social media.

Sales teams make money for an enterprise by selling its goods or
services to consumers (B2C) and businesses (B2B). A sales department
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brings the costs (from the rent of the premises to staff salaries) into
business funds. Not all sales jobs are considered with working in a call
centre or a shop. People working in sales meet existing and new
customers, give presentations, communicate with clients to secure a sale,
search new customers for the business, create marketing teams to examine
and monitor competitors’ products in the marketplace. Sales teams should
have a good understanding of the business and products to ensure they are
offering the right solution, service or product to their clients in the right
place and at the right time. Sales executives may work via the phone, face-
to-face or email. They can operate at local, national and international
levels.

Public relations are usually associated with maintaining and
improving the reputation of an enterprise by influencing how other people
perceive it. By communicating with the public, promoting and building a
positive image PR managers determine the enterprise’s response to a
possible crisis. PR people are involved in research and copywriting,
drafting newsletters and press releases, meetings with journalists to
persuade them to cover new public events and opportunities, writing social
media content and blogging, online advertising.

A junior PR executive starts his/her career researching materials for
press conferences, liaising with journalists and monitoring the success of a
PR campaign by keeping track of any subsequent coverage in the media. A
senior PR executive may be in charge of several members of a team and
has responsibility for managing budgets, getting new customers to use the
enterprise’s services and for successful maintaining and enhancing the
enterprise’s reputation [63].

The people who work for an enterprise are workers, personnel, staff,
employees or workforce. All these terms mean people carrying out the
work in an enterprise, rather than those organizing and leading it.

An enterprise’s activity may be spread over various sites. As a rule, an
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enterprise’s most senior managers work in its headquarters or head office.
Some managers may even have their own offices, but in most enterprises,
the personnel works in open-plan offices — large areas, where many
employees work together with their counterparts. The everyday work
supporting an enterprise’s activities — administration — is usually
conducted in these offices by the support staff or administrative staff. For
instance, in technical support there are the people giving a technical help
to buyers of the enterprise’s products. When workers are not satisfied with
conditions or pay, they may take industrial action: a strike, walk-out or
stoppage (they stop working for a time); go-slow (employees continue to
work, but more slowly than usual); an overtime ban (they refuse to work
more than the normal number of hours). Labour unions in the USA are
known as organizations defending the interests of workers, the British call
them trade unions.

In case you have decided to develop your own business plan, the first
thing you need to do is to pull together a “management team” with serious
thought given to the chief positions which need to be filled and who have
to fill them.

The path of least resistance should be avoided — that is, placing
relatives and close friends in key positions simply because of who they
are. To justify placing someone in a certain position of your management
team there are two criteria: Does the person have the necessary training
and skills to do the job? Does the person have the track record to prove
his/her talents?

A management team evolves over time. Members of the management
team may wear several hats until the business grows and can afford the
additional team members [60]. A business plan actually defines the
management structure. The management structure outlined in your
business plan will also convince your investors that you have the needed
skill sets to succeed. Investors always want to make sure you have the
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necessary resources to plan, organize, control and lead your business in a
proper way.

Then assuming that you have already gained all the technical staff in
place, set up a management team with good experience and track records
in finance, operations and marketing. It affects your business plan’s work.
In fact, 98% of small businesses fail because of weaknesses in their
management staff.

The staff you will need to run your own business will depend much on
the size and type of your business, and the scope of what you can offer. As
a general guideline you will need technical staff to create and develop your
product or service, staff to manage your finances, staff to market your
product and service, staff to oversee your operations and administrative
staff [51].

Large businesses usually have the following top management
positions: Chief Executive Officer (CEQ) or President (this person is the
driving force behind the company; he / she makes things happen, puts
together the resources to support the company and take the product to the
market place); Chief Operating Officer (COO) / Vice President of
Operations / General Manager (an inside manager / organizer / operations
person, who will make sure the company operations flow smoothly and
economically; is responsible for making certain that necessary work is
done properly and on time); Vice President of Marketing / Marketing
Manager (markets the products to the customer); Chief Financial Officer
(CFO) / Controller (seeks money; looks for investors and deals with banks
and lenders; this function can also be assigned to another team member —
the General Manager). The role the Controller performs is to manage
money and watch over the company’s assets; Vice President of
Production / Production Manager (ensures that manufacturing processes
run reliably and efficiently).

In a small business staff people wear “several hats”. They have many
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duties. Below there is an example outline of the key personnel in a small
business.

Operations manager has overall responsibility for the operation and
financial success of the business. This leader handles external relations
with vendors, lenders and community leaders. Frequently, this person is
also in charge of either production or marketing for the business. This
individual sets in motion the strategic plan, vision and goals for the
business.

Quality control, safety, environmental manager performs a key
function in any industry. This person has the responsibility for monitoring
product, water and air quality, training of workers and filing all necessary
weekly, monthly, quarterly and yearly reports.

Accountant / bookkeeper / controller plays another key role. He/she
individual filling this role is generally responsible for monthly income
statements, balance sheets, collection of receivables, payroll and managing
the cash.

Office manager may serve as purchasing agent, human resource
director and “traffic cop” with salespeople and vendors. This employee
may also handle some marketing duties and oversee everything not
involved in production.

Receptionist handles phone calls, greets visitors, answers the mail,
does the billing and performs many other duties required by the office
manager.

Supervisor / foreperson / lead person is the second-in-command, who
In case of the owner’s absence usually oversees production. This position
requires an overall understanding of all aspects of the business and dealing
with new employees, setting up schedules and training.

Marketing manager handles all aspects related to selling and
promoting the product.

Duties of purchasing manager may be filled by the general manager
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and the office manager. Very often the lead person / supervisor is also
involved.

Shipping and receiving manager is assigned to the task of packaging,
ordering transportation for delivery, receiving incoming material and
warehousing of finished goods and stock. Several people may be involved
in this, including the foreperson, office manager or accounting clerk.

Each company has the professional staff resources such as a lawyer,
an accountant, a computer consultant, and, possibly, a local doctor or
access to a medical facility [60].

Discussion questions:

. The main specialist business functions.

. People working in human resources.

. Management consultancy.

. Marketing as the management process.

. A sales department.

. Public relations.

. An enterprise’s activity and administration.

. The management team and top management positions.

© 60 N O O ~ WO DN -

. Staff people wear “several hats”.
10. The obligatory professional staff resources.

Lexical Quest Grammar Quest
1. Why is “business” considered 1. What is an adverb?
as a very comprehensive term? 2.How can we divide

2. What jobs do people working in |adverbs according to their
the human resources department meaning?
perform? 3.What is the most
3. How many top management |important suffix in forming an
positions can you enumerate? Speak |adverb from other parts of the
in details. speech?
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Lesson 6:
Writing CV and Letter of Application

Topical Vocabulary:

complementary - TOMaTKOBUH

bullet points - KJIFOYOB1 ITYHKTH

to regurgitate smth. - MEXaHIYHO MOBTOPIOBATH MIOCH

to be submitted with - OyTH TIOJJaHUM Ha PO3TJIS Pa30OM i3

an applicant - 3asBHUK, NIPOXay; KaHIAUIAT, TPETECHACHT
verification - MITBEPHKCHHS; YCTAHOBJICHHS JIHCHOCTI
a job application form - aHKeTa IPH BCTYII Ha poOOTY; OJIaHK 3asBU
personal references - peKoMeH1arii

a former supervisor - KOJIMIITHIA HAa9aJIbHUK

a supplement - IOTaTOK

discrepancy - HEBIJIMIOBITHICTb, PO30IXKHICTH

a zip code - IIOLITOBUH 1HIEKC

to be eligible to an office - MaTH MPaBO 001MMAaTH mocamy

a conviction - CYIUMICTh

an extracurricular activity - MI03aKJIaCH1 3aHATTS

honour societies - BUCOKOTIOB)KHE / CBITCHKE TOBAPUCTBO

to delve into - IOPUHATH, 3arTHOIIOBATHCS Y

standard margins - CTaHJIAPTHI TOJIS

distracting - IKW# BiIBOJTIKA€E; po3citoe (yBary)
consistent formatting - BimoBigHMA hopmat

a template - mabJIoH

to customize your resume - MATaHsITH, OPOPMIIATH BIMOBITHO 1O BUMOT
layout - Makert, (hopmar

marital status - ciMeliHU# cTaH

a typo - IpyKapchbKa OMMIIKA

concise - KOPOTKUM, CTUCIIHM; YITKUH (PO CTHUIIb)
to convey - MOB1AOMJISITH; TiepeaaBatu (iHpopMaIliio)
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You should keep in mind that the more
¥ specifically you can tailor your curriculum
vitae (resume) and letter of application to
address the requirements of the position,
the better your chances of earning an interview [31]. Both an application
letter and a resume share the common purpose of proving that you have the
right skills to excel at the job for which you are applying. However, there
are clear distinctions between the structure and intent of these two
documents. Job seekers should view their application letter and resume as
a complementary but unique pair of documents. Your application letter
should be more than just bullet points regurgitated from the resume.

Many employers also require that a resume is submitted with a job
application [34]. This way the employer will have consistent data on file
for all applicants. A signed (paper or electronical) application for
employment also serves as your verification that the information you have
listed on the application is true.

Job application forms (also called “employment forms”) are a part of
the formal hiring process companies sometimes use in order to ensure that
they have gathered comprehensive, accurate data from all applicants.
These forms often request certain information that is not always included
on CVs, such as professional or personal references, the names of former
supervisors, and a complete educational background. If you decide to
submit your resume as a supplement to the job application form, cross-
check it with your application to ensure there are no discrepancies.

Personal Information Required for an Employment Application
v"Name
v’ Address, city, state, zip code
v Phone number
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v Email address

v Social security number

v" Are you eligible to work in the United States?

v If you are under age eighteen, do you have an employment

certificate?

v'Have you been convicted of a felony within the last five years?

(information about convictions varies based on state law)
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Education and Experience Needed for a Job Application
v’ School(s) attended, degrees, graduation date
v Certifications
v Skills and qualifications
v’ Grade Point Average (G.P.A)), if this was above 3.50
v/ Extracurricular activities where you held a leadership role
v"Honour societies

Employment History Required
v Employer
v" Address, phone, email
v’ Supervisor
v"Job title and responsibilities
v Salary
v/ Starting and ending dates of employment (month, day, and year)
v"Reason for leaving
v’ Permission to contact the previous employer

References
v"Name
v'Job title
v Company
v Address, phone, email [33].



Before delving into writing a resume, ask yourself some basic
questions that will shape your direction. Are you seeking an entry-level
job? Changing careers? Are you re-entering the workforce after a lengthy
time off? The first step to writing an eye catching resume is determining
what you are trying to accomplish. While you might not include an
“Objective” section on your resume, write one for yourself to serve as a
guiding principle for your overall resume.

A resume includes information on your education, work history, and
skills. Get started writing your resume by creating a list of your
accomplishments in each job that you have held. From there, you can
decide which details are most important to highlight and work on phrasing
information in a way that will get the attention of both hiring managers
and searchable databases.

Your resume needs to be professional and polished because, if not,
your application materials probably will not get a second glance from any
hiring manager. An unprofessional resume is difficult to read, confusing,
covered in errors, or unrelated to the job the person is applying for, as a
result it will get tossed in the trash right away. Hiring managers often get
dozens, even hundreds, of applicants for each job. An unprofessional
resume makes you look unprofessional as a job seeker and will cost you a
possible interview. So, your resume, to be effective, needs to be consistent,
concise, and clear and easy to read. Avoid tiny fonts, dense blocks of text,
vague language or excessive jargon, and inconsistent formatting.

Sloppy resumes that are riddled with typos will be ignored and
resumes that are inconsistent — bullets in some places, dashes in others,
bold in some headings, plain text in others — may not get a second look
either.

You may give your resume a professional boost using such tips:

Select the Best Resume Type. There are several basic types of
resumes used to apply for job openings. Depending on your personal
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circumstances, choose a chronological or functional resume. Taking the
time to choose the best type of resume for your situation is well worth the
effort [29]. Your resume should be as concise as possible; two pages is the
maximum length, but one page is preferable [27].

Make It Legible. Your resume should be easy to read. You want the
hiring manager to read it easily and absorb your work history and
accomplishments. Therefore, use a legible font (such as Times New
Roman, Arial, or Calibri). Make sure the font is not too big or too small
(choose a size between 12 and 14). While examples, templates, and
guidelines are a great starting point for your email, you should always
tailor the email to fit the company and your situation. Avoid dense blocks
of text and use standard margins. Use white- or cream-colored paper if you
are sending a resume; colored paper can be very distracting.

Be Consistent. Professional resumes need to have consistent
formatting. For instance, if you use bullet points to describe your
responsibilities and achievements at one position, be sure to use bullet
points in all other positions as well. Also, make certain that the bullet
points are formatted the same way throughout. For example, do not use
circle bullet points in one section, and diamond bullet points in another
section. Be consistent with font, font size, and style (such as the use of
bold and italics).

Keep It Focused. It is important not to include extraneous
information. More is not necessarily better. Your resume should focus on
the skills and attributes that qualify you for the job. It will be helpful to
leave out anything that will not help you get the job you want. A resume
should not be several pages long for the average job seeker, a one-page
resume is probably enough, or two pages at most.

Use Resume Examples and Templates to help you write your
resume. An example can help you decide what information to include.
Templates can help you format your resume. However, whenever you use
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a resume example or template, be sure to customize your resume, so it
reflects your skills and abilities, and the jobs you are applying for. A
simple copy/paste is not enough. The resume examples and templates you
may find on the website https://templates.office.com/ [29].

Layout. If you decide to organize the sections of your resume, be sure
to keep each section uniform. For example, if you put the name of one
company in italics, every company name must be in italics. If you bold one
job title, bold them all.

Information to Avoid. Do not include personal information such as
birthday, height, weight, marital status, children, etc., unless the position
requires it [27].

Carefully Edit Your Resume. Spelling and grammar errors can make
an applicant seem inattentive to details. Review proofing guidelines to
ensure that your resume is consistent and error-free. Then check it again.
And, if you can, find someone else to look at it too, because it’s so easy to
MIss your own typos.

Check your resume. Use a resume checklist to make sure you have
included all relevant information in your resume. Avoid common mistakes
on your resume and use writing strategies that lead to success in resume
reviews [29].

The resume is supposed to include the following information:

Identification

¢ Include your name, address, telephone number, and email address in
the identification section at the top of your resume.

e Use a professional email address (i.e., steveroberts@gmail.com
rather than baseballover@hotmail.com).

Objective

e This section is optional. If you decide to include a resume objective,
keep it concise and specific; state your desired job or field, and what you
hope to accomplish in that field.
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Profile

e Another optional section is a resume profile which includes a
summary of your skills, experiences, and goals written specifically for a
job posting.

Education

e Include the degrees you have received in a reverse chronological
order (with the most recent degree listed first).

e Be sure to include the name of each institution, its location, and
your date of graduation (or expected date of graduation).

e \WWhen applicable, include your major/minor fields, as well as your
GPA (grade point average) and any honors, publications, and projects.

Experience

e Include your work experience in reverse chronological order (with
the most recent degree listed first).

e This section can include jobs, internships, and volunteer work. High
school students might also include clubs and sports teams when applicable.

e Include the name of the company, the position, and dates of
employment.

e List roughly three important tasks, accomplishments or skills gained
at each job. Use action verbs to describe your achievements; avoid passive
phrases such as responsible for and duties include.

Skills

e Include any computer systems with which you are proficient,
particularly if they are related to the position for which you are applying.

e Mention foreign languages with which you are familiar; state both
the language and your level of familiarity (beginning, intermediate,
proficient, fluent).

e List any other skills you have that relate to the job but are not
included elsewhere in your resume.
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Volunteer Work

e You can include a volunteer experience section to convey your
leadership, communication skills, etc. List the name of the organization,
the dates of your volunteer work, and your achievements.

Hobbies and Personal Interests

Write about your hobbies and interests if they relate to the position.
For example, if you are applying to work at a sporting goods store, you can
include your passion for baseball.

An application letter typically accompanies each resume you send
out. Your application letter may make the difference between obtaining a
job interview and having your resume ignored. Where a resume focuses on
your work experience and accomplishments, a strong application letter will
make a connection between what the company needs and what you can
offer.

The body of your application letter tells the employer what position
you are applying for, why the company should select you for an interview,
and how you will follow-up. Grab the reader in your first paragraph with
some specific information about the job you are seeking and a few core
strengths that demonstrate your suitability for the position. The delve into
what you have to offer the employer by highlighting examples of the work
performed and achieved results. Detail your knowledge of the company
based on your research and the ways in which you can contribute to their
goals, and finally, close the letter by suggesting a meeting or next steps.

It surely makes sense to devote the necessary time and effort to write
an effective, targeted application letter. Your letter should convey how
your skills and accomplishments will benefit the company [31].

Discussion questions:

1. The way to the interview.

2. The job application form as a part of the formal hiring process.

3. The information required for an employment application.
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4. Basic questions which shape the direction of a resume.
5. A professional boost of a resume.

6. The structure of a resume.

7. The body of an application letter.

8. Education, skills and experience in the personal profile.

Lexical Quest Grammar Quest

1. What basic questions will you ask 1. When do we use the
yourself to shape your direction before | present perfect?
delving into writing a resume? 2. How do we form the
2. How many types of resumes can we | present perfect?
distinguish? 3. Which are the most
3. Why is it is important not to include | common time expressions
extraneous information in the resume? in the present perfect?

Lesson 7:

Business Etiquette

Topical Vocabulary:

profitable - KOPUCHHM

civility - BBIWIMBICTb, 100 SI3HICTh, BUXOBAHICTh
the workplace - poboue micrie

discourtesy - HEBUXOBaHICTh, HEBBIWINUBICTh; OPYyTaIbHICTh
an offending individual - KPUBTHUK

heavy workloads - BEJIMKHUH 00CsAT poOoTH

external triggers - 30BHIIIIHI CTUMYJIH

personal issues - ocoOuCTI MpodIeMH

commute hassles - KOMyHIKaTUBHI O0ap’epu

close proximity - Oe3mocepeaHst OJM3bKICTh

emotional contagion - eMOIIiifHa 3apa3nBiCTh

contagious - 3apa3JIuBU; 110 MOHYKAE 10 HACI1TyBaHHS
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mindfulness - YBa)XKHICTb

disrespectful - HEIIAHOOJIMBU, HEeBBIWINBHIA, TPE3UPINBUAN
discourteous - HCBUXOBAHMI, HCYEMHHIA; TPyOHit
unintentional - HCHABMHCHUH, HEyMUCHUH

consistent application - TTOCIIiJTOBHE 3aCTOCYBAaHHS

a facet - aCIeKT, TpaHb

courtesy - BBIWINUBICTh, YEMHICTb, JIt00 SA3HICTh
collaboration - CITIBPOOITHHUIITBO

peers - OTHOJIITKH, POBECHUKHU

subordinates - mijuIer

non-verbal cues - HeBepOaITbHI 3aCO0M CITIIKYBaHHS

harsh tones - pi3Ku#l TOH / Tpy0Oa 1HTOHAITIs

profanity - 0OTOXYIIBCTBO; PO aHAIIIS; TUXOCTIB’ S
miscommunication - HEMTOPO3yMiHHSI, HETIPABWIIbLHE PO3YMIHHS,

PO30DKHICTH y MOTJIsAaX

proactive - BUIIEPEIKAIOUNM, yIIEPEIKYBAIbHUN

poise - YPIBHOBAXEHICTh; BUTPUMKA, CAMOBIIJJaHHS
to acknowledge - Ii3HABAaTUCHA

pet peeves - 00JIrO4l TeMHU

the countertop - CTUIBHHUI

Business etiquette is a profitable and practical social skill which plays
a significant role in career success, increasing professionalism and
building better relationships. With workplace civility, employees thrive in
a positive environment where all people are treated with respect and
courtesy and, thus, can to focus on their work. Moreover, the ability to
relate to and engage successfully with managers, co-workers and clients is
a key interpersonal skill which employers value highly. Employees who
arm themselves with the principles of business etiquette distinguish
themselves in the workplace and display a confident professional persona.
A lack of value and respect for one another in the workplace has a
cost. Employees who are upset about the way they are treated in the
workplace are less productive. In addition, employees may respond to
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discourtesy or disrespect by decreasing contact with an offending
individual. If the situation continues unresolved, people may seek another
position.

Contributing factors for rude unprofessional behaviours include:
increased stress levels at work, longer hours in the office, heavy
workloads, pressures to do more in less time, customer demands, struggles
with work/life balance, external triggers (e.g., personal issues, commute
hassles, etc.), working in close proximity, a lack of understanding or
sensitivity concerning the diversity in the workplace (e.g., age, gender,
culture, work styles, perspectives), depersonalization of the
communication process through the extensive use of e-mail, emotional
contagion — studies indicate that emotions are contagious, and negative
emotions lead to a greater emotional contagion than positive emotions.

These factors decrease both business productivity and employee job
satisfaction.

Mindfulness is vital to success in the business world. It is essential to
be conscious of how your behaviour affects others. People may be
unaware of their behaviour and its consequences. In many cases, behaviour
that is perceived as disrespectful or discourteous is unintentional and could
be avoided by mindfulness and the consistent application of the principles
of business etiquette. In a business environment first impressions are
lasting; a second chance may not be possible. The knowledge and practice
of etiquette offers a valuable advantage in creating and maintaining a
positive impression.

Building and maintaining positive work relationships is an important
facet of workplace success. These positive relationships can play a key
role when it comes time for management to assign coveted projects and
award promotions, raises and bonuses.

Your behaviour is the foundation upon which positive relationships
are created. The following principles of business etiquette should define all
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of your business relationships: respect, courtesy, collaboration, non-
aggression.

Most people understand that they need to treat superiors and clients
with respect. They may not, however, be as mindful of their relationships
with peers and subordinates. Keep in mind that work environments can
change rapidly. You never know who you may be called upon to work
with in the future. The best practice is to establish and maintain good
working relationships with all you come into contact with. By being
mindful and consistently applying the principles of business etiquette you
build positive work relationships, increase your opportunities for success
and make your workplace a more pleasant place.

Among the skills essential for building positive work relationships can
be distinguished the following: communication, conflict resolution,
support and appreciation, magic words.

Communication:

e Be a good listener. Use verbal and non-verbal cues to demonstrate
you are focused on what the other person has to say.

e Think before you speak. Consider what you want to communicate
and choose your words carefully. Be mindful of how you speak — do not
raise your voice, use harsh tones or use profanity. Speak like a professional
and you will be perceived as one.

e Do not interrupt.

e Avoid miscommunication — clarify by summarizing and repeating
back what you heard. Ask questions if you do not understand.

e Aim for face-to-face communications as opposed to voice-mail or e-
mail.

¢ Be diplomatic.

e Emphasize the use of courtesy and respect in all communications.
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Conflict Resolution:

e Focus on the problem not the person. Approach a conflict as
situation-related not as opposed to person-related.

e Be positive and goal oriented. Offer solutions and suggestions for
fixing the problem.

e Be clear and specific. Do not say, “Brian, | cannot do anything with
this report. It is all wrong. Fix it!” Instead say, “Brian, the Q1 data was
used but we need Q2 data, can you make that change to the report today?”

e Be proactive instead of reactive. Respond with solutions rather than
complaints.

e Be slow to anger, particularly regarding insignificant issues. Being
perceived as cool-headed and rational adds weight to your responses.

e Keep an open mind. Listen to the other person’s viewpoints without
arguing or interrupting and strive for a win-win solution.

e Accept feedback — whether positive or negative — with poise and
without becoming defensive. It speaks volumes about your
professionalism.

e Never criticize an employee or co-worker in front of others.

e If you find yourself in a disagreement with someone, don’t air your
differences in public. Find a private location to discuss the issue.

Support and Appreciation:

e On group projects be sure to credit and compliment everyone who
contributed.

e Speak well of your co-workers and acknowledge their
accomplishments.

o Never take credit for someone else efforts.

e Acknowledge co-workers’ birthdays, promotions, engagements,
weddings, new children or the death of a loved one. Such thoughtfulness
leaves a lasting impression.
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Magic Words:

These expressions are too often forgotten in business but what a
difference they can make. Use them: “please”, “thank you”, “good job!”,
“great idea”, “pardon me”, “I am sorry”.

There are some etiquette challenges that are typically faced in the
workplace: distracting behaviours, common / shared areas, personal
consideration.

Distracting Behaviours

Recent studies have shown that behaviours which interfere with work
performance rated highest among employees’ “pet peeves.” An office loud
talker is one of the biggest irritants, followed closely by loud or annoying
cell phone ring tones.

Consider the following suggestions:

e Be aware of how loudly you are speaking. Do not shout over cubicle
walls.

e Set your cell phone to silent or vibrate.

e Be mindful of where you conduct work-related conversations to
ensure they do not disturb the work of others.

e Keep personal conversations outside workspaces (or better still
outside the office). Keep personal telephone calls and e-mails brief and to
a minimum.

e If you play music in your workspace, be sure only you can hear it.

Common / Shared Areas

Workplace common areas, such as kitchens and lunchrooms, can be
the biggest source of co-worker tension. Help maintain supplies, wash and
return items to their proper places, clean spills and wipe countertops and
tables as needed. When leaving food items in a shared refrigerator, mark
all items with your name and date and remove all items at the end of your
work week.
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Restrooms run a close second as potential sources of conflict. After
use, wipe the countertop and sink of any spilled water or soap. Be sure the
toilet area is clean for the next user. Notify the proper attendant if supplies
are low or out and if there are any maintenance issues.

When eating at your desk or in shared areas avoid eating food with a
strong odour that may permeate the office.

Keep shared office equipment in working condition. Refill paper and
fix or notify the proper person if office equipment is not working properly.
Return equipment to the original settings if you have to change them —
such as when printing multiple copies, using legal size paper or making
two-sided copies.

®Personal Consideration

e Do not borrow items from a co-worker’s desk without permission
and return borrowed items in working condition.

e Keep your personal workplace clean and neat. Generally, less is
better when it comes to office and cubicle decor. Use discretion when
displaying personal items such as family photos and mementos so as not
overdo or clutter your work area.

e Be on time. If you encounter an unavoidable delay, make every
attempt to contact any person or group who may be waiting for you.
Always allow extra time if you have to travel.

e Sharing professional information is a wonderful thing. Gossiping
and sharing overly personal information impede your success at work.

Maintaining a Professional Appearance and Presence
Wardrobe

The way we dress sets a tone and sends a message. For both men and
women, simple, well-cut clothes which flatter your shape/figure are the
typically the best choice. Be sure to look always in the mirror — front and
back. Keep in mind the adage, “dress for the position you want, not the
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position you have”.

Be aware of and follow your company’s dress code. If there is no a
formal dress code, follow the lead of those around you. In most
companies, the following are not considered appropriate: tight fitting, low
cut clothing; ripped or torn clothing; extremely short skirts or shorts;
fitness attire such as sweat-pants, bicycle shorts and running tights.

Personal Hygiene and Grooming

Our physical appearance, including grooming, dress and body
language makes up 50 percent of our first impression. We should practice
good bodily and dental hygiene. Hair, including facial hair, should be
clean, styled and neat. Personal grooming, such as filing, cleaning or
clipping your nails, applying makeup or combing the hair should not be
done in public. Use perfume or cologne sparingly.

Body Language and Non-Verbal Messages

The vast majority of communication (93 percent) is non-verbal.
Words only account for seven percent of a person’s communication. Your
body language — including your facial expression, posture, position and
movement of your hands, arms, legs and feet — conveys a lot of messages.
You can appear engaged, interested, concerned, sympathetic, disgusted,
bored, nervous or anxious without uttering a word.

Body language can be difficult to control. Make sure that your body
language reflects your words and intentions. When speaking with
someone, try not to slouch, fidget, crowd the other person, look around the
room or play with your hair or jewelry. Use your posture and eye contact
to indicate that you are focused on the other person and what they are
saying.

Personal Space

Be aware of personal space and respect conversational comfort zones.
Do not stand too close or too far from someone when having a
conversation. The standard North American comfort zone for
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communication is three feet. Remember that the communication comfort
zones differ in other cultures, so do your research if you are conducting
international business.

Meeting and Greeting

Meeting and introducing people (including introducing yourself to
someone you have not met before) can be just as nerve-wracking as public
speaking. Here are a few tips:

e \When greeting someone, rise if you are seated, smile, extend your
hand and make eye contact.

e Use a firm handshake — lasting three to four seconds or two to three
pumps — and let go.

e If you are making an introduction and you forget someone’s name,
do not panic. Look the person directly in the eye and with a sincere smile,
say “I am sorry, but your name have just slipped my mind. Could you
remind me?” Then continue as if nothing happened.

¢ \When you encounter someone whose name you have forgotten you
can also try using the classic greeting of extending your hand and stating
your name. The majority of people will respond to this prompting by
shaking your hand and saying his or her own name.

Workplace Communication Tools

Business over the telephone incorporates a wide range of encounters
with co-workers and clients — for example, placing an order, setting up an
appointment, getting help with a problem or discussing an important issue.
A well-handled phone call can make all the difference in successfully
navigating these encounters.

Here are some basic rules of thumb to keep in mind when doing
business over the phone:

e Speak clearly.

e Ask permission before using a speaker-phone. Many people are
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uncomfortable conversing this way.

e |dentify yourself when making a call and when answering the phone.
Do not assume the other person will recognize your voice. Many
companies have policies on how they want employees to answer the
phone. If your company has such policies, learn and follow them.

e Return calls promptly. If you don’t yet have an answer to the caller’s
question, explain what actions you are taking to get the requested
information or direct them to the appropriate place to get it.

e Avoid putting callers on hold. If you think you will need to put a
caller on hold for more than a few seconds, ask permission first and offer
to end the conversation and call back later.

e | eave clear, concise and detailed voicemail messages giving only
the critical information.

e Never eat, chew gum, or drink while using the telephone.

e Become familiar with your phone’s features — such as answering
another line, transferring calls or making a conference call — before you
actually use them.

e Do not use voice mail as a way to screen calls.

E-mail is also an effective and important communication tool but it
should not be used as the exclusive means of communicating. Composing
an e-mail, waiting for a response, replying and soon may not be the most
efficient way to discuss an issue that could be more quickly resolved by a
conversation in real time.

E-mail also depersonalizes communication. Freed of direct contact,
people may say things that they wouldn’t if they were speaking in person.
In addition, without non-verbal cues, communications are easily
misconstrued.

Use e-mail wisely by being thoughtful and practicing good etiquette:

e Be thoughtful about the kind of information you send via e-mail. A
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good rule to follow is to never put anything in an e-mail that you wouldn’t
say in public. Remember: e-mail messages don’t go away. Old messages
can come back to haunt you.

e Make the subject line specific to the content of your message.

e Keep your messages concise and to the point.

e Double-check names and e-mail addresses in the subject line to
ensure they are correct.

e Abbreviations and emoticons are inappropriate in business writing,
including e-mails. The recipient may not be aware of their meaning and
they make your communication seem unprofessional.

e \When forwarding messages, delete information that is irrelevant or
extraneous to the subject of the message.

¢ \When replying to messages, do not delete relevant information.

¢ Avoid typing in all caps — it is like SHOUTING!

e Be thoughtful when you forward messages. Consider asking the
sender for permission before you forward their e-mail.

e Stick to business. Work e-mail is not for personal messages.

e Do not circulate jokes, chain letters, suggestive or offensive material.
Be mindful that your co-workers may not share your sensibilities and may
find this material inappropriate or offensive.

e Proofread and spell check your messages.

e Maintain a professional tone and follow standard writing guidelines
by including a salutation, complete sentences, appropriate capitalization,
punctuation and a closing.

¢ Do not use e-mail to avoid talking to someone.

e Many companies have written policies and guidelines governing
appropriate use of telephone and e-mail systems. If your company has such
policies, become familiar with them and follow them [19].
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Discussion questions:

. Business etiquette in career success.

. Why etiquette matters.

. Contributing factors for unprofessional behaviours.
. Mindfulness is vital to success.

. Fostering positive work relationships.

. Principles of business etiquette.

. Workplace relationship skills.

. Common Etiquette Challenges in the Workplace.

© 0 N O O A WO DN -

. Maintaining a Professional Appearance and Presence.
10. Workplace Communication Tools.

Lexical Quest Grammar Quest
1. What is the definition of the 1. How do we report people’s
business etiquette? words and thoughts?

2. When are some employees 2. Where does the reporting
more productive in the workplace | clause come in the quotation?
than others? 3. What do we use when we

3. Why is it sometimes difficult | report a yes/no question?
to control our body language?

Lesson 8:

Corporate Culture

Topical Vocabulary:

cumulative traits - 3araJibHi pUCH

business hours - poOoumii yac

employee benefits - BUIUIATH TpalliBHUKaM

hiring decisions - pIIICHHS TIPO NPUUHATTS HA POOOTY
treatment of customers - CTaBJICHHS JI0 CIIO’KMBAYiB
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employee-friendly - AIKUH IpYyKeM00HO CTaBUTHCS JI0 MPAIliBHUKIB

explicitly - 9iTKO, TOYHO; BIJIKPUTO, HEBO3HAYHO
unconventional - HeTpaAUIinHUI; HerabJIOHHUH

to offer perks - JaBaTH MUIBI'H; TPOMIOHYBATH MPUBLIET
flextime - BUIBHHUI pexuM poOodoro JAHs; 3MIHHUHN rpadik
telecommuting - TUCTAHIIMHAN PEKUM POOOTH

tuition reimbursement - KOMITEHCAITis TUIATH 32 HaBYAHHS
on-site doctors - ME/IITYHKTH

backgrounds - IOXOJKEHHS

confusion - 3HISIKOBUIICTh; HETIOPO3yMIHHS
anxiety - TPUBOTA, 3aHCTIOKOEHHS

to readjust upon - IPUCTOCYBATHCS; TIEpeOyAyBaTUCS

to facilitate - CIIpUSITH, 3a0e3MeyyBaTh

to combat the occurrence - OOpOTHCH 3 MPOSIBAMU

agile management - THYYKUH MEHEIKMEHT

to eliminate - 3HUIIYBaTH, JIKBiTyBaTH
collaboration - CITIBPOOITHUIITBO

trial-and-error strategy - cTpaTerist mpoo 1 MOMHUIIOK

to tackle the issues at hand - 3aitHsITHCS BHPIIICHHSIM HaraJIbHUX MPOOJIeM
foremost - OCHOBHMH, TOJIOBHUI; BUAATHUN
tangible methods - PaKTUYHI METOJIN

cutting-edge advents - CydacHI IIpOsIBU

mind-set - TUI MUCJICHHSI, CKJIaJ] pO3yMY

to instil fear - BCETISITH CTpax

in alignment - po3TanTyBaHHs Ha OJHIN JiHIT

Corporate culture refers to the beliefs and
behaviours which determine how a company’s
management and employees interact and handle
outside business transactions. Very often

corporate culture is implied, not expressly
defined, and develops organically over time from the cumulative traits of
the people the company hires. A company’s culture is reflected in its
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business hours, dress code, office setup, turnover, employee benefits,
hiring decisions, treatment of customers, client satisfaction and many other
aspects of operations.

Alphabet Inc. (GOOGL) is famous for its employee-friendly corporate
culture. It explicitly defines itself as unconventional and offers perks such
as flextime, telecommuting, tuition reimbursement, free employee lunches
and on-site doctors. At its corporate headquarters in Mountain View,
California, the company offers on-site services such as car washes, oil
changes, fitness classes, massages and a hair stylist.

Awareness of corporate or organizational culture in businesses and
other institutions such as universities emerged in the 1960s. The term
corporate culture developed in the early 1980s and became widely known
by the 1990s. Corporate culture was used during those periods by
managers, sociologists and other academics to describe the character of a
company. This included generalized behaviours and beliefs, company-
wide value systems, management strategies, employee communication and
relations, work environment and attitude. Corporate culture would go on to
include company origin myths via charismatic CEOs, as well as visual
symbols such as logos and trademarks.

By 2015 corporate culture was not only created by the founders,
management and employees of a company, but also influenced by national
traditions and cultures, company products and size, economic trends and
international trade.

There is a variety of terms that relate to companies affected by
multiple cultures, especially in the wake of globalisation and the increased
international interaction of today’s business environment. As such, the
term “cross culture” refers to “the interaction of people from different
backgrounds in the business world”; culture shock refers to the confusion
or anxiety people experience when conducting business in a different
society than their own; and reverse culture shock is often experienced by
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people who spend lengthy times abroad for business and have difficulty
readjusting upon their return. To create positive cross-culture experiences
and facilitate a more cohesive and productive corporate culture, companies
often devote in-depth resources to combating the occurrence of the above,
including specialized training that improves cross-culture business
interactions.

Just as national cultures can influence and shape a corporate culture,
so does a company’s management strategy. In top companies of the
twenty-first century, such as Google, Apple Inc. (AAPL) and Netflix Inc.
(NFLX), less traditional management strategies which include fostering
creativity, collective problem solving and greater employee freedom have
been the norm. It has been argued that this is also the key to these
companies’ success. Progressive policies such as comprehensive employee
benefits and alternatives to hierarchical leadership — even doing away with
closed offices and cubicles — are a trend that reflect a more tech-conscious
and modern generation. This trend marks a turning away from aggressive,
individualistic and high-risk corporate cultures such as that of former
energy company Enron.

High-profile examples of alternative management strategies that
significantly affect corporate culture include holacracy put to use at shoe
company Zappos (AMZN) and agile management techniques applied at
music streaming company Spotify.

Holacracy is an open management philosophy which, amongst other
traits, eliminates job titles and other traditional hierarchies. Employees
have flexible roles, and self-organization and collaboration is highly
valued. Zappos instituted this new program in 2014 and has met the
challenge of the transition with varying success and criticism.

Similarly, Spotify, a relatively young but very successful company,
uses the principles of agile management as part of its unique corporate
culture. Agile management, in essence, focuses on deliverables with a
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flexible, trial-and-error strategy that often groups employees in a start-up
environment approach to creatively tackle the company’s issues at hand.

Corporate cultures can be shaped intentionally or grown organically.
They reach to the core of a company’s ideology and practice and affect
every aspect of business (employee — customer — public image). The
current awareness of corporate culture is more acute than ever. The
Harvard Business Review identifies six important characteristics of
successful corporate cultures in 2015. First and foremost is “vision”: from
a simple mission statement to a corporate manifesto, a company’s vision is
a powerful tool. For example, Google’s modern and infamous slogan:
“Don’t Be Evil” is a compelling corporate vision. Secondly, “values”,
while a broad concept, embody the mentalities and perspectives necessary
to achieve a company’s vision. Following Google’s corporate restructuring
under the conglomerate Alphabet Inc. in October 2015, Alphabet took “Do
the right thing” as its motto, also forming the opening of its corporate code
of conduct.

Similarly, “practices” are the tangible methods, guided by ethics,
through which a company implements its values. For example, Netflix
emphasizes the importance of knowledge-based, high-achieving
employees and, as such, Netflix pays its employees at the top of their
market salary range. “People” come next, with companies employing and
recruiting in a way which reflects and enhances their overall culture.
Lastly, “narrative” and “place” are perhaps the most modern
characteristics of corporate culture. Having a powerful narrative or origin
story, such as that of Steve Jobs and Apple, is important for growth and
public image. The “place” of business, such as the city of choice and also
office design and architecture, is also one of the most cutting-edge advents
In contemporary corporate culture [24]. Thus, culture affects every aspect
of the company, from the public’s perception of the brand to the
employees’ job satisfaction to the bottom line. While no two cultures are

69



exactly alike, there are defining characteristics which tend to place
organizational cultures into one of five types: team-first corporate culture,
elite corporate culture, horizontal corporate culture, conventional corporate
culture, progressive corporate culture.

Companies with team-first corporate cultures make employees’
happiness their top priority. Frequent team outings, opportunities to
provide meaningful feedback, and flexibility to accommodate employees’
family lives are common markers of a team-first culture. Netflix is a great
example — their recent decision to offer unlimited family leave gives
employees the autonomy to decide what is right for them.

Team-oriented companies hire for culture fit first, skills and
experience second. They know that happy employees make for happier
customers. It is a great culture for any customer service-focused company
to embody, because employees are more likely to be satisfied with their
work and eager to show their gratitude by going the extra mile for
customers.

Zappos is famous for its fun and nurturing culture, as well as its stellar
customer service. As their CEO once famously said, “Zappos is a customer
service company that just happens to sell shoes”. And the way they keep
employees satisfied with their job is by not only letting them express
themselves with whacky desk decor (which everyone loves), but by giving
employees the autonomy to help customers the way they see fit, rather
than following strict guidelines and scripts. Customers appreciate the
straightforward, personable service. Possible pitfalls: The larger the
company, the more difficult it is to maintain this type of culture.

Companies with elite corporate cultures are often out to change the
world by untested means. An elite corporate culture hires only the best
because it is always pushing the envelope and needs employees to not
merely keep up, but lead the way (think about Google). Innovative and
sometimes daring, companies with an elite culture hire confident, capable,
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competitive candidates. The result is fast growth and making big splashes
in the market.

Their customers are often other businesses which need their products
to remain relevant and capable in a new environment. SpaceX is a high-
profile example of an innovative (and relatively young) company doing
big things in aerospace manufacturing and space transport. Employees
report feeling elated to literally launch rockets, but expectations are
extremely high and 60 to 70-hour work weeks are the norm. Still, knowing
that they are doing meaningful, history-making work keeps most
employees motivated. Possible pitfalls: intensity can lead to competition
between employees and people feeling pressure. Perks like team outings,
peer recognition programs and health initiatives can combat this.

Horizontal corporate culture is common among start-ups because it
makes for a collaborative, everyone-pitch-in mind-set. These typically
younger companies have a product or service they are striving to provide.
They are more flexible and able to change based on market research or
customer feedback. Though a smaller team size might limit their customer
service capabilities, they do whatever they can to keep the customer
happy — their success depends on it.

Titles do not mean much in horizontal cultures, where communication
between the CEO and office assistant typically happens through
conversations across their desks to one another rather than email or
memos. This is the experimental phase, where risks are necessary and
every hire must count. Basecamp is the perfect example of a successful
company which maintains a start-up-like mind-set. Basecamp has
announced that it will focus exclusively on its most popular product and
maintain its relative small size rather than grow into something much
bigger and broader (Jason Fried: “Stay Small, Grow Slow, and Do One
Thing Really Well”). Possible pitfalls: Horizontal cultures can suffer from
a lack of direction and accountability.
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Traditional companies have clearly defined hierarchies and are still
grappling with the learning curve for communicating through new
mediums. Companies where people wear a tie and slacks are of the
conventional sort. In fact, any dress code at all is indicative of a more
traditional culture. There are a numbers-focused approach and risk-averse
decision making. Your local bank or car dealership likely embodies these
traits. The customer, while crucial, is not necessarily always right.

But in recent years, these companies have seen a major shift in how
they operate. That is a direct result of the digital age, which has brought
about new forms of communication through social media and software as a
service. Facing this challenge can be a big opportunity for learning and
growth, as long as it is not resisted by management.

Founded in 1892, GE is about as traditional as they come and is well-
known for its cut-and-dry management practices. Just recently, however, it
eliminated its traditional performance review in favour of more frequent
conversations between management and employees and is even launching
an app to help facilitate feedback. It is the perfect example of an old-
school company embracing technology and change. Possible pitfalls: This
very cut-and-dry approach leaves little room for inspiration or
experimentation, which can result in a lack of passion or resentment from
employees for being micromanaged.

Uncertainty is the definitive trait of progressive corporate culture,
because employees often do not know what to expect next. Mergers,
acquisitions or sudden changes in the market can all contribute to a
progressive culture. “Customers” are often separate from the company’s
audience, because these companies usually have investors or advertisers to
answer to.

But it is not all doom and gloom. A major transition can also be a
great chance to get clear on the company’s shifted goals or mission and
answer employees’ most pressing questions. Managing expectations and
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addressing rumours that pop up through constant communication are the
best things a company can do to prevent employees from fleeing or
cowering. Change can be scary, but it can also be good, and smart
employees know this. They embrace change and see it as an opportunity to
make improvements and try out new ideas. And hopefully, they rally their
colleagues to get on board.

LinkedIn’s $1.5 billion acquisition of Lynda.com is one recent
example of companies in transition. Ultimately, it’s a match that makes
sense — the companies’ goals are in alignment with one another, and
LinkedIn’s users benefit from the partnership. LinkedIn still has a lot to
prove to its stockholders (their shares fell after the company attributed its
annual revenue forecast to the acquisition), and it recently reorganized its
sales team and changed its advertising methods. But by being
straightforward and showing how these changes will ultimately lead to
greater benefits, both LinkedIn and Lynda.com can thrive.

Possible pitfalls: Progressive culture can instil fear in employees for
obvious reasons. Any change in management or ownership —even if it is a
good thing for the company — is not always seen as a good thing.
Communication is crucial in easing these fears. It is also a good
opportunity to hear feedback and concerns from employees and keep top
talent engaged [52].

Discussion questions:

1. The notion of corporate culture.

2. Unconventional corporate culture.

3. History of corporate culture.

4. Globalization and internationalization in culture development.
5. Examples of contemporary corporate cultures.

6. Characteristics of successful corporate cultures

7. Categorisation of corporate culture.
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8. Team-first corporate culture

9. Elite corporate culture.

10. Horizontal corporate culture.
11. Conventional corporate culture.
12. Progressive corporate culture.

Lexical Quest

Grammar Quest

1. In what way does the corporate culture
determine a company’s management and
employees’ interaction?

2. How many terms that relate to a
companies’ culture can you enumerate?

3. What are the main differences between
team-first corporate, elite corporate and
traditional companies?

1. When do we use
the past perfect?

2. How do we form
the past perfect?

3. Which are the
most common  time
expressions in the past
perfect?

SO WE GET TO DRESS

WE NEED TO FOSTER CASUALLY, WORK FLEX

MORE OF A START—UP HOURS, FEEL THAT OUR
CULTURE TO DRIVE WORK IS VALUED, AND
INNOVATION, ;

GET EQUITY IN THE
COMPANY?

N

WHAT WOULD BE THE
NAME OF A CULTURE
WHERE PEOPLE WORK
HARD BUT DONT GET
ANY OF THOSE THINGS
YOU JUST MENTIONED?
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PRACTICAL COURSE

HONCOECOENOERONRONCONECOEROEREOEOECOERECORCORCORCOECE .
Lesson I:

The Global Language of Business

Exercise 1. Put the verb into the correct form, past simple or past

participle:

1. British colonialism (spread) the English language
around the globe as it was administratively imposed on the non-English
speakers in these colonies. 2. English (start) to become

increasingly influential on the world-scene at the beginning of the
Twentieth Century. 3. The Versailles Treaty of 1919 was
(draw) up not only in French, but also in English. 4. The USA’s powerful
political, military and economic position in the second half of the
Twentieth Century (mean) that English
(become) the main language of communication in such organisations as the
United Nations, the IMF, UNESCO, OXFAM, NATO and Save the
Children Fund. 5. The following facts from the British Council website
reveal the current widespread use of English: English is
(speak) as the first language by more than 350 million and as the second
language by around 375 million speakers. 6. Around 750 million people
are (believe) to speak English as a foreign language.

7. As many businesses are (do) in English between
people who are not necessarily native speakers of the language, a
(simplify) version of English is now emerging. 8. This
version is sometimes (call) ‘standard’ or ‘international’
English. 9. This new type of English for business purposes is
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(trim) of all the non-essential grammatical structures and
has a reduced common vocabulary. 10. Phrasal verbs such as ‘go on ‘ and

(4

‘set up’ are not (see) as important as ‘continue ‘ and
‘create’, for example, and knowledge of the difference between the present
perfect and the past simple is no longer a priority in the English language

training classes.

Exercise 2. Fill in the blanks with appropriate words:

in order to allocate improbable employees
responsibility | decline replace colloquial efficiently
prevalent communication-friendly emerging

1. Due to the fact that Business English is so important, companies
require increasing numbers of their to have knowledge of
this language. 2. This knowledge is no longer the preserve of people in
positions of ; technicians who have to phone for support
in another country and receptionists who receive foreign delegations also

need to be able to do certain parts of their jobs in English. 3. Companies
therefore a proportion of their training budgets to business
English courses. 4. This more diverse demand has led to the development
of training courses which specialise in exactly what the delegate needs to
know be able to function correctly at work.

5. The primordial objective of the business person using international
business English is to communicate and effectively. 6.
Native speakers with their fast delivery, expressions and
unclear pronunciation are feared in the business place as they have become
the most difficult people to understand. 7. The result of this is that native
speakers may have to start learning how to speak a more
form of their own language — i.e. international English.

8. According to a recent BBC article, US economic, military and
political dominance is likely to over the next two decades.
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This change shows that the situation that made English into the
international Business language is going to change in the future. 9. Will
this mean that another language will English as the new
language of international business communication? 10.1t is
as Chinese, for example, is such a difficult language to
learn and does not have the same world-wide spread as English.
11. Another
substantially in everyday life. It is also true to say that International
English is easier to learn than other forms of English such as British
English or American English. 12. The result is that this standardised
international version of English will become more and more
In international business.

economy, India, already uses English

Exercise 3. Give English equivalents of the following words and
word-combinations.

HaJ3BUYalHO BILUIMBOBUU,
NIMPOKE BUKOPUCTAHHS;
CIIPOIILIEHA 3araJibHA JIEKCHKA;
30UIBIIEHHS KIJIBKOCTI,

PI3HOMAaHITHI TOTPeOH;

® HOCIH MOBH,

e [ICPIIOYEPIOBE 3aBAAHHS;
® OIIAaHOBYBAaTH MOBY;

e ycrix y Oi3HecH;

® [PYHTOBHE PO3yMiHHSI.

Exercise 4. Match _the English _words _with _their __UKrainian
equivalents.

improbable He3anepeUHUH

fluency BiINOBI1THUAM

interconnectivity pe3yabTar

undeniable 3amac

appropriate B3a€MO3AJIEKHICTh

supply HEIPaBIOIIOAiOHMI

outcome BUILHE BOJIOIIHHS
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Exercise 5. Make up logical pairs and use them in sentences.

to be proficient enable suppliers to do work efficiently
to put time and energy language to communicate in

the need for a common to | on special vocabulary

have a high impact privilege into a basic requirement

Business English focuses | vocabulary and jargon used in articles
to transform from an elite | in English

Business English skills on your career

to encounter specialised into perfecting Business English skills

Exercise 6. Answer the following guestions:

1.Why do some people consider speaking a second language as a
huge advantage?

2.How many people study English as a mother tongue and as a
foreign language?

3. Where is Business English actively used?

4.Can you enumerate the nations where the English language is
official? If yes, then do it.

5.Which of the largest international companies use English as a
common corporate language?

6.Why is the importance of prompt and appropriate forms of
communication by Business English means is increasing rapidly today?

7.How can you define Business English within the general studies of
English?

8.What similarities exist between general English and Business
English?

9.What do linguists mean by core skills of general English necessary
for improving your business English?

10.Where and when is Business English required?

11.1s Mandarin Chinese becoming the preferred language of business?
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Why?

12.How many native-born Americans can speak a second language?

13.How many citizens of the European Union speak a second
language?

14.How many native English speakers are currently teaching in
China?

15.Who speak English better: men or women?

16.In which way can we improve mastering English in a working
environment?

Exercise 7. Look through “The Importance of English in the
Business World” on pages 7-12 one more time. Read and say whether
the statements are true or false. Correct wrong sentences.

1. Geographically Chinese is the most widespread language on Earth,
second only to English in the number of people who speak it.

2.350 million people use English as native speakers.

3. Sailors, air traffic controllers and pilots speak Business English at
all international airports and ports.

4. The main similarities between general English and Business English

reveal themselves in the use of specialised vocabulary and jargon.

5.English is an official language on the Cook Islands, in Barbados,
Bermuda, Fiji, Singapore and Uganda.

6. Fluency, listening, reading and writing are distinguished among
core skills required in acquiring Business English.

7. According to the British Congress’ report two billion people will be
studying English by 2020.

8. The National Journal reports that 56% of the European Union’s
citizens can speak a second language compared to only 10% of native-born
Americans.

9.EF’s study confirms that men master English worse than women —
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in almost every country worldwide.

10. The most efficient tip for improving the English language
knowledge is travelling to the USA, Great Britain, Canada, Ireland
Australia and New Zealand.

Exercise 8. Complete the following sentences:

1. Approximately 1.5 billion ...

2. English is the language of the web ...

3. English is the official language of ...

4. Daimler-Chrysler, Nokia, Renault, Samsung and Technicolor ...

5. Good English skills are like ...

6. You need to be proficient in English, if you ...

7.Due to the use of specialised vocabulary and jargon ...

8. The ability to speak a foreign language is clearly important for ...

9. Both the Finnish telecom concern Nokia and the German business
software company SAP ...

10.Today American English is particularly influential due to ...

Exercise 9. Solve the crossword:

Across:

1. A person employed for wages or salary, especially at non-executive
level.

2. A person’s condition with regard to their psychological and
emotional well-being.

3. The state or fact of continuing to live or exist, typically in spite of
an accident, ordeal, or difficult circumstances.

4. Make an effort to achieve or complete a difficult task or action.

5. A person who greets and receives guests, clients, visitors, and deals
with their bookings.

6. Special words or expressions used by a profession or group that are
difficult for others to understand.
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7. Assistance, approval, encouragement, or comfort.

Down:

1. The main language that you learn as a child.

2. Formal discussions in which people or groups try to reach an
agreement, especially in a business or political situation.

3. The words that someone speaks to an audience.

4. A condition or circumstance that puts one in a favourable or
superior position,

5. A powerful effect or a great influence.

Exercise 10. Put the words and word-combinations in the right order
to make up sentences.

1. cultures. / has / multiple members / different / fostered / among /
of / Globalization / interactions

2. will / modern / English Business communication / foreseeable /
that / is / technologies, / Internet and the Web / unimaginable extremes. /
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It/ to / intensify

3. where / a globalized / essential. / flow / borders, / a good / across /
of / English /is / In / world, / money and trade / command

4. language. / essential language / is / become / English / for / has /
an / it/ commonly / since / communication / the / used / most

5. improve / give / Learning / worldwide harmony. / English / can /
opportunity / meet and understand / one another / people / the /to / to/

6. helps / scholarships, internships, new experiences and knowledge
sharing. / understand / new cultures / English / access / people / and have /
to

7. in [ the research, / earn / According / to / use / on average, /
people / who / 8% more. / English / jobs / their /

8. international / many / language. / spoken / native / English /is / in /
foreign countries / as / both / as / language /an /a/and

9. one / people. / has / official language / India, / English / over /is /
of / which / billion / the

10. commerce. / English / the / Europe / predominant / international /
Outside / is / language / of

Exercise 11. Choose three of the following proverbs, gquotations and
sayings about language and comment them:

1.“The strength of a person is in his intelligence and his
tongue” (Arabic).

2.“To learn a language is to have one more window from which to
look at the world” (Chinese Mandarin).

3.“As many languages you know, as many times you are a human
being” (Pavlo Tychyna).

4.“As a hawk flieth not high with one wing, even so a man reacheth
not to excellence with one tongue” (Roger Ascham).

5.“When you travel without knowing English, you have an idea of
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what it’s like to be deaf, dumb and stupid” (Philippe Bouvard).

6. “When you’re selling and I’'m buying, we speak German. But when
you’re buying and I’'m selling, then we speak your language” (attributed to
Willi Brandt).

7.“Knowledge of languages is the doorway to wisdom” (Roger
Bacon).

8.“No man should travel until he has learned the language of the
country he visits. Otherwise he voluntarily makes himself a great baby, —
so helpless and so ridiculous” (Ralph Waldo Emerson).

9.“Language embodies the intellectual wealth of the people who use
it” (Kenneth Hale).

10.“Language is the armory of the human mind, and at once contains
the trophies of its past and the weapons of its future conquests” (Samuel
Taylor Coleridge).

11.“Americans who travel abroad for the first time are often shocked
to discover that, despite all the progress that has been made in the last 30
years, many foreign people still speak in foreign languages” (Dave Barry).

12.“One must turn the tongue seven times in the mouth before
speaking = Think before you speak” (French).

13.“A word becomes a seed = what you say is what you
get” (Korean).

14.“Beware what you say, when, and to whom” (Latin).

15.“Your choice of words is important, but more important is your
choice of language” (Norwegian).

16.“One who speaks only one language is one person, but one who
speaks two languages is two people” (Turkish).

Exercise 12. Translate into English:
1. I'moGamizaniss mpu3Beda J0 3HAYHOTO 3POCTAaHHS MiKHAPOIHUX

TOPrOBUX Ta €KOHOMIYHMX MOXJIHMBOCTEH. 2. OCKIJIbKH OI3HEC CTa€ BCE
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OUIbII TI00ATBHUM, CIUIKYBaHHS JIJIOBOIO 1HO3EMHOKO MOBOIO BiJirpae
Jy’)K€ BAXJIMBY POJIb Y HAJIAro[KE€HHI KOHCTPYKTHMBHOI CIIIBIIpalll Ha
MDKHApOAHOMY piBHI. 3. YCHilIHI KOMIaHIi MOCTIMHO IIYKalOTh MUIAXIB
IUISL TOTO, 00 BHUPI3HATHUCS BlJ KOHKYPEHTIB W OTpUMAaTH KOHKYPEHTHY
nepeBary. 4. B arpecuBHOMYy JIJIOBOMY CBITI 0OaraToHalllOHAJIbHI
Kopriopaliii MmoTpeOyloTh MpaIliBHUKIB, SKI 374aTHI  CIUIKYBaTHCS
1HO3EMHOIO0 MOBOIO Ta €(DEKTUBHO CITIBIIPAIIOBATH.

5. HegoctaTHiili AOCBIJ CHIJIKYBaHHS MOXK€ HEraTHBHO ITO3HAYUTHCS
Ha 3arajlbHOMY Bpa)X€HHI MpO opraHizauii. 6. Bigrak mianpueMmcTBam
HEOOX1THO 30CEpPeIUTH 3yCHIUIS Ha 3amMpOBa)KEHHI TJI00aTbHOI MOBHOI
cTpaTerii sl TOJIETIIEHHS JUIOBOTO CHUJIKYBaHHS 3 TapTHEpamu,
3aMOBHUKaMU Ta MpalliBHUKAMH.

/. AHrmiicbkka MOBa HaOyJla BEJIMKOrO MOIIUPEHHS Y CBITI TOPTiBIl Ta
KOMEpIIii yNpOJOBX OCTAHHIX JBOX JAECATHIITh. 8. BinMiHHI 3HaHHS 3
JJI0BO1 aHTJIIACHKOI MOBHM CTajd KWUTTEBO HEOOXITHUMHU JUIsl YCHIXY B
Oynp-sikiii  kap’epi. 9.V cyudacHoMy O0i3HEC-OpIEHTOBAaHOMY  CBiTI
aQHTJIIACHKY MOBY IIIMPOKO BUKOPHUCTOBYIOTH SIK OCHOBHHUU 3aci0
CIIJIKYBaHHS B MAJIOMY O13HECI Ta BEJIMKUX KOPIOPATUBHUX OpraHi3alisx.

10. Anrmiiicbka MOBa BUKOPUCTOBYETHCS sIK o(iliiiHa MoBa B OUIbII
HDK 70 kpainax. 11.BiibHe BOJOAIHHS aHTJIIACHKOIO MOBOIO, SIK
MMCbMOBOIO, TaK 1 PO3MOBHOIO, BIJITpAa€ BaXKIWUBY poOjib Yy Oararbox
acreKkTax KOpIIOPAaTUBHOIO >KUTTA BiJ 3a0e3MeueHHs 3alHITOCTI [0
CIIUIKYBaHHS 3 KJII€HTaMU Ta JOCSTHEHHS KOHCTPYKTHUBHMX JIJTOBUX
MapTHEPCHKUX BIAHOCHH Yy BChOMY CBITi. 12. AHrmificbka MoOBa craja
HACTUIbKU TIJ100aJbHOK MOBOIO JJIsI O13HECY B YChOMY CBITI, III0 BOHA €
CTaHJIApPTHOIO O(MIilIfHOIO MOBOI B JIESKUX Taly3sX, TaKuxX K
Cy/JHOIUIaBHA Ta aBialiiiHa npomuciioBocti. 13. /[itoBa aHrmilickka MOBa,
SK 4YacTHWHA KOPIOPAaTHBHOI KYyJbTYPH, BIJKpHE HOBI PHUHKH s
TpaHCHAIIOHAJIBHUX KOPIOpaIliid Ta T03BOJISIE IM IHTETPYBAaTH 1HO3EMHI
3M00yTKH.
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Lesson 2:

The Organisation of Business

Exercise 1. Read the sentences. The italicized words are probably

familiar _to you in _general English. But can you think of a different
meaning for each word in business English? Change the form if
necessary.

1. Wellington is the capital of New Zealand.

2. People who consume too much food become overweight.

3. After her return from vocation, she feels much better.

4. The magnum has been fired four times.

5. It will do you good to take some activities.

6. We can buy fresh fish in the market on Tuesdays.

7. They went to see an admirable production of Romeo and Julia at
the theatre last weekend.

8. He is hoping to get promotion in his job next year.

9. I’m afraid I won’t eat raw oysters.

10. Is here a bus service on Saturdays?

Exercise 2. Read the extract of a _magazine interview with Dave
Ortiz, the owner of Sport Way. Complete sentences using the italicized
words from exercise 1 and changing the form where necessary.

1.1 am the director of Sport Way, a company which sells sports
. 2. In my opinion, businesses must understand the wants

of . 3.1 believe that workers who are idlers should be
. 4. Leisure and sports are hastily growing
industries. 5. As a consequence, the for sports equipment

IS increasing. 6. Many sports shops are conducting a rather effective
campaign for our running shoes these days. 7. In order to
produce more sports shoes, my factory requires more

materials. 8. Moreover, the department needs to raise the
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number of shoes which are made. 9.1 am also seeking businessmen to

invest more

to receive good

in my company. 10. Surely, they will be able
on their investments.

Exercise 3. Give English equivalents of the following words and

word-combinations.

® aKTUBHU;
® OTPUMATH JIO3BLT,
e BecTH O13HEC;

® OIIOJIATKYBAHHSI,

OIHOOCIOHA BJIACHICTB,

Exercise 4. Match

the English words with

BUMOTH I10JI0 PEECTpAIlii;
M1NPUEMHUIIBKA OpTraHi3allis;
IpaBOBa BIJAMOBIATbHICTb;
oOMe)keHa B1AMOBITAIBLHICTE,

CCPCAHBOCTATUCTHUYHA JIFOAWHA.

their Ukrainian

equivalents.
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state entities

shared profits
overarching goals
business relationship
business obligations
tax returns
day-to-day operations
a single entity
taxation benefits
legal separation

MIPaBOBUH PO3IOIILIT
MOBEPHEHHS MMOJIaTKIB
3000B’s13aHHS M1ANPUEMCTB
Jep>KaBHI MiANPUEMCTBA
€IUHE I11J1e

MiJIBIOBE OMOJATKyBaHHS
BCEOXOIUTIOOYI LTI
MOBCSIKJEHHA TISUIbHICTh
3araJibHUM NMpuOyTOK

JIIJIOB1 BITHOCUHH

Exercise 5. Make up logical pairs and use them in sentences.

to be engaged in
to borrow

to remain

to fulfil

a charitable mission

the goals and objectives

personal assets

resources and money to the business



to protect commercial and industrial activities
to exchange considerations a sole proprietor

to sell as a single entity

to contribute capital to begin operations

to achieve goods and services for profit

to act together for the corporation’s common stock

Exercise 6. Answer the following questions:

1. How can you define “business”?

2.When does a business generally begin?

3. What do businessmen consider the most valuable assets of a firm?

4. Which document contributes to detailing a business’s goals and
strategies for achieving them?

5.Why is it important to determine the legal structure of the business?

6. What are the most common business structures?

7.1n which way may a company describe its business?

8.Who is responsible for all profits, losses, assets and liabilities in a
sole proprietorship?

9. Why are sole proprietorships not ideal?

10. What is the main advantage of a limited liability company?

11. What is the main advantage of a sole proprietorship?

12. How much do you need to pay if you adopt the LLC structure?

13.How many types of corporations do you know?

14.What is the difference between a corporation and a partnership?

15. Who usually uses LLPs and why?

Exercise 7. Look through the “Notion of Business” and “Forms Of
Business Organization” on pages 14-19 one more time. Read and say
whether the statements are true or false. Correct wrong sentences.

1. A business is an enterprise, which buys or sells products or services
for money.
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2. For-profit business entities operate to fulfil a charitable mission.

3. A sole proprietorship is a unincorporated business owned by one
individual, making it the simplest form of business to start and operate.

4.In a sole proprietorship each partner contributes resources and
money to the business and shares in the profits and losses of the business.

5.1n a corporation shareholders act together as a single entity.

6. The disadvantages of a sole proprietorship include: an owners can
establish a sole proprietorship instantly, easily and inexpensively; a sole
proprietorship carries little ongoing formalities; a sole proprietor do not
need to pay unemployment tax on himself, although he must pay
unemployment tax on employees.

7.Sole proprietorships sometimes put owners’ personal assets at risk
because their owners are subjects to unlimited personal liabilities for the
debts, losses and liabilities of the business.

8.In contrast to a sole proprietorship, a limited liability company
provides protection of the owner’s personal assets from financial liability.

9. A C corporation is considered a “pass-through entity”’, which means
the business itself isn’t taxed. Instead, income is reported on the owners’
personal tax returns.

10. In a general partnership any partner can make decisions that affect
the whole business.

11. The LLP structure does not protect each partner’s personal assets
and each partner from debts or liability incurred by the other partners.

12. LLPs are most commonly used by professionals such as doctors
and lawyers.

Exercise 8. Complete the following sentences:

1. The form of business organization will ...

2. A sole proprietor structures the business in such a manner ...
3. All profits, losses, assets and liabilities ...
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4. A good business insurance policy can provide ...

5. The ease with which business decisions can be made ...

6. The limited liability company’ business structure protects ...

7.The there are no special ...

8. For establishing a corporation or an LLC you need to take such
steps as ...

9. General partners in an LP remain ...

10. If the corporation has shareholders ...

11. S corps avoid ...

12. The abbreviation “IRS” stands for ...

Exercise 9. Solve the crossword:

ACross:

1. The work of buying or selling products or services for money.

2. An important piece of work that a person or group of people has to
do for a government or large organization to help people who are poor or
ill, or who need advice and support.

3. Items of property owned by a person or company, regarded as
having value and available to meet debts, commitments, or legacies..

Down:

1. A person who purchases goods and services for personal use.

2. A reqgular gathering of people for the purchase and sale of
provisions, livestock, and other commodities.

3. An official document giving someone authorization to do
something.

4. Wealth in the form of money or other assets owned by a person or
organization or available for a purpose such as starting a company or
investing.

5. A situation in which some people do not have work and do not have
an income.
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6. A thing that is compulsory; a necessary condition.

7. Dismiss an employee from a job.

8. Someone who owns shares in a company.

9. An act or course of action to which a person is morally or legally
bound; a duty or commitment.

Exercise 10. Put the words and word-combinations in the right order
to make up sentences.

1. organized / taxed. / The / ownership / determine / form / is / of /
will / business / and / your / how /

2.0f / to / simplest / sole / form / proprietorship / the / organise. /
business/ A/ is

3. operating / There / United States and Canada. / proprietorships /
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the / are / sole / in / 20 million / over

4.any / personally responsible / proprietorship / owner / for / a / the /
the / is/ debts or liabilities / incurred / by / business. / In / sole

5. don’t even / to start / sole / business name / If / you / you / operate /
your / your / business / proprietor. / under / your / own name / need to
register / a / operating / as

6.owns / A / proprietor / 100% / makes / the / and / of / all the
decisions. / sole / business

7. its simplicity, ease of setup and nominal cost. / A / sole / enjoys /
great / because / proprietorship / popularity / of

8.a / secure / trade name / only / needs / for business. / proprietor /
register / local licenses /and / A/ sole / to / to / get ready

9. name. / signs / typically / The / of / sole / a / proprietorship / in /
contracts / his/ own / owner /

10. in / proprietors / raise / selling / an / business. / Sole / cannot / by /
interest / capital / the /

Exercise 11. Choose three of the following guotations about the
organisation of business and comment them:

1.“A satisfied customer is the best business strategy of all” (Michael
LeBoeuf).

2.“Our work is the presentation of our capabilities” (Edward Gibbon).

3. “Making money is art and working is art and good business is the
best art” (Andy Warhol).

4.“Business has only two functions — marketing and innovation”
(Peter Drucker).

5.“Have the end in mind and every day make sure your working
towards it” (Ryan Allis).

6.“The function of leadership is to produce more leaders, not more
followers” (Ralph Nader).
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7.“Paying attention to simple little things that most men neglect
makes a few men rich” (Henry Ford).

8. “Formal education will make you a living; self-education will make
you a fortune” (Jim Rohn).

9.“Success is walking from failure to failure with no loss of
enthusiasm” (Winston Churchill).

10. “Stopping advertising to save money is like stopping your watch
to save time” (Henry Ford).

11. “We are what we repeatedly do. Excellence then is not an act but a
habit” (Aristotle).

12. “What the mind of man can conceive and believe, it can achieve”
(Napoleon Hill).

13. “Failure defeats losers, failure inspires winners” (Robert T.
Kiyosaki).

14. “Expect the best. Prepare for the worst. Capitalize on what comes”
(Zig Ziglar).

15. “A goal is a dream with a deadline” (Napoleon Hill).

16. “If you can’t feed a team with two pizzas, it’s too large” (Jeff
Bezos).

Exercise 12. Translate into English:

1. 3anexHo Bif BUAY W MacmTaliB MisUTBHOCTI KOMIIaHII O0OMparoTh

HaOUTeII TpuAaTHy ¢dopMy BiacHOCTI. 2. [IpaBuibHUN BUOIp dopmu
BJIACHOCTI € YK€ BaXJIMBUM JJIsi O13HECY, OCKUIbKM (popMa BIACHOCTI
BH3HAYaTUME CTYITIHb BIAMOBITAIBHOCTI Ta PO3MOALI MPUOYTKY, CHCTEMY
OMOJATKyBaHHSA ¥ MOXJIHMBICTh ONTUMI3AIlli, chepy AISIBHOCTI Ta CymMy
iHBecTuliil. 3. Tpu nomymnsipHi GopMH — 11€ 1HIUBIyaTIbHE T1NPUEMCTBO,
TOBApUCTBO 3 OOMEKEHOI  BIANOBIAAJIBHICTIO Ta MHapTHEPCTBO.
4. lHauBIlyaJdbHE MIANPUEMCTBO — 1€ HaWmpocTima gopma Oi3HeCy, i

AKOI XapaKTepHa MaKCUMaJIbHO CIIpOIEHA TMpoleaypa BIIKPUTT.
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5. BacHUKOM 1HIMBiIyaJIbHOT'O OI3HECY € OJHa JIIOJIMHA — MEHEJKEp.
6. Axmo Bu kepyere cBoim 0i3HECOM BiJ CBOTO iMEHI M Ha CBIM PHU3HK, TO
Bam HaBiTh HE MNOTPIOHO peecTpyBaTu CBO€ mignpueMctBo. 7. 100
MOYaTH MPAITIOBATH K MIPUBATHUM M1AMPUEMELTD, TOCTATHBO MOAATH 3asBY
PO PpEECTpaIlil0 B TMOJATKOBY CIYKOy 3a MICIIEM MPOKUBAHHS.
8. [nnuBiyanpbHUM MiAIpPUEMENb HECe TIOBHY BIJANOBIAAIBHICTh 34
3000B’s3aHHAMH KoMmaHii. 9. JIjasg OLIBIIOCTI BHUIIB IiSJIBHOCTI HISKHUX
J03BOJIIB Ta JIIIEH31M Ha iX MpPOBEICHHS He BHMaraerhcs. 10. MaiiHo
IHIUBITyIPHOTO MIANPUEMIISI TaKOX MOXe OyTH KOH(]ICKOBAaHE K

KOMIIEHCAITis 3a OOpTH.

Lesson 3:

Launching and Managing a Business

Exercise 1. Complete the text with an appropriate form of the verbs
In_present simple or present continuous.

1. Repsol (expand) its operations in Latin America
at the moment. 2. Following a takeover in 1999, Repsol now
(own) YPF, the biggest industrial company in Argentina.
3. YPF (produce) and sells oil and gas in seven South
American countries, Indonesia and the USA. 4. Repsol also has a 67.86%
share in the Argentinian oil company Astra C.A.P.S.A., which
(specialize) in oil exploration and production.

5. The new Repsol YPF company (have) a worldwide
production capacity of 1.2 million barrels of oil per day, of which 364,000
barrels are produced in Argentina. 6. As for distribution, Repsol YPF
(sell) its petrol in a network of about 3,300 service
stations in Argentina, compared with 800 before. 7. Sales
(be) usually very high in these stations. 8. At the same time the
Argentinian petrol market (grow) very quickly, so the
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prospects for further expansion are very good.

9. Currently, Repsol YPF (help) Latin America to
discover its cultural history. 10. It (sponsor) a special
community programme which (research) the traditional

music of Latin America from the 16" to the 19" century.

Exercise 2. Fill in the blanks with appropriate words:
shares received divided announces called

contribution profit shareholders limited interest

1. Four pals, Adrian, Robert, Dave and Steve, have started a
company in the USA. 2. They perform as
and investors. Robert invested 40 000 dollars. Steve put in 20 000 dollars.
3. Adrian’s was 110 000 dollars, the capital of Dave being
30 000 dollars. 4. The company is

ARDS Ltd.
$200 000
(200000x$1)

5. Adrian owns 55% of the . 6. He 1s the majority
shareholder and has a controlling . The company’s capital
(the money it uses for buying goods and equipment) is 200 000 dollars.

7. The company’s capital is into 200 000 shares of 1
dollar each.

8. 1 dollar is the nominal value of each share. Dave owns 30 000
shares. The nominal value of his shares is 30 000 dollars. After a year, the
company makes 30 000 dollars . This is divided between
the shareholders. 9. The company a dividend of 20 cents
per share (40 000 dollar profit — 200 000 shares).

10. Dave 6 000 dollars (30 000 shares x 20 c.).
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Exercise 3. Fill in the blanks with appropriate words:

price creditors private liquidation public
shareholders dividends liability trading property

1. When a limited company has started , people do not
invest in shares by giving more capital to the company. 2. People buy them
from one of the 3. 0f it is a limited
company, a shareholder can only sell shares if all the other shareholders
agree. 4. If itis a limited company, shares can be bought
and sold freely, usually at a Stock Exchange. 5. If the company is doing
well and paying high , then you might pay more than the
nominal value of the shares. If it is doing badly, you might pay less than
the nominal value of the shares. 6. The you pay at the
Stock Exchange (or to a shareholder) for your shares is their market value.
7. If the company fails, it will stop trading and go into
8. This means that all the company’s and equipment (its
assets) must be sold and the money from the sale will be used to pay its
debts to its creditors. The shareholders may lose the money they paid for
the shares. 9. If the company still does not have enough money to pay all
its debts, the shareholders do not have to pay any more money. In other
words, the shareholders’ for debts is limited to the value
of their shares. 10. On the other hand, if you are an owner of a business
which is not limited, for example a sole proprietorship (owned by one
person) or a partnership (owned by between 2 and 20 people) and your
business fails, you will go bankrupt. In this case you might have to sell
your own private possessions (your house, car, furniture, etc.) to pay all
your . In other words, sole proprietors and partners have

unlimited liability for their firm’s debts.
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Exercise 4. Give English equivalents of the following words and

word-combinations.

® aKI[IOHED;

® OIJlauyBaTH OOPrH;
® pIYHUI 00IT;

e (oHg0Ba OIpKa,;

® TOPTiBIIA;

Exercise 5. Match the

HOMIHAJIbHA BapTICTh;

KOMIIaHIsg 3 00MEKEHOIO BIIITOBITAIBHICTIO;
3aCHYBAaTH KOMIIAHIIO;

BIJIKpMBATH HOB1 MOKJIUBOCTI;

OCHOBHHI BIJICOTOK aKI[IH.

English words with their UKrainian

equivalents.
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to repay

to save costs

to take on

to cover the costs

a sole trader

to incur debts

to overlap with

to address challenges
to be familiar with

a top manager

BUPIIIIyBaTH MPo0OIeMU

MaTHu 3a00proBaHICTh
KEPIBHUK BHIIO1 JIAHKH
HaiiMaTu (Ha CcIyx0y)
JaCTKOBO 301ratucs 3
1HIWBIyaJIbHUN MATPUEMEITH
OyTH 3HallOMUM 13
BIJIIIKOJIOBYBATU 30UTKU
CKOpPOYYyBaTH BHUIATKHU

MMOKPUBATH BUTPATH

Exercise 6. Make up logical pairs and use them in sentences.

to be suitable for

to trade shares

to classify businesses
to have enough income
to be closely involved
to pay staff and

to deal with

by what you do

as small and medium-sized enterprises
in the day-to-day running of the business
if your business fails

on the stock market

out of the personal income or assets
measuring the size of business



to pay the losses or debts | new competition or business legislation
to differ obviously to cover the costs
to go bankrupt all the bills

Exercise 7. Answer the following guestions:

1.What is necessary to do to set up a limited company in the USA?

2.What capitals did the four men invest in the limited company?

3.Who was the majority shareholder among the founders of the
company?

4.Why did Adrian have a controlling interest in the company?

5. What dividend did the company announce after a year of activities?

6. What can shareholders do if a company is limited?

7.Where can people buy the shares?

8. If the company does well, how will you pay for the shares?

9. What will the companies do if they fail?

10. Why are some companies called “limited”?

11. In which case do we call companies “unlimited”?

12. For what and to whom are the founders of a company responsible
in the event of the company’s liquidation?

Exercise 8. Look through the “Different Types of Business”
(page 20) one more time. Read and say whether the statements are true
or false. Correct wrong sentences.

1. A small retailer, a web design company, a hairdresser’s, a small
catering business, a vegetable stand and a drugstore are examples of micro-
businesses.

2. An annual turnover can be defined as the total value of sales made
over the period of a year.

3.The size of annual turnovers is one of two measurements, which
makes a company multinational.

4. Large organisations feel a real need for many layers of management.
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5.Economists distinguish only three sectors of the economy as a
generally accepted classification.

6. Activities associated with primary economic activity include
forestry, grazing, hunting and gathering, fishing, and quarrying.

7. The secondary sector of the economy is also known as the service
industry, which sells the goods produced by the primary sector and
provides commercial services to the population and to businesses.

8. Sole proprietorships can raise their capital by offering shares to the
general public and trading their shares on the stock exchange companies,
but they cannot offer shares to the general public.

9.We call a sole trader an individual, who runs and owns the whole
business on his/her own.

10.Because limited liability companies have separate finances and are
legally distinct from their owners, shareholders have limited liability —
meaning that shareholders and owners are not personally liable for any
debits or losses incurred by their business.

Exercise 9. Complete the sentences. All the necessary clues you may
find in the texts above (pp. 48-50).

1. The money shareholders put into a business to buy equipment and
property so that it can start is called

2.0ne of the owners in a partnership is

3. The price paid for the shares when the enterprise starts trading is
their value.

4.To put money into a bank account or a business in the way it will
make a profit is to

5. The sole owner of a business is

6. To sell and buy goods is

7.Something belonging to a business or a person which they can

sell
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8. The owners of a limited company are

Q. Is your legal duty to your creditors.

10. The owner will go , If a sole proprietorship fails,

11.Ina company a shareholder can sell or buy shares
only if the other shareholders approve :

12.1n a limited company people buy and sell the

shares freely.
13. People usually buy and sell shares of public limited companies at
a exchange.

Exercise 10. Decide what kind of business you will start in the
following situations. You may suggest more than one possible way of
organizing the business. Give your reasons.

1. You and your spouse want to open a grocery shop in a small town.
There is only one already grocery shop in the town, whose owner is an old
lady. The money you need you can borrow from the bank.

2. Three couples have enough money to purchase a hotel in which they
are planning to work.

3. You want to retail vegetables and fruit from the stall at the market.
Your cousin can lend you 600 dollars to start the business.

Exercise 11. Choose three of the following gquotations about the
organisation of business and comment them:

1.“In the business world, everyone is paid in two coins: cash and
experience. Take the experience first; the cash will come later” (Harold
Geneen).

2.“A business that makes nothing but money is a poor business”
(Henry Ford).

3. “Business is a combination of war and sport” (André Maurois).

4.“The absolute fundamental aim is to make money out of satisfying
customers” (John Egan).
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5.“Corporation is an ingenious device for obtaining profit without
individual responsibility” (Ambrose Bierce).

6. “The first rule of any technology used in a business is that
automation applied to an efficient operation will magnify the efficiency.
The second is that automation applied to an inefficient operation will
magnify the inefficiency” (Bill Gates).

7.“Competition brings out the best in products and the worst in
people” (David Sarnoff).

8.“Trade is the mother of money” (Thomas Draxe).

9. “Your most unhappy customers are your greatest source of
learning” (Bill Gates).

10. “The trouble with a lot of merchants lies in their wild yearning to
steal somebody's copyright” (Edward Mott Woolley).

11. “Let’s be honest. There’s not a business anywhere that is without
problems. Business is complicated and imperfect. Every business
everywhere is staffed with imperfect human beings and exists by providing
a product or service to other imperfect human beings” (Bob Parsons).

12. “Give a man a fish and he will eat for a day. Teach a man to fish
and he will eat for a lifetime. Teach a man to create an artificial shortage
of fish and he will eat steak” (Jay Leno).

13. A verbal agreement is not worth the paper it’s written on (Bryan
O'Loghlen).

14.You can fool all the people all the time if the advertising is right
and the budget is big enough (Joseph E. Levine).

Exercise 12. Translate into English:
1. ToBapucTBO 3 OOMEXEHOI  BIANOBIJAIBHICTIO TMepeadoavyae

PIBHOMIpHUI PO3MOJILT BIJIMOBI A ILHOCTEN aKI[IOHEPIB 3a
3000B’3aHHSIMH KOMITaHI1i MPOMOPIIIAHO 7O IXHIX BHECKIB. 2. BigomocTi

npo HoOBY ¢ipMy TNoBUHHI Oyt 3adikcoBadi B PeecTpariiiHiii manari,
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TakoXX HEOOXIIHO TMPU3HAYUTH MIHIMYM OJIHOTO JHUPEKTOpa Ta
KBasliikoBaHOro cekpetaps. 3. Po3moain nmpuOyTKy BiOYBa€ThCS IMICHs
CIUlaTH  KopropaTuBHOro mnonaatrky. 4. ToBapuctBo 3 0OMEXEHOMO
BIIMOBIJIAJIBHICTIO TIPAlllO€ 3a CTATyTOM, MPUHHATHUM Ha 300pax BCiX
YYaCHUKIB, Ta 3aCHOBHHIIBKMM JOTOBOPOM, SIKMM  PETJIaMEHTYe
B3aEMOCTOCYHKM  3aCHOBHHUKIB. 5. YYaCHHKM  TOBapuCTBa  HECYTh
BIJIMOBIIAJIBHICTD 32 PE3YyJbTAaTH T'OCMOJAPChKO-(PIHAHCOBOI AiSIILHOCTI B
MeKax IXHiX BKJIaniB. 6. [lapTHEpcTBO — clinbHUN BUJ MiANPUEMHUIITBA
MDK JBoMa abo Oijgbplie ocob0aMH, SKI HECyTh TMOBHY COJAapHY
BI/IMOBIAJIbHICTD 3a 3000B’sI3aHHSAMM KOMIaHIi a00 y YacTKaX, BKJIAJCHUX
y kamitan ¢gipmu. 7. J[ng Mamoro 6i3HeCy MapTHEPCTBO XapaKTEpHE SIK
00’ e€IHaHHS 3YCHIIb KIJTBKOX MPHBATHUX 0Ci0 a00 4iIeHIB OmHIEl CIM’i, B
OCHOBHOMY 3 HEBEJIIMKHMM KaIliTaJlOM, 3 METOK CTBOPEHHS 3arajabHOi
crpaBd. 8. Xoua BCl MapTHEPU MHOAUISIIOTH OJHAKOBI PU3UKH y Oi3HEC-
orepailii, BOHU MOXKYTb HEPIBHOMIPHO pO3NOAUIATH NMPUOYTKU a00 30UTKU
nianpueMctBa. 9. [lapTHepchka yrona Bu3Hauae yacTky naprtHepa. 10. Ha
BIIMIHY BiJ] KOpIIOpalliii, IpuBaTHI NIAMPUEMIII HE 3000B's13aH1 TPOBOJUTH

300pH akiioHepiB a00 OpaTH y4acTh y TOJIOCYBAHHI 3 MUTaHb YIPABIIHHS.

Lesson 4:
Getting a Job

Exercise 1. Put the words and phrases from the list in the correct
columns.

Be unemployed, resign from a job, make a person redundant, be
retired, have a job interview, apply for a job, be out of work, look for a
job, write a CV, retire, fire / sack a person
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getting a job leaving a job not having a job

Exercise 2. Read the sentences. Paraphrase the underlined words
and word combinations using the phrases from exercise 1.

1. Brian reads magazines and newspapers every day. He is trying to
find a job.

2.1 have found a job | would like to get. | am going to make an
official request for it.

3. To apply for this job we need to write a document giving details of
our qualifications and the jobs we have had before.

4. She is very nervous! She is going to have a formal meeting at which
she will be asked some questions to find out if she is suitable for the job.

5. 1 don’t like this job. | am going to leave it.

6. As they had refused to follow the safety regulations, they were
made to leave their job.

7. Jenny was told to leave her job because she was no longer needed.

8. Next year Hannah is going to leave her job because she will be 60.

9. How long has your cousin been without a job?

Exercise 3. Give English equivalents of the following words and
word-combinations.

e apToOiorpadis; ® PE3IOME;

® OroJIOIIYBATH BAKAHCIi; ® CTYyMIHb 3 TYMaHITAPHUX HAYK;
e (hopMyJIFOBaHHS METH; e 30epiratu iHdopMalIlito;

® TCT-a-TET, e Jicp>KaBHA CIIyk0a;

® MOIIYK POOOTH; ® BUKOHABIII.
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Exercise 4. Match the words and phrases on left with their synonyms

on the right.

job hunting
curriculum vitae
to capture the interest
accomplishments
in event

personal

to focus on
unique
up-to-date
downsides

to be in touch
employees
enterprises
interaction

achievements

individual

obstacles

to catch the attention / eye
specific

workers

job search

businesses

a resume

corporation

in case

to aim at

modern

to possess contemporary knowledge

Exercise 5. Make up logical pairs and use them in sentences.

to catch the reader’s interest
to get better

to be able to tackle

to keep an eye

to take stock of

to make a career

to create a target

to make an official

to set up job alerts

to present qualifications

change

accomplishments in the career
with practice

and most relevant experiences
request for the job

problems intelligently

as regular email updates

from the first lines of the letter
on new job opportunities

list of potential employers
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Exercise 6. Answer the following guestions:

1. Why is job hunting considered as a complicated process?

2. What is the difference between solicited and prospecting letters?

3. How many pages does a resume usually include?

4.What does a candidate need to know to prepare a successful
resume?

5.When should a person send curriculum vitae to employer?

6. Which main types of CV are there?

7.What does “targeting the CV”’ mean?

8. How is it better to start your CV?

9. When does job hunting begin?

10.Where can we find out all information about available jobs and the

salary?
11. Are there any ways of researching companies? Speak in detail.
12.How long should a person wait to hear back the news from
employers?

Exercise 7. Fill in the blanks with appropriate words:
offered resume selected recruit

job ads interview applications accept

1. In 2018 Margaret Pesch graduated from the university and gained a
degree in telecommunications. But her first job hunting was very difficult.

She searched all on the internet and in the newspapers.
2. Margaret made lots of to various companies. 3. She
sent her to the largest telecommunications companies.
4. But most companies did not even invite Margaret for :
5.1t seemed they all wanted to candidates with job
experience. 6. After several months of job hunting, an investment
company in New Castle Margaret a place on a four-

month graduate training. 7. At the end of the four months trainee scheme,
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Margaret was the only person out of the twelve trainees to be
for a permanent job. 8. Margaret was obviously very

happy to

Exercise 8. Complete the diagram of the job hunting process with
the following words:
offers, invite, candidates, advertisement, apply, attend, rejects

Employers post a job ina
newspaper or on a website.

.

Job seekers for the post. J
The employers select suitable : J
The employers the candidates for

the interview.

.

The candidates the interview.

" 4

The employer the job to the most

competent candidate. .
The candidate accepts or the
offer.

Exercise 9. Match the extracts from the job advertisement on the left
with their definitions on the right:
Casual work atmosphere a) informal

b) without serious interest

Candidates must be a) ready to die for a company
deadline-oriented b) able to complete work on time
Candidates must be flexible | a) able to change to suit a new situation
b) able to bend easily
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Some overtime required a) additional time that you spend working
in your job

b) opportunity to stay after work for your
personal purposes

Apply in person a) find a person who can recommend you
b) come to the company to apply for a job

Seeking employees witha | a) a lot of different skills and special
wide variety of experience | knowledge
b) absence of practical skills and special

knowledge
Candidate must have good | a) ability to create problems
problem-solving skills b) ability to find ways of doing things

Exercise 10. Match the humorous interpretations with the
appropriate extracts from the job advertisements.

1. If you are old, ugly or fat, you will be told that the vacancy has
been filled.

2. You will be working for the company in chaos.

3. To dress nicely the salary is not enough.

4. You will need it to replace the four people who just left.

5. You will be asked to bend over and grab your ankles because there
Is so little space in the office.

6. You will be seven months behind the schedule on your first
working day.

7. Forget about weekends and your private life.

Exercise 11. Underline the correct word in the extracts for job
advertisements.

1.You need enthusiasm / enthusiastic and initiative to cope
successfully with the challenges of working in our proficient team.

2. A high level of managerial competent / competence is required.
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3. You should become an inspirational / inspiration for an outgoing
team of professionals.

4. They will teach you to be responsible / responsibility for your
decisions.

5. She is looking for persistent / persistence young people to join the
team. They will be given the chance to make their own decisions and to
talk with different people.

6. | am looking for the employees who are ready to work in a highly
competition / competitive atmosphere and face the challenges.

7. We offer a challenging career for those who have the experience
and skills to participate in the creative / creation of completely new
computer systems for the town council.

8. After 5 years of low unemployment rates and a robust economy, the
labour market is increasing in all sectors, from unskilled labours /
labourers to IT professionals.

9. The labour market shortage is so profound that local employers /
employees find it hard to get workers.

10. One of our local entrepreneur / enterprising offers extra benefits:
better work schedules and more time off.

Exercise 12. Work in_a small group. Read the application letter
written by Randy Holmes to the Four Seasons Hotel manager. Think
over improving it and write your own version. First of all, take into
account the job advertisement and the requirements below.

Four Seasons FHotel is voking for a receptionist

The candidate should have: administration and customer service skills, 1T
skills to work with computerised booking and payment systems, excellent
written and spoken communication skills, a friendly and professional
telephone manner, patience and-tact, the ability to stay calm under pressure
and look after several things at once. Please send your CV to the Human
Resources manager: Angela Ford by e-mail: angelaford@gmail.com
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Dear Angela Ford,

Last week | saw your advertisement and made up my mind to write. |
consider the job of a receptionist will be good for me. | am studying at the
university. At the moment, | am a 4th year student of hotel and restaurant
business and | would like to work in the Four Seasons Hotel. | have
already been to the hotel several times participating in the seminars and |
enjoyed it very much. | think it will be cool to work in your hotel! My
knowledge of German and English will be useful for communicating with
customers.

| have also worked in the Global Vacation Travel Agency for five
months and | must mention it was much more exciting than the job in my
sister’s book shop. Thus, | have some experience of dealing with annoyed
customers.

Enclosed, please, find my CV.

Yours sincerely,
Randy Holmes.

Lesson 5:
The World of Careers

Exercise 1. Write the phrases in the correct space in the table below:
| quite like; 1 hate; | really enjoy; | do not mind; I do not really like

*» 6 o 0 ¢ 0 ¢ 0

N | e ey |
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Exercise 2. Read the people’s thoughts about their work and match
the sentences with appropriate photos.

1. I quite like meeting guests and receiving visitors, but, as a rule, |
speak to them only for a few minutes on the phone, so it is more exciting
to meet them in person.

2. | do not really like being on duty at night. Occasionally | have four
or five night calls.

3. | really enjoy keeping up to date with emerging fashion trends as
well as general trends relating to fabrics, colours and shapes, planning and
developing ranges, working with others in the creative team. So this job is
ideal for me.

4. Although it is rather tiring, | do not mind travelling long distances,
because if | do not visit clients regularly, our competitors will poach them.

5. My job involves finding software solutions, but sometimes it is not
possible. | hate telling customers they have to invest in new hardware.

= i i <’
S\ T W s _, ‘ A
= Z= 9 y = ‘
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Exercise 3. Give English equivalents of the following words and

word-combinations.

® reHEPAIbLHUN TUPEKTOP;  ® TOJ0Ba MPABIIHHS,

® TIOCIIY)KHUU CIIUCOK;
e 1ITa0-KBapTHUPA,;
® KOJIETH;

® BIJ/I17T KaAPiB;

Exercise 4. Match the

e 3200pOHA HAa MOHATHOPMOBY pOOOTY;
e (hiHAHCOBUH JUPEKTOD;
® y OTPIOHOMY MiCIIl B MOTPIOHUH Yac;

® TIPOBOIUTHU JOCIIKESHHS.

English words with their UKrainian

equivalents.

public relations

to anticipate and satisfy
sales jobs

to confirm and persuade
to maintain and enhance
subsequent coverage
white-collar workers
blue-collar workers
shop floors

coaching

POOITHUKH 1IEXY

KOMeEpIIiiiHa TiSJIbHICTh
MIITPUMYBATH W PO3LIUPIOBATH
1eXu

THCTPYKTYBaHHSI

MIPOTHO3YBATH ¥ 3aJ10BOJILHSITH
3B’S3KH 3 TPOMAJICHKICTIO
MITBEPIKYBAaTH Ta MEPEKOHYBATH

MpaIiBHUKU 0iCy

MOIANBIIUNA PO3TIIAT

Exercise 5. Match the adjectives on the left with their definitions on

the right.
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ambitious
adaptable
patient
creative
persuasive
sensitive

to check the quality of the work regularly
to be able to produce innovative ideas

to be able to change people’s attitudes
not to get tired easily

not to mind changing the habits

friendly and open



outgoing to be able to work alone
independent not to get angry or annoyed quickly
attentive to details to think of other persons’ feelings
energetic to want to reach the top

Exercise 6. Fill in the blanks with appropriate words:
persuasive | creative | attentive to details adaptable | ambitious

energetic patient | good with figures outgoing sensitive

1. Mr. Evans often gets annoyed with his assistant. He is not very
. 2. We just refuse to install new software programmes.

We are not at all . 3. He is always tired, even in the
morning when he wakes up. He is not very . 4. Our
promotion manager is not good at coming up with original ideas. Frankly
speaking, he is not a person. 5. At the moment | am not

interested in getting a better job. As you may see, | am not
atall. 6. Tommy cannot even work out 2+2 without a
calculator! He is not . 7. Jennie always says wrong things
and gets people irritated. She is not a person. 8. The
partnerships manager and the head of human resources never win
arguments in meetings with the general director. They are not enough
. 9. She never corrects her spelling mistakes. She seems
not . 10. Howard seldom talks to his colleagues. Most of

the time he just sits silently at his desk. He is not

Exercise 7. Answer the following guestions:

1.Why is “business” considered as a comprehensive term?

2. How many business functions do you know?

3. What activities is the human resources department engaged in?
4.What is another name for the human resources department?
5.When does a problem mean nothing negative?
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6. Why does marketing try to explain the customers’ choices?

7.How can you determine the notion “marketing”?

8. Where are the people working in marketing involved by enterprises?

9. For whom do sales teams make money?

10.What do PR managers do?

11.How do we call people carrying out the work in an enterprise?

12.Where do most senior managers work?

13.Which of the industrial actions do employees take, when they are
not satisfied with their working conditions and pay?

14.What are the differences between white-collar workers and blue-
collar workers?

Exercise 8. Complete the following sentences:

1. Business organization will cover the activity which helps ...
2. The human resources department finds the right person for ...
3. Management consultants spend most time ...

4. Marketing is the management process ...

5. Sales people meet existing and new ...

6. Sales executives usually work via ...

7. Sales teams can operate at ...

8. PR managers are generally associated with ...

9. Workers, personnel, staff, employees or workforce are ...
10. If you have decided to develop your own business plan ...
11. The Chief Executive Officer makes ...

12. People wear “several hats™ ...

Exercise 9. Put the words and word-combinations in the right order
to make up sentences.

1. position / of / Samantha / accepted / has / administrative assistant. /
just/a/lan/

2.which / is / executive / of / boss / an / the / firm / manufactures /
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machinery. / My / heavy /

3.and / an administrator, a manager / There / between / are / slight
differences / an executive.

4.the next highest group / In / enterprise / the / are / top officers /
called / administrators / and / is / the vice-presidents. / this /

5. executives. / The heads / of / and / are / major departments / branch
plant managers /

6. decisions: / general leading. / Our / makes a lot of / manager / he
sets objectives, coordinates work, delegates authority, makes evaluating /
and / important /

7.from / working / | / under pressure / quite / used to / am / my last
job.

8. accustomed / is / Our / and / entire staff / paper work / red tape. / to
lots of

9. hiring, firing, vacation / working hours. / A / vice-president /
decides /and / on

10. cannot / anybody / find / suitable for / If / an employer / the
position, he will / outside the company. / look /

11. personnel office / If / there / company, /is/an/a/in/ the / them
to / employer / ask / can / find a qualified applicant. / help / to / him

12. authority / salesman. / A / direct / sales manager / has / a / over

Exercise 10. Choose the right description for each notion.

manual/blue-collar workers |
| / ) SUPEIVISOT ¢ (1o |

/
A—— |abour
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1. Office workers may wear this.

a) blue collar
b) white collar

2. Various forms of protest at work.

a) industrial action
b) strike

3. When people stop working to
protest.

a) strike
b) overtime ban

4. Occasions when workers stop a) go slow
working to protest. b) walk-outs
5. One of the people working for an a) employee
organization. b) person

6. All the people working for a a) labour
company. b) staff

7. Workers who use their hands.

a) manual workers
b) employees

8. The place in a factory where the
production lines are.

a) human resource department
b) shop floor

9. When workers intentionally a) stoppage
produce less. b) go slow
10. When people stop work to a) stoppage
complain about something. b) go slow

11. Another name for the human
resources department.

a) shop floor
b) personnel department

12. Manual workers may wear this.

a) blue collar
b) white collar

13. Everyone working for a company | a) payroll

is on this. b) union

14. These are trade in the a) unions
UK and labour in the US. b) workforce
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15. Everyone except top managers. a) workforce
b) labour
16. Workers seen as a group. a) labour
b) union

Exercise 11. Translate into English:
1. Ti mocaga B xoMmaHii gy’ke Ba)kauBa. 2. AIMIHICTPaTOp OKPECIIOE

U, TpuiiMae Ha poOoTy il 3BUIbHAE. 3. BoHa He JIOOUTH MpaloBaTH 3
npumycy. 4.BiH 3BUK 10 KaHIEISIPChbKOi podotu. 5. ['eHepanbHUi
JTUPEKTOP TOBUHEH OyTHM KOMIIETEHTHUM. 6. D1HAHCOBUU IUPEKTOP —
oyKe TanaHoBUTHHM ¢axiBenb. 7. Ham mnoTpiOHO HaWHATH HOBOTO
cekpetaps. 8. Bu 3mHaiimere Bcro iHdopmarito y Biaaumn kaapis. 9. Llei
HayaJIbHUK OINEPaTUBHOrO Cckiaay Mae Benukuid gocBia. 10. Ha iioro
AYMKYy, IO Kpaile mpaioBaTtd B 1exy. 11. Bin Ouiblie miaxoauTh s
YOPaBIIHCBKOI MOcaau, HDK Ui JiHIAHOI. 12. MeHemkepu MOXYTb
HOCUTH JIeKUIbKa KaIleJIOXIB, JOIIOKM Ol13HeCc He CcTaHe OUIBII
NpUOYTKOBUM 1 BOHHM 3MOXYTh JO3BOJUTH HAWHATH JOJATKOBUX YJICHIB
koMaHau. 13. JIo 00oB’s3k0BUX MpodeciiHUX KaapiB KOMITaHIi TaKOX
BIJIHOCATH TaKl: aJBOKAT, OyXraiaTep, KOMII IOTEpHUN MalcTep 1 MiCLIeBUI
aikap. 14.1Ilicns  QopmyBaHHS TEXHIYHOIO II€pPCOHANy  3a3BUYai
CTBOPIOIOTH KOMaHAYy JJId KOHTpOJI 3a (iHaHCaAMH, TpaH3aKIISIMUA Ta
MapkeTuHroM. 15.Ilix 4Yac TOpuHHATTA OpalliBHUKA Ha pooOOTy
poboTofaBelb 3Baxkae Ha mnpodeciiiHy kBamidikaiilo Ta OCOOHUCTI
XapaKTepUCTUKHU TpeTeHaeHTa. 16. OcBiTa, JO0CBII Ta HABUYKW KaHIHUaaTa

HaJIe)KaTh J10 Horo npodeciitHoi kBamidikarri.

Exercise 12. Solve the crossword:
ACross:

1 and 17 office workers may wear this;
5 all the people working for a company;
7 workers use their hands;
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8 when people stop working to protest;

10 one of the people working for an organization;

13 another name for the human resources department;

14 occasions when workers stop working to protest: walk-
15 workers, especially manual workers, considered collectively;
18 and 15 down Various forms of protest at work.

Down:

1 everyone, or everyone except top managers;

2 everyone working for a company is on this;

3 these are trade in the UK and labour in the US;

4 and 17 across — manual workers may wear this;

5 the place in a factory where the production lines are;

7 When people stop work to complain about something;
16 and 17 When workers intentionally produce less.

10

15 14

13 15
16 17

17

18




Lesson 6:

Job Application Forms and Interviews
Exercise 1. Print and practice filling out this job application form to
use as a guide when completing applications for employment:

Instructions: Print clearly in black ink. Answer all questions. Sign and date
the form.

Personal Information

First Name:

Middle Name:

Last Name:

Street Address:

City, State, Zip Code:

Phone Number: ()

Email Address:

Have you ever applied to / worked for [Our Company] before? [ Y or [ N

If yes, please explain (include date):

Do you have any friends, relatives, or acquaintances working for [Our
Company]?[ JYor[ IN

If yes, state name & relationship:

If hired, would you have transportation to/fromwork? [ ] Yor[ ]JN

Are you overtheageof18? [ JYor[ ] N

If you are under the age of 18, do you have an employment/age certificate?
[1Yor[ ]N

If hired, would you be able to present evidence of your citizenship or proof
of your legal right to work in the Ukraine? [ ] Y or[ ] N

Have you been convicted of or pleaded no contest to a felony within the
last five years? [ J]Yor[ ] N

If yes, please describe the crime — state the nature of the crime(s), when
and where convicted, and the disposition (final settlement) of the
case:

If hired, are you willing to submit to a controlled substance test?

[1Yor[IN

Position and Availability

Position Applying For:

Desired Salary: $

Are you applying for:

e Temporary work — such as summer or holiday work? [ JY or[ I N

e Regular part-time work? [ ] Yor[ ] N
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e Regular full-time work? [ ] Yor[ ] N
If applying for temporary work, indicate your desired length of

employment below:

Start date: / / End date: / /
Days / Hours Available
Monday Thursday Sunday
Tuesday Friday
Wednesday Saturday
Hours Available: from to
Are you available to work overtime? [ J]Yor[ ]I N
If hired, on what date can you start working? / /

Are you able to perform the essential functions of the job for which you are

applying, either with / without reasonable accommodation? [ Y or[ ] N

If no, describe the functions that cannot be performed:

118

Education, Training and Experience
High School:

School Name:

School Address:
School City, State, Zip:
Number of years completed:
Did you graduate?[ ] Yor[ ]JN
Degree / Diploma earned:
College / University:
School Name:

School Address:
School City, State, Zip:
Number of years completed:
Did you graduate? [ ] Yor []N
Degree / Diploma Earned:
Vocational School:
School Name:

School Address:
School City, State, Zip:
Number of years completed:

Did you graduate? [ JYor[ ] N
Degree / Diploma earned:
Military:
Branch:

Rank in Military:
Total Years of Service:




Skills/Duties:
Related Details:
Skills and Qualifications: Licenses, Skills, Training, Awards

Do you speak, write or understand any foreign languages? [ ] Yor[ ] N
If yes, list which languages(s) and how fluent you consider yourself to be:

Employment History

You should be prepared to detail each position for the past five years and
account for any gaps in employment during that period.

Are you currently employed? [ JYor[ ] N

If you are currently employed, may we contact your current employer for
references?[ JYor[ N

Name of Employer:

Name of Supervisor:

Telephone Number:

Business Type:

Address:

City, State, Zip:

Length of Employment (Include Dates):

Salary/Hourly Rate of Pay:

Position & Duties:

Reason for Leaving:

References

List below persons who have knowledge of your work performance within
the last four years. Please include professional references only.

First and Last Name:

Telephone Number:

Email Address:

Address:

City, state, zip:

Occupation:

Number of Years Acquainted:

Certification

| certify that the information contained in this application is true and
complete. | understand that false information may be grounds for not hiring me
or for immediate termination of employment if I am hired. | authorize the
verification of any and all information listed above.

Signature: Date:
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Exercise 2. Use the words from the box and complete the sentences:

resignation | employment advertisement shortlisted | advertise

interview | applications | employer | applicant| resigned applied

1. Our company has received for this job from 2 000
people.

2. Mary saw the for this post in the Guardian.

3. All right, | suppose we have said enough about Mr. Taylor. Could
you, please, call the next ?

4. When Vincent was offered a more decent job, he sent a
letter to his old :
5. Have you been for the job? No, | haven’t even got

a first :
6. Nobody for the job in the company, so they had to
the post in magazines and newspapers.
7. Her recent history of Is rather strange. Jennie had
seven jobs between 1998 and 2010, and she from all of
them.

Exercise 3. Give English equivalents of the following words and
word-combinations.

® MCXaHIYHO ITOBTOPIOBATH, ® 3a5BHUK,

® HEBIIIIOBIIHICTD, ® KJIIOYOB1 MyHKTH,

e 3arajibHa M€Ta, ® KOJIMIIIHIN HaYaJIbHUK,

® MiATBEPKCHHS, ® pPEKOMEH/IaIlli;

e OJIaHK 3asBH; ® MaTH MpaBo 001MaTH Mocauy;
® J10/ATOK; e [10JIaBaTH Ha PO3TJIS]T pe3IOME.

Exercise 4. Match the English words with their UKkrainian
equivalents.
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to be riddled with typos BIJIITOB1IaTH BUMOI'aM

to excel at the job BUKUHYTH y CMITTEBHH OaK

an entry-level job npodeciitHe 3pocTaHHs

to be convicted of a felony a/IanTyBaTH PE3IOME

to address the requirements BaKaHCIi

job openings PACHITH IPYKapChKUMHU OTPiXaMu

to get tossed in the trash JAOCSATHYTH YCIIiXy Ha poOOTi

to tailor the curriculum vitae OyTH 3aCY/PKeHUM 33 CKOEHHS 3JI0YNHY
a lengthy time off nepimna podora

a professional boost TpHUBaJa BIAMYCTKA

Exercise 5. Make up logical pairs and use them in sentences.

to submit a resume as a supplement | the application to avoid discrepancies
extracurricular activities reveal to reflect the skills for the applied job
unprofessional, confusing resumes | the company needs and your offers
the volunteer experience section will get tossed in the trash

to cross-check the resume with to the job application form

a strong application letter connects | to prove that you have the right skills
the common purpose of the CV is | your leadership role

to customize a resume means conveys leadership, articulation skills

Exercise 6. Answer the following guestions:

1. How can you win an interview and get the job you are applying for?

2.What is the common purpose of an application letter and a resume?

3.Why do many employers require a resume to be submitted with a
job application?

4.What serves as your verification that the information you have listed
on the application is true?

5. In which way can you characterise a job application form?

6. How many sections do a job application form usually include?
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Speak in detail.

7.Why is it important to submit a professional and polished resume to
your possible future employer?

8.Where can applicants find examples, layouts, templates and
guidelines for writing their curriculum vitae and resumes?

9.What is the difference between a chronological and functional
resume?

10.When does it makes sense to devote the necessary time and effort
to write an effective, targeted application letter?

Exercise 7. Luis Johnson was asked about some popular_jobs, the
professional skills _and qualities _employees need to excel at them.
Complete his notes, using the table below.

1. In my opinion, managers should be because they
are determined to succeed in careers and perform more successfully than
other people. 2.1 think they should be ready to risk but only after
considering carefully what might happen, in other words show readiness
. 3. Managers need to be because in some
cases it is important to keep on working even when it is challenging, and
other counterparts may tell you not to do it. 4. Thus, a manger as a leader

must be to encourage the personal in their work.
5. Moreover, managers should be able working with

people might be sometimes stressful and difficult.

| Job |Personal qualities| Education / Knowledge 'Skills / Abilities

manager  persistent; to take calculated
competitive; risks;
inspirational; to cope with
stress;
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Exercise 8. Complete the table from the previous exercise with other
characteristics you think a manager should possess and explain your
choices. While explaining and expressing ideas you may use the phrases
from the language support box.

Characteristics and Attributes i ——
of a Good Manager guage supp

responsible,  computer literate, [ thinka ... should be / possess ... .
creative, enthusiastic, telephone [thinka ... needs ... .

skills, basic business etiquette, If you want to succeed as a ... you
decision-making skills, competent, should be /possess ... .

listening skills, initiative, negotiation 7o have a successful career as a ...
skills, interpersonal skills, to conduct you need to be / have ... .

research, teamwork skills, problem-

solving skills, professional jargon

Exercise 9. Work in pairs. Put the following stages in the order you
should keep to when you are looking for a new job. You may use the
phrases from the language support box to express your thoughts.

a) Get the needed education Language Support Box

or training. First of all, it _is necessary ...
b) Think over more training _?_(re]c;(;ndly, | think you should ...

or retraining. After that you have to ... .

c) Prepare the curriculum Tq have a successful career as a ... you
vitae and the application letter.  need to be / have ... .

d) Research the available jobs.

e) Decide what you want to do.

f) Look at your education and professional skills according to the
career opportunity.

Exercise 10. Read the extract of the interview and say whether you
think applicant Mr. Watson will obtain_employment. Why? Prove your
standpoint.
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The Interviewer asked: So, tell me, please, Mr. Watson. Have you got
any other achievements or skills you think are worth mentioning?

Mr. Watson replied modestly: Well, [ wivoioveu
surel es. Last year | published six short BT SoRs 'SSL%%%@A i

_y’ y o y p- | ANDDIDNT
stories in literary magazines and | also

=

Tell. MEWHeRe.

managed to publish two detective novels.

The Interviewer commented: Very | |
impressive, but | am talking about the skills
you could apply during office hours. -

Mr. Watson explained with great enthusiasm: Oh, actually, that was
during office hours.

Exercise 11. Look through the following questions. Which of them
do you consider impropriate to be asked during the interview? Why?

1. Where have you worked before?

2. What duties have you performed in your past jobs?

3. Are you married?

4.How many children do you have?

5. What do you consider as your short and long-term career goals?
6. Why are you interested in this company?

7. Tell me, please, about yourself.

8. How old are you?

9. Where do your parents work?

10. Were your grandparents born in this country?

11. How have you found out about this job?

12. What special qualifications do you possess for this job?

13. What are your strengths and weaknesses?

14.Do you belong to any religious or subcultural group?
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Exercise 12. Here you may find some advice for an applicant who is
unemployed and looking for a job. Look through these ideas and say
whether you agree or disagree. Can you suggest your own advice?

TRl Y 1N | TR T S S T
I It is a dea to s 907 n contact with
meet ofher Wnpio ed Formes collea S.
pe-ople-. 7 7
2 You must be prepared 6 Use a recrutment
4’0 move. aﬁenc)v.
3 You should take the 7 Read the newspapers
first Jo!s you are. every da)l
offeved.
8 Learn a new skl
4 You should Spend For+)l ke English or using
hours a We% look a PC.
Fa’ aJob.

“My short-term goal is to make
my way through this job
interview. My long-term goal
IS s to invent a time machines
so | can come back and change
GLASBERGE. everything | have said so far”.

“Yes, I do have leadership
experience. Last week |
organized a street protest

against your company’.

IASBERGEN —
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Lesson 7:

The Essentials of Business Etiquette

Exercise 1. When you start working, it will be important to
understand basic business etiguette. Look through the following
suggestions, which are generally appropriate for most organizations, and
put them in the correct columns.

Business Etiquette Do’s Business Etiquette Don’ts

1.Be late for work. Call if you must be late. Consistent lateness and
even rescheduling of your work hours can be grounds for dismissal.

2. Treat your superior with respect, but do not act afraid or submissive.
Treat all people with respect, regardless of status, gender, race, ability and
background.

3. Bring up controversial topics (politics and religion).

4. Consider yourself adequately prepared for a successful job search
when you are ready to say the following with confidence: “I have prepared
an effective resume and cover letter. | have practiced and developed
effective interviewing skills. |1 have explored different job search
strategies. | have identified different industries and organizations which
are good potential employers”.

5.Show a positive attitude. Avoid gossiping and complaining, be
cheerful and constructive in your dealings with others.

6. Listen: When you are talking to people, look directly into their eyes
from time to time. Show your interest in the other person by using open-
ended questions and acknowledging what you are hearing.

7.Use slang or crude language.

8. Be friendly and cooperative.
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9. Be negative and complain.

10. Dress for success — dress neatly and appropriately for the job.
Observe how other staff members dress and follow the suit.

11. Interrupt people while they are speaking.

12. Use your cell phone while at work.

13. Watch your language — learn the office jargon, refrain from using
slang and profanity. Concentrate on expressing yourself clearly in both
written and verbal communications.

14. Be willing to learn new skills.

15. Whenever you are without an immediate assigned task, offer to
assist others where needed. Personal business should be conducted on your
own time, not company time.

16. Invade others’ personal space; maintain a physical distance of 2-3
feet, because coming too close to another person may be considered
aggressive or rude. Standing too far away may be considered aloof.

17. Keep your supervisor informed of the status and completion of the
work. Periodically ask your supervisor: “How can I improve?” Make sure
others become aware of your accomplishments, but do not boast.

18. Follow organization rules — learn, follow and respect all
organization rules, especially those dealing with ethics and confidentiality.

19. Talk about personal issues (boyfriend/girlfriend, parties and so on)
in the workplace.

20.1f you do not know, ask! However, respect the time and
commitments of others and wait for an appropriate time to ask for
assistance.

21. Network — get to know the people you are working with.

22.Engage in excessive socializing, which would limit your
productivity and that of your co-workers.

23. Have unrealistic expectations. Never be patient and never prove
yourself before you get higher responsibilities.
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Exercise 2. Fill in the blanks with appropriate words:

genderless statement offending assistant considers
extend nuances equals counterpart | encounter
peers powerful proper faux pas respect

1. What is the difference between the rising star whose career is
picking up speed and his who cannot seem to get the
engine to turn over? 2. The star has mastered the of
business etiquette — the subtle but critical behaviours that can make or
break an important meeting, influence a first impression or affect a
potential client. 3. H. Klinkenberg, the director of Etiquette International,
that the differences between business etiquette and social
etiquette are quite simple. 4. Business etiquette is . 5. The
traditional chivalrous etiquette of holding the door open for a woman is not
necessary in the workplace and can even have the unintended effect of

her. 6. In the work environment, men and women are
. 7. Your guiding principle should always be to treat
people with consideration and :

8. The way to make an introduction is to introduce a
lower-ranking person to a higher-ranking person. 9. If your CEO is
Mr. Gray and you are introducing administrative Maria
Taylor to him, the correct introduction would be “Mr. Gray, | would like
you to meet Maria Taylor”. 10. If you forget a person’s name while
making an introduction, do not panic and proceed with a
such as: “I am sorry, your name has just slipped my mind”. 11. Omitting
an introduction is a bigger than salvaging a botched
introduction.

12. The physical connection you make when shaking hands with
someone can leave a impression. 13. A firm handshake
made with direct eye contact sets the stage for a positive
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14. To avoid any confusion

during an introduction, always

your hand when greeting someone. 15. Men and women

are in the workplace.

Exercise 3. Give English equivalents of the following words and

word-combinations.

® 30BHIIIIHI CTUMYIIH;

® TIpeMii 32 BUCOKI JOCSTHEHHS,
e OOJIIOYl TEMU,

® YPIBHOBA)XCHICTD,

® BBIWINBICTB,

H1JIKpeCIUTH popmy;

® OJTHOJIITKHY,

® PI3KUI TOH;

CTIHU KaO1HOK;

0CcOOHCTI TIpodIIeMHU;
® ITOJPa3HHKHU;

® cMOI[iliHa 3apa3IUBICTb.

Exercise 4. Match the English words with their Ukrainian

equivalents.

to thrive in the environment

to be conscious of

to be perceived as

to treat superiors with respect

to maintain good relationships

to fix the issues

to accept feedback

to interfere with work performance
to encounter an delay

to impede your success at work

BUPIIIYBATH MPOOIEMHU

JOIYCKaTH 3BOPOTHIN 3B’ 30K
3aBa)KaTW BUKOHAHHIO pOOOTH
31IITOBXHYTHUCA 13 3aTPUMKOIO
MIJITPUMYBATH XOPOIIl CTOCYHKHU
MPOIBITATH B YMOBAX

CTaBUTHUCS J0 HaYaJIbHUKA 3 IOBAr0I0
YCBI1JIOMJIIOBATH

YTPYJIHIOBaTH YCIIX Ha poOOTi

100 cupuiMau siK

Exercise 5. Make up logical pairs and use them in sentences.

to respond to discourtesy by
rude unprofessional behaviours
the extensive use of e-mail results

working relationships with all
not to slouch, fidget, crowd people

co-worker’s desk without permission
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In a business environment respect conversational comfort zones
to be mindful of their relationships | in depersonalization

to establish and maintain good Increase stress levels at work
to borrow items from a with peers and subordinates
to keep your personal decreasing contact with an offender

while speaking with someone, try | workplace clean and neat
to be aware of personal space and | first impressions are lasting

Exercise 6. Answer the following guestions:

1. How can you define the notion of the business etiquette?

2.When do employees thrive in a workplace environment?

3. Which ability do employers value highly and why?

4.How much does a lack of value and respect cost?

5.Why is mindfulness vital to success in the business world?

6. What are the essential principles of the business etiquette?

7.Which communication skills are needed for building positive work
relationships?

8. How can you resolve conflict situations?

9. What can you suggest for avoiding distracting behaviours?

10. In which way can you maintain a professional appearance?

11. What will you do if you forget someone’s name?
12. Can you enumerate non-verbal cues of communication?

Exercise 7. Look through “Business Etiquette” on pages 51-60 one
more time. Read and say whether the statements are true or false.

Correct wrong sentences.
1. Business etiquette skills are limited to showing courtesy and respect

towards coworkers and employers.

2.Employees with good business etiquette skills help in fostering a
good working environment by displaying courtesy and respect towards
coworkers and employers.
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3.A project, a meeting or something else business related is not
always time-bound.

4.Being punctual in everything we do, we shall win over the hearts of
our employers, coworkers and customers, thus we show our
professionalism and the fact that our work is our top priority.

5.0ur physical appearance is our very first chance to make an
Impression on someone.

6.Email messages are examples of professional correspondence,
which may also include smiley faces or similar emoticons.

7.Being professional means contributing to a pleasant, productive, and
inclusive work environment.

8. If you find yourself getting dragged into office gossip, it is better
simply not to leave the situation and add fuel to the fire.

9. Talking with the mouth full provides remaining courteous all the
time, especially if you have had a drink or two.

10. Handshakes are standard business greetings throughout Europe
and are exchanged before and after every meeting.

Exercise 8. Complete the following sentences:

1. Business etiquette is ...

2. Employees who are upset about ...

3. Contributing factors for rude unprofessional ...

4.1n many cases discourteous behaviour is unintentional ...
5. The skills essential for building positive work relationships ...
6. Magic words are too often forgotten in business ...
7.0ne of the biggest irritants is ...

8. Among the biggest source of co-worker tension ...

9. The way we dress sets ...

10.Our physical appearance ...

11.Words only account for ...
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12.When speaking with someone, try ...

Exercise 9. Put the words and word-combinations in the right order
to make up sentences.

1. in / business success. / an / plays / important / Business etiquette /
role

2. business etiquette / healthy relationships, nurtures a harmonious
environment / show confidence. / skills, you build / Using your / and

3. at work / provides / Good treatment / individuals increases / teams
productivity. / and

4. your confidence. / through / The way you / to / demonstrate / of
various matters / reflects / are able / good business etiquette skills / your
self-control and knowledge

5. 1s / the way / to / show / towards / their time. / Avoiding to interrupt
someone / respect /

6. business meetings / are still / arrive / on time. / Italy / tend to start
late / expected to / In / but you

7. firm handshake / An / customary / between men. / eye contact /
and/a/is

8. a business lunch or dinner. / invite / Europeans / their partners / to /
usually

9. about / most European countries. / is / the norm / business /
Talking / in/ during lunch

10. In Italy, Greece and the Czech Republic during lunch people do
not discuss business unless the host initiates the conversation.

11. social, professional and cultural sensibilities / a set / of / is /
expected to / with / proper business acumen. / that a person is / in order to
be considered / Business etiquette / a well-informed business-person /
POSSeSS
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12. about a person / an impression / of / within / the first meeting. /
create / We / few seconds

Exercise 10. Choose three of the following proverbs, quotations and
sayings about business etiguette and comment them:

1. “Respect for ourselves guides our morals, respect for others guides
our manners” (Laurence Sterne).

2.“Politeness is half good manners and half good lying” (Mary
Wilson).

3. “Manners are a sensitive awareness of the feelings of others. If you
have that awareness, you have good manners, no matter what fork you
use” (Emily Post).

4.“You can get through life with bad manners, but it's easier with
good manners” (Lillian Gish).

5.The greater the controversy, the more you need manners” (Judith
Martin).

6.“Good manners will open doors that the best education cannot”
(Clarence Thomas).

7.“Good manners are cost effective. They not only increase the
quality of life in the workplace, they contribute to employee morale,
embellish the company image and play a major role in generating profit”
(Letitia Baldrige).

8. “A successful man is one who can lay a firm foundation with the
bricks that others throw at him” (David Brinkley).

9.“T have learned that people will forget what you said, people will
forget what you did, but people will never forget how you made them
feel” (Maya Angelou).

10. “When people honour each other, there is a trust established that
leads to synergy, interdependence, and deep respect. Both parties make
decisions and choices based on what is right, what is best, what is valued
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most highly” (Blaine Lee).

11. “People will typically be more enthusiastic where they feel a sense
of belonging and see themselves as part of a community than they will in a
workplace in which each person is left to his own devices” (Alfie Kohn).

12. “Standards are not established by your proclamations they are
established by your routines” (Jay Taylor).

13. “Civility costs nothing and buys everything” (Mary Wortley
Montagu).

14. “Etiquette is behaving yourself a little better than is absolutely
essential” (Will Cuppy).

15. “No matter how brilliant your mind or strategy, if you are playing
a solo game, you’ll always lose out to a team” (Reid Hoffman).

Exercise 11. Translate into English:
1. HezanexHo Bia Toro, kyau Bu inmere, aroau O4iKyrOTh, 1m0 Bu

OylieTe MOBOAUTHUCS MEBHUM YUHOM Yy coIliymi. 2. MOXyTh TakoX MaTH
MiCII€ HE3HayHl1 BIIMIHHOCTI y 3BMYasX 1 TpaaullisaxX, sKi Bu MOBUHHI
noBaxkatu. 3.OpHak OUIBIIICT UMX OYIKYBaHb € 3arajbHHUMH.
4, Hanpuknaa, mOOCMIIIKa — II€ 3araJbHOBHM3HAHA O3HaKa Jt00’ sS3HOI
JIFOJTUHH.

5. Ii1oBUM €THUKET — 1€ CYKYIHICTh COLIaJIbHOI, MpodeciiiHoi Ta
KYJbTYPHOI YYTJIUBOCTI, SIKOIO JIFOJIMHA MTOBUHHA BOJIOAITH JJIsI TOTO, MO0
il BBaxanmu 100pe oOO0I3HAHMM OI3HECMEHOM 13 HaJIC)KHOIO JIIIOBOIO
KMITIUBICTIO. 6. JlioBUM eTuKeT cQoKycoBaHWUM, Tepml 3a Bce, Ha
BBIWIMBOCTI II1JT Yac B3a€MOZIi 3 JIIOABMH i BUPAXEHHI ITOBArd 10 HUX T
gac poOoTH. /. YBIWIMBICTh Ta TiOBara HE OOMEXKYIOThCA JIUIIE
3yCTpiuaMu, sIKi IPOBOAATH 0cOOMCTO. 8. BOHM MOMMPIOIOTHCS TaKOXK Ha
€JIEKTPOHHE JIMCTYBaHHs, TeJle()OHHI PO3MOBHM M MJIJ0BI ITOBIJOMJICHHS.
0.V gedkux dYacTHHAX CBITYy IIOYaTOK 3yCTpidl 3 Oe3mocepeaHboro

OOrOBOPEHHSI CIpPaBU BBaXalOTh TIpyOMM, TOOTO € TEBHI Micls, M€
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obroBopeHHs 0i3HeCy 1111 9yac 0011y BBaXkaroTh HemopednuMm. 10. 3aBasku
riodamizaiii MA HE MOXXEMO J03BOJUTH CO01 OyTH HEBIrjacaMu I0JI0
PI3HUX KYJIBTYpP, 3 AKUMH MU KOHTakTyeMO. 11. 3HaHHS 1JIOBOTO €TUKETY
HE JIMIIE JI03BOJUTHh HaM 3pPO3YMITH CBITOIJISJ IHILIOI JIIOJAWHM, ane M
J0MOMOXKe HaMm chOpMyBaTH T[IO3UTUBHE BpakEHHsS Mpo cebe K

IUKEHTIbBMEHA 200 JKIHKH.

Exercise 12. Solve the crossword:

3

ACross:
1. The situation in which strong feelings spread from one person to

another.
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2. A period of time by which something is late or postponed.

3. The practice of keeping a neat, clean and tidy appearance.

4. How near something is to another thing in space, time, or
relationship.

Down:

1. A great amount of work to be done by someone or something. The
amount of work that a person or organization has to do.

2. A failure to communicate effectively or clearly.

3. Unpleasantly rough vocal sounds.

4. The incentives coming or derived from outside.

5. People who are lower in a position or rank and they have less power
or authority than someone else in an organization.

6. A particular aspect of something such as a situation or someone’s
character.

7. Taking action or making changes before they need to be made,
rather than waiting until problems develop.

Lesson 8:

Cultivating Corporate Cultures

Exercise 1. Discover the meaning of these corporate culture types:

1. Team-first corporate culture.
2. Elite corporate culture.
3. Horizontal corporate culture.
4. Conventional corporate culture.
5. Progressive corporate culture.
A.
Teammates discuss new product ideas in the break room.

Everybody does a little bit of everything.
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The CEO makes his or her own coffee.

You still have to prove your product’s worth to critics.

B.

Employees talk openly about the competition and possible buyouts.

Your company has a high turnover rate.
Most of your funds come from advertisers, grants or donations.
Changes in the market are impacting your revenue.

C.
Employees are friends with people in other departments.
Your team regularly socializes outside of work.
You receive thoughtful feedback from employees in surveys.
People take pride in their workstations.

D.
There are strict guidelines for most departments and roles.
People in different departments generally do not interact.
Major decisions are left up to the CEO.
Your company corners the market.

E.

Employees are not afraid to question things that could be improved.
Employees make work their top priority, often working long hours.

Your top talent moves up the ranks quickly.
You have many highly qualified job applicants to choose from.

Exercise 2. Fill in the blanks with appropriate words:

attitudes | contribution | retain loyal corporations | conduct

values unhealthy | attract | performance | turnover charge
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1. Every organization, from small businesses to large ,
has a culture. 2. The culture refers to the values and of
employees. 3. In a business with an culture employees act
as individuals, performing their duties to meet their own needs, such as a
paycheque or health benefits. 4. A healthy corporate culture
each employee in the organization regardless of his job
duties, which results in employees working as a team to meet the
company’s and their own personal needs. 5. Healthy corporate culture
Improves the of a business in a number of areas. 6. In a

company that values workers for their to the business,
employees experience high morale and a positive attitude toward the

organization. 7. Workers with a positive attitude are to the

organization,  which  reduces employee turnover. 8. Worker
has a high cost to a business, with increased costs for
recruitment, hiring and training. 9. A healthy corporate culture can help a
company valuable employees and reduce human
resources costs. 10. Companies with a healthy corporate culture gain a
positive reputation among potential workers, which may
talented and skilled workers to the organization. 11.In addition to
attracting high-quality workers, a well-regarded business reputation allows

the company to a higher price for products and services
and increases the value of the company in the financial market.
12. Customers may prefer to business with a business that

has a solid corporate reputation as well.

Exercise 3. Give English equivalents of the following words and
word-combinations.

® Cy4acHI MPOSIBH; ® BUIUIATH IpalliBHUKAM;
® IPUBLIET; e 00ypeHHS;
® 3MIHHUU rpadik; ® THUIl MUCJICHHS,
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® poOoumii yac;
® CKCLICHTPUYHUN JEKODP;

® CITIBpOOITHHUIITBO;

® Cy4acHI MPOSIBY;
® 3arajibHl1 PUCH;

® METOJIOM CIPOO 1 TOMUJIOK.

Exercise 4. Match the English words with their Ukrainian

equivalents.
tuition reimbursement

to remain relevant

to facilitate cohesive values

to suffer from unaccountability
doom and gloom
telecommuting

mergers and acquisitions

to tackle the issues at hand

to eliminate job titles

to combat the occurrence

3JIATTS Ta TMOTJIMHAHHS
JTUCTAHIIMHUN PEKUM POOOTH
JKBITYyBaTH TTOCAIN

BUPIIIYBATH HarajabHI MPOOJIeMH
OopoTuCs 3 IposiBaMU

CTpa’kJIaTH Big O€3BIAMOBIIAJIBHOCTI
KOMIICHCAIIIS TIJIaTH 33 HaBYaHHS
KiHeIlb CBITY

3aJIUIIATHCH AKTyaJIbHIM

CIIPUATH CHIJIBHUM IIHHOCTSIM

Exercise 5. Make up logical pairs and use them in sentences.

feedback and flexibility are

titles do not mean much

beliefs and behaviours determine
dress code is indicative of a
corporate culture develops from
elite corporate culture hire
communication is crucial in

to offer such on-site services as
culture shock refers to the

cross culture refers to interaction

car washes, oil changes, fitness classes
confusion people experience abroad
progressive culture to instil fears

of people from various backgrounds
capable and competitive candidates
how employees interact

more conventional corporate culture
cumulative traits of the workers

in horizontal cultures

common markers of a team-first culture

Exercise 6. Answer the following questions:

1.What is corporate culture?

2. How can you define the employee-friendly corporate culture?
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3.When did the history corporate culture begin?

4.Who creates and influences corporate culture?

5.How many examples of contemporary corporate cultures do you
know? Speak in detail.

6. What are the most important characteristics of successful corporate
cultures?

7.1n which way can corporate cultures be shaped?

8. How can you characterise team-first corporate cultures?

9. What is typical for horizontal corporate cultures?

10.Where do people wear a tie and slacks as a part of their dress code?

11.What helps people facilitate feedback?

12.Why does culture shock sometimes happen?

Exercise 7. Look through “Corporate Culture” on pages 62-69 one
more time. Read and say whether the statements are true or false.
Correct wrong sentences.

1. The cumulative traits of people working for the company determine
Its corporate culture.

2. Business hours, dress code, leisure time activities, hobbies and other

kinds of entertainment reflect a company’s culture.

3.Managers and sociologists use the term “corporate culture” to
describe the character of interaction between employers, workers and
customers.

4.Very often businessmen from different countries may experience
cultural shock.

5. The current slogan of Google 1s “Don’t Be Evil”,

6. Among the brightest examples of progressive corporate cultures we
can mention Google and Apple.

7. The cut-and-dry approach implemented by conventional companies
does not leave much place for experimentation and inspiration.

140



8.0nly confident, capable and competitive candidates are employed
by companies with elite corporate culture.

9. Fitness classes, massages, a hair stylist, free employee lunches, flex
time and telecommuting are typical on-site services for elite and team-first
corporate cultures.

10. LinkedIn belongs to traditional companies.

11. The best way to prevent the workforce from fleeing and cowering
IS to provide constant communication.

12. “Stay small, grow slow and do one thing really well” is the slogan
of most conventional companies.

Exercise 8. Complete the following sentences:

1. A company’s culture is reflected in ...

2. Alphabet Inc. is well-known for its ...

3. Holacracy is an open management philosophy ...

4. Agile management, in essence, focuses on ...

5. The Harvard Business Review identifies ...

6. Companies with team-first corporate cultures make ...

7.An elite corporate culture hires ...

8. SpaceX is a high-profile example ...

9.“Stay small, grow slow and do one thing really well” is ...

10.Companies with conventional corporate culture use a very cut-and-
dry approach, which leaves ...

11.Uncertainty is the definitive trait ...

12.Changes in management of progressive companies are ...

Exercise 9. Put the words and word-combinations in the right order

to make up sentences.

1./ is [ a of / human relationships, / many people / do / about /
everything / all / the time. / A / conflict / because / normal, natural part /
agree / not
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2. a conflict / When / help / it / can / people / for themselves /
satisfactory solution. / a mutually / constructively, / to stand up / or
others, / together to achieve / and work / is handled

3. poorly / can / If / is handled / more serious problems. / a conflict /
anger, hurt, divisiveness / and / it / cause

4. The effects / employee turnover / decrease motivation. / which /
can / conflicts and a negative company culture / contribute to / increase/
and

5. an / of / culture. / Poor internal communication / negative / serves
as / undeniable sign / a

6. from / management / tension. / Being under constant scrutiny / can /
an atmosphere full of / create

7. consistently / comes into / work late, / will also do it. / a manager /
employees / If

8. a / on / a shift in the culture, bullying and termination. / Gossiping
makes / the environment, causing / negative / influence

9. people / hurts / everyone / becoming closed off and guarded. /
Office gossip / and leaves

10.their positions, / feel disrespected / they / are / resign from /
leading to internal tensions in the company. / workers / by their
colleagues, / workers / to perform well and in many cases / When / less
likely

11.hiding away / colleagues / can / as / hostile and even rude. /
Barricading yourself and / from / be perceived

12.causing havoc and mayhem. /Interrupters / louder / talk / than /
and / other people / bullies in the workplace, / they are known as

Exercise 10. Choose three of the following proverbs, quotations and
sayings about corporate culture and comment them:
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1.“Corporate culture is the only sustainable competitive advantage
that is completely within the control of the entrepreneur. Develop a strong
corporate culture first and foremost” (David Cummings).

2.“An organization’s ability to learn, and translate that learning into
action rapidly, is the ultimate competitive advantage™ (Jack Welch).

3.“Until | came to IBM, | probably would have told you that culture
was just one among several important elements in any organization’s
makeup and success — along with vision, strategy, marketing, financials,
and the like... | came to see, in my time at IBM, that culture is not just one
aspect of the game, it is the game. In the end, an organization is nothing
more than the collective capacity of its people to create value” (Louis V.
Gerstner).

4.l look for two things when | hire a new employee: ambition and
humility. Without a proven track record of initiative and ambition, it is
likely the person becomes a drain rather than a contributor to the
company — even the really smart, talented ones” (Justin McLeod).

5.“Good leadership requires you to surround yourself with people of
diverse perspectives who can disagree with you without fear of retaliation”
(Doris Kearns Goodwin).

6.“In determining the right people, the good-to-great companies
placed greater weight on character attributes than on specific educational
background, practical skills, specialized knowledge, or work experience”
(Jim Collins).

7.“We can change culture if we change behavior” (Dr. Aubrey
Daniels).

8. “Culture makes people understand each other better. And if they
understand each other better in their soul, it is easier to overcome the
economic and political barriers. But first they have to understand that their
neighbour is, in the end, just like them, with the same problems, the same
questions” (Paulo Coelho).
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9.“If you are lucky enough to be someone’s employer, then you have
a moral obligation to make sure people do look forward to coming to work
in the morning” (John Mackey).

10.“Always treat your employees exactly as you want them to treat
your best customers” (Stephen R. Covey).

11.l consider my ability to arouse enthusiasm among my people the
greatest asset | possess, and the way to develop the best that is in a person
Is by appreciation and encouragement. There is nothing else that so kills
the ambitions of a person as criticism from superiors. | never criticize
anyone. | believe in giving a person incentive to work. So | am anxious to
praise but loath to find fault. If | like anything, | am hearty in my
appreciation and lavish in my praise” (Charles Schwab).

12.“Shaping your culture is more than half done when you hire your
team” (Jessica Herrin).

13.“Culture does not change because we desire to change it. Culture
changes when the organization is transformed; the culture reflects the
realities of people working together every day” (Frances Hesselbein).

14.“The biggest challenge was to restore a dying organization, which
was losing money, to growth and profitability. The first steps were not:
Cutting costs, developing new products and/or services, inventing clever
new marketing concepts, or clever advertising! Instead, the first steps
were: Rebuilding a culture where all employees were a family, striving for
a “shared” success! The basis for this success turned out to be winning
major races again” (Peter Schutz).

15.“Our secret weapon for building the best culture is open and honest
feedback” (Gina Lau).

16.“Company Culture is the product of a company’s values,
expectations and environment” (Courtney Chapman).
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Exercise 11. Read the text and do_the test choosing the right
meaning for the words in bold italics.

Small talk does not mean unimportant talk. It is big talk, which can
lead to big deals. In the world of business it is the starters, not the dessert.
Businessmen always small talk before they talk shop. Why? The reason is
maybe because the English language appears as a multicultural tongue
shared by 20% of the Earth’s population. This means you often talk to a
person with other values, someone with a completely different mindset.
Small talk is like a hand we reach out across the cultural divide.

So how can we do that? Well, the trick is to make it personal without
being private. In this case politics and religion are non-starters. Safer
topics embrace sports, health, accommodation, travel, holidays, the
weekend, leisure time activities, family and the weather of course.

Recently at an Italian airport check-in I could not help overhearing a
group of Austrian businessmen talking to their Canadian partners in the
opposite line. The topic of their conversation was the weather. But that
was not a topic of the conversation. That was a tome of conversation, the
last word on the subject, a Cambridge doctorate of philosophical
complexity. Fifteen solid minutes: forecast, review, backwards, forwards.

This seems oddly enough because it is not what we really have in

mind when we ask the innocent question “How is the weather?” in English
small talk. Do you consider people in their right mind actually enjoy
discussing the most mundane subject in the universe?

Thus, do not dwell on the niceties of that low-pressure front sweeping
Florence and move smartly onto the next talking point. So, the weather is
not a Shakespearian monologue, but a conversational ice-breaker. Small
talk gives you a chance to suss out your partners’ attitudes and to locate
their accents, paving the way for the real subject of cultural identification.
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1. Talk shop means to talk about:
a) shopping; b) your work; ) unimportant matters.

2. Mindset here means:
a) human brains; b) a way of feeling something;
c) way of considering things.

3. Overhear means:
a) hear something without being involved in a conversation;
b) be hard of hearing;
c) be very good at hearing.

4. A tome of conversation means:
a) large heavy book on a subject of conversation;
b) a long and serious conversation;
C) an unimportant conversation.

5. Mundane means:
a) ordinary and not interesting or exciting;
b) happening very often;  c) happening very rarely.

6. Dwell on something means:
a) listen carefully and attentively;
b) spend a lot of time talking about something;
C) pay attention to the topic of conversation.

7. Suss out means:
a)see; b)hear; c) understand.

8. Pave the way means:
a) cover the area with asphalt; b) show the direction;
c) make something possible or more likely to happen.
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Exercise 12. Solve the crossword:

ACross:

1. An occasion of combining two organizations or companies to form
a larger one.

2. An activity of working at home, while communicating with the
office by phone and email or using the internet.

3. Someone who is always helpful and pleasant towards workers.

4. Connected with what is being discussed or happening.

5. Something that is bought by a company, such as another company,
a building, or a piece of land.

w
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Down:

1. Different from what most people consider to be usual or normal.

2. A system of working in which employees can vary the time they
start and finish work as long as they work the agreed number of hours.

3. A short sentence or phrase which expresses a purpose or belief.

4. A feeling that you cannot make a decision or do not understand
something.

5. A person’s opinions or attitudes resulting from earlier experiences.

6. An angry unhappy feeling that you have when you think you have
been treated unfairly or without enough respect.

7. The situation of two or more people working together to create or
achieve the same thing.
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Read and translate the following texts into Ukrainian. Make up ten
guestions to each text.

Improving Business Language Skills

Strong communication skills and clarity are essential for conducting
successful business. Business language skills can improve innovation,
productivity, team collaboration, customer satisfaction and partner
relationships.

It is also important to know and understand communication etiquette,
which will vary from one country to another. Some of the same gestures
and English words can vary greatly depending on the country. In several
parts of the world we can meet different examples of business
communications etiquette.

While business discussions in Great Britain opening the conversation
with a neutral topic is the best one. The weather is a popular neutral topic.
Interrupting or speaking loudly is considered disrespectful and
unattractive. The Queen’s English is usually used, which differs in
formality, meaning and spelling in comparison to other English speaking
countries.

In Hong Kong the Chinese converse English in very close proximity,
as a result of the size of their population. Silence is valued and respected —
so there is no need to fill in gaps in the conversation if the host is in
contemplation. Titles are also essential. They always use them with names
In business.

As for Saudi Arabia, the word “yes” frequently means “maybe”. If
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your host leaves suddenly for 20 minutes, this most likely part of their
daily prayer rituals, which occur five times daily and are extremely sacred.
That is why their absence is not to be interpreted as disrespectful.

Americans use the word “yes” in the meaning “yes”. Business
introductions include a title prior to a person’s name (such as Mr., Ms. and
Mrs.). In Canada firm handshakes with eye contact are considered
significant in any business transaction. However, men will usually wait for
women to extend their hands for a handshake. But still refrain from
making large sweeping arm gestures.

As for Japanese, they avoid the word “no” business interactions (as
well as in everyday conversations) is. Therefore, a “yes” can mean “no”.
Japanese typically use weaker handshakes (this is not to be interpreted a s
rude), but the standard greeting is the bow [37].

Therefore business language skills appear to be critical needs in the
modern era of globalization and cut-throat competition. Employees
competent in business language skills have more chances to climb up the
career ladder with ease. And this also applies to businesses as a whole.

The study conducted by Global English revealed that 97% of
employees surveyed believe that inadequate business language skills result
In poor communication and can cause misunderstanding. So it is
imperative for people willing to succeed in business focus on improving
Business English.

To improve your Business English skills quickly you should follow
such recommendations:

e regularly increase your vocabulary (mastering the specialized
words, business idioms and abbreviations) through training software which
offers a comprehensive range of exercises, doing research on the Internet
to find the specific terminology and relevant usage of new terms within
business communication.

e read business-related material to enhance your knowledge of
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terminology used in the specific field that you are currently employed in.
Reading business information and current updates allows you to remain
abreast with the recent changes in the business environment and to keep up
with any changes in terminology. This knowledge can be essentially
improved while communicating with foreign business partners and
customers.

e Play business role games and word search games. Such games
enable enhancing business vocabulary ensuring that the learning process is
fun and engaging. Business-themed language games may include
crosswords based on important concepts and financial terms, or word
search games using terminology from industry or banking. You can also
use free word-search puzzle generators to create your own games.

e Watch business-oriented programmes to improve professional
language skills, because the people in those programmes use key terms
correctly and frequently. As a rule, these programmes are hosted by
experts in concrete fields and therefore can prove to be a significant source
of valuable knowledge and information. Business terminology is naturally
used on these programs. Merely watching professionally-oriented
programmes attentively will help you to grasp terms of business
communications, become familiar with new words, correct pronunciation
and usage. Simple Business English knowledge can partially eliminate the
chance of misunderstanding in organizations.

e Practice Business English terminology in your daily
communication. Try to use as many relevant words as possible during your
conversations with colleagues and peers. Furthermore, recently learned
business terminology should be incorporated into the presentations you
give, so that you are able to gain confidence in your ability to use the
terminology. Finally, you can practice your business language skills by
writing memos and business letters.
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Persons working in business are likely to need to communicate with
peers and stakeholders through the medium of memos and letters. Short
sentences must convey your requests, instructions and term. It is also
essential to be familiar with general writing patterns and letter formats
used in a specific field. Use a formal tone where appropriate and make
sure that the language you use helps to convey the information clearly.

As Global English study reports highlight, 30% of employers believe
that new university graduates haven’t got the necessary command of basic
English, much less the concepts and terms used in their industry.

Make up a plan covering the main ideas of the text above. Retell the
text thinking over the importance of business language skills.

Importance of the First Impression

No matter where we go, many people expect us to behave in a certain
way. There can be slight variations of traditions and customs that we have
to respect. Nevertheless, majority of these expectations will be common.
For example, smiling is a universally recognized signal of an amiable
person. On the other hand, being rude and frowning while interacting is
considered impolite.

In some countries starting the meeting with a straightforward
discussion on business is considered rude and in some places discussing
business while dining is considered inappropriate. Thanks to globalization,
we cannot afford to be ignorant of the different cultures we interact with.

Within few seconds of the meeting we create an impression about a
person. This sense of judging somebody without knowing anything about
him/her is an in-built quality. This ability prompts us to form an
Impression of a person so quickly, that we can categorize him/her in the
“friend” category which helps us in preparing ourselves for self-defence. It
also activates “fight-or-flight” defence mechanism. In modern terms, our
intuition has been called the “first impression”.
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People always tend to respect their gut feeling and listen to their inner
voice more than any rational explanation. It is the reason, why experts
suggest that when we meet someone for the first time, we should strive to
achieve the perfect look and present an ideal image.

Have you ever noticed, how important appearance is, while creating
the first impression? A person knows nothing about you and has no idea
on your qualities before meeting you. The first thing he notes about you is
your appearance.

Thus, organizational behaviour often varies much from company to
company but it also comes as a surprise to many people that organizational
behaviour can vary greatly, appreciably within a company. Etiquettes also
varies from person to person depending on whom you are interacting with.

For example, right selection of words, correctness of speech, the body
language, clarity in presentation vary when you talk to your supervisor as
compared to a counterpart who is of the same level as you.

You feel more relaxed when the person is a close friend. Similarly,
you can easily skip a few steps in decorum when your friend invites you to
his place. If your supervisor invites you for dinner, your etiquettes will
surely be different.

Business etiquette does not necessarily address good public speaking
abilities, interpersonal skills and dressing sensibilities. Although these
qualities are necessary, there are also other qualities which are equally
vital: punctuality, preparedness, courtesy, clear representation of thoughts,
participation and proper attire [20].

Punctuality is the characteristic of being able to complete a required
task or fulfill an obligation at a previously designated time. “Punctual” is
used synonymously with “on time”. According to each culture, there is an
understanding about what is considered an acceptable degree of
punctuality. Usually, a small amount of lateness is acceptable; this is
commonly about ten or fifteen minutes in Western cultures, but this is not
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the case in such instances as doctor’s appointments, school lessons or in
the military. In cultures which value punctuality (Switzerland, Spain,
Malaysia, Japan, South Korea, Morocco, Germany, the United Kingdom),
being late is tantamount to showing disrespect for other’s time and may be
considered insulting. In such cases, punctuality may be enforced by social
penalties, for example by excluding low-status latecomers from meetings
entirely. Such considerations can lead on to considering the value of
punctuality in econometrics and to considering the effects of non-
punctuality on others in queueing theory [57].

Preparedness means that a person should always be well informed
and prepared to furnish information in detail and on any topic related to
his/her job and responsibility at any time. This creates an impression of
being a resourceful person.

Courtesy — you need to be courteous to all people you are interacting
with, instead of limiting the courtesy to only those who you think deserve
it. When you are working in a business that has many creative and talented
people, there is always a chance that ideas will clash with one another. In
this case, you need to tackle the opposing thought and not the person.

Clear representation of thoughts requires from you being very
distinct on a certain topic but the choice of your words could send a mixed
signal to the listeners. Many people end up being misquoted and
misunderstood, due to the lack of connection with the people listening to
you. You should prepare your presentation thoroughly, beforehand and
have a clear understanding of each word and the different ways it can be
interpreted.

Participation expects you taking part in the problem-solving process.
Companies want lots from you. These expectations could be in the form of
specific targets, which the company sets for you. In such times you are not
supposed to turn your back to a discussion, which does not concern you,
and say “that is not my problem”.
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Proper attire — the way we look when we meet someone for the first
time goes a long way in establishing a perception of us in that person’s
mind. It does not mean that we should splurge on the clothes we are
supposed to wear. But still our clothes should not draw too much attention
towards ourselves. It is recommended to dress conservatively but
professionally.

Make up a plan covering the main ideas of making the first
impression. Retell the above text thinking over the ways of improving our
image.

Basic Rules of Business Etiquette

From work and family obligations to the omnipresence of technology,
we live in a time where everyone is extremely busy and wrapped up their
own lives. As a result, the basic rules of etiquette sometimes fly right out
of the window! But as businesses struggle for differentiation, etiquette is
really more important than ever. The answers to the urgent etiquette issues
are presented below.

On the Feet!

Stand when meeting someone or shaking hands. Nothing irks more
than seeing someone meet someone new in a business (or personal, for that
matter) setting and remaining seated while being introduced or shaking
hands. Get on your damn feet! Stand up, show a modicum of respect and
pretend like the person you are meeting is of some interest to you at the
moment.

Please Listen Carefully!
Please listen carefully and try to grab your partner’s attention.
Call Back

If you want to come across professionally, return phone calls
promptly. It is good business etiquette, and besides, it is something that
your competitor may not even be doing!
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You Are Right!

Spend your time telling your potential customers what they do Right
and not what they do Wrong! If you tell your prospect that (s)he made the
wrong decision by going with your competition rather than what is right
with your company — you are trying to shame them into doing business
with you. It won't work. Tell them what they do right and they will
continue to do right by saying YES!

Art of Appreciation

Impress your clients and partners by communicating appreciation.
Stating “thank you” will elevate you above competitors. Whether large or
small, the gesture will have an impact.

Use thank you cards to partners. Send a small gift to a new client.
Create an email template you can personalize. If an assistant took initiative
on a project, give her a gift certificate. Decide the best way you can say
thank you to others, then create a system. Write it down to automate and
repeat.

Be Careful What You Order

To be nice to a colleague and behave smart about what you order.
Learn table manners. Knowing what to do allows you to concentrate on the
conversation, not on which fork to use. Good manners make you look
polished and poised.

Say My Name!

DO use other companies’ hames. DO NOT use oblique language like
“my web guy” or “my marketing company” — it is SO much more polite
and useful to make personal references. DO thank people who have helped
you on your website by using their name. DO know how to spell and
pronounce the names of all individuals and companies with whom you do
business. It may sound trivial, but we all like to be called by name.

Reciprocate with Others

Reciprocate with others who take the time to connect with you. Social
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media provides unprecedented access to colleagues in your field. Whether
you are reached through a thoughtful blog comment, Twitter reply or some
other medium, make every effort to respond. Too often, these comments
are ignored. Besides being poor etiquette, you reduce the odds of these
people returning to your blog, Twitter page, etc. Why take the time and
energy to invest in a relationship where there is no reciprocity?

Rescue Rangers Beware!

If you happen to overhear someone discussing a situation and it is
evident that you have a solution, resist the urge to ride to the rescue on the
spot... especially if you have not yet met! It is a big turn-off and the
person you are offering your services to will not generally be open to
hearing what you have to say. Take the time to introduce yourself and
build rapport. Follow up after the meeting to continue the relationship and
discuss your possible solution.

Do not Sneeze on It!

One big no-no is sneezing on your hand and then offering your hand
to another person. That is just disgusting, so mind your manners, and at the
very least, do not let anyone see what you have done.

FU Manners

Follow Up appropriately — it is good manners. If you promise info,
deliver it; if you are asked for something, provide it; if you are given a
deadline, meet it. Most importantly, if you want business from someone,
remind them periodically of your existence; do not expect them to
remember you from one conversation or trade show meeting.

Cell Phone Etiquette

In today’s information age, managing emails, text messages, and
phone calls takes considerable time. During business meetings, whether at
your office, the office of a client, or even lunch, it is important to
recognize that answering phone calls, checking emails, or sending text
messages can be very disruptive to the meeting and conveys a message to
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the participants that they are less important than the party on the phone.
Cell phones should be turned off and be out of sight during meetings.
Check Your Attire!

A female speaker hired for a wintertime engagement made the fatal
step of NOT researching her audience sufficiently. She arrived at the
engagement straight from the airport, without checking into the hotel first.
Imagine the shock and dismay of the audience when she arrived in a full-
length fur coat, leather skirt, and boots to speak before a group of anti-
animal cruelty society members. Always do your research to be sure you
present a relatable and compatible visual image to your audience!

Big Etiquette Positive

The biggest etiquette pro that you can do is honor your commitments.
When people know you will do what you say, stand behind your word and
honour your efforts to them, you will always be successful. Some people
fold when times get tough or they're challenged. When people trust you,
you are always a leader.

Hay is for Horses

Good manners and good grammar spell good business. Use “Dear”,
“Hi” or “Hello” as a salutation, not the currently popular “Hey”. As people
used to say “Hay” for horses.

Watch the Clock

Watch the clock... Be on time. End meetings on time. Never use more
words when you could use less.

An Invitation That Gets a Yes

The etiquette rule for inviting someone to lunch is the same as for a
high school date. If you are the person inviting, [1] you say why [2] you
say where [3] you say when.

Meaning to be humble, people say “We should go to lunch
sometime”, “I shall let you choose where” and “What is good for you?”.
This puts a task (choosing) on the other person’s list. Not your prerogative.
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“Are you available for lunch at “Creative Cuisine Restaurant” next

Wednesday, noon?” results in a profitable “Yes, thank you”.
Do Not Be a Mailing List Abuser

When you attend a business or social function and exchange business
cards with someone, please know that this exchange does NOT give you
the right to add that person to your mailing list. Please be courteous; if you
have further contact with this person, either ask their permission to sign
them up to your list or ask them to sign up on their own (provide a link).
You want your mailing to consist of people who have opted in — you will
get a much higher open rate and more good will as well.

Attitude is Everything

Etiquette is about rules, and rules are often hard to remember.
Business etiquette is no different. The most vital tip is in all you do,
remember the Golden Rule: “Treat OTHERS the way you want to be
treated”. This means that it IS not about YOU, it is about THEM. This
must drive your communication, your efforts and interactions. This unique
approach stands out in a business world that is largely rude, crude and
indifferent.

Are You the Interrupter?

One of the worst etiquette no-no’s are people who interrupt others
either in a business conversation or a presentation.

You will be able to recognize the “Interrupters” right away. They will
be the ones talking louder than the other person and it is all about them.
People such as this have been known to be bullies in the workplace and
have caused havoc and mayhem. Businesses have lost long time customers
due to this business faux pas.

Write Right Emails

In this day of email correspondence, it is easy to become too informal.
Use of acronyms is rude and unprofessional; therefore learn to write a
strong, appropriate business letter the old fashioned way, and use it in your
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email. Be sure to address the person by the correct title, and by all means,
spell their name right! Proofread it at least three times before you send it
and have another pair of eyes review it, too. You will be rewarded with a
great, professional first impression!

Mind the Time, Shirt and Talk!

Be on time, or be 5 minutes early if possible. No one likes to wait or
listen to stupid excuses... Appreciate others’ time and schedule by being on
time and finishing on time.

Dress up! Yes, if you are an entrepreneur, it is not OK to show up for
a meeting in a Hawaiian shirt, shorts or sandals!

Put Your Cell Phone Away

Do not place your telephone on the table during a meeting. Best
option — leave your cell phone in the car or in your briefcase. Having it in
front of you is a distraction to both you and your client and it sends a
negative message that you do not mind interrupting your meeting for
something inconsequential. Schedule a time to return all phone messages
on the same business day.

Do not Turn Your Back

When asked for a business card, stop what you are doing, greet the
person asking and show interest in him or her. Never turn your back on the
prospective customer. If you don't have a business card, explain that you
ran out, ask for her card and follow up later!

Uh, Huh, | am Listening

It sounds so simple, yet so few people do it. Put the blackberry down
and pay attention. Business is about building relationships and that
becomes extremely more difficult, as so many people spend too much time
checking their blackberry for texts and emails. If we would all put the
phone down and pay attention to the person in front of us and focus on the
conversation, our relationships would be stronger and thus, we would be
more successful.
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Send Handwritten Thank Yous

Creating a great business is about building and maintaining positive
relationships. Everyone appreciates being acknowledged for their gift of
money and time. So, send handwritten "Thank you" notes. No time? If you
want to be successful, you need to find the time. Always carry "thank you"
note cards already stamped. Write when you have a few moments, i.e. at
the airport. Expense? You need nothing fancy. A simple card and a stamp
will do. Poor penmanship? Write slower. Stand out! Send a handwritten
Thank you!

Say No to the Lambada at Work

Do not become too casual with your clients. Although it is important
to build strong relationships, keep it professional at all times. Some folks
get too cutesy with clients and inadvertently offend them. At company
parties, someone says “just relax and have fun”. No! Have fun, but
remember that you are conducting business. Once, | saw a vendor lose a
client after drinking too much and deciding to dance the Lambada with the
CEO’s spouse. In the end, always keep it professional.

Watch Where You Say it!

Communication skills can carry you to the top or the bottom. A man
was on the elevator with a friend criticizing the intelligence of the CEO.
The CEO’s daughter was on the elevator.

It may help you to complain about a person, but choose an appropriate
location. If you trust the person you are venting to, your comments may
still get back to the person. VENT to yourself. Go for a walk and vent. So
what if others think you are crazy for talking to yourself; you will still
have your job.

Email (Mis)Communications

How many emails do you receive? When you feel information
overloaded, you may end up answering emails with rude, unstructured 1
liners, full of typos, without reading all of the information. Typical
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situation: a junior colleague emails you with a project issue she is facing
and offers 2 solutions. She worked through the night on the problem. You
only read the first 2 lines and answer: “pls lets get ths done”. TIP: no
matter how busy you are, take time to read and think before answering.
Busy, Busy, Busy

Everyone is busy. When you are late, the other person feels devalued.
If this happens, you need to call and be responsible for your actions. Do
not make excuses, just be straight. “I am running 10 minutes late”. No one
likes to wait. Being late says, my time is more important than yours. They
may not be happy with the call, but it will be more acceptable than just
showing up late. It will show that you value them and business is all about
building relationships.

Store the Shades

Even if the future looks bright, please avoid wearing sunglasses on
your head or face during a business meeting. This may be trendy in the
Sun Belt for long weekends, but in the world of business, it can be
construed as unprofessional. Worse, you could be viewed as untrustworthy
In certain industries and cultures. Exceptions: if you are a professional
poker player, troubled celebrity, reviewing a record deal with a top
producer, or will be participating in an outdoor sporting event with clients.

Do Not Get Too Relaxed

At business lunches, dinners, and networking events, it is possible to
be too relaxed. Watch the alcohol intake. We have all seen the tipsy
employee who is making an impression, but not the impression they
intended. The same goes for the person who accompanies the employee to
the event. Their inappropriate behavior will be remembered. “Remember
the guy Freddie brought to the picnic last year?”. We are judged by the
company we keep. Any event that is connected to work is still work.

An Unprofitable Mix

Beliefs, whether political, social or religious, are best not merged with
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your business marketing, including social media. Although you may
consider yourself a person with strong religious convictions, you resent
having a marketer’s convictions in the arena with their brand, product or
service. It often seems fake and pretentious and results in devaluing, not
only the brand, but also the business individuals’ belief itself. Let your
ideals show in your actions and practices, not your marketing.
Office Gifts and Giving
Should you participate in group gifts at the office when you are on a
budget? Yes, you should give a donation, even if it is small. When unsure
about how much to give, ask the person collecting. If it is more than you
can afford, give what you can. You never know when it is going to be your
baby shower or wedding — and you want people to give readily as well.
Profit from Punctuality
Punctuality is a must! Be on time for ALL appointments. Always
finish the job ahead of time. Those are two of the best ways to get people
to help you in your business and to get repeat business. “Half of success is
just showing up in a timely manner” [55].

Make up a plan covering the main ideas of business etiquette. Retell
the text thinking over the basic rules of business etiguette.

Conflict Resolution

Conflict is a normal, natural part of human relationships. People will
not agree about everything all the time. In and of itself, conflict is not
necessarily a negative thing. When handled constructively it can help
people to stand up for themselves and others, and work together to achieve
a mutually satisfactory solution. But if conflict is handled poorly it can
cause anger, hurt, divisiveness and more serious problems. This guide
discusses how to deal with conflict in a constructive manner.
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Sources of Conflict

There can be many causes or reasons for conflict. However, some of
the most common include:

 Personal differences such as values, ethics, personalities, age,
education, gender, social and economic status, cultural background,
temperament, health, religion, political beliefs, etc.

* A clash of ideas, choices, or actions. For instance, conflict can occur
when people have incompatible goals, when they are in direct competition,
or even when they have different work styles.

* Finally, poor communication or miscommunication is one of the
biggest causes of conflict.

Preventing Conflict

While it isn’t possible to prevent all conflict, there are steps that you
can take to try to keep conflict to a minimum. One way to manage conflict
Is to prevent it from occurring in the first place. Preventing conflict is not
the same as avoiding conflict. Preventing conflict means behaving and
communicating in a way that averts needless conflicts.

Conflict Resolution Tips

» Respect differences. Many conflicts arise from differences in gender,
generations, cultures, values, etc. We live in an increasingly diverse world.
Learn to respect and celebrate peoples’ differences and their opinions.

» Treat others as you’d like to be treated. Regardless of your personal
opinion of someone, be professional, courteous, respectful and tolerant,
even when you are frustrated. If a person treats you disrespectfully, calmly
tell them you do not appreciate it. Do not exacerbate the situation by
retaliating with inappropriate behavior or comments.

« Keep negative opinions to yourself. Most people are put off by
hearing negative comments about others — especially if it is about personal
issue. In the workplace, this may lead to disciplinary action. Friends and
acquaintances may be equally “turned off” by negative comments about
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someone, particularly if they feel they are being drawn into a conflict or
being asked to take sides. If you need to vent about a personal issue, do so
outside of the workplace, keep it to a close, trusted friend or a loved one
and keep it to a minimum.

» Keep your distance. Unfortunately, this is often easier said than
done. Often the conflicts arise with those who are closest to us. It is often
easier to get along if you respect one another’s privacy and boundaries.
Taking a break from each other can go a long way in keeping the peace.

Resolving Conflict

Sometimes, conflict cannot — or should not — be avoided. Knowing
how to deal with conflict is important for anyone. However, often people
have not been given the tools to effectively deal with conflict. Consider the
following tips:

 Address the issue early. The longer you let an issue fester, the more
time you waste and the greater chance you have of it spiraling into other
problems.

» Address the issue privately. Set up a time to talk in a private place,
where you won’t be overheard or interrupted. Speak to the person with
whom you have the conflict and try to resolve the issue one-on-one before
involving others.

» Expect discomfort. You may have to say up front: “Although this is
uncomfortable for me, if I don’t address this, I’'m afraid we will not meet
our goal”.

* Be specific and objective. Identify the specific issue at hand and the

29 ¢¢

effect it is having. Avoid generalizing statements such as “always,” “ever”
or “never.” Stick to the subject; try not to digress into broad personality
ISSues or revive past issues.

* Focus on the outcome. Don’t dwell on problems or blame. Keep the
spotlight on finding solutions and how you will reach the desired
outcomes. “In order to reach the goal of X, I think we need to do Y.”
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* Be open. Doing so establishes an atmosphere of mutual respect and
cooperation. Listen to and consider others’ opinions, points of view and
Ideas. Understand and appreciate that they think differently than you and
may bring a greater, or different, understanding to the table that will help
resolve the problem more quickly and effectively.

» Respond constructively. Let the other person know you value what
he or she is saying, even if you do not agree. Try to avoid responding
negatively or directively, for example criticizing, ridiculing, dismissing,
diverting (talking about yourself rather than about what the other person
has said) or rejecting the other person or what they are saying.

« Know your triggers. Learn to recognize your personal warning signs
for anger and figure out the ways that work for best for you to
constructively control your anger.

« Maintain a sense of humour. Be willing to laugh, including at
yourself. Maintaining a sense of humour can relieve stress and tension, and
help get you and others through a difficult time.

* Learn to compromise. Compromise is important in any relationship.
If you disagree on an issue, discuss the problem calmly, allow each person
to explain his or her point of view, and look for ways to meet each other in
the middle.

Do not attempt to resolve conflict when tempers are flaring. During
an argument, often no one can agree on a reasonable solution. If that is the
case, agree to take a break and come back to the problem later, when you
have had time to settle down and think about the issue.

 Know when to retreat. The conflict resolution process will not
always work. The level of the skills of some people may not be at the point
where they can be full partners in this process. For example, you may have
a spouse who does not want to, or know how to, solve the problem. You
may also have a conflict with a co-worker, boss or higher-up who is
known for irrational outbursts. You must take all these factors into
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consideration and know when it may be more appropriate for you to cut
your losses and retreat.

* Practice forgiveness. There may be times when someone makes a
mistake or says or does something hurtful — whether intentionally or
unintentionally. While it is okay to be angry, it is also important to let go
of the anger and move on. On a personal level, it is healthier to let go of
negative emotions like stress and anger. And it is difficult to maintain a
good relationship if you can’t get past these feelings.

Mutual Conflict Resolution

In most cases you should be able to resolve conflicts by working with
others involved. Here are some steps to consider:

1. Identify the purpose and importance of the conflict—and your
mutual desire to solve it.

2. Takes turns listening to each other’s side. This is a very important
step and one that requires good listening skills.

3.0nce all the issues are discussed, repeat and summarize what was
said. It may help to write this down or even create “minutes” to document
Issues discussed.

4. Ask questions as needed and encourage others to do the same. Do
you understand their point of view? Are you sure they understand yours?
Clarify as needed.

5. No matter how intense the conflict, you should always find issues or
points that you agree upon: For instance, “we agree our goal is to increase
sales by 10 percent this year”. Or, “we agree that we need to cut our
household costs, we just don’t agree on what costs we can cut”.

6. List all solutions — even if they may seem unrealistic, unreasonable,
or wrong.

7.Review all the possible solutions and highlight those you find
mutually acceptable. Hopefully you will have at least one or two that you
agree upon.
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8. Choose the one (or few) that you agree will work best.

9. Put a plan into action. What steps will you take to implement? How
will you review progress?

By creating step-by-step guidelines and mutually agreed upon
solutions and action plans, you should be able to minimize conflict and
achieve desired goals.

Dealing Constructively with Anger

Conflict can result in anger. Anger is a normal human emotion
ranging from annoyance to absolute rage. Each person’s anger “triggers”
are different, some may get angry at a friend’s behavior, other causes of
anger can be more serious — such as personal problems or a previous
traumatic experience. But anger is not necessarily a problem — when
focused appropriately it can help people to stand up for themselves and
others. But if anger is channeled in negative, inappropriate ways it can
cause problems. Anger is a strong emotion, and is not always easy to
control. Two crucial skills in managing anger are self-awareness and self-
control. Try to recognize and identify your feelings, especially anger. Once
the feeling is identified you can then think about the appropriate response.
Self-awareness is being conscious of thoughts and feelings. Examine how
and why you are feeling angry to better understand and manage these
feelings. For example, ask yourself questions such as “why am I angry?”
or “What is making me feel this way?” to assist in self-analysis [23].

Make up a plan covering the main ideas of conflict resolution. Retell
the text thinking over the ways of preventing conflicts.

Grooming Etiquettes
Business dress code is often a question of common sense prevailing
while deciding what to wear to the work place. However, cases of
dressing disasters occur in many companies, especially start-ups, small and
medium-scale businesses, which have relaxed norms or no norms on dress
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code. Even if there are dress code rules, they are vague and ambiguous. In
such situations, it is always advisable not to dress up informally enough to
raise eyebrows.

Among common errors people make in business dressing are the
following:

1. Ill-fitting clothes — too big clothes give you a bloated look and too
tight fitting clothes accentuate the body in a non-formal way. In a meeting
you would not want the attention to shift from you and your presentation
towards your clothes.

2.Wearing short skirts/sleeves — short skirts and sleeves draw
attention to your legs and hands when you sit down. That diverts the
attention of the listeners and appears unprofessional.

3. Wearing short socks — short socks or drooping socks expose skin
and that distracts attention while crossing legs or sitting down. Always go
for socks that cover 3/4th the distance from the ankle to the knee. Avoid
wearing white socks as they immediately draw notice towards themselves.

4. Low-cut or plunging tops — just as with short skirts, this distracts an
interviewer and looks very out of place in a professional environment that
requires a conservative dress code.

5. Improper colour choices — colours, like yellow, red, green, etc., do
not go down well in corporate circles. They not only draw attention
towards themselves but also look unprofessional.

6. Clothes with pictures, designs or quotes — this lends a very non-
serious and informal look to the interviewee. There is always a risk of
people associating the mottos and slogans on the t-shirts to be your
personal points of view.

7.Poorly-maintained shoes — shoes play a very important role as a
part of the business attire. In a certain way shoes announce your arrival
even before you interact with someone, so it naturally draws much
attention. For this reason shoes should always be polished and clean.
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8. Dressing informally for business or social events — dinners at the
boss’ house are also considered as formal business occasions. Thus, you
must dress accordingly. The general rule about informal business dressing
Is that it should be treated as formal clothing.

9. Improper Grooming — unclipped nails, odorous breath and unkempt
hair. If you are one of those who perspire profusely, use anti-sweat
deodorants. However, keep in mind that the meetings will be mostly in air-
conditioned rooms with a very less chance of fresh air entering the room.
So, wear a perfume or deodorant of a mild fragrance.

Final Tips for Grooming

« Avoid squeaky and noisy shoes as they will distract and disturb
everyone.

 Trousers’ side-pockets should not bulge with wallets and mobile
phones, as it gives a bulky look to your legs.

« All noticeable body-piercing, tattoos should be concealed, as tattoos
are associated with rebellious behaviour.

» Do not eat odorous food or smoke before interviews. Use breath
fresheners.

» Clean your teeth and nails properly [20].

Read the sentences and state whether they are true or false. Explain
your viewpoint.

1. Nowadays bright pink and green colours are encouraged in office.

2. 1f a company encourages its employees to wear boots and casuals to
the office, you can also dress up such for an interview with them.

3.Some companies might practice instruction of their employees not
having long hair or facial hair.

4.Body piercings and tattoos may be exposed during interviews, as it
Is a personal preference.

5.Your professional wardrobe must be expensive and full of brand

wear.
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6. You need to draw much attention of the interviewer to yourself with
your sense of dressing and stand out in the crowd.

7.You can relax on your grooming sense and dress code once you are
employed.

8. Dress for success means that you wear more expensive clothes than
anyone else does.

9.To be in suits is the best way to dress up for a job interview.

10.Checkered designs (shirts with checks and ties with stripes) are
acceptable in businesses.

11.You can have a informal casual dressing for interviews if the
company allows its employees to dress casually.

12.Women can be liberal with their accessories while dressing for
work.

Warning Signs of a Negative Corporate Culture

Creating a strong corporate culture is an achievable goal for business.
An enjoyable for employees corporate culture enables the best work to be
produced and it is something to work on. The negative company culture
contributes to increased employee turnover and decreased motivation.

As the trap of a negative corporate culture looms over every business,
precautions should be taken to ensure they are not a casualty. Businesses,
management and employees can employ tactics to ensure they are working
in a good culture. Here is a straightforward list of warning signs of a
negative corporate culture.

Poor internal communication — the lack of team spirit in the office,
which is rather toxic to a business. Communication plays a key role, when
your business aims to build a culture where everyone is friendly and
supportive of each other. If speaking to one another becomes forced,
difficult and un-enjoyable, then problems arise. To influence your
corporate culture positively, ensure your team can speak their minds
freely.
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Constant scrutiny from management creates an atmosphere full of
tension. Such micromanagement is good for slowing down work and
ensuring employees are under unnecessary pressure. To avoid this
micromanagement employers must trust in their employees. A great
company culture is created easily when the tasks are clearly laid out and
the individuals are allowed to work autonomously and at a comfortable
speed.

Hypercompetition — unfriendly competition between co-workers,
when things drive wedges between employees. Implementing schemes
such as “Employee of the Month” ensures more of your workers do their
best work. But when competition gets too competitive, things can turn
south.

Bad habits from the top — if the management of a company have bad
habits, they can easily bleed over to employees believing this is the correct
way of going about the business. For example, if an executive consistently
comes to work late, employees will learn that this is acceptable to do. If
industry standard practices are not taken when performing jobs, workers
may soon follow. Eventually, it will contribute to an incredibly negative
corporate culture.

Focussing on the bottom line can be detrimental to the culture and
business. In fact, companies which do not have a strong sense of purpose
tend to focus more on profit (69%) and short term results (52%). However,
beyond this, it is believed that the businesses focused only on profit, leave
no room for employee engagement and tend to be those that people leave.

Office gossip can be detrimental to the atmosphere, causing a shift in
the culture and may even constitute bullying and therefore termination.
Office gossip can be spiteful, hurtful and leaves counterparts becoming
guarded and closed off. To deal with gossiping, the best thing to do is to
speak directly to those who may be the culprits, as well as those in the
office effected by it. Following this, it is also good managerial practice to
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speak to the office as a group. Unfortunately, low office engagement has a
tendency to be common today. Employers can solve low engagement
among employees by celebrating their birthdays and making time for non-
business related chats.

Lack of empathy has a negative impact on creating relationships
between employers and employees as well as corporate culture.

Lack of discipline causes a chaotic office space. Moreover, it often
allows for unethical behaviour prosper. In many businesses being ethically
sound is paramount. When it comes to health, finance, personal well-being
and many other industries, being ethical is a part of business life. So when
individuals do not adhere to these rules, a response needs to be quick. But
If it is already underway in the office, then your culture may be under
attack.

Thus, a negative corporate culture can be a disaster for a business. As
a rule, there are many warning signs to be perceived which can prevent
you from falling victim to some of the pitfalls of a negative corporate
culture. Given that a negative culture can force great employees to leave,
lose clients or make for sub-par work, so it must be taken seriously.

Make up a plan covering the roots of negative corporate culture.
Retell the text thinking over the ways of preventing negative corporate
culture.

Vital Business Etiquette Rules

As times change, so do social norms for professional and personal
behavior, but it does not mean that basic etiquette does not matter. Quality
and performance are vital. Most businessmen follow the following time-
tested rules of better behavior, which correspond to high professional
standards.

When in doubt, introduce other people — if you do not know whether
the individuals are already acquainted, always introduce them to each
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other. It makes people feel valued, regardless of their position or status.

A handshake is the professional standard — this simple gesture
demonstrates that you are confident, polite and approachable. A handshake
also sets the tone for any potential professional relationship. In a very
casual work atmosphere, you might be able to get away with a hello or a
nod, but to offer your hand is worth making the extra effort.

Always say “Thank you” and “Please” even in a very casual
professional atmosphere, this basic form of courtesy is imperative.
Sending a thank you e-mail is also acceptable today.

Do not interrupt! We have become a nation of over-talkers, so eager
to offer our own ideas or press our opinion that very often we interrupt
others mid-sentence. It can be really tongue-bitingly difficult to force
ourselves not to interject, especially when the discussion is heated. But
still try not to interrupt. It is rude and shows disrespect for other people’s
opinions. Remember, you should be assertive, not aggressive.

Watch your language — derogatory, rude or offensive language and
slang are unacceptable. Be careful to choose your words wisely. The
written and verbal communications common our society life, are never
acceptable in our professional atmosphere.

Double check before you hit send — always check your e-mails for
spelling and grammar errors. And no smileys, please!

Do not walk into someone’s office unannounced — do not interrupt
other people’s work, knock on the door and say hello if it is open and ask
if it is a good time to talk.

Do not eavesdrop — people are entitled to private conversations, over
the phone or in person. The same goes for e-mail, so do not stand over
someone’s shoulder and read his/her e-mails.

Acknowledge other people, when they approach you. Even if you are
in the middle of something important, it is fine to ask them to wait 5
minutes while you finish. If you pass a person in the hallway or in the
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street, but do not have time to talk, at least say hello and wave a hand,
because busyness is not an excuse to ignore other people.

Avoid the “Big Two” — religion and politics. Leave these topics at the
office door. They are highly charged minefields for a professional
atmosphere.

Always Be on time — all we are busy people. Being punctual shows
others that you value their time. Being late does not mean that you are
busier than others; it just means that you are inconsiderate.

No phone during meetings, focus on the discussions. Do not take
calls, messages or check e-mails. It seems disrespectful and extremely
annoying to other attendees. As the result of such behaviour the
participants keep losing focus and the meeting may last longer because.

Do not be a business card pusher. Do not hand out business cards to
all people you meet. It is a little bit aggressive unless you are on a sales
call. You may just ask for the other person’s card or offer to exchange
cards But at least, you should ask if you can leave your business card
before you reach it in your pocket.

Demonstrate genuine interest — keep eye contact and make an effort,
at least, to listen to what your interlocutors are saying. Take the time to ask
questions and show an insatiable curiosity in the other person’s opinions.

Reevaluate your ringtone, because a ringtone does not seem to
function for the sole purpose of signaling an incoming call any more.
Many people perceive a ringtone as one of the ways of attracting attention
to themselves and their hipness. As a result, this leads to choosing
ringtones which are set too high. Surely, they pierce the air and annoy
employees in open office areas or in the next cubicle. If your ringtone falls
into this category, consider changing it.

Keep your personal items off the restaurant table, because placing
your personal belongings on it is a poor practice. These items include your
car keys, clutch bag, cellphone and they are laden with germs.
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Do not ask to a fellow passenger to borrow a pen to complete a form
on a plane. Although most people oblige because they would feel
uncomfortable refusing, consider that some people do not enjoy lending
out their pens. Always carry your own pen. Some people are so concerned
about the real issue of germs on pens that the Environmental Protection
Agency created a rollerball pen which staves off bacteria: the brass from
which it is made is certified by this company as being antimicrobial.

Do not leave voicemails which are longer than 30 seconds. Many of
us have to endure a voicemail which starts with a person mumbling his/her
name too fast for us to catch it, then leaving a long, rambling message,
with the phone number mumbled too rapidly at the end. This means that
we have to replay the whole message. So practice consideration by
slowing down slightly at the beginning to enunciate your name and phone
number before conveying your message. Conclude your message briefly
by restating the name and phone number. Leaving no longer than 30
seconds messages is telecommunication kindness.

Show social media savvy with business contacts. For most people,
“friends” on Facebook include family, relatives, friends, counterparts and
business connections. You might share with family and friends every
minute detail of your endeavours: how many laps you swam or how many
miles you ran and so on. But this information is not considered appropriate
to inundate your business connections with these details on a daily basis.
Think over setting up a special Facebook group just for your family,
relatives, friends or sport enthusiasts in your entourage. This way, you do
not end up crowding the newsfeed of your business connections with your
daily digest, which might force business partners to disable reluctantly the
feed for all news from you.

Respect people’s names — refrain from using a nickname for a client.
Start with their formal name — for example, Stephen — and then watch for
the cues. If he sign his email to you as Steve, then by all means, use Steve
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In the next interaction. If a person is very particular about his name, he will
not appreciate it being truncated to Teddy if his name is Theodore.

Know what to tip when on an expense account. When you are on an
expense account, you may fear scrutiny if the tip is too high. On the other
hand, you may tip too generously because someone else is taking care of
the bill. Nevertheless who is paying for the bill, it is important to follow
the usual protocol for tips as waiting staff depend on the tips to supplement
their income. According to the rule of thumb you are supposed to tip
between 15 and 20 percent of the before tax amount.

Refrain from asking people where they are staying, when you are
attending a business function out of town. Not everyone can afford to stay
at a five-star hotel and you might unintentionally embarrass someone who
has to admit he/she is staying at the local motel.

Make up a plan justifying the importance of keeping to business
etiquette rules. Retell the text proving their vital necessity for successful
business management.

Make up a plan covering the main ideas of the text above. Retell the
text thinking over the importance of business language skills.

Importance of the First Impression
No matter where we go, many people expect us to behave in a certain
way. There can be slight variations of traditions and customs that we have
to respect. Nevertheless, majority of these expectations will be common.
For example, smiling is a universally recognized signal of an amiable
person. On the other hand, being rude and frowning while interacting is
considered impolite.
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Appendices

Appendix A

Countries with English as an Official Language and the Language

of Instruction in Higher Education

Anguilla Marshall Islands Saint Vincent & the Grenadines
Antigua and Barbuda | Mauritius Samoa

American Samoa Micronesia Scotland

Australia Montserrat Seychelles

Bahamas Namibia Sierra Leone

Barbados Nauru Singapore

Belize New Zealand Solomon Islands
Bermuda Nigeria South Africa

Botswana Niue Sudan

British Virgin Islands | Norfolk Island Swaziland

Cameroon Northern Ireland Tanzania

Canada Northern Mariana Islands | Tonga

Cayman Islands Pakistan Tokelau

Christmas Island Palau Trinidad and Tobago
Cook Islands Papua New Guinea Tristan da Cunha
Dominica Philippines Turks and Caicos Islands
England Pitcairn Islands Tuvalu

Fiji Puerto Rico Uganda

Falkland Islands

Republic of Ireland

United Kingdom

Gambia

Rwanda

United States of America

Ghana

Saint Helena

U.S. Virgin Islands

Gibraltar

Saint Kitts and Nevis

Vanuatu

Grenada

Saint Lucia

Zambia | Zimbabwe

Guam

Guarnsey

Guyana

Hong Kong

Isle of Man

Jamaica

Jersey

Kenya

Lesotho

Liberia

Madagascar

Malawi

Malta
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Appendix B

Resume Samples
Frederick Fixer
1234 Outback Ridge * Jackson, WY 83002 « (123) 456-7890 »
ffixer@email.com

AUTOMOTIVE TECHNICIAN

Highly skilled Automotive Technician with 7 years’ experience in repair and
maintenance of domestic and foreign automobiles.

e Proven track record providing excellent service to automotive repair shop
customers.

e OQutstanding work ethic and team building skills; willing to work overtime
and flexible shifts.

e ASE Certified Mechanic.

PROFESSIONAL EXPERIENCE

Ace Auto Repair, Jackson, WY

Automotive Technician / Mechanic, January 2017 — Present

Skillfully diagnose and repair issues with domestic and Japanese import
automobiles. Rebuild and repair engines, radiators, and water pumps; perform power
system tear down and repair.

o Created a process checklist to help train new hires and ensure consistency in
automotive diagnostics and repair.

e Ensured operational compliance with all state vehicle requirements and
emissions control standards.

Johnson’s Auto Repair, Idaho Falls, ID

Auto Mechanic, June 2013-December 2016

Inspected vehicles to identify, resolve, and fix damage and malfunctions.
Installed new parts and systems; operated pneumatic and air compression tools.

e Pursued continuing education in rising engine safety and emissions control
regulations and technologies.

Howard Brothers Construction, Idaho Falls, ID

Laborer, June 2011-June 2013

Concurrent with education, worked on residential construction projects as a
framer. Utilized hand and power tools; operated backhoes and mini excavators.

¢ Maintained perfect attendance record.

EDUCATION
Advanced Technical Certificate in Automotive Technology, 2013
College of Eastern Idaho, Idaho Falls, ID
ASE (National Institute for Automotive Service Excellence) Certified [27].
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Jason Jobber
180 Cooper’s Landing, Virginia Beach, VA 23540 & 357-545-2350 ¢
jjobber@email.com

Skills Summary
Charismatic and engaging marketing professional leveraging superb “real
world” knowledge of global markets to excel as an Adjunct Instructor of Marketing.
Superb communications and presentation talents, underscored by 10 years’
experience in technology sales team training, marketing management, market data
analysis, marketing strategy, operations management, financial management, and
strategic management.

Experience

MARKETING

¢ Successfully directed global marketing operations for fledgling technology
company, driving an 85% surge of international sales growth within one year of
hiring.

¢ As Market Analyst, guided international technology corporation to penetrate
untapped markets in China and western Europe.

SALES TRAINING

¢ Developed highly effective online sales training modules adopted across
corporation sales offices.

¢ Trained more than 100 sales managers in technology sales strategies across
the U.S. and in Canada and western Europe.

COMMUNICATIONS AND PRESENTATION

¢ Dynamic communications skills and interpersonal strengths, easily motivating
success through multimedia presentations, discussions, and one-on-one advising.

¢ Frequent contributor to trade publications including Tech Marketing Today
and Global Marketing News.

TECHNICAL PROFICIENCIES

¢ Microsoft Office Suite, Google Analytics, Salesforce, Microsoft Dynamics,
Adobe Marketing Cloud

Work History
Global Marketing Manager, ABC TECHNOLOGIES, INC, Arlington, VA, 2010-
Present
Market Research Analyst, XYZ SoFTwARE CORPORATION, Washington, DC,
2008-2010
Sales Manager, GLOBAL IT SoLuTIONS, Newport News, VA, 2004-2008

Education
Master of Business Administration (MBA) in Marketing; 3.9 GPA
UNIVERSITY OF VIRGINIA, Charlottesville, VA
Bachelor of Business Administration in Marketing; 3.78 GPA
THE COLLEGE OF WILLIAM & MARY CoLLEGE, Williamsburg, VA [6].
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Elias Applicant

100 Ordway Street, Boston, MA 02215
(123) 555-1234
elias.applicant@email.com

Overview
Driven guidance counselor with 10+ years’ experience teaching and advising
high school students. Fluent in Spanish; skilled at communicating and developing
relationships with ESL students and their families. Developing knowledge of
American Sign Language. Excellent written and oral communication skills.

Education & Credentials
Master of Science, Counseling, 2006, Boston College, Boston, MA
Bachelor of Education, Boston University, 2009, Boston, MA

Related Experience

Guidance Counselor, Whitman Charter High School, Boston, MA

Sept. 2009 — Present

Provide one-on-one and group academic counseling to 300-member student
body at innovative charter high school focused on vigorous college planning and
preparation.

¢ Design and teach weekly course for high school seniors on college application
process.

e Created and updated database of scholarship opportunities for student use.

e Conceptualized and launched new family educational / support program to
ensure success of ESL and underrepresented students who would be the first in their
family to apply for and attend college.

Assistant College Counselor, Levine Academy, Boston, MA
Sept. 2007 — July 2009

Met individually with high school seniors to discuss all aspects of the college
application process, including college review and selection, application and essay
preparation, transcript acquisition, and the financial aid application process.

e Taught summer courses on college application process to ESL students and
their families.

e Organized college admission visits to the high school; moderated Q&A
sessions.

English Teacher’s Aide, Whitman Charter High School, Boston, MA

Aug. 2006 — July 2007

Honed expertise in teaching ESL students from a wide variety of cultural,
ethnic, and economic backgrounds.

e Led reading groups with ESL students during class to improve reading and
comprehension.

e Awarded Outstanding Aide of the Year for excellent work performance [32].
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Andy Applicant

1234 Evergreen Terrace, Simsbury, CT 06081
(555) 555-0088

andy.applicant@email.com

CAREER OBJECTIVE

Dynamic, detail-oriented operations manager with 15 years of
experience in developing and maintaining all non-instructional services for a
middle school of 500 students and faculty.

CORE QUALIFICATIONS

e Award-winning management and communication skills and ability to
think outside of the box.

e Expert at developing innovative and unique programs and techniques
that result in profound competency spikes for students in language arts and
mathematics.

¢ Fluent in Spanish and French.

¢ Proficient with SIS, Oracle-based FMPS, and Microsoft Office.

PROFESSIONAL EXPERIENCE

ABC MIDDLE SCHOOL, Stamford, Conn.

Director of Operations, July 2010 — Present

Develop and manage school’s budget, maintain all school data systems,
and directly supervise three office coordinators and two student interns.

XYZ MIDDLE SCHOOL, Simsbury, Conn.

Education Director, July 2005 — July 2010

Established, implemented, and evaluated educational journeys for all
students based on pre-determined academic segments with a focus on
technology-driven activities and programs.

WASHINGTON MIDDLE SCHOOL, Hartford, Conn.

Director of Tutoring, July 2010 — Present

Recruited, interviewed, hired, and managed 25 tutors annually for the
middle school, managed the tutoring budget, and distributed payments to all
tutors.

EDUCATION

Master of Business Administration (2019, anticipated); GPA 3.89
Blue University, New Haven, Conn.

Bachelor of Science in computer science (2003)

Green College, Nartford, Conn.

Graduated Magna Cum Laude [26].

182



Renee Applicant

123 Main Street « Oakwood Park, IL 12345 - (123) 456-7890 - renee.applicant@email.com

SCHOOL LIBRARIAN
Managing libraries, helping students with research, setting up compelling displays
Respected Librarian with 10+ years’ secondary and university experience, specializing in
developing research tools and courses to strengthen students’ research ability, seeks position with
university library.
Key skills include:

- Developing Research Tools and  Translating Library Services and Policies into
Courses for Secondary Schools and Tangible Resources for Students
Universities - Experience Training New Librarians

- Award-Winning Display Development

PROFESSIONAL EXPERIENCE
123 COMMUNITY COLLEGE, Oak Park, .
REFERENCE LIBRARIAN (February 2013 — Present)
Initiated and helped develop new online catalog to promote efficient student and faculty
research; develop instructional materials on research methods in various formats (web,
multimedia, and print); write and publish library blog and maintain social media pages.
Notable accomplishments:
« Developed and taught library research class for students across all majors.
« Received award for “Best New Course” for 2015; named “Librarian of the Year” twice.
XYZ UNIVERSITY THEOLOGY LIBRARY, Chicago, Il
ASSISTANT LIBRARIAN (June 2008 — February 2013)
Consulted with colleagues and teachers to develop and construct monthly displays on
academic topics.
Notable Accomplishments:
« Developed and co-taught course on research methods for incoming freshmen students.
» Spearheaded project to streamline magazine subscriptions, saving the library $2,000
annually.

EDUCATION & CREDENTIALS
XYZ UNIVERSITY, Chicago, IIl.
Master of Library Science (GPA: 3.9; Selected “Graduate Student of the Year”), May 2008
XYZ UNIVERSITY, Chicago, lIl.
Bachelor of Arts in English (GPA: 3.8; Dean’s List Each Semester; Graduated Cum Laude)
May 2007
Information Technology Skills
Computer Applications: Word, Excel, Google Docs *« Web Publishing: HTML,
Dreamweaver, WordPress
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Linda Applicant
5555 Maple Dr.  Hartford, CT 12345 « (555) 555-1212 « linda.applicant@email.com

OBJECTIVE:
To obtain a position as an administrative assistant or office manager and help shape
and stabilize a company's operations.
QUALIFICATIONS:

« Strong communications and problem-solving abilities

« 5+ years of experience in support, coordination, and scheduling for busy
companies

« Proficient in Microsoft Office, content management systems, Adobe Photoshop
EXPERIENCE:
ABC RETAIL STORE, Hartford, CT
SALES REPRESENTATIVE (September 2016-Present)

eProvide positive, individualized customer care for hundreds of customers each
week

eNominated employee-of-the-month three times for excellent attitude and customer
service skills

L’AMOUR RESTAURANT, Hartford, CT
HOST (September 2015-August 2016)

eWelcomed and seated guests, ensuring each guest’s comfort and satisfaction

eSpoke with patrons on the phone to help book reservations and answer questions,
always maintaining clear and positive communication

XYZ MIDDLE SCHOOL, Simsbury, CT
TUTOR (November 2013-July 2015)

eDeveloped and taught lessons to sixth-grade students to enhance their written and
verbal communication skills
Awarded tutor-of-the-week for creative lesson planning and problem-solving skills

EDUCATION

ABC COLLEGE, Hartford, CT
Bachelor of Arts in Business Administration, 2015

Certifications

eFirst Aid and CPR/AED certification, May 2016

eMediation and conflict resolution certification, October 2016

Languages

eFluent in English and Spanish [32].
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Jane Applicant
123 Main Street « Boston, MA 02215 - (111) 111-1111.
jane.applicant@email.com

EVENT COORDINATOR

Planning effective meetings, seminars, fundraisers, social events, and more.

Organized and detail-oriented event planner with more than eight years of
experience in planning and executing meetings and events. Expert in selecting and
transforming venues to accommodate clients’ needs and building strong relationships
with quality vendors.

PROFESSIONAL EXPERIENCE

PROFESSIONAL EVENTS, Boston, Mass.

SENIOR EVENT COORDINATOR (June 2015—Present)

Direct the planning and execution of meetings, fundraisers, and other events for
corporate clients. Manage budgets of up to $100 000 for large-scale events and
maintain strong relationships with numerous domestic and international vendors to
assist corporations in planning overseas events.

EVENT MANAGEMENT SOLUTIONS, Natick, Mass.

EVENT COORDINATOR (June 2010 — June 2015)

Seamlessly planned and executed both professional and social meetings for a
range of clients. Managed budgets of up to $30,000 for events with up to 500
attendees, multiple vendors, and other event contributors including entertainers,
photographers, caterers, and AV technicians.

ART BY KIDS INC., Boston, Mass.

SPECIAL EVENTS ASSOCIATE (January 2009 — May 2010)

Coordinated fundraising and donor communications for a nonprofit organization
promoting and selling youth artwork. Developed social networking outreach and
managed radio and print ad campaigns to promote two annual fundraisers.

Notable Accomplishment:
Recognized by the executive director for increasing attendance at fundraisers by
25 percent.

EDUCATION & CREDENTIALS
ALPHABET UNIVERSITY, Boston, MA
Bachelor of Arts in Marketing, 2010

Professional Affiliations
« International Special Events Society (ISES) member
« Event Planner Association member [28].
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Appendix C

Jane Smith
123 Main Street « Boston, MA 02215 « (237) 346-7007 «
jane.smith@email.com

September 1, 2018

Toyna Lee

Director, Finance

ABC Investment Partners
123 Business Rd.
Business City, NY 54321

Dear Ms. Lee,

| am writing because | am keenly interested in your Meeting and
Events Planning Director position at Universal Events, Inc. | have
qualified success as an event planner and possess an organized and detail-
oriented work ethic which I can bring to the role.

As a Senior Event Coordinator, | have planned and executed over one
hundred corporate events, ranging from large-scale international meetings
to intimate fundraising events. | have overseen all aspects of event
planning for corporations. This work ranges from finding appropriate
venues to selecting vendors to publicizing events through print, electronic,
and online media.

My experience with financial and contract management is also in line
with your job description. As an event coordinator at Event Management
Solutions, | oversaw a variety of events, both large-scale and small-scale. |
identified ancillary revenue sources and various cost-saving opportunities
for clients with limited budgets. I am known for my ability to stay within
the parameters of my clients’ budgets, thus ensuring their satisfaction.

| have enclosed my resume and will call within the week to see if we
can arrange a time to speak.

Thank you for your time and consideration.

Sincerely,
Jane Smith.
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Louisa Applicant
123 Main Street, Any Town, CA 12345 « 134-475-8906
louisa.applicant@email.com

September 1, 2018

Sonja Lee

Director, Human Resources
Acme Academy

123 Business Rd.

Business City, NY 54321

Dear Ms. Lee,

| read with great interest your posting for a chief librarian at Acme
Academy as listed on privateschooljobs.com. | know that my years of
experience as an academic librarian and my success developing forward-
thinking library projects make me an ideal candidate for this position.

| have over ten years of experience working as an academic librarian.
In my years of experience, | have developed various techniques for best
explaining and instilling research skills in students. | have even developed
and taught a well-received research course for first-year college students,
which would translate well into an upper-level high-school course.

You state in your listing that you want a chief librarian who can adapt
the library to today’s technology-driven culture. | am very comfortable
with implementing e-technology in a library setting. | even helped develop
a streamlined library website at Smalltown Community College, which
allowed students to more easily access the college’s online resources. I
would love the opportunity to develop similar tools for Acme Academy’s
library.

| am confident that my extensive experience makes me a strong
candidate for chief librarian at Acme Academy. | have enclosed my
resume and other required materials for your review. | look forward to
speaking with you further about what | may offer your school. Thank you
so much for your time and consideration.

Best,

Your Signature (hard copy letter)
Louisa Applicant [30].
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Appendix D

Business Letters

Business letters remain one of the top forms of communication in the
work place, and all business professionals are required to have more than a
passing knowledge of how to write a business letter.

1. Important Considerations:

A. Courtesy is expected in all business communications.

B. Conventional Format: There are two types of conventional
formatting for a letter: Block and Modified Block.

I. Block formatting: Align all text to the left margin. Never indent for
paragraphs; instead, double-space between paragraphs.

I1. Modified Block formatting: Align the address, return address, date,
closing, and signature on the right. It is optional to indent paragraphs.

2. Components:

A. Heading: The heading contains the information of the sender. Most
companies have their own letterhead, and in that event, center the sender’s
information under the company letterhead. When using blank paper,
include your address only — do not put your name in the letterhead. Use the
letterhead for the first page and then leave the heading blank. The
information in the heading should contain the following:

|. Company name.

I1. Company address — do not abbreviate street or avenue. Use the US
Postal Service’s two-letter abbreviation for the state.

[11. Company phone number.

V. Company website.

V. Company fax number.

VI. Date — type the date out in long form: April 14, 2019 or 14 April
2019.

B. Inside Address: The inside address includes the company and
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individual to whom the letter is intended. The required information is as
follows:

I. Recipient’s title and full name — Dr., Professor, Honorable, Mr. or
Ms. When writing correspondences to people in other countries, learn the
correct correspondence titles.

II. Recipient’s complete mailing address — street, city, state, and zip
code. Follow the formatting of addresses exactly as they are specified in
each country.

C. Attention Line: The attention line routes the letter.

l. Use the attention line if you are not certain of the name of the
person to whom you are writing. (You might write, “Attention:
Department of Accounting”.

I1. Make an effort to find out the name of the person to whom you are
writing.

D. Subject Line and Reference Line: You may have either a subject
line or a reference line, and you may have both a subject line and a
reference line.

I. A reference line refers to information requested by the recipient, and
may include specific project, invoice or identification numbers — i.e., “RE:
Invoice 23841,

Il. A subject line states the topic or subject of the letter — i.e.,
“Subject: Invoices”.

I11. This eliminates the clumsy introduction that would, otherwise,
need to announce the reason for the letter.

IV. Use a brief phrase in absence of a subject or reference line that
will describe what the letter is about.

E. Salutation: The salutation is where you greet the receiver of the
letter.

I. The salutation is placed two lines below the last element — either the
inside address or the subject or reference line.
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II. The traditional salutation is “Dear”, which is part of a long standing
convention.

[11. Include the title and name of the recipient.

IV. Follow the name with a colon (“Dear Dr. Smith”).

F. Body: The body contains the content of your message.

l. Includes at least three paragraphs:

a) Introductory paragraph — Introduce yourself and the purpose of the
letter.

b) Body paragraph/s — Keep the sentences and paragraphs short.

c¢) Conclusion — Always end with goodwill and gratitude.

I1. Double-space between paragraphs.

I11. Single-space the text within each paragraph.

IV. Use bullets if you have multiple items in a series or sentences with
multiple clauses.

G. Complimentary Closing: The complimentary closing comes before
the signature and closes the letter with a sense of goodwill.

I. Conventional closings:

a) People you do not know: “Sincerely”, “Sincerely yours”.

b) People with whom you have some relationship: “Warm regards”,
“With best wishes”.

I1. Only capitalize the first word of the complimentary closing.

I11. Follow the closing with a comma.

H. Writer’s Signature:

I. Sign your name below the complimentary closing and above your

typed name.
I1. Use your legal name and write legibly.
[11. Sign in ink.

I. Writer’s Typed Name and Title: Type your name and title four
spaces below the complimentary closing.

J. Enclosure Notice:
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I. This line alerts your reader to enclosed documents (“Enclosure:
Medical Release Form”).

[1. For more than one enclosure, include the number in parenthesis. Do
not count the page numbers but the number of documents enclosed.

K. Distribution Notice: You use a distribution or copy line to inform
your reader that you have sent copies to other recipients.

I. “Copy: John Smith, Jan Doe, and John Doe”.

II. “C: John Smith, Jan Doe, and John Doe”.

Inquiry Letter Samples
Reginald Applicant
123 Main Street, Any town, CA 12345 - 237-765-2304 -
reginald.applicant@gmail.com

April 14,2019

Xavier Lee

Hiring Manger
ACME Global

123 Business Rd.
Huntington, NY 54321

Dear Mr. Lee,

Thank you for taking the time to review my resume. | have recently
graduated from University College, and | am currently looking for a
position in the Huntington area.

| am interested in an entry-level role with ACME Global Accounting
department, hoping to leverage my knowledge of corporate accounting and
GAAP best practices to contribute to your operations. | have heard that
ACME Global is a wonderful company to work for, and | hope that I can
be considered for the team.

If you have questions regarding my credentials and qualifications,
please feel free to call or email me at reginald.applicant@gmail.com.
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Again, thank you for reviewing my resume. | look forward to hearing
from you in the near future.

Sincerely,

Reginald Applicant

Subject: Introduction — Nanette Applicant

Dear Ms. Lee,
For the pastten years, | have followed your career through news
events, interviews, and web research.

Your dedication to the media and your understanding of the important
role journalists play in today’s fast-paced information highway, coupled
with your belief in the power of the press, is exemplary.

| have had the privilege of honing my journalistic abilities on three
widely different publications. When 1 left college, | immediately went to
work for the typical small town newspaper and learned all aspects of
getting the paper to the people in a timely manner. | then moved to become
Regional Manager for a media corporation composed of small- to mid-
sized newspapers in the Midwest. In my current position, | am Chief
Correspondent for one of the largest newspapers in the Southwest.

| would like an opportunity to visit with you to get your insight and
suggestions on where my skills and abilities would be of the greatest value
to the ACME Times, and to inquire about possible job openings with the
company.

| look forward to hearing from you. Thank you for your consideration.

Nanette Applicant

123 Main Street

Any town, CA 12345
nanette.applicant@email.com
745-569-4545
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Request Letter Samples
John Smith
123 Main Street, Any town, CA 53412 - 143-679-3824 -
jsmith@abcd.com

March 23, 2019

Brian Doe

Manager

ABC Company

123 Business Rd.
Business City, NY 54321

Dear Mr. Doe,

| am writing to ask whether it would be possible for you to provide a
reference for me.

As you know, | worked as an Assistant Manager for you between
August 1, 2013 and September 1, 2018, during which time | maintained a
perfect attendance record and earned high scores on my performance
evaluations. If you would be able to attest to my qualifications for
employment and to the skills | attained during my tenure at ABC
Company, | would sincerely appreciate it.

| am in the process of seeking employment as an Assistant Manager
and a positive reference from you would enhance my prospects of
achieving my career goals; | need to have my list of references ready to
submit by June 18, 2019.

Please let me know if there is any information I can provide regarding
my experience to assist you in giving me a reference; I’ve attached my
resume for your review. | can be reached at jsmith@abcd.com or (278)
459-3348.

Thank you for your consideration.
Sincerely,

John Smith
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Adjustment Letter Sample

Mr. John Nash

Customer Service Manager
Head Office of Rio Supermarket
Manulo Street

Nottingham, UK

May 17, 2018

Mr. Paul Williams
10 Reedsburg Street
Nottingham, UK

Dear Mr. Williams,

We have received your recent letter dated May 15, 2013 concerning
the services in the Rio Supermarket. Thank you for writing and giving us
an opportunity to look into this matter. It is important to us to know of
Issues that arise with our customers, as we want to ensure full customer
satisfaction, especially with a long-time client such as yourself.

Mrs. Revera, whose actions are the basis of your complaint, has been
a store manager at the Rio Supermarket for three years. For all the years
she has worked, there has been no adverse incidents connected with her
behaviour. We will converse with her and test her for professional
suitability. In the meanwhile, | would like to assure you of our interest and
concern. We are always anxious to be informed of situations that could
adversely affect good relations with our customers.

According to the information at the office centre that made the
delivery of cooled chicken to our stores, the quality of the consignment
was proved by the quality experts at the place of production. All the papers
and certificates were filled correctly. We made an investigation at the store
where you bought the spoiled product, which showed the appropriate
storage of cooled products, including cooled chickens. We are sure that a
bad-quality product was delivered by our supplier. We filed a concern with
the company and are waiting for a solution. For the past week, we had no
concerns about spoiled cooled chickens, so it may be an individual case.
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We realize that this is a substantial problem, and apologize for the
situation that has evolved. We would like to send you a $100 gift card to
purchase any product around the United Kingdom. Please accept our
apology for this spoiled product. We promise that we will improve our
supplying system with reliable suppliers to avoid this problem from
happening in the future.

Sincerely,

(signature)

Mr. John Nash

Customer Service Manager

Claim Letter Sample

M/s. Anna cloth store
House no. 07, Road no. 14 North 302,
TUCSON AZ 85705, USA
November 27, 2018
Manager
Michel enterprise
(Wholesaler of quality fabrics)
20, Kualampur, Malaysia

Dear Manager,

On November 07, 2018 we purchased 2 000 meters suit cloths. The
quality of your shipment does not match with our order specification.
Since the use of low quality cloth will damage our business goodwill, we
have returned your shipment along with a request for cash refund of
12000$.

We believe that your company has deep concern for its customers. We
are also convinced with the earlier dealing of your company.

Refunding the money within the next 10 days will be highly

appreciated. We are looking for future business.
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Sincerely,
(Mr. Jonson)
Purchase Manager

The Bangladesh Commerce College
ESTD. 2014
Road No. 7, Uttara, Dhaka. Phone: 235 122 24 57

November 25, 2018

Manager
Jamuna Publishing Pvt. Ltd.
Bangla Bazar, Dhaka

Dear Sir,

In response to our November 10, 2018 order letter, you have sent the
ordered books. You delivery has reached to us on November 20, 2018. We
have got all the books. But you have sent the older edition of some books.

Books of older edition are being returned. We are requesting for
replacing the books with 2013 edition.

Your replacing the books soon will be appreciated
Sincerely

(Mr. Jonson)

Principal
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Engagement Letter Sample
{Date}

Re: Employment of by

Dear

Thank you for selecting to represent you
with respect to

This letter will confirm our recent discussion regarding the scope and
terms of our engagement.

Our firm has agreed to represent you in [describe matter]. While | will
be personally responsible for supervising this legal matter, | anticipate that
other lawyers and legal assistants in the firm will also be working on this
matter.

We will undertake the following work on your behalf [detail
anticipated services by clearly defining and limiting scope of
representation].

[Straight hourly option] You have agreed to pay for our services based
on the time we spend working on the case. My current hourly rate is

$ per hour. The rates of our associates currently range between
$ and $ per hour. Legal assistants, who will be utilized where
appropriate to avoid unnecessary attorney fees, are charged at $ per

hour. These rates are subject to change once a year, usually in December.
Generally you will be billed for all time spent on your matter, including
telephone calls and email.

[Value added billing option] You have agreed to pay for our services
based on the time we spend working on your case, with allowance for
reduction or increase in fees under certain circumstances. My current
hourly rate is $ per hour. The rates of our associates currently range
between $ and $ per hour. Legal assistants, who will be
utilized where appropriate to avoid unnecessary attorney fees, are charged
at$ per hour. These rates are subject to change once a year, usually
in December. On occasion, time may be written off before a statement is
sent because we feel there has been some degree of inefficiency in the
work or for other reasons. On the other hand, fees may be raised above
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hourly rate levels, based on the complexity of the matter, superior results,
or other factors. If applied, we will discuss any such increases with you,
and believe you will find them appropriate.

We will forward billing statements monthly. They will contain a
description of services, including the date, the person rendering the
service, the amount of time involved, and a description of the task
accomplished. Monthly statements will also itemize monies we have
advanced on your behalf, such as service and filing fees, expert witness
fees, court reporter fees, and charges for investigation, travel and
accommodation, telephone long distance, photocopies and telecopies.

As discussed, our current estimate for this engagement is $ :
[Detail what the estimate does and does not cover] This estimate must be
viewed as imprecise, since at this time my knowledge of the facts is
limited. We will advise you if it appears fees will be significantly higher
than this estimate. At such time, you may decide to restrict the scope of
our efforts or we may make other adjustments. This estimate does not
include cost items.

You have paid us the sum of $ as an advance against fees and
costs, which we have deposited in our trust account. After your receipt of
monthly statements, we will pay the amount of the statement from the trust
account. If any portion of the advance is unexpended at the conclusion of
the case, it will be refunded to you. If the advance is expended, you have
agreed to pay subsequent monthly statements on receipt or you can
provide the firm with an additional advance of $ . If you choose to
pay the charges monthly, an interest charge of one and one-half percent
per month will be charged on statement balances not paid within 30 days
of billing.

You will appreciate we can make no guarantee of a successful
conclusion in any case. However, the attorneys of this firm will use their
best efforts on your behalf.

[Insert any special disclosures that may be appropriate, such as
potential conflicts of interest, client confidentiality issues, etc.]

If this letter fairly states our agreement, please so indicate by signing
and returning the enclosed copy in the enclosed business reply envelope.
As is always true, if you have any questions or concerns, please call me to
discuss them.

We greatly appreciate the opportunity to represent you on this case
and look forward to working with you.
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Sincerely,

Clients:
Date:
Attorneys:
By:
Date:
Collection Letter Sample
Date
Name
Title SENT VIA CERTIFIED MAIL
Company Name
Address
City, State Zip
Your Name:
Claim No.: [Add if known]
Amount: $
Dear Mr./Ms.:
We are in receipt of your letter which you sent to us dated
, 20 and which was received on , 20

Quite simply, we do not know what services were rendered to [me, or
my spouse, daughter, etc.] during [his/her] stay in your hospital. The
statement for services which you sent does not adequately identify which
services were rendered and which charges resulted. As such, until we can
obtain a more detailed statement of charges, we are unable to pay this
balance.

[Optional, if needed] If your firm is a collection agency for another
firm, we would appreciate knowing who the firm is and when such a claim
arose. We have no knowledge that any debt is owed which is not paid, and
thus, we dispute any such debt in the amount set forth in your letter. We
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are adamant, based on the information which we have, that we do not
owe your firm any money for any debt whatsoever.

As you know, any debt which is disputed can create serious credit
standing problems. We take our credit report and standing very seriously
and we will vigorously protect our interest, should this debt be pursued by
your firm without the additional information requested.

Sincerely,
By

[Your Name]

[Enclose a copy of their bill or statement for their easier reference]

Recommendation Letter Sample

Sarah Donatelli

Partner / Attorney

Law Firm of Howard, Lewis, and Donatelli, LLC
340 Third Street, Suite #2

Hoboken, New Jersey 07030

(000) 123-1234

sdonatelli@email.com

September 21, 2018
To Whom It May Concern:

Our senior paralegal, Jefferson Adams, has asked me to write a letter
of recommendation on his behalf, and | am more than happy to oblige.
Jefferson has been my “right hand” since he joined our law firm, initially
as a junior paralegal, in 2008. Within three years of his initial hiring he
was promoted to senior paralegal tasked with supervising a team of up to
10 paralegals and interns within a fast-paced, accuracy-critical
environment.

Jefferson came to us as a recent graduate of Middlesex County
College’s ABA-accredited paralegal program. He really hit the ground
running, capitalizing upon his paralegal training to assume and deftly
manage a heavy caseload inherited from his predecessor. Within two
weeks he had brought a backlog of case files and chronologies up to date,
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at the same time ensuring that all court filing deadlines were met well
ahead of schedule.

Jefferson possesses a firm command of the processes required for the
successful practice of personal injury law. A highly analytical thinker and
excellent writer, he is adept in legal research and writing, all phases of trial
preparation, and e-filing. He easily instils confidence in our clients, and
skilfully negotiates court and meeting dates with opposing counsel.

| thus highly recommend Jefferson Adams to your firm. While we will
sorely miss his organizational talents, leadership skills, abundant energy,
and cheerful and witty demeanour, we know that he will prove himself to
be a splendid and productive addition to your legal team.

Please feel free to contact me at the phone number or email listed here
if you would like more information about Jefferson’s solid and admirable
performance history with our firm.

Sincerely,

Sarah Donatelli

Sales Letter Sample

GreenClean Gets Your House Sparkling Clean
and Helps the Environment
**Your Business Logo Here**
Sandra Smith
555 Weston Way
Vacaville
FLA, 33505

Dear Ms. Smith,

For as little as $150 you can have your entire home clean and
sparkling, without enduring the nasty odour of chemical cleaners. We care
about the environment and use only state-of-the-art green cleaning
methods to ensure that you and your family are not exposed to any harmful
or allergy-causing cleaning products. You'll love what we do because:

- All our cleaning products are completely non-toxic - safe for
children and pets!

- We leave surfaces clean, sparkling and hygienic.

- Our staff are bonded and fully insured.

201



- We offer senior discounts to those aged 65 and over.

Satisfaction is guaranteed - if you are not happy with the service we
promise to make it right. As one of our customers says; "GreenClean does
a top notch cleaning job for a reasonable price."

Another of our customers says, "I can't believe they get things so
clean and sparkling without the use of toxic chemical cleaners!"

Call us at 250-342-8923 or email us at info@greenclean.com for a
free estimate. Get your house cleaned and do your part to help the
environment!

Sincerely,
James Hallom
GreenClean Inc.

P.S. We are offering a 10% discount for first time users of our service
until the end of the year.

Termination Letter Sample

Dear [employee name],

I’m sorry to inform you that as of [termination date], you’ll be no
longer employed with [company name]. As discussed, we think this is the
best decision, because of [insert reason for termination]. [This is the final
step in our disciplinary process/ a decision we made after the end of your
Performance Improvement Plan launched on _date .]

From [termination date] on, you won’t be eligible for any
compensation or benefits associated with your position. Please return
[company property that must be returned] before [date] to the Human
Resources office.

You are entitled to your salary up until [termination date] and we’ll
also compensate you for your remaining vacation days. We’ll also provide
severance pay that will amount to [amount]. [You’ll receive a separate
letter with the complete details of compensation or other related
information you’re entitled to receive from us.]

Please keep in mind that you have signed a non-compete, non-
solicitation and non-disclosure agreement. If you have any information
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about our customers, employees or other stakeholders stored on paper or
on your personal devices, you must delete it immediately.

If you have questions or clarifications, I’'m at your disposal for up to
[five] working days after your last day of employment.

We wish you best of luck.

[Your name and signature]

Dear Mr Thomas,

I’'m sorry to inform you that as of 12/3/2018, you’ll be no longer
employed with Acme Inc. As discussed, the reason behind this is your
reduced performance the past six months. We made this decision after the
end of your Performance Improvement Plan, which we launched on
07/03/2018.

From Dec. 3 on, you won’t be eligible for any compensation or
benefits associated with your position. Please return your swipe card,
company cell phone and laptop by 5 pm on Dec. 3 to our HR office.

You are entitled to your salary up until Dec. 3 and we’ll also
compensate you for your remaining vacation days. We’ll also provide
severance pay that will amount to two monthly salaries. You’ll receive a
separate letter with the complete compensation details and information
about your health coverage (as per Consolidated Omnibus Budget
Reconciliation Act or COBRA).

Please keep in mind that you have signed a non-compete, non-
solicitation and non-disclosure agreement. If you have any information
about our customers, employees or other stakeholders stored on paper or
on your personal devices, you must delete it immediately.

If you have questions or clarifications, I’'m at your disposal until the
end of next week.

Wish you best of luck,
Bryan Burns [30; 44].
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Business English Terms and Definitions

A zero sum game — the situation where someone wins in the way
when someone else loses. Example: “I do not consider this as a zero-sum
game. If our customer wins, we win too”.

Accounting — the occupation of auditing and maintaining records |,
preparing financial reports for a business.

Action in the business environment is turned into a verb: “Can you
action that?” might be a request you would hear in the office, meaning
simply “Can you do that?”

After-sales service refers to the service, such as repairs and
maintenance, that you continue to provide after your client buys your
product or service.

Agenda — a list of things to be discussed or done at a meeting or
business event.

Agreement — a decision reached by two or more persons.

Annual leave simply means that business people are on holiday.

At the eleventh hour — very late, at the very last minute.

Authorization comes from the verb to authorize, which means to give
someone the official or legal approval to do something. Authorization
refers to the approval itself.

Balance sheet details the company accounts at a certain point in time
(often the end of the financial year). It lists the values of the company’s
assets (things belonging to it), liabilities (what it owes) and ownership
equity (what’s left after liabilities). It is intended to provide a snapshot of
how the company is doing financially, which can then be compared with
goals outlined in the business plan.

Best practice describes a generally acknowledged “best way of doing
things” in order to achieve optimum results.

Board of directors is a group of people elected by the stockholders to

set the policies for the corporation.
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Bonus — an additional payment (remuneration) to employees as a
means of increasing output.

Branch refers to the local shop or office of a company.

Brand refers to a company’s name and the recognisable attributes
which go with that company and define its unique identity. The company’s
tone of voice and design of official communications are also a part of what
gives it this “brand identity”.

Branding — combination of words, symbols, names or design that
identifies the product and its source, distinguishes it from competing
brands.

Bring to the table — whatever you can possibly offer.

Budget is a summary of intended expenditures along with proposals
for how to meet them.

Business — an activity of providing services and goods involving
financial, commercial and industrial aspects.

Business English is the type of English used in different business
contexts, such as banking, commerce, finance, insurance, office settings,
international trade and many others. Business English knowledge entails
expectations of clarity, particular vocabulary and grammatical structures.

Business forecast predicts various aspects of an enterprise’s future
movement on the basis of its new products, external factors, current
situation, plans for marketing. The common timeframes — three to five
year forecasts. Types of business forecast include loss and profit, sales and
cash flow. The cash flow helps business owners to predict whether they
are likely to run out of money.

Business plan — written description of the business idea and the way
of its carrying out, including all key business activities.

Business plan is, as the name suggests, a document used to outline
plans for a business, setting out growth goals for the next three to five
years, and identifying information needed to achieve those goals, such as
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target market, unique selling points, marketing goals, and so on. It might
also outline strengths, weaknesses, opportunities and threats (also known
by the abbreviation “SWOT”). Business plans are essential for those
setting up or developing a business, and will be needed in order to secure
funding from banks, the Government or investors.

Capital refers to the wealth in the form of property or money owned
by a business or person and human resources of economic value.

Carve out a niche — find a special market that you can control: “To
succeed in this competitive world, we have to focus on a certain part of it
and try to carve out a niche and be number one in that”.

Cold call is a phone call from a sales representative of a company to a
potential customer who is not expecting the call and with whom there has
been no previous contact, with the aim of trying to sell them something.
Cold calls enjoy a bad reputation and are often referred to by customers as
nuisance calls.

Commercial is a noun which refers to a paid advertisement on TV or
radio.

Company — an institution created to conduct business.

Competitor — the one who competes or acts as a rival of another
business enterprise.

Competitor refers to another business that is trying to perform better
than your enterprise and others in the same market. You can also refer to
all of your competitors as the competition.

Conference call — a synchronous virtual meeting in which
participants meet at the same time via a voice-communication channel.

Consensus refers to an opinion or idea that has been agreed on by
everyone.

Consumer is a person who uses supplied services or goods.

Contract — a binding agreement enforceable by law between two or
more persons.
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Core competency — the ability to do something to a satisfactory
standard.

Counter offer — an offer you make in response to an offer made by
another party. If you are unhappy with an offer someone has made to you,
you may make a counter offer. (Steve offered to sell me his used car for
$20 000. It is a good car but that’s a little too expensive. So I am going to
make him a counter offer).

Customer service department in a retail organization handles
customer inquiries and complaints.

CV — a summary of the academic and work history.

Deadline — the point in time at which something must be completed.

Deep pockets — have a lot of money.

Disruption — an unexpected event that throws a plan into disorder.

Downsizing — a planned reduction in the number of employees needed
in a firm in order to reduce costs and make the business more efficient.

Dress code — a set of company rules about what clothing may and
may not be worn at work. By the way, if you want to do business
internationally, it is definitely a good idea to do some research about the
dress codes (both for informal and business situations) for the country you
will be working in. It may be very strict or formal compared to your home
country and maybe some rules will surprise you. It is also a good idea to
check out some pictures to see what business dress looks like in English-
speaking countries, as well as clothing tips for all kinds of situations in
countries all over the world. Many companies have strict dress codes
which require all customer service staff to wear a suit.

Drill down — the term used to describe something that deserves closer
inspection: “l need to drill down to more details™.

End of play refers to the end of the working day. “Close of play” is
also a variant of this irritating term: “Can we get this over to them by close
of play today?”
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End user — a person who will use the product.

Entrepreneur — a person who manages, organizes and takes on the
risks of a business.

Equipment is used to talk about a set of tools or devices you need for
a special purpose.

Estimate — a general idea about the cost, value or size of something
based on a rough calculation.

Exchange rate — the value of a currency in one country compared
with the value in another.

Expand means to increase the size or amount of something. In
business we usually talk about expanding a business or a department.

Feedback is another example of a noun becoming a verb for the
purposes of awful office jargon, which should be used as a noun to
describe constructive comments on something: “They are waiting for her
to feed back on the ideas” or “She is fed back to us that she does not like
it”.

From day one — from the beginning: “Professor Johnson has been
providing the best English-teaching web site from day one!”

Get the ball rolling is simply a way of saying “start”. You might hear
it at the beginning of a meeting, when the person organising the meeting
might say “let’s get the ball rolling” to mean “let’s begin the meeting”.

Get the foot in the door — have a small opportunity that can become a
big opportunity in the future, if you do good work. Example: “Right now,
he just wants to get my foot in the door, so they can see what he can do.
Next year he hopes to start moving up in the company”.

Grant — a sum of money or other payment given for a particular
purpose

Guarantee means to make an assurance, usually in written form, of
the quality of your product or service. The noun guarantee refers to the
assurance itself. If the guarantee also involves a physical document, that
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document is often called a warranty. Many products come with a guarantee
against major defects.

Guidance comes from the verb to guide, which means to direct or
lead the way. Therefore, guidance refers to the act of giving direction or
help.

Headquarters refers to the head office where a company is managed
or controlled from.

Helicopter view means “a quick overview”. You are best off avoiding
this terms if you want to be taken seriously in an office environment.

HR stands for “Human Resources” and it means the part of a
company which deals with matters relating to employees. The purpose of a
person who specialises in HR is to ensure that workers are productive and
happy, reducing turnover of workers (reducing the frequency with which
employees leave and new ones are hired) and maximising the cost-
effectiveness of the company’s investment in its workforce. HR oversees
workers’ training and development, enforces company regulations and
deals with payroll (everything to do with the payment of employees). HR
Is also there to handle disciplinary matters and to deal impartially with
problems arising between employees and their managers.

| need it yesterday — an informal way to say it is needed immediately.
Example: “Can we send that report to them later this afternoon?” “No!
they need that report yesterday!”

Industry — the companies or people engaged in a particular kind of
commercial enterprise.

Interest — the price paid for the use of borrowed money.

Investment — putting money into something in order to make a profit.

Invoice — an itemized bill showing the list of goods sold or services
provided, their prices and the total amount to be paid.

It is a jungle out there — it is a difficult market with many tough
competitors. Example: “Do you think our company can survive without a
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unique product? It is a real jungle out there!”

It will never fly — it will not be successful. Example: “I do not have to
worry about her idea competing with mine. It will never fly”.

Jump through hoops — trying very hard (like a dog doing tricks!).
Example: “He is a tough CEO. All of his subordinates have to jump
through hoops to prove their loyalty to the company”.

Launch — to start something officially.

Learning curve — how much time needed to learn something new.
Example: “This new software has a long learning curve, so they have to
give their staff enough time to learn how to use it well”.

Level playing field — equal conditions for all groups or people.
Example: “The World Trade Organisation agreement helps to level the
playing field, which gives us the chance to compete anywhere in the
world”.

Low-hanging fruit is used to describe the opportunities or tasks
which are easiest to tackle in business.

Manager — someone who coordinates and oversees the work of other
people so that organizational goals can be accomplished.

Market — the world of commercial activity where goods and services
are bought and sold.

Market research refers to the research people do to collect
information about what the customers prefer or need in a certain service or
product.

Marketing — the commercial processes involved in promoting, selling
and distributing a product or service.

Marketing refers to the promotion of service or products. It can take
numerous forms: sending out brochures or leaflets, advertising, emailing
consumers, engaging with potential consumers via social media and so on.

Meeting — a formally arranged gathering.

Non-profit organization — an organization whose goals do not
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embrace making a personal profit for its organizers or owners.

Objective — the goal intended to be attained.

Old hand — a person who has long experience, especially in one place
Example: “She can help them set up a company in Cracow. She has been
working in Poland for five years and speaks Polish fluently. She is an old
Poland hand”.

Operations — performance of a practical work or of something
involving the practical application of principles or processes.

Opportunity costs — costs in terms of foregone alternatives.

Organize means to arrange something in an orderly way (such as
reports or products) or to plan for a certain function (such as business
meetings or events).

Partnership — a contract between two or more persons who agree to
pool talent and money to share profits or losses.

Party — a person involved in legal proceedings.

Penalty refers to an official punishment, usually through a fine or
another payment for breaking a contract. As a rule, if businesses do not
pay their suppliers on time, there will be a penalty of 15%.

Personnel — staff, workforce, employees.

Power lunch means big business dealing while eating lunch. Top
executives usually meet with their bankers in the best restaurant in the city.
It is a real power lunch”.

Presentation — a display or show.

Profit — the amount of money left over after expenses are taken out.

Project — any piece of work that is attempted or undertaken.

Promotion — act of raising in position or rank.

Public Relations (PR) is the role within a business devoted to
communicating with the press and ensuring favourable media coverage of
a company, product or service. Public relations refers to the activities used
to promote and create a good public image of your company so that people
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will view it in a positive way. It is also common to use the abbreviation
PR.

Push the envelope means move beyond current limits. Example: “Our
boss is always pushing the envelope by giving us new projects such as
promotion adverts, marketing strategy and business plans development”.

Put the cards on the table — be completely honest. Example: I
suppose it is time to put all of our cards on the table”.

Quick wins — the things that are easiest to achieve.

Reach a consensus — a case, when all the people in a group agree on
an opinion or idea.

Recruitment — finding new people to join the business.

Recruitment is the process of hiring new employees. Recruitment
agencies match employers with potential employees.

Research and Development (R&D) refer to government or business
activity which is purposely designed to stimulate innovation and invention.

Resign — leave a job or position voluntarily.

Revenue — the entire amount of income before any deductions are
made.

Salary — the money paid for employee services.

Sales department — the division of a business which is responsible
for selling services or products.

Scalable means that the idea will work easily on a larger scale to the
one it currently works on. For example, a “scalable” business model is
easy to replicate in order to expand the business.

Shareholder — a person who holds shares of stock in a corporation.

Skill set — someone’s range of skills.

Social media deals with the media content created and distributed
through social interaction.

Sponsor — a business or an organization which pays for advertising.

Staff — personnel who assist their superior in carrying out an assigned
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task.

Stakeholder — any group within or outside the organization that has a
stake in the organization’s performance.

Start-up — a new venture that is trying to discover a profitable
business model for future success.

Start-up offers a more relaxed working environment. This term is
used to describe a brand new business, as a rule in its first few months
trading. The term has connotations of entrepreneurship. It is often
associated with the tech industry, because the term was extensively used
during the dot com boom, but it can also apply to any new business. Start-
ups are typically viewed as forward-thinking, often with a relaxed
atmosphere in unconventional offices. A start-up is in its infancy, it has a
small number of employees and often no strict hierarchy, making it an
attractive place to work.

Step up to the plate means take responsibility. Example: “We have
done all what we can to get ready. Now it’s high time to step up to the
plate”.

Strategy — a plan that has been carefully put together to achieve a
desired goal.

Strategy — an elaborate and systematic plan of action

Supply chain — the connected chain of the company’s all business
entities (internal and external), which perform or support the logistics
function.

Talk until you are blue in the face — try to persuade someone
without results. Example: “He can talk until he is blue in the face, but we
shall never believe that Andy Smith is the most proficient specialist in the
world”,

Telecommuting involves working at home usually on a computer

The bottom line is the final result. Example: “Although they had
worked hard on that deal, the bottom line is the did not make the sale, so it
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was a failure”.

The lion’s share — the biggest part. Example: “If our employees want
the lion’s share of the profit, they also have to do the lion’s share of the
work”.

The name of the game — the basic purpose. Example: “The name of
the game is service. If we focus on service, the customers will always
come back”.

Trademark — a formally registered symbol identifying the distributor
or manufacturer of a product.

Trademark refers to an officially registered name, symbol or logo
used to represent a product or firm. It is similar in some ways to a
copyright or a patent, but not quite the same.

Transaction — a business activity that changes liabilities, assets or
owner’s equity

Tweak something — make a slight adjustment. Example: “The
government hopes to avoid the recession by tweaking the economy”.

Unwind a deal — take apart or undo something. Example: “I must
unwind this deal, then | can start over again”.

USP is the “Unique Selling Proposition” of a company, product or
service — in other words, what makes it different from similar offerings.
USPs are considered when a company is set up or a new product or service
Is launched, and they are also at the forefront of marketers’ minds, because
it reflects the unique aspects which enable those charged with marketing to
succeed, by highlighting reasons why consumers should choose this
company rather than another.

Vertical in the world of business jargon refers to an area of expertise.
Rather than saying “we cater for the industrial economics”, some business
types might say “we cater for the industrial vertical”.

Visual aids are things like charts, pictures, maps, etc. which make it
easier for your audience to understand something. You commonly use
visual aids if you are giving a presentation or when you are in a meeting.
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Vocabulary

A

accomplishment — nocsruenHs, peamizaltis
accountant — oyxranrep

acknowledge — gi3HaBaTucs

acquire the language — onmanoByBaTi MOBY

AD (aar. Anno Domini) — Harra epa, Big Pizna XpuctoBoro
address new challenges — BupimyBaTu HOBi po0IeMu
adhere to smth. — rorpumyBaTHCS 4OroCh

adorable — riguuii 000)kHIOBaHHS; YapiBHHMA, Yy JOBUI
advances — nporpec, mepeaoBi TEXHOJIOTIT

advantage — nmepeara

agile management - rHy4Ykuii MCHEKMEHT

announce any vacancies — oroonryBaTi BakaHcii
annual turnover — mopiuanii 000poT, piuHMIA 00iT
anticipate — mporuo3yBatu

anxiety — TpuBora, 3aHETIOKOEHHS

applicable — npunaTHuUit; BiAMOBIAHUH, ITiAXOISIINAN
applicant — 3asBHUK, Ipoxay; KaHIUAAT, IPECTCHACHT
application letter — aBroGiorpadis

appreciate — omiHOBaTH

appropriate — BiamoBIIHUM, T AXOSAIINN; JOPSUHUN
approximately — npu6Inu3HO, HAOIMKEHO
arrangement — 10MOBJIEHICTh, YTOa

articulate — kpacHOMOBHHI

assets — akTusu

assume — npuIycKaTH, JTOIyCKaTH

attempt — namararucsi, npoOyBaTu

average salary — cepenns 3apo0iTHa miarta
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B

backgrounds — moxomkeHHs

be aware of smth. — 3HaTH, po3yMiTH , YCBIJOMITIOBATH IIOCH
be eligible to an office — matn npaBo oGifiMaTu mocaay
be engaged in smth. — 3aiimaTrCst YUMOCH

be familiar with — 6yTu 3naliomMmumM i3

be stored — 306epirarucsi, HAKOTUIYBaTUCH

be submitted with — 6yt mogarum Ha po3riIsa pa3om i3
blame — ryautu, ocymkyBaTH, KpUTHKYBaTH

boost — popcyBaTH, mpuckoprOBaTH

build up — HakonayBaTH; HaporyBaTH; HOPMyBaTH
bullet points — kF040BI TyHKTH

business hours — po6ounii yac

business obligations — minosi 30008’ 13aHHs

business success — ycrix y 6i3Heci

C

career paths — nmisxu Kkap’€pHOTO POCTy

chief executive officer — renepanbuuii JUPEKTOP
chief financial officer — ¢dinancoBumii upexTOp
chief operating officer — HadanpHHUK OTIEPaTHBHOTO CKJIaTy
civility — BBIWIMBICTb, JIFOO SI3HICTh, BUXOBAHICTh
close proximity — 6e3mocepeaHs OJIM3bKICTh
coaching — iHCTpYKTyBaHHS

collaboration — ciiBpoGiTHHIITBO

collate information — y3zaransHtoBaTH iH(OpMaIiio
combat the occurrence — 6opoTucs 3 nposiBaMu
comforting — 3acnokiiIuBUii; 3BUYHUI

common stock — 3puuaitamit GoH

commute hassles — komyHikaTUBHI 6ap’epu



complementary — nogaTkoBHiA

complicated — ckmagHui, BaXKKUN TSI pO3YMIiHHS

comprehensive — mupokuii; BCCOIYHUH; qeTaIbHUN

concern itself with — BkmtouaTu B cebe, OyTu 1oB’si3aHUM 13

CONCISe — KOPOTKUH, CTUCIIHIA; YiITKHHA (ITPO CTHJIb)

confusion — 3HISKOBITICTH; HETIOPO3YMIiHHS

consistent application — mociifoBHE 3aCTOCYBaHHS

consistent formatting — Biamosinuuii hopmat

contagious — 3apa3JIMBHiA; IO TIOHYKAE JI0 HACIITyBaHHSI

CONVEY — MoBiAoOMIIATH; iepeaaBaTu (1HdopMaIIiio)

conviction — cyaumicTthb

core skills — ocHoBHI BMiHHs

corporate stock — kopropaTuBHuUH HOHT

counterparts — koneru

countertop — CTiIbHUIIA

courtesy — BBIWIHBICTh, YEMHICTb, JIFOO SI3HICTh

cover the costS — mokpuBaTH BUTpATH

cumulative traits — 3aranpHi pucu

customize your resume — miaraHsaTd, O(GOPMIIATH BiANOBIAHO 0
BHUMOT

cutting-edge advents — cy4acHi posiBu

D

decent job — npectmxna podora

deep understanding — rpyHTOBHE pO3yMiHHs

delve into — nopuHaTH, 3arIHOTIOBATUCS Y

discourteous — HeBUXOBaHUH, HEUSMHUIT; TPYOHIA
discourtesy — HeBMXOBaHICTh, HEBBIWINBICTh; OPYTaIbHICTh
discrepancy — HeBIIITOBIIHICTh, PO30IKHICTh

disrespectful — HemanoOMBHIA, HEBBIWINBHIA, MPE3UPIUBUN
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disruption — mopyieHHs, 1eCTPYKIIis

distinct — BupasHmii; wiTkmii; ocoOauBmii; (from) BigMIHHMK, SKUiA
BIJIPI3HSIETHCSA (Bl YOr0-HEOY 1b); HECXOKUN

distortions — crioTBOpeHHsI, MepeKPyIyBaHHS, BUKPHBIICHHS

distracting — sixuit BigBOJTIKa€E; po3ciroe (yBary)

disturbed — mopymrenuii; nepepBanuii

downsides — uenoiku

E

easy-to-digest format — merkuii njis 3acBo€HHS

eliminate — 3HumyBaTH, JIKBiAyBaTH

emotional contagion — emorriliHa 3apa3aUBICTh

employee benefits — Bumatu npaniBarKam

employee-friendly — sixuii npyxen00HO CTaBUTHCSA A0 MPAI[iBHUKIB
employees — nepconalt; IpaIiBHAKH

enable — ymoxxuBIIOBaTH

encounter — 31ITOBXHYTHUCS (3), HATPAIUIATH (HA)

enterprise — mignpueMcTBO; hadpuka; dhipma, KOMIIaHIS
enterprising entity — mianpueMHUITbKA OpraHi3allisa

eventually — y xiHmeBomy migcyMKy, BpEIITi-peIT

evince — BUABJIATH, TOKA3yBaTH; TOBOJIUTH

exchange considerations for — oOmiHIOBaTHCS MipKyBaHHSIMH 010
explicitly — giTko, TOYHO; BiIKPHTO, HEJIBO3HAYHO

extend — po3mmproBatu

extensive market research — neranbHe JOCIIKCHHS PHHKY

extent — mpoTsKHICTh, JOBXKHHA; 00CAT, MEXI1

external triggers — 30BHIIIHI CTUMYJIH

extracurricular activity — mo3aknacHi 3aHATTS
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F

facet — acnexr, rpanb

facilitate — cipusit, 3abe3neuyBaru

feasible — moxxnuBHii, iMOBIpHHUIA

fictitious — Buramanuii

finance operations — ¢inancoBi oneparrii

financial liability — ¢inancoBa BinmoBigaIbHICT
financial services arm — Biguia HagaHHS (PiHAHCOBHX ITOCIYT
flextime — BiTbHUI PEXXHM pOOOYOT0 JTHS; 3MIHHUH Tpadik
fluency — BinbHE BOJIOAIHHS

foremost — ocHOBHU, TOJIOBHUN; BUAATHHI

foreperson — romosa

former supervisor — KoauIIHii HaYyaaIbHUK

further — npocysaru; cipustu

G

generate money — 3apo0siTy rpouri
good grasp of the knowledge — xopomuii 00csr 3HaHb

H

halt — 3ynuasITH; TPUTUHATH

harsh tones — pi3kwuii ToH / Tpy0a iHTOHAITIS

headquarters / head office — mra6-kBapTupa a6o ronoBHuUl odic
heavy workloads — Benukuii o0csar podotu

hence — oTxe; B pe3yibTaTi; 3BiacCH

high impact — Benukuii BruuB

hiring decisions — pimeHHs Ipo NPUHHATTS Ha poOOTY

honour societies — BucokonoBaxHe / CBITChKE TOBAPUCTBO

human resources — moackKi pecypeu
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implement changes — BHOCHTH 3MiHH

implications — Haciigku

improbable — netimoBipHwMiA, HenpaBIOMOAIOHNIH

in a shorter span of time — 3a kopoTIIHIF TPOMIXKOK Yacy
in alignment — po3ramryBaHHs Ha OJHIN JTiHI{

in favour of — na xopucTh, B iHTEpecax KOroch/40roch
InCoMe — oxia, J0X0a1; HaIXOMKECHHS; IPUOYTOK
Incorporate — BKIIFOYUTH, 00’ €JHYBaTH

INCUr — moB’si3yBaTH

incur any losses or debts — Hectu 30uTKH 200 MaTH 3a00PTOBAHICTh
indigenous — TyOiTeHUH, KOPIHHUHT

inevitable — HemuHyYMit

instil fear — BcensTu cTpax

interconnectivity — B3aeMo3aeKXHICTh

ISsue to — BUCTYymaTH i3 3asIBOIO IS

item — BupiO

J

job alerts — moBigoMIIeHHS PO pOOOTY

job application form — ankera npu BeTymm Ha poOoTY; OJIaHK 3asBH
job hunting — momyk po6oTu

justify — miarBepauTu

K

keep track — BiaciiakoByBaTH

L

lack — OpakyBaTu, He BHCTaYaTH; BiI4yBaTH HECTAUy
layout — maxker, ¢hopmar

legal liabilities — nmpaBoBa (ropuau4Ha) BiAMOBIIAILHICTh



liable for — BigmoBiganbpHU; IKKI HECE BIAITOBIAAIBHICTE 3a

liaise with journalists — migTpumyBaTH 3B’3KH 13 )KypHAJIiCTaMU

M

management consultancy — ynpapiriHCbKHI KOHCAJITHHT

manufactured goods — ¢pabpukaTy; TPOMHUCIIOBI TOBapH

marital status — cimeitnmii ctan

master — onaHOBYBAaTH, OBOJIOAIBATH (3HAHHAMU, MOBOIO)

maternity and paternity pay — BiamycTka mo JOrjisay 3a JUTHHOIO

matter — maTu 3HaYCHHS

mental health — ncuxiune 3m0poB’ s

Mentor — HaCTaBHUK; KEPIBHUK

mindfulness — yBaxkHicTh

mind-set — THII MHCIICHHS, CKJIaJ pO3yMY

miscommunication — Heropo3yMiHHs, HEPABUIBLHE PO3YMIiHHS,
PO30DKHICTD Y TIOTJISIIaX

multiple — uncnennmit

native speaker — Hociit MoBu
native-born — kopiHHwHIA
negotiations — neperoBopu

non-verbal cues — HeBepOaIbHI 3aCO0H CITIIKYBaHHS

O

obtain — orpumatu

OCCUI — TparuiaTUcs, BiqOyBaTUCS
odds — iMOBIpHICTb, MOXKJIHBICTE
offending individual — xpuBaHHK

offer perks — maBaTu minbru; MPorOHyBaTH MPUBLIET
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office manager — odicHuii MeHEIKED

one-way ticket — kBUTOK B OJTHy CTOpOHY

on-site doctors — MeamyHKTH

outcome — pe3yabTar, HaCHiJoK

overall — 3aranpauit; cykymHwmit

overlap with — gyactkoBo 36iraTucs 3

overtime ban — 3abopoHa Ha MOHaIHOPMOBY POOOTY

OXFAM — Oxchopachkuit KOMITET JOIMOMOTH TOJIOYIOUUM

P

pace — MBUIKICTh, TEMII

partnership — mapTaepcTBO

pay and benefits — Bunaropoau i miaeru

pay the bills — omnauyBaTtu paxynku

PEErs — oHOIITKH, POBECHUKHU

permutations — 3sminu

personal issues — ocobucTi mpodaemMu

personal references — pekomeHanii

pet peeves — 0004l TeMHU

POiSe — ypiBHOBaXXCHICTh; BATPUMKA, CAMOBJIaJaHHs

pose different challenges — ctBoproBaty pizHOMaHITHI TPYIHOIIII
precise legal implications — koHKpeTHI IOPUANYHI HACII KA
prevalent — po3moBCIoKeHUI, TAHYIOUHH, TOMIHYIOUUH
prevent — 3anobiratu, nonepeaxaTiu

primary language — ocHoBHa MOBa

proactive — BuIepepKarOUMid, yrepe Ky BalbHAM
profanity — 6oroxyascTBO; IpodaHaris; JUXOCTIB’ S
proficient — malictepuuii, yminuiA, JOCBITYCHUH

profitable — kopucHwmit

prompt — MUTTEBUIA; LBUIKUN
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public relations — pexnaMHua cripaBa; 3B’SI3KH 3 TPOMAJICHKICTIO
pull together — 06’ exHaTn 3ycums
purchasing manager — MeHeDKED 13 3aKyMiBellb

R

readjust upon — npucrocyBaTHCs; IepeOyTyBaTHCS

receptionist — cekperap; peecTparop

recruitment — sepOyBanHs; HaOip, HaHMaHHS

reduce — 3HIKYBaTH; 3MEHIITYBATH; CKOPOUYBATH

refer smb. — sragyBarn; roBOpuTH PO KOT'OCh

registration requirements — BuMoru o0 peecrparii

regurgitate smth. — MmexaHiYHO TOBTOPIOBATH IIOChH

related in smth. — noB’s13aHuii; criopiHeHMH (i3 YAMOCH)

relationship — 3B’s130k; B3a€MUHU, CTOCYHKHU

release — BigmoBmsATHCSA (Bin TIpaBa); mepeaaBaTH MpaBo IHIIH 0c00i;
poIIaTH; 0OHAPOIyBAaTH, ONyOJIIKOBYBATH

relevant experiences — akTyajabHUH JTOCBI

rely mainly on — noknagaTucst roTOBHUM YHHOM Ha

repay — nosepratu OOpr; BiAIIKOIOBYBATH 30MTKH

require — BuUMaratu, moTpeOyBaTH

restore — BiJIHOBJIIOBaTH; peCTaBpyBaTH

reuse — MoBTOPHO BUKOPHCTOBYBATH

run the business — Bectu 6i3Hec, kepyBaTH HiANPUEMCTBOM

S

sales jobs — komepiiiiina qisTIbHICTh

save COStS — ckopouyBaTH BUAATKH / BUTPATH

secure a job — obGiitmaTu mocamxy

secure permits — oTpuMyBaTH J103BOJIA

seek out new opportunities — BigKkpuBaTH HOBI MOKIUBOCTI
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sequestration — oOMexeHHs

shareholders — akmionepu

short overview — KOpOTKHIA OIS

single entity — mimicHa opranizaris

small retailer — po3apiOHMIT TOProBeIh

sole proprietorship — ogHoOCiOHA BIACHICTH
sole trader — inauBiyaaIbHUN TiIPHEMEIH
solicited — 3ampomenuii

speech — mpomoBa, BucTyn (opaTopa); MOBJICHHS
standard margins — ctanaapTHi OIS

stay profitable — 3anumarucs npuOyTKOBUM
stock market — puHOK akiiii, (POHIOBUIH PUHOK
streetcart vendor — BynuuHuii MpoaaBelb
struggle — 6opotucs; poOUTH 3yCHILIS; JOJIATH MEPEIIKOIH
subordinates — mianermi

sub-Saharan — o 3HaxoauThCs Ha MiBaHI Bix Caxapu
summary — pesrome

supplement — nogaTox

supply — 3amac

support — marpumka

support staff — nonomi>xHu# epcoHa

survival — BuwxnuBanHs

T

tackle the issues at hand — 3aliHgTHCs BUpIIIEHHSIM HarajibHUX
mpo0aeM

take on — 6patu (Ha poOoTY); HalitMaTH (Ha CITYKO0Y)

take stock — migOuBaTH MiACYMKH, ITiICYMOBYBaTH

takeaways — pesynbTaTH

tangible methods — npaktuuni MmeToau



target list — crimcok mineit

tax return — moBepHEeHHs MOIATKIB

telecommuting - TUCTaHIIHHWI peXUM POOOTH
template — ma6on

tertiary sector — TpeTUHHUI CEKTOP

top manager — KepiBHHMK BHIIOI TAHKH

track record — mocyxHH CIIUCOK

trade relations — Toprosi BigHOCHHH

transact business — Bectu 0i3Hec, 3aKJIFOYATH JOTOBIP
treatment of customers — craBieHHs 10 CIOKUBAYiB
tremendous — ayxe, HaA3BHYAKHO

trial-and-error strategy — crparerist Ipo0 i TOMHJIOK
tuition reimbursement — komIieHcalis JIATH 32 HABYAHHS

typo — npykapcbka noMuiIKa

U

unconventional — HeTpaguIIHHKI; HEMIAOJIOHHUI
undeniable — ne3anepeunnii
unintentional — HeHaBMUCHUH, HCYMUCHUIA

up-to-date — cyuacHwmit; HaliHOBITHIIIIMA

various — pi3HHIA; pi3HOMaHITHAN; PI3HOOIYHMIA
verification — miarBepKeHHS; YCTaHOBICHHS AIHCHOCTI

viable — Baromuii

W

workplace — po6oue micrie

Zip code — momToBHI iHACKC
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application 33, 47, 53, 117, 121
application letter 33, 47, 53,

assets 16, 18

business 9-11, 16-19, 24-27, 30, 39, 86, 96, 99, 130, 149
business English 10, 11, 75, 76, 79, 150, 151
business success 9

capital 16

career 10

company 9-11, 20, 29, 31, 72, 85, 86, 95, 97, 99, 104, 110
corporate 9, 11, 20, 65, 66, 67, 70-72, 136
corporate language 9

corporation 17, 20

economics 11

economy 27

employee 20, 25, 55, 137

employer 48, 126

employment 48

enterprise 16, 24, 25, 41, 98

entity 16, 20

financial 17, 27, 29, 31

financial liability 17

goal 16, 86

human resources 11

international companies 9

investment 31

job 31, 35, 37,102, 110, 117, 121

job hunting 31, 35, 37, 102

leader 12

liability 17-19

limited liability company 17, 19, 29, 88
literacy 12

losses 18



management 21, 26, 40, 42, 43
management consultancy 40
manager 25, 42, 44, 45, 49
market 40, 44, 96
negotiations 11

objective 16

organization 16, 18, 19, 89, 138
partnership 17, 21, 30
professional 11, 16, 49
proficiency 13

profit 18, 19, 163

proprietor 19

proprietorship 17, 18, 88, 90
public relations 41
requirement 12, 20
responsibility 20, 21, 50
resume 31, 47, 49, 51, 121
sales teams 40

services 16

share 24, 95

shareholders 20, 25, 95

skill 9, 10, 13, 31, 52, 55, 149
sole proprietorship 17, 18
sole trader 29

tax 21, 88

taxation 20

trade 11, 17, 24, 98

trade relations 11

turnover 24

workforce 12

working environment 13
workplace 11
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