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ПЕРЕДМОВА (FOREWORD)
Навчальний посібник призначений для здобувачів вищої освіти за спеціальностями «Менеджмент» і «Публічне управління та адміністрування», які вивчають англійську мову. Посібник розроблено згідно з робочою навчальною програмою з дисципліни «Іноземна мова професійного спілкування». 
Метою даної дисципліни є формування комунікативної компетентності у сфері фахового спілкування в усній і письмовій формах.
Завдання вивчення дисципліни – розширення та збагачення термінологічної лексики відповідно до спеціалізації; активізація навичок усного мовлення під час обговорення фахових тем та відтворення комунікативних ситуацій; розвиток та закріплення навичок читання адаптованих текстів фахового спрямування з метою повного отримання інформації.
Посібник містить навчальний матеріал з шести тем – «Форми бізнесу», «Структура компанії», «Маркетинг», «Моя фірма», «Працевлаштування» та «Анотування». 
На початку кожної теми подано мінімальний лексичний мінімум, необхідний для формування лексичної компетенції у сфері професійного спілкування. Потім пропонується ознайомитися з текстом, який містить інформацію з теми. Для засвоєння основних положень, перевірки правильності розуміння тексту, закріплення нових лексичних одиниць розроблено низку вправ до тексту різного рівня складності. 
Після виконання умовно мовленнєвих вправ рекомендуємо перейти до роботи в парах і групах, що передбачає моделювання комунікативних ситуацій, які є максимально наближеними до реального професійного іншомовного спілкування фахівців. На цьому етапі значно посилюється активність і самостійність здобувачів вищої освіти у взаємодії, роль викладача полягає у консультуванні і забезпеченні зворотного зв’язку у спілкуванні. 
В кінці кожної теми подано вправи на закріплення вивченого матеріалу.
Значна увага приділяється формуванню умінь та навичок проведення презентацій, що є особливо необхідним для майбутніх фахівців з менеджменту і публічного управління. З цією метою  пропонується спочатку ознайомитися з теоретичними положеннями теми «Презентації», потім розглянути зразок готової презентації і розробити власний проект.
Після вивчення усіх тем подано підсумковий тест з метою перевірки набутих знань та самооцінки. 
Задля підвищення ефективності навчальної діяльності та рівня мотивації здобувачів вищої освіти розроблено систему завдань для самостійної роботи з кожної теми. Це сприятиме поглибленню й розширенню знань, посиленню інтересу до пізнавальної діяльності, формуванню творчої особистості спеціаліста, здатного до самовдосконалення та самоосвіти. 
Навчальний посібник призначений для аудиторної та самостійної роботи здобувачів вищої освіти, а також може бути використаний для  підготовки  до спілкування англійською мовою в професійному  середовищі. 
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FORMS OF BUSINESS
1.Learn the following words and word combinations.
advantage – перевага 
asset – актив
benefit – користь, привілей
bankruptcy – банкрутство 
go bankrupt – збанкрутувати 
cheap – дешевий 
disadvantage (drawback) – недолік
establish – засновувати, створювати
expensive – дорогий 
corporation (Am.) – корпорація 
company (Br.) – компанія 
customer (consumer) – споживач 
deal in – мати справу, займатися
debt – борг 
employ – наймати на роботу
employee – службовець 
employer – роботодавець 
employment – зайнятість 	
unemployment – безробіття 
entrepreneur – підприємець
goods and services – товари та послуги
law – закон 
legal – законний, юридичний
liability – відповідальність, зобов’язання
(un)limited – (не)обмежений
loan – позика
objective – мета  
own – володіти, власний
owner – власник	
partner – партнер 
partnership – партнерство, товариство
private company – закрите акціонерне товариство 
public company – відкрите акціонерне товариство
profit (income) – прибуток 
profitable –  прибутковий     
make profit – отримувати прибуток
remain – залишатися
requirement – вимога
return – відшкодування
salary (wages) – зарплата 
set up – засновувати 
share (stock) – акція 
shareholder (stockholder) – акціонер 
sole (single) proprietor – одноосібний власник
sole (single) proprietorship – одноосібна власність
stock exchange – фондова біржа
tax – податок 
income tax – податок на прибуток

STEP I. WHAT IS BUSINESS?

1. Choose three words which you consider the most important ones in any business from the list below. Explain your answer.
	Money
Promotion
Challenge
Respect
Team spirit

	Boss
Customer
Result
Profit
Prestige
                                                                                                                                                  



2. Read the text about business and answer the questions below.
Business is an organized approach to providing customers with the goods and services they want. The word ‘business’ also refers to an organization that provides these goods and services. Most businesses seek to make a profit, that is they aim to achieve revenues that exceed the costs of operating the business. Prominent examples of for-profit businesses include Mitsubishi Group, General Motors Corporation, and Royal Dutch/Shell Group. However, some businesses only seek to earn enough to cover their operating costs. Commonly called nonprofits, these organizations are primarily nongovernmental service providers. Examples of nonprofit businesses include such organizations as social service agencies, foundations, advocacy groups, and many hospitals.
A variety of operations keep businesses, especially large corporations, running efficiently and effectively. Common business operation divisions include production, marketing, finance, and human resource management.
Production includes those activities involved the conceptualizing, designing, and creating products and services. In recent years there have been dramatic changes in the way goods are produced. Today, computers help monitor, control, and even perform work. Flexible, high-tech machines can do in minutes what it used to take people hours to accomplish. Another important development has been the trend toward just-in-time inventory. The word ‘inventory’ refers to the amount of goods a business keeps available for wholesale and retail. In just-in-time inventory the firm stocks only what it needs for the next day or two. Many businesses rely on fast, global computer communications to allow them to respond quickly to changes in consumer demand. Inventories are thus minimized and businesses can invest more in product research, development, and marketing.
Marketing is the process of identifying the goods and services that consumers need and want and providing those goods and services at the right price, place, and time. Businesses develop marketing strategies by conducting research to determine what products and services potential customers think they would like to be able to purchase. Firms often advertise if they face competition from other firms marketing similar products.
Finance involves the management of money. All businesses must have enough capital on hand to pay their bills, and for-profit businesses seek extra capital to expand their operations. In some cases, they raise long-term capital by selling ownership in the company. Other common financial activities include granting, monitoring, and collecting on credit or loans and ensuring that customers pay bills on time. The financial division of any business must also establish a good working relationship with a bank. This is particularly important when a business wants to obtain a loan.
Businesses rely on effective human resource management (HRM) to ensure that they hire and keep good employees, and that they are able to respond to conflicts between workers and management. HRM specialists initially determine the number and type of employees that a business will need over its first few years of operation. They are then responsible for recruiting new employees to replace those who leave and for filling newly created positions. A business’s HRM division also trains or arranges for the training of its staff to encourage worker productivity, efficiency, and satisfaction, and to promote the overall success of the business. Finally, human resource managers create workers’ compensation plans and benefit packages for employees.

2. Discuss the following questions. 
1. What does the word ‘business’ mean?
2. What is the difference between for-profit and nonprofit organizations?
3. What is production?
4. Specify the notion ‘just-in-time inventory’.
5. What is marketing?
6. Define such business operation as finance.
7. What does the HRM involve?
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1. Read and translate the text.
The business firm is the organization which an entrepreneur operates. It brings the factors of production together so that they may be used to satisfy human wants. The owner’s aim is to have a profitable business.
Business firms fall into three major categories: the proprietorship, the partnership and the corporation.
The proprietorship is owned and operated by one person. The majority of American firms are proprietorships, but this majority is mainly smaller firms, small stores and repair shops.
The proprietorship is the quickest and easiest type of business to start. Anyone may start at any time. Legal formalities are at minimum. There are usually no legal requirements that must be met before the firm can start its activity. The proprietor’s sole control is one of the advantages too. He or she makes the decisions. And, of course, all the profits of the firm go to the proprietor.
There are several drawbacks. First, there is the inherent limitation of the skill, knowledge and finances of any person including ability to borrow. Also when the proprietor dies, the life of the business ends.  If the heirs carry on, they will actually start a new organization.
Another big drawback is the fact that the proprietor has unlimited liability for all the debts of the business. This means that the proprietor can lose not only everything he or she has in the business but all personal assets – money, house, car as well. The proprietor’s liability is unlimited, since in the eyes of the law the owner and the business are regarded as a single person.
2. Choose the right answer according to what you have read in the text.
1. The proprietorship has both advantages and disadvantages.
a) true      b) false     c) the text doesn’t say
2. Two or more people can start a proprietorship.
a) true      b) false     c) the text doesn’t say
3. A single owners are personally liable for all debts of their businesses.
a) true      b) false     c) the text doesn’t say
4. Minimum legal formalities refer to a drawback of a proprietorship.
a) true      b) false     c) the text doesn’t say
5. The number of proprietorships is increasing.
a) true      b) false     c) the text doesn’t say

3. Complete the text with the given words. Discuss what disadvantage of a sole proprietorship is described here.
employees, owner, assets, liable, accident, business
Shirley is the ………….of a flower shop. One day Roger, one of Shirley’s..……………, is delivering flowers using a truck owned by business. Roger strikes and seriously injures a pedestrian. The injured pedestrian sues Roger, claiming that he drove carelessly and caused the ………….. . The lawsuit names Shirley as a co-defendant. After a trial, the jury returns a large verdict against Roger – and Shirley as owner of the ………….. . Shirley is personally ……………..to the injured pedestrian. This means the pedestrian can go after all of Shirley’s ……….., business and personal.
(injure – ушкодити, pedestrian – пішохід, sue – подавати позов, claim – стверджувати, lawsuit – судовий процес, co-defendant – співвідповідач, trial – судовий розгляд, go after – претендувати на).
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1. Read and translate the following text.
A partnership is a form of business owned and operated by two or more (up to 20) people. Small business firms belong to this business. Some partnerships – in the field of wholesaling, public accounting and stockbrokerage – may have annual sales of over $ 1 million per year, but the majority are smaller.
The main advantage of a partnership is that money and talents of the partners are pooled in one business. Profits are shared by the partners according to their written agreement. If there is no written agreement, the law assumes that they mean to share profits and losses equally.
As in a proprietorship, the life of a partnership is limited by the life of its owners. In fact, the death of one partner causes dissolution of the organization.  The business suffers if partners have serious and constant disagreements over decision making. In case of bankruptcy, the co-owners who invested more capital (the senior partners) lose more than the junior partners who invested less. And one more disadvantage of a partnership is that it is often difficult to get rid of a bad partner.

2. Identify if the statement is true or false according to what you have read in the text.
1. Partnerships may have an unlimited number of partners.
2. In a partnership co-owners pool their capital and talents.
3. Partners can make a written agreement.
4. Partners share their profits. It is a big disadvantage of this business.
5. Junior partners invest less capital than senior ones.

3. Act out the conversation.
A. Bob, is it true that you have developed a new type of shampoo? It absolutely guarantees against dandruff.
B. Yes, it’s true, but I really have no idea what to do with it.
A. Are you going to open up your own business? You could start producing and selling it.
B. Yes, I’ve thought about it but I don’t have investment capital for a sole proprietorship. I could take a loan from a bank, but I’m afraid to. What if I go bankrupt? I’m thinking about offering my shampoo to some corporation.
A. Don’t do it. They will pay you some money for it and keep the shampoo for themselves. And they will gain profits for years! And you will be sorry to see your shampoo in all the supermarkets with you getting next to nothing for it.
B. Perhaps, you can recommend something constructive, Ann?
A. Listen. Let’s start a partnership. Your invention, I mean your new shampoo, is everything that you will be required to invest. I will invest money to start producing and selling the product.
B. Sounds interesting. But who will organize production and distribution?
A. It’s not a problem. Maybe, we can manage it ourselves. Or we could involve some other guys as partners. I have somebody in mind.
B. Ann, what you say really interests me. There is a lot to think about. Let’s make an appointment to discuss it.

4. Answer the following questions.
1. What did Bob develop? What’s new about it?
2. Does Bob know what to do about his invention?
3. Is he going to start up his own business?
4. Why is Bob afraid to take a loan from a bank?
5. To whom is Bob going to offer his shampoo?
6. Does Ann agree with him?
7. What does Ann recommend?
8. If Bob and Ann start a partnership, what investment will each of them make?
9. Who will organize production and distribution?

5. Summarize Bob and Ann’s conversation. State whether you think Ann will convince Bob to start a partnership. Would she convince you if you were Bob? Why or why not?
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STEP IV. CORPORATIONS
1. Read and translate the text.
A corporation (or company) is the most expensive way to organize a business. Corporations issue stock in shares, which are certificates of owning part of the corporation’s capital. Shares certify that a definite sum of money has been invested by a stockholder. 
Corporations may be public, with an unlimited number of stockholders, and with stocks being traded freely at the stock exchange by brokers. The stock exchange is a place where stocks are bought and sold. A corporation can also be private. In that case, it has a limited number of stockholders, and shares are not freely sold by brokers at the stock exchange; only stockholders themselves can sell them.
Corporations have great advantages that make them the strongest and most powerful form of business. It is easy to attract investments. Every stockholder is responsible for the amount of her or his investment. So every stockholder’s responsibility is limited. Unlike a proprietorship, a corporation does not die with the death of a founder or partner, and ownership rights can be easily passed to other people. Corporations have the opportunity to use the talents and experience of an unlimited number of people. Corporation’s power to research, develop, and produce new goods is also a big advantage.
But there are some disadvantages. It is difficult and expensive to start a corporation. It is not easy to control because stockholders can hide profits. The management usually takes great care of the principal stockholders’ interest, while the rights of those who have a small number of shares are often neglected. Corporations have to pay corporate tax, besides income tax (double taxation).

2. Answer the following questions.
1. What is a corporation?
2. What are shares? What do they certify?
3. What is a public company?
4. What is a private company?
5. Is it difficult to attract investments in corporations?
6. Does a corporation dye with the death of its founder?
7. Are there any disadvantages in a corporation?
8. Can stockholders hide their profits? Is it an advantage or disadvantage?
9. Whose rights are often neglected in a corporation?
10. Do corporations pay any taxes?

3. Match the companies with their descriptions: Kellog’s, LEVI’S, Apple, Microsoft, MICHELIN, TESCO, Chevron.
A. This company produces tyres for a wide range of vehicles. It is one of the three largest tyre company in the world (along with Bridgestone and Goodyear) based in France. It also publishes road maps and tourist guides.
B. It is an American multinational energy corporation headquartered in San Ramon, California, and active in more than 180 countries. It is engaged in every aspect of oil, natural gas, and geothermal industries. It is one the world’s largest companies.
C. The headquarters of this company are in Michigan. It is a producer of cereals and convenience foods, including cookies, crackers, cereal bars, frozen waffles, meat alternatives, pie crusts and cones.  It sells its products in 130 countries and has such leading brand names as Rice Krispies, Frosties, etc.
D. It is an American multinational technology company headquartered in Cupertino, California. It was founded on April 1, 1976. It is the world’s largest information technology company by revenue.
E. This British public limited company has stores in 12 countries across Asia and Europe is the grocery market leader in the UK, Ireland, Hungary, Malaysia, and Thailand. The first name of the company appeared in 1924, after Cohen (the founder) purchased a shipment of tea from T.E. Stockwell and combined those initials with the first two letters of his surname. 
F. It is a privately held American clothing company. In 1853 its founder came from Buttenheim, Bavaria to San Francisco, California to open west coast branch of his brothers’ New York dry goods business.
G. This American multinational technology company is headquartered in Redmond, Washington. It was founded on April 4, 1975. It is one of the largest and most valuable companies in the world in its sphere.

4. Choose three companies that you know but don’t say their names. Tell your partners briefly about each one. They must guess the name of the company.

5. Learn the history of the Nissan Motor company.
1925 – three small motor companies merge to form the Dat Jidosha Seizo Company.
1932 – the company produces the first Datsun car.
1934 – the owners re-name the company ‘The Nissan Motor Company Ltd.’
1935 – Nissan opens the Yokohama plant.
1936 – Nissan introduces mass production methods.
1958 – a Datsun wins the Australian Rally.
1966 – Nissan sets up its first foreign manufacturing operation in Mexico.
1980 – the National Space Development Agency of Japan sends a rocket into space with solid-fuel boosters designed and produced by Nissan.
1981 – Nissan makes an agreement with Volkswagen to produce the Santana in Japan.
1992, 1993, 1994 – in the UK, Nissan earns a Queen’s Award for Export Achievement for three years running. 
2001 – Nissan establishes a manufacturing plant in Brazil.
2014 – Nissan cars are produced by Renault-Samsung in South Korea.

6. Work in pairs. Ask and answer questions about the Nissan Motor Company.
– What happened in 1925?
– Three small motor companies merged.

7. Ask and answer more questions about Nissan.
– When did the original three companies merge?
– In 1925.
– When did…?
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1. Read and translate the text. Explain what types of businesses are involved in franchising.
Many hotel, motel, gas station, and fast-food chains are franchises. A franchise is a contract in which a franchisor sells to another business the right to use its name and sell its products. The person or business buying these rights, called the franchisee, pays a fee that may include a percentage of all money taken in. If a person buys a motel franchise, that person agrees to pay the motel chain a certain fee plus a portion of the profits for as long as his or her motel stays in business. In return, the chain will help the franchisee set up the motel. Often, the chain will have a training program to teach the franchisee about the business and set the standards of business operations.
Advantages. Franchising provides the opportunity of developing business without having large capital sums. For the franchisee it:
– enables people to go into business with limited risk and outlay;
– ensures that the product or service has been thoroughly tested and marketed before the franchisee has been approved;
– provides a well-known brand name and image, and large-scale advertising back-up;
– requires less capital than other forms of business start-up;
– provides continuing back-up support and advice during the period of the franchise agreement.
Disadvantages. For franchisees, the main disadvantage of franchising is a loss of control. While they gain the use of a system, trademarks, assistance, training, and marketing, the franchisee is required to follow the system and get approval of changes with the franchisor.
In response to the soaring popularity of franchising, an increasing number of communities are taking steps to limit these chain businesses and reduce displacement of independent businesses through limits on “formula businesses.” 
Another problem is that the franchisor/franchisee relationship can easily give rise to litigation if either side is incompetent (or just not acting in good faith). For example, an incompetent franchisee can easily damage the public’s goodwill towards the franchisor’s brand by providing inferior goods and services, and an incompetent franchisor can destroy its franchisees by failing to promote the brand properly or by squeezing them too aggressively for profits. 

2. Formulate definitions for the following terms:
– franchising
– franchiser
– franchisee

3. Think of some corporate businesses that are franchised. Discuss them in groups. Draw conclusions about which businesses are most convenient to franchise. Tell the class.
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STEP VI. DRILLS
1. Match an item on the left with an item on the right to make phrases. 
	1) start-up
2)  exit   
3) brand   
4)  a going
5)  private
6)  a gap in the
	equity 
name
company
market
concern
strategy

	7)  do 
8)  employ
9)  fail
10) make
11) raise
12) rent
	a profit
capital 
staff
some market research
to get enough customers
premises



2. Complete the sentences with the phrases from exercise 1. 
1. The founder of the company is going to retire next year. I think he’ll probably sell the business as……………………………………………. . But first he needs to…………...………………………..to see who might be interested in taking over the business. 
2. If the company is going to expand, they will need to……………… . They can either ask the bank, issue new shares, or try to attract …………………………    
3. She wants to start her own business and she thinks she can see ……………… . She has money of her own, so the first steps are to ……………………in a suitable location, purchase equipment and employ staff. 

3. Complete the dialogues with the given words. Identify what form of business is described in each conversation. Dramatize them.
1
wonderful    employ    set up    business    works   owner
– Hi, Nick. Haven’t seen you for ages. How are you?
– Fine, thank you. And what about you? What are you doing with yourself?
– Oh, I’ve just ……..my own business.
– I don’t believe it! How……………….! What is it?
– Oh, a restaurant. A very small affair, in fact. A kind of family………. ……. . Myself, my husband, our son, and my mother-in-law. We…………no other people.
– Wow! And who’s the legal ………….?
– I am. And no one else. My family……………..for me.
2
business     company   market    shares     shareholders
– Who do you work for, Peter?
– I am employed by a new………………….dealing in software.
– Are they doing a good………………… ?
– Oh yes! They stand very well on the ………………… .
– You should buy some of their……………..then. A small dividend would be a nice addition   to your salary.
– I would, but I can’t. The number of………………………….is limited, and they don’t sell their shares.
3
partners      invest      employ    fine
– How is your language school going, Margaret?
– I think we are……., thank you.
– Do you …………many teachers?
– Oh, we employ nobody but technical staff. The main job is done by five……….. – one administrative partner and four teaching partners.
– I see. No job for me then.
– Well, if you want to………….money, you can become another teaching partner.
– Thank you, I’ll think about.
4. Complete the statements about advantages and disadvantages of franchising with the given words.
advertising, corporate brand name, sell, franchiser, agreement, capital, continuous support
1. Franchisees cannot………… their business without an…………from the………………….. .
2. Franchisees can use the……………………………………………… .
3. Franchisees do not need to spend money on…………………..because  the corporate brand name is advertised nationwide or worldwide.
4. Franchising requires less……………..than other form of business start-up.
5. Franchisees have………………………………………………..of the company.

5. Write in the missing form of each of the irregular verbs below. Each verb can be used with the expressions on the right.
	Bare 
infinitive
	Past 
tense
	Expressions

	run
do
make
go

have
pay
	ran



wrote


sold
	…a business,…out of something,…up a bill
…a job well,…your best,…business (with)
…a profit,…a mistake,…a complaint
…abroad,…out for a meal,…bankrupt
…a letter,…a report,…out a cheque
…lunch,…a meeting,…problems
…by credit card,…cash,…in advance
…something at a profit,…at a loss,…out



6. Choose a past tense form and one of the expressions above to complete the following sentences.
1. He made some calls from his hotel room and ran up a large phone bill.
2. We________________________with that company a few years ago, but then we stopped dealing with them.
3. The company lost money in its first year, but last year it_________of £2.5m.
4. He couldn’t find a suitable job in his own country, so he___________
to look for work. 
5. When the consultants had finished their study, they_______________
for the directors giving a list of recommendations.
6. The engineers_________________________with the gearbox, so they made some modifications to it.
7. They didn’t want cash or a cheque, so I________________________.
8. The product was very popular. We__________________________on the first day and ordered more stock. 

STEP VII. CHECKLIST FOR GOING INTO BUSINESS

1. Answer the following questions truthfully and you will find out if your story in business will be a success story. Choose only one of the three answers to each question. 
Can you start things yourself?
• I always know what to do myself; nobody tells me.
• If somebody starts me going, then I go in by myself.
• I start doing something when I really have to.

Are you good at relations with other people?
• I like people, and can relate to almost everybody.
• I have a lot of friends, but other people don’t really interest me.
• I prefer to be alone. People create problems.
 
Are you a natural leader?
• I can usually get other people to do what I want done.
• If somebody tells me what needs to be done, I can command other people to do it.
• I usually follow other people’s orders and recommendations.

Are you the one to take responsibility?
• I prefer to be responsible myself for what is being done.
• I take responsibility if there is no other way, but when possible, I prefer others to take it.
• I usually wait for someone else to take the responsibility.

Are you a good organizer?
• I always make a plan first. If teamwork is needed, I’m usually the one to do the planning.
• If things get out of hand, I may stop doing what I was doing to correct the matter. But if everything is running smoothly, I leave it alone.
• I avoid problems and take things as they come.

Are you hard-working?
• Yes, I will work as hard and as long as needed for something I want.
• I can work really hard for some time, but when I feel that’s enough for me, I’ll stop.
• Hard work isn’t really what brings results.

Can you make decisions?
• I can, and do so quickly if I have to. The results are usually good.
• I can make decisions, but I need time to think; or I will be sorry later that I didn’t decide differently.
• I’d rather let somebody else to decide.

Do you always do what you say?
• Yes, absolutely. People can always trust what I say.
• For the most part, I do, but sometimes I say what’s easiest to say, and then forget about it.
• If I think the other person won’t know, I say what’s easiest to say, and then forget it.

Do you always finish what you begin?
• Yes, and nothing stops me.
• I usually do, if everything goes all right.
• If it doesn’t go well from the start, I quit.

Are you healthy?
• I’ve never been ill in my life.
• I generally have enough energy for what I want to do.
• I get tired pretty quickly.

Now look at the results. If you have chosen the first answers for the most part (at least 80%), organize your own business. You have all the personal qualities to do so. If the answers you chose were usually the second, work with a partner. Maybe he or she will have the qualities that you lack. If you chose mostly the third answers, you should work for somebody else.

[bookmark: _Toc446918586]STEP VIII. COMMUNICATIVE SITUATIONS
a) Student A. You are a business consultant. A visitor comes to your office. He or she wants to start his or her business, but the visitor is not sure whether to organize a sole proprietorship or a partnership. Ask him or her all possible questions about his or her business (starting capital, skills and experience, goods or services offered to customers, etc.) and give your recommendations. 
Student B. You want to start your own business (decide what you want to produce, how much money you have, etc.), but you are not sure whether to organize a sole proprietorship or a partnership. You have come to a business consultant’s office. Ask him or her questions and listen to his or her recommendations.

b) Student A. You would like to invest some money and decide to buy some shares. You speak to a broker and ask him questions about the best companies for your investment. 
Student B. You are a broker. You speak to a visitor who would like to invest some money and recommend him or her some corporations whose shares can make profit.

c) Student A. You are a very good accountant. You are going to start working for a big corporation. Your friend has another suggestion to you. Listen to him or her and make your decision. 
Student B. You are a programmer and would like to start your own business producing software. But you need some more money and a person to deal in financial activities of your firm. You suggest your friend who is a very good accountant to organize a partnership.

 Group work (three or four students). Each of you has 10 000 $ and you would like to start your own business in your city. Discuss and decide: what form of business to choose, what goods to produce, what is necessary to do to start your business, whether you have enough money, if not, what will you do, etc. A representative of a group reports about the results of your discussion to other groups. 

[bookmark: _Toc446918587]STEP IX. REVISION EXERCISES
1. Fill in the gaps in the sentences below with the following words and word combinations: partnership, corporations, shares, private company, stockholders, stock exchange, owned, sole proprietor, partners, pool
a) The …………………of this corporation have greatly increased in value during the last two weeks.
b) A ……………………is a person who owns his business himself with no other ………………….. .
c) If a business is.………………..by several partners, it is a ………………… .
d)…………………………sell their shares at the ……………………... .
e) All owners of a corporation are called ……………………………… .
f) Business people …………………….. their money, efforts and talents to organize partnerships.
g) When shares of a corporation are not freely sold at the stock exchange, it is a ……………………………………… .

2. Identify if the following statements are true or false and correct the false ones. 
a) A corporation is the most expensive to start.
b) Stockholders who have more shares have more dividends.
c) At least two investors are necessary to start a sole proprietorship.
d) Stock exchange is a place where shares are sold and bought.
e) A sole proprietor can lose everything that belongs to him in case of bankruptcy.
f) Shareholders lose their personal assets if their company has debts.
g) Sole proprietorship can grow very quickly. 
h) Sole proprietor has to pay corporate tax.
i) Corporations have great financial power.
j) The management of a company takes care of the interests of only principal stockholders.
k) Companies pay only corporate tax.

3. Choose the correct variant.
1. The biggest……………….in business can be eliminated if you have sufficient capital to start with.
a) tax
b) income
c) risk
d) interest

2. I heard of a new company today with which we should co-operate and ………….business with.
a) make
b) create
c) have 
d) do

3. We normally serve five hundred…………………..every day.
a) customers
b) customs
c) commuters
d) consume

4. …………………..are people who put money into a business in the hope of making profits.
a) Spenders
b) Borrowers
c) Loaners
d) Investors

5. It may seem a long way in the future but in the end you will get some…………………from your investment.
a) produce
b) benefit
c) products
d) price

6. The company fell heavily into…………………when it took on too many customers and offered them all cheap warranties.
a) debt
b) debts
c) owe
d) owing

7. I strongly recommend investing in these shares because you will get a very good……………..after only a few years.
a) debt
b) loan
c) return
d) loss

8. There is no question that the most important………………….in that company is its youthful enthusiasm.
a) resort
b) resource
c) record
d) risk

9. The……………………………..of working for this company is that all employees believe themselves as a member of the team.
a) limit
b) advantage
c) disadvantage
d) share

10. That company has been in business for over 100 years and in fact was……………….in 1916.
a) found
b) established
c) invented
d) elected

11. If you are self-employed, it is your responsibility to……………how much tax you should legally pay.
a) own
b) employ
c) profit
d) calculate

12. If you are late to paying your………………., then you have to face a financial penalty.
a) income
b) objective
c) taxes
d) assets

13. The boss was appointed in the hope that she would be able to……....results.
a) find
b) achieve
c) manage
d) own

14. Our……………….income is at least six-digits.
a) annual
b) year
c) responsible
d) expensive

15. Profits declined sharply with devaluation of……………………. .
a) assets
b) money
c) currency
d) banknotes

16. The company’s overall………………..was weak.
a) activity
b) action
c) act
d) acting
17. Every company should prepare a complete………………………. .
a) debt
b) loan
c) tax
d) budget 

18. Almost all companies………………………….in vehicles, furniture, machinery or buildings.
a) invest
b) borrow
c) lend
d) work

19. The primary purpose or reason to start a business…………………is to earn profits.
a) strategy
b) company
c) interest
d) risk

19. Organizations typically require a wide range of…………………… .
a) taxes
b) debts
c) credits
d) reports

20. In this form of organization the..……………..himself is responsible for business.
a) owner  
b) debts   
c) taxes 
d) partnership

21. Sole proprietors do not pay special……….…placed on corporations.
a) capital   
b) interests
c) debts   
d) taxes

22. Sole proprietors have minimal legal………….… .
a) capital   
b) partners  
c) restrictions   
d) money

23. One person can start a………..... proprietorship.
a) double  
b) false   
c) sole
d) simple

24. Large……..…………….of capital run great risk of losing individual proprietorship.
a) agreements      
b) partners     
c) amounts
d) cheap   

25. A single owners are personally liable for all….….of their businesses.
a) expensive 
b) debts     
c) partnership
d) responsibility
  
[bookmark: _Toc446918588]UNIT 2
COMPANY STRUCTURE

1. Learn the following words and word combinations. 
accounting – бухгалтерський облік
accountant – бухгалтер 
Chief Accountant – головний бухгалтер
accounts – бухгалтерія
be accountable – бути підзвітним
take into account – брати до уваги
affiliate (subsidiary) – філія, дочірнє підприємство 
authority – повноваження
be in charge (be responsible) – бути відповідальним
chain of command – система підпорядкування
Chairperson – голова 
Chief Executive Officer – керуючий вищого рангу
commodities – товари 
department – відділ 
develop – розвивати 
development – розвиток 
distribution – розповсюдження
division – поділ
elect – вибирати 
elections – вибори 
Executive Board – виконавча рада
executive body – виконавчий орган
hierarchy – ієрархія
keep an account – вести рахунок
level – рівень
Maintenance department – адміністративно-господарський відділ
Managing Director – директор-розпорядник
manufacture (produce) – виробляти
Payroll Department – відділ заробітної плати 
position – посада 
product – продукт 
production – виробництво 
personnel (staff) – персонал, штат
Personnel department (Human Resources Department) – відділ кадрів
Public Relations Manager – менеджер зі зв’язків з громадськістю
purchasing – закупівля
recruit – наймати на роботу
report – звітувати 
research – досліджувати 
sell – продавати 
sale – продаж
subordinate – підлеглий 
superior – керівник 
supervise – керувати, наглядати
training  – підготовка кадрів

[bookmark: _Toc446918589]STEP I. COMPANY MANAGEMENT
1. Read and translate the text. What have you known from the history of company structure?
Most organizations have a hierarchical or pyramidal structure, with one person or a group of people at the top, and an increasing number of people below them at each successive level. There is a clear line or chain of command running down the pyramid. The highest executive body in a company is the Executive Board (or the Board of Directors). The president is the nominal head of the company and is elected at the annual stockholders’ meeting. All the people in the organization know what decisions they are able to make, who their superior (or boss) is (to whom they report), and who their immediate subordinates are (to whom they can give instructions).
Some people in an organization have colleagues who help them: for example, there might be an Assistant to the Marketing Manager. This is known as a staff position: its holder has no line authority, and is not integrated into the chain of command. 
Yet the activities of most companies are too complicated to be organized in a single hierarchy. Shortly before the First World War, the French industrialist Henry Fayol organized his coal-mining business according to the functions that it had to carry out. He is generally credited with inventing functional organization. Today, most large manufacturing organizations have a functional structure, including (among others) production, finance, marketing, sales, and personnel or staff departments. This means, for example, that the production and marketing departments cannot take financial decisions without consulting the finance department. Department heads are usually called directors or managers, and they are supervised by Vice-presidents.
Yet for a large organization manufacturing a wide range of products, having a single production department is generally inefficient. Consequently, most large companies are decentralized, following the model of Alfred Sloan, who divided General Motors into separate operating divisions in 1920. Each division had its own engineering, production and sales departments, made a different category of car, and was expected to make a profit.
An inherent problem of hierarchies is that people at lower levels are unable to make important decisions, but have to pass on responsibility to their boss. One solution to this is matrix management, in which people report to more than one superior. For example, a product manager with an idea might be able to deal directly with managers responsible for a certain market segment and for a geographical region, as well as the managers responsible for the traditional functions of finance, sales and production. This is one way of keeping authority at lower levels, but it is not necessarily a very efficient one. 
A further possibility is to have wholly autonomous, temporary groups or teams that are responsible for an entire project, and are split up as soon as it is successfully completed. Teams are often not very good for decision-making, and they run the risk of relational problems, unless they are small and have a lot of self-discipline. In fact they still require a definite leader, on whom their success probably depends.

2. Identify if the statement is true or false according to what you have read in the text. Correct the false ones.
1. Employees in an organization report to their subordinates.
2. Some people in an organization have an assistant who helps them.
3. Most companies have a single hierarchy.
4. H. Fayol invented functional organization.
5. Large companies manufacturing a wide range of products may have divisions.
6. People at lower level have the right to make important decisions.
7. In matrix management people report to one superior.
8. Success of business depends on temporary groups. 

3. Summarize the information from the text in 5-8 sentences.
 
4. What department does which job? Match each job from the column on the left to a company department from the column on the right.
	1. puts the product into boxes?
2. pays wages and salaries?
3. plans how to promote products?
4. has systems to prevent mistakes?
5. looks after the equipment?
6. deals with complaints?
7. manufactures the products?
8. sends invoices to customers?
9. buys equipment?
10. arranges credit facilities?
11. helps staff develop new skills?
12. sends products to the customer?
13. buys media space?
14. recruits new staff?
15. sends representatives to visit 
customers?

	A.Training
B. Production
C.Marketing
D.Purchasing
E.Personnel
F.Packaging
G.Sales
H.Accounts
I.Payroll
J.Distribution
K.Customer Service
L.Financial Services
M.Quality
N.Advertising
O.Maintenance



5. Act out the conversation.
A. Congratulations, Mary! I’ve heard you’ve got a promotion.
B. Oh, yes, thank you. I have become one of the Vice-Presidents of my company.
A. How wonderful! And what are you responsible for?
B. Money. All company’s finances are my responsibility.
A. Then you have to be in constant contact with your Chief Accountant, Herbert Lindsay. And he is not easy to deal with.
B. But he is very responsible man. And besides, he’s my subordinate, not my superior.
 
6. Answer the questions.
1. Where does Mary work?
2. What’s Mary’s new position?	
3. What position does Herbert Lindsay hold?
4. Is he Mary’s superior?

7. Read and translate the conversation. Dramatize it.
Barbara: You’ve got a new job, Anna. My congratulations.
Anna: Thank you, Barbara.
Barbara: Tell me a few words about your boss. What does he do?
Anna: Well, he is one of the vice-presidents of the company, so he’s rather important. He’s an executive.
Barbara: Do you know the difference between an executive, a manager and an administrator?
Anna: I’m afraid I can hardly tell you the difference, I think these words are interchangeable and they really aren’t different in many companies.
Barbara: What about your company?
Anna: In our company the top officers are called administrators. The next highest group – the vice-presidents, the heads of major departments and branch plant managers – are executives like my boss.
Barbara: Is that all? 
Anna: The group below consists of managers, they are general managers and the foreman.
Barbara: So I see that an organization has a number of positions and some people have more authority than others.
Anna: You are right.
Barbara: But it would be interesting to know more about the functions of an executive like your boss.
Anna: I’d say he makes a lot of important decisions. He sets objectives, coordinates work, delegates authority, makes hiring, firing, evaluating and just general leading.
Barbara: It seems to be important.
Anna: It is important. It’s evident that making careful decisions is the basis of good management.
Barbara: But do you work under much pressure?
Anna: Barbara, you know I am quite used to working under pressure from my last job. I am also accustomed to lots of paper work and red-tape.
Barbara: Good for you.
Anna: And what’s more important I feel that I can learn a lot because my boss is very competent.
Barbara: Good, I think we’d be in a hurry not to get late for the work.


8. Read the following information about different culture manners.
 Alexandra Adler is an expert of doing business across cultures. She is talking to a group of British businesspeople.
“Culture is the way we do things here”. “Here” may be a country, an area, a social class or an organization such as a company or school. You often talk about:
• company or corporate culture: the way a particular company works, and the things it believes are important;
• canteen culture: the ways that people in an organization such as the police think and talk, not approved by the leaders of the organization;
• long-hour culture: where people are expected to work for a long time each day;
• macho culture: ideas typically associated with men (physical strength, aggressiveness, etc.).
But you must be careful of stereotypes, fixed ideas that may not be true.
Distance between managers and the people who work under them varies in different cultures. Look at these two companies.
In country A, managers are usually easy to talk to – accessible and approachable – and there is a tradition of employees being involved in decision-making as a part of a team of equals. This company is not very hierarchical, with only three management layers.
In country B, managers are usually more distant and remote. Employees may feel quite distant from their managers and have a lot of deference for them: accepting decisions but not participating in them.
Companies in Country B tend to be more hierarchical than those in country A, with more management layers.
Deference and distance may be shown in language. Some languages have many forms of address that you use to indicate how familiar you are with someone. English only has one form ‘you’ but distance may be shown in other ways, for example, in whether first names or surnames are used.
9. Look at exercise 8. Which word combination with ‘culture’ describes each of the following.
1. The men really dominate in this company, they don’t make life easy for women at all. All they talk about is football.
2. Among the management here we try to be fair to people from different minorities, but there are still elements of racism among the workplace.
3. Of course, the quality of the work you do after you’ve been at it for ten hours is not good.
4. There was a time when managers could only wear white shirts in this company – things are a bit less formal now.
5. Here the male managers talk about the market as if was some kind of battlefield.
6. They say that if you go home at 5.30, you can’t be doing your job properly, but I’m going anyway.  

[bookmark: _Toc446918590]STEP II. DRILLS
1. Underline the correct word in italics. 
1. My brother is a plumber. He’s autonomous / self-employed. 
2. The people who own a private company might include the founder of the company, some family members, and perhaps a few business associates / companions. 
3. In a public company anybody can buy the actions / shares. 
4. Our railways were recently privatized. I think the service was better before, when they were a public company / state-owned enterprise. 
5. The Purchasing Department is responsible for buying parts and raw materials / making the final product. 
6. If you have a complaint, please contact Consumer Services / Customer Services. 
7. All recruitment and selection is done by our Human Relations / Human Resources Department.
8. Innovation is the key to our success and we have recently expanded the Research and Design / Research and Development Department. 
9. Our Business Development Officer is responsible for / the responsible for finding new business opportunities. 
10. I can’t take that decision. It will have to be referred to higher people / more senior people. 
11. That decision will have to be taken at a higher level / a more superior level. 
12. In the department there are six Sales Representatives and their line director / line manager. 

2. Make up questions to have the following answers.
a) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
The President is the nominal head of the company.
b) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
The Vice-President for Finance and Administration supervises the work of Personnel Department.
c) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Finding new markets is the responsibility of the Marketing Department.
d) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Many companies divide their service area into certain regions.
e) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
The Public Relations Manager answered all the journalists’ questions at the press conference last week.
f) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
The company deals in producing clothes.
g) ………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Their products are sold almost in all European countries.

3. Cross out the odd word in a row.
a) to be accountable to, to report to, to supervise, to be subordinated to;
b) Executive Board, department, manager, sector;
c) executive, director, clerk, manager, superior;
d) to report to, to be in charge of, to be responsible for, to supervise;
e) stockholder, private company, public company, partnership, sole proprietorship.

4. Complete the information about the business activities of the Thai company Berli Jucker using the given verbs. 
operate, own, be
Berli Jucker Group___________one of the Thailand’s oldest trading organizations, and it _______________a number of different companies that___________________in four main business areas: manufacturing, engineering, marketing, and services.
export, have, produce
In our manufacturing division, we________________factories that___________bottles, soap, and cosmetics for the local market, and we also____________medical equipment to Europe.
install, do, manufacture
Our engineering division_______________a great deal of work for Thailand’s electricity authority; it _____________Siemens power control systems, and our factory at Thai-Scandic Steel________________large steel structures for the electricity industry.
be, handle, import
There______________also a Marketing and Distribution division. This ______________goods from our factories in Thailand, and also_____________a wide range of products from overseas.
consist, be, sell
Our services division____________of a travel agency, Pacific Leisure, and an insurance group. There______________also a new Information Systems department which______________________Informix products and FourGen applications.

5. Two friends meet in Paris. Read the dialogue and put the verbs into the present continuous tense.
Pierre: Hello, Jason! What are you doing (you/do) over here?
Jason: Hello, Pierre! I’m just here for a few days. I______________(attend) the conference at the Pompidou Centre.
P: Where___________________(you/stay)?
J: At the Charles V.
P: Very nice. And how’s business?
J: Not that good. The recession____________________(affect) us. People__________________________(not/spend) very much and we___________________(not/get) many new orders, but it could be  worse. How about you?
P: It’s much the same over here. Interest rates are still very high, so everyone______________________(try) to cut down on expenses. Not many companies ____________________________(buy) new equipment, so it means that our Training Division__________________
(not/do) well. Still, our Financial Services Division_________(manage) to get new customers, because in the current climate there are a lot of people who______________________(look) for good financial advice.

6. In 1991, a small shoe company lost a great deal of money. Then a new group of managers arrived and made it profitable. Say what they did using the past tense.
1. There were fourteen very old directors on the board.
They made all the directors redundant.
2. Their offices were too small.
__________________________________________________________
3. The factory where they made shoes used very old machinery.
__________________________________________________________
4. The workers in the factory disliked their working conditions.
__________________________________________________________
5. The company had two loss-making subsidiaries.
__________________________________________________________
6. The company only had two salesmen.
__________________________________________________________
7. All the company’s customers came from the local area.
__________________________________________________________
8. The company’s products were very old-fashioned.
__________________________________________________________
9. The company’s suppliers always complained about late payment.
__________________________________________________________ 
10. The Accounts Department did all the book-keeping by hand.
__________________________________________________________


[bookmark: _Toc446918591]STEP III. COMMUNICATIVE SITUATIONS
1. Student A. You are a representative of a British company (think about your position in the company). You speak to a journalist and answer his or her questions about the structure of your company, functions of your department, your responsibilities, etc.
Student B: You are a journalist (think about a TV channel, a radio, a newspaper or magazine you represent). Your task is to interview a representative of a certain British company and ask him or her all possible questions about the structure of this company. 

2. Student A. You work in a Marketing Department. Introduce yourself to a student who is on a training practice in your company. Answer his or her questions about your company, its structure, products, personnel, etc.
Student B. You are a student and have a training practice in a Marketing Department of a certain company. You talk to an employee of this company and ask different questions concerning the structure of the company, functions of departments, the work of the Marketing Department, etc.

3. Student A. You are on a training course. Introduce yourself to your partner, who is also on the course. Talk about your company and your job. Then listen to your partner. Ask questions and make notes about his/her job and company.
Your company: Context interiors
Product/service: design and manufacture of wallpaper
Your department: design
Your job title: design manager
Your team: 4 designers
Your responsibilities:
• manage the design team
• design new products
• do market research on competitors’ products
Your boss: product development manager
Student B. You are on a training course. Introduce yourself to your partner, who is also on the course. Listen to your partner. Ask questions and make notes about his/her job and company. Then talk about your company and your job. 
Your company: TD Consulting
Product/service: management consulting
Your department: export consulting
Your job title: export consultant
Your team: 1 personal assistant, 2 export assistants
Your responsibilities:
 • manage the team
• visit important clients
• work with foreign agencies
Your boss: senior export consultant
 
4. Group work (three or four students). You decide to start your own business together and organize a partnership. 
Questions for discussion: 
• goods or services to produce 
• departments of your firm 
• positions and responsibilities of every partner 
A representative of a group reports about the results of your discussion to other groups.

5. Business game.
PRESS CONFERENCE
Tasks for students
“Coordinator”: organizes the press conference, makes a short presentation at the beginning about a new business (its name, kind of activity, etc.), introduces the representatives of this firm who will answer the questions, coordinates the process of the discussion of the topic and summarizes it at the end of the press conference.

Group 1 “Journalists”: prepare written questions about a new business that should be represented on the press conference (form of business, structure of a firm, staff, products or services, history, etc.); oral questions can be asked on the spot in the process of discussion.
Group 2 “Experts”: You are representatives of a new business. Decide which business it is (partnership or corporation), think about the name of your firm, your products or services, positions of every group member in a company’s structure and prepare answers to the journalists’ written questions. You can use textbooks, dictionaries and other materials that may help you. Oral questions must be answered on the spot in the process of discussion.
Group 3 “Referees”: evaluate the participation of each student (“Coordinator”, “Experts”, “Journalists”) in the business game; fill in the evaluation sheet (Appendix 1).
Time limit (90 minutes)
1) preparation – 10 minutes;
2) game itself:
a) coordinator’s speech – 1 minute;
b) preparing questions – 7 minutes;
c) preparing answers – 10 minutes;
d) coordinator’s summarizing speech – 2 minutes;
3) analyses:
a) report of the group “Referees” – 5 minutes;
b) general discussion – evaluation of the game and self-evaluation – 10 minutes.

STEP IV. REVISION EXERCISES

1. Fill in the gaps in the sentences below with the appropriate words and word combinations.
1.The highest executive body in a company is ………………………………………………………………………….. .
2. The nominal head of the company is………………………………… .
3. H. Fayol invented…………………………………………………….. .
4. Department heads are called…………………………………………. .
5. In matrix management people report to……………………………… .
6. Production department………………………………………products.
7. Marketing department plans how to…………………………products.
8.……………………………………….department recruits new staff.

2. Put the following words in the right order and make up sentences.
a) divisions, Having, is, separate, operating, efficient.
…………………………………………………………………………
b) The, reports, to stockholders, President.
…………………………………………………………………………
c) Vice-president, financing, for, The, is responsible.
…………………………………………………………………………
d) Mr.Russell, the, head, of, is, the, Personnel Department.
…………………………………………………………………………
e) responsible, Regional, are, departments, company’s activities, for, on, certain territories.
…………………………………………………………………………………………………………………………………………………………
f) The, elects, Chairperson, meeting, shareholders, of.
………………………………………………………………………..
g) John, in, works, Production Department, the, of, corporation, big, pharmaceutical, a.
………………………………………………………………………………………………………………………………………………………………………………………………………………………………
h) company, household appliance, This, manufactures.
…………………………………………………………………………

3. Choose the correct variant.
1. She is a member……..the Executive Board.
a) at
b) for
c) of
d) on
2. He……………executive.
a) is
b) is an
c) is a
d) an

3. The finance director is responsible for…………………..accounts for the business.
a) holding
b) keeping
c) taking
d) finding

4. Our new internet division is showing an increased…………………. .
a) prophet
b) profit
c) profitably
d) profits

5. The………………………..went on for three hours.
a) board
b) department
c) stock exchange
d) meeting

6. Each department within the organization is given a……………within which it has to remain for the whole year.
a) sum
b) money
c) dividend
d) budget

7. If the managers want to stay employed, they will have to learn how to remain on………………of their job.
a) top
b) head
c) line
d) high

8. Who is in charge……..negotiations?
a) for
b) off
c) from
d) of

9. ………… is what the firm has borrowed.
a) Profit
b) Debt
c) Bank
d) Market

10. Strategy depends on long-term and short-term……….and prospects.
a) increase
b) company
c) own
d) objectives

11. All owners of a corporation are called……………………….. .
a) partners
b) employers
c) shareholders
d) managers

12. .……………………………..is the highest body of the company.
a) The Personnel Department
b) The Executive Board
c) The Chief Executive Officer
d) The president

13. Larry is an export………..... in a big chemical firm. 
a) manager    
b) worker    
c) economy     
d) industry

14. ………………are certificates of ownership indicating that a definite amount of money has been invested.
a) Shares    
b) Saving accounts    
c) Credit cards      
d) Corporations

15..................................are responsible for particular aspects of the administration or the production. 
a) Managers    
b) Employers     
c) Stockholders    
d) Franchisees

16. …………………………is responsible for manufacturing the goods.
a) A Production Department    
b) A Sales Sector      
c) The Chief accountant      
d) A PR manager

17. ………………..is another company owned by a parent company.
a) An affiliate    
b) A department     
c) A sector     
d) A hierarchy   













[bookmark: _Toc446918592]UNIT 3
MARKETING
1. Learn the following words and word combinations.
accept – приймати 
advertise  – рекламувати
advertising – реклама 
advertisement – рекламне оголошення
attractiveness – привабливість 
billboard – дошка для об’яв
bundle of benefits – сукупність зисків
celebrity – знаменитість 
commercial – рекламний ролик
compete – конкурувати 
competition – конкуренція 
competitor – конкурент 
competitive – конкурентоспроможний 
delivery – доставка 
demand – попит, вимога
discount  –  знижка 
distribute – розповсюджувати 
distribution – розповсюдження 
encourage – заохочувати
endorsement – реклама за участю відомих людей
evaluate – оцінювати 
intermediary (middleman) – посередник 
market research – маркетингове дослідження
meet the requirements – задовольняти потреби, вимоги
non-monetary price – ціна в натуральному виразі
offer (suggest) – пропонувати 
outlet – магазин, торгова точка
quality – якість 
packing – упаковка 
persuade – переконувати
pricing – ціноутворення 
promotion – просування
reliability – надійність  
represent – представляти 
representative – представник
retail trade – роздрібна торгівля 
sales promotion – стимулювання продажу через рекламну кампанію
ship – транспортувати 
shipment – транспортування 
simultaneous – одночасний 
store – зберігати  
target market – цільовий ринок
transportation – транспортування, перевезення
warranty – гарантія
whole sale –  оптова торгівля 

[bookmark: _Toc446918593]STEP I. MARKETING STAGES
1. Answer the following questions.
1. What is marketing?
2. What stages does marketing include?
3. What ways can you promote a new product?
4. How can you advertise your product?
5. What are the ways of product distribution?

2. Read and translate the text. Check the answers given in exercise 1.
There are six stages of marketing:
· market research
· selection of target market
· product (service) evaluation
· pricing
· promotion
· distribution.
Market research is usually done before the company starts to produce a new product. The main objective of market research is to find out what consumers need and which product or service will meet their requirements. The most common techniques of market research are different questionnaires and interviews with potential customers. 
Selection of target market. It is a poor strategy to produce something for everybody, because you can not satisfy all customers. That is why, to be successful, businesses usually select certain customer groups on which to concentrate their attention, that is groups of the population that have something in common and with whom a certain product or service will be popular. Examples of such groups may be middle-aged housewives, university students, etc. Every such customer group is called target market. The selection of target markets is based on the results of market research.
Product (service) evaluation is concerned not so much with the product or service itself, as it is with its advantages – quality, reliability, attractiveness, delivery, warranty, instructions for use, etc. These advantages are called bundle of benefits. 
Pricing is determining a suitable price for your product or service. The price must be higher than the cost and yet it must be competitive. 
Promotion. The primary objectives of promotion are to inform potential customers about certain products or services, to demonstrate their advantages and to persuade the customers to buy them. 
There are different promotional approaches, e.g. personal selling, sales promotion, publicity, advertising and endorsement. 
Personal selling involves personal communication with potential customers with the aim of selling them the products you offer.
Sales promotions are usually short-term. Good examples are discounts, selling at half-price, etc.
Publicity includes stories in newspapers or on TV about a new firm, its employees and products. It also includes word-of-mouth information, when one satisfied customer tells another about his or her purchase.
The most important tool used for promotion is advertising. It is directed towards mass audience and is developed by specialized agencies with which businesses make contracts. The most common means of advertising are newspapers, magazines, TV, Internet, direct mail, radio and billboards. 
Distribution. The route the product takes to get from the manufacturer to the customer is called distribution. There are several distribution channels. The simplest is direct channel when a product goes from the producer directly to the consumer. For instance, if you grow flowers in your garden and then sell them yourself in the city market, this is direct distribution.
Large firms usually sell their products through intermediaries. If the producer sells his goods to one or more retailers who offer the products to the customer, this is single intermediary channel. But big companies often avoid dealing with many retailers and sell their products to a wholesaler, who sells the goods to various retailers, and from retailers they go to the customers. It is called double intermediary channel.
Nowadays many producers prefer to use two channels of distribution at once (simultaneous dual channels) – direct as well as double intermediary distribution. This combination is seen when a company opens its own store in which goods are sold at the producer’s prices. Such stores are called outlets. But even a large firm cannot sell all its products in this way, as the expenses for organizing so many factory outlets would be too great. So, the traditional method of selling products through wholesalers and retailers is also used.

3. Identify if the following statements are true or false and correct the false ones. 
a) Market research, selection of target market, product evaluation, pricing, promotion and distribution are six stages of marketing.
b) There are two channels of distribution.
c) Endorsement is a rather cheap and effective method of promotion.
d) Price must be always higher than the cost.
e) The bundle of benefits refers to the price of your product in comparison to that of your competitors.
f) Large producers prefer direct channels of distribution.
g) It is necessary to meet the requirements of all customers.
h) Marketing concept includes finding out what consumers need and then producing it to meet their requirements.
i) A target market is the whole population of a country.
j) Promotion stimulates interest in business and its products and encourages people to buy them.

4. Read and translate the telephone conversation. How does a company promote its product?
– Sundel Electrotech Sales Manager. Can I help you?
– Good afternoon, Mr Swans. This is Mr Jackson from Santina Hotel speaking. Have you got any refrigerators IPD Model 245?
– Yes, we have, but we have had a lot of orders for this model.
– What is its price?
– Its retail price is $490 per unit.
– What is the discount for a lot of 100 units?
– Usually we give a 5% discount.
– Is there a discount if I pay cash?
– I am not sure. I should consult with our Financial Manager.
– What is the minimum time for delivery?
– A month.
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STEP II. ADVERTISING
1. Read and translate the text.
Advertising is one of the mass-promotion tools. It is any paid form of nonpersonal presentation and promotion of ideas, goods and services by an identified sponsor. This promotional tool is used mostly by business firms, but it is also used by a wide range of nonprofit organizations, because advertising is a good way to inform and persuade. Advertising’s public nature suggests that the advertised product is a standard and legitimate.  Besides, advertising lets the seller repeat a message many times and it lets the buyer receive and compare the message of various competitors. It can be used to build up a long-term image for a product (such as Coca-Cola ads), or it can trigger quick sales (weekend sales). Advertising can be very costly.
Some advertising forms, such as newspaper and radio advertising, can be done on small budgets, other forms, such as network TV advertising, require very large budgets. The company must divide the total promotion budget among the major promotion tools. They are advertising, personal selling, sales promotion, and public relations. Each promotional tool has unique characteristics and costs. Companies always are looking for ways to improve promotion by replacing one promotion tool with another one that will do the same job more economically. Developing an advertising program involves setting advertising objectives, setting advertising budgets, developing advertising strategy, and evaluating advertising campaign decisions.

2. Identify if the following statements are true or false according to what you have read in the text.
1. Advertising is a promotional tool.
2. Nonprofit organizations use advertising.
3. Advertising is inexpensive.
4. The company uses all promotion budget for advertising.
5. All advertising forms require large budgets.
3. Sometimes products don’t sell well in a new market. Suggest what went wrong.
1. In Saudi Arabia newspaper adverts for an airline showed an attractive hostess serving champagne to happy passengers. A lot of passengers cancelled their flight reservations.
2. An airline company called ‘Emu’, after the Australian bird. But Australians didn’t want to use the airline.
3. Several European and American firms couldn’t sell their products in Dubai when they ran their advertising campaign in Arabic.
4. A soap powder ad had a picture of dirty clothes on the left, a box of soap in the middle and clean clothes on the right. The soap didn’t sell well in the Middle East.
5. A company had problems when it tried to introduce instant coffee to the French market.
6. A toothpaste manufactures couldn’t sell its products in parts of South-East Asia.
7. An American golf ball manufacturer launched its products in Japan packed in boxes of four. It had to change the pack size.
8. A ladies electric shaver sold well throughout Europe, but not in Italy.
 
4. Here are the reasons for the problems described in exercise 3, but they are in the wrong order. Match the reasons with the problems. How many did you get right?
A. In Japanese the word for ‘four’ sounds like the word for ‘death’.
B. Unveiled women don’t mix with men in Saudi Arabia and alcohol is illegal.
C. 90% of the population came from Pakistan, India, Iran and elsewhere, so Arabic was the wrong language.
D. It seems Italian men prefer ladies’ legs unshaven.
E. The advertisers forgot that in that part of the world people usually read from right to left.
F. The people in this area didn’t want white teeth. They thought darkly-strained teeth were beautiful and they tried to blacken them.
G. Making ‘real’ coffee was an important part of the French way of life. Instant coffee was too casual.
H. The emu can’t fly.

5. Look at these products. How would you promote each one? Discuss your ideas with your partner.
Tennis rackets, range of health food, brand shampoo, low-fat margarine, trainers, computer accessories.

6. Read the catch phrases from advertising. Identify which of the following goods is being promoted:
M&Ms, sun care, a soft drink, sport shoes, tooth paste, mocha, jewelry, lady’s clothes, baby food.
Let your kids play longer!
Creamy. Dreamy. Icy. Chocolatey.
Face it! You only want me because I always have your food ready. I’m sick of being used!
Communication just got Sweeter!
We’ll make you run faster!
Why not wear what makes you look twice as pretty?
More health and energy for your baby.
Obey your thirst.
Give her what she deserves!

7. Read the advertisements. What are they advertising? Do you like them? Why, why not? 
a) Forget your heart, follow your intuition!
b) The best things in life are still made by hand!
c) Define your way!
d) Get your projects out of the paper!
[bookmark: _Toc446918595]STEP III. DRILLS
1. Fill in the gaps in the sentences below with the following words and word combinations:
profitable, market research, target market (2), competitors, offer, requirements
When you are selecting a ………………………………………… on the basis of …………………………………………………….. , you must be sure that you are able to ………………………………………a product that will meet this market’s …………………………………… . You must also be sure that your product or service is better than, or at least not worse than that of your ……………………………………… . Finally, you have to find out if the …………………………………… is big enough to be ……………………………………………. .

2. Match business terms and their definitions. 
	Advertising
	A written text explaining how to use a product


	Market research
	Getting the product from the manufacturer to the customer


	Questionnaire 
	A sheet of written questions used in market research


	Distribution
	Letting potential customers know about the goods and convincing them to buy these goods

	Target market
	Finding out the opinions, wishes and requirements of potential customers

	Market demand
	Groups of customers who may be most interested in a specific product or service and are most likely to buy it

	Pricing
	What potential consumers want

	Warranty
	Supplying a product to a customer

	Delivery
	A guarantee that a product will be repaired or replaced free if it is out of order during a certain period

	Instructions for use
	Making a decision about the price of a product or service

	Bundle of benefits

	Advantages of a product – its attractiveness, quality, warranty, etc.



3. Put the following words in the right order and make up sentences.
a) Publicity, making, business, is, the general public, to, known.  ………………………………………………………………………….………………………………………………………………………………………. ……………………….……………………….………………
b) firms, their products, through, sell, Big, intermediaries, two.  ……………………………………………………………………………………………………………………………………………………………………………………………….……………………………………...
c) stimulates, interest, Endorsement, in, product, your.
……………………………………………………………………………
……………………………………………………………………………
d) marketing, is, Market research, stage, important, an, of………………………………………………………………………….…………………………………………………………………………………………………………………………………………………………
e) We, endorse, to invite, a celebrity, would like, to, our new product…………………………………………………………………...……….…………………………………………………………………...……………………. ……………………….…………………………….
f) retailer, second, middleman, The, the, is.
…………………………………………………………………………………………………………………………………………………………

4. Below you will find the text of an interview done in the process of market research. Fill in the missing questions.
Interviewer:………………………………………………………………………….………………………………………………………………..………………………. ……………………….…………………………
Interviewee: OK. Go ahead and ask your questions.
Interviewer:………………………………………………………………………….………………………………………………………………...…………………………. ……………………….……………………….
Interviewee: Yes, I like soft drinks.
Interviewer:………………………………………………………………………….………………………………………………………………..………………………. ……………………….…………………………
Interviewee: I drink two or three cans or bottles of soft drinks every day.
Interviewer:………………………………………………………………………….………………………………………………………………..………………………. ……………………….…………………………
Interviewee: Usually Coca-Cola or Fanta.
Interviewer:………………………………………………………………………….………………………………………………………………..………………………. ……………………….…………………………
Interviewee: Try a new soft drink? Why not?
Interviewer:………………………………………………………………………….………………………………………………………………..………………………. ……………………….…………………………
Interviewee: Yes, if I think it’s better than Coca-Cola or Fanta, I’ll start using it.
Interviewer:………………………………………………………………………….………………………………………………………………..…………… ……………………….……………………….……………
Interviewee: You are welcome.
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STEP IV. COMMUNICATIVE SITUATIONS
a) Student A. You are doing a market research for your company. Make up a questionnaire about a certain product or service and interview a potential customer.
Student B. Answer the interviewer’s question about a new product or service.

b) Student A. You are a manager in Advertising and Promotion Sector of a large company. Your firm needs promotion for its new products or services and would like to invite a celebrity to endorse this new product or service. Your task is to meet this celebrity’s agent and discuss the details of your cooperation (the product or service to endorse, the celebrity’s role in your commercial, terms of the contract, payment, etc.).
Student B. You are a celebrity’s agent (you need to decide together with student A which celebrity you represent). You meet a representative of a large company and discuss the opportunity of the celebrity’s endorsing the new product of this company (the product or service to endorse, the celebrity’s role in your commercial, terms of the contract, payment, etc.).

c) Student A. You are a representative of a manufacturer. Discuss with a middleman the conditions of distributing your products. He or she will store it. But who will transport it? You prefer it to be the responsibility of the middleman because you lack the means of transportation. If he agrees to transport the products, you can lower the price.
Student B. You are a middleman. Discuss with a representative of a manufacturer the conditions of distributing his products. You will store it. But who will transport it? You prefer it to be the responsibility of the manufacturer because you lack the means of transportation. But you can solve this problem and find the means of transport if the manufacturer agrees to lower the price at which you buy the products. You would like a 15% discount if you transport the products. 
 
[bookmark: _Toc446918597]STEP V. REVISION EXERCISES
1. Complete the following sentences with the word or word combination from brackets (target market, trends, customers, commercials, bundle of benefits, goes up, promotion, distribution, competitor, market research).
1. The……………….of our suitcases is much better than all the others of a similar type.
2.  I’m afraid that our………………………can’t afford to pay the price.
3. The survey shows that housewives will be the most likely………….. .
4. Hollywood stars often take part in…………………………………… .
5. Sales…………………is short-term.
6. Often marketing is called………………………………… .
7. If you want to produce something new, you should start with…………………………………… .
8. One of the aims of market research is to indicate new………………...among people.
9. If the price on this product………………….., nobody will buy it.
10. Our……………………….has become the price leader in selling computer programmes.

2. Identify if the following statements are true or false.
1. Marketing is a movement of goods and services from producers to consumers.
2. Market research is an operation carried out before marketing.
3. Marketing is a part of promotion.
4. Products become known to consumers with the help of promotion.
5. If you want to produce something, you should start with distribution.
6. Price must be lower than cost. 
7. Selection of target markets is a promotional tool.
8. Distribution is a movement of products from the manufacturer to the middleman.
9. Pricing means determining the price of your products or services.
10. Prices cannot be lower than costs.

3. Choose the correct variant.
1. You can see the……………about the sale in the local paper.
a) announcement
b) warning
c) notice
d) advertisement

2. This supermarket is trying to……………………young shoppers by offering fashionable clothes.
a) target
b) persuade
c) encourage
d) give

3. Are you able to…………….our conditions of delivery?
a) except
b) expect 
c) accept
d) access

4. The machine came almost 5 weeks after promised………………… .
a) market
b) target
c) price
d) delivery

5. There’s no way I can……………..that.
a) accept
b) consume
c) middleman
d) competitive

6. You have to…………………..the public that it is in their own interest to read the instructions on all our medicines.
a) convince
b) compete
c) consume
d) control

7. The…………………….of alcohol is not allowed in any of the company’s premises.
a) consumer
b) consume
c) consumes
d) consumption

8. If you want to attract customers in your………………………., choose the right words.
a) advertisement
b) distribution
c) pricing
d) buying

9. I can strongly recommend this……………………as the best available on the market today.
a) produce
b) producing
c) produces
d) product

10. It is absolutely essential to do some through…………………before you even think of putting your product on the market.
a) research
b) return
c) resource
d) record

11. The company is busy trying to………………the problems arising from the sudden drop in sales of their cosmetic products.
a) answer
b) risk
c) ask
d) solve

12. A warranty is to be looked on as a sort of…………………between the manufacturer and you.
a) privilege
b) practice
c) printout
d) promise

13. Sometimes people don’t bother about guarantees because the……………….of the manufacturer is enough for them.
a) delivery
b) price
c) research
d) reputation

14. The main……………..of stationary for the office suddenly announced that there would be an overall increase in their prices.
a) provide
b) production
c) provider
d) producer

15. You should examine customer…………..and the benefits of your products and services.
a) returns
b) needs
c) loans
d) prices

16. If you can find a particular market……………….to focus on, you should investigate this further.
a) location
b) corner
c) industry
d) niche

17. The first step for growing a business is to increase the number of………………….. .
a) loans
b) debts
c) customers
d) competitors

18. ………………were raised with the introduction of our new line widgets.
a) Debts
b) Prices
c) Banks
d) Cost

19. Many stores use a psychological………………………..strategy.
a) compete
b) manufacturing
c) develop
d) pricing

20. Nowadays people know the…………….of everything.
a) price    
b) fair    
c) currency    
d) money

21. Distribution is getting the product from the.………………….to the customer.
a) manufacturer 
b) produce 
c) pricing 
d) warranty

22. Target market is most interested in a specific product or service and is most likely to…………………it.
a) make
b) price
c) buy
d) purchase

23. Market demand is what potential…………………..want.
a) pricing
b) survey
c) consumers
d) producers

24. Pricing is making a decision  about the……of a product or service.
a) market
b) target
c) demand
d) cost

25. Find the translation of the word purchase.  
a) продавати     
b) доставляти  
c) розповсюджувати   
d) купувати





[bookmark: _Toc446918598]UNIT 4
PRESENTATIONS
1. Learn the words and word combinations.
attention – увага
audience – аудиторія
away on business – у відрядженні
background – історія, загальна інформація
body – основна частина
break-through – прорив, відкриття
conclude – робити висновок
conclusion – висновок
deliver – доставляти
describe – описувати
hold (give) a presentation – проводити презентацію
introduction – вступна частина
maintain – підтримувати
product range – асортимент продукції
purpose – мета
strong (weak) point – перевага (недолік)
subject – тема
succeed – процвітати, мати успіх
successful – успішний
summarize (sum up) – підсумовувати
wholesaling – оптова торгівля

[bookmark: _Toc446918599]STEP I. HOW TO MAKE A SUCCESSFUL PRESENTATION

1. Read the following text about making a successful presentation:
Most presentations are divided into 3 main parts (+ questions):
Introduction
Body
Conclusion
Questions

Introduction
In the introduction, you tell your audience what your message is going to be. In the body, you tell your audience your real message. In the conclusion, you summarize what your message was.
The introduction is a very important -perhaps the most important -part of your presentation. This is the first impression that your audience has of you. You should concentrate on getting your introduction right. You should use the introduction to:
1) welcome your audience;
2) introduce your subject;
3) outline the structure of your presentation;
4) give instructions about questions.

The following table shows examples of language for each of these functions. You may need to modify the language as appropriate.
	Function
	Possible language

	Welcoming your audience
	Good morning, ladies and gentlemen!
Good morning, gentlemen!
Good afternoon, ladies and gentleman! 
Good afternoon, everybody!

	Introducing your subject
	I am going to talk today about... 
The purpose of my presentation is to introduce… 


	Outlining your structure
	To start with I’ll describe the structure of our company. Then I’ll mention the range of products (services) we offer. After that I’ll tell about marketing system of our company. Also, I’m going to consider the possibilities for market competition and further growth next year. Finally, I’ll summarize my presentation (before concluding with some recommendations). 


	Giving 
instructions 
about questions

	Do feel free to interrupt me if you have any questions. 
I’ll try to answer all of your questions after the presentation. 
I plan to keep some time for questions after the presentation




The body
 The body is the ‘real’ presentation. If the introduction was well prepared and delivered, you will now be ‘in control’. You will be relaxed and confident.
The body should be well structured, divided up logically, with plenty of carefully spaced visuals.
Remember these key points while delivering the body of your presentation:
 do not hurry 
 be enthusiastic 
 give time on visuals 
 maintain eye contact 
 modulate your voice 
 look friendly 
 keep to your structure 
 use your notes 
 signpost throughout 
 remain polite when dealing with a difficult question
Conclusion
Use the conclusion to:
1. Sum up.
2. Give recommendations if appropriate.
3. Thank your audience.
4. Invite questions.
The following table shows examples of language for each of these functions. You may need to modify the language as appropriate.
	Function
	Possible language

	Summing up
	To conclude,... 
In conclusion,... 
Now, to sum up... 
So let me summarize/recap what I’ve said. 
Finally, may I remind you of some of the main points we’ve considered.


	Giving recommendations
	In conclusion, my recommendations are... 
I therefore suggest/propose/recommend the following  strategy.


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


	Inviting questions
	I would be happy to answer any questions.
If you have any questions, I would be pleased to answer them.
I would welcome any comments/suggestions.
Now I’ll try to answer any questions you may have. 
Can I answer any questions? 
Do you have any questions? 
Are there any final questions? 



2. Read and remember the ten most common mistakes in public speaking.
1. Using small scale movements and gestures.
2. Speaking with low energy.
3. Playing it safe.
4. Not preparing enough.
5. Not practicing enough.
6. Preparing too much material.
7. Rushing.
8. Data centric presentations.
9. Avoiding vulnerability.
10. Taking themselves way too seriously.

3. Read and translate the presentation.
Ladies and gentlemen, thank you very much for coming this afternoon. In the next hour or so I’m going to introduce you to our company Bibury Systems and a completely new concept in toy manufacture. I will begin by talking about the history of the company. Then I’ll present the product manufactured by us. After that I’ll describe the structure of Bibury Systems. By the end of the hour you will be able to see why Bibury Systems are so committed to this new venture and why we are so confident that we can capture the American market.
First of all, some background information on Bibury Systems. The company was started over forty years ago by Mr Harris Senior. You can see the portrait of our founder on the wall behind me. In those days, the company’s core business was model railways and cars.
I’m going to talk today about the hi-tech product, the product that would appeal to both parents and children, the product that lets the user decide the character of the toy. Ladies and gentlemen, let me introduce a break-through in toy technology. Ladies and gentlemen, I’m presenting you ‘Big Boss’.
It has emotions. It can cry. It can laugh. Not just make a noise. Every doll on the market can do that. No, Big Boss can actually make the movements. And the gestures. It is programmed to look happy, sad, angry or tired at the touch of a button…or even by voice control. Besides, we have new materials here. Have you seen new treated plastics? They are very flexible. And we have the technology. Take a look at these basic designs. I’ll show you what I mean.
Our company has 5 executive departments accountable to the Managing Director: the Production Department, the Research and Development Department, the Finance Department, the Marketing Department and the Human Resources Department.
Bibury Systems has the right product range for today’s market place, and ambitious plans for the future. Our market share is growing at a steady rate.
To conclude the presentation we have seen that Big Boss can succeed in the American market. We have a product that can give the user more than anything else on the market. There is nothing that can touch it. Our competitors cannot deliver the technology. They cannot match our price and they can’t compete with our television campaign. Big Boss is going to be coast to coast at peak hours every day in the new year.
That’s all I wanted to say. I would like to thank you for coming, and for listening to me so patiently. Our team is ready to answer all your questions and to show you everything that we have. Feel free to see and try out everything on display.

4. Evaluate the presentation speech in a discussion:
1. What parts does it consist of?
2. Make a plan of the presentation speech.
3. Orally summarize the content of each part.
4. In your opinion, what strong points does the presentation have?
5. Does it have any weak points? What are they?
6. Would this presentation give a strong or weak impression of the company? Why?

5. Here are the introductions to two different presentations. Separate the two presentations and put them in the correct order.
 a. At the end I will suggest practical ways in which you as managers can motivate both yourselves and the people who work for you.
b. Good morning, ladies and gentlemen, and welcome to our session on the dynamics of motivation.
c. Then I will give a short demonstration of our prototype and explain what we have already achieved.
d. Please, feel free to raise questions at any time on technical or financial aspects of the project and I shall do my best to answer them.
e. To begin with, I shall outline the main goals of the project.
f. I would like to ask you to keep any questions you may have until the end, when I hope we will also have time to discuss your personal experiences and particular work situations.
g. Finally, I shall move on to the major commercial applications and potential returns on investments.
h. I will then turn to what we really mean by motivation, and look at the internal and external factors that play a part in creating it.
i. Good afternoon, ladies and gentlemen! I would like to talk to you this afternoon about why we feel our interactive video project is worth investing in.
j. I shall start by looking at why motivation is so important and why the ability to motivate is a vital management skill.

6. Read this introduction to a presentation. Choose the correct words of phrases in italics.    
Good afternoon, ladies and gentlemen, and welcome in/to/for our seminar on corporate property management. I would like to begin/starting/commence by drawing/telling/outlining some of the main explanations/matters/issues in corporate property management so that/ in order to you will be able to judge whether your company is devoting sufficient time to this question. I will then look/turn/change to some of the legal and financial queries/aspects/pieces of property management, and will tell/look/explain how your companies may be affected by current and future legislation. I will illustrate/give examples/discuss of the kinds of problems our clients have faced and explain what was done to solve them. I will finish by/with/in giving a brief resume of the consultancy service that we offer, and I will explain what you need/shall/should do if you would like to look into the matter further. As we are rather hurried/pressed/short for time, I would be grateful if you could rest/stay/save any questions you may wish to rise/raise/arise until the end, when I will do/make/have my best to answer them.

[bookmark: _Toc446918600]STEP II. COMMUNICATIVE SITUATIONS
1. Group work (three students). Imagine that you are representatives of a large Ukrainian wholesaling firm specialized in toys. You have read to the presentation of the company Bibury Systems (step I, exercise 3) and you are interested in their products. Make up a list of questions you would like to ask the representatives of Bibury Systems. 
2. Group work (three students). Exchange your lists of questions (exercise 1) with another group and try to answer their questions. This time you represent Bibury Systems. 
3. Student A. You are having a meeting with your partner to discuss a presentation you are giving in Barcelona next month. Look at the list of action points (you may add this list) and agree to do all the jobs between you. You are a good communicator and work fast, so offer to do the things you do best.
Shall I…?   I’ll… .
Student B. You are having a meeting with your partner to discuss a presentation you are giving in Barcelona next month. Look at the list of action points (you may add this list) and agree to do all the jobs between you. You’re very busy at the moment, so offer to do two or three things which you know you can do quickly.
Shall I…?   I’ll… .
Action points – Barcelona presentation 
• Find out sales figure for the presentation.
• Talk to design department about photos for the presentation.
• Write the presentation.
• Show the presentation to your boss (you don’t want to do this!).
• Find the space for giving the presentation.

5. Project work. Choose any real Ukrainian or foreign company and make a presentation about it. Your story should include the following items:
• company’s name
• location
• history (when it was founded, by whom, etc.)
• form of business
• structure (departments, affiliates, President, etc.)
• goods or services
• market (where products are sold, prices, etc.)

STEP III. REVISION EXERCISE
Choose the correct variant.
1.Good morning, ladies and gentlemen! Let me………………….myself.
a) tell
b) ask
c) answer
d) introduce

2. I’m going to talk about a new………………………. .
a) presentation
b) product
c) audience
d) competitive
3. I’ll start with the……………………to the product launch.
a) taxes
b) expensive
c) limited
d) background

4. We should emphasize in the advertising and selling………………… .
a) campaign
b) company
c) accompany
d) companion

5. If you don’t mind, we’ll leave…………………….to the end.
a) presentation
b) audience
c) competitors
d) questions

6. We have had a gap in our soft-drinks product…………….for the last two years.
a) range
b) run
c) risk
d) rob

7. Our company has been………………………drinks for the last ten years.
a) drinking
b) eating
c) manufacturing
d) expensive

8. The………………………indicated that more and more consumers are using soft drinks.
a) advertising
b) pricing
c) selecting
d) market research

9. We must consider the…………………of the packaging a design.
a) warranty
b) importance
c) compete
d) import

10. Look….the video in a moment.
a) on
b) in
c) of
d) at

11. Let’s consider the major………………..of the product.
a) attract
b) attacks
c) attractions
d) attention

12. I’d like to……………………….the main points.
a) summary
b) memory
c) memo
d) summarize

13. Thank you for……………………….. .
a) listen
b) listening
c) ask
d) lying 

14. I’ll be……………..to answer your questions.
a) happiness
b) help
c) harmful
d) happy

15. Let’s…………………….with a bit of history.
a) discuss
b) speak
c) begin
d) make

16. Our company was……………………. in 1965.
a) found
b) find
c) founded
d) finding

17. It was………………….as a family business.
a) establishment
b) establish
c) establishing
d) established

18. Now the firm is…………………..by the heirs of Jonathan Ciko.
a) own
b) owned
c) owner
d) owning

19. The business was quite………………………. .
a) succeed
b) success
c) successful
d) succeeded

20. It occupied the………………….position in the industry.
a) leading
b) lead
c) leader
d) leads

21. The firm’s products are sold in…………………markets.
a) cheap
b) consume
c) international
d) present

22. Nowadays, the company mostly…………………….in soft drinks.
a) specialty
b) special
c) specialist
d) specializes

23. Yes,…………………is our password.
a) qualification
b) qualify
c) quality
d) qualifying

24. In the graph you can see the…………………of our sales in the last ten years.
a) questions
b) growth
c) answers
d) people

25. I would like to thank you for………………….. .
a) come
b) comes
c) came
d) coming
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UNIT 5
JOB HUNTING
1. Learn the following words and word combinations.
accomplishment – досягнення 
advertise – рекламувати 
advertising – реклама 
advertisement (advert) – рекламне оголошення
applicant – претендент, заявник
application form – бланк заяви, анкета 
apply for (a job) – подавати заяву (про прийняття на роботу)
available – наявний, доступний
background – відомості загального характеру, підготовка
be fluent (in English) – вільно розмовляти (англійською)
citizenship – громадянство 
describe – описувати 
educational institution – навчальний заклад
employ (recruit,  hire) – наймати (на роботу)
employee – працівник, службовець
employer – роботодавець 
be unemployed – бути безробітним
unemployment – безробіття 
unemployment benefit – виплати по безробіттю
enclose – додавати (які-небудь папери до резюме)
experience – досвід 
fill in the form (blank) – заповнювати бланк
fill the vacancy – заповнити вакансію
fire (dismiss, sack) – звільняти (з роботи)
interview – співбесіда 	
look forward to – з нетерпінням чекати
make an appointment – домовитися про зустріч
marital status – сімейний стан
negotiate – вести переговори
negotiation – переговори 
promising (prospective) – перспективний
purpose (goal, objective) – мета
quit – звільнятися (з роботи)
reference – рекомендація
require – вимагати 
retire – піти на пенсію
retirement – вихід у відставку або на пенсію
salary (wages) – зарплата 
self-presentation – розповідь про себе
skill – уміння, навичка, здібність
skilled – досвідчений
successful – успішний

STEP I. RECRUITMENT

1. Read and translate the text.
When a company needs to recruit new people, it can give an announcement in the “Need Help” section of a newspaper.
People who are looking for a job can send a letter of application or covering letter (US cover letter) and curriculum vitae or CV (in US – resume) containing details of their education and experience. A company may ask a candidate to fill up a standard application form. The company’s Human Resources department selects the most suitable applications and prepares a short list of candidates or applicants, who are invited to attend an interview.
Companies can hire people using the services of a recruitment agency (in US – search firm) which provides a list of suitable candidates.
A growing number of companies are no longer satisfied with traditional job interviews. Sometimes they give the candidates a series of written tests. These tests are not about mathematics or grammar. By these tests employers want to evaluate candidates on the following qualities:
• Does the candidate have creative and entrepreneurial abilities?
• Can the candidate be a leader?
• Is the candidate flexible and capable for learning?
• Does the candidate have enough skills and knowledge?
These tests are all part of a broader trend. Companies are getting much more careful about hiring. Employers always looked for experienced workers – has the candidate done this before? Most companies have not changed this practice until now.

2. Answer the questions according to what you have read in the text (exercise 1).  
1. What do people who are looking for a job send?
2. What do candidates fill up?
3. What does Human Resources department do?
4. What is the function of a recruitment agency?
5. What kind of tests do companies give to the candidates?
6. Do companies look for inexperienced workers?
7. What does ‘experienced workers’ mean?

3. Fill in the right word or word combination.
	left school
to find a job
given up
looking through
receptionist
move to
living on my own



	out of work
queuing
local paper
applicants
take any job
unemployment benefit
youth unemployment


In Britain a lot of people are…………………. . Tracey Chapman is 18, and she……………………………….a year ago. She lives in the North East, an area of high……………………………. . She hasn’t been able………………………….yet. “My dad just doesn’t understand. He started working in a steel mill when he was 15. Things are different now, but he thinks I should start bringing home some money. Oh, get my……………………….but that isn’t much and I’m fed up with…………………………………..for it every Thursday. I hate having to ask my mum and dad for money. Oh, my mum gives me a couple of pounds for tights now and then, but she can’t stand seeing me at home all day. I’ve almost…………………..looking for a job. I buy the………………………every day but I’m really tired of………………the “Situations Vacant” column. There are 50……………………………..for every job. I was interested in being a hotel…………………….because I like meeting people, but now I’d………………………….at all. People ask me why I don’t……………………………….London, but I don’t want to leave my family and friends. Anyway, I’m scared of…………………….in a big city.

4. What should you do to find a job? Find the logical sequence of the steps you should take: 
• get an invitation for an interview;
• make an appointment with an employment agency counselor;
• read the classified ads;
• think what kind of job you want;
• analyse your skills, personality traits and accomplishments;
• get ready for the interview;
• find out what employment agency you can use;
• find out as much as you can about the company.

5. Discuss the following topics.
1. There are some individuals that “know” what they want to be from the time they are children. Have you ever known anybody like this?
2.  Do you think that choosing an occupation is more difficult today than it used to be for young people 10 years ago? Give your views.
3. By what age should a person “know” what he or she wants to do?

6. You are looking for a job. Analyse your interests and abilities. Answer the following questions.
1. What are my abilities?
2. What special talents do I have?
3. What are my special interests?
4. What are my physical abilities and limitations?
5. What are my attitudes and values?
6. How do I see myself, or what is my self-concept?
7. What is my previous experience?
8. What are my educational plans for the future?
9. Am I the kind of person who works well in a large group, or do I work better with only one or two people?
10. Am I willing to accept change?

STEP II. DRILLS

1. Match the questions and answers.
	1) Where are you from?
	b) English and German

	2) Are you married?
	c) October 6, 1988

	3) How long have you been working on a farm?
	d) Canada

	4) How many members are there in your family?
	e) Music. I play the guitar.

	5) When were you born?
	f) Two years ago.

	6) What is your hobby?
	g) No, I’m single.

	7) Can you drive a car?
	h) I’m a student.

	8) What do you do?
	i) For seven months.

	9) What foreign languages can you speak?
	j) Yes, and a lorry.

	              10)When did you start                      learning English?
	k) Four – my parents, my sister and me.




2. Insert the following words in the gaps in the text below:
applicant, application,  application form, apply, candidate, curriculum vitae or CV (GB) or resume (US), employment agencies, interview, job description, job vacancies, references, short-listed
Many people looking for work read the (1).......................... advertised in newspapers by companies and (2) ...................... . To reply to an advertisement is to (3)..................for a job. (You become a (4) .....................or an (5)............................). You write an (6) ........................, or fill in the company’s (7) ........................, and send it, along with your (8)..........................and a covering letter. You often have to give the names of two people who are prepared to write (9) ........................for you. If your qualifications and abilities match the (10) 
..........................., you might be (11).........................., i.e. selected to attend an (12) ……………….. .

3. Match the descriptions of people (1-10) to the skills and characteristics (a-j).
	1. She works well with other people.
	a) creative

	2. He certainly knows the business, after 30 years.
	b) hard-working

	3. She always does a lot of work.
	c) experienced

	4. He has some really good ideas.
	d) a strong leader

	5. Things are changing fast, but she’s coping well.
	e) reliable

	6. She’s an excellent manager.
	f) a good team player

	7. He always completes work on time.
	g) adaptable

	8. He’s very good at making presentations.
	h) can cope with pressure

	9. There’s a lot of stress, but she can deal with it.
	i) a confident communicator

	10. He’s good at looking at problems in detail.
	j) analytical



4. An advertising agency is looking for young employees for its creative department. Work with a partner. Which skills and characteristics do you think the people need?
They need to be… .

5. Put the sentences in the correct order to make a story about Jez.
a) My friend Jez is unemployed at the moment. He (1)
b) for an interview. But he said the job was
c) benefit at first because he decided to take a holiday. But now he’s looking
d) was working for a multinational company and he was
e) job. He didn’t get unemployment
f) for about three jobs every week. He saw an interesting
g) for a new job. I helped him to write his CV and he applies
h) advert in the newspaper last week. He filled in the 
i) earning a lot of money. But last month he lost his
j) application form and went 
k) terrible –  the people were really unfriendly. I’m sure he will
l) find a job soon. (12)
6. Match A and B. Which of these things are important for you? 
	A
	B

	a good 
	security

	long
	office

	opportunities
	holidays

	my own
	salary

	friendly
	for promotion

	job
	colleagues

	A
	B

	a good
	pay

	flexible
	training

	opportunities
	boss

	holiday
	pay

	on-the-job
	working hours

	sick
	for travel




7. Complete the sentences with phrases from exercise 6.
1. I don’t want to work at the same time every day. I’d like a job with ………………………………………………………………………….. .
2. I like going to different towns and countries, so I’d like a job with ………………………………………………………………………….. .
3. If I’m ill, do I get ……………………………………………………..?
4. Teachers work very hard, but they often get ………………………… in summer.
5. I’ve got a lot of ……………………………………………………… I like working with them.
6. Money is important to me, so I‘d like ……………………………….  .


8. Below you will see some extracts from wants ads. Fill in each blank with a word of phrase from the following list:
competitive, initiative, suit, kitchen staff, ability, team, pension plan, clear, contact, experience, preference, required, skills, willing, office, hard work, potential customers, thorough training
a. Our new 200-seat restaurant is opening in May and we are looking for waiters, waitresses and……………………………………………………
b. If you are a friendly and………………………person who is not afraid of………………………., we have the job and hours to…………..
you.
c. For more information,………………………..Helen at (415)331-2012.
d. Secretary/Receptionist …………………………..for a …………….   .
Typing and shorthand between 80 and 120 wpm. We will give……………………………to applicants who have experience using word processors and computers.
e. We want a positive person who is………………………………to work hard and can use their own…………………………… . You must be lovely and have a good sense of humour and a………………………..
speaking voice. You will receive…………………………………….to enable you to inform …………………………….of the benefits of advertising with us.
f.The position calls for word-processing and secretarial………………………..plus the……………………….to work as part for a…………………………... A……………………….salary is offered as well as company…………………… .

9. Here are some tips relating to your appearance and body language. For each one select the correct missing word from the options below.
1. Make sure your clothes are clean, but……………..wear obvious logos or designer names.
a) do
b) don’t
c) must

2. Don’t use…………………….much deodorant or perfume!
a) to
b) too
c) two

3. Don’t wear too much jewellery. Interviewers don’t………………like rings.
a) never
b) sometimes
c) usually

4. Wear…………………that are smart, but comfortable.
a) cloths
b) clothes
c) covers

5. Arrive well…………………the interview time.
a) before
b) after
c) later than

6. Make eye…………………….with the interviewer when you are introduced. 
a) contactation
b) contiction
c) contact

7. Give a firm handshake, and make sure you………………………!
a) snarl
b) smile
c) snigger

8. Don’t…………………….. .This will distract the interviewer from what you are saying.
a) fidget
b) figgit
c) fijit 

9. Don’t appear over-confident, for example by leaning too far back in your chair, but do try to……………………………. .
a) relax
b) relapse
c) collapse

10. The words in the column on the right are phrases that use the word career. For each definition on the left, match it to the correct phrase on the right. 
	1. Chances of future success in your career
2. The direction you hope your career will take
3. A change you make in order to progress
4. Time when you are not employed, perhaps when travelling or looking after children
5. A series of promotions towards more senior positions
	a) career move

b) career break

c) career prospects

d) career ladder



e) career plan



11. How do you see your future profession? Answer the following questions.
1. What kind of work are you interested in:
a) well paid work;
b) interesting work;
c) work in a large and famous company;
d) quiet work;
e) work in an industry which has future prospects;
f) prestigious work;
g) a kind of work such as not to sit the whole day in the office;
h) to travel a lot?
2. Do you think that your future profession is prestigious?
3. How difficult is to find a good work in your field?

12. How would you generally feel happy or unhappy if you were in the following situations? Use the words in italics to help you decide.
1. The company you work for is well-known for its job security. 
2. You were suddenly made redundant.
3. You received a promotion.
4. You were given an increment.
5. You worked unsociable hours.
6. You had a steady job.
7. You had adverse working conditions.
8. You suddenly found yourself unemployed. 
9. You took time off work because of repetitive strain injury.
10. The office where you work has sick building syndrome.
11. You received regular perks as part of your job.
12. Somebody called you a workaholic.
13. Your company doesn’t give you many incentives.
14. Your boss announces that there is going to be some downsizing of the workforce.
15. Your work didn’t offer much job satisfaction.
16. You receive a commission for the work you have done.
17. You received a cut in your salary.
18. Your company gave you sickness benefit. 
19. You found your job very demanding.
20. You were under stress.
13. Vanessa works at a travel agency. She is interviewing Ryan for a summer job. Read the conversation and put the verbs into the correct form of the Present Perfect or Past Simple.
Vanessa: Hello, Ryan, sit down.
Ryan: Thank you.
Vanessa: ………………you ever.………………………(to work) in a travel agent’s before?
Ryan: Yes, I have.
Vanessa: When………………………..(to be) there?
Ryan: Two years ago. I……………………(to work) for a company called TravelTours in Manchester.
Vanessa: How long ……………………you ………………… (to work) there?
Ryan: For six months.
Vanessa: ………………..you ever……………………(to go) to South America?
Ryan: Yes, I have. Last summer I…………………………..(to travel) around Peru, Chile and Argentina.
Vanessa: ……………… you……………………. (to enjoy) it?
Ryan: Yes, I...…………………..(to have) a great time.
Vanessa: So, when can you start?

14. Use the given verbs to complete the sentences.
accept, complain, hire, place, realize, study, visit
1. Oh, I’m sorry to disturb you. I didn’t realize you had a visitor. 
2. ________you_______________economics when you were at university?
3. She_________________(not) the job because the salary was too low.
4. Last week a number of customers_________________about slow service.
5. ______you____________the Acropolis when you were in Greece?
6. I am writing with reference to the order I________________with you last week.
7. At last year’s launch party, who_____you______________to do the catering?

15. Put the verbs in brackets into the proper present tense (Present Simple, Present Continuous or Present Perfect).
1. The vice-president usually (set) objectives for the staff.
2. Don’t disturb me, please, I (work) with the annual report.
3. This firm often (advertise) in different newspapers and magazines.
4. We advertised in a special section of the newspaper but we (not/receive) the resumes yet.
5. We (evaluate) already the candidates through the interview.
6. He (send) just his resume and the letter of interest.
7. We (look for) a specialist suitable for the position at the present moment.
8. They (fire) the manager. He was not suitable for the position.
9. You have to wait a little. He (consult) with the executive.

16. Write a short paragraph predicting what the world will be like in 2100 AD.
Medicine in 2010
The world of medicine will be very different in 2100. There will be new ways of curing disease, and there will be drugs that will make people younger. People will live longer, and transplants will be very simple and effective.  On the other hand, there will also be new problems. There will be new diseases, and some common bacteria will become resistant to drugs.
The world of work in 2100
[bookmark: _Toc446918602](You may like to comment on one or more of these aspects: technology, communication, methods of production, working conditions, new positions, company size, etc.)

STEP III. WRITING A CV

 1. Read the text.
A resume or Curriculum Vitae (CV) is a detailed record of personal accomplishments. It presents briefly what the person has achieved in education, job experience, special honors, publications, and includes professional activities and personal information. A CV may be short – no more than two pages, but preferably one. 
A CV begins with personal details (name, date of birth, marital status, contact information). Next, the person may describe his/her education and professional experience. In this section everything is usually written in reverse chronological order: the last educational institution you attended or the last place you worked are indicated first. The information about education should include degrees held, honors received and qualifications gained. Employment information should describe responsibilities and professional skills. The employment information may be followed by information on other skills, such as computer skills or fluency in foreign languages. The next is information about your hobbies. At the end references are usually cited. 
An example of a CV can be seen below.

Curriculum Vitae
Personal Details
Name: Ann Jackson
Date of birth: April 1, 1980
Citizenship: Scotland
Marital status: Married, one child (daughter)
Address: 52 Hanover Street
     Edinburgh EH2 5LM
     Scotland
Phone: 01957487004
E-mail: annjackson@mid.net
Available: any time
Career objective: Full-time position as a manager
Education
2007-2014  London Chamber of Commerce and Industry.
          Diploma in Public Relations.
2003-2007  University of London.
          Bachelor (Honours) in Journalism and Media Studies.
1996-2003  Broadfield School, Brighton.
          A level in German, English (B), History (B) and Geography   (C).
Professional Experience
2014 - to present  Public Relations Officer, Scottish Nature Trust.
                   Editor of the Trust’s monthly journal.
2013-2014           Press Officer, Highlands Tourist Board. 
                   Preparation of promotional materials and brochures.
2012 and 2013  Two three-month training periods as an assistant to the Sports Editor. Arranging and conducting interviews.
Skills     Windows, MS Office 2000, Excel, Internet
              Fluent in German and proficient in French.
              Driving license.
Activities    Skiing and swimming.
                   Ski instructor (grade II).
References    
Herbert Lindsay                                             Diane Swans
Professor in Journalism                                 Sports Editor           
London University                                         The News Herald

2. Answer the following questions.
1. What is a CV?
2. What parts does a CV include?
3. In what chronological order are entries in the education and professional experience parts of a CV written?
4. What should be included in those entries?
5. What may be included in the additional skills section?
6. Is the section about your interests and hobbies important? Why or why not?
7. Where are references cited?

3. Applying by a CV.
1. Remember that first impressions are important.
2. Write clearly and neatly on good notepaper.
3. Check for spelling mistakes. Use a dictionary if you are not sure of a word.
4. Describe yourself, your qualifications and your experience clearly.

4. Read the text about one person. Write a CV for her.
  Emily Stark is 33. She was born on March 8, 1979. She is not married and lives alone in a small apartment 4C in a big apartment house number 15 at 120 Street in New York City, USA. She is a US citizen, but would like to work abroad. Recently she has read an advertisement that Playciko Enterprises Ltd. needs computer programmers. Emily is an experienced programmer. She graduated from Columbia University in mathematics in 2001 and got her MS (Master of Science) degree. Since then she was trained in two advanced computer technology programs at the same University in 2005 and 2008. Since 2004 Emily has been self-employed and has been developing computer programs at different companies’ orders. But orders are running low, and Emily has no contracts after July 2015. That is why she is looking for a full-time computer programmer position and is eager to be employed after August 1, 2016.
Emily speaks three European languages fluently (German, French, and Spanish). She considers it as her important personal asset – a good addition to her advanced skills in computer programming.
She likes swimming and often takes part in swimming competitions. She is also very interested in modern history and in environmental issues.
One of her professors at Columbia University (who also trained her in both advanced computer technology programs), Dr. Jackson, knows her very well and is always ready to write a reference for her.

5. The Chief Executive Officer of the BWB company is looking for a new PR manager because his manager has retired. Here are the CVs of two applicants. Read them carefully.
Curriculum Vitae
Personal Details:
Name: Maloney Smith
Date of birth: July, 1984
Citizenship: England
Marital status: Single
Address: 13 Albert St. 
               Brighton 45512
               England
Telephone: 8030-112-1211
Available: Any time
Career objective: Full-time managerial position.

Education:
2009 – Ten-month Secretarial course at Brighton Vocational Training School. Certified secretary.
2008 – Ten-month PC user training course. Certificate from Brighton Computer Skills Training Center.
1998-2003 – Allnut High School. General Certificate in German, French, History, Geography, Management and Economics.

Work experience:
2003-2008 – receptionist at the Kings Hotel (Brighton).
2008-2010 – operator at the call-centre (Brighton).
2010 – to present – estate agent at the estate agency “Success” (Brighton).

Information about additional skills:
Proficient IBM user: MS Office; Windows 97,98,2000,2007; Microsoft Word, Microsoft Excel; Adobe Photoshop; Power Point; proficient Internet user.

Interests:
Sports: jogging, skating, skiing.
Amateur drama, handicrafts.

References:
	Katherine King
the Kings Hotel manager
	Violet Kemp
Instructor of the Secretarial course
Brighton Vocational Training School



Curriculum Vitae
Personal Details:
Name: John McKenneth
Date of birth: January 16, 1976
Citizenship: Scotland
Marital status: Married, 2 sons (14 and 10 years of age)
Address: 9 Grand Avenue
               Edinburgh 45206
               Scotland
Telephone: 3080-114-4526
Available: September 1, 2017
Career objective: Full-time managerial position.

Education:
1993-1998 – University of Brighton. Master’s degree in Management.
1988-1993 – Scotland High School. General Certificate in Mathematics, Literature, History, and Art.

Work experience:
1998 – to present – advertising manager, travel agency “Sunrise” (Edinburgh). 

Additional skills: 
Good working knowledge in IBM PC: MS Office; Windows 97, 2000, Microsoft Word.
Driving license (car).

Interests:
playing chess; swimming

References:
Nick Cage
Director of the travel agency “Sunrise” (Edinburgh)

6. If you were the Chief Executive Officer of BWB which of the two applicants would you choose to invite for a job interview and why? Discuss it (a whole-group discussion) taking into account that both applicants have some advantages and disadvantages.

[bookmark: _Toc446918603]7. Write a CV for yourself.

STEP IV. JOB INTERVIEW
1. Read and translate the conversation. Discuss its structure. 
Ranjan: How many applicants are we interviewing this morning?
Mr.Kuldip Singh: We have called ten applicants for interview for job this morning, Sir.
Ranjan: Have you sent in their applications to me? Yes, here they are. All right, send in Mr. Rao after five minutes. (After five minutes, Kuldip Singh shows Mr. Rao into Ranjan’s Office).
Mr.Rao: Good morning, Mr.Ranjan. I am Ramakrishna Rao.
Ranjan: How do you do Mr. Rao? This is my colleague Mr. Niren.
Mr.Rao: Good morning, Sir.
Ranjan: Mr.Rao, we have here your application for a salesman jobs. Can you tell us something about yourself?
Mr.Rao: I am a graduate. I am twenty-one years old. In my B.A., I had commerce as subject.
Mr. Niren: Do you have any previous experience in sales?
Mr.Rao This is my first regular job, Sir. I was a student before this. But I do have a little experience in sales.
Ranjan: Where did you get the experience in sales?
Mr.Rao: During my summer vacation, I used to work as a part time door-to-door salesman for a lady who embroidered table linen at home. I went from door to door selling her handiwork. I earned a small commission on the goods that I sold.
Niren: That was enterprising of you. Didn’t that door-to-door selling interfere with your studies, Mr.Rao?
Mr.Rao: Not really, Sir. I did this work during my holidays when I had little else to do.
Ranjan What school did you attend?
Mr.Rao: I studied at the senior high school, Sir. The medium of instruction there was English. I passed the higher secondary examination from that school.
Niren: Do you speak Hindi, Mr.Rao? That would be an essential requirement for a salesman in this area. Not everyone here speaks English.
Mr.Rao Yes, I do have a working knowledge of Hindi, Sir.
Ranjan: How long have you lived in Delhi? Do you know the city well?
Mr.Rao: I was in college in Delhi. I know the city fairly well. Moreover I can always find my way around the city by making inquiries.
Niren: That is good.
Ranjan: Why did you decide to take a job as a salesman?
Mr.Rao: I think that a salesman’s job is an exciting and interesting one. It is a challenge and one would feel a great satisfaction in achieving the targets set.
Niren: What made you apply to our company for a job? What do you know about our company?
Mr.Rao: I know that your company was established in 1930 and it is well known as a marketing organization for various electrical products like lighting systems, refrigerators, coolers air-conditioners and electric motors.
Ranjan: What do you know about lighting systems, Mr.Rao?
Mr.Rao: I know that there are three main brands of lighting systems in the market already and that you have introduced a new brand. I am not a science graduate, but I am willing to learn whatever is necessary to sell your products.
Ranjan: Well, it was nice meeting you, Mr.Rao. We’ll be writing to you shortly to let you know result of the interview for job. Thank you, Mr.Rao, for coming, good bye!
(previous – попередній; vacation – канікули, відпустка; door-to-door salesman – представник торгової фірми; embroider – вишивати; linen – полотно, білизна; graduate – випускник вищого навчального закладу).

2. Identify if the following statements are true or false according to what you have read in the conversation (exercise 1).
1. Ranjan is an applicant.
2. Mr.Niren is Ranjan’s colleague.
3. Mr.Rao is applying for a salesman job.
4. Mr.Rao had a part time job before.
5. Everybody in this company speaks English.
6. The company deals with electronic products.
7. Mr.Rao has been employed by Ranjan.

3. Choose the necessary word in brackets and put it in the sentence (to advertise, resume, employee, applicants, personnel office, qualification, agency, personal).
1. We are going to interview three_______________on the position.
2. If you need applications for this position,___________________in a special section of the local newspaper.
3. Personnel office will help you to find a new_________________.
4. All the information about the staff of the firm can be found in__________________________.
5. She has a good________________for the position: a college degree, good work experience.
6. I want to find a new secretary, so I’ll call an employment ______________.
7. If you are an applicant for the position, you have to write your____________________.
8. Don’t ask him____________________questions, it will be impolite. 

 4. Match the common interview question on the left with the suitable response from the list on the right.
	1. Why did you choose this company? 
	A. People say I’m sociable, organized, and decisive.

	2. What are your strengths/weaknesses? 
	B. My aim is to have a position in the Management Team. 

	3. How would your friends describe you?
	C. I have excellent time management, but I can be impatient for results. 

	4. What is your greatest achievement? 
	D. Because I think I will find the work environment both challenging and rewarding.

	5. How well do you work in a team? 
	E. I always support my colleagues and believe we should work towards a common goal.

	6. Where will you be in 5 years?
	F. Leading the University football team to the national Championships



5. Complete the dialogue using the verbs in brackets. 
A: Where do you come (come) from?
B: I__________(come) from Thailand.
A: _________________(you/live) in Bangkok?
B: No, I_____________________(not/live) in Bangkok. I____________
(live) in Chang Mai.
A: What_______________________(you/do)?
B: I’m an accountant. I________________(work) for Berli Jucker.
A: How often_______________________(you/travel) to England?
B: I___________________________(not/come) here very often.

6. Complete the following job interview.
– Good morning. Come in. Sit down, please.
–………………………My name is………………………….I’m looking for…………………………………………………………………………
– Where did you study?
–………………………………………………………………………......
– What’s your major?
–………………………………………………………………………......
– Do you have professional experience?
–…………………………………………………………………………..
– Where did you work before? What position did you hold?
–..................................................................................................................
……………………………………………………………………………
– What were you responsible for?
–………………………………………………………………………......
……………………………………………………………………………
– What will your primary goal be if you get this job?
–…….………………………………………………………………......
……………………………………………………………………………
– When can you start if you get the job?
– .................................................................................................................
– We’ll let you know when we make a decision.
–………………………………………………………………………...

7. Here are some questions that applicants are often asked in an interview. Try to answer these questions and make a self-presentation.
1. What is your name?
2. How old are you?
3. Where do you study?
4. What is your major?
5. What are you going to do after graduating from the university?
6. What can you tell about your family?
7. Where do you live?
8. What are you interested in? What are you fond of?
9. Have you ever been abroad? What was the purpose of your trip?
10. Have you got a foreign passport?
11. Can you drive a car?
12. Have you got a driving license?
13. What are your strong and weak points?
14. What stimulates your work?
15. What are your goals in life for the nearer future and for the 3-5 years ahead?
16. What do you want to achieve in life?
17. Why have you applied for this job? What interests you most about it?
18. How do you think you can be useful for our business?
19. Do you plan to continue your education?

[bookmark: _Toc446918604] STEP V. COMMUNICATIVE SITUATIONS

1. Read the dialogues in pairs.
1
– Are you pleased with your new job, Mary?
– Yes, very much. It’s just my cup of tea. I work as a translator at the Research Institute.
– And what sort of translation are you engaged in?
– Well, I translate articles on management from different American and English magazines.
2
– My brother has an awful lot of work. He’s so booked up these days.
– Why? Isn’t he going to take a leave?
– Oh, no: most of his colleagues are in their vacation and the chief keeps him at work day and night.
– Nothing doing. The coming of the holiday-making season is in the air.
3
– What are your wages, Bill?
– It depends, you know. I’m on piece-work.
– And how much did you earn last month?
– Well, 200 dollars let alone the bonus.
4
– Why do you want to change your job? It’s interesting and quite well-paid.
– The one I’ve found suits me better.
– Really? Are you sure?
– Absolutely, it offers more opportunities and also I’ll do the work for which I’m more qualified.
5
– You know, Richard has come to work though he’s on a sick leave.
– Oh, did he? I wonder what for?
– He wants his boss to see what a hard worker he is.
– That’s almost incredible.
– And he did the same last month. He wants to put on a show that he deserves a raise.
6
– Nick will be dismissed if he keeps working like that. Mark my words.
– But he is so out of practice, you know.
 – I don’t mean that. The foreman says he shirks work and does things by halves.
– Maybe the chief is simply trying to find fault with him.
– By no means. Nick is very lazy. When at school he often stayed away from classes and never worked hard.
7
– I’m told you want people at your plant. Is that so?
– Yes, we need skilled workers.
– Any vacancies for personal assistants?
– Yes, there are some. Please apply to the personnel department at the plant.
8
– You look very smart today, David. Are you going out?
– Yes, I’ve got an appointment with Professor Roberts.
– Is it Roberts, the famous scientist in the field of management?
– Yes, I’m going to be his assistant.
– You’ll have an interesting job. You are lucky, David.

2. Expand the situation introduced by the following phrases.
1
– What will you do after graduation, Harry?
– I think I’ll go to work as a manager.
–………………………………………………………………………...
–………………………………………………………………………...

2
–………………………………………………………………………...
–………………………………………………………………………...
– But why not continue study and become a PhD student you are so good at research.
– I agree with you………………………………………………………
  
3. Student A. You are starting a new job today. You are meeting the training manager to decide what your training needs are for the year. The training manager (your partner) will ask you if you’ve used the following programmes before. Use the information in the chart to answer.
- Have you used FastNotes email before?
- Yes, I have. I used the same system….
	Programme
	Experienced user?

	FastNotes email system
	use/same system/in last company

	FileShare database
	not/work/with database/in last job

	Excel
	not/use/Excel/in last job

	Word
	use/a lot/in last job

	PowerPoint
	work with/PowerPoint/a little



Student B. You are a training manager. Your partner is starting work at your company today and you need to find out about his/her training needs. Ask if he/she has used the following programmes before: FastNotes email system, FileShare database, Excel, Word, PowerPoint. Make a note of his/her replies so that you can plan the training programme.
 4. Business game. 
THE INTERVIEW
Tasks for students
Group 1 “Interviewers”: You are representatives of a certain firm. Prepare some questions to the applicants who would like to fill some vacancies in your firm (about their family, education, interests, plans for future, professional experience, etc.). Interview the applicants, study their CV and choose those who you meet your requirements. Explain your choice and give some recommendations to those applicants who have failed.
Group 2 “Applicants”: You are applying for a job in a certain firm. Prepare your CV and be ready to answer interviewers’ questions about your family, education, interests, plans for future, professional experience, etc.
Group 3 “Referees”: evaluate the participation of each student from groups “Applicants” and “Interviewers” in the business game; fill in the evaluation sheet (Appendix 1).
Time limit (90 minutes)
1) preparation – 10 minutes;
2) game itself:
a) preparing questions by “Interviewers”, preparing CV by “Applicants” – 15 minutes;
b) interviews – 40 minutes;
c) reporting the results of the interview to the applicants – 5 minutes;
3) analyses:
a) report of the group “Referees” – 5 minutes;
b) general discussion – evaluation of the game and self-evaluation – 15 minutes.
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1. How do you rate as entrepreneurs? Choose one answer that is true for you.
1. Are you a self-starter?
a. I only make an effort when I want to. 
b. If someone explains what to do, then I can continue from there.
c. I make my own decisions. I don’t need anyone to tell me what to do.

2. How do you get on with other people?
a. I get on with almost everybody.
b. I have my own friends and I don’t really need anyone else.
c. I don’t really feel at home with other people.

3. Can you lead and motivate others?
a. Once something is moving I’ll join in.
b. I’m good at giving orders when I know what to do.
c. I can persuade most people to follow me when I start something

4. Can you take responsibility?
a. I like to take charge and to obtain results.
b. I’ll take charge if I have to but I prefer someone else to be responsible.
c. Someone always wants to be the leader and I’m happy to let them do the job. 

5. Are you a good organizer?
a. I tend to get confused when unexpected problems arise.
b. I like to plan exactly what I’m going to do.
c. I just like to let things happen.

6. How good a worker are you? 
a. I’m willing to work hard for something I really want.
b. I find my home environment more stimulating than work.
c. Regular work suits me but I don’t like it to interfere with my private life.

7. Can you make decisions?
a. I am quite happy to execute other people’s decisions.
b. I often make very quick decisions which usually work but sometimes don’t.
c. Before making a decision, I need time to think it over.

8. Do you enjoy taking risks?
a. I always evaluate the exact dangers of any situation.
b. I like the excitement of taking big risks. 
c. For me safety is the most important thing.

9. Can you stay the course?
a. The biggest challenge for me is getting a project started.
b. If I decide to do something, nothing will stop me.
c. If something doesn’t go right first time, I tend to lose interest.

10. Are you motivated by money?
a. For me, job satisfaction cannot be measured in money terms.
b. Although money is important to me, I value other things just as much.
c. Making money is my main motivation.

11. How do you react to criticism?
a. I dislike any form of criticism.
b. If people criticize me I always listen and may or may not reject what they have to say.
c. When people criticize me there is usually some truth in what they say.

12. Can people believe what you say?
a. I try to be honest, but it is sometimes difficult or too complicated to explain things to other people.
b. I don’t say things I don’t mean.
c. When I think I’m right, I don’t care what anyone else thinks.

13. Do you delegate?
a. I prefer to delegate what I consider to be the least important tasks.
b. When I have a job to do I like to do everything myself.
c. Delegating is an important part of any job.

14. Can you cope with stress?
a. Stress is something I can live with.
b. Stress can be a stimulating element in a business.
c. I try to avoid situations which lead to stress.

15. How do you view your chances of success?
a. I believe that my success will depend to a large degree on factors outside my control.
b. I know that everything depends on me and my abilities.
c. It is difficult to foresee what will happen in the future.

16. If the business was not making a profit after five years, what would you do?
a. Give up easily. 
b. give up reluctantly. 
c. Carry on.

Key to the questionnaire:
	1. a=0 b=2 c=4
2. a=4 b=2 c=0
3. a=0 b=2 c=4
4. a=4 b=2 c=0
5. a=2 b=4 c=0
6. a=4 b=0 c=2
7. a=0 b=4 c=2
8. a=2 b=4 c=0

	9. a=2 b=4 c=0
10. a=0 b=2 c=4
11. a=0 b=4 c=2
12. a=2 b=4 c=0
13. a=2 b=0 c=4
14. a=2 b=4 c=0
15. a=0 b=4 c=2
16.a=4 b=2 c=0



44 or above
You definitely have the necessary qualities to become the director of a successful business. You have a strong sense of leadership, you can both organize and motivate and you know exactly where you and your team are going.
Between 44 and 22
You may need to think more carefully before setting up your own business. Although you do have some of the essential skills for running business, you will, probably, not be able to deal with the pressures and strains that are a part of the associate who can compensate for some of your weaknesses. 
Below 22
Managing your own business is not for you. You are better suited to an environment where you are not responsible for making decisions and taking risks. To operate successfully you need to follow well defined instructions and you prefer work that is both regular and predictable.
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1. Fill the gaps in the sentences using the active vocabulary of the unit.
1. He has been working as a manager for six years, so he’s got some ………………………………………………………………………….  .
2. If you’d like to apply for a job, you should ask people who know you well for a…...……..……………………………………………………… …………………..…………………..…………………..……………… .
3. Have you got a higher …………………………….? – Yes, I have. I graduated from the university last year.
4. Are you a ……………………….……………….of Ukraine?
5. Please, fill in this …………………………………………………….. .
6. There are a lot of………………………. for participation in this program.
7. Have you got an……………………..……………of working for a large commercial firm?
8. The ………………………..………….with the applicants for this job will be held next Tuesday. 
2. Complete the sentences with the following words: 
hard-working, reliable, adaptable, creative, confident, experienced, strong, analytical
1. She’s very………………………….after 15 years in the job.
2. He’s never behind schedule. He’s so………………………………… .
3. She only takes a 20-minute break for lunch. She’s really…………… .
4. They are a very…………………………………team. They always think of new ways of doing things.
5. He can work in lots of different situations, because he’s so…………. .
6. He’s very…………………....and can quickly see what the problem is.
7. He sets clear objectives for his team. He’s a very……………...leader.
8. She’s a…………………………speaker, even with people she doesn’t know.

3. Choose the correct variant.
1. She is very happy because she starts her new…………….today.
a) labour
b) post
c) work
d) job

2. Personally I’m looking forward to my holiday when I’ll be………of it for two weeks.
a) freedom
b) free
c) freer
d) freed

3. I work for this company…….a PR manager.
a) at
b) as
c) on
d) of

4. My clients contact our office via email or phone and then we…………an appointment.
a) give
b) do
c) take
d) make

5. You arrange an appointment with another person because you want to……or see them.
a) encounter
b) talk
c) greet
d) meet

6. Let’s meet next Monday…….2 p.m.
a) in
b) on
c) of
d) at

7. When you say, “I’ve got a date with my boss” it means you……..see your boss privately.
a) would be
b) are going to
c) will be
d) will not be

8. You are going to be……………..for work.
a) late
b) later
c) lately
d) latest

9. Remember there is not work today………………….it’s Sunday.
a) for
b) while
c) because
d) however

10. At work we get a 30 minute lunch………………. .
a) rest
b) vacation
c) holiday
d) break

11. I would be very interested in………………………..for that job.
a) entering
b) working
c) applying
d) writing

12. After all these years she has decided to take early…………………. .
a) leave
b) finishing
c) departure
d) retirement 

13. I’m afraid it wouldn’t be possible to talk to the boss he is away……business.
a) off
b) on
c) for
d) to

14. I’m very……..I’m late but there’s a train strike on at the moment.
a) sore
b) sorry
c) sorrow
d) sorrowful

15. I see no……..why you shouldn’t be accepted as an employee.
a) cause
b) sense
c) doubt
d) reason

16. Young workers should begin………………….now in preparation for retirement.
a) spending
b) investing
c) firing 
d) marketing

17. Fortunately we have more than enough volunteers for the…………  .
a) price
b) joke
c) job
d) employ

18. My……………went very well. I think I’ll get the job.
a) invitation
b) information
c) interest
d) interview

20. May I…………with the supervisor of international affairs, please?
a) chat
b) speak
c) talk
d) tell

21. Tell us something about your…………………….in the financial industry.
a) knowledge
b) history
c) interview
d) background

22. Give us some idea of what you believe are your…………….and weaknesses.
a) strong
b) strengths
c) force
d) power

23. A university education is, of course, important but it is essential that all employees undergo a period of intensive…………………………… .
a) preparation
b) concentration
c) training
d) learning

24. Remember when you stop work and…………………., you will be able to receive the company pension.
a) retire
b) hire
c) fire
d) prepare

25. The job………………….seems to be improving.
a) agency
b) employment
c) cruise
d) market




	

[bookmark: _Toc446918607]UNIT 6
SUMMARIES
1. Learn the following words and word combinations.
article – стаття
assertion – твердження, судження
avoid – уникати
chapter – частина
citation – цитування
condensed – стислий
contain – містити
cover – охоплювати
description – опис
draft – ескіз, чернетка
edit – редагувати
eliminate – виключати, ігнорувати
error – помилка
essence – сутність
expectation – очікування
explanation – пояснення
goal – мета, завдання
grasp – осягнути, зрозуміти
hesitate – вагатися
inference – припущення
issue – питання, проблема
item – пункт, питання, позиція
omit – упускати, пропускати
quotation – цитата, цитування
restate – інакше формулювати
smooth – плавний, поступовий
source – джерело
specifics – конкретика
subject matter – зміст, сутність
summarize – підсумовувати
summary – анотація
support – підтримувати
thesis statement – постановка задачі, проблеми
title – назва
underline – підкреслювати
weave – поєднувати

[bookmark: _Toc446918608]STEP I. HOW TO WRITE A GOOD SUMMARY

1. Read the text. 
Writing summaries
The goal of writing a summary of an article, a chapter, or a book is to offer as accurately as possible the full sense of the original, but in a more condensed form. A summary restates the author’s main point, purpose, intent, and supporting details in your own words. The process of summarizing enables you to better grasp the original, and the result shows the reader that you understand it as well. In addition, the knowledge gained allows you to better analyze and critique the original.
A good summary has the following characteristics:
►Proper Citation: The summary begins by citing the title, author, source, and, in the case of a magazine or journal article, the date of publication and the text.
►Thesis Statement: The overall thesis of the text selection is the author’s central theme. There are several aspects to an effective thesis statement:
- It comprises two parts: a) the topic or general subject matter of the text, and b) the  author’s major assertion, comment, or position on the topic.
-This central theme is summarized clearly and accurately in a one sentence thesis statement.
- The thesis statement does not contain specific details discussed in the text.
- The thesis statement is stated at the beginning of the summary.
►Supporting Ideas: The author supports his/her thesis with supporting ideas.
Use the following basic guidelines when summarizing supporting ideas:
- Cover all of the author’s major supporting ideas.
- Show the relationships among these ideas.
- Omit specifics, such as illustrations, descriptions, and detailed explanations.
- Indicate the author’s purpose in writing: to inform, to persuade, or to entertain. If the passage is a persuasive piece, report the author’s bias or position on the issue.
- Omit all personal opinions, ideas, and inferences. Let the reader know that you are reporting the author’s ideas.
►Grammar and the Mechanics of Writing: Grammar and related concerns ensure that, as a writer, you communicate clearly to your reader. The following are particularly important:
- Restate the ideas in your own words as much as possible. Avoid direct quotations.
- Use transitional words for a smooth and logical flow of ideas.
- Edit and re-write your work.
- Check your grammar, punctuation, and spelling
►Length: The length of a summary depends on how long the original document is.
Steps in Writing a Summary: 
►Read the Article.
►Reread the Article.
- Divide the article into segments or sections of ideas. Each segment deals with one aspect of the central theme. A segment can comprise one or more paragraphs. 
- Label each segment. Use a general phrase that captures the subject matter of the segment. Write the label in the margin next to the segment.
- Highlight or underline the main points and key phrases.
►Write One-Sentence Summaries.
- Write a one-sentence summary for each segment of thought on a separate sheet of paper.
►Formulate the Thesis Statement.
- Formulate a central theme that weaves the one-sentence segment summaries together. This is your thesis statement.
- In many articles, the author will state this directly. You may wish to take his direct statement of the thesis and restate it in your own words. Note: In news magazine articles, the thesis is often suggested through the article’s title and sub-title.
- In other articles, you may have to write your own one-sentence thesis statement that summarizes this central theme.
►Write Your First Draft.
- Begin with a proper citation of the title, author, source, and date of publication of the article summarized.
- Combine the thesis statement and your one-sentence segment summaries into a one-to-two-paragraph summary.
- Eliminate all unnecessary words and repetitions.
- Eliminate all personal ideas and inferences.
- Use transitions for a smooth and logical flow of ideas.
- Conclude with a “summing up” sentence by stating what can be learned from reading the article.
►Edit Your Draft. Check your summary by asking the following questions:
- Have I answered the who, what, when, why, and how questions?
- Is my grammar, punctuation, and spelling correct?
- Have I left out my personal views and ideas?
- Does my summary “hang together”? Does it flow when I read it aloud?
- Have someone else read it. Does the summary give them the central ideas of the article?
►Write Your Final Draft.

2. Learn the following word combinations which are often used in summaries. 
The article deals with … – У статті мова йде про …
It is known that … – Відомо, що …
It should be noted that … – Варто зазначити, що …
The fact that … is stressed. – Наголошується той факт, що …
It is stressed that … – Наголошується, що …
It is reported that … – Повідомляється, що …
The text gives valuable information on … – У тексті подано цінну інформацію про …
Much attention is given to … – Багато уваги приділяється …
It is shown that … – Показано, що …
The main idea of this article is … – Головна думка статті …
It gives a detailed analysis of … – Подано детальний аналіз …
The author draws our attention to … – автор привертає нашу увагу до…
The article is of great help to … – Стаття допомагає ….
The article is of interest to …. – Стаття є цікавою для …

3. Read the article.
The market is made up of people who need or want a product or service and who have the money and authority to buy it. Markets consist of buyers and sellers, but for the most part they are defined in terms of those who purchase certain types of goods and services. A market is made up of people with purchasing power, the authority to buy and the willingness to buy goods and services. For examples, the market for inexpensive compact automobiles is much different from the market for luxury automobiles such as Cadillacs. The market is the mechanism that answers those questions on what to produce, how much, and for whom. It controls the changing relationships between buyers and sellers, with each trying to do what he or she thinks is best. Buyers compete with each other to obtain goods and services at the most favorable price. Sellers compete to dispose of their goods or services on the most favorable terms.
In the private enterprise system the economy is organized as a system of market in which buyers and sellers exchange money for goods and services. The market price that results from these exchanges reflects the actions of the buyers and sellers. The market functions to match the supply and demand for each type of product or service. As a consumer you strongly influence what will be produced by exerting economic power in purchasing a product or service or passing it by for a competing product or service.
Nobody designed the market system; it evolved. And yet the market system works and involves millions of individuals and businesses. Take, for example, the economic life of a large city such as New York or Chicago. Overnight foods and goods necessary to the city's survival are delivered in the right quantities and right kinds to thousands of restaurants, supermarkets, and stores. It is an enormous operation, requiring a large number of individual decisions. And yet most citizens take for granted that their needs will be supplied.

4. Read and discuss the summary to the article given above.
The article deals with the essence of the term ‘market’. The author draws our attention to the definition and structure of the market. It is reported that the market is the mechanism that answers those questions on what to produce, how much, and for whom. It is stressed that the market consists of buyers and sellers. Some functions of the market are also considered in the article. Peculiarities of the market in the private enterprise system are discussed as well. It is noted that nobody designed the market system; it evolved. The article is of great help to economics and management students, postgraduate students, economists, business people and everyone who is interested in the market. 
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STEP II. WRITING SUMMARIES

1. Read the following articles and make summaries of them.
Production
Production requires raw materials (the supplies from which the products are made), machinery and/or tools (the instruments used to make the products from the raw materials), and workers (people who operate the machinery and use the tools to make the products). A production process can be organized as either continuous or intermittent.
In continuous production the same product is manufactured for a long period of time. All machinery is adjusted to produce this product. It is often done on an assembly line, which means standardizing the product. That is why most consumer goods are standardized. Continuous production is possible if the volume of the product produced is large because setting and adjusting machinery is very expensive. The larger the volume of goods produced, the greater the profits earned. And a large volume also requires standardization. However, a standardized product can only have a few variants of model, style, and design. That is why all cars that are mass-produced by the same company look alike, and models change quite slowly.
Continuous production is not very flexible, but for many products no other type of production will work well because these products are manufactured for a large number of people. Examples of items produced by continuous production include popular cars, paper, and everyday consumer appliances.
In intermittent production, on the other hand, only a small number of the same type of item is produced, and not for long. Then the production of that particular product is stopped, and a new item is manufactured. That means resetting or readjusting the machinery every time a different job is done. Thus, intermittent production, unlike continuous production, is quite flexible. It allows for many models, styles, and designs. But it is more expensive than continuous production. That is why items produced by intermittent production are, as a rule, more expensive.
A company uses the intermittent production process when the products have already been ordered by customers or when they have confidence that they will be ordered. That is why such products are manufactured in small numbers – they are to meet a specific demand or order. An extreme case is custom-made products, that is, products made to individual customer’s specifications. Only a limited number of goods are made this way – sometimes only one item. These are the most expensive products often bought by rich people who want to show that they are rich, for prestige. A good example is Rolls Royce. Rolls-Royce cars have a lot of custom-made versions, made to the specifications of a single customer.

The Process of Management
The process of management consists of certain basic management functions such as: planning, organizing and controlling, linked together by leading. Planning determines what results the organization will achieve; organizing specifies how it will achieve the results; and controlling determines whether the results are achieved. Throughout planning, organizing and controlling, managers exercise leadership.
PLANNING. The planning function is the capstone activity of management. Planning activities determine an organization’s objectives and establish the appropriate strategies for achieving those objectives. The organizing, leading and controlling functions all derive from planning in that these functions carry out the planning decisions.
Planning is done by all managers at every level of the organization. Through their plans, managers outline what the organization must do to be successful. While plans may differ in focus, they are all concerned with achieving organizational goals in the short and long term. Taken as a whole, an organization’s plans are the primary tools for preparing for and dealing with changes in the organization’s environment.
ORGANIZING. After managers develop objectives and plans to achieve the objectives, they must design and develop an organization that will be able to accomplish the objectives. Thus, the purpose of the organizing function is to create a structure of task and authority relationships that serves this purpose.
The organizing function takes the tasks identified during planning and assigns them to individuals and groups within the organization so that objectives set by planning can be achieved, organizing, then, can be thought of as turning plans into action. The organizing function also provides an organizational structure that enables the organization to function effectively as a cohesive whole.
LEADING. Once objectives have been developed and the organizational structure has been designed and staffed, the next step is to begin to move the organization toward the objectives. The leading function serves this purpose. Sometimes called directing or motivating, leading involves influencing the members of the organization to perform in ways that accomplish the organization’s objectives.
The leading focuses directly on the people in the organization, since its major purpose is to channel human behaviour toward accomplishing organizational goals. Effective leadership is highly prized ability in organizations and is a skill that some managers have difficulty in developing. The ability requires both task-oriented capabilities and the ability to communicate, understand, and motivate people.
CONTROLLING. Finally, a manager must make sure that the actual performance of the organization conforms with the performance that was planned for the organization. This is the controlling function of management, and it requires three elements: (1) established standards of performance, (2) information that indicates deviations between actual performance and the established standards, and (3) action to correct performance that does not meet the standards. Simply speaking, the purpose of management control is to make sure the organization stays on the path that was planned for it.
At this point, one should note that the management process does not involve four separate or unrelated activities but a group of closely related functions. Also the four functions do not necessarily occur in the sequence we have presented. In fact, the only time they might do so is when a new organization is being formed. In reality, various combinations of the four activities usually occur simultaneously.
Human Resource Management
Human resource management (HRM) is the management of various activities designed to enhance the effectiveness of an organization’s work force. Major activities include human resource planning, staffing, development and evaluation, compensation, and maintenance of effective work-force relationships. The strategic importance of HRM has been increasing, particularly since the late 1970s and early 1980s.
Human resource planning considers both demand for and supply of human resources relative to an organization’s strategic plan. Such planning relies on job analysis and resulting job descriptions and job specifications. Assessing demand involves considering major forces that can influence demand and using basic forecasting techniques to predict future demand. Assessing supply entails determining internal and external labour supplies. In reconciling future demand and supply, organizations also need to consider affirmative action implications.
Staffing is the set of activities aimed at attracting and selecting individuals for positions in a way that will facilitate the achievement of organizational goals. The attraction aspect of staffing involves recruitment. Most organizations engage in extensive internal recruitment in order to offer job opportunities to current employees. For the most part, organizations engage in external recruiting only when there are no suitable internal candidates for particular positions. The selection aspect of staffing focuses on determining which job candidates best suit organizational needs. An important issue in selection is validity, which addresses how well a selection device or method actually predicts a candidate’s future job performance. The most prevalent selection methods include the use of application blanks, selection interviews, tests, assessment centres, and reference checks, each of which can facilitate the selection process if used properly.
Training and development is a planned effort to facilitate employee learning of job-related behaviours in order to improve employee performance. Training typically includes three main phases: assessment,  training design and implementation, and evaluation. Major types of training programs include orientation training, technical skill training, and management development programs. Performance appraisal is the process of defining expectations for employee performance; measuring, evaluating, and recording employee performance relative to those expectations; and providing feedback to the employee. Major methods of performance appraisal include behaviour-oriented approaches, such as the use of graphic rating scales, and behaviourally anchored rating scales, and results-oriented approaches, such as management by objectives. Because performance raters tend to be susceptible to biases that produce rating errors, they must engage in three somewhat incompatible roles (leader, coach and judge) in carrying out an effective performance appraisal interview.
Compensation systems need to consider internal, external, and individual equity in developing pay structures and allocating individual pay. The most common approach to devising pay structures depends on the point factor method of job evaluation, organizations also are attempting to reward entrepreneurs through specialized pay approaches, such as bonus programs, and are encouraging work-force flexibility and innovation through such means as skill-based pay and gain sharing.
Maintaining positive work-force relationships includes engaging in effective labour-management relations and making appropriate responses to current employee issues, organizations become unionised through a certification process regulated by the National Labour Relations Board. Unions can become decertified through a similar process. Among the major current employee issues are protection from arbitrary dismissal, drug and alcohol abuse, privacy rights, and family matters as they impact work.
STEP III. REVISION EXERCISE
1. Identify if the statements about writing summaries are true or false.
1. Don’t use your own ideas and opinions.
2. You shouldn’t underline topic sentences and key facts.
3. Label areas that you want to refer to as you write your summary.
4. Identify areas that you don’t understand.
5. Don’t write down the main idea of each section.
6. You don’t need to write a thesis statement.
7. Review the sentences you wrote. 
8. Make sure to include the author and title of the work.
9. You shouldn’t reread your summary.
10. Make sure that the text contains your own commentary.
11. In order to write an accurate summary you don’t need to understand what you are reading.
12. Summarize the main idea rewriting the article.
13. Ask someone else to read your work.
14. Don’t hesitate to ask for criticism.
15. Don’t forget to look for spelling, grammar, and punctuation errors.
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1. In this form of organization the … himself is responsible for business.
a) owner  
b) debts   
c) taxes  
d) partnership
2. Sole proprietors do not pay special … placed on corporations.
a) capital    
b) loans  
c) debts  
d) taxes

3. In the first place the single owner is seldom able to … as much capital as can be invested by a… or a corporation.
a) buy;  partner
b) trade;  single proprietorship    
c) invest; partnership

4. Sole proprietors have minimal legal … .
a) capital   
b) partners   
c) restrictions   
d) money

5. If single owners are able to invest large … of capital, they … great risk of losing it.
a) amounts; run     
b) profit; play  
c) run; manage
6. Only one person can start a ... proprietorship.
a) double     
b) false    
c) sole

7. Large … of capital run great risk of losing individual proprietorship.
a) agreements     
b) partners     
c) amounts

 8. A single owners are personally liable for all … of their businesses.
a) expensive      
b) debts     
c) partnership

 9. Any line of business is open to an … . 
a) owner   
b) liability    
c) cheap

10. Partnership is a business owned by… .
a) shareholders   
b) several partners   
c) corporation   
d) income

11. The machine-building is presently the largest … of industry.
a) economy
b) produce
c) branch
d) profitable

12.… is what the firm has borrowed.
a) profit
b) debt
c) bank
d) market

13. Money is used to … things, to measure values and as a mode of savings.
a) play
b) price
c) seller
d) buy

14. The bank of England lends and …money for the government.
a) borrows
b) customers
c) interests
d) advertises

15. All owners of a corporation are called… .
a) partners
b) employers
c) shareholders

16. Franchisees can use the… .
a) shares
b) franchisee
c) corporate brand name

17.…is the highest body of the company.
a) The Personnel Department
b) The Executive Board
c) The Chief Executive Officer

	18. Nowadays people know the … of everything.
a) price   
b) fair    
c) currency    
d) money



19. I met Linda on the way to ... . 
a) work    
b) profit    
c) cheap   
d) limit

20. ... is a fixed amount of money paid to an employee at regular times.
a) salary      
b) coins    
c) share    
d) owner  

21. Larry is export ... in a big chemical firm. 
a) manager    
b) worker    
c) economy     
d) industry

22. To start your own firm you must pay a registration ... .  
a) income    
b) expensive     
c) supply    
d) fee

23. …are certificates of ownership indicating that a definite amount of money has been invested.
a) Shares    
b) Saving accounts    
c) Credit cards      
d) corporations

24. …is getting the product from the producer to the customer.
a) Distribution    
b) Survey      
c) Pricing       
d) Warranty

25. Find the translation of the word stock exchange.   
a) податок на прибуток      
b) фондова біржа   
c) обмін валют       
d) ринковий попит

26. The hotel ... offered them a better room.
a)  manager    
b) accountant    
c) economist 
d) financier

27. ... are responsible for particular aspects of the administration or the production. 
a) Managers 
b) Employers
c) Stockholders
d) Franchisees

28. …means groups of customers who may be most interested in a specific product or service and are most likely to buy it.
a) Target market
b) Non-monetary price
c) Market demand
d) Pricing

29. ... is what potential consumers want.
a) Pricing
b) Survey
c) Market demand
d) Target market

30. … is  making a decision  about the cost of a product or service.
a) Pricing
b) Target market
c) Market demand
d) Product evaluation

31. …is responsible for manufacturing the goods.
a) Production department   
b) Sales sector      
c) Chief accountant      
d) PR manager

32. …is another company owned by a parent company.
a) Affiliate    
b) Department     
c) Sector     
d) Hierarchy   

33. Find the translation of the word competition.  
a) конкуренція     
b) конкурент  
c) конкурентоспроможний   
d) конкурувати

34. The goods of this company are not sold very well, they must think about… .
a) profitable    
b) debts    
c) loans   
d) advertising

35. In Canada, … are higher than in the United States.
a) tax
b) taxation
c) taxes

36. We had to … some money to expand our business.
a) buy
b) employ
c) borrow

37. They are the world's largest … of anti-inflammatory drugs.
a) produce
b) production
c) producers

38. We're a little worried. One of our major ... is growing at a rapid rate.
a) compete
b) competition
c) competitors

39. The money you borrow from a bank is called a … .
a) loan
b) loaner
c) lone

40. … consist of sellers and buyers. 
a) Markets
b) Brands
c) Plants
d) Companies

41. The process of gathering, recording and analyzing of data about customers, competitors and the market is called market … .
a) review
b) replay
c) research
d) resort

42. The … ( = percentage/rate) of brand-loyal consumers is about 35%.
a) property
b) proportion
c) promotion	
d) propriety

43. A … market  is a market which an organization/company sets its views on.
a) target
b) stock
c) asset
d) cheap

44. We have to develop a better online … . We're not getting as many hits as we used to.
a) status
b) strategy
c) share

45. We have to create a … for a new deodorant.
a) company
b) campaign
c) approach

46. I graduated in June with a BA in Sociology … University of Georgia.
a) at
b) for
c) from

47. An ideal candidate = A … candidate.
a) good
b) perfect
c) confident

48. I had a good working relationship with my … ( = boss).
a) subordinate
b) supervisor
c) superior

49. Some of my … included helping customers, filing complaints, and dealing with emergency situations.
a) jobs
b) actions
c) responsibilities
d) shares

50. Do you prefer working alone or … ?
a) with a team
b) in a team
c) at a team
d) of a team


Check your answers (2 points for each correct answer).
	1-a
2-d
3-c
4-c
5-a
6-c
7-c
8-b
9-a
10-b

	11- c
12-b
13-d
14-a
15-c
16-c
17-b
18-a
19-a
20- a

	21-a
22-d
23-a
24-a
25-b
26-a
27-a
28-a
29-c
30-a
	31-a
32-a
33-a
34-d
35-c
36-c
37-c
38-c
39-a
40-a
	41-c
42-b
43-a
44-b
45-b
46-c
47-b
48-b
49-c
50-b



	Total score
	ECTS
assessment
	National
assessment

	90 – 100
	А
	excellent

	82-89
	В
	very good

	74-81
	С
	good

	64-73
	D
	satisfactory

	60-63
	Е
	passed

	35-59
	FX
	not passed

	0-34
	F
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UNIT 1.
1. Read and translate the text. While reading insert the words marked with the numbers into the gaps marked with the letters. 
1) entrepreneur
2) debts
3) unlimited
4) requirements
5) profits
6) proprietor
7) drawbacks
8) profitable 
9) proprietorships
The business firm is the organization which an (a)………………….…operate. It brings the factors of production together so that they may be used to satisfy human wants. The owner’s aim is to have a (b)………………………… business.
Business firms fall into three major categories: the proprietorship, the partnership and the corporation.
The proprietorship is owned and operated by one person. The majority of American firms are (c)……………………………, but this majority is mainly smaller firms, small stores and repair shops.
The proprietorship is the quickest and easiest type of business to start. Anyone may start at any time. Legal formalities are at minimum. There are usually no legal (d)…………………………..that must be met before the firm can start its activity. The proprietor’s sole control is one of the advantages too. He or she makes the decisions. And, of course, all the (e)…………….of the firm go to the proprietor.
There are several (f)…………………………… . First, there is the inherent limitation of the skill, knowledge and finances of any person including ability to borrow. Also when the (g)………………………………….dies, the life of the business ends. If the heirs carry on, they will actually start a new organization.
Another big drawback is the fact that the proprietor has unlimited liability for all the (h)………….of the business. This means that the proprietor can lose not only everything he or she has in the business but all personal assets – money, house, car as well. The proprietor’s liability is (i)……………………………, since in the eyes of the law the owner and the business are regarded as a single person.
2. Choose the right answer according to what you have read in the text.
1. Proprietorship has both advantages and disadvantages.
a) true      b) false     c) the text doesn’t say
2. Two or more people can start a proprietorship.
a) true      b) false     c) the text doesn’t say
3. A single owners are personally liable for all debts of their businesses.
a) true      b) false     c) the text doesn’t say
4. Minimum legal formalities is a drawback of a proprietorship.
a) true      b) false     c) the text doesn’t say
5. The number of proprietorships is increasing.
a) true      b) false     c) the text doesn’t say

3. Read and translate the text.
A partnership is a form of business owned and operated by two or more (up to 20) people. Small business firms belong to this business. Some partnerships – in the field of wholesaling, public accounting and stockbrokerage – may have annual sales of over $ 1 million per year, but the majority is smaller.
The main advantage of a partnership is that money and talents of the partners are pooled in one business. Profits are shared by the partners according to their written agreement. If there is no written agreement, the law assumes that they mean to share profits and losses equally.
As in a proprietorship, the life of a partnership is limited by the life of its owners. In fact, the death of one partner causes dissolution of the organization.  The business suffers if partners have serious and constant disagreements over decision making. In case of bankruptcy, the co-owners who invested more capital (the senior partners) lose more than the junior partners who invested less. And one more disadvantage of a partnership is that it is often difficult to get rid of a bad partner.

3. Choose the right answer according to what you have read in the text.
1. Partnerships may have an unlimited number of partners.
a) true      b) false
2. In a partnership co-owners pool their capital and talents.
a) true      b) false
3. Partners can make a written agreement.
a) true      b) false
4. Partners share their profits. It is a big disadvantage of this business.
a) true      b) false
5. Junior partners invest less capital than senior ones.
a) true      b) false

4. Read and translate the text.
A company is usually formed for the purpose of conducting business that is separate from its owners, the shareholders. The main difference is between public and private companies.
Private companies cannot sell shares to or raise funds from the general public.
Public companies can sell their shares to the general public (which they usually do through a stock exchange). A company continues to exist despite changes in its owners. A company can hold assets; it can sue, and it can be sued. The profits are distributed to the members as dividends on their shareholding. Losses are borne by the company. The management of the company is carried out by a board of directors. Private limited companies are often local family businesses and are common in the building, retailing and clothing industries.
A private company can be formed with a minimum of two people becoming its shareholders. They must appoint a director and a company secretary. If the company goes out of business, the responsibility of each shareholder is limited to the amount that they have contributed; they have limited liability. Such a company has Ltd (Limited) after its name.
Many large businesses in the UK are Public Limited Companies (PLC), which means that the public can buy and sell their shares on the stock exchange. Marks & Spenser, British Telecom and the National Westminster Bank are the examples of public limited companies.

5. Identify if the following statements are true or false according to what you have read in the text.
1. A company is owned by shareholders.
2. There is the difference between public and private companies.
3. Public companies cannot sell their shares through a stock exchange.
4. A company ceases to exist with the death of its owner.
5. A company is run by directors.

6. Complete the following sentences with the word or word combination from brackets (experience, customer, position, application, opportunity).
1. I am writing to confirm my interest in the………………….of Overseas Sales Manager.
2. I would very much like to have the……………..to work abroad again.
3. I have developed a solid…………………….…..base in my region.
4. My previous work gave me a lot of………………………….working with a multinational team.
5. I have contacted my manager to inform him of my………………….. .

7. Read and translate the text.
Every company or firm develops its strategy, i.e., its overall method of achieving its objectives. The strategy must be flexible, because only a flexible strategy permits taking into account market conditions, which are constantly changing.
Strategy depends on long-term and short-term objectives and prospects. The long-term objective is always profits. But a company may be ready to cut its profits for some time to have a greater share of the market to sell its products. Greater market share means greater profits in the future. So, a company may put gaining market share as its short-term objective. To achieve this, the company has to reduce its prices.
In order to increase profits over the long term, the company needs to increase production. Gaining market share allows it to increase production, and that increase cuts the unit cost (i.e., the cost to manufacture one unit of what the company produces).
Thus, gaining market share provides the company with a long-term prospect of increasing profits.
A firm that does not increase prices, or that even reduces them, adapts to the market more easily.
To reduce costs without increasing (or even reducing prices), companies often have to sub-contract some of their production. That means job losses in the company itself, though the remaining jobs become more stable and secure.

8. Identify if the following statements are true or false according to what you have read in the text.
1) Strategy only depends on short-term objectives and prospects.
2) Gaining market share is the long-term objective of any company.
3) Sub-contracting some of company’s production means employing new workers.
4) The company has to increase its prices in order to gain market share.
5)  A company will never permit profits to be cut.

9. Complete the following sentences with the word or word combination from brackets (increase, profits, market share, objectives, strategy).
1) With the increased turnover, ………………………have grown too.
2) The methods of achieving company’s objectives are called………… .
3) A company cut its profits to have a greater………………………….. .
4) It is necessary to………………production in order to increase profits.
5) Company’s strategy includes its……………………………………... .

10. Match the terms with their definitions.
	1) Sole proprietorship
	a) recruits the personnel and trains them

	2) Stock exchange
	b) selling products at lower prices than before

	3) Personnel Department
	c) a business owned and run by one person

	4) Employment
	d) a place where shares are bought and sold

	5) Price reduction
	e) hiring people to work











UNIT 2.
1. Read and translate the text.
The highest executive body in a company is the Executive Board (or the Board of Directors). It is accountable to stockholders, and the Board reports to them at the annual stockholders’ meetings. The President of the company (Chairperson in Britain) usually makes the report. The President is the nominal head of the company, and is elected at the annual stockholders’ meeting. But the President does not supervise the day-to-day running of the company. That is the duty of the Senior Vice-President, or Chief Executive Officer (called a Managing Director in Britain). He or she has the real executive power, though the President presides in the Executive Board. The other members of this board are also vice-presidents (or directors in Britain). They will usually include a Vice-President for Production (British: Production Director), a Vice-President for Marketing (British: Marketing Director), a Vice-President for Finance and Administration (British: Financial Director), and often a Vice-President for Shipping (Transportation).
Every Vice-President is responsible for the operation of one or more departments. Executive departments may vary, depending on the company and its activity, but some that are found most frequently are Production, Marketing, Finance, Personnel (Human Resources), and Research and Development (R&D). The Personnel Department is usually under the supervision of the Vice-President for Finance and Administration, while the R&D Department is under the Vice- President for Production. Department heads are called directors or managers, and they are supervised by vice-presidents. Departments, in their turn, may be subdivided into sections or sectors. For instance, the Marketing Department may have a Market Research Sector, a Sales Sector, and an Advertising and Promotion Sector. The Finance Department may be divided into Financial Management Sector and Accounting Sector, with the Chief Accountant at the head of the latter. In some companies sectors may form separate Departments with separate directors or managers.
There are some peculiar positions in a company’s hierarchy. One of them is a Public Relations Manager who either belongs to the Marketing Department or heads a special sector. His or her responsibilities are to create and maintain the best possible image for the company in the eyes of the public.
A big company may also have divisions. This happens when the goods (commodities) produced by the company are quite different. For instance, an automobile company may have a truck division and a car division, each with its own department for production, marketing, or other tasks. Many companies, especially multinational corporations, are also divided geographically. There are special departments, managers, directors, or even vice-presidents responsible for operations in certain geographical territories, countries, or continents. Geographical division facilitates management and allows taking local peculiarities into account.
In American corporations, departments responsible for operations outside the USA report to the Vice-President for International Operations or to some other Vice-President. In Britain, regional departments are accountable either directly to the Managing Director or to the head of the Sales Department.
 Finally, corporations often have subsidiaries (affiliates) that are more or less autonomous. An affiliate is another company owned by a parent company. An affiliate, or subsidiary, appears when a parent company becomes the owner (proprietor) of more than 50% of its capital.
 As you see, the structure and hierarchy of a company is quite complicated. This is true in large partnerships as well. This structure and hierarchy is called “the chain of command” and ensures the company’s efficient functioning.

2. Complete the following sentences with the word or word combination from brackets (business, shareholders, owners, partner, consumers).
1. The number of…………….is limited, and they don’t sell their shares.
2. If you invest money, you can become another………………………. .
3. Each form of…………………...has its advantages and disadvantages.
4. .………………………….come to a market because they want to buy.
5. Stockholders are…………………………..of a corporation.

3. Read and translate the text.
How well a firm is managed depends greatly on the organization structure. The successful firms of the future will combine the best features of large companies with the best features of small businesses.
The main purpose of business is to discuss principles of organization such as the notion that companies function better when the operating units are small and manageable.
The problem with some large organization is that communication among units and among managers is simply too slow and complex to compete with smaller companies. By the time their salespeople in the field confer with their regional sales managers, who might then confer with the division sales manager, who then goes to manufacturing to schedule a special order, a smaller company could have the product made and delivered to the customer.
The importance of organizational design therefore is that the survival of many firms depends on the creation of more responsive organizations. Particular attention must be given to communication, employee morale and manageability.
Very long ago most organizations were rather small, the processes for producing goods were rather simple, and organizing workers was fairly easy. Not until the 20-th century and the introduction of mass production did business organizations grow complex and difficult to manage.
It was in this period that organization theories emerged. In France, Henry Fayol published his book General and Industrial Management. Max Weber was writing organization theories in Germany about the same time Fayol was writing his book in France.

4. Answer the following questions.
1) What does organization well-being depend on?
2) Is there a problem with some large organization? What is it?
3) What does survival of many firms depend on?
4) Most organizations were rather small in the past, were not they?
5) When did organization theories appear?

5. Give English equivalents to the following Ukrainian words and word combinations.
Головна мета
Конкурувати
Доставляти покупцю
Приділяти увагу
Управляти

6. Read and translate the text.
Business organization structure means the relationship between positions and people who hold the positions. Organization structure is very important because it provides an efficient work system as well as a system of communication.
Historically, line structure is the oldest type of organization structure. The main idea of it is direct relationship between the positions and tasks of each level, and the positions and tasks above and below each level. For example, a sales manager may be in a line position between a vice-president of marketing and a salesman. Thus a vice-president of marketing has direct authority over a salesman. This chain of command simplifies the problems of giving and taking orders.
When a business grows in size and becomes more complex, there is a need for specialists. In such case administrators may organize staff departments and add staff specialists to do specific work. These people are usually busy with services, they do not deal with the company product. The activities of the staff departments include an accounting, personnel, credit and advertising. Generally, they do not give orders to other departments.

7. Mark whether each statement below is true (T) or false (F) according to what you have read in the text.
1. Business organization structure is the independence of its staff and positions.
2. Line structure means direct relationship between the positions and          tasks of each level, and the positions and tasks above and below each level.
3. The chain of command in line structure makes the problems of giving and taking orders more difficult.
4. Staff specialists do not deal with the company product.
5. Staff departments are engaged in giving orders to other departments.

8. Read and translate the text.
Management is the process of achieving organizational goals through engaging in the four major functions of planning, organizing, leading, and controlling. Although these functions form the basis of the managerial process, several other elements contribute to an understanding of how managers actually operate. For instance, work methods and managerial roles, as well as agendas, feed into the management functions aimed at performance. A manager’s knowledge base and management skills also are important factors in reaching targeted performance.
Managerial jobs generally are divided into three hierarchical levels: first-line, middle, and top. Managers at these levels vary in the emphasis they place on planning, organizing, leading, and controlling. They also differ in the importance that they place on the key management skills and the degree to which they use the different types of managerial roles. Although managers at all levels rate the entrepreneurial role as highly important, the way that they use this role to encourage innovation depends on their hierarchical level, as follows: idea-champion (first-line), sponsor (middle), and orchestrator (top).
According to several recent informal surveys, managerial work in the future is particularly likely to be affected by the growing internationalization of business, the increasing use of sophisticated information technology to facilitate managerial work, and the expanding public concern with managerial ethics.

9. Answer the following questions.
1. What are the major functions of management?
2. What other elements contribute to an understanding of how managers actually operate?
3. How are managerial jobs generally classified?
4. What does the way that managers use the entrepreneurial role depend on?
5. What is managerial work in the future likely to be affected by?

10. Give English equivalents to the following Ukrainian words and word combinations.
Досягти організаційних цілей
Поділяти на
Різнитися
Залежати від
Полегшувати управлінську роботу
11. Match the terms with their definitions.
	1) The Executive Board
	a) the supreme governing body of a company

	2) Strategy
	b) the nominal head of the company

	3) Stockholders’ meeting
	c) the highest executive body in a company

	4) President
	d) another company owned by a parent company

	5) An affiliate
	e) the overall method of achieving company’s objectives



12. Read and translate the text.
How to Become Good in All Areas
Few companies are clear about how to manage what can be amorphous collection of internal initiatives and external relationships on social, environmental and ethical issues. Probity and responsibility must be embedded in a company’s culture, strategy and operations from the top down. But how can this be done? A new guide from Business for Social Responsibility, a US non-profit research and advisory organization with 1,400 member companies and affiliates, attempts to answer this by taking the reader step by step through the process of designing a corporate social responsibility (CSR) management system.
Only a handful of companies have a full CSR management system in place, says the organization, which advises its members on how to make responsible practices integral to their strategy and operations. Its combined annual revenues of nearly $2,000 bn (£1,300 bn) and employ 6m people. They include ABB, British Airways, Coca-Cola, Ikea, Unilever and Wal-Mart. The scandals in the US have underlined how “corporate responsibility taskforces” and codes of conduct are not enough on their own and can sometimes be a smokescreen.
Creating and building a successful CSR management system is a complex, long-term project for any company. It involves a shift in the way a company conducts business and can be likened to implementing other large-scale change initiatives such as total quality management. 
The guide runs through basics such as who currently has responsibility for CSR in the company, why a better management structure might improve things and what “hot button” issues (child labour, drug pricing) face different sectors. It encourages companies to think hard about their stakeholders, what their concerns are, how credible and influential they are and whether they are a potential long-term partner or liability.

13. Say if the following statements are true or false according what you have read in the text.
1. Most companies have clear, coherent policies on social, environmental and ethical issues.
2. If a company behaves with probity, it has high ethical standards.
3. Business for Social Responsibility has a coherent approach to designing a corporate social responsibility management system.
4. It’s simple for a company to add a CSR management system to its day-to-day business.
5. Codes of conduct are enough to ensure ethical behavior.
6. The guide says that a company’s stakeholders should all be kept happy so that they are all retained by the company over the long term.

14. Complete the sentences with the expressions from the text above (exercise 12).
1. The company was accused of giving……………………..to local officials in order to allow their products into the country more quickly.
2. The company has supported several projects in the local……………...
where its factories are situated.
3. Voters demanded that there should be greater…………………………
in the election process so that they could understand it fully.
4. Following the scandals in Enron, Worldcom and others, there is greater emphasis in business schools on the teaching of……………….. .

15. Read the following texts and translate them.
Mr Allnut is at the office on Continental Equipment. He is having an appointment with the managers of this company.
– Good morning, gentlemen! How are you?
– Fine, thanks. And how are you getting on?
– Very well, thank you.
– Let me tell you about our company. As you know, Mr Allnut, we produce processing equipment. Our firm consists of 6 departments: Production, Sales, Export, Financial, Personnel and Research & Development. The last one is the newest at the company. It was created five years ago… We are managed by the Meeting of the Shareholders and the Board of Directors. Earlier the Chairman of the company was one of the senior partners, but now it is Mr Rogers, as you know. Currently we employ about 1,600 people. Our turnover is more than £300 million.
– You will work with our Export Department. We export our equipment to 5 countries. We also have two subsidiary companies in Holland and Germany with headquarters in those countries.
– Are they your subsidiaries or branches?
– They are our subsidiaries. Each company trades under its own name. We are looking for new partners in Eastern Europe as well, as we would like to expand our activities. That’s why Mr Cartwright went to Kyiv to establish personal contacts with your company. Have you read all our correspondence with your Director?
– Yes, I think so. We investigated your business proposal thoroughly. 
– Have you got our price-lists and catalogues with you now or shall I ask Ms Alliot to bring a copy?
– Thank you, but I have them with me as well as copies of your letters. I expect to make the Draft Contract here, maybe by the end of this week, and to conclude the Contract with you after discussing it with my Director by phone.
– All right. Let us get down to business. Today and tomorrow we were going to talk about terms of payment and delivery.
– Right. And the day after tomorrow we’ll be talking about packing and transportation. 
– Then I plan to go to London for three days. As you know, there will be an exhibition. Will you join me?
– Yes, with pleasure. It would be very helpful for the purpose of my visit.
– I hope so. And after that you’ll have enough time for a visit to our factory and to go sightseeing.
– That suits me. I expect to submit the Draft Contract to my Director not later than next Wednesday.

The Spirit of an Organization
Management by objective tells a manager what he ought to do. The proper organization of his job enables him to do it, but it is the spirit of the organization that determines whether he will do it or not. It is the spirit that motivates, that calls upon a man’s reserves of dedication and effort, that decides whether he will give his best or do just enough to get by.
It is the purpose of an organization to “make common men do uncommon things” – said Lord Beveridge. No organization can depend on genius; the supply is always scarce and always unpredictable. But it is the test of an organization that it makes ordinary human beings perform better than they are capable of, that it brings out whatever strength there is in its members and uses it to make all other members perform better. It is the test of an organization that it neutralizes the weakness of its members.
Altogether the test of a good spirit is not that “people get along together”; it is performance, not conformance. “Good human relations” not grounded in the satisfaction of good performance and the harmony of proper working relations are actually poor human relations and result in poor spirit. They do not make people grow; they make them conform and contract.
There are five areas in which practices are required to ensure the right spirit throughout management organization.
1. There must be high performance requirements; no condoning of poor or mediocre performance; and rewards must be based on performance.
2. Each management job must be rewarding job in itself rather than just a step in the promotion ladder. 
3. There must be a rational and just promotion system.
4. Management needs a “charter” spelling out clearly who has the power to make life-and-death decisions affecting a manager; and there should be some way for a manager to appeal to a higher court.
5. In its appointments management must demonstrate that it realizes that integrity is the absolute requirement of a manager, the one quality that he has to bring with him and cannot be expected to acquire later on.
A man should never be appointed to a managerial position if his vision focuses on people’s weaknesses rather on their strengths. He should be a realist; and no one is less realistic than the cynic. A man should never be appointed if he is more interested in the question “Who is right?” than in the question “What is right?” Management should never appoint a man who considers intelligence more important than integrity.
The men with whom a man works, and especially his subordinates, know a few weeks whether he has integrity or not. They may forgive a man a great deal: incompetence, ignorance, insecurity or bad manners, but they will not forgive a lack of integrity, nor will they forgive higher management for choosing him.







UNIT 3.
1. Read and translate the text.
Marketing includes all business activities connected with the movement of goods and services from producers to consumers. Sometimes it is called distribution. On the one hand, marketing is made up of such activities as transporting, storing and selling goods and, on the other hand, a series of decisions you make during the process of moving goods from the producer to the user. Marketing operations include product planning, buying, storage, pricing, promotion, selling, credit, traffic and marketing research.
The ability to recognize early trends is very important. Producers must know why, where, for what purpose the consumers buy. Market research helps the producer to predict what the people want. And through advertising he tries to convince the customer to buy. Marketing operations are very expensive. The trend in the USA has been to high mass consumption. The construction of good shopping centers has made goods available to consumers. It provided a wide range of merchandize and plenty of parking facilities.
Advertising is one marketing methods. Big companies have advertising managers, or brand managers. These people help to coordinate the company’s advertising program with its sales program and with the company’s advertising agency.
Advertising agencies develop advertising programs, prepare advertisements, and place them in media. Those who are interested in advertising research and fact gathering should know both statistics and consumer psychology.

2. Identify if the following statements are true or false according to what you have read in the text.
1. Marketing is a movement of goods and services from producers to consumers.
2. Storing and selling goods are marketing activities.
3. Market research is an operation carried out before marketing.
4. The producer can predict customers’ wishes with the help of advertising.
5. Marketing operations are not cheap.

3. Complete the following sentences with the word or word combination from brackets (promote, influence, marketing, market research, advertising).
1) …….includes product development and pricing among other things.
2) If you want to produce something, you should start with…………… .
3) In order to sell a new product, a producer has to consider how to……………………..it.
4) …………………………managers are those whose primary duties are related to the marketing function.
5) Advertising must……………………………the consumer and make him to buy the goods produced.

4. Read and translate the text.
A business must determine what kind of product potential customers want. Companies employ very complex market research techniques to find out. Surveys by phone, mail, or personal interview can reveal exactly what’s on the consumer’s mind. The product warranty card that you return after a purchase provides marketing information too. You might be wondering how asking a few people what their preferences are determines what others want as well. Sophisticated research mathematics applied to a sample of consumers can typify the rest of the consumers. If you can find out what a few want, we can assume that the others in the group or population will want the same things.
The questions asked by researchers will depend on the particular purpose to be served. For example, a long-range concern for a company might be to find out what new products consumers will want in five or ten years.
Another major part of marketing is price. Companies have to decide on a product price that will cover all costs and also return a profit. Included in costs are such fixed expenses as rent and insurance. Variable expenses must be anticipated too. Those include the costs of material and commissions. These costs are used to compute a break-even point – a point at which income from sales equals fixed and variable expenses.

5. Identify if the following statements are true or false according to what you have read in the text.
1) The text deals with such marketing parts as product and price.
2) Market research is used to find out what potential customers want.
3) Surveys by phone, mail, or personal interview can persuade consumers to buy.
4) Price is a part of market research.
5) Fixed expenses include the costs of material and commissions.

6. Complete the following sentences with the word or word combination from brackets (drawbacks, corporation, shares, invest, owners, market).
1. The number of shareholders is limited, and they don’t sell their…… .
2. If you……………….. money, you can become another partner.
3. Each form of business has its advantages and………………………. .
4. Consumers come to a…………………..because they want to buy.
5. Stockholders are owners of a……………………………………… .

7. Read and translate the text.
Advertising provides easily accessible information to buyers on product prices and qualities and lowers their search costs. When advertising provides this kind of information to consumers, consumers become more aware of substitutes. Competition among alternative suppliers of similar goods is thus intensified. By lowering costs of search, price dispersion among like products should be reduced.
There is another side of advertising. When advertising succeeds in differentiating one product from its competitors, higher prices can be charged before buyers turn to substitutes. The goal of advertising campaign may be to convince consumers that only one brand of toothpaste guarantees fresh breath or that only one brand of Scotch whiskey shows inherent good taste. When advertising successfully imparts these messages, greater price dispersion is the result.
The practical evidence concerning advertising’s effect on prices is mixed. In some cases, such as advertising for pain killers, the net effect is to raise prices. Although most pain killers contain the same ingredients. Advertising may convince consumers that there is a great difference between two products. When this happens, significant price differences can emerge. In other cases, such as advertising of special prices at grocery stores or special prices on personal computers, advertising serves to narrow price differences.

8. Identify if the following statements are true or false according to what you have read in the text. 
1) Advertising is one means of reducing costs of search.
2) Advertising gives information to buyers on search costs.
3) Consumers learn more about substitutes with the help of advertising.
4) The goal of advertising is to inform consumers about advantages of products.
5) Advertising may narrow price differences.

9. Give English equivalents to the following Ukrainian words and word combinations. 
Знижувати вартість пошуку
Конкуренція і конкуренти
Переконати споживачів
Різниця в ціні 
Постачальник товарів

10. Complete the following sentences with the word or word combination from brackets (convince, marketing, promotion, advertisements, higher).
1) The most important tool for………………………….is advertising.
2) Advertising agencies place……………………………in media.
3) Advertising tries to…………………..the consumer to buy products.
4) Sometimes the net effect of advertising is to make……………prices.
5) Advertising is one of the………………………….operations.

11. Read and translate the text.
Trade fairs and exhibitions are held all over the world. Firms and companies are always eager to participate in them because they attract thousands of visitors, including many potential buyers. You will find no better chance for advertising your goods and making contracts and agreements with future customers. It is also a unique chance for establishing new markets because nothing else can cause your products or services to be known outside your region or country as well.
There is a difference between an exhibition and a fair. At a fair you do not only exhibit your product but also may sell it on a spot. At an exhibition you usually only exhibit, without selling directly – though every exhibition has a commercial centre where one can make contracts and agreements for future supplies.
It is usually quite expensive to participate in a fair or an exhibition. The participation fee is often quite high. Next, you pay for the exhibition space. Then, you should prepare that space to exhibit your goods or services. That means installing a stand or a booth, which may cost quite a lot. Another expense is the booklets or brochures placed on your booth and bulletin boards, advertising your company and its products. Company’s presentations and receptions aimed to find potential customers, advertise the products, and stimulate contract-signing are also expensive.

12. Read the statements below and choose the correct answer according to what you have read in the text.
1) Firms and companies can find potential customers at an exhibition or a fair.
a) true  b) false  c) the text doesn’t say  about it
2) Trade fairs and exhibitions can make your products or services known.
a) true  b) false  c) the text doesn’t say  about it
3) At an exhibition you can both exhibit and sell your products.
a) true  b) false  c) the text doesn’t say  about it
4) Participation in fairs and exhibitions is not cheap.
a) true  b) false  c) the text doesn’t say  about it
5) You don’t spend a lot of money on company’s presentation and reception.
a) true  b) false  c) the text doesn’t say  about it
6) Fairs and exhibitions can be annual and periodical.
a) true  b) false  c) the text doesn’t say  about it

13. Complete the sentences with the appropriate word or word combination from the brackets (exhibition, management, participation, owns, retailer). Translate the sentences.
1. …………………………is the most expensive link in the chain between a producer and a consumer.
2. Assets are what a business…………………………………….. .
3. The improvement in………………...…, technology and labor training accompany foreign investment.
4. The sponsor of the…………………………..is well-known European international company.
5. …………………………in an exhibition or trade is expensive.

14. Read and translate the text.
Promotion is a key part of marketing because it is the way businesses get their messages to consumers.
Businesses would prefer to have a steady demand for their products. They would also like to see steady growth rather than sudden surges in business. One function of promotion is to maintain a steady and growing demand. Promotions through advertising in the media, direct mailings or through personal contact are a few of the ways producers make their products known to consumers. If consumers don’t know about a product, they won’t buy it. Through market research businesses discover what consumers want. Through advertising, businesses tell people what products are available. Advertising even gives them reasons to buy.
Personal selling involves personal communication with potential customers, with the aim of selling them the products or services you have to offer. Usually the personal sales approach is most effective when customers already know the product or service, and your purpose is simply to convince them to buy.
You can also use sales promotion. For instance, you have opened a store and want to attract customers to it. You announce that in your store, for a month, everything will be sold at half-price. People will definitely come during that month, and then probably come again looking for bargains.

15. Identify if the following statements are true or false according to what you have read in the text.
1. Marketing is a part of promotion.
2. Products become known to consumers with the help of promotion.
3. The consumer won’t buy the product if he (she) doesn’t know about it.
4. Personal selling is also used in promotion.
5. Sales promotion is personal communication with potential customers.

16. Complete the following sentences with the word or word combination from brackets (advertising, publicity, middlemen, employ, produce).
1. ……….is making the business itself well known to the general public.
2. When two………………are used, the first one is always a wholesaler.
3. The goods of this company are not sold very well, they must think about………………………….. . 
4. If you want to………………something, you should start with market research.
5. We ……………………managers.

17. Read and translate the text.
Retailing is selling goods and services to the ultimate consumer. Thus, the retailer is the most expensive link in the chain of distribution. Being middlemen, they make their profit by charging the customer 25 to 100 per cent more than the price they paid for the item.
There are different types of retail stores: department stores, discount houses, cooperatives, single line retailers. The major part (over 95%) of retail establishments concentrate on a single line of merchandise for example, food hardware, etc. But nowadays there is a trend for many single line stores to take on a greater variety of supplies.
The retailer performs many necessary functions. First, he may provide a convenient location. Second, he often guarantees and services the merchandise he sells. Third, the retailer helps to promote the product through displays, advertising or sales people. Fourth, the retailer can finance the customer by extending credit. Also the retailer stores the goods in his outlet by having goods available.

18. Read the statements below and choose the correct answer according to what you have read in the text.
1) Extending credit is one function a retailer may perform.
a) true  b) false  c) the text doesn’t say  about it
2) Retailer is a middleman.
a) true  b) false  c) the text doesn’t say  about it
3) Retailers don’t make a profit.
a) true  b) false  c) the text doesn’t say  about it
4) Retailers sell goods and guarantee them.
a) true  b) false  c) the text doesn’t say  about it
5) From 25 to 100 per cent of the price of the goods sold goes to the retailer.
a) true  b) false  c) the text doesn’t say  about it
6) Distribution is the last stage of marketing.
a) true  b) false  c) the text doesn’t say  about it

19. Complete the sentences with the appropriate word or word combination from the brackets (guarantees, distribution, direct channel, repayment, accounting). Translate the sentences.
1. The firm……………………………….good quality of the product.
2. ………………………….has been called the language of business.
3. A loan requires……………………………………. .
4. A………………..moves goods from the manufacturer or producer to the consumer.
5. Wholesalers simplify the process of………………………….. .

20. Read and translate the text.
Wholesaling is a part of marketing system. It provides channels of distribution which help to bring goods to the market. Indirect channels are used to market manufactured goods. It could be from the manufacturer to the wholesaler, from the retailer to the consumer or through more complicated channels. A direct channel moves goods from the manufacturer to the consumer.
Wholesaling is often a field of small business, but there is a growing chain movement in the western countries. About a quarter of wholesaling units account for the one-third of total sales.
Wholesalers simplify the process of distribution. For example, the average supermarket stocks 5,000 items in groceries alone, a retail druggist can have more than 6,000 items.  As a wholesaler handles a large assortment of items from numerous manufacturers he reduces the problem of both manufacturer and retailer. The store keeper does not have to deal directly with thousands of different people. He usually has a well-stocked store and deals with only a few wholesalers.

21. Answer the following questions.
1. What is the aim of wholesaling?
2. How can you describe a direct channel of distribution?
3. What is an indirect channel of distribution?
4. What channel of distribution is preferable?
5. How does a wholesaler simplify the process of distribution?

22. Read and translate the text.
The total marketing concept involves the following steps: market research, selection of target, product (service) evaluation, pricing, promotion and distribution.
The primary objective of market research is to find out what consumers want and need. It is usually done with the help of surveys, questionnaires and interviews.
To be successful, businesses normally select certain customer groups on which to concentrate their attention. These are groups of population that have something in common and with whom a certain product or service will be successfully sold. Such groups are called target markets. They may be children, students, business people, pensioners, etc.
Product evaluation is the third stage of marketing. It is concerned with product’s advantages – quality, reliability, attractiveness, delivery, warranty, instructions for use, etc.
Marketing also involves determining a suitable price for your product or service. We should remember that the price must always be higher than the cost.
The primary objectives of promotion are to inform consumers of the existence of certain goods or services, to demonstrate their advantages, and to persuade the consumers to buy them.
The most important tool used for promotion is advertising. It is directed towards a mass audience. There are several media used for advertising: newspapers, magazines, radio, television, billboards, or Internet.
The route of the product from the manufacturer to the consumer is called distribution. The product can move from the producer directly to the consumer (direct channel of distribution). Large firms sell their products through a single intermediary – one or more retailers (single intermediary channel). Larger firms sell their goods to wholesalers who in turn sell the goods to retailers, and from retailers they reach the consumers (double intermediary channel). Many producers prefer to use two channels at once (simultaneous dual channel) – direct as well as double intermediary distribution.

23. Here are the meanings of marketing terms from the text. What is the term corresponding to each meaning called?
a) Getting the product from the manufacturer to the customer…………………………………………………………….   .
b) A sheet of written questions used in marketing research………………………………………………………………. .             
c) Letting potential customers know about the goods that are on the market, with the aim of convincing them to buy them………………………………………………………………….. .
d) Finding out the opinions and wishes of potential consumers……………………………………………………………. .
e) Making a decision about the price of a product or service………………………………………………………………... .
f) Groups of people who may be most interested in a specific product or service and are most likely to buy it……………………………………………………………………… .

24. Read and translate the text.
International trade is the exchange of goods and services between different countries. Depending on what a country produces and needs, it can export and import. Governments can control international trade. The most common measures are tariffs and quotas. A tariff is a tax on imported goods, and a quota is the maximum quantity of a product allowed into a country during a certain period of time. These measures are protectionist as they raise the price of imported goods to “protect” domestically produced goods.
 Companies can choose various methods to establish their products in a foreign market. One option is to start by working with local experts such as sales agents or distributors, who have the knowledge of the market and sell on behalf of the company. This often leads to the company opening a local branch or sales office. Another option is to sell patents and licenses, or give permission to use patents and licenses for their products. Companies may wish to start by manufacturing in the export market, in which case they can either set up a local subsidiary or a joint venture with a local partner.

25. Read the statements below and choose the correct answer according what you have read in the text.
1. Export is buying goods from another country.
a) true  b) false  c) the text doesn’t say  about it
2. Tariffs and quotas are measures which governments use to control international trade.
a) true  b) false  c) the text doesn’t say  about it
3. A tariff means a tax on exported goods.
a) true  b) false  c) the text doesn’t say  about it
4. Tariffs and quotas “protect” domestic goods.
a) true  b) false  c) the text doesn’t say  about it
5. Three options of establishing companies’ goods in a foreign market are described in the text.
a) true  b) false  c) the text doesn’t say  about it
26. Match the terms with their definitions.
	1) Marketing Department
	a) certificates of ownership indicating that a definite amount of money has been invested

	2) A tariff
	b) is engaged in marketing research, is often responsible for advertising the company’s products; often includes the sales sector in its structure.

	3) Shares
	c) people who run the corporation but are not necessarily its owners

	4) Directors and managers (executives)
	d) rapid reduction in sales

	5) Sales drop
	e) a tax on imported goods



27. Choose the right variant.
1) A target market is the whole population of a country.
a) true   b) false
2) Product evaluation is concerned with its advantages.
a) true   b) false
3) Publicity involves personal communication with potential customers.
a) true   b) false
4) Companies have to decide on a product…that will cover all costs.
    a) service   b) profit    c) price
5) With the increased turnover, our…have grown too.
    a) profits   b) competitiveness   c) reliability
6)  … is an important asset in a firm’s competitiveness.
    a) high price   b) good quality   c) low profitability
7) In order to sell a new product, a producer has to consider how to…it.
    a) promote   b) buy   c) purchase
8) … managers are those whose primary duties are related to the marketing function.
    a) personnel   b) financial   c) advertising
UNIT 4.

1. Read and translate the presentation.
Ladies and gentlemen!
First, I would like to thank you all for coming to this presentation, for demonstrating your interest. I hope we will not disappoint you. After my short presentation speech you will be able to ask me or my assistant any questions you like, and then our stand attendants will demonstrate our products to you if you wish. They will answer all your questions on any particular product.
Let’s begin with a bit history. Our company Playciko was founded many years ago. In fact, it was at the turn of the century that we were founded – in 1898. Playciko was established as a family business, and it remains a family business even now. You can see the portrait of our founder Jonathan Ciko on the wall behind me. Now the firm is owned by the heirs of Jonathan Ciko.
We started as quite a small business, employing only ten people. But the business was quite successful, and by the 1920s it occupied the leading position in the toy industry in Bacardia. This position id firmly held by our firm even now, so that two out of every three toys sold in Bacardia are manufactured by Playciko. It was in the 1920s that the firm’s products began to be sold in international markets. It’s quite probable that, in their childhood, some of your grandparents were playing with toys produced by us.
Nowadays Playciko mostly specializes in mechanized and educational toys. Our aim is not only to amuse and entertain children, but to make them learn while playing. And children love our toys! For every Bacardian child the name of Playciko means high quality, fun, a good time and development. Yes, quality is our password. We are ready to sacrifice everything for quality, and never agree to lower our standards. 
And it shows. Here in the graph you can see the growth of our sales in the last ten years. As you can see, they have been steadily growing in the domestic market from year to year, and the general tendency is non-stop growth. The production graph, which is also shown, demonstrates slower growth than the sales graph. This is our policy. We prefer to manufacture even less than the existing demand, so as not to sacrifice quality. We believe that sacrificing quality can hardly be avoided if production grows too quickly.
On the other hand, our sales on the international markets are much lower than on the domestic market. You can see that demonstrated in the third graph. We believe that the quality of our goods deserves much more attention. Maybe that is because we are not known enough outside Bacardia. That is the reason for our participation in this international exhibition – to make ourselves better known. And I hope today’s presentation will help us. That’s all I wanted to say. I would like to thank you again for coming and for listening to me so patiently. Our team is ready to answer all your questions and to show you everything that we have. Feel free to see and try everything on display. 
And oh yes – we would like you to enjoy yourselves while you are here. Please help yourselves to the food and drinks that you see around you.

2. Evaluate the presentation speech.
1. What parts does it consist of?
2. Make a plan of the presentation speech.
3. Orally summarize the content of each part.
4. What does the last sentence of the presentation speech mean (about food and drinks)? What does it show about how to organize presentations?
5. List strong and weak points of the presentation.
6. Would this presentation give a strong or weak impression of the company? Why?

3. Read the presentation.
Good morning ladies and gentlemen! We haven’t all met before so I’d better introduce myself. I’m Luis Lopez from the Development Department of Citrus Incorporated. I’m going to be talking this morning about a new product which we are planning to launch in two months’ time; it’s called KOOL-OUT, it’s a lemon-flavoured drink....
Well, I’ll start with the background to the product launch; and then move on to a description of the product itself; finally, I’m going to list some of the main selling points that we should emphasize in the advertising and sales campaign. I think if you don’t mind, we’ll leave questions to the end.
Now firstly, as you all know, we have had a gap in our soft-drink product range for the last two years. We have been manufacturing mixed-fruit drinks and orange drinks for the last ten years, but we stopped producing lemonade two years ago. I think we all agreed that there was room on the market for a completely new lemon-flavoured drink... 
Secondly, the market research indicated that more and more consumers are using soft drinks as mixers with alcohol so, in other words, the market itself has expanded. This brings me to my next point which is that we have a rather new customer-profile in mind. I must emphasize that this product is aimed at the young-professional, high-income, market and not the traditional consumer of old-fashioned lemonade. At this point we must consider the importance of packaging and design, and if you look at the video in a moment, you’ll see that we have completely revamped the container itself as well as the label and slogan... Now to digress for just a moment, the more sophisticated packaging means a high unit cost, and this may be a problem in the selling area, but we’ll have a chance to discuss that aspect later...so...to go back to my earlier point, this is a totally new concept as far as Citrus Incorporated are concerned. As you see we are using both the new-size glass bottle and the miniature metal cans. Finally, let’s look at the major 
attractions of the product. In spite of the higher price it will compete well with existing brands; the design is more modern than any of the current rival products, and incidentally the flavour is more realistic and natural ...it’s low calorie, too.
O.K., so just before closing, I’d like to summarize my main points again. We have KOOL-OUT, a new design concept, aimed at a relatively new age and income group. It’s designed to be consumed on its own, as a soft drink, or to be used as a mixer in alcohol-based drinks and cocktails. It comes in both bottle and can and this will mean a slightly higher selling price than we are used to; but the improved flavour and the package design should give us a real advantage in today’s market...
Well, that’s all I have today for the moment, thank you for listening. Now if there are any questions, I’ll be happy to answer them.

4. Identify if the statements are true or false according to what you have read in the presentation.
1. We are planning to launch the product next week.
2. The new product is an orange-flavoured drink.
3. Citrus Incorporated have not produced a lemon drink for two years.
4. Everyone thinks there is a gap in the market.
5. Market studies prove that the market is shrinking.
6. We are aiming at a new type of consumer.
7. The container design is unchanged.
8. The design of the packaging will mean that the product is cheaper.
9. The drink comes in both bottles and cans.
10. The flavour is rather artificial.
11. The calorie-content of the drink is relatively low.



UNIT 5.

1. Read and translate the text.
Where and How to Hire an Employee
An employer has several options to consider when he wants to hire a new employee. First of all, he may look within his own company. But if he can’t find anybody suitable for the position, he will have to look outside the company. If there is a personnel office in the company, he can ask them to help him to find a qualified personnel. The employer can also use other valuable sources, for example, employment agencies, consulting firms, placement offices and professional societies. He can also advertise in a newspaper or in a magazine and request candidates to send in resumes. 
The employer has two sets of qualifications to consider if he wants to choose from among the applicants. He must consider both professional qualifications and personal characteristics. A candidate’s education, experience and skills are included in his professional qualifications. These can be listed on resume. Personal characteristics or personality traits must be evaluated through interviews.
Comprehension questions
1. Which options should an employer first consider when he wants to hire a new employee?
2. What services does a personnel department provide?
3. In what way can the new employees be found outside one’s company?
4. What qualifications does the employer consider in choosing an employee?
5. What is meant by “professional qualification” for a job?
6. What personal characteristics does the administrator consider when choosing an employee?

2. Read and translate the following text.


Business Etiquette
Ethical behavior is doing things that are normally right. Ethics are moral beliefs about what is right or wrong. Ethics is the study of this. Ethically responsible companies want to do the right thing in areas such as:
• employment and community: they want to pay attention to things that affect all people, not just their employees, in the areas where the company has its offices, factories and activities;
• the environment they want to conduct business in ways that protest the environment to ensure that the air, rivers, etc. are not polluted and plant and animal life are not endangered;
• winning new business they want to get business without engaging in corrupt behavior, for example offering bribes – money given to someone so that they behave unethically.
Companies want to be seen as good corporate citizens, which activities that are beneficial not only for their stakeholders – their employees, shareholders and so on – but for the community and society as a whole.
Ethical corporate behavior includes accountability – the idea that companies are completely responsible for what they do and that people should be able to expect them to explain their actions. Transparency is explaining this behavior in a way that can be understood by outsiders, and not trying to hide anything. Companies may say that they demand high levels of probity and integrity – complete honestly – from their employees, and that they do not tolerate any form of misconduct.
Companies have long had codes of ethics and codes of conduct saying how their managers and employees should behave. Now they are looking at these issues in more systematic ways. They are designating executives to oversee the whole area of corporate social responsibility (SCR). 

3. Read the article and choose one of these titles for it:
	When in Rome…
Travelling abroad
Doing business in Europe
	Problems that business people face
Good manners, good business
I didn’t mean to be rude



Nobody actually wants to cause offence but, as business becomes ever more international, it is increasingly easy to get it wrong. There may be a single European market but it does not mean that managers behave the same in Greece as they do in Denmark.
In many European countries handshaking is an automatic gesture. In France good manners require that on arriving at a business meeting a manager shakes hands with everyone present. This can be a demanding task and, in a crowded room, may require gymnastic ability if the farthest hand is to be reached.
Handshaking is almost as popular in other countries including Germany, Belgium and Italy. But Northern Europeans, such as the British and Scandinavians, are not quite so fond of physical demonstrations of friendliness.
In Europe the most common challenge is not the content of food, but the way you behave as you eat. Some things are just not done. In France it is not good manners to raise tricky questions of business over the main course. Business has its place: after the cheese course. Unless you are prepared to eat in silence you have to talk about something – something, that is other than the business deal which you are continually chewing over in your head.
Italians give similar importance to the whole process of business entertaining. In fact, in Italy the biggest fear, as course after course appear, is that you entirely forget you are there on business. If you have the energy, you can always do the polite thing when the meal finally ends, and offer to pay. Then, after a lively discussion, you must remember the next polite thing to do – let your host pick up the bill.
In Germany, as you walk sadly back to your hotel room, you may wonder why your apparently friendly hosts have not invited you for the evening. Don’t worry, it is probably nothing personal. Germans do not entertain business people with quite the same enthusiasm as some of their European counterparts.
The Germans are also notable for the amount of formality they bring to business. As an outsider, it is often difficult to know whether colleagues have been working together for 30 years or have just met in the lift. If you are used to calling people by their first names this can be a little strange. To the Germans, titles are important. Forgetting that someone should be called Herr Doktor or Frau Direktorian might cause serious offence. It is equally offensive to call them by a title they do not possess.
In Italy the question of title is further confused by the fact that everyone with a university degree can be called Dottore – and engineers, lawyers and architects may also expect to be called by their professional titles.
This cultural challenges exist side by side with the problems of doing business in a foreign language. Language, of course, is full of difficulties – disaster may be only a syllable away. But the more you know of the culture of the country you are dealing with, the less likely you are to get into difficulties. It is worth the effort. It might be rather hard to explain that the reason you lost the contract was not the product or the price, but the fact that you offended your hosts in a light-hearted comment over an aperitif. Good manners are admired: they can also make or break a deal.

4. Decide if these statements are true or false according to the writer (from exercise 3).
1. In France you are expected to shake hands with everyone you meet.
2. People in Britain shake hands just as much as people in Germany.
3. In France people prefer talking about business during meals.
4. It is not polite to insist on paying for a meal if you are in Italy.
5. Visitors of Germany never get taken out for meals.
6. German business people don’t like to be called by their surnames.
7. Make sure you know what the titles of the German people you meet are.
8. Italian professionals are usually addressed by their titles.
9. A humorous remark always goes down well all over the world.  

5. Read and translate the job interview. 
TST Systems was looking for candidates for the position of Commercial Director. Three applicants came for an interview. The third was Mr Kononenko. Here is interview with him.
– Good morning, sir.
– Good morning. Come in. Mr Kononenko, isn’t it? Please, take a seat and fill in the application form… Tell me, how long were you in your last job?
– Five years. I’m only leaving because the firm is moving to Sevastopol, but I think a change will do me good.
– What do you know about our company? Have you got any questions for me?
– I know that this is a very promising company, so I’d like you to inform me what will  be the major focus of efforts in the next few years?
– We plan to expand our activities with English-speaking countries, mainly England, to buy equipment and technologies form there and run training programs there. We need a team of creative people to make our company competitive in the world of market.
– What will my responsibilities be?
– First of all you will be responsible for our contacts with English partners. You will need to negotiate and buy equipment. You will have to travel a lot.
– Yes, I see.
– So, tell me what are your three strong points?
– I think they are reliability, loyalty, and energy.
– OK.  Are you a leader, an entrepreneur by nature?
– Yes, I think so.
– All right. Now, Mr Kononenko, I’m ready to offer you a job with us. You have excellent references from your previous job. You will start on $600 and you do well we’ll review it after three months. The hours are from nine to five thirty, with an hour for lunch and a fortnight’s holiday. Does it suit you? Any questions?
– What about travel? Where will I go and for what period of time?
– Mostly to England for not longer than a month.
– All right. When shall I start?
– In a week, if possible.
– Yes, certainly. Thank you very much. Good bye.
– Good bye.

6. Read and translate the dialogues.
1
Markus: Thanks again for agreeing to meet today. I really appreciate you taking the time during your lunch. 
Louis: Okay, well, let's get started. I'd like to resolve this as soon as possible so we can get back to work. 
Markus: Great. Okay, well, if there's anything you'd like to say first, please be my guest.
Louis: Oh, no, I insist you go first. After all, you're the one who asked to meet with me.
Markus: Very well then. First of all I want you to know that I am fully aware of the challenges you have faced in running this company in the last few years. I understand that the poor weather last year ended up costing you and all of the local landscape companies a lot of money. However, I think you realize that I am unsatisfied with my current salary. I've been with Landscape labourers for 5 years now and there have been many other years that were profitable. Despite how much your business has grown, I'm making less than a dollar more than I was the day I started.
Louis: You're lucky to have a job in these times.
Markus: Yes, and I'm very thankful that you have employed me all this time, especially during the slow seasons when the company is struggling to make a profit. It means a lot to me to have that stability, which is why I have remained loyal to your company. 
Louis: You haven't had much choice but to remain loyal, Markus. There are no jobs out there. 
Markus: Well, if you don't mind, I'd like to finish what I have to say and then you can let me know what your position is. As a matter of fact, there are a few companies hiring right now in our area. These are not all necessarily companies that I would be interested in working with. For example, you and I both know that I would never want to work for a company such as Powell Designs. I'd much prefer to be associated with a company like Landscape Labourers because we do a good job. Having said that, I took the liberty of calling a few other local companies to find out what type of salary packages they offer to their foremen. 
Louis: Foremen? I don't have a foreman. I never have. It's not my style. Don't forget, you're a contract labourer just like the rest of the crew.
Markus: Yes, I thank you for bringing that up. Besides deserving a higher salary, one that is competitive with local companies, I also think that I deserve a new title. You and I both know that the crew looks to me as though I am a foreman, even though I don't have the title. 
Louis: You don't have the title, but you also don't have the responsibility. It's a lot of work being a foreman.
Markus: Exactly. And you can't say that you haven't noticed me coming in earlier than the others and leaving later. I also designate jobs to all of the crew members each morning and call suppliers when needs arise. These are duties of a foreman, am I right? 
Louis: I suppose. But a foreman also helps solve conflicts that arise within a team, and deals with customer complaints. You always pass those things on to me. 
Markus: I agree with you on that. However, I would be willing to take on these extra responsibilities, if you offer me a foreman position at a rate of $25.00 per hour.
2
– Good morning, Personnel Corps.
– Hello, my name is Neef, Walter Neef. I would like some information on your agency. Can you help me?
– Yes, certainly. What would you like to know?
– I’m looking for a non-profit agency. Is this a non-profit agency?
– No, it is not; we are a private agency dealing with technical and high-salaried jobs.
– Thank you. I’m looking for a secretarial job or any nonskilled position. Can you give me the telephones of the agencies specializing in this field?
– With pleasure, but the list is very long. You can find the information you need in our leaflet. Our working hours from 10 to 7 p.m.
– Thank you. Good-bye.
– Good-bye. Have a good day.
– Same to you.
3
– Personnel Service.
–This is George Brown. I’d like to get an appointment with an employment counselor.
– What time is convenient for you?
– Could the counselor see me at 12 next Wednesday?
– Yes, that will be very convenient.
– Thank you. Good-bye.
– Bye.
4
– Manpower. What can I do for you?
– I’d like to talk to the employment counselor about a job. Will the counselor be able to see me today?
– Hold the line, I’ll consult the diary…Yes, Mr. Brown, are you there? Mr. Fraser can see you between 10 and 12. What time would be convenient for you?
– Let’s make it 10:30.
– All right, Mr. Brown, 10:30 today.
– Thank you. Good-bye.
– Good-bye.
5
– Good morning. Atlantis Consultants.
–  Hello, my name’s David Allnut. I would like some information about your agency. Can you help me?
– I’ll try. What would you like to know?
– Does your agency work by appointment only or may I drop in any time during the week?
– Our agency works by appointment only. We place applicants in high-level positions. Would you like to make an appointment to see an employment counselor at our agency?
– Yes, I would, thank you.
– What type of position are you looking for?
– I have a degree in management of organizations and I have five years of experience in the field.
– Fine. Can you come on Monday at 11:30 a.m.
– Yes, that’s perfect. I’ll be there at 11:30. Thank you and have a nice day.
 – You too. Good-bye.



UNIT 6.

1. Write summaries of the following articles.
Principles of a Project Analysis
Methodology of a project analysis is based on a set of principles the first of which is the principle of alternative. It deals with both different possibilities of employment of resources and ways of attaining project objectives, selection of best variants of project solutions. The principle of alternative determines a rational behaviour characterized by selection of the best variant among available ones.
The principle of conditionality is of great importance in consideration of project solutions. An adequate estimation of a project based on economic values is possible under the accurate differentiation of profits and expenses which, in their turn, are stipulated by the decision about realization of a project or rejection of it. A project analysis focuses on those variables which value has changed as a result of approval of a project or rejection of it.
The next principle of a project analysis is the study of quantitative value of changes influence which are directly correlated with approval of a project or rejection of it. This principle is called marginal or the principle of growth nature. The conception of the latter requires the use of value of not total or average magnitude, but growth of a variable stipulated by realization of a project.
A project analysis doesn’t have the necessity to consider the situation ‘with a project’ or ‘without a project’ since this principle allows to compare what will happen in a private business or in a definite region or a country in due course after project realization, and what situation will be in the case of rejection of a project. The special feature of the principle of comparison of ‘with a project’ and ‘without a project’ is taking into account expected changes in profits and expenses for both the situation with a project and without a project.
As estimation of expected profits and expenses of a project is closely connected with the change of money value in time, a project analysis demands to set a time horizon of a project and its duration. That’s why the significant principle of a project analysis is determination of the term of the beginning and completion of a project, and also the time when a project starts producing a profit. A change (reduction or extension of a project duration) influences profits and expenses of a project. Duration of a project is the time of its existence that doesn’t depend on the period of attraction of a project.
Subjects and Objects of an Organizational Activity
The subject of management is managing subsystem within the system of management or its separate element. The subject is a source of a managerial influence or a person who takes a decision. The person who takes a decision is a general term. It can be not only one person but a group, a team of an organization. For example, Academic Senate of an academy is also a person who takes a decision. In this case a collective subject plays the role of it.
The object of management is a subsystem which is managed and falls under the management of subject. In other words, this is that who takes and fulfills a managerial influence presented in the form of a set of functions and tasks. Both a person and a machine play the role of object. The condition of the management object depends on a managerial influence of management subject.
The same person can be both the subject (concerning direct executives or material objects) and the object (concerning top officials) at the same time. Organisational activity of subjects and objects of management of an organization is regulated by the statute of departments and service as well as by official instructions.
Managerial function ‘organising’ is included into the composition of all definite functions of management. 
A social organisation as an object of a public system contains working team. The subject of an organizational activity is team members who actively influence an organizational activity.
The resumptive subject of management of a business organization is an administrative and managerial apparatus. Its participation in an organizational activity is the most evident. It consists of co-workers who set goals, work out plans, take and approve managerial decisions, arrange their performance with further control.
Subjects of an organizational activity are presented by the rector of an academy, the president of a company, the director, the commercial manager, heads of functional subdivisions, managers, etc.
The object of an organizational activity within his/her official duties carries out procedures of preparation, coordination and fulfilling decisions as well as all operations belonged to these procedures. The object of an organizational activity receives the task, realizes it, informs, takes orders and hands over the fulfilled work to a client or uses it in his/her organization and so on.  
Money
Throughout history, a number of things – gold, silver, paper money, cattle, and even beads, stones, and red parrot feathers – have served as money. Money is the medium of exchange used by an economy: it is the commodity ordinarily used to transfer ownership of goods and services from one person to another.
Money is used to buy things, to measure values and as a mode of savings. Thus, money carries out three functions. Money serves as a medium of exchange. This is its most important function in a modern economy. Since money is a medium of exchange, it must be generally accepted as a means of paying for things and settling debts. Money serves as a common object acceptable to all parties in a transaction and eliminates the necessity of barter. With money as a medium of exchange, the shoemaker who wants to buy wheat can buy from any seller of wheat, not just one who wants shoes: the buyer of shoes can buy from any seller of shoes, not just one who wants to buy wheat.
Money is a unit of value. The value of goods is what it can be exchanged for in the economy. In a barter economy a pair of shoes can be worth, for example, two cotton shirts or ten loaves of bread. Money prices serve as the common dominator in which the values of all goods and services are expressed.
Money is a store of value. People accumulate wealth if they don’t spend all their disposable income. They accumulate assets – stocks, bonds, gold, rare works of art – which can be held over a period of time and can eventually be converted into money.

What is Accounting?
Accounting is the recording, classifying, summarizing and interpreting of financial events and transactions to provide management and other interested parts with the information they need to make better decision.
Transactions may include buying and selling of goods and services, acquiring insurance, using supplies. After the transactions have been recorded, they are usually classified into groups that have common characteristics. For example, all purchases are grouped together, as are all sales transactions. A businessperson is thus able to obtain needed information about purchases, sales, and other transactions that occur over a given period of time. The method used to record and summarize accounting data into reports is called an accounting system. Systems that use computers enable an organization to get financial reports daily if they so desire. One purpose of accounting is to help managers evaluate the financial condition and the operating performance of the firm so that they may make better decision. Another is to report financial information to people outside the firm such as owners, creditors, suppliers, employees, and the government (for tax purposes).
In more basic terms, accounting is the measurement and reporting to various users (inside and outside the organization) financial information regarding the economic activity of the firm. Accounting has been called the language of business, which may make you think accounting is only for profit seeking firms. However, it is also the language used to report financial information about non-profit organizations such as churches, schools, hospitals, fraternities, and governmental unities.
2.  Find a Ukrainian article on your major and write an English summary of it.
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Evaluation sheet
	Name of the student
	What is evaluated
	Points (+)

	
	
	1
	2
	3
	4
	5

	
	Linguistic competence 
(lexical, grammatical, semantic knowledge and skills)
	
	
	
	
	

	
	Knowledge of the topic of the discussion
	
	
	
	
	

	
	Sociolinguistic competence 
(knowledge the rules of professional communication)
	
	
	
	
	

	
	Communicative skills:
- to ask questions;
- to listen;
- to prove one’s point of view;
- to summarize;
- to take part in the discussion;
- to convince
	
	
	
	
	

	
	Nonverbal communicative skills
(pose, gestures, intonation, tempo of the speech, mimicry)
	
	
	
	
	

	
	The usage of visual aids while making a presentation
(tables, graphs, photos, pictures, records etc.)
	
	
	
	
	

	
	
	Total points :
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