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ВСТУП

Проблема підготовки фахівців, які б володіли іноземною мовою професійно, є однією з важливіших завдань вищої школи. Професійна самореалізація та відповідне життя індивіду здебільш залежить від його професійної компетенції, вміння адаптуватися, реалізовувати свої професійні здібності, нахили, інтереси, бути мобільним в професійному самовизначенні та кар’єрі. Іноземна мова наближує ситуацію навчального процесу до реальних умов, що породжує потребу в знаннях, їх практичному застосуванні й забезпечує персональну зацікавленість студентів, перехід від пізнавальної мотивації до професійної.

Згідно освітньо-кваліфікаційній характеристики магістра напряму підготовки облік і оподаткування: навчальна дисципліна “Ділова іноземна мова” є необхідною складовою частиною підготовки спеціалістів з економіки. Дисципліна розрахована на студентів, які вивчали англійську мову професійного спрямування протягом 2 семестрів, володіють систематичними знаннями з дисципліни та певними навичками перекладу, самостійної роботи та роботи з науковою та методичною літературою.

Мета курсу - вдосконалювати вміння користуватися широким тематичним словником функціональної лексики у галузі менеджменту, маркетингу, бірж та банківській діяльності , розширювати та збагачувати лексичний запас ділової іноземної мови, розвивати навички двостороннього перекладу, розвивати та вдосконалювати навички аудіювання тексту, монологічного та діалогічного мовлення, зміцнювати лінгвістичну, професійну та прагматичну мовленнєву компетенції в рамках курсу англійської мови ділової комунікації.

Основні завдання курсу:

1. Розвиток монологічного мовлення з використанням лексики ділового спілкування.

2. Розвиток непідготовленого діалогічного мовлення з використанням лексики курсу та засвоєних граматичних конструкцій.

3. Розвиток навичок двостороннього усного та письмового перекладу.

4. Закріплення навичок аналізу граматичних трансформацій в спеціальних текстах бізнес-тематики.

5. Розвиток навичок аудіювання англомовного тексту.

За підсумками вивчення курсу студент повинен знати функціональну лексику англійської мови ділової комунікації тих тем, що вивчаються протягом року; граматичний матеріал в обсязі, передбаченому програмою курсу; принципи функціонування та план аналізу граматичних трансформацій в спеціальних текстах бізнес-тематики. Студент повинен вміти: висловлюватися за темами курсу з використанням вивченої лексики та граматичного матеріалу; перекладати з англійської та на англійську мову переговори та виступи з використанням функціональної лексики; розуміти на слух іншомовний текст бізнес-тематики; робити презентації; вести основне комерційне листування.

Навчальні завдання поділяються на лінгвістичні, інформаційно-пошукові, текстолінгвістичні та конкретно-практичні. До кожного типу вище названих навчальних завдань пропонуються різноманітні продуктивні вправи. До першого типу, який співвідноситься з роботою над мовним матеріалом, пропонуються вправи: підбір та накопичення мовних засобів для вираження певних комунікативних намірів; тлумачення мовних засобів; складання глосаріїв тощо. Вправи другого типу пропонують творчі завдання, які пов’язані з текстом, як продуктом лінгвокультури: орієнтація в структурі певного жанру, коментування подій та фактів; формування ідей, які виражено у тексті неясно; висловлювання свого ставлення до фактів і подій; аргументація свого погляду щодо наведених у тексті тверджень; обгрунтування висновків; використання фактів з тексту для описуваного повідомлення.
В основу змісту методичних рекомендацій покладені принципи системності, наступності, комунікативної та професійної спрямованості навчання, інтерактивності, інтеграції та мовленнєво-розумової активності. Передбачається розвиток у студентів навичок самостійної роботи під час виконання практичних завдань (читання, переклад та переказ тексту, лексичні та граматичні вправи, письмовий переклад, підготовка повідомлень тощо) і контрольних робіт.
Методичні рекоментації складаються з двох розділів. Перший розділ містить матеріали комунікативного спрямування, які передбачають практичне вживання ділової англійської мови в сучасному світі та формування мовленнєвих навичок і вмінь з проблем професійної  підготовки. Другий розділ укомплектований граматичним матеріалом, який охоплює в повному обсязі курс практичної грамматики англійської мови і вправи, презентовані за ступенем складності. Запропонований список літератури допоможе студентам педагогічних спеціальностей орієнтуватися в освітньому просторі ділової англійської мови. 
TOPIC 1. 

INTRODUCTION INTO BUSINESS ENGLISH
Exercise 1. Choose three things which you consider the most important in any business from the list below. Explain your answer:

money                             business

promotion                      customer

challenge                       result

respect                           profit

team spirit                      prestige

Exercise 2. Read the text about business:
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.

Business Operations

A variety of operations keep businesses, especially large corporations, running efficiently and effectively. Common business operation divisions include (1) production, (2) marketing, (3) finance, and (4) human resource management.

Production includes those activities involved in 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 or 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 also promote their products and services through such techniques as advertising and personalized sales, which serve to inform potential customers and motivate them to purchase. Firms that market products for which there is always some demand, such as foods and household goods, often advertise if they face competition from other firms marketing similar products. Such products rarely need to be sold face-to-face. On the other hand, firms that market products and services that buyers will want to see, use, or better understand before buying, often rely on personalized sales. Expensive and durable goods - such as automobiles, electronics, or furniture - benefit from personalized sales, as do legal, financial, and accounting services.

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.

Exercise 3. Discuss the following questions:

1. Give definition of the word ‘business’.

2. What is the difference between for-profit and non-profit organizations? Support your answer with relevant examples.

3. What is production?

4. Specify the notion of ‘just-in-time inventory’.

5. What is marketing?

6. Define such business operation as finance.

7. What does the HRM involve?

Exercise 4. Discussion. How do you see your future profession? 
What kind of work are you interested in:

1. well paid work

2. interesting work

3. work in a large and famous company

4. quiet work

5. work in an industry which has future prospects

6. prestigious work

7. a kind of work such as not to sit the whole day in the office

8. to travel a lot

Please, discuss advantages and disadvantages of your future profession:

1. Do you think that your future profession is prestigious?

2. Do you think it will be still prestigious and well paid when you graduate?

3. How difficult is it to find a good job in your field?

4. Is there a competition in your group?

5. Do you think that competition among your coeds is a good stimulus to study well or it just makes communication between you more difficult?

Exercise 5. Do the questionnaire, and then compare your answers with a partner:

How do you rate as entrepreneurs?

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 9. a=2 b=4 c=0

2. a=4 b=2 c=0 10. a=0 b=2 c=4

3. a=0 b=2 c=4 11. a=0 b=4 c=2

4. a=4 b=2 c=0 12. a=2 b=4 c=0

5. a=2 b=4 c=0 13. a=2 b=0 c=4

6. a=4 b=0 c=2 14. a=2 b=4 c=0

7. a=0 b=4 c=2 15. a=0 b=4 c=2

8. a=2 b=4 c=0 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 job. You should perhaps consider taking some professional training or finding an associate who can compensate for some of your weaknesses.

Below 22

Managing your own 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.

Exercise 6: 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 receive 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. Your company has a generous incentive scheme.

17. You receive a commission for the work you have done.

18. You receive support from a union.

19. You were under stress.

20. You were forced to resign.

21. You received a cut in your salary.

22. Your company gave you sickness benefit.

23. You found your job very demanding.
Exercise 7: Match sentences 1-6 in the first box with one of the sentences A-F in the second box. Use the words in italics to help you:

I.

1. Samantha is the assistant manager of a bank and she works from 8.30 to 5.30 every day.

2. Tracy works on the production line of a factory which makes cars. She uses a machine to spray paint onto the finished car parts.

3. Jane works for herself. She is a photographer. She works every day for about eight or nine hours.

4. Jeanette is a cleaner for a company in Birmingham, but she only works there for about three or four hours a day.

5. Claire has a powerful job in the personnel office of a large multinational company. She is responsible for employing new people and getting rid of those that the company doesn’t want to employ anymore.

6. Marie works in the finance department of an international college in Oxford.

II.

A. She is a semi-skilled blue-collar worker in a manufacturing industry.

B. She is a self-employed and works full-time. She likes to describe herself as freelance.
C. She is responsible for hiring and firing.

D. She calculates the wages, salaries, pension contributions and medical insurance contributions of all the staff.
E. She is a full-time white-collar worker in a service industry.

F. She is an unskilled part-time employee.
TOPIC 2.

JOB HUNTING
Task 1. Read and translate the text: 
Getting a job is a problem which every person earlier or later faces. We spend great part of our life at our job, so choosing a right career is one of the most important decisions you will make in your life. To find a good job when your are young and do not have working experience is rather difficult and it is one of the most stressful situations. 

The job search may take a while, but with the simple steps you will find that job that suits you. There are many ways to get your first job. The first place where you can ask for a job is the organization where you are undergoing practical training. Another thing you can always do is to make a list of organizations which need your kind of skills and just send them a copy of your CV. You can also go to a personnel or employment agencies. Many employment agencies deal with employers and handle temporary and permanent jobs that’s why they have more information on possible vacancies and they list jobs. 

One of the few places to find a job is the Internet also known as the world wide web. Go on the world wide web and type in wanted jobs in any major search engine, or the specific job that you are looking for, and you will come up with many results. 

Then you should check the newspapers where the employers advertize for job vacancies. You may examine their advertisements and if you are interested in one, you are to replay to it applying for a job. 

You can use newspapers and Internet in order to put your advertising called mini resume. Usually this mini resume is published online on employer’s websites or it is advertized in the newspapers. It includes a reference to the complete resume. Composing your mini resume try to write only necessary information, tell about your education, experience, additional knowledge and skills in a few words. 

One of crucial steps to getting a job is actually to talk to any trustworthy person you are friends or acquaintances with. You may ask your friends and relatives for help as up to fifty per cent of job vacancies never get advertised in the newspapers. As weird as this may sound employers generally hire people they know, first and people sent to them from people they know, second. This is of course assuming both applicants have the same amount experience. In fact it has been suggested as many as five of every ten positions are filled through personal contacts. The better the job and the better the pay, the greater the chance it will be offered through a personal contact. 

Also, keep in mind that if you know of a friend who works in a field that you are interested in, talk to him. He can usually help you out in your search, and possibly get you a job, or a career that you will love and enjoy. However personal contacts do not guarantee a job. 

Remember to try to choose a job that you will enjoy. When you find an interesting vacancy, you are to prepare your resume and to send your CV and covering letter to the employer.
Vocabulary: 
1. job hunting - пошук роботи
2. turning point - зворотній пункт/момент
3. regardless - не залежно від
4. voluntarily - добровільно, за власним бажанням
5. resume - резюме
6. to take into account (took, taken) - брати до уваги
7. to consider – розглядати, обговорювати; вважати

8. skills – навички

9. to put your skills and talents to their best use –

10. використовувати свої вміння найкращим чином

11. to weed out – очистити

12. responsibility – відповідати (за щось)

13. pleasure – задоволення

14. to emphasize – надавати особливого значення

15. truly – правдиво, безперечно

16. to enjoy – любити (про справу)

17. to gather – збиратись

18. tо draw on (drew, drawn) – викликати (діяти)

19. to slant – ухилятись

20. to involve – затягувати

21. to commit – здійснювати

22. accomplishment – виконання

23. to hinder – заважати, робити перепони

24. to accept – приймати до уваг
25. pure – найповніший (міра виконання)
26. self-indulgence – виконання своїх бажань
27. to avoid – обминання (перепон)
28. to combine – з' єднувати, компонувати
Task 2. Think and answer the following questions.
You've decided you need a new job. Where do you start to look? What kinds of resources are available? Who are the best people to talk to? The following text gives some suggestions which you might find helpful. But the sentences are not complete. Test your knowledge of the language of jobs by choosing the correct noun to fill the gaps. 
Task 3.  Answer the following questions.
1. Why is job hunting a turning point in your life? Explain your answer.
2. What is the most important step in writing a resume?
3. What is the planning stage of writing your resume?
4. Why is the appearance of our resume enormously important? What do you think?
Task 4. Complete the sentences using one of the words in brackets .
Most jobs are advertised as current … (position, application, vacancies). They appear in the local and national … (press, bodies, resource), trade … (contacts, journals, resource) and specialist career publications. In addition, many professional … (bodies, contacts, agency) offer an appointments service which can help job seekers find a suitable … (position, application, vacancies) in a particular … (industry, ladder, schemes). Recruitment … (bodies, contacts, agencies) hold details of a wide range of vacancies, and possibly local training … (industry, ladder, schemes) . The Internet is a valuable … (press, journals,resource) - not only for vacancies but to find background information on companies. 

Approximately one third of jobs are never advertised, but may be found by approaching a company directly. This is called a speculative … (position, application, vacancies) , and is common among students starting at the bottom of the career … (industry, ladder, schemes). 

Finally, don't forget to use your personal … (bodies, contacts, agencies)!
Task 5. Translate into English.
1. У цьому році я зіткнувся з проблемою пошуку роботи.
2. Оскільки на роботі ми проводимо більшу частину нашого життя, потрібно щоб вона радувала нас і приносила повне задоволення.
3. Пошук роботи може зайняти деякий час, але краще почекати і вибрати роботу, яка підходить.
4. Щоб знайти роботу, я переглянув всі газети, в яких публікуються оголошення про вакансії, і зазначив кілька зацікавили мене оголошень.
5. Не знаєш, де знайти оголошення про роботу? Вийди в інтернет, надрукуй назву роботи в пошуковик, і ти побачиш багато результатів.

6. Один мій знайомий працює в крупній комп'ютерній компанії. Це дуже надійна людина. Ми звернемося до нього за допомогою, і він поговорить про нас з його начальником. Але ти ж розумієш, він не може гарантувати нам роботу. Все залежить від роботодавця.

7. Мій брат звернувся в агентство з працевлаштування. Це агентство взаємодіє з роботодавцями в сфері інформаційних технологій, воно розміщує і оновлює списки робітників.

8. Розмісти своє резюме на сайті цієї компанії. Вкажи свої навички, кваліфікацію, досвід роботи, мети. Не забувай, що це треба зробити в декількох словах, тому що це - міні резюме, і воно є посиланням на повну автобіографію.
TOPIC 3.

Task 1. Read and translate the text: 
COVER LETTER

A cover letter is a vital tool in marketing yourself to prospective employers for several reasons: 

• An effective cover letter will draw attention to your qualifications and experiences that are most relevant to the position for which you are applying. 

• Employers often use letters to assess the written communication skills that you will need for any position. 

• A letter provides you the opportunity to convey to a potential employer your interest, enthusiasm, and other personal attributes that are not easily expressed in a resume alone. 

Cover letters can play an important role in helping you gain interviews through on-Grounds interviewing and your own off-Grounds search. For these reasons, it is important that you prepare your written job search correspondence with as much care as you used when constructing your resume. 

When should I send a cover letter? 
Pay attention to times when you need to send a cover letter to a potential employer or contact. If you are conducting an on-Grounds job search, a cover letter may not always be required. It is important to note that unless requested, cover letters cannot be submitted through CAVLink. If you are conducting an off-Grounds job search, sending a cover letter will provide the employer with helpful information to complement the resume. A cover letter can convey your interest and indicate that you are a “match” for the position. 

What should my cover letter say? 
• Why you are writing and how you learned about the organization or opportunity 

• Why you are interested 

• Why you are qualified and would be a good “match” for the position 

• Do not restate what is on your resume 

• Emphasize personal attributes/strengths related to qualifications for the position 

How do I begin to compose the letter? 
Use your own words! Resist the temptation to compose your letter simply by replacing a few words in the attached samples. Remember, the purpose of your letter is to showcase your individual strengths and your own written communication skills. Use the sample as a guide, but be unique. 

To whom should the cover letter be addressed? 
If possible, address the cover letter to a specific person, not “Dear Sir/Madam” or “To Whom It May Concern.” If contact information is not available on CAVLink, use a position title (e.g. Dear Internship Coordinator or Dear Recruitment Manager). Make sure to use current information. 

How long is a cover letter? 
Cover letters should not exceed four paragraphs or one page in length. They should be clear and use concise sentences and short paragraphs. Use proper business format when constructing your cover letter. 

Cover Letter Tips - How to Send an Email Cover Letter 
When you apply via email, there are a couple of options. You can write your cover letter directly into an email message (the same rules for writing a proper letter apply) and attach your resume. Or, you can attach both your resume and letter as separate documents to the email address. Send yourself a copy so you’ll have a copy for your records. When you send your cover letter in the body of the email, be sure to include your contact information (email address, phone number, etc.) in your signature, so it’s easy for the hiring manager to get in touch with you. The most important part of sending an email cover letter is to follow the employer's instructions. If the job posting says to include your cover letter and resume as an attachment, attach Microsoft Word or Adobe PDF files to your message. Save the files with your name, so they don't get mixed up with other applicant's materials. Be sure to include a subject line in your email with the position for which you are applying and your name. Include a signature with all your contact information (name, address, phone, and email address) so it's easy for the hiring manager to get in touch with you.
 Proof Read 
Again. Using a spell checker is not enough. Many recruiters will dismiss even the most qualified candidate if there is one typo in a cover letter or resume. Reread your letter two or three times, and then give it to someone else who is a strong writer to review. Even if your letter is free of typos, poor grammar also makes a bad impression.
II. Sample Cover Letter for Internships and Full-Time Jobs
xxx University Avenue 

Charlottesville, VA 22903 

Email address 

January 17, 20xx 

Mr. Garret M. Hansen 

Lucent Technologies Network Systems GmbH 

90411 Nuremberg 

Germany 

Dear Mr. Hansen: 

I am currently a fourth-year electrical engineering student who will graduate from the SS NULES “Nizhyn Agrotechnical Institute”, and I am writing to apply for Lucent’s Marketing Associate position in Nuremberg, Germany. I became aware of this opportunity through the University of Kyiv’s Center for Engineering Career Development, and I believe I have the skills as well as the enthusiasm to work for the Customer Centre in Germany. 

By viewing your supplementary information and Lucent’s website, I learned that you are seeking candidates with strong presentation and technical abilities. I am confident that I have the background and skills you are seeking. Having a strong technical background, working for the UVA Solar Airship Program, and GE Financial Assurance, I am able to present technical information to both engineering and non-technical personnel. Academically, I have presented both my thesis proposal and my thesis technical report to my peers and my professor. With the Airship Program, I have presented formal and informal presentations not only to the team members, but also to other students and to faculty members. I also created PowerPoint presentations for one of GE’s projects. In addition, I have further developed my management skills as the VP of Engineering of the UVA Solar Airship Program (20xx). I managed the different engineering teams and helped set the team’s short and long term goals. I also worked closely with the VP of Business to determine the team’s budget and helped with fundraising and advertising. 

Attached is my resume for review. I hope to join your team in Germany. If you have any questions, please contact me at (xxx) xxx-xxxx or email me at ……@meta.ua. Thank you for your time and I look forward in meeting you in April. 

Best regards, 

Jefferson Cavalier
III. Sample Thank you letter
x Chapel Drive 

Charlottesville, VA 22903 

February 3, 20xx 

Mr. Dave Ong 

College Recruitment 

Maximus 

777 North Garden Blvd 

Arlington, VA 22203 

Dear Mr. Ong: 

Thank you for the opportunity to interview with you on-Grounds at the University of Virginia on October 28. I appreciate all that you shared about working at Maximus and I also appreciated the time you took to learn about my strengths for this opportunity. I would like to reiterate my interest in working for and contributing to the Maximus team. 

After speaking with Sarah Copeland, who interned with your company last summer, attending your company presentation and speaking with you, I have confirmed my belief that Maximus would be a wonderful working environment to learn and grow. Again, thank you for your time and consideration. If you need any additional information, please feel free to contact me. I look forward to hearing from you in the next few weeks. 

Sincerely, 

Kendra Curry
TOPIC 4.

WRITING AN EFFECTIVE RESUME / CV

Напевно ви зустрічали два терміни: resume та CV (від лат. Curriculum vitae - життєвий шлях). У нашій країні вони використовуються як синоніми для визначення поняття «резюме англійською мовою». У Європі використовують термін CV, в США - resume. Останнім часом хитка межа між цими поняттями зовсім розмилася, і терміни CV і resume можна розцінювати як ідентичні.

What is a resume? What information should it include? Have you ever tried to write a resume? What kind of job were you applying for? Today’s employers often receive resumes from hundreds of job applicants, and they spend an average of two minutes reviewing each one. The more eyecatching your application materials, the better your chance of landing an interview. The resume gives the first impression of the applicant to the employer. It should be neat and well organized.

A resume should show an applicant's qualifications for a specific job. It should contain your name, address, and telephone number; an employment objective; educational and training data; and a list of previous work experience.

The list should start with your present job or with your last job that shows qualifications for the work you want now.

All of this data should be listed in an easy-to-read form. If possible, all of the information should be on one page.

It is usually a good idea to attach the resume to the letter of application. Always send it with a cover letter; never send it alone. An applicant should bring additional copies of the resume to the interview.

The job applicant should always rewrite and revise the resume to fit the specific job that he or she is applying for. Ask several close friends and contacts to review your resume before sending it out.

Putting together an outstanding resume isn’t an easy task – the key is to think strategically and continue working on it until you come up with the best product. With perseverance and attention to detail, you’ll receive interview calls in no time.

Review the Purpose of a Resume

Think of a resume as “self-advertisement” that sums up your experience on one page. Your resume is one of the most important pieces of your job application. It gives the hiring manager an overview of the qualifications you have for the job for which you’re applying.

You should also familiarize yourself with the difference between a resume and a cover letter:

· A resume is typically sent with a cover letter, which is a document that provides additional information on your skills and experience in letter form.

· A resume is a concise, often bulleted summary, while a cover letter highlights and expands on certain traits or accomplishments that would be unique or ideal assets for the particular job.

Start by Doing a Brain Dump of Your Experience

An effective resume lays out a summary of qualifications that will push the hiring manager or employer to move forward and invite you to interview for the position.
As well as details on skills, education, and work history, resumes can also have optional sections, such as an objective, summary statement, skills, or career highlights. Those sections can be added after you’ve compiled all the factual information you need to list on your resume.

For many people, it can be helpful to sit down with a pen and paper, or a blank Word document, and jot down their work history from start to finish. Of course, if you have been in the workforce for many years, this is not going to be time-efficient, so you may choose to focus on your most prominent and relevant positions.

Make a List of Your Work Experience

No matter your approach, your goal will be to produce a chronological list of experience that is relevant to the jobs you’re applying to. Although this should focus on professional work experience, you can also include awards or accolades, volunteer or community experience, post-grad coursework, and skills, as well as your college education, which can move to the bottom of your resume once you get your first job after college.

When you’re working on your brain dump, make sure to include the name of the company, its location, dates of employment, and several bullet points describing your role and responsibilities for each position you list. Although you may need to expand on the bullet points later on, you’ll need this information at the minimum.

Focus on Your Achievements

When writing the descriptions for the jobs you’ve held, focus on what you accomplished in each position rather than what you did. Listing quantifiable achievements in a numerical manner (increased sales 20%, reduced expenses by 10%, for example) will help your resume stand out.
Be sure to match those accomplishments to the criteria the employer is seeking in the job posting.

If it’s challenging (and it can be!) to write resume descriptions that will catch the attention of the hiring manager, review these tips for how to make your resume employment history sound better – and get you picked for an interview.

What to Leave Off Your Resume

There are some things that don’t belong on a resume for a job. What you exclude is just as important as what you include. Ideally, your resume should reflect experience that is relevant to the job you are applying to, and typically no more than ten to fifteen years in the past. Since your resume should, if possible, be no longer than one or two pages, you may need to nix certain items.

For example, if you took a job and only stayed there for a month or so, you wouldn’t want to include that position. If you’ve been out of college for more than five years, it’s generally best to remove any internships you’ve had, assuming you have other professional work experience to fill the gap.

However, this is a case where you’ll want to use your common sense. If you went to college for marketing and had a marketing internship your senior year, then worked as a server for the next several years, you would want to include your marketing internship.

Ultimately, you want to try to strike a balance between including experience that is both timely and relevant.

Choose a Resume Style

There are several basic types of resumes used to apply for job openings. Before you spend time writing up all the details around each position you’ve had, you should decide what style of resume to use, as that can affect how you describe, organize, and list your experience, education, skills, qualifications, and other credentials for employment.

Your options include:
· Chronological - The most common resume type, in which you list your work experience in reverse chronological order, from the most to the least recent.

· Functional – A functional resume focuses on your skills and abilities rather than your work history.

· Combination – This type of resume lists your skills and experience before your employment history.

Which Resume Type is Right for You?

Which resume type should you use for your job search? That depends on what you're trying to accomplish. The goal of any resume is to show a hiring manager the applicant's strengths, skills, and experience in as short a time as possible. According to one study, recruiters spend as little as six seconds reviewing a resume before moving on to the next, so it's in your best interests to put your finest qualities and accomplishments in a prominent position on the page.

In addition, functional or combination resumes may also be useful if you're trying to draw the reader's attention away from something – namely, large gaps in your work history or detours into unrelated fields.

Start Compiling Your Resume

Once you’ve decided on a resume type, it’s time to start writing your resume. You don’t have to start from scratch. First, review examples of the resume type you’ve selected. Then, choose a template which you can copy and paste into a document, and then fill in with your own work history.

Regardless of the type of resume you choose, aim to tailor your resume to the job you are applying to. While it's perfectly acceptable to use a resume template, which you adapt to fit each job description, it's a bad idea to send the same exact resume to multiple openings, even within the same field.

Your goal should be to write your resume with both robots and humans in mind. Many organizations use Applicant Tracking Systems to sort and vet resumes, before hiring managers ever take a look at them.  This means that you could have the best experience and qualifications in a whole field of candidates, and a pretty decent resume besides, but your information will fall through the cracks if your resume doesn't contain the right keywords. Good keywords will refer not only to your experience but to the job description in the posting as well.

Format Your Resume

Once you have written and organized your information according to the type of resume you have chosen, be sure to format it according to typical professional standards. You should use consistent spacing throughout, and evenly sized margins on all sides if possible. It’s generally best to stick to your word processor’s default settings, but in some cases, if you shrink the margins on the left, right, top and bottom, this can help buy more space to fit your resume on one page.

Although visual or infographic resumes have become trendy in some industries, it is always a safe bet to stick with traditional formatting: white page, black text, readable font. Choose a basic font such as Arial, Times New Roman, Calibri, Helvetica, or Georgia. Ideally, your font size should be no larger than 12 and no smaller than 10.5.

Even if you are only sending in copies digitally, it is a good idea to print your resume (as it’s possible that hiring managers may be doing so) to be sure it prints on a single page, and is easy to read in printed form. Reading over a printed copy of your resume will also help you ensure that there is plenty of white space on the page and it looks professional.

Proofread, Proofread, and Proofread Again

Not even professional proofreaders can easily proofread their own work. Once you've made a typo, it's hard to catch it yourself. For that reason, it's a good idea to have one or two trusted friends take a look at your resume before you send it in for consideration. Use this resume proofreading checklist first, then ask someone else to give it a final review to be sure it’s perfect before you click send or upload to apply for a job.

Think of Your Resume as a Living Document

In the short term, you should tweak your resume based on each job you apply to. For example, if one position you’re applying to seems to weigh a certain responsibility or focus over another, you should be sure your resume conveys your expertise in this area.

At the same time, you should be updating your resume with your experience as it develops, adding any new skills you’ve learned, courses you’ve taken or awards you won.

It is much easier to update your resume periodically than all at once, so even when you’re employed, set a reminder to refresh your resume every three months, while the information is still fresh in your head. This will make your next job search much easier, should you decide to switch companies or careers in the future.

Use these seven simple steps to build a resume to keep yours current and ready to send if you get a call from a recruiter, or find a job that you’d love to be hired for and want to apply for it right away.

Format for a Curriculum Vitae (CV)

A Curriculum Vitae, commonly referred to as CV, includes a summary of your educational and academic backgrounds as well as teaching and research experience, publications, presentations, awards, honors, and affiliations.

International employers often expect to read the type of personal information on a curriculum vitae that would not be included on a resume. When writing a CV for graduate school or academia the personal information included in this curriculum vitae template would be omitted.

The following curriculum vitae template will give you an example of what to include in your CV and show the appropriate format for a curriculum vitae.

Sample Curriculum Vitae Template

CONTACT INFORMATION

Name

Address

Telephone

Cell Phone

Email

PERSONAL INFORMATION

Date of Birth

Place of Birth

Citizenship

Visa Status

Sex

Optional Personal information:

Marital Status

Spouse’s Name

Children

EMPLOYMENT HISTORY

Work History

Academic Positions

Research and Training

EDUCATION

High School

University

Graduate School

Post-Doctoral Training

PROFESSIONAL QUALIFICATIONS

Certifications and Accreditations

Computer Skills

AWARDS

PUBLICATIONS

PROFESSIONAL MEMBERSHIPS

INTERESTS
Resume Worksheet

On a separate piece of paper prepare your own resume. List everything in easy-to-read form. Decide on a format you would like to use. Include the following information.

1. Personal Data. Your name, address, phone number.

2. Objective/Position Applied for. Write the kind of position you are looking for.

3. Experience. Names of jobs, places, dates, and descriptions of exactly what you did.

4. Education. List the schools you have attended. Include dates and subject areas you studied, starting with your most recent school.

5. Other. List any other information which you think might be helpful. Examples: special skills, hobbies, organizations, community service, languages you speak.

6. References. List names and addresses of two or three references, or write "References available on request".

Answer the questions.

1. What’s a resume/CV?

2. How should it look like?

3. What is the most important information included in a resume?

4. What does “easy-to-read” mean?

5. What shouldn’t be included in a resume?
CURRICULUM VITAE

Name Henry George Whitfield

Address 22 Collier Lane

Horsham

Leeds LS3 6PT

Telephone 01532 27963

Date of birth 18 February 1974

Education

1983 - 92 Southfield High School, Leeds

1993 - 96 Nottingham University BA (Hons) English and Sociology

Languages Fluent French

Computing skills Microsoft Word

Work experience

April 1996 to present time Working with disabled children in Botton Village, a community care centre near York

1994 - 95 Secretary of the university climbing club, led a team to the Pyrenees

July 1992 – May 1993 Lived in Paris. Worked as a porter in a children’s hospital. Acquired excellent French language skills.

October 1990 – June 1992 Worked at weekends as an assistant in a chemist’s shop.

Interests Travelling, cinema, working with children, climbing

Having a well written, effective resume at one’s disposal is an excellent tool in today’s ever changing job market. A strong resume may be the sole difference in getting a call for an interview or simply having your resume tossed into the proposed employer’s sludge pile. Simply put, an effective resume may win you a job interview.

In the world of academia, a strong resume, known as a curriculum vitae (CV) may open the door towards a tenured position.

TOPIC 5.

MAKING UP PERSONAL CV
Resume Structure
1. Personal information (особиста інформація) 
1. Objective (мета) 
1. Education (освіта) 
1. Qualifications (додаткова кваліфікація) 
1. Work experience (досвід роботи) 
1. Personal qualities (особисті якості) 
1. Special skills (спеціальні навички ) 
1. Awards (нагороди) 
1. Research experience (наукова діяльність) 
1. Publications (публікації) 
1. Memberships (членство в організаціях) 
1. References (рекомендації)
1. Personal information (особиста інформація) У правому верхньому куті на початку резюме потрібно розмістити свою фотографію хорошої якості. Зліва від фото вкажіть основну інформацію про себе. Цей розділ складається з наступних пунктів: 
Name Ім'я та прізвище англійською мовою. Якщо у вас є закордонний паспорт, випишіть ці дані з нього буква в букву. 
Address Адреса зазвичай пишеться в такому порядку: номер будинку і назва вулиці, номер квартири, місто, поштовий індекс, країна. Приклад: 56 Shevchenko str., apt. 25, Nizhyn, 16600, Chernigiv region, Ukraine. 

Phone number Номер телефону. Вкажіть свій номер в міжнародному форматі, адже роботодавець може дзвонити вам з іншої країни. 
Marital status Сімейний стан: заміжня / одружений (married), не має значення / неодружений (single), в розлученні (divorced). 
Date of birth Дата народження. Рекомендуємо написати місяць літерами, так як за кордоном є різні формати написання дат. Щоб не виникло плутанини, напишіть, наприклад: 25th July 1985. Пам'ятаєте, назви місяців у англійському пишуться з великої літери. 
Email Адреса електронної пошти: your.name@gmail.com У цьому ж розділі можна за бажанням вказати своє громадянство (nationality), а після електронної пошти написати інші способи зв'язку: Skype, соціальні мережі і т. П. 
2. Objective (мета) 
У цьому пункті необхідно вказати мету резюме - здобуття посади, на яку ви претендуєте. При цьому можна не просто написати, яка посада вас цікавить, а й коротко обгрунтувати, чому саме ви повинні зайняти її, які якості допоможуть вам успішно реалізувати себе на цьому місці. Приклади написання мети в резюме англійською мовою: 
Sales manager. Менеджер з продажу. 
An office accountant position in the Name company. Посада головного бухгалтера в фірмі «Назва компанії». 
A general office position with a focus on wholesaling. Посада співробітника офісу зі спеціалізацією в оптовій торгівлі. 

To contribute professional skills to achieving your company's goals as an accountant. Внести вклад в розвиток компанії, використовуючи професійні навички бухгалтера. 
To obtain employment in the field of client support that will allow me to use my ability to communicate with people and take advantage of my knowledge of English. Отримати посаду в сфері клієнтської підтримки, що дозволить використовувати моє вміння спілкуватися з людьми і знання англійської мови. 

I am seeking employment with a company where I can use my ability to communicate with people and take advantage of my knowledge of English. Мене цікавить працевлаштування в компанії, де я зможу використовувати моє вміння спілкуватися з людьми з можливістю застосовувати знання англійської мови. 

I am seeking a competitive and challenging environment where I can use my ability to communicate with people and take advantage of my knowledge of English. Я шукаю перспективну і конкурентоспроможну посаду, де я зможу використовувати моє вміння спілкуватися з людьми з можливістю застосовувати знання англійської мови. 

I am seeking a position in the banking sector focusing on microcredit. Я шукаю посаду в банківській сфері зі спеціалізацією в мікрокредитування. 
I want to obtain a position as an accountant in your company. Я хотів би отримати посаду бухгалтера у вашій фірмі. 
I am looking for a position as a sales manager for a distributive company. Я шукаю посаду менеджера з продажу в дистриб'юторської фірмі. 

3. Education (освіта) 

У цьому розділі потрібно написати, яку освіту ви отримали після школи і де саме. Тобто потрібно вказати повну назву навчального закладу, факультет, спеціальність і свій освітньо-кваліфікаційний рівень. Якщо ви закінчили кілька навчальних закладів, вказуйте їх в зворотному хронологічному порядку - від останнього до першого.
4. Qualifications (додаткова кваліфікація) 

У цьому розділі ви можете вказати всі професійні курси, на яких ви навчалися або навчаєтесь. Якщо ви крім цього відвідували навчальні семінари або конференції, обов'язково вкажіть і цей факт: 

September - December 2014; Programming in Java courses at the Solution Training Centre, Kyiv, Ukraine Вересень - грудень 2014; Курси програмування на мові Java в навчальному центрі «Рішення», Київ, Україна

 Marketing Specialist courses in Kyiv Marketing College, started in 2014 up to present Курси фахівців з маркетингу, Київський Коледж Маркетингу,

 з 2014 і по теперішній час Certificate in Accounting Сертифікат бухгалтера ( якщо отримали свідоцтво не в вузі) 

5. Work experience (досвід роботи) 

У цьому пункті ви повинні надати потенційному роботодавцю інформацію про свій професійний досвід. Вам потрібно перерахувати всі місця роботи у зворотному хронологічному порядку, тобто від останнього до першого, вказуючи проміжок часу, коли ви працювали в цих фірмах. Крім того, вкажіть свої посадові обов'язки. Таким чином ваш потенційний роботодавець побачить, які навички ви придбали на попередніх місцях роботи. Посадові обов'язки ми радимо описувати за допомогою герундія, наприклад: 

writing program codes for mobile applications (написання програмних кодів для мобільних додатків), preparing business plans (підготовка бізнес-планів) і т. д. 

По кожному з місць роботи необхідно вказати повну назву компанії і вашу посаду. Вкажіть також, в якій країні і в якому місті ви працювали. Ви також можете вказати рід діяльності компанії і назва відділу, в якому працювали. Якщо у вас немає офіційного досвіду роботи, можна вказати в цьому розділі виробничу практику, стажування, підробіток, фріланс, участь в яких-небудь проектах і т. д. У цьому ж розділі резюме англійською можна вказати і свої професійні досягнення (achievements). 

Робити це слід тільки в тому випадку, якщо ви можете конкретизувати свої успіхи. Наприклад, якщо вам вдалося підняти обсяги продажів на 2-5% або залучити 100 нових клієнтів, обов'язково вкажіть це в даному пункті. Для опису досягнень рекомендується використовувати час Past Simple, наприклад: attracted 100 new consumers (залучив 100 нових клієнтів). Давайте наведемо приклад цього пункту CV

Work experience 

Company Name 1, 2012-present Kyiv, Ukraine Financial analyst 

· Preparing business plans 
· Planning investment activities and budget 
· Analyzing data sets collected through all departments Preparing financial forecasts 
· Preparing reports for the board of management 
Company Name 2, 2007-2011 Kharkiv, Ukraine Assistant manager 
· Providing main office with office supplies 
· Analyzing large data sets collected through all departments 
· Preparing financial forecasts 
· Preparing reports for the board of management  
Personal qualities (особисті якості) 

З цим розділом резюме, здавалося б, впоратися найпростіше, але на ділі вам потрібно буде знайти баланс між хвалебною одою самому собі і надмірною скромністю. Наша порада: постарайтеся поставити себе на місце роботодавця і подумати, якими якостями повинен володіти кандидат на цю посаду. Наприклад, ініціативність і амбіційність - обов'язкові якості для менеджера з розвитку, а ось для бухгалтера важливіше уважність і посидючість. Для опису особистих якостей і навичок англійською можете відзначити такі якості: 

Personal qualities 

Dependable 

Determined 

Initiative 

Versatile

7. Special skills (спеціальні навички).

 Цей розділ може включати в себе декілька пунктів. Незважаючи на те, що він знаходиться майже в кінці резюме, роботодавці вивчають його не менше уважно, ніж пункт про досвід роботи. Саме в цьому розділі у вас є можливість розкритися і показати себе з кращого боку завдяки додатковим навичкам. Про що писати в цьому пункті:

Language skills (володіння мовами). Перерахуйте всі мови, якими володієте або які вивчаєте. При цьому для опису ступеня володіння мовами можна використовувати стандартну градацію: Beginner, Elementary, Pre-Intermediate, Intermediate, Upper-Intermediate, Advanced, Proficiency. А можна використовувати такі слова: Native - рідний. Fluent - вільне володіння. Good reading and translating ability - читаю, перекладаю зі словником. Basic knowledge - базові знання. 

Computer literacy (комп'ютерна грамотність). У цьому пункті перерахуйте назви програм, з якими ви вмієте працювати. 

Driving license (водійські права). Якщо у вас є водійські права, згадайте про це в резюме. 

Hobbies (хобі). З цим пунктом слід бути обережним. Головна помилка - розповісти потенційному роботодавцю про всі свої захоплення на 10 сторінках. Коротко згадайте про 2-3 своїх хобі, напишіть про свої досягнення на цьому терені, якщо вони є.

Наведемо невеликий приклад: Special skills Native Ukrainian, Fluent English, Working knowledge of German (Basic knowledge), Driving License (Category B), Computer literacy (Microsoft Office, Outlook Express, 1C: Enterprise). Hobbies: foreign languages, chess 

8. Awards (нагороди). 

Цей пункт включається в CV опціонально, тільки якщо у вас є якісь значущі нагороди. Тут ви вказуєте всі грамоти, нагороди, гранти, стипендії, які отримували під час навчання у вузі або під час роботи. При цьому вказуйте свої досягнення в хронологічному порядку. Якщо ваші нагороди безпосередньо стосуються професійної діяльності, можна написати цей розділ вище, після досвіду роботи.

9. Research experience (наукова діяльність). 

Цей пункт теж опціональний. У розділі ви вказуєте, в якій caths вели наукову діяльність і які досягнення у вас є на цьому терені. Якщо ви ніколи не проводили дослідні роботи, які не брали участь у науковій діяльності, цей пункт теж можна пропустити. 
10. Publications (публікації). 

Ще один опціональний пункт. Тут ви пишете назву своїх публікацій, рік їх виходу і назва видання, в якому вони публікувалися. Якщо у вас немає таких робіт, пропускайте цей пункт. 
11. Memberships (членство в організаціях). 

Цей пункт включається в резюме англійською мовою теж тільки в тому випадку, якщо ви перебуваєте в який-небудь організації. У ньому ви вказуєте, в яких професійних і громадських організаціях ви перебуваєте. При цьому досить вказати тільки назву цієї організації, наприклад: Ukrainian Managers Association (Асоціація Менеджерів України). 

12. References (рекомендації)
 У цьому розділі слід вказати контакти людей, які можуть рекомендувати вас як гарного фахівця. Написати можна таким чином: Petro Kovalenko, Company Name, xxxx-xxx-xxx-xxxx, name@gmail.com (ім’я та прізвище контактної особи, назва компанії, телефон для зв’язку, адреса електронної пошти контактної особи). 

Якщо ви поки не хотіли б надавати контакти своїх колишніх роботодавців або не хочете перевантажувати резюме, напишіть фразу available upon request (за запитом). Намагайтеся брати рекомендації з будь-якого місця роботи. Рекомендаційний лист завжди можна при необхідності прикріпити до резюме.
Task 1. Answer the following questions.
1. What is the purpose of a resume?

2. What are effective resumes?

3. What is the length of effective resumes?

4. What should a useful resume include?

5. How should a resume be reproduced?
Task 2. Look through an example of resume and write your own resume.
Зразок резюме англійською мовою
RESUME


PERSONAL INFORMATION

Address: 201 Shevchenko Street, apt. 25, Nizhyn, 16600, Ukraine
Telephone: home: + 38-XXX-XXX-XXXX 
mobile: + 38-XXX-XXX-XXXX
Date of birth: 25th July +1985 
Nationality: Ukrainian 
Marital status: single

OBJECTIVE
I am seeking a position with a company where I can use my ability to analyze data sets and prepare financial forecasts.

EDUCATION
National  ShevchenkoUniversity, department of Economics, Master’s degree in Marketing (2001-2006).
QUALIFICATIONS
Marketing Specialist courses in Kyiv Marketing College, started in 2014 up to present
WORK EXPERIENCE
Company Name 1, 2012-present
Kyiv, Ukraine Financial analyst
• Preparing business plans
• Planning investment activities and budget
• Analyzing data sets collected through all the departments
• Preparing financial forecasts
• Preparing reports for the board of management
Company Name 2, 2007-2011
Kharkiv, Ukraine Assistant manager
• Providing main office with office supplies
• Analyzing large data sets collected through all the departments
• Preparing financial forecasts
• Preparing reports for the board of management
PERSONAL QUALITIES
• Articulate
• Broad-minded
• Dependable
• Determined
• Initiative
• Versatile
SPECIAL SKILLS
• Native Ukrainian
• Fluent English
• Working knowledge of German (Basic knowledge)
• Driving License (Category B)
• Computer literacy (Microsoft Office, Outlook Express, 1C: Enterprise)
• Hobbies: foreign languages, chess
REFERENCES
Petro Kovalenko, BBB Solutions, + 38-044 –XXX-XXXX, name@gmail.com
Task 3. Look through these words and expressions and highlight your strengths and weaknesses.
Особистісні якості

accurate старанний, педантичний
approachable чуйний
articulate здатний чітко формулювати і висловлювати свої думки
astute кмітливий, далекоглядний
attentive уважний, ввічливий
autonomous незалежний, самостійний
broad-minded широких поглядів
calm спокійний, урівноважений
capable здатний, умілий
cheerful життєрадісний
committed відданий ідеї, обов'язковий
communicative комунікабельний
confident впевнений
conscientious сумлінний, свідомий, відповідальний
cooperative легко співпрацює з іншими людьми
courteous вихований
creative творчий, винахідливий
decisive рішучий
dependable = reliable надійний
determined цілеспрямований, рішучий
diligent працьовитий, старанний, виконавчий
eager to learn готовий вчитися новому
eloquent красномовний, вміє переконувати
energetic енергійний, активний
enthusiastic повний ентузіазму, мотивовану
flexible розуміючий, вміє пристосовуватися до нових ситуацій
hardworking працьовитий
honest чесний
imaginative володіє багатою уявою
initiative ініціативний, діяльний
inquisitive допитливий
insightful проникливий
meticulous скрупульозний, уважний до деталей
open-minded відкритий всьому новому, неупереджений
optimistic оптимістичний
organized зібраний, організований
perceptive сприйнятливий, легко розуміє оточуючих
persuasive вміє переконувати
punctual пунктуальний, акуратний
quiet спокійний
self-motivated цілеспрямований, мотивований
thoughtful уважний, вдумливий
versatile різнобічний
Навички

ability to work efficiently both individually and in a team здатність працювати ефективно як самостійно, так і в команді
ability to work under pressure здатність працювати в стресових ситуаціях
business communication skills вміння спілкуватися в бізнес-середовищі
communicative skills / social skills хороші навички спілкування
conflict management skills вміння вирішувати конфліктні ситуації
creative thinking skills творче мислення
critical thinking skills критичне мислення
decision making skills вміння приймати рішення
effective listening skills вміння вислухати співрозмовника
excellent verbal and written communication skills відмінні навички усного та писемного мовлення
good sense of humour гарне почуття гумору
multitasking вміння виконувати декілька завдань одночасно
organizational skills організаторські здібності
positive attitude позитивне мислення
problem-solving skills вміння вирішувати проблеми
quick learning skills здатність швидко навчатися
resourcefulness спритність, винахідливість
risk taking готовність приймати ризики
sales ability вміння працювати в сфері продажів
strategic thinking стратегічне мислення
strong analytical thinking хороші аналітичні здібності
time management skills вміння керувати часом
willingness to learn готовність навчатися

TOPIC 6

Task 1. Read and translate the text: 
TEN RESUME "DON'TS"
Resumes are a necessity for almost every job on the planet – accountant, teacher, CEO or municipal employee. Writing a resume is a kind of art. All the parts and the words of the resume should be carefully thought over to avoid misunderstanding and unnecessary information. But there may be hidden dangers on any stage of your resume writing. Before saying to yourself "OK! I've done it!" check the ten resume don'ts below:

1. Appearance count – Don't try to save your money by printing your resume on a cheap copy paper instead of a good quality stock. Check for typos, grammatical errors and coffee stains. Use the spellcheck feature on your word processor and ask a friend to review the resume to find mistakes you might have missed.

2. Does size matter? – If your career warrants a two-page resume, then go ahead and create a document that reflects the full range of your experience and accomplishments. Don't reduce the type size to such a degree that your resume becomes difficult to read.

3. Truth or consequences – Don't fudge over the dates or titles on your resume to hide the fact that you have been unemployed, that you switched jobs too frequently or that you held low-level positions. If a prospective employer conducts a background check and discovers that you lied, you can kiss the job good-bye.

4. State your case – If you are seeking a job in a field which you have no prior experience, don't use the chronological format for your resume. By using a functional or skills oriented format, you can present your relevant experience and skills up front.

5. Put your best foot forward – Don't simply copy the job description jargo from your company Human Resources manual. To show that you are more qualified than the competitors for the position simply list your job responsibilities. Present specific accomplishments and achievements:

percentages increased, awards won, etc.

6. No excuses – Don't include the reasons you are no longer working at each job listed on your resume. The phrases "Company was sold", "Boss was an idiot" and “left to make more money" have no place on your resume.

7. What have you done lately? – Though it is acceptable to have a two-page resume, don't list every job you have ever had. Personnel managers are most interested in your experience from the last ten years, so focus on your most recent and most relevant career experience.

8. Target your audience – Don't mail your resume to every ad in the Sunday newspaper. If you are not qualified for a position, don't apply.

9. No extra papers, please – When you send out your resume, don't include copies of transcripts, letters of recommendation or awards, unless you are specifically asked to do so. If you are called in for an interview, you may bring these extra materials along in your briefcase for show-and-tell.

10. Don't get personal – Personal information does not belong on a resume in the United States. Don't include information on your marital status, age, race, family and hobbies.

Task 2. Analyze the resume you have already written taking into account the information above. Think of the results. Do you think the pieces of advice are really valuable?

Task 3. Work in groups. One of you is a specialist in writing a resume. Prepare a report on how to write a good resume for a group of people attending job employment centers. All the rest are young people who are eager to get a job. They know that a lot depends on their resumes. Prepare questions to ask a specialist in resume writing what to do to make the resume more attractive and competitive.

Task 4. Match the words and word combinations from the following list with their definitions below.

a) Career Objective b) Employment Gaps c) Resume d) Accomplishments e) Corporate Culture f) References g) Assessments h) Benefits i) Background Check j) Researching Companies k) Career Planning

1. These are the achievements you have had in your career. These key points really help sell you to an employer – much more so than everyday job duties or responsibilities.______________

2.These tests ask you a series of questions and try to provide you with some sense of your personality and career interests. You shouldn't rely on the results of these tests by themselves, but the results can be a good starting point for discovering more about yourself and your interests and considering careers you may not have thought of. _________________________________

3.Used by employers to verify the accuracy of the information you provide on your resume or job application - and beyond. Items checked include: employment verification, educational background/degrees, references, credit history, medical records, driving record, court records, criminal records, and more. ___________________

4. An important part of your compensation package, and part of the salary negotiation process. Note that every employer offers a different mix of benefits. These benefits may include paid vacations, company holidays, personal days, sick leave, life insurance, medical insurance, retirement and pension plans, tuition assistance, child care, and more. Can be worth anywhere from 20 to 40 percent of your salary. ___________________________

5. An optional part of your resume, but something you should contemplate whether you place it on your resume or not. It can sharpen the focus of your resume and should be as specific as possible and written in a way that shows how you can benefit the employer. _______________

6. The collection of beliefs, expectations, and values shared by an organization's members and transmitted from one generation of employees to another. It sets norms (rules of conduct) that define acceptable behavior of employees of the organization. ____________________

7. Are those periods of time between jobs when job-seekers are unemployed, either by choice or circumstances? Employers do not like seeing unexplained gaps on resumes, and there are numerous strategies for reducing the impact of these gaps on your future job-hunting.______________ _________

8. A group of people who will say good things about you and who know specifics strengths that you offer. These people can be your current and past supervisors, former teachers or school administrators. ______ ________

9. A key job-hunting tool used to get an interview; it summarizes your accomplishments, your education, as well as your work experience, and should reflect your special mix of skills and strengths._______ _________

10. The process of gathering information about a company, its products, its locations, its corporate culture, its financial successes. This information is extremely valuable in a job interview where you can show off your knowledge of the company, and can also help you in writing your cover letter.____________

11. The continuous process of evaluating your current lifestyle, likes/dislikes, passions, skills, personality, dream job, and current job and career path and making corrections and improvements to better prepare for future steps in your career, as needed, or to make a career change._______________

Topic 7.

LETTER OF APPLICATION
Exercise 1. Work in pairs. Discuss these questions:

· What impression do you try to give in an application letter?

· Should an application letter be handwritten, typed, or laser-printed?

· Do you always tell the absolute truth in application letters?
Exercise 2. Read the following information about writing letters of application:

Writing application letter

A letter of application should create enough interest to make the potential employer want to look at your application in greater detail by reading your CV and hopefully invite you for an interview. Your application letter, however, should not contain too much detail about your experience and qualifications because that is the job of the CV.

Layout and style

The letter should be limited to one page and a few paragraphs will normally be sufficient. It is better to address a letter to a specific person, e.g. Dear Miss Chan, rather than to Dear Sir or Madam. However, in some job advertisements the name of the person you are writing to is not given. It is good practice to try to find out the following information before you write your letter:

the full name of the person you are writing;

 their title - Mr., Mrs., Miss, Ms, Dr, Professor, etc, and;

 their position - Personnel Manager, Human Resources Manager, etc.

All this information can be obtained by a quick phone call to the company. Remember, never write Dear Miss W. Chan. It should be Dear Miss Chan. Do not use the initial except in the address. If you start with Dear Sir/Madam, it is accepted practice to finish with Yours faithfully. Whereas, if you start with Dear Miss Chan, you may finish with Yours sincerely. Your letter should be neat and free from careless mistakes. You can follow the blocked and open punctuation style. Whichever layout style you choose to use, you should use it consistently throughout the letter.

Structure of the letter
Paragraph 1 It should state clearly why you are writing and where you saw the job advertised.

1. I would like to apply for the post of ... as advertised in today’s issue of..

2. With reference to your advertisement in ... on ..., I am writing to apply for the position of ...

Paragraph 2 It should give a little information about your qualifications and

experience. Make sure the information you give is relevant to the job that you are applying for.

1. As you can see from my enclosed CV, I have worked in my present position for five years. During this time I have gained invaluable experience in ...

2. I am currently a student at TPU studying ........ I am due to graduate in.......

Although I have been studying full time, I have had a number of summer jobs which have helped me to gain experience in ...

3. My experience over the past two years has been at the managerial level, where I have had responsibility for ...

Paragraph 3 It should say why you believe you are suited to the job and what you can offer the company. Those currently employed can state the reason for wishing to change their present job. However, you should not sound critical of your present employer.

1. I am currently working as a receptionist in ...The reason for my seeking a new position is that I wish to pursue a secretarial career. Unfortunately, there are no openings for advancement in my present employment.

2. For the last two years I have been working as a receptionist in ...Unfortunately the company is moving its main offices overseas and I have therefore decided to look for a new position. I believe that the experience I have gained in ... has given me the qualities you are looking for ...

3. I believe I would be an asset to your company. I will be able to bring with me my experience of ... which I believe would be useful in this position…

4. I feel that my ability to ... will help/enable me to ...
Paragraph 4 It should tell the reader when you are available for an interview and how to contact you.
1. I would like to have the opportunity to talk to you further about my application. I am available for interview at any time and I can be contacted at/on ...

2. I am available for an interview at any time but would appreciate two days notice. I can be contacted on/at ... I look forward to hearing from/meeting you soon.

3. As requested in the advertisement, I enclose a copy of my resume together with a recent photograph. I look forward to meeting with you to discuss my application further. I am available ... and can be contacted on/at ...

Remember you might have to give a bit more detail than in the above examples. You can also combine the language in these examples. Also, it is sometimes useful to gather information about the company so that you know more about its background and policies.

This may help you present yourself in the best light.
Exercise 3. Read the following extracts from two letters about the advertisement for administrative clerk. Fill in each blank with a word from the following list:

As,    audio,   available,   consider,   enclose,   inquiries,   favourably,    for,   form, further,   in opportunity,    position,   take, to, with.

A. Dear Sir or Madam,

In reference (1)……….your advertisement in today’s ‘Morning News’, I am interested  (2)……….applying for the (3)……….of administrative clerk with your company.

Could you please send me (4)……….details and an application (5)………. 

B. Dear Sir,

I would like to apply (6)……….the position of administrative clerk with your company. I (7)……….my application form. I am presently working (8)……….a secretary in the accounts office at TW Industries. My responsibilities include (9)……….and copy typing and dealing (10)……….correspondence and telephone (11)………. . Twice a week I have been going to evening classes in bookkeeping and I intend to (12)……….an examination in three month.

I am applying for the position because I would like an (13)……….to make more use of my training. I would be (14)……….for an interview at any time. I hope that you will (15)……….my application (16)……….

TOPIC 8.

BUSINESS ETIQUETTE
Exercise 1. Read the following information:

Ethical behaviour is doing things that are morally right. Ethics (countable noun) are moral beliefs about what is right or wrong. Ethics (uncountable noun) 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 protect 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 behaviour, for example offering bribes - money given to someone so that they behave unethically. Companies want to be seen as good corporate citizens, with activities that are beneficial not only for their stakeholders - their employees, shareholders and so on – but for the community and society as a whole.

Accountability and transparency

Ethical corporate behaviour 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 behaviour 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 honesty - from their employees, and that they do not tolerate any form of misconduct.

Corporate social responsibility

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 (CSR).

Exercise 2. Read the article relating to the ideas in Exercise 1. Then say if the statements below are true or false, identifying the phrase or sentence from the article that confirms your answer:

How to become good in all areas

Few companies are clear about how to manage what can be an 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 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 (£1,300bn) 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,” says the report. “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 “hotbutton” 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.

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 behaviour.

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.

Exercise 3. Read the following information about different culture manners:

Alexandra Adler is an expert in 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-hours 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 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.
Exercise 4. Look at Exercise 3. 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 workforce.

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 it 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.

Exercise 5. Read this information and decide whether these pieces of advice about the English-speaking business world are true or false:

In the English-speaking business world, people use first names, even with people they do not know very well. But if you aren’t sure, use Mr. and the family name for men, and Mrs. or Miss and the family name for women, depending on whether they are married or not. Ms. often replaces Mrs. and Miss. You don’t use Mr., Mrs., Miss or Ms. with only a first name (e.g. Mr. John) or by itself.

1. It’s possible to introduce yourself by saying your family name then your first name.

2. It’s possible to use Mr., Mrs. or Miss on its own, or with a first name.

3. British people use Sr. and Jr. to refer to a father and his son.

4. Americans often show their middle name with an initial.

5. You can always use someone’s first name to talk to them, even if you don’t know them very well.

6. Ms. is being used more and more as a title for women.

7. You can show your qualifications after your name on your business card.

Exercise 6. Read the following text and do the exercises below:

In Alphaland, businesspeople dress quite formally. The business suit is common, but for men, wearing non-matching jacket and trousers is also a possibility.

In Betatania, the dark business suit is obligatory for men. Some companies allow women to wear trouser suits.

In Gammaria, the business suit is almost as necessary as in Betatania, but with more variation in colours. Some companies require employees to wear formal clothes from Monday to Thursday, and allow less formal ones on what they call casual Fridays or dress-down Fridays. In some places, many banks and shops require people dealing with customers to wear uniforms so that they all dress the same.

In Deltatonia, people dress more casually at work than in the other countries. For men, suits and ties are less common than elsewhere. This is smart casual.

Alexandra Adler continues her seminar on cross-cultural issues.

Entertaining and hospitality vary a lot in different cultures.

In Alphaland, entertaining is important. There are long business lunches in

restaurants, where deals are discussed. Professional and private lives are separate, and clients are never invited home.

In Betatania, evenings are spent drinking and singing in bars with colleagues and clients.

In Gammaria, lunch can be important, but less so than in Alphaland. Important contacts may be invited to dinner at home. Corporate hospitality is a big industry, with clients invited to big sports events.

In Deltatonia, restaurants are rare outside the capital. Some entertainment takes place when important clients are invited to people’s houses for dinner, or go sailing or to country houses for the weekend, etc.

Attitudes towards time can vary enormously.

In Busyville, people start work at eight, and officially finish at six, though many managers stay much longer. There is a culture of presenteeism: being at work when you don’t need to be. There is a two-hour lunch break, and a lot of business is done over restaurant lunches. (Lunch is the main meal. The working breakfast is rare.) There are no snacks between meals, just coffee, so eat properly at meal times.

As for punctuality, you can arrive up to 15 minutes ‘late’ for meetings. If invited to someone’s house (unusual in business), arrive 15-30 minutes after the time given.

Don’t phone people at home about work, and don’t phone them at all after 9 pm. There are a lot of public holidays (about 15) during the year. Busyville is empty in August, as many companies close completely for four weeks. Employees have five weeks’ holiday a year and they usually take four of them in August.

Here are some other areas of potential cultural misunderstanding:

a. distance when talking to people: what is comfortable?

b. eye contact: how much of the time do people look directly at each other?

c. gesture: people make lots of facial gestures? How much do they move their arms and hands?

d. greetings/goodbyes: do people shake hands every time? Are there fixed phrases to say?

e. humour: is this a good way of relaxing people? Or is it out of place in some

contexts?

f. physical contact: how much do people touch each other?

g. presents: when should you give them? When should you open them? What should you say when you receive one?

h. rules of conversation and the role of silence: how long can people be silent before they feel uncomfortable? Is it acceptable to interrupt when others are speaking?

In which country might you hear these things:

1. How about a trip out tomorrow afternoon? We could see some horse racing and have a glass of champagne.

2. Do come out with us this evening! I know some great bars. How’s your singing?

3. What are you doing this weekend? You could come to our summer cottage. You’ll meet my family and we can take the boat out.

4. Let’s get out of the office to discuss the deal. I know a nice restaurant near here, with some very good local dishes.

Exercise 7. Read this article and choose one of these titles for it:

When in Rome ... Problems that business people face

Travelling abroad Good manners, good business

Doing business in Europe 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 the 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 appears, 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 out 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 Direktorin 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.

These 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 the deal.

Exercise 8. Decide if these statements are true or false, according to the writer:

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 to 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.

Exercise 9. Discuss these questions:

1. Which of the ideas in the article do you disagree with?

2. What would you tell a foreign visitor about good manners in your country?

3. How much do you think international business is improved by knowing about foreign people’s customs?

Exercise 10. Read the following text and do the exercises below:

BOARDROOM CULTURE CLASH

An Unpredictable Affair

Try to put pressure on a Japanese in a negotiation and you will be met with stony silence. Hold an informal fact-finding meeting with a German and you can expect a battery of searching questions. Disagree with the French on even a minor point and they will take great pleasure in engaging in spirited verbal combat. Doing business across culture can be an unpredictable affair.
Cultural Awareness

Most of us prefer to do business with people we like. And it should come as no surprise that the people we like tend to be like us. So whilst we may dispute the accuracy of cultural stereotypes it is generally agreed that good business relationships are built on cultural awareness. Across national frontiers ‘nice guys’ do more business than nasty ones. But what constitutes nice-guy behaviour in a boardroom in Miami is not necessarily what they expect in Madrid.

The US Perspective

For instance, most Americans will insist on the hard sell. It’s not enough that you want to buy their products, you must let them sell them to you. They have to report back to superiors who will be as interested in how the deal was struck as the result. Systems and procedures matter to Americans.

The Spaniards Trust You
The Spanish, on the other hand, are unimpressed by the most meticulously prepared meeting and pay much more attention to people. In this they are more like the Arabs or the Japanese. In the Middle and Far East business is built on trust over a long period of time.

Spaniards may come to a decision about whether they trust you a little sooner.

Animated Italians

Italians too tend to feel that the main purpose of meetings is to assess the mood of those present and reinforce team-spirit. There may well be a lot of animated discussion at a meeting in Italy, but the majority of decisions will be, made elsewhere and in secret.

Scandinavians want results

Strangely enough, Scandinavians are rather like Americans. They value efficiency, novelty, systems and technology. They are firmly profit-oriented. They want results yesterday.

Succeed with the Germans

Don’t be surprised if the Germans start a meeting with all the difficult questions. They want to be convinced you are as efficient and quality-conscious as they are. They will be cautious about giving you too much business until you have proved yourself. They will demand prompt delivery and expect you to keep your competitive edge in the most pricesensitive market in Europe. Succeed and you will enjoy a long-term business relationship.

Adversarial Meetings

The French will give you their business much more readily. But they will withdraw it just as fast if you fail to come up with the goods. Meetings in France tend to be adversarial. Heated discussion is all part of the game. Germans will be shocked to hear you question their carefully prepared arguments. The Spanish will offer no opinion unless sure of themselves, for fear of losing face. But French executives prefer to meet disagreement head on, and the British tendency to diffuse tension with humour doesn’t go down too well.

Prisoners of our culture

Ask yourself whether meetings are opportunities to network or get results. Is it more important to stick to the agenda or generate new ideas? Is the main aim of a meeting to transmit or pool information? It all depends on where in the world you hold your meeting and whether you belong to an individualistic business culture like the French, Germans and Americans or to a collective one like the British, Japanese and Greeks. Indeed, who knows to what extent our views are our own and to what extent culturally conditioned?

For in business, as in life, “all human beings are captives of their culture”.

Which of the following points support the opinions expressed in the article?

1. In meetings the French tend to be more aggressive than the Germans.

2. The Arabs have nothing in common with the Japanese.

3. The French generally don’t appreciate the British sense of humour.

4. The Spanish are rarely hesitant in cross-cultural meetings.

5. The Americans and Scandinavians value a methodical approach.

6. The Germans want quality at any price.

7. The British tend to be more individualistic in business than the Germans.

8. In business the Italians are more or less like the Spanish.
Exercise 11. Obviously, in a delicate negotiation you do not always say exactly what you think! You need to be able to express yourself diplomatically, to make your point firmly but politely. Match what you think with what you say:

	WHAT YOU THINK
	WHAT YOU SAY


	1. We are unhappy with this offer.

2. We are dissatisfied.

3. We can’t accept it.

4. You said there would be a discount.

5. Don’t forget your obligations.

6. We want a guarantee.

7. We won’t agree to this.

8. We’re shocked you expect us to

cover the costs.

9. That’s wrong.

10. We want a bigger rebate.

11. We must finalize the deal today.

12. You obviously don’t understand.


	a. Unfortunately, we would be unable

to accept that.

b. With respect, that’s not quite

correct.

c. I’m sure we don’t need to remind

you of your contractual obligations.

d. We’re rather surprised you expect

us to cover the costs.

e. We would find this somewhat

difficult to agree to.

f. We were rather hoping to finalize

the deal today.

g. I’m sorry but we’re not very happy

with this offer.

h. Actually, we were hoping for a

slightly more substantial rebate.

i. I’m afraid you don’t seem to

understand.

j. We understood there would be a

discount.

k. We would need some sort of

guarantee.

l. We’re not completely satisfied.



TOPIC 9.

LEADERS VS. MANAGERS
Leader and manager are seems to have the same meanings, but it isn’t so. The word “manager” is associated with controlling, keeping people in the dark, wasting their time on trivia, and breathing down their necks. The word “manager” has too often come to be synonymous with control – cold, uncaring, passionless. But we never associate passion with the word “manager” and we have never seen the leader without it. The manager usually sticks to established channels. As for leaders they don’t stick to established channels, they are open, straight with people. They go up, down and around their organizations to reach people. One of the things about leadership is that you cannot be moderate, balanced, thoughtful, careful articulator of the policy. 

Managers are the people who can make the number dance. But the world will belong to passionate, driven leaders - people who not only have enormous amounts of energy but who can energize those whom they lead. 

Leaders and managers are both made and born. Of course, you have basic qualities but you re-invent yourself as you go into new situation. So people who were never leaders at school become the great business leaders of our time. So mostly the leaders and managers are made but you have to use what you are born with. 

Nowadays there are different styles of managing. One of them is authoritarian. It is ruthless, formal. Such manager is uncaring; he breaths down the necks of his employees, he can be aggressive when they can’t manage their targets. Another style is democratic one. A manager of this style is open, balanced person. He is thoughtful to his employees. 

So most of leaders can be managers, but not every manager can be a leader

CHARACTERISTICS OF AN EFFECTIVE LEADER
It is an honor to be elected as an officer of your organization. An officer must not only possess superior organizational, communication, and managerial skills, s/he must assume great responsibility and provide consistent, inspired and principle-centered leadership for other group members. 

Most importantly, s/he must possess the ability to lead by example, in attempts to gain the respect and confidence of his/her fellow group members. Self-discipline will enable you to hold others accountable for their actions. After all, if you as a leader do not pay your bills, come prepared to meetings, and act responsibly in a social atmosphere, why should the members? 

Other traits of an exceptional leader include: 
Proactive vs. Reactive - The exceptional leader is always thinking three steps ahead and works to master his/her environment with the goal of avoiding problems before they arise. 

Flexible/Adaptable - How one handles oneself in unexpected or uncomfortable situations… an effective leader will adapt to new surroundings and situations, doing his/her best to adjust. 

A Good Communicator - As a leader, one must listen...a lot! He/she must be willing to work to understand the needs and desires of the membership. A good leader asks many questions, considers all options, and leads the organization in the right direction. 

Respectful - An officer should show respect to those who elected him/her to the position. Showing others respect will ultimately bring respect. 

Confident - Be proud of the organization and let the pride emanate to others within and outside of the group. 

Enthusiastic - Excitement is contagious. When a leader is motivated and excited about the organization, the group will follow his/her lead. 

Open-Minded - Work to consider all options when making decisions. A strong leader will evaluate input/constructive criticism from all stakeholders and work for the betterment of the organization as a whole. 

Resourceful - As a leader you must utilize the resources available to you and the organization. Your advisors, the staff in the Campus Life Office, and other members of the Knox community are all here to help you. Use them! 

Rewarding - An exceptional leader will recognize the efforts of other officers/members and positively reinforce those actions. We all enjoy being recognized for our actions!
Well Educated - Knowledge is power. Work to be the officer who is well educated on the organization, the Campus Life Office, campus, and community policies and procedures. Further, your knowledge of issues and information within the organization will only increase your success in leading the group. 

Open to Change - A leader will take into account all points of view and will be willing to change a policy, program, or tradition that is out-dated, or no longer beneficial to the organization as a whole. 

Interested in Feedback - How do your members feel about your performance as a leader? How can you serve the members of the organization better? These are important questions that a leader needs to constantly ask. It is important not to get defensive if someone offers you feedback, but rather to work to understand and work to better meet his/her needs. 

Evaluative - Evaluation of events and programs is essential for an organization to improve and progress. An exceptional officer will constantly evaluate and change programs and policies that are not working. 

Organized - Are you prepared for meetings events and confident that other officers are prepared and organized as well? 

Consistent - As an officer, you need the confidence and respect of the organization members. 

Confidence and respect cannot be attained without your leadership being consistent. Members must have confidence that their opinions and thoughts will be heard and taken into consideration. 

Delegator - An exceptional leader realizes that he cannot accomplish everything on his own. 

He will know the talents and interests of his members, thus delegating tasks accordingly. Be sure to be inclusive of all members.
TOPIC 10.

THE GENERIC STRATEGIES TO GAIN A COMPETITIVE ADVANTAGE
One of the main tasks of most organizations is to gain a competitive advantage over its immediate competitors. The principal question is how can the organization gain this advantage? Michal Porter gives some key generic strategies. These three strategies are: 

1. Cost leadership

2. Differentiation

3. Focus

Cost leadership has a task to become the low-cost producer in its industry. By the strategy it means tough control over expenses, bringing costs down to a minimum such areas as research and development, advertising, and so on. Low cost gives organization a good return to its industry even is case there is a tough competition.

The second strategy is differentiation. In this strategy a firm seeks to be unique in its industry along some dimensions that are widely valued by buyers. Differentiation requires serious research and development as well as market. Differentiation can be based on the product itself, the delivery system by which it is sold, the marketing approach, and a broad range of others factors.

The task of focus is to focus on a specific group of customers, segment of market or geographic market. The point is to serve target group but not the industry altogether. Thus the company is able to serve a narrow target group better than competitors. This strategy provides protection from all competitive forces. 

An effective pursuing of any of these strategies usually requires efforts of the whole organization and the choice of the strategy should be based on the analysis of the advantages and disadvantages of a company concerning its competitors.

TOPIC 11.

COMPANY STRUCTURE
Exercise 1. Answer these questions:

How many different ways of organizing or structuring a company can you think of?

If you work for a company or organization, how would you describe the company structure?

Exercise 2. Read the text about the different ways in which companies are organized and answer these questions:

1. Four main kinds of organizational structure are described in the article. What are they?

2. Is one kind of organizational structure more common than the others?

3. When did “delayering” take place?

4. What were the reasons for delayering and what were the results?

5. How does Julia MacLauchlan describe Microsoft’s organizational structure?

DOING THE BUSINESS

Roisin Ingle hears how efficient management structures are vital for success

The need for a solid structure within all business entities is “absolutely fundamental”, according to Ms. Angela Tripoli, a lecturer in Business Administration at University College Dublin. “Organizational structure concerns who reports to whom in the company and how different elements are grouped together. A new company cannot go forward without this and established companies must ensure their structure reflects their target markets, goals and available technology”.

Depending on their size and needs there are several organizational structures companies can choose from. Increasingly though, in the constantly evolving business environment, “many firms are opting for a kind of hybrid of all of them”.

The most recognizable set up is called the functional structure where a fairly

traditional chain of command (incorporating senior management, middle management and junior management) is put in place. The main benefit of this system is clear lines of communication from top to bottom but it is generally accepted that it can also be a bureaucratic set up which does not favour speedy decision-making.

More and more companies are organizing themselves along product lines where companies have separate divisions according to the product that is being worked on. “In this case the focus is always on the product and how it can be improved”.

The importance for multinational companies of a good geographic structure, said Ms. Tripoli, could be seen when one electrical products manufacturer produced an innovative rice cooker which made perfect rice - according to western standards. When they tried to sell it on the Asian market the product flopped because there were no country managers informing them of the changes that would need to be made in order to satisfy this more demanding market.

The matrix structure first evolved during a project developed by NASA when they needed to pool together different skills from a variety of functional areas. Essentially the matrix structure organizes a business into project teams, led by project leaders, to carry out certain objectives. Training is vitally important here in order to avoid conflict between the various members of the teams.

During the 1980s a wave of restructuring went through industry around the globe. This process, known as delayering, saw a change in the traditional hierarchical structures with layers of middle management being removed. This development was, driven by new technology and by the need to reduce costs. The overall result was organizations that were less bureaucratic.

The delayering process has run its course now. Among the trends that currently influence how a company organizes itself is the move towards centralization and outsourcing. Restructuring has evolved along with a more “customercentric” approach that can be seen to good effect in the banks. They now categorize their customers and their complex borrowing needs into groups instead of along rigid product lines.

Another development can be seen in larger companies, which are giving their employees more freedom to innovate in order to maintain a competitive edge.

Ms. Julia MacLauchlan, Director of Microsoft’s European Product Development Centre in Dublin, said the leading software company had a very flat organizational structure. “There would not be more than around seven levels between the average software tester and Bill Gates”, she said.

Microsoft is a good example of a company that is structured along product lines. In Ireland, where 1,000 employees work on localization of the software for all Microsoft’s markets, the company is split up into seven business units. Each unit controls the localization of their specific products while working closely with the designers in Microsoft’s Seattle Headquarters.

It works, said Ms. MacLauchlan, because everyone who works in the unit is “incredibly empowered”.

“Without a huge bureaucratic infrastructure people can react a lot more quickly to any challenges and work towards the company’s objectives”.

Exercise 3. Match these definitions with the four organizational structures described in the text:

1. A cross-functional structure where people are organized into project teams.

2. A structure rather like the army, where each person has their place in a fixed hierarchy.

3. A structure that enables a company to operate internationally, country by country.

4. A structure organized around different products.
Exercise 4. Match these nouns as they occur together in the text:

1. product                          a. teams

2. target                             b. objectives

3. borrowing                     c. lines

4. project                          d. units

5. delayering                    e. company

6. country                         f. process

7. business                        g. markets

8. software                        h. needs

9. company                       i. managers

Exercise 5. Use an appropriate phrase from the text to complete each sentence:

1. Banks need to be fully aware of their customers’………………….. .

2. Silicon Valley is full of ………………………….. .

3. Many companies are now organized along …………………, in which each division is responsible for a group of products.

4. A matrix organization groups people into …………………….. .

5. Some companies are divided into different ……….., often also called profit centres.

6. A multinational company will often have a number of ………………, in charge of activities in different parts of the world.

Exercise 6. Match the terms 1-7 with their definitions a-g:

	1. business entities  
	a. focusing on the customer rather than the product



	2. set up
	b. new, original



	3. innovative                       
	 c. companies



	4. flopped                 
	d. something that makes you better than other companies



	5. outsourcing                    
	e. did not succeed, failed



	6. customercentric      
	 f. structure



	7. competitive edge 


	g. getting external companies to do work for your company




Exercise 7. Complete these sentences with an appropriate preposition:

1. Organizational structure concerns who reports …………… whom.

2. Depending ………………. its size, there are several organizational structures a company can choose from.

3. Many companies are organizing themselves …………….. product lines.

4. In the 1980s a wave of restructuring went ………………….. industry.

5. Delayering was driven ………………….. the need to reduce costs.

6. Microsoft in Ireland is split ……………… ………………. seven business units.
Exercise 8. Read the text below about different ways of organizing companies, and then label the diagram:
line structure           matrix structure     functional structure staff structure
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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. 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, unlike, for example, the Assistant Marketing Manager, who is number two in the marketing department.

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.

Functional organization is efficient, but there are two standard criticisms. Firstly, people are usually more concerned with the success of their department than that of the company, so there are permanent battles between, for example, finance and marketing, or marketing and production, which have incompatible goals. Secondly, separating functions is unlikely to encourage innovation.

Yet for a large organization manufacturing a 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 (but with some overlap, to encourage internal competition), and was expected to make a profit.

Businesses that cannot be divided into autonomous divisions with their own markets can simulate decentralization, setting up divisions that deal with each other using internally determined transfer prices. Many banks, for example, have established commercial, corporate, private banking, international and investment divisions.

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. Thomas Peters and Robert Waterman, in their well-known book In Search of Excellence, insist on the necessity of pushing authority and autonomy down the line, but they argue that one element - probably the product - must have priority; four-dimensional matrices are far too complex.

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.

 Which of the following three paragraphs most accurately summarizes the text, and why?

First summary:

Although most organizations are hierarchical, with a number of levels, and a line of command running from the top to the bottom, hierarchies should be avoided because they make decision-making slow and difficult. A solution to this problem is matrix management, which allows people from the traditional functional departments of production, finance, marketing, sales, etc. to work together in teams. Another solution is decentralization: the separation of the organization into competing autonomous divisions.

Second summary:

Most business organizations have a hierarchy consisting of several levels and a clear line of command. There may also be staff positions that are not integrated into the hierarchy.

The organization might also be divided into functional departments, such as production, finance, marketing, sales and personnel. Larger organizations are often further divided into autonomous divisions, each with its own functional sections. More recent organizational systems include matrix management and teams, both of which combine people from different functions and keep decision-making at lower levels.

Third summary:

Most businesses are organized as hierarchies, with a clear chain of command: a boss who has subordinates, who in turn have their own subordinates, and so on. The hierarchy might be internally divided into functional departments. A company offering a large number of products or services might also be subdivided into autonomous divisions. Communication among divisions can be improved by the introduction of matrix management or teams.

The text mentions the often incompatible goals of the finance, marketing and production (or operations) departments. Classify the following strategies according to which departments would probably favour them:
1. a factory working at full capacity

2. a large advertising budget
3. a large sales force earning high commission

4. a standard product without optional features

5. a strong cash balance

6. a strong market share for new products

7. generous credit facilities for customers

8. high profit margins

9. large inventories to make sure that products are available

10. low research and development spending

11. machines that give the possibility of making various different products

12. self-financing (using retained earnings rather than borrowing)
Exercise 9. Sentences 1 to 9 make up a short text about different ways in which companies can be structured. Complete each sentence, by taking a middle part from the second box and an end from the third box:

	1. Most organizations have a hierarchical or pyramidal structure,

2. A clear line or chain of command runs down the hierarchy,

3. Some people in an organization have an assistant who helps them;

4. Yet the activities of most large organizations are too elaborate

5. Large companies manufacturing a wide range of products, e.g. General Motors,

6. Businesses that cannot be divided into autonomous divisions with their own markets

7. An inevitable problem with hierarchies is that people at lower levels

8. One solution to this problem is matrix management, in which people report to more than one superior:

9. Another, more recent, idea is to have a network of flexible groups or teams,



	a. are normally decentralized into separate operating divisions,

b. are unable to make important decisions, but are obliged to pass on responsibility to their boss,

c. can simulate decentralization, setting up divisions that use

d. instead of the traditional departments, which are often at war with each other;

e. so that all employees know who their superior or boss is, to whom they report,

f. e.g. a brand manager with an idea can deal directly with

g. this is an example of a staff position: its holder has no line authority,

h. to be organized in a single hierarchy, and require functional organization,

i. with a single person or a group of people at the top,



	j. and an increasing number of people below them at each successive level.

k. and is not integrated into the chain of command.

l. and who their immediate subordinates are, to whom they can give instructions.

m. each with its own engineering, production and sales departments.

n. internally determined transfer prices when dealing with each other.

o. the appropriate managers in the finance, manufacturing and sales departments.

p. they are formed to carry out a project, after which they are dissolved and their members reassigned.

q. unless responsibilities have been explicitly delegated.

r. usually with production or operations, finance, marketing and personnel departments.



Exercise 10. Complete the text using the correct form of the following verbs:

Achieve, allocate, balance, deal, with, develop, employ, establish, follow, require, set.

The top managers of a company (1) have to .........objectives and then develop particular strategies that will enable the company to (2)......... them. This will involve (3)......... the company’s human, capital and physical resources. Strategies can often be sub-divided into tactics - the precise methods in which the resources attached to a strategy are (4) ......... .

The founders of a business usually establish a “mission statement” - a declaration about what the business is and what it will be in the future. The business’s central values and objectives will (5) ......... from this. But because the business environment is always changing, companies will occasionally have to modify or change their objectives. It is part of top management’s role to (6) ......... today’s objectives and needs against those of the future, and to take responsibility for innovation, without which any organization can only expect a limited life. Top managers are also expected to set standards, and to (7) ......... human resources, especially future top managers.

They also have to manage a business’s social responsibilities and its impact on the environment. They have to (8) ........... and maintain good relations with customers, major suppliers, bankers, government agencies, and so on. The top management, of course, is also on permanent stand-by to (9) ......... major crises.

Between them, these tasks (10) ......... many different skills which are almost never found in one person, so top management is work for a team. A team, of course, is not the same as a committee: it needs a clear leader, in this case the chairman or managing director.

Exercise 11. Complete the text using the following verbs:

Appointed, attacked, combined, defined, constituted, reviewed, supervised, supported.

Large British companies generally have a chairman of the board of directors who oversees operations, and a managing director (MD) who is responsible for the day-to-day running of the company. In smaller companies, the roles of chairman and managing director are usually (1)......... . Americans tend to use the term president rather than chairman, and chief executive officer (CEO) instead of managing director. The CEO or MD is (2)......... by various executive officers or vice-presidents, each with clearly (3)......... authority and responsibility (production, marketing, finance, personnel, and so on).

Top managers are (4) ......... (and sometimes dismissed) by a company’s board of directors.

They are (5) ......... and advised and have their decisions and performance (6) ......... by the board. The directors of private companies were traditionally major shareholders, but this does not apply to large public companies with wide share ownership. Such companies should have boards (7)......... of experienced people of integrity and with a record of performance in a related business and a willingness to work to make the company successful. In reality, however, companies often appoint people with connections that will impress the financial and political milieu. Yet a board that does not demand high performance and remove inadequate executives will probably eventually find itself (8)......... and displaced by raiders.

Exercise 12. 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




Exercise 13. Imagine that an important visitor is coming to your firm. She has sent you this fax. Draft a fax to Ms. Trosborg arranging the date and the time you propose for the visit:

TIVOLI DESIGN CONSORTIUM

BERSTORFFSGADE 19, DK-1577 COPENHAGEN, DENMARK

Telephone: +(45) 72 14 33 21 Fax: +(45) 56 39 42 38

TO: Publicity Office/Manager

Dear Sir or Madam,

We have heard from one of our mutual customers that your company is involved in a number of interesting design projects.

As I am shortly staying in your city on business, I am writing to enquire whether it would be convenient to visit your office.

I shall be in town from 14th to 18th November. I would be free any morning from 11.30 onwards and in the afternoon of 15th November.

I would be extremely grateful if you could confirm whether a brief visit could be arranged on one of the days and at the times suggested.

I look forward to hearing from you.

Yours faithfully,

Anita Trosborg

Design Director
Exercise 14. Complete the short dialogues below using the following phrasal verbs:

get on to, come up with, come in for, put up with, back out of, get down to, live up to, put in for, cut back on, keep up with.

1. Has the restructuring of the production department speeded things up at all? Not really. I’m afraid it failed to ................ expectations.

2. How’s the budget for this year looking? I think we’re going to have to ................ spending, I’m afraid.

3. We really need to consult our legal advisors on this one. OK, I’ll ................ them straightaway.

4. You know, in this industry it’s sometimes hard to ................ all the latest developments. But that’s what I’m paying you for!

5. You know, I’m sorry we ever got into this project in Hong Kong. Well, its too late to it now.

6. I hear you’ve ................ a promotion. Yes. After eight years in this place, I think it’s about time they gave me my own department.

7. I think everyone’s here who’s supposed to be here. OK, let’s ................ business.

8. Look, if our team can’t find a solution to this problem, no one can. OK, go away and see what you can …………….. .

9. A lot of people were very unhappy about the way they handled the redundancies. I know. They’ve ................ quite a lot of criticism over that.

10. If you want to stay in this job, you’ll have to ................ a fair amount of hassle, I’m afraid. That’s OK. I’m getting fairly used to it by now.

Exercise 15. Invent your own company and describe its organizational structure using the following verbs:

The most common verbs for describing structure are:

consists of, contains, includes, is composed of, is made up of,  is divided into
Other verbs frequently used to describe company organization include:

to be in charge of

to support or to be supported

to be accountable to

to be responsible for

to assist or to be assisted
Exercise 16. Use the following questions to expand the topic:
1. What does your company do?

2. What is it called?

3. What kind of public image do you have?

4. How many people do you employ?

5. Where are your headquarters?

6. Do you have offices in other countries? If so, where?

7. What is your turnover, market share and net profits? Who is your main competitor?

8. Are you growing, shrinking or holding steady?

9. What are your most promising products and/or markets?

10. What problems are you having and how are you dealing with them?
TOPIC 12.

PECULIARITIES OF REPORT
1. Теми для доповідей. Якщо в основі есе лежать загальні теоретичні питання, то такий вид письмової роботи, як доповідь, є описом проведених експериментів, опитувань, іноді порівнянням різних варіантів будь-якої ситуації. Приклади тем для доповідей:

• Two alternative plans for improving the sports centre. - Запропонуйте два альтернативних плани з розвитку спортивного центру.

• A study you conducted to compare male and female attitudes to eating. - Ваше дослідження на тему «Чоловіче і жіноче ставлення до процесу прийому їжі».

• An overview of recent research on the human genome. - Огляд останніх досліджень людського генома.

2. Що писати в доповіді? Вся інформація в доповіді повинна грунтуватися тільки на описі і аналізі реальних подій. Доповіді можуть припускати рекомендації на майбутнє і прогнози, проте і ті, і інші повинні мати якусь основу. Доповідь - це тільки фактичні дані, а не твір на вільну тему.

3. Структура доповіді. Доповідь повинна бути чітко структурована: розділений на певні частини, кожна з яких має підзаголовок. У навчальних закладах і великих компаніях готують доповіді з маркованими списками, таблицями, ілюстраціями, діаграмами. Все це тільки вітається і може бути вільно використано в доповідях.

4. Форма презентації. Якщо есе - це суто письмова робота, яка не вимагає обов'язкової усної презентації, то доповіді часто представляються аудиторії усно.

5. Звернення до читача. Доповідь може бути написана як від першої, так і від третьої особи, це залежить від контексту і цільової аудиторії. Зазвичай її пишуть від третьої особи, щоб створити враження незалежності результатів від особистих переваг автора. Віддавайте перевагу простій граматиці, яка при цьому допомагає висловити об'єктивну думку: пасивний стан, безособові конструкції і т. д.

6. Простота і лаконічність. При написанні доповіді англійською мовою необхідно пам'ятати, що вся інформація повинна бути викладена просто і чітко. Переконайтеся, що ви знаєте точне значення кожного слова. Не вносьте в доповідь інформацію, без якої можна обійтися. Вживайте поширені слова і словосполучення. Слідкуйте за розміром пропозицій: вони не повинні бути занадто складними, з величезною кількістю мовних зворотів і пояснень.

Обов'язково використовуйте в доповіді слова-зв'язки (linking words).


Again Крім того, до того ж
Besides Крім того, більш того
Moreover Крім того, понад те
Together with Разом з тим, поряд з
And  Та
Likewise Також, подібно
As well Також, теж
Furthermore Крім того, до того ж
Additionally На додаток до цього
Along with Поряд з, разом з
Also При цьому, також
For example Наприклад
Equally Так само як, нарівні з
Further Також, до того ж


Як підвести підсумок


In short Одним словом
Finally На закінчення
In summary Підводячи підсумок
In conclusion На завершення
Consequently Внаслідок цього
Due to У зв'язку з
All in all Зрештою
As a result В результаті
Accordingly Згідно
To sum up Підводячи підсумок
Thus Таким чином
Therefore Тому


Як протиставити дві ідеї, показати різницю


But Але
Otherwise Іншим чином
Even though Незважаючи на те що
Conversely На противагу цьому
Even so Все ж
Yet У той же час
However Однак, тим не менш
On the other hand З іншого боку
As opposed to На відміну від, на противагу
In the meantime У той же час, при цьому
On the contrary Інакше, на противагу
Nevertheless Проте
Still Все ж


Як виділити ідею


Again Все ж
Indeed Дійсно
To repeat Повторю, що
Truly Насправді
In fact Насправді
To emphasize Щоб підкреслити
For this reason З цієї причини
With this in mind Пам'ятаючи про це


Report structure. 

Структура доповіді англійською мовою

Секрет успішного написання хорошого доповіді ( робота за планом. Report має свою стандартну структуру, яку потрібно взяти за основу. Отже, в будь-яку доповідь має бути 5 елементів:
1. Introduction (вступ). У цій секції потрібно коротко описати предмет доповіді, привести причини, чому ви займаєтеся саме цим питанням, і зробити невеликий огляд інших досліджень по темі. Вступ - це презентація мети і предмета. Скажіть читачеві, що йому очікувати від роботи. Тут має бути короткий, але влучний summary (резюме, короткий виклад основних ідей), яке підігріє інтерес читача і змусить його сконцентруватися на основному. На початку доповіді можна скористатися такими фразами:

• The aim / purpose of this report is to examine / evaluate / describe / outline the positive and negative features of two different phenomena ... - Мета цієї доповіді - вивчити / оцінити / описати / виділити позитивні і негативні риси двох різних явищ ...

• This report aims to provide an overall view of the situation below. - Мета цієї доповіді - дати повне уявлення про ситуацію.

• It will also include / consider / suggest / recommend ... - Він також буде включати / розглядати / пропонувати / рекомендувати ...

• The report is based on a survey conducted among college students. - Ця доповідь заснований на опитуванні, проведеному серед студентів інституту.
• It is generally accepted that ... - Так заведено, що ...

2. Methods (методи дослідження). Дайте відповіді на такі питання: «Як проводилося дослідження?», «Які інструменти і прийоми були використані?».

3. Results (результати). Тут необхідно описати, що ви виявили в результаті дослідження, і написати, наскільки результати точні і з чим це пов'язано.

4. Discussion (обговорення) - обговорення основних моментів, коментарі про ефективність дослідження. Мова повинна бути також стриманим і переконливим. Корисні фрази:

• The vast majority of ... - Переважна більшість ...

• This is probably due to the fact that ... - Ймовірно, це відбувається тому, що ...
• One measure which may improve the situation would be to introduce ... - Одним із заходів, які можуть поліпшити ситуацію, стане впровадження ...
• I would recommend that the company (college) should ... (do ...) - Я рекомендую компанії (коледжу) ... (зробити ...)
5. Conclusions (висновки). Остання частина ( підведення підсумків і пропозиції для подальших досліджень, що стосуються теми доповіді. Підвести підсумки можна такими словами:
• In the light of the results of the survey, I strongly advise ... - Зважаючи на результати опитування я настійно раджу ...

• It appears that ... - Виявилося, що ...
• In conclusion / On balance / To sum up ... - На закінчення / В результаті ...
У повноцінному доповіді також повинен бути список використаної літератури. Можуть бути присутні й інші частини, це залежить від предмета і мети доповіді. Відповідно, якщо ми маємо справу з коротким доповіддю, наприклад, на міжнародному екзамені, необхідно продемонструвати не стільки знання обраної теми, скільки в цілому розуміння того, що таке доповідь і з яких частин він складається. 

Так, описані вище частини доповіді на іспиті трохи спрощуються, і виглядають так:

• Introduction - вступ.

• Reasons why you are writing (write about facts) - причини, що спонукали вас писати про це (повідомте факти).

• Suggestions to solve a problem (a kind of discussion) - пропозиції і способи вирішення проблеми (аналог обговорення).

• Conclusion - висновки.

Report writing: Formal
There are many different types of reports. This information is a basic outline only. Before you attempt to write a report, you should check the particular requirements for the subject. 

A formal report should have the following arrangement. 

1. TITLE PAGE — The Title Page must include the subject of the report, who the report is for, who the report is by and the date of submission. 

2. ABSTRACT — An Abstract is usually 100 to 200 words and should include the following: 

• why the report has been written (i.e. what question or problem is it addressing?) 

• how the study was undertaken 

• what the main findings were 

• what the significance of the findings is. 

Be specific and precise so that the reader can get a good understanding of the main points without having to read the whole report. 

The abstract should be on a separate page with the centred heading ABSTRACT in capitals. It is usually written in a single paragraph with no indentation. 

3. TABLE OF CONTENTS — The Table of Contents should be on a separate page. It helps the reader to find specific information and indicates how the information has been organised and what topics are covered. The table of contents should also include a list of figures and a list of tables if any are used in the report. 

4. INTRODUCTION — The Introduction has three main components. 

1. The Background which describes events leading up to the existing situation, what projects have been done previously, and why the project or study is necessary. 

2. The Purpose which defines what the project or study is to achieve, who authorised it and the specific terms of reference. 

3. The Scope which outlines any limitations imposed on the project such as cost, time etc. 

5. BODY — The Body varies according to the type of report. Basically, it answers the questions — Who? Why? Where? When? What? How? In an investigative report, it would consist of all the information required to convince the reader that the conclusions and recommendations are valid/reliable. This information must be presented in a systematic way. 

6. CONCLUSION — The Conclusion should be as brief as possible. They should be presented in descending order of importance and should not suggest action. Conclusions should be free from speculation (i.e. ideas for which you have presented no evidence), have no new thoughts or references introduced and contain no further discussion of points raised. 

7. RECOMMENDATIONS — The Recommendations should follow naturally from the conclusions. They should be offered in descending order of importance and may be in point form when several recommendations are being made. 

8. REFERENCES — The list of References is an accurate listing, in strict alphabetical order, of all the sources referred to.
9. APPENDIX/APPENDICES — The Appendix/Appendices contain important data, explanatory and illustrative material not included in the text.
Writing Essays
What is an essay?
An essay is a continuous piece of writing, set out in paragraphs, responding to a question or a title. It is usually an academic piece of writing. It leads from an introduction, through a series of arguments and debates to some conclusions. An essay does not normally use headings within the work, although it will have a main heading, usually setting out the title or question given. 

It is worth noting that some lecturers feel quite strongly about the use of headings and others are less concerned, so it is worth checking what is acceptable practice. 

An essay has a simple and straightforward format: 

 Introduction 

Main body – discussion 

Conclusions 
 List of sources (the Reference List) 
Another way to describe the structure of an essay is: 
Tell them what you’re going to tell them 

Tell them what you’ve told them (and what was significant about it all) 

Hidden within this straightforward structure you must ensure that the essay has a logical flow, leading the reader towards the conclusions via a series of arguments. An essay will always contain references and be written in clear and precise language. It should be free from spelling and grammatical errors. 

The Format of an Essay 
1. Introduction 
Telling the reader where you are going to go, why you will go there and how you might do this. It sets the scene for what is to follow. It usually comprises only a few key paragraphs before you embark on the main discussion points. 

2. Main Body – discussion 
This is where you build up your argument, supporting it with references to all your sources. You can use quotations, but convention has it that not more than 10% of your work should ever be in someone else’s words. You put a short phrase in a sentence in quotation marks (“xxx xxxx xxxxx xxx”) followed by the reference (surname, date, page number). If you wish to illustrate a point with a paragraph from a source, you can do this by leaving a double space between the preceding (and following) information and the quotation, indenting the quoted paragraph (usually by one tab stop) and remembering to ensure the reference includes the page number. If you indent you don’t need to use quotation marks around the paragraph. For more information on Harvard referencing conventions see the Referencing Guide. 

For new points and arguments, use new paragraphs. A paragraph is a series of sentences, following a theme or idea. When you bring in a new topic or theme, use a new paragraph. Punctuation is important, as in an essay this is how you enable your reader to pause and take a breath. Avoid using bullet points in an essay. If you do wish to list words or ideas use semi-colons to separate these. In an essay on essay writing you might have said  ‘an essay has a clear structure, with an introduction; main body; conclusions and a list of references.’ 

The purpose of the essay is to build a series of arguments which will answer a question or develop a theme. Therefore, you need the essay to have a logical progression of ideas, which lead the reader towards what will appear to be a set of obvious conclusions. 

You use your sources to justify your arguments. The reference sources you use should confirm; challenge; support or develop the themes in the topic area. Ensure that the materials you use and the arguments you are building are relevant to and keep a focus on the topic or question. An essay isn’t everything you have ever found out about……………….. 

3. Conclusions 
Your conclusions are an important part of the essay. You are telling the reader what you and they found important, useful, informative or new. It is a drawing together of the key and significant factors within the essay. It is a brief reprise of the arguments, what was important about them, how they contributed to the essay and how they have contributed to answering the question or developing the theme. 

4. The Reference List 
The Reference List is an alphabetical (by author’s surname) list of all the sources you have used to inform and develop the essay (see the Referencing Guide for how to set out your reference list). Some lecturers refer to a bibliography. This means ‘a collection of books’. It can mean the same as a reference list or mean a set of other sources you haven’t used in the essay but that you think the reader would find useful or illustrative if they want to read more about the topic. Do check with your lecturer what they mean if they ask for a bibliography. 

There are no other attachments with an essay, so you don’t add Appendices to an essay. If you use tables or charts they should be incorporated into the body of the essay. If the material is from other sources you must credit the source, usually under the table or chart.
TOPIC 13.

WHAT IS BRANDING? WHY DO WE NEED BRANDS?

For the consumer-in-the-street, brands are the most visible parts of marketing. The brand name means not only the trademark but also, as a rule, the firm itself and its products or services. This name also includes the goodwill which shows additional value of goods and services. Customers trust those trademarks which guarantee them good quality and design, a wide range for choice and good reputation of the products. When the product is promoted different kinds of advertising provide brand awareness, show its core values and create the brand image.

A brand can be a name, a term or a symbol. It is used to differentiate a product from competitor’s products. The brand guaranteed a certain quality level. Brands should add value to products. It’s a synergy effect where by one plus one equals three. But customers must believe they get extra value for money. Branding means the use of advertising, design and other methods so that people could recognize and remember a particular product.

We need new brands because customers want new brands. They want choice they want a selection of different products. They like to rely on quality levels guaranteed by company. They like to trust products. It makes shopping so much caser for them. Also they like to identify with brands.

Types of brands. Brand stretching.

There are different types of brands. There are the stand alone brands or individual brands, for example Ariel, Haagen Daaz ice-cream or Marlboro cigarettes. They require separate marketing support. There's also the corporate branding, or family brands such as Heinz or Virgin, Marks and Spencer, Levis. 

Besides individual and corporative brands, it exist such types of brands as classic brand, luxury brand and brand leader. Classic brand is a famous brand with a long history. Luxury brand is a brand associated with expensive, high quality products. Brand leader is the band with a largest market share.

Brand stretching – is a using a successful brand name to launch a product in a new category. Some brands easily stretch into other kinds of goods and services. Brand stretches best when they come from a high emotional starting point. One of the most successful brand-stretchers is Walt Disney, which has added merchandise shops, books, videos, games and theme parks to its original filmmaking. The move from making children’s cartoons to other products using the same figures appears a natural development. 
Advertising methods. Successful advertising campaign.

Advertising campaign is an organization’s program of advertising activities over a particular period with specific aims, for example, an increase in sales or awareness of a product.

There are several methods of advertising. The method depends upon the product, the distribution channel as well as the type of information the company wishes to convey about its product. 

People think advertising is a waste of money. It is not at all. Advertising is one of many ways in which manufacturers persuade customers to buy their product. In today’s world people are bombarded with advertising. We haven’t got time to make judgments on which can of tomatoes is the best one for me, or which brand of coffee gives me the best flavor. So when we are shopping and we see product of well known company on the shelf we will remember it. It is front of mind. For example, person needs a coffee, he sees Jacobs and thinks: “I have seen that, that is good, isn’t it” – and he just buys it. It is an automatic response, he don’t spend more than 2 or 3 seconds making a choice.

The success of advertising campaign depended on cost-efficiency and successful targeting. The companies have the talented professionals. They don’t only carry out market research and determine the target consumers, but also come up with interesting ideas for promoting the new products. 

What’s the Target? Advertisers seek to maximize an ad’s effectiveness by indentifying a target market – the audience they most want to reach. To do so, they divide the market into categories: by age, sex, income level, education, geographic region, ethnic background, political learning, life-style and so on. Advertisers seek to place their ads in media viewed by their target audience. Thus, you should have a certain target audience, and also a sponsorship tie-up.

If advertising doesn’t generate sales, then it’s no good. 
Media. Outdoor advertising.

All advertising media share a common goal: to reach as many consumers as possible and convince them to buy a certain product. They all employ similar strategies to achieve this objective. 

Outdoor advertising is a part of mass-market medium. The world of outdoor advertising billboard, transport and street furniture makes 6 % of all worlds’ spending on advertising. It’s fastest-growing segment of advertising. Outdoor advertising appeal is increasing. Adding to its attraction has been a revolution in the quality of outdoor advertising.

Particularly attractive to the new advertisers is street furniture, the fastest growing segment of the outdoor advertising. 

Nowadays there are a lot of kinds of media advertising. The most popular are television, radio, magazines, newspapers and etc.

On my mind, television is the most effective, because of several advantages it has over other advertising media. Television advertising has a great power to engage its audience than print and radio media have. While print appeals only to sense of sight and radio only hearing, television appeals to both sight and hearing simultaneously. Television advert is related the cost involved in producing television commercials. They can study market trends and buyers habits in order to target a very specific consumer audience. Television reaches the widest audience. Television presents an enormous possibility of exposing a product to large number of people. The advantages of television advertising make it by far the most effective advertising medium, what makes the advertising so successful.

1. Read the sentences below and match the underlined words and phrases to their definitions:

1. Alex is very stressed these days. He needs to take time off work.

2. Joe did not come to work, but nobody noticed his absence.

3. The bad economic situation will harm our business.

4. Most companies track their employees’ vacation time. They want to know exactly how many days

their workers are absent from work.

5. Morale is very high in our team. Everybody believes that we can become successful.

6. They claim to be very good salesmen, but I have never seen them sell anything.

7. The first generation iPhone was launched in 2007.

a. confidence, enthusiasm

b. follow

c. have a bad effect on

d. officially appeared on the market for the first time

e. say that something is true (but you cannot prove it and other people might not believe it)

f. take a break from your job

g. the time when you are not at work because of illness or holiday
2. You are going to read an article about Richard Branson, a British businessman. Put T (True) or F (False) next to each statement.

1. Richard Branson wants people to take time off work whenever they want.

2. Google do not track employees’ vacation time.

3. Letting employees take time off when they want has a negative effect on business.

4. Richard Branson believes that he gave Steve Jobs the idea for iPod.

5. Richard Branson’s music store chain closed when Apple launched iTunes and the iPod.
Richard Branson proposes unlimited time off work
He has introduced the idea in Virgin offices across the United States and United Kingdom.

1 Billionaire ‘man of the people’ Richard Branson has become more popular by saying that everyone should be able to take time off work _whenever they want.

2 "Employees should decide if and when they want to take off a few hours a day, a week or a month," the Virgin Group entrepreneur writes in his book, "The Virgin Way: Everything I Know About Leadership".

3 He introduced the new idea in Virgin offices across the United States and United Kingdom. The idea is that employees who feel their absence will not harm the business can take leave from their jobs. It is their responsibility.

4 Branson got the idea after reading an article about the Netflix business model, and how they do not track vacation time.

"I have a friend whose company did the same thing. They’ve observed an improvement in everything - morale, creativity and productivity," he said.

5 On the subject of great business ideas, Branson claimed that he gave Apple founder Steve Jobs the original inspiration for iTunes. As a result, Branson’s Virgin Megastores, a chain of music shops, closed eight months after it was launched in 2001.

6 "On April Fool’s Day 1986, I gave an interview to a popular music magazine and I told them that Virgin was secretly developing a ‘Music Box’ which could store music. For a small fee, music lovers can download any individual song or album they want."

7 "Many years later, Steve Jobs told me that he really liked the idea. We will never know for sure, but I have always wondered if the April Fool’s joke resulted in the launch of iTunes and the iPod _technologies that caused the death of our Virgin Megastores and completely changed the music industry."

Adapted from The Independent, by Jenn Selby, 24 September 2014
3. Talking point

Do you think that Richard Branson's proposal is a good idea?
ЧАСТИНА 2.

TEST 1

Present Simple

Choose the correct alternative a, b or c:

1. He ____ it.

a. doesn't like 

b. doesn't likes 

c. don't like 

2. They _____ here very often.

a. doesn't come 

b. doesn't comes 

c. don't come 

3. John and Mary ______ twice a week.

a. comes 

b. come 

c. coming 

4. I _____ mind at all.

a. not 

b. don't 

c. isn't 

5. It _____ sense.

a. doesn't makes 

b. doesn't make 

c. don't make 

6. You _____ to do it.

a. doesn't have 

b. don't have 

c. doesn't has 

7. She ____ a brother.

a. don't have 

b. don't has 

c. doesn't has 

d. doesn't have 

8. She ____ .

a. don't know 

b. doesn't knows 

c. doesn't know 

9. The exam _____ two hours.

a. lasts 

b. last 

c. lastes 

10. She can ____ it.

a. does       b. do 

Variant №2

Choose the correct alternative:

1. Which sentence is in the Simple Present?

a. He can ride a bike. 

b. He can a bike ride. 

c. He cans ride a bike. 

d. He can rides a bike. 

2. Which sentence is in the Simple Present?

a. He reads a book. 

b. He has read a book. 

c. He will read a book. 

d. He read a book. 

e. He is reading a book. 

3. Which negative sentence is in the Simple Present?

a. He not read a book. 

b. He is not reading a book. 

c. He does not read a book. 

d. He do not reads a book. 

4. Which negative sentence is in the Simple Present?

a. We do'nt work in a bank.    b. We don't work in a bank.     c. We does not work in a bank. 

5. Which question is in the Simple Present?

a. Do she work in an office? 

b. Does she work in an office? 

c. Work she in an office? 

d. Do she works in an office? 

e. Works she in an office? 

6. Which question is in the Simple Present?

a. Where do you come from? 

b. From where do you come? 

c. Where does you come from? 

d. Where dos you come from? 

7. In which sentence is the Simple Present used correctly?

a. Carol cleans the bathroom.         b. Carol clean the bathroom. 

8. In which sentence is the Simple Present used correctly?

a. Andrew wash the dishes. 

b. Andrew washs the dishes. 

c. Andrew washes the dishes. 

9. My mother ____ a bad headache.

a. am     b. has got     c. have got 

10. Margie and her sister ____ wonderful voices.

a. have got    b. has got     c. does 

Variant №3

Choose the correct alternative a, b or c:

1. I (not/understand) ____ that man because I (not/know)____ English.

a. not understand, don’t know 

b. don’t understand, not know 

c. don’t understand, don’t know 

2. Everybody in our family (help) _____ Mummy about the house. Dad (walk) ____ the dog, I (water) ____ the flowers, and my brothers (clean) ____ the rooms.

a. help, walks, water, clean 

b. help, walks, water, cleans 

c. helps, walks, water, clean 

3. ____ you ____ any time to help me? – Sorry, I ____

a. Do you have, have got 

b. Do you have, don’t 

c. Have you got, am not 

4. ____ Jane Smith (speak) ____ English?

a. Is ... speak 

b. Does ... speak 

c. Do ... speak 

5. The Browns ____ a nice house in the country.

a. have got 

b. has got 

6. ___ your sister often (go) to the theatre?

a. Do ... go 

b. Is ... go 

c. Does ... go 

7. We ____ a car, but we are going to buy it.

a. don’t have 

b. hasn’t 

c. aren’t have 

8. They can’t go out because they ____ rain – coats and umbrellas.

a. have got 

b. aren’t have 

c. don’t have 

9. My daughter Mary (not/like)____ apples, but she likes oranges.

a. doesn’t like 

b. doesn’t likes 

c. not likes 

10. What’s the matter? You (look) _____ very happy.

a. look 

b. looks 

Variant №4

Choose the correct alternative:

1. Which sentence is in the Simple Present?

a. He reads a book. 

b. He has read a book. 

c. He will read a book. 

d. He read a book. 

e. He is reading a book. 

2. Which negative sentence is in the Simple Present?

a. He not read a book. 

b. He is not reading a book. 

c. He does not read a book. 

d. He do not reads a book. 

3. Which negative sentence is in the Simple Present?

a. We do'nt work in a bank. 

b. We don't work in a bank. 

c. We does not work in a bank. 
4. ___ your sister often (go) to the theatre?

a. Do ... go     b. Is ... go     c. Does ... go 

5. We ____ a car, but we are going to buy it.

a. don’t have    b. hasn’t    c. aren’t have 

6. They can’t go out because they ____ rain – coats and umbrellas.

a. have got 

b. aren’t have 

c. don’t have 

7. My daughter Mary (not/like)____ apples, but she likes oranges.

a. doesn’t like 

b. doesn’t likes 

c. not likes 

8. What’s the matter? You (look) _____ very happy.

a. look 

b. looks 
9. I _____ mind at all.

a. not 

b. don't 

c. isn't 

10. It _____ sense.

a. doesn't makes 

b. doesn't make 

c. don't make 

TEST 2.

Past Simple

Variant №1

Choose the correct alternative a, b or c:

1. There isn’t a cloud in the sky, but it (be) cloudy in the morning.

a. were    b. is     c. was 

2. Mrs. Clay usually finishes her work at half past three, but she (finish) it later yesterday afternoon.

a. finishes   b. finish      c. finished 

3. Every day I help my Mom about the house, but last week I was very busy with my exam. So I (not/help) her much.

a. didn’t help 

b. didn’t helped 

c. not helped 

4. Tom isn’t playing tennis tomorrow afternoon, he (not/play) tennis yesterday.

a. doesn’t play 

b. didn’t played 

c. didn’t play 

5. We generally have lunch at 12.30, but yesterday we (have lunch) later.

a. had lunch 

b. had had lunch 

c. have lunched 

6. The Frasers live in four-room apartment, but last year they (live) in a small house in the country.

a. did live 

b. were living 

c. lived 

7. I (get) to the market myself last time, but now I don’t remember how to get there.

a. goted 

b. got 

c. getted 

8. Jack (try) to remember what he had done last April.

a. tried    b. tryed 

c. was tried 

9. Looking through the paper, the teacher (find) several mistakes.

a. finded 

b. founded 

c. found 

10. Helen (prefer) tea to coffee.

a. prefered 

b. preffered 

c. preferred 

Variant №2

Choose the correct alternative a, b or c:

1. Don’t worry about your letter. I (send) it the day before yesterday.

a. sent 

b. sended 

c. have sent 

2. My husband (work) in the bank for three years since 1990 to 1993.

a. was worked 

b. had worked 

3. c. worked 

4. We (not/have) a holiday last year.

a. didn’t have 

b. haven’t had 

c. haven’t had 

5. Which question is in the Simple Past?

a. Have you seen her? 

b. Did you see her? 

c. Did you saw her? 

6. In which sentence is the Simple Past used correctly?

a. The hotel room were very nice. 

b. The hotel room was very nice. 

7. Which sentence is in the Simple Past?

a. She reads a book. 

b. She read a book. 

c. She has read a book. 

8. Which word is a correct past simple verb?

a.  taked 
b. made 

c. studyed  

9. Where can you write the word went?
a.  We ____ to France next week.   [image: image5.png]



b. We ____ to France every year.   [image: image6.png]



c. We ____ France last month.   [image: image7.png]



10. What time did you ____ lunch?

a. haved  
b. have 

c.  had  

11. Which sentence is correct?

a.  Sally didn’t got my email.  
b. Tom didn’t met Anna. 
c. We didn’t go out last night.   
Variant №3

Choose the correct alternative:

1. Which question is NOT correct?

a. Did you like the gift? 
b.  What time you did arrive?   [image: image8.png]



c. Where did your parents meet?   [image: image9.png]



2. We ________(be) very happy together.

a. was 

b. are 

c. were 

3. We always _________ (cook) together.

a. cook 

b. cooked 

4. They ____(sing) a few songs together.

a. songed 

b. sing 

c. song 

5. Emily and Edward  _____(meet) in Paris.

a. meet 

b. meeted 

c. met 

6. You  ________(give) me all the books yesterday.

a. given 

b. gave 

c. give 

7. Peter ______(change) his name many years ago.

a. change 

b. changed 

8. We ____(have) a lot of friends there

a. had 

b. have 

9. She _____(plan) to come, but she ____(have) some problems.

a. planed, had 

b. planed, have 

c. plan, have 

10. I ____(visit) Germany the previous week.

a. visited 

b. visit 

TEST 3.

Future Simple

 Open the brackets using the verbs in Future Simple

1. I want to get a medical checkup. I (to go) to my doctor tomorrow. 2, He (to give) me a complete examination. 3. The nurse (to lead) me into one of the examination rooms. 4. I (to take) off my clothes and (to put) on a hospital gown. 5. Dr. Setton (to come) in, (to shake) my hand, and (to say) “hello”. 6. I (to stand) on his scale so he can measure my height and my weight. 7. He (to take) my pulse. 8. Then he (to take) my blood pressure. 9. After he takes my blood pressure, he (to take) some blood for a blood analysis. 10. He (to examine) my eyes, ears, nose and throat. 11. __ (to listen) to my heart with a stethoscope. 12. Then he (to take) a chest X-ray and (to do) a cardiogram (EKG). 13. After the checkup I (to go) home and (to wait) for Dr. Setton’s call. 14. Dr. Setton (to call) me tomorrow afternoon and (to say) to me: “Stop worrying! Your blood analysis is excellent.” He is a very good doctor.
Open the brackets using the verbs in Present Simple or Future Simple

1. My grandmother is superstitious. She always says to me: "If you (to spill) salt, you should throw a little salt over your left shoulder. If you (not to do) this, you (to have) bad luck. If you break a mirror, you (to have) bad luck for seven years." 2. I (not to speak) to him until he (to apologize). 3. Peter (to introduce) us to his friends as soon as we (to meet) them. 4. We (to go) to the station to meet Sergei when he (to come) to St. Petersburg. 5. Don't go away until mother (to come) back. Give her the note as soon as she (to come). 6. You (to go) to the library with us? — No, I .... I (to stay) here and (to help) Jane with her grammar. I (to come) to the library after I (to finish). 7. Ring me up before you (to come). 8. I (to speak) to Mary if I (to see) her today. 9. If you (to ask) me a difficult question, I (to be) nervous. If I (to be) nervous, I (to make) a mistake. If I (to make) a mistake, the other students (to laugh) at me. If the other students (to laugh) at me, I (to be) embarrassed. And if I (to be) embarrassed, I (to cry). So please don't ask me a difficult question!
TEST 4.

Present Continuous

Variant №1

Choose the correct alternative a, b or c:

1. We _______ making sandwiches.

a. is 

b. am 

c. are 

2. I _______ sending a text message.

a. am    b. is     c. are 

3. Tom _______ cleaning the shop.

a. am    b. is     c. are 

4. They _______ doing an exercise.

a. is 

b. are 

c. am 

5. The teacher _______ checking the homework.

a. am 

b. is 

c. are 

6. My friends _______ watching a new DVD.

a. are 

b. is 

c. am 

7. Which sentence is in the Present Progressive?

a. I'am reading a comic now. 

b. I am reading a comic now. 

c. I reading a comic now. 

8. Which sentence is in the Present Progressive?

a. He has read a book. 

b. He is reading a book. 

c. He reads a book. 

d. He is going to read a book. 

9. In which sentence is the Present Progressive used correctly?

a. Andrew are washing the dishes. 

b. Andrew am washing the dishes. 

c. Andrew is washing the dishes. 

10. Which negative sentence is in the Present Progressive?

a. Eric is not doing his homework. 

b. Eric is not do his homework. 

c. Eric does not doing his homework. 
Variant №2

Choose the correct alternative:

1. Which negative sentence is in the Present Progressive?

a. We aren't write a test 

b. We aren't writing a test. 

c. We don't writing a test. 

2. Which question is in the Present Progressive?

a. Is he singing in the bathroom? 

b. Singing he in the bathroom? 

c. Does he sing in the bathroom? 

3. Which sentence is in the Present Progressive?

a. He is reading. 

b. He was reading. 

4. Which sentence is in the Present Progressive?

a. He does not riding. 

b. He can't riding on the horse. 

c. He isn't riding on the horse. 

5. Which negative sentence is in the Present Progressive?

a. Stephen is not polishing the car. 

b. Stephen polishing not the car. 

c. Stephen is polishing not the car. 

6. In which sentence is the Present Progressive formed correctly?

a. Jane and Frank is running after the dog. 

b. Jane and Frank am running after the dog. 

c. Jane and Frank are running after the dog. 

7. Which question is in the Present Progressive?

a. Have you sending text messages? 

b. Are you sending text messages? 

c. s you sending text messages? 

8. I am _______ a sandwich now.

a. eats 

b. eating 

c. eat 

9. I am busy right now. I _______ breakfast.

a. am have 

b. have 

c. having 

d. am having 

10. My daughter _________ studying English at Istanbul University.

a. is     b. does    c. do 

Variant №3

Choose the correct alternative:

1. _____ you waiting for a bus?

a. Does     b. Is     c. Are     d. Do 

2. We ________ enjoying our holiday here so much.

a. don't 

b. doesn't 

c. is 

d. are 

3. I ___________ sitting down at the moment.

a. are not     b. am not     c. is     d. don't 

4. Don't disturb him. He __________.

a. is sleep 

b. sleeps 

c. is sleeping 

d. sleep 

5. They are ___________ their coats..

a. not 

b. put on 

c. putting on 

6. He _______________ history.
a. is studing 

b. is studiing 

c. is studying 

7. He_______________ with his friends.
a. is plaiing 

b. is plaing 

c. is playing 

8. He ____________ TV.
a. is watching 

b.  waching 

c. is whatching 

9. He ____________ .
a. is sleeping 
b. is sliping 

10. He ______________ on his clothes.
a. is puting
b. puting 

c. is putting 

TEST 5. 

Past Continuous

Variant №1

Choose the correct alternative a, b, c or d:

1. When I arrived, Tom (lie) on the sofa and (speak) over the phone.
a. was liing, speaking 

b. was liing, was speaking 

c. lied, spoke 

d. was lying, was speaking 

2. The police caught Dan when he (rob) a shop.
a. has robbed 

b. robed 

c. was robbing 

d. was robing 

3. He couldn’t speak because he (die) of laughtеr.
a. was dying   b. had died   c. was diing   d. were dying 

4. What you (do) between one and two? I phoned you several times. - I (play) the piano and heard nothing.
a. were you doing, was playing 

b. will you do, ’ll play 

c. are you doing, am playing 

d. was you doing, was playing 

5. When I got up that morning, the sun (shine) brightly and the birds (sing).
a. was shining, were singing 

b. shone, sang 

c. were shining, was singing 

6. When you rang me yesterday, I (have) a bath.
a. had 

b. were having 

c. was having 

d. had had 

7. Somebody stole the money from Dad’s pocket while he (sleep).
a. was sleeping 

b. slept 

c. were sleeping 

8. I (sit) by the window when I heard the noise.
a. sitted   b. sat   c. was sitting 

9. Just as Tom (cross) the street, a car came round the corner.
a. crossed 

b. was crossing 

c. were crossing 

10. At six o’clock I (wait) for Jennie at the station.
a. wait   b. am waiting   c. will wait 

Variant №2

Choose the correct alternative a, b or c:

1. On coming up to the house I saw a man who (try) to unlock the door by force.
a. was trying 

b. tried 

2. The student (reply) to the question when the headmistress came in.
a. was repliing 

b. was replying 

c. had replied 

3. I saw a light in your window as I (pass) by.
a. passed 

b. was passing 

c. had passed 

4. While my son (wait) for my call, somebody knocked at the door.
a. had waited 

b. was waiting 

c. waited 

5. We (just/talk) about him when he suddenly (come) in.
a. were just talking, came 

b. were just talking, was coming 

c. just were talking, came 

6. Yesterday while Dad (shave), he (cut) himself slightly.
a. was shaving, cut 

b. shaved, cut 

c. was shaving, cutted 

7. Which word CANNOT go in the space?
____ were talking loudly when the teacher came into the room.
a. He  
b. We  
c.  They   

8. Complete the sentence.

Ellen ___ listening when the teacher spoke to her.
a.  were   [image: image10.png]


  b.  was   [image: image11.png]


  c. weren’t 

9. Helen and I ____ looking when we crossed the road.
a.  weren’t 
b.  didn’t  
c. wasn’t  

10. Which question is correct?

a. Where was she living?   [image: image12.png]



b. Where they staying? 
c.  What you were doing? 

Variant №3

Choose the correct alternative a, b or c:

1. Which sentence has the same meaning?
I got into the bath, and then the phone rang.
a.  I had a bath because the phone was ringing.   [image: image13.png]



b. I was having a bath when the phone rang.   [image: image14.png]



c. I was having a bath when the phone was ringing.  

2. I saw Jim at the train station. He ... for his business partner to arrive from NY.

a. was waiting 

b. had been waiting 

c. had waited 

3. I ... a shower when somebody knocked on my door.

a. was having 

b. had 

c. had had 

4. At three o’clock yesterday afternoon they ... at an outdoor café.

a. sat 

b. were sitting 

c. had been sitting 

5. She ... a car, while he ... the guitar.

a. was driving / played 

b. drove / played 

c. was driving / was playing 

6. The sun ... as Mike ... down the country lane.

a. shined / was driving 

b. was shining / was driving 

c. was shining / drove 

7. I ... some paper works when the lights went out.

a. done 

b. was doing 

c. had done 

8. I ... down the street when I ran into an old friend of mine.

a. were walking 

b. was walking 

9. I used my time well while I (wait) ________for my plane - I wrote some emails. 

a. waied 

b. waiting 

c. was waiting 

10. I (not/work) _______when my boss walked in my office.

a. wasn't working 

b. worked           c. work 

Test 6.

Present Perfect
Choose the correct alternative a, b or c:

1. I have been in my room.

a. Have I ever been in my room? 

b. Where have you been? 

c. Have you ever been in my room? 
2. They have not finished their homework yet.

a. They have finished their homework? 

b. Have they finished their homework? 

c. Have they finish their homework? 

3. Yes, he has.

a. Has the waiter bring the tea? 

b. Have the waiter broughts the tea? 

c. Has the waiter brought the tea? 

4. I have heard the song every day.

a. Have you often heard the song? 

b. How often have you heard the song? 

c. How often have you heart the song? 

5. Caron has read 89 pages.
a. How many pages has Caron red? 

b. How many pages has Caron red? 

c. How much pages has Caron read? 

6. I have done it yesterday.

a. Correct

b. Incorrect 

7. I has bought shoes.

a. Correct

b. Incorrect 

8. I have done it yet.

a. Correct 

b. Incorrect 

9. I haven't ever done it.

a. Incorrect 

b. Correct 

10. I haven't done it yet.

a. Incorrect 

b. Correct 

11. I have met her several times.

a. Correct 

b. Incorrect 

12. I haven't seen her recently.

a. Incorrect 

b. Correct 

13. I haven't had time to do it today.

a. Incorrect 

b. Correct 

14. I have ever tried it.

a. Incorrect 

b. Correct 

15. I have yet to do it.

a. Correct 

b. Incorrect 

16. I have never been there.

a. Correct 

b. Incorrect 

17. Since then I ______ my job several time.

a. changed 

b. have changed 

c. has changed 

18. He (to jump) on his knees.
a. is jumping 

b. has jumped 
c. have jumped 
19. We (to rush) into the room.

a. have rushed 
b. is rushed 

c. has rushed 

20. The girl (to speak) at last.

a. is speaking 
b. am speaking 

c. has spoken 
21. I (to imagine)it at once.

a. am imagining 
b. have imagined 

c. has imagined 

22. The women (to be) patient.

a. have been 

b. is being 

c. has been 

23. I (to make) my excuse.

a. have make 

b. has made 

c. have made 

24. The boy (to bounce) upon the chair.

a. has bounced 

b. have bounced 

c. has bounce 

25. Anna ... a good job.

a. finds 

b. has found 

c. founded 

d. have found 

26. ... Paul Simon’s latest record?

a. Did you hear 

b. Have you been hearing 

c. Are you heard 

d. Have you heard 

27. Sorry. I ... one of your glasses.

a. have been breaking 

b. break 

c. broke 

d. have broken 

28. ... you ever ... to London?

a. have / been 

b. has / been 

c. have / were 

d. have / be 

29. I ... not ... him since June.

a. have / seen 

b. have / saw 

c. did / seen 

d. did / see 

30. I haven’t done it ... .

a. since 
b. yet 

c. already 

d. just 

Test 7.

Past Perfect

Choose the correct alternative:
1. Poirot ______ her if Mrs. Ascher ______ any peculiar letters without a proper signature.
a. had asked, had received 

b. asked, had received 

c. asked, received 

d. had asked, received 

2. I thought that Mrs. Fowler ______ us everything.
a. had told 

b. told 

c. was told 

3. The letter ______ just before I ______ back.
a. had come, had arrived 

b. came, had arrived 

c. came, arrived 

d. had come, arrived 

4. She said that Betty ______ anything about her plans and she ______ her in the café that evening.
a. hadn’t said, didn’t see 

b. didn’t say, hadn’t seen 

c. hadn’t said, hadn’t seen 

d. didn’t say, didn’t see 

5. Hardly ______ she ______ these words when a beautiful young lady ______ in the room.
a. had ... said, had appeared 

b. had ... said, appeared 

c. did ... say, had appeared 

d. did ... say, appeared 

6. I ______ that once he ______ a well-known specialist in his field.
a. had known, was 

b. knew, was 

c. had known, had been 

d. knew, had been 

7. He ______ in the house he ______ for himself near the Devon coast.
a. lived, had built 

b. lived, built 

c. had lived, built 

d. had lived, had built 

8. Susan ______ her parents the news only after she and Mike ______ married.
a. told, got 

b. told, had got 

c. had told, got 

d. had told, had got 

9. The telephone on his table ______ and he ______ it up.
a. had rung, had picked 

b. rang, picked 

c. had rung, picked 

d. rang, had picked 

10. He ______ the bill and ______.
a. had paid, left 

b. paid, had left 

c. paid, left 

d. had paid, had left 

11. She ______ a stronger person now than she ______ a few months ago.
a. was, had been
b. had been, was 

12. She ______ on her coat and ______ for a walk.
a. had put, went 

b. put, went 

c. had put, had gone 

d. put, had gone 
13. Hardly ______ raining when a rainbow ______ in the sky.
a. did it stop, appeared 

b. did it stop, had appeared 

c. had it stopped, had appeared 

d. had it stopped, appeared 

14. I was late because I ______ in a jam.
a. stick 

b. had stuck 

c. had stick 

15. My mother was worried because I ______ in touch with her for a long time.
a. haven’t been 

b. wasn’t 

c. hadn’t been 

16. When I got home, the children had already ___ to bed.
a. gone 
b.  went 
c.  going 

17. When I turned on the television, my favourite program _______.
a. had finished nearly 
b. has nearly finished   
c. had nearly finished  
18. We ___ been out long when it started to rain.
a. hadn’t 
b.  had 

c.  weren’t

19. Which sentence has a similar meaning? 
The film started. Then we arrived at the cinema.
a. When we arrived at the cinema, the film had already started.  
b. When we had arrived at the cinema, the film had started.  
c. When we had arrived at the cinema, the film started.   [image: image15.png]



20. Which sentence has a similar meaning? 
Someone stole my phone. Then I found my bag and the phone was not there.
a. When I found my bag, I noticed that someone had stolen my phone.   

b. When I found my bag, I had noticed that someone stole my phone.   [image: image16.png]



c.  When I found my bag, I had noticed that someone had stolen my phone.  

21. I was sure that I ___________ the place before 
a. seen 

b. have seen 

c. had seen 

d. had saw 

22. I needed to know what ______________ to my car
a. had happened 

b. happened 

c. has happened 

d. happens 

23. The film ________________ by the time we got to the cinema.
a. had started 

b. had start 

c. started 

d. has started 

24. Lynne left the restaurant after she ___________________ eating
a. has finished 

b. had finished 

c. finished 

d. had finish 

25. I went to bed after I ___________________ off the television
a. switched 

b. had switch 

c. has switched 

d. had switched 

26. We ___________________ the car for five years when we sold it
a. had have 

b. have had 

c. had had 

d. had 

27. By the time we got there, he _______________
a. had left 

b. has left 

c. have left 

d. left 

28. When I came round in the hospital I realised I ____________________ the car
a. crashed 

b. have crashed 

c. has crashed 

d. had crashed 

29. If I ___________________ to University. I would have studied computers
a. go 

b. had went 

c. had gone 

d. have gone
30. After I ____________________ my homework I watched the TV
a. done 

b. had did 

c. have done 

d. had done 

TEST 8.

Future Perfect

Variant 1
Choose the correct alternative a, b or c:

1. By that time I’ll ______ from the University and will ______ a well-paid job, I hope.
a. have graduated, have got 

b. have graduated, get 

c. graduate, have got 

d. graduate, get 

2. We ______ the camp by 10 o’clock, I believe.
a. reached 

b. were reaching 

c. will have reached 

3. I hope, we ______ half of our way by tomorrow.
a. are driving 

b. ’ll have driven 

c. will have drived 

4. We’ll ______ decorating the room before you get back.
a. have finished 

b. finish 

5. By the end of August we’ll ______.
a. would move 

b. will move 

c. have moved 

6. If we don’t hurry, the party will ______ before we get there. 
a. have finished 

b. finishes 

7. He ______ by Monday, so try to get in touch with him earlier if you really want to speak to him about that.
a. is leaving 

b. will have left 

c. will leave 

8. I hope they ______ this unpleasant episode by the time they meet again. 
a. forget 

b. ‘ll be forgotten 

c. will have forgotten 

9. I hope we will ______ the market research by January.
a. will do 

b. have done 

c. be doing 

d. are doing 

10. By the time I come they ______.
a. will have gone 

b. will be going 

c. will go 
Variant 2

Choose the correct alternative a, b or c:

1. “It is snowing heavily. Have you listened to the weather forecast for tomorrow?” – “I hope it ______ snowing by tomorrow.”
a. will stop 

b. will have stopped 

2. As you ______, he has cut off his beard.
a. are noticing 

b. will notice 

c. will have noticed 

3. Next Thursday, I ______ my present car for exactly 20 years.
a. will be owning 

b. will have owned 

4. Let’s hope the volcanic eruption ______ before we arrive at the island.
a. will finish 

b. finishes 

c. will have finished 

5. By the time you get home I will ______ the house from top to bottom.
a. have cleaned 

b. be cleaning 

c. clean 

6. Before he gets home from school tonight Peter will ______ three bars of chocolate.
a. have eaten 

b. ate 

c. eat 

7. By the time the software goes on sale, the company ______ 5 million dollars on developing it.
a. will spend 

b. will have spent 

c. spent 

8. When you get back, I will ______ the front door.
a. am painting 

b. have painted 

9. John is going to spend a year away from his family in Peru. By the time he sees his children again he ______ what they look like.
a. will be forgetting 

b. will have forgotten 

c. will forget 
10. I am sure you ______ my letter of resignation by now.
a. will be receiving 

b. will have received 

c. receive 

Variant 3. 
1. Sorry, Jake, I ___ late tomorrow, I’m afraid.
a. ’ll be being 
b. ’ll be 
c.  ’ll have been 

2. Which sentence means: When you get home, dinner will be ready to eat?

a. By the time you get home, I’ll have made dinner. 

b. By the time you get home, I’ll be making dinner. 
c. When you get home, I’ll make dinner. 

3. Which sentence means:This time next week, Joyce will no longer be here?

a. This time next week, Joyce will have left 

b. This time next week, Joyce will be leaving 

c. This time next week, Joyce will leave 

4. Which sentence is correct?
I bet the shop ____ of ice cream by the time we get there.
a. will sold out 
b. will be sell out 

c. will have sold out 

5. _________their luggage by the time the taxi comes? 
a. Will they have packed 

b. They will pack 

c. Will they be packing 

d. Will they 

6. By the time you come home you __________ everything I have told you. 
a. have forgotten 

b. will forget 

c. will be forgetting 

d. will have forgotten 

7. By the time Mother comes home Peter _______ all the ice-cream
a. will eat 

b. will have been eating 

c. will have eaten 

d. will be eating 

8. Ted is looking for a job. He is a good worker and I hope that by the end of the month he _______a good job. 
a. will have found 

b. will find 

c. is going to find 

9. Mother has given Sue some pocket money. But she is spending it very quickly. So, by the end of the week she ________ all of it. 
a. will be spending 

b. will spend 

c. will have spent 
10. They __________all the problems by the end of the meeting, I am afraid.
a. won't be settling 

b. won't have settled 

c. won't settle 

TEST 9.

Present Perfect Simple or Present Perfect Continuous
Complete the sentences with the correct form of the verb in brackets using the Present Perfect or Present Perfect Continuous tenses.

1.___________________ (you / buy) your train ticket yet? 

2.The kitchen is a complete mess! What ___________________ (the children / do)? 

3.Julie ___________________ (learn) to drive for six years! 

4.Amanda ___________________ (already / have) lunch, so she’ll meet us later. 

5.How much coffee ___________________ (she / drink) this morning? 

6.Simon ___________________ (write) three books. 

7.I ___________________ (do) everything I needed to do today! Hurray! 

8.It ___________________ (not / rain) all summer, so  the garden is dead. 

9.I ___________________ (read) your book. Here it is, thank you. 

10.She ___________________ (forget) how to get to my house. 

11.I ___________________ (work) in the garden all day and I need a rest. 

12.She ___________________ (make) three cakes. They look delicious! 

13.David feels great these days. He ___________________ (get) up early lately. 

14.We ___________________ (always / hate) rush hour traffic. 

15.Recently, I ___________________ (study) a lot. My exams are in a few weeks. 

16.We ___________________ (write) this book for months and months. 

17. I ___________________ (always / love) chocolate. 

18. I ___________________ (want) to go back to university for a long time. 

19.What’s that delicious smell? ___________________ (you / cook)? 

20.I ___________________ (watch) seven films this week! 

TEST 10.

Past Perfect Continuous
Complete the sentences with the correct form of the verb in brackets using the past perfect continuous positive:

1. I ______________________ (work) all day, so I didn’t want to go out.

2. She ______________________ (sleep) for ten hours when I woke her.

3. They _________________________ (live) in Beijing for three years when  he lost his job.

4. When we met, you _______________________________ (work) at that company for six months.

5. We ___________________________(eat) all day, so we felt a bit ill.

6. He was red in the face because he ________________________ (run).

7. It _______________________________ (rain), and the road was covered in water.

8. I was really tired because I ___________________________ (study).

9. We _______________________________ (go) out for three years when we got married.

10. It _______________________________ (snow) for three days.

TEST 11.

Direct / Indirect Speech

Change the following sentences into indirect speech.

1. Mr West said, "I am very tired". 

2. He said, "I am flying to Rome tomorrow", 

3. George said, "I have lived in this village all my life" 

4. Peter said to me Ί can't go out with you because I am not feeling well". 

5. Helen said to me, "I hope you have enjoyed yourself" 

6. She said, "I have been to Paris many times" 

7. Jane said, "I want to study medicine, father". 

8. Her friend said, "You are wrong, Mary". 

9. He said to me, "I saw your friend a the cinema yesterday", 

10. She said to him "I called you up but you didn't answer an hour ago"
11. The teacher said to me, "write your name on this paper." 

12. He said to me, "Wait for me here". 

13. He said to them "Don't go out alone". 

14. He said to me, "Type this letter immediately," 

15. Peter said to Tom, "Don't do it again". 

16. The students said, "We may be a little late". 

17. The teacher said, "You must answer this question in 5 seconds" 

18. He said, "I can't stay out very late" 

19. My mother said to me, "You ought to be more careful". 

20. I said to them, "Don't write on your desks".
TEST 12.

Conditionals

Exercise 1:  Complete the sentences with the correct form of the verbs in brackets using the Present Simple and Future Simple tenses.

1. If we ……………………… (come) to the party, you    …….…….(have) fun. 

2. If the weather …………(be) good, we …………….. (go) for a picnic.

3. If you …………………..(eat) a lot of sweets, you ……………… (get) fat. 

4. If she ……………. (call), I ………………(tell) her to come back earlier. 

5. If Mary ……………….. (not/ study), she ……………….(not pass) the exam.

6. If it …………………….. (rain), we ……………….(stay) at home. 

7. If you ………… (do) your homework now, we ………..(go) to the park later. 

8. If I ……………….(buy) the book, I …………….(lend) it to you. 

9. If we ……………….(not / leave) now, we ……………(miss) the bus. 

10. If we ……...(miss) the bus, we ………………(be) late. 

Exercise 2:  Second Conditionals: Complete the sentences with the correct form of the verbs in brackets.
1. If I _________________ (be) you, I _________________ (get) a new job.

2. If he _________________ (be) younger, he ____________ (travel) more.

3. If we _____________ (not / be) friends, I ______________ (be) angry with you.

4. If I ___________ (have) enough money, I _______________ (buy) a big house.

5. If she ____________ (not / be) always so late, she ___________(be) promoted.

6. If we ______________ (win) the lottery, we ___________ (travel) the world.

7. If you ________ (have) a better job, we ___________ (be) able to buy a new car

8. If I ___________ (speak) perfect English, I _________(have) a good job.

9. If we _________ (live) in Mexico, I __________ (speak) Spanish.

10. If she ________ (pass) the exam, she __________ (be) able to enter university.

Exercise 3:  Third Conditionals: Complete the sentences with the correct form of the verbs in brackets.
1. Simon woke up late and was 30 minutes late for work. If he​​​________ (wake up) early, he​​_________________(not/be) late for work.

2. I stayed at home yesterday because of the rain. If it _____________(not/rain), I _____________(go out).

3. The tennis player didn't train at all, but he still won the match. If he __________(not/be) so talented, he ________________(not/win).

4. I was almost ready to start looking for another job, but then my boss gave me a promotion. If he _____________(not/give) me a promotion, I ____________(look) for another job.

5. James won the lottery, so he didn't need to work anymore. He ___________(not/quit) his job if he ______________(not/win) the lottery.

6. Debbie was at the party, but I don't think she saw me. If she ________(see) me, she _____________(say) hello.

7. I thought the meeting was at 9am, not 8am. I __________(not/be) late if I ________________(know) what time it started.

8. Mike failed his university exams. If he ___________-(study) harder, he _____________(pass) them.

TEST 13. 

Passive Voice

 1. Open the brackets using the corresponding form of the Passive Voice:
Simple Present Passive
1. English (teach) in this school. 

2. The room (clean) every day. 

3. A party (give) every Saturday. 

4. This magazine (publish) every month. 

5. The letters (deliver) every morning. 

6. English (speak) in many countries. 

7. These buildings (paint) every year. 

8. Smoking (not permit) here. I 

9. This exhibition (hold) every year. 

10. Our compositions (correct) every day. 

Simple Past Passive
1. This book (write) by a famous artist. 

2. The books (return) to the library. 

3. A bank (rob) yesterday. 

4. The lost dog (find) last night. 

5. My house (build) in 1960. 

6. She (send) to a school in England. 

7. We (invite) to a party yesterday. 

8. This road (repair) last year. 

9. My car (steal) last week. 

10. Hamlet (write) by Shakespeare.
Present Perfect Passive
1. This exercise (write) mar 

2. The child (take) to hospital. 

3. The novel (translate) into German. 

4. Many magazines (publish) lately. 

5. All the work (finish). 

6. Many new theatres (build) recently. 

7. His car (sell) already. 

8. My friend (not invite) to the reception. 

9. Your question (answer) already. 

10. A good job (offer) to me. 

Future Passive
1. These letters (sign) tomorrow 

2. This bank (paint) next week 

3. The lesson (finish) in 5 minutes 

4. The shops (close) tomorrow 

5. It (do) by Helen 

6. A car race (hold) next month 

7. His crime (punish) 

8. All students (examine) by me 

9. His arrival (announce) tomorrow 

10. Our order (cancel).

Task 2. Turn the following sentences into the Active Voice.

1. "Murder on the Nile" was written by Agatha Christie. 

2. Everything has been written down. 

3. Electricity was discovered by Thomas Edisson. 

4. A new law will be introduced by the government. 

5. A message has been left for you. 

6. The building has been destroy0d by the flood. 

7. John Kennedy was assassinated in Dallas. 

8. All the reports are typed by the Secretary. 

9. My bicycle is being repaired now. 

10. She was being interviewed when I entered. 

11. The National Bank was robbed by three masked men. 

12. This novel is being translated now. 

13. The answer to this question must be found. 

14. By whom has it been rewritten? 

15. All the rooms must be cleaned. 

16. I will not be allowed to go alone. 

17. No time must be lost. 

18. He must not be seen by anybody. 

19. Who was my purse stolen by? 

20. Thousands of books have been published since the war. 

TEST 14.

Gerund or Infinitive

Task 1. Complete the sentences with the correct form of the infinitive or gerund.

1) A lot of people are worried about _______their jobs. (lose)

2) He agreed _______ a new car. (buy)

3) The question is easy _______ (answer)

4) Not everybody can afford _______ to university. (go)

5) I look forward to _______ you at the weekend. (see)

6) Are you thinking of _______ London? (visit)

7) He apologized for _______ so late. (arrive)

8) Stop _______ noise, please; I’m studying. (make)

9) She doesn't mind _______ the night shift. (work)

10) I learned ______ the bike at the age of 5.(ride)
Task 2. Complete the sentences with the correct form of the infinitive or gerund.

1) We decided _______ a new car. (buy)

2) I regret _______ you we won’t lend you the money. (tell)

3) Peter gave up _______.(smoke)

4) He'd like _______ an aeroplane.(fly)

5) I enjoy _______ picture postcards. (write)

6) He offered _______ help with the cleaning. (help)

7) Avoid _______ silly mistakes.(make)

8) My parents wanted me _______ home at 11 o'clock. (be)

9) I dream about _______ a big house. (build)

10) He advised me _______ so much money. (not spend)

TEST 15.

Modal Verbs

 Task 1. Fill in the blanks using MUST, MUSTN’T, DON’T HAVE TO, SHOULD, SHOULDN’T, MIGHT, CAN, CAN’T ! 
1. Rose and Ted ________ be good players. They have won hundreds of cups ! 

2. You _________________ pay to use the library. It’s free. 

3. I’m not sure where my wife is at the moment. She ___ be at her dance class. 

4. Jerry _________________ be working today. He never works on Sundays. 

5. You _________________ be 18 to see that film. 

6. You _________________ hear this story. It’s very funny. 

7. Dad _________ go and see a doctor. His cough is getting worse all the time. 

8. You don’t have to shout. I _________________ hear you very well. 

9. It ___________be him. I saw him a week ago, and he didn’t look like that. 

10. You look pretty tired. I think you ___________ go to bed early tonight. 

11. Let me look. I _________________ be able to help you. 

12. “Children, you _________________ cross the street if the lights are red !” 

13. You _________________ sit so near the TV. It’s bad for your eyes. 

14. I’m sorry but I _________ give you a lift because my car is broken. 

15. I _________________ stop and talk to you now. I have to get to the library. 

16. You really ___________ go to the Louvre if you’re in Paris. It’s wonderful. 

17. You _________________ come to the party if you don’t feel well. 

18. I don’t know where Kelly is. She _________________ be at her sister’s . 

19. You have passed all your tests. You _______ be very pleased with yourself. 

20. You ________ smoke in your car, especially if there are children sitting in the back. 

VOCABULARY

Nouns

account – рахунок (банківський); стаття бухгалтерської звітності; фінансовий (бухгалтерський) звіт
accounts –фінансова (бухгалтерська) звітність; бухгалтерські книги; бюджет (підприємства, держави)
accounting (syn. bookkeeping)– бухгалтерський облік
activity (activities) –діяльність
administration –адміністрація, керівництво
appliance –апарат, прилад, пристрій
auditor –аудитор, контролер звітності
assistant –помічник, асистент
branch –філія, відділення; галузь
colleague –колега, співробітник (в одній установі)

department –відділ
development – розвиток, розширення; будівництво
director –директор, член ради директорів, член правління
distribution –розподіл, розповсюдження

division –відділ

downtown– діловий район, ділова частина міста, бізнес-центр

employee –працівник, службовець

employer –роботодавець

employment –служба; зайнятість, працевлаштування

engineer–інженер, конструктор, механік

equipment –обладнання, устаткування, техніка

finance –фінанси, доходи; фінансова справа; фінансова система; фінансування; грошові відносини
headquarters (syn. head office)– головний офіс, штаб-квартира
industry –промисловість, індустрія; промислова галузь
introduction –впровадження; представлення, знайомство
journey (syn. trip) –поїздка, подорож
marketing –торгівля, маркетинг
nationality –громадянство
objective (syn. aim, goal) –мета, завдання
payroll – платіжна відомість, фонд заробітної плати; робітники та службовці (працівники, що отримують заробітну плату на даному підприємстві, у даній бюджетній установі і т. п.)

personnel –персонал, штат, кадри
production –виробництво; видобуток; продуктивність
property –майно, власність
responsibility –відповідальність; обов’язок
sale–продаж, збут (sales– обсяг продажу, товарообіг)

solution –рішення, метод рішення

statement – (офіційний) звіт (напр., щодо стану банківського рахунка, результату господарської діяльності); бюлетень

subsidiary –філія, дочірнє підприємство

team –група; бригада, колектив

trade –торгівля, комерція; виробнича діяльність

traffic –дорожній рух, транспорт

trip –поїздка, подорож, рейс

unemployment –безробіття
Word combinations

accounting operation –облікова операція
banking operation –банківська операція
business card –візитна картка
chief executive officer (CEO) –головний виконавчий директор (керівник, відповідальний за основну частину поточної діяльності корпорації івиконання рішень ради директорів, при цьому також часто займає посаду голови ради директорів, президента, заступника голови ради і т.п.), генеральний директор
chief information officer (CIO) – головний менеджер з інформатизації, директор з інформаційних технологій (керівник, відповідальний за придбання і впровадження новітніх технологій, керування інформаційними ресурсами); ІТ-директор, директор департаменту інформаційних технологій, заступник генерального директора з ІТ
chief operating officer (COO) – головний операційний директор (керівник, відповідальний за повсякденні операції і поточну діяльність корпорації; підзвітний головному виконавчомудиректору і зазвичай (але необов’язково) входить до ради директорів; як правило, єпрезидентом або віце-президентом компанії), виконавчий директор
construction business – будівельна справа
deputy managing director – заступник виконавчого директора
foreign visitor – іноземний відвідувач, гість
on the way to… – по дорозі/прямуючи кудись
product manager –начальник виробництва; менеджер з продукції; керівник, відповідальний за конструювання, виробництво і реалізацію виробу; бренд-менеджер
public relations officer – співробітник або службовець відділу інформації, співробітник відділу із зв’язків із громадськістю
reception desk – приймальня, реєстрація
research and development – науково-дослідна та проектно-конструкторська робота
retail store – магазин роздрібної торгівлі, крамниця
sales representative – торговий представник
seniormanagement – вище керівництво, вища адміністрація, вищий рівень керівництва (професійні керівники компанії, що приймають стратегічніі довгостроковірішення; цей рівень включає головного виконавчого директора або президента компанії)
supply chain – канал поставок, мережа постачальників

technical director – технічний директор

vice president – віце-президент, заступник президента

Verbs

develop – розвивати(ся), розширювати(ся)

employ – давати роботу, наймати; тримати на службі
finance – фінансувати, асигнувати, вкладати гроші, виділяти кошти; займатися фінансовими операціями
greet – вітати

introduce – знайомити, рекомендувати (когось); впроваджувати, засновувати; ввозити (товари)

oversee (syn. to supervise) – слідкувати, наглядати (за чимось)

produce (syn. to manufacture) – виробляти, випускати, виготовляти
run – керувати; вести (справу, підприємство і т.п.)

sell – продавати, торгувати

solve– вирішувати, розв’язувати (проблему, питання і т.п.); знаходити вихід

Verb phrases

be (work) in a business  працювати в якій-небудь галузі
be good/bad at smth/doing smth –добре/погано розумітися на чомусь, вміти щось робити
be in charge of – завідувати, керувати
be (go) on vacation – бути у відпустці, на канікулах
be responsible for – бути відповідальним за щось
be responsible to (syn. to report to) – звітувати перед кимось
earn/make a living – заробляти собі на життя
have an appointment with/to see– мати призначену зустріч з
work as – працювати на якійсь посаді

work for a company – працювати в компанії
Adjectives, adverbs

annual(-ly) – щорічний, річний; щорічно
daily (syn. day-to-day) – щоденний, повсякденний; щоденно
downtown – у центрі, у діловій частиніміста

financial– фінансовий, грошовий

formal– офіційний

informal– неформальний, неофіційний

international – міжнародний

monthly – щомісячний; щомісяця

private –приватний

Phrase bank

How are you (doing)? –Як справи?

How do you do? –Здрастуйте
How do you get there? –Як туди дістатися?

How far is it? – Наскільки це далеко? На якій відстані це знаходиться?
How long does it take you to…? –Скільки часу вам потрібно, щоб... ?
I don’t think we’ve met. –/ Гадаю, ми раніше не зустрічались; Не думаю, що ми знайомі
It’s nice/Great to see you again – Приємно знов бачити вас
Let me introduce myself– Дозвольте відрекомендуватися
Let me introduce you to…–  Дозвольте відрекомендувати вам...

Nice/Good/Pleasure to meet you. – Приємно познайомитися
Welcome to… – Ласкаво просимо до...

What are you in charge of? – Які ваші обов’язки?

What are you responsible for? – Які ваші обов’язки?

What do you do for a living? – Ким ви працюєте?

What do you do? – Ким ви працюєте?

What is your position in the company? – Яку посаду в компанії ви займаєте?
What nationality are you? – Яке ваше громадянство?

Where do you come from? (=Where are you from?) – Відкіля ви родом?

Who are you responsible to?–  Хто ваш керівник?
Who do you report to? – Хто ваш керівник?
Who do you work for? – В якій компанії ви працюєте?

Countries and nationalities

Brazil –Brazilian

China – Chinese

France – French

Germany –German

Great Britain – British

Italy – Italian

Japan – Japanese

Korea – Korean

Norway – Norwegian

Sweden – Swedish

Switzerland – Swiss

Taiwan – Taiwanese

the Netherlands (Holland) –Dutch

theUSA–American
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