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BBEJIEHUE

B coBpeMeHHOM MUpE SI3BIK JIEJI0BOrO OOLIEHUS] HEU3MEHHO COIpPO-
BOXXJIaeT HAaC MOBCIOMY. Mbl UCMOJB3yeM €ro He TOJbKO Ha paboTe, HO U
KOIa XOIMM B Mara3uH, 3aliChiBacMCs Ha MPUEM K Bpady WM 3aKa3bl-
BaeM OuieT Ha caMoJiET. JlestoBoe 00leHre MPOYHO YKPEMWIOCh B Halllel
>KWU3HU, a €ro pa3HO0Opa3Hbie BUIbI U (DOPMbI aKTUBHO PA3BUBAIOTCSI.

AHTJIMICKUN SI3bIK SIBJISIETCSI SI3BIKOM MEXTYHApPOIHOTO OOIIEHUSI.
WM monb3yloTcsd JIOAU Pa3HBIX HAUMOHAIBHOCTEW: IS YETBIPEXCOT
MUWJIJIMOHOB YEJIOBEK Ha IUIAHETE OH SIBJISIETCS POJAHBIM, MOJTOPA MUJLJIU-
apla 4YeJoBeK BIAJCIOT UM B Pa3HOU CTENEHHU, U €11e MUAJUTUAP U3y4YaeT
ero. JlesoBoil aHMIUIACKUI S3bIK MPEACTABIsIET COO0N 0COOYIO OTpACIb,
KOTOpasi UCIOJIb3yeTcsl B cpepe npodeccuoHalbHON KOMMYHUKALIMU U
B Pa3JIMYHBIX IEJIOBBIX CUTYaLIUSIX. DTO MOIpa3yMeBaeT BJaJeHUE CTel-
AJTM3UPOBAHHBIM CJIOBAPEM, KOTOPBII HECKOJBKO IIMPE, YEM TOT, KOTO-
DPBIM MbI TTOJI3YEMCS TIPU €XKEeTHEBHOM OBITOBOM OOIIEHUU.

Kpome TOro, mockosibKy peub UIAET O MEXIYHAPOJHOM OOIIEHUH,
HEOOXOJMMO YYUTBIBATh KyJBTYpPHbIE TPaIULUU U LIEHHOCTU, a TaKXe
npaBuJja MOBEACHUS, MPUHSATHIE B CTpaHe MHOCTPAHHOIO cobecenqHuKa
WJIU JEJIOBOTO MapTHepA.

M3ydeHue npaBui U aceKTOB AEJIOBOrO OOIEHUS TOMOTaeT B hop-
MUPOBAaHUY KOMIETEHIMI OYIyIIUX JUHIBUCTOB U MEPEeBOTYMKOB, KO-
TOPBIM HEOOXOAMMO HE TOJBKO BJIA/IETh HABBIKAMU JIEJIOBOTO OOIICHUSI,
HO U YMETb OPUEHTUPOBATHCS B S3BIKOBOW Cpelle, YYUTHIBATh JIUHIBO-
KYJBTYPOJIOTUYECKNEe OCOOEHHOCTU, a TaKKe OCYILECTBISITh TPaMOTHOE
TMOCPEIHUYECTBO B YCIOBUAX MEXKYJIBTYPHOM KOMMYHUKALIH.

Llenbio HacTOSIIETO Y4eOHO-METOAUYECKOTO MOCOOUS SIBIISETCS
(opmupoBaHue U pa3BUTUE KOMMYHUKATUBHO-PEUEBbIX YMEHUIN U Ha-
BBIKOB JIEJIOBOTO OOIIEHUs HAa aHTJIMICKOM $I3bIKE B Mpoliecce rnpodec-
CUOHAJIbHOW KOMMYHMKAIIUU U B3aUMOJECTBUS [IJIs1 pEIIeHUs TTOCTaB-
JIEHHBIX 33J1a4 B KOHKPETHOI peueBOi CUTYaLIUU.

[locobue mnpemnaraeT K M3YyYEHUIO CJEAYIOLIME BUAbI AEIOBOIO
oOlleHUS: AesoBas Mepemnucka, BeAeHHWe TeJIe()OHHBIX IMEePEroBOpPOB,
MPOXOXACHUE cOOeceJOBaHUS U COCTABJIEHUE pe3loMe, AeJ0Basl BCTpe-
ya, JIeJI0Bas I0e3[Ka, MPe3eHTAUus U JeJIOBbIe NEPEroBophl. Kaxapii
naparpad noapasaessieTcss Ha HECKOJIbKO MYHKTOB, B KOTOPBIX MPUBO-
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IUTCS OoJiee meTajabHasl KilacCH(UKAILIMSI KaXKIOTO U3 MEePEeUNCICHHBIX
BUIIOB JEJIOBOM KOMMYHMKAIMU. TeopeTH4ecKuii MaTepuai pasiesioB
COITPOBOXKIAaeTCsl HOBOM JIGKCMKOM 1O TeMme, MpeACTaBICHbI 3alaHus 1
TPEHUPOBOYHBIC YIIpaXHEHMS. [ 3aKpeTuieHUsT M3yIeHHOTO MaTeph-
ajia B TOCOOMHM MpeIaratoTcsl CUTYalluy, TIPUOJIMKEHHBIC K PeaIbHbIM,
npejjiaraeMble B HOpMe MOHOJIOTOB, IUAJIOTOB, POJIEBBIX UTP U PELIEHUS
MPOOJIEMHBIX CUTYaIUA.



ITOACHUTEJIBHAS 3AIINCKA

Hacrosiee yaeOHO-MeTOAMYECKOE TOCOOUE SIBJISIETCS YACThIO yueb-
HO-METOANYECKOro KOMILJIeKca Mo AUCLHUTIINHE «S3bIK 1eJI0BOTo 0011ie-
HUs (QHIIMACKMI)» TSI CTYIEHTOB 3-TO Kypca, oOyJaloluxcs 1o Ha-
npaBieHnto moarotoBku 45.03.02 «JIuHrBucTHKA», ipodwib «[lepeBos
W MIEPEBOJIOBEICHUEY .

Ileau u 3adauu ducuunaunvt
Llenv dannoii ducyunaunsl — cHOPMUPOBATH U Pa3BUTh KOMMYHUKa-

TUBHO-pEUYEBble YMEHMST M HAaBBIKU JEJOBOTO OOIIEHUSI Ha aHTJIUCKOM

sI3bIKE B IIpoliecce MpodeccuoHaIbHOM KOMMYHUKAIIMK 1 B3aUMOJIEli-

CTBMSI IUISI PEIICHUS MOCTaBJICHHBIX 3aJay B KOHKPETHOU peueBoil cu-

Tyaluu (IeperoBopbl, Mpe3eHTalluK, OOIIeHUE MO TesetoHy, aeaoBast

rnoe3aKa U JUYHbIE JeJIOBble KOHTaKThl). B Kypce mpeacTaBiaeHbl Bax-

HEHIIMe acmeKThl IeJ0BOTr0 OOIIEHUS: YCTaHOBJICHUE KOHTAaKTOB, Be-

IIeHUe IeJ0BOIM TepenucKu, Oecenbl Mo TeiaedOHY, IUIaHUPOBaHUE U

MpOBeIeHNE BCTPEY, COBCIIAHWII W TIPE3CHTAIMii, a TakKXKe yJacTue

B IIeperoBopax. B rmporpaMmy Kypca BKIIOUEHO pa3BUTHE HABEIKOB pabo-

THI C IeJIOBOI KOPPECITIOHACHIINEH (IeI0BbIe MIMChMa) U TOKYMEHTaIIei

(T1aHbIL, MPOrpaMMBbl, OTYETHI). B paMKax TaHHOTO Kypca CTyJe€HTbI 3Ha-

KOMSITCSI C OCHOBHBIMU TIPEJICTABICHUSMU O JIEJIOBOM 3TUKETE W O Mpa-

BWJIAX MTOBEICHUS B pa3IMYHBIX KOMMYHUKATUBHBIX CUTYaIIUsIX.

3adauu:

1) obecnieyuTh CUTYaTUBHBIN U MPAKTUKO-OPUEHTUPOBAHHBIN XapaKTep
0o0yueHus;

2) cdopMUpOBaTh CUCTEMY 3HAHMIA, MO3BOJISIIONIYIO OPHUEHTUPOBATHCS
B KOMILJIEKCE JIMHTBUCTUIECKUX U KYJIBTYPOJIOTMIECKIX ITPOOJIeM;

3) chopMHUpoOBaTh U Pa3BUTh YMEHUS M HABBIKU COCTABIICHUS U TIepeBOaa
JIeJIOBOI MOKyMeHTauu (TJIaHBI, TIPOTPaMMBI, OTYETHI, KOHTPAKTHI)
IIPY BBIMIOJTHEHNU (DYHKIIMI KyJIBTYPHOTO TIOCPETHNKA;

4) copMUpOBATh U Pa3BUTh YMEHUS M HABBIKK YCTHOTO JCJIOBOTO O0IIIe-
HUS (YCTAaHOBJIEHWE KOHTAKTOB, TIEPETOBOPHI TIO TesiepoHy, ydacTre
B COBEIIAHUSIX, BBICTYITJICHUS, TIPE3EHTAIMM U T.11.) TIPY BHITIOJITHEHU N
(byHKIIMI KYTBTYPHOTO ITOCPETHNKA;

5) COBEpIIEHCTBOBATh 3HAHUSI O KYJBType M3y4yaeMOro sI3bIKa JJIsST Tpe-
JIOTBpalleHUs] HETOHMMaHUsI Ha YPOBHE MEXJIMYHOCTHOTO OOIIEHUS
U B IIpoliecce NMpodecCuoHaIbHOM KOMMYHUKAIIMH.
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Tpebosanusi Kk ypoeHro 0c80eHUsL COOCPIHCAHUS OUCUUNAUHDL
H3yuue dannyro oucyuniumy, cmyoeHm 0oaxiceH
* umemo npedcmasnenue:

— 00 0COOEHHOCTSIX MMCbMEHHO AeJI0BOI peur Ha aHIJIMIICKOM SI3bIKE;

— 00 0COOEHHOCTSIX YCTHOM AEI0BOM peur Ha aHITMICKOM SI3bIKE;

— O IIPUHLIMIIAX JEJIOBOrO 3TUKETA;

* 3HAMb:

— COLMAIbHO-TICUXOJIOTUYECKHE ACTIEKTHI Y IIPUPO/LY IEJIOBOTO OOLLIEHNS;

— JIMHTBOCTMJIMCTUYECKHE OCOOEHHOCTH O(ULIMATIBHO-IEJI0BOI0 CTHIIS
Ha aHIJIMIICKOM SI3bIKE;

— Mpo(eCCUOHATIBHYIO U CITELUANBHYIO JIEKCUKY, TEPMUHOJOTHIO, KITH-
LIMPOBAaHHbIE CJIOBA U BBIPAXKEHUSI, a TAKXKe (POHOBYIO MH(MOPMALIKIO B
00BbeMe, HeOOXOAUMOM JIJISI OCYLIECTBIEHUS JeJI0BO KOMMYHUKALIMM;

* yMemb:

— COCTaBJISITh IEJIOBBIE IMCbMa, OTYEThI, Pe3I0ME U IIPOUYIO JAEJIOBYIO 10-
KYMEHTALIMIO Ha aHIJIMIACKOM SI3bIKE;

— BECTH JIEJIOBYIO Oecely Ha aHTJIMIACKOM SI3bIKE B COOTBETCTBUU C T1O-
CTaBJICHHBIMU 3afauaMM U 1IeJIbIO AeJI0OBOl KOMMYHUKAIIUN;

BECTU IMPE3CHTALIMOHHYIO ACATCIbHOCTD HA AHTJIMIICKOM SA3BIKE,

onpeaessaTh eI KOMMYHUMKAaTUBHOTO BBICKA3bIBAHUS W MCIHOJb30-
BaTb COOTBETCTBYIOIIME JIEKCUYECKUE CIUHUIIbI, TPAMMAaTUYECKUE U
CUHTAKCUYECKHUE CTPYKTYPHI;
— BbIpabaThIBaTh CTPATErMU MOAEIUPOBAHUST CUTYALIMM OOLLIEHMUS;

* UMemb HABbIKU:
— MUCbMEHHOW JIEJIOBOW peuyyr Ha aHTJIMCKOM SI3BIKE;

YCTHOW JIEJIOBOV PEYM HAa AaHIVIMICKOM SI3bIKE;
— BEJCHUS MTPE3CHTALMOHHON NEATEIbHOCTU Ha AHTJIMICKOM $I3bIKE;

OIHOCTOPOHHETO W ABYCTOPOHHETO YCTHOTO MOCIIEA0BATEILHOIO IIe-
peBoja;

— TIPEABOCXUINATH BO3MOXKHBIC CLICHAPUM Pa3BUTHsI COOBITUIA 1 M30eraTh
KOMMYHHUKATHUBHOTO COOSI B TIPOLIeCCEe MEKKYIBTYPHOTO OOIICHMS.

Dopmbl KOHMPOAS U KpUMepUU 0UeHKU
DopMoii TEKYIIEro KOHTPOJISI BBICTYIIAIOT CIIeLIMalIbHbIE JOMAIIHKE
3aIaHUs, a TAKKe MUChbMEHHBIC padoThl. CriemaabHbIe JOMAITHUE 3a1a-
HUSI 3aKJII0YAIOTCS B COCTaBACHUU TUAJIOTOB 1 TPOUTPBIBAHUHU UX B (hop-
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Me poJsieBoIt Urpsl. [IMchbMeHHBIC paOOTHI MPEACTABIISIOT COOOM 3aMaHUs
Ha COCTaBJICHUE JICJIOBBIX ITMCEM, Pe3loMe, OTUETa U TIepeBoa IeJI0BOTO
KoHTpakTa. KpoMe Toro, KOHTpOJIb 3aJaHUil 110 MpeaMeTy Mpearoiara-
€T TIPOBEPKY HABHIKOB YCTHOU peyd B (POpMe MOHOJIOTOB M ITHAJIOTOB.
Takke pPOBOAMTCS TTPOBEpKa HABBIKOB ayIpOBaHUs (ITPOCTYIITIMBaHUE
ayIM03aM1CH 1 BHITIOJTHEHUE YIIPaXKHEHUI ), paOOThI ¢ BUICO (IIPOCMOTP
¥ 00CyXIeHNe), 9TeHUs (YTeHUEe U OOCYKIeHWe TeKCTa) U MMChbMEHHOM
peun (BBITOJIHEHNE TPEHUPOBOYHBIX YITPAXKHEHUIA).

B kauecTBe MTOrOoBOro KOHTPOJIS IO KYpPCY CTYACHTHI BBIITOJHSIOT
WTOTOBBIII TECT B IIEHTpE TECTUPOBaHUS. 3aKpeIuIeHHWE IOJyYeHHBIX
3HAaHUU B (OpMe MPOMEXYTOUHOTO KOHTPOJISI MPEANoIaraeTcsl myTemM
3aMoJIHEHUS MHAUBUIYaIbHOTO yuyeOHoro xXypHana (Learning journal),
B KOTOPOM CTYACHT (PMKCUPYeT MHMOPMAIIIIO, KOTOPYIO OH YCBOWIL.

Huke mpuBomsITCS KpUTEPUM M HOPMBI OIIEHKHU ITPOMEXYTOYHOTO
KOHTPOJI.

1. Ilucomennas paboma — 5 6a1106

= JIeKCUKO-CTUIMCTUYECKAsT MPaBUILHOCTD. 2 0ajuia — CTyIeHTOM
COOJIIOICHBI BCE JICKCUKO-CTWIIMCTUYSCKIE HOPMBI aHTJIMICKOTO SI3bIKa,
JIOMYLIEHO He 0oJiee ABYX OLIMO0K; 1 6amt — CTyAeHTOM COOJIIOEHbI OC-
HOBHBIE JICKCMKO-CTWJIMCTUYECKIE HOPMBI aHTJIMIICKOTO SI3bIKa, JIOITY-
IIEHO OT TPEX A0 IMATU o1nOoK; 0 6amIOB — CTYIEHTOM He COOIIOACHBI
OCHOBHBIC JIEKCUKO-CTHJINCTUIECKIE HOPMBI aHTJIMICKOTO SI3bIKA, I10-
MYLIEHO IIECTh U 0oJiee OLINOOK.

= [pamMmMaTnyeckas MpaBUJILHOCTD. 1 0all — CTYIEHTOM COOTIOACHBI
OCHOBHEBIE TpaMMaTUIECKIIe HOPMBI aHTJIMIICKOTO SI3bIKa, JOMYIIEHO He
Oosiee Tpex oIMO0K; () GAJIOB — CTYAEHTOM HEe COOIIOJEHBI OCHOBHBIE
rpaMMaTUYeCcKe HOPMbI aHIJIMIACKOTO sI3bIKa, MOITYIIEHO YeThIpe U 00-
Jiee OLLIMOKU.

= @opmatbHBIE OCOOCHHOCTH. 2 Oajla — CTYOCHTOM COOJIIOICHBI
Bce (opManbHbie OCOOEHHOCTH O(GOPMIICHUS, OIIMOKU OTCYTCTBYIOT;
1 Gat — CTyIeHTOM COOIIOAEHBI OCHOBHBIE (hOpMaTbHbIE OCOOEHHOCTH
oopmIieHus, TOMYIIEHO OT OAHOI A0 TpEX olMnooK; 0 6aaIoB — CTy-
JIEHTOM He cOOJIIoIeHbBl OCHOBHBIE (hopMaibHbie 0COOEHHOCTH 0(POpM-
JIEHUsI, TOITYIIeHO YeThIpe OIIMOKU 1 OoJiee.



2. Ilepesod denosoeo konmpakma — 5 6a1108

= TouHOCTh TIepeBoa. 2 6aujia — CTYAEHT He TOMYyCKaeT HEMOTUBU-
pPOBaHHBIX A00ABIEHUI WU OMYILIEHUH 3HAUMMOI MH(OpMaUU WU
JOITyCKAeT He3HAUMTEJIbHbIe M3MEHEeHUS; | 0a/uT — CTYICHT JOIycKaeT
HEKOTOPOE KOJMYECTBO J00ABACHUM WM OIYIIEHUI 3HAYMMOI NH(OP-
manuu; 0 6asIoB — CMBICJI UCXOTHOTO TEKCTa MCKaXKEH B 3HAUUTEIbHOI
CTCTICHU.

= JIeKCUKO-CTUIMCTUYECKAsT MPaBUWILHOCTD. 2 0ajuia — CTYIeHTOM
COOJIIOICHBI BCE JICKCUKO-CTIMCTUISCKIE HOPMBI aHTJIMICKOTO SI3bIKa,
JIOMYLIEHO He 0oJiee ABYX OIIMO0K; 1 6ami — CTyAeHTOM COOJIIOEHbI OC-
HOBHBIE JICKCUKO-CTHIIMCTUICCKIIE HOPMBI aHTIIMICKOTO SI3bIKA, TOITY-
IIEHO OT TPEX A0 MATU o1nO0K; 0 6amIOB — CTYIEHTOM HE COOMIOACHBI
OCHOBHBIE JIEKCUKO-CTHJINCTUIECKIE HOPMBI aHTJIMIMCKOTO SI3bIKA, I0-
MYLIEHO IIeCTh U 00Jiee OLINOOK.

= [paMMaTuUecKasi MpaBWILHOCTD. | OallT — CTyIEHTOM COOJIIOIEHBI
OCHOBHBIC TpaMMaTHUYECKHE HOPMBI AHTJIMMCKOTO SI3bIKa, MOITYIIEHO
He 0oJiee TpEX o1nobok; 0 6aaI0B — CTYIEHTOM He COOJIIOIEHBI OCHOB-
HbIE TPaMMAaTUYEeCKHE HOPMBI aHIJIUMCKOTO SI3bIKa, MOIYIIECHO YeThIpe
olmnoOKu 1 6oJee.

3. Mononoe, duanoe — 5 b6annoe

= JlekcuKo-TpaMMaTU4ecKrie 0COOEHHOCTH pevu. 3 Oajia — CTyIeH-
TOM aKTHUBHO MCITOJIb3YeTCs CIOBaph IO MPOMIEHHOM TeMe, COOTIONCHBI
JIEKCHKO-TpaMMaTUIeCKEe HOPMBI aHTJIMIACKOTO SI3bIKa, JOMYIIECHO He
bosiee ABYX OLIMOOK; 2 Oajia — CTYIEHTOM MCIOIb3YeTCsI CJI0Baph I10
MIPOMICHHON TeMe, COOJIONCHBI OCHOBHBIC JIEKCHUKO-TpaMMaTHIECKIE
HOPMBI aHTJIMICKOTO SI3bIKa, TOITYIIEHO OT TPEX IO MIATH OINO0K; 1 Gamt
— CTYICHTOM ITOYTH HE UCTIOJIb3YeTCSI CJI0OBAPh IO IPOIIEHHOM TeMe, CO-
OJIFOIeHBI HEKOTOPBIEC JIEKCMKO-TPaMMaTUUECKEe HOPMBI aHTJIMIICKOTO
SI3BIKa, JTOMYIIEHO OT ISATH 0 BOCHhbMH OIIMOOK; () 0aJUIOB — CTYIEHTOM
HEe UCMOJb3YeTCs CI0Baph 110 MPOMIEHHON TeMe, He COOJIIOAeHbI JIEKCU-
KO-rpaMMaTHYeCKMEe HOPMBI aHTJIMICKOTO S3bIKa, JOMYIIECHO OCBITh U
OoJtee OIIMOOK.

= CobmogeHe KOMMYHUKATUBHOM CUTyallMu. 2 Oajijia — CTYIeHT
COOJIFOIaeT YCIIOBUSI KOMMYHUKATUBHOM CHUTYalluM, MOHOJIOT WJIN IV-
aJIOT COOTBETCTBYIOT CIIcHAapHIO; 1 0ajlil — CTYIEHT COOJTIONACT YCIOBUS
KOMMYHMKATUBHOI CUTyalluM, JOMYIIEHBl He3HAYNTEIbHBIC PACXOXKIC-



HUS co cieHapueM; 0 0alJIoB — CTYIEHT HEe COOJIOIAET YCIOBUS KOM-
MYHHMKATUBHOM CHUTyalllH, JOITYCKACT 3HAYMTEIbHBIC PACXOKICHUS CO
ClieHapreM IIPM COCTaBJISHUU MOHOJIOTa WY AUaIora.

4. Posesas uepa — 10 6ain06

= JlekcuKo-TpaMMaTUiecKre 0COOCHHOCTH pevu. 3 Oajiia — CTyIeH-
TOM aKTHMBHO MCIIOJIb3YeTCs CIOBaph MO MPOMIEHHON TeMe, COOTIONCHBI
JIEKCUKO-TpaMMaTUIECKIEe HOPMBI aHTJIMMCKOTO SI3bIKa, JOMYIIECHO He
OoJiee IBYX OIIMOOK; 2 Oajia — CTYAEHTOM HCIOJb3YeTCs CIOBaph IO
MpOIeHHON TeMe, COOJIIONEHBl OCHOBHBIC JIEKCUKO-TpaMMaTUYECKUE
HOPMBbI aHIJIMIACKOTO SI3bIKa, TOIMYIIEHO OT TPEX 10 MATU OoIn00K; 1 6ayn
— CTYJEHTOM TTOYTH HE UCITOJIb3YeTCs CJIOBAph IO IIPOIiIEHHOM TeMe, CO-
OJIFOIeHBI HEKOTOPBIE JIEKCUKO-IPaMMaTUYECKUEe HOPMBI aHTJIUICKOTO
SI3bIKA, JOMYIIEHO OT MSITH IO BOCBMHU OIMMO0K; () 0aJIJIOB — CTyICHTOM
HE MCIOJIb3YETCs CIIOBAph 10 TTPOIMIEHHOM TeMe, He COOTIONEHbBI JIEKCH -
KO-TpaMMaTUYeCKHEe HOPMBI aHIJIMHACKOIO sI3bIKa, JOMYIIEHO NEBSITh U
Oosiee O1IMOOK.

= CobofeHre KOMMYHUKATUBHOM CUTyallMu. 2 Oajyla — CTYAEHT
CO0JII0IaeT YCJIOBUSI KOMMYHUKATUBHOM CUTYallM, MOHOJOT WIM -
aJIOT COOTBETCTBYIOT CIICHApHIO; 1 0alil — CTYOEHT COOJIOIACT YCIOBUS
KOMMYHHMKATUBHOM CUTyallly, JOMYIIECHBI He3HAYNTEIbHBIC PACXOXKIIE-
HUs co cueHapueM; (0 6aIoB — CTYJIEHT He COOJIIOMAET YCIOBUS KOM-
MYHUKATUBHOM CUTyalllM, HOIYCKAeT 3HAUMTEIbHBIC PACXOXKICHUS CO
ClLIeHapHeM ITPY COCTaBJICHUM MOHOJIOTa UJIU Juajora.

= JIpamMaTtuyeckasi cocTapisionias. 5 0a/ioB — CTyIEHTOM COOJIIO-
JAaeTCsl peaTMCTUIHOCTD ITPOUTPHIBAEMON CUTYalluK, aKTUBHO MCITOJIb-
3YIOTCSI COOTBETCTBYIOIINE MIUMMKA, XKeCTHl 1 MHTOHAIIMOHHAs OKpacKa
BBICKA3bIBaHUIi; 3 Oajula — CTYACHTOM He BCEeraa COOJIIoIaeTCs peau-
CTUYHOCTB ITPOUTPBIBAEMOU CUTYall, WHOTAA MCITOJIb3YIOTCS COOTBET-
CTBYIOIIIE MUMMKA, JKeCThI 1 THTOHAIIMOHHAsI OKpacKa BBICKa3bIBAHWIA,
1 Oamnm — CTYOEHTOM ITOYTH HE COOJIIOMAETCS PEeaTMCTUYHOCTh MPOU-
TPBIBaEMOI CUTyalliK, HEAOCTATOYHO HCIIOJB3YIOTCS MUMUKA, KECTHI
¥ MHTOHAIIMOHHAsI OKpacKa BbICKa3biBaHMIT; () 0a/JTIOB — CTYICHTOM He
co0JII0IaeTCs PeaTuCTUYHOCTh IIPOUTPHIBAEMOI CUTYallMM, HE UCIIOJIb-
3yI0TCSI MUMUKA, XeCThI I MTHTOHALIMOHHAS OKpacKa BRICKAa3bIBAHUIA.



Dopma umoeosoii ammecmauyuu

dopMoii UTOTOBOI aTTecTallny SABJIsIeTCs 3a4eT. OIeHNBaHUE TIPO-
M3BOAMTCS 1O OaJZIbHO-PEMTUHIOBOM 1uKaje. Iy mojaydyeHus 3adéra
CTYICHT JOJDKeH HaOpath 40 6a/toB IO MTOraM IPOXOXIACHMS Kypca.
CyMmMmapHas OolleHKa CKJIaIbIBaeTCs IyTEM CJIOXEHWS W NPUBEICHUS K
cTa 0aJijlaM TeKYIIUX 0aJIJIOB CTYAeHTa 1 0aJIJIOB, HAOPaHHBIX B XOAE UTO-
TOBOTO TecTUpoBaHU. [1pu BEICTaBIeHNHN 0AJIJIOB B OAJUIBHO-PEUTHHTO-
BOM CHUCTEME YYUTBIBAIOTCS CJICMYIOIINE COCTaBJISIONIME: ayauTOpHAs
paborta (BBITTOJIHEHNE YYeOHBIX 3aJaHUi B XOJe ayIUTOPHOTO 3aHATHUS),
BBITIOJIHCHNE CIICIIMABHBIX JOMAITHUX 3aJaHUi 1 TBOpUYECKHUE PaOOTHI
(cocTaBieHHEe MOHOJIOTOB W JIWAJOTOB, IMMCBMEHHBIE PaOOTHI, YCTHBIC
coobiieHus ). Takke Ha OLEHKY BIMSIET CTEeHb JUYHOCTHOIO Y4acTus
CTyI€HTa B KOMaHIHOI paboTe, aKTUBHOE y4aCTUE B IUCKYCCUSIX U B pe-
IIEHWUH ITPOOJIEMHBIX CUTYaIIWIA.



METOJUYECKHUE PEKOMEHIAIIUN
JUIA TIPEITIOJABATEJIA 110 OPTAHU3AIINY
SAHATUN

B Havasie kaxxaoro pasaena JTaHHOTO y4eOHO-METONNYECKOTro MOCo-
Ousl MOMENIEH TJIaH 3aHSTHSI, KOTOPBIA CONEepKUT MHGMOPMALIUIO O LEIU
U3y4YeHUs paszjiesia, CTOSIIINX 3a7a4ax, XoJie MPOBeIeHUS 3aHITUH, a TaK-
K€ 0 3HAHUSIX, YMEHMSIX M HaBBbIKaX, KOTOPbIE JTIOJDKHBI OBITH ChOPMUPO-
BaHbI B pe3yJibTaTe OCBOCHUS pa3aesia.

B xone npenogaBaHus JAHHOW AMCLMIUIMHBI UCTIOJIB3YIOTCS CIIEMY-
1o1111e 00pa3oBaTe/IbHbIE TEXHOJIOTUU:

TpanuuuonHbie MeToIbI 00yueHus1. [IpakTrdecKre ayauTOPHbIE 3aHSI-
THUSI TIPOBOJISITCSI C UCTIOI30BAHUEM HATJISIIHBIX U CJIOBECHBIX METO/IOB
00y4JeHUs.

NurepakTuBHbie dopmbl padoThl. JJaHHbBIe HOPMBI TO3BOJISIOT CMO-
JIeIMPOBATh CUTYAlIUU MTPohecCHOHAaIBbHOT0 O0ILIEHUS B 1€J10BOI cdepe,
YTO AaeT BO3MOXHOCTbh AKTUBU3UPOBATh U Pa3BUTh HABBIKU aHTJIUICKO-
ro s13bIKa AeJIOBOro obleHus. B mocoduu npeaycMoTpeHsbl ciaenyolme
MHTEePaKTUBHbBIE (DOPMBI 3aaHUIA: COCTaBIEHUE MOHOJIOTa (BBICTYTLUIE-
HUE C YCTHBIM COOOLIEHUEM, aHATU3 MPE3eHTAl, y9acTUe B TUCKYC-
CUM U JIP.), COCTABJICHNE TUAIOTOB, POJIEBBIC UTPbHI, PA300P MPOOJEMHBIX
CUTYyalMii, padoTa B IPYIIIaX U BHINOJHEHUE TBOPUYECKUX 3aJaHU.

IIpoGieMHas cuTyamus, WM Keiic-3aaaya. [Ipencrasisier coboif cu-
Tyalulo, OCHOBAHHYIO Ha peajbHbIX WM MaKCHUMaJIbHO MPUOJIUXKEH-
HBIX K pealbHbIM COOBITUSIX. CTYAEHTHI HOJKHBI MTPOAHATU3UPOBAThH
KOHKPETHYIO CUTYyallll0, 0003HAYUTh MPOOJeMYy, 0OCyIUTh BO3MOX-
HbIe TIYTU PElIeHUs U MPEeII0XUTh He MeHee NBYX BapuaHToB. [lasnee
CTYACHTHI B (hopMe Auaiora 03By4MBaloT U OOOCHOBBIBAIOT CBOU UJIEH,
npemjiaras He TOJIbKO PeUIeHue, HO U mpeanosaras JajlbHEHIINi X0/
Pa3BUTHUS COOBITUIA.

Poaesasi urpa. DToT 9TAIl MTPOMEKYTOUYHOTO KOHTPOJISI OLIEHKU TOJTY-
YEHHBIX CTYJEHTOM 3HAHUI OXBATHIBAET BECh MPONUAEHHBIN MO pa3aeiy
matepuai. PosieBasi urpa mo3BoJisieT CTYACHTY 3aKPENUTh MPONAEHHYIO
nHOOpPMALINIO U MPOJEMOHCTPUPOBATh CBOU HABBIKU U YMEHUS, a Mpe-
MOJABATENI0 — OMPEAETUTh (POPMUPOBAHUE Y CTYIEHTOB OOIIMX U TIPO-
(beccroHaNbHBIX KOMIIETEHIIMIA. B Takoil Urpe akTUBU3UPYETCS JIEKCUKa



¥ KJINIIE, HEOOXOMMMBIE IIJIsT OOLICHUS B OMpeneIEHHON KOMMYHHUKA-
TUBHOI CUTYyallUU.

Yueonblii KypHat. 2KypHasl 3amoHSIeTCs] CTYISHTOM WHIUBUIYaTb-
HO MO OKOHYAaHWU M3yYeHUST KaxKIOTro pasmeiia. Takas ¢opMa KOHTPO-
JIS TIO3BOJISIET TIperofaBaTellio CJASIUTh 3a TpolieccoM (hopMUpPOBaHUS
npodeCcCUOHATBLHBIX KOMITETEHIINI M 00BEMOM TTOJIYUEHHBIX CTYICHTOM
3HAHWI ¥ HAaBBIKOB T10 pa3ery.



METOJIUYECKHUE YKABAHUSA

JIIJIA CTYAEHTOB 11O U3YYEHUIO

NMMUCIIUILJINHBI 1 OPTAHUBAIIUU
CAMOCTOSATEJIbHOA PABOTHI

Hacrosiiiee yueOGHO-MeTOnMYeCKOe TOCOOME COCTOUT U3 TISAITU OC-
HOBHbIX paznenoB. binok «Everyday Business Communication» pac-
KpbIBaeT 0a30BbIe MPUHIIUIIBI JEJTOBOTO O0IIeHUS (YCTaHOBJICHUE KOH-
TAKTOB M BaXXHOCTb Y4YETA KyJBTYPHOU COCTaBJISIONIC) U 3HAKOMUT
CTYICHTOB CO CTPYKTYPOIi, TOHSITUSMU U OCHOBHBIMU BUIaMHU J€JIOBO-
ro oOILIEHUSI: 1eJI0BOE MUChbMO (MMCbMEHHAsi KOMMYHUMKAIUSI) U TeJle-
(oHHbIE TIEperoBophl (ycTHag KoMMyHUKanus). biaok «Job Interview»
COAEPXKUT UH(pOPMaIMIO, HEOOXOAUMYIO IS MPOXOXKIEHUS cobeceno-
BaHUS U MOATOTOBKU K HeMy. biiok «Business Meeting» paccka3biBaeT
00 0COOEHHOCTSIX JIEJIOBBIX BCTPEY, O TOM, KaK HYXXHO MPOBOAUTH CO-
BellaHue ¢ KoJijleraMmu, OpraHu30BaTh BCTpeUy Ha CBOEH TEppUTOPUU
U KakK MOJITOTOBUTHCSI K NEJOBOM MOE3AKe U aaNTUPOBATHCS K COIU-
OKYJIBTYPHBIM paznuuusiM. biok «Presentations» coaepXuUT HeoOXO-
JUMYI0 MHOOPMALIMI0O O CTPYKTYPHBIX OCOOEHHOCTSIX Mpe3eHTalui,
MpaBuIax UX MPOBEACHUS, MOATOTOBKM U O TUIIMYHBIX ONIMOKAX, J0-
IMyCKaeMbIX B XOJIe TIPEe3EHTAIINIi U B IPOILIECCE MOATOTOBKU MYyJIBTUME-
JUIHOTO KOHTEHTA. 3aKJIlouuTelbHbI 070K «Business Negotiations»
(bopMupyeT y CTyIEHTOB HaBbIKM y4acTHUs B JEJOBBIX MEPEroBopax u
HaBBIKU COCTABJICHUS U TIEPEBO/IA IJIOBOTO KOHTPAKTA.

Bce G0k comepkaT onpeaeeHHbI Habop 3aJaHuA.

Ilnan 3anamus. Tlnax 3aHSTUSI TOMOTAET CTYAEHTY OIMPENeIUTh KITIo-
YeBble MOMEHTBI, KOTOPbIE OyayT U3ydeHsl B pasnesne. [TlonpoOHbIii iepe-
YeHb 3HAHUI, yMEHUI M1 HABBIKOB MOXET COPUEHTHUPOBATh CTyICHTA ITPU
3aMOJIHEHUU WHIMBUYaTbHOTO y4eOHOTro XypHaa.

Cnogapb no meme. B Hauaje HEKOTOPBIX TeM pas/esia MOMEIIEH CIo-
Bapb, KOTOPbII CONEPKUT OCHOBHbBIE U YACTO 3HAKOMbIE CTYIEHTY CJI0Ba.
3agaua B paboTe co CIOBApEM 3aKJI0YAeTCsS B TOM, YTO CTYIEHTY B Kaue-
CTBE HEOOJIBIIIOTO YIIPaXXHEHUS TPEJIaraeTcsl NaTh OIpeeieHue CJI0BY
WA TEPMUHY CBOMMU CJIOBaMU Ha aHTJIMIICKOM SI3bIKE.

Cnoga u evipaxncenus o 3anomunanus. ClioBa U BbIpaXeHUsI, MPeEJ-
CTaBJICHHbIE B JJAHHOW CEKIIUU, SBIISIIOTCSI HEOOXOAMMBIM MUHUMYMOM
JUIST TIOTIOJTHEHUST TTPO(hECCUOHATBHOTO CI0BApHOIo 3amaca. AKTUBHOE



HCTIOJIb30BaHNE HOBBIX CJIOB U BHIPAXKEHUI OCOOCHHO YUUTHIBAETCS TIPU
MPOUTPBIBAHUY TUAJIOTOB.

Bonpocbi 05 06cyscoenus. B naHHOM ympaXXHEHUHU CTYACHTaM IpeI-
JlaraeTcsi OTBETUTh Ha BOIIPOCHI, CBSI3aHHBIE C WX JIMUHBIM OTIBITOM,
MPEATIOYTECHUSIMU WJIM HaBBIKAMM.

Ymenue mexcma. [laHHOE yIIpaxkHeHME pa3BUBaeT U 3aKpeTUIsieT Ha-
BBIKM UTCHHUS Ha aHIIMACKOM SI3bIKE€ W 3HAKOMMUT CTYIECHTOB C IIpaBU-
JJaMUu, HOpMaMM, KyJbTYpPOil 1 3TUKETOM B paMKax JIeJOBOTO OOIICHUS,
MPUHSITBIMU HE TOJIBKO B aHIJIOS3BIYHOM Cpenie, HO U BO BCEM MUpE.

Ayduposarnue. B maHHOM 3aJaHUU CTyACHTaM IIpeajiaraeTcs K Ipo-
CIAYLIMBAHUIO ayauo3amnuch Mo usydyaemoil teme. Ilocie mpociyimnBa-
HUS CTYIEHTaM IIpeljiaraeTcsl BhIIOJHUTD 3adaHue IJIs1 IPOBEPKU U 3a-
KpeTUIeHUSI YCIIbIIIIaHHON MH(MOPMAIIUH.

Paboma c éudeo. Ilpu paboTe ¢ BUACO CTYIEHT 3HAKOMUTCS C MU~
HBIM (baiiJIoM, TOCJIe Yero MpPOUCXOAUT OOCYKIeHHE YBUIEHHOro. Bo-
TIPOCHI K OOCYXICHUIO HE TIPOIMCAHbl B 3aIaHUM, OMHAKO MOTYT OBITh
MPEeII0OXEHBI HE TOJIBKO MperoaaBaTeeM, HO U CaMUMU CTYIEHTaMU.

Hnousudyanvnas paboma. JJaHHbIN BuA paOOTHI IpeAIionaraeT ca-
MOCTOSITEJIbHOE BBITIOJIHEHUE YIIPAXKHEHUST B TMCbMEHHON WIN YCTHOM
dopwme. [y HEOOMBIINUX 3aJaHUIi, BBIMOJHSIEMbIX B XOI€ ayIUTOPHOM
paboThI, CTYNEHTY HaéTcs BpeMs Ha MOATOTOBKY. YIIpaxkHEeHUS /I BHE-
ayINTOPHOI paboTHI (HAIIpUMEp, IMOATOTOBKA YCTHOTO COOOIICHMS VITH
COCTaBJICHUE JOKYMEHTA) MPEeAIoaraloT CaMOCTOSITEIbHYIO paboTy CTy-
neHTa. [TpoBepKa BBIMOJHEHHBIX 3a1aHNI YCTHOTO XapaKTepa U HEKOTO-
PBIX TPEHUPOBOYHBIX MMCHhMEHHBIX YIIPAXKHECHUI TTPOMU3BOAUTCSI B XOIIE
ayIUTOPHBIX 3aHATUI. [TMCbMEHHbIE PA0OTHI O COCTABICHUIO TOKYMEH-
TOB IIPOBEPSIIOTCS MPEIoaaBaTeIeM.

Paboma 6 napax. Pabota B mapax yaule BCEro HallpaB/ieHa Ha CO-
CTaBJIEHUE U MPOUTPbIBaHUE NUaoroB. CTyaeHTaM MaéTcs KOHKPETHas
pedeBasi CUTyallMsl, B KOTOPOI TIPOIKMCAHBI POJIM 1 KOMMYHUKATUBHbBIC
ycioBus obieHusi. Ha cocraBieHre v perneTuivio quaiora CTyIeHTaM
OTBOJUTCS OT ITSITH IO IBAAIATH MUHYT. 3aTeM CTYIACHTBI IIPOUTPHIBAIOT
CBOM JUAJIOTHU.

Paboma 6 epynnax. Pabota B rpymmax, Tak Xe Kak 4 paborta B ma-
pax, HampaBJieHa Ha COCTaBJI€HUE TUAJOTOB, TOJIBKO C OOJBIIUM KOJU-
YECTBOM YYaCTHMKOB. JIJIs1 TOr0 YTOOBI BHIITOJTHUTH 3alaHUe, CTYICHTHI



JOJDKHBI pacTipelie/INTh POJU, OTPENETUTh UX XapaKTEePUCTUKU U Ha
OCHOBaHMM 3TUX (DaKTOPOB M 3aJaHHOW KOMMYHUKATMUBHON CUTYyalluMl
MOATOTOBUTD U MIPOUTPATH TUATIOT.

Ponesas uepa. lanHoe ynpaxkHeHUE TPEICTABISIET COOOM CIIOKHBIN
KOMILJIEKC, TTPY MOMOILIM KOTOPOTo MpernoaaBaTe/ib OLIEHUBAET MOTy4YeH-
HbIE CTYIEHTOM 3HaHUsI U chopMUpOBaHHbIE HAaBbIKU. PoieBast urpa pac-
CUMTAaHa Ha OJIHY YYe€OHYO0 IpyIy (JIn0O Ha Be HEOObIIME MOATPYIIITHI).
[Tpy moaroToBKe K PoJIeBOI UTPe CTyJAEHTaM HEOOXOIMMO BHMUMATEIBHO
O3HAKOMMTHCSI C TIPEUIOXKEHHBIM CLIEHAPUEM, PACTIPEAETUTh POJIA U CO-
CTaBUTH auajoru. Pabora Ham MOATOTOBKONM M PEreTUIIMEN TTPOUCXOIUT
B paMKax CaMOCTOSITEJIbHOI paboThl CTyneHTOB. [Ipu aTOM HeoOXxomMMOo
YUUTBIBATh HAIMUYME PAMATUUYECKOW COCTABISIIONIEH: MCIOIb30BaHUE
COOTBETCTBYIOIIE MUMUKU, XKECTOB, UHTOHALIMOHHOW OKPAacKW BBICKA-
3pIBaHMi. [IpMBeTCTBYETCS HAJIMYME aKceccyapoB, TaKMX Kak OopHCHast
KaHLESIpYs, TeJleOHbI, 2JIeMEHThl HAllMOHAIBHOI ONIeX/bl (TPX HEOO-
XOAUMOCTH) U T. 1. CTYIEHTHI OMHOM T'PYIIITHI WK TIOJATPYTITIHI TOTOBSIT PO-
JIEBYIO UTPY W Pa3birPhIBAIOT €€ B ayTUTOPUHU B XOJIE 3aHSTHSI.

Ilpobaemnas cumyayus. JlaHHOe yIIpaxkHEHUE TPEICTaBIsIET COO0i
paboTy Haj cuTyalueli, OCHOBAaHHOW Ha peabHbIX MU MaKCUMaJTbHO
MPUOJIKEHHBIX K peajlbHbIM COOBITHSIX. B Kaxkaom pasmesne mpeacraB-
JIEHO MO IIBe MPOOJIeMHbIE CUTyallMM. 3aiadya CTYIEHTOB — paboTtas B
HeOOJbLINX FpyMIax, npopadoratsh 06e cutyauu. Heobxoaumo BHUMa-
TEJILHO TIPOYUTATh CUTYAIINIO U MIPEIJIOXKUTh HE MEHee IBYX ITyTel pelire-
HUSI TPOOJIEMbI, TIPU 3TOM 0003HAYast TOBOJIbI U TIpe/Ioiarasi 1aabHewn-
11ee pa3BUTHE COOBITHI MPU YCIIOBUU BHIOOPA TOTO IV MHOTO PEIIEHUS.
ITocne atoro rpymma CTyAEHTOB TOTOBUT AUAJIOl, B KOTOPOM OTOOpa-
JKaeTcsl OMuchiBaeMas MpoodieMa, BapuaHT pelIeHUs 3TON MpoodaeMbl U
TOCTIeICTBYS TIpearosiaraeMoro BapuaHTa. OcrajabHble CTYJIEHThl BHU-
MaTeJIbHO CJIYIIAIOT AMAJOT W AeJaloT COOCTBEHHbIE MPEAIOI0XKEHUS
O MPaBWIbHOCTU/HEMPABWIBHOCTU U BO3MOXKHOCTU/HEBO3MOXHOCTHU
MpeJIaraeMoro pa3BUTHSI COOBITUIA.

Yueonwiii ucypnan. JJaHHBIN XypHal TTOMEIIEH B Hayajle y4eOHOro
ocoOus U TIpeACcTaBisieT co00il (popMy CaMOCTOSTEIBHOIO KOHTPOJIS.
CTyneHT, oTBeuast Ha BOTIPOCHI, TTOCJIe KaX0TO MPONHAEHHOTO pa3ziesa
3aIOJTHSET XXypHAI ¥ CIAET ero mpernoaaBaTetio.



Learning journal

Business communication is a very important part of business life. But
sometimes people, who are involved in business process, do not know about
some rules, tips, etiquette and behavior features for such parts of business as
writing letters or e-mails, holding telephone conversations or negotiation
process, performing presentations, having a job interviews and so on. This
book contains some useful information and exercises that can help you in
your professional life. And after you work through each unit, you need to
summarize some aspects. It is called learning journal and it looks like that:

Student’s name:

Unit:

Focus area:

I learnt about:

It improved my professional skills:

To do this better, I intended to:

I mastered new information about:

You should fill this journal individually after each unit and then give it
to your teacher.



Part 1. EVERYDAY BUSINESS COMMUNICATION

Unit 1.1. Introduction as a first impression

i~ Objective — to learn how to make a first impression and how to start
communication in business

Unit plan:
1. Questions for discussion
2. Reading text about introduction rules in business
3. Exercise for making dialogues
4. Questions for discussion
5. Reading text about business etiquette
6. Exercises for business cards
7. Questions for discussion
8. Reading text about business cards’ etiquette
9. Exercise for making a dialogue
10. Studying new words and expressions

Knowledge:
1. Learn about primary rules of business communication
2. Study common business etiquette
3. Learn about business cards’ traditions around the world
4. Learn the general business vocabulary and word expressions

Skills:
. Practice to introduce yourself and partners
. Practice conversations on private and business topics
. Practice to characterize mistakes in business cards
. Practice personal business card design

AW =

] When meeting new people and starting a conversation in English,
W57 what do you usually find the most difficult? In what situations might
you have to use to introduce yourself or your company?




-

Zli= The Art of Business Introductions

Business etiquette rules for introducing people in a business setting are
not much different from the accepted customs of personal introductions
in a social setting. Unfortunately, the rules of introduction are not so
straightforward and simple as one might think, and who you introduce first
does matter.

For example, in most social settings in the U.S. it is still considered
customary and preferred for women to be introduced to men (instead of
men being introduced to women). But as women achieve more equality
this rule is changing, particularly in the U.S. business world.

Situations where social and business introduction rules are the same

In both business and social situations, you should always introduce:

* Younger people to older people;

 Junior ranking professionals to senior ranking professionals;

» Business contacts and staff to clients;

» Personal acquaintances and family members to business professionals
when attending a business function;

* Guests to their hosts.

Social protocol for introducing people in a business situation

In a business setting, always introduce people by saying their title and
full name first, and then follow with a brief interesting or relevant piece of
information about the people you are introducing.

If the person you are introducing has no title, or you do not know their
title, or it would seem too formal for a particular setting, you can offer their
name first, but still followed with information about what they do.

How to respond to an introduction

‘When someone has just been introduced to you, your response should
be genuine, short, and simple. You should also repeat the person’s name at
the end of your greeting.

Repeating the name of the person you were just introduced to serves
two purposes: it shows polite respect and it helps you to remember the
person’s name.

You can also add a brief comment about the person (not about
yourself):” It is wonderful to finally meet you, Dr. Wilkins. I look forward to
working with you.”



How to respond to an introduction if you do not know someone’s title

If someone was introduced to you without reference to their title you
have to use some common sense in your reply. Your response should take
into account why you are being introduced.

In most cases, introductions as a social courtesy demand a more formal
reply (using titles and last names), while introductions to build business
relationships between people of equal status can generally be more relaxed.

For example, if you are being introduced to someone you might work
or partner with or someone who is of equal social or professional standing
you can use their first name in your response: “It’s a pleasure to meet you,
Margaret.”

If you are being introduced to a potential new boss or someone that is
or will be your senior, be more formal and add their title: “1¢’s a pleasure to
meet you, Ms. Dixon.”

Introduction Etiquette Tip: Never respond to the initial introduction
with a personal brag about yourself. For example, you would not respond
to being introduced to Dr. Wilkins by saying, “It is nice to meet you —

1 always wanted to be a doctor!”
www.thebalance.com
By Lahle Wolfe
September, 08, 2016

= Task 1. Watch the video about business introduction etiquette. Note
A some important tips of how you should introduce yourself in formal
situations.
Follow the link: https://www.youtube.com/watch?v=csOAeTeihww

= Task 2. Imagine that you represent your company on a trade fair.

Prepare to introduce yourself and describe your job, your company
and its product.

. 5 Tusk 3. Work in pairs. Prepare and role-play short introduction
dialogues according to the following situations:
1) Chief of a Marketing Department introduces himself/herself to
subordinates;
2) A trainee introduces himself/herself to colleagues;



3) Director of “ABC” Company meets his potential client — Director of
“XYZ” Company;

4) Chief of International Department meets an interpreter;

5)Director of “ABC” Company meets a representative of foreign
customer’s company.

73 H Task 4. What does small talk mean? What questions could be asked
prepare dialogues.

Student A. You are an interpreter. It is your first working day in the
company. You are young and it is your first work experience. You will be
introduced to three different people separately. Have a small talk with them.

Student B. You are a General Director of the company and you are
going to introduce your new interpreter to three key people he/she is going

" in case of first business communication? Work in groups of five and

to work with: your deputy, your personal assistant and your secretary.

Student C. You are a Deputy of General Director of the company. You
are an old man, very strict and unemotional. As a Deputy you work with
some documentation on foreign language and have meetings with foreign
colleagues. Meet your new interpreter and have a small talk.

Student D. You are a Personal Assistant of General Director of the
company. You are middle-aged woman, kind and sociable. In the company
you organize meetings with foreign partners, prepare PP presentations and
law documentation. Meet your new interpreter and have a small talk.

Student E. You are a Secretary of the company. You are young girl,
ambitions and very emotional. In the company you need to coordinate
business correspondence and telephone calls with foreign partners. Meet
your new interpreter and have a small talk.

] Do you know something about business cards? What is it and what
i it is used for? Which information it should contain? What shape and
colours it should be?

-

=/~ Business Card Etiquette
Your business card is the first product a potential partner sees from you.
It is also one of the best ways to let people know about you. Choose your



design well and your business card will make you look professional, build
trust and set you apart from others in your field. If you are at a conference
or business event, handing out your business card can be an ice-breaker
and can help make networking a bit easier.

Having an effective business card is not as simple as listing your
name and contact information on a small 3.5” x 2” card. In fact, there
are thousands of ways you can format your business card, many options
when it comes to the information you include, and even more ways you
can make your business card stand out. If you fail in any of these areas,
though, you could lose prospects.

Make sure the contact details on your business card are correct. We
cannot stress enough the importance of clear contact details, correct
spelling and choosing a readable font, in a readable size. Apart from your
name and job title, make sure you mention your business, your telephone
number, your website, your email and even social media handles. Make
it easy for your customers to contact you, in the way they feel most
comfortable with.

Use the same design as your website and other promotional materials.
It will be easier for your customers to remember and recognize you. If you
don’t have a website or other marketing materials but your business has an
established logo or is well known for something in particular (your banner,
the building, the uniforms of your staff etc.), try to integrate that into your
business card.

Give preference to simplicity. Choose non-bright and common used
colours such as dark blue, deep green or brown. Don’t use dark text on
a dark background and light text on a light background. It is important
to maintain contrast as between background and text as between colours
itself. Ideal and classic variant for business cards is standard black-and-
white coloring. Try not to use printed background.

Don’t set experiments with fonts. It is not always recommended to use
large fonts. Remember that a business card is something that you read from
close up. You can use a font size of 10—11 points for the body of the text
and a font size of 7—8 points for the contact field (phone number, E-mail
etc.). When you want to emphasize something on your business card it’s
better to use a larger font than to make the letters bold. Bold fonts tend to
be unclear when printed.



Use separate business card for your foreign business partners. Business
card etiquette means that you should not fill both sides of your card by
contact information. Let one side be empty at all or put some useful
information about services provided by you or your company. If you need
translate your business card, prepare separate set of it on language according
to your business contacts (English, French, Arab, Chinese, etc.).

Keep your business cards up to date and well stored. Giving out wrinkled,
stained or outdated business cards will make the same impression on your
customer: that your business is disorganized, out of date and unsteady.
And don’t forget to update your personal information if you changed your
surname or mobile phone number, get a degree or new position.

=~ Task 5. Look at the business card given below. Define which
"~ information it contains. Does this card satisfy business card design
rules?

B | Translations

[N

Ben Jones

Fellow of the Institute of Transktion and Imterpreting
Member of the Transhtors Association

Ted ¥ Fan- +44 1543 B47701 Mobde: +44 7356 352819
Il Berkeley Road, BIRCHINGTOM, Kene CT7 2JM, LK.
incomingifjapanesetranshtions. co.uk W lations. oo,k




% Task 6. Look at the business cards given below and analyze them.
.~ Which mistakes their designers made? How can they improve these
cards?

Simple Things Jewelry

(000) 1234567
Nechlaces Braceleis &Sarrings

4 1% Victorien Joe Rings
it (I B ¥ -
5 Delmar Court

6 T ‘ &wmmmw

www.simplethingsiewelry.com

Business card 2

C/E Mike's Family Billiards
Arcade & Pro Shop

Eric Ho

j| °FOODS ®ARTS & CRA
M Al °COSMETICS eand MORE. E15

o)
128, 3132 - 26 Street N.E e e
a9 : nE 00 ¢\
e ol ) VAN () Bay-34, Smé%soéb%&ﬁé}algaleimberta T2K 5X8
S Rt nnhnItY) Tel: (408) 274-0726 Fax: (403) 226-4325
Business card 3 Business card 4

= Task 7. Sum up all the information and rules about business
" cards. Make your own business card for your profession (future
profession).

_ T Task 8. Watch the video about business card etiquette. Note some

=
™ f‘l important tips of how you should exchange business cards.

Follow the link: https://www.youtube.com/watch?v=HePYomil39g
] Do you think there are some differences about business cards in

il different countries and cultures? If yes, what are they? From what
are they depended?




-

=/~ Business Card Etiquette Around the World

When doing business abroad it is important to understand the local
culture. And one of the most important foreign culture areas for business
personisbusiness etiquette. Understanding it allows you to feel comfortable
in your dealing with foreign partners.

One aspect of business etiquette that is of great importance
internationally is the exchanging of business cards. Unlike in North
America or Europe where the business card has little meaning other than a
convenient form of capturing essential personal details, in other part of the
world the business card has very different meanings.

As it happens everywhere, the meeting usually begins with the passing
ofthe business cards. Good business etiquette requires you present the card
so your partner’s language is face up (if you have two sides business card).
Make a point of studying any business card, commenting and clarifying
some information on it. Give and receive cards with your right hand. This
can make a big difference when doing business internationally. Always
make sure you have enough business cards on you for the occasion. It is
embarrassing to be caught without any.

Business card etiquette in China. It is preferable to present your
own card before asking for another’s business card. Hold out your card
with both hands with the text facing the other party. Study the card for a
moment before putting it away. It is then polite to greet the other party.
When seated, place previously received business cards upon the table,
in front of you. Never write on someone’s business card. Gold is a lucky
color in China, and gold print or embossing on your card is never a bad
idea. When translating your card into Chinese, make sure the script for
the characters is Simplified Chinese, as that is the most commonly used
script today in most parts of China. Also, be sure that the right dialect is
used in translating the words (e.g. Cantonese vs. Mandarin), and that it
corresponds to the region of China that you will be doing business in. Your
title should also be listed somewhat prominently on the card.

Business card etiquette in Japan. Business cards in Japan are an
important part of not just business interactions but personal encounters as
well. Make sure that your business and title are prominently printed on the
card. The Japanese place great importance on rank and title. Hold out your



business card with both hands, and accept other’s cards with both hands.
Accept another’s card by grabbing the bottom corners (the side facing
you). After handing over your card, bow and present yourself by saying
your name, company, and title. Present your business card to the highest
ranked individual in the vicinity first. After receiving business cards, take a
moment to look over them. Then put the card away in a card case or your
wallet carefully. Don’t just crumple it up into your pocket. Don’t write on
another’s business card.

Business card etiquette in India. Business cards are exchanged after
the initial handshake and greeting. If you have any university degrees or
honors information, put it on your business card. Use your right hand to
present and accept business cards. English is widely spoken so there’s not
as much of a need to translate your card into Hindi or the local dialect.

Business card etiquette in Arab countries. Always present and accept
business cards with your right hand. Business cards are part of the course
in the Arab world, so make sure to get yours printed in both Arabic and
English. It is important to remember that Arabic is read from right to left
meaning an Arab’s eyes are automatically drawn to the right side of a piece
of writing, so place your company logo accordingly on the card.

Business card etiquette in the UK and the USA. The exchange of
business cards is quite informal and doesn’t require a lot of ceremony.
Business cards may be placed directly in your pocket if necessary. Cards
should be kept neat and presentable. It is only necessary to hand out
business cards to business contacts or those who present their card to you
first. Business cards are not usually used in personal situations.

Business card etiquette in Europe. Having a deal with European
business partner, it is necessary to pay attention that your business card
has not only English side, but translated into local language. Like in
the UK and in America, business card exchanging in Europe has little
importance. In European countries you may give your business cards
personally to everyone or just put it around the table before meeting with
making some comments.

www.intertrade.com.




— G Task 9. Work in pairs. Using the information from the text and from
other resources, prepare a small dialogue of introduction between
business partners from two different cultures. Perform it to the class.

LEARN

. Words and expressions

Introduction Check and clarify

Let me introduce myself. Could you say it again?

Let me introduce my partner. Sorry, I didn’t catch...

This is... Sorry, I didn’t get that.

This must be... Could you please repeat it for me?
Tell about yourself Make a feedback

I am from the company... Nice to meet you.

I work as... It sounds interesting.

I am responsible for... What about you?

My job entails...

I am in charge of...

Unit 1.2. Cultural differences
in up-to-date business

/i~ Objective — to learn about the importance of cultural differences in
business communication

Unit plan:
1. Questions for discussion
2. Reading text about key factors in cultural differences
3. Exercise for preparing a report
4. Exercise for making a dialogue

Knowledge:
1. Learn about key factors of business communication’s success in different
cultures
2. Learn about different countries and cultures from the business point of
view
3. Study to avoid cultural misunderstandings



Skills:
1. Practice to prepare oral speech about business behaviour and customs
in different countries
2. Practice to invent and role-playing a problem situation

—1 What are the cultural differences? Are they important in business?
Ly Why or why not? Where in business you can face up with difficulties
in culture area? How can you deal with them?

-

/= Successful Business Communication with Foreign Partners

Akeyto being successful in business internationally is to understand the
role of culture in international business. Whatever sector you are operating
in, cultural differences will have a direct impact on your profitability.
Improving your level of knowledge of international cultural difference in
business can aid in building international competencies as well as enabling
you to gain a competitive advantage.

Common cultural elements include social structure, language, religion
and communication. Beliefs about the role of business and how business
activities should be carried out fall into this understanding of culture, since
business partners interact within their own cultural context. Examples of
cultural preferences in business might include the pacing of negotiations, level
of formality between business partners and subtle versus direct conversation
about money. Language is a very complex thing, and communication between
people speaking different languages is difficult. Language is a way of looking
at the world, and even skilled translators can find it tricky to convey complex
emotions and concepts, which can lead to misunderstandings. When you
think about how often you misunderstand someone speaking your language,
you can imagine how hard it is to get the full meaning from something a person
with a different cultural background is saying to you.

Communication is the key to success for any business, whether you are
operating nationally or internationally, but when operating internationally
it becomes even more important due to language barriers. In some
countries, like the United States and Germany, it is common for people
to speak loudly and be more assertive or aggressive when sharing ideas
or giving direction. In countries like Japan, people typically speak softly



and are more passive about sharing ideas or making suggestions. When
interacting with people from different cultures, speaking in a neutral tone
and making a conscious effort to be considerate of others’ input, even if
it is given in a manner to which you are not accustomed, can help foster
effective business communication.

Body language is another key factor in cultural difference. As different
countries have different ways to convey or share their message, for instance
in Germany people tend to speak loudly when sharing ideas, whereas
in Japan people speak softly, it very important to know what your body
language should be doing when interacting with people whether it’s your
business partner or an interviewer.

Political influences, both past and present, can potentially affect the way
a person or company does business. Some cultures have a very strong sense
of nationalism and government pride, and therefore, are more comfortable
and willing to purchase from companies with some sort of government
backing. Conducting business with those of differing cultures can also impact
negotiations if there are on-going political disputes between the involved
parties’ countries of origin. To avoid conflict, it is best to avoid discussing
any political matter that does not directly pertain to the business at hand.

Behavioral differences in different cultures can cause
misunderstandings. Every culture has guidelines about what is considered
appropriate behavior. In some cultures, looking someone in the eye
when they are talking to you is considered rude, while in other cultures
refraining from doing so is considered disrespectful. Getting right to the
point at a business meeting may be considered impolite by some, who
expect to have” small talk” before the business discussion. Likewise, in
some cultures, people talking to each other give each other space, while
in other cultures, they stand close. These differences can be barriers to
effective communication if they are not recognized.

Display of emotion can differ from culture to culture. In some
countries, displaying anger, fear or frustration in the workplace is
considered inappropriate in a business setting. People from these cultures
keep their emotions hidden and only discuss the factual aspects of the
situation. In other cultures, participants in a discussion are expected to
reveal their emotions. You can imagine what misunderstandings can arise
if a businessperson displays strong emotion in the company of employees
who feel that such behavior is out of place.



Ignoring culture in business communication can lead to problems
and communication disruptions. Internal business communication can be
disrupted or misinterpreted if workers don’t share the same understanding
of goals, expectations and processes. Understanding a culture can help
businesses anticipate potential challenges or barriers in the adoption
of new policies or processes before efforts break down. For example,
some business cultures may thrive in an exchange and dialogue-based
communication system while other cultures (for example, Japanese and
Arab cultures) rely more heavily on subtext. If new information or ideas
are suddenly imposed on employees accustomed to a more collaborative
work culture, there may be a lack of buy-in and the project will fail.

~ox

-:‘; Task 1. Choose the country you like. It can be as an English speaking
country, as any other. Within one group of students countries should
not be repeated. Make a short message about the peculiarities of

making business in a country you chose. The message should include

points about business traditions, business etiquette, business rules and
taboos. The message should be presented in oral way in English.

(7 1 Task 2. Work in pairs. Make up a short dialogue between
representatives of two different cultures. The main idea is to
present a situation of misunderstanding. The other students should

analyze what was wrong, what should be in a right way and how could two

representatives avoid this misunderstanding.

Unit 1.3. Business correspondence

4~ Objective — to learn key features of business correspondence and to
study how to compose it

Unit plan:
1. Work with vocabulary
2. Questions for discussion
3. Reading text about structure of business letters
4. Exercises for defining structure of business letters
5. Questions for discussion



6. Reading text about types of business letters

7. Exercise for work with sentences from business letters
8. Questions for discussion

9. Reading text about business e-mails

10. Exercises for business e-mails

11. Questions for discussion

12. Reading text about business letters’ etiquette

13. Writing a business letter and e-mail

14. Problem solving

Knowledge:

. Learn the structure of business letters, their content and writing style
. Learn different types of business letters

AW N =

business letters
5. Learn key etiquette tips in business correspondence

Skills:
. Practice to distinct and compose key blocks of business letters

. Practice to define content of business letter according to its purpose
. Practice to distinct structure of business e-mail

. Practice to write business letters and business e-mails

. Practice to solve problem situations

AN N AW~

g Useful vocabulary

application margin adjustment
block style opening complaint
body outcome letter confirmation
certified mail proofread cover
closing recipient guarantee
data reference inquiry
enclosure sender order
formal signature proposal
heading spam reminding
income letter subject request
letterhead

. Study the vocabulary and useful phrases used in business correspondence

. Study the structure of business e-mails and define their difference with

. Practice to work with the Internet sources and find required information



=] When was the last time you wrote a letter? What did you write about?
LU Have you ever write a business letter? What is the importance of
written communication in business?

-—

=!/i= Structure of Business Letters

Letter-writing is an essential part of business. In spite of telephone
communication, the writing is continued process; in fact most telephoned
conversations have to be confirmed by letters.

With a help of business letters, companies exchange information,
make proposals, claim, give an appreciation and confirm agreements. The
final success is fully depends on the correctness and clarity of the letter.
In nowadays business communication it is very important to know letter-
writing rules because types and stylistic features are different.

In general, business letter is usually a letter from one company to another,
or between organizations and their customers, clients and other partners.

Business letter as an official document must be followed the required
structure:

1. Sender’s address. This is the writer’s full address.

2. Date. This is the day, month and year that the letter is written on.

3. Inside address. The recipient’s full name and address.

4. Income and outcome references. Income reference is put by the receiver
of the business letter and outcome reference is put by the sender. It is
necessary part of office workflow which helps to find appropriate letter
after some time.

5. Greeting. Also known as the “salutation,” this is the introductory
phrase, “Dear [name of recipient].” Either a comma or a colon can be
used at the end of this phrase. Today, a comma is more extensively used,
with the exception of the use of a title (i.e. “Dear Member:”) and not a
proper name. In this case, the use of a colon would be more appropriate.

6. Opening. A sentence or some sentences which describes the idea of the
letter or the reason of writing.

7. Body of the letter. The complete text of the letter; the subject matter
content.

8. Closing. This is the farewell phrase or word that precedes the signature
and is followed by a comma. Closing should reflect a type of farewell or
goodbye as the writer signs off.



9. Signature. The signed name and position of the writer.

10. Enclosure (if required). This part of the letter
documents which are send with.

provides full list of

= Task 1. Look at the following business letter sample and learn
its structure. Think where you should put such components as

references, enclosure and company logo.

Your Addressees Yo
Name, Title &

Address.

BUSINESSORNLINE

LEARNING

ABusiness Online Leamning

ur Business
Name &
Address

|Dun Na Mara
|Galway
Ireland
i% SusamaTobia ~ ~ ="~~~ it
Managing Director
Experience Sardinia Ltd.,
Jerzu |
T i s el o o i ¥ate01.102013_ , Reference I
1 2lines
Y
Reference: Your Request for Information On Business Imuumon Letters.
i' 2 lines Introduction
Dear Ms Lobina, / Paragraph

Altached please find a copy of a template for how to write a business
letter using the common formal technigues.

Each letter has been broken down into its components and for each

should have its own personal note, this are not entirely binding.

Thank you for your time! | look forward to hearing from you!

component we have suggested formats to use. However, as each letter

Should you have any questions, please feel free to contact us. Indeed

should you have any other questions, we would be delighted to hear from
you. g\

Details

Call To
Action

Kind Regards —
Marthia B Schade Final Any further
Manager ax! Chief Salutations contact

2 lines details
Business Online Leamjng Email: Marlha@busnnms-onlineJeamlng.com l



= Task 2. Look at the following business letter. Define its structure.

Find your own examples of business letters in the Internet and
analyze them.

Liberty Mutual Group

2100 Walnut Hill Lane, Ste.100.
PO Box 152067

Irving, TX 75015-2067
Phone: 972-550-7899
1-800-443-2692

Fax: 972-518-1923

July 3, 2007

Stan Handman, President
NevaSlip

271 Western Avenue
Lynn, MA 01904

Dear Stan,

It was enjoyable meeting with you recently and I wanted to send you this letter, As we
discussed, slips & falls are the largest source of injuries to the public and the second largest
cause of worker injuries in the United States. Slips & falls inside stores, supermarkets, hotels
and workplaces are a very large problem.

Various studies have shown that two-thirds of all falls can be traced to floor surface slip
resistance problems. Your company has been on our list of well recognized suppliers for over
the past fifteen years. Liberty Mutual provides this list to our customers so that they can use
proven slip resistance treatments. A number of our clients have used your products and they
have dramatically reduced or eliminated slip and fall injuries.

We appreciate your interest in safety and the prevention of slips & falls. Besides reducing
serious injuries and their related costs, productivity and efficiency are improved when floor
surfaces are kept in proper condition. If you have any questions, feel free to let me know.

Sincerely,
John W, Russell

John W. Russell - PE, CSP, CPE, CPEA, ARM, PCMH
Technical Director -~ National Markets Loss Prevention




i:,; Task 3. Find Russian equivalents for the following English
shortenings and abbreviations. Can we use the same tradition when
use these words in Russian? Why or why not?

ASAP BR Qty bus
Encl. LLC Thx Corp.
Ref. attn. FAO Co.
pp cc CEO Inc.
PS FIO bal. Pls
a/c JSC dtd. Dept
dt PTO ie. Ltd.
e.g. Re FYI HQ
GMT Ple. mo. K

! @ What types of business letters do you know? Why they are different?
What are their specific features?

-—

=/i= Types of Business Letters

In written business communication there are a lot of business letters’
types and each of them has a specific focus. Below there are some examples:

1. Proposal Letter. Typical proposal letter starts with a very strong
statement to capture the interest of the reader. Since the purpose is to get the
reader to do something, this letter includes strong calls to action, detail the
benefit to the reader of taking the action and include information to help the
reader to act, such as including a telephone number or website link.

2. Order Letter. Order letter is sent by consumers or businesses to a
manufacturer, retailer or wholesaler to order goods or services. This letter
must contain specific information such as model number, name of the
product, the quantity desired and expected price. Payment is sometimes
included with the letter.

3. Complaint Letter. The words and tone you choose to use in a letter
complaining to a business may be the deciding factor on whether your
complaint is satisfied. Be direct but tactful and always use a professional
tone if you want the company to listen to you.



4. Adjustment Letter. An adjustment letter is normally sent in response
to a claim or complaint. If the adjustment is in the customer’s favor, begin
the letter with that news. If not, keep your tone factual and let the customer
know that you understand the complaint.

5. Inquiry Letter. Inquiry letter asks a question or elicits information
from the recipient. When composing this type of letter, keep it clear and
list exactly what information you need. Be sure to include your contact
information so that it is easy for the reader to respond.

6. Cover Letter. Cover letter usually accompanies a package or report.
It is used to describe what is enclosed, why it is being sent and what the
recipient should do with it, if there is any action that needs to be taken.
This type of letters is generally very short.

7. Guarantee Letter. A letter of guarantee is a type of contract issued
on behalf of a customer who has entered a contract to purchase goods from
a supplier and promises to meet any financial obligations to the supplier
in the event of default. It has very formal structure and is full of special
financial terms and clichés.

8. Request Letter. This type of letter is usually written when you need
certain information, permission, favor or service or any other matter. In
this letter you should note all the points and questions which have great
interest to you and your company.

9. Reminding Letter. This letter usually reminds the reader about and
his/her expected action about meeting, feedback, document signing and
so on. But commonly it is used when you need to remind your client about
postponed payment. It’s best to presume that your customer has made
an honest mistake and send the first letter as a gentle reminder. If you do
not receive a response or prompt payment from your customer after the
first few reminder letters you have sent, you may wish to send additional
reminders with strict legal language.

10. Confirmation Letter. This letter is a correspondence sent to confirm
details, like oral agreements, appointments, and job interviews. The letter
can also confirm a reservation, a response to an invitation, receipt of a
various items or services, or travel arrangements. Confirmation letters are
brief and can be easily written by a simple format.




= Task 4. Look at the sentences given below. Define what type of
business letters they can belong to.

1. With reference to your advertisement in the Silver Globe dated April 3,
2015, I would like to have a copy of your latest catalogue.

2. We are glad to inform you that your proposal for the project has been
reviewed and accepted.

3. We would like to remind you about meeting on Monday morning.

4. I should be grateful if you would send us your brochure and price list
about your translation services.

5.1 have pleasure in enclosing our latest brochures and price list from
which you can see that our prices are highly competitive.

6.1 enclose my resume as a first step in exploring the possibilities of
employment with Interplay Languages.

7. We look forward to seeing you at PJ’s on Saturday. Please bring this
invitation with you and present it at the door.

8. Your January invoice was for £550.00 and we have yet to receive this
payment. Please find a copy of the invoice enclosed.

9. Mrs. Brown is a resourceful, creative, and solution-oriented person who
was frequently able to come up with new and innovative approaches to
her assigned projects.

10. We tailor these to the individual market and goals of each firm with
which we do business. In your case, we would promote boat sales and
marine services according to your objectives.

11. Please take 5 minutes to glance through the enclosed product leaflet. I'll
give your secretary a ring next week to see when it might be convenient
for you to see me.

12. As that is some 3 weeks ago and we have not yet received advice of
delivery, we are wondering whether the order has since been overlooked.

13.We are sorry you did not receive your package as promptly as you
expected. We experienced an unusually large number of orders, which
disrupted our normal delivery schedule. To serve you better and faster,
we are busy expanding our staff.

14.In case this discrepancy is the result of a simple oversight, I am
resubmitting copies of the estimates I sent to you a month ago,



including your own adjuster’s statement of the damage. Please send me
the correct amount as soon as possible, so I can complete the repairs.

15. Complications at work have forced me to put my personal plans on
hold for a short time.

16. This letter is to confirm my telephone order of 30 dryers, catalogue
#12345. Please ship 15 of the dryers to the Springfield Plant and 15 to the
Middleton Plant. We must have them for a project that begins May 1st.

17. Please send me a certified copy of the plat map that encompasses 1600
South Main Street, Springfield, KS 12345, and mail it to that address.
I have enclosed $15.00 to cover the copying charges and $2.50 for
shipping.

18.1 just wanted to let you know that I have started a business of my own
and am looking for people who are personable, open-minded, hard-
working, and who are looking to make extra income or perhaps make
a career change.

19. Yes, we can custom-make waterproof aluminum boxes for mounting
luggage on your motorcycle at a reasonable cost. You are welcome to
visit our office at 1600 Main Street, where our design personnel have
pictures of such custom-made boxes.

20. We noticed that one of the outer edges of the wrapping has been worn
through, presumably as a result of friction in transit. When we took
off the wrapping it was not surprising to find that the carpet itself was
soiled and slightly frayed at the edge.

] How often do you write an e-mail? For whom do you send it and

W5 for what purpose? Do you believe that e-mailing is much more

convenient than paper corresponding? What are advantages and
disadvantages of business e-mails?
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=/~ Business Letter and Business E-mail — What Are the Differences?

In the digital era, business e-mail is miles ahead of business letters in
cost and convenience. And of course, there are differences between these
two modes of communication from.

Application. Business e-mail lets you accomplish the same that you
would with business letters. The advent of electronic signature technology
makes e-mail the most convenient choice — even from a legal view — for
various company-related communications. As laws differ from country-
to-country, grey areas remain on whether e-mail contracts are legally
binding globally. Such matters are a main exception for the continued use
of business letters in the digital world.

Tone and Style. Business letters follow more or less a formal style
and reserved voice. Some exceptions are documents like sales letters. In
these, you find content that’s less formal and that uses an interactive tone.
Business communication through e-mail typically takes the informal route
and uses a less stringent style.

Cost. Business letters cost much money, especially for small companies.
Here are the cost-components of a business letter: paper, envelope,
postage, gum, tape, toner, computer, and printer electricity charges, and
the content typing cost. Business e-mail has only the last two elements in
the previous list and the modem electricity charges and Internet cost.

Confidentiality. Business letters, while in transit, maintain the
confidentiality of their content better than business e-mail. In the latter
case, the scope for someone to snoop on it is larger because the message
travels to its destination via the Internet — the public network. With
advancements in e-mail security technology like secure protocols and
encryption, however, the potential for the wrong eyes to read a business
e-mail is lowest.

Acknowledgement. If you need the proof of receipt of your
communication, the business letter route serves you the best. True, today’s
many desktop e-mail clients have the Return Receipts feature. If it will
deliver an acknowledgement depends on whether your customer uses one
of such e-mail software and if he has enabled the feature.




Task 5. Look at the following business e-mails. Define their
structure. Do these business e-mails differ from business letters?
What are the differences?

®
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Subject: Thank You - Assistant Account Executive Interview

Dear Ms, Smith,

It was very enjoyable to speak with you today about the assistant account executive position
at the Smith Agency.

The job seems to be an excellent match for my skills and interests. The creative approach
to account management that you described confirmed my desire to work with you

In addition to my enthusiasm, | will bring to the position strong wmmg skills, assertiveness,
and the ability to encourage others to work ly with the

| appreciate the time you took to interview me. | am very interested in working for you
|nd look forward to hearing from you regarding this position

Sincerely,
Jane Jones
Jﬂ'\e Jones

anejones@gmail.com
(555) 555-5556

40 of 23,930
Are you busy next week? Inbox  x Y]
Hana Abaza, Uberflip <marketing@uberflip.com> Unsubscribe 1:32 pm (1 day ago) - -
tome '~
Hi Jacob,
Don't miss the webinar Uberflip is hosting next week on how 1o leverage influencer programs to attract and engage business buyers.

11l be joined by Lee Odden, CEO at TopRank Marketing, who will share his tips on how you can create better quality content that gets shared more often, reaches
more prospects, and grows your influencer network.

Check out the details here: hilp:/go.uberflip. t -with-influencers-webinar

I hope you can join us!
Best,

Hana

Hana Abaza

VP of Marketing, Uberflip
www.uberflip.com

P:S. Even if you arent free during the webinar, sign up anyway and we'll send you the recording!



i:,; Task 6. Look at the following situations. Decide what type of letter
you should write for each of them. Prepare a short plan of the letter
which should include key points of the writing.

1. Your company changed bank details.

2. You received an order with damage package.

3. Your supplier sent a wrong good by mistake.

4. Your business partner forgot about meeting.

5. You want to invite textile companies for international trade exhibition.

6. You want to book a flight for you and your boss.

7. You didn’t make payment for the order in time because of financial
difficulties.

8. You want to get more information about the repair machineries of ABC,

Inc.

9. You want to confirm the meeting on Monday.

10. You want to appreciate your business partners for the hostility during
the business trip.

11. You want to get a job as an interpreter in manufacturing company.

12.You want to visit your foreign partners for prospective business
cooperation.

13. You want to sign a contract with your business partner.

14. You have to confirm you will make a payment within 10 days.

15. You changed your workplace.

Mﬂ Do you think the word “etiquette” is used in connection with letters?
e . .
How can you understand business letter etiquette?

/

=/i= Business Letter Etiquette

Select a professional letterhead design for your business. Your business
letter is a representation of your company, so you want it to look distinctive
and immediately communicate “high quality.” Your business letterheads
should be the same colours as your company has.

Respond to all personal messages promptly. Sometimes income
letter requires a detailed answer but you haven’t enough time to answer
immediately. Or sometimes the letter doesn’t contain a subject you have
to answer to. In this case you should write a short message to thank your



sender and tell him or her that you will answer it as soon as you can or after
specifying some details. If the letter doesn’t require an answer at all (it is
for informational letters, advertisement, non-personal invitations and so
on), you need just to appreciate the sender.

Check outcome message before sending. When you have written a letter,
read it through carefully; see that you have put in everything you intended
and expressed it well. Read your letter again trying to put yourself in the
place of the receiver to find out what impression your letter would make.

Use the subject line to indicate the topic. Some people totally forget
about subject line in their letters. But it’s quite important to fill it especially
in e-mail correspondence because with empty subject line your letter can be
recognized as spam and the recipient wouldn’t see it. Subject line shows the
main idea of your letter so it would be easier for the addressee to define it.

Express business requests politely. Even if you know English language
well enough, sometimes it can be that you translate some phrases from
your own language literally. These phrases may convey quite a different
meaning from that intended. You should remember that each language has
its own idioms. It is very important to use such words as “could”, “would”
and “please” for making requests, orders and even in complaint letters
because without them your letter may seem very direct and sometimes
even rude for English speakers.

f,; Task 7. Choose two of the following situations and write a business
letter and a business e-mail from your side. Don’t forget about the
structure of business letters or e-mails and use appropriate words

and phrases. Print your letters on appropriate templates. As supporting

material use the following literature:

1. bon, JI.-. Kind regards: JlenoBasi repenucka Ha aHIIMACKOM SI3BIKE.
[DnexTpoHHBI pecypc]. — DieKTpoH. naH. — M. : AnbniuHa [Tabmuiiep,
2016. — 318 ¢. — Pexxum moctyma: http://e.lanbook.com/book/88363.

2. Bockpecenckasi, E.I. JlenoBoil aHIVIMICKUWIA: AeioBasi Iepernucka
= Business English: Business Correspondence : yueOHOe TocobOue.
[DnexTponnsrii pecypc] / E.I. Bockpecenckasi, O.B. ®pese. — Dnek-
TpoH. JaH. — OMck : OMI'Y, 2012. — 228 ¢. — Pexxum gocrymna: http://e.
lanbook.com/book/13244.



3. Mazypuna, O.b. Tlepenucka ¢ [JelOBbIM TMapTHEPOM Ha aH-
IJIMCKOM $I3bIKe. [DJIeKTpOHHBIN pecypc|. — DIeKTpoH. JaH. — M. :
IMpocnexkt, 2015. — 104 c. — Pexxum mocrtyna: http://e.lanbook.com/
book/54945.

1. Proposal letter

You work as a Senior Business Manager in “Jameson Advertising”.
Your company edits weekly advertising magazines for wide audience.
General Editor asked you to find new clients in repair sphere. Write a letter
to your potential clients and tell about the following: your audience, results
of your publishing for your other clients, prices and conditions for editing,
possibility of discount.

2. Inquiry letter

You are an Assistant of General Director, and you work in a company
“Auto Plus”. In the Internet you found the information about business
conference for Executives in automotive industry. The conference will take
place in the Czech Republic from 10 till 15" April. Your boss wants to visit
the conference but you have not enough information about it. Write a letter
to William Sklenarzh, Manager, and ask for detailed information about the
following: special guests, sections, day schedule, hotels and necessary data
for registration.

3. Claim letter

You are an Assistant of General Director in company called
“Olympia”. A week ago your company has ordered a big lot of office
automation consisting of printers, copy machines, computers and fax
machines. Yesterday evening you received your order but after unpacking
you found out that one of copy machines was seriously damaged. Write a
letter to “Office Master” and ask them for solving problem in two ways:
give the money back or change the damaged copy machine.

4. Guarantee letter

You are a Purchasing Manager in a company “D cor Lux”. Your
company produces fabric for sewing clothes. Usually you buy yarns from
Indian company “Agarwal and Co”. But because of financial difficulties
your company couldn’t pay for last order. Vibhuti Mishra, Sells Manager
of “Agarwal and Co”, wrote you a letter and asked for payment for ready
goods. Write him an answer, explain the current situation, ask to ship your
order and give a guarantee that you will pay for it during the month.



5. Information letter

You work as an Assistant of Sells Manager in “Medical Pro, Ltd”. You
should write a letter to all your clients and inform them that your company
changed the bank you work with for receiving payments. Note the name of
the bank and new bank details.

6. Reminding letter

You are an Assistant of Developing Manager Andrew McCoy. Your
company “Servo Motor Parts” produces spare parts for light vehicles.
You are going to sign the contract with American company “K-Techno”
which produces tools for repairing of machineries. Three weeks ago you
have sent a text of the contract to “K-Techno” Sells Manager Ann Cross.
You want her to discuss the text with her boss and give you an answer with
some corrections. But she still has not answered you. Write her a letter and
remind about your request.

7. Confirmation letter

You are a Buying Manager and you work in company “Fashion Look”
which sells different exclusive men and women clothes. Two days ago you
have received a big lot of order from Italian fashion room “Venice”. After
detailed examination you made certain that you have got all the clothes your
company had ordered. Write a letter to your Italian partner Francesco Del
Marino and confirm the receiving according to the list of goods in details.

8. Request letter

You are a Secretary of General Director in manufacturing company
“Merix Corporation”. Some representatives from your company are
going to trade exhibition in Beijing from 11" to 15" of April. Write a
letter to the travel agency “Around the world” and ask agent Julie Tuno to
book a flight and hotel rooms for your General Director Andrew Brian,
Marketing Director Ivan Markowitz, Purchasing Director Antony Power
and Personal Assistant of General Director Samantha O’Neil. Be attentive
with conditions of flight and accommodation.



D
“ @ PROBLEM SITUATION

Situation 1. For last seven years you work in big and successful company
providing different special training courses for other companies. You are
an Assistant of General Director and you have very close business relations
with your boss. You sometimes help him to take important decisions and
he usually encourages your initiative. Now your boss is in business trip
abroad and you can’t contact with him too often. Looking through e-mail
income box you find a mail from a potential client: General Director of
big industrial company with huge staff. He asks you about your company,
your services, cooperation conditions, list of courses and prices. You send
him this information, but after that he asks to send him detailed CVs of
your coaches. By the way, all the information about coaches is presented
on web-site of your company. But for potential client it’s not enough. You
have no additional information and politely explain it in your answer.
Finally, after long-term typing your client refused from cooperation with
you. When your boss comes back from the business trip, you tell him about
the situation. Your boss gets in bate because he knows the client well and it
was vitally good for your company to cooperate with him. Now you must
return the trust of your boss and the client too.

Situation 2. You work as an Executive Manager in a big company
which produces fabric. Your company cooperates with different yarn
suppliers from Russia. Current economic situation makes you to refuse
from services of your Russian partners because of high price level. Your
boss takes a decision to find new suppliers from abroad. As you work
in the company for a long time, you know everything about goods you
need: price limit, technical requirements, quantity and weight. Searching
for the Internet, you find several companies. You write e-mails to their
representatives but there is no answer. You call them by the phone but there
are some difficulties: someone doesn’t speak English, someone doesn’t
hang the phone. But your boss can’t wait and ask for the result.



Unit 1.4. Telephone conversations

/i~ Objective — to learn how to make and to receive telephone calls and
solve problems and appoint meetings by telephone

Unit plan:
1. Work with vocabulary
2. Questions for discussion
3. Reading text about telephone conversations
4. Training exercises
5. Work with sub-units

Sub-units plan:
1. Questions for discussion
2. Work with vocabulary
3. Exercise for preparing and role-playing dialogues

Knowledge:
. Study basic telephoning rules and etiquette tips
. Learn how to open a call
. Learn how to close a call
. Learn how to take a message
. Learn how to make a plan on telephone
. Learn how to deal with communication breakdown
. Learn how to solve problems on telephone
. Learn how to handle a complaint on telephone

O 0 3 O L A W N~

. Study useful telephoning vocabulary and phrases

Skills:
. Practice opening a telephone call
. Practice closing a telephone call
. Practice taking a message
. Practice making a plan on telephone
. Practice dealing with communication breakdown
. Practice solving problems on telephone
. Practice handling a complaint on telephone
. Practice role play

0 N N bW =



g . Useful vocabulary

answering machine cell phone hang up

area code collect call hold on

busy signal conference call international call
call back cordless phone long-distance call
call diversion desk phone pick up

call hunting dial put down

call waiting handset subscriber

, How often do you make phone calls during the day? What is
ﬁ‘ their purpose? Do you use different language style for different
conversations? If'yes, give some examples.

::. Telephoning Rules

Communicating on the telephone is a very difficult task for English
language learners. The issue is the clarity of the phone call — often there
can be some troubles with connection or sometimes even native English
speakers can have poor pronunciation and speech defects.

Another problem is the lack of visual confirmation. We can’t see
the person we are talking to directly — so we have lost some important
information for helping us understand what is being said. We don’t know if
the person we are talking to is nodding his or her head in understanding or
not — or looking confused and frustrated.

Speak slowly and clearly. Listening to someone speaking in a second
language over the telephone can be very challenging because you cannot
see the person you are trying to hear. However, it may be even more
difficult for the person you are talking with to understand you. You may
not realize that your pronunciation isn’t clear because your teacher and
fellow students know and understand you. Pay special attention to your
weak areas when you are on the phone. If you are nervous about using the
phone in English, you may notice yourself speaking very quickly. Practice
or write down what you are going to say and take a few deep breaths before
you make a phone call.



Make sure you understand the other speaker. Don’t pretend to
understand everything you hear over the telephone. Even native speakers
ask each other to repeat and confirm information from time to time. This
is especially important if you are taking a message for someone else. Learn
the appropriate expressions that English speakers use when they don’t hear
something properly. Don’t be afraid to remind the person to slow down
more than once.

Learn telephone etiquette. The way that you speak to your best friend
on the phone is very different to the way you should speak to someone in
a business setting. Many speakers make the mistake of being too direct on
the telephone. It is possible that the person on the other line will think that
you are being rude on purpose if you don’t use formal language in certain
situations. Sometimes just one word such as “could” or “may” is necessary
in order to sound polite. You should use the same modals you would use in
a formal “face-to-face” situation. Take the time to learn how to answer the
phone and say goodbye in a polite manner, as well as all the various ways
one can start and end a conversation casually.

Practice dates and numbers. It only takes a short time to memorize
English Phonetic Spelling, but it is something that you will be able to use
in any country. You should also practice saying dates and numbers aloud.

73 o Task 1. Divide into three separate groups: Group A, Group B and

7% Group C. Work in these small groups. Write down all the letters of
English alphabet from A to Z in your notebooks. Find three words for each
letter according to the requests: Group A can write only persons’ names,
Group B can write only names of countries or cities and Group C can
write only simple nouns. Check in the class.

= Task 2. Follow the instructions given by your teacher and write

' down the information you will hear: dates, telephone numbers,
names and key words from the text. Compare your notes with your
partner and then check it in the class.



Unit 1.4.1.

r’J What do you do before you make a telephone call to someone

Opening a call

you have never called before? How do you feel about receiving

unexpected telephone calls? What sort of telephone calls do you
make? Why do you make these calls?

Words and expressions
Introduce yourself
(Company), can I help you?
Good morning, (company)
This is Mr. X from (company)
Mr. X speaking

Ask for connection

I’d like to speak to...

Could you put me through to...?
Could I have extension..., please?
Could I speak to someone in the...
department?

Can I have a word with...?

Explaining the purpose
I’m calling about...

The reason I'm calling is...
It’s about...

It’s in connection with...
It’s concerning...

Spelling /repeating
Shall I spell it for you?

Identifying the caller

Who'’s this, please?

Who'’s calling, please?

Who'’s that speaking?

May I ask who’s calling?

I’m sorry, I didn’t catch your name.

Making the connection

Just a moment.

I’m putting you through.
Hold on, please.

Hold the line, please.

Still trying to put you through.
Trying to connect you.

You’re through now.

Go ahead, please.

Asking about the purpose
Could you tell me what it’s about?
What’s it in connection with?

Could you spell that, please?
You’d better spell that,
(informal)...

Could you just go over that again?

please

Let me just repeat that...
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Task. Work in pairs. Prepare to make and receive the following calls.

. Student A: Phone to a medical center and ask to make an appointment

to see a dentist.
Student B: You work at reception in medical canter. Receive a call from
a client, ask about date and time of appointment and name the doctor.

. Student A: You would like to reserve a table in a restaurant for your
birthday dinner on June 12" at 7 p.m. Make a call and book a table.
Student B: You work on reception in a restaurant. Receive a call from
Student A.

. Student A: Tomorrow morning you feel bad. You know that your illness
is not serious and you don’t want to take a sick day. Phone to your boss
and explain him a situation. Ask to stay at home for couple days.
Student B: You are Student A’s boss. Receive a call from him/her and
ask about his/her state of health. Let him/her to stay at home.

. Student A: A week ago you have sent a dispatching to your friend in
America by express air mail. Phone to delivering company and ask about
the state of your dispatching.

Student B: You are an operator of a call-center in delivering company.
Receive a call from your client. Ask for date of delivering and recipient’s
address and inform about dispatching state.

Unit 1.4.2. Closing a call

ﬂ What kind of problems do you have closing telephone calls? Do
+ W

your calls sometimes either end very suddenly or continue too long?
= Task 1. A major reason why some people find it difficult to end
=

telephone calls is that they don’t want to appear rude or abrupt.
How do you usually end calls? How abrupt or direct can you be?
Discuss how you would normally end these types of call:

v" a call to your boss;
v" a call to a colleague;
v acall to a friend;

v a call to a customer.



LEARN

. Words and expressions

Confirmation Thanking

So, let me just go over that... Thanks for calling.

Can I just make sure I’ve got your Thanks for calling back.

name right? Thank you for the information.
Thank you for your help.

Closing signals Farewells

I think that covers everything. Bye.

Is there anything else? Goodbye.

I’m afraid I’ve got a meeting now. Speak to you soon.

I’m sorry, I must leave it there.
Could you please leave your telephone
number?

... e-mail address?

Looking forward
I look forward to seeing you soon ...
meeting you ...
hearing from you ...
our next meeting ...
Have a good weekend/journey/
holiday.
See you soon.
I’1l get back to you.

— 5 Task 2. Work in pairs. Prepare to make and receive the following

calls.

. Student A: Student B will call you to try and sell advertising space in a
new business magazine. You are not interested.
Student B: You work for The Leader, a new business magazine. Call
Student A to see if he/she is interested in advertising at a special rate for
the next issue.

. Student A: Student B will call you about an appointment you have next
week with PJ Maxwell. You should note the details and then get off the
phone as quickly as possible.



Student B: You work for PJ Maxwell, who has an appointment with
Student A on Wednesday next week at 9.30. Mr. Maxwell needs to change
the appointment to a later date — if possible on Thursday at the same time.

3. Student A: You work for Café Mexicana, a new take-away Mexican
restaurant. Phone Student B and see if you can interest him/her in a
free introductory meal.

Student B: You will receive a call from a take-away restaurant. You like
Mexican food but don’t have time to arrange anything now. Ask for
details to be sent through the post.

4. Student A: You work for a travel firm, Global Star. Student B has booked
a flight to Miami next Sunday. Phone him/her with the information
about a change of schedule.

Student B: You have booked a flight to Miami next Sunday. You are in a
meeting at the moment. Ask for details to be faxed through to you.

Unit 1.4.3. Taking message

| Imagine you have just received a phone call from somebody you
W57 don’t know. When you put down the phone, what do you expect to
have noted? Compare your ideas with the information below.
When you take a message on the phone, what information should you note
down?

Message structure
1. Name of the caller
2. Time of message
3. Purpose of the call
4. Message details

LEARN

. Words and expressions

Excuses

I’m afraid he/she is in a meeting at the moment.
I’m afraid he/she is out of the office at the moment.
I’m afraid he/she is on holiday at the moment.
He/she won’t be back until Monday.

He/she is away for a week.

I’m sorry, the line’s busy. Will you hold?



Messages

Could I leave a message? Can I take a message?

Could you take a message? Will you leave a message?
Could you tell him/her I called? Let me take/write that down.
Could you give him/her a Is there any message?
message? I’11 just get a pen.

Reassuring (during the conversation)
I’ll make sure she gets the message.
I’11 tell him you called.

I’1l get someone to ring you first thing
in the morning.

“L 5 Task. Work in pairs. Prepare to make and receive the following

calls.

1. Student A: You are a purchaser. You need to buy some computer
hardware. You’ve heard that a new distributor called Compusave are
offering some very good trade discounts. Call them and try to speak to
their Sales Manager.

Student B: You work for a company called Compusave as a sales
representative. Your Sales Manager is out at the moment, but you should
be able to tell the caller about trade discounts.

2. Student A: Your secretary has made a provisional appointment for
you to see a management consultant called Peter Kindale from Hill &
Samuel. You have decided you have no time to see him. Phone his office
and cancel the appointment.

Student B: You work for Hill & Samuel, a firm of management
consultants. One of the team, Peter Kindale, is out of the office at the
moment. Take a message for him.

3. Student A: Your colleague Jane Austin is out of the office. You will
receive a call concerning an appointment.

Student B: You recently made an appointment to see Jane Austin
concerning some legal advice. You are unable to keep the appointment.
Phone her to cancel it.

4. Student A: Your boss Mr. Franklin has not arrived to the office yet. You

will receive a call for him concerning a meeting.



Student B: You would like to speak with Oliver Franklin, boss of your
partner company, for private talk. Call to his office and ask secretary to
connect you.

Unit 1.4.4. Making plans

ﬁ] How much business do you do over the phone? What are possible
dangers of doing business over the phone?

LEAR|

. Words and expressions

Suggesting a meeting Excuses

Could we fix a meeting? It’s not ideal, I’'m afraid.
Shouldn’t we get together in the This is a very busy time of year.
near I’m afraid Mr. Smith is tied up
future? tomorrow.

I’d like to see you before the end of

the month.

Negotiating a time Places

Let me have a look at my diary. Your place/office or mine?

Could we manage next Tuesday? I’ll come to your place/office, if

I could shift things around a bit. you like.

Maybe I could manage Thursday

afternoon.

How would 10.00/Friday/next

week suit you?

Thursday’s fine. Shall we say 2

o’clock.
Confirming
OK, then, Thursday 2 o’clock at
my place/office.
Right, in the meantime shall we
just pencil in? Wednesday, the 5™ of
December?
All right, I’ll do that and we’ll
confirm nearer the time.



(=) GJ Task. Work in pairs. Prepare to make and receive the following
calls.

Student A: Your name is Kim Gardener. You are a Production Editor
for Meridian Publishing. Use the diary page below as a basis for making or
receiving the following calls:

1. Call Tim Kingston (Safety Officer) and try to arrange for a plant
inspection on Wednesday morning. Otherwise try to fit if on Thursday
afternoon.

2. Call PGA Group (a potential supplier) and cancel your appointment on
Friday at 13.00 make a good excuse and say you will arrange it later next
month.

3. Call Ruscome Park Hotel and arrange for dinner to start by 18.00 on
Thursday evening. You want to leave by 22.00 in order to drive home.

4. You will receive a call from a member of the DTI Safety Committee.

5. You will receive a call from your boss, Terry Piper.

April
24 Monday | 25 Tuesday |26 Wednesday | 27 Thursday 28 Friday
8 train to
London
(08.50)
9 | works meeting dentist (09.05) | meeting with
F.Kelso
10
11 | drive to plant | DTI safety
committee
12
13 | lunch with lunch with seminar at meeting with
Will Hatton trainees Ruscome PDA Group
(13.30—18.00)
14 train home
(14.35)
15
16 presentation
for Peter
17 | return to HQ
18 dinner with
participants
19




Student B: Make or receive the following calls:

. Your name is Tim Kingston (Safety Officer). You will receive a call
concerning a safety inspection. You are already booked up from the
middle of next week but you could do a standard inspection (2 hours) on
Monday or Tuesday.

. Your name is Jamie Cross (PGA Group). You have scheduled a meeting
with Kim Gardener (Meridian Publishing) for next Friday. This is
an important meeting, as you are hoping to confirm a big order from
Meridian.

. You work at the Ruscome Park Hotel. You will receive a call concerning
adinner booking for Thursday the 27th. It has been provisionally booked
for 18.30. You can’t manage any earlier.

. Your name is Sam Taylor. You are a member of the DTI Safety
Committee. Phone Kim Gardener (Meridian Publishing) to arrange
lunch following the Safety Committee meeting on Tuesday.

. Your name is Terry Piper. Phone your Production Editor, Kim Gardener,
to arrange an emergency meeting for Monday morning as early as
possible.

Unit 1.4.5. Communication breakdown

FT_'| What kind of things lead to misunderstandings on the phone? Are
o W

there some messages which are better communicated face to face?

LEARN

. Words and expressions

Technical reasons Offering to call back
It’s a terrible line. I’1l call you back.
You sound miles away. Can I call you back?

There’s terrible echo on the line. Let me call you back.
I’m afraid we’ve got a crossed line.

I can hear you, but not very well.

It’s very noisy here. I can hardly

hear you.



Requests

Could you speak a little slower
(please)?

Could you speak up/a little louder
(please)?

Wrong numbers

I’m sorry, I think you’ve got the
wrong number.

I’m afraid you’ve got the wrong
extension.

I’ll try to transfer you.

Checking the line

Is that any better?

Can you hear me all right/clearly?

Excuses (closing signals)

Sorry, I’ve got someone on the
other line.

I’m in a meeting (at the moment).
I’ve got to go out.

Calling back

This is ... returning your call.
You called earlier.

Hello, this is ... again.

Thanking

Thanks for calling back.

Thank you for getting back to me so
quickly/promptly.

Returning to the subject

The reason I called you was ...
As I was saying ...

Anyway ...

“L 5 Task. Work in pairs. Prepare to make and receive the following

calls.

. Student A: You are Lily Preston and you need to call to you Chinese
partners and ask about the dates of their arriving. But it seems there are
some problems on the line. Try to know the information you need.
Student B: Your name is Jane Cheng and you work in Chinese company.
You will receive a call from your American partners. But you can’t hear
the caller well. Ask him/her to call back later.

. Student A: Your name is Maya Oliver and you work as a secretary in a
small company. You will receive a call from your partner who would like
to speak with Max Spencer, your Production Department Chief. You try
to connect but the line is busy. Ask the caller to call back later.

Student B: Your name is Morgan Swenson and you call to your partner
Max Spencer. Ask secretary to connect you.



3. Student A: You are Lucy Freeman, a travel agent. You have received a
request to find air tickets to New-York from Mary McDonald. Call her
and inform that there are no tickets on October 18th.

Student B: You are Mary McDonald. You will receive a call from travel
agent but the line was interrupted. Try to call back.

4. Student A: You are Michele Connor and you are going to business trip
for two days on April 21st. Call to your lawyer and ask to re-schedule the
consultation.

Student B: You are a lawyer and you will receive a call from a client who
asks you to re-schedule the consultation. You are very busy now. Ask to
call back later.

Unit 1.4.6. Solving problems

; FT_'| Have you ever lost your temper on the phone? Do you think displays
" of emotion on the telephone are problematic?

il Words and expressions
Making questions sound polite Leading questions
Why do we have to do it? (direct form) Don’t you think we shall leave?
Could you tell me why we have to do We’ve been talking too long,
it? (indirect form) haven’t we?
Do we have to leave? (direct form)
Would you mind telling me whether
we have to leave? (indirect form)

Open questions Probing questions
Why do we need to invest? What exactly do you mean by...?
1"d like to know where we can Could you expand on that, please?

contact you.
How is this going to work?

Closed questions Reflexive questions

Do you think you’ll finish on time?  So you think we should...?

Do you mind telling me whether If I understand you correctly, you
you’re ready? are saying...

Have you finished?



= Task 1. Make the following questions less direct.

a) What do you mean by that?

b) Do you need to travel first class?

¢) Don’t you think you should save the company money?
d) Why can’t you use economy class?

e) Have you ever travelled second class?

o

= Task 2. Make the following questions more direct.

a) Could you tell me whether you deliver daily?

b) Do you mind telling me the average price?
¢) I’d like to know how many people you employ.
d) I wondered whether you had an office in Dublin?

e) Could I ask you when you are planning to leave?

1.

1 5 Task 3. Work in pairs. Prepare to make and receive the following

calls.

Student A: You are Miranda Olsen and you work as a secretary in small
office of Alfa Company. Two weeks ago you sent a printer to repair and
still couldn’t take it back. Call to repair company Print Master and ask
about the state of your printer.

Student B: You are James King, office manager in Print Master. You
will receive a call from Miranda Olsen. Explain your client that their
printer is still repaired because there were some difficulties during the
diagnostic. Promise to give the printer back within couple of days.

. Student A: You are Melissa Brown and you are clothing shop manager.

You received your order from Italy today morning. When unpacking
you notice that one of the set isn’t your order and you didn’t receive 10
dresses. Call to your Italian supplier and explain the situation.

Student B: You are Julia Blanco and you work as a Sells Manager in
Italian fashion house. You will receive a call from Melissa Brown. Try
to explain politely that you confuse the order. Find a way to solve the
problem.



3. Student A: Your name is Pit Everton and you are organizer of a business
seminar in Washington City Hall. Receive a call from Martina Wilson
and explain that you just missed the name of her boss by accident.
Student B: Your name is Martina Wilson and you are personal assistant
of Brad Hill, General Director of PR-company. Your boss has gone to
the business seminar in Washington City Hall. He called you and told
that his name wasn’t in guests’ list. Phone to organizer of the seminar
and ask about the situation.

4. Student A: You are Sam Kingston, Credit Specialist in a bank. One

of your borrowers, Ms. Alice Kerr, isn’t pay for credit during several
months. Your boss insists that you must contact her and know about the
reason. But Ms. Kerr doesn’t hang her mobile phone and you phone to
her work. Secretary’s refuses don’t make you to stop calling.
Student B: You work as a secretary in a small company. Every day you
receive a call from a bank. Sam Kingston, Credit Specialist, call you to
speak with Alice Kerr, one of your employee, about her debts. You can’t
connect Mr. Kingston with Alice because you have no rights for it.

Unit 1.4.7. Handling complaints

—1 Have you ever made a complaint over the phone? How did the other
o person respond? Have you ever received a complaint over the phone?
How did you respond?

1 CJ Task 1. Work in pairs. Give some examples of the types of complaints
people make in business. Then role-play some typical complaints
with a partner using the phases below.

LEAR)

! Words and expressions

Expectations People

We expected delivery... He’s not reliable. (You can’t rely on
We were led to believe... him).

You promised... He never turned up (arrived).



Time Apologizing

It’s late. I’m very sorry.
There’s a (serious) delay. I’m sorry about the delay.
The schedule has slipped a bit. I’m afraid there’s been a mistake.

We’re very short of time.
It’s a matter of some urgency.

Quality Reassuring

It’s bellow standard. Don’t worry, we’ll ...

The goods are damaged. You have my word. We’ll....

There’s a fault with... I’ll see to it right away.

We can’t accept these... I can assure you, it’ll never happen
again.

L 57 Task 2. Work in pairs. Prepare to make and receive the following

calls.

1. Student A: Your company, ABC Alarms, recently installed a new burglar
alarm system for a local firm XYZ Ltd. You will receive a call from them.
Student B: Your company, XYZ Ltd, recently had a new burglar alarm
system fitted. The alarm keeps on going off for no apparent reason.
Phone the suppliers, ABC Alarms, to complain.

2. Student A: Your company have sent a very important dispatching to your
partner by shipping company to the other city. But when your partner
received the dispatching, he/she found serious damage and informed
you. Call to shipping company to complain.

Student B: You are manager in shipping company. Receive a call from
your client.

3. Student A: You work in a travel agency on probation. Receive a call from

your client and find a solution for complain.
Student B: You are coming to go to Milan for business trip. It is going to
be your first trip to Europe and you need visa. One month ago you have
called to travel agency and have asked to organize your trip. A month
later after your call you receive documents and see that there is a mistake
in your surname on tickets and visa. Your departure is within a week.
Call to travel agency and complain.



4. Student A: You work as an editor in a publishing house. You receive a

call from Jim Backer, an owner of a furniture store. By order of your
boss, you have played a role of usual buyer in its store and then wrote an
article about staff, goods and general situation. Speak with Mr. Backer
and deal with the conflict.
Student B: You are Jim Backer, an owner of a furniture store. You phone
to a publishing house to complain to an article about your store. You
think that it was an invited article and you want to know whose initiative
it has been.

0
“" = PROBLEM SITUATION

Situation 1. You work for a big and perspective company which has
a lot of business partners in different European and Asian countries. As
a Personal assistant of General Director you always have mountains of
paper and other work. But one of your important business partners from
Germany likes to get in touch with you from time to time — not necessarily
to do business, just maintain the relationship. Now it is 6 p.m. and you
would normally be getting ready to go home. But your boss has some
problems with one of foreign suppliers and asks you to sort a solution right
now. The last thing you need is any interruptions. But the phone rings and
your German partner wants a little chat.

Situation 2. You are a Customer Manager in company producing
medicine for drugstores. You have a list of customers, but also you need to
work with new one. It is usual day in the office and you work on your plan.
The phone rings. You pick up the phone. A person presents himself as a
Director of drugstores chain and asks you some questions about potential
cooperation. You answer his question and end the talk. After some time the
same person calls you and ask questions again. You give him information
in details, send the information by e-mail, but he continuous to call you
from time to time. This client can make huge order and you can’t leave
him but your patience’s wearing thin.



ﬁf\‘ ROLE PLAY FOR PART 1

1. Rearranging plans

Linda Grant. You are a Secretary at AC Fabrics, a UK based company.
At the end of this month, your boss had planned to visit some suppliers
in Vietnam with your new agent in Ho Chi Minh. You have just received
this e-mail from your agent:

E-mail

Re: visit: 20—23 November

Hello, Linda!

Following discussions with a number of clients and contacts, I would
like to re-schedule the above visit. We’ll be able to have many more meetings
if you arrive on Wednesday 16" rather than on the 20". I'm sorry for the

inconvenience but please let me know whether this is possible ASAP.
Best regards,
Kwan Do

There would be a busy day. You will need to do the following:

1. Your boss had already arranged some meetings on the 16" and 17%.
Speak with him and explain the situation.

2. Call your travel agent to re-schedule the trip — depart in the morning of
the 16" and return in the afternoon of the 19

3. Write an e-mail to Kwan Do and approve new meeting date. Call him
and check the receiving.

4. Inform the Chiefs of Finance, Production and Marketing Departments
that the weekly meeting on Wednesday will be postponed on Monday.

5. Call to your partner in WMB Company. Speak with a secretary and
arrange a meeting of your bosses today in the afternoon. Meet the boss
of WMB Company in your office.

Kevin Maxwell (Boss). Speak with your secretary and approve new
dates of your business trip. Make an offer to inform your foreign agent,
postpone the weekly meeting with the Chiefs of Finance, Production and
Marketing Departments and ask your secretary to invite Phoebe Warner —
a Director of your partner’s company who were going to come to Vietnam
with you.



Alyson Franklin (Travel agent). When Linda Grant calls, the line is
bad. Offer to call back. You have already booked her on flights to Ho Chi
Minh, departing on the20™ and returning on the 23" of November.

Kim Bao (Kwan'’s colleague). Receive a call from Linda Grant and tell
her that Kwan is out of the office now. Ask to call back later. When Kwan
comes back, tell him about the call.

Kwan Do (Agent in Ho Chi Minh). Receive a call from Linda Grant and
approve receiving an e-mail as soon as you will come back to the office.

Thomas Cook (Chief of Finance Department). Receive a call from a
secretary and tell her that on Monday you are going to the bank and it was
a boss’ order. Ask Linda to see the Director.

Edward Bishop (Chief of Production Department). There was an accident
on a workplace and you were injured. When Linda calls, tell her about it
and say that you are going to take sick days from today.

Anne Terry (Chief of Marketing Department). Receive a call from Linda
and approve new date of the weekly meeting.

Phoebe Warner (Director of WBM). You are very busy when Linda
phones. Ask her to call back.

2. Organizing meetings
Martha Smith (Secretary). You are a Secretary and today you should
organize two meetings:

1. Your company 7oy & 7oy has recently merged with a foreign company
World of Toys. You are looking for a location to hold a three-day strategy
meeting for the senior managers from the two companies. There will be a
total of six directors plus two assistants. You plan to arrive on Thursday on
the 9" of October in the evening and depart on Sunday 12" at midday. The
location should offer all the usual facilities, but above all should be remote
and quiet to ensure an interrupted meeting. Make necessary calls.

2. At 2 p.m. your boss is waiting a very important potential customer —
representatives of toy supermarkets’ chain Giraffe. When the customer
comes with his colleagues, you need to meet and accompany them to
the conference room.

Catherine Fox (Receptionist of Taj Hotel). You will receive a call from

Martha Smith enquiring about rooms and conference hall. Ask for all the



necessary information and specify the availability of rooms and conference
hall. Also ask to send all the details via e-mail.

Wendy Wood (Receptionist of Imperial Hotel). You will receive a call
from Martha Smith enquiring about rooms and conference center. Ask for
all the necessary information, tell that in your hotel there is no conference
hall and specify the availability of rooms. Also ask to send all the details
via e-mail.

Ann Cooper (Receptionist of Royal Conference Centre). You will receive
a call from Martha Smith enquiring about conference room. Ask for all the
necessary information and specify the availability of room. Also ask to send
all the details via e-mail.

Cathleen Tucker (Director of Toy & Toy). You will have a meeting
with Bradley Hopkins. Meet him and his colleague and make a short
introduction of yourself and your company.

Bradley Hopkins (Director of Giraffe). You were invited to Toy & Toy
to discuss potential partnership’s conditions. Come to the office and
introduce yourself and your colleague.

Mitchell Wells (Marketing Assistant of Mr. Hopkins). You will come to
the meeting with your boss. Participate in introduction.



Part 2. JOB INTERVIEW

Unit 2.1. Preparing resume

& Objective — to learn how to write perfect resume/curriculum vitae
1 (CV) and covering letter

Unit plan:
. Work with vocabulary
. Questions for discussion
. Reading text about rules for writing a resume
. Exercises for defining and characterizing student’s personal skills
. Questions for discussion
. Reading text about common mistakes in resume
. Learning small texts about rules and formats of resume

0O N N L bW

. Exercises for work with job advertisement

Knowledge:
. Study the vocabulary and useful phrases used in resume
. Study how to define personal’s strength and weaknesses
. Learn formats and structure of resume
. Learn rules for writing resume
. Learn how to define and avoid mistakes in resume
. Study the content of job application
. Learn purpose and structure of covering letter

~N N R W N =

Skills:
. Practice to define and characterize personal’s strength and weaknesses
. Practice to work with resume
. Practice to write personal resume
. Practice to read job advertisement
. Practice to write covering letter
. Practice to appoint meetings by e-mail

AN N BN~

_g Useful vocabulary
achievement freelance job reference
allowance full-time job resignation



applicant job advertisement responsibility

application internship skills

candidate length of service to hire

certificate lose one’s job to fire

degree lump-sum allowance to go bust

dismissal marital status to go on the dole/to be on the
dole

dole part-time job to have a degree in/diploma in

education position unemployed

employee qualification work experience

employer recruiter

, r"_‘| What does CV stand for? What is the main purpose of a CV? How

Ly many sections are there in a CV and what are they? What information
should be contained in a good and successful CV? Have you ever
made a CV?

i

:/i= Rules for Making Good Curriculum Vitae

The job market continues to remain highly competitive for candidates
with employers often overwhelmed by the numbers of applications
received for every vacancy. In today’s tough economic climate, finding
a new job is onerous for most but fine-tuning your CV can help secure
the next step: a job interview. So, there are 10 Golden Rules for making
a good and eye-catching CV.

1. Presentation. Don’t format your CV in a way that will distract
from the content or confuse the reader — keep it simple and consistent
throughout. A garishly designed CV may stand out and grab the recruiter’s
attention, but this could be for the wrong reasons. Don’t use colorful and
unusual fonts and frames: it’s better to keep it in a black and white style
with bold or italic for key points.

2. Length. Try to keep your CV to two sides of A4 as anymore is unlikely
to be read; recruiters simply don’t have the time. This is tough if you have
had an extensive career history, so try limiting the amount you write on
your earlier positions to key achievements. Employers tend to be more
interested in your most recent and relevant career history.



3. Tailor your CV — not just your covering letter. It is important to tailor
yourCVtothejobyouareapplyingforandnotjustthecoveringletter. Todothis
well thoroughly read the job description and understand what the recruiter
is looking for in terms of competencies, skills and experience. Where you
have the necessary attributes, make sure you include examples of them on
your CV. Ifyou have skills gaps then make the most of the skills you have and
adapt them as best as you can for the position you are applying for.

4. Start your CV with a personal profile. This should be a short paragraph
at the beginning of your CV that covers your personal information like
home address, mobile phone number, e-mail address, birth date, marital
status and so on. Here you may also put languages you know including
your native language.

5. Education. It is very important for recruiters to know about your
education. Put your university degree or degrees with noting of qualification
and studying dates.

6. Career history. Write your career history in chronological order,
starting with the most recent role — and include dates. Identify the key
skills and experiences you have had in each of the jobs you have held and
summarize these starting with what you think would be the most relevant
to the recruiter.

7. Achievements. Include your key achievements in the different posts
that you have had. If you are invited to an interview, make sure you are
ready to talk about them in detail. As a separate point of your CV you may
put your personal and professional skills.

8. Address career gaps. It is better to address a recent lengthy career
gap than leave a questionable hole in the chronology of your CV. If you
have had a year off to go travelling or time off to raise a family, then detail
this in your CV.

9. Hobbies and interests. This section is used very rarely but sometimes
some recruiters ask candidates to fill this section too. So, if you need to
include a section on hobbies and interests then only include things that
might differentiate you in a positive light from other applications. Avoid
the obvious as it won’t add anything to your application.

10. Don’t forget to run a spell check!

www.independent.co.uk




= Task 1. Using the phrases given below tell about your strength and
weaknesses to the class.

Strength Weaknesses

I’m excellent in... I’m not very good...

I’m quite good at... I can sometimes find it difficult...
I’m able to... I could be better...

I’m interested in... I would like to be able to...

= Task 2. Work individually and write your own examples of behaviour
for the following transferable skills.

Example: analytical skill — I am good at data analysis. I can interpret data to

see cause and effect and I am able to use this information for making decisions.

accurate ambitious attentive
broad-minded businesslike capable
confident cooperative creative
dependable flexible hardworking
honest organized result-oriented
teachable team worker tolerant

) ] Identify three key transferable skills of your own, which you have
used at work or university. In pairs, tell each other about your skills,
giving examples of your behaviour.

—1How can we understand that CV would make a good impression

T’f' for our potential employer? If there could be some redundant
information? What is it? What should we do to avoid mistakes in
our CV?

:"1_, The 10 Most Common CV Mistakes And How To Avoid Them

1. Including irrelevant personal information. On average, recruiters
spend just 6 seconds looking at CVs, so you don’t want to clog yours up
with irrelevant information that’s not going to help your application — and
may cause them to miss the really important contents.

2. Hiding important information. It’s vital to highlight the key points that
may help swing an interview for a particular job. So think about the design



of your CV and ways you can bring important details, for example by putting
key achievements in bullet points or bolding your previous job titles.

3. Being unclear. Using phraseslike “several”, “afew” and “numerous”
can come across as too unclear on a CV. So if you spent three years working
on a project, say so. Or if you exceeded a sales target, include how much
it was by. And if you say you delivered more than a client was expecting,
briefly explain how.

4. Mysterious gaps in employment. If for any reason you’ve taken a
break for employment — whether it’s for travel, study, volunteering,
redundancy or simply to care for your child — explain it. If you don’t,
recruiter may jump to his own, less flattering conclusions and pass your
CV over without a second thought.

5. Lying or manipulation of the truth. While your CV should absolutely
be the best of you, making up qualifications, experiences or achievements
will invalidate any of your real, hard won successes. So be honest and ensure
that you give your real attributes a fair chance of getting you the job you want.

6. Throwing in the kitchen sink. Your CV should be as short as it possibly
can, while delivering the information a recruiter is looking for. Recruiters
are very busy people, and they don’t have time to wade through pages of
long winded explanations.

7. Unnecessarily elaborate design. These days, the chances are your CV
is going to be judged on a screen. So don’t take the opportunity to play with
fancy fonts and colours — stick to typefaces that are screen friendly (like Ariel,
Times New Roman or Verdana) and use a font size of 10 or 12 for body copy
and slightly larger for subheads. And avoid backgrounds and ornate borders.

8. A meaningless self-introduction. If you include an introduction
in your CV, make sure it’s to the point, and accurately sums up the key
qualities the recruiter is looking for. Avoid meaningless phrases like
‘Dynamic, results-oriented, driven, personable team player’ and instead
clearly outline your key qualification for the role. For example, ‘Part time
sales manager with 16 years’ experience in the commercial sector’. If a
recruiter looks at one thing on your CV, it could well be your introduction
so ensure it tells them as much as possible.

9. Including references. You’ve little enough space on your CV to ensure
you are able to portray yourself as the full package, so don’t waste any with
lengthy references. Most recruiters don’t expect them, and a simple note



saying ‘References available on request’ is enough. If a job advert specifically
requests references, you can include them on a separate sheet.

10. Poor spelling and grammar. Before you send your CV out, use spell
check and then proofread it thoroughly. If you’re not confident in your

grammar, ask a friend to check it over.
www.talentedladiesclub.com
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=//= Resume Formats

1. Chronological format demonstrates continuous and upward career
growth. It does this by emphasizing employment history beginning with
the most recent and working back. The focus is on time, job continuity,
growth and advancement and accomplishments.

2. Targeted format is used when you are seeking a specific position. The
focus is on your skills, abilities and qualifications that match the needs
of your target.

3. Functional format also emphasized your skills, but doesn’t correlate
these characteristics to any specific employer. The focus is on what you
did, not when and where you did it.

4. Combination format offers a quick synopsis of your market value followed
by your employment chronology. This format is very well received by
hiring authorities.

5. Alternative format is written as a detailed letter to a concrete employer.
You focus on those areas in which you can be helpful and valuable to
that employer. You demonstrate your abilities, not only describe them.

:, The 5 P’s of Resume Writing

1. Packaging is a vital component to sales success. Paper stocks, graphics,
desktop publishing and imaginative presentations are part of the
packaging process.

2. Positioning of information means organization. Organize the data on
your resume so that it’s easily accessible to the reader and the reader is
able to quickly gasp significant information.

3. Punch or Power info is by far the most important. Here you deliver the
information that the hiring manager wants to see. Power info is the
information that matches your skills, abilities and qualifications to a
prospective employee’s needs.



4.

Personality means a lot for hiring managers. Change neutral and dull
words to eye-catching and bright ones. In other words, lighten up your
resume and let it dance and sing a bit. But displaying a personality, you
display emotion.

Professionalism in presenting your resume is important because
you want to make a good, lasting and professional first impression.
Remember you are the product and you are the salesperson. Your resume
is your brochure. Would you hire yourself based on the professionalism
of your resume? Professionalism will lead you to more and more
interviews. That means more opportunities.

Let’s work with job advertisement!

hhe

HeadHunter

English Interpreter / Translator
“Mr. Car & Co”, Ltd. Togliatti, Russia Posted 10 days ago

Job Snapshot
Full-Time Experience — 1-3 years $370 per month
Benefit package Relocation — No Age —20-35

Job Requirements

We are very interested in talking to candidates with the following qualification:
e Ability to communicate in fluent English, written and verbally

Second language will be your advantage

Interpreter / Translator experience in the manufacturing industry
Proficient computer user

Excellent written and verbal communication skills

Knowledge in business language and etiquette

Benefits

e Full-time working day (from 9 a.m. to 18 p.m.)

e Social package (medical insurance, official employment, vacation)
e Free lunch

e Possibilities of business trips

Contacts

Maria Petrova, Personal Assistant of General Director
8(8482)44-22-44

m.petrova@mrear.ru




i:,_i Task 3. Look at the job advertisement given above. Imagine that you
want to find a job and try this position. Make up a CV based on
real and truly information (you just allowed to make up your private

information like mobile phone number and address). The following

structure and requirements for the content are must.

1. Personal details: name, date and place of birth, home address, mobile
number, e-mail address, marital status.

2. Objective: some words for one or two sentences about what kind of a
position you are seeking.

3. Studies in chronological way back: period of studying, the name of the
university and diplomas or degrees.

4. Work experience in chronological way back: period of work, name of the
company, location of the company, job title, short job description or list
of professional responsibilities.

5. Knowledge of languages: native language and foreign languages with
indication of level.

6. Computer skills and professional skills.

7. Personal qualities.

8. Additional information: driving license and personal car, passport for
travelling abroad, possibility of business trips and etc.

= Task 4. Study the following text about the structure of Covering
Y Letter and look at the example on the next page. Define the
structure of the letter.
Write down your own Covering E-mail to Maria Petrova from “Mr. Car &
Co.”, Ltd.

A CV gives information about the educational qualifications and
professional experience you have, whereas a cover letter explains why
you want the job. A cover letter should not duplicate your CV. The main
purpose of a personalized cover letter is to persuade the reader to read your
CV and consider you for the vacant position.

A cover letter is often your earliest written contact with a potential
employer, creating a critical first impression. A well-written, well-focused
cover letter demonstrates your written communication skills and will help
you to get that all-important interview.



The letter of application should follow the general guidelines for all
business letters. It should have an introduction, a main body, and a final
paragraph.

The first paragraph of your cover letter should detail the job you are
applying for and, if relevant, where you heard about the job (for example
an advertisement, or personal recommendation).

In the main body of the letter you need to show why you are the right
person for the job, by highlighting your most relevant experiences and
skills as they relate to the position you are applying for. It is important to
demonstrate evidence of your skills clearly. It is not enough to claim that
you are ‘a hardworking, flexible team player, with excellent IT skills’; you
need to be able to provide evidence.

In the body of your cover letter it is essential that you are able to
demonstrate how your work experience and skills match the specific
position you are applying for. To do this you need to: read the job
description carefully; identify the skills and experience the company is
particularly interested in; show any parallels with previous posts you have
held or other experience.

The final paragraph of your cover letter should round the letter off,
leaving the reader with a positive impression of your application and a
desire to interview you. Don’t forget to enclose your CV and some useful
and important documents like copy of diploma, copies of certificates,
references and so on.

Whether applying online or sending your cover letter through the post,
it is important to write using appropriate language. Although informal
language may sometimes be acceptable in cover letters, more formal
alternatives will create a more professional impression.

o

= Match rules to the parts of the cover letter.

1. Your contact information and current date.

2. Your name and your signature.

3. Brief information about you and the reason of your writing.
4. Your sign-off.

5. Your appropriateness for the sorts of skills that are seeking.
6. Your previous employee.



7. Your hobbies and leisure.

8. Results and achievements you have made during your previous work
experience.

9. Name, title and full address of recipient.

10. Information about the source where you saw this job advertisement.
11. Your motivation for applying.

12. Your readiness for improving additional useful skills.

Jane Nuttall ¥
71 Lambert Road \ a
Brixton
London
b SW2 5XL

jane.nuttall@kcl.ac.uk
1 December 2008
Ms Diana Allsopp

Recruitment Manager

McClure and Company
Russell Square !
London WC1C 9SE

Dear Ms Allsopp,

|
i
!

R S —.

1 I am a final-year student at King's College London reading Economics, and
would like to apply for an Associate Consultant position with McClure and
Company, as advertised on www.monster.com. -

o

27 Management consultancy appeals to me because it combines analytic
research across a wide range of business situations with frequent client
contact. | recently attended a McClure and Company workshop run by

f —— Charlotte Penton-Smith, and she gave a very positive impression of the
company. | was particularly impressed by the excellent in-house training
programme which she described, and | would welcome the opportunity to
work in such a close-knit team of supportive colleagues.

3 During my time at King's College | have employed a variety of different
€ — research methods, and am familiar with the analytical applications of ;
spreadsheets. For example, for my recent dissertation, | used Excel to |
$ compare the effects of tax increases on alcohol and tobacco consumption. [
J In addition, when | was working at the Williton branch of Costcutter over the !
summer, | presented suggestions for improving the layout of the store to the '
regional management team. They decided to put these ideas into effect and {
sales rose by 7% over the autumn quarter. i
|

h

4 During my free time, | sing in and manage a jazz band, arranging concerts and
K gigs and managing the band's accounts. | very much enjoy collaborating with /
a team of people with similar interests and working towards shared goals. |1am
also learning ltalian by attending weekly evening classes and studying on my
own towards the A-level exam next June.

| § I enclose a copy of my CV and hope very much to be invited for interview.

Yours sincerely,

Jane Nuttall
Jane Nuttall

e S ———




i:,_i Task 5. Congratulations! You successfully dealt with the first stage
and received a following letter from “Mr. Car & Co.”, Ltd. Write a
reply and be ready to go for a job interview.

To: Student
From: Maria Petrova
Re: English Interpreter/ Translator CV

Dear Student,

As a result of your application for the position of English Interpreter /
Translator, I would like to invite you to attend an interview on June 3, at 9
am at our office on Komunalnaya str, 25.

You will have an interview with our General Director, Aleksandr
Mikhailovich Belov. Please bring your diplomas, certificates and references
to the interview.

If the date or time of the interview is inconvenient, please contact me
by phone 44-22-45 or by email m.petrova@mrcar.ru in order to arrange
another appointment.

We look forward to seeing you.

Best regards,

Maria Petrova,

Personal Assistant of General Director
1 Words and expressions

Introduction

I saw you job advertisement in...

I see from your advertisement in...

Please send me further details of the post.

Talking about your career experience

As you will see from the enclosed CV..

I have considerable experience in this type of work.
I am currently working for...

I spent... years abroad...

I was trained as a bilingual secretary.



Talking about your education

I speak fluent French and German.
I have qualifications in...

I have a diploma in...

I have a degree in...

I went to University in...

I studied... as my major.

And... as my minor.

Career expectations

I am looking for a similar post.

Now I wish to change my job.

I wish to work for a larger organization with international links.
I wish to improve my career prospects...

I wish to improve my chances of promotion.

I wish to make use of my knowledge of languages.

Appointing an interview

If you wish to invite me for an interview, I can come to be interviewed at
any time.

Could I come to interview at a later date?

I enclose copies of references from my last two employers, and copies of
my diplomas.

I would be pleased to provide you with any further information you may
require.

I enclose a CV, which gives full details of my qualification and work
experience.

Unit 2.2. Business interview

he Objective — to learn how to prepare for business interview and how to
| pass it successfully

Unit plan:
1. Questions for discussion
2. Reading text about important tips to be regarded before the job interview
3. Exercises
4. Questions for discussion



5. Reading text about important tips to be regarded in the office

6. Exercises for making dialogues

7. Reading text about important tips for successful business interview
8. Questions for discussion

9. Exercise for defining questions from employer

10. Exercise for making dialogues

11. Studying new words and expressions

Knowledge:
. Study common rules for preparing to business interview
. Learn how to be successful on job interview
. Learn some questions can be asked by potential employer
. Study how to find information about a company

W B W N =

. Study the vocabulary and phrases for job interview

Skills:
1. Practice to be prepare for a job interview
2. Practice to search for necessary information
3. Practice to think about personal strength, weaknesses, achievements
and expectations
4. Practice to ask and answer questions during job interview

— | Have you ever been interviewed? What did you feel about it? How
“%57 did you prepare?

-

=li= Before the Interview

1. Be clear that this is a job you want. Only accept the interview if there
is a possibility that you will accept the job offer after you get it. Otherwise,
you will only be wasting their time and your time — plus it creates bad will
if you reject an offer later on without a valid reason. You never know when
you might want to join this company in the future.

2. Research on the company background. What does it do? What
products do they have? How is their performance in the past few
years? What is the status of the company now? What are the latest news
surrounding the company? How is its culture? How is its structure? How
many regions and countries is it in? Which are its biggest markets? Find



out as much relevant information as you can about the company that you
feel will come in handy for your job interview.

3. Research on the job you are interviewing for. What is your role about?
How many people will you be working with? What will you be doing? Does
it require traveling? As you think about these questions, think about what
you have to offer that will be a perfect fit for this role as well as the company.

4. Dress right. An interview may be the only shot you have to impress
the decision-maker in person, so make sure you’re dressed impeccably.
A dark suit (jacket and pants or skirt) and a crisp white shirt, manicured
nails, simple make-up, and clean, professional shoes will be perfect in
most cases. And definitely avoid dangling earrings, too much perfume, and
multiple, clanking bracelets.

5. Think about your best sides. Be prepared to market your skills and
experiences as they relate to the job described. Work at positioning yourself
in the mind of the employer as a person with a particular set of skills and
attributes. Employers have problems that need to be solved by employees
with particular skills; work to describe your qualifications appropriately.

6. Be ready for the test. If you are going to take some active positions
as, for example, translator or interpreter, manager, layer or journalist, you
may be asked to perform your skills. Employer may ask you to solve some
difficult imaginary situation, write a short article or translate small text.
Don’t be confused and show the best you can.

7. Bring extra resume and portfolio. Take your diplomas, certificates
and award papers which are suitable for the position. So, if you have been
awarded as the winner of school competition on history or literature, or if
you received a prize for your dramatic or sport skills, it wouldn’t give you
any priorities.

8. Make a list of questions for an employer. After the interview you may
be asked about any questions you have. Be clear and think for advance
what could you ask. Your questions must be smart and to the point.

www.personalexcellence.co




y Task 1. Work in pairs. Discuss the following tips. Which ones do you
think are most important? Why do you think so?

» Predict the questions you are likely to be asked during the interview.
* Find the information about a company you are applying for a job with.
» Learn about duties of the position you are going to get.
» Analyze your skills and experience — whether they meet requirements.
* Decide what you are going to wear.
» Prepare a list of questions to ask at the end of the interview.

= Task 2. Look at the job advertisement on p. 56. Think why you could
be hired for this position. Give some arguments.

= Task 3. Think of a company you would like to work in. It should be a
real one but it can locate anywhere (in Russia or an abroad). In the
Internet find some useful information that can help you to know
some details about this company.

J

i+, Task 4. Listen to the following conversation between a boss and a
-71 * candidate and answer the questions:

1. For what position is Anna going to be interviewed?

2. What are the right things according to the narrator’s opinion?

3. What kind of experience Anna brought to the company?

4. What was Anna’s role in the university debating society?

5. What key phrases did Anna use talking about her personal qualities?

6. How many times the interview was interrupted?

7. What can Anna say about the reason of applying?

Source: BBC Learning English — English at Work — Episode 1: The Interview

ﬂ How should we behave when coming for an interview? What should
i e
we ask secretary or receptionist about?

-

/= At the Door

1. Be 5 minutes early for the interview. The worst thing you can do is
be late for the interview. It sets the wrong tone and you don’t want to be
entering your interview hot, sweaty and flustered either. Be early rather



than late; make sure you set off for the place earlier by 10-15 minutes.
Reaching earlier helps you to cool down and prepare yourself mentally.
If you reach much earlier, just walk around and enter the office 5 minutes
before your interview time.

2. Check how you look before your interview. Just a quick check to
ensure your hair is in its place, there’s nothing on your face and nothing
stuck in your teeth. The last thing you want is to finish an interview smiling
and grinning, then realize there’s a big piece of vegetable stuck in your
front tooth afterward!

3. Don’t afraid to be informed. Usually receptionists or secretaries
are very busy people and they can miss some things. Don’t hesitate to ask
something that is really important to you, for example, the full name of
your interviewer or where you can leave your bag or coat. But never asked
private question about the employer, for example, is he/she a kind person
or not, how many candidates he/she has already interviewed, what does
he/she like and so on.

www.personalexcellence.co

) ] Task 5. Work in pairs. Role play the following situation: you arrive at
job interview and need to make small talk with the secretary. Swap
roles and practice it again.

-—

=fi= On the Interview

1. Be confident in yourself. The company wants to hire someone who
is self-assured and can perform, not someone who lacks self-worth and
seems doubtful of his/her own abilities.

2. Be positive. During the interview, always be positive and focus on the
good things, not the bad things. Do not ever badmouth anyone or complain
about anything because it comes across as very unprofessional. Whenever
you think about saying something negative, quickly flip it around in your
head and talk about the upsides instead.

3. Be truthful. Be true to your integrity with all your answers. Don’t try
to over exaggerate your contributions or falsify them. When you tell the truth,
you don’t need to be worrying about what you said before. Also, be honest
about the minimum pay you are willing to accept as well as your starting date.



4. Be enthusiastic. Let your enthusiasm and passion flow through with
your answers. If you exude enthusiasm, the energy will flow through to
your interviewers as well.

5. Think before you speak. For every question that they ask you, think
about your answers for 2-3 seconds in your mind before you speak. This is
going to be better than if you jump straight into the answer in a fluster and
go off a completely wrong tangent. Structure the key points mentally then
convey them one by one in your answer.

6. Be conscious of your body language. Be aware of what you’re
communicating through your posture and stance. For example, sitting
with your arms and legs crossed sends a message that you are closed-off
or feel defensive. If you keep your hands in your lap the entire interview,
you could signal that you lack self-confidence. And twirling your hair can
make you look nervous or juvenile.

7. Don’t speak too fast. This makes it hard for the interviewers to
capture what you are saying. Be conscious of your rate of speech — you
may practice this before the interview.

8. Smile regularly. Remember to smile from time to time. Be amiable
and approachable. Don’t look too serious because it might alienate people.
Apart from hiring competent people, interviewers also look to hire people
they like.

9. Ask smart questions at the end of the job interview. Typically at the
end of the job interview, your interviewers will ask you if you have any
questions. Asking questions which express your interest in the job, such as
details of the projects you will be handling if you have the role, lets them
know your sincerity in the role. Asking questions about the interviewers,
such as how they came to join this company, their most challenging
assignment in the company, what they feel about their experience there, is
a great way for you to build a personal connection and to get more valuable
insights about the company too.

10. Learn from the interview. Regardless of what happens during the
interview, be sure to learn from it afterward. Which questions stumped
you? Which answers do you think can be improved upon? Identify them
and work on them for your own learning purposes.

www.personalexcellence.co




=] What questions do you expect to be asked in any job interview?
L ‘What advice would you give someone about dealing with interview
questions?

= Task 6. Look at the following common interview questions. Define
the type of question with the question itself.

A. Questions about yourself, your ambitions, your personality, your hobbies
and interests.

B. Questions that show you’ve researched the job and company you have
applied for work with.

C. Questions that require demonstrating you have the skills and experience
required for the job.

1. Can you tell us something about yourself?

2. What experience do you have?

3. What did you learn during your time at university?

4. What do you see as your strengths?

5. What attracted you to the position?

6. How would your colleagues describe you?

7. What sorts of projects did you work on in your last position?

8. What do you know about our company?

9. Where do you see yourself in five years’ time?

10. Do you have any weaknesses?

11. What type of a position you are looking for?

12. Why should we hire you?

13. Why do you want to find a new job?

14. What salary are you seeking?

15. What is your greatest professional achievement?

16. What do you want from this job? What are your expectations?

17. How do you deal with pressure or conflict situations?

18. Are you going to get married and have children?

19. What do you usually do in your free time?

20. Why do you want to work here?

Now, think of list of questions that a candidate may ask to a potential
employer.



iy A Task 7. Watch the video of bad job interview example. Note which
- things were wrong and how a candidate could avoid them.
Followthelink:https://www.youtube.com/watch?v=YRbtXb9fWml

— ] Task 8. Work in pairs and role play a job interview in the office of
“Mr. Car & Co” Company. As a supporting material, you may use
questions from the Task 6 and Words and phrases from the end of

the unit. Swap the roles and practice dialogues one again.

Student A: You are a Director of a manufacturing company “Mr.
Car & Co”. Hold the job interview with a candidate on the position of
Interpreter / Translator (see p. 56) and ask questions.

Student B: You are candidate to the position of Interpreter / Translator.
You will be interviewed. Tell about yourself and answer questions.

LEARN

. Words and expressions
Describing yourself Describing your experience
I was born in... I have worked in...
I attended the University of... I have experience in...

I have graduated the University of... I was a trainee in...
I know... languages. I had an internship in...

I have certificates on...

Talking about your expectations Talking about your achievements

I’m looking for a position in which I’m really proud of the fact that I...
Ican...

I want to change my current work  The greatest thing I’ve done was...
because...

I want to take on more I reached...

responsibility.

I want to further my career in... I was able to...

Talking about your strengths Talking about your weaknesses
I’m excellent in... I’m not very good...

I’m quite good at... I can sometimes find it difficult...



I’m able to... I could be better...

I’m interested in... I would like to be able to...

(i

!i= After Your Job Interview

Keep your chin up and be positive regardless what happens. Even if
you didn’t get shortlisted for the next round or for the role, all it means is
you are not a right fit for the position at the moment. Don’t take it as an
assessment of your competency or your worth, because it isn’t. If you don’t
get this particular job, then it means you will get a better job elsewhere.
What’s most important is you learn from what happened and put the
lessons to good use next time.

&f{ ROLE PLAY FOR PART 2

Helen Gordon (Secretary). You work in “NetCracker” — IT-
company providing telecommunication products. Your boss is a Chief of
International Department and he is very busy man. Now he is looking for
a new assistant. Make calls to Emma Porter, HR Manager, and ask her to
invite candidates your boss chose. Receive calls from Emma Porter and
arrange meetings between candidates and your boss.

Emma Porter (HR Manager). Make calls to the candidates. Invite them
to a job interview and put them in a schedule. Prepare the CVs of these
candidates, bring them to Helen Gordon and have a small talk with her.

Henry Harrell (International Department Chief). You are very busy
man. But you found some time to choose a candidate for your assistant’s
position. Make a call to your secretary and ask her to invite five people.
When everything will be ready, hold interviews: ask some typical questions,
make notes and finally tell your secretary who was chosen.

Kerry Elliot, 22 (Candidate 1). You have graduated Boston University
6 months ago and still can’t find work. Being a student you have trained
as an assistant of Office Manager in I'T-center and it was your only job
experience. Give some reasons why you should take the assistant’s position.

Sandra Watts, 38 (Candidate 2). You are a single mother and you have
two children of 6 and 9 years old. You work as an assistant of Sells Manager



but now you are looking for a new workplace with higher salary. Give some
reasons why you should take the assistant’s position.

Jacob Fowler, 54 (Candidate 3). You were hired two months ago
because of staff reduction. You worked as Deputy of Customer Manager in
big advertising company for 10 years. Give some reasons why you should
take the assistant’s position.

Robert Waters, 29 (Candidate 4). You are a young man with a good
university qualification on management. You know three foreign languages.
You are very ambitious and you are looking for self-development. For five
years you have worked as a manager in seven different companies and left
them on your own free will. Give some reasons why you should take the
assistant’s position.

Nora Rose, 32 (Candidate 5). Ten years ago you have graduated the
Oxford University on IT programming qualification. After that you have
been hired on a position of a Manager in international company but after
three years of work you left it. You started travelling and for six years you
made a world-round tour. During this time you sometimes got freelance
work. Now it is almost a year you are at home and trying to find a job. Give
some reasons why you should take the assistant’s position.



Part 3. BUSINESS MEETING

Unit 3.1. Company’s meeting

{

/i~ Objective — to learn what preparations should be done before the
company’s business meeting and how to hold this meeting

Unit plan:
. Work with vocabulary
. Exercise for defining types of business meetings
. Questions for discussion
. Reading text about how to prepare for a business meeting
. Listening exercise
. Exercise for making a dialogue
. Practice exercise for how to run a business meeting
. Exercise for making a dialogue within the whole group
. Studying new words and expressions

Knowledge:
. Study useful vocabulary used in business meeting preparation

O 00 0 O D AW N —

. Learn different types of business meetings
. Study stages of business meeting’s preparation part
. Learn what agenda is and how to make it

WD A W N =

. Learn how to hold a company’s business meeting

Skills:
. Practice to make an agenda of the meeting
. Practice to discuss an agenda of the meeting
. Practice to make preparations for company’s meeting
. Practice to hold business meeting and to participate in it

AW N =

ji’ Vocabulary

aE:—complish follow-up opening remark
agenda gather refine

allocate item time allotment
boardroom main point wrap up
conference minutes wind up
designate objective



. Task 1. What kinds of business meetings do you know? Look at the
following list and match types of meetings with their description.
Think what can be the membership for the meeting and what kind
of problems can be discussed.

1. Project meeting

2. Staff meeting

3. Sales conference

4. Emergency meeting

5. Collaborative meeting

a) Close work with suppliers, customers or business partners.

b) Discussion of a serious problem and the changes it will occur.

¢) Sales team meets with other members of the company who affect their
success.

d) Meeting brings together people from different departments working on
a specific task.

e) Regular departmental meetings to update employees on progress or deal
with any issues.

_ ﬂ How important do you think a preparation for a business meeting is?
(L Ly
How could you prepare for a meeting?

-—

=/i= How to Prepare For a Business Meeting

A well run meeting can be used to effectively train employees, set
business goals and keep major projects on the right way. A successful
meeting starts well before everyone is gathered in a conference room. The
person running the meeting needs to make arrangements, gather materials,
send out invitations and allocate and coordinate the activities. Participants
need to be prepared to handle any required tasks, provide feedback, make
presentations or brainstorm ideas. Doing the groundwork ahead of time
will keep the meeting running smoothly and help you meet your goals.

1. Determine if you are running the meeting or expected to participate.
If you are in charge of arrangements, be ready to coordinate scheduling,
materials and the pacing of the meeting.

2. Set a goal for the meeting. Decide if you are trying to make a sale,
bring an investor on board, train employees about company policies or
brainstorm new product ideas.



3. Set an agenda for the meeting. Create your meeting agenda by
listing the meeting’s objectives and developing a rough outline of what you
will need to discuss or do to accomplish them. Forward your agenda to
people you know need to be there and ask them to refine it. A good agenda
should consists of an opening remark of a chairperson in which he or she
sets the main point of the meeting, then it should include the list of topics
for discussion, presenter for each topic and a time allotment.

4. Make arrangements for a boardroom. Book a time and a place
for meeting (if necessary). Call or email the group to make sure that the
chosen time works for everyone.

5. Send out time and location details to all participants. If you are dealing
with employees, let them know if attendance is mandatory or optional.

6. Prepare for any needed equipment. For example, if you are going to
have a computer presentation, be sure that the conference room has a screen
and projector. Know how to hook your laptop up to the projector so that
you don’t have to waste valuable meeting time dealing with technical details.

7. Take your presentation for a test drive before you do it in front
of clients. Make sure your sales or investment pitch is professional and
interesting. Understand your audience, how you can meet their needs and
what goals you want to reach.

8. Gather materials. Print off handouts. Make sure there are enough
chairs for everyone. Prepare refreshments or make catering arrangements
if necessary.

smallbusiness.chron.com

i Task 2. Making an agenda is the most important and the most difficult

J ; preparation part of the business meeting. Listen to Anna reporting a
team meeting agenda and answer the following questions:

1. What way can Anna use for saying “things”?

2. How can she list topics of the agenda?

3. What does “any other business” mean?

4. Which word means “to finish”?

5. What was the second item on the agenda?

6. What does company need to do for stock management systems?
Source: BBC Learning English — English at Work — Episode 20: Team Meeting



— G Task 3. Work in pairs. Imagine that you and your partner work in a
translation agency. Following the role task, prepare and role play
the dialogue.

Student A: You are Director and you are going to hold a very important
business meeting with your subordinates. Recently you have got an idea to
implement training courses for employees with technical and economic
education. Ask your personal assistant to prepare an agenda for the meeting
where you would like to know if your subordinates with English, French,
German, Spanish, Italian, Chinese, Japanese, Arabic and Hindi languages
can run such courses (it means they should share some organization ideas
and know special terms). Discuss the agenda.

Student B: You are personal assistant of Student A. Your boss is
preparing to hold a meeting with his/her subordinates. Prepare an agenda
and discuss it with your boss.

.~ When the whole class performed their ideas, sum it up together

]

and compose a common agenda.

e

Task 4. Read the following rules about how to conduct a business

meeting and put sentences in right order according to the stages.

1. Summarize the purpose of the meeting and what you want to accomplish
at the very beginning. Then start with the first item in your agenda.

2. Leave time at the end of the meeting for a short question and answer
session to clarify points of confusion during the meeting or to allow a
particularly vocal participant who has a relevant and important point to
voice his thoughts briefly.

3. Call the meeting to order at the scheduled start time even if someone is
running late. The late-comers will have to catch up during or after the
meeting is finished. If a member of your group is regularly late, pull him
aside to discuss the matter.

4. Pass out a written meeting agenda to each participant to clarify
the direction of the meeting. Provide an estimate of how many minutes
you will spend discussing each item on the agenda if you’ve had issues
with going over your meeting end-time in the past.

5. End your meeting on a positive note. Summarizing what each
member must do from this point forward to accomplish the goals and
issues discussed.



6. Follow your agenda closely and do not allow meeting participants
to veer off of the order of issues to discuss.

7. Ask a secretary or other meeting participant to take minutes at every
business meeting so that everyone will recall what was discussed and
decisions made.

73 i Task 5. Work in groups. According to the rules of running a business

% 7% meeting and based of your previous agenda, prepare and role play
a business meeting. Before you start, look at the following roles, required
to be performed, and brainstorm together how this person could express
his/her ideas.

+»+ A Director — is a chairperson, who has an opening remark and asks
follow-up questions.

+ A Secretary — is a person, who introduces minutes, distributes
agenda and makes some notes.

«» English, French, German, Spanish, Italian, Chinese, Japanese,
Arabic and Hindi teachers — are persons, who should explain the relevance
of preparing technical and economic specialists with knowing of such
languages, brainstorm educational programs and ideas and define if their
knowledge is enough for this training program.

LEARN

. Words and expressions

Welcoming participants to a meeting Saying who can’t attend the meeting

It’s nice to see everyone. I have apologies from ...

It’s great to see everybody. ... has sent his apologies.

I’m glad you could all make it ... can’t make it either.

today.

Thanks for being here today. ... wasn’t able to make it today.
It’s good to see you all. ... can’t be with us today.
Introducing the meeting agenda Allocating roles

Have you all received a copy of the ... has agreed to take the minutes.
agenda?

Shall we take the points in this ... has agreed to give us a report
order? on...



There are three items on the
agenda. First, ...

Objectives of a meeting
We’re here today to...

The purpose of this meeting is to...
The main objective is to...

I’ve called this meeting in order
to...

Stating what the meeting’s about
... will be examining ...
... will present an analysis of ...

... is going to give us an overview
of ...

... will be giving us an overview of ...

... will lead point number one,
then...

Inviting people to speak
Would you like to open the
discussion?

What about you?

‘What do you think about this?
What are your views on this?

Asking for comments

What do you think about that?
Do you want to start us off?

Does anyone want to say anything
on that?

Would you like to make a point
here?

Confirming what the meeting has decided

Just to confirm, we’re going to ...

Well, it seems that we are all agree we should ...

We’ve decided that ...

Saying that it’s time to close a
meeting

Let’s wind things up here.
We have to bring this to a close.
I think we’ve covered everything.

I don’t think there’s anything else
left.

Ok. That’s everything on the
agenda.

Is there any other business?
Are there any final questions?

It’s getting late. Let’s call it a day.

Thanking someone for a meeting

Thanks for coming in today.
Thank you very much for your time.
Thank you for your hard work.

I think we’ve come up with a lot of
ideas.

Thank you very much for meeting.

Saying your goodbyes.
I look forward to seeing you again
soon.

I look forward to meeting you again
soon.



How to set up the next meeting

Let’s set a time for our next meeting.

Is ... a convenient day for our next meeting?
I’ll inform you the time of our next meeting.

Unit 3.2. Meeting with foreign business partner

/i~ Objective — to learn how to prepare for meeting with foreign business
partner

Unit plan:
. Questions for discussion
. Reading text about making up a business meeting program
. Questions for discussion
. Exercises for defining entertainment part
. Exercise for making business meeting program
. Exercise for making a dialogue
. Studying new words and expressions
. Problem solving
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Knowledge:
. Learn how to make a preparation for meeting business partners
. Learn tips of a business meeting program
. Learn how to plan days with business partner
. Learn how to choose an entertainment event
. Study new words and phrases

Skills:
. Practice to make a business meeting program
. Practice to discuss a business meeting program
. Practice to plan a business entertainment event
. Practice to solve problem situations with formal and informal business

S O A S
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meetings

—| How important do you think having a meeting with your business

L e partners? Are there any differences for having a meeting with

partner from your city, other city of your country and other country?
Excluding the first one, what preparations should we have?
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=/i= How to Make Up a Business Meeting Program
We need to divide each day for three parts: business part, cultural part
and entertainment part.

Business part should be held on the first half of the day — from 9 a.m.
to 2 p.m. It may include business meetings, factory tours, negotiations,
presentations, conferences and etc. Don’t forget about business dinner in
quiet café or restaurant.

If your business partner has enough time for cultural part, you may
plan city excursions, visiting of sightseen and museums. Also excursions
can be organized during the meetings. If negotiations are too long and
difficult, such cultural programs will help to clear the air. After the rest
people can change their point of view in a better way. If you haven’t got
enough time for cultural part, plan some events in the office such as dinner,
coffee break and informal small talk.

Entertainment part usually includes going out event like dinner in a
restaurant, visiting of night club or some sport event. While making plans
for this part, you may also make up some topics for informal conversation.
Note the name of a restaurant or a club, number of people and visiting time.

You may agree your program with your partner and ask if he wants
some changes or additions. It is better to carefully plan each hour and
think about unforeseen circumstances.

How to choose an entertainment event

Think about the most interesting places of your city and things that
could be interesting for your partner. Also specify the activity sphere. For
example, if your partner has routine office work, he would be glad to walk
down the city or go to the party. If your partner meets different people
and has a lot of business trips and meetings, it would better to offer him
something calm and quiet.

For foreign guests it is not necessary to show national colour. You may
visit interesting exhibitions or festivals. Or you may invite your partner to
music concert or at the theatre.

_JHave you had experience of entertaining a visitor or of being
W5 entertained? What was good about this experience? What was
difficult?
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= Tusk 1. Imagine a situation when you might entertain your business
partner. Make notes on what you could say of:

* making an invitation

advice visiting something

braking the ice in the conversation

asking an opinion

= Task 2. Look at the following list of entertainment ideas for your
business partner. Think of which ideas are good and which are bad.
Give arguments. Who do you think should pay for it?

e

* Business lunch in café .
 Business dinner in a restaurant .
* Night in a pub .
* Hockey match .
* Snack in McDonalds .
* Trade fair .
* Back yard party .
* Walking in a park .
* Shopping .
* Movies in a cinema .

Exhibition in local museum
Play in a theatre

Open air games

Karaoke bar

Sightseeing

Rock concert

Concert of classical music
Swimming

Snooker game

Evening in a café

. Task 3. Work in small groups. Make up a full business meeting
L program for your potential business partners in your city. It should

be for four days and it should include your partners’ arrival (1% day) and
departure (4™ day). Pay special attention to the city of origin and take
cultural features into consideration. Each group has its own business

partner:

Group 1 — Marseille
Group 2 — Munich
Group 3 — Milano
Group 4 — Beijing
Group 5 — Tokyo
Group 6 — Delhi



—) G Task 4. Work in pairs. Make up and perform a short dialogue
between business partners discussing an entertainment event.
Student, whose role is being a guest, should choose whether he/she

is an active person (who likes games, clubs, cafés) or a calm one (likes to
go shopping, sightseeing or have a calm dinner). For support, use phrases
given below.

LEARN

. Words and expressions

Inviting

How about going to a Chinese restaurant?

I was wondering if you’d like to go out for a Russian meal.
Would you like to go for a drink?

Do you feel like going out for a meal?

We could go to an Italian restaurant.

Suggesting and offering Responding to invitations and offers
Can I get you something to drink? I’m afraid I’m not very hungry.

Would you care for another drink? 1’m not very keen on Indian food.

What can I tempt you will? I really couldn’t manage any more
to eat.
Can I top you up? I’d rather not have any alcohol.

If you don’t mind, I’d prefer...
That’d be great / suit me.
Would you recommend it?

I’d better not...

/C; PROBLEM SITUATION

Situation 1. You work as a Personal assistant of General Director in
big industrial company. Your boss is a night owl — he usually starts his
working day after 2 p.m. and can stay at work till midnight. Not so long ago
you received a letter where one of your good business partners wrote that
they would like to visit your company to hold negotiations. You agree this
information with your boss and he asks you to fix meeting in the second
part of the day. But your business partners are morning birds and it’s better



for them to work before mid-day. Try to explain it to your boss and arrange
the meeting.

Situation 2. You work as an Executive Manager in big and successful
company. Now you are at your company’s annual dinner for the last five
hours and you are utterly exhausted. This annual dinner is performed at
the same time when your important business partner visits you. So, he is
sitting next to you seems to want to talk non-stop about the same boring
topic. As he is an extremely important client, you can’t just ignore him.
So, be polite, but keep trying to steer the conversation towards something
more interesting in spite of your client’s persistence and desire to talk
about thing he wants.

Unit 3.3. Business trip

/i~ Objective — to learn how to organize a business trip and how to write a
business trip report

Unit plan:
. Questions for discussion
. Reading text about how to prepare for a business trip
. Preparing a short oral message
. Questions for discussion

1
2
3
4
5. Reading text about steps for writing a business trip report
6. Exercises for business trip report

7. Writing a business trip report

8

. Problem solving

Knowledge:
. Study words for business trip
. Learn what preparations should be done before the business trip
. Learn tips for finding useful information about a country

R OS B \S R

. Study steps for writing a business report

Skills:
. Practice to search the Internet for finding required information
. Practice to compose a structure of a business trip report
. Practice to write a business trip report

SN =

. Practice to deal with problem situations



:J;"J . Vocabulary

arrival details expire

book itinerary

business invitation passport for travelling abroad
business trip reservation

business visa there and back ticket
currency tourist visa

destination trip number

exchange rate trip report

q What do you think business trip is for? Are there any differences
(%" between business trips within a country and for abroad? What are
they? What information we should get before the business trip?

-—

=/i= How to Prepare for Business Trip

Your business may take you all over the city, country, or world. Business
travel doesn’t have to be drudgery, and although some stress is inevitable,
it doesn’t have to make you miserable. Get used to preparing for your
business trips using these tips:

Be sure that you have all documents. When planning your trip, always
make sure you have at least six months until your passport for travelling
abroad expires and that there are 2-4 blank pages — some countries won’t
let you in otherwise. If a country you are going in, required a visa, ask your
travel agency or embassy’s representatives to prepare it for all the travelers.
You may draw up a tourist visa or a business visa. For the last one you need
your business partner to send you a special invitation. So, attend about it as
early as you can. And, by all means, make sure you bring your documents
with you to the airport. This seems like common sense, but it can be an
easy thing to forget.

Make travel and accommodation arrangements. Car rentals, airline
tickets, train reservations, and hotel rooms don’t get any cheaper the
longer you wait, and they don’t become more available. When you’re
planning the dates of a business trip consider religious and local holidays
because businesses and restaurants could be closed. Also, you may ask your
business partner to help you with arrangements. He or she can advise you
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good hotels or even book it instead of you. Moreover, you may kindly ask
your partner to send a car in the airport. For this purpose, email the name
of your company and arrival details (date, time, trip number, airport or
railway station’s name if there are several of them).

Specify information. Don’t be lazy to look through the Internet sites
of hotels and air companies thoroughly. For air travel find out the price
of tickets (is it there and back or only one way), required size and weight
of hand baggage and suitcases, things you can bring with you on the plain
and things you can export and import. For hotels, specify the information
about accommodation conditions (bed, air-conditioner, TV and etc.),
special features (conference hall, restaurants and cafés in the hotel, Wi-Fi,
breakfast included) and other things. Look at the pictures on web sites and
read some comments.

NB! When you check in at your hotel, ask for two things — a map and
a business card. A local map will help you orient yourself in the city and
will be useful for getting to meetings or if you have time for sightseeing. A
hotel business card is also very valuable. If you get lost, you can show it to a
local or a taxi driver, and they can help you find your way back to the hotel.

Put together an itinerary. In this itinerary, list flight information,
ground-transportation information, the hotel name, address, telephone
number, and reservation number, meeting times and places — with
telephone numbers, if possible, host names, telephone and fax numbers,
and e-mail addresses, meal arrangements and scheduled entertainment. It
would be great if you leave some copies of itinerary in your office.

Have the right currency on a business trip. If you’re taking a business
trip overseas, be sure to stop in at your bank ahead of time and get enough
currency from your destination country to pay for small expenses before
you get a chance to go to a hotel’s or bank’s exchange window. Also, ask
your bank or host whether your ATM card is going to work for getting your
destination currency at the hotel where you’ll be staying or at a nearby bank.

Prepare to avoid cultural misunderstandings. Some countries practice
certain etiquette methods, which may be crucial to making the proper
business impressions. Certain physical gestures and body movements are
also interpreted differently and vary in each country. Remember that you’ll
be representing yourself, your company, and your country of origin. Learn
about your destination’s culture ahead of time by researching online,
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reading books, and checking out travel guides. Find out what can you bring
for gifts, is smoking and drinking alcohol available or not, what informal
questions you may ask and some other cultural tips which can be useful
for your trip. Make some notes in your notebook or buy a “pocket” book
about culture and traditions of country you are going to visit.

Learn some phrases on local language. On the Internet, you’ll see a lot
of advice that you need to learn the local language to the point of fluency
to blend in — all before your next business trip. It’s probably unnecessary.
It’s polite to pick up a handful of phrases (hello, please and thank you),
and people will be appreciative that you made the effort. But learning more
than that is probably impractical.

Pack only what you need. Leave everything else at home. You have to
take your laptop, cell phone, charging unit, reports, contracts, brochures,
pen drive, clothes and shaving kit or cosmetic bag. Don’t forget your
medication. Take a credit card with an open balance and cash if you’ll
be in a rural area. Girls should pay a special attention on clothes. So, you
may bring some official clothes for meetings and negotiations and some
casual clothes for walking or going out. But remember that some countries
(especially in Asia) don’t required women to wear mini-skirts and shorts,
sleeveless shirts, dresses with décolleté and so on. So, even if your business
trip is in summer, bring light trousers, long skirts or dresses and high-
necked T-shirts.

. . Task 1. Work in pairs or small groups. Choose a country and a
"X month you like. Following the questions and tips below, tell about
what preparations do we need to do before visiting this country (order isn’t
required).
* Do I need a visa?
» What vaccinations are required? Do I need anti-malaria pills?
* Is the city water drinkable?
* What are the local currency and the currency exchange rate now?
* What is the time difference?
* What is the dress code?
* What are some of the business customs in the country?
* What are some of the laws of the country? (In Singapore, gum chewing
is illegal)
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» Are handshakes or bows acceptable when greeting someone?

« Is a gift appropriate for the people I’'m working with? How should I give
and receive gifts?

* Who can I contact in case of an emergency?

» What is the weather like here in this month?

* How can I say Hello, Goodbye, Thank you, Please and Excuse me on
local language?

* Is there any religious or national holidays here in this month?

 Are there any prohibited topics for discussion?

* What food can I try here?

mﬂ Have you ever written a report? What sections do you think should
~ be put into the report?

-

=/i= How to Write a Business Trip Report

When you come back from the business trip, you usually bring not only
positive experience, nice gifts for your colleagues, but also some results of
your work. Some companies require their employees to write a business
trip report. Following this simple rules, you may easily do it.

1. Start with general information. Use a memo format if the document
will only be a few pages long, and use a heading that lists the date, topic
of the report, your name and position. Use section heads to organize the
report, such as Trip Purpose, Overview, Benefits, Cost and Summary.

2. Make a short overview. Start the report with an overview that states
facts but does not provide support or detail. Let the reader know when,
where and what the trip was, why you were sent and the expected results.
For example, you might write that you went to a trade show in California
to meet with important clients, prospect new ones and check out the
competition.

3. Come to details. Describe whom you met there, what were the topics
of your discussion and what happened at the event in terms of how or if you
met your goals for going there.

4. Summarize. Use the summary to recap the highlights of the trip,
including your expected benefits, whether or not you attained them or any
others and any expected benefit to the company. The more specific you
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can be about the benefits of your trip, the easier it is for your superiors to
calculate a return on their investment.

5. Attach documents. During the visit don’t lose important documents
such as boarding passes, hotel and restaurant bills and other travel costs for

the expense report. )
www.smallbusiness.chron.com

?; Task 2. Look at the following parts of a business report and put
them in a right order.

1. Key contacts: Brenda Stevenson — General Director of ABC, Ltd.;
Karl Mercury — Deputy of General Director; Alex McDowell — Head
of Developing and Cooperation Department.

2. Location visited: Dallas, Taxes, USA

3. XYZ Inc.
22 Pushkin Street, Moscow, Russia

TRIP REPORT
18 Dec 2015

4. Purpose: To set up cooperation with our American partners who are
going to be our primary suppliers. The main objective of the visit was
to examine production conditions, conditions of cooperation and
signing the contract for the first experimental delivery.

5. Maria Antonova,
Foreign Cooperation Chief

e

6. On the second day, Dec, 5, we met with General Director again. In
her office we discussed our requirements and their possibilities of

production goods, outline the sections of the contract, but it was a real
problem with Legal and Shipment Sections because of Taxes’ policy in
these fields. We arranged a meeting on the next day to sum up our ideas
and sign the primary version of the contract for experimental delivery.

7. From: Maria Antonova, Foreign Cooperation Chief
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8. On the first day, Dec, 4, we met Karl Mercury, the Deputy of General
Director of ABC, Ltd. First of all, he brought us to the factory for a
small tour. There we saw production process in general and examined
the condition of machineries, lab experiments’ process and packing
process. We also inspect the quality of ready goods. Mr. Mercury
kindly answered all our questions. So, we were sure that production
process is satisfied. Then we came to the office of ABC, Ltd, where
we met General Director Brenda Stevenson and Head of Developing
and Cooperation Department Alex McDowell. We exchanged brief
presentations of our companies, had some small talks and then started
to discuss the conditions of potential cooperation. Making some short
points, we finished our meeting and appointed it for the next day.

9. Overall, we signed the contract between our companies for an
experimental delivery. So, it meansthat in case of goods’ appropriateness,
we will continue our cooperation and will have a new business partner
and supplier of qualified goods. This fact leads our company to the
better place and makes some economic benefits for us.

10. On the last day, Dec, 6, we met with Mr. Mercury who was in charge
to sign the contract instead of Ms. Stevenson who was unexpectedly
called for the board meeting. With Mr. Mercury and Mr. McDowell
we finished our discussion according to argued sections of the
contract in our maximum possible benefits. After all, we signed the

contract for experimental delivery.

11. Dates of travel: 3—6 December, 2015

= Task 3. Imagine that you work in a production company. You were
sent to *a country you like* to work as an interpreter on business
meeting and negotiations with your potential supplier. You

accompanied Marketing Chief and Development Director. Your business

trip continued for 4 days including arrival and departure. Your tasks were

to interpret and to coordinate schedule. Following the structure given

below, write a business trip report.

1. General data: your name, job title and date of writing report.

2. Business trip overview: travel destination, travel period, the purpose of

the trip.
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3. Details of the trip: people you met, topics for discussion (preferably day
by day).
4. Summary: small conclusion of your deals.

/C;F PROBLEM SITUATION

Situation 1. You work in a small company as a Personal Assistant of
General Director for two months. Your boss is going to France for business
trip. It was a spontaneous decision caused by business circumstances.
You need to prepare all the documents for your boss in very short term.
Personal Assistant, who worked before you, hadn’t left any contacts and
information about travel agencies she usually worked with. You have
a lot of current paper work and haven’t enough time to learn necessary
information carefully. Your boss also doesn’t know any information and
have never been in France as you haven’t been there too. Your task is to
book cheap air tickets, book good hotel in Paris, prepare plan of meetings
and find good places for rest. Your boss has got Schengen visa, so you don’t
need to open visa for him.

Situation 2. Working in a big industrial company as a translator you
came to India with Marketing Director to meet potential suppliers, visit
their factories and sign contracts. It was your first experience of coming
to India that is why before the business trip you learnt in details all the
possible information about making business, culture and traditions of this
country. You know that India is a poor and dirty country, that there are a
lot of homeless people on the street. You know that Indian men can wear
ear-ring and bracelets as confessional symbols. You now that in July here
is a hot and rainy weather. After some days of your coming you notice
that Marketing Director is really dissatisfied. He neglects food and drink
during visits. Sometimes he can show his displeasure of surrounding or
people’s look. You try to explain to Marketing Director that all of this is
cultural peculiarities and values of Indians. But he refuses to understand it
and continues to show his negative attitude.
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ﬁf\‘ ROLE PLAY FOR PART 3
1. Meeting with foreign partner

Helga Miller (Secretary). Your company Fenox Autfomotive has recently
negotiated by e-mail with American company Delphi. Your boss decided
to invite potential clients to Germany, show them production department
and sign the contract in case of agreement.

1. Make some calls to Delphi to arrange meeting and agree it with your
boss.

2. Call to hotel and book two rooms for Director and his assistant.

3. Call to Felix Meyer, Personal Driver of your boss, and organize guests’
transportation from the airport.

4. Ask Lena Hoffman to help you with visiting program and to prepare the
conference hall in your office.

Hans Becker (General Director). You will receive a call from your
secretary. Arrange meeting with your American partners.

Lena Hoffman (Personal Assistant of General Director). You know that
Helga, your boss’s secretary, has a lot to do for important meeting. But you
have a day-off now and spend it with your little children. Receive a call
from Helga and ask how you can help her in details.

Felix Meyer (Personal Driver). Receive a call from Helga who will ask
you to meet American partners.

Coral Lee (Receptionist of Plaza Hotel). Receive a call from Helga
Miller and take the details about rooms she would like to book. Specify the
availability and call her back.

April Cook (Secretary). You work in American company Delphi.
Receive a call from your German partners and inform your boss about
visit. Arrange possible dates and call to Fenox Automotive to inform.

David Patterson (Director). You will receive a call from your secretary.
Choose the dates you want and ask your secretary to arrange meetings.

2. Business trip

Nicole Thomas (Secretary). You work on a small cosmetic factory
Jeunesse. Your director, Pierre Martine, wants to visit his potential client
in Moscow to present new line of cosmetic goods for young people. You
have a list of calls:
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1. Call to your travel agent and ask her to arrange business trip for your
boss and his deputy. Tell that you need Russian visa, tickets to Moscow
for March 11" and March 15" and two separate one-bed rooms in a
good hotel. When she calls back and prove, inform your boss.

2. Call to your Russian customer and ask them to arrange meeting on
March 12%. Inform that your boss and his deputy will arrive on March
11" at 4 p.m. and depart on March 15" at 8 a.m. Tell that you have
already book hotel.

Pierre Martine (General Director). Receive a call from your secretary
and confirm the dates of your business trip.

Anna Kovaleva (Secretary). Your small private company Glyanets is
going to meet your French cosmetic suppliers. You receive a call from
Nicole Thomas with information about your guests’ visit. Inform your boss
about dates.

Mikhail Petrov (General Director). Receive a call from your secretary
and confirm meeting. Call to your friend Ivan Komarov and cancel your
private meeting on March 12" explaining the situation.

Julie Durand (Manager in travel agency). Receive a call from Nicole
Thomas and ask her to send you all the necessary documents for visa. Book
a flight by the Internet and call to Borodino Hotel to book rooms. Call
back to Nicole and confirm the information.

Svetlana Orlova (Receptionist of Borodino Hotel). Receive a call from
France and book two rooms asking for all details.

Ivan Komarov (Mr. Petrov’s friend). Receive a call from your friend
Mikhail Petrov.
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Part 4. PRESENTATION

Unit 4.1. Presentation rules

Yi Objective — to learn preparation rules for a successful presentation

Unit plan:
. Work with vocabulary
. Questions for discussion
. Exercises for defining some presentation tips
. Reading exercise for summarizing the preparation rules
. Questions for discussion
. Exercises for defining rules of PowerPoint presentation
. Discussion of PowerPoint presentations

N N AW N

Knowledge:
. Study the vocabulary used in presentation tips
2. Learn how to structure a presentation
3. Learn what questions should be asked and answered before the

—_—

presentation
4. Study the rules of PowerPoint presentations

Skills:

1. Practice to structure the information
2. Practice to summarize the information
3. Practice to analyze information
4. Practice to find correctness and mistakes in presentations
5. Practice to perform the analysis

7 :g . Vocabulary
a;dience presentation
body language presenter
content rapport
delivery slide
eye contact slide show
handout speaker
notes structure
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overhead transparency venue
performance visual aids

— | How often do you make presentations? What do you usually present?
e When was the last time you gave a presentation? Was it success or
not? Explain your answer.

= Task 1. Look at the questions given below. Define which question
belongs to which tip.

WHY WHO WHAT HOW WHERE WHEN

. Who will I be speaking to?

. What do I want to say?

. Is the structure of my presentation clear?

. What do I want people to know by the end of my talk?

. Do I have visual aids? Are they enough?

. What is the main objective of my presentation?

. Does the presentation correspond with the needs and interests of the
audience?

~N N R W N =

8. At what part of the performance / negotiations my presentation will be?
9. Can I perform in public?

10. What do the people know about my topic already?

11. Should I make some written notes for myself? What are they?

12. Do I have enough information?

13.Is the information I am going to present correct?

14. Could the audience see me and hear me?

15. What equipment should I check before the presentation?

16. Are there specific cultural rules I should obey?

Task 2. Delivery refers to the techniques used by the speaker to have
an impact on the audience. Look at the following tips of delivery
and put them in the order of importance on your opinion. Give
arguments for your answer.

~or
=
=

O Voice — Is there enough variety of volume and tempo to maintain
audience interest?

0 Body language — Does the speaker appear open, confident, interested,
etc.?
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O Eye contact — Does the speaker establish rapport with the audience?

[0 Visual aids — Is there sufficient support to reinforce the speaker’s
message? Does the speaker make good use of the support chosen?

O Length — Does the speaker know when to stop?

O Humour — Can the speaker keep his/her audience with him/her? Are
the jokes polite and appropriate?

[0 Notes — Are there some notes the speaker made? Does he/she read the
full text from the screen?

[0 Confidence — Does the speaker know and understand what he/she is
talking about?

= Task 3. Read the following text about how to plan a presentation.

] After reading, make step-by-step plan of preparation and highlight
some the most important tips as, for example, language, ways of
delivering and so on.

Planning Your Presentation

Before you start to prepare your presentation, first of all bear in mind
what you want to achieve and what you want your audience to take away
with them. Once you have decided upon your objectives, you are in a much
better position to make strategic decisions about the design and tone of
your presentation.

Your audience will have a variety of different experiences, interests and
levels of knowledge. A powerful presenter will need to acknowledge these
and prepare for and respond to them accordingly. You should have enough
information to ensure that you have targeted your material at the right level
for needs of your audience. This might involve avoiding technical jargon or
explaining abstract concepts with clear practical examples.

When you define your audience and your topic, think about the very
exact content and the structure of your presentation. Point out, what you
should say at first, at second and so on till the very end. Once you have
thought about the design of your presentation, you can define your main
points. Don’t forget about the introduction and conclusion.

A powerful presentation delivers information in a logical, structured
manner, building on the previous point and avoiding large jumps in
sequence. In an effective presentation, the content and structure are
adjusted to the medium of speech. A presentation can easily be ruined if
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the content is too difficult for the audience to follow or if the structure is
too complicated. As a general rule, expect to cover much less content than
you would in a written report. Make difficult points easier using plenty of
examples and going back over them later. Leave time for questions within
the presentation.

The supporting information helps your audience understand, believe in
and agree with your main points. This evidence might take the form of factual
data, points of detail or an explanation of process. It might be presented in
imaginative ways using diagrams, pictures or video segments. The two most
common forms of visual aid are overhead transparencies and computer slide
shows. Objects that can be displayed or passed round the audience can also
be very effective and often help to relax the audience. Some speakers give
printed handouts to the audience to follow as they speak.

Good speakers vary a great deal in their use of notes. Some do not
use notes at all and some write out their talk in great detail. If you are not
an experienced speaker it is not a good idea to speak without notes. You
should also avoid reading a prepared text aloud. You may write down key
sentences. Your notes should always be written large enough for you to see
without moving your head too much.

But defining your goals, searching for the information and preparation
of the speech are not the most difficult part of the presentation. People
vary in their ability to speak confidently in public, but everyone gets
nervous and everyone can learn how to improve their presentation skills by
applying a few simple techniques.

The main points to pay attention to in delivery are the quality of your voice,
your rapport with the audience, use of notes and use of visual aids. Voice quality
involves attention to volume, speed and fluency, clarity and pronunciation.
The quality of your voice in a presentation will improve dramatically if you are
able to practice beforehand in a room similar to the one you will be presenting
in. Rapport with the audience involves attention to eye contact, sensitivity to
how the audience is responding to your talk and what you look like from the
point of view of the audience. These can be improved by practicing in front of
one or two friends or video-taping your rehearsal.

] What do you like the most: present the information or be presented?

L Do you like performances with PowerPoint slides? If such visual

aids are always well done? What do you find the most terrific when
looking at slides?
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— 1 Task 4. Work in pairs. Look at the following diagram. Below there

are some tips of organization, mechanics, text and illustration rules
for PowerPoint presentation. Complete the diagram and sum up —

what PowerPoint presentation is supposed to be the perfect one?

Organization Mechanics

Start with introduction slide. Put the topic of your presentation and
name or names of authors.

Have a very clear introduction, to motivate what you do and to present
the problem you want to solve.

Give people time to think about the important facts by slowing down, or
even stopping for a moment.

Spell-check. A spelling mistake is an attention magnet.

Use uniform capitalization rules.

Use only one idea per slide.

Slides should have short titles. A long title shows something is wrong.
Put only the most important information on the slide. It would be better
to present in in thesis way using numbers or special marks.

Do not use fancy animation effects and don’t overload your presentation
with it. Use animation only for the information you are going to present
by parts.

Do not use bright and flashy colours. Do not use colours that are not
match. Use your “company” colours if there are so.

Put very little text on a slide; avoid text completely if you can.
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7

Have a good conclusions slide: put there the main ideas, the ones you
really want people to remember. Use only one “conclusions” slide. Do
not put other slides after conclusions.

Do not go overtime under any circumstance.

All the text on one slide should have the same structure.

Do not put in the figures details you will not mention explicitly.

Use minimum five rehearsals for an important talk.

Rectangles with shadows seem to look much better than without.
Don’t use small fonts.

Use suggestive graphical illustrations as much as possible. Prefer an
image to text.

Give your audience a high-level overview first, and then plunge into the
details.

Do not put useless graphics on each slide: logos, grids, affiliations, etc.
Use strong colors for important stuff, pastel colors for the unimportant.

.o . Task 5. Watch the PowerPoint presentations which will be shown.
e Analyze their structure and content. Point out all the mistakes and

tell how we can correct them. Use the table as a supporting material.

Pre;ear;:l::tlon Structure Content Visuals
v v v
x X ¥
2 v v v
x X ¥
3 v v v
x X X
4 v v v
x X ¥

= Task 6. Choose one of your own PowerPoint presentations or find
>

it on the Internet. The only requirement for the second variant is
for the content — it should be a PP presentation of a company. The

task is to analyze the presentation to the audience and find its positive and

negative sides according to the rules for making presentation. The analysis
should be performed in English.
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Unit 4.2. Holding presentations

i~ Objective — to learn how to start, hold and finish your presentation

Sub-units plan:
. Questions for discussion
. Listening, reading and speaking exercises for working out the topic
. Performing the part of the presentation
. Studying new words and expressions

Knowledge:
. Study the vocabulary and useful words and phrases used in presentation
. Learn how to start the presentation
. Learn how to hold the presentation
. Learn how to finish the presentation

Skills:
. Practice to welcome people, talk about the topic and the structure of the
presentation
Practice to work with slide shows and visual aids
Practice to thank the audience, answer the questions
Practice to check knowledge on a checklist
Practice to analyze presentation’s performance

Unit 4.2.1. Introduction

= What do you do before you make a presentation to someone you

5 have never seen before?

How do you feel about presenting in English language? What do you

find the most difficult?

, Task 1. Listen to three different presenters starting their speech.
: Complete the table. Which presentation is formal and which is less
formal?

br

Presentation 1 Presentation 2 Presentation 3

Presenter’s name

Presenter’s position

Topic of presentation

Audience
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What sentences were used for:
a) saying what the topic is ¢) saying who you are
b) welcoming the audience d) saying why topic is relevant

Source: M. Grussendorf. English for Presentations. Oxford University Press [2]

=~ Task 2. The greeting and the purpose of the introduction are
obligatory part of any presentation. But also you may tell the
audience how it is structured. Look at the following sentences and
put them in the right order.

O Oh, and here are some copies of the PowerPoint slides.

O I will end with some ideas of how to improve your language learning
techniques.

O My talk will take about 25 minutes. And please don’t hesitate to
interrupt me if you have any questions.

[0 At the end of my presentation I will be glad to answer your questions.

O T will start with some difficulties people face to when learning foreign
languages.

[0 First of all, let me thank you for coming here today. I hope that the
information I prepared to you would be useful and interesting for
everyone.

O Then I will move to some secrets of memorizing foreign words and
phrases and show it on real examples.

O Good afternoon to everyone.

O I have divided my presentation into three parts.

O For those, who don’t know me, my name is Piper Swift and I am a
Doctor of Philology, Professor of Cambridge University and also a
polyglot.

O Today I would like to share with you some secrets which can help you
to memorize more than 500 words on any language and improve your
learning techniques.

A Task 3. Think of a talk you have given or would like to give. Use

the checklist and Words and expressions section to prepare an
introduction of your own. Present it to the class.
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1. Welcome the audience

2. Introduce yourself (name, position)

3. Set your topic

4. Explain why your topic is important for the audience
5. Outline the structure

6. Tell about supporting material (if there is)

7. State a feedback

LEARN

. Words and expressions

Welcoming Introducing yourself

Good morning / afternoon ladies ~ So, let me introduce myself. My

and gentlemen name is...

Hello, everyone I’m here in my function as...

Let me thank you for coming here  For those, who don’t know me, my

today. name ...

Saying about the topic Saying about the relevance of your
topic

I plan to say some words about... My talk is relevant for those who...

I am going to talk about... Today’s topic is of interest to those
of you...

The subject of my talk is... My topic is very important
because...

The theme of my presentation is...

I’d like to give you an overview of...

Saying the purpose Structuring

We are here today to decide /learn I’ve divided my talk into three
about... parts.

The purpose of this talk is to... My talk will be in three parts.

In my presentation I’ll focus on
three issues.

First, I’ll be looking at...
After that / Then I’ll go on to...
Finally / At the end...
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Timing Handouts
My talk will take about 10 minutes. Does everybody have a handout?
This will take about half an hour.  Please, take one and pass them on.

The presentation will take about I’ll be handling out the copies.
two hours.

There will be a 20-minute break in
the middle.

We’ll stop for lunch at 12 o’clock.

Questions and feedback

Please interrupt if you have any questions.

After my talk, there’ll be time for a discussion and any questions.

If you have any questions, I'll be glad to try to answer them at the end of
my talk.

Could we leave the questions till the end?

Unit 4.2.2. Main body

F’] How could you make your presentation effective, interesting and

T easy to follow?

= Task 1. Signposting phrases are used to help guide the audience
through the presentation. Make the signpost sentences using
element from each column.

The next topic let me remind you of I would like to

Let’s consider briefly the main points

To illustrate to come back to focus on

Finally to the next this question later
Let’s summarize I would like to some of the issues
This brings me sum up more detail

I would like this point what we’ve looked at
I want just this in point
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% Task 2. Watch the video of a presentation performance. Write out all
the signposting words and phrases you will hear.
Follow the link: https://www.youtube.com/watch?v=59bYTTg--uc

= Task 3. Think of a talk you have given or would like to give. Use the
checklist and Words and expressions section to prepare a main body

of your own. Present it to the class.

. State your topic again
. Explain your objective

. Talk about the topic
. Signal the end of each part
. Outline the main ideas

=) W, T~ OS T O R

LEAR]

. Words and expressions

Starting a new section
Moving on now to...
Turning to...

Let’s turn now to...

The next topic/issue 1’d like to
focus on...

I’d like to expand on...

Now we’ll move on to...

I’d like now to discuss...

Let’s look now at...

Finishing a section

That’s all I have to say about...
We’ve looked at...

So much for...

Summarizing and concluding
To sum up...

To summarize...

. Signal the beginning of each part

. Signal the end of the presentation

Analyzing a point
Where does that lead us?

Let’s consider this in more detail...

‘What does this mean for...?

Translated into real terms...

Why is this important?

The significance of this is...

Giving examples

For example, ...

A good example of this is...
As an illustration, ...

To illustrate this point...
Paraphrasing and clarifying
Simply put...

In other words...
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Let’s summarize briefly what we’ve So what I’'m saying is...
looked at...

If I can just sum up the main To put it more simply...
points...

Finally, let me remind you of some
of the issues...

To conclude...
In conclusion...
In short...

I’d like now to recap...

Unit 4.2.3. Visual aids

Imagme you are giving a presentation and using some visual aids.
; fi"n What phrases might you use to draw your audience’s attention to

them?

o
Pt

Task 1. Revise name of these media and tools used in presentation.

N
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i, Task 2. Listen to two examples of people giving presentations. As you
HT\.‘: listen, point out all the phrases for referring to visual aids.

Source: BBC Learning English — Talking Business — Presentations — Body

% .Using the words and expression given below, describe the graphs
and charts.

Chart 1 Chart 2

Percent of Cotton Candy Sales Based on Age

. A A
2500 V/M \ 100
N \}

12 and Under
1319

2000 B0  ———Population
w2029
o ] N 0 — v
/ v 3039
1000 a0 406
/ u50-59
s00 14 20 o
0 a
12345678 5101112131415161718
Stock Monitoring, 2010 {1 title
= Country Summary
s
=
s
e
=
= /\
s
2
15
1
s
0
s P M e My Am o du Aug S O Nev  Da
Month +—— content
— tegend
O Portfolio 1 O Portfolio 2 O Portfolio 3 chart

. Words and expressions
Types of charts and graph Introducing a visual:
Pie chart (segment) I’d like to show you...
Bar chart (bars) Have a look at this...

Line graph (solid line, broken line, This (graph) shows / represents
dotted line)

Table graph (X/horizontal axis, Y/ Here we can see...
vertical axis)
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Table (rows, columns)

Describing change
Upward movement

To increase
To rise

To go up
To grow
To expand
To rocket

To boom

No change
To remain constant / stable
To stay the same / at the same level

Degree of change
Dramatically
Considerable
Significantly
Moderately
Slightly

o

your idea for the class.

Let’s look at this...

Here you see the trend in...

Downward movement
To decrease

To fall

To drop

To decline

To go down

To slump

To collapse

Speed of change
Rapidly
Quickly
Suddenly
Gradually
Steadily

Slowly

% Task 4. Prepare a graph or a chart based on your own data. Present

1. Prepare each visual carefully
2. Check whether the visual really shows what you are

saying

1 3. Make sure the audience can read the visual

4. Keep design and content simple

5. Reduce text to a minimum

6. Prepare audience for visuals

7. Present information clearly and logically
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LEARN

. Words and expressions

Explaining a visual Highlighting information
Let’s now look at the next slide...  I’d like to draw your attention to...
Let me explain the graph. I’d like to point out here...

The different colours have been Let’s look more closely at...
used to...

Unit 4.2.4. Closing and questions

q What phrases can you use to finish your presentation? Could you
. brainstorm effective and not effective ending?

o

= Task 1. Look at the sentences given below. Put them into correct

category:
A. Signaling the end C. Inviting questions
B. Summarizing points D. Thanking the audience

1. That’s all I want to say for now on...

. Right. Now, you are welcome with questions.
. Let me just run over the key points again.

. Thank you for listening.

. I’d be glad to try and answer any questions.

. That completes my presentation.

. I’ briefly summarize the main issues.

. That brings me to the end of my presentation.
. Thanks for listening. Now I’d like to invite your comments.
10. That covers all [ wanted to say today.

11. Any questions, please?

12. Thank you for your attention.

O 0 N N D BN
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. Task 2. Think of a talk you have given or would like to give. Use
the checklist to prepare a conclusion of your own. Present it to the
class.

1. Signal the end of your talk

2. Summarize the key points

3. Highlight one important point

4. Make your final statement

5. State a follow-up session

F] How do you feel about question session after the presentation? How
" do you usually deal with it?

)
i, Task 3. Listen to someone asking if there are any questions.
ﬂ“ ~ Complete the sentences.

Tim: Ladies and gentlemen, any questions, I’d to

answer them now.

Carrie: Yeah, , graph number 3, that last one you showed us,
to me where you’re intending to find the extra to

increase the designer range in the maternity ?

Tim: Yes, a question. I’ve looked at the office wear range and

it’s quite , holiday wear tends to be much lighter, much smaller

amounts of and I...

Source: BBC Learning English — Talking Business —
Presentations — Questions

o

= Task 4. Practice words and phrases given below following the
checklist.

1. Listen carefully
2. Make sure you have understood the question correctly
3. If you want to postpone the question, say why politely

| 4. If you don’t know the answer, say why and offer to find
out
5. Answer irrelevant questions politely but briefly
6. Check that the questioner is satisfied with your answer
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LEARN

Words and expressions

Asking for clarification

I’m sorry. Could you repeat your question, please?

I’m afraid I didn’t quite catch that.

I’m afraid I don’t quite understand your question.

Do you mean...?

If I have understood you correctly, you mean...? Is that right?

Avoiding giving an answer

If you don’t mind, I prefer not to discuss it today.

Perhaps we could deal with it after the presentation.

I’m afraid that’s not really what we’re here to discuss today.

That’s a difficult question to answer in a few words.

I’ll have to come to that later, perhaps during the break as we’re short of
time.

Admitting you don’t know the answer

Sorry, that’s not my field.

I’m afraid I don’t know the answer to your question, but I’ll try to find it
out for you.

I don’t think I’m the right person to answer that.

Checking that your answer is sufficient
Does that answer your question?
Is that ok?

/C;’, PROBLEM SITUATION

You work for a big industrial company and have just given a presentation
to an important Japanese client. The presentation didn’t go very well
from the beginning till the end: you were wearing improper clothes, the
PowerPoint slides were not working well, the most important video wasn’t
played, you spoke too quiet and your guest hardly ever understood your
pronunciation. Unfortunately your boss was in the audience. You are
meeting your boss now, and there are not expecting very good feedback.
Make it clear that the disaster wasn’t entirely your fault.
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Part 5. BUSINESS NEGOTIATIONS

Unit 5.1. Time to negotiate

/i~ Objective — to learn how to take part in negotiation process as an
interpreter

Unit plan:
. Questions for discussion
. Exercise for defining places of negotiation’s participants
. Exercises for preparation part
. Exercise for defining tips of interpreter’s behaviour during negotiations
. Exercise for role playing of short dialogue
. Exercise for unilateral translation

AN DN AW N —

Knowledge:
1. Learn what place an interpreter and other participants should take on
negotiations
2. Learn about tips of preparation for negotiation process
3. Study rules of interpreter’s behaviour during negotiations

Skills:
1. Practice to role play dialogue on required scenario
2. Practice unilateral interpretation

T‘ﬂ What role do you think an interpreter plays on negotiations? What
Ll
he or she should know before taking part in negotiation process?

= Task 1. “The Company” is going to have a negotiation with “The
Corporation”. There is a list of people who will take part in it. Put
them on the appropriate place on the table. There can be more than

one variant of placing available. Check your guess in the class.

The Company: The Corporation:

— General Director — General Director

— Deputy of General Director — Deputy of General Director
— Head of Production Department — Head of Marketing group

— Head of Marketing Department — Designer
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— Personal Assistant — Interpreter

— Interpreter
— Secretary

”;; Task 2. Read the following text about preparation tips for
negotiations. Which one do you think is the most important? Which
is the most difficult? Why?

A successful outcome to a meeting depends very much on the quality

and quantity of preparation for it. There are a number of issues that should

be addressed before any interpreted event:

information on the agenda of the meeting, purpose of the trip, content
of the speech, etc.;

information on the timing and location of the meeting or event and any
possible back-up arrangements;

information on the level of formality of the event and on the participants;
the desired interpreting style for the event (consecutive, simultaneous
or whispering);

confirmation of the presence or absence of other interpreters during the
event;

a list of any technical vocabulary, specialized language and acronyms
likely to be used during the meeting;

a copy of the script or outline of the presentation, should there be one;
information on appropriate cultural courtesies and any other preliminary
comments to assist mission members in achieving the best results from
the event.
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o

= Task 3. Imagine that you are going to be an interpreter on
negotiations. Choose one of the following sets of situations and
using the preparation rules from the Task 2 make up an outline of
the negotiations that will be held.

Situation 1 | Situation 2 | Situation 3 | Situation 4 | Situation 5

Counter- |Country| Russia | Germany | Russia UAE Russia
part 1 Role | Customer| Supplier | Customer |Participant| Supplier

Counter- | Country| S. Korea | Russia Italy Russia China
part 2 Role | Supplier | Customer | Supplier |Participant| Customer
Automo- . Joint Raw
. .. Fashion .
Issue tive Medicines manufac- | material
clothes .
spare parts ture (plastic)
Host Russia France Italy UAE China
‘Who will negotiate | Directors 15 resen= IO Directors G S
tatives Managers Managers
Number of 8 4 2 20 5
participants

O 0 3 O L A W N~

= Task 4. Look at the following interpretation tips and behaviour. Put
them in the appropriate place on DOS or DON’TS

. Edit information.

. Request clarification whenever necessary.

. Have private discussion with members during a negotiation.

. Omit unimportant information.

. Make some written notes.

. Repeat information during the pauses.

. Interpret jokes and humorous stories.

. Initiate small talks depending on partner’s culture.

. Agree a signaling system with your participants (e.g. when you need a

pause, the pace is too fast and etc.).
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10. Add comments, questions or responses to interpreted statements.

11. Be “invisible” part of negotiation process.

12. Comment business cards.

13. Correct your participants in case of their language or behaviour fault.
14. Interpret every single word.

15. Correct yourself in case of mistakes immediately.

.« Task 5. Work in group of three. Prepare for a conversation based on
“€ 1L the following scenario and role information. You have 15 minutes
for preparation and 5 minutes for performance.

Scenario: A meeting has been arranged in the Russian office between
directors of Russian and Indian IT-companies which are going to merge
in the nearest future. The Directors will exchange some information about
the number of his/her employees, the produced items, some concepts
and future developments. This is hoped to be a preliminary meeting upon
which a solid working relationship can be built.

Interpreter: Just do your work and interpret. Ask any questions for
clarification. Listen to what is said and repeat it in the first person, word
for word.

Director of the Russian company: Welcome your potential partner and
introduce your interpreter. Have some small talk (no too private or political
issues). Tell about your company and give some information about items
you produced (show slides or catalogues). Tell about number of employees
you have briefly list their positions. Share your future ideas and concepts.

Practice the key skills of working with an interpreter: short, simple,
clear sentences; appropriate business language; appropriate body language;
support for integrity of interpreter.

Director of the Indian company: You are very polite businessman,
attentive listener and trustful business partner. But this is your first
experience of working with European-oriented culture and moreover you
have never worked with an interpreter. So, tell your business partner about
your company, your employees and your prospect projects.

Also you should: give full names of your employees with fast pace; use
long and unclear sentences; interrupt interpreter from time to time; mutter
some words.
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7 s i Task 6. Work in group of three. Allocate the roles of the Counter-
. part 1, the Counterpart 2 and the Interpreter. Imagine that there
is a negotiation process. Role-play the situation. Counterparts should
negotiate on their native language and interpreter should perform his/her
role and interpret from/into Russian/English.

Situation 1

Michael Brown: Good afternoon, Mister Smirnov! I’'m very glad to see
you! You are looking well, I can say. How are you?

Jvurpuii CvupaoB: [TpekpacHo, criacu6o. A Kak Brl moxxuBaeTe?

MB: I’m fine, thank you. I always feel well in cool weather like this.
And also I'm glad to visit the beautiful city of Moscow again. So, shall we
get down to the business?

JC: da, koneuHo. 4 Hageioch, BeI TOTOBBI MPOMINTH HAIl KOHTPAKT,
He TaK JIu?

MB: That’s right. For one year more.

JIC: Bac ycTpanBaioT Hallli OOBIYHBIE YCJIOBHS ITOCTABOK M ITATEKEiA?

MB: Yes, quite. But honestly, I have come here to talk about the
price. I would like to say that the volume of business in the construction
industry in England has increased. This affected the prices of a number of
construction materials. In this situation we expect you to bring down your
prices for cement.

JC: 4 npekpacHO TOHMMAIO CIOXWBIIYIOCS CUTYalldio, HO OOIOCH,
YTO 3TO HEIOCTATOYHAS TPUYMHA JUTSI CHYDKEHUST UMEIoIelics IeHbI. Bbl
K€ TTIOHMMAaeTe, YTO Mbl HE OepeM LIEeMEeHT U3 Bo3ayxa. Y Hac, IOMUMO
MpPOYETo, €CTh 3aTpaThl HAa TPAHCIIOPTUPOBKY, a B 3TOM TOmy Tapubl
YBEJIMYUIICH TIOUTHU BTPOE.

MB: Yes, I see. But may I draw your attention to the fact that we are
going to increase the purchases by a few thousand tons if you could kindly
offer us reduction of the price.

JC: K MmoeMmy orpoMHOMY coxkajieH!10, MUcTep bpayH, MbI OyaeM He
B COCTOSTHUM OPTaHM30BaTh KaKne-JIN00 JOTIOJHUTEIbHBIC IIOCTaBKH 3a
pPYOeX, TIOCKOJIBKY B 3TOM TOY MBI TUTAHUPYEM peau3aiuio OOJbIIEro
KOJIMYECTBA CTPOUTEJBHBIX IMPOEKTOB. Kpome Toro, Mbl yxe CBSI3aHBI
KOHTPaKTHBIMM 00S13aTeJIbCTBAMU C IPYITMMH IapTHEpaMM, KOTOpEIE
TaKXKe YBEJTUIMIIM 00beM TTOCTABOK. YUUTHIBAsSI BCE 9TU OOCTOSTEILCTRA,
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MBI MOXeM TMpPeIOXKUTh BaM Takme ke yCIOBUSI, Ha KOTOPBIX MEI
paboranu paHee.

MB: Mister Smirnov, we have been in business with you for a long
time. Also we have doubled our purchases over the past year. Therefore we
would be grateful to you if in view of all this you could reduce the price.

JC: Xopormo. § nymaio, Mbl MOTJIM Obl YMEHBLINTH LIeHY Ha 5 % 3a
KaXIyIo TRICSIY eOUHUII TOBapa.

MB: That’s fine. I appreciate you so much for your understanding.

Situation 2

AHTOHHMHA AHTOHOBA: Jl0OpEIiT neHb, Muccuc Cmurt. Be3rpaHmyHo
pana BuaeTh Bac cHoBa. Kak Bbl jo6panuch?

Rebecca Smith: Oh, it was exhausted trip because of the snow and
traffic-jams, but nevertheless I’m so happy to be here today.

AA: 3ameuareabHO. Hy uTo X, 5T {yMaro, MBI He OyIeM TepsTh BpeMs 1
cpasy MPUCTYIIUM K OCHOBHOMY BOIIPOCY Hallleli CerOHSIIIHEN BCTPEUM.
Bor He Bo3paxkaeTe?

RS: Yes, let’s get straight to the point.

AA: Bbl xoTHTE OOCYIUTH HAIll HOBBIA KOHTPAaKT?

RS: That’s right. Have you seen our latest price-list?

AA: Jla, MBI yKe ycIieau ¢ HUM O3HAaKOMUThCS. B 1enom Hac Bce
yCTpauBaeT, OMHAKO €CTh OMWH ITYHKT, KOTOPHIN BBI3BaJl Y HAC HEOOJIBIIIOE
HeJ0OyMeHHe — 3TO IBYKpaTHOe yBeuueHue 1eHbl. C yeM CBsI3aHO TaKoe
HEOXMIaHHOEe u3MeHeHue?

RS: Well, you should try to see the price from our point of view. Over
the past half a year our government had increased prices for yarn and
our cloth suppliers had had to grow their prices too. Therefore we had to
increase the final price for clothes.

AA: Jla, Mbl MOHMMaeM 3Ty CUTyallMl0, HO TeM He MeHee Ballu
IeHBl KaXyTcsd HaM OYeHb BBICOKMMH. MBI coTpymHMYaeM ¢ Bamreit
KOMITaHUEH yXe O4eHb MHOTO JIET, Ballla OJIeK/1a IMOJIb3yeTCs OTPOMHOM
MOMYISIPHOCTBIO CPEAU MOJIONEXKU, U UMEHHO MO3TOMY Mbl HaJCsIUCh,
4yTO BBI pemioxuTe HaM JIydIle YCI0BUS.

RS: I suppose if you could accept new deliveries of accessorizes in
addition to you usual orders in this year, we would reduce the price by 3%.

AA: BDTo 3ameyaTeslbHO, HAc yCTpauBaeT TaKoOMl KOMIIPOMMCC.
Bonbiroe Bam cacu6o.
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RS: Are you satisfied with the new terms and conditions of our

contract?

AA: Jla, BrioJiHe.

RS: So, I think we can start signing up our contract.

Unit 5.2. Signing the contract

q Objective — learn what the contract is and how to work with it

Unit plan:

[ I SO B N

. Problem solving

Knowledge:

o o—

. Work with vocabulary

. Questions for discussion

. Exercise for matching sentences from the contract with its sections
. Exercise for translation of the part of the contract

. Study the vocabulary and useful phrases used in a contract
. Learn the language, the structure and the content of a contract

Skills: Practice to translate the contract from Russian into English

4

agreement, contract

appendix

arbitration
article

bank details

be in force

bill of credit (B/C)
bill of landing (B/L)

breach of contract
claims

clause

commodity

conditions

Useful vocabulary

JOIroBOpP, KOHTPAKT

MPUIOKEHKE, TOTIOTHUTEIbHOE
corjaiieHme

apOuTpax
MYHKT, naparpad

0aHKOBCKHE PEKBU3UTLI
BCTYyIaThb B CUITY
aKKpEANTNB
KOHOCaME€HT

HapyllleHue KOHTPaKTa
pexiamanuu (Kajuaoosbl)
MyHKT, YCJIOBUE

TOBap

yCi1oBusi
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consideration
consignee

covenant
dispatch

due diligence

exclusion clauses
expenses

force majeure
fulfill

going concern

herein
hereinafter
hereto
heretofore
implied terms
in behalf of
indemnity

injunction

insolvency
insurance
invoice

liability
liability
misrepresentation

null and void

party
payment

ratification
receivership

referred
shipment

stipulate

terms

paccMoTpeHue
rpy30roJyJarelib

ImaKkT
IIOChlIaTh, OTIIPABJIATDH

9KCIIEPTU32a IOPUINYECKON
0e30IMacHOCTH

WCKITIOYCHUS
3aTpaThl, U3ICPKKN

(dopc-maxop

BBIITOJIHATD

HEeTIPEPBIBHOCTb, AEMCTBYIONIEE

npeanpusTue
3/1€Ch, TIPU OTOM

B TAJIbHEUILIEM

K 9TOMY

paHee, 10 3TOro
Moapa3yMeBaeMble YCIOBUS
OT JIMLA

BO3MeELIEHUE

npennucaHue, cyaeoHoe
MOCTaHOBJICHUE

HEIUIaTeXeCcrocOOHOCTh
CTpaxoBaHue
cuéT-(akrypa

00513aTeJIbCTBO

IrpaXkagaHCKasd OTBETCTBEHHOCTb

NCKaXXCHUE, BBEACHUEC B 336Hy)KI[eHI/Ie

HeIeCTBUTEIbHbBINA

CTOpOHA
TIaTEX

paspelieHue
0aHKPOTCTBO

UMEHYEeMbIA
OTrpy3Ka

CTaBUTDb YCJIOBUEM

CPOKU
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underwriter rapaHTt

warrant rapaHTHUpPOBAaTh
whereas TOrJa Kak
without prejudice 0e3 yuep0ba, npeayoexneHus

[N R SN B N R

— 1 What is a contract? What purpose does it usually have in business?

0 o
‘%57 Why it is important for translator to know some features of the

contract?

= Task 1. Look at the sentences given below and match them with the
following sections of a contact:

. Subject and Price 6. Insurance

. Payments 7. Arbitration

. Packing and Marking 8. Force Majeure

. Warranties 9. Claims

. Terms of Delivery 10. Other Conditions

. The Seller is responsible for damage due to the improper packing.
. The party, for whom it becomes impossible to meet their obligations

under the Contract, shall immediately advise the other Party.

. All disputes and differences, which may arise out of the Contract

or in connection with the same, are to be settled through friendly
consultations between both Parties.

. The total amount of the Contract is 1.000.000 USD.
. The documents sent by fax or e-mail are to be considered valid.
. The Buyer shall pay penalty to the Seller at the rate of 0.3% of the

amount each day starting from the 11" day.

. Each case need to be marked with indelible paint as follows...
. All expenses connected with the return and/or replacement of the

defective Commodity and/or additional delivery of the Commodity
shall be at the Seller expense.

. Delivery of the Commodity under the Contract shall be effected by lots

according the Appendixes on delivery terms conformed in Appendixes
to the Contract.

10. The Seller has sold and the Buyer has bought...
11.By the shipment the Seller is obliged to send together with the

Commodity the following accompanying documents...
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12.30 % of the Contract amount shall be paid in 30 days before shipment.

13. The arbitration award shall be final and binding upon both Parties.

14. None of the Parties has the right to assign their right and obligations
under the Contract without written consent of the other Party.

15. Claims, concerning quality and quantity, may be submitted in case
of their non-correspondence to quality and quantity specified by the
Contract.

16.ABC, hereinafter referred to as the Seller, in the person of Director
S.A. on the one hand, and LLC, hereinafter referred to as the Buyer, in
the person of General director A.A. on the other hand, have concluded
the present Contract as follows.

17.Tare and inner packing shall secure full safety of the Commodity and
protect the Commodity from any damages.

18. The Russian version of the Contract is exactly the same as the English
version.

19. The prices for the Commodity are fixed in USD.

20.If any quality problem arises, the Buyer should send the Seller the
samples of the defected production and received from this production
defected fabric for the examination.

Task 2. Work with the part of a contract. Translate it into English.
As supporting material use the words and expressions from the
previous task.

KOHTPAKT Ne 2606

o
—
=

. MockaBa « » 20 T

00O «Asto+», Mocksa, Poccus, nanee umenyemoe IlpogaBsel, ¢ onHoI
cTopoHbI, U «Servo Motors», Inc., Herpoiit, CILIA, mamee nMeHyemMoe
ITokynaTenb, ¢ Apyroii CTOPOHbI, MOAMKCAIN HACTOSIIUI KOHTPAKT O
HUXECIeaYyIOIIeM:

1. IIpeaMeT U cyMMa KOHTpPaKTa

1.1. ITponaBelr TOCTaBUT TOBapbl, iepeunciaeHHble B [Tpunoxenun 1
K KOHTPAKTY, KOTOPOE SIBJISIETCS] €r0 HEOThEMJIEMOI YaCThi0, HA CYyMMY,
YKa3aHHYIO B ITyHKTE 1.1, B Te4eHMe ABYX MECSLEB C AAaThl MOATTUCAHNS
HACTOSIIIETO KOHTPAKTa.
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KomuuecTBo: 360 MeTprUUeCKUX TOHH.

Llena 3a Tonny: 1,500 noutapos CLA.

Oo6as cymma: 540,000 nosnapos CIIA.

IMocraBku OyayT ocyiiecTBasAThest Ha yenoBusix CU®D, nmopt derpoiita.

1.2. Jlata KOHOCaM€HTa, BHIMIMCAHHOTO Ha JaHHYIO MapTHIO ToBapa,

CUMTAETCs TaTOi mocTaBKM ToBapa. ToBap, MOCTABIEHHBIN MO TAHHOMY

KOHTPAKTY, CYMTACTCS MMPUHSITHIM:

— 110 KaYeCTBY — B COOTBETCTBUU C KAUE€CTBOM, YKa3aHHBIM B cepTudu-
KaTe KauecTBa, BbIITMCAHHOM IPOU3BOIUTENIEM;

— 10 KOJTMYECTBY — B COOTBETCTBUU C KOJIMYECTBOM TPEIMETOB 1 BECOM,
yKa3aHHBIMU B KOHOCAMEHTE.

2. Inarexu

2.1. Imaresxu 3a TOBap, IMTOCTABJICHHBIN 110 HACTOSIIIIEMY KOHTPAKTY,
ocyiectsistorcs [Tokynarenem B gosutapax CILIA.

2.2. Ing npousBoacTBa miatexei [Tokynartenb, B TedueHue 30 qHei
¢ naThl mostydeHust ot [1ponasiia 3BeIieHNsI 0 TOTOBHOCTH TOBapa K OT-
rpy3ke, oTkpoeT Bo BHemskoHoMbaHKe, MockBa, yepe3 [ocoank CLIIA
0e30T3bIBHBIN MONTBEPKACHHBIN aKKpeIUuTUB B Moyib3y [IpomaBua Ha
CyMMY, YKa3aHHYIO B TTyHKTe 1.1. AKKpenuTuB OyaeT AeiCTBOBaTh B Te-
YEHME TPEX MECSIIEB C JaThl €r0 OTKPBITHS.

2.3. AKKpeIUTUB He JOJKEH COAepKaTh HUKAKUX JAPYTUX YCIOBUIA,
KpOMe OTOBOPEHHBIX HACTOSIIIMM KOHTPAKTOM.

3. YnakoBKa 1 MAapKHPOBKA

3.1. Tlpu orrpyskax toBapa [lokymarento JAOKHBI OTIPABISTHCS
CIeyIoNIe TOKYMEHTBI:

a) KOHOCAMEHT — 3 opUIrMHasa U 4 KOTIUK;

6) oTrpy30uHas crieuduKanus — 6 3K3eMIUISIPOB;
B) cepTUdUKAT KauecTBa — 2 3K3eMILISIPa;

T') YIAaKOBOYHBIN JIUCT — 4 9K3eMIUISIPa;

JI) CTPaxoBOii MOJKUC CO CYETOM — | 3K3EeMILISIP.

3.2. YnakoBKa ToBapa, IOCTaBJISIEMOro IO AAHHOMY KOHTpPAaKTYy,
JIOJIKHA 00ECTIeYUTh €r0 COXPAHHOCTh KaK MPU XKeJIe3HOA0POXHOM, TaK
U TIpM MOPCKOW MepeBo3Kax, a TakxXe IMpHU MepeBajkax Mpu 0ObIYHOM
0o0pallleHUU C TPY30M.

3.3. Mokymnarens obecrmeynT pa3rpy3Ky ToBapa C CyAOB B TOPTY
BBITPY3KH 32 CBOM CUET.
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4. TapanTun

4.1. TTponaBelr TapaHTUPYET Ka4eCTBO OTIPYKEHHOTO TOBapa B Teue-
Hue 6 MecCsI1IeB ¢ AaThl JOCTaBKU B IIOPT HA3HAYCHMSI.

4.2. Ecnmm Kakoe-Tnd0 KOJMYISCTBO TOBapa OKaxkeTcs Ne(eKTHBIM B
Te4eHUe TapaHTUITHOTo cpoka, To IIpomaBerl 3aMeHUT NeEKTHBIN TO-
Bap Ha COOTBETCTBYIOIIMI TOBap HaIeXKalllero KayecTBa 3a CBOI CUeT.
lapanTin He pacIpoCTPaHSIOTCS Ha TOBAphl, MOBPEXKICHHBIC B MYTH,
MOBpEXIEHHBIC M3-3a HeCOOOICHNSI MHCTPYKIINIA TI0 CKJIaIMPOBAaHMIO
WJIM 13-3a HEOCTOPOXKHOTO WJIM HEeMPaBUIBHOTO 00pallleH!s C TOBapOM
TIPY €TO UCITOTh30BaHUM.

4.3. JItoOble peTeH3UU B OTHOIICHUU e(DEKTOB TOBapa, BbISIBICHHBIX
B TE€UEHUE TAapaHTUITHOTO CPOKa, NOJIXKHBI ObITh MpencTasieHbl [Tponasity
He rro3gHee 30 (TpuauaTi) JHE Tocie UICTEUSHMS TapaHTUITHOTO CpOKa.

4.4, JIrooble gedeKkThl, oOHapy>KeHHbIE B MOCTaBJIEHHOM TOBape B
TeYeHUe rapaHTUIHOTO cpoKa, 0POPMISIOTCS AKTOM, KOTOPBI COCTaB-
nsgeTcst He mo3gHee 30 mHeit mocie ooHapyxkeHus aedekra. Kpome toro,
yuactue rpeacraButes [1ponasiia win HazHaueHHOro [loctaBimmKoM
JIMLIa TIpu cocTaBlieHnn AkTa obs3arenbHo. K yBenomnenuo IMokymna-
TesIs 0 fedeKTe JOJKHO OBITh MPUJIOXKEHO NOAPOOHOE onrcaHue u Goto
00HapyXKeHHBIX Ae(PEKTOB.

4.5. TIpopaBelr 00s13yeTCsl yperyJIupoBaTh TaKue MPETEH3UU B Teue-
HUE 3 MEeCSIIEB ¢ TaThl UX MTOJIyYCHUS.

5. CtpaxoBKa

5.1. TlpomaBelr 3acTpaxyeT TOBaphl, IOCTaBIsIEeMble Ha YCJIOBHUSIX
CU®, nopt Hderpoiita, IPOTUB OOBIYHBEIX MOPCKUX PHCKOB B MHTOC-
cTpaxe, B COOTBETCTBUM ¢ «[IpaBryiaMu TpaHCIIOPTHOTO CTPaXOBaHMSI».
CrpaxoBaHHe IPOU3BOAUTCS Ha BCIO CTOMMOCTh TOBapa Ha YCIOBHUSIX «OT
BCEX PHCKOB».

5.2. JT1o6011 pucK yTpaThl, MOJOMKHU WK MOBPEXKAEHUS TOBapa repe-
xoaut ot I1ponasua x [ToxymnaTenro ¢ MOMEHTa OTpy3KHU TOBapa Ha 60pT
CyIHa B TIOPTY MOTPY3KHU.

6. Apourpax

6.1. B ciryyae Kakoro-iambo pasHOIIacus MeXIy CTOPOHAMM I10 BO-
MPOCY, BO3HUKAIOILIEMY MU CBSI3aHHOMY C BBIIIOJIHEHUEM HACTOSILIEIO
KoHTpakTa, [IpomaBerr n Ilokymareiab TOKHBI HEMEIJIEHHO IPOKOH-
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CYJIBTUPOBATBLCS IPYT C IPYTOM U TTOMBITAThCS JOCTHYh MUPHOTO YpeTy-
JIMPOBAHMS TAKOTO Pa3HOIJIACHS.

6.2. JIro00ii criop i pasHorjaacue, KOTOpble MOTYT BO3HUKHYTh U3
HACTOSIIIIET0 KOHTPaKTa WX B CBSI3W C HUM, 32 UCKITIOUCHUEM ITOACYI-
HOCTH OOIIMM cyJaM, TIepeqaloTcsi Ha pacCMOTPeHMe B apOMTpax, Kak
M3JI0KEHO HIXKeE:

a) eciM OTBETYMKOM B TaKOM CIIOpE WJIM PAa3HOTJIACUM SIBIISICTCS
[MponaBeti, To nemo paccMaTrpuBaeTcsi B MOCKBe, B apOUTPaXKHOM CyJIe
ToproBo-IpOMBILILIEHHOM aIaThl B COOTBETCTBUU C IIPOLIECCYaTbHBIMU
HOpPMaMU 3TOTO CYa;

0) ecI OTBETYMKOM B TaKOM CIIOpE WJIN pa3HorTacuu sipisieTcst [To-
KyIaTejib, TO JEJ0 paccMaTpUBaeTCss B AMEPUKAHCKOM apOUTpaxKHOM
CyIe B COOTBETCTBHU C MPOIIECCYaTbHBIMI HOPMaMHM 3TOTO Cyaa.

Pemenne apOUTpaskHOTO cyla SIBJISIETCS OKOHYATEIbHBIM M 00s13a-
TeJIbHBIM JUISI 00EUX CTOPOH MO HACTOSIIEMY KOHTPAKTY.

7. @opc-Maxkop

7.1. Ecniu BEITIOJTHEHUE 3TOTO KOHTpaKTa HAPYIIUTCST M3-3a BOCHHBIX
JIeiicTBUIA, SMOapTro, 610Kad MM KaKUMU-JTMOO0 APYTUMU HEeTIPEABUICH -
HBIMU COOBITUSIMU, KOTOPBIE HAXOASATCSI BHE KOHTPOJISI CTOPOH KOHTPAaK-
Ta, TO CTOPOHBI He OYIYT HECTH OTBETCTBEHHOCTH 3a HEBBHITTOJIHEHUE
KOHTpaKTa, W TPEICTaBUTEIM CTOPOH MOJDKHBI HEMEIICHHO MPOKOH-
CYJIBTHUPOBATBLCS U COTIIACOBATh HEOOXOMMMEIC MCHCTBUS.

7.2. 3a0aCTOBKY HEe CUMUTAIOTCS (DOPC-MAXKOPHBIMU OOCTOSITEILCTBAMMU.

8. lIpyrue ycjoBus

8.1. Hu ogHa u3 cTOpOH He MMeeT IpaBa IlepenaTh CBOM IIpaBa U
00sI3aHHOCTH T10 HACTOSIIIIEMY KOHTPaKTy TPeTheil CTOpoHe 0e3 MUCh-
MEHHOTO COTJIacUsl Ha TO IPYTO CTOPOHBI.

8.2. INocne mmoanmMcaHWsT HACTOSIIETO KOHTPAKTa BCE MPEIbIIyIIIe
TeperoBOPHI U MEPENMCcKa, CBSI3aHHBIE C KOHTPAKTOM, TOJIKHBI CYUTATh-
Cs1 HeJICIICTBUTEIIbHBIMM.

8.3. Bce m3MeHeHUS 1 JOTIOJHEHMST K HACTOSIIIEMY KOHTPAKTy Oy-
YT CUUTATHCS ACHCTBUTEIBHBIMU TIPU YCJIOBUM, YTO OHU O(OPMIICHBI
B IIMCbMEHHOM BUJIE U ITOAMMCAHbI YIIOJTHOMOYEHHBIMU Ha 3TO MpPeACTa-
BUTEIISIMHA 00CUX CTOPOH.
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8.4. Bcg mepencka, cBsI3aHHAS ¢ UCITOTHEHNEM HACTOSIIIETO KOH-
TpakTa, AOJKHA BECTUCh Ha aHTJIMICKOM si3bike. HacTosiuit KoH-
TPaKT IMOAIKMCAaH B ABYX 9K3eMIUISIpaX Ha aHTJUHACKOM SI3bIKE — OIWH
MOANUCAHHBIN 2K3eMILISIp AOJXKEH HaxoauThes y [lponasua, a apyroi
—y [Mokynarensi.

9. IOpuangyeckue ampeca CTOPOH:

TTPOABELL IMOKYIIATEJIb

«Servo Motors», Inc. 000 «ABTOo+»

B 205, International Trade Centre, 115093, Poccus,

Ring Road

Herpoiit, Muuuran, CLLA. . Mockaa, yi. [TaBnosckas, 21.
Ten.: 001-0261-256143 Ten.: 007-495-975-12-44

®axkc: 001-0261-256144 ®Paxc: 007-495-975-12-45

9. agpec: servomotors@icloud.com 3. agpec: avtoplus@mail.ru
bankoBckMe peKBUBUTHI: bank 6enepummapa: CBEPBAHK
SWIFT BIC: BOFAUS3N CBUDT: 9174523021

BANK OF AMERICA. Cuer 6eHedunmapa: 4123590000245
UID NO: 3952

Cuer No.: 52100000364587100265

/Cg)r, PROBLEM SITUATION

You work in big industrial company in which automotive parts are
produced. During several months your boss has had negotiations with
Italian company which production line is repair tools and machineries.
Finally, the representatives of this company agreed to visit you to discuss
the conditions of cooperation and sign the contract. From your side, you
prepare the text of the contract with all the points described in details. Your
foreign partners learn the text and in general it suits them except for Terms
of delivery and Claims points. Your potential partners insist on changing
it, but your boss categorically disagrees. Find the compromise solution
because this cooperation is vitally important for your company.
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ﬁf\‘ ROLE PLAY FOR PART 5

1. Guest negotiations

German-speaking roles

Andreas Shultz (General Director). Your company DEUTSCHPARTS
is a very famous producer of automotive spare parts. You had decided to
enlarge your business and came out to the British market. But the very first
step you need to do is to set a factory building. Having some searching,
you have found a British construction company Green Construction, which
designs and coordinates projects and also works with trustful contractors.
You immediately decided to meet your potential partner and discuss the
terms of cooperation.

Hans Becker (Deputy of General Director). Accompany your boss in
his business negotiations with your potential British partner and take an
active part in the negotiation process. Share some information about your
company and your ideas of cooperation.

Petra Weber (Interpreter). Work as an interpreter from English into
German and from German into English during the negotiations.

English-speaking roles

Alisa Anderson (Secretary). Meet your guests, organize the meeting
and serve everything your boss asks you.

Simon Francis (Director). You are very glad to have your first
international business contacts. Your company is quite respectful in
England and you performed a lot of successful construction projects. But
as it is your first international experience, you are a bit nervous. Run the
negotiation process.

Elizabeth Drew (Assistant of Director). Visit negotiations with your boss
and take part in discussion. Be his right hand and help him to calm down
where it will be necessary. Tell your partners about your company and show
some photos (or PP presentation) of your finished projects.

Peter Weaver (Head of Construction Department). Visit negotiations
with your boss. Ask your potential partners a lot of different questions about
their production power, their desires and preferences of the factory. Sketch
a drawing and discuss it face-to-face with your boss and then present your
idea to your German partners.
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Sara Walsh (Interpreter). Work as an interpreter from German into
English and from English into German during the negotiations.

2. Host negotiations

English-speaking roles

Madison Glenn (General Director). Your company Happy Cow produces
milk products. You want to enter to international market and have already
found your first customers in France. Now you are at negotiations and
with your subordinates you hold a presentation.

Sophie Fisher (Secretary). You should serve negotiations and help with
presentation.

Robert Lambert (Deputy of General Director). You are on negotiations
and you sometimes answer for questions of your French guests. But it is
quite difficult for you to answer question about the production process and
quality control process that why you decided to call your Chiefs.

Harry Show (Production Department Chief). You hold a presentation
and tell about your production department. Tell about the chain in details
from animal breeding to packing of ready goods.

Nicholas Evans (Quality Control Department Chief). You also hold a
presentation and you tell about modern technologies on quality control.

Sharon Lee (Interpreter). Work as an interpreter from English into
French and from French into English during the negotiations.

French-speaking roles

Pierre Leroy (Director from France). You want to buy British milk
products for your supermarkets. Ask your potential suppliers about cow
species, number of pots on cows’ backs, type of feed and some other
unusual questions.

Christophe Dupont (Deputy of Director). Ask your potential suppliers
some simple and usual questions about peculiarities of production and
quality control processes.

Monique Bonnet (Financial Department Chief). Discuss price of your
first order and terms of payment and shipment.

Jacqueline Fournier (Interpreter). Work as an interpreter from French
into English and from English into French during the negotiations.
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ITIOJIE3HBIE CCBIJIKHA

BusHec-3THKET 1 KOMMYHUKAIUS
www.4resumeformat.in
www.businessculture.org
www.businessenglish.com
www.businessenglishpod.com
www.businessenglishsite.com
www.cyborlink.com
www.independent.co.uk/student/career-planning
www.smallbusiness.chron.com
www.thebalance.com
www.worldbusinessculture.com

JlenoBble muchmMa

www. 101businessletter.com

www.4hb.com/letters
www.effective-business-letters.com
www.officewriting.com
www.writing.wisc.edu/Handbook/BusinessLetter.html
www.writing-business-letters.com

ITomuck padoTsI
www.hh.ru
www.rabota.ru
www.rosrabota.ru
www.superjob.ru
www.trud.com

Pe3ome
www.careerperfect.com
www.instantresumetemplates.com
WWW.job-interview-site.com
www.livecareer.com
www.monster.com
www.prospects.ac.uk/job-profiles/interpreter
www.prospects.ac.uk/job-profiles/translator
www.resumegenius.com
www.visualcv.com
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YouTube kanabt

Corporate Class Inc: Executive Presence Training Solutions
etiquettecentre

Learn English with Let’s Talk - Free English Lessons
Success English

BponnpoBanue rocTHHUI
www.booking.com
www.expedea.ru
www.hotellook.ru
www.momondo.ru/oTenu
www.oktogo.ru
www.ru.hotels.com
www.trivago.ru

Bponnposanue aBuaduIeTOB
www.aeroflot.ru
www.avia.tutu.ru
www.aviasales.ru
www.skyscanner.ru
WWW.trip.ru

®oHblI 1151 IPe3eHTANUIA
www.free-power-point-templates.com
www.free-power-point-templates.com
www.free-powerpoint-templates-design.com
www.freepptbackgrounds.net
www.poweredtemplate.com
www.slidehunter.com
www.slideteam.net
www.smiletemplates.com
www.templates.office.com
www.templateswise.com
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