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CnoBo Big aBTOpAa

HapuanbHuit OCIOHUK “AHrJIiicbKa MOBA /IS ILJIOBOrO CHiJIKYBaHHs " TIPU3HAYCHUIA TSI
YUHIiB CTapIlMX KJIaciB, SIKi IIparHyTh OBOJIOIITM OCHOBAMH JiJIOBOTO CITUIKYBAaHHSI.

Mertoto Kypcy € (popMyBaHHSI KOMYHIKATMBHOI KOMIETEHTHOCTI y cepi AiIoBOro
CIJIKYBaHHS Y MeXax OKPECICHUX TEM.

3MicT mociOHUKa 30piEHTOBAHMI Ha BUPILLIEHHS TUX XUTTEBUX i MpodeciitHux
CUTyaliil, sIKi MOTEHLIIHHO MOXYTb BUHMKHYTU B KMTTi MOJIOJOI 0coOu. 3oKpeMa
nependavyaeTbcsd O3HAMOMIICHHS YUHIB 3 (h)OpMaTOM OCHOBHUX BMIIiB AiJIOBUX TArepiB,
0COOJIMBOCTSIMM MPOXOKEHHS CIiBOECiaN, (pOpMyBaHHS YMiHb i HABUYOK ITPOBEACHHS
Mpe3eHTalii, BUOOpY BilMOBIAHUX CTPATETii, 1110 MiABUIIYIOTh €(heKTUBHICTb ITyOTiYHUX
BUCTYITiB. TakoX y Kypci BUCBITJIEHO MpaBuJjia BeleHHs TeJe(OHHOI Oeciau, OCHOBU
o(icHOro eTUKeTy TOIIIO.

B ocHOBY KOHCTpyOBaHHSI 3MiCTy MOCIOHMKa MOKJIaAeHO MOAYJbHUI MPUHIIUIT
opratizailii HaB4aJibHOTrO MaTtepiaiy. Lle o3Havae, 1110 KOXXHa TeMa € OKPEMUM JUAAKTUYHO
3aBepIICHUM OJIOKOM, Y MeXaX SIKOro pO3IJIsSIIaEThCs OAHE KIIIOYOBE a00 CYKYITHICTb
CIIOpiTHEHUX MOHATH. JI1s1 3a0e3medyeHHsT 3pyYHOCTi poOOTH 3 MOIYJIEM MOro 3MicT
CTPYKTYpOBaHO Ha cMuUcJIOBi 01oku (Part A, Part B, Part C).

PobGota Hag KOXHUM TeMaTUUYHUM MOZAYJIEM PO3MOYMHAETHCS 3 IOCTAaHOBKU
MPOOJEMHUX MUTaHb, SIKi KOHKPETU3YIOTHCS Y MPOLIECi pOOOTH 3 TEMOIO Uepe3 OCMUCIIEHHS
¢dakTMuHOiI iH(opMallil, MpeAcTaBIeHOI HaBYAJIbHUMMU TeKCTaMU, CUTYaTUBHUMU
niajJjoraMy Ta iTIOCTpAaTMBHUM MaTepiasoM. 3aBeplleHHsI poOOTU HaJ TeMaTUYHUM
MoJayJieM mnepeadayae nepeBipKy SIKOCTi 3aCBOEHHSI HOBOTO MOBHOI'O i MOBJIEHHEBOTO
Marepiany, a TAKOX MOro aKTUBI3allito JUI BAKOHAHHS KOHKPETHUX TBOPYMX 1 MOLITYKOBUX
3aBJaHb (MiAroTOBKA BUCTYIIIiB, JOTIOBiAEH, Mpe3eHTAallili TOIIIO).

PiBeHb cKJIagHOCTI HaBYaJbHOIO MaTepiany BiAroBigae moka3Huky Bl+ - B2
BinnosigHo 1o Pexomennaiiiii Pagu €Bpornu 3 MOBHOT OCBITH.

baxaemo ycmixiB

Asmop i 6udasrHuymeo
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A A — TlapHiabo rpymnosi hopmu podboTu
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Module 1. The World of Jobs

Lead in

Speak out

1. Describe the working environments in the pictures.

2. What are advantages and disadvantages of working in each place?
3. Describe your ideal work place.

Task 1. Read the questions and check the meaning of the words in bold.

Do your parents have 9 to 5 job or they work flexitime?

Do students take a gap year before going to University when they finish school?
Do your parents often work overtime?

Is their job rewarding? What are its challenges?

Are there many unemployed people in your country?

Would you like to work for a company or be self-employed? Why?

Do you have any work experience?

What qualifications do you need for your future job?

What age do people retire in your country?

WO NN B WD =

A A Work in pairs. Ask and answer the questions.



Part A Work-Life Balance

Task 2. a) Look at the picture story and match sentences with each picture.

-.': Hecontsel Y
b Fond 20 Kids! [

He was satisfied with his job because he had a good salary and could use company car.

[o 20 R-V]

He found a vacancy in a food company and applied for a job there.

He was dismissed and was unemployed again.

After five months he was promoted to the position of manager.

Mike was unemployed and was looking for a job.

He had to do hard and work overtime.

But then he had an argument with his boss.

S|oe [0 |0

He had an interview and got the job.

b) Reproduce the story looking at the pictures.
8




Task 3. Read the text.

Are you happy with your work-life balance?

Although majority of people say that they
work “for the money”, salary isn’t actually the
only thing that they think about. Recently, re-
search has shown that people consider many
different factors to be of importance when they
make their career choice. A worldwide survey
of students showed that after graduation they
would be looking for jobs that allowed them
to balance their personal lives with their work
lives, so it’s not always a full-time job. They
are ambitious and optimistic about their career
prospects, and look at their working future in a
different way to their parents.

For example, Katsuro works as a shop as-
sistant in one of big supermarkets in Japan. He
says: I work part-time and I am fully satisfied
with my life. I’ve chosen a lifestyle that gives me enough money and quite a lot of free time.
But my father, on the other hand, works more than 70 hours a week for a car company.
Sometimes he has to work night shifts. I think, it’s madness. Lots of Japanese people do
overtime. There’s an expression in Japanese, karoshi, which means “to die because you
work too hard”. A lot of people in Japan get ill or die because they work too much. I think
my generation is different. We don’t want our lives to be ruled by work. I work a few hours a
day and get good wages. I spend the rest of my time seeing my friends and playing baseball.

It’s not just the younger generation who think like this either. There has been an increase
in the number of middle-aged employees who are moving away from highly-paid executive
positions into less stressful jobs.

David is a project manager for a big software company in the USA. He says: Work con-
ditions in our company are great. Our office is in a park zone; there’s no dress code. Also
there’s a canteen and a gym. So the staff don’t have to worry about their lunch and can
regularly keep fit. But personally I’m not satisfied with my work-life balance at all. I work
overtime — at least 50 or 60 hours a week. So I don’t have much time for myself or to see
my children. I communicate with my wife by leaving messages on the fridge. We almost
don’t see each other because we work different hours. Our work gets extremely stressful
when we have deadlines — sometimes [ and my team even skip our lunch. A few weeks ago
I missed my son’s birthday because it was another project deadline. I earn a lot of money
but I don’t have enough time for my private life. Is it worth it? I want to live for myself not
when [ retire but now.

Task 4. Answer the following questions.

1. Why not many young people want to have a full-time job?

2. What does the Japanese phrase ‘karoshi’ mean?

3. What is the difference between young and old generation in Japan, according to
Katsuro?

4. What are the working conditions in David’s company?

9
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Is David satisfied with his work-life balance? Why?

How does David’s work harm his family life?

Which of the two situations is more typical for your country?
Would you prefer a part-time or a full-time job?

A A Task 5. Work in groups of four.

a) Discuss which advantages and disadvantages David and Katsuro get
from their lifestyles. Think of different aspects and organize your ideas in a
table. There are some ideas in each column to help you get started.

Katsuro David
Positive Negative Positive Negative
— spends a lot of time | — cannot spend holiday | — can afford to live in a | — problems with health
with friends abroad house with a pool —..
— —.. — his children can
study in prestigious
colleges

b) Which lifestyle is more attractive for you? Why?

Task 6. Match the words to their definitions.

1. executive

a) the latest time or date by which something should be completed.

2. deadline b) a person or a company that hires people and pays money for their work.

3. toretire ¢) payment for work or services made to workmen on a daily, hourly or weekly
basis.

4. staff d) a person who is hired to work for a company in return for payment.

5. employer

e) all people who work in a company.

6. employee

f) a fixed monthly payment for professional or office work.

7. salary

g) a person who is responsible for running a company.

8. wage(s)

h) to leave your job because of your age e.g. 65.

Task 7. Complete the text with the given words.

conditions
experience

hours part time temporary
job qualifications work

10




Nowadays in many countries around the world there is not enough for every-

body and many people are looking fora . Ifthey are lucky enough to find one it is often

(only a few hours a day) not full time, oritisa job (only

for a few months) not a permanent one. Many jobs involve working long and

often the working (e.g. salary, holidays) are not good. To get a good job, it’s
important to have (e.g. a university degree) and some

Task 8. Roger discusses his working conditions with friends.
Choose the right options for these short dialogues.

Hours

Rodger: We have flexihours / flexitime here. I often work late on Monday, so I can
leave early another day.

Brenda: That’s great. I have to work shifts / steps. 1 have to work a lot overtime /
afterhours, t0o.

Clothes
Robert: Is there a dress code / clothes code there?
Roger: Yes, I have to wear a suite / suit and tie.
amily
Roger: There is a childcare facility on the company premises.

Colleen: Great! That helps you get your life-work / work-life balance right.

Holidays

Julia: When will you go on / in holiday?

Roger: I can’t take any days free / off for six months because of the probationary /
provisional period.

Food

Roger: The company canteen / kitchen is great.

Doug: Oh, I’'m so busy that I often skip /jump lunch.

@® Task 9. Discussion.

Some people say they would like to ‘leave the rat race’. What do you think they mean?
Who do you think is responsible for overwork — the company or the employee?
What can companies do to ensure their staff have good work-life balance?

Why do you think some people become workaholics?

Do you think it is harder for men or women to achieve a work-life balance? Why?

il

Part B Describing Jobs

Task 10. Look at the pictures and match them to professions.

e chef
e Jawyer

11



real estate agent
DJ

broker

dentist

e o o o

Task 11. Which of the above mentioned jobs.

e are done indoors / outdoors? ¢ need the most training?
e require qualification? e isthe hardest?

e have career prospects? ¢ have flexible hours?

e are well-paid / poorly-paid?

Task 12. a) Some people are talking about their jobs. Decide whether the
adjectives they use are positive or negative.

Boring, challenging, demanding, enjoyable, hazardous, repetitive, creative, secure, re-
warding, routine, satisfying, stimulating, tiring, stressful.

Positive Negative
enjoyable boring

b) Add your own adjectives to the table to describe jobs.

12



Task 13. Fill in the gaps with the adjectives.

| stressful creative repetitive hazardous rewarding |

—

If you want to work in advertising you have to be very ... .

2. Industrial computers can do ... and time-consuming jobs faster and more efficiently than
people.

3. This week was very ... for our staff as we had to complete the project before the
deadline.

4. Teaching is not very financially ... job as they do not get paid a lot.

5. Being a firefighter is very ... job as they always have to work in dangerous situations.

Task 14. Use adjectives from Task 12 to describe professions in Task 10.

Task 15. Who would you contact in the situation given below? Match the
situations in the left column with the name of the job in the right column.

1) a filling has come out of one of your teeth a) a driving instructor
2) you need to have your hair cut b) alawyer

3) you need a legal advice ¢) a dentist

4) a house is on fire d) an interpreter

5) you want to learn to drive e) a firefighter

6) in the shop you want advice on what sort of coffee to buy f) a hairstylist

7) all the lights in your house have gone out g) a shop assistant

8) you have decided to sell your house h) an accountant

9) you need to meet a delegation from Canada i) an electrician

10) you father needs somebody to help his firm with money problem j) an estate agent

When we speak about work we often use such words employment, job, occupation, profession, trade. They
are synonyms but there is a difference between them. Read the explanation for these words:

employment is a formal or official word that means having paid work.

job is a particular type of paid work that somebody does or is trained to do.

occupation is a more formal word than job and is used in written English, for example on
forms and official documents.

a profession is a job which requires higher education and special training.

atrade requires practical training and skill with hands.

Task 16. Fill in the sentences with the following words.

| employment ° job ° occupation ° profession ° trade |

1. Dave is looking for a ... . The restaurant where he worked closed down.

2. 1 had to fill out a form with my name, age, address, educational background and
my....

13




She is a nurse by ... . But she works as a shop assistant.
Isigned a contract of ... with a new company.
Although he is a gardener by ... , he decided to look for a ... as a taxi driver.

The ... rate for those who finished a course in this ... is not very high.

NS AW

She has always wanted to be an interpreter and now she is the best in her ... .
Task 17. Discuss the following questions and read the text.

1. Have you chosen your future profession? What is it?
2. Which factors influence your choice of future profession (if necessary add your ideas):
e high salary
e helping other people
e opportunity to travel
e fame

10 TOP PRESTIGIOUS JOBS IN THE US

The Harris Poll is one of the oldest and most popular poll agencies in the world. For
almost 50 years it has analyzed every aspect of American life. Since 1977 it has been asking
Americans about how prestigious they find various jobs.

Clearly, everyone has their own definition of prestige. But how do Americans define
prestigious work? A quick glance at the latest poll results suggests that it requires a high level
of education or a high level of public service.

According to the poll, for 88 per cent of respondents doctors have ‘a great deal of” pres-
tige. As Niall McCarthy from Statista says “Doctor is number 1 in the US due to financial
aspects, as well as social reasons. They are intelligent, high-earning professionals who help
other people a lot. In many situations they are seen as heroes”. Other prestigious jobs among
the top 10 include military officer, firefighter, police officer, and nurse.

America's Most Prestigious Professions

% of people finding the following occupations prestigious
ooctor /- |, :::
wilitary officer 5" |, -+
rirefighter ¢ |, -
scientist ) |, -

norse ./ [,

Engineer

police officer < | NN o
priesuMinister/Clergy [N o

Architect

@®6

@satistaCharts  Source: Harris Interactive M
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As we can see not many Americans associate prestige with fame or big money — actors
(55%), politician (52%), bankers (38%) and real estate agents (27 %) are very low on this list.

It’s interesting but if we ask parents which jobs they would encourage their children to
choose, the figures are a bit different. In this case, engineers top the list (93%) with doctors,
scientists, nurses and architects coming next. Many parents would also encourage their
children to become teachers (81%), accountants (78 %), firefighters (77%), business execu-
tives (74%), lawyers (69%), and military officers (65%). It seems that ‘most prestigious’ is
not always exactly the same as ‘most employable’.

Task 18. For beginnings 1-6 choose the correct ending A-I.
There are three options you do not need to use.

1. Harris Poll ... a) ... associate prestige with fame and money.

2. Doctors are Number 1 job ... |b) ... are the ‘most employable’.

3. According to the Poll ... ¢) ... due to financial aspects.

4. Most Americans do not ... d) ... profession of a teacher is more prestigious than that of
a politician.

5. Most prestigious professions... | ) ... because they have good salary and help people.

6. Alot of American parents ...

f) ... require higher level of education.

g) ..

. encourage their children to become engineers.

h) ... is one of the most popular poll agencies in the UK.

i) ... has been studying people’s opinions since the 1970s.

Task 19. Do your own survey to define the most prestigious jobs in your country.

— Ask your parents and at least ten friends to name the 5 top prestigious jobs in your
country. Present the results of your poll in the class.
— Did your respondents name any profession from the 10 Top American Prestigious

Jobs?

— Try to explain why your respondents chose ‘their’ professions.

Part C Alternative Work Experience

Task 20. Discuss the following questions and read the text.

1. Have you ever thought of working abroad?
2. Why do people sometimes go to work abroad?
3. How important the following skills are when looking for employment abroad:

e language

e driving

e managerial
e social

15



WORKING ABROAD

According to Eurostat, around 1 million citizens of EU countries are now living and
working in Britain — but there are also around 1 million Britons living and working in the
rest of the EU. Until recently British chose English speaking countries like the USA or
Australia as their destination. Now due to new work regulations it is much easier to work
in any country within the EU. Some of the most popular destinations are France, Portugal,
Spain, Sweden and Denmark. But is the idea of mobile European workers fact or fiction
and what is it like to work in another country?

Finding work abroad can be very challenging. Getting used to a new way of life, new
people and a new culture takes time and effort. Also you will have new places to visit and
maybe a new language to learn. Anyway, moving to a new country can open up career op-
portunities that you may not have thought of.

Alexander Thompson, 27, said ‘au revoir 'to the UK and moved to France. He had studied
engineering in Bristol and worked in various companies around England. But he wasn’t
satisfied with work conditions and didn’t see any career prospects. Also he wanted a differ-
ent lifestyle. Peter didn’t expect to get a job in his field immediately. He did a number of
different jobs until he was finally hired by Renault. First he worked there as a technician,
then after two years of hard work he got promoted. After all his experience, he says that his
poor level of French was a big problem at first. He did a two-month language course before
he moved to France, but this still was not enough for his profession. He says that if you want
to get a good job in another country, you have to be able to speak the language really well.

Terry Wilson, 43, is a graphic designer from Scotland. Seven years ago he went to
Switzerland but then he moved to Germany and set up his own advertising company in
Munich*. Now he employs more than 20 people. He says that Germany is a good place
to work in advertising because the Germans think the British are very creative. He could
speak German well before he arrived in the country. He said that he couldn’t compete with
other companies without a good knowledge of German. Another problem he had there was
getting used to new traffic rules as in Britain you have to drive on your left while in other
countries of Europe you have to do it on the right.

*Munich [‘'mju n k] M. MioHxeH

Task 21. Decide if the following statements are true (T) or false (F) according
to the text.

People do not see many work opportunities in the UK.

Until recently British preferred to work in English speaking countries.

Now British choose Europe for work because all its citizens speak English fluently.
Before moving to France Alexander Thompson worked in Renault.

The main problem for Mr. Thompson was his poor level of French.

Terry Wilson founded an advertising company in Switzerland.

Terry Wilson knew German well.

Mr. Thompson is 15 years older than Mr. Wilson.

o © NNk LD

British think Germans are very creative.
10. Britain and Germany have different traffic rules.

16



A A Task 22. a) Think of some advantages and disadvantages of working
abroad. Make notes in the table below. There is one idea in each column to

help you get started.

Advantages of working abroad

Disadvantages of working abroad

— Learn a new language

— Feel homesick

b) Present your ideas in the class.

Task 23. a) Complete the table with countries, nationality adjectives and

languages.
Country Nationality Adjective Main Language(s)
Britain British
English
Germany
Irish
Portuguese
Scotland
Dutch
Switzerland
Swedish
Danish
Spain

b) Continue the table by adding other European countries.

ACROSS CULTURES

Gap year is a year before going to University and after finishing high school. Students take
their gap years to do various things. Some of them want to relax after stressful school years
and travel around the world while others get paid jobs and make first steps in their careers.

Task 24. Read about Samantha’s gap year and fill in the gaps with the correct

form of a verb.

SAMANTHA’S GAP YEAR

When I left school in June, I ... (not know) what kind of lifestyle I wanted. In September
I ... (start) an engineering course in Nottingham University. After a month at University I
realised I ... (choose) the wrong course. I decided to take a gap-year and spend the next 10

months ... (get) work experience and ... (save) money.

So instead of ... (travel) abroad I began looking for a job. I ... (send) my CVs and had
several interviews. I did some temporary jobs. But I ... (can not) find one I liked. Finally
I ... (apply) for a local newspaper. In search of news I visited areas of London, my home

town, I ... (not see) before.
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Spending several months working ... (help) me understand what I’d like to do in the
future — now I’m keen to work as a journalist. This year I ... (go) to University and special-
ize in journalism. Instead of feeling anxious and unprepared like last year, I can’t wait ...
(get) there and start a new phase in my life.

Reyvision

Task 25. Read the text below and choose the best option from: A, B, C, or D.

YOUNG PEOPLE AND EMPLOYMENT

Very often young people get their first work 1) ... at school. There are various jobs 2) ...
for them: animal caretakers, waiters, shop assistants etc. Usually thisisa 3) ... or part-time
job during their school holidays or at weekends. It is a good way to 4) ... some money and
maybe gain some useful 5) ... . Although it’s tempting to spend your holiday time working
and earning money, it’s not a good idea to forget about your education.

Most young people get a job when they finish their education. And they need to begin
thinking about 6) ... choices in secondary school. Nowadays 7) ... are looking for quite a
lot in their potential employees. They should have 8) ..., an impressive CV and preferably
have some relevant work experience. In general, jobs that 9) ... university qualifications
are usually better paid. Some people stay with the same company for their entire career;
others move around to different jobs with a range of companies. If you stay with the same
company for a long time you may have better chances to get a/an 10) ... .

1 |A |[condition B |experience C |occupation D |style

2 |A |offer B | present C |stressful D |available

3 |A |temporary B |permanent C [full-time D |creative

4 |A |find B |deserve C |earn D |admit

5 | A [shifts B |skills C | occupations D |work

6 |A |career B |employment C |trade D |job

7 | A |executive B |team C |staff D |employers
8 |A |explanations B |respondents C | qualifications D |deadlines
9 |A |assisstance B |require C |mean D |suggest

10 |A |retirement B |probationary C |overtime D |promotion
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25 Task 26. Translate the following sentences into English.

p—

ITpauiBHUKM, SIKi IpaliOOTh B HIYHY 3MiHY, OTPUMYIOTh BUIILY 3apILJIaTHIO.

. Konn Maiik OyB CTyAeHTOM BiH MpallOBaB HEMOBHUII poOOYUil eHb, 11100

OIUIATUTU HaBYAHHS B KOJIEIKI.

. bararo ykpaiHuiB ine Ha poOOTy 3aKOpAOH. 3a3BUyaii lie TMM4YacoBa poboTa, OIHaK

BOHA Ja€ rapHUI 3apo0OiTOK.

. Bin yacro 3ami3HioBaBcs Ha poOOTY i HE BUKOHYBAB CBO1 00OB’SI3KM HAJIEXKHUM

YUHOM, TOMY MOro 3BUIbHUIN.

. ITicnst Toro, sIK BiH 3ampoONOHYBaB HOBi CITIOCOOU 30i/IbIIIEHHSI TPUOYTKiB KOMMAaHii,

BiH OTpMMaB ITiABUILICHHS HAa MOCAaIi.

. BoHa He 3a10BOJIeHa CBOEID HOBOIO POOOTOIO, OCKIJIBKM 11 4aCTO JOBOIUTHCS

MpaloBaTh HAIyPOYHO.

. B eBpomeiicbkux KpaiHax yuyHi yacTo OepyTh “piK BiIMOYMHKY” Teped TUM, SIK

IOCYILISIT 10 YHIBEPCUTETY.

#® Task 27. Choose a topic and discuss one the following work-related aspects.

L.

2.

Speak on work-related problems in your country (level of unemployment, salary,
working conditions, rights of employees, work-life balance etc).

Do students work in summer in your country? What kind of a summer job would
you consider applying for?

. What professions are prestigious nowadays? Which will be prestigious in the future?

Comment on your opinion.

. Why do people go to work abroad? Who benefits from this?
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Vocabulary

apply for (a job)
available

be fired/ be dismissed
be promoted

be satisfied with
career prospects
challenge
creative

Cv

deadline

do/work overtime
earn

employ = hire
employee
employer
executive
experience
flexible hours
full-time job

gap year

hazardous
interview

job

night shift
occupation
opportunity
part-time job
permanent
probationary period
repetitive
require
retire
rewarding
salary

set up (a company)
skills

staff
stressful
survey = poll
temporary
trade
unemployed
wage(s)
well-paid

MojiaBaTu 3asiBy Ha (IpalieBIallTyBaHHS )
HasgBHUM, TOCTYITHUA

OyTH 3BITbBHEHUM

OTpUMATH MiABUIIIEHHS (Ha TTOcaIi)
OyTH 3aJOBOJICHUM

MepcIieKTUBa Kap’€PHOTO 3pOCTaHHS
BUKJIUK

TBOPYUIA

pestoMe

KpaiiHiil TepMiH

MpaLoBaTU HATyPOUYHO

3apo0IATH

HaliMaTu, MpaleBIallTOBYBaTU
MpaluiBHUK

poOoToaaBelb

KepiBHUK, aIMiHiCTpaTOp

JIOCBII; CTaXX poOOTH

THYyYKU# Tpadik

poboTa Ha MOBHUM poOOUMIi 1eHb

“piK BilMOYMHKY” (Mic/Is1 3aKiHUEHHSI IIIKOJIU i TIepe] BCTYIIOM 10

BH3)

HeOe3neyHui

cniBbeciga

npodecist, podbora

HiuHa 3MiHa

npodecis

MOXJIUBICTh

po0oTa HEMOBHUI POOOUMTT TEHb
MOCTIAHUI
BUIPOOYBAJTbLHUI TEPMiH
OBTOPIOBAHUM, HYAHUI
norpedyBaTu

IiTU Ha TIEHCIil0

TOM, 1110 Tiepeadayae BUHaropoay
3apIuiaTHs (3a Micsi1b)
3aCHOBYBATH (KOMITaHi10)
YMiHHS$I, HABUYKU

LITAT MpalliBHUKIB
HanpyxXeHUn
OTUTYBaHHS
TUMYaCOBUI

pemMeciio

0e3pobiTHMI

3apruiaTHs (MOroIMHHA)
J100pe orutauyBaHU
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Module 2. Applying for a Job

Lead in

Speak out

1.

A

How do people find information about job vacancies?

When people apply for a job do they need to send a CV? Do they need references?
What questions may people be asked at the job interview? Make a list.

Is there anything you shouldn’t say during an interview?

Decide which qualities describe a good worker:
ability to work in a team

sociable

decisive

leadership qualities

creative

Part A Preparing Your CV

Task 1. Patrick’s CV.

Patrick is a motivated young person. He has just graduated from University and is look-
ing for permanent employment. He has prepared a CV for a potential employer.

a) Read his CV and complete it with the following blocks.

Additional Information Interests References Work Experience

Personal Statement Skills Education

CURRICULUM VITAE

Name Patrick Spencer

Address 36 Montgovern Road
Carterknowle
Sheffield S7T2EE

Mobile 00746900264

E-mail spencer_patrick@hotmail.com
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Personal A highly-motivated, creative graduate of the University of Sheffield with

Statement excellent leadership qualities and able to work in a team. I am looking for
journalist position where I can use my strong written communication and
influencing skills.

Education Tapton Secondary School
8 GCSEs
3 A-levels
Literature (A), French (A), History (B)
University of Sheffield
BA (Hons) Journalism Studies

Work Product Copywriter
Experience Writing promotional materials for company products
(June 2012 — May 2013)
Freelance journalist
Interviews, writing articles on social issues
(April 2013 — May 2015)

Skills Languages: French (Fluent), German (Basic)
Driving license
Computing: MS Office, InDesign

Interests Photography, literature, writing short stories

Additional One of my main interests is writing short stories for children. I have two
Information books published with ‘Angling Publications’.
During my studying at the University I organized courses of creative writ-
ing for High Storrs School, Sheffield.

References Prof Mary Wheeler
Dept of Education, University of Sheffield

A A b) Ask and answer some questions about Patrick with a partner.

What’s his ... ? Canhe...? What ... interests? Where ... ? What kind of
job...?

Howold ... ? What work expe- | What ... like doing? | What exams ...
rience ... ? at school?

Task 2. Read the advertisement and say why Patrick should/shouldn’t apply
for this position.

800 Untitled
mend - CETT—

[I] Apple .Mac Amazon eBay Yahoo! Newsw
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Editorial assistant

‘LifeStyle’ is looking for an enthusiastic assistant editor who will help to produce news
stories on a wide range of social issues.

This is a full-time position. Candidates must have valid EU/UK working rights.

The successful candidate must have excellent English writing skills and an eye for design.
Priority will be given to candidates with fluent French.

Salary: DoE plus Private Health Care, one day a week home working, free breakfast,
travel ticket loan.

How to apply: send a CV and cover letter to London Bureau, Anna Regis, regis@lifestyle.
uk or click the ‘apply online’ button below.

Application deadline: Friday 10th April.

Task 3. Decide if the following statements are true or false.
Comment on your choice.

1. The candidate must know two foreign languages.
. Only UK citizens may apply for this position.

. It’s a part-time job.

. You can send your application form by e-mail or by post.

2

3

4. The candidate must be in office every work day.

5

6. You have to send the documents by the end of May.
7

. The candidates must send two documents to apply for this position.

CVsand job advertisements sometimes use abbreviations. Understanding their meaning
can simplify the job-hunting process. Here are some examples of widely used abbreviations:

Ccv Job Advertisements
GCSE — General Certificate of DoE — depends on experience
Secondary Education FT — full-time employment
A-Levels — Advanced Level PT — part-time employment
Examinations M-F — Monday through Friday
BA — Bachelor of Arts sal. — salary
MA — Master of Arts $9 p/h — $9 per hour
Dept. — department $450/wk — $450 per week

$1,200/mo — $1,200 per month

req — required

HS dip — high school diploma required
min 2 yrs exp — minimum 2 years of
experience

apply ASAP — apply as soon as possible
ins. — insurance

inc. — including, included

bene. — benefits
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Task 4. Explain meaning of the above-mentioned abbreviations in your na-
tive language.

Task 5. Read the following job advertisements. Explain details.

Office manager. No exp.
Req. Will train. 40-hr.
wk. M-F, 8 till 4. Sal -
$10 p/h. Apply ASAP.

F/T Clerk. Exp. req. H/S
dip. req. Health ins. inc.
Sal DoE.

Apply in person 9-4 p.m.
32 Rolton St

P/T Driver. Min 3 yrs. exp.
Must work aft. & eve. Ins &
other bene. provided. Sal
£800/mo.

Call Mr. Mervin 555-1294

Task 6. Make up your own job advertisements using abbreviations.

Task 7. Patrick has decided to apply for the position of assistant editor
in ‘LifeStyle’ and prepared a covering letter.
Read the letter and fill it with the missing phrases.

sincerely I took part in several literary considerable
contests experience
were satisfied with my am applying for the post of look forward
results
find my CV attached obtained a BA degree Besides journalistics
806 Untitled

~ 03 Apple Mac Amazon eBay Yahoo! News~

From: spencer_patrick@hotmail.com
To: “Anna Regis” <regis@lifestyle.uk>

Dear Ms. Regis

I [a] ... assistant editor in ‘LifeStyle’ magazine, which was advertised on the www.jour-

nalism.co.uk. My qualifications and professional background closely match the profile of
your ideal candidate.

This year I have graduated from the University of Sheffield and [b] ... in Journalistic

Studies. Also I have [c] ... of working in the sphere. During my studies I worked as a copy-
righter and a freelance journalist for “The BuZZ’. I did interviews and published articles on
various social issues. Generally my employers [d] ... and can provide necessary references.

Writing has been my passion since childhood. During my school years [e] ... and won

prestigious awards. While studying at University I did classes of creative writing in High
Storrs School in Sheffield.
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[f] ... I am interested in writing short stories for children. Now I have a contract with
‘Angling Publications’ to publish a series of stories about adventures of a bear. Two of the
books were published last year.

Please [g] ... .

I [h] ... to hearing from you.

Your [i] ... .

Patrick Spencer.

{5 Salutation in a Business Letter

If you know the person’s name:
Dear Ms/Miss/Mrs/Mr/Dr + surname
If you don’t know the person’s name:
Dear Sir / Dear Sirs — male addressee (esp. in British English)
Dear Madam — female addressee (esp. in British English)
Dear Sir or Madam — gender unknown (esp. in British English)
To whom it may concern — gender unknown (esp. in American English)
Ms, Miss or Mrs?
Mrs — to address a married woman
Miss — to address an unmarried woman (rarely used now)
Ms —toaddressawoman whose marital status you don’t know; also used to address an
unmarried woman
Usually we finish business letters with
Yours faithfully - When you don’t know the name of the recipient
Yours sincerely — When you do know the name of the recipient

z5 Task7.Prepare your CV and a covering letter for a job that you would really
like to do and are well qualified for.

Part B Job Interview

Task 8. Read the text below and choose the best option from: A, B, C, or D.

JOB INTERVIEW: BEFORE, DURING, AFTER

If you have 1) the interview stage, your CV and letter of application were
2) ! Now the company wants to know more about you. But there is still more work
to do if you want to get that job! First of all, make sure you have 3) the company
as thoroughly as possible — use the Internet, company reports etc. Secondly, 4)
yourself of why you applied to this company. Make a list of the skills, experience, and in-
terests you can 5) the organization.

Prepare a one-minute answer to “Tell us about yourself”. It would be also good for you
to prepare several PAR stories: a Problem you faced at work, how you Approached it, and
its positive Resolution. Finally, imagine you are the interviewer and try to 6) the
questions you will be expected to answer!
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At the beginning of the interview, it is recommended to ask the following questions:
“What would you expect me to do during my first month of work?” Tell the interviewer

about your 7) that are relevant to the job but do not criticize yourself. For ex-
ample you may say, “I’m not a team player. Give me something to do on my own and you
will be 8) with my results”.

After the interview write a thank-you letter, in which you remind the 9) of

things he or she liked. End by saying something like, “I’'m enthusiastic about the position
and look forward to working with you.”

If you don’t get the job, don’t call to ask why. 10) , call to say: “I’d love to
work for your company and want to let you know that if a similar position comes up, I'd
welcome the opportunity to interview for it.”

1. |A)gained

B) reached

C) arrived

D) acheived

2. |A) effective

B) important

C) impressive

D) significant

3. |A)researched B) discovered C) inquired D) examined
4. |A) remember B) imagine C) remind D) summarize
5. |A)show B) present C) offer D) tell

6. |A)ask B) suggest C) give D) predict

7. |A) mistakes B) weaknesses C) interests D) likes

8. | A) satisfied B) boring C) great D) nervous

9. |A)staff B) interviewer C) employer D) employee
10. |A) instead B) despite C) because D) only

b) Make a list of useful tips for a successful job interview.

c) Use the list of tips and reproduce the text.
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Task 9. During the job interview Patrick was asked some questions.
Translate the questions into English and find suitable response

for every question.

Question

Response

. YoMy BU obOpanu came Hally
KOMTIaHito?

A. People say I’'m sociable, organized, and decisive.

. JIki Bamn cwiIbHI W ciaOKi

CTOPOHH,

B. My aim is to have a position in the Management
Team.

. Ak Bami apy3i MOXyTb Bac

C. I have excellent time management, but I can be

oxapaKkTepusyBaTu? impatient for results.
. SIke Bame HaiBarowmiiie | D. Because I think I will find the work environment
JIOCSITHeHHS1? both challenging and rewarding.

. Hackinbku no6pe Bu npauoeTe
B KOMaH/Ii?

E. I always support my colleagues and believe we
should work towards a common goal.

. Kum/Jle Bu 6aunTte cede uepe3
5 pokiB?

F. First of all I used to be the editor of our school
newspaper. Also I won Literary competition twice.

. Bu xonu-uneObynp Oymmu y
®paHiii?

G. Yes. I speak French fluently and I know a bit of
German.

. Bu Bosomiere iHO3eMHUMU

MOBaMun

H. Yes, I have. I studied there for six months. I lived
in Marcel.

Task 10. Talking about the workplace. Steven Jones explains Patrick the
working conditions at ‘LifeStyle’. Fill in the missing vowels.

“Oura)w_rk_ngh__rsare 38 hours per week. We offer flexitime, with ourb)c_r_t_m_
between 10 a.m. and 4 p.m. After a six-month ¢) tr_ _1p_r_ _d, your w_g_ increases by
1.5 per cent a year. Up to ten hours of €) _v_rt_m_ are compensated with f) t_me _ff in lieu
(TOIL). Ourg)b_n_f tsinclude a private medicalh) _ns_r_nc_ scheme. Employees receive
low-cost warm and cold meals in our companyj)c_nt__n. The companyk) c_r p_rkis avail-

able free of charge. If you use 1) p_bl_c tr_nsp_rt, the firm pays half of your monthly pass.”

ACROSS CULTURES

It is common practice for jobseekers to write a follow up letter after the job interview
(usually within 2 business days). In this letter you thank for the interview and express your
interest in the position.
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Task 11. Sending a follow-up.
Patrick writes a follow-up email to ‘LifeStyle’.
Complete the text with the appropriate forms of the verbs from the box.

appreciate ° confirm ° contact ° contribute ° implement ° impress ° look ° mention

Thank you for talking with me about the position of assistant editor. I would like to

a) my strong interest in joining the team at ‘LifeStyle’ magazine.

1b) the friendly welcome and was c¢) with your plans for
opening a new office in France.

AsTd) yesterday, with my experience and relevant skills, I am sure I can
e) towards managing your office efficiently. I feel that my foreign-language
skills can help you to f) your European strategy.

Ig) forward to hearing from you. Please h) me if you would

like any further information.

Part C New Trends in Applying for a Job

Task 12. Read the text about modern trends in applying for a job.
Choose from (A—H) the one which best fits each space (1-6).
There are two choices you do not need to use.

who successfully completes the online application.

online in blogs, social networks or personal web-pages.

a very specific type of person.

to get impression of their personality and professionalism.
people should put their achievements on their CVs.

use online applications as well as big ones.

are advertising for positions online.

are often asked to do some work-related tasks.

ZoEETOwE

YOU AND YOUR CV

Information is everything in the modern world: the Internet has changed a lot of things
for job-seekers as well as for employers. New trends show that more and more companies
(1) ... . Also now they require online job applications, instead of traditional paper CVs. This
information normally goes into the company’s database. Using keywords employers can
easily find candidates from these databases.

For multinational companies like Procter & Gamble, online job applications are the
norm. When applying for a position in P&G people are also asked to do a questionnaire.
This helps the company make an informed decision on whether your skills meet the re-
quirements of the position you have applied for. The candidate (2) ... may then have to
do problem-solving tests. Only after completing these steps the job-hunter is invited for a
telephone or face to face interview.

Some companies are using video CVs. It is a one-minute video presentation of candi-
dates looking for a position. In several minutes video CV makes easy for recruiters to see
the candidate’s language skills, their motivation to work in the company and also (3) ....

But what are the rules for applying online? As Rick Bacon (CEO of iProfile) says (4)
... and not just job titles. These could be things like “developed a new product or its de-
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bbl [13

sign”, “helped the company increase profits”, “reduced costs”, “developed a new piece
of software” and so on. This can also include voluntary work and other non-work related
achievements, such as running in a marathon. Employers do look for more than the abil-
ity to write a software code or upgrading a factory’s machinery. They want well-rounded
people. Employers have in mind (5) ... who will fit their culture and also fit the position
they’re looking to fill.

One should also keep in mind that there’s a lot of information about them (6) ... . That
is why employers often google the Internet looking for names of possible workers. That is
why one has to be careful when putting information about himself or herself online.

Task 13. Read the text about strange job interview questions.

WEIRD INTERVIEW QUESTIONS

General questions such as “Tell us a bit about yourself”, “Why do you want to work for
us?”, and “Describe your biggest achievement’” are all typical interview questions that most
candidates are familiar with and are ready to answer. However, very often companies ask
job seekers strange and unrelated questions. Here are several real examples:

Room, desk, or car — which do you clean first?

Name five uses of a stapler without staples.

How would you get an elephant into a refrigerator?

How many people are using Facebook in San Francisco at 2:30pm on a Friday?
How would you cure world hunger?

If you were a Microsoft Office program, which one would you be? Why?

Pepsi or Coke?

Describe the color yellow to somebody who’s blind.

Who would win in a fight between Spiderman and Batman?

However weird or irrelevant they may seem, these questions are designed to assess your
analytical thinking skills. When you are asked such a strange question, take your time when
answering it. Your interviewer doesn’t expect an immediate answer. Think about what the
company does and what the role in question aims to achieve. May be the company wants
to check your general knowledge, technical ability or mathematical skill?

In most cases, the process of getting to an answer is more important than the actual
answer itself. For some of these questions, there may be a number of possible answers and
not necessarily a right or wrong answer. It’s not the job of the job seeker to actually know
how many gas stations there are in the U.S., but it’s a great tool to see how well he thinks
through the problem.

VPN AL

Task 14. Try to answer any of the weird questions from the text.
® Task 15. Do your own research.
— On the Internet find unusual job interview questions and choose 4-6 you like best.

— Present your questions in class.
— Ask your classmates to answer these questions.
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Revision

Task 16. Complete the text with the words from the box.

CV ° forward ° invite ° follow-up letter ° excited ° advert ° interview ° experience ° skills
° hand ° application form ° impression

A few weeks ago, I saw an (1) ... in a newspaper for a job that I really wanted. I filled out
the (2) ..., wrote my (3) ... and sent everything off in the post. A few days later I received
an email to (4) ... me for an interview. I was so (5) ..., but very nervous.

I wanted to look really smart for the (6) ... . I wore a smart suit with a white shirt and
my black shiny shoes. I wanted to make a good (7) ... . At the interview they asked me lots
of questions. They asked me about my previous work (8) ... and (9) ... that I've got for
the job. I also had to fill out some paperwork. I was well prepared, so I think it went well.
Afterwards, the interviewers shook my (10) ... and said, “We’ll be in touch.” I have sent
them a(n) (11) ... and now I am looking (12) ... to hearing from them!

&5 Task 17. Write the words in the correct order to make sentences or ques-
tions someone could ask you in a job interview.

nice/ Good afternoon,/ to/ you./ meet/

in touch./ Thank you/ We’ll be/ for coming today.

got/ any questions?/ Have you

your/ tell us/ you/ previous work experience, /Can/ about/ please.
in ateam?/you/ Do / work well

start?/ could/ When / you

this job?/ you want/ Why/ do

a few questions./ would/ to ask/ We/ you/ like

have you got/ help you/ What skills/ that/ in this job?/ would

10 £10.50 per hour/ Sundays. / and work / Wednesdays to / You’ll get
11.are your/ What /and weaknesses?/strengths

L ENAU R L~

@® Task 18. Use your CV and covering letter and role play a job interview with
your group mate.

Follow instructions:

e Before the interview choose who will be the job seeker and the interviewer.

e Make clear what position the job seeker is applying for (you may use your CV and
covering letter).

e Interviewer should make a list of questions he/she wants to ask the job seeker.

e Atthe end of the interview the interviewer tells the job seeker about working condi-
tions at the company.
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Vocabulary

achieve
achievement

apply (for a job)
appreciate

assess

award

common goal
common practice
confirm
considerable (experience)
contest

contribute
covering letter
decisive

editor

familiar

fluent

follow up letter
gender

graduate

graduate (from)
impatient
implement
impressive
insurance

issue

job interview

job vacancy
job-hunter = jobseeker
leadership qualities
marital status
mention
opportunity
provide

recipient
references

relevant

require
requirement
strengths and weaknesses
team player
thoroughly

time off in lieu (TOIL)

weird
wide range
working conditions

JoCsTaTu

JIOCSITHEHHS

MoJaBaTy 3asiBKY Ha OTPMMAaHHS poOOTH
LiHyBaTU

OLIiHIOBaTU

Haropoja

CIiJIbHA M€Ta

3araJibHOTNpUiiHATA (MOIIMpeHa) MpakTUKa
MMiATBEepIKYyBaTU

3HAYHUI, CYTTEBUI (HOCBIN)

3MaraHHs, KOHKYpC

poOUTH BHECOK

CYIIPOBITHUM JIUCT

pilryyuit

penaxkrop

3HaloOMUM

IUIAaBHUM, IIBUAKWI, BUIbHUN (IIPO MOBY)
JIUCT-HaraayBaHHs; MTOBTOPHUIA JIUCT
CTaTh

BUITYCKHUK

3aKiHYyBaTU (YHiBEpCUTET)
HETEePILITYUIA

BTUTIOBATU

BpaXKarounum

CcTpaxoBKa

TYT BUJIaHHS, HOMep (KypHaJ1y)
cnisbecina

BaKaHCis

MOIIYKyBa4 poOOTU

JIIEePCHKi SIKOCTI

CIMEWHUU CTaH

3rajyBaTu

MOXJIUBICTh

3abeneyyBaTh

OTpUMYyBay

peKoMeHaamii

JTOPEUHUIA; III0 CTOCYETHCS CIIPABU
MoTpedyBaTU

BUMOTa

CWJIBHI i cJ1aOKi CTOPOHHU (XapaKTepy)
KOMAaHIHUM I'paBellb

peTeNbHO

KOMIIeHCaliiHUM Jac (OHi BiAryJy, siki mpamiBHUK MOXe
CKOPHUCTATHCS 3a BUKOHAHHS HaTHOPMOBOI poOoTH abo
poOOTH y BUXIiIHI Ta CBATKOBI JIHI)
IVUBHUM, HECTAHIAPTHUM

LIUPOKUI CIIEKTP

YMOBM Mpalii
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Module 3. Company Structure

Lead in




Task 1. Company departments.
a) Match the following company departments to the pictures.

office reception

IT department

research and development department
production department

b) Imagine you are in one of the departments. Try to describe it and say
what the people do there. Use the following words and phrases.

assembly line

maintain computers
receive calls

meet visitors

improve products

wear protective clothing
write codes

suggest ideas

Part A A Visit to a Company

Task 2. Patrick is in France. He has to make an article about work condi-
tions at Peugeot car factory. He is at the reception. Look at Appendix A “At
Reception” and do the task.

Task 3. Read about the nine departments at the Peugeot car factory and
underline the names of all the departments.

AVISIT TO PEUGEOT CAR FACTORY

OK, Mr. Spencer, let’s start here, in research and development, or R & D. This depart-
ment is responsible for thinking of ideas for new products and finding ways to improve our
existing products. Currently our engineers are constructing a new type of hybrid engine.
That’s all I can say now as it’s secret information.

This is information technology, or IT department. It looks after our computer system. They
maintain computers that control robots. If computers fail, the factory will stop working.

Here is our main factory area — the production department. Here we make our cars. It’s
the biggest part of the company. You may see how cars are built on the assembly line. Most
work is done by robots. The factory produces more than 200.000 cars a year.

Purchasing buys all the things we need to provide uninterrupted manufacturing process.
They talk to our suppliers and try to get the best price.

In the finance department, they check how much the company is making and decide how
much to spend. They also pay employees’ salaries. Sales and marketing is very important
too. The marketing people think up the ideas for selling our products and create advertising
and promoting materials.

Human resources is responsible for recruiting new employees, organizing training and
helping with any problems.
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Customer services processes orders from customers. They organize transportation, check
that customers have received their orders and deal with complaints. Finally, distribution is
responsible for transporting our products. They receive orders from customer services, and
plan how and when to transport the products so the customers receive them at the right time ...

Task 4. Decide in which department the following phrases can be heard.

— Mr. D from R&D is going to retire next month.

— We know that. We have already advertised for the position and now we
are receiving candidates’ CVs and covering letters.

— What do you think of the new software?

— It has too many bugs, so we cannot use it at our factory.

— The company is showing good results. The sales have increased by 17%
in the last three months.

— I think our staff may get a pay rise soon.

— We confirm your order for 12 trucks. They will be delivered within
next few days. On Friday, at the latest. Should you have any questions,
please contact our department by mail or by phone.

— We’ve got to advertise a new car model. In these papers you will find
pictures and all technical information about it. I’'m waiting for your
sketches and nonstandard ideas next Tuesday.

— Our team has nearly finished testing the new hybrid engine. According
to the obtained data the new system lets it consume 4% less petrol ...

— Pass me the screwdriver, Jerry. And hold this wheel.

— Here you are. Be careful, Steve.

— Thank you.

Task 5. Decide which job or post is being referred to in each case. Pay at-
tention to the words in bold.

1. Receptionist a) Directs the overall accounting functions and provides finan-
cial and business support.
2. Personnel b) Is involved in planning, coordination and control of the
manager manufacturing process. Makes sure that the correct amount is

produced at the right cost and at the right level of quality.
3. Chiefaccountant |c) Person responsible for the recruitment and selection of the

right people for the job.
4. Chiefexecutive d) Person in charge of a team of highly creative individuals who
officer (CEO) develop new quality products that fill the market needs.
5. Head of R&D e) The top executive who runs the company. He/ she is respon-
sible for company’s success or failure.
6. Lawyer f) This person provides legal advice and assistance and represents

the company in court or other legal matters.

7. Board of Directors |g) Group of elected people who govern the company and look
after shareholders’ interests.

8. Production h) The first person clients meet. He/she welcomes visitors and
manager answers the phone.
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Task 6. Complete the sentences with a suitable word. Some verbs may
change their form.

welcome ° support ° run ° look ° charge ° responsible °
involve ° make sure ° provide

Mike is a successful young businessman who ... his own software company.

. Jennifer had done really well in the job and was put in ... of the whole chain of stores.

3. Asfaras Mariaisan interpreter she is ... for the communication with foreign partners
and also she ... after correspondence with them.

4. When the Chinese delegation arrived at the company headquarters they were warmly
... by the chief of the Production Department.

5. More than 50 employees were ... in implementing the new project.

6. The company ... personal development of its employees and pays money if they at-
tend qualification courses.

7. Boss: Please, ... that all our documents are ready for tomorrow’s negotiations with
our partners.

8. The company ... every employee with a tablet PC — this made some working pro-
cesses easier and faster.

9. Jane is a secretary. She ... after documents in the office and answers phone calls.

DN —

Task 7. What would you say if you took part in this dialogue? Role-play it.

A.: T don’t know the CEO of your company personally, but I’ve heard that he has big
experience in business. Can you tell me what his responsibilities are?

B.: Ohyes. Mr. Blake. He has been working in our company for three months so far.
His dutiesare ..........cceeeveevveeennnn.

A.: You have so many departments in your company: Finance, Marketing, Production,
R&D. What are they responsible for?

B.: IUSVEry SIMPIE ...ooovvviiiiieeeieiieieeeee e

A.: You are a Sales Manager at this Company. I see that every day you work since
morning till night; you travel frequently to the customers. What duties do you have
at the company? Who is your chief?

B.: Tagree with you, it’s a hard work but it is really interesting ...............cccceeeeeeeeen.

A.: Theard that you have an interpreter here?

B.: Yes, our company has partners in other COUNtries ...................covvveeeeeeeeens That is
why we need an interpreter. She speaks ............ccoeeeeeeiiiiiviinnnnn... And she travels

A: Isthere anyone in the company who helps with the legal issues?
B: Yes.Wehave .....oooovvviviiiiiiiiiiiiiiiiiiieieeeeeee

® Task 8. Do your own research about positions in a company.

Every sphere may have its own jobs and positions. Choose a job or position (e.g. your parents’
job) and describe its responsibilities in a company.
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Part B Trade unions

Task 9. a) Name possible reasons of conflicts between company manage-
ment and workers.

— Low salaries/wages

— Negative working conditions
— Retirement age

— Company closure

— Unfair dismissal

— Working night shifts

b) Explain how workers and management can solve their conflicts.

Task 10. Read ad translate the text.

WHAT ARE TRADE UNIONS?

An individual worker alone has very little power to influence decisions in a company.
But when they join together, workers have more influence on their employer. These groups
of workers are called trade unions.

Trade unions are organisations that represent people at work. ‘Representing’ usually
means that someone from the union meets with management on behalf of a worker or staff
to discuss a problem with their employer.

Examples of trade unions in Britain include National Union of Teachers (NUT), British
Medical Association (BMA), Transport and General Workers Union (TGWU). Trade
unions are financed and run by their members. Some of them were formed over 100 years
ago. Almost every working person has the legal right to join or not to join a trade union.

In the past relationships between trade union and employer were often confrontational
— “they against us”. Over the last twenty years this has changed to much more of a partner-
ship — employers and employees working together for the long term success of a business.

Trade unions aim to protect their members and improve working conditions of their
employment. This includes making sure that workplaces are safe and that people’s health
is not at risk because of their jobs.

Sometimes trade unions employ lawyers to make sure that companies and organisations
treat their staff in accordance with the law.

Trade unions try to get better pay for members and improve working conditions. If an
employer wants to ask for a pay rise he is less likely to be successful than if every member
of staff speaks as one through their trade union. Trade unions collectively negotiate better
pay and conditions on behalf of their members. Besides, statistic says that union members
earn more than non-union members.

Task 11. Decide if the following statements are true (T) or false (F) accord-
ing to the text.

1. Asingle worker can hardly influence decisions of a company.

2. Trade unions’ objective is to improve working conditions.
3. Usually trade unions represent people of a particular professional sphere.
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4. Relations between company management and trade unions are very confrontational
nowadays.

Some trade unions were founded more than a century ago.

Employer is responsible for financing the trade union.

Trade unions do not have the legal right to have their own lawyers.

Trade union members and non-trade union worker may have different salary.

PN

Task 12. Read about a strike at a Peugeot car factory and fill in the gaps
with the correct form of a verb.

PARIS — Today a four-month strike at a Peugeot car factory in the north of Paris ...
(come) to an end. But the workers say they ... (continue) fight if the company ... (decide)
to close the plant.

On Friday the management said that it ... (sign) an agreement with the trade unions to
end the strike which started in January. Peugeot says around 130 of the plant’s 2,500 work-
ers ... (be) on strike since Jan. 16.

According to the agreement all employees ... (return) to work but the company ... (not
compensate) them for the days spent on strike.

Because of stagnant car market, France’s largest automaker ... (dismiss) 8,000 work-
ers within next few years. Also the company has promised ... (not close) the plant. CGT
representative Jean-Pierre Mercier told French TV that “the fight ... (not be) over yet.”

@ ACROSS CULTURES

A yellow-dog contract (A4m En) is an agreement between an employer and an employee in which, as a
condition of employment, the worker agrees not to join a trade union.

Task 13. Letter to the Editor of ‘Lifestyle’

a) Read the letter and fill in the gaps. Explain why Jeremy has written a let-
ter to the ‘Lifestyle’ Editor.

| member ° hire ° legally ° join ° sign ° trouble ° owner |

Dear Editor.

When I reported for work at my new summer job for a small family restaurant, the ...
asked me to ... a paper that said I was not a union ... and that I had no plans to ... a union
while I worked at the company. She said she had ... with union people last summer and
didn’t want to ... anyone who might try to start a union at the restaurant. Is this sort of
document ... correct? What should I do in this case?

Sincerely

Jeremy, 21

b) Read the response of ‘Lifestyle’ Editor to Jeremy’s question and answer.

Dear Jeremy.

First a bit of history. Until the 1930s employers in the USA had many ways to prevent
workers from joining trade unions. One of the most effective was the so called ‘yellow dog
contract’ — an agreement that forced employees not to join a union or to be fired. But in

37




the mid-1930s the Government passed several new Acts that gave workers the right to
organize and join unions.

Nowadays, union membership cannot be made a condition of your employment. Asking
questions about your trade union membership can be seen as pressure.

So we think there are two basic reasons why your employer asked you such questions.
Firstly it is her ignorance of the fact that she is violating Federal Labour Law. Or maybe she
wants to make you believe that by signing a paper you give up your right to unionize. So,
we recommend you and other young people to be more legally aware and know your rights.

c) Answer the questions.

. When did US workers had legal right to unionize? What was before that time?
. Can union membership be a condition of your employment?

. Why does Editor think Jeremy was asked to sign a ‘yellow dog contract’?

. What advice does the Editor give Jeremy and other young people?

AW =

® Task 14. Do your own research about trade unions in your country and
abroad.

— Make groups of three-four people.

— Each group finds information about trade unions in a foreign country (Great Britain,
Canada, USA etc).

— One group finds information about trade unions in Ukraine.

— While collecting information use the Internet or ask your parents. Try to mention
history of trade unions and how they help protect workers’ rights in these countries.

— Make class reports and compare which country has most active trade unions.

Reyvision

Task 15. Read the text below and choose the best option from: A, B, C, or D.

NEWSPAPER EDITOR: DUTIES AND RESPONSIBILITIES

The editor is a very important person in mass media. Newspaper editors have the daily
1) ... of deciding which news stories are printed in the paper. They review story ideas and
decide what material will 2) ... to readers. During the review process, editors offer comments
to 3) ... the product, and suggest titles and headlines. Sometimes they have to rewrite text
to make it easier for readers to understand. 4) ..., they allocate space for the text, photos,
and illustrations that make up a story.

There are different types of editors. But in a big news agency you are 5) ... to find ex-
ecutive editors and assistant editors. Assistant editors are 6) ... of a particular department
that covers a specific subject, such as local news, international news, or sports. Executive
editors control assistant editors and have the final 7) ... about what stories are published.
Executive editors typically 8) ... reporters, freelance writers, and other employees.

It is not unusual for a newspaper editor to have worked as a journalist or proofreader
before becoming an editor. A newspaper editor should have excellent communications 9)
.... Itis expected that editors also have a strong interest in current events and the ability to
work well under daily 10) ... .
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I |A |job B |responsibility |C |reliability D |task

2 |A |enjoy B |like C |appeal D |offer

3 |A |improve B |better C |purchase D |fix

4 | A |Although B | Besides C | Despite D |Nevertheless
5 |A |probably B | maybe C |similar D |likely

6 |A |responsible B |run C |in charge D |control

7 |A |say B |word C |text D |speech

8 |A |employer B |take C |employee D |hire

9 |A |written B |skills C | abilities D |oral

10 |A |shifts B |experience C |deadlines D |press

AA

Task 16. Read the task and do the interview.

a) Partner A (News reporter): Imagine you have to write an article about
the latest strike in a car manufacturing company (or any other company).
Interview the trade union leader (Partner B) and company management
(Partner C). Don’t interview them together. Interview trade union leader
first and then — a representative of the company management.

Before the interview each student must think about:

— reasons of dispute between the workers and the company management;
— what trade union asked for;

— what management agreed to do;

— how long the conflict lasted;

— how was conflict resolved;

— how the strike affected company consumers and their status.

.2< b) Write a report for a newspaper about the dispute between trade union

and management.
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Vocabulary

allocate pO3MOAiNIATH

assembly line KOHBEEDP

aware (of) YCBiIOMJIIOBaTU

be in charge of BimmoBimaTu 3a

complaint cKapra

confirm MiATBePIKyBaTU

consume CMOXUBATU

current events MOTOYHI MOl

deal (with) MaTu cIipaBy (3)

deliver nocrayatu

department Bimmis

dismissal 3BUJIbBHEHHS

dispute cylnepeyka

distribution OCTaYyaHH4,

frequently 4acTo

HR (human resource) Binij KaapiB

ignorance HEOCBiUeHICTh, HEOOI3HAHICTh
interpreter nepexiagay

involved (in) 3a/1isIHUM (B)

join (a trade union) BCTYMUTH (B TPOPCIILIIKY)
legal right 3aKOHHE TIPaBO

maintain (computers) TiATPUMYBaTU, TEXHIYHO CYITPOBOIXKYBATU (KOMIT IOTEPH)
negotiate BECTU MTEPEMOBUHU

on behalf of BiJI iMeHi

pressure TUCK

prevent (from) 3arnobiraTu

promoting materials  pexkJiaMHi MaTepiaiu
proofreader KOPEKTOP

purchasing npuadaHHs

reception MpUuiMabHs

recruitment HaOip ITepcoHaIy

resolve (conflict) BUPILIYBaTH (CyMepeuky)
retirement age MEHCIMHMI BiK

run (the company) KepyBaTu (KOMITaHi€I0)
shareholder aKiioHep

sketch ecKi3

trade union npodcmninaka

violate (law) MOPYIIYBaTH (3aKOH)
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Module 4. Presentations and Business Meetings

Lead in

Speak out

1. Do you have experience of speaking in public (i.e. concert, conference)? How did
you feel?

When you are making a school report do you usually speak or read from paper?
What is a presentation? Why do people make presentations? List some reasons.
What phrases would you use at the beginning and at the end of your talk?

How can you make your report/presentation interesting for the others?

SNk

Part A Giving a Presentation

Task 1. Read the text.

PRESENTATIONS

A presentation is a formal talk to one or more people to “present” new ideas or informa-
tion in a clear and structured way. Sometimes people are afraid of speaking in public, but if
you follow a few simple rules, giving a presentation is actually very easy.

First of all it’s important to know your audience: who are these people, how many, and
what they already know. The venue is not less important. If possible, visit it before your
presentation to find out where the audience will sit and where you will stand.

A well-organized presentation is easier to understand. Give it a beginning, middle and
an end. Make notes of the most important points and number them. This structure will help
your audience follow what you are saying and understand your objectives. It is important to
speak to your audience and not to read. Otherwise they will fall asleep. If you are a beginner
in giving presentations and want to see how well you have prepared, practice giving your talk
out loud and check how much time it takes. Ask a friend to listen and give you feedback.

Nowadays a good presentation is almost impossible without different kinds of AV
(audiovisual) aids. You can use a simple flip chart and whiteboard for spontaneous writing.
Computer software, like Microsoft PowerPoint can make your presentation look profes-
sional. Choose AV aids that are appropriate for your audience. And make sure you know
how they work!




You think you have prepared your presentation well but in reality preparing is only half
the work. The real work is holding people’s interest long enough to deliver your message
to them. You can write the greatest speech in history but if you can’t keep your audience’s
attention, you are likely to fail.

You can greatly improve your presentations with your body language. Use hand gestures
and remember to move around! You don’t have to do zigzags movements from one area of
the room to another. But you might try moving forward so you’re closer to your audience
instead of hiding behind your podium.

One of the keys to keeping your audience interested is making eye contact with your
audience, not just one or two people. This draws the audience into your presentation and
allows you to make an interpersonal connection with them.

Don’t speak in a monotone voice as if you’re reciting your speech word for word. You
have to be enthusiastic and animated. The best speakers make you feel as if they’re having
a normal conversation — not reciting a memorized speech. So before you hold a speech,
relax and think of do’s and don’ts concerning your presentation.

Task 2. Look through the text again. Make a list of DO’S and DON’Ts for
making a good presentation. Add your own ideas. Comment on them.

DO’s DON’Ts
Make a list of thing you want to Don'’t read from paper ...
say ...
Don'’t...

Task 3. Match words to make word combinations. Make up your own sen-
tences using them.

A B
1. |eye a. |gestures
2. |important b. |periodically
3. |hand c. |attention
4. |well-organized d. |contact
5. |fall e. |point(s)
6. |move f. |presentation
7. |keep g. |asleep

Task 4. Look at Appendix B “Preparing for a Presentation” and do the sug-
gested exercise.
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Task 5. Match the words to their definitions

1) flip chart a) reaction of people on the quality of a presentation,;

2) whiteboard |b) a person who delivers a presentation;

3) presenter ¢) a device that shows an enlarged image onto a wall above and behind
the person who uses it;

4) audience d) a white surface that is used for writing on it during classes, presenta-
tions etc.;

5) feedback e) paper materials that contain important points of a presentation or

lesson materials and are given to the audience or students;

6) AV aids f) a place where organized meetings e.g. conferences and presen-

tations are held;

7) projector g) a big pad that has many sheets of paper and is attached to a stand. It

is used to present reports, data, etc.;

8) venue h) devices that help visualize verbal information;

9) handout(s) |i) a group of listeners or spectators at a public event;

Task 6. Fill the gaps in the sentences with words and phrases.

—

N

8.

audience ° objectives ° AV aids ° handouts ° whiteboard °
appropriate ° failed ° feedback

I felt really nervous, because there were over a hundred people in the ... .

. At the start of your presentation, explain your ... , so people know why you are talk-

ing to them.
Using ... will make your presentation more interesting and animated.

. At our English classes we use not only books, the teacher also brings a lot of his own

While making his presentation the manager drew some charts and figures on the ...
with a marker.

Knowing your audience will help you choose material that is ... for their interests.
They ... their business project, because they didn’t pay attention to changes on the
market.

Ifyou want to know if your presentation was interesting, ask the audience for their ... .

Task 7. Read the text below and choose the best option from: A, B, C, or D.

DISASTER PRESENTATION

Last year I 1) ... to give a talk to some students at Imperial College in London. It’s the
science and technology department of London University, so I didn’t think there 2) ... any
problems with the equipment. I 3) ... the auditorium before and it was a nice room, good
sound and screen, etc. But assoon as[4) ... my talk, people started 5) ... that they couldn’t
see the slides -there was something wrong with the projector and the screen was too dark.
So I started 6) ... keys on my laptop, and I don’t know what I did, but I managed 7) ... the
whole presentation. So there I was with no presentation notes at all, nothing, and I had to
improvise from what I 8) ... remember. It was all very embarrassing.
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1 |A |have B |had C |must D |should

2 |A |have been B |had C |would be D |was

3 |A |willsee B |wasseen C |have seen D |had seen
4 |A |begin B |begun C |began D |beginning
5 |A |complaining B |expecting C |following D |advising
6 |A |touched B |touching C |moved D |moving
7 |A [solving B |deleting C [tosolve D |to delete
8 |A |could B |can C | must D |have

Task 8. Make a list of things that can spoil your presentation. Try not to use
ideas from Task 4.

— Your equipment doesn’t work properly.
— You arrive 20 minutes late for your presentation.

A A Compare your ideas with your partner

Part B Brush up Your Presentation

Task 9. Read and translate the text.

STORYTELLING IN PRESENTATIONS

Let’s be honest: many presentations are pretty boring. And the main reason is very
simple: very often the speakers know their subject well but they fail to engage their audi-
ences with a good story.

People have been telling stories for the past 27,000 years (since the first cave paint-
ings were discovered). Research shows that when we’re listening to a story, OUR BRAIN
BECOMES MORE ACTIVE. Stories simplify and clarify even the most complex infor-
mation because they are the best way to learn and visualize information. They can hook
an audience with emotion. What’s more, stories help people remember better what they
have heard. Moreover, stories inspire people to take action - emotions not logic, drive most
people’s decisions.

You may add ariddle, a legend, a story of success or failure or a real story from your life
to your presentation. But you CANNOT TELL ANY story. If you want to add a story, you
should follow a few simple tips:

e Your stories must be relevant to the experience and interests of your audience.

e Keep your stories short — not longer than two to three minutes. Leave out any un-

necessary details.

e Make something happen in the story. It should happen in a specific time and place.
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Task 10. For beginnings 1-5 choose the correct ending A-G. There are two
options you do not need to use.

. Some presentations are boring because ...

a) short and interesting for people.

Good stories can ...

b) based on their emotions.

People make decisions ...

¢) easier to understand.

Stories in presentation should be

d) influence people’s emotions.

Stories help make new information ...

e) speakers don’t know their topic.

f) speakers don’t tell interesting stories.

g) because of their logics.

Task 11. Paraphrase the following sentences. Substitute phrases in bold
with the words and phrases given. Make necessary transformations. Write
your sentences in the copy book.

relevant ° fail to (x2) ° leave out ° follow ° inspire ° complex °
clarify ° moreover ° simplify

He couldn’t persuade his partner to sign the agreement to buy this laptop.

Please do not tell unnecessary details in your report.

Sorry. But this is not the topic of our discussion.

The main objective of any advertising campaign is to make people buy things and

services.

5. If you don’t pay attention to these instructions you won’t be able to make a good
presentation.

6. Inaddition, to make your presentation more interesting it may be useful to use quotes
or shocking statistics.

7. Using diagrams helps you represent complicated data and information in a clear and

simple way.

.

Task 12. Read what professional speakers say about good presentation
practices. Do you agree? Comment on your opinion.

I almost always start with a story. I love telling stories. I’'m good at it. People like stories.
It works for me.

Never put your best material right up in front. People don’t pay full attention at first.
They’re thinking about your appearance, voice, the room, the rest of the audience, etc.
So you need to gain their attention. Start with something that’s good, but keep your best
for a bit later.

In general it is not a good idea to memorize your entire speech. However it is a good
idea to memorize the beginning 4 — 10 sentences. This is critical because it allows you
to feel confident and ride the wave of confidence as you continue your presentation.
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v T usually open with a question. People don’t expect my question, but they raise their
hands, answer. We laugh for a moment and at that point I know that I’ve created a
friendly and a positive atmosphere. So far, so good.

Task 13. Read the following text and say what signpost language is.

WHAT IS SIGNPOST LANGUAGE?

A good way to make your presentations effective, interesting and easy to follow is to use
signpost language. “Signpost language” is the words and phrases that people use to tell the
listener what has just happened, and what is going to happen next.

In other words, it guides the listener through the presentation. A good presenter usually
uses a lot of signpost language. So it is a good idea to learn a few of the common phrases,
even if you spend more time listening to presentations than giving them! Signpost language
is usually informal and easy to understand.

Section of presentation Signpost language

Introducing the topic | The subject/topic of my talk is ...
I’'m going to talk about ...

My topic today is ...
Overview (outline of | Basically/ Briefly, I have three things to say.
presentation) I’d like to begin/start by ...
First of all, I'll ...
Finally/ Lastly ...
Analysing a Let’s consider this in more detail ...
topic and giving Why is this important?
recommendations The significance of this is ...
Giving examples A good example of this is ...

As an illustration, ...
To illustrate this point ...

Summarising and Tosumup ...

concluding Finally, let me remind you of some of the issues we’ve discussed
In conclusion ...
Unfortunately, I don’t have much time, so I’ll conclude very
briefly by saying that ... .

Now I’d like to recap ...

Invitation to discuss / | I’'m happy to answer your questions.

ask questions Does anyone have any questions or comments?
Please feel free to ask questions.

Any questions?
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Part C Business Meetings

Task 14. Discuss the questions.

1. How a business meeting can be different from a presentation?

2. Why do companies need business meetings?

3. Who should take part in business meetings (management, all employees, union lead-
ers etc.)?

4. How to make an effective business meeting? What should be done before, during
and after?

5. What is an agenda?

Task 15. Read and translate the text.

ORGANIZING AN EFFECTIVE AGENDA
The agenda is a key tool for successful meetings.
A good agenda, sent out before the meeting, allows GE N D
participants to prepare themselves properly. During A A
the meeting, it is the main tool to help the chairperson === *(;} .‘

keep control of the meeting process. L]
Here are six tips that will help you prepare an agen- ° T
®

da for a business meeting.

List the names of people who will attend. Include
apologies for absences if already known in advance. It
is important for everyone to know who will be there.
People can then contact each other before the meeting.

Have a heading called “Action points” to follow up decisions made in any previous meeting. It
is important in regular meetings to make sure that all decisions of the previous meeting are
carried out. It also puts some pressure on participants to actually do what they said they
would do.

Make it clear what each heading on the agenda means. Sometimes we think that the par-
ticipants know the background to everything, but this may not be the case. When you write
“New software”, is it clear that you want to discuss buying new software for sales depart-
ment, for example? Or might some participants think you are looking at other software
recently bought by the company? Perhaps the heading should read: “Proposal to purchase
new software for sales department”. This is longer, but now people know what to prepare
for.

After the heading, it is good practice to state who is responsible for introducing it, and to say
what type of item it is (information, a decision, brainstorming, a report, etc.). For example:
“3. Proposal to purchase new software for sales department. Responsible: Klaus Jensen”.

Set a time limit for the discussion to help focus people’s minds: “3. Proposal to purchase new
software for sales department. Responsible: Klaus Jensen (30 minutes)”.

Think carefully about the order of the items on the agenda. Often you will need to get a
decision on one item before you can discuss another. Then it would be silly to put them in
the wrong order.

Remember, the agenda is not simply a list of items to be discussed at the meeting. It is
a tool to help you make sure that your meetings work effectively.
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Task 16. Answer the questions to the text.

Why is agenda important?

Who keeps control of the meeting process?

Why is it important for the participants to know who will be at the meeting?
Do the participants always know the background to each heading?

What should be said after the heading?

What is a time limit set for?

What should be the order of the items on the agenda?

Nk w =

Task 17. Business meetings have their own specific vocabulary. Look
through the words in the right-hand column and match them to their
definitions.

1. minutes a) a process which sometimes takes a long time in meetings.

2. chairperson b) a brief introduction which is given at the beginning of a meeting.

3. memo ¢) the process of collecting ideas usually at the start of a meeting
when people suggest their own ideas.

4. voting d) a room where important meetings are held in a company.

5. board room e) an abbreviation for the topics which are discussed at the end of
a meeting.

6. AOB f) the person who leads the discussion in a meeting.

7. brainstorming g) notes explaining what was discussed in a meeting.

8. decision making |h) a method of making decisions when people say ‘yes’ or ‘no’.

9. overview i) a note which informs or reminds the staff of something.

Task 18. Complete the short text below, using the new vocabulary.

voting, chairperson, brainstorming, board room,
decision-making, overview, memo, agenda, minutes, AOB

The (1) coeeeeeeei, is an important part of any business meeting. Usually a (2)
.................... is sent before the meeting. It informs the staff of the date, time and location
of the meeting. Important meetings may be held in the (3) ............ooovveeenne...

During the meetingthe (4) ..., leads the discussion, which often begins with
AN(S) e of the situation to be discussed orashort (6) ..........c..ccceevveeeeenne...
session, to collect ideas from the team.

The most difficult aspect of any meeting is the (7) ......cccceeevveeeiiiiiieeninnn. process.

Sometimes it may take a long time. Very often key decisions are made with help of (8)
.................... , when each person can say ‘yes’ or ‘no’ for the idea.

During the meeting, notes, called the (9) ....................... are taken of the key points in
order to keep a record of the issues which were discussed. Finally, some general topics are
discussed and this part of a meeting is called (10) .............ccc........
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Task 19. The following illustrates a typical business meeting.
a) Read the text and fill in the missing vowels.

Chairman: [’dlike to _p_ntoday’s meeting. But before we begin, Robert, will you go over
the main p_ _nts of the last meeting?

Robert: Sure. Last week we were discussing an _pp_rt_n_t_ of expandingourb_s_n_ss
in France. Currently we are analyzing the m_rk_t. The report will be ready
soon.

Chairman: Well, if no one has anything to _dd, let’s move on to today’s _g_nd_.

Katherine: I suggest we each give a little b_ckgr_ _nd on the suggestions we discussed last
week.

Chairman: Could you repeat that, please?

Katherine: 1 mean the r_s_ _rch we’ve done on the advertising policy of our company.
You’ll find most of the information outlined in the s_ mm_r_ documents in
front of you. These f_g_r_sare interesting. It’s clear to me that our ad-
vertising is not working well.

Chairman: Yes, our _ff_rts really haven’t been effective so far.

Katherine: Isuggest we break up into gr_ _ps and discuss how we can improve our message.

Chairman: Unfortunately, we are almost out of time. I suggest you s_bm_t your ideas on
this _ss__ and we can discuss the best ones next week.

Robert: Before we close, could we quickly discuss the situation with the ... ?

b) Make a list of useful phrases.
A A Task20.Imagine you are managers in a new hotel and you have to decide how

to promote it before a holiday season.
Plan and role-play your business meeting.

Revision

Task 21. The following is the opening of a meeting between the managers of
different departments in a large software company. Complete the following
using the following phrases.

a) would you like to start; d) as you'll see from the agenda;
b) 1'd like to hear what you all think, e) the purpose of this meeting;
c) let’s begin; ) Iwould like to finish by.

Right, as everyone is here 1) ... our meeting.

Asyou all know, 2) ... isto discuss the new project. At the end of the meeting we should
have a clear idea of how to implement it. Before we make any decisions 3) ... .

4) ..., there are four items for us to discuss. Speaking about the time, I know you are all
busy with other projects, too. So J) ......... by 3 p.m. OK, the first item on the agenda is an
overview of the project plan.

Rick, 6) ...... ?
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Task 22. For beginnings 1-8 choose the correct ending A-H.

1. Let’s go over the main

a) in the summary documents in front of you.

2. Currently we study the opportunity

b) very effective so far.

3. Ifno one has anything to say,

c¢) out of time.

4. The results of the research are
outlined

d) that our advertising is not working well.

5. From this report it is clear

e) so that we can discuss them later.

6. All our efforts haven’t been

f) points of the last meeting.

7. Unfortunately we are almost

g) of expanding our business abroad.

8. Could you submit your ideas on this
issue

h) let’s move on to today’s agenda.

@® Task 23. Sell your business idea.

Give a presentation to potential investors and convince them that your business will be

a good investment. Use the information below, but feel free to add or remove any informa-
tion you’d like. Address the following points:

e Thoroughly describe your business idea. What will you sell or make? Who is your

target group? How many employees will you hire? etc.

e Explain why you will be successful. Is there a market for your product? How will
you reach your target group? Why is your business the best idea? What experience

do you have in this field?

e Qutline your future start-up costs (equipment, materials, employees’ salaries, ad-

vertising, etc.) Give a total.

e Qutline your possible profits. Give your potential lenders a detailed repayment plan.
Give your presentation a clear structure and attractive visuals. Make sure to use active,

dynamic language and rhetorical style. You are selling your idea, so be persuasive!!!
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Vocabulary

agenda

AOB (any other business)

apology

appropriate

AV (audiovisual) aids
brush up

carry out
chairperson

chart

clarify

complain
complicated
convince

deliver (the message)
engage (the audience)
fail

feedback

find out

follow (rules)

guide

handouts

hold people’s interest
important point
improve

inspire

issue

item

keep a record = make notes

memo
minutes
movement
objective

outline

overview
participant

put pressure (on)
recite

relevant

signpost language

simplify
submit
tool
venue
vote

MOPAAOK IEHHUM

pi3He

BUOAYEeHHS

HaJICXKHUH, TIXOISIIITNNA

ayJio- Ta Bifieo 3acodou

PO3M. IOKpallyBaTu

BUKOHYBaTH

TOJIOBYIOUMIA

cxema, rpadik

poO3’SICHIOBaTU

CKapXUTHUCS

CKJIQJIHUM, 3arJlyTaHU I
TTepeKOHYBaTH

noHecTH (imeto, TOBITOMIICHHS )
3a/1itoBaTu (ayauTOPilo)

He BIaBaTHC, TIPOBATUTH

BiIryK

JIi3HABaTUCSI

JIOTpUMYBaTHUCS (TTpaBuI)
CIIPSIMOBYBATH, KepyBaTH
po3naBajibHi MaTepianu

TPpUMATH yBary JIoaeun

BaXKJIUBUI ACIEKT

TTOKpaIyBaTh

HaIuXaTh, CTUMYJTIOBaTH
npooaeMa

pid, MyHKT

BECTH 3aM1CH, 3aHOTOBYBaTU
MEMOpaH/IyM, TlaM’siITHa 3aIKicKa
MIPOTOKOJI (3acimaHHs, 300PiB TOIO)
pyx

IiJTh, METa

BUCBITJTIOBATH, TIOSICHIOBATH
OTJISII

YYaCHUK

TUCHYTHU (HA)

JeKJIaMyBaTH, YUTATH HATIaM ITh
JIOPEYHMIA; 1110 CTOCYETHCS CIIpaBU
(¢pasu, s1Ki BUKOPHCTOBYE 10MOBIAAY,
3 METOI0 KOHTPOJIFOBATU yBary cjiyxadiB
CIPOIIYBaTU

MoAaBaTu (TOKYMEHTH )

3aci0, iIHCTpyMEHT

MicClIe TIPOBEICHHSI MACOBOTO 3aX0Y (IIpe3eHTallil, BUCTYIIY)
rojlocyBaTu
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MODULE 5 Telephoning and e-mail

Lead in

Task 1. How do you contact your friends, your parents, your classmates?
Choose from the list and discuss in pairs.

— send an email;

— write a letter;

— send a text message;

— make a phone call;

— meet face to face;

— leave a message (on the answering machine);
— write down a note

Part A Telephone Conversations

Task 2. Imagine you have to phone a business partner who speaks English
and ask him/her details delivery of new computers. Will you make a plan of
your conversation? How will you structure your conversation?

Task 3. Read and translate the text.

FIVE STEPS TO EFFECTIVE CALLS

There are five main things you can do to make sure that your telephone calls are effective:

1. Have an agenda. Think about the key points you want to discuss. Also ask the other
person if he or she would like to add anything. Imagine you are going to discuss some matters
about the delivery. You say: “John, I think there are three things we need to discuss about the
deliveries — quantities, frequency and delivery points. Do you have anything to add ?’

If you introduce and create an agenda for the call, it has two positive effects. First, it
puts you in control. Second, it limits the call only to necessary spheres.

2. Have a time limit. We are all busy. So tell the other person how much time the call
should take: “ Hi, John. I'm just calling about details for your visit. Do you have the time now?
It should take about 10 minutes.”

But this may not be appropriate if you are phoning someone at a much higher level —
the chairman of your company, for example. In that case, ask the other person how much
time he or she has.

3. Ask questions. By asking the right questions, you can focus the other person’s thoughts
and start coming to conclusions: “ What if we deliver to three warehouses rather than four?”
“Wouldn 't that be just as effective”” You can use their answers to move towards an agree-
ment and conclusion.

4. Mini-summaries. Summarize the call at regular intervals. This is good telephone prac-
tice in any language, but it is very important when you are working in a second language:
“So what we ve said so faris ... ”; “ I just need to make sure I’ve understood everything you ve
said ... ”.
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After summarizing, get the agreement of the other person that your summary was cor-
rect: “ Have I missed anything?”” Otherwise, you might miss something important that the
other person can then add to your summary.

5. E-mail follow-up: At the end of your conversation tell your partner that you will send
him or her e-mail to confirm “what we have just discussed.” This way, you can check that
you have both understood your conversation.

By using these simple tools, you can make effective and time-saving calls. This is what
you usually want in your busy working life — and the person at the other end of the line will
also appreciate it.

Task 4. Answer the questions to the text.

1.
2.
3.
4.
5.

What positive effects does an agenda have for the call?

Why should you set a time limit? Is a time limit always appropriate?

What can help you focus the other person’s thoughts?

When is summarizing the calls especially important? How can it help?

How can you check that your conversation has been understood by both of you?

Task 5. Fill in the words from the box.

NAamA L=

9.

responsible ° engaged ° fluent ° message ° put you through °
directory ° dial ° answering machine ° text ° hold on

I don’t remember the Mayor’s phone number but I'll look it up in the ... .
Yesterday I phoned our business partner but the line was ... .

I can’t call back later, as I am going out. Can I leave a ... for Mr. Grant?

Thanks to technology, now you can leave a message on the ... .

Canyou ..., please? Mr. Smith won’t be long. He knows you are waiting.

Yes, Mr Boyd is in his office. I’ll ... to him in a moment.

Nowadays people don’t have to ... phone numbers as all of them are in their
smartphones.

Although Jane is a very young assistant, she is ... for telephone conversations with
foreign partners because of her ... English.

During the conference Angela couldn’t phone her boss, so she decided to ... him.

Task 6. Complete the telephone conversation with sentences A - E.

TEEITrET> MUawmp

Hold the line, please.
May I help you?

I’m putting you through.
Can I take a message?
Who is calling, please?

Hello, Susan Pelly speaking. 1) ................... . ?

Yes, can I speak to Mrs. Mitchell please?

Sorry sir, but Mrs. Mitchell is not here at the moment. 2) .....?
No thank you. Can I speak to Mr. Smith please?

Mr. Smith, right. 3) ... ?

This is Mr. Franklin from the Jackson & Perkins Law firm.
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All right Mr. Franklin. 4) .........cccooeeiiiiiiiiiiiiieeeee, ?
Is it going to be long?

NO.5) e right now.
Ok. Thank you very much.

© > w2

Task 7. Complete the telephone conversation with sentences A — I. There
are four sentences you don’t need to use.

Is there a problem?

The line is busy.

How may I help you?

One moment, please.

You’re welcome.

Who is calling, please?

I’'ll you through.

Hold on a minute.

I won’t be able to come tomorrow.

~TQTHOOwR

Good afternoon, Yan’s Pizzas. 1) ......................... ?

Hello, I have an interview with Mr. Black at 4:30pm tomorrow for a part-time
summer job.

) USSR ?

It’s Ken Bowman.

Ahyes, Mr. Bowman.3) .........cc....oooovvviiieennen. ?

Well, unfortunately I won’t be able to come tomorrow. Could I possibly have an-
other appointment for 12:30 on Thursday instead?

4) o I’ll just check. Yes, that’ll be fine.

Thank you very much.

) i I’'ll inform Mr. Black of the change. Thank you for calling.

ZE> wWrEx wp

Task 8. Role-play the following telephone conversations. Remember that
sometimes you have to be polite and sometimes you have to apologize even
if you believe something is not your fault.

1! When you role play it is suggested to stand with your back to your partner so that you can-
not see him/her.

Partner A Partner B
SITUATION 1

You are a journalist for “Life” magazine. |You are Lady Gaga’s secretary. Explain that
You want to interview Lady Gaga and now she has a very busy schedule and has
have a photo session with her assoon as | many concerts around Europe.

possible.

SITUATION 2

You are a young computer specialist and | You are a manager of startup projects at
have a creative idea for you startup. You |Facebook. Explain that it takes some time to
want Mark Zuckerberg to support your | get support from Facebook and criteria are
idea. very strict.
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SITU

ATION 3

You are a manager of a company. One of
the good and reliable employees has been
off work for a few days. You want to know

You have been off work because you have
had several job interviews this week for a
new position. You don’t want your employ-

what has happened. er to know about this.

SITUATION 4

You want to invite a politician to take
part in a talk show and discuss some
important topics (think about the topics
yourself).

You are a politician. You don’t want to take
part in any talk shows now as you know they
are going to debate many controversial and
unpleasant topics.

SITUATION 5

Recently your company received new
copying machines but some of them do
not work.

You are a representative of the computer
store. Apologize for the damaged equip-
ment. But you think that it was damaged
during the transportation. Promise to send a
specialist to check this equipment for faults.

SITUATION 6

You are an editor of a newspaper. One of

You are a journalist. You had to prepare an
the journalists hasn’t submitted his/her

article for this week’s edition but the person

article. you had to interview didn’t turn up. You
have 12 hours till the deadline. Suggest that
you could submit some other material
SITUATION 7
Youridea: ... Your idea: ...

Task 9. Read the text about conference calls.
Choose from (A—H) the one which best fits each space (1-6).
There are two choices you do not need to use.

and give you time to reflect on how the call is going.
both internally and outside of their company.
sometimes helpful to describe your body language.
show your enthusiasm by the way you speak.

if the other participants are not used to it.

let more fluent speakers dominate the conference call.
have native-speaker participants.

there are several second-language speakers.

ToEETOwEE

MAKING THE BEST OF CONFERENCE CALLS
A conference call is a telephone call in which someone talks to several people at the same
time. Businesses use conference calls (1) ... . Usually they are for client meetings or sales
presentations, regular team meetings, training classes and communication to employees
who work in different locations. Conference calls help cut travel costs and allow workers
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to be more productive by not having to go out-of-office for meetings. Taking part in an
international telephone conference is hard work. Here are some tips to help you:
1. Callfrom a quiet location. This is very important when (2) ... from different parts of the
world involved. Background noise can prevent us understanding each other.

2. Speak slowly. Speak at the speed you want to be spoken to. This is important when
you (3) .... They will often mirror the speed of the other participants. Give them a
good example to follow, so that you are not continually asking them to slow down.
But if participants do speak too quickly, don’t wait — get them to slow down, and
ask them to repeat or explain.

3. Speak clearly. Everyone has an accent. Your accent can be difficult to understand (4)
... . Accents sound more extreme over the phone, so speak clearly. Get some feedback
on how you sound on the phone. If you have a strong accent, slow down and try to
say your words carefully.

4. Speak with energy. Put some energy and enthusiasm into your voice. The others can-
not see your face, so you have to (5) ... . Energetic voices energize the other partici-
pants. Energetic voices are easier to listen to. They strengthen the key messages, so
that misunderstandings are less frequent.

5. Ask for breaks. In long telephone conferences, you should ask for ‘bio breaks’. We
are not just ears! The rest of our bodies need attention too. Short breaks help to
concentrate (6) ... .

If you follow these rules, your participation in telephone conferences is sure to be a

success, and other participants will be glad you took part.

Part B E-Mail

Task 10. By phone or by e-mail?

Look at the following tasks and decide whether it would be better for you to
communicate by telephone or email. (There is no absolute answer here. The
right answer is the one that works best for you in your situation. Think about
the reasons for your choices).

e You need to fix a time for a meeting with a colleague in another department.

e You want to ask someone to send you an electronic file, such as a Word docu-
ment or a presentation.

e You are planning a team meeting and need to find time that suits all five team
members.

e You want to tell someone about a schedule change.

Task 11. Read useful tips for writing a business e-mail.

TIPS FOR WRITING A GOOD BUSINESS E-MAIL
When communicating with business partners, it is important to choose the best chan-
nel. The fastest way is often by telephone, but emails give you a written record of what was
said and agreed. You also have the time before writing to think about what you want to say
and to look up words in a dictionary, if necessary. Sometimes, it can take longer to get an
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answer with emails, but the increasing use of smartphones makes this less of a problem
than in the past.

E-mails in business sphere often have a formal style and use formal language.
Nevertheless, the level of formality depends on who you are writing to.

To write a good business letter, try to follow these useful tips:

Structure:
A good e-mail has the following parts:
Formal greeting — Dear Sir/Madam, Dear Mr/Ms Green, To whom it may concern
Introduction — opening remarks and reasons for writing
Main body — development of the subject(s)
Conclusion — closing remarks and other important information
Formal ending — Yours faithfully, Yours sincerely, (Best) Regards
Useful email phrases
a) Starting If you’re not sure what level of formality is appropriate, choose the
same style as the person writing to you:
— Dear Mr/Ms/Dr/Professor Smith (formal)
— Dear Sir or Madam (formal)
— Dear John/Mary (informal)
— Hi, Peter/Jo (informal)
— Hi (informal)
b) Saying why you are writing
— I’m writing to let you know ...
— I am writing because ...
¢) Communicating information
— I am pleased to inform you that ...
— We have completed all stages of the project.
— I can send you the shipment next week.
d) Talking about information you are sending
— Please find attached the file you asked for.
— Here is the information you asked for.
— I’ve attached the information you wanted.
e) Asking for something
— Would it be possible to send us a new version of the project timeline?
— Could you please send me the information by Friday?
f) Confirming details
— T'am writing to confirm that the goods will be shipped from our logistics centre today.
— This is just to let you know the next meeting is scheduled for Monday afternoon.
g) Thanking and offering help
— Thank you in advance.
— Please call me if you have any questions.
— Please contact me if you need more information.
h) Ending
— Yours sincerely
— Kind/Best regards

TIP: Collect phrases and vocabulary from emails that you receive from business partners.
You can then use them in your own emails.
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Task 12. Read the text of the e-mail below and explain.

— what kind of project is being implemented by the company
— why this project is important for the company
— what role Patricia Malone and her team will play in the project.

186006 Untitled

< - JxJ(+]lel Q- coosle

.. [0 Apple Mac Amazon eBay Yahoo! Newsvw

From: spencer_patrick@hotmail.com
To: Patricia Malone
Subject: Project proposal and budget

Dear Patricia

I’'m writing to let you know that the proposal for introduction of the new section
(‘English for Business Communication’) in our magazine has been positively met at the
board of directors. It is predicted that implementation of the project will increase sales of
the magazine in France and in Germany.

As it was previously agreed, your team of language specialists will be responsible for the
content of the new section. Please find attached an overview of the project and the role that
your team will be playing.

You can also see the budget for the overall project. What do you think about the special
budget for your team? Could you please tell me by Thursday if this budget is OK for you?

Thank you in advance. I look forward to hearing from you and working with you again.

Kind regards

Patrick

Analyze e-mail structure and its language. Task 11. will help you.

Task 13. a) Read the following e-mail. Is everything clear? Are there ways to
improve it?

806 Untitled

mend #a- Googe

.. [0 Apple .Mac Amazon eBay Yahoo! Newsv

Hi Stacy

Could I ask you for a favour? I’ll be driving all day today and I won’t have internet in the
car, and I’'m not sure if I’ll have it in the hotel this evening, so I was wondering if you could
do the following things for me. Could you book me a flight to Cairo? I'd like to fly with
LuftHansa if possible and need to arrive on Thursday, 24 November before 3 pm at the very
latest, but an earlier flight is, of course, good, too. I’ll have two suitcases, one of the bags
contains product samples, so we’ll just have to pay the extra charge if there is one. I would
prefer a window seat, and if the airline offers a choice of meals, please select a vegetarian
meal for me. It should be possible to pay with the company credit card. If you don’t know
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what to do, just ask Cathy in Accounts and she can give you the details. I’d also appreciate
it if you could book two nights at a hotel within 5 km of the office there. Please send me the
flight details and hotel name in a text message and don’t forget to give the travel information
to Cathy, too, as she’s responsible for expense accounts and has to know about all business
trips. Thank you! I really appreciate this.

Regards

Patrick

TIP: Break up the text into separate paragraphs or use bullet points. If readers don’t
understand your message quickly, they may simply stop reading your mail.

b) Rewrite the e-mail using paragraphs and bullet points.

Hi Stacy
Could I ask you for a favour? I'll be driving all day today and I won’t have Internet.
Please do the following for me:

Travel:

e Book me a a) . I’'ll need to fly on b) and
arrive by c) .

e I’ll have d) , one with product samples. Extra
charge is OK.

e Ifpossible, select a e) and af)

e Please also book g) that is h)

Administration:

e Pay with the i) . Ask Cathy in Accounts for the
J) :

e Send me a text message with the k) and
1)

e Don’t forget to give the m)

Thank you! I really appreciate this.

Regards

Ben

® Task 14. Abbreviations are common in the subject line of an e-mail, and
often within the email text, too. Here are the definitions of some common
abbreviations. Write them out in full.

1. 000 The sender is away on holiday.

2. EOM The subject line is the entire text of this mail.

3. FW/FWD This is a mail the sender received from some-
one else.

4. NNTR The sender does not expect an answer.
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5. BTW This is something you might find interesting.

6. FYI This is some additional information. No ac-
tion required.

7. THX The sender is grateful for something.

8. PLS The sender is giving a polite request or
instruction.

9. LDL/LTL We should speak about this rather than write
about it.

10.ASAP This action must be done quickly.

TIP: A long string of abbreviations can be confusing. For example: ‘FWD: RE: BTW:
THX for that!” Also make sure that the message in your e-mail refers to the same topic as
in the subject line.

Task 15. Each student chooses a situation and writes an e-mail. Students
are not limited to the situations below and may invent their own situations.

SITUATION 1
Your company wants to advertise a new product (e.g. a toothpaste, a smartphone, sun-
glasses etc.). You have already worked with ‘AdLabs’ advertising agency that made a suc-
cessful advertising campaign for your previous product last year.
Write an e-mail to ‘AdLabs’ and ask for their help. Invite their representatives to discuss
the budget of the next advertising campaign and don’t forget to mention the success of their
previous campaign.

SITUATION 2
Employees are not satisfied with the working conditions in your company: they have to
work overtime and on days-off. Although the company has increased its profits in the last
year, the salary remains the same. In this respect the workers want a pay rise, otherwise
they threaten to go on strike.
As atrade union leader write a letter to the company management and explain them the
situation in order to avoid negative consequences for the company.

SITUATION 3
Your department/company is responsible for implementing a very important project
(e.g. advertising campaign, testing a new engine, building a new store etc.). Unfortunately
you cannot complete it to deadline. Besides you need additional financial support to com-
plete it.
Write an e-mail to company management and explain the situation and ask them to
review the budget of the project.
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SITUATION 4

Your company is organizing a presentation of a new product (e.g. a car, a perfume,
software etc.). Write an invitation letter to your business partner who might be interested
in the product. Describe the product and tell about its advantages. In the letter say, that all
the guests will be accommodated in a local hotel if necessary.

SITUATION 5

Last year you bought new equipment for your car factory but it keeps breaking down all
the time. This causes huge losses for your company. Write a letter to the supplier and explain
the situation. Ask them to repair the equipment (or ask for proper refund).

Task 16. Exchange your texts. Let your partners read them and write are-
sponse to your letters.

Task 17. Technically speaking: improve your vocabulary of e-mail and elec-
tronic documents. Use the words from the box to complete the sentences.

NS e D=

8.
9.

client, clip, compressed, encoded, outgoing e-mail,
incoming mail, file, receipt, spam, subject

A folder containing several documents may have to be ... before it is sent.
There are usually limits to the size of a ... that can be sent with an e-mail.
The symbol for an attached document is a “paper ... .

E-mails with attachments are automatically considered ... by some programs.
Information that is secret may be ... so it can’t be read easily.

Some programs provide a “read ... ”, a notice that the mail has been opened.

An interface such as Outlook, which lets you read and send mails, is called an “e-
mail ... 7.

It is polite to write ... to all your messages which explain their main topic.

I am not afraid of getting messages with a virus because my provider checks all the
... for virus threats.

10.1 always save a copy of ... . So I know what messages, when and whom I have sent.
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Revision

Task 18. Complete the text with the words from the box.

community ° shake ° behavior ° formal ° impress ° paragraph ° capital ° polite
° respect ° spelling ° instead ° misunderstanding

NETIQUETTE IN BUSINESS CORRESPONDENCE

People in the West usually 1) ... hands when they first meet. Good friends in Middle
Eastern cultures kiss each other three times on the cheeks and the Japanese bow their heads
to show 2) .... The online 3) ..., too, has its own culture and customs. Good Internet 4)
... is called Netiquette.

Netiquette in business e-mails includes more than good 5) ... and grammar. Typing in
all upper case is bad as it is the same as SHOUTING. Not starting your sentences with 6)
... letters is lazy.

Trytouse 7) ... or semiformal style. So start you letters with “Dear sir/madam” and use
phrases like “Thank you for ... ”.

Do not use slang. You will not 8) ... your supervisors by typing LOL 9) ... of a period
(.) after each sentence. Make sure your notes are clear and logical. It’s perfectly possible to
write a 10) ... that contains no errors in grammar or spelling, but still makes no sense at all.

Finally, be pleasant and 11) ... . Primarily you should never make jokes about people
from other cultures as this can lead to 12) ... and bad feelings. Don’t use offensive language,
and don’t be confrontational for the sake of confrontation.

Task 19. Look at the different parts of some e-mails. Choose what phrases
you should use for.

a) Starting e) Asking for something

b) Saying why you are writing f) Confirming details

¢) Communicating information g) Thanking and offering help
d) Talking about information you are sending h) Ending

We have pleasure in informing you ...

Yours sincerely.

In reply to your letter dated ...

We look forward to a visit of the President

We wish to inform you ...

Further to our telephone conversation ... .

Yours faithfully.

We thank you for your letter dated 23 March, 2016.
We have to inform you ...

I’m looking forward to meeting you soon.

We enclose with the letter the design documents ... .
Dear Mr/Ms Green

Best regards.

We highly appreciate the work you have done for us ...
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It allows us to make a decision ...

Please, contact us as soon as possible.

You are kindly requested to study this material and inform us about the decision at your
earliest convenience.

To whom it may concern.

I look forward to hearing from you.

We are ready to assist you in this endeavor.

We have attached the payment documents to the letter.

Task 20. Complete the letter with the missing vowels.

Susan is a busy person who gets lots of e-mails every day. She is going on a business trip
and will be out of office for a while? She has prepared an e-mail that will automatically be
sent as a reply to any incoming mail. Read the letter and complete it with the missing vowels.

800 Untitled

- [0 Apple .Mac Amazon eBay Yahoo! News~

Thank you foryourm _ss_g .

Iam _ _ t of the office at the m _ m _ nt and will be b _ ck on Tuesday, 5 December. |
will r _ pl _ to your e-mail assoonasp_ss_bl_whenIr_t_rn.

Inthem__nt_m_,ifyourm_ss_g_c_nc_rnsanurgentdelivery, please ¢ _nt _ct
my _ss_st_ nt, Brian Smith, on +44 (0) 20 8848 8687 or at b.smith@galote.com.

General product enquiries sh __1d be sent to Susan Waters at s.waters@galote.com.

B_str_g_rds.

Susanne Robins

Key Account Manager

Products Galote

345 High Street

Harrow, Middlesex HAS S8AAY

Tel: + 44 (0) 20 8848 8680

e-mail: s.robins@galote.com

63



Vocabulary

answering machine aBTOBIINOBiTaY

apologize BrOavaTucs

appreciate LiHyBaTU

attached (file) MpUKpirIeHn (paiin)

bullet point JKMPHa Kparka (BUKOPUCTOBYETHCS 7151 yIIOPSIIKYBaHHSI CITUCKIB)
busy schedule HarpyxXeHu# rpadik (po3kiam)
conclusion BUCHOBOK

confirm MiATBePIKyBaTH

confusing 3arIyTaHUM, CynepeYInBuin
controversial (topic)  cymepeunuBa (Tema)

conversation poO3MOBa

deadline KpaiiHiil TepMiH

dial (a phone number) HaOupatu (TesecOHHUIT HOMED)
directory TeJeOHHUN TOBITHUK

engaged (line) 3aiiHsATa (TeIe(POHHA JIiHis)

fault TMTOMMJIKA

favour Tocyra

feedback BiITYK

fluent TUIaBHUM, IIBUAKWMI, BUTbHUMI (ITPO MOBY)
follow-up e-mail JINCT-TATBEPIKEHHS

helpful KOpUCHUI

hold on 3aJIMILIAaTUCS Ha JIiHil

implement (a project) BTUIIOBaTH, peani3oByBaTH (IIPOEKT)
impress Bpaxaru

location Micle

misunderstanding HEIOpPO3yMiHHS

offensive language o0pas3nuBa MOBa

paragraph ab3arg

project timeline yacoBa I1Kajia (BUKOHAHHS MPOEKTY)
put sb. through 3’€IHYBaTH (10 TeaedoHy)

refer (to) rnocyarucs (Ha)

reflect (on) PO3MipKOBYBaTH (Ha, IPo)

refund BiIIIKOAYBaHHS, KOMIIEHCALIisT
reply BiITIOBIOb

spelling TPaBOITNC

subject TeEMa

supplier MOCTavYaIbHUK

voice roJIoC

warehouse CKJIan,
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Module 6. Advertising

Lead in

Task 1. Look at the advertising posters and answer the questions.

You can-

Canon

- USE ONLY
- WHATYOU &
-~ NEED.

T - [DODENVERWATER |

ACEDES CAM ALSO BRING DRIVING PLEASURE




What does each poster advertise?

What selling or informing ideas are highlighted in each poster?

What makes adverts catchy or memorable (image, humor, slogan etc.)?
Where do you usually hear or see advertisements?

Which advert catches your attention most (on TV, city lights)?

Name your favourite brands and their products. Explain why you love them.
Do you think people are easily influenced by advertiements?

What is non-profit advertising? How does it differ from commercial adverts?

NN =

Part A Business and Advertising

Task 2. Read and translate the following text.

ADVERTISING

This is an age of advertising. Companies spend big sums of money on it. No one can
escape advertising, because it has become universal. It is there on the railway platforms,
bus stops, trains and buses, at the market places, magazines, and newspapers, on the small
screen of TV and even on electricity and telephone bills. They come in amazingly various
forms like slogans, neon-signs, announcements, leaflets, cartoons etc.

Some people say that advertising is a waste of money. However, nearly every successful
business advertises its products in some way. Advertisement is a great psychological weapon
to invite customers. They catch our eyes, appeal to our senses, exploit us psychologically
and then invite us to buy the product. The good advertisements are colourful, inviting,
catching, novel and brilliant. They are often repeated to make a desirable impression on
the viewers and listeners.

Any advertisement is an attack on our pockets and incomes as they pressurize us to buy
something. Besides, advertising increases the price of goods and services. Britain spends
over £2.5 billion on advertising every year. This adds three per cent to the price Britons
pay for goods, or £325 a year for the average household. In the USA, the figures are much
higher even than these. The annual advertising bill is $102 billion, or an amazing $365 for
every man, woman and child.

Good advertisements inform consumers about the existence and benefits of products
and offer consumers a greater choice. This leads to a healthy competition among producers
and sellers, which sometimes result in reduction of prices.

The best form of advertising is probably word-of-mouth advertising, which happens
when people tell their friends about the benefits of products or services that they have
bought. But, of course, no company relies on this alone. They use paid advertising instead.
Many of them use the services of large advertising agencies which have more knowledge
about all aspects of advertising and advertising media than a single company.

Advertising industry generates wealth for a country. That is to say, taxes paid on goods
sold help governments to pay for services such as education and health care. Moreover, the
number of jobs created for producing, marketing and servicing these goods helps to reduce
the unemployment problem, which is also a great advantage for a country’s economy.
Without sponsorship from companies who advertise their products, many sporting and
artistic events would disappear due to lack of funding. So we can say that advertising raises
money for sports and artistic performances. In other words, although consumerism is pro-
moted through advertising, it is beneficial to both the consumer and society.
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However, many people feel that advertising is somehow dishonest. They claim that more
than half of the adverts they see are not telling the truth. The question of honesty is a difficult
one, although one thing is sure: advertising cannot turn a bad product into a successful one.

Task 3. The following are phrases from the text. Explain in your own words
what each phrase means and say if you agree with them.

WX NAN R WD =

This is an age of advertising.

Advertising is a waste of money.

Any advertisement is an attack on our pockets and incomes.

Advertising leads to a healthy competition among producers and sellers.
Advertising helps reduce prices.

Advertising agencies have more knowledge about all aspects of advertising.
Advertising industry generates wealth for a country.

Advertising raises money for sports and artistic performances.

Advertising is somehow dishonest.

Task 4. Match the words to their definitions.

1. sponsor a) an ad on television or radio.

2. cartoon b) the good side of something, an advantage.

3. slogan ¢) a short film that is made up of many drawings or pictures.

4. commercial d) people who are the aim of an advertising campaign.

5. advertising e) a company that financially supports a sporting or artistic event in
agency return for advertising.

6. leaflet f) a short and catchy phrase that is easy to remember.

7. benefit g) notice, paper with information on it.

8. target group h) a person who buys products and services.

9. consumer i) a company that creates advertising material.

Task 5. Cross the odd word out. Explain your choice.

el S

sponsor — adverts — commercials — advertisements
products — materials — goods — services

billboard — shopaholic — leaflet — cartoon
consumer — advertiser — slogan — customer
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Task 6. Match a part of each section to make a full sentence.

1. Itisveryimportantto find out ... |a) ... a lot of people very quickly.

2. Television and the Internet can |b) ... in different sections of their papers.

reach ...

3. Media broadcast ... ¢) ... in charge of creating shop windows.

sell d) ... when a product appears in a film, TV show or

other media.

4. Newspapers advertising

space ...

e) ... which type of media can advertise the prod-
uct best.

5. Product placement is an adver-
tising technique ...

6. Some ads use catchy slogans ... |f) ... to better deliver the message to a consumers.

7. Billboards are owned ... g) ... commercials many times a day.

8. Many stores have their own de- | h) ... by companies that rent them to advertisers.

partment ...

ACROSS CULTURES

Product placement is an agreement between a product manufacturer and the media
company. The manufacturer will often pay a fee to have their product displayed in a movie
or show. For example Toyota might pay to have one of the characters drive their newest
automobile.

Through product placement, companies hope that moviegoers will notice the prod-
ucts used by the characters, and therefore think more strongly about using the products
themselves.

Task 7. Which of these statements reflects the advantages/disadvantages
of advertising?

Through advertising, people
sometimes buy products
that they may not need and
often cannot afford, leads to

Children (actually the main
target of advertisers) some-
times don’t know which
products are good for them

Without it some free radio
and TV channels wouldn’t
be able to exist.

sumers about new products
and services that can help
them improve their lives.

economy and gives jobs to
many people.

a throwaway society. and buy the wrong things. | Consumers pay for advertis-
ing through higher product
prices.

Advertising educates con- | Advertising helps the It increases sales so that

companies can produce
things at lower costs and
make things cheaper.
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A A Task 8. Work in groups of four. Summarize positive and negative aspects of
advertising. Organize your ideas in a table.
There are some ideas in each column to help you get started.

Positives Disadvantages

— consumers are informed about new|— advertising can influence people in a
products negative way (smoking)

Task 9. Before reading the text describe the process of making an adver-
tisement. Discuss it with your groupmates. Read the following text.

WORK OF AN ADVERTISING AGENCY

As we know most ads are created by specialized advertising agencies. How this is done
is different from agency to agency, but the basic steps are more or less the same. Here is a
sort outline:

1.

2.

8.

9.

The client meets the account manager and the creative team of an advertising agency
and explains which goods or services he wants to advertise.

The account manager writes a creative brief based on this information. Creative brief'is
used to instruct the both the team and the client with the best advertising strategies.
This may include market analysis, budget, proposed advertising media, timeline and
eventually, sign off from the client.

The creative director interprets the needs of their clients and tells his ideas to the
creative team who make a memorable image or design to attract attention of people
and deliver messages. The creative team works on the project for several days or weeks
and brings the first round of ideas to the creative director.

. The creative director analyzes the results and usually rejects ideas that are not work-

ing, and asks the team to explore other good ideas.
The creative team will continue to work on the ideas. They create new catchy slogans
and images or series of funny cartoons.

. At some point the creative director approves the final ideas, and the creative team

presents them to the client.

. The client will go away and discuss the advertising product with his colleagues, before

giving feedback to the agency. This may result in a reworking of ideas. At this point,
a budget and timeline will once again be changed.

Once the client approves, the ads are published, be it online, in print, outdoor, on
the air, or any other media.

The agency will monitor the efficiency of advertising campaign and give the feedback
to the client.

10.The client pays the agency.
That is a very simplistic way to look at the day-to-day workings of an ad agency, but that
gives you a brief insight into the process.

Task 10. Decide if the following statements are true (T) or false (F).

1.
2.

The client prepares a creative brief.
A creative brief is a document that outlines a plan of advertisement preparation.
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The account manager invents ideas for the advertising campaign.

The creative director is ‘a boss’ of the creative team.

Only the creative director may reject or approve the advertising product.

The budget and the timeline of the project are changed several times in the process
of advertisement preparation.

7. The client monitors the success of advertising campaign and gives the feedback to
the advertising agency.

SnsAWw

Part B Advertising Techniques and Ethics

Task 11. Read the text about advertising techniques.

ADVERTISING TECHNIQUES

Companies spend millions of euros every year advertising their products. Their ads tell
us that if we buy their mp3 players, people will admire us more, if we eat their food, we will
be happier, and, unless we wear their clothes, we won’t look good. Advertising agencies use
a variety of clever techniques to persuade us to buy their products. Here are some of them:

The Bandwagon appeal: A marketing strategy is based on the idea that, since everyone
uses this product, so should you. Many viewers purchase the product so they also fit in with
the general concept or they just assume that ‘as everyone else is using it, it has to be good’.

Celebrities: One of the oldest tricks is using a celebrity in order to promote the product.
Viewers who respect or love these celebrities are more likely to buy the product.

Emotional appeal: Such techniques are used to play with the emotions of the viewers.
Emotions like fear, sadness, excitement, or happiness are implicitly or explicitly present
in order to make people buy the product or service. Emotional appeal can be reached by
using songs. Concentrating on sentiments by showing images of parent-child moments or
cute animals, advertisers tend to distract the viewers and in addition, try to minimize their
rational thinking.

Humor: These kinds of commercials concentrate on making the viewers laugh. At times,
the information of the product is not enough. However, the idea behind this is both to get
the commercial idea to the viewers’ minds in a positive way and influence them into buy-
ing it.

Anti-bandwagon appeal: These persuasive advertising techniques try to take a different
route because they try to get the viewers to think differently, celebrate their own style and
individuality, and rebel against what everyone says, does, or buys. The word “individuality”
is what they’re hinting at.

Slogans: ‘Nokia — connecting people’,

“You can Canon’, ‘Just do it are just a few

m’qgo%%%gﬁ% examples of slogans that many people know.

These catchy phrases become a part of our

everyday life and language. We associate with

them and products, and the next time we’re
out shopping, we’re tempted to buy them.

Glittering generality: They are filled with
words that have positive connotations at-

0w eveleeayeanics =7/
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tached to them, words like “good”, “healthy”, “low fat”, “sensational”, or “tasty” are all
examples of glittering generality.

Product comparison: Is a strategy of comparing two products which are in competition
with one another, and as a result, trying to show that the other product is inferior. Take
the example of advertising wars between BMW and Audi: “What an Audi does well BMW
does brilliantly’

No matter whichever technique is being used their common goal is to ‘convince’ the
customer to incorporate that particular persuasive statement and “adopt” the new attitude
as a part of their core belief system.

Task 12. Discuss the following questions.

1.
2.

(98}

Why do most companies use advertising agencies?
What marketing techniques can be used by advertising agencies? Which of them
might influence you to buy the product?

. Are there any products that you have bought recently because of the adverts?
. Have you bought something recently which wasn’t as good as the advertisement

made you think?

. Think of adverts which use the following to sell a product:

a celebrity;

humor;

emotional appeal,;

a good slogan;

Bandwagon or anti-bandwagon appeal.

Task 13. Advertisers use various techniques to attract consumers.

Use the Internet and the library to find information on other advertising
techniques (think about special offers, product placement etc.).
Make areportin class.

Task 14. a) Find an advertisement you like and analyze it. Use the table be-
low as a guide.

ADVERT

Picture

What is being
advertised?

Brandname

Slogan

Target audience

Message

Advertising
techniques

Personal opinion

b) Reportin class.
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Task 15. Read the text below and choose the best option from: A, B, C, or D.

UNHEALTHY AND DANGEROUS SPONSORS

Chocolate giant Cadbury 1) ... the sponsor of the 2000 Olympic Games in Sydney with-
out a problem. The company also sponsored the Commonwealth Games in 2002 and 2006.
But something changed in the last few years as the decision to make Cadbury a sponsor
of the 2012 London Olympics was strongly 2) ... by many groups who say the government
must help stop the obesity crisis.

Health campaigners want to stop sponsorship of companies that sell unhealthy products.
They criticize organizers for 3) ... with companies like Coca Cola and McDonald’s. They
say unhealthy foods can be as dangerous to health 4) ... alcohol, tobacco and gambling, and
cannot be 5) ... with sport. Many people, especially children shouldn’t get ‘the wrong 6) ...
” and think that if they exercise they don’t have to watch what they are eating.

Advertisers though 7) ... by saying that the impact of advertising isn’t so severe, and
without their sponsorship we wouldn’t have 8) ... like the World Cup to inspire young
people, not to mention the thousands of advertising-funded programs which 9) ... to keep
kids active and healthy.

BP (British Petroleum) spends lots of money on advertising. But after the oil spill in the
Mexican Gulfthey should spend more money and 10) ... into cleaning the Gulf of Mexico
and not on advertising to protect their image.

1 |A |benefited B |became C |created D |started
2 |A |agreed B |surprised C |supported D |criticised
3 |A |partnering B |partnered C |inform D |informed
4 |A |similar B [such C |as D |like

5 |A |image B |associated C |interpret D |join

6 |A |message B |idea C |news D |call

7 |A |persuade B |approve C |reject D |respond
8 |A |performances |B |opportunities |C |events D |products
9 |A |objective B |aim C |concept D |mind
10 |A |strategy B |distract C |feedback D |effort

ACROSS CULTURES

In the past a consumer had almost no protection from false advertising. Today, however,
many laws and organizations provide this protection. The Advertising Standards Authority
(ASA) in the UK is a good example. Although it was set up by the advertising industry itself,
it is independent and has real power to make sure that advertising is legal, decent, honest
and truthful. It invites complaints from the public, does its own checks and takes action
when necessary.
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Reyvision

Task 16. Fill in the blanks with words from the box.

appear, broadcast, cartoon, catchy, consumer, creative, develop,
famous, habits, remember, repetition, services, slogans special, status

Advertising tells people about products and and tries to make us buy. Ads do
their jobs in many different ways.

Some ads use or ____ phrasesthat are easy to . Advertising agencies often
geta person, like an actor or actress, to talk about a product. characters can
also be connected with a certain product and become famous with it.

One of the most important techniques of advertising is . Ads are many
times a week for weeks or months. When people see them they might want the product.

Advertising is often done by firms. First they try to get information about the
buying of their customers — who buys a certain product and why. The age, sex and
social ofa are also important.

The people in the departments of advertising companies ideas and
themes. They prepare images, photos and text and decide where the ad should

@® Task 17. Advertise your product.

a) Imagine that you are advertising a new product. This can be food, a
beverage, mobile phone, a piece of clothing, car or any other electronic
gadget.

Make an advert about ‘your’ product. Use pictures, slogans and text to make it as interesting
as possible.
You may include the following points:
give your product a name
tell what is good about the product and why people should buy it
why it is better than a different product
the price
slogan
logo

b) Make an advertising poster and stick it on the classroom wall.
c) Divide into groups of 3-4 students. Choose three advertisements which

you think are the most effective. Rank them in order of popularity and tell
the class why you thought these advertisements are effective.
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Vocabulary

account manager
announcement
annual

approve

assume

attitude
bandwagon effect
beneficial

benefit

cartoon
character

claim
commercial
comparison
competition
consumer
convince
creative brief

customer
decent

desirable impression

exploit

habit

implicit

lack (of funding)
leaflet
manufacturer
memorable image
persuade

product placement

reduction (of price)

reject

tax

throwaway society
trick

various

wealth

word-of-mouth advertising

PEKJIIAMHUU areHT

OTOJIOLLIEHHS

LIOPIYHMI

3aTBEPXKYBaTU, TOTOIXKyBaTH
MPUITYCKATH

CTaBJICHHS

eeKT HacJliIyBaHHS

BUTiIHWI, KOPUCHU

rnepeBara, KOpucTb

KOMIiKC

MepPCOHaX

3aSIBJISITU

KOMeplliliHa peKjiama

MOPiBHSIHHS

3MaraHHsl, KOHKYPC

CMOXK1Bay

MepeKoHyBaTU

KpeaTuBHa ruiaTdopma (I0KyMEHT, SIKUi BU3HAYAE 1IiJTi
Ta OMMCYE TUIaH PEKJIaMHOI KaMITaHii)
MOKYyIIelb

MPUCTONHUI, YEMHUI

OakaHe BpaXKeHHSs
eKCIutyaTyBaTu, BUKOPUMCTOBYBAaTU
3BUYKA

MPUXOBAHUI

Opak ((hiHaHCYBaHHS)

JINCTiBKa, peKJaMHM (iiaep
BUPOOHUK

300paKeHHSI, sIKe 3araM’ ITOBYEThCS
MepeKoHyBaTU

MpUXOBaHa peKjiama MPOAYyKTY

(B ipMax, cepiayax, KHATAX)
3HUKEHHS (LIiHN)

BIIXWIATA

MOJaTOK

CMOXMBalbKe CYCIiJIbCTBO

TPIOK, (hOKYyC

pi3HOMaHITHUI

baraTcTBO

yCHa pekjiama
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Module 7. Business Trip Abroad

Lead in

Speak out

1. Which countries have you been to?
Which countries would you like to
visit? Are there any countries you RN
wouldn’t want to visit? Why?

2. Do you know anyone who travels
frequently on business (e.g. your un-
cle, your friend’s father etc.) What
kind of business is s/he in?

3. How often does s/he travel? Which
countries does s/he travel to?

4. What do you think are some of the
problems a business traveler might
face?

5. Would you like to travel as a busi-
nessperson someday? Why (not)?

Part A Travelling by Plane

Task 1. Read the invitation below and find out.

— what event is going to take place

— the venue and date of the event

— who is being invited

— where the guests of the event will possibly stay

INVITATION

Dear Colleagues and Friends.

It gives us great pleasure to invite you to participate in the 18" Beijing Auto Show,
which will take place in Beijing, August 8-13. The aim of the exhibition is to demonstrate
the achievements of automotive and related products in China. The exhibition “Autoparts.
Autoshow” is a platform for meetings of representatives of the largest companies in the
automotive business. The venue of Auto Show is Beijing Imperial Plaza, surrounded by
many good hotels with convenient facilities.

It is a pleasure for us not only to invite you to attend this important event, but also to
present Beijing — a city of ancient cultural heritage and modern achievements.

Your participation is highly welcomed. We would be honored by your participation.

Sincerely,
Jing Cheng
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Task 2. Read and translate the text.

GOING ON A BUSINESS TRIP

John Thompson is an international sales representative for a large multinational corpo-
ration with its headquarters in Liverpool. He often has to travel overseas to visit factories
and meet with foreign clients. Next week, he will be visiting an Auto Show in Beijing for
three days before going on to Shangai to see his clients.

His secretary, Tracy Fisher, usually handles his travel arrangements. She calls the travel
agency to make the reservation. She has to consider factors such as the check-in time,
departure and arrival times, and visa requirements (if any).

Once Mr. Thompson has his tickets and travel documents in order, Tracy calls the travel
agency again to confirm his reservation. Tracy is also responsible for making his hotel res-
ervations. Since Mr. Thompson often has to meet guests at his hotel, he wants her to make
sure that a large suite will be ready for him when he arrives at his destination.

When he goes abroad for business, his company pays for his flights. Thompson usually
travels in business class. When he has enough frequent flyer miles, he can upgrade to first
class. He is such an experienced traveler that when there is turbulence, he usually sleeps
right through it. His only complaint is that he often suffers from jet lag, especially on long
trips.

He usually arrives at the airport two hours before his flight is scheduled to depart. There,
he checks in and receives his boarding pass. He is also informed of his gate and seat number.
If he has enough time, he may visit the duty-free shops in the airport. This time he arrived
early at the airport and so he is doing some shopping for his relatives.

When he arrives at his destination, he makes sure his passport, visa, and arrival card
are in order so he can quickly go through customs and immigration. He has the following
advice for business travelers:

“Always pack lightly. I usually take one check-in and one carry-on baggage. As a business
traveler, you will constantly be on the move, so bring the essentials and leave the rest at home.”

“Don’t carry a lot of cash. You should take most of your money in cards. They can be used
almost anywhere.”

“Try to get plenty of rest before and after your flight. If you are travelling from New York to
Beijing, you don’t want to suffer from jet lag.”

“Last but not least, remember the old saying — ‘When in Rome, do as the Romans do.’ Try to
learn as much as possible about the country you are travelling to and follow the local customs.”




Task 3. Decide if the following statements are true (T), false (F) or notin the
text (N). Comment on your opinion.

The company has factories in Liverpool.

Tracy helps Mr Thompson organize his trips abroad.

Mr Thompson travels both by sea and by plane.

Mr Thompson travels only by business class.

Mr Thompson wears a suit on his business trips abroad.

Mr Thompson arrives a few hours before his flight.

Usually he doesn’t have large luggage.

When he travels, Mr Thompson has problems with sleep.

Before travelling abroad Mr Thompson reads information about foreign countries.

WX NAN R WD —

Task 4. Match the words to their definitions.

. headquarters a) a place, for example at an airport, where you can buy goods at
a cheaper price than usual, because no tax is paid on them.

. suite b) a piece of paper for boarding an aircraft, given to passengers
when they check in.

. destination c¢) the place at an airport where officials check incoming goods,
travellers, or luggage.

. frequent-flyer pro- | d) a hotel room with more space and furniture than a standard
gram (FFP) hotel room.

. jetlag e) the main office of a big company.
. boarding pass f) a place that people will visit.
. customs g) a loyalty program offered by to passengers who travel with the

same airline.

. duty-free shops h) extreme tiredness felt by a person after a long flight across
different time zones.

Task 5. Complete the sentences with the words from the box.

suites ° jet lag ° arrangements ° destination ° scheduled °
FFP ° headquarters ° overseas ° reward ° host

—

Mr Grant is a busy person, so his assistant takes care of his travel ... .

2. At the customs the passengers are often asked about their ... and how long they are
going to stay.

3. Whenever I travel from London to New York I suffer from ... .

4. Nowadays many airlines have introduced ... that aim to create a sense of loyalty

among their clients and ... them with free airfare, upgrades and many more.
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5. Our hotel ... are designed for business travelers who appreciate additional space and
may use it to ... small meetings or entertain clients.

6. The conference was originally ... for October 12, but it had to be canceled.

Every morning all offices of our corporation get new instructions from ... in London.

After I graduated from university I went ... and worked as a journalist in Canada and

the USA.

o N

Task 6. Pack your suitcase.

You are going on a ten-day business trip. You will be travelling around quite a bit and
must pack lightly. In fact, you can only bring 12 of the following items. Decide which items
you will take.

____traveler’s checks ____underwear
_____shampoo ____soap / deodorant
____business cards __ cellular phone / mobile phone
____sneakers _____aspirin
_____camera ____alarm clock
____diary ____video games
____toothbrush ____adaptor
__wallet ____travel documents
____MP3player ____hairdryer

__ briefcase __ gifts for hosts
____jeans ____socks

____laptop computer ____traveliron
_dictionary _ T-shirts
____credit cards ____anovel
___calculator ____formal shoes
____neckties __hairbrush / comb
___belt ____swim suit

___ briefcase ___driving license

A A Compare your answers with a partner and explain your choice.

Task 7. Usually Tracy books tickets for Mr. Thompson. Put these steps in
the right order.

STEPS TO BOOKING FLIGHT TICKETS ONLINE
On the Confirmation page she has to complete the passenger profile with personal
information like title (Ms., Mrs. or Mr.), name, frequent flyer type and contact informa-
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tion. In order to confirm the reservation and buy ticket, Tracy checks the box near the text
‘I confirm that passenger name(s) are correct & accept above terms and conditions.’

___ On the ‘Flight Search’ page Tracy selects the flight type (Return/One way or Multi
stop). Also she selects destination, departure date, class and number of passengers.

In a minute she receives an e-mail containing the details of itinerary when the
ticket is issued.

After that she presses the Search button and the site redirects her to Purchase your
trip page. It displays available flights with trip details and ticket cost. Here Tracy looks for
flights on frequent-flier carriers first and chooses the best route and price.

__ MrThompson’s business trips are well planned in advance. So, Tracy starts search-
ing for tickets at least 21 days before the trip. In this case the company takes advantage of
best ticket prices — airlines usually sell out cheap seats first.

____On the “Payment method” page she selects the type of card: credit/debit and then
presses ‘Continue’.

A A Check with your partner
Task 8. Travelling by plane.

a) Where do you go first when you travel by plane? Put these places in the
correct order. Write 1-5 on the left.

passport control
baggage reclaim

1 the check-in desk
the plane

the arrival hall

the departure lounge a

b) Read the conversations. Where are they? Write the letter next to the cor-
rect place on the right in a).

SITUATION A
Ah! BA 476 to Beijing. That’s our flight.
Was it gate 4 or 14?
I couldn’t hear. I think it was 4.
Ssssh! There it is again. It is gate 4.
OK. Come on!

ZwEwE
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SITUATION B
Can I see your passport, please?
Yes, of course. Here you are.
Thank you very much. That’s fine.

SITUATIONC
Can I have your ticket, please?
Yes, of course. Here you are.
Do you have just one suitcase?
Yes. This bag is hand luggage.
That’s fine. Smoking or non-smoking?
Non-smoking, please. Oh ... and can I have a seat next to the window?
Yes, that’s OK. Here’s your boarding pass. Have a nice flight!

SITUATION D
Can I have your tray please, sir?
Yes. Here you are.
Thank you. And can you fasten your seat belt? We land in ten minutes.
Yes, of course.

SITUATIONE
Excuse me. I think that’s my suitcase.
I’m sorry. My suitcase is red, too.
Is this yours?
Yes, it is. Thank you very much.

SITUATIONF
Hello. Are you John Thompson from Los Angeles?
Yes, I am. Are you Mr. Cheng?
Yes, I am here to meet you. Welcome to Beijing, Mr. Thompson. Was your flight
good?
Yes, it was, but I don’t like flying.
Never mind. You’re here safely now. Come on, the car’s waiting for us outside.

Task 9. Read the conversations again carefully. Who are the people in each
situation?

Task 10. Look at Appendix C “At the Airport” and Appendix D “On the
Plane”. Do the suggested tasks.

Part B Staying at the Hotel

Task 11. Read the text about hotels. Choose from (A—H) the one which best
fits each space (1-6). Use all choices.

A
B.
C.

which are the best and most expensive.
types of hotel accommodation.
usually employ about one staff member.
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fail to show up without cancelling your reservation.
the housekeeping staff.

overnight lodging for business people.

includes breakfast, lunch and dinner.

in good working order.

mammp

AT THE HOTEL

Whenever people travel on business they need to stay at hotel. Hotels provide (1) ... . Its
basic service is providing a room to sleep in. But most hotels also have at least one restaurant
or a café. Many hotels also offer room and services for meetings, and some have shops and
even offer entertainment.

Big and respectable hotels (2) ... for every two rooms. The hotel staff works around the
clock to make the guests comfortable. (3) ... cleans each room daily. Bellhops carry luggage
and packages to the guests’ rooms. The engineering department keeps the hotel’s electricity,
plumbing, heat and air conditioning (4) ... . Some hotel restaurants provide room service,
by which guests can have food and beverages brought to their rooms.

However pleasant and polite receptionists may seem, most hotels have very strict poli-
cies. When you book a room you usually have to make a deposit. But if you cancel your
reservation you lose it and if you (5) ... the hotel charges one night’s room rate on your card.
Also you have to check out by 12 pm, otherwise you’ll be charged extra money.

Hotels are usually graded with stars from one-star to five-star, (6) .... You can also stay
in a Bed & Breakfast (B&B) (also called Guest Houses) where you pay for a bedroom,
possibly an ensuite (a room with private bathroom) and breakfast.

(7) ... are as follows:

e asingle room: for one person with a single bed;

a double room: for two people with one double bed;
a twin room: for two people with two single beds;
half board: includes breakfast and dinner;

full board: (8) ... ;

B&B: just the room and breakfast.

Task 12. Complete the sentences with the words of ‘hotel’ use.

facilities ° lobby ° damage charge ° check out ° housekeeping ° downtown °
complimentary ° shower ° deposit ° laundry ° check in

All rooms in the hotel have both bath and ... .

I need this shirt washed. Do you have a ... service?

I’ll meet you downstairs in the ... .

We will have to add a ... for the broken mirror in your bathroom.

Are there any ... for business meetings in this hotel?

Put a sign on the door if you want ... to clean your room early in the morning
All of our rooms have ... soap, shampoo and coffee.

The hotel is located in ... so we are close to all the amenities.

. You can ... at any time after 4 pm.

10.You won’t get your ... back if you cancel the reservation

11.You must ... by midday otherwise you will be charged a ten pound late charge.

L ENAU R L~
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Task 13. Look at Appendix E “In a hotel room” and do the suggested

exercises.

Task 14. Put the lines from telephone conversation between the reception-
ist and client in the right order.

Receptionist:
Client:
Receptionist:
Client:
Receptionist:
Client:
Receptionist:
Client:
Receptionist:
Client:

Receptionist:

Client:
Receptionist:

Client:
Receptionist:

Client:

Hello, the Grand Hotel. Sarah speaking. How can I help you?
reservation / make / like / I’d / to / please

Certainly. When is it for?

It’s for two nights, the thirteenth and the fourteenth of this month.
single / want / do / room / or / double /a/And /you /a

A single please.

OK. Yes that’s fine. I have a room for you. And your name is?
Frank Donoghue

you / spell / name / can / the

Sure. It’s F-r-a-n-k D-0-n-0-g-h-u-e

much /you / Can /it /tell / how /is / me

Yes. That’s 95 dollars a night.

have / number / Can / a credit card / I / please?

Yes, sure. It’s a Visa. 4532 9867 5564

Thank you.

Number / could / And / phone /1 / have / a

It’s 69435 732480

That’s fine.

forward / look / seeing / on / you / We / to / thirteenth / the
Thanks a lot. Goodbye.

Task 15. Read this conversation in a hotel and put the lines in the correct

order.

Certainly. A single room or double?

— Just this one bag.

Yes, sure. Do you want my address too?
Here is your key. Your room number is 311. If you need something, dial ‘0’ for the
reception area. I hope you enjoy your stay.

Single, please.

Good evening. Can I help you?

— A shower. How much is the room?

— Yes, please. Can I have a room for the night?

— No, thanks. Just breakfast. Can I pay by credit card?

— No. Just a signature. Do you have any luggage?

— Yes, of course. We take Visa and Master Card. Could you sign the register, please?
— Yes. I’d like a wakeup call at 6.30 am.

— Would you like a room with a shower or a bath?

— 72 dollars for the room and breakfast. Would you like an evening meal?

Thanks.

— Would you like a wake-up call?
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Task 16. You arrive at a hotel. Make a dialogue between you and a recep-
tionist. Use the following notes.

Receptionist asks: You say:

— Name (spell it)?

— Nationality?

— Company?

— Number of nights?

— Type of room?

— Method of payment?

— Breakfast/dinner?

— Morning call?

— Explain check out rules

Task 17. Match hotel staff to their duties.

A hotel manager A porter A concierge
A receptionist A maid/housekeeper A cleaner/maintenance person

is responsible for making guests feel welcome. Also this person
deals with room bookings and cancellations, and handles general requests made by guests
during their stay.

helps hotel guests with their luggage and shows them to their
rooms. Sometimes they also answer questions and run errands like calling a taxi.

makes sure that hotel rooms are clean and tidy. This person chang-
es bed linen and towels, makes beds, vacuums floors, dusts and polishes furniture, cleans
bathrooms, brings new guests supplies (such as shampoo and soap).

is responsible for cleaning the inside of all types of buildings and
transport to make sure they are safe, healthy and pleasant to live or work in.

oversees all aspects of running a hotel, from housekeeping and
general maintenance to budget management and marketing.

helps guests with various tasks like making restaurant reservations,
arranging for spa services, recommending nightclubs, getting tickets to special events and
assisting with various travel arrangements and tours of interesting places to visit.
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Task 18. Advertise a hotel.

Recently a new hotel has opened in your city. It is aimed both at people visiting the city
on business and tourists. The hotel management has hired you to help them advertise the
hotel. In your advertising materials mention the following:

— Hotel name — Restaurant — Hotel policies

— Hotel category — Business meeting and — Check in/check out times
(stars) event facilities — Cancellation

— Location — Entertainment — Payment methods

— Types of rooms facilities

Part C BUsiness Etiquette Abroad

Task 19. Imagine you are on a business meeting with a foreign partner.
Which of the things you think are appropriate for you during the meeting.
Explain your point of view.

— It’s possible to arrive at the business meeting a few minutes later after the scheduled time.
— It’s a good idea to exchange business cards at the beginning.

— A male can shake hands with a female business partner.

— Discuss business only before meal.

— Avoid physical contact while discussing business (e.g. pat him/her on the shoulder).
— Giving presents at business meetings is forbidden.

— Avoid alcohol and smoking.

— Don’t say ‘no’ even if you disagree with your partner.

— Always say ‘thank you’ for a lunch/dinner organized by your business partners.

@ Task 20. Read the text and find out how culture influences business
etiquette.

CULTURE MATTERS ...

Every culture is different, and has different styles of etiquette. Every day deals are lost
because cultural misunderstandings. These misunderstandings do not have to be huge to
have a negative effect on your business — a poor first impression could leave your prospec-
tive partner with a bad feeling. Knowing the right etiquette can help you avoid this and
save you a great deal of time and money. Mr Thompson shares what he has learned from
his experience:

Greeting. Handshakes are the typical form of physical greeting in most countries. But
they are longer in the Middle East than in Western countries. It is recommended that you
wait for the other person to withdraw his/her hand before you do. If you are a man greeting
an Arab businesswoman, wait for her to initiate a hand shake as some conservative women
may choose to not shake hands with men.

Time and Space. Being punctual is one of the easiest ways to make a good impression
without a lot of effort. In some cultures, it is not expected that people will be on time. For
example in Latin America it is acceptable to be a little late. But if your colleague or customer
is late for a meeting, it is best to take a relaxed view.
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People from different cultures also have different ideas about personal space. Standing
close or touching another person during the conversation is considered appropriate. In
Mexico, it is OK to give a friendly pat on the back, but in China you should never touch
the other person.

Business cards. Nowadays people rarely use business cards in the U.S and in Europe be-
cause you can do more things with a smartphone. But in many countries you won’t be taken
seriously if you don’t have a business card to give someone when you greet. The business
card exchange is extremely important in Japan — almost ceremonial. Always give business
cards with two hands and remember to admire and examine the card when you receive it.
The more time you spend looking at it indicates the more respect you have for the person.

Meals. Very often international business is negotiated and discussed at social events, like
business lunches and dinners. Never eat with your hands, even ifit is a sandwich or a pizza.
Use a napkin or other utensils. In the US business may be conducted over breakfast, lunch
or dinner. In Germany business matters are usually discussed before or after the meal; never
during. The Chinese do not discuss business at any meal. In Japan you should never service
yourself to pour a drink. Your host, or someone else at the table, will fill your glass for you.

In Australia, alcohol is discouraged at business lunches. Drinking moderately at business
meals is acceptable in Germany; in Russia, you are expected to drink to establish closer
relationships.

In most European countries and in the US it is considered polite to thank your host
for a meal. But never do this in India — it is considered a form of payment and, therefore,
insulting.

Gifts. Depending on where you’re going, gifts
in business may be expected in some countries,
and could be considered a bribe in others. Always
wrap your gifts for Japanese partners. The value of
a gift is less important than thoughtfulsness with
which it was prepared. In China you have to give
and receive gifts with both hands. Besides, it’s
considered rude to open a gift in front of the per-
son who gave it. On the contrary in Africa, gifts
are opened immediately upon receipt. Many US
companies discourage or limit gift giving as it may
be seen as a bribe. Mostly it is polite to give small
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gifts when meeting someone, but avoid giving very expensive gifts. Otherwise this can make
your partner might feel uncomfortable.

Agreeing and disagreeing. When offering a deal to your business partner you are expect-
ing a ‘yes’ response. But be ready for the unexpected. For example, the Japanese typically
respond with ‘yes’ as you talk to them even if they disagree with you. They say it just to
acknowledge that they understand what you are saying. It is similar to Indian culture where
saying ‘no’ is impolite. So instead of saying ‘no’, respond with ‘possibly’, ‘I’ll try’, ‘we’ll
see’. And remember that Bulgarians nod if they disagree with you and shake their heads
to say ‘yes’.

Task 21. Decide if the following statements are true (T), false (F) to check
how you have understood the text. Comment on your opinion.

1. In Brazil it is acceptable to be a bit late for the meeting.

2. Women don’t do business in Saudi Arabia.

3. Business cards are losing popularity all over the world.

4. Give business cards with both hands in China.

5. In Germany business matters are usually discussed during the meal.
6. It’s not appropriate to eat pizza or sandwich with your hands.

7. InJapan you can help yourself if you want a drink.

8. Inthe US gifts may be regarded as a bribe.

9. In China your business partners open gifts as they receive them.
10.If Japanese says ‘I’ll try’ or “possibly’ it is likely to mean ‘no’.

25 Task 22. Write a short comment on the following phrase ‘When in Rome do
as the Romans do’. Use the words to express your thoughts.

— respect/respectful
— behave

— appropriate

— be expected to

— conform/adapt

Say what a person should do if rules of his/her country are very different from the rules of the
country they are visiting. Provide examples.

@ Task 23. Do your own research and make a list of appropriate and not ap-
propriate business behaviors in your country.
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Reyvision

Task 24. Read the text below and choose the best option from: A, B, C, or D.

SOMETHING WENT WRONG

A Saudi Arabian delegation arrived 1) ... Copenhagen to finalize an important business
deal for which the initial talks had already taken place in Saudi Arabia. In Copenhagen,
they 2) ... with the middle aged top manager of the Danish company and his young smart
intelligent assistant. After a week of 3) ..., the Arabians told the Danish firm that the con-
tract would be awarded to them.

As a mark of 4) ..., on the last day before their departure the Arabian delegation was
invited by the manager for a dinner hosted in their 5) ... . After the dinner, around midnight,
the manager said, “Gentlemen, I have to catch a very early flight tomorrow morning for
London. So, I have to leave now and hope that you will not mind it. My assistant will 6) ...
that you get back to your hotel safely. And then she will drive you to the airport tomorrow
morning ...~

Next morning, on the way to the airport, the Saudi Arabians informed the assistant that
they had decided not to sign that contract after what happened last night. On returning from
the airport the assistant sat in her office trying to make out what exactly went 7) ... last night.
To find the reason for the 8) ... she called her previous boss, who had spent nearly eight
years in Saudi Arabia. He said that Saudi Arabia is a hierarchical culture where women are
not 9) ... seriously. And the senior manager demonstrated huge lack of 10) ... by leaving
the Arabian delegation with a young lady ...

1 |A |at B |in C |to D |with

2 |A |discussed B | responded C |interacted D |accepted
3 |A |negotiations |B |conversation |C |agreement D |deal

4 | A |religion B | courtesy C |response D |etiquette
5 |A |requirement |B |occasion C |part D |honour
6 |A |sure B |insure C |ensure D |resure
7 |A |acceptable B |wrong C |out D |inside

8 |A |event B | question C |failure D [success
9 |A |regarded B |appropriate C |consider D |believed
10 |A |demand B |intellect C |ignorance D |respect
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Task 25. Reserving a room. Complete the sentences with suitable words or
phrases.

— Ritz Hotel. HowcanI 1) .................. you?

— I’mphoningto 2) .................. a room.

— Whenisit3) ...ccoovvveiiieenns ?

— The first of July.

— Howmany4) ........cccccooeee . are you goingto 5) ........ccceeeeeee ?

— Two nights.

— What kind of room would you 6) ............ ? Asingleroomora7) .............. .

— I need asuite.

— Justa®) .o, I’'ll check. Yes, that’s fine. We have a nice room on the
second 9) .....cceeveeennnns for this date.

— How 10) ..oovvvvreinns isit?

— It’s $85 per night and breakfast is 11) .....................

— That’s a good price. I’d like to make a 12) .................. for that room, please.

— Very well. May I have your 13) .................. please?

— Robert McFadden.

— Couldyou14) ........... . your last name, please?

— ItsM—-—C—-F-A-D-D-E-N.

— Can I have your credit card 15) ..................... , please?

— Yes, sure. It’s a Visa. 3452 6557 6984

— Thank you for your reservation. We are looking 16) ................... seeing you in our
hotel on the first of July.

— Thanks 17) ................... Goodbye.

Task 26. Make a poster on business etiquette for a particular country.
Follow these steps.

— Choose one foreign country (e.g. Germany, the USA, Japan etc.);

— Use the Internet to find information about business etiquette in this country;

— Think about different aspects of etiquette (e.g. greeting, gifts, table manners, senior-
ity, gender, religion);

— Collect information on what you have to do and what is not allowed;

— Organize information on a poster;

— Use pictures to illustrate the poster;

— Present your information in classroom.

Vote and choose the most interesting and the most creative poster in group.
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Vocabulary

accept

acceptable
appreciate

available (flights)
baggage reclaim
beverage

boarding pass

bribe

cancel (reservation)
charge (extra money)
check in

check out
complimentary
confirm (reservation)
consider

courtesy

cultural heritage
customs

deal

departure
departure lounge
deposit

destination
establish (relationships)
facilities

failure
headquarters

host

ignorance

item

itinerary

jetlag

laundry
maintenance person =cleaner
negotiation

porter

regard

request

respond

route

search (for)

shake hands

suite

travel arrangements

MpUuiMaTH, MOTOIXKYBaTUCS
MPUNHITHUI

LiHyBaTU

JIOCTYIIHi, HasIBHi (aBiapeiich)
MOBEPHEHHS Oaraxy

Harii

MOCAIKOBUI TaJIOH

xabap

BiIMiHUTH (3aMOBJIEHHSI)
Opatu (IOJaTKOBY IJIATHIO)
peecTpailist

BHUCEJICHHS (3 TOTEJTIO)
JIOIATKOBUM

MiATBEPAUTU (3aMOBJICHHS)
po3risaaTu

BBIWIMBICTb, YeMHICTb
KYJbTYPHUU CIafoK
MUTHUIIS

yrozaa

BiImpaBiIeHHS

3aJ1 OUiKyBaHHSI

JlaBaTy 3aBAATOK

Miclie TpU3HaYEeHHSI
BCTAHOBUTHU (CTOCYHKM)
3PYYHOCTI (B TOTENi)
HeBaava

mTab-KBapTupa

npuiimMaTu (rocteil)
HeoOi3HaHICTh

piy, mpeaMeT

MapupyT

MOpyIIeHHsI 0iI0PUTMIB OpraHizmy,
yepe3 3MiHy YaCOBMX MOSICIB
MpaJibHS

MpUOUpaTbHUK
MepeMOBUHMU, TTIEPErOBOPU
HOCHUJIbHUK

BBaxkaTu, pO3LiHIOBATU
3aMUTYyBaTU

BIIIIOBiIaTH

MapupyT

IyKaTu

TUCHYTU PYKU (IIJ11 MPUBITAHHS)
HOMeEp B roTeJi
MPUTOTYBaHHS 10 MOIOPOXKi
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Appendix A At Reception

visitor

visitor badge
registration form
clipboard
business card
pen

computer screen
headset

. receptionist
10.desk

11.letter tray

12. swivel chair
13.mouse
14.keyboard
15.receiver
16.telephone system
17.notepad

18. diary

19. appointment book

© 0 NS R W=

20. (company) brochure

21.briefcase

BiIBiTyBau

OeimKIK
peecTpauiitHa (popma
rnarika 3 3aTuckauem
Bi3UTiBKa

pyuka

eKpaH KOMIT 1oTepa
HaBYIITHUKU
cekperap
TMMCHbMOBHI CTiN
JIOTOK JIJ1s1 TIamepiB
CTiJIellh Ha KOJTIIIaTax
MUIIIKA

KJ1aBiaTypa
cllyxaBKa
TesiehOHHA CUCTEMA
3aMMCHUK
LIOACHHUK
3alMCHUK JIJTS
JIUJIOBUX 3yCTpiueit
npe3eHTalliiHUI
OyKJIeT (KOMITaHii)
noptdenb
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A warm welcome

Use the words from the list to complete the
text.

The a) , Patrick Spencer, arrives
at reception.

“Hello, I'm Patrick Spencer, from
LifeStyle magazine. I’ve got a meeting
with Messier Bernard.”

He hands his b) to Katherine
Delacroix, the c) . Ms Delacroix
looks in the d) to check the
time of the meeting with Messier
Bernard. “Welcome to Peugeot, Mr
Spencer,” she says. “Could you fill in

this e) , please?” The piece of
paper is firmly
attached to af) . “I’m afraid

I haven’t got anything to write with,”
Mr Spencer says. “Could you lend me
ag) ?” “Sure,” answers Ms
Delacroix, “there’s one right here.”
After Mr Spencer has finished writing,
Ms Delacroix prepares his h) .
“ Please take a seat,” she says. “I’ll tell
Messier Bernard you’re here. Would
you like to look at our i) while
you’re waiting?” “No thanks,” replies
Mr Spencer, “I’ve got plenty to read in
my j) “




Appendix B Preparing for a Presentation

flip chart
stand/tripod

pie chart

table

microphone
speaker/presenter
remote control
laser pointer

. loudspeaker

10 (pull-down) screen
11.slide

12.graph

13. podium

14. participant
15.refreshments

16. (data) projector
17. extension cord
18.socket
19.handout(s)

o NS AW N~

20.mobile phone, cell
phone

s

daimyapT
TpUHOTa

Kpyrosa jiarpama
TaOIULIST
MikpodoH
JIoMnoBizau

MyJIbT

JIa3epHa yKasKa
TYYHOMOBELIb
MiABICHUI eKpaH
(&) €207 0i

nIiarpama
TpuOyHa
y4aCHUK 300piB
Haroi i Jlerka 3akycka
IIPOEKTOP

IIHYP

po3eTKa
po3aaBajibHUMN
MaTepial
MOOTBEHMI TeiepoH

A presentatoin

Use the words from the list to complete the
text.

Andrea Alberts is a bit nervous because
she’ll be the first a) at the meet-
ing, so she checks that she has every-
thing she needs. Her presentation is on
her laptop, which will be connected to a
b) at the centre of the room. This
allows her to show her presentation on

the ¢) at the front wall. She’ll
usead)  toswitch from one Power-
point e) to the next. By speak-
ing into a f) , she can be sure

everyone will be able to hear her, and a
set of external g) will carry the
sound to the back of the room. In case
her computer should fail, Andrea has
set up a h) in the corner. On it,
she has the main elements of her talk;
the product names are arranged in a

i) and the market share is illus-
trated with a j) . She’ll also dis-
tribute the information in her presenta-
tion on a three-page k)

o1




Appendix C At the Airport

| @& Terminal A
arrivals

baggage reclaim
border agency

customs

1. arrivals
2. baggage reclaim
3. border agency

customs

. check-in
suitcase

. hand luggage

. trolley, cart

. luggage
10.bulky luggage
11. passport control

12. conveyor belt

13. security checkpoint
14.X-ray machine
15.metal detector
16.ground transport
17.domestic flights

18. connecting flights
19. departures

| B3 Departures

NpUOyTTS
OTpUMAaHHS Oaraxy
NacnopTHUM
KOHTPOJIb

MUTHULIS
peecTpallist

BaJsliza

py4HMIi Oarax

Bi30K

Oarax

TPOMI3IKMIi Garax
NacIoOpTHUM
KOHTPOJIb

KOHBEUEDP
KOHTPOJIbHUI MYHKT
PEHTIeH
METaJIOJETEKTOP
Ha3eMHMI TpaHCIIOPT
BHYTPpIlLIHI peiicu
CIIOJIyYyBaJIbHI peicu
BiIIIpaBiIecHHS
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First floor: (2

Ground ﬂoo.r_t fre <

exit
}  ground transport

Gates 10-18 &

Airport procedures

Use the words from the list to complete
To save time at the airport, have your
flight details ready when you go to the
a) . Make sure your b)

contains no sharp objects, such as
knives or scissors. Please be aware that
there are limits on the weight and size
of each c) . There is a charge of
90 for overweight bags or d) .
Once your e) is checked in, you
can continue to f) .Have your
passport and boarding pass ready. At
the g) you will, pass through
a(n) h) and be asked to place
coats, shoes and bags on the i)

Your personal items will pass through
a(n)j) . Cameras, laptops and
electronic equipment will not be dam-
aged by it.




Appendix D On the Plane

cabin

overhead locker
hand baggage
emergency exit
window shade
row

seat pocket

tray table

safety card

10. passenger
11.seat belt, safety belt
12.seat

13.buckle

14. armrest
15.strap

16.seat back
17.oxygen mask
18.life jacket

19. cabin crew

PRI A=

20.lavatory
21.floor-level lighting
22. aisle

23. flight attendant

CaJIOH JliTaka
BepxHs 11agka
PYuYHUi1 Garax
aBapiliHUM BUXiJ
LITOPKa

pan

KUIIICHST
CTOJIMK-TTOJTULIS
IHCTPYKLisl 3 6e3MmeKu
Macaxxup

peMiHb Oe3ITeKHn
CUNIHHSA

MpsiKKa, 3acTiOKa
Ouiblie Kpicia
peMiHb

CIIMHKA Kpicia
KHMCHEeBa Macka
PSTIBHUM XXUJIET
opurama
OOPTIIPOBITHUKIB
TyajeT

MiCBITKA MiAJIOTH
TIPOXi/I
OOPTIPOBITHUK,
cTIO0apaeca
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Safety first!

Complete the text with words from the list.
“Ladies and gentlemen. Please

give us your full attention as our

a) demonstrate the
safety features on board. Be sure to
securely fasten your b)

for take-off and landing. Put your

) in an upright posi-
tion and close the d)
Place your e)
underneath your seat or in a(n)

f) . As this is a non-
smoking flight, smoking is prohibited
throughout the g)
including the h)
are four i)

clearly marked. j)
will guide you to the exits. If needed,
k) will automatically
drop from compartments above you.
You will find a(n) )
under your seat. Please also look at the
safety card, which you’ll find in the

m) in front of you. We
wish you a pleasant flight. Thank you
for choosing our airline!”

. There
, which are




Appendix E In a Hotel Room

pillowcase
dressing gown
pillow

sheet
mattress
duvet (UK),
blanket
queen-sized bed
. kettle
10.ironing board
11.hanger
12.iron
13.wardrobe
14.bathroom

15. toiletries

16. hairdryer
17.shower
18.bath

19.desk

20. mirror
21.towel
22.armchair

© P NS R W=

HaBoOJIOUKA
Xajar

noayliKa
MPOCTUHb
MaTpail

MMyXOBa KOBIpa
KOBapa
2-craJibHe JIi3KKO
YaliHUK
npacyBaJibHa JOIIKA
BillIaJIKa

npacka

rapaepoo

BaHHa KiMHaTa
TyajeTHi

den

Ay

BaHHa

CTiJ

JiepKanao
PYLIHUK

KpicJio
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Our hotel rooms.

Complete the text with words from the list.
Settle into one of our 60 comfort-

able guest rooms. For a good night’s
sleep, we offer single (twin) beds or

a) . Each bed has an extra-
firm b) , covered in the fin-
estcottonc) . Rest your head on
feather-soft d) . All rooms
offer clean, modern e) , with
a(n) f) or bath, where you’ll
find complimentary soap and other

2) . We provide a(n) h)

for drying your hair quickly. For visits
to the hotel sauna, extra i) are
available on request. Each room has
a(n)j) , S0 you won’t have to
wait for your morning cup of coffee or
tea. An iron and k) are pro-
vided, should your clothing be creased
from travelling.
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