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TEMA 1.
POBOTA I ITIPOPECIA

Meta: 3akpimiueHHsS 0a30BOi JIEKCMKM TEMH, a TaKOXX OCHOBHHMX 3pa3KiB MOBICHHS, SIKi
BUKOPUCTOBYIOTbCS y KOMYHIKaTHBHHX cuTyanisx ‘“Po6ora. Ilpodecis”; axTuBizamiss HaOyTHX
3HaHb Yy CAMOCTIHHOMY MOBJICHHI.

OcnosHi mousiTTsa: Work, job, responsibility, full-time job, part-time job, permanent job, temporary
job

IIJIAH:

1. Works and jobs
2. Ways of working

1. 3BepHIiTH yBary Ha JIEKCHYHE 3HAYEHHS Ta CIIOJIVYYBAHICTh BHUJIJIEHUX CIIIB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOT'O TEPMIHOJIOTIYHOrO CJIOBHUYKA

in charge of + noun

responsible for + verb+-ing

responsibility + infinitive /-ing

One of my responsibilities is to make sure that ...
One of my responsibilities is making sure that...

You don't say: ‘Frarespensible’

To find out what someone’s job is, you ask ‘What do you do?’
Kerstin talks about her job:

‘I work for a large European car maker. | work on car design. In fact, | run the design department
and | manage a team of designers: 20 people work under me. It’s very interesting. One of my main
responsibilities is to make sure that new model designs are finished on time. I’'m also in charge of
design budgets.

‘I deal with a lot of different people in the company. I’m responsible for coordination between
design and production: | work with managers at our manufacturing plants.’

2. 3BepHITH YBary Ha BKUBAHHS clioBa “Work”; BUkopucTalTe MOJENI Y BIACHUX MPUKIANAX

Word combinations with ‘work’

If you work or have work, you have a job. But you don’t say that someone has ‘a work’. Work is
also the place where you do your job. You don’t say for example, ‘at the work’ or ‘to the work’.

Here are some phrases with ‘work’.

The economy is growing fast and more people are in work — have a job — than ever before. The
percentage of people out of work — without a job — has fallen to its lowest level for 30 years.

Frank talks about his job:

‘I work in a bank in New York City. I leave for work at 7.30 every morning. | go to work by train
and subway. | get to / arrive at work at about 9. I’'m usually at work till 6. Luckily, I don’t get ill
very much so I don’t often take time off work — away from work due to illness.’

3. Types of job and types of work: BUKOpucTaiiTe BUILIEH] CJIOBOCIIOJIYYECHHS JUISL ONUCY DI3HUX




npodeciit

A full-time job is one for the whole of the normal working week; a part-time job is for less time
than that. You say that someone works full-time or part-time.

A permanent job does not finish after a fixed period; a temporary job finishes after a fixed
period.

You talk about temporary work and permanent work.

4. Po3kaxiTh Opo poboTy Mpii/ HaiiMeHII 0akaHy poOOTY, BUKOPUCTOBYIOYH PUKMETHUKH, SIK1
OIIMCYIOTh XapakTep poOoTH:

satisfying, stimulating, fascinating, exciting — the work is interesting and gives you positive feelings
dull, boring, uninteresting, unstimulating — the work is not interesting

repetitive, routine — the work involves doing the same things again and again

tiring, tough, hard, demanding — the work is difficult and makes you tired

5. Cucrema BIpaB 1 MpaKTUYHUX 3aBJaHb 1 3aBJIaHb JJIs 3aKPIIJICHHS OTPUMAHUX 3HAHB 1
BiJpaIfoBaHHs HaBUYOK: gnp. 1.1-1.3. cm.11; enp.2.1-2.2 cm.13 Business Vocabulary in Use

1. IUTAHHA 1JIs1 CAMOKOHTPOJIIO

If you work, answer these questions.

» What do you do? What are you in charge of?
What are your responsibilities?

» What time do you leave for work? How long does
it take you to get to work? What time do you

arrive at work? Do you take a lot of time off work?

If you don’t work, answer these questions.

* What sort of job would you like to do?

» What sort of routine would you like to have?

* Why do some people prefer to work part-time or to have temporary jobs?

II.

If you work, answer these questions.

* Do you have a nine-to-five job? Do you have to clock on and off? Is there a flextime system in
your organization? Are there people who do shiftwork in your company?

* Could you do your job working from home? If so, would you like to?

» What do you like most about your job?

What do you like least?

If you don’t work, answer these questions.

» What sort of working hours would you like to have when you start working?

* Would you like to work from home?

» What kind of job would you like? Complete this sentence in five ways to talk about yourself.

2. TECTU AJ1s1 CAMOKOHTPOJIIO

Complete each gap in the text with one of the prepositions below



Rebecca lives in London and works in public relations.

She leaves home for work at 7.30 am. She drives (1) work. The traffic is often bad and she worries
about getting (2) work late, but she usually arrives (3) work at around 9. She finishes work quite
late, at about 8.

‘Luckily, I’'m never ill,” she says. ‘I could never take time (4) work.’

She loves what she does and is glad to be (5) work. Some of her friends are not so lucky: they are
(6) of work.

(1)Ato Bfor C on Dat E-

(2)Ain Bfor C at Don Eto

(3)Afor Bto C off Dat Einto

4 Ain Boff C at Dfor Eto

(5)Aon Bfor C in Dat Eto

(6) Ain Bfor C on Dat Eto

3. CHUCOK PEKOMEHJIOBAHOI JIITEPATYPH:

OcHoBHa:
1. Bill Mascull. Business Vocabulary in Use. Cambridge University Press, 2017
2. Arthur McKeown, Ros Wright. Professional English in Use. Management. Cambridge University
Press, 2011
3. Cate Farral, Marianne Lindsley. Professional English in Use. Marketing. Cambridge University
Press, 2008

JlomaTkoBa:
. Practical English Usage, Michael Swan, Oxford University Press, 2016
. Dilys Parkinson, Joseph Noble. Oxford Business English Dictionary for learners of English. 2006
. Wells J.C. Longman Pronunciation Dictionary, Pearson Education Limited, 2000
. Raymond Murphy. English Grammar in Use. Cambridge University Press, 2019
. Martin Hewings. Advanced Grammar in Use. Cambridge University Press, 2013
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EnexrponHi ingopmauiiini pecypen:

1. Journal of Business and Management
https://jbm.johogo.com/

2. International Journal of Business and Management (1JBM)
https://www.ccsenet.org/journal/index.php/ijbm

3. World Health Organization
https://www.who.int/

4. Webster's Dictionary and Thesaurus
https://www.merriam-webster.com/

5. Longman Dictionary of Contemporary English
https://www.ldoceonline.com/

6. Free Online Term Extractors
http://recremisi.blogspot.com/p/online-term-extractors.html

7. IlepeBipka TpancmiTepanii
https://dmsu.gov.ua/services/transliteration.html
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https://www.ldoceonline.com/
http://recremisi.blogspot.com/p/online-term-extractors.html
https://dmsu.gov.ua/services/transliteration.html

TEMA 2.
PEKPYTHUHI'. TIPAHEBJAIITYBAHHSA. JOCBIA I KBAJII®IKAIIA TIPAIIIBHUKIB

Mera: 3akpiruieHHs 0a30BOi JIEKCHKM TEMH, a TaK0X OCHOBHHX 3pa3KiB MOBIICHHS, SKi
BUKOPUCTOBYIOTBCS Y KOMYHIKaTUBHUX cuTyalisx “Pexpyrunr. I[lpanesnamryBanus. Jlocsin i
KBaJTi(iKallis MpaIiBHUKIB”; aKTUBI3aIlisl HA0OYTHX 3HAHb Y CAMOCTIHHOMY MOBJICHHI.

OcHoBHi moHsATTS: recruitment, hiring, employment agency, headhunter, application form, CV

IIJIAH:

1. Recruitment and selection
2. Skills and qualifications

1. 3BepHiTH yBary Ha JIEKCUYHE 3HAYEHHS Ta CIIOJIYYYBAHICTHh BUJIJIEHUX CJiB, BHECITH HE3HANHOMI
CJIOBA JIO BAIIIOrO TEPMIHOJIOTTYHOIO CJIOBHHYKA

Situation, post and position are formal words often used in job advertisements and applications.
BrE: CV; AmE: résumé or resume
BrE: covering letter; AmE: cover letter

Applying for a job

Fred is an accountant, but he was fed up with his old job. He looked in the situations vacant pages
of his local newspaper, where a local supermarket was advertising for a new accountant’s position.
He applied for the job by completing an application form and sending it in.

Harry is a building engineer. He’d been working for the same company for ten years, but he wanted
a change. He looked at jobs with different engineering companies on a jobs website. He made an
application, sending in his CV (curriculum vitae — a document describing your education,
qualifications and previous jobs, that you send to a prospective employer) and a covering letter
explaining why he wanted the job and why he was the right person for it.

2. AKTHBI3allisg OTpUMaHMX 3HAHb B YCHOMY BHCJIOBJIIOBAHHI: CKJIAJITh PO3MHOBIIL OPO BIIACHI
HABUYKHM 1 KBTI (IKAIIO 3a 3pa3KOM HIKYE

Education and training

Two company managers, Kasia Gutowska and Nils Olsen, are talking.

KG: The trouble with graduates — people who’ve just left university — is that their paper
gualifications are good. They might have qualifications in interesting subjects, but they have no
work experience. They just don’t know how business works.

NO: I disagree. Education should teach people how to think, not train them for a particular job.
One of last year’s recruits graduated from Oxford University with a degree in philosophy and
she’s doing very well!

KG: Philosophy’s an interesting subject, but for our company, it’s more useful to do training in a
practical subject: it’s better for us if you train as a scientist, and qualify as a biologist or a doctor,
for example.

NO: Yes, but we don’t just need scientists. We also need good managers, which we can achieve
through in-house training — courses within the company. You know we put a lot of money into



management development, where managers regularly go on specialized courses in leadership (see
Unit 10), finance (see Unit 38), etc. You need to acquire experience — get knowledge through
doing things — for that. It’s not the sort of thing you can learn when you’re 20!

3. JIekcuKa, sKka BUKOPHUCTOBYEThLCS B 00’s1Bax Ipo BaKaHCII: CKJ'IaI[iTB BJIaCHY O6’HBV Ipo BakaHcil

These words are often used in job advertisements. Companies look for people who are:

methodical, systematic and organized — working in a planned, orderly way
computer-literate — good with computers

numerate — good with numbers

motivated — very keen to do well in their job because they find it interesting
talented — very good at what they do

self-starters; they must be proactive, self-motivated, or

self-driven — good at working on their own

team players — people who work well with other people

4. CucremMa BIIpaB 1 MPaKTUYHUX 3aBJIaHb 1 3aBJaHb JIJIs 3aKPITUICHHS OTPUMaHUX 3HAHb 1
BiNpaIoBaHHs HaBUYIOK: gnp. 3.1-3.3. cm.15; 4.1-4.3 cm.17 Business Vocabulary in Use

2. IMTAHHA AJ1 CAMOKOHTPOJIIO

If you work, answer these questions.
» Where did you see the jobs advertised?
» What did you send to apply for the job?
» What was the selection procedure?

If you’re a student, answer these questions.

» When you applied for your course did you use an online application form or send an application
in?

* Did you need to provide referees?

* Did you have an interview?

3. TECTHU JJ1s1 CAMOKOHTPOJIIO
Replace the underlined phrases with correct forms of words and expressions below

Fred had already (1) refused two job offers when he went for (2) a discussion to see if he was
suitable for the job. They looked at his accountancy degree and contacted (3) previous employers
Fred had mentioned in his application. A few days later, the supermarket (4) asked him if he would
like the job and Fred (5) said yes.

Harry didn’t hear anything for six weeks, so he phoned the company. They told him that they had
received a lot of (6) requests for the job. After looking at the (7) document describing his education,
qualifications and previous jobs of the (8) people asking for the job and looking at (9) what exams
they had passed during their education, the company had (10) chosen six people to interview and
then given them (11) tests on their personality and intelligence. They had then given someone the
job.

1)
A changed
B showed




C occurred

D appeared

E turned down
(2) |
A a conversation
B an examination
C aconference
D an interview
E a meeting

3

A his referees

B his friends

C his family

D his colleagues
E his applicants
4)

A made him

B told him

C gave him

D offered him

E brought him
®)

A borrowed

B responded

C took

D accepted

E answered

(6)

A applications
B documents

C letters

D papers

E CVs

(7

A papers

B documents
CCVs

D applications
E diplomas

8

A colleagues

B employers

C unemployed
D workers

E applicants

)

A their experience
B their qualifications
C their previous jobs
D their skills

E their character
(10)



A included six people
B excluded six people
C shortlisted six people
D tested six people

E examined six people
(11)

A psychometric tests
B personal tests

C individual tests

D educational tests

E comprehensive tests

4. CIUCOK PEKOMEHJIOBAHOI JIITEPATYPHU:

OcHoBHa:
1. Bill Mascull. Business Vocabulary in Use. Cambridge University Press, 2017
2. Arthur McKeown, Ros Wright. Professional English in Use. Management. Cambridge University
Press, 2011
3. Cate Farral, Marianne Lindsley. Professional English in Use. Marketing. Cambridge University
Press, 2008

JdopaTkoBa:
1. Practical English Usage, Michael Swan, Oxford University Press, 2016
2. Dilys Parkinson, Joseph Noble. Oxford Business English Dictionary for learners of English. 2006
3. Wells J.C. Longman Pronunciation Dictionary, Pearson Education Limited, 2000
4. Raymond Murphy. English Grammar in Use. Cambridge University Press, 2019
5. Martin Hewings. Advanced Grammar in Use. Cambridge University Press, 2013

EnexrponHi ingopmauiiini pecypen:

. Journal of Business and Management
https://jbm.johogo.com/

. International Journal of Business and Management (IJBM)
https://www.ccsenet.org/journal/index.php/ijbm

2. World Health Organization

https://www.who.int/

3. Webster's Dictionary and Thesaurus
https://www.merriam-webster.com/

. Longman Dictionary of Contemporary English
https://www.ldoceonline.com/

6. Free Online Term Extractors
http://recremisi.blogspot.com/p/online-term-extractors.html

. [lepeBipka TpanciiTeparii
https://dmsu.gov.ua/services/transliteration.html
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http://recremisi.blogspot.com/p/online-term-extractors.html
https://dmsu.gov.ua/services/transliteration.html

TEMA 3.
OIIVIATA ITPALL TPYJOBI PECYPCHU. MEHE/UKMEHT I A/IMIHICTPYBAHHAI.
KAP’€EPHI CXOUN

Mera: 3akpiruieHHss 0a30BOi JIEKCHKM TEMH, a TaK0X OCHOBHHX 3pa3KiB MOBIICHHS, SKi
BUKOPUCTOBYIOTBCS Yy KOMYHIKaTHMBHMX cHTyamisx “Orurata mpami. TpymoBi  pecypcH.
MenemkMeHT 1 anMiHicTpyBaHHs. Kap’epHi cxoan”; akTHBI3allisi HAOYTHX 3HaHb Y CAMOCTIHHOMY
MOBIJICHHI.

OcHoBHi mousiTTs1: Wages, salary, benefits, overtime, perks, tips, commission, health plan, pension,
working conditions

IIJIAH:

1. Pay and benefits
2. People and workplaces

1. 3BepHITH VBAary Ha JIEKCHYHE 3HAYEHHS Ta CIOJIYYYBAHICTH BUAUIECHUX CJIIB, BHECITh HE3HAOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTTYHOrO CJIOBHHUYKA

Wages, salary and benefits

‘My name’s Luigi and I’m a hotel manager in Venice. I get paid a

salary every month. In summer, we’re very busy, so we do overtime — work a lot of extra hours.
The pay for this is quite good. Working in a hotel, we also get some nice perks — for example, free
meals!’

‘I'm Ivan and I work as a waiter in Prague. I like my job even if I don’t earn very much: | get paid
wages every week by the restaurant. We get the minimum wage — the lowest amount allowed by
law. But we also get tips — money that customers leave in addition to the bill.

Some tourists are very generous!’

‘Hi, I’'m Catherine, and I’m a saleswoman in luxury goods, based in Paris. I get a basic salary, plus
commission — a percentage on everything | sell. If | sell more than a particular amount in a year, |
also get a bonus, which is nice. There are some good fringe benefits with this job: | get a company
car, a BMW; there’s a health plan to pay the costs of medical treatment if | get ill; and the
company makes payments for my pension — money that I’ll get regularly after I stop working. So,
with the bonuses, the car, the health plan and the pension, I’ve got a very nice benefits package.
And the working conditions are good too: I have a nice office and I don’t have to travel too much.’

2. AKTHUBI3allsg OTPUMAHUX 3HAHb B YCHOMY BHCJIOBJIIOBAHHI: PO3KAXKITH MIPO 1€pApXidyHyY CTPVKTYDY
KOMIIaHi1, BAKOPUCTOBYIOYN MAJIIFOHOK HUKYE

Employees and management
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The people who work for a company are on its payroll. They are its employees, personnel, staff,
workers or workforce. These words can also refer just to the people carrying out the work of a
company, rather than the management — those leading and organizing the company.

3. CnoBocronyueHHs 31 caoBoM “labour”: ckiamiTe pedeHHs 3 CJIOBOCIIOIYUYEHHSIMH 13 TA0IUI

You use labour to talk about everyone except the management who works for a company, especially
a company that makes things.

- costs what companies have to pay for labour, rather than materials, etc.
dispute a disagreement between management and labour
leader someone in charge of an organization that represents workers
showr 1 relations the relationship between management and employees in general
shortage a period when there are not enough people available to work
L unrest a period of disagreement between management and employees

4. Busnauimo KIO4086i 1084 MEKCmy

Management and administration

A company’s activities may be spread over different sites in different places. A company’s most
important managers usually work in its head office or headquarters (HQ). Some managers have
their own individual offices, but often employees work in open-plan offices — large areas where
many people work. Administration or, informally, admin — the ordinary work supporting a
company’s activities — is often done in offices like these by administrative staff or support staff. For
example, those giving technical help to buyers of the company’s products are in technical support.

5. Cucrema BIpaB 1 MPaKTUYHMX 3aBJIaHb 1 3aBJaHb JIJIS 3aKPIIUIEHHS] OTPUMAaHUX 3HaHb 1
BiMpaitoBaHHs HaBU4OK: gnp. 5.1-5.2. ecm.19; 6.1-6.3 Business Vocabulary in Use

2. IMTAHHSA 111 CAMOKOHTPOJIIO

L

In what order of attractiveness would you put these benefits in relation to your job or one that you
would like to have? Give your reasons.

salary

share options

company car



performance-related bonus

commission

pension

health plan

1L

Answer these questions about the company you work for or would like to work for. Look at the
company website to help you.

» Where is its head office? How many sites does the company have? How many employees?

* Do people have their own offices or are there open-plan offices? Which do you or would you
prefer to work in?

3. TECTH IS CAMOKOHTPOJIIO

Manuel Ortiz is the founder of a Spanish computer sales company. Use the words given below to
complete what he says about it.

‘I founded Computadoras Creativas 20 years ago. We started withasmall (1) _ in Madrid.
Our®@_______ ,our(d .~ is still here, but now we have sites all over
Spain, with about 500 employees. Many of the officesare (4) _ - —everyone

works together. This includes managersto() _ — secretaries and

people who support the company’s activities, and people in technical (6)
customers over the phone.
Recruitment is taken care of in Madrid, by the (7)
(1)

A house

B office

C building

D room

E block

()

A friendly office

B large office

C big office

D head office

E important office
©)

A ministry

B headquarters

C building

D board

E chair

(4)

A big

B open-plan

C friendly

D comfortable

E modern

(5)

A employees

B colleagues

C administrative staff
D personnel

E workers

giving help to



(6)

A support

B help

C work

D job

E skills

(7)

A top managers

B administration

C human resources department
D employers

E analytical departmenteo

4. CIUCOK PEKOMEHJIOBAHOI JIITEPATYPHU:

OcHoBHa:
1. Bill Mascull. Business Vocabulary in Use. Cambridge University Press, 2017
2. Arthur McKeown, Ros Wright. Professional English in Use. Management. Cambridge University
Press, 2011
3. Cate Farral, Marianne Lindsley. Professional English in Use. Marketing. Cambridge University
Press, 2008

JdopaTkoBa:
1. Practical English Usage, Michael Swan, Oxford University Press, 2016
2. Dilys Parkinson, Joseph Noble. Oxford Business English Dictionary for learners of English. 2006
3. Wells J.C. Longman Pronunciation Dictionary, Pearson Education Limited, 2000
4. Raymond Murphy. English Grammar in Use. Cambridge University Press, 2019
5. Martin Hewings. Advanced Grammar in Use. Cambridge University Press, 2013

EnexrponHi ingopmauiiini pecypen:

1. Journal of Business and Management
https://jbm.johogo.com/

2. International Journal of Business and Management (IJBM)
https://www.ccsenet.org/journal/index.php/ijbm

3. World Health Organization
https://www.who.int/

4. Webster's Dictionary and Thesaurus
https://www.merriam-webster.com/

5. Longman Dictionary of Contemporary English
https://www.ldoceonline.com/

6. Free Online Term Extractors
http://recremisi.blogspot.com/p/online-term-extractors.html

7. IlepeBipka TpaHciiTepariii
https://dmsu.gov.ua/services/transliteration.html
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TEMA 4.
BUIU 3AHHATOCTI. MTPOBJIEMHA HA POBOYOMY MICII. MEHEI)KEPH,
KEPIBHUKHU, JTUPEKTOPU. JIIAEPCTBO

Mera: 3akpiruieHHs 0a30BOi JIEKCHKM TEMH, a TaK0X OCHOBHHX 3pa3KiB MOBIICHHS, SKi
BHKOPHUCTOBYIOTBHCSI Y KOMYHIKATUBHHMX cHUTyalisix “Buaum 3aitasTocti. [IpobGiemu Ha pobGodomy
Mmicii. MeHemKkepu, KEpiBHUKH Ta JIUpeKTopu. JlimepcTBo”; akTuBi3amis HaOyTHX 3HAaHb Y
CaMOCTIfHOMY MOBJICHHI.

OcHoBHi moHsTTA: Outsource, freelancer, in-house personnel, contractor, flexibility, glass ceiling,
equal opportunities
IJIAH:

1. Companies and careers

2. Problems at work

3. Managers, executives and directors
4. Businesspeople and business leaders

1. 3BepHITH VBAry Ha JIEKCUYHE 3HAYEHHS Ta CIIOJYYYBAHICTHL BUALIEHUX CJIiB, BHECITh HE3HAMOMI
CJIOBA JI0 BAILIOT'O TEPMIHOJIOTIYHOrO CJIOBHUYKA

Career paths

Many people used to work for the same organization until they reached retirement, the age at
which people retire — end their working life. Career paths were clear: you could work your way
up the career ladder, getting promotion to jobs that were more senior — more important with
greater responsibility. You would probably not be demoted — moved to a less senior job.

In-house staff or freelancers?
Companies that downsize often outsource many jobs previously done by in-house personnel:

outside companies clean the offices, transport goods, and collect money from customers. This
allows the companies to concentrate on their main business activities. Downsized companies use
more freelancers — independent people who work for several different companies — or they may
ask contractors to work for short periods on temporary contracts. They often expect flexibility,
with people moving to different jobs when necessary: but for many employees, this means job
insecurity — the feeling that they may not be in their job for long.

The way that an employee is doing their job is discussed at performance reviews — regular
meetings with their manager.

Leaving a company
To leave a company, you can resign or hand in your notice.

If you do something wrong and are forced to leave a company, you are: dismissed, terminated,
fired or sacked / given the sack.

If you’ve done nothing wrong, you are: laid off, made redundant or offered early retirement.

2. AKTHBI3AIlIs OTPMMAHKX 3HAHb B VCHOMY BUCJIOBJIIOBAHHI: MPo0aeMu Ha poOOYOMY Micii

If people are treated differently from each other in an unfair way, they are discriminated against.

If a woman is unfairly treated just because she is a woman, she is a victim of sex discrimination. In
many organizations, women complain about the glass ceiling that prevents them from getting
further than a particular level.



If someone is treated unfairly because of their race, they are a victim of racial discrimination or
racism. Offensive remarks about someone’s race are racist and the person making them is a racist.

Equal opportunities, positive discrimination or affirmative action is when help is given in
education and employment to groups who were previously discriminated against.

Some companies have a dignity at work policy covering all the issues described in A and B.

3. Management organigram: mopiBHsiite yupasmiHceki Mojeni B bpuranii i CITTA
Managers and executives: UK

chairman / chairwoman
chief executive / managing director

senior executives / - / | \

non-executive directors

top executives / chief financial director /f |marketing} |human resources IT research
executive directors finance director director director director director
middle managers l accounts department sales customer services
manager manager manager

line managers (in travel agency branches)

Managers and executives US

president
non-executive directors chief executive officer (CEQ)
chief operating officer (CO0)

chief financial officer (CFQ)

vice president (VP) marketing

vice president (VP) human resources
vice president (VP) research

senior executives /
top executives /
executive directors

4. Cucrema BIIpaB 1 IPAaKTUYHUX 3aBJIaHb 1 3aBJaHb JJI5 3aKPIIUIEHHS] OTPUMaHUX 3HaHb 1
BiIMpaioBaHHst HaBU4OK: gnp. 7.1-7.3 cm.21; énp. 8.1-8.2. cm.25; 9.1-9.2 ¢m.27 Business
Vocabulary in Use

2. MIMTAHHA AJ1 CAMOKOHTPOJIIO

If you work, answer these questions.

* Do you think you will work for the same company until you retire? Why? / Why not?
» What kind of structure does your company have?

» What kind of work does your company outsource?

If you study, answer these questions.

* Do you think you will look for a job in a company where you can work your way up the career
ladder until you retire, or do you think you will work for a lot of different companies?

* Do you know any companies which have restructured or downsized?



3. TECTHU JIsI CAMOKOHTPOJIIO

l.

Look at the executives and managers listed in A opposite. Match each task (1-6) with the particular
person most likely to be responsible for doing it.

1 Meet with advertising agency to discuss new advertisements for the company’s holidays.
2 Study possible new holiday destinations in detail.
3 Analyse last year’s profits in relation to the previous year’s.
4 Contact newspaper to advertise new jobs.

5 Deal with complaints from customers.

6 Discuss sales figures with sales team.

(1)

A finance director

B human resources director

C marketing director

)

A research director

B marketing director

C customer services manager

©)

A finance director

B sales manager

C research director

(4)

A marketing director

B finance director

C human resources director

()

A sales manager

B customer services manager

C finance director

(6)

A marketing director

B sales manager

C research director

.
Carla used to work for an Italian magazine publishing company. She talks about how she lost her
job. Choose the correct form of the word in each case.

Edizione Fenice is a big magazinepublishing company. | was director of a monthly magazine called
Casa e Giardino. Then Fenice was bought by an international publishing group. We had to have
regular
performance (1)
staff (2)
4___ .
Then they started 5) _ off more senior people like me. The new owners said they
wanted to make the company (6) and (7) .Solwasmade (8) _
_. They offered to help me find another job with (9)(outplacement / outplaced / outplacing)
services, but I refused.

1)

_______ with one of the new managers. After a few months they started laying
. Our own journalists were put on temporary(3) or replaced by



A review

B reviews

C reviewer
(2)

A off

B on

C out

3

A contracts

B contractual
C contracting
4)

A freelancer
B freelancers
C freelanced
®)

A laid

B lying

C laying

(6)

A flat

B flatter

C flatten

(7

A lean

B leant

C leaner

8

A redundant
B redundancies
C redundancy
©)

A outplacement
B outplaced
C outplacing
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TEMA 5.
OPTAHIBAIII

MeTta: 3akpimiaeHHsS 0a30BOi JIGKCMKM TEMH, a TaKOXX OCHOBHHMX 3pa3KiB MOBICHHS, SIKi
BUKOPUCTOBYIOTbCS y KOMYHIKQTMBHHUX cUTyalisx “Opranizamii’; akTuBi3aiiss HaOyTUX 3HaHb Y
CaMOCTIfHOMY MOBJICHHI.

OcnoBHi mousaTTsi: enterprise, self-employed, multinational, corporation, state-owned,
government-owned, bureaucracy

IIJIAH:

1. Organizations

2. Commerce and enterprise

3. Self-employed people and partnerships
4. Limited liability

1. 3BepHITH VBAary Ha JIEKCHYHE 3HAYEHHS Ta CIOJIYYYBAHICTH BUAUIECHUX CJIIB, BHECITH HE3HAloOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTIYHOIO CJIOBHUYKA

Business and businesses

Business is the activity of producing, buying and selling goods and services. A business, company
or firm, or more formally a concern, is an organization that sells goods or services. Large
companies considered together are referred to as big business.

You can talk about a company or a particular activity as an enterprise, especially to emphasize its
risk-taking nature.

Businesses vary in size, from the self-employed person working on their own, through the small or
medium enterprise (SME) to the large multinational with activities in several countries.

A large company, especially in the US, is a corporation. The adjective is corporate, used to talk
about a big company — or big companies in general. Corporate is often used in these combinations:

culture the way a company’s employees think and act
ladder the different levels of management in a company
headquarters a company’s main office

corporate < - —
logo a symbol used by a company on its products, advertising, etc.
image all the ideas, opinions, etc. that people have about a company
profits the money made by companies

2. AxKTHBI3allisl OTPUMAHUX 3HAHb B YCHOMY BHCJIOBJIIOBaHHI: KOMepuiuHa QianbHicmb, munu
nionpueMcme - nocmagme 5 cneyianibHuxX NUmManb 00 MeKCmy CMoCO8HO 3HAYEeHHS 8UOLIEHUX Cllig

Commerce

Commerce is used:

- to refer to business in relation to other fields: ‘literature, politics and commerce’.

- for government departments that deal with business: US Department of Commerce.
- in the names of organizations that exist to help business: chambers of commerce.

- to refer to business on the internet: electronic commerce or e-commerce.

The adjective commercial describes money-making business activities: for example, commercial
airline, commercial artist, commercial disaster.




Enterprise

In 1970s Britain, there were state-owned or government-owned companies in many different
industries, such as car manufacturing. Some industries, such as coal and electricity, had been
nationalized — they were entirely state-owned. In the 1980s, the Thatcher government believed that
nationalized companies were inefficient, so many of them were privatized by selling them to
investors. Supporters of privatization believed that bureaucracy — the system for running
government departments, with its rigid rules and slow decisions — was not good for business: state-
run companies were too bureaucratic.

Enterprise is used in a positive way to talk about business, emphasizing the use of money to invest
in new activities with a certain amount of risk involved. Enterprise is often used in these
combinations:

:.::Eate enterprise business activity owned by individuals rather than the state
" culture whv_an_ !:beople are encouraged to make money through their own ‘
activities and not rely on the government
enterprise 4 economy an economy where there is an enterprise culture |
zone pal_'t of a country where business is encouraged because there are less
L strict laws, lower taxes, etc.

3. Cucrema BIpaB i MPaKTUYHUX 3aBJaHb 1 3aBJaHb JUIS 3aKPITUICHHS OTPUMAHHUX 3HAHB 1
BimpaifoBaHHs HaBu4oK: ¢np. 11.1-11.3. em.31; 12.1-12.3 ¢m.33 Business Vocabulary in Use

2. IMTAHHA AJ1 CAMOKOHTPOJIIO

* Who is your country’s most famous entrepreneur? What is this person famous for?
* In your opinion, are entrepreneurs born or made?

*Think about the industry you work in or would like to work in. Look at a health and safety
website, for example, the UK government site at www.hse.gov.uk, and identify key hazards in the
industry.

3. TECTHU I CAMOKOHTPOJITO

Which type of organization is each of these?

1 A group of engineers who work together to provide consultancy and design services. There are no
outside shareholders.

2 A large British engineering company with 30,000 employees. Its shares are bought and sold on
the stock market.

3 An American engineering company with outside shareholders.

4 An engineer who works by herself by providing consultancy. She works from home and visits
clients in their offices. (3 possibilities)

5 An independent British engineering company with 20 employees. It was founded by three
engineers, who are shareholders and directors of the company. There are five other shareholders
who do not work for the company.

1)

A partnership

B limited company



C corporation

(2)

A plc

B partnership

C freelancer / sole trader / sole owner
3

A limited company

B corporation

Cplc

4)

A partnership

B corporation

C freelancer / sole trader / sole owner
ON

A corporation

B limited company

Cplc
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TEMA 6.
BHUPOBHHUIITBO I HOCJYTU. MAPKETHHI OBI JOCJIKEHHA. IHHOBAIIII

Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BHKOPHUCTOBYIOTBCSI Y KOMYHIKQTUBHUX CHUTyamisix  “BuUpoOHHMITBO 1 MOCITyrd. MapKEeTHHTOBI
JOCIHiKeHHs. [HHOBaIIi”; aKkTHBI3aIlisl HAOYTHX 3HAHb y CAMOCTITHOMY MOBJICHHI.

OcnoBHi moHsTTaA: Manufacturing industry, service industry, market research, survey, field trials,
focus groups,

IIJIAH:

1. Manufacturing and services
2. Market research
3. Innovation and invention

1. 3BepHITh VBAry Ha JIEKCHUYHE 3HAYEHHS Ta CIIOJYYYBAHICTHL BUALIEHUX CJIiB, BHECITh HE3HAMOMI
CJIOBA JI0 BAILIOT'O TEPMIHOJIOTIYHOrO CJIOBHUYKA

Here are some of the services or service
industries that make up the service

Here are some of the manufacturing
industries that make up the manufacturing

sector. sector.
aerospace planes and space call centres (BrE) dealing with orders,
vehicles call centers (AmE) complaints, etc. from
cars (BrE) cars customers by phone
automobiles (AmE) catering restaurants, bars, etc.
computer hardware  computers, printers, computer software instructions for

etc.

computers

construction

buildings

defence (BrE)

weapons

financial services

banking, insurance,
etc.

defense (AmE) healthcare medical care
electronics mobile phones, etc. leisure cinemas, sport, etc.
food processing canned, frozen, etc. media books, newspapers,
foods film, television
household goods washing machines, property (BrE) buying, selling and

refrigerators, etc.

real estate (AmE)

managing buildings

pharmaceuticals medicines retail shops

steel a strong metal usedin telecommunications phone, internet
the manufacturing of services
machinery and cars tourism travel and holidays

textiles cloth and clothes

2. AxTuBi3allisl OTPUMaHUX 3HaHb B YCHOMY BHCJIOB/IIOBaHHI: MapKeTHHIOBI A0CIiIKeHHS - 5K,
Ha Ballly AYMKY, IEpeBaru i Hel0JIiKKA KOKHOTO B BUI1B MAPKETUHIOBUX JOCIIJKEHb?

Market research



In designing products and services, market research — finding out what people really want — is very
important.

There are five ways of carrying out market research:

» Surveys are of four types:

1. In-person surveys can show an example or sample of a new product, but they are expensive.

2. Telephone surveys are less expensive, but people do not like to be called up and asked
questions.

3. Mail surveys have low response rates because few people send the surveys back; they are
inexpensive, however.

4. Online surveys are simple and inexpensive, but usually unpredictable as there is no control over
the pool or selection of people that take part in this kind of survey.

» Focus groups usually last 1-2 hours. A moderator uses specially prepared questions to ask a
group. It takes at least three groups to get accurate results.

» Personal interviews usually last about an hour — they are normally recorded. As with focus
groups, not doing enough interviews gives inaccurate results.

» Observations involve observing consumers in action by videoing them in stores, watching them
at work, or observing how they use a product at home.

» Field trials involve placing a new product in selected stores to test customer response under real-
life selling conditions.

3. Innovation and invention. CrioBotBopui cydikcu i MOpQooriyHa XapakTepUCTHKA CJIOBa:
CKJIQJIITh PEUYCHHS 31 CJIOBaMH B TaOJIHIII

Verb Noun: concept Noun: thing Noun:
(uncountable) (countable) person

design - to make plans or drawings for how |design a design a designer

something is to be made

develop - to make a new idea become development a development a developer

successful, for example by making or

improving a product

innovate - to think of new ideas, methods, |innovation an innovation an innovator

products, etc.

invent - to design and make something for |invention an invention an inventor

the first time

2.3. Cuctema BIpaB i IPaKTUYHHUX 3aBJaHb 1 3aBJaHb [UIS 3aKPIMJICHHS OTPUMAaHHUX 3HAHB i
BinpaioBanHs HaBu4oK: gnp. 13.1-13.3. ¢m.35; 14.1-14.3 ¢m.37; 15.1-15.2 Business Vocabulary
in Use

2. IUTAHHS )11 CAMOKOHTPOJIIO

l.

» What does a pharmaceutical company need to do before it can release a new drug?

* What kind of surveys have you taken part in?

» What will a company do if they find a problem in a product after the launch? And why might this
be a big problem?

.

» How big is the public sector in your country? Do people who work in it have good working
conditions compared to those in the private sector?



* In your country, which of these industries are in the public sector, and which are in the private
sector? Which have been privatized?

bus transport electricity supply postal services

rail transport telephone services  water supply

3. TECTH I CAMOKOHTPOJIIO

A company will have to deal with problems that are specific to its industry. Match each problem
with one of the industries

1 buying a new building and being unable to find people to rent it
A tourism

B financial services

C property

2 holidaymakers arriving to find that their hotel is not finished
A financial services

B tourism

C property

3 lending to someone who cannot repay the loan

A property

B defence

C financial services

4 selling weapons to governments that people do not approve of
A defence

B financial services

C pharmaceuticals

5 making drugs that poor countries cannot afford

A financial services

B pharmaceuticals

C defence
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TEMA 7.
BUPOBHUIITBO. MATEPIAJIA 1 HIOCTAYAJIBHUKH. BI3BHEC-®LIOCO®II

Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BUKOPUCTOBYIOTHCSI Y KOMYHIKATHBHUX CHUTYyalisX ‘‘BupoOHuITBO. MaTepiaiau i mMoCTavyabHUKH.
biznec-dinocodii”’; akTuBizalis HAOYTHUX 3HAHb Y CAMOCTITHOMY MOBJICHHI.

OcHnoBHi monsTTsi: product, produce, craft industry, labour-intensive, assembly line or production
line, cost-effective, computer-assisted manufacturing

IIJTAH:

1. Products and services
2. Materials and suppliers
3. Business philosophies

1. 3BepHITH VBAary Ha JIEKCHYHE 3HAYEHHS Ta CIOJYYYBAHICTH BUAUIECHUX CJIIB, BHECITH HE3HAOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTTYHOI0 CJIOBHHYKA

Products

A product can be: something natural, e.g. wood, oil, paper; something made to be sold, e.g. cars,
computers, clothes; a service, e.g. broadcasting, insurance.

Produce (uncountable) normally refers to agricultural products such as crops or fruit.

Noun: things Noun: company or |Verb Noun: activity
country
(manufactured) maker /| make [ manufacture /| |manufacture [ manufacturing /
products [ goods manufacturer | produce production
(see Unit 17) producer
(agricultural) producer produce manufacture [ manufacturing /
produce [ products production
services provider provide provision

Mass production
Car production started in workshops where each car was individually hand-made.

Producing cars like this was a craft industry. It was very labour-intensive — it took a lot of work
to produce each car.

Then, in 1913, Henry Ford had the idea of an assembly line or production line at the Ford
manufacturing plant in Detroit: a team of workers were responsible for each part of the
manufacturing process, which meant that the plant could make cars in very large numbers — it could
churn them out.

Today, the same system is used in manufacturing, but with the addition of industrial robots. The
machines are expensive but very cost-effective — they produce a lot in relation to what they cost.
These robots are part of the CAD/CAM system of computer-assisted (or computeraided) design
and manufacturing.

2. AKXTHBIi3aIlisl OTpUMaHKX 3HAHb B YCHOMY BHCJIOBITIOBaHHI: Marepiaiu i mocTayaibHUKH



Inputs

Dyson makes vacuum cleaners. It takes raw materials like steel and plastic, and makes some of the
components — or parts — used in its products. (Other components are made by other companies.)

Here are some typical combinations:

aerospace
automotive

replacement
car components spare parts
computer
electronic

Materials and parts are just some of the inputs. The others are labour — workers and managers —
and capital — money. Knowledge is also important because Dyson is a leader in vacuum
technology.
Vacuum cleaners that are in the course of being made are work-in-progress. At any one time,
Dyson has goods worth millions of dollars in its factories and warehouses; these are both the
materials and components used to make its products, and its finished goods — the products that have
been made.
Quantities of raw materials, components, work-in-progress and finished goods in a particular place
are stocks.

3. Business philosophies: miikpeciiTe KIKYOBI CI0BA

Mass customization

Production lines are good for mass production — producing large numbers of similar products.
Manufacturers try to make standard products, with few variations, that as many people as possible
will want to buy. Standardization is the most important factor.

Custom-built or tailor-made products, where each product is made to meet the specifications,
requirements or needs of a particular customer, are more expensive to produce, of course.

The management thinker Joseph Pine and others talk about the possibilities of mass customization,
where products are made in large quantities, but each one is made to the specifications of the buyer
— the person or organization buying it. Dell Computers, where each computer is made for a
particular buyer, is the best-known example of this.

4. Cucrema BIpaB 1 MPaKTUYHUX 3aBJaHb i 3aBAaHb JUIS 3aKPIIUICHHS OTPUMaHHUX 3HAHb 1
BijIpaioBaHHs HaBu4oK: gnp. 16.1-16.3. ¢m.41; 17.1-17.3 cm.43; 18.1-18.3 c¢m.45 Business
Vocabulary in Use

2. IMTAHHSA 1Js1 CAMOKOHTPOJIIO

e What are the advantages and disadvantages of the following?
* outsourcing » asking for components ‘just-in-time’

e Are hand-made products better than mass-produced products?

3. TECTU AJis1 CAMOKOHTPOJIIO



Which business philosophy is each of these things an example of?
mass customization
Wikinomics
benchmarking
the long tail

1 A gold mining company makes information about its mines available on the internet. Anyone can
analyse the information to suggest where the company may find gold. If gold is found in the place
that they suggest, the person gets a prize.

2 A telephone company looks at other telephone companies to see which one issues the lowest
number of bills to customers with mistakes in them. It then copies the methods of this company

to reduce the number of mistakes in its own bills.

3 An internet site used to stop selling particular products if none were sold for a year. Now it makes
all its products available indefinitely.

4 On its website, a bicycle manufacturer allows each buyer to specify exactly what sort of bicycle
he or she wants.

4. CHIUCOK PEKOMEHJIOBAHOI JIITEPATYPH:

OcHoBHAa:
1. Bill Mascull. Business Vocabulary in Use. Cambridge University Press, 2017
2. Arthur McKeown, Ros Wright. Professional English in Use. Management. Cambridge University
Press, 2011
3. Cate Farral, Marianne Lindsley. Professional English in Use. Marketing. Cambridge University
Press, 2008

JdopaTtkoBa:
1. Practical English Usage, Michael Swan, Oxford University Press, 2016
2. Dilys Parkinson, Joseph Noble. Oxford Business English Dictionary for learners of English. 2006
3. Wells J.C. Longman Pronunciation Dictionary, Pearson Education Limited, 2000
4. Raymond Murphy. English Grammar in Use. Cambridge University Press, 2019
5. Martin Hewings. Advanced Grammar in Use. Cambridge University Press, 2013

EnexrponHi ingopmauiiini pecypen:
1. Journal of Business and Management
https://jbm.johogo.com/
2. International Journal of Business and Management (IJBM)
https://www.ccsenet.org/journal/index.php/ijbm
1. World Health Organization
https://www.who.int/
. Webster's Dictionary and Thesaurus
https://www.merriam-webster.com/
. Longman Dictionary of Contemporary English
https://www.ldoceonline.com/
6. Free Online Term Extractors
http://recremisi.blogspot.com/p/online-term-extractors.html
. IlepeBipka TpanciiTepanii
https://dmsu.gov.ua/services/transliteration.html

N

ol

\]



https://jbm.johogo.com/
https://www.ccsenet.org/journal/index.php/ijbm
https://www.who.int/
https://www.merriam-webster.com/
https://www.ldoceonline.com/
http://recremisi.blogspot.com/p/online-term-extractors.html
https://dmsu.gov.ua/services/transliteration.html

TEMA 8.
MHOKYIILL ITPOJABILI I PHUHOK. PUHKHA I KOHKYPEHTH

Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BHKOPHUCTOBYIOTBCSI Y KOMYHIKaTUBHUX curyamiax “Tlokymii, mpomaBii i1 puHOK. PuHKHM 1

KOHKYPEHTHU ’; aKTHBI3allisi HAOYTHX 3HAaHb Y CAMOCTIHHOMY MOBJICHHI.

OcnoBHi monsTTSI: customer, client, customer base, client base, clientele, user, end-user.
consumer, buyer, purchaser, industrial buyer, seller, vendor

IIJTAH:

1. Buyers, sellers and the market
2. Markets and competitors

1. 3BepHiTH yBAary Ha JIEKCUYHE 3HAYEHHS TA CIOJAVYYBAHICTH BUJIJIEHUX CIiB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOTO TEPMIHOJIOTIYHOrO CJIOBHUYKA

Customers and clients
People who buy IBM’s products and services are IBM’s customers or clients.

Foster and Partners, a big architectural firm, has clients, rather than customers. Client often refers
to people and organizations who buy the services of professionals such as accountants, lawyers, etc.
IBM’s customers considered as a group make up its customer base. Foster and Partners’ clients
considered as a group form a client base. These are slightly technical expressions, used for example
in business journalism.

People who buy a company’s or a professional’s products or services, especially expensive or
exclusive ones, are its clientele.

You can also talk about the users of a product or service who may not be the organizations who
actually buy it. The expression end-users refers especially to people who use products, particularly
computer equipment and other technology. These expressions are often used in contrast to the
producers and distributors of a product. For example, IBM sells products through various channels,
but the end-users are the employees of the companies that buy its products.

People who buy products or services for their own use are consumers, especially when considered
as members of large groups of people buying things in advanced economies.

Buyers, sellers and vendors

A person or organization that buys something is a buyer or purchaser. But these terms are also
used to talk about someone in a company or shop responsible for buying goods that it uses or sells.
These people are also buying managers or purchasing managers.

An industrial buyer is an organization that buys things for use in producing its own goods
or services.

A person or organization that sells something is a seller. In some contexts, for example selling
property, they are referred to as the vendor. (Business journalists and lawyers may also refer to
people selling products, rather than services, as vendors.) People selling things in the street are
street vendors. A vending machine is a machine from which you can buy coffee, cigarettes, etc.

2. AxTuBi3allis OTPUMaHUX 3HAaHb B YCHOMY BHCJIOBJIIOBAaHHI: YacTOTHI Ji€CIIOBa, MOB’s3aHI 3
poOOTOIO0 KOMITaH1M Ha PUHKY



Companies and markets
The market for a particular product is the people/organizations that buy it, or might buy it.
Buyers and sellers of goods or services in a particular place form a market

enters N it starts selling there for the first time.
penetrates it starts selling, or sells more and more, there.
abandons
F:::::t of it stops selling there.

If acompany { Withdraws from %3 market,
dominates it is the most important company selling there.
corners it becomes the main company selling there.
monopolizes it is the only company selling there.
drives another it makes the other company leave the market,
company out of perhaps because it can no longer compete.

3. Competitors and competition: underline key words and explain their meaning

Companies or products in the same market are competitors or rivals. Competitors compete with
each other to sell more, be more successful, etc.

The most important companies in a particular market are often referred to, especially by journalists,
as key players.

Competition is used to talk about the activity of trying to sell more, be more successful, etc. When
competition is strong, you can say that it is intense, stiff, fierce or tough. If competition isn’t strong,
it may be described as low-key.

The competition refers to all the products, businesses, etc. competing in a particular situation, seen
as a group.

4. Cucrema BIIpaB 1 MPAaKTUYHUX 3aBJIaHb 1 3aBJaHb JJIS 3aKPIIUIEHHS] OTPUMaHUX 3HaHb 1
BiAmpaitoBaHHs HaBu4oOK: gnp. 19.1-19.3. ¢m.47; 20.1-20.3 cm.49 Business Vocabulary in Use

1. IMTAHHA A1 CAMOKOHTPOJIIO

* What companies in your country have a large customer base?
» What is the purchasing manager responsible for buying in a large office?

2. TECTU AJ1s1 CAMOKOHTPOJIIO

Choose the correct verb from A opposite to complete the sentences and write its correct
grammatical form.

1 Houston, Texas is conveniently located in the southern US and our objective is to make it the
gateway for Latin American technology companies that want to the US market by
opening an office there.

A abandon

B withdraw from

C penetrate

2 Las Vegas has the market on US tourists looking for a wild escape for adults.

A enter




B corner

C get out of

3 Foreign pharmaceutical firms are the market for the first time to target the
country’s growing and increasingly health-conscious middle class.

A enter

B leave

C monopolize

4 Listeners now have numerous stations to choose from, whereas in the past the market was
by All-India Radio network.

A monopolize

B dominate

C withdraw

5 As Swiss bankers markets abroad, they are facing like-minded competitors from
elsewhere in the world.

A penetrate

B leave /

C get out of

4. CHIUCOK PEKOMEHJIOBAHOI JIITEPATYPH:
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Press, 2011
3. Cate Farral, Marianne Lindsley. Professional English in Use. Marketing. Cambridge University
Press, 2008
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TEMA 9.
MAPKETHUHI'. MAPKETHUHI'-MIKC: THE 4 Ps. TPOAYKTH I BPEHIHU

Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BUKOPHUCTOBYIOThCS y KOMYHIKATHBHHX CHTyallisx ‘“MapkeTtunr, mapkeTuHr-mikc: the 4 Ps.
[TpoxykTH 1 Openan”; akTUBI3aIis HAOYTHUX 3HAHb Y CAMOCTIHHOMY MOBJICHHI.

OcunoBHui monsTTsi: market, marketing concept, profitability, marketing plan, benefits, the 4 Ps,
marketing mix, brand, generic product, own-brand product

IIJTAH:

1. Marketing and market orientation
2. The four Ps
3. Products and brands

1. 3BepHITH VBAary Ha JIEKCHYHE 3HAYEHHS Ta CIOJYYYBAHICTH BUAUIECHUX CJIIB, BHECITH HE3HAOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTTYHOI0 CJIOBHHYKA

Marketing

Marketing is the process of

planning — identifying future needs for —

designing — developing and making — goods/services in order to satisfy
pricing — deciding the price for — customer needs profitably
promoting  —informing customers about —

distributing — making available —

The marketing concept should be shared by everyone in an organization — all managers and
employees, not just those in the marketing department, should think in these terms of
profitability through satisfying customer needs.

Companies point out how the special features — important characteristics and qualities — of their
products and services possess particular benefits — advantages — in relation to the needs of the
people who buy them.

Non-profit organizations have other goals, such as persuading people to give money to help people
in poor countries, but these organizations also use the techniques of marketing. This is social
marketing.

In some places, even totally different organizations such as government departments think
about — or at least talk about — their activities in terms of the marketing concept.

2. AKTHBI3allisg OTPUMaHUX 3HaHb B YCHOMY BHCIIOBJIIOBaHHI: YaCTOTHI J1€CJIOBa, IMOB’s3aHI 3
MapKEeTUHT-MiKCOM

The four Ps are:

product — deciding what to sell

price — deciding what prices to charge

place — deciding how the product will be distributed and where people will buy it

promotion — deciding how the product will be supported with advertising, special activities, etc.



A fifth P which is sometimes added is packaging — the materials used to protect and present a
product before it is sold.

The four Ps are a useful summary of the marketing mix — the activities that you have to combine
successfully in order to sell.

The next four units look at these activities in detail.

To market a product is to make a plan based on a particular marketing mix and put it into action.
The marketing plan for a new product or service shows how this can be realized.

A marketer or marketeer is someone who works in this area.
Marketer can also be used to describe an organization that sells particular goods or services

3. Word combinations with ‘product’: BuxopucraiiTe CIOBOCHOJYYEHHS y BJIAaCHHUX
BHCJIOBJTFOBAHHSIX

catalogue (BrE) . , .
catalog (AmE) a list of a company’s products (see Unit 18)
mix a company’s products considered together and in relation to one
portfolio another
line . .
range a company’s products of a particular type
product -+
. the stages in the life of a product and the number of people who
lifecycle )
buy it at each stage
sitionin how a product is seen, or how a company would like it to be seen,
po g in relation to its other products andfor to competing products
placement when a company pays for its products to be used or seen in films
and TV programmes

4. Brands and branding: nigkpeciiTh i HOSCHITH KIIFOYOBI CJIOBA TEKCTY

A company gives a brand or brand name to its products so that they can be easily recognized. This
may be the name of the company itself: in this case, you can talk about the make of the product, for
example LG. For many products, you refer to the make and model — the Ford (make) Ka (model),
the Sony Vaio or the Canon EOS.

Some brand names become names for the whole product category — for example Hoover for
vacuum cleaners or Biro for pens.

Brand awareness or brand recognition is the degree to which people know a particular brand. All
the ideas that people have about a particular brand are its brand image. A brand manager is in
charge of the marketing of goods or services with a particular brand.

Branding is creating brands and keeping them in customers’ minds through advertising, product and
package design, and so on. A brand should have a clear brand identity so that people think of it in a
particular, hopefully positive, way in relation to other brands.

Products that are not branded — those that do not have a manufacturer’s brand name — are generic
products or generics.

A product sold by a retailer with its own name rather than the name of its manufacturer is an own-
brand product (BrE), or own-label product or store brand (AmE).

5. Cucrema BIpaB i MPaKTHYHKX 3aBJAHb 1 3aBJaHb IS 3aKPIIUICHHS OTPUMAHUX 3HAHB i
BiJINpaitoBaHHs HaBUYOK: gnp. 21.1-21.2. cm.51; 22.1-22.3 cm.53 Business Vocabulary in Use

2. IMTAHHA AJ1 CAMOKOHTPOJIIO



* Think of an organization that is famous for being market-oriented. What factors are important?

» What are typical product placements in a particular film or TV show that you know?

» What are the most famous brands of chocolate, soft drinks, breakfast cereal and fast food in your
country

3. TECTU AJs1 CAMOKOHTPOJIIO
Choose the correct expression to complete each gap.

1 Unlike traditional product , under which companies provided goods at no cost in
exchange for the exposure, TV advertisers will pay a lot of money for their products to get worked
into the actual storyline.

Aline

B mix

C placement

2 At this food shop, the product includes local produce as well as nuts shipped from
California, wine from France and olive oil from Italy.

A lifecycle

B mix

C positioning

3 The new product are Mr Ballmer’s answer to the

most difficult questions about Microsoft’s future: Where will it find new growth as the Windows
and Office businesses continue to mature?

A lines

B range

C placement

4 There needs to be a tough cost-control policy throughout the different stages of the product
in order to keep costs down.

A catalogue

B lifecycle

C mix

5 The firm must define its markets, position ranges of brands and identify gaps which offer
opportunities for expansion or new product

Aline

B mix

C positioning

6 Ford’s CEO Mark Fields wants to streamline the company’s product

so more cars and trucks are produced in fewer plants.

A lifecycle
B portfolio
C positioning
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TEMA 10.
HIHOYTBOPEHHS I JUCTPUBYLIA. IPOCYBAHHSA TOBAPIB HA PUHKY.
IHTEPHETPECYPCH Y MAPKETHHKY

MeTta: 3akpimieHHsS 0a30BOi JIEKCMKM TEMH, a TaKOXX OCHOBHHX 3pa3KiB MOBJICHHS, SIKi
BUKOPUCTOBYIOThCS Y KOMYHIKaTUBHUX cuTyamisx “LlinoyrBopenns i nuctpudyuis. IIpocyBanns
TOBapiB HA PHUHKY. [HTEpHET pecypcH y MapKeTHHTY ’; aKTHBi3allis HAOYTHX 3HaHb Y CAMOCTIHHOMY
MOBJICHHI.

OcnoBHi mousiTTs: price, pricing, low-priced, high-priced, list price, discount, upmarket,
downmarket

IIJTAH:

1. Price and pricing
2. Distribution: wholesalers, retailers and customers
3. Advertising and promotional activities

1. Word combinations with ‘price’: caMocTiiHO CKJIAIiTh DPEYEHHS 3 CJIOBOCIIOJIVYCHHSIMH B
Ta0IHI

boom when prices are rising quickly, to the benefit of sellers
controls government efforts to limit the amount by which prices increase
rice < cut a reduction
P hike an increase, especially one not wanted by the buyer; used by joumalists
war when competing companies reduce prices in response to each other
tag a label attached to goods, showing the price; also means ‘price’

2. 3BepHITh yBary Ha JIEKCHYHE 3HAUYEHHS Ta CIIOJYYYBAHICTHL BUAUIEHUX CJIIB, BHECITH HE3HAOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTTYHOrO CJIOBHHYKA

Pricing

The owner of Allmart Stores talks about its prices:

‘As you know, our goods are low-priced and this permanently low pricing means we charge low
prices all the time. Our competitors say their goods are more expensive because they provide
customer service. But we believe that our customers are interested in cheap goods and don’t want
to pay extra for service.

‘It is true that we have loss-leaders — these are cheap items which are there to attract customers. We
have a policy of selling our goods below the ‘official” list price or recommended retail price. This
policy of discounting — selling at a discount to the list price — has been very successful.’

The owner of Luxmart says:

‘Allmart’s goods are cheap — low-priced but not of high quality. Our top quality goods are high-
priced, | agree, but we have high levels of customer service. In fact, most of our goods are mid-
priced — not cheap and not expensive. But Allmart are undercutting us on some products — selling
the same ones at lower prices than us.’

3. AKTHBI3aIlisg OTPUMAHUX 3HAHb B VCHOMY BUCJIOBJIIOBAHHI: YAaCTOTHI HIECIIOBA, TIOB’A3aHl 3
p ¥ Yy I )



PI3HUMH CerMEHTaMH PUHKY

Upmarket and downmarket

Products exist in different models. Take skis for example. Some are basic and others more
sophisticated and exclusive. The cheapest skis are low-end or bottom-end. The most expensive
ones are high-end, top-end or premium products — designed for very experienced users (or people
with a lot of money!). The cheapest entry-level skis are intended for beginners who have never
bought skis before. Those in between are mid-range. When you buy more sophisticated skis to
replace basic ones, you trade up and move upmarket.

If you buy cheaper skis after buying more expensive ones, you trade down and move
downmarket.

To say that something is downmarket often shows disapproval. For example, if a publisher takes a
newspaper downmarket, they make it more popular, less cultural, etc. in an attempt to increase the
number of readers.

4. Distribution: wholesalers, retailers and customers. Onuwime pucynok
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Kinds of shops
A shop (BrE) or store (AmE) may be referred to technically, for example by a maker of goods, as a
retail outlet or sales outlet. Here are some types of shop:

chain store —a shop that is part of a group of shops, all with the same name
convenience store  —ashop in a town that is open long hours

Discounter —a wholesaler or retailer with very low prices

department store —a very large shop, usually in a town centre

hypermarket —a very large shop with a wide variety of goods, usually outside a town
supermarket —a very large shop, selling mainly food

5. CiioBHuKOBHUH MiHIMYM 110 migTeMu “‘Pexsama. IIpocyBaHHs TOpBapy Ha pUHKY
Advertising

A series of advertisements for a particular company, product, etc. is an advertising campaign.
A television advertisement is also called a commercial.

A person or business that advertises is an advertiser. An organization that designs and manages
advertising is an advertising agency.

Another form of advertising is sponsorship, where companies sponsor events like concerts and
sports events, by paying some of their costs or paying for their products to be displayed.

Promotional activities
Promotion (uncountable) can refer to all the activities designed to support the sale of a product,




including advertising. A promotion (countable) can describe:

a special offer such as a discount or reduced price

a free sample — a small amount of the product to try or taste

a free gift given away with the product

a competition with prizes

Supermarkets, chain stores and airlines also offer loyalty cards — the more you spend, the more
points you get, and you can exchange these points for free goods or flights.

A cross-promotion is where you buy one product, and you are recommended to buy another
product, for example a washing machine with a recommendation for a particular brand of washing
powder.

Advertisements where famous people recommend the product are product endorsements.

Product placement is when a company pays for its products to be used or seen in films and TV
programmes

6. Cuctema BIpaB i MPAaKTUYHUX 3aBJaHb 1 3aBJaHb JUIA 3aKPIIUIEHHS OTPUMAHMUX 3HAHb 1
BipaIfoBaHHs HaBU4OK: gnp. 23.1-23.3. cm.55; 24.1-24.3 cm.57; 25.1-25.3 ¢m.59 Business
Vocabulary in Use

2. IMTAHHA AJ51 CAMOKOHTPOJIIO

« What are the advantages and disadvantages for a company with an upmarket image trying to
increase its sales by offering cheap products?

* Do you prefer shopping in the city centre or out of town? Why?

* Which companies in your country often advertise by direct mail?

» What do you think of telemarketing?

3. TECTU JII CAMOKOHTPOJIIO

Look at B opposite and say where you go if you want to

do the following.

1 park easily and visit a number of different shops without having to go to the town centre

2 visit different shops grouped together in a British town centre

3 buy a packet of sugar if all the supermarkets are closed

4 buy food and some other products extremely cheaply

5 buy clothes in a town centre without going to a specialized clothes shop

6 buy clothes, a computer and products for doing repairs on your house all in one shop, outside the
town centre

1)

A convenience store
B discounter

C shopping mall

)

A hypermarket

B shopping centre
C discounter

©)

A convenience store
B hypermarket

C department store



(4)

A shopping centre
B discounter

C shopping mall
(5)

A department store
B discounter

C hypermarket

(6)

A convenience store
B department store
C hypermarket
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TEMA 11.
MPOJAXKI I BAPTICTD. IPUBYTKOBICTb I HEIPUBYTKOBICTb. IHBOCHUHT
(PAXYHOK-®AKTYPH)

Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BHKOPHUCTOBYIOTBCSI Y KOMYHIKaTuBHUX curyamisx “Tlpomaxi 1 Baprticte. IIpuOyTKOBICTH 1
HENpUOYTKOBiCTh. [HBOMCHHT (BUCTaBICHHS paxyHKiB-(QakTyp)” akTHBi3allisi HaOyTHUX 3HAHb Y
CaMOCTIfHOMY MOBJICHHI.

OcnoBHi mousaTTs: sales, revenue, turnover, sales volume, sales growth, sales forecast, direct cost,
fixed cost, variable cost, cost of goods sold, overheads, costing

IIJIAH:

1. Sales and costs
2. Profitability and unprofitability
3. Getting paid

1. 3BepHIiTH VBAry Ha JIEKCUYHE 3HAYCHHS Ta CIIOJYYYBAHICThL BUALIEHUX CJIIB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOT'O TEPMIHOJIOTIYHOrO CJIOBHUYKA

Sales

The goods and services that a business sells, and the money it receives for them from customers, are
its sales. Denise van Beek of Nordsee Marine works in sales. In fact, she is sales director, in
charge of the sales department. Denise is talking to her sales team at a sales meeting.

‘Our sales figures last year were good and revenue or turnover — money from sales — was €14.5
million, on sales volume or unit sales of 49 boats. This was above our target for the year of €13
million. We estimate our sales growth next year at 10 per cent as the world economy looks good
and there is demand for our products, so my sales forecast for next year is nearly €16 million.’

Costs

The amounts of money that a business spends are its costs:

» direct costs are directly related to providing the product, e.g. salaries

» fixed costs do not change when production goes up or down, e.g. rent, heating, etc.
» variable costs change when production goes up or down, e.g. materials

» cost of goods sold (COGS) are the variable costs in making particular goods

» overheads, overhead costs or indirect costs are not directly related to production, e.g.
administration

Some costs, especially indirect ones, are also called expenses or operating expenses.
Costing is the activity of calculating costs. Amounts calculated for particular things are costings.

2. Profitable and unprofitable products. Onuwims mabauuio 6i0 imeni MmeHedHcepa
cynepmapKemy




A supermarket manager talks about the costs and prices for some of its products.

Product |Cost per unit |Sale price per Result

(euros) unit (euros)
A 10 12 We make a profit: the product is profitable or
profit-making.
B 15 15
We break even: we reach break-even point.
C 8 T
We make a loss. The product is loss-making, but we use Product C as a
loss-leader (see Unit 23) to attract people to the store, knowing they will
then also buy profitable products.
D 12 22 '

Product D is very profitable and we sell a lot of it. It's one
of our money spinners or cash cows - products that
have very good profitability.

3. AKTI/IBiBaI_IiSI OTpUMaHHMX 3HAHb B YCHOMY BHUCJIOBJIIOBAHHI: JA0CTaBKa 1 DaXVHOK'd)aKTVDI/I

Shipping and billing

When you ask to buy something, you order it or place an order for it. When the goods are ready,
they are dispatched or shipped to you.

An invoice is a document asking for payment for something and showing the amount to pay. The
activity of producing invoices and sending them to customers is invoicing or billing. If a supplier
chases an invoice, they ask for payment because it has not been paid on time. If you settle an
invoice, you pay it.

4. PaxyHKH: IOSICHITh CJIOBA, BUJIJICHI Y BIIPaBI

Accounts

Jennifer and Kathleen are businesswomen. Jennifer has her company in Britain and Kathleen owns
one in the US.

These businesses are our

customers or accounts. The most

important ones are key accounts.
I’'m waiting for these customers to

pay me. They’re my debtors (BrE). A
o

<

———y———

I’'m waiting for these
customers to pay me. They're
my accounts receivable
(AmE) or receivables (AmE).

I must pay these suppliers
and other organizations.
They’re my creditors (BrE).

I must pay these suppliers and
other organizations. They’re
my accounts payable (AmE)
or payables (AmE).

Some businesses that owe me money
Jennifer  will probably never pay. These are bad Kathleen
debts and I've written them off.



5. Cucrema BpaB i MPaKTUYHUX 3aBJaHb 1 3aBJaHb JUIA 3aKPIIUIEHHS OTPUMAHMUX 3HAHb 1
BiIpAIfOBaHHS HaBUYOK: gnp. 27.1-27.4. cm.63; 28.1-28.3 cm.65; 29.1-29.3 ¢cm.67 Business
Vocabulary in Use

2. IMTAHHA AJ1 CAMOKOHTPOJIIO

* What kind of products are money spinners in your country?

» What kind of companies have very large advertising spends in your country?

* How do companies benefit from economies of scale?

* Once you have ordered a book online, how long would you expect to wait for the book to arrive
after it had been dispatched to you?

* What kinds of companies offer discounts, and why?

3. TECTU AJsA CAMOKOHTPOJIIO
Complete the sentences with the correct expressions from A or B opposite.

1 Can your four cleaners clean 30 hotel rooms in five hours at 45 minutes per room? Your answer
to this will affect your

A unit sales

B costings

2 The bank’s CEO said operating rose due to a new wages agreement and higher staff
numbers in Australia.

A expenses

B sales

3 Last Christmas, many people realized they could get far better value if they waited until
in January to buy their presents.

A the sales

B sales forecast

4 Our department specializes in organizing holidays and conferences tailored to
individual group requirements.

A costings

B sales

5 The costs for external consultants are (fixed / variable) as they change with the number of
consulting days. The costs for internal consultancy, by contrast, comprise a large proportion of
costs because setting up the internal consultancy — hiring permanent staff, renting
offices, etc. — and maintaining it involves (fixed / variable) costs.

A fixed

B variable

6 Pricing your cheese sandwich at £3 when the variable costs of making it are £2.80 does not mean
that you have made 20p profit. If your are £40,000 per year, you will have to sell

200,000 cheese sandwiches just to cover them.
A overheads
B unit sales
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TEMA 12.

AKTHUBH, TACUBU, BAJIAHC. BYXTAJITEPISL. AKIIIOHEPHUAM KAIIITAJ 1
BOPI'OBI 30b0B’sI3AHHA

Mera: 3akpimieHHsS 0a30BOi JIEKCHKM TEMH, a TaKOX OCHOBHUX 3pa3KiB MOBIICHHS, SKi
BUKOPUCTOBYIOTbCS Y KOMYHIKATUBHUX CHUTyalisx ‘“AKTUBH, MacuBU Ta OanmaHc. Byxramrepis.
AKITIOHEpHHI KamiTays i 00oproBi 3000B’s3aHHA’; aKTHBI3allisl HaOyTHMX 3HAHb Y CaMOCTIHHOMY
MOBJICHHI.

OcHoBHi moHsITTS: assets, current assets, fixed assets, intangible assets, liabilities, balance sheet,
annual report, pre-tax profit, pre-tax loss, gross profit, share capital, loan capital

IIJTAH:

1. Assets, liabilities and the balance sheet
2. The bottom line
3. Share capital and debt

1. 3BepHiTH yBary Ha JICKCHYHE 3HAYEHHS Ta CIIOJIVYYBAHICTh BUJIJIEHUX CIIB, BHECITH HE3HANOMI

CJIOBa a0 Balioro TCDMiHOJIOFi‘-IHOFO CJIOBHHYKA

Current
Assets

Assets

CUSTOMER SERVICES
® o ® o

BRAND

1 ' U ? s
BN |

Something that has value or the power to earn money for a business is an asset.

These include:

current assets — money in the bank, investments (see Unit 36) that can easily be turned into money,
money that customers owe, stocks of goods that are going to be sold

fixed assets — equipment, machinery, buildings, land

intangible assets: goodwill — the value that a company has through its reputation with existing
customers — and brands, because an established brand allows its owner to earn money from it,
rather than having to build up a brand from nothing

If a company is sold as a going concern, it is sold as a functioning operation.

Liabilities

A company’s liabilities are its debts to suppliers, lenders, the tax authorities, etc. Debts that have to
be paid within a year are current liabilities; those payable in more than a year are long-term
liabilities — for example long-term bank loans.



Balance sheet
A company’s balance sheet gives a picture of its assets and liabilities at a particular time. This is
usually at the end of the 12-month period of its financial year.

2. ByxrajarepchbKuii 3BiT: 0230Ba JEKCHKA

Results

A firm reports its performance for a particular period in its results. In Britain, results for a
particular year are shown in the company’s annual report. This contains, among other things, a
profit and loss account; in the US, they call this the income statement.

In theory, if a company makes more money than it spends, it makes a profit. If it makes less than it
spends, it makes a loss. But it’s possible for a company to show a profit for a particular period
because of the way it presents its activities under the accounting standards or accounting rules of
one country, and a loss under the rules of another.

A pre-tax profit or a pre-tax loss is one before tax is calculated. An exceptional profit or loss is for
something that is not normally repeated, for example the sale of a subsidiary company or for the
costs of restructuring (see Unit 34). A company’s gross profit is before charges like these are taken
away; its net profit afterwards. Profits are also referred to as earnings. The final figure for profit or
loss is what people call informally the bottom line. If a company makes a profit, it is in the black.
If it makes a loss, commentators may say that it is in the red. They may also use expressions with
red ink, saying, for example, that a company is bleeding red ink.

3. AKTuBI3allid OTpUMAaHUX 3HAHb B YCHOMY BHCJOBJIOBaHHI: Ovxrainrepia. Pozkaocims npo
npogeciuni 0608 a3xu Pionu. Budinime kiouosi crosa.

Accounts

‘Hi, I’'m Fiona and I’m an accountant. I work in Edinburgh for one of the big accountancy firms.
We look at the financial records or accounts of a lot of companies. We work with the accountants of
those companies and the book-keepers — the people who work under them. Sometimes we act as
auditors — specialist outside accountants who check a business’s accounts at the end of a particular
period to see if they give a true and fair view — in other words, that they are accurate and complete.
“When a company’s results are presented in a way that makes them look better than they really are,
it may be accused of creative accounting or window dressing. Of course, one of our jobs is to spot
this and to prevent it happening!

‘Audits are only part of what accountants do, but it’s a very important part.’

4, KamitaJ - nosacHimb 3Ha4eHHs 6UOLIEHUX Clig

Capital

Capital is the money that a company uses to operate and develop. There are two main ways in
which a company can raise capital — find the money it needs: it can either use share capital or
loan capital from investors. These are people or organizations who put money in, hoping to make
more money from their investment or stake in the company.

Share capital

Share capital is contributed by shareholders. They are individuals or organizations that have
provided or put up money to buy shares or stock in the company. Each share represents a part of
the ownership of the company. If you hold shares in a company, you may receive dividends
periodically, usually based on the company’s earnings — profit — in the relevant period, if any. But
some companies do not pay dividends, and investors make a profit as the company grows and the
value of its shares increases. Capital in the form of shares is also called equity.



5. Cucrema BpaB i MPaKTUYHUX 3aBJaHb 1 3aBJaHb JUIA 3aKPIIUIEHHS OTPUMAHMUX 3HAHb 1
BinpaIroBanHs HaBU4IoK: énp.30.1-30.3. cm.69; 31.1-31.3 cm.71; 32.1-32.3 cm.73 Business
Vocabulary in Use

1. IUTAHHA 1JIs1 CAMOKOHTPOJIIO

» Which three of these items are not assets? What kind of assets are the other five items?
1 Vans owned by a delivery company, and which it uses to deliver goods.

2 Vans for sale in a showroom.

3 A showroom owned by a company that sells vans.

4 A showroom rented by a company that sells cars.

5 Money owed by customers that will definitely be paid in the next two months.

6 Money owed by a bankrupt customer that will certainly never be paid.

7 The client list of a successful training company, all of which are successful businesses.
8 The client list of a training company, with names of clients that have all gone bankrupt.
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TEMA 13.

YCHIXH I HEBJIAYI. BAHKPYTCTBO, 3JIMTTS, IIOT'JIMHAHHA TA
CAMOBIJJYY/XEHHSA

Mera: 3akpimieHHS 0a30BOi JISKCHKM TEMH, a TaKO)X OCHOBHHX 3pa3KiB MOBJCHHS, SKi
BUKOPHUCTOBYIOTbCS Y KOMYHIKaTHBHHX CHUTyalisix “Ycmixu i HeBmadi. BaHKpYTCTBO. 3JIUTTS,
MOTJIMHAHHSI Ta CAMOBIIUY>KCHHSI’; aKTUBI3aIlisl HAOYTUX 3HAHb Y CAaMOCTIMHOMY MOBJICHHI.

OcunosHi mousTTa: bankrupcy, insolvent, liquidation, receivership, debt, merger, takeover

IIJTAH:

1. Success and failure
2. Mergers, takeovers and sell-offs

1. 3BepHiTH yBary Ha JIEKCUYHE 3HAYEHHS TA CHOJYVYYBAHICTH BUIIJIEHUX CJIB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOTO TEPMIHOJIOTIYHOrO CJIOBHUYKA

Debt and debt problems

Debt often occurs in these combinations. These expressions are also used to talk about a country’s
foreign debts.

Debt repayment and debt @
e g 7
servicing are equally common. ==

reschedule repay bt ing is used
o truct adebt to 1 defaulton adebt Debt restructuring is us
restructure service three times more than debt
rescheduling.
Bankruptcy

A company in serious financial difficulty has to take some legal steps.

In the US, it may ask a court to give it time to reorganize by filing for bankruptcy protection from
creditors. This means that the company doesn’t have to pay back its debts immediately.

In Britain, a company that is insolvent and unable to pay its debts may go into administration
under the management of an outside specialist called an administrator.

If the company cannot be saved, it goes into liquidation or into receivership. Receivers are
specialists who wind up the company — they sell the company’s assets and pay out what they can to

creditors (see Unit 29). When a company is wound up like this and it ceases trading, it stops
functioning and no longer exists.

When a company is in difficulty and cannot be saved, it goes bankrupt or (more informally) it
goes bust.

2. Bopru: 6azoea aexcuxa

Debt and debt problems
Debt often occurs in these combinations. These expressions are also used to talk about a country’s
foreign debts.



- repayment is when a company repays its debt and/or interest on it. ‘Debt

servicing repayments’ refers to particular amounts repaid.
burden is when a company has difficulty repaying its debt.
Debt 4§ crisis is when a company can no longer pay its debt as planned.

rescheduling is when a company arranges with lenders to put its debt into new forms,
restructuring with new repayment dates, etc.
- default is when a company cannot make payments on its debt.

3. AKTHBI3aIlis OTPUMaHUX 3HAHB: 3aMIHITH BHIUIEH] CJIOBAa CHHOHIMIYHMMH CJIOBaMH a0o
BUPA3aMHU, HAAAHUMHU HUKYIE

Mergers and takeovers

dia Air Lines and Northwest Ya}:'m c:l Wﬁ;flrjesday re'{:cﬂaid :Il:?daaﬁnns;y "
Airlines are tﬂmﬂ'g] in a deal Carl lcahn, the investor, that it ha maged t

ha of isition® by Microsoft with
that will create the world’s biggest e e B

: expensive worker compensation plan. The
carrier. The merger” could well internet company said Mr lcahn's reference to its

bring about further consolidation” in employee plan as a poison pill® "could not be
the US airline industry. further from the truth’.

Cﬂminemal has potential investors which
could act as white knights'? as the German
motor supplier seeks to fend off'' an €11.3
billion ($17 6 billion) hostile bid'? from
Schaeffler, its privately owned rival. Continental is
in talks with five strategic and financial investors
that are prepared to pay a higher price than
Schaeffler's takeover bid'? launched last week.

Commerzbank, until not long ago
seen as a poor fourth in German
banking — and seemingly inevitable
prey’ for a takeover’ — has
become a predator®, and is about
to aequire’ its rival, Allianz.

1 join

2 combination

3 reduction in the number of companies

4 company that might be bought

5 purchase

6 possible buyer

7 buy

8 taking control by buying most or all of its shares

9 something that makes a company less attractive to buy

10 companies which can save another from being bought against their will
11resist

12 unwanted attempt to buy it (opposite = friendly bid)13 attempt to buy it

4. CucremMa BOPAB 1 IPAKTUYHUX 3aBJIAHD 1 3aBAAHb JUISA 3aKPIIUICHHS OTPUMAHUX 3HAHb 1
BiAIIpaIOBaHHs HABUYOK: énp.33.1-33.3. cm.75; 34.1-34.3 cm.77; Business Vocabulary in Use

1. IMTAHHA A1 CAMOKOHTPOJIIO

» What happens when a company defaults on its debt repayments?
* Are there famous companies in your country that are in danger of going bankrupt?



* Should governments bail out ailing companies to save people from being laid oft?

* Why do companies form joint ventures?

* Describe a recent merger in your country or elsewhere. Why did the companies merge?
» What is the core activity of your country’s biggest company?

3. TECTU AJs1 CAMOKOHTPOJIIO

Rachel is an accountant. Fill in the gaps with correct words given below.

‘I work with the corporate recovery department of a London accountancy firm, with companies that
are in financial difficulty. They may be in (1) , and we try to find ways of keeping them

in operation. We may sell parts of the company and this, of course, means that people will be laid
off.

‘Our US office works with a system where companies in difficulty can get (2) from

(3) credit, giving it time to reorganize and pay off some of its debts.

‘If the company can’t continue as a going concern, it goes into (4) :we (5)
the company and it (6) . We sell all the assets and divide the money

up among the creditors
in a process of (7)
A wind up

B ceases trading
C liquidation

D protection

E creditors

F receivership

G administration

b
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TEMA 14.
OCOBUCTI ®IHAHCU. ®PIHAHCOBI HEHTPH
Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BHKOPHUCTOBYIOTBCSI Y KOMYHIKaTMBHUX cHTyalisx “OcoOucti ¢inancu. DiHaHCOBI IEHTpH

aKTHUBi3aIlis HAOYTUX 3HAHb Y CAMOCTIHHOMY MOBJICHHI.

OcHoBHI moHATTS: current account, joint account, overdraft, interest rate, deposit account, saving
account, mortgage, credit crunch, negative equity

IIJTAH:

1. Personal finance
2. Financial centres

1. 3BepHiTH yBary Ha JIEKCUYHE 3HAYEHHS TA CIIOJVYYBAHICTH BUIJICHUX CJiB, BHECITh HE3HAMOMI
CJIOBA [0 BAIIOI'0 TEPMIHOJIOTIYHOI'O CIOBHHYKA. 3ayBAXKTE pi3HUILIO Mk BrE ta AmME

e BrE: current account, cheque account
=8 AmE: checking account
BrE: cheque; AmE check

Traditional banking

‘I’'m Elizabeth. I have an account at the local branch of one of the big banks. | have a current
account which I use to write cheques, make bill payments, and so on. It’s a joint account with my
husband. Normally, we’re in the black, but sometimes we spend more money than there is in the
account and we go into the red and have an overdraft.

We have an overdraft facility — an agreement with the bank to be in this situation as long as the
overdraft stays within a certain amount. Some charges are taken from the account if we go
overdrawn. And of course we pay interest on the overdraft. The interest rate is quite high.

‘T also have a deposit account or savings account for keeping money for the longer term. This
account pays us interest but not very much, especially after tax!

“We have a credit card with the same bank too, plus other cards with other credit card companies.
Paying with plastic is very convenient. But we pay off the total amounts we’ve spent every month,
so we don’t pay interest on these, luckily.

“We also have a mortgage — a loan to buy a house. This is with a type of bank called a building
society.

Luckily, we were not affected by the credit crunch, when banks were much more hesitant to lend
than before, or negative equity, when house prices fell and left some buyers owing more on their
mortgage than their house was worth.’

2. OcobducTe iHBEeCTYBAHHSA: 13084 JEKCUKA

Personal investing

“We have some unit trusts — shares in investment companies that put money from small investors
like me into a range of companies. One type of unit trust here in the UK is in the form of an ISA —
an individual savings account — but there are many other financial products available for savers.
‘My husband and I have life insurance which would pay out if either of us dies. This is just one of
the insurance policies that we have.

‘I pay contributions into a private pension, which will give me a regular income for my



retirement when I stop working. I’ve never joined a company pension scheme and the
government state pension is very small!

‘I'm lucky: I recently received a windfall, an unexpected one-off increase in the value of my
pension fund, when my pension company was demutualized.

‘Some financial institutions now offer all these financial products.’

3. AKTHBI3ALIA OTPUMaHUX 3HAHb B YCHOMY BHCJIOBJIIOBAHHI: ITOSICHITH 3HAYECHHS BUIIJICHUX CJIIB

Financial centres

Financial centres are places where there are many banks and other financial institutions. The
financial centre of London is called the City or the Square Mile, and in New York it is called Wall
Street.

Financial centres bring together investors and businesses that need their investment in order to
function and develop. A speculator is an investor who wants to make a quick profit, rather than one
who wants to invest over a longer period of time.

Brokers, dealers and traders buy and sell on behalf of these investors and, in some cases, for
themselves or the organizations they work for.

Stock markets

The chief executive of Advanced Computers went through this process:

1 “We needed to raise capital to develop and expand, so we decided to float the company — in other
words to go public.

2 “‘Our shares were issued and listed for the first time on a stock market that specializes in small
companies.

3 ‘Our shares were oversubscribed — there weren’t enough shares for all the investors who wanted
them!

4 ‘The shares rose by 10 per cent on their first day. The flotation was a big success.’

4. CucremMa BIIpaB 1 MPaKTUYHUX 3aBJIaHb 1 3aBJaHb JIJIS 3aKPITUICHHS OTPUMaHUX 3HAHb 1
BiIMpaIoBaHHs HaBUYOK: gnp.35.1-35.3. cm.69; 31.1-31.3 cm.79; 36.1-36.3 cm.81 Business
Vocabulary in Use

2. IMTAHHA AJ1 CAMOKOHTPOJIIO

* Think of one advantage and one disadvantage of online banking.

* What is the biggest bank in your country? Is it a national or international bank?
* What is your country’s main financial centre?

* What commodities are most commonly traded in your country?

3. TECTU AJII CAMOKOHTPOJIIO

1 a bank that makes companies’ shares available

2 a contract to buy 500 tons of wheat for delivery in three months

3 coffee and copper

4 dollars, euros and yen

5 lending to a company for less than a year

6 lending to a local government authority in the form of ten-year investment certificates
7 shares, bonds, etc. but not currencies or commodities



8 the right to buy shares in a company in one month’s time at $1.50 per share

(1) A online bank B securities house  C retail bank
(2) A options contract B commercial paper C futures contract

(3) A commodities B bonds C commodities exchange
(4) A securities B bonds C currencies

(5) A futures contract B commercial paper C options contract

(6) A currencies B securities C bonds

(7) A securities B commodities exchange C commercial papers

(8) A futures contract B commercial paper C options contract
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TEMA 15.

TOPT'IBJISA. PUHKOBI IHAEKCHU TA PUHKOBA AKTUBHICTb. ®IHAHCOBI TA
EKOHOMIYHI IOKA3ZHUKHU

Meta: Mera: 3akpituieHHss 0a30BOi JIEKCHKH TEMH, a TAKOX OCHOBHHUX 3pa3KiB MOBIICHHS, SIKi
BUKOPHUCTOBYIOTbCS y KOMYHIKaTUBHUX cuTyauisx ‘“TopriBins. PuUHKOBI iHAEKCH Ta pPHHKOBa

aKTUBHICTh. D1HAHCOBI Ta EKOHOMIYHI TTOKA3HHUKHK ’; aKTUBI3allisl HA0OYTUX 3HAHb Y CAMOCTIHHOMY
MOBJICHHI.

OcunoBui mousTTs: share, share price, market indexes, stock market, economics and economy,
finance

IIJTAH:

1. Trading. Market indexes
2. Indicators

1. Match the headlines (1-4) containing expressions from C opposite with the graphs (a—d).

1 a b
TECHNOLOGY STOCKS o N
see BIG DECLINES 50004 10000 -
IN MORNING TRADE ] 40004 . 25004 __,\/,f"'f
5 3,000 4 \\L 50004 /,,—'_/
SHARES CONTINUE THEIR 2,000 S [
~ 2,500
NEW-YEAR RALLY . A
12NOON 1PM  2PM  3PM  4PM 10 YEARS siEG'Agas TODAY
3 COPPER PRICES AT
TEN-YEAR HIGH ] ¢ POINTS POINTS
10,000
4 6,000~ 9,000
PANIC SELLING > .
AS INVESTORS RUSH ’ — — 7 _—
TO SELL AT ANY PRICE n 5,000 e 7,000
9AM  10AM 11AM 12PM  1PM 12 3 4 5 6 7 8

JANUARY

2. Finance and economics: basic vocabulary

Finance is:

» money provided or lent for a particular purpose.

» the management of money by countries, organizations or people.
» the study of money management.

A company with money problems has financial problems.

High finance involves very large amounts of money used by governments and large companies. A

person’s or organization’s finances are the money they have and how it is managed, etc. The related
adjective is financial.



Economics is:
» the study of the way in which money works and how it is used.

» calculations of whether a particular business activity will be profitable or not. A profitable
activity is economic and an unprofitable one is uneconomic.

A government with money problems has economic problems.

Do not confuse ‘economic’ with economical. If something is economical, it is cheap to buy, to use
or to do. If not, it is uneconomical.

Economic indicators are figures relating to how well a country’s economy — system of money,
production, etc. — is working

3. AKTHBI3anis OTPMMAHUX 3HAHb: 3aMiHITh BHJIJIEH] CJIOBA CHHOHIMIYHMMH clIOBaMH abo
BUpa3aMy, HaJAHUMHU HIDKYE

A. Market activity: good times ...

- & - a N

Trading' has been heavy on the Mew York Stock Exchange, with very high
turnover? of one and a half billion shares changing hands®. We've seen some
spectacular gains® especially among blue chips®. I

The bull market® seems set to continue, after yesterday's record high” at the
close® with prices continuing to rise today, having opened® at 14,600 and
gaining'® 121 points to close up'" at 14,721,

Sentiment is bullish'%: some of

the dealers I've spoken to
expect the Dow to go through \/\/\/.
the important 15,000 level

sometime soon, but others see

this as a hological barrier'* T T T T T T T
. pS'y"C o9 lan Feb Mar Apr May June July Aug Sept Oct

that will be difficult to pass.

1 buying and selling of shares

2 a large number

3 being bought and sold

4 big increases in value

5 famous companies that are profitable in good times and bad
6 rising level of prices

7 highest level ever

8 end of the working day

9 started the day

10 increasing by

11ending the day higher

12 feelings are optimistic

13 to pass the ‘round’ number of ...

14 an important level, but one that is not easy to get through



B. ... and bad

. @ oo i
m [TEMMN cpart  Lifestyls  Popular Q |
There was panic selling' on the New York Stodk Exchange today as share prices
fell to new fiveyear lows” in a massive sell-off’. We've seen some very big
declines®, with billions of dollars wiped off* the value of some of America’s best- l
known companies, and more than ten per cent of total market capitalization®,
closing down 1,095 points’ at 10,072

The bear market® seems set to continue, with more falls? in the next few days.
Dealers are still very bearish':
there is no sign of a rally'". If
prices continue to fall, we may
be looking at a real stock market
collapse” or crash™, like the
ones in 1929 and 1987.

T T
Jan Feb Mar Apr May June July fug Sept Oct

1 selling shares at any price

2 lowest level for five years

3 selling

4 decreases

5 taken off

6 the total value of shares on the market
7 ending the day lower

8 falling level of prices

9 decreases

10 pessimistic

11prices starting to rise again

12 very serious drop in the value of shares, with very serious consequences

4. Cucrtema BIIpaB 1 NPaKTUYHUX 3aBJIaHb 1 3aBJIaHb JUIS 3aKPIIUICHHS OTPUMAHUX 3HAHb 1
BijInpamoBaHHs HaBu4OK: gnp.37.1-37.3. ¢m.83; 38.1-38.3 ¢m.85; 39.1-39.3 cm.87 Business
Vocabulary in Use

1. IMTAHHA A1 CAMOKOHTPOJIIO

* Which company would you buy shares in today, and why?

* What might start panic selling on the stock market?

» What is the difference between a bull market and a bear market?

» What is the difference between a trade surplus and a trade deficit?

» What is the inflation rate at the moment in your country? Is it rising or falling?
* Which three countries currently have the highest GDP?

2. 3ABJJAHHA JJ1s1 CAMOKOHTPOJIIO

Look at these headlines containing words from A and B opposite and say whether the statements
about them are true or false.



ELECTRIC CAR SALES LEAP Sales have risen by a small amount.

Sterling Plummets As The British pound has fallen a lot in
US Dollar Falls Slightly value, but the US dollar has fallen less.
3 The Polish government wants to reduce
POLES AIM TO SLASH NEXT &
YEAR'S BUDGET DEFICIT the difference between what it spends
and what it receives in taxes.
4 Brazilian President The president of Brazil has asked the
Axes Finance Minister minister to stay in his job.
5
ZIMBABWE INFLATION SKYROCKETS Prices in Zimbabwe have risen sharply.
6 ELI LILLY SURGES ON HOPES EL’s share price has increased because it
appears that a new drug it has developed
FOR DRUG APPROVAL will be approved for use.
7 AMB JUMPS 13% ON BID HOPES Shares in AMB have fallen because it may

be a takeover target.
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TEMA 16.

ETA4YHI HOPMH B MEHE/UKMEHTI TA IX MOPYIIEHHA. OCOBUCTI HABUUYKHA
HEOBXIJHI Y MEHEIZKMEHTI: TAUM-MEHE/U/KMEHT, CTPEC-MEHE/[’KMEHT,
JIAEPCTBO, CTUJIb YIIPABJITHHA

Mera: 3akpiruieHHss 0a30BOi JICKCUKM TEMH, a TaK0XX OCHOBHHMX 3pa3KiB MOBIICHHS, SIKi
BUKOPHUCTOBYIOTbCS y KOMYHIKaTUBHHX cHTyalisx “ETWyHi HOpMHM B MEHEKMEHTI Ta IX
nopymieHHs.  OcoOucTi HaBUYKM, HEOOXIAHI y MEHEIKMEHTI: TaliM-MEHEIKMEHT, CTpec-
MEHE/DKMEHT, JIJEPCTBO 1 CTHJII YNpaBIiHHA, aKTHBI3amisd HAOyTHMX 3HAaHb Y CaMOCTIHHOMY
MOBJICHHI.

OcunosHi mousitTs: wrongdoing, financial crimes, bribery, corruption, counterfeiting, identity theft,
money laundering, code of conduct, professional guidelines, time management, stress management

TIIJTAH:
1. Wrongdoing and corruption
2. Business ethics
3. Time and time management
4. Stress and stress management
5. Leadership and management styles

1. 3anoBHITE TAOJULO, BUKOPUCTABIIH 1HQOPMALIIFO, HOIAHY HUKYE

Noun: crime Noun: criminal Verb: what the criminal |Noun: thing made or | Related adjective
does (He/She ...) done inthe crime
counterfeiting counterfeiter counterfeits a counterfeit counterfeit
embezzler
fakes
a forgery
money launderer - -
racketeering - -

Bribery and corruption

An illegal payment to persuade someone to do something is a bribe, or more informally, a
kickback, sweetener or backhander (BrE only). Making an illegal payment is bribery. People are
corrupt and involved in corruption if they make or accept illegal payments. The more informal
word sleaze is used especially in connection with politicians who receive payments in this way.

Fraud and embezzlement
‘My name’s Samuel Woo. I’ve been a detective in the fraud squad for 20 years.

‘Once, a gang counterfeited millions of banknotes in a garage. We found the equivalent of US$10
million in counterfeit notes. Very good quality they were! Counterfeiting or forgery of banknotes
and financial certificates used to be a problem, but now all the forgers are in jail!

‘Until recently, faking luxury goods likeRolex watches was also a problem, but we’re working hard
to close workshops where fakes are made.

‘There are many cases of fraud. For example, some borrowers lie about their ability or intention to



repay loans. A new form of fraud is identity theft — where the criminal uses another person’s
details, for example their credit card, to make purchases.

‘And then there’s embezzlement. This is a type of fraud where someone illegally gets money from
their employer. One accountant sent false invoices from non-existent companies to the company she
was working for. She paid out money into bank accounts of the companies she had ‘created’. She
embezzled $2 million — quite a scam!

‘There are rackets — illegal activities for making money. For example, there used to be a lot of
racketeers demanding ‘protection money’ from business and shop owners. If they didn’t pay, their
businesses were burnt down!

‘Money laundering — hiding the illegal origin of money — is a problem, as gangsters are buying
property with money from drugs. When they sell the property, the money becomes ‘legal’. But
banks must now tell us when someone makes a large deposit in cash.’

2. Business ethics: basic vocabulary

Professional behaviour

Some professions have a code of ethics or code of conduct — rules or professional guidelines that
control the way they behave. Behaviour may be described as ethical or unethical. It may also be
described as professional or unprofessional.

If there are breaches in the rules and they are broken, those responsible are guilty of
unprofessional conduct.

Companies also have codes of conduct, of course, but talk increasingly about corporate social
responsibility (CSR). With CSR, companies are establishing systematic rules for their behaviour
on moral, social and environmental issues.

3. AKTUBI3allig OTPUMAHUX 3HAHb. BU3HAUTE KJIFOYOBI CJIOBA TEKCTY

Social issues

Investors are increasingly concerned about ethical investing — where their money is invested. They
want companies in which they have stakes or holdings — investments — to be socially responsible.
For example, they want firms that they invest in to protect human rights — the ways of treating
people fairly and with justice. They don’t want them to employ child labour — children who work.
Investors check that the firms don’t exploit workers by using sweatshop labour — employees
working very long hours for very low wages.

They may want to know if the companies have affirmative action programs to prevent
discrimination:

» to stop people from ethnic minorities — particular racial groups — being treated unfairly.

» to stop women being treated unfairly in relation to men.

If investors do not approve of a company’s activities, they may sell their stake or holding in it.
Investors are one group of stakeholders in a company. Other stakeholders include employees,
customers, suppliers and taxpayers.

4. Time and time management: basic vocabulary

Timeframes and schedules

_,‘H Schedule is far more frequent than timetable, timeframe or timescale. @
=8 Scheduleis also more used in expressions like ahead of schedule, etc. ==



‘Time is money,’ says the famous phrase. The timescale or timeframe is the overall period during
which something should happen or be completed. The lead time for something is the period of time
it takes to prepare and complete or deliver all or part of something.

The times or dates when things in a plan should happen are its schedule or timetable. If a project is
completed at the planned time, the project is on schedule; completion before the planned time is
ahead of schedule and later is behind schedule. If something happens later than planned, it is
delayed: there is a delay. If you then try to go faster, you try to make up time.

But things can take longer than planned!

A period when a machine or computer cannot be used because it is not working is downtime.

5. Which management style is the most effective: your opinion

Modern management styles

How have management styles changed in the last few years?

‘Before, leaders were distant and remote — not easy to get to know or communicate with. But now
managers are more accessible and approachable — easy to meet and to talk to. This is a completely
different management style. They want to involve employees in a process of consultation — getting
everyone to participate in making decisions that will affect them. This is management by consensus
— a situation where most people agree with the decisions taken. The old style was to
imposedecisions in a top-down approach — forcing people to accept ideas that they did not agree
with.’

Do you think this trend will continue?

“Yes. There are more women managers now. I would say that they are more consensual — more able
to build consensus than traditional authoritarian male managers.’

6. Cuctema BOpaB i NMPaKTUYHMUX 3aBJaHb 1 3aBIaHb JUISl 3aKpIIUICHHS OTPUMaHUX 3HAHb 1
BianpamtoBanHsg HaBu4ok: enp.40.1-40.3. c¢m.89; 41.1-41.3 cm.91; 42.1-42.3 ¢m.93: 43.1-43.3
cm.95; 44.1-44 cm. 97 Business Vocabulary in Use

1. MIUTAHHA 1JIs1 CAMOKOHTPOJIIO

Answer the questions:



1 o » o i What are they
Ferry company managers from three ferry companies on the same guilty of?
route have been found guilty of meeting in secret in order to
decide the prices they will charge next summer.

2 e » - o #f What are the company and the
A company has been making secret investors gUIlt}f of?
payments to investors who buy its shares.

3 e e | Which word, used
The case involved a rich businessman who lent $1 million to a ESp_EFi_auyabDUt
politician so that he could buy a house. The politician was paying politicians, do people use
no interest on the loan and did not mention it when asked to to talk about this?

give a complete account of his finances.

4 o @ - q f What are the traders
It was revealed that specialists in one department of the financial guilty of? (2 expressions)
institution are advising Company X on a merger with another What should the
company. In another department of the financial institution, traders financial institution use
heard about this and bought large numbers of Company X's shares. to prevent this?

5 e » X What could these payments be called?
A company selling weapons to a foreign government (4 expressions) What ari_a the company
has been making secret payments to politicians who and the government guilty of?
make decisions on which companies to buy arms from. (3 expressions)

6 o @ : a, ff What was he

The man was charged with stealing data with the personal accused of?

details of 150 people in order to make purchases with fake
credit cards so that he could have a millionaire lifestyle.
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TEMA 17.
KPOC-KYJBbTYPHA KOMIIETEHTHICTb Y MEHE/IKMEHTI
Mera: 3akpiruieHHs 0a30BOi JIGKCHKM TEMH, a TaK0X OCHOBHHMX 3pa3KiB MOBJICHHS, SKi
BUKOPUCTOBYIOTBCS Yy KOMYHIKATUBHUX cHTyamisx “Kpoc-KyjabTypHa KOMIIETEHTHICTh Y

MEHE[KMEHTI”’; aKTHUBi3allisi HA0OYTHX 3HaHb y CAaMOCTIfHOMY MOBJICHHI.

OcuoBni nonsitrsi: culture, value, beliefs, cultural differences, low power—distance culture, high
power—distance culture, hierarchical, cultural misunderstanding

IIJTAH:

1. Business across cultures
2. Cross-cultural communication

1. 3BepHiTH yBAary Ha JIEKCUYHE 3HAYEHHS TA CIOJVYYBAHICTH BUJIJIEHUX CIIB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOTO TEPMIHOJIOTIYHOIO CJIOBHUYKA

Cultures and culture

Culture is the ‘way we do things round here’. ‘Here’ might mean a country, an area, a social class
or an organization such as a company or school. It includes values — things that people think are
important — and beliefs — things that people believe in.

For example, you talk about:

business f[he way _that companies in general behave, the way business is done, etc.
in a particular place

company or the way a particular company works and the things that its employees

corporate believe are important

long-hours culture \yhore people are expected to work a long time each day

macho the values typically associated with men - strength, etc.

sales when selling isi seen as the most important thing in an organization, rather
than other activities

learning _ when learning and innovation are seen as important

But you must be careful of stereotypes — fixed ideas that may not be true.

2. Power and distance: ska 3 IBOX HaBeIeHMX MOJEIEW KOPHOPATHBHOI KYILTYPH BaM Oijbliie
IMIIOHY€E?

A company’s culture depends to a large extent on the country it is based in. Geert Hofstede is a
world-famous expert on cultural differences. Power—distance is one of the important cultural
dimensions that he identified.

Sweden is a low power—distance culture. Managers are accessible and approachable and there is
a tradition of employees being involved in decision-making as part of a team of equals —
everyone’s opinion is treated equally.

France is a high power—distance culture. Managers are usually more distant and remote.
Employees may feel quite distant from their managers and show a lot of deference — respect — to
them, following decisions but not participating in them.

Now have a look at these organigrams:




This Swedish company is not very
hierarchical, with only three management
layers — different levels.

French companies are on the whole more

=]
hierarchical than Swedish ones, with more
management layers.

Deference and distance may be shown in language. Some languages have many forms of address
that you use to indicate how familiar you are with someone. In English, whether first names or
surnames are used can show distance.

3. AKTHUBI3aIlig OTPUMAHMX 3HAHB: ONHWINITH MOJEdl KOMVHIKANil, NOpUTaMaHHl VKpalHIsM,
BLIMOBIAAIOYM HA OUTAHHS 1 BAKOPUCTOBYIOYM BHJIIJIEH] CJIIOBA

Cross-cultural communication

Here are some more areas for potential cultural misunderstandings.

a distance when talking to people — What is comfortable?

b eye contact — How much of the time do people look directly at each other?

c gesture — Do people make a lot of facial gestures? How much do they move their arms and
hands?

d greetings/goodbyes — Do people shake hands every time? Are there fixed phrases to say?

e humour — Is this a good way of relaxing people? Or is it out of place in some contexts?

f physical contact — How much do people touch each other?

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

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

4. Cucrema BmpaB 1 IpPaKTUYHUX 3aBJaHb 1 3aBIaHb JJS 3aKpIIUIEHHS OTPUMAHUX 3HaHb 1
BiIMpaIoBaHHs HaBUYOK: enp.45.1-45.2. ¢m.99; 46.1-46.3 cm. 101 Business Vocabulary in Use

2. MIMTAHHA AJ1 CAMOKOHTPOJIIO

What is the power—distance culture in your country in general?

Think of the distance between teachers and students in your school, or between managers and
subordinates.

3.3ABJAHHA 111 CAMOKOHTPOJIIO

Which word combination with ‘culture’ relates to each of the following?

1 The men really dominate in this company — they don’t make life easy for women at all. All they
talk about is football.



2 They say that if you go home at 5.30, you can’t be doing your job properly. But I'm going
anyway.

3 We’re all encouraged to go on courses and to keep up our specialist knowledge.

4 There was a time when managers could only wear white shirts in this particular company — things
are a bit less formal now. (2 expressions)

5 In this country, it’s easy to do business and there’s very little bureaucracy.

6 All the chief executives in the company’s history have had a background in selling.

A macho culture

B company culture

C long-hours culture

D business culture

E learning culture

F sales culture

G corporate culture

4. CHIUCOK PEKOMEHJIOBAHOI JIITEPATYPH:

OcHoBHa:
1. Bill Mascull. Business Vocabulary in Use. Cambridge University Press, 2017
2. Arthur McKeown, Ros Wright. Professional English in Use. Management. Cambridge University
Press, 2011
3. Cate Farral, Marianne Lindsley. Professional English in Use. Marketing. Cambridge University
Press, 2008

JlomaTkoBa:
1. Practical English Usage, Michael Swan, Oxford University Press, 2016
2. Dilys Parkinson, Joseph Noble. Oxford Business English Dictionary for learners of English. 2006
3. Wells J.C. Longman Pronunciation Dictionary, Pearson Education Limited, 2000
4. Raymond Murphy. English Grammar in Use. Cambridge University Press, 2019
5. Martin Hewings. Advanced Grammar in Use. Cambridge University Press, 2013

EnexrponHi ingopmauiiini pecypen:
1. Onecrkuii HalliOHATLHUI METMYHUN yHIBepcuTeT: https://onmedu.edu.ua/
2. Inpopmaniitni marepiamu: http://www.info.odmu.edu.ua

3. Webster's Dictionary and Thesaurus
https://www.merriam-webster.com/

4. Longman Dictionary of Contemporary English
https://www.ldoceonline.com/

5. The International Medical Interpreters Association
https://www.imiaweb.org/

6. Free Online Term Extractors
http://recremisi.blogspot.eom/p/online-term-extractors.html

7. Medical Dictionary Online
https://www.online-medical-dictionary.org/



https://onmedu.edu.ua/
http://www.info.odmu.edu.ua/
https://www.merriam-webster.com/
https://www.ldoceonline.com/
https://www.imiaweb.org/
http://recremisi.blogspot.eom/p/online-term-extractors.html
https://www.online-medical-dictionary.org/

TEMA 18.
TEJE®OH, ®PAKC, EJIEKTPOHHA ITOIITA

Mera: 3akpimieHHS 0a30BOi JISKCHKM TEMH, a TaKO)X OCHOBHHX 3pa3KiB MOBJCHHS, SKi
BUKOPUCTOBYIOTbCS Y KOMYHIKaTUBHHX cuTyanisix ‘“Temedon, ¢axc, enekrponna mnomra’;
aKTHBI3aIisg HAOYTUX 3HAHb Y CAMOCTIHHOMY MOBJICHHI.

OcuoBui moustTsa: landline, public telephone, cordless, videoconferencing, getting through,
formality

IIJIAH:

. Telephoning 1: phones and numbers

. Telephoning 2: trying to get through

. Telephoning 3: getting through

. Telephoning 4: arrangements and ending calls
. Business communication 1: staying in touch

. Business communication 2: email

. CVs, cover letters and emails

~N O OB W DN

1. 3BepHiTH yBAary Ha JIEKCUYHE 3HAYEHHS TA CIIOJAVYYBAHICTH BUJIJIEHUX CIiB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOT'O TEPMIHOJIOTIYHOrO CJIOBHUYKA

call In BrE you can say: In AmE you can say:
to phone someone to rl'ng someone to callup someone
ring u
telephone . . gup
to ring someone up to call someone up
to give someone a call ‘ In BrE, 3-.'0u can also say: ) In mfor[nal BrE, you can also say:
to give someonearing to give someone a bell

a buzz

Telephones and beyond
» landline — a ‘traditional’ phone plugged into the wall
» public telephone / payphone — a phone in a public place operated with coins or a phone card

» mobile phone (BrE) / cellphone (AmE) — a phone you can carry with you. Callers can leave a
voice message on voicemail, or send you a written text message or text.

» smartphone — a mobile phone that can be used as a small computer and that connects to the
internet

» With 3G mobile phone networks you can use your smartphone to connect to the internet and
with a 4G signal the internet connection is faster.

» extension — one of a number of phones on the same line, in a home or office

» cordless phone or cordless — a phone extension not attached by a wire that you can use when
you are walking around the house, outside in the garden, etc.

» VolP (voice over internet protocol) — uses the internet for phone calls, such as on Skype, so
you don’t pay the normal phone charges



» webcam and microphone — a camera attached to a computer so that two people connected over
the internet can see each other and talk to each other using the microphone

» videoconferencing allows several people in one place to see people in another location and hold
a meeting together. This is normally used to refer to companies who have their own systems, but
videoconferencing can now also be done with participants each using their individual webcam over
the internet.

2. Pronunciation/reading focus
Numbers

When saying numbers, use rising intonation for each group, except for the last group, when you
should use a falling tone. This shows you have reached the end of the number.

country code area code number
00 44 1746 845 921
Double oh (BrE) double four one seven four six eight four five  nine two one

Zero zero (AmE) four four

3. AKTHUBI3aIlA OTPUMAHKX 3HAHB: BUKOPUCTANTE MOBHI 3pa3Ky B IMIIPOBI30BAHOMY JiaJIO31

I. Getting through

Mike phones again and gets through to Jane Owen’s PA — her personal assistant.
PA: Jane Owen’s office, good morning.

MB: Hello. Can I speak to Jane Owen, please? Is she available?

PA: I’m afraid Ms Owen’s not available — she’s with a customer right now.
MB: Oh, right. Can | leave a message for her, please?

PA: Who’s calling, please?

MB: It’s Mike Barr here, from Smartauto Cars.

I1. Giving and taking messages

The personal assistant can also say: The caller could say:

» Can/May | take a message? » Could I leave a message?

» Would you like to leave a message? » Could you tell her that ... ?

» | wonder if you could call back later? » I’m calling about ...

» Can I ask who’s calling? » [ want/ I’d like to talk about ...

» Could you give me your name? » I’m calling to confirm that ...

» Which company are you calling from? » Could you ask her to call me back?
» Can/May I ask what it’s about? » My number’s ...

» I’11 ask her to call you (when she gets back
/ when she’s free).
» I'll give her your message.

4. Email: basic vocabulary
Most email programs on computers have icons with abbreviations like these:




» inbox contains email waiting for you to read

» subject — what the email is about

P cC — copy this email to ...

» bcc — blind copy this email to ... (so that the other people you’re sending the email to don’t
know you’re sending this copy)

» fwd allows you to forward an email — to send an email you have received to someone else

» delete allows you to get rid of an email you don’t want to keep

» reply allows you to send an answer back to the person who sent the email

» reply to all allows you to send the answer to the person who sent the email, plus all those who
received copies of it

» attach allows you to send an attachment — a document that you attach to and send with an
email

» contact information can be inserted automatically at the end of an email with your contact
details — name, phone number, etc.

» the address book allows you to store the email addresses of people that you write to

Beginnings and endings

It’s important to use the right degree of formality — seriousness — and deference.

The following beginnings range from formal to informal: Dear Sir/Madam (used when you don’t
know the person’s name), Dear Ms Caxton, Dear Zoe and Hi Zoe.

The following endings range from formal to informal and are used mainly in emails and faxes: Best
regards, Regards, Best wishes, All the best, Best. Yours faithfully (BrE only) is used in letters
and faxes when you don’t know the person’s name, Yours sincerely (AmE Sincerely) is less formal
and Yours is the least formal ending

5. CV tips

A CV or curriculum vitae is a document about your education, career and objectives. Look at the
tips:

a Put your name and contact details at the top.

b Talk about your career goal — professional objective.

¢ Mention your skills.

d Include your qualifications.

e Write about your experience and your achievements.

f You can mention relevant interests.

g Use keywords relevant to the employer, ones that will be picked out by automated systems.
h Avoid exaggerations — saying something is better or more important than it really is.

i Be concise — not more than two pages, preferably one.

6. Cucrema BmpaB i TPaKTHYHUX 3aBJaHb 1 3aBAaHb U 3aKpIIJICHHS OTPUMAHUX 3HAHb 1
BiJlMIpaifoBaHHsl HaBU4oK: enp.47.1-47.3. ¢m.103; 48.1-48.3 cm.105; 6np.49.1-49.3. cm.107; 50.1-
50.3 e¢m.109 Business Vocabulary in Use

1. MIUTAHHA 1JIs1 CAMOKOHTPOJIIO

* What are some of the difficulties in using the phone in English?

» Write a voicemail greeting in English for yourself of a kind you use when not at your office.
* Do you leave messages on people’s voicemail? Or do you prefer email?

* Do you make arrangements on the phone at work — or do you prefer to use email?



* Do you find it difficult to end phone calls in English and also in your own language?

* Does email save time — or does it just make more work?

* Should company employees be allowed to send and receive personal emails at work, and surf the
internet?

2. TECTHU AJIsI CAMOKOHTPOJIIO
Which expressions would you use to begin and end each of these emails?

1 You are writing as informally as possible to a friend you know very well.

2 You are writing to a company where you would like to work, but you don’t know the name of the
person who will read your email.

3 You are writing to a woman whose family name you know (Preston) but not her first name; you
want to end relatively formally.

4 You are writing to someone you know vaguely; you want to end with an average level of
formality.

5 You are writing to a man in your organization who is much more senior than you, and whom you
have never met.

6 You are writing to a woman whose name you don’t know; end suitably

1)

A Hi Jim; Best

B Dear Ms Preston; Regards

)

A Dear Mr Collins; Best regards

B Dear Sir/Madam; Best regards

©)

A Dear Madam; Best regards

B Dear Ms Preston; Regards

(4)

A Dear Mike; All the best

B Hi Jim; Best

()

A Dear Mr Collins; Best regards

B Dear Ms Preston; Regards

(6)

A Dear Ms; Regards

B Dear Madam; Best regards
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TEMA 19
3YCTPIUI: TUIIU,POJIb T'OJIOBYIOUOT'O, CTPYKTYPA, MOBHUI ETUKET.

Meta: 3akpimieHHsS 0a30BOi JIEKCMKM TEMH, a TaKOX OCHOBHUX 3pa3KiB MOBJCHHS, SKi
BUKOPUCTOBYIOTHCS Y KOMYHIKATUBHUX CUTYAIisIX “3yCTpidi: TUIIH, POJIb FOJIOBYIOUOT0, CTPYKTYPA,
MOBHHUI eTHKeT. BHCIIOBICHHS BIAacHOI TOYKM 30Dy, 3TOAM/HE3rOAW; BEICHHS JHUCKYCIi.”;
aKTHUBi3allis HAOYTUX 3HAHb Y CAMOCTIHHOMY MOBJICHHI.

OcnoBHi mousiTTs: brainstorming, project meeting / team meeting, department meeting, board
meeting, annual general meeting (BrE) / annual meeting (AmE), extraordinary general meeting

IJIAH:
. Meetings 1: types of meeting
. Meetings 2: the chair
. Meetings 3: points of view
. Meetings 4: agreement and disagreement
. Meetings 5: discussion techniques

g~ W NP

1. Axi crosa y diano3si xapakmepusyioms xapaKkmep 3yCcmpiyi/3acioanus?

How was the meeting?
Some colleagues are discussing a meeting they have just come out of.

Anil: | thought it was very productive.

Juliet: Well, I thought it was a waste of time. I heard nothing I didn’t already know.

Barbara: Well, I agree with Anil. | felt we had some very useful discussions. We certainly covered
a lot of ground. We got through an incredible number of things.

Juliet: As usual John was rambling and kept wandering off the point. He just uses meetings as a
chance to show off.

Anil: But to be fair, the chair really kept things moving — she encouraged people to stick to the point
by keeping things brief.

2. 3BEpHITHL VBary Ha JEKCHUYHE 3HAYEHHS Ta CHOJYYYBAHICTh BHIAUJIEHUX CHIB, BHECITh HE3HAWOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTTYHOr0 CJIOBHHYKA

Types of meeting
chat — informal discussion — with colleagues at the coffee machine

brainstorming among colleagues where as many ideas are produced as possible, but are then
evaluated later

project meeting / team meeting of employees involved in a particular activity
department meeting / departmental meeting

meeting with suppliers — for example, to negotiate prices for an order
meeting with a customer — for example, to discuss a contract

board meeting — an official, formal meeting of a company’s directors

AGM: annual general meeting (BrE) / annual meeting (AmE) — where shareholders discuss the
company’s annual report



EGM: extraordinary general meeting — a shareholders’ meeting to discuss an important issue
such as a proposed merger

3. Word combinations with ‘meeting’

arrange
set up organize a meeting

fi

bring forward make a meeting earlier than originally decided
put back

put off make a meeting later than originally planned
Pﬂlitpf:ne a meeting

catto decide not to have a meeting

cancel

run . .

chair bein charge of a meeting

attend go toa meeting

miss not go to a meeting

4. The role of the chair: basic words and phrases

The role of the chair: before the meeting

A chairman, chairwoman or chair has to be a good organizer. What they do before the meeting
is as important as the meeting itself. They should ensure that the agenda — the list of things to be
discussed — is complete by asking those involved what should be on it and then circulating —
distributing — the agenda to those involved. They should check the venue, making sure the room
will be free and without interruptions until the end of the meeting.

The role of the chair: running the meeting

The chairperson should be a good timekeeper. - Let’s make a start.

They should start the meeting on time. Don’t wait
for latecomers.

They should appoint a minute-taker, someone | - Would you mind taking the minutes,
who makes sure that opinions and action points — | Adam?

where participants agree to do something, find
something out, etc. — are noted.

The chair should make sure that each participant | - | think you wanted to say something about
has the chance to make their point. this, Brigitte.

Disagreements should be dealt with tactfully —
without annoying people — making sure that each | - Let’s talk about this calmly.
side feels their point of view has been noted.
Avoid digressions where people get off the
point.

They should make sure each point on the agenda | - I think we’ve covered this item.
is allocated the time it deserves, perhaps
indicating this on the agenda. Even if the current
item has not been completely covered or resolved
— decided — make sure that discussion moves on
to the next point.

- Let’s move on to the next item.

- We can return to this issue at the next




meeting

They should ensure that the meeting finishes on
time, or early.

- OK. Time’s up. Thanks for coming.

5. AKTHUBI3aIlg OTPUMAHNUX 3HAHEL: BUKOPHUCTANTE MOBHI 3pa3Ky B IMIIPOBI30BAHOMY JiaJI031

Opening the meeting

P Let’s begin, shall we?

» Shall we make a start?

» Let’s make a start.

P It’s time to get started.

» Let’s get down to business.

» I’ve arranged this meeting to ...

» I’ve organized this meeting to ...

» The purpose of this meeting is to ...

» The main objective of this meeting isto ...

Asking for and expressing opinions

» Would you like to open the discussion, Piers?
» Would you like to kick off?

» Would you like to get the ball rolling?
» What about you, Maria?

» How about you, Maria?

» What do you think, Maria?

e In my opinion ...

e It looks/seems to me as if ...

e [t’s clear to me that ...

e Personally, I think ...

e My standpoint is that ...

Agreeing

You may be right there.

I couldn’t agree more.
Precisely. ...

Exactly. ...

Absolutely. ...

That’s true, I suppose. But ...
| suppose so. But ...

Disagreeing

That’s not really how I see it.

I think you’re wrong.

I don’t really agree.

I can’t go along with you there.

I think you’re mistaken.

I’'m afraid I can’t agree with you there.
I’m sorry, but that’s out of the question.
Of course not.

That’s absurd.

That’s ridiculous.

Concluding
» We’ve covered a lot of ground.
» It’s been a very interesting discussion.




» We’re running out of time.

» To go over what’s been said ...

» Tosumup ...

» We’re going to have to agree to disagree.
» Unless anyone has anything else to add ...
» We’re going to have to stop there.

» [ think that’s it.

» Thank you all for coming.

6. Cucrema BmpaB 1 NPaKTHYHUX 3aBJaHb 1 3aBlIaHb I 3aKpIIUICHHS OTPUMAHHMX 3HaHb 1
BiJIMTpAIFOBAaHHSI HABUYOK: ¢np.55.1-55.3. ¢m.119; 56.1-56.2 cm.121; énp.57.1-57.2. ¢cm.123; 58.1-
58.3 cm. 125 gnp. 59.1-59.3 cmp. 127 Business Vocabulary in Use

1. IMTAHHA A1 CAMOKOHTPOJIIO

* Are you good at — or would you be good at — chairing meetings? Why? / Why not?

» What do you find annoying in meetings?

» How free are people to express their feelings in your organization?

« Are people at all levels encouraged to say what they think?

* Are new employees asked for their opinions?

» Is it acceptable for people to disagree openly with each other in your company/country?
* Do you prefer to avoid arguments?

3. TECTHU JIsI CAMOKOHTPOJIIO
At which type of meeting would you be most likely to hear each of these things?

I’m pleased to announce another good year
for shareholders of this company.

I know this sounds crazy, but how about giving
away 100,000 free samples?

Things in the sales department are getting out
3 of control. We should all start making a real
effort.

I“: i ‘ ‘l‘ \lewl\l I\ “-.‘
So, you think you can offer 10,000 a month at .\mﬁlnlllllli!\.ll‘).t's;'
a unit cost of £4.90?

5  Haveyou heard? Suzanne is being fired. Her sales figures aren’t good enough, apparently.

6 That’s a deal, then. Looking forward to working with you. I’'m sure you won’t be disappointed.
7  Amazingly, we're ahead of schedule on this job.

8 | recommend to shareholders that you accept BP’s offer for our company.

As you know, BP wants to buy this company. As chief financial offer, what do you think of their
offer, Saleem?



1)

A chat

B AGM

C meeting with suppliers
)

A chat

B brainstorming

C meeting with a customer
©)

A brainstorming

B department meeting

C EGM or AGM

(4)

A EGM or AGM

B project meeting

C meeting with suppliers
()

A chat

B board meeting

C meeting with a customer
®

A project meeting

B meeting with a customer
C EGM or AGM

" _

A project meeting

B chat

C board meeting

(8)

An EGM or AGM

B brainstorming

C meeting with suppliers
9)

A EGM or AGM

B meeting with a customer
C board meeting
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TEMA 20
IPE3EHTAIIIL: BUJIU, CTPYKTYPA, PEKOMEH/JIAIIII
Mera: 3akpimieHHS 0a30BOi JISKCHKM TEMH, a TaKO)X OCHOBHHX 3pa3KiB MOBJCHHS, SKi
BUKOPHUCTOBYIOTbCS Y KOMYHIKAaTHBHUX  CHUTYaIlisiX “Ilpe3eHTanii: BHUIH, CTPYKTYpa,
peKoMeH1alii”’; akTHBi3allis HA0yTHX 3HAHb Y CAMOCTIMHOMY MOBJICHHI.

OcHoBHi moHATTA: presentation, presenter, audience, presentation tools, visual aids

IIJTAH:

1. Presentations 1: key ideas
2. Presentations 2: key steps
3. Presentations 3: audience interaction

1. 3BepHiTH yBary Ha JISKCUYHE 3HAYEHHS Ta CHOJIYYYBAHICTh BUJIIJIEHUX CJIB, BHECITH HE3HANOMI
CJIOBA JIO BAIIIOTO TEPMIHOJIOTTYHOI0 CJIOBHHYKA

Types of presentation
Here are some examples of business presentations.

a press conference — the chief executives of two companies tell journalists why their companies
have merged

b demonstration — the head of research and development gives a presentation to non-technical
colleagues about a new machine that the research and development department has just completed

¢ product launch — a car company announces a new model
d workshop — company employees do practical exercises on time management
e seminar — a financial adviser gives advice to people about investments

What makes a good presentation?
A presentation, and the presenter, the person giving it, are usually judged by:
1 The way the presentation is organized:

» The ideas and the visual aids (pictures, charts and data designed to help people understand or
remember particular information) are clearly structured — easy to follow

» how the information is mixed with interesting examples and stories — people want to hear how
the presenter relates personally to the subject

2 The way the presentation is delivered:

» rapport with the audience — members feel that the presenter understands them
P eye contact — the way the presenter looks at the audience

» loud enough voice

» variety in your tone of voice — it’s important not to speak in a monotone and to vary the speed
that you speak at

3 The way the presenter feels about the topic, the audience and himself/herself:

» confident and relaxed look

» enthusiastic about the topic

» positive attitude

P interested in the audience and getting them involved — participating in their minds



2. Presentation tools and visual aids: basic vocabulary

|
whiteboard screen

flipchart

3. AKTHUBI3aIlg OTPUMAHNUX 3HAHL: BUKOPUCTANTE MOBHI 3pa3Ky B IMIIPOBI30BAHOMY MOHOJIO31

Key steps: introduction

Anne-Marie Duval works for a firm of management consultants. She is responsible for recruiting
consultants for the firm. She has been invited as a guest speaker to an international conference in
Cannes to talk about the subject of recruitment.

a My name’s Anne-Marie Duval and | work for Gem Consultants.

b It’s very nice to see S0 many of you here in Cannes on such a sunny day!

¢ I’m going to talk about ‘Consultancy Skills for the 21st Century’.

d There are three main areas | want to look at today.

e If you have any questions, I’ll be very happy to answer them at the end of the session.

Key steps: main part

OK. To begin with, let’s look at the first type of skills that consultants need: technical skills.

Of course, related to technical skills, you need good general knowledge of management subjects.
That’s all I have time for on technical skills.

Let’s move on to the second area: interpersonal skills.

As you can see on this slide, there are two key areas in relation to interpersonal skills.

And as this transparency shows, interpersonal skills are complex.

Key steps: closing
Let me just sum up. Firstly, we looked at technical skills, secondly, interpersonal skills and last
but not least, people management issues.

In fact, the secret for success in the future is going to be, in my view, these people-management
issues. That brings me to the end of my presentation. Are there any questions?

4. Audience interaction: intercultural aspects - sxi 3 mopaj, HaBeIEHUX HUXKYE, BU BUKOPUCTOBYETE




OpPHU B3aEMOAIL 3 ayIUTOPIEr0?

a Avoid mannerisms — irritating ways of moving and speaking — such as overusing ‘Er ...".

b Be careful with humour. For example, don’t make jokes about people in the audience.

c Dress formally unless you know for sure that the occasion is informal.

d Maintain eye contact by looking round the room at each person in the audience for about a
second, before moving on to the next person. Don’t concentrate on just one or two people.

e Face the audience at all times: don’t speak to the equipment or the screen.

f Remain standing: don’t sit. Stay more or less in one place and don’t move around too much.

g Smiling is fine at appropriate moments, but not too much: it can seem insincere — as if you don’t
mean it.

h Use gesture — hand movements — to emphasize key points. Point with your whole hand, rather
than just one finger.

i Respect the audience. Don’t make exaggerated claims — don’t say things are better than they
really are.

5. Cucrema BOpaB i NMpPaKTUYHHUX 3aBJaHb 1 3aBIaHb JUISl 3aKpIIUICHHS OTPUMaHUX 3HAHb 1
BianpamtoBanHa HaBu4uokK:_60.1-60.2 cm. 129 enp. 61.1-61.3 cmp. 131 enp. 61.1-62.3 cmp. 133
Business Vocabulary in Use

1. IUTAHHA 1JIs1 CAMOKOHTPOJIIO

« Do you ever give presentations? What type are they? Who are the audiences?
* In your experience, what makes a good presentation?

Think of your last presentation.

» What was it about?

* What went well?

* Did it have a good introduction, a good main part and a good closing?
* What would you change next time?
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TEMA 21
HNEPETOBOPHU: BUIM, IIIATOTOBKA, CHEHAPINA, CTPATEI'TI

Mera: o3HaliomuTH 3700yBadiB BUIIOI OCBITH 3 0a30BOIO JIGKCHKOIO TEMH, & TAKOXX OCHOBHHMH
3pa3kaMu MOBJICHHSI, SIKi BUKOPUCTOBYIOTBCS Yy KOMYHIKaTHBHHX cuTyarisx “IleperoBopu: Bumy,
HiArOTOBKA, CLIEHapii, cTparerii”’; akTuBi3alis HaOyTUX 3HAHb Y CAMOCTIHHOMY MOBJICHHI.

OcHoBHi moHsTTSA: negotiations, customer—supplier negotiation, wage negotiations, merger or
takeover negotiations, trade negotiations, contract disputes, labour disputes, trade disputes

IIJTAH:

1. Negotiations 1: situations and negotiators
2. Negotiations 2: preparing

3. Negotiations 3: win-win

4. Negotiations 4: reaching agreement

1. 3BepHiTH yBAry Ha JIEKCUYHE 3HAYEHHS TA CIOJAVYYBAHICTH BUJIJIEHUX CIIB, BHECITH HE3HANOMI
CJIOBA JI0 BAILIOTO TEPMIHOJOTIYHOrO CJIOBHUYKA

I. Types of negotiation

If people negotiate (with each other), they talk in order to reach an agreement which is to their
mutual advantage — good for them both.

Examples of these situations in business are:

a customer—supplier negotiations

b wage negotiations

c merger or takeover negotiations

d trade negotiations

e Negotiations also take place to settle disputes — decide arguments.
f contract disputes

g labour disputes

h trade disputes

I1. Word combinations with ‘negotiations’

::::::?ve are very difficult and tiring, with a lot being discussed.
?::::te negotiations  2reVery difficult and could easily fail.

Eleventh-hour take place very late in relation to the time that an agreement
Last-minute is necessary.

Protracted take a very long time.

2. Why is the negotiating style important? - your opinion

Negotiating styles



When you’re negotiating with people from other cultures, it’s important to think about what they
consider as ‘normal’ behaviour. Think about these areas:

a body language — the way you hold your body, the gestures you make, etc.
b conversational rules — the acceptability of silence, interrupting others, etc.
¢ hierarchy — awareness of and respect for the relative importance of people on both sides

d physical contact — the degree to which it’s acceptable to touch someone’s shoulder, for example,
to make a point

e relationship building — how important it is for participants to get to ‘know’ the other side

f attitude to time — do you get down to business immediately, or do you spend some time on ‘small
talk’?

3. AKTHUBI3aIlg OTPUMAHNUX 3HAHEL: BUKOPHUCTANTE MOBHI 3pa3Ky B IMIIPOBI30BAHOMY MOHOJIO31

Positive positions
Through a series of proposals or offers and counter-proposals or counter-offers from the other
side, the two sides work towards an agreement that will benefit them both.

1 If you offer more attractive financing, we will be able to increase our order.

2 As long as the planes are delivered on time, we could consider ordering more in the future.

3 On condition that you deliver 20 planes by May, we will start negotiating a second order then.
4 Supposing that you provide good technical support, we may be prepared to pay a higher price.

5 Provided you understand our immediate needs, we might agree to later delivery of some of the
planes.

Negative positions
These can be expressed with ‘if’ or ‘unless’.

3
1 Wyou don’t reduce the price, we will go elsewhere.

Unless you
2 If you fail to deliver on time, we will go to a commercial court for
Unless you compensation.
3
3 Ifyou can’t } sort out the technical problems, we will cancel our order.
Unless you

4 If you refuse to | take account of the issues we've mentioned, we won'’t
Unless you continue these negotiations.

4. Agreements and contracts vocabulary

Agreements and contracts

An agreement of any kind is a deal. When you reach an agreement, you can talk about closing a
deal or clinching a deal.

A bargain is also an agreement reached through negotiation. People who get what they want in a
negotiation and make few concessions are said to drive a hard bargain.

An agreement may be in the form of a contract.



employment is about what someone has to do in their job, or about what a

labour particular group of employees have to do.
commercial relates to a business agreement.
AfAn oral contract is not written down.
verbal
(legally) forces both sides by law to carry out the actions that they had
binding promised to carry out.
lucrative is very profitable for a supplier or employee.

5. CucremMa BmpaB 1 NPaKTUYHUX 3aBJaHb 1 3aBJaHb I 3aKpIIJICHHS OTPUMaHUX 3HaHb 1
BiJpaIfoBaHHs HaBUUOK:_gnp. 63.1-63.3 ¢m.135 enp. 64.1-64.3 cm. 137; ¢np.65.1-65.4. cm.139;
enp. 66.1-66.3 cm.141 Business Vocabulary in Use

1. IMTAHHA A1 CAMOKOHTPOJIIO

* Do you have to negotiate? Do you like it? Why? / Why not?

» What qualities make a good negotiator?

» What are the normal ‘rules’ in your country for a buyer—customer negotiation?

* Give one or two tips to a business person visiting your country in order to negotiate

» Is every negotiation potentially a win-win one?

* Have you ever needed to make concessions? When, and how?

* When would you drive a hard bargain?

« If there were irreconcilable differences in negotiations that you were involved in, what would
youdo to help resolve them?

2. 3ABJAHHSA JJ151 CAMOKOHTPOJIIO

The EPA-LT negotiations are ending. Arrange the phrases that Frederica Ramos uses to close the
negotiations into the correct order. The first one is a.

a I’ll just run over the main points. On the issue of the numbers of planes we wish to order, 1

b I think that covers everything. That’s it for today.

c If we agree to the proposal, you’ll draw up a contract based on those points.

d payment to settle, and there is also still the outstanding issue of documentation.

e we agreed that you would install the most economical Rolls-Royce engines now available.

f we agreed that you would supply us with 120 planes over four years. As far as fuel economy is
concerned,

g We still have the question of the currency for

h You agreed to send us a written proposal on these last two issues.
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