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IHosicHIOBa/IbHA 3aNMCKAa

SlkicHe BOJOJIHHS 1HO3EMHOIO MOBOIO y Tepioj iHTerpamii Ykpainu B €Bporeicbke Ta
CBITOBE CITIBTOBAPUCTBO CIIPHUSE€ TMOUIMPEHHIO TUIOBUX 3B’S3KIB Ta KOHTAaKTIB, HA/Ja€ MOKJIMBICTh
BHBYATH Ta ©€()EKTHUBHO BUKOPHUCTOBYBAaTH 1HO3EMHHMH JIOCBil JJIOBOrO  CITUJIKYBaHHS,
KOPUCTYBAaTUCS CyYaCHMMHU i1H(GOPMALIHHUMH TEXHOJIOTiIMH, OpaTH y4acTb y MIKHAPOJHHX
KOHT'pecax Ta ceMiHapax, MPOXOIUTH CTA)KyBaHHS B IHO3EMHHX JIEP)KaBaxX 3 METOIO BIOCKOHAJICHHS
(haxoBO1 MATOTOBKH, TPOBOJIUTH MMMCHMOBHI OOMiH J1JI0BOIO 1H(OPMAITIEIO TOIIIO.

Kypc "HinoBa aHrmiiickka MoBa" Ma€ Ha METi PO3BUTOK MOBHOI, IparMaTU4yHOI Ta
MDKKYJIBTYPHOI KOMIIETEHLIi CTYAEHTIB B cdepi AiIoBoro cminkyBaHHi. Kypc mae mpakTuyhe
CHIPSIMYBaHHS, K€ 3/IMCHIOETHCS HUIAXOM IHTErpalii MOBJICHHEBUX YMiHb Ta MOBHHMX 3HaHb B
paMKax TeMaTU4YHOT'O T CUTYaTUBHOTO KOHTEKCTY.

Metoauuni pekoMenpaanii 3 Kypcy «/lioBa aHrmiiicbka MOBa» MarOTh 3a0e3MEYUTH
MOCTIIOBHICTh BUBYECHHS MaTepially Ta JOMOMOXKYTh CTYJEHTOBI:

* OBOJIOJIITH TEPMIHOJIOTIEI0 Ta 3HATH 1[IOMAaTHYHI BUPa3u MOBH JUJIOBOTO CITIJIKYBaHHS,

* PO3BHHYTHU Ta MOTIMOUTH HABUYKH YCHOT'O Ta MHUCEMHOI0 J11JI0BOIO MOBJICHHS;

* 3aCTOCOBYBAaTH 3/00yTi y TIpolleci BHUBUYEHHS aHIJIHCHKOI MOBHM mpodeciiiHli Ta
KOMYHIKaTUBHI HABHYKH JUJIsl OUTBII €(PEeKTUBHOTO BUPIIIEHHS MPOOIIEM JIIJIOBOTO CITIJIKYBAHHS;

*  3aCBOITH OCOOJHMBOCTI THCHMOBOTO O(GOPMIICHHS IITOBUX JOKYMEHTIB aHTITIHCHKOIO
MOBOIO.

OcHOBHUMH OpraHizaiiiHumMu (GopmMamMu BUBYEHHS qucHuruiing "JlinoBa aHrmiiicbka moBa'
€. MPAaKTUYHI1 3aHATTS, BAKOHAHHS CaMOCTIMHOI poOOTH, MiICYMKOBa KOHTPOJIbHA poOOTa, 3alliK.

[TpakTHuHI 3aHATTS MalOTh Ha METI aKTHUBI3allll0 MOBJIEHHEBUX yMIHb Ta HABUYOK, IX
NPAaKTUYHE 3aCTOCYBaHHs IiJl 4YaC BUKOHAHHS CTyJE€HTAMHU KOMYHIKAaTUBHUX BIIpaB Ta 3aB/JaHb 3a
BIAMOBITHUMHM TeMaMu 3MicToBoro moayns: «llomyk po6otu. OrosjomeHHs Npo MOUIYK
pobortu/Bakancii. Bumoru no xBamidikarii», «Pestome (odopmiienns, Buam)», «CmiBbecima 3
pob6oTtomaBiieM. OCHOBHI BUMOTH Ta HOPMH €TUKETY», «Jlis1oBa TenedoHHa po3mMoBa. JJoMOBIEHICTh
npo 3ycTpiu», «JlioBa KOpecmoHAEHLis (CTPYKTypa, O(OpPMIIEHHS IIIOBOro JucTa)», «Buan
JUTOBUX JIUCTIBY, «EneKkTpoHH1 3aco0u 3B 53Ky ((Pakc, Tenekc)y, «[HTepHeT Ta eJIeKTPOHHA MOIITay.

MeToauuHi pekOMEHJAlil MarTh UYITKY CTPYKTYpPY Ta CKJIQJaloThCsl 3 aJalTOBaHUX
OCHOBHHX Ta JIOJAaTKOBUX TEKCTiB, JIEKCHKO-TPAMATUYHUX BIpaB, 3aBlIaHb JJIsI BUKOHAHHS
3aJIKOBOi KOHTPOJBbHOI pOOOTH, CIOBHHUKIB-MIHIMYyMiB, CHHCKY DPEKOMEHJOBAHOI JITEpaTypH.
OCHOBHI TEKCTH OXOIUTIOIOTh 0a30Bl MUTaHHA [UIOBOIO CIUJIKYBaHHS Ta BeJICHHsS Oi3Hecy.
[licnmaTekcTOoBl TWTAaHHS Ta BIPaBU 30PIEHTOBAHO HAa KOHTPOJh PO3YMIHHS MPOYUTAHOTO 1

3alpoOIIOHOBAaHO JIA CIPUAHHA PO3BUTKY HABUYOK YCHOI'O MOBJICHHS. HOJIaTKOBi TEKCTHU Ta
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JUCKYCIHI TTUTaHHS Uit (POpMyBaHHS KOMYHIKATHBHUX HABHUYOK JOTIOMOXYTh IHTEHCH(]IKYBaTH
HaBYAJIbHUU MPOLIEC.

Jlist  Kpamoro 3acBO€HHSI MaTepialy CTaBUTBCS BUMOTra 37eOUTBIIOT0 IMMHCHMOBOTO
BUKOHAHHS JICKCHKO-TPAMAaTUYHHUX BIPaB, PETEJbHA MiATOTOBKA JIO HAMKCAHHS CIOBHUKOBUX
JIMKTAHTIB TOmO. TpeHyBajbHI BIpPaBU JIONOMOXYTh AKTHUBI3YBaTH B)KUBAHHS TEPMiHOJIOTIYHOT
JIEKCUKH, TPAMaTHYHO MPABWILHO OyayBaTH CBOI BHCIOBIIIOBaHHS. JIJis 3aKpITUICHHS TEMATHYHOTO
MaTepiany TONAl0ThCs 3alUTaHHS, SKi BUCTYNAIOTh TUIAHOM JUIi OOTOBOPEHHSI MEBHOI TEMH Ta

CIIOHYKAIOTh CTY/ACHTIB JI0 y4acTi y JUCKYCIi.

IIpakTnune 3ansarTs 1

Tewma: [Tomyk po6otu. OronouieHHs npo nomyk podotu/BakaHcii. Bumorn 1o kBamigikarii.

IIuranns:
1) What is the first step in a successful search for a job?
2) What questions must you ask yourself when beginning to search for a job?

3) What methods of finding a job do you know?
4) Why should you read the want ads?



5) What information can you find in a want ad?
6) Why isn’t it easy to read ads?
7) What suggestions will help you to use want ads effectively?
3aBaaHHs:
1. [TinroryBatucs 10 CJIOBHHKOBOT'O JTUKTAHTY
2. Hamnmcatu pexiiaMHe OroJiomeHHs po MouryK poOoTu/mpuitoM Ha podoTy.

Criucok miteparypu :

1. bynanos C. 1., bopucoBa A. O. Business English. [[inoBa anrmiiickka MoBa. 2-re¢ BUI. —
Xapkis: TOPCIHI" IIJTFOC, 2006. — 128c.

2. Kapnycs . A. AHrnuiickuii 1e10Boi sA3bIK: YuebHoe nocodue. — 2-e u3., UCHp. U JOI. —
K.: MAVTI, 1996. — 208c.

3. Hapckas B.T., XKypasuenko K. B., Jlsaceukas JI. A., [lamyxuna JI. I'., Yonposa E.T.,
[Ilax-Ha3aposa B. C., lllenkoBa T. I". HoBblit nenosoii anrnuiickuii. New English for Business. —
M.: Beue, 2005. — 672c.

4. becconona 1. B. Amnrmiiiceka MoBa (3a npodeciitnum cnpsmyBanaaM). Yactuna II: Hau.

moci0. as quctaHiiinoro HaBuanHs. — K. YHiBepcurter «Ykpainay, 2005. — 263c.

Topical words

job pobota
your job interests and concerns TYT: po0oTa, sika Bac 1ikaBuTh
job advertisements = want ads OTOJIOIICHHS PO MPUIIOM Ha POOOTY
to apply for a job 3BEpTATHCS PO MPUIOM Ha POOOTY
employer poboToIaBEIIb
required and preferred qualifications 000B'sI3KOBI Ta Oa)KaHi BUMOTH J10
KBaTidikarii
job search MIOUIYK pOOOTH
resume / curriculum vitae (CV) pe3tome / aBToGiorpadist
pobota

pobora, sika Bac 1ikaBuTh

poboToaBenb
000B’s3KOBI Ta OaxxaHi BHMOTH O

KkBaTidikarii



accomplishment
recruitment

position

vacancy, job opening
application

applicant, candidate

career

experience

background

reference

to employ/ recruit/ hire

to discharge/ lay off / dismiss
to earn

term of probation

cover/ accompanying letter
marital status

hunting for a job

personnel department

1. Read and discuss the text.

MOIIYK poOOTH
TOCSATHEHHS

HaOip

nocasa

BaKaHCIs

3asBa

MPETCHICHT, KaHIUaT
Kap'epa

JIOCBII

Oiorpadiuni gaHi
pEKOMEHTaIis
HaiiMaTu Ha POOOTY
3BUIBHSTU
3apooATH
BHUIIPOOHUI TEPMiH
CYIPOBITHHIA JTHCT
CIMEWHHI CTaH
MOIIYK poOOTH

BIJIJTLJT KaJIpiB

The Kind of Job You Want

The first step in a successful search for a job is to decide on the kind of job you want and

the kind you are qualified for. This means that first you should answer the questions "What can |

do well?" and "What do I really want to do?" Begin with thinking about the work you can do.

Include work you have been trained to do, work you have actually done, and work you enjoy

doing. Therefore, you have to answer some questions.
* Do you like to work with your hands?
* Do you like to work outdoors?
* Do you like to work with others?

Next, talk to as many people as possible about your job interests and concerns. Talk to your

friends, neighbours, and your family or relatives. These contacts may help you to get more

information about different jobs; to form a "network™ of people interested in helping you; to find

people who work (or who know people who work) in the area of your interest; each discussion

will give you additional practice in expressing yourself.



Now when you know the kind of job you want, the next question to answer is "Where can |
find that job?"
People use many methods of finding a job. They answer job advertisements (want ads), or

apply directly to employers. Of course, some methods are better than the others.

2. Read, translate and try to identify your interests.
What are you looking for: money, power, prestige, security, travel opportunities, spare time?
How important are the salary, environment, benefits, and job stability?
Do you enjoy working with people, information, or things?
Is it important to be your own boss?

o~ w D P

What is your idea of a perfect job? A perfect boss? A perfect colleague?
3. Read and translate the text. Write out the unknown words.
"Want Ads™
"Want ads" are job advertisements you can find in the classified advertising section of
newspapers, professional or trade journals. You should read the want ads at least for two reasons:
« to learn more general information about jobs available;
« to learn specific information about a particular job that is of interest to you.

The ad may tell you about the education and work experience required for the job, the
location of the job, the working hours, and the pay. It also tells you how to apply for that
particular job.

Some want ads say that certain qualifications are required, while other qualifications are
preferred or hoped for. The employer will try to find someone who has all of the required and
preferred qualifications. However, if no one has all the qualifications that the employer requires
and prefers, he may hire someone who has only some of those qualifications. It is usually best to
apply only for jobs for which you have at least all the required qualifications. However, this is
not always true.

Not all want ads are easy to read. The longer a want ad is, the more money it costs to print.
In order to save money, employers leave unnecessary words out of the advertisement. They also
use abbreviations.

There are many good reasons for using the want ads in your job search. The following
suggestions will help you to use want ads effectively:

a) Remember that want ads are only one of the methods you may use. Save time to use other
methods.
b) Reading all the want ads you will learn useful general information.
c) Avoid ads that make unrealistic offers.
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d) Analyze ads, which are of interest to you.

e) Determine your qualifications for that job.

f) Act quickly, effectively and stay cheerful!

4. Read and discuss th

e samples of want ads. Compare the ordinary and abbreviated one.

Ordinary want ad Abbreviated want ad
Type of job AUTOMOTIVE PARTS AUTO PARTS
COUNTER SALESPERSON CTR SALES
Work 2 Years Experience 2 yrs exp. & H.S. req.
experience
Education High School Graduate
required
Working hours 5days, Mon.-Fri. M-F
Pay $9.00 hour $9/hr
How to apply Apply in person, before 10:00 a.m. | Apply before 10 am
CARSONS SUPPLY CARSONS
4396 Melrose Ave. 4396 Melrose

5. Let’s speak about the personal features. Match the definitions in A with the correct

adjectives or phrases in B. Try to describe your features of character for the future employer.

A B
. wants to get to the top a. sensitive
. open and friendly b. creative
. doesn't get tired easily c. attentive to detail
. can change people's opinions d. ambitious

. doesn't get angry

. can produce new

o N oo o A W N P

9. can work alone

or irritated quickly e. adaptable

ideas f. independent

. thinks of other people's feelings g. outgoing

. doesn't mind changing his/her habits h. energetic

I. persuasive

10. regularly checks the quality of his/her work j. patient

6. Write a short description of someone you like (or dislike) in your personal or professional

life.
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MODEL: My boss is very energetic. She works about 12 hours a day. She is a patient

woman, and always has time to talk to us if we have a problem.

7. Read the text and try to retell it.

The United States leads the industrial nations in the proportion of its young people who
receive higher education. For some careers — law, medicine, education, and engineering — a college
education is a necessary first step. More than 60 percent of Americans now work in jobs that
involve the handling of information, and a high school diploma is seldom adequate for such work.
Other careers do not strictly require a college degree, but having one can often improve a person's

chances of getting a job and can increase the salary he or she is paid.

8. Read and translate the part of the interview. Is it hard to find a good job nowadays?

AJ: That's great. You said that you did start working after your children grew up. Where did
you work or what did you do?

NC: Well, | had a hard time finding a job because jobs were very hard to find, but finally |
had a job with the state and | worked for the state and | got a job there, but my experiences of
getting a job after high school were terrible. It was so bad. It was terribly hard to get a job. And all 1
wanted to be at that particular time was a court stenographer. | loved shorthand and everything I
heard | was taking it down, and | was so naive, | thought all | had to do was be smart and be ready,

and | was.

9. Look and try to analyze these ads for job openings.

Dental Receptionist/Secretary

Part-time. Bilingual Spanish/English. Mature, bright. Respond with qualifications and salary
requirements, Larkin Agency, 23rd Street. Pittsburgh, PA 15260

Matsuda of Tokyo

Opportunities available for salesperson in Philadelphia boutique. Send resume with salary
requirement and references to Nicole. 109 Broad St., Philadelphia, PA 19105

10. If you want to get a job about which you 've read in the want ads, you have to send a letter
of application. Read the instructions how to write it better.

1. Remember that the first impression is very important.

2. Type the letter neatly on good stationery.
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3. Check for spelling mistakes. Use a dictionary if you are not sure of a word. Retype the
letter if necessary.

4. Describe yourself, your qualifications, and your experience clearly.

5. If the ad tells you to write for an application form you do not need to give detailed
information in your letter.

6. Follow standard business letter format. Address the letter and envelope clearly.

A Letter

421 Lafayette Drive, Apt. 317
St. Paul, Minnesota 56106 April 4,
2005

Personnel Department

Continental Computer Corp.

935 Watson Ave

St. Paul, MN 55101

Dear Sir or Madam!

In reference to your ad in today's Standard | am interested in the opening for a trainee computer
programmer. Please send me an application form and any further details. Thank you for your
attention to this matter.

Yours truly,
Ashley Wichita

11. Write a letter of application

IIpakTnune 3ansaTTsa Ne 2

Tema: Pestome. Buau pe3roMe. OCHOBHI BUMOTH A0 CKIaJaHHA pE3OME.

IIurauns:
1 What is a resume?
2 What are the basic requirements for a good resume?
3. How many types of resumes do you know? What do they differ in?
4 What type of resume is the most popular with the recruiters?
5 What information is recommended to exclude from your resume?
6. Which of special suggestions that can help you write a perfect resume do you

think are the most important?

3aBgaHHs:
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1. [ligroryiite MOMOBiAL MPO OCHOBHI  BUMOTH  O(OPMIICHHS pE3IOMeE,
BUKOpHCTOBYIOUM TekcT “The Requirements for a Resume”.

2. CKI1ajiiTh BIacHE pe3toMe.

Crnucok nitepaTypH:

1. Business English. Busnec-kypc anrmumiickoro si3eika / Ilog pen. E. H.
Ko63aps, H. A. JlemuéBoii. — Xapekos: [Tapyc, 2007.— 152 c.

2. bynanos C. 1., bopucosa A. O. Business English. [linoa anrmiiicbka MoBa.
2-re Buj. — Xapkis: TOPCIHI" ITJTFOC, 2006. — 128 c.

3. I'yxxBa T. M. Reasons to Speak. Cyuacui po3moBHi Temu. — X.: Topcinr
ITimroc, 2006. — 304 c.

4, [leBenera C. A. JlernoBoi aHTIHICKUI. Y CKOPEHHBIN Kypc: Y4ueOHuk. — M.:

IOHUTH, 2000. — 438 c.

1. Read and translate the texts. Write out the unknown words.
The Resume

A Resume or Curriculum Vitae (CV) is an objective written summary of your personal,
educational, and experience qualifications. It packages your assets in the form of a convincing
advertisement, which sells you for a specific job. A resume is a kind of written sales presentation. An
effective resume creates a favorable impression of you while presenting your abilities and
experience.

The basic requirements for a good resume are:

* brevity: one page is preferable, but not more than two pages;

* top quality paper;

« perfect spelling and grammar;

* no typographical errors;

» attractive layout.

Your personal data sheet contains most of the information you need, to prepare resume. Now
you have to select and arrange that information in the way that best relates your background to the work
you seek. Every resume is an individualized presentation of your qualifications for a particular job.
It means that you may prepare a few different resumes, depending on the types of jobs you are applying
for. You can choose from among four types of resumes:

e Chronological resume lists work experience or education in reverse chronological order. It
describes responsibilities and accomplishments associated with each job or educational experiences.

e Functional resume lists functional skills and experience separately from employment
history.
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e Combination (functional/chronological) resume draws on the best features of the
chronological and functional resumes. It highlights applicant's capabilities and includes a complete job
history.

e Targeted resume emphasizes capabilities and accomplishments relating to the specific job
applied for. Work experience is briefly listed in a separate section.

The Requirements for a Resume

A resume should show an applicant’s qualification for a specific job. It should include your
name, address, and telephone number; an employment objective; educational and training data: a
list of previous work experience. The list should start with your present or with your last job that
shows qualifications for the work you want now.

All this data should be listed in an easy-to-read form. If possible, all of the information
should be on one page. Type your resume on standard size business stationery.

The interviewer usually sees the resume before he sees the applicant. The resume gives the
first impression of the applicant to the employer. It should be neat and well organized.

2. To strengthen your resume you may use action verbs like (try to learn them by heart):
Analyzed — ananizyBaB

Administered, managed — BiB ciipaBu, KepyBaB

Completed — npoBoauB (poboty)

Created — cTBOproBaB

Evaluated — Bu3HauaB (KiJIbKICTh, BAPTICTh); MiPaXOByBaB
Implemented — BpoBaxyBas

Improved — ynockoHaroBas

Investigated — qociguB, BUBUUB

Organized — opranizyBas

Participated — 6paB y4acThb

Performed — BukoHas

Planned — anyBas

Proposed — 3anporonyBas

Provided — 3a6e3neuns

Researched — mocmimpkyBas

Solved — Bupimms (mpobiemy, 3agaqy)

Streamlined — monepHi3yBaB

Supervised — 3aBigyBaB

Supported — miaTpumyBas
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3. Knowing what to exclude from your resume is as important as knowing what to include. Here
is a list of details to exclude from your resume:
% Height, weight, hair or eye colour;
s+ Comments about your family, spouse, or children;
¢+ Your photograph (unless you are applying for modeling or acting job);
% Travel restrictions;
% Preferences for work schedule, days off, or overtime;
++ Salary demands or expectations.

Very few people have good resumes. If English is not your native language or if you come from
another country, it can be even more difficult to know the right things to do. Some special suggestions
will help you write a perfect resume:

1. Adapt your resume to the information you have gathered about the employer
and the job you want.

2. Use action verbs, they will bring your resume to life.

3. Avoid the pronoun “I”. Describe your skills and capabilities by using as many

specific words as possible.

4. Highlight your accomplishments and achievements.
5. Keep it simple and clear: two pages at most.
6. Be truthful, don't exaggerate or misrepresent yourself. Remember that employers

check the information.

7. Don't mention salary.

8. Avoid long sentences. Use the minimum number of words and phrases but
avoid abbreviations.

9. Looks are important. The resume should be typed with plenty of white space and

wide margins. Place headings at the left side of the page, and the details relating to them on the

right side.
10. Make sure there are no errors in spelling, punctuation, or typing.
11. Don't sign or date the resume.
12. Always send an original of your resume. Don't send a photocopy.
13. Keep copies of resumes on file for future reference. Once you have a job, update

your resume on a regular basis.

4. Look through the sample of a resume. Write your resume.
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IVAN IVANOV
Dimitrov Street 17, Kiev, Ukraine
Phone: (044) 333-33-33
E-mail: petro20@ukr.net
PERSONAL INFORMATION
Date of birth: 6 February, 1989
Place of birth: Ukraine, Kiev
Marital status: married (single)
OBJECTIVE
Getting the sales manager position (to improve the professional skills, to have an opportunity for
growth...)
EDUCATION
September 2008 — to present

Kherson State University; a student of Physics, Mathematics and Information Technologies
Department (Foreign Philology Department; Psychology, History and Sociology Department;
Philology and Journalism Department; Biology, Geography and Ecology Department; Natural
Sciences, Man’s Health and Tourism Department; Economics and Law Department; Physical
Training and Sports Department; Preschool and Primary Education Department; Culture and Arts
Department; Technology and Services Department).

2005-2008

Kherson Academic Lyceum; a student.

EXPERIENCE

July 2009

Summer camp “Artek”; a leader of the detachment.

Responsible for up-bringing work in the detachment.

June 2008-August 2008

Supermarket “Oscar”; an assistant of the sales manager.

Answered telephone calls, filed documents, composed business letters.

ADDITIONAL SKILLS

Computer literate: 1BM PC user: MS Office; Windows 7, Vista, XP; Microsoft Word,
Microsoft Excel; Adobe Acrobat; proficient Internet user.

Languages: Ukrainian — mother tongue, English — free speaking, German — beginning, good
working language of Poland.
Driver’s license.

Excellent interpersonal and communication skills.



INTERESTS
Computers, football, reading (drawing, embroidery, hiking, running, amateur painting etc.)
ACTIVITIES

Member of Student’s Committee (group leader, vice-leader of the group, etc).

~N o 0o A oW N PO
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. Interview another student. Write down his /her answers:

. What kind of job are you looking for?

. Are you working now?

. What do you do?

. How long have you been working there?

. What jobs have you had? And exactly what did you do?

. Tell me about education and any special training you have had.

. What other skills do you have?

8. What hours can you work?

9. Why do you want to change your job?

10. Do you have any questions about the job?

6. Prove that proverbs (sayings) have sense:

The work shows the workman. = Through hardship to stars.
Practice makes perfect. » What is worth doing at all is
Jack of all trades is master of worth doing well.

none. = He that will not work shall not
The hardest work is to do eat.

nothing.

Business before pleasure.

Ninety per cent of inspiration is

perspiration.

IIpakTnune 3ansarTsa Ne 3

Tema: CniiBOeciza 3 poboToaaBueM. OCHOBHI BUMOTH Ta HOPMH €THKETY.

Tlurauus:

1.

2
3
4.
5

How do you understand the meaning of the word “the job interview”?
What does the employer judge during the interview?

What makes a good interview?

Which guidelines do you think are the most important? Why?

Can you give any other advice to a candidate?
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3aBaaHHs:
1. [Tinroryiite Ta obirpaiite B mapi gianor 3 remu «The Job Interviewy.
2. Cxmanite 10 3anmuTasp a0 Bamoro MaiOyTHbOro pobortomaBus Ta 10

3aIlMTaHb JI0 IIPETCH/ICHTA, 3 IKAM IIPOBOJMTHMETE CITiBOECIy.
Crucok JiTeparypu:
1. Business English. busnec-kypc anrmmiickoro s3sika / I[log pex. E. .

KoG3aps, H. A. Jlemnéoii. — Xapokos: [1apyc, 2007. — 152 c.

2. bynanos C. 1., bopucosa A. O. Business English. JlinoBa anrmiiickka MoBa.
2-re Bua. — Xapkis: TOPCIHI" ITIJTFOC, 2006. — 128 c.
3. I'yxBa T. M. Reasons to Speak. Cyuachi po3moBHi Temu. — X.: TopciHr

ITimroc, 2006. — 304 c.

1. Read and translate the text. Write out the unknown words. Make up a plan of preparing to
your future job interview.

The Job Interview

A job interview is your opportunity to present your talents to a prospective employer. During
the interview, the employer judges your qualifications, appearance, and general fitness for the job.
Equally important, the interview gives you a chance to evaluate the job, the employer, and the
company. The interview helps you decide if the job meets your career needs and interests and
whether the employer is the kind you want to work for.

To present your qualifications most advantageously, you have to prepare for the interview:
you should know how to act to make the interview an opportunity to "sell" your skills.

Careers officer speaking:

— What makes a good interview? First, good preparation before the interview. Three simple
guidelines will help you. Guideline number one is — find out as much as possible about the
company where you are going for an interview. For example, you can get a lot of useful information
from the company's brochures, annual reports, and catalogues. Two, find out if the interview is with
one person or with a group of people, and what their jobs are. It's very useful to know something
about the interviewers before you meet them. And three, make a checklist of the questions you want
to ask at the interview. Remember an interview is two-way process. The company finds out as much
as possible about you, and you find as much as possible about the company.

So, that's what you need to do before the interview.

Now the interview itself. There are seven more guidelines to remember here.

Guideline number four: dress smartly. A suit or something formal is best. Five, arrive in good time.

Arriving late for the interview is the worst thing you can do. Rule number six: create a good first
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impression. First impressions are very important. Start the interview with a smile, a firm handshake, and
a friendly manner. Guideline number seven: try to stay positive and relaxed during the interview. |
know that's difficult. As a rule, people don't feel relaxed, but your body language gives the interviewer a lot
of information about you. You want that information to be positive. Number eight: don't give only “Yes” or
“No” answers. Talk freely about yourself, give reasons for your opinions, and explain why you're
interested in the job. Nine: ask questions. Remember the checklist of questions you prepared before the
interview. Show you're interested! Finally, guideline number ten: learn from the interview. Analyze your

performance afterwards and think how you can improve the next time!

2. Look through the plan of the job interview. Can you give any other advice to a
candidate?

Before the interview:

1. Find out all you can about the company.
2. Find out the interviewer’s name and office phone number.
3. Find out where the interview is held.
4. Find out how to get there and how long it will take you to get there.
5. Make sure you know what the job involves.
6. Dress to look clean and neat.
During the interview:
1. Arrive early. Call ahead if you’re delayed.
2 Try to smile and show confidence.
3. Ask questions and show interest in the job.
4 Be polite, listen carefully, and speak clearly.

“Don’ts”:
1. Don’t panic, even if faced by more than one person. (Breathe deeply

and remember all your good points.)

2. Don’t slouch or look bored. (Stand and sit straight, make eye contact.)
3. Don’t smoke or chew gum.
4. Don’t give one-word answer or say you don’t care what you do.

3. Read, translate and role-play the dialogue.
Interviewer: Are you working?
Mr. Guzman: Yes, | am.

Interviewer: Exactly what do you do?
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Mr. Guzman: I’'m a mechanic. | work in a small auto shop with three mechanics and supervise
all auto repairs. | diagnose problems, make repairs and also check all the repairs in the shop. | have
experience with both American and foreign cars.

Interviewer: How long have you been working there?

Mr. Guzman: For three years.

Interviewer: What other jobs have you had? And what did you do?

Mr. Guzman: | was a maintenance mechanic in a plastics factory. | repaired the production
machinery. | also did all the general maintenance work and made all electrical repairs.

Interviewer: How long were you there?

Mr. Guzman: For about three years.

Interviewer: Tell me about your education and any special training you've had.

Mr. Guzman: | graduated from high school in Colombia in 1980. After high school | went to a
university for one year and studied engineering. Now I'm studying English at Ale Community
College.

Interviewer: What other skills do you have?

Mr. Guzman: | can do general bookkeeping and billing.

Interviewer: Why do you want to change your job?

Mr. Guzman: The auto shop I work in is very small. There is little room for advancement.

Interviewer: What hours can you work?

Mr. Guzman: | prefer to work days, but | could work any hours.

4. Answer the questions.

1. What is your future profession? / What is your profession /occupation?

2. Had you a dilemma in choosing your profession /occupation?

3. What subjects have you always given your preference to?

4. Did your parents (friends) impose their views, likes and dislikes on you?

5. When did you make a choice to become an English teacher (a lawyer, an economist, an
accountant, a doctor, a designer, etc.)?

6. What do you have to do to master English?

7. What is your regular business?

8. Have you got a big personnel /staff?

9. How do you (your parents) earn your (their) living?

10. What special education does your (future) profession require? Name some other
occupations in which special education or training is required.

11. How many hours a day do you (your parents) work?
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12. Are you satisfied with your salary?
13. What are the merits and demerits of your (your parents’) job? Give your reasons.
14. What is the noblest and most difficult of professions?
IIpakTuyne 3anarTs Ne 4
Tewma: JlinoBa tenedonHa po3moBa. JJoMOBIEHICTh PO 3yCTpid.
ITutanns:
1. Are there any differences between formal and informal telephone conversations?
2. What are the main rules of a business call?
3. What business call manners do you know?
4. How do you usually make an appointment?
3aB/IaHHS:
1. IlixroryBaTiCh 10 CIIOBHUKOBOTO JIUKTAHTY.
2. BuBUMTH TpaBWiIa IIJIOBOTO TEJIE(POHHOTO ETUKETY, HABYMTUCH MPHU3HAYATU [IIIOBY
3yCTpi.

Criucok miteparypu:

1. Business English. Busnec-xypc anrmmiickoro sseika / ITog pen. E. WM. Ko63aps,

H. A. Jlemnépoii. — Xappkos: I1apyc, 2007.— 152 c.
2. bynanos C. L., bopucosa A. O. Business English. /linosa anruiiicbka MoBa. 2-re Bui. —
Xapkis: TOPCIHI" TITFOC, 2006. — 128 c.
3. IleeneBa C. A. JlenoBoil aHIVIMICKHIA.

M.: FOHUTH, 2000. — 438 c.

Y ckopeHHbIH YuyeOHuK. —

Kypc:

1. Read and discuss the text, using the topical words

Topical words
to dial HaOUpaTH HOMEP

to ring/ to call smb up JI3BOHMTH TI0 TeIEPOHY

long distance/ international call MDKHapOIHa PO3MOBa

to call back

Nepea3BOHIOBATH
schedule PO3KIIa
May/ Can I speak to... Mo>kHa MEeH1 TOTOBOPHTH 3 ...

Any message?

The line is busy / engaged
Don’t hang up. Hold on.

You are wanted on the phone

You have the wrong number

[lock nepenatu?
Jlinis 3aiinsATa

He xnanite Tpyoxy
Bac no tenedony

Bu nomununuce HOMEpOM
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Can you put me through? Yu MoKeTe BU MEHE 3’ €THATH?

Telephone Etiquette
Everybody has tough days. Before picking up the telephone, smile. It will help a voice sound
pleasant even if not feeling pleasant. Here are some tips:

* Be kind, polite, direct, enthusiastic, and speak with a strong voice.

» Tryto find a quiet room where there is no background noise (i.e. television, radio).

» Do not yell at children or talk to others in the room while on the telephone.

+ Do not eat, drink, or chew gum while talking on the telephone.

» Always have paper and pen by the telephone as well as resume, references, work history,
questions.

» Make sure the other people in household are prepared to take messages.

» Do not let children answer the telephone.

* Never put an employer on hold to answer call.

» When a person in household answers the telephone, tell them not to ask who it is before
they say if applicant is home.

» If asleep when an employer calls, whoever answers the telephone should be instructed to
wake the applicant immediately, especially if an employer is calling during the late morning or
afternoon hours.

» Make sure the telephone is answered by saying, "Hello", NOT "Speak" or "Yeah"

* When answering the telephone and the caller says, "Is home?" DO NOT
respond with: "Yes". This is confusing to the caller. Instead, answer by saying, "This is he/she" or
"Speaking".

An answering machine/voice mail is used to take calls when an individual is out. If the
individual does not have an answering machine, purchase one NOW so that calls from potential
employers are not missed. If the individual has an answering machine, now is the time to update
the "unusual” or "unique"” greeting. Ask: "What will the future employer think of my message and
how that message represents me?" Some tips:

Do:

o Make sure message is polite, direct, and businesslike.

o Make sure message can be understood clearly.

o EXAMPLE: "Hello, this is (phone number). I am sorry | am not available to take
your call right now. Please leave your name, telephone number, a brief message, and the best
time to reach you. | will get back to you as soon as possible™.

o Return telephone calls promptly

Do Not:
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e Make crude comments or mention social references in message (i.e. I'm unable to
answer my phone because I'm out partying).
e  Have music playing in the background.
e  Let children record the greeting.
e  Use multiple people when recording the greeting.
e  Preach.
When leaving a message for someone to return telephone call, try to have the correct
pronunciation of their name and make sure the following is clearly stated:
. Name
e  Telephone number
. Message
o The best time to call back
o Name once again
o Telephone number once again
e  Then hang up gently
2. Work in pairs. Practice the telephone conversation, using the expressions you have learnt.
3. Read and discuss the telephone conversation. Write out the unknown words.
Making an Appointment
Techmachimport has done a lot of business with Goodman & Co. for the last four years.
Before Mr. Protsenko went to London, he and his experts had gone through he latest catalogues of
the firm. They found that compressors Model AC-30 could meet the requirements of their
customers. When Mr. Protsenko arrived in London, he phoned the Ukrainian Trade Delegation and
asked Mr. Zotov to make an appointment with Mr. Lipman of Goodman & Company.
Zotov: Ukrainian Trade Delegation here. Good morning.
Secretary: Good morning.
Zotov: | wonder if Mr. Lipman is available.
Secretary: Yes, he is. Hold on, please. I'll put you through.
Lipman: Lipman is speaking.
Zotov: Good morning, Mr. Lipman. Zotov’s speaking. I'm glad I've got you on the phone. |
hope you are well.
Lipman: Yes, thank you. And how are you getting on?
Zotov: Quite all right, thank you. The fact is Mr. Protsenko, President of Techmachimport has
come to London today. He'd like to talk to you.
Lipman: I'll be glad to see Mr. Protsenko. We haven't met since my last visit to Kyiv. I

wonder if he will be able to come and see me this afternoon.
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Zotov: I'm afraid this time won't be quite convenient to him. Could you give an alternative
date, please?

Lipman: Yes, certainly. Tomorrow morning then.

Zotov: Very good. I'll pass it on to Mr. Protsenko . Good-bye.

Lipman: Good-bye.

4. Read the dialogues; learn one of them by heart.

Making an Appointment

Secretary: Two-four-nine; double eight-double two.

Mr. Ivanov: | would like to make an appointment with Mr. Jeffries. This is Mr. lvanov speaking.

Secretary: Oh, yes, Mr. Ivanov. Good morning. I'll get his schedule. Are you there?

Mr. Ivanov: Yes.

Secretary: When would you like to come, Mr. Ivanov?

Mr. lvanov: Tomorrow, if possible.

Secretary: I’'m afraid he's tied up tomorrow. Is it urgent? If it is, perhaps we could fit you in

somewhere.

Mr. Ivanov: No, it isn't that urgent. Is the day after tomorrow possible?

Secretary: What time would you like to come?

Mr. Ivanov: As late as possible in the afternoon.

Secretary: I'm sorry, that afternoon's full too. How is Friday afternoon at five?

Mr. Ivanov: Yes, that's perfect, thank you. Good-bye.

Making an Appointment with a Secretary

Mr. Petrov: Hello. May I speak to Mr. Ward, please?

Mr. Ward: Speaking. Who is it, please?

Mr. Petrov: Good morning, Mr. Ward. This is Petrov, Mr. Gromov's assistant. Mr. Gromov had
to fly to Chicago on urgent business last night. He could not see you personally and so he asked me
to get in touch with you instead and settle the matter you discussed.

Mr. Ward: Sure, Mr. Petrov. Il tell you what. Could you come over to my office, say, about 4
o'clock?

Mr. Petrov: Yes, that's fine for me, Mr. Ward. I'll be there.

Mr. Ward: O.K., I'll be expecting you.

Appointment with a Doctor

Mr. Nikolaev: Is that Dr. Morton's office?

Secretary: Yes, sir.

Mr. Nikolaev: This is Nikolaev speaking. Could | have an appointment with the doctor in the
middle of next week, please?
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Secretary: Just a minute, sir I’1l check his schedule. Will Wednesday be all right?
Mr. Nikolaev: Yes, ifs fine. What time, please?
Secretary: Wednesday, at 6 p.m.
Mr. Nikolaev: Thank you. Good-bye.
Secretary: Thank you, sir. Good-bye.
Appointment with a Dentist
Mr. Nikolaev: Good morning. Could | speak to Dr Williams’s secretary, please?
Secretary: Speaking.
Mr. Nikolaev: My name is Nikolaev. I would like to have an appointment with the doctor.
Secretary: Is it something urgent, sir?
Mr. Nikolaev: Yes, rather. My son needs a dentist.
Secretary: | see. How old is he?
Mr. Nikolaev: He is about eight.
Secretary: Can you bring him tomorrow at eleven?
Mr. Nikolaev: That's Thursday, isn't it?
Secretary: Yes, sir.
Mr Nikolaev: That’s fine. Thank you very much.

5. What would you say in reply to these remarks?

1. This is Mr. Slow speaking. | would like to make an appointment with Mr. Gorelov. 2. I'm
afraid I’11 be tied up tomorrow. Could you suggest an alternative date? 3. There's something I'd like to
talk to you about. When can we meet? 4. I'm afraid we cannot fit you in today but we could
recommend you another dentist. 5. This is Mr. Fray's secretary. I'm calling to confirm your appointment
with Mr. Fray for tomorrow, at 10 a.m. 6. I’'m calling to let you know that Mr. Bell will not be able to
keep the appointment. He is away from London and won't be back until after Wednesday. We are
sorry about this.

6. In what situations would you say the following?

1. Sorry, we cannot fit you in today. 2. Let me consult my schedule. 3. Could you give me an
alternative date? 4. I'm afraid Mr. Petrov will not be able to keep the appointment. 5. Could | make an
appointment with the dentist? 6. | can give you a lift afterwards. 7. We've made an appointment for
Wednesday tentatively. 8. I'm calling to confirm your appointment with my colleagues. 9. We're
looking forward to seeing you next Sunday. 10. I'd like to report the fault of my phone. 11. The line is
completely dead.

7. Role-play making an appointment by phone:

1) with your counterpart; 2) with a doctor; 3) with an engineer from the TV repair service;
4) with a dentist; 5) with a friend of yours; 6) with Mr. Brody, Sales Manager of a big company.
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IIpakTu4He 3aHATTH S5
Tema: JlinoBa kopecmonaeHuis. CTpykTypa, 3MICTOBI YaCTMHM Ta OQOPMIICHHS [iIOBOTO
nucra. Jlucr-3anur.
[Iuranss:

1. What “golden rules” is the person to be guided by before starting to write a
business letter?

2. What kinds of sentences are used in a business letter?

3. What characteristics of a letter are obliged to make it available to read and to
understand?

4. What are the seven steps in planning a business letter?

5. What are the structural components of it? Enumerate them.

3aBmaHHA:

1. ITiarotyBaTucs A0 CIIOBHUKOBOTO IUKTAHTY.

2. Cryiacté Ta TIpoaHaNi3yBaTH OJHMH 3 JUIOBUX JIMCTIB 3TiJIHO 3 OCHOBHHMMH BHMOTAMH iX
HamucaHHs (CTPYKTYpa, 3MICT, CTHIIb, TpamMaTuka 1a opdorpadis).

Crnucok mitepaTypH:

1. Ara6eksu W.TII. Jlenosoii anrnumiickuii. English for business. Cepust «Boiciiee
obpazoBanue». — PoctoB H/[I: «®enukey, 2004. — 320 c.

2. boraukuii U. C., [TrokanoBa H. M. busnec-kypc anrnmiickoro s3bika. CiioBapsb-
cupaBouHuk. [loxg ob6meir pen. borankoro U. C. — 5-¢ u3a., ucnp. — Kuer: OO0 «UII
Jlorocy, 2004. — 352 c.: un. (Cepus «Bac xxaet ynex!»).

3. bymnanos C. 1., bopucosa A. O. Business English. /linosa anrmiiickka MoBa. 2-re
Buj. — Xapkis: TOPCIHI TIUTFOC, 2006. — 128 c.

4. Hapckas B.T'., XKypasuenko K. B., Jlsceukas JI. A., Ilamyxuna JI. I'., Yonposa
E. T'., lllax-Ha3aposa B. C., Illenxosa T. I'. HoBbiii nenoBoii anrmuiickuii. New English for
Business. - M.: Beue, 2005. - 672 c.

5. XauwarypoBa M. ®. AHIIMICKUN S3BIK JIJIST NE€TOBBIX KOHTakTOB. — K.: AKOHHT,
2002. - 335 c.

1. Read and discuss the texts with the help of topical words. Write out the unknown words.

Topical words

heading 3aroJI0BOK
irrelevant HEJOpPEeUHUN
draft YepHETKa

to include mictut (B co0i)

essential HeOoOX1IHHI, 000B'SI3KOBHI



concise KOPOTKHM, CTHCIIHI
courteous BBIWIMBHM, YeMHHUI
letterhead JpyKOBaHUH OaHK (YyCTaHOBH)
addressee azpecar
range HU3KA, PSJT
to enclose BKJIQJIaTH (B MAKET), MPUKIIAJATH J0 JUCTA
up-to-date Cy4acHHIA
p.p. ("per procuretionem™) 3a JIOpPyYEHHAM
enc. (“enclosure™) BKJIQJIKA, TOAATOK
advertisement OTOJIOIICHHS, peKJIama
to cancel aHyJIOBATH, CKaCyBaTH
quality AKICTb
commodity TOBap
on the average y CepeIHbOMY
to reduce 3MEHIIYBaTH, 3HIKYBATH
concession MOCTYIIKa
letter of intent JMCT-3000B's13aHHS
execution BUKOHAHHS
exclusive right BUKJTIOYHE TIPABO

""Golden Rules' for Writing Business Letters
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1. Give your letter a heading if it helps the reader to see at a glance what you are writing

about.

2.

Decide what you are going to say before you start to write.

3. Use short sentences.
4,
5
6

Put each separate idea in a separate paragraph.

. Use short words that everyone can understand.

. Think about your reader. Your reader ...

.. must be able to see exactly what you mean: your letters should be CLEAR;

.. must be given all necessary information: your letters should be COMPLETE;

.. Is a busy person with no time to waste: your letters should be CONCISE;
.. must be addressed to in a polite tone: your letters should be COURTEOUS;

. may get a bad impression if there are mistakes in grammar: your letters should

CORRECT.

Seven Steps in Planning a Business Letter

be
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. Write down your aim: Why are you writing this letter?

. Assemble all the relevant information and documents.

. Arrange the points in order of importance. Make rough notes.

. Write an outline and check it through, considering these questions:

Have you left any important points out?

Can the order of presentation be made clear?

Have you included anything that is not relevant?

5. Write a first draft, leaving space for additions and changes.

6. Revise your first draft by considering these questions:

Information:

Does it cover all the essential points?

Is it correct, relevant and complete?

English:

- Are the grammar, spelling and punctuation correct?

S

N N

S
1
2
3
4
5
6
7

w

tyle:
Does it look attractive?

Does it sound natural and sincere?

Is it the kind of letter you would like to receive yourself?

Is it clear, concise and courteous?

Will it give the right impression?

. Write, type or dictate your final version.

. Look through the structure of a business letter

tructure of the Letter

. Sender's address / Date.

. Inside address (receiver's address).
. Attention line.

. Salutation.

. Body of the letter.

. Complimentary close.

. Signature.

. Analyze the following letter according to its structural points.

GIMBEL& CO Ltd
21 High Street, Blackheath,
London SE3B 5HY

The address of the firm sending the letter (the

letterhead) is often printed on the paper



Tel: 01-564-8843

7th May 2002

M.Lawson Esq, Manager,
Filbury & Johns,

20 Shaftsbury Avenue,
London W1A 4WW

Ourref: DM/SK

Dear Mr Lawson,

Thank you for your letter of 4th
May enquiring about our range of
office equipment.

I enclose an up-to-date price list
and our latest catalogue which | hope
includes something of interest to you.
You will notice that we offer very
favourable terms of payment.

I look forward to hearing from you
again.

Yours sincerely

David Eipley

Sales Manager

Encs
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The date
The name, position, firm and address of the

addressee

The reference (the initials of the person

writing the letter and the person who types it)

The first paragraph says why you are writing

The second paragraph says what you want or
what you are doing (the real reason for writing the
letter)

The final paragraph is a polite ending

You write 'Yours sincerely”, if you know the
name of the addressee and 'Yours faithfully" if you
don't

The signature

The person writing the letter

His position in the firm

Here the enclosures are the catalogue and

price list

4. Use the given phrases in the business letter of your own.

Opening Phrases:

» Dear Madam

» Dear Sir

+ Dear Mister Malforn
 Dear Sirs

- [llanoBHa maHi
- [lTanoBHU# 70OpOAi0
- [llanoBHu#t mane Mandopx

- [IlaHOBHI ITaHOBE



in answering your letter.
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We have received your letter of... - Mu otpumainu Barimoro aucra Bif ...
We thank you for your letter of... - JIaKyeMo 3a JIHCT Bif ...

We have the pleasure to inform you - Mu pazi nosinomuTn Bac

In reply to your letter of... -V BigmoBige Ha Ball JIKCT Bif...

To inform you... - [ToBigomisiemo Bac. ..

We apologize for the delay - [Ipocumo npobayeHHs 3a 3aTPUMKY 3

Linking Phrases:

There is no doubt that...

It is necessary to note...

We'd like to draw your attention to the fact...

Considering the above said...
In this connection...
In connection with your request...

Otherwise we shall have...

As regards your request...

Up till now we have received no reply.
In case of delay...
In case of your refusal...

In case you fail to make payments...

Closing Phrases:

We are looking forward to receiving your

consent/approval/confirmation.

* Your prompt execution of our order would

be appreciated.

.+ We wish to maintain cooperation with you.

« Your early reply will be appreciated.

« We are looking forward to hearing from you.

If we can be of any assistance, please do not

hesitate to contact us.

* Yours faithfully/ sincerely

BIIOBIIO HA BAIll JIUCT.

- besnepeuno...

- Heo0Oxi1HO BiA3HAYUTH, IIIO. ..

- 3BepTaeMo Bailly yBary Ha Toi (hakr...
- bepyuu 1o yBaru ckasase...

- Y ubomy 3B 'SI3Ky...

- ¥V 3B'M3Ky 3 BalllUM MPOXAHHSIM. ..

- ¥ npotuBHOMY pa3zi Mu OynemMo
3MYIIEHI. ..

- lllono Bamoro npoxaHHs. ..

- Jloreriep Mu He OTPUMAITH BiATIOBIII.
- Y BUNIAAKY 3aTPUMKH. ..

- YV BUMajKy Baioi BiIMOBH...

-y BUITAZIKY HECCILJIATH. ..

- YekaeMo Bamoi 3roau/cxBaneHHs/

HiATBEPKSHHS.

- Bynemo Bam BIsiuH1 32 MIBUAKE

BMKOHAHHS HAIIIOI'0 3aMOBJICHHS.

- CnoziBaeMocst MiATPUMYBaTH
CHiBPOOITHUIITBO.

- Bynemo Bam BIsiuHi 32 MIBUJKY

BIMOBIAb.

- CriogiBaeMocst orpuMatu Big Bac

BIMOBIAb HAWOIMKUUM YACOM.

- [Ipocumo 3BepTaTucs 10 HAC, SIKIO BU

MoTpeOyeTe TOMOMOTH.

- 3 moBarorw
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5. Read and discuss the structure of the following letter according to the given statements and

rules.

D. Clark,
Sales Manager,
Priston & Co Ltd,
28 Kolas Court,
North Middletown, NJ
07734 USA
5th March 2001
Our ref: MP/NK

Dear Mr. Clark,

Thank you for your offer of 3" March.

We are favourably impressed by the quality of your commaodity, but feel that the price is
rather high. The prices quoted by other suppliers are, on the average, 10% lower. However, in
view of the high quality of your commodity, we are ready to make a deal with you if you re-
examine your prices. If you reduce your price by 5% we will place an order for some 10.000
items. We trust that in view of the size of the order you will see your way of making this
concession.

Your early reply will be appreciated.

Yours sincerely,

Mike Parson

Sales Manager

. Answer the questions.

. Who is sending the letter?

. Who is receiving it?

. What is the opening phrase?

. The company is ready to purchase the commodity, isn't it?
. What is its requirement?

. What quantity is it ready to buy?

. Do you think it is worth to make this concession?

o N o o A WON P O

. What is the closing phrase?
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7. Translate into English.
1. Mu orpumanu Bamoro jucta Bif 13 Bepecus 2002. 2. JIakyemo 3a 1ucT-3000B’13aHHS BiJl
1 6epesns. 3. S HajcMIaro BaM LEH JIMCT 3 MPOXaHHSAM HaJAiCIaTH KaTajor Bamoi npoaykuii. 4. Mu
TOTOBI CIIBIIpAIIOBaTH 3 BaMH. 5. MU XoueMO 3aKymWTH TaKy MOpoaykiio. 6. Kommanis mae
BUKITIOYHE TIPABO HAa BUTOTOBJICHHS ITMX TOBaPiB.

8. Analyze the structure and the content of the enquiry letter as one of the business letter

samples.
Topical words:
clothing OJIAT
catalogue (Am. catalog) KaTajaor
suitable I IX O ST
quotation MIPOIIO3HILIS, PO3IIHKH
to require BHMAaratu
supply [OCTaBKa
to supply MOCTABJIATH
payment TJIaTIK
Letter of Credit (L/C) aKpEIUTHB
early reply IIBUJIKA BiJOBIIb
quantity KUTBKICTh
HOWARD & PRATT
Ladies' Clothing
306,3d Avenue
Chicago, Ill 60602
USA
Oct. 21, 2000

JACKSON & MILES

118 Regent Street

London WIC 37D

UK

Gentlemen:

We saw a collection of women's dresses in your October catalogue. The lines you showed

would be most suitable for our market. Would you kindly send us your quotation for clothing that
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you could supply to us by the end of November? We would require 1,000 dresses in each of the
sizes 10-14, and 500 in sizes 8 and 16.

We propose the payment made by Letter of Credit.
Thank you for an early reply.
Very truly yours

P. PRATT, Jr
(P.Pratt)
Buyers

9. Answer the questions:
1. What do the Buyers ask for in their enquiry letter?
2. What quantities of goods do they require?
3. What terms of payment do the Buyers propose?
10. Fill in the missing pronouns: somebody, anybody, nobody, everybody, anything,
something, nothing, everything
1. The question is not difficult and ... can answer it. 2. ... called yesterday but he left no
message. 3. Can ... help me? 4. It is too late. I think there is ... in the office now. 5. There is ...
interesting in this letter. 6. Is there ... here who knows English? 7. You must find ... who can offer
it to you. 8. ... knew the time of briefing. 9. Please, write to us if you want to order ... else.
10. There is ... in the office. I don’t know him. 11. Please, tell us ... about your obligations. 12. Is
there ... you want to offer me? 13. We have ... new in our catalogue. 14. There is ... interesting in
this offer.
11. Study new business proverbs:
= A man is known by the company he keeps.
= Failing to plan is planning to fail.
= From those to whom much is given, much is expected.
= If ifs and ands were pots and pans there’d be no work for tinkers.
=  Money can’t buy everything, but everything needs money.
= Never let the right hand know what the left hand is doing.
= Not until just before dawn do people sleep best; not until people get old do they
become wise.
IIpakTnyHe 3aHATTA 6
Tema: Bunm mioBuX JIHCTIB.

Tluranus:
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1. What types of business letter do you know?
2. What letters of two types are often used?
3. What is the main aim of an offer?
4. What information do the offers usually include?
5. What are the types of the quotation?
6. What phrases do usually open a free offer?
7. How do a free and a firm offers differ from each other?
3aBaaHHs:
1. [TinroTyBatH 10MOBiAL HA TeMY: «OCHOBHI BUIH JIIJIOBUX JIUCTIBY.
2. Ckiact 2 3pa3Ku JiJI0OBOTO JIUCTA.
Criucok miteparypu:

1. Arabeksin U. I1. [JlenoBoii anrmmiickuid. English for business. Cepust «Bpicuiee
obpazoBanue». — PoctoB H//I: «®enukcy, 2004. — 320 c.

2. boraukmii U. C., droxanoBa H. M. busnec-kypc anrmmiickoro si3pika. CioBapsb-
cupaBounuk. [lox oOmeit pen. boraukoro M.C. — 5-¢ uzn., ucnp. — Kues: OO0 «UII
Jlorocy, 2004. — 352 c.: un. (Cepus «Bac xxaet ynex!»).

3. Bynanos C. 1., bopucosa A. O. Business English. [linoBa anrmiiicbka MoBa. 2-re
Buj. — Xapkis: TOPCIHI TIUTFOC, 2006. — 128 c.

4. JHapckas B.T., Xypasuenko K. B., Jlsceukas JI. A., Ilamyxuna JI. I'., Yonposa
E.T., Hlax-Hazaposa B. C., lllenkoBa T. I'. HoBsIii nenoBoit anrnuiickuii. New English for
Business. - M.: Beue, 2005. — 672 c.

5. XauwarypoBa M. ®. AHIIMICKUN S3BIK JIJIST NETOBBIX KOHTakTOB. — K.: AKOHHT,
2002. - 335 c.

1. Read and translate the texts with the help of topical words.

Topical words

firm offer TBEp/Ia TIPOTIO3HUITis

are pleased pani

regarding II0 CTOCYEThCS

with regard to BiHOCHO

size po3Mip

to require BAMAaratu

nearly Maiixe

quantity KIUTBKICTh

obtainable SKAN MOXKEe OyTH OTpHUMaHHIA

subject to 3a yMOBH, III0...
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to deliver MOCTABIISATH

to receive OTPUMYBATH

to prefer HAJIaBaTu TepeBary

air freight IICPEBE3EHHS MOBITPSHUM [UIIXOM
kind pinx, BUI, copt

shipment BiJIBAHTAXCHHS

to charge Ha3HAyaTy IiHYy

cost BapTICTh, BUTPATH

extra at cost 3a JJOJATKOBY CILIATy

The Types of Business Letters.
There are different kinds of business letters, used for different purposes. They are divided
into two types: the business to business type and the business to client type.

Business-to-business types are intended for company to company communication.

Examples are:

e  Appreciation letter — a letter of gratitude and appreciation for help extended,
or a good business deal.

e Thank you — is a letter of gratitude.

e Congratulations — is a letter that praises the recipient for a job well done.

e Letter of recognition — a written statement of recognized efforts similar to an
appreciation letter.

e Letter of reference — is a character reference letter. It is a letter building up
the character of a person to be accepted in a job.

e  Recommendation — is an endorsement letter to hire a certain person.

e  Sympathy letter — is a letter of condolences to a person or family.

e Invitation letter — is a letter persuading a person or a company to join an event
or an occasion.

e Letter of credit — is a way of endorsing a certain business to be considered a
credit loan.

e Letter of interest — a reply to an invitation that confirms presence on the
event/occasion.

e  Business memorandum — notices that are distributed to the staff. They are
reminders of company activities, or imminent changes in the company.

° Business introduction — is done to introduce a new business to the readers.



36
e  Business letter — a letter that talks about the plans for the business.
e Donation letter — a letter asking for donations.
e  Termination letter — more popularly known as a resignation letter. It signifies
someone's desire to leave a job permanently.

Business-to-Client letters are:

e\Welcome letter — welcomes the client and thanks him for choosing the company.

e Letter of appreciation — thanks the client for having business with the company.

e Apology letter — asks the client for reconsideration, and apologizes for failing to
deliver.

e Collection letter — notices outstanding payments due.

eInvoice letter template — this is asking the clients to state the invoice number of their
transactions.

e Letter of invitation — invites a client to join a certain gathering.

e Marketing letter — is stating the newest products that the company will provide soon
or is presently providing.

eRejection letter — is stating the rejection of the client's request.

Business letters are more formal in writing. Follow the formats strictly. Be concise, clear and

direct to the point.
An Offer. Kinds of Offers
An offer (a quotation) is a statement by the Sellers usually in written form expressing their
wish to sell the goods. Offers as a rule include the following information:

— the description of the goods offered (their quality, quantity);

— detailed prices, discounts and terms of payment;

— the date or the time and place of delivery.

There are two kinds of offers.

A free offer is made when Seller offers goods to regular customers without waiting for an
enquiry and sends quotation to those who may be interested in the goods. These offers were
formerly called offers without obligation. There must be an indication in such an offer that it is
made subject to the goods being available when the order is received. The opening phrases in free
offers may be: “We think you will be interested in our quotation for the goods” or “We have
pleasure in enclosing our latest catalogue (or the price-list of our products)”.

A firm offer is a promise to supply goods on the terms stated (i.e. at a stated price and within
a stated period of time). This promise may be expressed in a letter in the following words: “We
make you a firm offer for delivery by the middle of May at the price quoted” or in some other
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words like: “The offer is subject to acceptance within fourteen days”, or “The offer is open for
acceptance until the fifteenth of January”.

The Sellers making a firm offer have the right to withdraw it at any time before it has been
accepted. In practice, however, no seller will risk his reputation by withdrawing his offer before the

stated time.

2. Read one of the examples of a business letter. State to what type it belongs to.
JACKSON & MILES

118 Regent Street

London WIC 37D

UK

Oct. 28, 2000

HOWARD & PRATT
Ladies' Clothing
306, 3d Avenue
Chicago, 111. 60602
USA
Dear Sirs,
We are pleased to make you a firm offer regarding our products in the size you require.
Nearly all the models are obtainable and can be delivered to you by the end of November. All
other models of dresses can be supplied by the middle of December 2000, subject to our receiving
your order by 15th of November. If you prefer the goods to be shipped by air freight, this kind of
shipment will be charged extra at cost.
Yours faithfully,
D.A.Leary
Manager
Export Department

Sellers

3. Answer the questions.
1. When can the Sellers deliver the goods to the Buyers?
2. When can the Sellers supply all other models of dresses?

3. What is charged extra at cost?



38

4. Write the offer of your own using the given phrases and expressions.

Expressions used in enquiries for catalogues, brochures, etc. and in answers to such enquiries

We shall be obliged if you will send us
your latest catalogues, brochures or any other
publications.

We are pleased to enclose our latest
catalogue illustrating our range of products,
which we trust you will find useful.

As soon as the catalogues are available,
we will send you some copies.

We regret to advise you that our
catalogue is out of print.

We are interested in ... advertised by you
in this catalogue.

If you require further copies of this
catalogue, please do not hesitate to write to us.

The goods to which you refer are not in
stock and therefore no catalogues are
available as yet.

We enclose for your information our
brochure and leaflet that we trust you will find
useful.

We have been informed by... that you
are manufacturers and exporters of...

We have seen your advertisement in...

We refer to your advertisement in...

We shall

additional questions you may ask.

be glad to answer any

Mu Oymemo 3000B’s3aHi, $Kmo Bwu
HaJIIUIETe HaM OCTaHHI KaTajoru, opourypu abo
Oy/b-sKi 1HII myOTiKaIii.

Mu panai nomaTu Haml OCTaHHINA Katajor,
SKHH UTIOCTPY€E aCOPTUMEHT HALINX BUPOOIB, fKi,
Ha Hally IyMKy, Bac 3aiikaBiisTs.

Sk TUIBKH-HO KaTaJoru

Oynytb B
HasIBHOCTI, MM HajinieMo Bam nekinbpka Komii.

Ha »xanp, mu noBigomaseMo Bawm, 110 Bech
THUPaX HAIIOTO KaTalory po3iiIIoBcs.

Mi 3anikaBieHi..., skuii Bu pexiamyere B
ILOMY KaTaJIO31.

Sxmo Bam motpiOHI mIe Komii IhOTro
Karajiory, Oyab-acka, oB1IOMTE HaM.

TomapiB, Ha ki Bu mocunaerech, Hemae B
HasIBHOCTI, 1 TOMY KaTaJIOTiB IIIe HEMA.

Mu nomaemo mis  Bamoi iHdopmarii
Opollypy Ta peKJIaMHUN JHUCTOK, SKi, Ha HAaIly
IyMKY, By 3Haiiere KOpuCHUMH.

Mu Oynu npoindopmoBani..., mo Bu —
BUPOOHUKHU Ta €KCIIOPTEPH. . .

Mu Gaunnu Bamy peknamy B...

Mu nocuaemocs Ha Barry pexiamy B...

Mu Oynemo pajl BIAMOBICTH Ha Oyab-sKi

,Z[OI[aTKOBi IUTaHH, ki Bu Mo»eTe IMoCTaBUTH.

5. Exercise your grammar. Fill in the missing pronouns: much, many, little, few, a little, a

few.

1. Will it take ... time to answer this letter? 2. We give the customers ... catalogues of our

products. 3. We had ... time, so we couldn’t prepare the goods for shipping. 4. Your order will

receive ...

attention. 5. I like it here. Let’s stay here ..

. longer. 6. She wrote us ... letters from

abroad. 7. There was ... sugar in the bowl, and we had to put ... sugar there. 8. I know French ...
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and | can help you with the translation of this text. 9. Thank you very ...! 10. I want to say ... words
about my travelling. 11. Please don’t ask me ... questions. 12. How ... money have you got?
13. We usually spend ... money on advertising. 14. ... in this work was too difficult for me.
15. There were ... new orders and we spent ... time executing them.

6. Study new business proverbs:
= Nothing succeeds like success.
= Our greatest glory is not in never falling but in rising every time we fall.
= Power tends to corrupt; absolute power corrupts absolutely.
= Rome was not built in a day.
= Seize opportunity by the beard, for it is bald behind.
= Sell a man a fish, he eats for a day, teach a man how to fish, you ruin a wonderful
business opportunity.
= Teachers open the door. You enter by yourself.
IpakTuyne 3aHATTA Ne /
Tema: Enextponni 3acobu 38’ s13ky. Pakc. Tenekc.
IIutanns
What is the principle of a fax machine work?
What is fax?
What are the advantages of sending messages by fax?
How is sending messages by telex performed?

How can one correct the mistake made while sending a telex?

2 T A

Name the abbreviations used when sending telexes.
Crnucok nitepaTypH:

1. Bynanos C. 1., bopucoBa A. O. Business English. /linoBa anrmiiicbka MoBa. 2-re
BuJ. — Xapkis: TOPCIHI IIJTFOC, 2006. — 128 c.

2. Mépnok-Crepu C. OOmienue Ha aHrmickoM: TenedoH, ¢akc, E-mail, nenosas
nepenucka: yueo. mocodue / Cepena Mépnok-Creph; niep. ¢ ¢p. . 1. Makcumenko. — M.:
Actpens: ACT, 2005. — 142 c.

3. Haymenxko JI. TI. Business English Course: Busnec-kypc aHTIIHHACKOTO s3bIKa. —
K.: A.C.K.,, 2005. — 448 c. — Anru., pyc.

Topical words
facsimile ¢bakcumine

design TUTIaH, TPOEKT

means 3acid



socket
charge

to measure
to vary
evidence
to transfer
chain store
to circulate
receiver
memo
branch
damaged
consignment
supplier
urgent

to replace
delivery

item

1. Read and translate the text.

THI310, a3

iHa

MIpATH

MIHATH(CS), 3MiHIOBATH(CS)
IIOKa3, CBIAYEHHS
nepenaBaTu

OJIHOTHUITHI Mara3uHu OJHi€l hipMu
MOIIMPIOBATH, TIEpPeIaBaTH
OJlepKyBad

maMm’sTHa 3aIKcKa
BiAiIeHHs, (iis
HOLIKOHKEHUN

BaHTaX, NAPTisl TOBApiB
[MOCTaYaJIbHHUK

TEPMIHOBUI

3aMiHITH

JIIOCTaBKa

KOKHHUW OKPEMHUH ITPEAMET

Fax
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The word "fax" comes from the word "facsimile”. A fax machine will send a duplicate of the

message, document, design or photo that is fed into it.

Faxing is a means of telecommunication that has developed very quickly over the past few

years. There are various models of fax machines which connect to a telephone socket and which

work on a system similar to the telephone system.

Charges are measured in telephone units and therefore vary according to the time of day and

where the fax is being sent. The advantages of fax include instant reception of documents and

documentary evidence of what has been transferred. A document can be relayed from one source to

hundreds of other receivers, for example, if the head office of a chain store wants to circulate a

memo or report to its branches.

2. Read and discuss the following faxes.

a) This fax is from Lynk & Co, who received a damaged consignment and was told by their

supplier, Mr Causio, to return it.
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P. Lynk & Co. Ltd

(Head office), Nelson House, Newell Street, Birmingham B3 3EL.
Telephone: 021-327 5385 Cables: MENFINCH Birmingham Telex: 556241
Fax transmission from: K. Pane
Message for: D Causio
Address: Satex S.p.A., Via di Pietra Papa, Date: 24 January 20
00167

Fax number: (06) 394 8629
Dear Mr. Causio,

This is an urgent request for a consignment to replace the damaged delivery which we

received, and about which you have already been informed.

Please air freight the following items:

Cat. no. Quantity
PN40 60
AG20 75
L28 100

The damaged consignment will be returned to you on receipt of the replacement.

Yours sincerely,

K.Pane

Chief Buyer

b) This fax is an example of an informal message from a sales representative, who needs
something to be done urgently by his Head Office. Notice that the fax is kept brief and clear.

MANSON OFFICE SUPPLIER LIMITED

Canal Street, Manchester M12 4KQ

Fax transmission

From: Nick Manson

To: Sue Bresson

Sue,

I've been in Bournemouth now since yesterday, and our clients seem to be most enthusiastic
about our new range of notepaper. Can you send some more samples and about twenty more
catalogues? Please send them Data post, and then I'll definitely get them tomorrow.

Also, just to let you know I'll be in Norwich on Thursday 18" and Friday 19" and back at the
office on the Monday.

Thanks, and see you next week.
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3. Complete the dialogue.
A: Where does the word "fax" come from?

A: What are the advantages of fax?

Bl

4. Write two faxes: one — formal, the other — informal.

5. Read and translate the text. Write out the unknown words.

The Telex

The mobile telephone, fast train and air travel have cut the problem of distance for today's
business executives. However, where the addressee cannot be reached by telephone, the fax and the
telex messages may still prove valuable. Generally speaking, telex machines are now used only
where there is a need for a legal proof and when a fax message is unacceptable.

The telex is a machine like a typewriter, but with a dial on its casing. A message can be sent
by dialing the receiver's number, by dialing and using the keyboard for some countries, or by ask-
ing the operator to connect you.

The telex has all the advantages of sending a cable and in addition it operates in the office and
offers a direct line. It is available twenty-four hours a day, and can send cables as well as telex
messages.

Operating the telex: once the telex operator has dialed the code, an answerback code will
appear on the teleprinter indicating that the sender is through. If the wrong code appears, the sender
dials again. The message is typed, as with a normal typewriter, and appears on the receiver's
machine.

Corrections are made by typing five X's: WE ARE SEDXXXXXSENDING ORDER.

Each telex message is finished with + sign, if the end is not clear; + + sign is used after the
last message; + ? sign at the end of a message means either “reply, confirm” or “A further message

will be sent”.



43
6. Study the layout and the language of telexes.
The Layout of the Telex:

Answerback 194381 FL NT Q
Message CONSIGNMENT PL 1350 ONLY
ACCEPTABLE AT 33 O/O TRADE DISK
NOT
THE 25 O/O OFFERED PLS CFM
Sender’s name TRACER LONDON
Collation PL1350 33 O/0+?

Telexes have their own language. Some words are left out altogether, e.g. articles,
prepositions, pronouns “I”, “you”, auxiliary verbs “to be”, “to have”, “will”. Instead of “I'll write
soon” it is written “WRITING SOON” or “LETTER FOLLOWS?”; instead of “Please will you write
soon” —“PLEASE WRITE SOON”.

Telex charges depend on the time it takes to send the message, so telex operators have
developed their own abbreviations:

ASAP, SOONEST - as soon as possible
ATTN — attention

CFM — confirm, I confirm

EEE — error

ETA — estimate time of arrival

EXT — extension

FIN - I have finished my message now
FR — from

L/C — letter of credit

MGR — manager

MOM - waits, waiting

PLS, SVP — please

RAP — | shall call you back

RECALL - call me back

RODS - regards

THRU - through

THKS — thanks

TLX — telex

U-you
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W — words
X —error
Figures and symbols should be written in words, e.g.: FIFTY DOLLARS for $50.00; AT for
@; PER CENT for %.
The word “telex” can be used as a noun, a verb and a participle, e.g.: “Please telex as soon as

possible” or “We received a telexed reply”.

7. Decode the following two telexes
1
ATTN: JOHN REED, STOCK MGR
FR: STEVE FOX
PLS CFM ETA FOR MILD STEEL ORDER
NO 6345C
THKS IN ADVANCE

2
APR 7 2000
TO: MARTIN BUSH
FR:  JIM FORSTER
RE YR TLX 86/742
PLS OPEN L/C THRU OUR BANK
THE VIKING BANK LTD
LONDON GB
AWAIT DETAILS OF L/C ASAP
RGDS

8.  Write these sentences as if you are sending a telex.

1. 1 have booked your flight to Manchester, departing from Brussels at 12:30 on
Monday.

2. Would you please inform your representatives?

3. | would be happy if you could suggest a suitable meeting date in August or
September.

4. Would you please tell us which day you will be returning?

5. The Madrid conference has been postponed.

6. Thank you for your letter.



7. 1 can confirm that your order number 442/7 (550 rolls of wire netting) was dispatched
on 24" November.

8. lintend to meet Foster and Gamble on Wednesday, and shall fly back two days later.

9. Consignment No. 441 should arrive Southampton on M.S. Atlanta tomorrow.

10. 1 met Mr. Larwood yesterday. Everything is satisfactory.

9. Change the following message into telex.

With reference to the construction of the new administrative building, the drawings and
details of the project which have so far been received from the consultants are now available.
Each department head is asked to study them and forward their comments to this department as
soon as possible so that the necessary action can be taken.

10. Underline the key message words in the below text. List the main points covered in the
telex.

TO: MARIE ZOLI, EUROPEAN WOMEN’S ASSN.

FROM: ANN WILLIAMS

DATE: NOVEMBER 25, 1999

RE: OURTELCON PROPOSED LUNCHEON

CONCERNING POSSIBILITY OF A LUNCHEON FOR YR CLUB MEMBERS ON
BOARD THE FLYING DUTCHMAN IN JUN, AM PLEASED TO CONF THAT WE CAN
CATER FOR TWENTY AND SHALL SEND YOU SAMPLE MENU IN NR FUT. A
SIMPLER, LESS EXP MENU CAN BE ARRNGD IF DESIRED. RE YR PROPOSED TALK
ON LIFE IN ITALY, | REGRET TO SAY THAT WE DO NOT HAVE SUFF SPACE TO
ACCOMM ONE HUNDRED. ON THE OTHER HAND, WE COULD ARRNG SPACE FOR
FIFTY FOR YR ANN GEN MTG. IN FACT, | HAVE ALREADY DISC THIS WITH MRS.
HEWLETT WHO CONTACTED ME ON THIS SUBJ LST MTH. PLS DO NOT HESITATE
TO CONTACT ME FOR FURTHER DETAILS.

11. The following telexes have just come to you. Paraphrase them verbally and
choose the correct action to be taken in the questionnaire.

1. AM ADV PLASFIL CO EARLY THIS MTH PRODUCED TWO DOCS WHICH
ARE ON WAY TO TRIAL COUSEL IN MUNICH AND THAT ADDTL DOCS MAY BE
SUPPLIED BY NOV 18. CALL US WHEN U REC COPIES OF DOCS TO DISC
APPROACH FOR RESP TO COMPLNT.

45



2. THIS IS TO CONF MY UNDERSTANDING OF OURTELCON. THE PURCHASE
PRICE OF INDIV SHARES WILL BE BOOK VALUE AT OCT 31 OF YR PRECEDING
PURCHASE, BUT WILL NOT EXCEED AMOUNT ORIG DISCUSSED. PLS NOTIFY YR
REQUIREMENTS.

3. URG U CALL THIS OFFICE WITHIN 48 HRS CONC YR DEFAULTED
STUDENT LOAN. FAILURE TO PAY YR DEBT MAY RESULT IN ASSIGNMENT OF YR
ACCT TO U.S. ATTORNEY. UNL THIS DEBT IS PD IN FULL, ADMIN COSTS,
ATTORNEY FEES AND COURT COSTS WILL BE ADDED TO THIS DEBT.

Questionnaire

Choose the correct action to be taken in each of the following:

1. (a) Call sender when you receive copies of documents.

(b) Send two documents to Munich.
(c) No action to be taken.
(d) Call sender to discuss approach to adopt.
2. (a) Call to confirm telephone conversation.
(b) No action to be taken.
(c) Inform sender of your requirements re shares.
3. (a) You must pay your debt immediately.
(b) No action to be taken.
(c) Call sender’s office immediately.

(d) Pay administration costs.

IIpakTuune 3ansaTrsa Ne 8

Tewma: IntepHer. EnexrpoHHa nomra.

ITutanus:

Tell the story of creating the Internet.

What is the purpose of using the Internet?

Which main spheres/branches of using the Internet do you know?
What is e-mail?

How does a typical e-mail address look like? Give examples.

What does an e-mail message consist of?

N o a s~ w D E

Name abbreviations used when writing an e-mail message.

Cnucok nitepaTypH:
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1. bynanos C. 1., bopucosa A. O. Business English. /[inoBa anrmilicbka MoBa. 2-re
Buj. — Xapkis: TOPCIHI IIJTFOC, 2006. — 128 c.

2. Mépnok-Crepn C. OOmenue Ha aHrmickoM: TenedoH, ¢akc, E-mail, nenosas
nepenucka: yueo. mocooue / Cepena Mépaok-CrepH; niep. ¢ ¢p. . 1. Makcumenko. — M.:
Actpenb: ACT, 2005. — 142 c.

3. Haymenxo JI. I1. Business English Course: busnec-kypc aHTJIHICKOTO sI3bIKA. —
K.: A.C.K., 2005. — 448 c. — Anrun., pyc.

1. Read and discuss the text. Write out the unknown words.
INTERNET

The best way to think of the Internet, or Net as it is often called, is a vast global network of
networks connecting computers across the world. At present, more than 33 million people use
Internet and over three million computers worldwide are linked in. They use the Net for transferring
data, playing games, socializing with other computer users, and sending e-mail.

The Net was dreamt up in the late 1960s by the US Defense Department's Advanced Research
Projects Agency which decided that it needed a means by which messages could be sent and
received even if phone lines were inoperative. In 1969, there was a network of just four computers.
By 1972 the number had risen to 40. About this time the idea of electronic mailbox was born. By
1984 the Internet began to develop into the form we know it today.

The Internet can be divided into five broad areas.

Electronic mail, which is much faster than traditional mail. Anything that can be digitized
(converted into digital form) — pictures, sound, video — can be sent, retrieved, and printed at the
other end.

Information sites. This is perhaps the fastest growing area of the Internet as more and more
people put their own information pages on line. Computers process vast amounts of information
very fast, by specifying a key word or phrase. The computer can then search around the Net until it
finds some matches. These information sites are usually stored on big computers that exist all over
the world. The beauty of the Net is that you can access all of them from your home, using your own
PC.

The World Wide Web, usually referred to as WWW or 3W, is a vast network of information
databases that feature text, sound. On the WWW you can go on a tour of a museum or exhibition,
see the latest images from outer space, go shopping, and get travel information on hotels and

holidays.
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Usenet is a collection of newsgroups covering any topic. Each newsgroup consists of

messages and information posted by other users. There are more than 10,000 newsgroups and they

are popular with universities and businesses.

Telnet programs allow you to use your personal computer to access a powerful mainframe

compulter.

2. Make the following sentences complete.

1. More than 33 million people use the Net for ................
2. It was in the late 1960S When .........cccceveveiciinininne,
B BY 1984 ...
Ao e, five broad areas.
5. Anything that can be digitized, can...........c.ccccccevveennene.
6. One thing that computers do very well is......................
7.0N WWW YOU CAN ...t
8. More than 10,000 .........ccovvvireiiiiiiie e
3. Read and discuss the text. Try to retell it.

Topical words

to retrieve — oTpumyBaTu; 3HAMTH

password — mapoJib

use rid — inenTudikartis KOprCTyBaya; iM’st 200 TICEBAOHIM
personal handle — npuBaTHe KOpHCTYBaHHS, OCOOUCTHIA KOJT
domain — momen (Miciie3HaXoKEHHS a00 cdepa IisAITBHOCTI apecaHTa)
Server — cepBep, HAKOMUIyBay

login — storin (koM 10TepHE iM’s1)

inbox /outbox — Bximni/ BUXigH1

sent items - BianpaBieHi

deleted items - Bunaneni

tools/check for new mail - cepBic/nocraButu momiry

insert (attach) file — mpuxpinutu daiin

view/current view — BUIJISL]] / TOTOYHE 300paskeHHSI

reply — BiamosicTu

reply all — BinmoBicTu BcimM

IP address - mudposa aapeca komm’torepa (Hamp., 104.55.66.78 i 1.11.)
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URL - tekctoBa aapeca komm’toTepa B [HTEepHETI, 3pydHa JJIsl 3amam’ ITOBYBaHHS

(manp., www.business.ru i t.1.)

E-mail

The electronic mail (e-mail) was started in the late 60s by the U.S. military that were
searching for a way of communication in the event of a large-scale nuclear war. They needed a
system that would be decentralized, reliable, and fast in case the central institutions were destroyed.
They came up with e-mail.

In the early 70s, e-mail was limited to the U.S. military, defense contractors, and universities
doing defense research. By the 70s it had begun to spread more broadly within university
communities. By the 80s, academics in a number of fields were using e-mail for professional
collaboration. The 90s saw an explosion of the use of e-mail and other computing networking. It is
estimated that more than 25 million people throughout the world were using it in the mid-90s.

E-mail is a way of sending a message from one computer to one or more other computers
around the world. A subscriber to e-mail needs a terminal, such as a PC, a telephone line, and a
modem, which is a device of converting signals into text. E-mail users must also have access to a
mailbox, which they can call from anywhere in the world to retrieve messages. They receive a
mailbox number and a password for confidentiality.

E-mail is fast, cheap, and relatively reliable. It permits to send large amounts of information
to different addressees and allows people to retrieve messages at any time.

A typical e-mail address is: direct@askbooks.kiev.ua (the e-mail address of the A.S.K.
Publishers House). The part to the left of the @ sign, called use rid, has been chosen as a personal
handle. The part to the right is called the domain and represents the particular computer that
receives and delivers the message.

E-mail message usually comes into two parts: the heading and the body. The heading
includes: the date, the writer's name, the addressee's name, which is to receive a copy (c.c.), if any,
and the subject. The body of the message bears an ordinary content of a letter but a bit shorter.

The golden rule for writing e-mail messages is KISS (keep it short and simple). Use short
phrases instead of long, active voice instead of passive; avoid foreign words, metaphors, and
scientific terms.

There's no bold in e-mail, so use capitals or asterisks. Among the abbreviations used in e-mail
there are: BTW — by the way; IMHO — in my humble opinion; CONT - container; SHPT —
shipment; RQST — request; BUZ — business; MESS — message.
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4. Rewrite the letter; substitute the phrases in bold type with more suitable ones for e-mail
correspondence. Don’t hesitate to omit unnecessary information.
Dear Mr. Adams,

I have been informed today by your

secretary that your firm is now ready to take our
proposition for take-over. 1 am glad to hear that
nevertheless the negotiations were too long and
time-consuming we have come to a positive
decision.

You will be informed by my secretary about
our “rendez-vous” on my arrival from Brazil
next week. | hope we will be able to discuss the
matter over.

I am looking forward to meeting you soon.

Sincerely yours,

Nick O’Brien

5. Complete the sentences with the enlisted words.
a) INBOX
b) OUTBOX
c) SENT ITEMS
d) NEW MSG/NEW/NEW MAIL/COMPOSE
e) REPLY
f) FORWARD
g) ADDRESS BOOK
h) SEND/RECV/SEND&RECEIVE
i) capital/small/at/dot

j) DRAFTS
1) My address is HollyWoods@hotmail.com, that’s H o-l-l.ly W
0-0-d-s__ hotmail __ com.
2) Ineedmy__ toadd/remove/amend e-mail addresses.
3) My  iswhere my incoming messages are stored.
4) IfI __ amessage it goes on to another person.

5) With “ ” I can write a new letter.



6)
7)
8)
9)
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If I press | connect with Internet.
I lookat  tosee what messages | have sent.
Before being sent across Internet, my messages are stored inthe

I need to send an answer to that message, I’ll use

10) I’1l have to finish that e-mail later, I’ll store it in

6. A “smiley” is a symbol in the Internet to express your emotions. What is the

meaning of the following symbols?

1 >-) 6 -0
2 -(or:-< 7 -t
3 - 8 -/
4 -) 9 -1
5 = 10. -&
The user:
a) will not say anything f) is winking at you
b) IS Cross 9) is surprised/ shocked
C) has a moustache h) is sad
d) is undecided i) is happy
e) is tongue-tied )i is asleep
7. There are a lot of words/phrases for the Internet. Match the following terms
and phrases with their explanations.
1. attachment a) where you incoming messages are stored.
2. bandwidth b) pass along an e-mail to another address.
3. bcc c) the speaker is considered incompetent or ignorant.
4. bounce message d) a quotation added to a signature.
5. forward e) error message returned by an e-mail system.
6. mailbox f) an emotional and often angry or rude message.
7. sig quote g) blind courtesy copy.
8. spam h) a measure of how much information can be sent.
9. aflam i) unsolicited e-mail messages (usually unwanted).
10. burble J) a file linked to an e-mail message.

8. Choose the correct definition.




1. E-business a) economic business
b) electronic business
2. T-commerce a) total commerce
b) television commerce
3.C2B a) customer to business
b) client to boss
4. B2B a) buyer to boss
b) business to business
5. IMO a) international monetary
organization

b) in my opinion

6. IMHO a) in my humble opinion
b) international monetary help organization
7.0TL a) over the limit
b) out to lunch
8. HSIK a) how should I know
b) have something in kit
9. SPAM a) unwanted mail
b) compacted meat
10. LOL a) look over lengthily
b) laugh out loud
11. BBL a) bring back later
b) be back later
12. TTYL a) talk to you later

b) the time you left
13. NOYB a) not only your business
b) none of your business
14. FWIW a) for what it’s worth
b) full with internet words
15. IRC a) internet relay chat
b) internal relay comment
IIpakTuune 3ansarrsa Ne 9
Tema: 3anikoBa KOHTpOJIbHA pobOTa. 3aliK.
[TutanHs 10 3aMiKy:

1) What is the first step in a successful search for a job?



2)
3)
4)
5)
6)
7)
8)
9
10)
11)
12)
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What questions must you ask yourself beginning to search for a job?
What methods of finding a job do you know?
Why should you read the want ads?
What may the ad tell you about?
What suggestions will help you to use want ads effectively?
What is a resume?
What are the basic requirements for a good resume?
How many types of resumes do you know? What do they differ in?
What type of resume is the most popular with the recruiters?
What information is recommended to exclude from your resume?

Which of special suggestions that can help you write a perfect resume do you

think are the most important?

13)
14)
15)
16)
17)
18)
19)
20)
21)
22)
23)
24)
25)
26)
27)
28)
29)
30)
31)
32)
33)
34)
35)

How do you understand the meaning of the word “the job interview”?
What does the employer judge during the interview?

What makes a good interview?

Which guidelines do you think are the most important? Why?
Can you give any other advice to a candidate?

What are the “Golden Rules” for writing business letters?
What steps in planning a business letter do you know?

Which steps do you think are the most important? Why?
What is the structure of the letter?

What are the opening (closing, linking) phrases in a business letters?
What types of business letter do you know?

What letters of two types are often used?

What is the main aim of an offer?

What information do the offers usually include?

What are the types of the quotation?

What phrases do usually open a free offer?

How do a free and a firm offers differ from each other?

What is the principle of a fax machine work?

What is fax?

What are the advantages of sending messages by fax?

How is sending messages by telex performed?

How can one correct the mistake made while sending a telex?

Name the abbreviations used when sending telexes.
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36) Tell the story of creating the Internet.
37) What is the purpose of using the Internet?
38) Which main spheres/branches of using the Internet do you know?
39) What is e-mail?
40) How does a typical e-mail address look like? Give examples.
41) What does an e-mail message consist of?

42) Name abbreviations used when writing an e-mail message.

Cnmcok JiTeparypH :

1. Annpromkun A. I1. Business English. [lenoBoii anrnumiickuii si3pik: Y4eOHOE
nocobue. — 3-e u3f., ucnp. u gomn. — M.: U3natenscko-ToproBast Kopnopauus «Jlamkos u
K°», 2008. — 332 c.

2. becconoBa 1. B.  Amnrmiiickka MoBa (3a mpodeciiiHUM CHpPSIMYBaHHSM).
Yactuna II: HaBu. moci6. mis nucranniiinoro napuanns. — K.. YHiBepcuter «YkpaiHay,
2005. — 263 c.

3. bynanos C. 1., bopucoBa A. O. Business English. /linoBa anrmilicbkka MoBa.
2-re Bua. — Xapkis: TOPCIHI" ITJTKOC, 2006. — 128 c.

4. Hapckas B.T., XKypaBuenko K. B., Jlacenkas JI. A., Ilamyxuna JL. I,
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5. Kapnycy 1. A. Aurauiickuii enoBoii si3plk: YueOHoe mocoOue. — 2-e 31,
ucnp. u gon. — K.: MAVTII, 1996. — 208 c.

6. Mépnok-Crepu C. OOmienue Ha aHrimiickom: tenedoH, ¢akc, E-mail,
nenoBas mepenucka: yde6. mocobume / Cepena Mépnok-CtepH; mnep. ¢ ¢p.

N. 1. Makcumenko. — M.: Actpens: ACT, 2005. — 142 c.

3anikoBa KOHTpPOJIbHA podoTa

1. Translate from English into Ukrainian: 2. Translate from Ukrainian into English:

to implement the rules eNEKTPOHUIT 3aci0 KOMyHiKaii
special skills JIOMOBJISITUCS TTPO TIEPETOBOPH
to get a job MaTH MMPUBAOIMBHN BUTIIS

to vary evidences KepyBaTH YCTaHOBOIO

to circulate information BUCBITJIIOBATH JTOCATHEHHS

to apply for a job BUMAaraTti KBaiikariro

up-to-date advertisement YHUKATH JOBTUX PEYCHb
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to plan the business letter HAIKMCATH YCPHETKY
to reduce the prices 3aKyMUTH MPOIYKIIiI0
to transfer data OTpUMYBaTH iHPOPMAILIIO

3. Translate into English:

© © N o

10.

VY 1972 napoaunacs ifiest CTBOPEHHS €JIEKTPOHHOI MOIITH B CUCTeMi [HTepHeT.

CTBOpITH CIUCOK 3allUTaHb, SIKIi BH MOXETE IIOCTABUTH BallOMy MaiOyTHbOMY
POOOTOABITIO.

[Tam’siTaliTe, MO OTOJIOMIEHHS MPO MPUHOM Ha pPoOOTYy HE €IMHHUHN 3acid, SKUW CIif
BUKOPHCTOBYBATH.

XpOHOJIOTIYHE Pe3IOMe Ma€ CITUCOK 1010 JOCBITy HaBYaHHS Ta pOOOYOTro TOCBITY.
[Ipoananizyiite criBOecily Ta MOayMalTe, SIK BU MOYKETE BIOCKOHAJIMTHU 11 HACTYITHOTO
pasy.

[Tpocumo npoGayueHHs 3a 3aTPUMKY 3 BiJTIOBIIIO HA BAII JIUCT.

M roToBi CIiBIIpamoBaTy 3 BaMH.

Bin HagacTh MPOEKT KOHTPAKTY, SIK TIJIbKU BiH Oy/1€ TOTOBUI.

Y TOpIiBHSAHHI 3 TEJICKCOM, €JIEKTPOHHA TIOIITa JCHICBINA Ta HE BHMAara€ BTPYYaHHs
oreparopa.

[Tin gac crmiBOeciiu CTBOPIOWTE TapHE MEPIIIe BPAKCHHS.

. Answer the following questions:

1. What can a fax machine do?

2. What information is recommended to exclude from your resume?

3. How many types of resumes do you know?

4. Which guidelines in a job interview do you think are the most important?
5. What is the structure of a business letter?

6. How can the Internet be divided into?

7. Where does the word “fax” come from?

8. Give examples of opening phrases in a business letter.

9. What are the basic requirements for a good resume?

10. Who is e-mail particularly advantageous for?

5. Choose the correct definition of the:

1) fax —
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a) a means of telecommunication, that is connected with a telephone socket and works
on a system similar to the telephone system;

b) a means of communication, a machine like a typewriter, has a dial on its casting;

c) a means of sending and receiving messages — internally, nationally, or
internationally;

d) a vast global network of networks connecting computers across the world;

e) a means of communication, that helps to communicate, but allows only to hear the
speaker, not to observe.

2) e-mail —

a) a means of telecommunication, that is connected with a telephone socket and works
on a system similar to the telephone system;

b) a means of communication, a machine like a typewriter, has a dial on its casting;

c) a means of sending and receiving messages - internally, nationally, or
internationally;

d) a vast global network of networks connecting computers across the world;

e) a means of communication, that helps to communicate, but allows only to hear the speaker,

not to observe.

3) telex —

a) a means of telecommunication, that is connected with a telephone socket and works
on a system similar to the telephone system;

b) a means of communication, a machine like a typewriter, has a dial on its casting;

c) a means of sending and receiving messages - internally, nationally, or
internationally;

d) a vast global network of networks connecting computers across the world;

e) a means of communication, that helps to communicate, but allows only to hear the
speaker, not to observe.

4) Internet —

a) a means of telecommunication, that is connected with a telephone socket and works
on a system similar to the telephone system;

b) a means of communication, a machine like a typewriter, has a dial on its casting;

c) a means of sending and receiving messages — internally, nationally, or
internationally;

d) a vast global network of networks connecting computers across the world;

e) a means of communication, that helps to communicate, but allows only to hear the

speaker, not to observe.
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5) telephone —

a) a means of telecommunication, that is connected with a telephone socket and works
on a system similar to the telephone system;

b) a means of communication, a machine like a typewriter, has a dial on its casting;

c) a means of sending and receiving messages — internally, nationally, or
internationally;

d) a vast global network of networks connecting computers across the world;

e) a means of communication, that helps to communicate, but allows only to hear the

speaker, not to observe.
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Monayab caMoCTiiiHOI po0OTH:

TecryBanHs.
1. The company usually advertises the in a newspaper.
a) job interview b) job title c) job requirements  d) job vacancy

2. Find as much as possible about the company you are going to for a

a) job advertisement b) job title c) job interview d) job vacancy

3. If you want to write a good resume you must know the

a) chronological resume b) covering letter c) basic requirements d) job interview

4. Job advertisement usually gives the description of the

a) targeted resume b) business letter c) working conditions d) applicant’s needs
5. At first a company chooses the best candidate and then makes an

a) appointment b) salary C) experience d) qualifications

6. emphasizes capabilities and accomplishments relating to the specific job
applied for.

a) combination resume b) functional resume c) chronological resume d) targeted resume
7. 1t’s better to highlight your skills, in your resume.

a) travel restrictions  b) job vacancy c) letter of application d)professional experience
8. When you write a business letter try to use sentences.

a) narrow b) wide c) short d) long

9. A machine which can send a duplicate of message, document, design or photo is

a) fax b) telex c) e-mail d) personal computer

10. The is a vast global network of networks connecting computers across the world.
a) laptop b) Internet c) e-mail d) PC

11. Spam are usually unsolicited which are unwanted by the user.

a) e-mail messages b) fax transfers c) business negotiations d) telephone conversations
12. Secretary is usually responsible for doing for the boss.

a) application form b) curriculum vitae  c) paper work d) job vacancy

13. mail is much faster than traditional mail.

a) electronics b) electric c) electricity d) electronic

14. Telex messages have their own
a) addressee b) language ¢) number d) operator

15. We give the a few catalogues of our products.
a) customers b) applicants C) vacancies d) addressers
16. Business-to-business letters are intended for company to communication.

a) client b) company c) applicant d) co-worker
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17. Most business are arranged by telephone.

a) telexes b) partners c) letters d) appointments
18. An IS used to take calls when the individual is out.

a) electronic mail b) extended number c) answering machine d) urgent call

19. Requires for special training are normally included in the

a) want ad b) targeted resume c) invitation letter  d) job interview
20. are usually excluded from the resume.
a) work objectives b) salary demands  c) personal interests d) special skills

21. Make sure message can be understood

a) like b) more c) clearly d) sure

22. Ask caller to hold :

a) the line b)PC c) letters d) appointments
23. The ad may tell you about for the job.

a) resume b) the Internet

C) business letter requirements d) the education and work experience

24. Before the job interview find out all you can about
a) means of telecommunication  b) telephone unitsc) company d) dress

25. E-mail is a way of sending a message from one computer to

a) electronic mail b) one or more other computers c) letters d) urgent call
26. Don't mention in your resume.
a) telephone number  b) education experience c) work experience d) salary

27. There are ___ types of a resume.
a) 4 b) 3 c)2 d) 6
28. The company makes a short list of the most suitable candidates and invites them for an__.

a) education b) experience C) interview d) appointment
29. Can you put me ?
a) away b) thought c) though d) through

30. A resume is a kind of written sales
a) presentation b) license C) requirement d) schedules
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PoGoTa Hax TekcTOM 3a TeMolo ,,Business Etiquette” (misioBmii eTuker)

1. Read this text and choose one of these titles for it.

A) When in Rome... D) Problems That Business People Face
B) Travelling Abroad E) Good Manners, Good Business
C) Doing Business in Europe F) I Didn’t Mean to Be Rude!

Nobody actually wants to cause offence but, as business becomes ever more international it is
increasingly easy to get it wrong. There may be a single European market but it does not mean that
they behave the same in Greece as they do in Denmark.

In many European countries handshaking is an automatic gesture. In France good
manners require that on arriving at a business meeting a manager shakes hands with everyone
present. But Northern Europeans, such as the British and Scandinavians, are not quite so fond of
physical demonstration.

In France it is not good manners to raise tricky questions of business over the main course.
Business has its place: after the cheese course. Unless you are prepared to eat in silence, you have to
talk about something - something, that is, other than the business deal which you are continually
chewing over in your head.

In Germany, as you walk sadly back to your hotel room, you may wonder why your
apparently friendly hosts have not invited you out for the evening. Don't worry, it is probably
nothing personal. Germans do not entertain business people with quite the same enthusiasm as
some of their European counterparts.

The Germans are also notable for the amount of formality they bring to business. As an
outsider, it is often difficult to know whether colleagues have been working together for 30 years or
have just met in the lift. If you are used to calling people by their first names, this can be a little
strange. To the Germans titles are important. Forgetting that someone should be called Herr Doktor
or Frau Direktorin might cause serious offence. It's equally offensive to call them by a title they do
not possess.

In Italy the question of a title is further confused by the fact that everyone with a university
degree can be called Dottore — and engineers, lawyers and architects may also expect to be called
by their professional titles.

Italians give similar importance to the whole process of business entertaining. In fact, in
Italy the biggest fear, as course after course appears, is that you entirely forget you are there on

business. If you have the energy, you can always do the polite thing when the meal finally ends



61
and offer to pay. Then after a lively discussion you must remember the next polite things to do —
let your host pick up the bill.

These cultural challenges exist side by side with the problems of doing business in a foreign
language. Language, of course, is full of difficulties — disaster may be only a syllable away. But
the more you know of the culture of the country you are dealing with, the less likely you are to get
into difficulties. It is worth the effort. It might be rather hard to explain that the reason you lost the
contract was not the product of the price, but the fact that you offended your hosts in a light-
hearted comment over on aperitif. Good manners are admired: they can also make or break the

deal.

2. Decide if these statement are true « - » or false « + », according to the writer:
In France you are expected to shake hands with everyone you meet.

People in Britain shake hands just as much as people in Germany.

In France people prefer talking about business during meals.

It is not polite to insist on paying for a meal if you are in Italy.

Visitors to Germany never get taken out for meals.

German business people don't like to be called by their surnames.

Make sure you know what the titles of the German people you meet are.
Italian professionals are usually addressed by their titles.

© 0 N o g b~ w0 DR

A humorous remark always goes down well all over the world.
10. Good manners can make the deal.
3. Discuss these questions:
a) Which of the ideas in the article do you disagree with?
b) What would you tell a foreign visitor about «good mannersy in Ukraine?
c) How much do you think international business is improved by knowing about foreign

people's customs?

4. Read the following point of view, agree or disagree with it, add more comments while
expressing your own opinion on the topic.
Cultural differences influence business strategies and operations. Understanding them is
difficult to overestimate.
Many of these cultures are complex and different from ours. To be successful in international
business means to be good citizens of international community.
We should learn to honour and respect our own cultures and to develop tolerance and respect

for other cultures.
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No one can learn all there is to know about a foreign culture. But to show an interest means

to create a climate of understanding and respect. The mere willingness to accept differences is of

great importance.

5. Read, translate and comment on each of five items.

10.

11.

12.

13.

14.

Cultural differences. Body language
Standing with your hands on your hips is a gesture of defiance in Indonesia.
Carrying on a conversation with your hands in your pockets makes a poor impression in
France, Belgium, Finland and Sweden.
When you shake your head from side to side, that means «yes» in Bulgaria and Sri
Lanka.
Crossing your legs to expose the sole of your shoe is really taboo in Muslim countries.
In fact, to call a person a «shoe» is a deep insult.
Physical Contact
Putting a child on the head is a grave offence in Thailand or Singapore, since the head is
revered as the location of the soul.
In the Oriental culture, touching another person is considered an invasion of privacy,
while in Southern European and Arabic countries it is a sign of warmth and friendship.
Promptness
Be on time when invited for dinner in Denmark or in China.
In Latin countries your host a business associate would be surprised if you arrived at the
appointed hour.
Eating and Cooking
It is rude to leave anything on your plate when eating in Norway, Malaysia, or Singapore.
In Egypt, it is rude not to leave something.
In Germany and Great Britain, margarine and butter are used.
In Italy and Spain, cooking is done with oil.
Other Social Customs
In Spain, there is a very negative attitude toward life insurance. By receiving insurance
benefits, a wife feels that she is profiting from her husband's death.
In Western European countries, many consumers are still reluctant to buy anything (other
than a house) on credit. Even for an automobile, they will pay cash having saved for some

time.
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An lllustrative Example

Tone of Voice is no less important. A person lowers voice asking for a favor or showing a
positive attitude to business, to partners.

Eye Contact. In China keeping an extended eye contact while doing business can give a
wrong expression. Try to avoid it. In China there is a belief that avoiding eye contact is a sign of
respect.

Status. A person's position or statuses are more important in Asia, especially in China than in
America. In China or Japan when business persons meet the first thing they do is a business cards
exchange. It allows knowing the rank, post or status of each other and establishing the proper

relationship in China and the USA.

5. Discuss these points:

1. What nationality do you think is easier to communicate with? Say, if it is easier for you to
communicate with British people than with French people. Explain why.

2. How can we avoid making culturally related business blunders?

3. Give some examples of cultural differences between the two cultures you are familiar

with. How could these differences lead to problems in business relationship?
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BHUCHOBOK

nmpo MeroanyHi pekoMeHalti 3 kypcy “/lioBa aHriilickka MoBa’ JUIsl CTYJICHTIB HEMOBHHX

dakynpreriB
A.B. Bopo6iiosa, €.I'. Epemeena, €.0., A.B. Uy6a, H.B. IllesenpoBa-I"apkymia

lamy3s 3HaHb HITOJIOTIYHI HAYKU

Excnepr (I11b, 3BanHs, ocazna)

3MICT BUCHOBKIB

PexomMenpariii 1o npyky

Exkcnepr

(miamuc) (nmocana)

HauansHuK

METOAMYHOTO BIJILITY nou. [.Kapramosa



