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Тема 1. НАУКОВА ТА ПРОФЕСІЙНА (ФАХОВА) ТЕРМІНОЛОГІЯ ІНОЗЕМНОЮ МОВОЮ У СФЕРІ УПРАВЛІНЯ ПЕРСОНАЛОМ ТА ЕКОНОМІКИ ПРАЦІ. 
Personnel management is concerned with the effective use of the skills of people. They may be salespeople in a store, clerks in an office, operators in a factory, or technicians in a research laboratory. In a business, personnel management starts with the recruiting and hiring of qualified people and continues with directing and encouraging their growth as they encounter problems that arise in working toward established goals. 

In addition to recruiting and hiring, some of the responsibilities of a personnel manager are: 1. To classify jobs and prepare wage and salary scales; 2. To counsel employees; 3. To deal with disciplinary problems; 4. To develop safety standards and to put them into practice; 5. To manage fringe benefit programs, such as group insurance, health, and retirement plans; 6. To provide for periodic reviews of the performance of each individual employee, and for recognition of his or her strengths and needs for further development; 7. To assist individuals in their efforts to develop and qualify for more advanced jobs; 8. To plan and supervise training programs; 9. To be informed of developments in personnel management. 

Personnel managers often deal with the following difficult situations concerning the employees: 

• The firm’s employees – especially the most qualified ones – can get better jobs with other employers. 

• When a firm has not enough supervisory and specialized personnel with adequate experience and job capabilities, it has to train and develop its own people. This can be time consuming and expensive. 

• The cost of hiring and training employees at all levels is increasing, for instance, several thousand dollars for a person. A mistake in hiring or in slow and inefficient methods of training can be costly. 

• Most employees want better direct compensation, employee benefits, and working conditions that the firm cannot afford, but other employers can. So, all employee policies and operating procedures should be developed with great care. 

The personnel department has the responsibility to define and implement policies, procedures and programs for recruitment, selection, training, placement, safety, employee benefits, compensation, labor relations, organization planning, and employee development. 

Effective human resource management develops the abilities of job candidates and employees to meet the needs of the firm. Human resource (HR) management is a balancing act. At one extreme, you hire only qualified people who are well suited to the firm’s needs. At the other extreme, you train and develop employees to meet the firm’s needs. Most expanding businesses fall between the two extremes i.e., they hire the best people they can find and afford, and they also recognize the need to train and develop both current and new employees as the firm grows. 

There are two functions of personnel management. The first function is to hire and train the right people. The effective personnel system is: 

• Assessing personnel needs. 

• Recruiting personnel. 

• Screening personnel. 

• Selecting and hiring personnel. 

• Orienting new employees to the business. 

• Deciding compensation issues. 

The second function is raising employee trust and productivity. These two functions stress the importance of a good human resource management climate and provide specific guidelines for creating such a climate.

TEXT 2.

Personnel management can be defined as obtaining, using and maintaining a satisfied workforce. It is a significant part of management concerned with employees at work and with their relationship within the organization.

According to Flippo, “Personnel management is the planning, organizing, compensation, integration and maintainance of people for the purpose of contributing to organizational, individual and societal goals.”

According to Brech, “Personnel Management is that part which is primarily concerned with human resource of organization.”

Nature of Personnel Management

Personnel management includes the function of employment, development and compensation- These functions are performed primarily by the personnel management in consultation with other departments.

Personnel management is an extension to general management. It is concerned with promoting and stimulating competent work force to make their fullest contribution to the concern.

Personnel management exist to advice and assist the line managers in personnel matters. Therefore, personnel department is a staff department of an organization.

Personnel management lays emphasize on action rather than making lengthy schedules, plans, work methods. The problems and grievances of people at work can be solved more effectively through rationale personnel policies.

It is based on human orientation. It tries to help the workers to develop their potential fully to the concern.It also motivates the employees through it’s effective incentive plans so that the employees provide fullest co-operation.

Personnel management deals with human resources of a concern. In context to human resources, it manages both individual as well as blue- collar workers.Personnel manager is the head of personnel department. He performs both managerial and operative functions of management. His role can be summarized as :

· Personnel manager provides assistance to top management- The top management are the people who decide and frame the primary policies of the concern. All kinds of policies related to personnel or workforce can be framed out effectively by the personnel manager.

· He advices the line manager as a staff specialist- Personnel manager acts like a staff advisor and assists the line managers in dealing with various personnel matters.

· As a counsellor, personnel manager attends problems and grievances of employees and guides them. He tries to solve them in best of his capacity.

· Personnel manager acts as a mediator- he is a linking pin between management and workers.

· He acts as a spokesman- since he is in direct contact with the employees, he is required to act as representative of organization in committees appointed by government. He represents company in training programmes.

Functions of Personnel Management: manpower planning ; recruitment selection; training and development
TEXT 3
Human resources personnel management is concerned with the effective use of the skills of people. They may be salespeople in a store, clerks in an office, operators in a factory, or technicians in a research laboratory. 

In a business, personnel management starts with the recruiting and hiring of qualified people and continues with directing and encouraging their growth as they encounter problems and tensions that arise in working toward established goals.

In addition to recruiting and hiring, some of the responsibilities of a personnel manager are:

 1. To classify jobs and prepare wage and salary scales.

2. To counsel employees.

3. To deal with disciplinary problems.

4. To negotiate with labor unions and service union contracts.

5. To develop safety standards and practices.

6. To manage benefit programs, such as group insurance, health, and retirement plans.

7. To provide for periodic reviews of the performance of each individual employee, and for recognition of his or her strengths and needs for further development.

8. To assist individuals in their efforts to develop and qualify for more advanced jobs.

9. To plan and supervise training programs.

10. To keep abreast of developments in personnel management.

To understand the personnel manager's job think of how you would deal with the following examples of challenging employee situations:

 The firm's employees - especially the most qualified ones - can get comparable, if not better jobs with other employers.

When a firm faces a scarcity of supervisory and specialized personnel with adequate experience and job capabilities, it has to train and develop its own people. This can be time consuming and expensive.

The cost of hiring and training employees at all levels is increasing, for instance, several thousand dollars for a salesperson. A mistake in hiring or in slow and inefficient methods of training can be costly.

Personnel managers must comply with the law by employing, training and promoting women and persons from minority groups. The problem in doing so is that many of these employees have not had appropriate experience and education in the past.

Most employees, whether or not represented by labor unions, continue to seek improvements in direct compensation, employee benefits, and working conditions. All commitments must be based upon what the firm can afford, comply with current practices of other employers, and be understood and accepted by the employee. To do this, all employee policies and operating procedures should be developed and negotiated with great care.

Some employees may not perform satisfactorily simply because their firm offers competitive compensation, benefits, and working conditions. In addition to these financial or physical compensations, they want responsibility, the opportunity to develop, and recognition of accomplishment in their jobs.

The law have established requirements for pension and other benefit plans, and also bar mandatory retirement at age 65. Complying with such changes presents real challenges.

Personnel management works to achieve practical solutions to such problems. In large firms, it generally provides support to line management. In this staff capacity, the personnel department has the responsibility to develop and implement policies, procedures, and programs for recruitment, selection, training, placement, safety, employee benefits and services, compensation, labor relations, organization planning, and employee development.

Often, the owner-manager of a firm also has to be the personnel manager. In such a case it is necessary to have an overview of current trends and practices in personnel management.

 All small businesses must staff their operations. This involves bringing new people into the business and making sure they are productive additions to the enterprise. Effective human resource management matches and develops the abilities of job candidates and employees with the needs of the firm. A responsive personnel system will assist you in this process and is a key ingredient for growth.

Human resource management is a balancing act. At one extreme, you hire only qualified people who are well suited to the firm's needs. At the other extreme, you train and develop employees to meet the firm's needs. Most expanding small businesses fall between the two extremes i.e., they hire the best people they can find and afford, and they also recognize the need to train and develop both current and new employees as the firm grows.

 One function of personnel management deals with how to hire and train the right people and addresses the characteristics of an effective personnel system, such as: assessing personnel needs, recruiting personnel,screening personnel, selecting and hiring personnel,orienting new employees to the business, deciding compensation issues.
Another function addresses the training and development side of human resource management. A third function deals with how the personnel system and the training and development functions come together to build employee trust and productivity. These three functions stress the importance of a good human resource management climate and provide specific guidelines for creating such a climate. 

 Human Resource Management Audit Questionnaire

Does the business have a plan for forecasting long-term personnel needs?

Are there guidelines for hiring personnel, or are employees hired based on gut feelings?

Are there job descriptions for all positions?

What do employees like about their jobs? 

What do employees dislike about their jobs? 

Why do employees leave the organization?

Is there an active training program? Is it based on an assessment of where the firm is now or where it should be in the future?

Are a variety of training programs available?

How is morale in the firm?

Do employees really believe what you have to say?

Are all employees treated fairly?

TEXT 4. Employee Relations: Communicating With Your Employees

As the manager of a small business you not only have the day-today responsibilities of operating the business, but also the responsibility to establish and administer the disciplinary procedure and to effectively handle grievances and complaints. Your actions are the major factor in determining the human relations climate in your firm. Communication provides the "key" to successfully meeting these responsibilities.

Large corporations recognize this responsibility and use many different media to assure that employees understand, and are kept informed of all matters of interest to them. Small businesses often fail to recognize this need, even though, when compared to large organizations, they have a distinct advantage.

It is certainly much easier to communicate with 5, 10, or 100 employees, than with thousands. Yet, in spite of their advantage, many small companies have poor and inadequate communication with their employees.

 Part of the problem lies in recognizing what your employees need to know about the work they're doing, and the company itself, and part of it is that owner/managers often believe that they do keep employees informed. The more employees know, the more they feel part of the company.

There are many things on which employees should receive information, either regularly or when the occasion arises. These include: vacation plans; holiday plans; benefits; overtime and other special work schedules and any plans about changes in the work or work environment such as (new products and services, moves of furniture or work places etc).

 In addition, it is desirable to keep employees informed about matters affecting the company: how it is doing, and where it is going;  improvements in company operation; laws or regulations affecting company operations; new contracts; new product plans.
Employees want to know most everything about their company, and more importantly, matters affecting them; keeping them informed, therefore, satisfies an important need.

There are two channels of communications through which employees obtain information:

The informal communications network which includes any conversations you have with individual employees or small groups of employees. The informal network also includes the rumors which spring up when there is concern about something but no direct information.

The formal communications network includes such methods or procedures as:

a. Any regular meetings you (or your supervisors) may hold with employees to brief them on matters of interest and to discuss anything of concern to the company or to them, including problems with production, standards or rules, as well as any concerns they may have. Such meetings provide considerable feelings of belonging to employees and bring many suggestions on how specific projects, as well as overall operations can be improved.

b. A small employee manual, which proves useful in the orientation of a new employee to your company, but also serves as a reference on policy benefits, important rules, safety programs and procedures for handling grievances.

c. An organized bulletin board with current information. Notices of holidays, changes of shift or work schedules, new policies, emergency telephone numbers and any other information that would prove of interest to employees, can be posted on such a bulletin board. Notice of personal information regarding your employees - congratulations on birthdays, births, marriages - can also be posted.

d. Posters promoting safety, health, and good housekeeping procedures can also add to a good communication climate as long as they are kept clean and neat, and changed regularly.

TEXT 5. Developing a Personnel System

The small business owner should base the firm's personnel policies on explicit, well-proven principles. Small businesses that follow these principles have higher performance and growth rates than those that do not follow them. The most important of these principles are

All positions should be filled with people who are both willing and able to do the job.

The more accurate and realistic the specifications of and skill requirements for each job, the more likely it is that workers will be matched to the right job and, therefore, be more competent in that job.

A written job description and definition are the keys to communicating job expectations to people. Do the best job you can! is terrible job guidance.

Employees chosen on the basis of the best person available are more effective than those chosen on the basis of friendship or expediency.

If specific job expectations are clearly spelled out, and if performance appraisals are based on these expectations, performance is higher. Also, employee training results in higher performance if it is based on measurable learning objectives.

The first step in assessing personnel needs for the small business is to conduct an audit of future personnel needs. Ask yourself: 
· Can the workload you visualize be accomplished by the present work force? Will more or fewer employees be needed? Consider seasonal patterns of demand and probable turnover rates.

· Can any jobs be eliminated to free people for other work?

· What balance of full-time or part-time, temporary or permanent, hourly or salaried personnel do you need?

· What does the labor supply look like in the future?

· Will you be able to fill some of the jobs you've identified? How easily?

· What qualifications are needed in your personnel?

 Develop a method to forecast labor demand based on your answers to these questions. Once your needs are estimated, determine strategies to meet them.

The process of selecting a competent person for each position is best accomplished through a systematic definition of the requirements for each job, including the skills, knowledge and other qualifications that employees must possess to perform each task. To guarantee that personnel needs are adequately specified, (1) conduct a job analysis, (2) develop a written job description and (3) prepare a job specification.

Job analysis is a systematic investigation that collects all information pertinent to each task performed by an employee. From this analysis, you identify the skills, knowledge and abilities required of that employee, and determine the duties, responsibilities and requirements of each job. Job analysis should provide information such as job title; department;  supervision required; job description-major and implied duties and responsibilities; unique characteristics of the job including location and physical setting; types of material used; types of equipment used; qualifications; experience requirements; education requirements; mental and physical requirements; manual dexterity required; working conditions (inside, outside, hot, cold, dry, wet, noisy, dirty, etc.).

 Job Description. The job analysis is used to generate a job description, which defines the duties of each task, and other responsibilities of the position. The description covers the various task requirements, such as mental or physical activities; working conditions and job hazards. The approximate percentage of time the employee should spend on each activity is also specified. Job descriptions focus on the what, why, where and how of the job.

There is an excellent resource the small business owner can use to develop job descriptions, ask employees themselves to describe their jobs. A good employee may know more about the job than anyone else. 

Job Specification.  The job specification describes the person expected to fill a job. It details the knowledge (both educational and experiential), qualities, skills and abilities needed to perform the job satisfactorily. The job specification provides a standard against which to measure how well an applicant matches a job opening and should be used as the basis for recruiting.

Recruiting. As a small business owner-manager, you should be aware of the legal environment in which you operate. This is especially true when it comes to recruitment. Being aware of legislation that will affect your business is extremely important to efficient recruiting.

 Sources of Employees.Effective recruiting requires that you know where and how to obtain qualified applicants. It is difficult to generalize about the best source for each business, but a description of the major sources follows.

Present employees - Promotion from within tends to keep employee morale high. Whenever possible, current employees should be given first consideration for any job openings. This practice signals your support of current employees.

Unsolicited applicants - Small businesses receive many unsolicited applications from qualified and unqualified individuals. The former should be kept on file for future reference. Good business practice suggests that all applicants be treated courteously whether or not they are offered jobs.

Schools - High schools, trade schools, vocational schools, colleges and universities are sources for certain types of employees, especially if prior work experience is not a major factor in the job specification. Schools also are excellent sources for part-time employees.

 Private employment agencies - These firms provide a service for employers and applicants by matching people to jobs in exchange for a fee. Some fees are paid by the applicants, and there is no cost to the employer; for highly qualified applicants in short supply, the employer sometimes pays the fee.

Employee referrals - References by current employees may provide excellent prospects for the business. Evidence suggests that current employees hesitate to recommend applicants with below average ability. Word of mouth is one of the most commonly used recruiting sources in the small business community.

"Help Wanted" advertising - Letting people know that the business is hiring is a key element in gaining access to the pool of potential employees. At its simplest, this type of advertising may take the form of a Help Wanted sign in the window. More sophisticated methods involve using local media, primarily print sources such as daily and weekly newspapers. The classified pages of newspapers are frequently consulted by active job seekers, including currently employed individuals who may be tempted by a more attractive position. Other advertising media include radio and television. These tend to have a wider appeal than the newspaper; however, the price of an advertisement is correspondingly higher.

Specialty media publications, such as trade association magazines and newsletters, may also produce quality job applicants. There are efforts in some parts of the country to offer small business employers access to cable television community bulletin boards. Another high-tech opportunity is to list positions on computer network bulletin boards.

Prices for help wanted advertising vary and the small business owner approaches them with caution. A well-placed, high-quality advertisement will attract good people, whereas, an expensive advertisement in the wrong medium may get no results. Some experimentation is worthwhile to most small businesses. Another suggestion is to ask other small business people in the area about their success with help wanted advertising. Learn from others' successes and mistakes.

Screening. The screening process provides information about an individual's skills, knowledge and attitudes, enabling a potential employer to determine whether that person is suited to, and qualified for, the position. Experience has shown that hiring an overqualified person can be as harmful as hiring an under qualified person.

The application form is the place to begin screening candidates for a job. It provides information on the person's background and training and is the first means of comparing the applicant with the job description. This will ensure that you don't waste time on applicants who clearly do not meet the minimum requirements for the job.

Generally, the following information is asked on an employment application form: name, address, telephone number, social security number, kind of work desired, work experience, military service, education and references.

The personal interview is the second step in the screening process. During the interview, the manager learns more about the applicant through face-to-face contact, including observation of personal appearance. The interview should be guided, but not dominated, by the manager as it is important to let the candidate speak freely. Whenever possible, the interviewer should ask questions that are directly related to the job. Devise a list of questions that will adequately assess the applicant's qualifications while meeting the specifications for the job. Three major errors often committed in the personal interview are:

Failure to analyze the requirements of the job in sufficient detail to generate valid questions.

Failure to ask candidates the right questions to determine their strengths and weaknesses, and their fit with the job.

Too much reliance on gut reaction instead of objective evaluation of candidates based on criteria established in the job specification.

Interviewing makes the selection process more personal and gives the interviewer an overall idea of whether the applicant is appropriate for the job. The following list of techniques will help you select the right applicant for the job:

1. Review the job description before the interview. 

2. Break the ice - establish a friendly atmosphere. 

3. Develop an interview time plan and stick to it. 

4. Keep an open mind, i.e., don't form an opinion too early. 

5. Give the candidate time to tell his or her story; don't talk too much. 

6. Present a truthful picture of the company and the job. 

7. Listen carefully, concentrate and take notes. 

8. Avoid detailed discussion of salary too early in the interview. 

9. Be courteous. 

10. Don't leave the candidate hanging - discuss the next step in the hiring process and the timing. 

Other screening techniques include employment tests and physical examinations. Some employment tests measure aptitude, achievement, intelligence, personality and honesty. A physical examination determines if the applicant meets the health standards and physical demands of the job.

Selecting and Hiring. If the screening process is thorough, selecting the best applicants for the job is easy. However, before making the final selection, one last step should be taken: the top candidate's references should be checked for accuracy and input. You should be aware of the tendency of references to give a rose-colored picture of applicant's character and ability. Despite this potential bias, a careful check with former employers, schools and other references can be most constructive. At a minimum, checking can determine whether or not the applicant was truthful about his or her employment history.

Orienting New Employees to Your Business. An employee handbook communicates important information about the company to the employee. The handbook should cover topics such as company expectations, pay policies, working conditions, fringe benefits and the company philosophy toward customers.

Once an individual is hired, he or she should receive a comprehensive orientation on the general policies of the company and on the specific nature of the job. Rules should be explained in detail, job expectations agreed upon and any questions answered before the new employee begins work. New employees should be introduced to other employees and made to feel welcome.

Compensation Issues. Compensation takes two forms: (1) direct compensation (wages and salaries) and (2) indirect compensation (fringe benefits).

· Direct Compensation - Wages and salaries are the compensation people receive on a regular basis (monthly, biweekly or weekly). Workers are paid on the basis of time (by the hour, day, week or month) or on the basis of output (an incentive plan).

· Indirect Compensation - Fringe benefits are an important part of the overall compensation package in most small businesses. Employee benefits now account for about 40 percent of payroll costs. The profitability of the small firm is one of the primary determinants of what benefits are offered by the firm.

One successful approach to providing benefits to employees of a small business is to allocate a certain amount of money per employee for benefits. Each employee then chooses the package of benefits that suits his or her current needs. This approach is called cafeteria planning because it is similar to going down a cafeteria line, where each customer chooses what he or she wants to eat. It has been suggested that employees perceive this approach as highly equitable because it (1) allows freedom of choice and (2) does not impose a single package of benefits on all employees.

For example, a young employee with several small children may be interested in dental insurance for his family. He is not really interested in or motivated by a pension plan at this time in his life. Another employee in this same company is in her late forties, has no dependent children and is planning for retirement. To force the same benefit on these two employees is not an effective use of benefit money. To allow some choice on the part of participants is a major advantage of the cafeteria approach to benefit planning.

Small businesses face difficult challenges when they try to match benefits with big firms. Nevertheless, the small firm can enjoy the benefits of greater flexibility and innovativeness by offering a cafeteria plan.

TEXT 6. Setting Up an Employee Payroll System

Pay administration is a management tool that enables you to control personnel cost, increase employee morale, and reduce workforce turnover. A formal pay system provides a means of rewarding individuals for their contributions to the success of your firm, while making sure that your organization receives a fair return on its investment in employee pay.

Pay administration may just be a fancy term for something you are already doing but haven't bothered to name. Or, perhaps your organization has not been paying employees according to any system, but waiting until unrest shows up to make pay adjustments - using payroll to put out fires, so to speak.

A formal pay plan, one that lets employees know where they stand and where they can go as far as take home money are concerned, won't solve all your employee relations problems. It will, however, remove one of those areas of doubt and rumor that may keep your workforce anxious and unhappy and less loyal and more mobile than you'd like them to be.

What's in it for you? Let's face it, in business - particularly small business - it's good people who can make the difference between go and no go. Many people like a mystery, but not when it's about how their pay is set. Employees under a pay plan they know and understand can see that it's equitable (fair) and equable (uniform) that pay isn't set by whim. They know what to expect and what they can hope to shoot for. In the long run such a plan can help you: recruit employees; keep employees; motivate employees. 
It can help you build a solid foundation for a successful business.

A formal pay plan doesn't have to cost you a lot of time and money. Formal doesn't mean complex. In fact, the more elaborate the plan is, the more difficult it is to put into practice, communicate, and carry out.

The foremost concern in setting up a formal pay administration plan is to get the acceptance, understanding, and support of your management and supervisory employees. A well-defined, thoroughly discussed, and properly-understood plan is a prerequisite for success.

The steps in setting up a pay plan are:1) define the jobs, 2) evaluate the jobs, 3) price the jobs. 4) install the plan, communicate the plan to employees, and 6) appraise employee performance under the plan.

 Unless you know each job's specifications and requirements, you can't compare them for pay purposes.

It's no surprise, therefore, that the initial step in installing a formal plan is preparing a job description for each position.

You may be able to write these descriptions yourself, since in many small businesses the owner-manager at one time or another has worked at just about every job. However, the best and easiest way to put together such job information is simply to ask employees to describe their jobs. Supervisors should be asked to review these descriptions.

Your best bet here is to prepare a simple form to be filled out by the employee (or someone interviewing the employee). This is the time to begin explaining to employees what you are doing. They need to know that their help is needed to develop the pay plan - that you are not trying to find out how well they are doing their jobs - just what they do. The form should contain the following categories:

· Job Title

· Reporting Relationship

· Specifications

· Primary function (What is the main responsibility of the job?)

· Main Duties (List main duties in order of importance and estimate the percentage of time spent on each)

· Other Duties (List of duties not performed on a regular basis.)

· Job Requirements ( Formal Education or Training Required; Experience or Background Required; Technical/Administrative Complexity; Responsibility for Results; Responsibility for Supervision; Unusual Working Conditions)
It will probably take some time to prepare job descriptions from the information you get from your employees, but what you learn may have other uses besides comparing jobs for pay purposes. For one thing, you may discover that some employees are not doing what you though they were, or what they were hired to do. You may find you want to make some changes in their work routines. The information may also be useful for: hiring, training, and developing employees; realigning duties;organization; comparing job data for salary surveys;assuring compliance withrious employment practice and pay rate laws; and evaluating job performance based on assigned duties.
Evaluating the Jobs

Nobody knows a scientific, precise way of deciding exactly how much a particular job is worth to a company. Human judgment is the only way to put a dollar value on work. A good job evaluation method for firms with 100 or fewer employees is simple-ranking. It's a guess, too, but a pretty well controlled guess.

Under the simple-ranking system, job descriptions are compared against each other. They are ranked according to difficulty and responsibility. Using your judgment, you end up with an array of jobs that shows the relative value of each position to the company.

After you have ranked the job descriptions by value to the firm, the next step is to group jobs that are similar in scope and responsibility into the same pay grade. Then you arrange these groups in a series of pay levels from highest to lowest. The number of pay levels depends on the total number of jobs and types of work in your organization, but for a company with 100 or fewer jobs,10 or 12 pay levels is usually about right.

Pricing the Jobs

So far in establishing a pay system, you've had to look only inside the company itself. To put a dollar value on each of your pay levels, you should look outside at the going rates for similar work in your area. Since you have ranked and grouped jobs in pay levels, you won't have to survey each job. Survey those in each level that are easiest to describe and are most common in local industry. Do try, however, to survey those jobs that have more than one level, for example junior and senior typists.

A survey of who's paying how much for what in your Locality is the best way of finding out how much you ought to pay for each of your jobs. You probably have neither the time nor the money to spend on making such a survey yourself. That shouldn't be a problem; you should be able to get all the data you need from sources such as your local Chamber of Commerce, major firms located in your area, or from government agencies. If you belong to a trade association, you may be able to get its help to find out what the going rate is for one or more jobs in each pay level.

In studying pay in your area and applying what you learn to your own jobs, make sure you compare job descriptions, not just job titles. Job titles can be misleading; there can be great differences between what one organization and another call their jobs. One firm's janitor may be somebody else's environmental control engineer.

You may need to adjust the average rates somewhat to keep a sufficient difference between pay levels to separate them. The going rates you find for each pay level can then become the midpoints of your pay level ranges. (You can, of course, set your midpoints above or below the survey averages, based on your company's ability to pay, the length of your work week, and the type and value of your company's benefit programs.)

Typically, the minimum rate in a level is 85 percent of the midpoint rate, and the maximum rate is 115 percent of the midpoint. With this arrangement, a new employee can increase his or her earnings by 35 percent without a job change; thus having performance incentives even if he or she is not promoted.

You now have a pay range for each position in your organization. Such a pay range will enable you to tell where your employees' pay and pay potential stand in relation to the market rates for their kinds of work. It should show you at a glance where you need to make changes to achieve rates that are fair within your organization and pay that's competitive with similar businesses in your community.

In general, with a planned pay structure you should be able to tie individual rates of pay to job performance and contribution to company goals. It should also provide enough flexibility to handle special situations.

TEXT 7.   Motivation

Motivation is a theoretical construct used to explain behavior. It represents the reasons for people's actions, desires, and needs. Motivation can also be defined as one's direction to behavior, or what causes a person to want to repeat a behavior and vice versa. A motive is what prompts the person to act in a certain way, or at least develop an inclination for specific behavior. According to Maehr and Meyer, "Motivation is a word that is part of the popular culture as few other psychological concepts are.

Motivation theories can be classified on a number of bases.

Natural vs. Rational based on whether the underlying theory of human Cognition is based on natural forces (drives, needs, desires) or some kind of rationality (instrumentality, meaningfulness, self-identity). Content vs. Process based on whether the focus is on the content ("what") motivates vs process ("how") motivation takes place.

Psychological theories

Motivation can be conceived of as a cycle in which thoughts influence behaviors, behaviors drive performance, performance affects thoughts, and the cycle begins again. Each stage of the cycle is composed of many dimensions including attitudes, beliefs, intentions, effort, and withdrawal which can all affect the motivation that an individual experiences.

Rational motivations

The ideal way that human beings are rational and human behavior is guided by reason is an old one. However, recent research (on Satisficing for example) has significantly undermined the idea of homo economicus or of perfect rationality in favour of a more bounded rationality. The field of behavioural economics is particularly concerned with the limits of rationality in economic agents. 

Motivation can be divided into two different theories known as Intrinsic (internal) motivation and Extrinsic (external) motivation.

Intrinsic motivation

Intrinsic motivation has been studied since the early 1970s. Intrinsic motivation is the self-desire to seek out new things and new challenges, to analyze one's capacity, to observe and to gain knowledge. It is driven by an interest or enjoyment in the task itself, and exists within the individual rather than relying on external pressures or a desire for consideration. The phenomenon of intrinsic motivation was first acknowledged within experimental studies of animal behavior. In these studies, it was evident that the organisms would engage in playful and curiosity driven behaviors in the absence of reward. Intrinsic motivation is a natural motivational tendency and is a critical element in cognitive, social, and physical development. Students who are intrinsically motivated are more likely to engage in the task willingly as well as work to improve their skills, which will increase their capabilities.[ Students are likely to be intrinsically motivated if they:

· attribute their educational results to factors under their own control, also known as autonomy or locus of control

· believe they have the skills to be effective agents in reaching their desired goals, also known as self-efficacy beliefs

· are interested in mastering a topic, not just in achieving good grades

An example of intrinsic motivation is when an employee becomes an IT professional because he or she wants to learn about how computer users interact with computer networks. The employee has the intrinsic motivation to gain more knowledge.

Traditionally, researchers thought of motivations to use computer systems to be primarily driven by extrinsic purposes; however, many modern systems have their use driven primarily by intrinsic motivations. Examples of such systems used primarily to fulfil users’ intrinsic motivations, include on-line gaming, virtual worlds, online shopping, learning/education, online dating, digital music repositories, social networking, online pornography, gamified systems, and general gamification. Even traditional management information systems  are being ‘gamified’ such that both extrinsic and intrinsic motivations must increasingly be considered.

Advantages: Intrinsic motivation can be long-lasting and self-sustaining. Efforts to build this kind of motivation are also typically efforts at promoting student learning. Such efforts often focus on the subject rather than rewards or punishments.

Disadvantages: Efforts at fostering intrinsic motivation can be slow to affect behavior and can require special and lengthy preparation. Students are individuals, so a variety of approaches may be needed to motivate different students. It is often helpful to know what interests one’s students in order to connect these interests with the subject matter. This requires getting to know one’s students. Also, it helps if the instructor is interested in the subject.

Extrinsic motivation

Extrinsic motivation refers to the performance of an activity in order to attain a desired outcome and it is the opposite of intrinsic motivation. Extrinsic motivation comes from influences outside of the individual. In extrinsic motivation, the harder question to answer is where do people get the motivation to carry out and continue to push with persistence. Usually extrinsic motivation is used to attain outcomes that a person wouldn't get from intrinsic motivation. Common extrinsic motivations are rewards (for example money or grades) for showing the desired behavior, and the threat of punishment following misbehavior. Competition is an extrinsic motivator because it encourages the performer to win and to beat others, not simply to enjoy the intrinsic rewards of the activity. A cheering crowd and the desire to win a trophy are also extrinsic incentives.

Social psychological research has indicated that extrinsic rewards can lead to overjustification and a subsequent reduction in intrinsic motivation. In one study demonstrating this effect, children who expected to be (and were) rewarded with a ribbon and a gold star for drawing pictures spent less time playing with the drawing materials in subsequent observations than children who were assigned to an unexpected reward condition. However, another study showed that third graders who were rewarded with a book showed more reading behavior in the future, implying that some rewards do not undermine intrinsic motivation. While the provision of extrinsic rewards might reduce the desirability of an activity, the use of extrinsic constraints, such as the threat of punishment, against performing an activity has actually been found to increase one's intrinsic interest in that activity. In one study, when children were given mild threats against playing with an attractive toy, it was found that the threat actually served to increase the child's interest in the toy, which was previously undesirable to the child in the absence of threat.

Behaviorist theories

While many theories on motivation have a mentalistic perspective, behaviorists focus only on observable behavior and theories founded on experimental evidence. In the view of behaviorism, motivation is understood as a question about what factors cause, prevent, or withhold various behaviors, while the question of, for instance, conscious motives would be ignored. Where others would speculate about such things as values, drives, or needs, that may not be observed directly, behaviorists are interested in the observable variables that affect the type, intensity, frequency and duration of observable behavior. Through the basic research of such scientists as Pavlov, Watson and Skinner, several basic mechanisms that govern behavior have been identified. The most important of these are classical conditioning and operant conditioning.

Classical and operant conditioning

In classical (or respondent) conditioning, behavior is understood as responses triggered by certain environmental or physical stimuli. They can be unconditioned, such as in-born reflexes, or learned through the pairing of an unconditioned stimulus with a different stimulus, which then becomes a conditioned stimulus. In relation to motivation, classical conditioning might be seen as one explanation as to why an individual performs certain responses and behaviors in certain situations. For instance, a dentist might wonder why a patient does not seem motivated to show up for an appointment, with the explanation being that the patient has associated the dentist (conditioned stimulus) with the pain (unconditioned stimulus) that elicits a fear response (conditioned response), leading to the patient being reluctant to visit the dentist.

In operant conditioning, the type and frequency of behavior is determined mainly by its consequences. If a certain behavior, in the presence of a certain stimulus, is followed by a desirable consequence (a reinforcer), the emitted behavior will increase in frequency in the future, in the presence of the stimulus that preceded the behavior (or a similar one). Conversely, if the behavior is followed by something undesirable (a punisher), the behavior is less likely to occur in the presence of the stimulus. In a similar manner, removal of a stimulus directly following the behavior might either increase or decrease the frequency of that behavior in the future (negative reinforcement or punishment). For instance, a student that gained praise and a good grade after turning in a paper, might seem more motivated in writing papers in the future (positive reinforcement); if the same student put in a lot of work on a task without getting any praise for it, he or she might seem less motivated to do school work in the future (negative punishment). If a student starts to cause trouble in class gets punished with something he or she dislikes, such as detention (positive punishment), that behavior would decrease in the future. The student might seem more motivated to behave in class, presumably in order to avoid further detention (negative reinforcement).

The strength of reinforcement or punishment is dependent on schedule and timing. A reinforcer or punisher affects the future frequency of a behavior most strongly if it occurs within seconds of the behavior. A behavior that is reinforced intermittently, at unpredictable intervals, will be more robust and persistent, compared to one that is reinforced every time the behavior is performed. For example, if the misbehaving student in the above example was punished a week after the troublesome behavior, that might not affect future behavior. Instead, whatever behavior the student was performing just prior to the punishment would instead decrease.

In addition to these basic principles, antecedent factors also affect behavior. Behavior is punished or reinforced in the context of whatever stimuli were present just before the behavior was performed, which means that a particular behavior might not be affected in every context, just because it was punished or reinforced in a particular one. A lack of praise for school-related behavior might, for instance, not decrease sports-related behavior usually reinforced by praise.

The various mechanisms of operant conditioning may be used to understand the motivation for various behaviors by examining what happens just after the behavior (the consequence), in what context the behavior is performed or not performed (the antecedent), and under what circumstances (motivating operators).

Motivating operations

Motivating operations, MOs, relate to the field of motivation in that they help improve understanding aspects of behavior that are not covered by operant conditioning. In operant conditioning, the function of the reinforcer is to influence future behavior. The presence of a stimulus believed to function as a reinforcer does not according to this terminology explain the current behavior of an organism – only previous instances of reinforcement of that behavior (in the same or similar situations) do. Through the behavior-altering effect of MOs, it is possible to affect current behavior of an individual, giving another piece of the puzzle of motivation.

Motivating operations are factors that affect learned behavior in a certain context. MOs have two effects: a value-altering effect, which increases or decreases the efficiency of a reinforcer, and a behavior-altering effect, which modifies learned behavior that has previously been punished or reinforced by a particular stimulus.

When a motivating operation causes an increase in the effectiveness of a reinforcer, or amplifies a learned behavior in some way (such as increasing frequency, intensity, duration or speed of the behavior), it functions as an establishing operation, EO. A common example of this would be food deprivation, which functions as an EO in relation to food: the food-deprived organism will perform behaviors previously related to the acquisition of food more intensely, frequently, longer, or faster in the presence of food, and those behaviors would be especially strongly reinforced. For instance, a fast-food worker earning minimal wage, forced to work more than one job to make ends meet, would be highly motivated by a pay raise, because of the current deprivation of money (a conditioned establishing operation). The worker would work hard to try to achieve the raise, and getting the raise would function as an especially strong reinforcer of work behavior.

Conversely, a motivating operation that causes a decrease in the effectiveness of a reinforcer, or diminishes a learned behavior related to the reinforcer, functions as an abolishing operation, AO. Again using the example of food, satiation of food prior to the presentation of a food stimulus would produce a decrease on food-related behaviors, and diminish or completely abolish the reinforcing effect of acquiring and ingesting the food. Consider the board of a large investment bank, concerned with a too small profit margin, deciding to give the CEO a new incentive package in order to motivate him to increase firm profits. If the CEO already has a lot of money, the incentive package might not be a very good way to motivate him, because he would be satiated on money. Getting even more money wouldn't be a strong reinforcer for profit-increasing behavior, and wouldn't elicit increased intensity, frequency or duration of profit-increasing behavior.

Incentive theory

Incentive theory is a specific theory of motivation, derived partly from behaviorist principles of reinforcement, which concerns an incentive or motive to do something. The most common incentive would be a reward. Rewards can be tangible or intangible, and is presented generally after the occurrence of the action or behavior that one is trying to correct or cause to happen again. This is done by associating positive meaning to the behavior and or action. Studies show that if the person receives the reward immediately, the effect is greater, and decreases as delay lengthens. Repetitive action-reward combination can cause the action to become a habit. Motivation comes from two sources: oneself, and other people. (Refer to Intrinsic and Extrinsic motivation for more information)

"Reinforcers and reinforcement principles of behavior differ from the hypothetical construct of reward." A reinforcer is anything that follows an action, with the intentions that the action will now occur more frequently. From this perspective, the concept of distinguishing between intrinsic and extrinsic forces is irrelevant.

Incentive theory in psychology treats motivation and behavior of the individual as they are influenced by beliefs, such as engaging in activities that are expected to be profitable. Incentive theory is promoted by behavioral psychologists, such as B.F. Skinner. Incentive theory is especially supported by Skinner in his philosophy of Radical behaviorism, meaning that a person's actions always has social ramifications: and if actions are positively received people are more likely to act in this manner, or if negatively received people are less likely to act in this manner.

Incentive theory distinguishes itself from other motivation theories, such as drive theory, in the direction of the motivation. In incentive theory, stimuli "attract", a person towards them, and push them towards the stimulus. In terms of behaviorism, incentive theory involves positive reinforcement: the reinforcing stimulus has been conditioned to make the person happier. As opposed to in drive theory, which involves negative reinforcement: a stimulus has been associated with the removal of the punishment—the lack of homeostasis in the body. For example, a person has come to know that if they eat when hungry, it will eliminate that negative feeling of hunger, or if they drink when thirsty, it will eliminate that negative feeling of thirst.
Push and pull

Push motivations are those where people push themselves towards their goals or to achieve something, such as the desire for escape, rest and relaxation, prestige, health and fitness, adventure, and social interaction. However, with push motivation it's also easy to get discouraged when there are obstacles present in the path of achievement. Push motivation acts as a willpower and people's willpower is only as strong as the desire behind the willpower. Additionally, a study has been conducted on social networking and its push and pull effects. One thing that is mentioned is "Regret and dissatisfaction correspond to push factors because regret and dissatisfaction are the negative factors that compel users to leave their current service provider." So from reading this, we now know that Push motivations can also be a negative force. In this case, that negative force is regret and dissatisfaction.

Pull motivation is the opposite of push. It is a type of motivation that is much stronger. "Some of the factors are those that emerge as a result of the attractiveness of a destination as it is perceived by those with the propensity to travel. They include both tangible resources, such as beaches, recreation facilities, and cultural attractions, and traveler's perceptions and expectation, such as novelty, benefit expectation, and marketing image." Pull motivation can be seen as the desire to achieve a goal so badly that it seems that the goal is pulling us toward it. That is why pull motivation is stronger than push motivation. It is easier to be drawn to something rather than to push yourself for something you desire. It can also be an alternative force when compared to negative force. From the same study as previously mentioned, "Regret and dissatisfaction with an existing SNS service provider may trigger a heightened interest toward switching service providers, but such a motive will likely to translate into reality in the presence of good alternative. Therefore, alternative attractiveness can moderate the effects of regret and dissatisfaction with switching intention". And so, pull motivation can be an attracting desire when negative influences come into the picture.

Self-control

The self-control aspect of motivation is increasingly considered to be a subset of emotional intelligence; it is suggested that although a person may be classed as highly intelligent (as measured by many traditional intelligence tests), they may remain unmotivated to pursue intellectual endeavours. Vroom's "expectancy theory" provides an account of when people may decide to exert self-control in pursuit of a particular goal.

Drives

A drive or desire can be described as a deficiency or need that activates behavior that is aimed at a goal or an incentive. These drives are thought to originate within the individual and may not require external stimuli to encourage the behavior. Basic drives could be sparked by deficiencies such as hunger, which motivates a person to seek food whereas more subtle drives might be the desire for praise and approval, which motivates a person to behave in a manner pleasing to others. 

Drive-reduction theory 

 Clark Hull was the behaviorist who developed the drive-reduction theory of motivation.

Drive theory grows out of the concept that people have certain biological drives, such as hunger and thirst. As time passes the strength of the drive increases if it is not satisfied (in this case by eating). Upon satisfying a drive the drive's strength is reduced. Created by Clark Hull and further developed by Kenneth Spence, the theory became well known in the 1940s and 1950s. Many of the motivational theories that arose during the 1950s and 1960s were either based on Hull's original theory or were focused on providing alternatives to the drive-reduction theory, including Abraham Maslow's hierarchy of needs, which emerged as an alternative to Hull's approach.

Drive theory has some intuitive or folk validity. For instance when preparing food, the drive model appears to be compatible with sensations of rising hunger as the food is prepared, and, after the food has been consumed, a decrease in subjective hunger. There are several problems, however, that leave the validity of drive reduction open for debate.

Cognitive dissonance theory

Suggested by Leon Festinger, cognitive dissonance occurs when an individual experiences some degree of discomfort resulting from an inconsistency between two cognitions: their views on the world around them, and their own personal feelings and actions. For example, a consumer may seek to reassure themselves regarding a purchase, feeling that another decision may have been preferable. Their feeling that another purchase would have been preferable is inconsistent with their action of purchasing the item. The difference between their feelings and beliefs causes dissonance, so they seek to reassure themselves.

While not a theory of motivation, per se, the theory of cognitive dissonance proposes that people have a motivational drive to reduce dissonance. The cognitive miser perspective makes people want to justify things in a simple way in order to reduce the effort they put into cognition. They do this by changing their attitudes, beliefs, or actions, rather than facing the inconsistencies, because dissonance is a mental strain. Dissonance is also reduced by justifying, blaming, and denying. It is one of the most influential and extensively studied theories in social psychology.

Content theories

The content theory was one of the earliest theories of motivation. Content theories can also be referred to needs theories, because the theory focuses on the importance of what motivates us (needs). In other words, they try to identify what our "needs" are and how they relate to motivation to fulfill those needs. Another definition could be defined by Pritchard and Ashwood, is the process used to allocate energy to maximize the satisfaction of needs.

Maslow's hierarchy of needs 

Content theory of human motivation includes both Abraham Maslow's hierarchy of needs and Herzberg's two-factor theory. Maslow's theory is one of the most widely discussed theories of motivation. Abraham Maslow believed that man is inherently good and argued that individuals possess a constantly growing inner drive that has great potential. The needs hierarchy system, devised by Maslow (1954), is a commonly used scheme for classifying human motives.

The American motivation psychologist Abraham H. Maslow developed the hierarchy of needs consisting of five hierarchic classes. According to Maslow, people are motivated by unsatisfied needs. The needs, listed from basic (lowest-earliest) to most complex (highest-latest) are as follows:  physiology (hunger, thirst, sleep, etc.), safety/security/shelter/health,social/love/friendship,self-esteem/recognition/ achievement, self actualization/achievement of full potential/can never be fully accomplished. 
The basic requirements build upon the first step in the pyramid: physiology. If there are deficits on this level, all behavior will be oriented to satisfy this deficit. Essentially, if you have not slept or eaten adequately, you won't be interested in your self-esteem desires. Subsequently we have the second level, which awakens a need for security. After securing those two levels, the motives shift to the social sphere, the third level. Psychological requirements comprise the fourth level, while the top of the hierarchy consists of self-realization and self-actualization.

Maslow's hierarchy of needs theory can be summarized as follows:

Human beings have wants and desires which influence their behavior. Only unsatisfied needs influence behavior, satisfied needs do not.

Needs are arranged in order of importance to human life, from the basic to the complex. The person advances to the next level of needs only after the lower level need is at least minimally satisfied.

The further the progress up the hierarchy, the more individuality, humanness and psychological health a person will show.
Herzberg's two-factor theory

Frederick Herzberg's two-factor theory concludes that certain factors in the workplace result in job satisfaction, but if absent, they don't lead to dissatisfaction but no satisfaction. The factors that motivate people can change over their lifetime, but "respect for me as a person" is one of the top motivating factors at any stage of life.

He distinguished between:

Motivators (e.g. challenging work, recognition, responsibility) which give positive satisfaction, and

Hygiene factors (e.g. status, job security, salary and fringe benefits) that do not motivate if present, but, if absent, result in demotivation.

Herzberg concluded that job satisfaction and dissatisfaction were the products of two separate factors: motivating factors (satisfiers) and hygiene factors (dissatisfiers). Some motivating factors (satisfiers) were: Achievement, recognition, work itself, responsibility, advancement, and growth. Some hygiene factors (dissatisfiers) were: company policy, supervision, working conditions, interpersonal relations, salary, status, job security, and personal life.

The name hygiene factors is used because, like hygiene, the presence will not improve health, but absence can cause health deterioration.

 Herzberg's theory has found application in such occupational fields as information systems and in studies of user satisfaction such as computer user satisfaction.

Alderfer's ERG theory

Alderfer, expanding on Maslow's hierarchy of needs, created the ERG theory. This theory posits that there are three groups of core needs — existence, relatedness, and growth, hence the label: ERG theory. The existence group is concerned with providing our basic material existence requirements. They include the items that Maslow considered to be physiological and safety needs. The second group of needs are those of relatedness- the desire we have for maintaining important personal relationships. These social and status desires require interaction with others if they are to be satisfied, and they align with Maslow's social need and the external component of Maslow's esteem classification. Finally, Alderfer isolates growth needs as an intrinsic desire for personal development. Maslow's categories are broken down into many different parts and there are a lot of needs. The ERG categories are more broad and covers more than just certain areas. As a person grows, the existence, relatedness, and growth for all desires continue to grow. All these needs should be fulfilled to greater wholeness as a human being. These include the intrinsic component from Maslow's esteem category and the characteristics included under self-actualization.

Self-determination theory

Since the early 1970s Edward L. Deci and Richard M. Ryan have conducted research that eventually led to the proposition of the self-determination theory (SDT). This theory focuses on the degree to which an individual’s behaviour is self-motivated and self-determined. SDT identifies three innate needs that, if satisfied, allow optimal function and growth: competencerelatedness,and autonomy. These three psychological needs motivate the self to initiate specific behaviour and mental nutriments that are essential for psychological health and well-being. When these needs are satisfied, there are positive consequences, such as well-being and growth, leading people to be motivated, productive and happy. When they are thwarted, people's motivation, productivity and happiness plummet.There are three essential elements to the theory:

Humans are inherently proactive with their potential and mastering their inner forces (such as drive and emotions).

Humans have an inherent tendency towards growth, development and integrated functioning. Optimal development and actions are inherent in humans but they do not happen automatically.

Achievement motivation

Achievement motivation is an integrative perspective based on the premise that performance motivation results from the way broad components of personality are directed towards performance. As a result, it includes a range of dimensions that are relevant to success at work but which are not conventionally regarded as being part of performance motivation. The emphasis on performance seeks to integrate formerly separate approaches as need for achievement with, for example, social motives like dominance. Personality is intimately tied to performance and achievement motivation, including such characteristics as tolerance for risk, fear of failure, and others

Achievement motivation can be measured by The Achievement Motivation Inventory, which is based on this theory and assesses three factors (in 17 separated scales) relevant to vocational and professional success. This motivation has repeatedly been linked with adaptive motivational patterns, including working hard, a willingness to pick learning tasks with much difficulty, and contributing success to effort

Achievement motivation was studied intensively by David C. McClelland, John W. Atkinson and their colleagues since the early 1950s. This type of motivation is a drive that is developed from an emotional state. One may feel the drive to achieve by striving for success and avoiding failure. In achievement motivation, one would hope that they excel in what they do and not think much about the failures or the negatives. Their research showed that business managers who were successful demonstrated a high need to achieve no matter the culture. There are three major characteristics of people who have a great need to achieve according to McClelland’s research.

They would prefer a work environment in which they are able to assume responsibility for solving problems.

They would take calculated risk and establish moderate, attainable goals.

They want to hear continuous recognition, as well as feedback, in order for them to know how well they are doing.

Cognitive theories

The Cognitive Theory of motivation are derived from two basic theories which are the Goal-Setting Theory and the Expectancy Theory. The Goal-Setting Theory states the importance of setting a goal or which direction to aim for that goal in motivating an individual. As for the Expectancy Theory of Motivation states why and how people chooses to act in a certain way over another. Cognitive theory defines motivation in terms of how an individual reacts to different situations by examining and the process of thoughts to respond instead of an inner built set of instructions to react to different situations.

Goal-setting theory

Goal-setting theory is based on the notion that individuals sometimes have a drive to reach a clearly defined end state. Often, this end state is a reward in itself. A goal's efficiency is affected by three features: proximity, difficulty and specificity. One common goal setting methodology incorporates the SMART criteria, in which goals are: specific, measurable, attainable/achievable, relevant, and time-bound. An ideal goal should present a situation where the time between the initiation of behavior and the end state is close. This explains why some children are more motivated to learn how to ride a bike than to master algebra. A goal should be moderate, not too hard or too easy to complete. In both cases, most people are not optimally motivated, as many want a challenge (which assumes some kind of insecurity of success). At the same time people want to feel that there is a substantial probability that they will succeed. Specificity concerns the description of the goal in their class. The goal should be objectively defined and intelligible for the individual. A classic example of a poorly specified goal is to get the highest possible grade. Most children have no idea how much effort they need to reach that goal.

Expectancy theory

Expectancy theory was proposed by Victor H. Vroom in 1964, the Expectancy Theory explains the behavior process in which an individual selects a behavior option over another, and why/how this decision is made in relation to their goal.

There's also an equation for this theory which goes as follows:       M=E*I*V 
· M(Motivation)   is the amount an individual will be motivated by the condition or environment they placed themselves in. Which is based from the following hence the equation. 
· "E(Expectancy) is the person's perception that effort will result in performance. In other words, it's the person assessment of how well and what kind of effort will relate in better performance. 
· I(Instrumentality) is the person's perception that performance will be rewarded or punished. 
· V(Valence) is the perceived amount of the reward or punishment that will result from the performance

Models of behavior change

Social-cognitive models of behavior change include the constructs of motivation and volition. Motivation is seen as a process that leads to the forming of behavioral intentions. Volition is seen as a process that leads from intention to actual behavior. In other words, motivation and volition refer to goal setting and goal pursuit, respectively. Both processes require self-regulatory efforts. Several self-regulatory constructs are needed to operate in orchestration to attain goals. An example of such a motivational and volitional construct is perceived self-efficacy. Self-efficacy is supposed to facilitate the forming of behavioral intentions, the development of action plans, and the initiation of action. It can support the translation of intentions into action.

John W. Atkinson, David Birch and their colleagues developed the theory of "Dynamics of Action" to mathematically model change in behavior as a consequence of the interaction of motivation and associated tendencies toward specific actions. The theory posits that change in behavior occurs when the tendency for a new, unexpressed behavior becomes dominant over the tendency currently motivating action. In the theory, the strength of tendencies rises and falls as a consequence of internal and external stimuli (sources of instigation), inhibitory factors, and consummatory in factors such as performing an action. 

Job characteristics model

The job characteristics Model (JCM), as designed by Hackman and Oldham attempts to use job design to improve employee motivation. They show that any job can be described in terms of five key job characteristics:

Skill Variety - the degree to which the job requires the use of different skills and talents; 
Task Identity - the degree to which the job has contributed to a clearly identifiable larger project; 
Task Significance - the degree to which the job affects the lives or work of other people; 
Autonomy - the degree to which the worker has independence, freedom and discretion in carrying out the job; 
Task Feedback - the degree to which the worker is provided with clear, specific, detailed, actionable information about the effectiveness of his or her job performance. 
The JCM links the core job dimensions listed above to critical psychological states which results in desired personal and work outcomes. This forms the basis of this 'employee growth-need strength." The core dimensions listed above can be combined into a single predictive index, called the Motivating Potential Score.

Employee recognition programs

Employee recognition is not only about gifts and points. It's about changing the corporate culture in order to meet goals and initiatives and most importantly to connect employees to the company's core values and beliefs. Strategic employee recognition is seen as the most important program not only to improve employee retention and motivation but also to positively influence the financial situation. The difference between the traditional approach (gifts and points) and strategic recognition is the ability to serve as a serious business influencer that can advance a company’s strategic objectives in a measurable way. "The vast majority of companies want to be innovative, coming up with new products, business models and better ways of doing things. However, innovation is not so easy to achieve. A CEO cannot just order it, and so it will be. You have to carefully manage an organization so that, over time, innovations will emerge.
Work motivation


At lower levels of Maslow's hierarchy of needs, such as physiological needs, money is a motivator, however it tends to have a motivating effect on staff that lasts only for a short period (in accordance with Herzberg's two-factor model of motivation). At higher levels of the hierarchy, praise, respect, recognition, empowerment and a sense of belonging are far more powerful motivators than money, as both Abraham Maslow's theory of motivation and Douglas McGregor's theory X and theory Y (pertaining to the theory of leadership) demonstrate.

According to Maslow, people are motivated by unsatisfied needs. The lower level needs such as Physiological and Safety needs will have to be satisfied before higher level needs are to be addressed. We can relate Maslow's Hierarchy of Needs theory with employee motivation. For example, if a manager is trying to motivate his employees by satisfying their needs; according to Maslow, he should try to satisfy the lower level needs before he tries to satisfy the upper level needs or the employees will not be motivated. Also he has to remember that not everyone will be satisfied by the same needs. A good manager will try to figure out which levels of needs are active for a certain individual or employee.

Maslow has money at the lowest level of the hierarchy and shows other needs are better motivators to staff. McGregor places money in his Theory X category and feels it is a poor motivator. Praise and recognition are placed in the Theory Y category and are considered stronger motivators than money.

Motivated employees always look for better ways to do a job.

Motivated employees are more quality oriented.

Motivated workers are more productive.

The average workplace is about midway between the extremes of high threat and high opportunity. Motivation by threat is a dead-end strategy, and naturally staff are more attracted to the opportunity side of the motivation curve than the threat side. Motivation is a powerful tool in the work environment that can lead to employees working at their most efficient levels of production.

Nonetheless, Steinmetz also discusses three common character types of subordinates: ascendant, indifferent, and ambivalent who all react and interact uniquely, and must be treated, managed, and motivated accordingly. An effective leader must understand how to manage all characters, and more importantly the manager must utilize avenues that allow room for employees to work, grow, and find answers independentlyThe assumptions of Maslow and Herzberg were challenged by a classic study at Vauxhall Motors' UK manufacturing plant. This introduced the concept of orientation to work and distinguished three main orientations: instrumental (where work is a means to an end), bureaucratic (where work is a source of status, security and immediate reward) and solidaristic (which prioritizes group loyalty).

Other theories which expanded and extended those of Maslow and Herzberg included Kurt Lewin's Force Field Theory, Edwin Locke's Goal Theory and Victor Vroom's Expectancy theory. These tend to stress cultural differences and the fact that individuals tend to be motivated by different factors at different times.

According to the system of scientific management developed by Frederick Winslow Taylor, a worker's motivation is solely determined by pay, and therefore management need not consider psychological or social aspects of work. In essence, scientific management bases human motivation wholly on extrinsic rewards and discards the idea of intrinsic rewards.

In contrast, David McClelland believed that workers could not be motivated by the mere need for money—in fact, extrinsic motivation (e.g., money) could extinguish intrinsic motivation such as achievement motivation, though money could be used as an indicator of success for various motives, e.g., keeping score. In keeping with this view, his consulting firm, McBer & Company, had as its first motto "To make everyone productive, happy, and free." For McClelland, satisfaction lay in aligning a person's life with their fundamental motivations.

Elton Mayo found that the social contacts a worker has at the workplace are very important and that boredom and repetitiveness of tasks lead to reduced motivation. Mayo believed that workers could be motivated by acknowledging their social needs and making them feel important. As a result, employees were given freedom to make decisions on the job and greater attention was paid to informal work groups. Mayo named the model the Hawthorne effect. His model has been judged as placing undue reliance on social contacts within work situations for motivating employees.
William Ouchi introduced Theory Z, a hybrid management approach consisting of both Japanese and American philosophies and cultures. Its Japanese segment is much like the clan culture where organizations focus on a standardized structure with heavy emphasis on socialization of its members. All underlying goals are consistent across the organization. Its American segment retains formality and authority amongst members and the organization. Ultimately, Theory Z promotes common structure and commitment to the organization, as well as constant improvement of work efficacy.

Motivational models are central to game design, because without motivation, a player will not be interested in progressing further within a game. Several models for gameplay motivations have been proposed, including Richard Bartle's. Jon Radoff has proposed a four-quadrant model of gameplay motivation that includes cooperation, competition, immersion and achievement. The motivational structure of games is central to the gamification trend, which seeks to apply game-based motivation to business applications.In the end, game designers must know the needs and desires of their customers for their companies to flourish.

There have been various studies on the connection between motivation and games. One particular study was on Taiwanese adolescents and their drive of addiction to games. Two studies by the same people were conducted. The first study revealed that addicted players showed higher intrinsic than extrinsic motivation and more intrinsic motivation than the non-addicted players. It can then be said that addicted players, according to the studies findings, are more internally motivated to play games. They enjoy the reward of playing. There are studies that also show that motivation gives these players more to look for in the future such as long-lasting experience that they may keep later on in life.
ТЕХТ 8. LABOR MARKET

Words and expressions: input  ; labor;   capital;    labor market ;    worker ;    firm ;    wages;    firm's demand for labor;     derived demand;   output;   marginal revenue product of labor;  marginal product of labor ;  value of the marginal product of labor ; market wage rate ; marginal cost of labor ;    individual supply of labor ;    preferenc ;  consumption good ; leisure ;  opportunity cost of leisure ;  market demand for labor; market supply for labor ;    monopsony ;  monopsonist. 
In addition to making output and pricing decisions, firms must also determine how much of each input to demand. Firms may choose to demand many different kinds of inputs such as labor and capital. The demand  and  supply  of  labor  are  most  common  inputs.  They  are determined in the labor market. 

Labor Demand and Supply in a Perfectly Competitive Market The participants in the labor market are workers and firms. Workers supply labor to firms in exchange for wages. Firms demand labor from workers in exchange for wages. The firm's demand for labor is a derived demand; it is derived from the demand for the firm's output. If demand for the firm's output increases, the firm will demand more labor and will  hire more workers. If demand for the firm's output falls, the firm will demand less labor and will reduce its work force. 

When the firm knows the level of demand for its output, it determines how much labor to demand by looking at the marginal revenue product of labor. The marginal revenue product of labor (or any input) is the additional revenue the firm earns by employing one more unit of labor. 

The  term  is  related  to  the  marginal  product  of  labor.  In  a  perfectly competitive market, the firm's marginal revenue product of labor is the value of the marginal product of labor. The marginal revenue product of labor  is  the  additional  revenue  thai   the  firm  earns  from  hiring  the additional worker; it represents the wage that the firm is willing to pay for each additional worker. The wage thai the firm actually pays is the market wage rate, which is determined by the market demand and market supply of labor. In a perfectly competitive labor market, the individual firm is a wage-taker; it takes the market wage rate as given, just as the firm in a perfectly competitive market takes the price for its output as given.  The  market  wage  rate  in  a  perfectly  competitive  labor  market represents the firm's marginal cost of labor, I he amount the firm must pay for each additional worker that it hire. 

An individual supply of labor depends on his or her preferences for two types of "goods": consumption goods ami leisure. Consumption goods include  all  the  goods  that  can  be  purchased  with  the  income  that  an individual  earns  from  working.  Leisure  is  the  good  that  individuals consume when they are not working. By working more (supplying more labor), an individual reduces his or her consumption of leisure but is able to increase his or her purchases of consumption goods. 

In choosing between leisure and consumption, the individual faces two constraints. First, the individual is limited to iwenly-four hours per day for work or leisure. Second, the individual's income from work is limited by the market wage rate that the individual receives for his or her labor skills. In a perfectly competitive labor market, workers — like firms — are wage-takers; they take the market wage rate that they receive as given. 

As wages increase, so does the opportunity cost of leisure. As leisure becomes  more costly, workers tend to substitute more work hours for fewer  leisure  hours  in  order  to  consume  the  relatively  cheaper consumption goods, which is the substitution effect of a higher wage. 

An income effect is also associated with a higher wage. A higher wage leads to higher real incomes, provided that prices of consumption goods remain  constant.  As  real  income  rise,  individuals  will  demand  more leisure, which is considered a normal good — the higher an individual's income, the easier it is for that individual to take more time off from work and still maintain a high standard of living in terms of consumption goods. The substitution effect of higher wages tends to dominate the income effect at low wage levels, while the income effect of higher wages tends to dominate the substitution effect at high wage levels. 

Market demand and supply of labor. Many different markets for labor exist, one for every type and skill level of labor. For example, the labor market for entry level accountants is different from the labor market for football pros. The demand for labor in a particular market — called the market demand for labor — is the amount of labor that all the firms participating in the market will demand at different market wage levels. 

The market supply of labor is the number of workers of particular type and skill level who are willing to supply their labor to firms at different wage levels. There will always be some workers in the market who will be  willing  to  supply  more  labor  and  take  less  leisure  time,  even  at relatively  high  wage  levels.  While  each  labor  market  is  different,  the equilibrium market wage rate and the equilibrium number of workers employed in every perfectly competitive labor market is determined in the same manner: by equating the market demand for labor with the market supply of labor. 

Labor demand and supply in a monopsony. A labor market in which there is only one firm demanding labor is called a monopsony. The single firm in the market is referred to as the monopsonist. An example of a monopsony would be the only firm in a "company town," where the workers all work for that single firm. Because the monopsonist is the sole demander  of  labor  in  the  market,  its  demand  for  labor  is the  market demand for labor. The supply of labor that the monopsonist faces is the market supply of labor. Unlike a firm operating in a perfectly competitive labor market, the monopsonist does not simply hire all the workers that it wants at the equilibrium market wage; it is a wage-searcher rather than a wage-taker. If the monopsonist wants to increase the number of workers that it hires, it must increase the wage that it pays to all of its workers, including those whom it currently employs. The monopsonist's marginal cost of hiring an additional worker, therefore, will not equal to the wage paid to that worker because the monopsonist will have to increase the wage that it pays to all of its workers. Because the monopsonist is the only demander of labor in the market, it has power to pay wages below the marginal revenue product of labor and to hire fewer workers than a perfectly competitive firm. So monopsony like monopoly in a product market reduces society's welfare. 

ТЕХТ 9. JOB HUNTING

Words and expressions: Applicant supervise; ad (advertisement); offer a job; personnel / human resourses department; tailor of particular position; personnel / human resourses manager; employed / unemployed; post/ appointment /position /vacancy; qualified / skilled; education; unqualified / unskilled; first time job seeker; dependable; background; senior; make a career; junior; experience / experienced; officer; reference; connections; marital status; salary, wages, fee, honorarium; interview; charge; interviewer; deadline; interviewee; legal contract; work full-time; to discharge; work part-time; compensation; work by shifts; fringe benefits; be self-employed; obligation, contructual (treaty) obligation , under (an) obligation to smb. 
Getting a job is a very hard period in the life of most people. Companies choose an employee from hundreds of candidates according to special rules, that's why there're special 'typical' factors, influencing on employer's choice. Among such factors are: age, sex, experience, family background and marital status, personality and references. If you're to go to an interview tomorrow, sleep well before it and don't forget your CV at home - is the basic rule. Moreover, there're some recommendations, which can help you, for example, to read annual report, or company newspaper of the company to show your understanding of the corporate strategy on the interview. What's more, you should choose corresponding dress code for the interview. Even such advices are to help you make a good impression; some companies don't want to hire a man, who follows every advice. To illustrate this, I can quote Artemiy Lebedev, the most famous web-designer: "If you enclose a standard stupid resume, written by the rules of American bureaucracy, we would delete it immediately after receiving. If your CV is composed according to all rules, we wouldn't choose you, as we might think, that your profession is to acquire a job". After getting a job, you may have some unexpected troubles with boss, too: e.g. if you dye your hair or wear something not appropriate. The best solution of such situation is to ask a trade union for advice, which can always help you in your fight with an employer. Of course, if you affect company discipline not coming in time or working badly, your dismissal wouldn't be unfair. To conclude, I can say that it is sometimes hard not only to get a job, but also to work in the staff, and if you don't want to be laid off, you should follow company rules, it is a must.
Employment Documents

The  purpose  of  any  education  or  training  is  further  employment. 

Finding employment takes hard work in itself; so does finding a better position once employed. A wide variety of skills is required for almost any job, anything from taking instructions to giving them, from being supervised to supervising. Often what makes a prospective applicant stand out is the attitude that comes through in the cover letter. 

A  cover  letter/  letter  of  application  is  necessary  in  the  following situations: (a) when answering a specific ad from the newspaper,  (b) when  writing to  a specific  person  whose  name  you  got from someone else, and (c) when writing to a specific company that you feel is a good place for you to get a job. The letter has one main objective: to interest the employer in your qualifications so you will get an interview. It should accompany either a CV/ resume or a completed application form. 

A letter of application should be prepared very carefully. It can decide whether an employer will pass it to the personnel department with the note,  "This  looks  worth  a  follow-up,"  or  will  quietly  drop  it  into  the nearest  wastebasket.  Employers  receive  many  letters  and  cannot  pay attention to all of them; if you want yours to "set you apart," or to attract attention, observe the following rules. 

1.  Whenever possible, address your letter by name to the appropriate person in the company. 

2.  Use standard-size, good-quality white bond paper. 

3.  Type the letter or have it typed. Make sure there are no errors! 

4.  Be very careful with spelling and punctuation. 

5.  Be  brief  —  your  letter  should  take  up  no  more  than  a  page. Businesslike letters will receive more attention. Three paragraphs is an ideal length. 

6.  In  your  first  paragraph,  mention  the  job  you  are  applying  for  and where you saw it advertised. If you are not applying for a specific job, identify yourself, mention who referred you, if anyone, and why you are applying to this company. 

7.  In the second paragraph, state (a) why you think you are qualified for this job; (b) what contribution you can make to this company; 

 and (c) any related work experience. If in the past you worked for a good company, it is important to mention that. Tell how many years of experience  you have and add that  you are enclosing a resume. Mention your most outstanding qualification as stated on the enclosed resume. 

8.  The closing paragraph should ask for an interview and say where and when you can be reached. You may suggest that you will phone for an interview. Make sure you telephone the company within a week after mailing the letter. 

9.  Keep a copy of every letter you sent. 

The purpose of mailing any letter of application and resume is being granted an interview. If you are lucky, remember the following things. 

What we do is often more important that what we say. The way we dress, the way we walk, the way we sit and where we sit, the way we look or don't look at other people, how early or late we are — these things, which are all elements of nonverbal communication, are responsible for over 60 percent of the impression we make on other people. Keep in mind that  the  employer  is  not  only  considering  the  way  you  speak,  but  is looking  at  you  as  a  whole.  Don't  underestimate  the  importance  of qualities other than job skills, which you can bring to the job: maturity and  life  experience,  responsibility,  willingness  to  learn  new  things, willingness to work hard, ability to adapt to difficult situations, initiative, pride in your work, dependability, creativity, or the ability to work in an organized way. These are qualities to emphasize. 

When you leave an interview, thank the interviewer for his or her time and consideration. Ask when you will be notified of the company's decision. Most companies will inform you within two weeks. If you have not received an answer after a reasonable amount of time, follow up with a letter or telephone call. 

Of course, you may decide on the basis of your interview that you do not want the job. If you are offered the job, ask for a day or two to consider the offer and then inform the interviewer what you have decided. Never accept a job and then fail to show up. Keep in mind that employers in the same field often know each other. Unprofessional behavior with one employer could cause you trouble with another employer. 

Тема 2. ПРОФЕСІЙНЕ СПІЛКУВАННЯ ІНОЗЕМНОЮ (АНГЛІЙСЬКОЮ) МОВОЮ В ПИСЬМОВІЙ ФОРМІ.

Ділова кореспонденція: складові елементи листа, укладання зразків ділових листів. Переклад мовних штампів ділової переписки. Ділове переписування електронною поштою. Приватне листування. складові елементи листа, укладання зразків приватних листів. Переклад мовних штампів переписки. Переписування електронною поштою. Формальна та неформальна мова. Написання мотивованих листів на одержання грантів або стажування. 

First, given, Christian name; surname/second/last name; correspondence; mail/post; diary; salutation; closing; signature; greet; tell; remind; recall; describe; congratulate (on) ; wish; look forward; personal; confidental; urgent; ordinary; registered; recently; in the meantime; convenience; behavior; appropriate; as a whole; current; adapt; consider; attitude; message; credibility; purpose; scope; contents; constraint; communicate; inquire; persuade; guide; include; exclude;  clear; concise; ancillary; essential; conceptual; comprehensible 
Business Writing

The aim in business writing is to communicate as clearly and concisely as you can. In our high-tech culture we expect many tasks to take far less time than they do. Writing is one of them. The ability to write well — clearly and concisely — is not an ancillary skill; it is an essential skill. 

Contrary to general belief, writing is not something only 'writers' do; it is a  basic  skill  for  getting  through  life.  However,  writing  is  a  high-level conceptual skill and it does take time. Many mental activities are taking place while you are writing: analyzing the audience, remembering and deciding  on  what  information  to  present,  organizing  the  information, putting it into comprehensible sentences, paying attention to the rules of good writing, proofreading, etc. 

When getting started, remember, if you gain control of yourself, you will gain control of your topic. 

•  First of all you ask yourself the question about the purpose of your writing: 

Are you writing to inquire, inform, persuade, motivate, or do you have more than one purpose? 

Second, get interested in its scope: 

•  Given your needs and your reader's needs, how much information should you include? 

Third, see clearly the contents of your writing: 

•  What kind of information will help you to achieve your purpose? Do you have all information you need? How, or where, can you get additional information? 

At last, you should ask yourself about the available constraints: 

•  What makes your task more difficult? Time or cost constraints? Your reader's attitudes? Your own lack of credibility? 

Put yourself in your reader's place and look at the message through his eyes. Most of the readers want the results of your thinking, not the thinking itself. Remember that there is a difference between thinking and communicating. When experimenting with various ways to organize the information be guided by two factors: (1) your reader's knowledge and interest and (2) your purpose and the information itself. The contents 

of any letter may be summarized as follows: (1) opening, (2) purpose; (3) action, and (4) polite expressions. 

Private correspondence
For most people talking is much easier than writing. However, they write friendly letters for many reasons. They may be as follows: to offer congratulations on a wedding; to say happy birthday: to keep in touch with a friend; to plan a party or a journey; to invite someone to a party or a journey; to thank someone. 

If  you  have  to  write  a  personal  letter  or  E-mail  to  your  English friend — say, Thomas Brown, how must you begin? First of all, notice the greeting or salutation: "Dear Tom," "Dear Susie," and the closing " Yours sincerely". They usually begin letters to a friend "Dear so and so,  or  if  they  are  feeling  very  affectionate,  or  are  writing  to  near relatives, they might begin like this: — "My dear Tom", "My dear so and so". The ending " Yours sincerely" is the usual one from one friend to another. You may  also use:  "Sincerely", " With all my sympathy", "Best wishes", "Bye-bye". 

The following phrases are characteristic for the body — opening: 

Thank you for fascinating letter. 

Sorry I haven't written so long. 

As J write this, I am sitting in a small cafeteria. 

The  abbreviated  forms:  I'm,  I've,  don't,  won't,  etc.  are  perfectly correct in personal letters, though not in business or official ones. The best letters to a friend are those which sound just like oneself speaking. 

But it is not customary to use these short forms in a letter to anyone we do not know well, or in business letter or formal letter of any kind. Here are some polite forms and phrases which you may learn and use in suitable situations: 

congratulate you on passing the examinations. 

Please accept our heartiest congratulations . . . 

Wishing you a speedy recovery again . . . 

Could you let me know when . . . 

I hope you '11 excuse me this time, . . . 

I'm looking forward to seeing you again . . . 

Please reply at your earliest convenience. 

Тема 3. ПРОФЕСІЙНЕ СПІЛКУВАННЯ В УСНІЙ ФОРМІ.
Усні штампи в професійній комунікації. Офіційна телефонна розмова. Мовні штампи ділової телефонної розмови.  Ведення діалогічної бесіди, ії основні складові. Формальна та неформальна мова. Переклад мовних штампів усного спілкування. Основи комунікацій. 

Words and expressions: answer phone;  answering machine;  cellar/cell phone; mobile/mobile phone; dial;  to dial;  receiver;  switchboard; phone numbers. Conversation,conversationalist ,chat, subject  telephone apparatus, buzzing, long-distance/ trunk call,   personal call,   line,   connection,   exchange,   operator,   switchboard,   message,   book/ to order a call,   call/ to phone/ to ring up ,  make a call,   call back , connect/ to put through, disconnect/ to cut off ,  dial (the number),   pick up (the receiver), hold on/ to hold the line ,  get someone over the phone , leave a message ,  take a message, put down/ to write down the message. 

Talking to People

Everyone  must  try  to  use  tact  in  all  human  contacts  and  to  make people feel at ease in your company. 

There are no reasons why you should not become a good and interesting conversationalist in English. Here are some tips on the art of talking. 

•  Overcome embarrassment and fear of making mistakes in English; 

•  To chat is to exchange ideas. Mental vitamins are as important as other kind; 

•  Silence is the essential part of conversation. 

•  If you do not like what a person is saying, change your point of view or change the subject.
MISCELLANIOUS EXPRESSIONS

Expressions of agreement.
	I think so.
	Думаю да.
	 I am all for it.
	Я полностью "за".

	 I believe so.
	Думаю да.
	I also think so. 
	Я тоже так считаю.

	 I agree.
	Согласен.
	I’m of the same mind. 
	Я того же мнения.

	 I totally agree.
	Я полностью согласен.
	I go along with… 
	Я соглашаюсь с…

	 I couldn't agree more.
	Не могу не согласиться.
	Absolutely! 
	Абсолютно верно!

	 I agree with you.
	Я согласен с Вами (с тобой).
	Exactly! 
	Точно!

	 I am sure about that.
	Я уверен в этом.
	That’s (absolutely) true! 
	Это (абсолютная) правда!

	 I am positive.
	Я уверен.
	That’s just how I see it! 
	Это как раз так, как я это вижу (понимаю).

	 You are right.
	Ты прав.
	Partly agree 
	частично согласны

	 I am with you.
	Я согласен с тобой.
	Well, you have a point there, but… 
	Да, вы в чём-то правы, но…

	 Correct.
	Правильно.
	Perhaps you’re right, but… 
	Возможно, вы правы, но…

	 I support the idea.
	Я поддерживаю эту идею.
	I agree up to a point, however… 
	Я согласен в какойто мере (постольку-поскольку),однако…

	 Probably.
	Наверное.
	That’s worth thinking about, but… 
	Об этом стоит подумать, но…

	 Exactly.
	Точно.
	
	


Expression of disagreement.
Обратите внимание, некоторые фразы достаточно эмоциональны, категоричны либо неформальны, будьте аккуратными, дабы не обидеть собеседника.
	I don’t agree with you / I disagree with you 
	Я с вами не согласен
	 I can't imagine this happening.
	Не могу представить себе, что такое может случиться.

	I don’t think so 
	Я так не считаю
	 This can't be true.
	Этого не может быть.

	I have a different take on it 
	У меня на это другой взгляд.
	 This can't be right.
	Этого не может быть.

	You can’t actually mean that! 
	Не может быть, чтобы вы это имели в виду! (эмоционально)
	 I can't agree with you on this.
	Я не могу с вами насчет этого согласиться.

	You can’t be serious! 
	Вы же не серьёзно! (эмоционально)
	 I am against it.
	Я против этого.

	No way! 
	Ни за что! Ну, нет! (эмоционально, неформально)
	 I don't have an opinion on it.
	У меня нет мнения по этому поводу.

	Come off it! 
	Да ладно! Хватит! (эмоционально, неформально, может звучать грубо)
	 It doesn't feel right.
	У меня такое чувство, что это неправильно. (У меня странное чувство по этому поводу.)

	Partly disagree 
	частично не согласны, не так категорично
	 Let's agree to disagree.
	Давай согласимся не согласиться (Давай договоримся, что каждый из нас останется при своем мнении.)

	Well, I’m not sure about that… 
	Я не уверен, что…
	 That's incorrect.
	Это не правильно.

	Well, it depends. 
	Когда как, по обстоятельствам.
	 Not really.
	Не очень. (Не совсем.)

	I’m afraid I can’t agree with you here 
	Боюсь, я здесь с вами не соглашусь
	 That's not how I feel about it.
	Я чувствую себя в этом отношении подругому

	I’m inclined to disagree… 
	Я склонен не согласиться…
	 Probably not.
	Наверное нет.

	 It is not true.
	Неправда.
	 Most likely not.
	Быстрее всего нет.

	 I strongly disagree.
	Я категорически не согласен
	 That's not the case./ That's not exactly the case.
	Это не тот случай./ Это не совсем тот случай.

	 Not exactly.
	Не совсем.
	 It's not what you think.
	Это не то, о чем ты думаешь


Expressions  of doubt.
	 I am not so sure.
	Я не совсем (в этом) уверен

	I'm not sure I can agree with that.
	Не знаю, могу ли я с этим согласиться.

	I am not sure about it.
	Я не уверен в этом.

	 I doubt it.
	Сомневаюсь.

	 You might be right.
	Возможно, вы правы.

	I don't think you are right.
	Не думаю, что вы правы.

	 May be.
	Может быть.

	It is possible.
	Это возможно.

	 Possibly.
	Возможно.


Иногда каждому человеку необходимо время подумать, сформулировать свою точку зрения. Чтобы при этом не образовывалась неудобная долгая пауза, можно заполнять её некоторыми фразами: Phrases giving you time to think — фразы, которые дают вам время подумать
	That’s an interesting point 
	Это интересный момент (идея, мысль)

	I’ve never really thought about that 
	Я никогда в действительности не думал(а) об этом.

	Um, let me think/see 
	Мм, позвольте подумать.

	It’s hard to say 
	Сложно сказать…


Что ж, и подумали, и мнение высказали, даже отреагировали на говорящего согласием или несогласием. А что делать, если вы просто не поняли собеседника? Начнём с того, чего не следует делать — не следует «делать вид», что вы поняли и просто кивать. Собеседник это поймёт и будет неприятная ситуация. Нет ничего страшного в том, что вы чтото не поняли или не расслышали — можно всегда переспросить, собеседник с удовольствием разъяснит и повторит.
	How to express that you didn’t understand or didn’t hear something clearly

	Sorry, could you repeat that, please? 
	Извините, не могли бы Вы повторить, пожалуйста?

	Sorry, I didn’t get your point 
	Извините, я не понял, о чём Вы.

	I’m not sure I understand what you mean 
	Я не уверен, что понимаю, что Вы имеете в виду.

	I beg your pardon (pardon)? 
	Простите? (Прошу прощения?)

	I don’t quite see what you are getting at 
	Я не совсем понимаю, к чему ты клонишь.

	Come again? 
	Ещё разок? (неформально)

	Уточняйте правильно ли вы поняли
	


Ask for clarification
	What do you mean by…? 
	Что Вы имеете в виду под…?

	Could you clarify that, please? 
	Не могли бы Вы разъяснить, пожалуйста?

	Could you give me an example, please? 
	Не могли бы Вы привести пример, пожалуйста?

	Could you be more specific, please? 
	Не могли бы Вы сказать поконкретнее?

	Could you elaborate on that, please? 
	Не могли бы Вы конкретизировать это?


Если ваш собеседник чего-то не понял и попросил уточнить, постарайтесь объяснить свое предыдущее высказывание максимально подробно.

 Clarifying your opinion

	I’m trying to say that 
	Я пытаюсь сказать, что…

	I mean/ What I mean is… 
	Я имею в виду, что/ что я имею в виду, так это…

	All I’m saying is that… 
	Всё, что я говорю, это

	Let me explain it — 
	Позвольте мне объяснить это.

	Let me put it in another way — 
	Позвольте объяснить это подругому.

	in other words… 
	Другими словами…


Telephone speaking
You will find especially difficult to talk over the telephone — especially if you do not know the person on the other end of the line very well. 

Good telephone manners include answering promptly, greeting the caller kindly, and giving your whole attention to the call. Telephone messages must be accurate and complete. Do not forget that the person you are talking  to  may  be  having  difficulties  too.  Remember  that  the  other person: 

•  Wants to understand you easily, so try to speak clearly; 

•  Cannot see your reactions, so always confirm that you have (or have not) understood each point that has been made; 

•  Cannot see you and does not know what a nice person you are, so make sure you sound polite and agreeable; 

•  Cannot spend much time, so make sure your call is brief; 

•  Is getting an impression of your company while talking to you, so make sure that you sound efficient. 
Complete telephone messages usually include important details such as  names,  telephone  numbers,  appointments,  and  addresses.  For example, you might request the caller's telephone number. Be specific. Request only the information  you need. Getting the  message right in the first place is quicker and easier than phoning back later for details. 

Тема 4. ПІДГОТОВКА ТА  УЧАСТЬ У МІЖНАРОДНИХ НАУКОВИХ КОНФЕРЕНЦІЯХ (ПРОГРАМАХ ДОСЛІДЖЕНЬ).
Особливості підготовки тез і виступів на міжнародних конференціях. Обговорення основних положень дослідження. Написання наукових пропозицій дослідження (research proposal), укладання анотації (research abstract), особливості роботи над ними. Створення мультимедійних презентацій для доповіді іноземною мовою. Написання доповіді іноземною мовою для презентації на міжнародній конференції. Повсякденне спілкування під час конференцій. Усне та письмове спілкування з колегами англійською мовою. Обговорення сучасного стану досліджуваних проблем англійською мовою.

Reports

The purpose of a scientific report is to convey essential information in an organized, useful format. And despite technological advances, the ability to accumulate data, organize facts, and compose a readable text remains a highly marketable skill. 

A wellprepared report will provide complete, accurate information. This information is often  meant to influence decisions, to be used in determining changes, improvements, or solutions to problems. Therefore, the report must also be clear, concise and readable. 

Reports can be analytical (analyzing the information available) and informational (providing  necessary  information),  formal (following an established  form  or  convention),  and  factual  (containing  information obtained  through  investigation).  Reports  are  made  for  the  benefit  of others — supplying the readers or the audience with the information they need in a form they can understand. Each report must serve at least one of the following purposes: 

Each report must serve at least one of the following purposes: 

	1.  to inform 
	•  Circulate new ideas; 

•  Inform others of work done or progress made; 

•  Provide update on the progress of the project.

	2.  to instruct 
	Tell others how to put new ideas into practice; 

•  Explain how a new system will operate;

	3.  to influence 
	Sell your ideas and persuade the reader or the audience to make a 

decision; 

•  Recommend a course of action; 

•  Reveal the benefits of the start up of a new project;

	4.  to interpret 
	Assess a situation; 

•  Draw up conclusions; 

•  Analyze the performance of the company;

	5. to interest 
	Use the presentation to appeal to a wide audience; 

•  Summarize the findings.


The typical structure of a written report is as follows: Preliminary Sections; Preface or Foreword; Acknowledgements; Table of contents; Summary; Main part of the report; Introduction; Body of the report; Conclusions; Recommendations; Supplementing material; Appendices; Bibliography; Glossary; Indices. 

It is desirable to include into a report different illustrations such as tables, charts, graphs, photographs, and line drawings. 

Scientific Style

The research process aims at facts and other information discovering and interpretation. The purpose of a research prose is to analyze and interpret information while making valid conclusions based upon the research. 

The scientific writing style is called expository writing — that is, it explains  and  clarifies  information.  The  reliability  of  sources  and  the careful documentation is important, but its effectiveness depends on how well ideas are communicated. While writing, you should avoid excessive technical  detail  or  jargon.  When  you  are  writing  a  research  paper,  a report, abstracts, it is as if you are having a conversation with your reader. 

Sample of a Brief Business Report

 All managers should have a promotion review every two years. This does  not  mean  that  promotion  cannot  take  place  in  the  interim. However,  promotion  is  normally  gained  after  the  promotion  review session. 

The  procedure  for  conducting  a  promotion  review  is  that  the promotion interview panel meets after having received SOPs (Standards of Performance) from all departments. Before asking an employee for a informal interview, the interview panel meet and discuss each employee. 

The panel should analyze not only the employee's past record, but also his or her potential in the future. This will mean that the information on promotion possibilities when they have done all this, they can invite the employee to an informal interview. 

The  informal  interview  should  aim  to  assess  the  employee's  own expectations and ambitions. Having completed this session, the panel should meet privately to decide on recommendations which are finally submitted to the Board. 
Speaking on Public

You may speak on public for different reasons, on different subjects, to people of different business culture and personal taste. The speaker may want 

•  to inform the audience about some subject matter; 

•  to introduce some subject matter; 

•  to encourage the audience to make a decision; 

•  to sell goods/ services. 

However, delivering speeches will be almost the same in structure. Language points will differ a little. All good speeches have two things in common:  the  underlying  structure  and  the  language  points  which typically arise to serve this structure. 

If you are going to deliver a speech, you must first have a plan. You should know exactly where and when the report is to be made. Having a clear idea of what the people in the audience are: their knowledge on the subject, status, age, business culture, specific interests — these help identify the needs of the audience. The information you are going to present should be tailored to meet the needs of the listeners. You should also devise the most appropriate format and sketch out for the use of demonstration materials and handouts. After providing answers to seven basic questions: why?, to whom?, what?, where?, when?, how long?, how?, you get down the plan of the report. It may be as follows: 

1.  Greeting/Introducing oneself; 2.  Introducing the subject; 3.  Describing the sequence; 4.  Starting the report itself; 5.  Moving to the next point; 6.  Summarizing; 7.  Concluding; 8.  Thanking/ inviting questions. 

You  should  make  all  the  necessary  preparations  (audiovisual material, etc.) beforehand. Pay special attention to the opening and closing courtesies as the most memorable bits. Appear before the audience well groomed. Maintain eye contact and use bc'dy language to emphasize your talk. When answering questions from tne audience, be sure you understand the question. Keep to the point, make your answers as brief as possible. Be friendly and flexible, keep the time limit of your talk. 

Тема 5. ЕТАПИ ПРОВЕДЕННЯ НАУКОВОГО ДОСЛІДЖЕННЯ МІЖНАРОДНОГО РІВНЯ.
Викладення наукових даних. Написання наукових текстів. Використання сталих зворотів. Використання типових фраз під час перекладу. Правила складання таблиць. Опис табличних даних. Переклад таблиць та їх назв. Особливості перекладу опису таблиць з іноземної (англійської) на рідну мову. Графічне представлення матеріалів. Текстовий опис графіків, діаграм, малюнків та фотографій. Особливості перекладу підписів графічного представлення матеріалу з іноземної (англійської) на рідну мову. Особливості перекладу опису графічного матеріалу. Особливості аналізу графічного матеріалу іноземною (англійською) мовою. Складання опису таблиць, діаграм та малюнків іноземною (англійською) мовою.
Words and expressions: number , amount , figure , rate,   per cent,   percentage,   dozen  12, baker's dozen,   pair/ couple  , half, quarter, hundred, thousand, million, billion (Br.E.)/ milliard (Am.E.), date , a.m. , p.m., decade, century, round , increase/ rise/ go up, peak , decrease/ decline/ fall /drop, fluctuate  

Dealing with Numerical Data

Statistics deals with so called quantitative side of things. However, the  quantitative  side  is  closely  connected  with  the  qualitative  side  of  things.  So  statistics  is  a  science  studying  mass  numerical  data.  Most people working in various areas spend a lot of time dealing with facts and  figures.  Reading,  hearing,  pronouncing,  and  writing  figures  and numbers requires practice. 

The objective of studying numbers is to enable students to recognize, understand and use numbers in English. They must be confident using different types of business numerical data. It is necessary for the following reasons: 

•  Analyzing the financial reports and current business problems of a company; 

•  Describing a market; 

•  Negotiating a contract or an agreement; 

•  Considering the financial position of a nation, its major economic and financial indicators. 

Основная лексика для описания графиков 

Для того, чтобы график описать, его нужно сначала подробно и внимательно изучить и проанализировать. На любом графике отражаются спады и падения, поэтому первая пара слов, которую нужно запомнить, – это:

	to increase 
	– увеличивается

	to decrease 
	– падать, уменьшаться


Для описания роста показателей графика используются следующая лексика:
	To pick up – поднимать
	Rise – повышение

	To raise – подниматься
	Growth – рост

	To rise – вырастать
	Soar – усиление

	To grow – расти
	Jump – скачек

	To go up – увеличиваться
	Upsurge – всплеск

	To jump – скачкообразно увеличиваться
	Upturn – рост, улучшение

	To surge – взлетать
	Upward trend – восходящая тенденция

	To shoot up – выстреливать
	To rocket – стремительно расти

	To move up – продвигаться вверх
	To come up – повышаться


Для описания снижения показателей используется такая лексика:

	To reduce – сокращаться 
	Fall – падение

	To decline – убывать
	Drop – обрушение

	To come down – опускаться
	Decline – понижение

	To go down – понижаться
	Slump – снижение

	To drop – падать
	Deduction – понижение, ухудшение

	Downward trend – тенденция к снижению
	Downturn – изменение в сторону понижения

	To fall – снижаться
	Shrinkage – убыль, сужение, снижение

	To slump – резко падать
	To fall off – резко понижаться

	To plummet – стремительно понижаться
	To shrink – сокращаться, сжиматься


Выравнивание показателей на графике:

	To remain stable – остается неизменным
	Stabilization – стабилизация

	To stagnate – застаиваться
	To stabilize – стабилизироваться

	To remain constant – остается постоянным
	To stay at the same level – оставаться на том же уровне

	To level off – выравниваться
	Stagnation – стагнация, застой


Пиковые значения на описываемом графике можно обозначить так:

	To reach a low point 
	достигнуть точки минимального показателя

	To peak 
	– достигнуть вершины

	To reach a peak 
	– достигнуть пикового значения

	To top out 
	– достигать самого высшего уровня

	To reach a trough 
	– достигать самой низкой точки

	To reach a low point 
	– достичь минимума

	To bottom out 
	– достичь «дна»


Список фраз, которые могут пригодиться при описании графиков:

	The line of the graph clearly shows…
	линия графика иллюстрирует, что...

	According to the graph… 
	согласно данному графику, …

	The graph presents data showing… 
	график отображает данные, показывающие...

	As it is evident from the graph… 
	как видим из графика, …

	There is a strong correlation between the X and the Y… 
	между кривыми есть существенная корреляция

	The graph provides strong evidence that… график 
	презентует неопровержимые доказательства того, что...

	The curve X is significantly… 
	кривая Х значительно …


Тема 6. ОСОБЛИВОСТІ НАПИСАННЯ НАУКОВИХ СТАТЕЙ ІНОЗЕМНОЮ МОВОЮ.
Приклади наукових статей іноземною мовою з провідних світових журналів. Перегляд іноземних сайтів наукового спрямування. Підбір формату статті іноземною мовою. Написання анотації до статті. Написання наукової статті. Складання таблиць та діаграм, їх опис. Викладення методичної частини проведених досліджень. Написання частини «Обговорення результатів». Формулювання висновків, припущень, гіпотез. Висловлювання подяк та інформація про джерела фінансування досліджень.
Words and expressions: scientific paper; access; lacking; article; analyse; excessive; abstract ; argue; following / as follows; abstracts; cite; particular; citation / quotation; communicate; valid; draft; conclude; conclusion; focus; develop; summary; staple; determine; topic / theme; format; document; thesis ;outline;eliminate; reference; research; evaluate; reliability; statement; investigate; effectiveness; revise; narrow down; paraphrase; summarize; omit.
How to Write Research Papers?

In many ways a research paper is an effort to answer a question or a series of questions. From this the researcher forms a main idea (that is, a thesis) on which to base the writing of the paper. So a research paper is  a  form  of  writing  based  upon  a  thesis  supported  by  facts,  figures, statistics, and other writers' carefully documented ideas. The purpose of a  research  paper  is  to  analyze  and  interpret  information  while  making valid conclusions based upon the research. 

Remember that to write a research paper you must: 

1.  Rely on more than your own personal opinions and experiences. 

 2.  Choose a topic and explore it ( narrow down the topic;  formulate a research focus; gather data; write a thesis statement). 

3.  Make an argument ( select the supporting details, facts, and statistics; prepare a working outline). 

4.  Bring a conclusion (bring together the main ideas of the paper; repeat the thesis on the paper). 

5.  Write your notes, records, and plans in English. 

6.  Always ask your instructor for make sure of the direction of your paper before proceeding with the research. 

Once you have collected and analyzed the information you need you can begin to determine your article design. When writing a research paper you must communicate your own ideas, but you must also include other writers' and speakers' ideas. In addition, you will need to refer to facts, figures, statistics, and other information from other sources. Therefore, it is your responsibility to document your writing by making clear which ideas are your own and which ideas belong to others. All of this must follow  special  rules  for  documenting  sources  that  are  not  your  own opinion by making references. 

Another concern is how to illustrate your writing. Most people are familiar with tables, charts, and graphs — they are a common staple of business reports, newspapers, and even television news. But few people understand why particular data are shown using particular kinds of tables, charts, or graphs. In determining when to use words and when to use tables and other illustrations, keep the following criteria in mind as you are developing a draft. Tables, charts, and graphs are better than words when: 

•  You have complex numerical or statistical data to convey; 

•  You are describing something that requires the reader to form a mental image in order to understand it; 

•  You want to present information in a form the reader will be able to recall easily. 

Abstract, Summary and Annotation

Abstracts are far more than a one or two page piece of writing  on  a  particular  subject  written  for  publication  in  scientific journals.  They  are  also  considered  as  a  way  to  answer  a  particular question  but  only  one  in  contradistinction  to  the  research  paper. Abstracts should contain at least an introduction to the matter, its brief description, and sometimes probable benefits for the interested party. As a rule, they lack illustrations and references. 

The  reading  of  original  literature  is  crucial  to  get  the  latest information. Summary  and annotation have become important  forms  of  such  information  providing.  These  forms  can essentially reduce the specialists' time of information (data) processing. 

Summary is a short written account of something , which gives the important points but not the details. It is usually opens an article or a report. It can be considered as a shortened version of an original. The summary is expected to be about a sixth or a tenths of the original in length. It is usually far easier to write it after you have read the original. First  go  through  it  lifting  out  important  information,  findings, conclusions and recommendations. It is necessary to avoid including excessive background and detail. Sometimes the summary may take a spoken form. To prepare a summary you should: 1.  Study the work carefully; 2.  Make definite opinion of what has been read; 3.  Develop the appropriate style of writing; 4.  Communicate accurately the author's conclusions; 5.  Write briefly and clearly. 

Annotation is the extremely brief account of the main contents like the list of major problems. If the purpose of summary is to get the reader acquainted with the main contents of the original and the substitute it to some degree, the annotation considers only the article's or the book's topic and facilitates search of necessary information on the subject. 
	Opening annotations:
	The article is concerned with . . . 

This work deals with . . . 

This work is devoted to . . . 

	Main part
	Mention was made of the new achievements in the field of. . . 

Special emphasis is laid on . . . 

 Particular attention is given to . . . 

Notice has been taken to . . . 

It is known (thought) that. . . 

A new method (approach) has been proposed . . . 

	Conclusion
	The author comes to the conclusions . . . 
The work is of primary interest (importance, value) for . . .


Guide words

	As  
	Так как, по мере того как
	In general; 
Altogether   

Overall 
	В общем

	As for  
	Что касается
	Furthermore ;  In addition to   
	Кроме того

	As well  
	А также
	However  
	Однако

	Although;   But; Yet  
	Однако, все же, хотя
	Finally;   In conclusion   
	В заключение

	Because of  
	Из-за, вследствие
	Moreover  
	Сверх того, кроме того

	Still  
	Все же, тем не менее
	Thus  
	Таким образом

	Speaking of  
	Говоря о
	While  
	В то время как / когда

	Therefore  
	Поэтому, следовательно
	
	


Hypothesis

From their Latin translations, an hypothesis is what you "suppose;" a thesis is what you "pose" (or "posit"). An hypothesis is what you do before you examine, analyze, critique, argue, and verify the evidence for or against your hypothesis. A thesis is what you conclude to after you do all this difficult work. Thus an hypothesis is what you suppose just 'off the face' of things. A thesis is what you pose after deeper examination. However all this work does not make a thesis necessarily correct. All we can say is that a thesis is the best-supported explanation of the evidence, and that it has many things to say for it. However the true explanation may require something even deeper or more extensive than you have posed in your thesis, and so theses are to a certain extent somewhat incomplete. 
If a thesis ever should reach complete understanding and explanation of an issue (such that no questions are left to be asked) it transforms itself into Episteme which is immediate, present, total, and thorough knowledge or comprehension of an issue ('from the top down'). This happens in the standarization of a science after many years of experimentation. Opposed to Episteme then, Hypotheses and Theses then involve knowledge 'from the bottom (i.e. base experiences) up.' The process of trying to rise to an understanding of the highest causes of something is known as Dialectic. The process of dialectic involves repeatedly deciding between two opposed and usually contradictory hypotheses (e.g. "Is justice always the same or Is justice sometimes different? Is there only one form of justice or are there multiple forms of justice? Is justice a thing or a process? If it is a thing, then is justice a substance, a relation, or an accident?) The answers to a long string of such opposed hypotheses forms a thesis (e.g. "Justice is relation, or rule or measure that is itself unchanging, but takes different forms--commutative or distributive--in different situations). Hypotheses can then be regarded as the lowest explanation that an uneducation person would give to a particular phenomenon; thesis is a higher explanation that rests upon many facts and experiments; and episteme is the highest explanation that explains everything about an issue from the highest and deepest questions, all the way down to the tiniest and most insignificant details and effects.
Answer the questions.

1. What is the purpose of a research paper? 

2. How should you document the ideas of other writers? 

3. How should you communicate your own ideas? 

4. Is it necessary to explain and clarify information? 

5. How is the main idea of your writing called? 

6. When do you use illustrations instead of words? 
7. What is a definition of a summary? 

8. Is it difficult to write summaries? 

9. What phrases are typical for a summary or an annotation opening? 

10. What technique can be proposed for making an annotation? 

How long can it take you to write a summary? 

Samples of Annotations and summary
(1) Business Reporting in Great Britain 

The articles deals with business reporting requirements in the United Kingdom. In most developed counties financial reporting plays a crucial role. As there are differences in countries' economies, respectively there are differences in requirements for financial reporting. The UK reporting requirements are less restrictive, more limited in number and generally more easily defined as those in Russia. In Great Britain relevant business legislation varies according to the size and nature of the business as well as on its activities. In general, sole traders and partnerships are less 

regulated than companies and firms that are Value Added Tax registered. The need for comprehensive detailing of accounts and audits, and the requirements for submitting elaborate tax returns are far greater for larger organizations with higher turnovers than for small businesses. 

(2) Noncash transactions

This work is concerned with the procedure for carrying out noncash transactions in a foreign currency. A list of permissible operations and practices that resident legal entities may conduct in a foreign currency from their current accounts is specified in the Provision on opening and functioning the accounts of correspondent banks in the authorized banks of Ukraine in a foreign currency and in local currency. It is approved 

by  the  Resolution  of  the  National  Bank  of  Ukraine  Board,  dated December 18, 1998No. 527. The Provision specifies current trade and nontrade operations, and which monetary means are to be passed to a current account, and what transactions are to be conducted from this account. 

SUMMARY
Qualifying work: 122 pp., 9 fig., 27 tab., 6 annex, 66 references.
The object of study is process of business activity formation and management of  industrial enterprise РJSC «Dnіprospetsstal».

 The purpose of the qualification work is to justify of the theoretical regulations and work out practical recommendations to elaborate and  improve  business activity system of industrial enterprise РJSC «Dnіprospetsstal».
Methods of research: a systematic approach to the study of economic events and processes. During research performance scientific methods of cognition were used: methods of induction and deduction, terminological analysis and comparison, calculation methods,  theoretical generalization; causeeffect relationship methods, abstractlogical method and method of mathematical modelling.

The scientific novelty of the results consists in theoretical and methodical justification and solving of the complex issues which are connected with the improvement of business activity management system of industrial enterprise РJSC «Dnіprospetsstal».  

The study yielded the following scientific results, which are characterized by scientific innovation:

Got further development:

· definition of the  " business activity " category as any activity engaged in the primary purpose of making a profit. This is a general term that encompasses all the economic activities carried out by a company during the course of business; 

· methodical approach of business activity integrated estimation and  control system;
For the first time the mathematical model of business activity diagnostics of industrial enterprise РJSC «Dnіprospetsstal» based on desirability  function has been built.

The results of research are aimed at estimation  and improving the business activity management  system of industrial enterprise РJSC «Dnіprospetsstal» and can be implemented in practice of industrial  enterprises. 

The application of proposed recommendations in practice will ensure formation and effective operation  of business activity management   and control system, in time  information and analysis organization to guidance.

BUSINESS ACTIVITY, BUSINESS ACTIVITY MANAGEMENT OF ENTERPRISE, ACTIVITIES OF BUSINESS ACTIVITY ESTIMATION OF ENTERPRISE.
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