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ПЕРЕДМОВА

Одним з найактуальніших завдань факультетів іноземних мов є формування у майбутніх спеціалістів такої іншомовної комунікативної компетенції, що охоплюватиме професійно-трудову, адміністративно-правову та соціально-побутову сфери спілкування. Це підкреслює особливу важливість проблеми оволодіння майбутніми вчителями та перекладачами діловою англійською мовою для своєї успішної трудової діяльності. 
Запропонований навчальний посібник включає широкий спектр автентичних текстів і характеризується функціональністю тематично зорієнтованого лексичного матеріалу та насиченістю змісту ділового навчання. Такий зміст передбачає дотримання конкретних етапів навчальної діяльності студентів, що включають:
· оволодіння відібраною лексикою ділової англійської мови;
· читання автентичних текстів відповідної ділової тематики;
· виконання тематично зорієнтованих комунікативних вправ;
· організацію групових дискусій;
· виконання індивідуальних завдань за діловою тематикою.
Посібник адресований студентам 5 курсу факультету іноземної філології, які вивчають англійську мову як другу іноземну, та вчителям, які викладають англійську мову для ділового спілкування.
К., пед., наук, доцент Александров В.М.
UNIT I. LEARNING MANAGERIAL SKILLS
A. Key words. Read, translate and learn.

Nouns (authority, accountability, decision, feedback, functions, responsibility, skills);
Verbs (to assign, to include, to involve, to define, to perform, to pitch in, to schedule);
Adjectives (available, efficient, external, internal, conceptual, managerial, technical);
Adverbs (effectively, electronically, continually, generally, precisely, relatively).
B. Read the texts and answer the questions that follow.
Text 1. Key Managerial Skills

Management is the art of doing things through people. But few people are trained to be managers. A person learns how to be a skilled accountant or salesperson or production line worker, and because of his or her skill, is selected to be manager. The tendency is for such managers to become deeply involved in showing others how to do things, helping them, supervising them, and generally being very active in the operating task. The further up the managerial ladder a person moves, the less such skills are required. Instead, the need is for people who are good planners, organizers, coordinators, communicators, morale builders, and motivates. A manager must have three categories of skills: technical skills, human relation skills, conceptual skills.

Technical skills involve the ability to perform tasks of a specific department such as selling (marketing) or bookkeeping (accounting).

Human relations skills include leadership, motivation, coaching, communication, moral building, training and development, help and supportiveness, and delegating.

Conceptual skills refer to a manager’s ability to picture the organization as a whole and the relationship of various parts to perform tasks such planning, organizing, controlling, systems development, problem analysis, decision making, coordinating, and delegating.

The first-line managers need to be skilled in all three areas. Most of their time is spent on technical and human relations tasks (assisting operating personnel, giving direction, and so forth.) First-line managers spend little time on conceptual tasks. Top managers, on the other hand, need to use few technical skills, instead, almost all of their time is devoted to human relations and conceptual tasks.

Text 2. Decision Making and Delegating Skills

Decision making is choosing among two or more alternatives. It sounds easier than it is in practice. In fact, decision making is the heart of all the management functions: planning, organizing, directing and controlling. The rational decision-making model is a series of steps managers should follow to make logical, intelligent, and well-founded decisions. These six steps are:

1. Define the problem. 

2. Describe and collect needed information.

3. Develop alternatives.

4. Decide which ethical alternative is best.

5. Do what is indicated (implement solution).

6. Determine whether the decision was a good one and follow up.

The best decisions are based on sound information. That is why this is known as the information age. Managers often have computer terminals at their desk so they can get internal records and external data of all kinds. But all the data in the world cannot replace a manager who is creative and makes brilliant decisions. Decision making is more an art than a science. But it is the one skill most needed by managers in that all the other functions depend on it.

The most difficult task for most managers to learn is delegating (assigning authority and accountability to others while retaining responsibility for results). Remember, managers are usually selected from those who are most skilled at doing what the people they manage are doing. The inclination is for managers to pitch in and help or do it themselves. 

As we noted earlier, the progressive manager should be a team leader. He or she will set specific goals in cooperation with a team of workers, set up feedback and communication procedures (control procedures), and minimize the tendency to continually look over the team’s shoulder to make sure it is doing things the manager’s way. Employees will be given the freedom to decide the “hows and whens” of completion of specific tasks as long as the goals are accomplished on time.

Managerial skills such as decision making, motivating, and moral building are usually much more important than technical skills, but managers are not often as well trained in these important areas.

Text 3. Other Managerial Skills

Verbal Skills

The bulk of your duties as a manager will involve communication with others. You will have to give talks, conduct meetings, made presentations, and generally communicate your ideas to others. To prepare for such tasks, you should take oral communication courses and become active in various student groups. Half or even more of communication is skilled listening. A good manager mixes with other managers, workers, and clients. He or she listens to recommendations and complaints and acts on them. Active listening requires the asking of questions and feeding back what you have heard to let others know you are truly interested in what they say.

Writing skills. Manager must also be able to write clearly and precisely. Much of what you want others to do must be communicated through memos, reports, policies, and letters. Organizations everywhere are complaining about the inability of many college graduates to write clearly. If you develop good writing skills, you will be miles ahead of your competition. That means you should take proper courses in grammar and composition. Volunteer to write term papers, even if they are not assigned. To learn to write, you must practice writing! It helps to write anything: a diary, letters, notes, and so on. With this skill, you will be more ready for a career in management.

Computer skills. The office of the future will be an office full of computers. Memos, charts, letters, and most of your other communication efforts will involve the computer. When you are practicing writing, have your practice on a typewriter or word processor. The truly efficient manager of the future will be able to compose on a word processor and send messages electronically throughout the world. To prepare for such an environment, you can begin by taking a course or two in keyboarding. You will not need many advanced computer courses. The new software will make computer use relatively easy, but you will have to know what software is available and how to use it.

Human relations skills. A manager works with people, and good managers know how to get along with people, motivate and inspire them. People skills are learned by working with people. That means you should join student groups, volunteer to help at your church and local charities, and get involved in political organizations. Try to assume leadership positions where you have the responsibility for contacting others, assigning them work, and motivating them. Good leaders begin early by assuming leadership positions in sports, community groups, and so on.

In future, managers will have to learn how to deal effectively with people from many different cultures. It is possible that many of your partners or colleagues will be from other cultures. Very often managers are invited to work overseas. The more skilled you can become now in other languages and in working with diverse cultural groups, the better of you will be when you become a manager. Be aware of how others react to you, and if you cause negative feelings or reactions, learn why. Don’t be afraid to make mistakes and upset others. That’s how you learn. Ask your friends what you could do to be a more effective and attractive leader.

Time Management Skills. One of the most important skills for new managers to learn is how to budget their time effectively. There are many demands on managers `time that they need to learn to control: telephone interruptions, visits from colleagues, questions from subordinates, meetings scheduled by higher management, and such. See if your school offers courses in time management. Time management courses or workshops will help you develop such skills as setting priorities, delegating work, choosing activities that produce the most results, doing your work when you are at your best, and dealing with interruptions. Learning these skills now will help you increase your productivity at high school.
C. Communicative Exercises.

1. Evaluate your managerial potential and put a tick where necessary. Compare your results with those of your partner and discuss them.

	Managerial Potential
	Excellent
	Good
	Fair
	Need work

	Verbal skills
	
	
	
	

	Writing skills
	
	
	
	

	Computer skills
	
	
	
	

	Human relation skills
	
	
	
	

	Time management skills
	
	
	
	

	Other technical skills
	
	
	
	


2. Student A. Fill in the missing information in the table below by asking your colleague questions. Answer his/her questions.

	General Manager
	to supervise and lead
	employees

	
	to maintain
	relations

	
	to execute
	contracts

	
	to represent 
	interests

	
	to provide
	analysis

	Sales Manager 
	to manage
	staff

	
	to supervise
	

	
	to plans & achieve
	

	
	to maintain
	

	Finance Manager
	to have
	experience

	
	to maintain
	forecasting

	
	to develop
	budgeting

	
	to manage
	costing

	Marketing Manager
	to plan
	

	
	to direct
	

	
	to execute
	

	
	
	advertising

	Production Manager
	
	potential

	
	to identify
	

	
	
	targets

	
	to scan
	

	
	
	quality


Student B. Fill in the missing information in the table below by asking your colleague questions on the phone. Answer his/her questions.
	General Manager
	to supervise and lead
	

	
	to maintain
	

	
	to execute
	

	
	to represent 
	

	
	to provide
	

	Sales Manager 
	to manage
	staff

	
	to supervise
	activities

	
	to plans & achieve
	targets

	
	to maintain
	relations


	Finance Manager
	to have
	

	
	to maintain
	

	
	to develop
	

	
	to manage
	

	Marketing Manager
	to plan
	activities

	
	to direct
	activities

	
	to execute
	activities

	
	to oversee
	advertising

	Production Manager
	to research
	potential

	
	to identify
	opportunities

	
	
	targets

	
	to scan
	

	
	
	quality


D. Questions for Group Discussions

1. What skills are involved in the process of management?

2. What do technical skills involve?

3. How can you describe conceptual skills?

4. What do human relations skills include?

5. Which specific skills do you need to develop your managerial potential?
E. Individual Task. Prepare a set of questions concerning certain skills to interview different managers (Production Manager, Sales Manager, Personnel Manager, Purchasing Manager, Finance Manager). Ask them about advantages and disadvantages of their occupations.

UNIT II. COMPANY STRUCTURE & ACTIVITY

A. Key words. Read, translate and learn.

Nouns (goals, flexibility, line personnel, staff personnel, matrix organization);
Verbs (to benefit, to cause, to contribute, to design, to handle, to strengthen, to suffer);
Adjectives (advisory, inferior, common, legal, manageable, obvious, primary);
Adverbs (actually, directly, fully, rapidly, truly).
B. Read the texts and complete the tasks that follow.
Text 1. Line and Staff Organizations
To minimize the disadvantages of simple line organizations, most organizations today have both line and staff personnel. A couple of definitions will help.

Line personnel perform functions that contribute directly to the primary goals of the organization (e. g., making, distributing, and selling the product).

Staff personnel perform functions that advise and assist line personnel in performing their goals (e. g., marketing research, legal advising, and personnel).
Most organizations have benefited from the expert advice of staff assistants in areas such as safely, quality control, computer technology, personnel, investing, and so forth. Such positions strengthen the line positions and are by no means inferior or lower-paid positions. It is like having well-paid consultants on the organization's payroll.
Staff personnel usually serve an advisory function; that is, they usually cannot tell line managers or their workers what to do. Naturally, this can cause conflicts, because staff experts often know more about correct procedures to follow than line managers. This can be very frustrating for staff people. In fact, different organizations handle line-staff relationships in different ways. In some organizations, line managers must consult with staff managers on some issues; on others, they must get staff approval for certain actions; and in others, staff people may actually give orders.
The benefits of the line and staff organization structure are rather clear. The disadvantages are not so obvious at first. Today, however, some organizations are suffering from too many staff personnel (over-staffing).
To justify their existence, staff people may conduct research and generate reports that no one asks for or needs (over-analyzing). The resulting paperwork can be astounding. Lines of authority and communication can become blurred when staff people get involved in decision making (over-managing). For example, by the time a line manager clears a decision with the legal department, the safety department, and personnel, the initial problem could have become much more serious.
As you have learned, the trend today is to cut staff positions or assign staff to smaller functional units where they truly assist, rather than work independently from line managers. Much of the attention of top managers today is focused on designing systems that enable line and staff managers to co-operate more fully and to move more quickly to respond to market changes.

Matrix organizations. Both line and line and staff organization structures suffer from a certain inflexibility. Both have established lines of authority and communication, and both work well in organizations with a relatively stable environment and evolutionary development (such as firms selling consumer products like toasters and refrigerators). In such firms, clear lines of authority and relatively fixed organization structures are assets that assure efficient operations.
Today's economic scene is dominated by new kinds of organizations in high-growth industries unlike anything seen in the past. They include industries such as robotics, biotechnology, and aerospace. In such industries, new projects are developed, competition with similar projects elsewhere is stiff, and the life cycle of new ideas is very short. The economic, technological, and competitive environments are rapidly changing. In such organizations, emphasis is on new product development, creativity, special projects, rapid communication, and interdepartmental teamwork. From that environment grew the popularity of the matrix organization. A matrix organization is one in which specialists from different parts of the organization are brought together to work on specific projects but still remain part of a line and staff structure. In other words, a project manager can borrow people from different departments to help design and market new product ideas. In a matrix organization, project managers are in charge of teams made up of members of several departments. These employees are accountable not only to project manager, but also to the head of their individual departments.

Matrix organization structures were developed in the aerospace industry at firms such as Boeing, Lockheed, and McDonnell Douglas. The structure is now used in banking, management consulting firms, accounting firms, ad agencies.

Comprehensive questions

1. How would you define a company?

2. What organization types can you name?

3. What is the organizational structure of a typical company?

4. Would you give the difference between line and line staff organization?

5. Could you give a definition and describe the functions of a matrix organization?

Text 2. Multinationals. Guinness

When most people hear the word Guinness, they think of the Irish beer of the same name, but in fact the Guinness company is now a multinational with a vast network of joint venture companies, distributors and subsidiaries, and an annual turnover of more than £ 4 billion. Its products are sold in over 200 countries worldwide.

Guinness operates mainly in the alcoholic drinks market. Its brands include a number of famous names like Johnnie Walker, Bell’s Scotch whisky, and Gordon’s gin. It owns United Distillers, the most profitable spirits company in the world. It also has a 34% stake in Moet Hennessy, the French champagne and cognac company, whose owner, LVMH, has a 20% share in Guinness. About three quarters of Guinness group’s profits come from spirits. Guinness beer (called ‘stout’) is produced in more than 50 countries, and sold in 150. For the moment, the beer company represents only 25% of the group’s profits.

Apart from alcohol production, the company owns Gleneagles, the world-famous golf hotel in Scotland, and runs a division which publishes The Guinness Book of Records.

Guinness PLC is based in central London. The company has offices in over 50 countries around the world, with 23,000 employees. Tony Greener is the chairman of a Board which is made up of 6 executive and 6 non-executive directors.

Find words or phrases in the text which mean:

- a company with subsidiaries in a number of countries;

- value of sales in a year;

- all over the world;

- strong alcoholic drinks such as gin or whisky;

- a minority share in a company;

- controls/ manages;

- consist of;

- the group of people who are responsible for company decisions;

- not full-time and not responsible for day-to-day decisions.
Are the statements below true or false? Mark them with T or F.

About 75% of Guinness’ profits are from spirits ( ).

Guinness doesn’t only operate in the drink market ( ).

United Distillers is a shareholder of Guinness ( ).

Guinness owns LVMH ( ).

Guinness beer is made in more than 100 countries ( ).

The company produces The Guinness Book of Records at Gleneagles.

The Head Office of Guinness PLC is in London.

The Board of Directors has twelve members.
Text 3. Subsidiaries. Slavutich Brewery
Student A. Read the text to your partner.

Student B. Listen to the text and answer the questions below.
Ukraine has always been a favourable environment for SLAVUTICH activity. Though the annual consumption of beer in Ukraine is only 13 liters per person but it is growing steadily and the forecast for future is good. Ukraine' s currency, the hrivna, is more or less stable now and the country has the basic preconditions for economic growth. The main focus of SLAVUTICH activity has always been on improving the quality, capacity, and marketing. New modern equipment and skilled specialists make it possible for SLAVUTICH to produce the highest quality beers available at the Ukrainian market. Today SLAVUTICH is a market leader in its part of the country and is among the largest breweries in Ukraine with a 13% share of the total beer market.

Comprehensive questions

1. What is the average consumption of beer in Ukraine?

a) thirty liters per person; b) twenty liters per person; c) thirteen liters per person.

2. Today Ukraine's currency is:

a) unstable? b) stable more or less? c) the best?

3. SLAVUTICH is a market leader owing to:

a) skilled specialists? b) modern equipment? c) both of them?

Text 4. Multinationals. SMH

Student A. Read the text to your partner.

Student B. Listen to the text and answer the questions below.
SMH is a Swiss watch manufacturer with its head office in Zurich, Switzerland, and a large, modern factory in granges, France. It employs 14,000 people. There are twelve companies in the group, including Tissot, Omega, and Swatch.

The company s most famous product is the Swatch watch. The swatch has a quartz mechanism but only fifty- one parts. A new collection comes out twice a year with forty new designs. SMH sells ten million Swatch watches a year.

The factory in granges is open twenty-four hour a day, with a daily production of 35,000 watches. Created in 1983, the company makes large profits every year, but a Swatch watch still only cost £25, the same price as in 1983.

The founder and President of SMH is Nicolas Hayek. Nicolas Hayek is now retired, but he continuous to give advice to his son who successfully runs the company. One day they hope to produce the Swatch car, a revolutionary automobile of the XXI-st century. Naturally it is not “all work and no play” for Mr Hayek. In his free time he plays a lot of tennis and socialize with his friends.

Comprehensive questions

1. What do you know about Swatch watches?
2. Where are they from?
3. How much do they cost?

Are these sentences true (T) or false (F)?

The head office of the company is in Munich, Germany ( ).

Swatch and Omega are sister companies ( ).

There are ten new designs of Swatch watches every year ( ).

The company sells 35,000 Swatch watches a year ( ).

The Swatch factory never closes ( ).

The price of a Swatch watch is the same as in 1983 ( ).

The President of the company wants to produce a Swatch car ( ).

Text 5. Subsidiaries. ZTR.
Student A. Read the text that contains information about ZTR company to your partner.

Student B. Listen to the text and write down all the figures which indicate the company activities. Use your notes (figures) to answer the questions after the text.

ZTR is a Ukrainian transformer manufacturer with its head office in Kyiv and a large modern factory in Zaporizhzhia. It employs about 5,000 people. ZTR belongs to Energy Standard Group. There are more than 30 other companies in the group, including cable plants and high voltage equipment plants. The company was created in 1947.

The company’s most famous product is power transformers and reactors. A power transformer has a complicated mechanism and about 10 thousand parts. Twice a month the company takes part in different tenders with forty new designs. ZTR sells more than 300 transformers a year and makes large profits. The annual turnover is 220 million dollars. Every year the sales volumes grow by 80%.

The factory in Zaporizhzhia is open twenty-four hours a day. Though the competition at the world transformer market is very strong ZTR exports its production to 83 countries of the world. The company’s mission is to produce reliable high quality transformers and to become a leader at CIS market. The General Director of ZTR is Igor Kleiner. He is 55. In the year 2007 ZTR celebrated its 60-th anniversary.
Comprehensive questions:
1. When was the company created?

2. How many people does the company employ?

3. What’s the name of the group? How many companies are there in the group?

4. What is the company’s annual turnover?

5. How often does ZTR take part in tenders?

6. What are the company’s production volumes per year?

7. What do you know about transformers? How many parts do they have?

8. Where does the company sell its production?

9. Who is the company’s General Director and what is his age?

10. When did the company celebrate its 60-th anniversary? 

Additional question. Could you write a list of materials that are used in the transformer plant production process?
Student A. Read aloud the text about ZTR company again.

Student B. Listen to the same text again and fill in the table given below.

	Group’s name
	

	Number of companies in the group 
	

	Company’s name
	

	Year of creation
	

	Number of employees
	

	Product
	

	Number of tenders per year
	

	Annual turnover
	

	Sales volumes growth
	

	Export
	


C. Communicative exercises. Unjumble the letters in brackets to give the names of departments in a company.

This department sells the products. (elass)

If there is a serious problem with late payments, this department deals with it. (laleg)

This department sends all the bills. (toncacus)

This department makes the products. (nodurpocit)

This department deals with suppliers. (haspcurgin)

Employees are the first priority in this department.(namuh escrouser)

People are describing their job. Fill in the name of their departments.
We buy raw materials and equipment for the company. ……………………………. department.
We help if a client has problems with a product. ……………………………. department.
If there is a problem with a contract, we deal with it. ……………………………. department.
We recruit and train staff. …………………………… department.
We study and test possible new products. …………………… department.
We find potential clients for our new products and organize advertising campaigns. …………………………… department.
We manufacture the products. ……………………………… department.
We sell the products. ………………………… department.
Student A. Fill in the missing information in the table below by asking your colleague questions on the phone. Answer his/her questions.
	DEPARTMENTS
	FUNCTIONS

	Finance Department
	__________, bonuses, __________, orders, 

	Sales Department
	____________, offers

	______________ Department
	Advertising

	Production Department
	Product quality

	Logistic Department
	spareparts, forecasting, ___________,

	_____________ & Development
	_____________, technology 

	Personnel Department
	Human resourses, training, team building

	_______________ Department
	________________, software


Student B. Fill in the missing information in the card below by asking questions to your colleague on the phone. Answer his/her questions.

	Finance Department
	budgeting, _________, new investments, __________, purchasing

	_____________ Department
	Sales, offers

	Marketing Department
	_______________________

	Production Department
	Product quality

	_________________Department
	spareparts, __________, transportation,

	Research & Development
	Research, ___________________

	_________________ Department
	human __________, _______ training, ________________ building

	IT Department
	communications, ______________


D. Group Discussion. What departments (positions) would you work if you worked for the multinational? Also discuss the skills needed.
E. Individual Task. Fill in Part A and Part B of the Questionary (p.53).

UNIT III. ENGLISH OF FINANCE
A. Key words. Read, translate and learn.

Nouns (accounts, deposits, debts, deviations, interest, loans, overdraft, transactions);
Verbs (to lend, to borrow, to owe, to own, to structure, to transfer, to withdraw );
Adjectives (annual, expensive, inexpensive, cheap, current, high, low);
Adverbs (accurately, currently, monthly, occasionally, presently, recently).
B. Complete the text using the words from the box below.
Text 1. Commercial Banking
	accounts                     bank loan           cheque                       customers'

current account          debt                    depositors                  deposits

lend                            liabilities            liquidity                     optimize

overdraft                    salary                  spread                        return
standing orders           transfer               wages                        withdraw


Commercial banks are businesses that trade in money. They receive and hold (1)……………, pay money according to (2)……………….. instructions, (3)…………….money, etc.

There are still many people in Britain who do not have bank (4)………….. Traditionally factory workers were paid (5)……………… in cash on Fridays. Non-manual workers, however, usually  receive a monthly (6)……………in the form of a cheque or a (7)……………paid directly into their bank account.

A (8)………....... (US: checking account) usually pays little or no interest, hut allows the holder to (9)……….. his or her cash with no restrictions. Deposit accounts (in the US also called time or notice accounts) pay interest. They do not usually provide (10)…................... (US: check) facilities and notice is often required to withdraw money. (11)…………… and direct debits are ways of paying regular bills at regular intervals.

Banks offer both loans and overdrafts. A (12)……………. is a fixed sum of money, lent for fixed period, on which interest is paid; banks usually require some form of security or guarantee before lending. An (13)………………… is an arrangement by which a customer can overdraw an account, i.e. run up a debt to an agreed limit; interest on the (14)……is calculated daily.

Banks make a profit from the (15)……………… or differential between the interest rates the pay on deposits and those they charge on loans. They are also able to lend more money than they receive in deposits because (16)…………. rarely withdraw all their money at the same time. In order to (17)………………….. the return on their assets (loans), bankers have to find a balance between yield and risk, and (18)……………… and different maturities, and to match these with their (19)…………….. (deposits). The maturity of a loan is how long it will last; the yield of a loan is its annual (20)……………….…… - how much money it pays - expressed as a percentage.
Text 2. Auditing

Number the following words with their underlined equivalents.

	accuracy (1)

Annual General Meeting

board of directors

checking

transnational corporations

standard operating procedures
	external

implemented

ratified

shareholders (GB)

stockholders (US)

deviations
	subsidiaries

a synonym

deficiencies

directives
determine


The traditional definition of auditing is a review and an evaluation of financial records by a second set of accountants. An interval audit is a control by a company’s own accountants, checking for completeness, (1) exactness and reliability. Among other things, interval auditors are looking for (2) departures from (3) a firm’s established methods for recording business transactions. In most countries, the law requires all firms to have their accounts audited by an outside company. An (4) independent audit is thus a review of financial statements and accounting records by an accountant not belonging to the firm. The auditors have to (5) judge whether the accounts give what in Britain is known as a ”true and fair view” and in the US as a “fair presentation “ of the company’s [corporation’s] financial position. Auditors are appointed by a company’s (6) most senior executives and advisors, whose choice has to be (7) approved by the (8) owners of the company’s equity at the (9) company’s yearly assembly. Auditors write an official audit report. They may also address a “management letter” to the directors, outlining (10) inadequacies and recommending improved operating procedures. This leads to the more recent use of the word “audit” as (11) an equivalent term for “control”: (12) multinational companies, for example, might undertake inventory, marketing and technical audits. Auditing in this sense means (13) verifying that general management (14) instructions are being (15) executed in branches, (16) companies which they control, etc.

Add appropriate words to these phrases:

1. Auditors ………………… companies’ accounts.

2. Accounts have to ………………. a fair presentation. 

3. Auditors write a …………….. .

4. It’s the directors who ……………. the auditors.

5. Auditors sometimes ……………… better accounting procedures.

6. Using external auditors is a …………….. requirement. 

Text 3. Annual General Meeting

Using the information below create your own text about Annual General Meeting.

Write the questions about AGM to which these are the answers:

1. ………………………………………………………………………….?

All the shareholders.

2. …………………………………………………………………………?

No, only the shareholders with voting shares. Sometimes there are categories of share that do not give their holder voting rights.

3. ………………………………………………………………………….?

To approve (or to reject) the company’s accounts, and the auditors’ and directors’ reports of the year activities; to elect (or re-elect) directors and auditors for the coming year; and to vote on the size of the divident that will be paid.

4. ………………………………………………………………………...?

The company generally sends them the Annual Report before they come to the meeting.

5. ………………………………………………………………………...?

They can be represented by proxy; that means they can nominate someone else, called a proxy, attend the meeting and vote for them.

6. ………………………………………………………………………...?

There has to be a quorum – a minimum number of directors and shareholders present. The size of the quorum is usually specified in the company’s Articles of Association, along with all the rules concerning shares, general meetings, the powers of directors, the election of officers, the approval of accounts, etc.

The following question starters may help you:

1. Who is eligible to ……………………………………..?

2. Are all the shareholders entitled to…………………….?

3. What is the purpose of ……………………………………………..?

4. What information …………………………………………………..?

5. What happens if……………………………………………………..?

6. How many shareholders……………………………………………..?

Complete the following phrases:
1. The………………….receive a copy of the………………………. .
2. At the AGM, they have to……………….. the company’s accounts.
3. They also ……………… the company’s directors and ………..… .
4. They vote on the size of the …………………… to be distributed.
5. Shareholders can appoint …………………… to vote in their place.

Now create your own text about Annual General Meeting.

Text 4. MAKING MONEY OUT OF MONEY

Student A. Read the text to your partner.

Student B. Listen to the text and register all the numerals. After that answer the questions that follow.
For seven years a Japanese manager Kenshin Oshima had a very good job at the firm Mitsui and Co. But, at the age of 29, he did something very rare for a Japanese manager in his position – he resigned.

Oshima earned a good salary at Mitsui, but he wanted to make a lot of money, and to be very rich he needed to have his own company. He couldn’t afford to start a company immediately, but during his years at Mitsui he spent very little money, and saved as much as he could.

In 1978, he invested his money, $236,500 in total, in his new company, Shohkoh Fund and Co. Shohkoh Fund specialized in lending money to businesses, but in small sums. This decision  was a risk, as money-lending by private companies was not a respectable job in 1978. His first client was a firm in Tokyo, which paid back the money that it owed at an interest rate of 24%.

But his idea was good: his profits rose by 25% a year, and reached $38.5 million in 1992. He owns 80% of Shohkoh, and his shares in the company are now worth $997 million. 

So, Oshima is now a billionaire, or nearly, but his strategy for the company is still the same: even now he specializes in smaller loans (a typical client borrows only $40,000), and he personally examines the references of ever new client.
Comprehensive questions.
Student A. Give 3 alternatives to your partner.

Student B. Choose the correct variant.

a) When did Kenshin Oshima join Mitsui and CO.?

1. At the age of 22. 

2. At the age of 29.

3. In 1978.

b) Why did he resign from his job?

1. Because his salary was very high.

2. Because he wanted to work for another company.

3. Because he wanted to earn a lot of money.

c) Why didn’t he start his company before 1978?

1. Because he spent a lot of money.

2. Because he didn’t want to be rich.

3. Because he didn’t have enough money.

d) Where did he get the money to launch his business?

1. He saved money from his salary.

2. He borrowed it from a bank.

3. A friend lent it to him.

e) What does his company do?

1. It owes money.

2. It lends money.

3. It borrows money.

C. Communicative exercises. How many of the following can you say aloud in under 1 minute? Compete with your partner for better results.
1.
234,567

2.
1,234,567,890

3.
1.234

4.
0.00234%

5.
3.14159

6.
$19.50

7.
£7.95

8.         19, 999

9.
1,999 years

10.
In 1999

11.
I think the phone number is 01227-764000.

12.
Have you got a pen? Their fax number is: 00 33 567 32 49.

13.
Please pay it into my account - number G4.744.440.

14.
He was born in 1905 and died in 1987.

15.
It's a white Lamborghini Diabolo, registration number MI 234662, and it looks as if it's doing 225 kilometres an hour!

16.
30 × 25 = 750

17.
30 : 25 = 1.20

18.
x2 + y3 = z

D. Group Discussion. The dates that I will always remember.

E. Individual Task. Analyze figures presented in the international papers such as «Financial Times». Write down 7 examples of the figures which impressed you.

UNIT IV. SUPPLEMENTARY TASKS
Task 1
A. Key words. Read, translate and learn.

Nouns (approach, arrangement, audience, forecast, hook, quotation, route, signposts);
Verbs (to appeal, to approach, to assess, to forecast, to cover, to launch, to sum up);
Adjectives (brief, enthusiastic, essential, cooperative, critical, main, striking visual);
Adverbs (directly, thoroughly).

B. Read the text and make a plan for a possible presentation.
Presentation

When you make a presentation, the first stage is to plan it. You should start by thinking about your audience – who they are, what they know about the subject and what they expect from you. Think also about what their attitude will be to you. Will they be interested, enthusiastic, cooperative or perhaps critical? Are you presenting to a group of your own culture or to people of different cultures? All these factors will influence the way you approach the presentation. If possible, try to visit the room where you’re going to give the talk. Check the equipment and take sure your voice carries to the back of the room if you don’t use a microphone. Look at the seating arrangements and make sure they are what you want. You also want to feel comfortable and relaxed when you’re presenting.

You’re now ready to prepare what you are going to say. Stage one is the opening. A good opening is essential as you will be nervous and you need to grab the attention of the audience. You start by introducing yourself and then you use a technique to get the audience’s interest. We call this the “hook” which focuses the audience’s attention on what you’re saying. You can do this in various ways. You can: ask a question; use a famous quotation; use a striking visual image; appeal directly to the audience’s interests or needs.

Once you have the audience’s attention, you should tell them the structure of your presentation. You give them a map of the talk, with signposts along the route, so they know what you will cover in your talk.

After the opening and a brief introduction of your subject, you come to the main body of your presentation. Then you have a conclusion during which you summarize your key points, and give your final opinion and recommendations. After that, it’s the question and answer session.

Now create a plan for your possible presentation.
C. Communicative exercises. Fill in the gaps. Remember the steps of a business meeting. Check your partner.

1) STARTING THE MEETING

Right. Let’s g… st……. , sh….. we?

2) GIVING AN OPINION

I.. m.. o……… , this project is too expensive.

3) ASKING FOR AN OPINION

A… i…… ?

4) AGREEING

Yes, I t…. your p……

5) DISAGREEING

I’m a……. that’s o… o.. the qu………

6) INTRODUCING A COUNTER ARGUMENT

That m… be tr… but please em……. that we’re in a competitive situation.

7) JUSTIFYING AN OPINION

I think we should reduce the number of employees. I.. we d… that, we could save a lot of money.

8) CLARIFYING

Sorry, I think th….. is a mis……….. What I m…. is?

9) ASKING FOR CLARIFICATION

C…… you be a b… more sp………. about your proposal.

10) SUMMARISING

Ok. Perhaps I c……. just s….. u….

11) CLOSING THE MEETING

Ok. I think t……. a… for today. I’d like to thank you (everybody) for coming.
D. Group discussion. Think of a real problem in your group and conduct a business meeting to find a solution.
E. Individual Task. Use your plan to write down the full text of your product presentation. Here is the example.
Good morning everyone, thanks for coming to my presentation. I know you’re all very busy, so I’ll be as brief as possible. OK then, I’m going to talk about the product we’re putting on the market. I’ll tell you about the test launch we carried out in our local market a few weeks ago.

My presentation is divided into three parts. First, I’ll give you some background about the launch. After that, I’ll tell you how we got on and assess its effectiveness. Finally, I’ll outline our future plans for the product. If you have any questions, don’t hesitate to ask.

Right, let’s start with the background to the launch. As you know, our product is …………………… It’s been thoroughly tested in focus groups and special attention was paid to packaging. It’s wrapped in a metallic foil. The colours are rich, strong, to give high visual impact. OK everyone? Do you have any questions?

So, that’s the background. Right, let’s now move on to the test launch. How successful was it? Well, in two words, very successful. If you look at the graph, you’ll see the product’s actual sales compared with forecast sales. Quite a difference isn’t there? The sales were over twenty percent higher than we predicted. In other words a really good result, well above our expectations. The sales show that the pricing of the product was correct. And they show that this product should be successful nationwide. To sum up, a very promising test launch. I believe the product has great potential in the market. Right, where do we go from here?

Obviously, we’ll move on to stage two and have a national advertising and marketing campaign. In a few months, you’ll be visiting our sales outlets and talking orders, I hope, for the new product. 

Thank you very much. Any questions?

Task 2
A. Key words. Read, translate and learn.

Nouns (advertisement, background, chlorine, image, movement, pan, sauce, sausage);
Verbs (to claim, to influence, to last, to mouth-water, to percolate, to pour, to sizzle);
Adjectives (appetizing, certain, juicy, delicious, purple, ripe, successful, unpopular);
Adverbs (actually, apparently, especially, freshly, seriously, successfully).
B. Read the text about advertising food and say what was important.
How to sell food: a question of image

Advertising is about creating images, and this is especially true when advertising food and drink. What the food looks like is more important than what it tastes like.

To sell food successfully, it must look appetizing. Milk must look cold, bread must look freshly-baked, fruit must look ripe and juicy. Television advertising of food often uses movement. Apparently, food looks especially appetizing if it moves. Chocolate sauce looks more delicious when you see it being poured over ice cream than if it is in a jug.

Sound effects - but not background music - also help to sell food: sausages sizzling in a frying pan are mouth-watering. A TV advertisement for a brand of coffee had the sound of coffee percolating in the background. The advertisement was so successful that it lasted five years.

The colour of food and the colour of packaging is also very important. If the colour of the food looks wrong, people won't eat it because they associate food with certain colours. Nobody would seriously eat blue bread or drink blue beer. Other unpopular food colours are purple, grey and in some cases, white.

How people expect something to taste often influences how it actually does taste. Researchers gave some mineral water to two groups of people. They told one group that the water was mineral water and asked: 'What does it taste like?' The answer was: 'It tastes nice.' Then the researchers told the other group that the mineral water was tap water. This second group said the water tasted a bit strange and not very nice. The word 'tap' created an unpleasant image of chlorine.

It is the same with packaging. A food manufacturer was trying to decide whether to sell his product in a glass jar or a can. He gave a group of people the same product in both a glass jar and a can, and asked them to taste it. They all claimed that the product in the glass jar tasted better.

So it seems to be true, image is everything.
C. Read these advertising slogans. What products are they for? Discuss the slogans with your partner.

The finest lager in the world.

Cheapest London to New York.

It could not be clearer. Fresh from the spring of Scotland.

Best picture – best colour.

The lightest portable on the market. Give your friends a call.

New version with larger memory and full colour screen.

Faster then Carl Lewis. More economical than a Rolls-Royce.
D. Group discussion. Discuss the way they advertise different products on the TV. Try to define and list some positive and negative features in this process.
E. Individual task. Analyze international papers and select 3 short interesting advertisements for different products.

Task 3
A. Key words. Read, translate and learn.

Nouns (motivators, failure, commitment, productivity, promotion, satisfaction);
Verbs (to behave, to confuse, to commit, to encourage, to frustrate, to promote);
Adjectives (extrinsic, intrinsic, informal, bright, dim, profound, psychological);
Adverbs (differently, dramatically, freely, regardless).
B. Read the texts about the importance of motivation and answer the questions that follow.
The Importance of Motivation

People are motivated by a variety of things, such as recognition, accomplishment, and status. Intrinsic reward is the good feeling you have when you have done a job well. An extrinsic reward is given to you by someone else as recognition for good work. Such things as pay increases, praise, and promotions are examples of extrinsic rewards. Ultimately, motivation – the drive to satisfy a need – comes from within. There are ways to stimulate people that bring out the natural drive to do a good job.

The most important person to motivate, of course, is yourself. One way to do that is to find the right job in the right organization, one that enables you to reach your goals in life. One secret of success is to recognize that everyone else is on a similar search. Naturally, some are more committed than others. The job of a manager is to find that commitment, encourage it, and focus it on some common goal.

One of the studies that confirmed the importance of motivation was conducted in 1927 at the Western Electric Company’s Hawthorne plant in Cicero, Illinois. The study has been considered as one of the major in management literature. Let’s see why it has become so important.

The studies were conducted by Elton Mayo and his colleagues from Harvard University. The idea was to test the degree of lighting associated with optimum productivity. In this respect, it was a traditional scientific management study: The method was to keep records of productivity under different levels of illumination. 

The problem with the initial experiments was that the productivity of the experimental group compared to other workers doing the same job went up regardless of whether the lighting was bright or dim. This was true even when the lighting was reduced to about the level of moonlight. These results confused and frustrated the researchers.

A second series of experiments was conducted. A separate test room was set up where temperature, humidity, and other environmental factors could be manipulated. A series of 13 experimental periods was recorded, and productivity went up each time. Productivity went up by 50 percent. When the experimenters repeated to original condition (expecting productivity to fall to original levels), productivity kept increasing. The experiments were considered a total failure at this point. No matter what the experiments did, productivity went up. What was causing the increase? 

Mayo guessed that some human or psychological factors were involved. Thus, workers were interviewed about their feelings and attitudes toward the experiments. What the researchers found was to have a profound change in management thinking that continues today. Their conclusions were the following.

1. The women in the test room thought of themselves as a social group. The atmosphere was informal, they could talk freely, and they interacted regularly with their supervisors and the experimenters. They felt special and worked hard to stay in the group. That motivated them.

2. The women were involved in the planning of the experiments. For example, they rejected one kind of pay schedule and recommended another, which was used. The women felt that their ideas were respected and they were involved in managerial decision making. That also motivated them.

3. The women enjoyed the atmosphere of their special room and the additional pay which they got from more productivity. Job satisfaction increased dramatically.

Researchers now use the term Hawthorne effect to prefer to the tendency for people to behave differently when they know they are being studied. The results of the Hawthorne studies encouraged researchers to begin to study human motivation and the managerial styles that lead to more productivity.

C. Comprehensive questions

What is motivation?

What are motivators?

How can you describe intrinsic and extrinsic rewards?

What can you say about Hawthorne effect?

Why is motivation so important in management?
D. Group discussion. List and discuss the most important motivation factors for contemporary students.
E. Individual task. Find out more information on motivators and so called hygiene factors that could cause dissatisfaction when missed but would not necessarily motivate if increased.

Task 4
A. Key words. Read, translate and learn.

Nouns (air-cushion, aisle, assembly, capacity, fibre, reinforcement, pillar, soil, testee);
Verbs (to enable, to coat, to compose, to implant, to repair, to require, to roll out);
Adjectives (preparatory, resistant, respective, unsolvable);
Adverbs (additionally, apparently, easily, completely, previously).
B. Read the text and answer the questions that follow.
Changing From Rail To Air-Cushion Transport.

A project team of ten people led by Ralf-Jurgen Matthes created the technical requirements to meet the target for increasing the production volume to 200 million DM during fiscal year 97/98 at the Siemens transformer plant in Nuremberg. This team set another milestone in the ongoing process of modernizing and increasing the productivity of the power transformer workshop. One main pillar for this process is using the air-cushion technique for all transport jobs during the manufacturing process to reduce crane handling.

A new coating made the test shop floor now resistant enough for moving transformers weighing several hundred tons easily and free on air-cushion. Now it is also possible to move one transformer beside the other without any loss of time, not limited by rails or cranes. Previously the operators were used to move the transformers by means of two rail tracks and a crane. The 550 ton heavy test transformer already occupied one rail track, so only one rail could be used for the testee. After finishing the test the testee was rolled out from the test shop. By means of a crane it was lifted of the rails before it was possible to prepare the next transformer for test. Of course, this operation caused a lot of waiting time.

“This was since a long time our bottleneck, but this belongs now to the past”, Ralf-Jurgen Matthes says. “Now it is possible to prepare the next transformer in the assembly shop right in front of the test shop while inside a test is running. This enables us now testing the transformers easily “in series". The crane becomes for this operation unnecessary 

The main demand for this transport technique is a respective floor. The problem apparently unsolvable was: How to renew the floor without stopping the production? It seemed necessary to take out completely the rails also in the assembly shop however that was only possible with a production stop. The team found another solution by leaving the rails in the floor. The rails are covered uniformly by the multilayered floor construction with glass fibre reinforcement. Additionally the old screening grid was replaced by a new one because it was worn. Unlike the old solution it is not necessary to spend a lot of time on soldering the grid stripes because they are riveted with bolts. The principal part of the floor was coated only in three weeks and it was not necessary to stop the production. Only the transformer test had to be interrupted. The rest of the floor (20%) with the second rail will be renewed in October.

The radio remote controlled air-cushion system (air-cushion vehicle and transport pallets) is based on the system for 400 tons used for the assembly. The loading capacity of this system was increased to 700 tons. This system can be used for movements during the final assembly, for moving transformers in repair to the lateral aisle or implanting the active parts in the steel transformer capsule. The creative and modern solutions allowed the team to save 200.000 DM in the infrastructure.

The team is composed of specialists from different departments: Production (Siegfried Bauer and Hans Kistner), Production Control (Joachim Forstner), Test Shop (Kurt Kupfer, Carsten Diekel and Bernd Miethke), Production Engineering (Bernd Hauenstein and Ralf-Jurgen Matthes) and Maintenance (Robert Spitz and Ernst Sirtl). The team was created last year in order to find the “Measures for increasing the capacity in PG1 (Test Shop)”. The team began the preparatory soil testing and the load tests in January. The hard work, which required the collaboration of all specialists, began in May. 

Ralf-Jurgen Matthes explains the success as follows: ,The team is composed of specialists with the most important know-how’. In future the team will be engaged in other projects for increasing the capacity in the test shop. One of these projects is a space where the transformers can be prepared before delivery and a new office in the production shop.

Comprehensive Questions:

1. What was the purpose of modernizing process in the power transformer shop?

2. Where was the bottleneck in the old transformer shop?

3. Describe the transport technique in the old shop.

4. What changes were introduced into the process?

5. How long did the modernizing process last?

6. How did the loading capacity change in comparison with the old one?

7. What are the advantages of the new air-cushion system

8. How much did the creative solution save in the infrastructure?

9. Which departments took part in the project team?

10. Can you say anything about the future plans of the team?

C. Communicative exercises. Put each of the following words in its correct place in the passage below.

Industry

produce        shipyards       products        export               natural resources

markets        economy        boom             plants import          slump
The health of a big, developed country's (a) ………depends largely on its industry. Factories have to keep busy. They must (b) ………and sell their (c) ……… in large quantities, (d) ………must make and sell ships; car (e) ……… must make and sell cars. A period of industrial success, when everything goes well and large profits are made, is called a (f) ……… . On the other hand a period when there is not much industrial activity is called a (g) ………
. To maintain a high level of production is not simple. For example Japan, a very successful industrialised country, has very few (h) ………          such as oil or coal, and has to (i) ………them from other countries in order to keep its industries going, and thus to supply needs at home and also to (j) ……… its goods to its overseas (k) ……… .

Agriculture

livestock         crops            agricultural            dams          fertilizers

harvest            irrigate         self-sufficient        fertile         farmers

A country which wishes to be (a) ………in food will encourage its (b) ………to produce as much as possible so that it will not be dependent on food imports. If there is not much rain, (c) ………must be built on rivers to provide water to (d) ………the land. If the land is not naturally rich, chemical         (e) ………must be used to make it (f) ………. Then (g) ………(of wheat, rice etc.) will grow, the (h) ………will be good, and in addition the (i) ………(cattle, sheep etc.) will have grass to eat. If this does not happen, the (j) ………sector of the country's economy will suffer and the country will have to import food from abroad.
D. Discuss the tools you know with your partner and complete each of the following sentences with the correct tool from the above:

Spanner           hammer           axe             saw          screwdriver

Spade               penknife         chisel         fork          drill

Scissors          mallet              jack           rake

a) We cut paper or cloth with a pair of_____________.

b) We put in and take out screws with a ______________.

c) We dig holes in the ground with a_______________.

d) We make holes in wood. Metal or stone with a _____________.

e) We raise a car to change a wheel with a ______________.

f) We knock nails into wood with a _______________.

g) We cut down trees with an _______________.

h) We carve wood or stone with a ______________.

i) We hit a chisel with a _________________.

j) We collect dry leaves and make earth level with a ____________.

k) To cut a string and other things we use a folding _____________.

l) We turn the earth over in the garden with a spade or __________.

m) We saw wood with a ____________.

n) We tighten or loosen nuts and bolts with a __________.

Put down the names of 50 different materials (work together with your partner).

Work together with your partner and fix these sings in the right places:

Student A has the warning signs.

1. No smoking.

2. Danger

3. Fragile

4. Break this glass in case of fire

5. Emergency exit

6. To fire to escape

7. Do not touch

8. Mind your head

9. Fasten your seat-belts

10.  Press the button

11. Wet paint

12. Keep off the grass

Student B makes suggestions:

a) On the back door of a cinema or theater

b) In a hospital, in a coach, in a lecture hall.

c) In a garden

d) In a corridor, with an arrow pointing right or left

e) Over a low door

f) In a museum, under a glass case

g) On a coin machine

h) On the glass of a fire alarm

i) In a plane

j) Beside the road to warn motorists

k) On a bench

l) On a case containing breakable objects
E. Individual task. Fill in Part C of the Questionary (p.53)
QUESTIONARY
(Business English)
1A. Write down your Curriculum Vitae.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________2A. Give some facts and figures about your company (company’s history and present activity). What is the mission of your company? What do you know about international market situation in your sphere?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3A. Describe your company’s structure, departments and positions.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4A. What does your department deal with?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5A. Explain your own responsibilities. What are peculiarities of your job?

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6A. What is the most difficult task to perform for you? 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7A. What specific skills do you need to do your job?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
8A. Could you list most important qualities for the engineer (manager) of your level?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
9A. Why do you need English for your job?

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
(English for Specific Purposes)

1B. What are the main shops of your plant? Give a short description of the production process at your plant (your vision).

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2B. Describe your company’s product. What are the main parts of your product? How many parts does your product consist of?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3B. What materials do you use in the production process? What are the world prices for them?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4B. What are the main spare parts? Do you produce or purchase them? Who are your main suppliers?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5B. Can you name some fastenings that you use?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
6B. Could you compare your production with the same products of the world’s leading companies (advantages and disadvantages)? Who are your main competitors? Who are your main customers?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

C. Our partners and their countries

1C. The country of your partners (suppliers, customers)

Geographic position and climate

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2C. Population, nationalities, languages

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3C. Political system and administrative division of the country

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4C. The capital and the main cities

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5C. The main rivers

_________________________________________________________________________________________________________________________________________________________________________________
6C. The country’s famous people (politicians, writers, musicians, sportsmen)

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7C. The national cuisine

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

8C. Your company’s economic relations with the partner-country ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
LEXICAL TESTS (BE)
How many of these  words can you translate in a written form 

within 7 minutes?
	forecast

promotiоn

complaint

satisfy

available

profitable

storing

skills

investigate

supply

cost 

debt

lend

payment

goal

advertising

customs

leasing

securities

inexpensive

compare

subsidiary

purchasing

launch

apologize

responsible

staff

enquiry

economical

accept

save

decade

salary
	pricing

offer

claim

consumer

quality

buying

delivery

benefit

share

develop

expense

loan

competitor

retailer

deadline

cargo

discount

insurance

grant

employer

successful

turnover

shareholder

interest rate

previous

apply

reasonable

expiry date

experience

facilities

observe

suggest

confirm
	demand

order

penalty

execute

respond

selling

ship

customer

stock

research

losses

borrow

decision

wholesaler

bonuses

delay

overdraft

intermediary

warranty

efficient

invest

external

annual report

excellent

hire

chairman

percentage

landing

portable

utilize

conclude

earn

contract terms


LEXICAL TESTS (ESP)
How many of these words can you translate in a written form within 7 minutes?
	drawing

assembly

cooling

yoke

washer

mounting

leakage

coating

pipe

rusty

bushing

pump

winding

value

manhole

sampling

lighting

power

flatten

breaking

wastes

core

shop

pressure

welding

noise

circuit

dangerous

solid

conductor

reliable

environment overload duration
	leg

plate

drive

weight

beam

plug

fastening

device

gap

ladder

dismantle

heating

tap-changer

insulation

tape

ring

safety

capacity

screw

software

glue

nut

gate

maintain

carriage

primary

separate

frequent

liquid

damage

bearings

wiring

sparking
	surface

register

valve

relay

roll

drain

install

bar

contamination

grounding

rod

steam

lifting

tolerance

pin

repair

current

volumes

shearing

spare parts

counter

foot

hook

tie

channel

coil

design

secondary

oily

short circuit

unproper

equipment

warehouse


LEXICAL TESTS (GE)
How many of these words can you translate in a written form within 7 minutes?
	Слова 
	Переклад
	Слова 
	Переклад
	Слова 
	Переклад

	between
	
	napkin
	
	corner
	

	sausage
	
	lawyer
	
	switch
	

	carpet
	
	parents
	
	driver
	

	other
	
	a lot of
	
	single
	

	wardrobe
	
	to ask
	
	relatives
	

	to clean
	
	Hour
	
	to be busy
	

	knife
	
	to walk
	
	sometimes
	

	baker
	
	next time
	
	berries
	

	nephew
	
	curds
	
	to prefer
	

	married
	
	delicious
	
	suit
	

	to watch
	
	to fry
	
	bright
	

	tasteless
	
	key
	
	dark
	

	boiled
	
	pale
	
	hair
	

	to cut
	
	fashion
	
	to buy
	

	frankfurter
	
	lips
	
	smart
	

	appear
	
	counter
	
	to advertise
	

	breast
	
	gifts
	
	industrious
	

	strong
	
	to sell
	
	salary
	

	to wear
	
	stupid
	
	to criticize
	

	shirt
	
	to agree
	
	to travel
	

	must
	
	warranty
	
	ticket
	

	lock
	
	canned
	
	to stimulate
	

	to pay
	
	coin
	
	military
	

	luxury
	
	stability
	
	bigger
	

	age
	
	timetable
	
	windy
	

	cash-desk
	
	accident
	
	nobody
	

	reduction
	
	to call
	
	dress
	

	expensive
	
	valet
	
	cucumber
	

	free
	
	directory
	
	to order
	

	to cost
	
	cathedral
	
	tin
	

	exclusive
	
	to regulate
	
	snack-bar
	

	to die
	
	foreign 
	
	strawberries
	

	kind
	
	policy
	
	floor
	


KEY TERMS GLOSSARY

Accountability – a requirement that workers accept the consequences of their actions and report those actions to their immediate supervisor.

Authority – a right to make decisions and take actions.

Conceptual skills – an ability to picture the organization as a whole and the relationship of various parts.

Controlling – a management function which involves checking to determine whether or not an organization is progressing toward its goals and objectives, and taking corrective actions.

Delegating - assigning authority and accountability to others while retaining responsibility for results.

Directing - guiding and motivating others to achieve the goals and objectives of the organization.

Extrinsic reward - reinforcement from someone else as recognition for good work, including pay increase, praise and promotions.

Hawthorne effect – a tendency for people to behave differently when they know they are being studied.

Human relations skills – an ability to lead, communicate, motivate, coach, build morale, train, support, and delegate.

Intrinsic reward – a good feeling you have when you have done the job well.

Line organization – an organization in which there are direct two-way lines of responsibility, authority and communication running from the top to the bottom of the organization, with all employees reporting to only one supervisor.

Line personnel - employees who perform functions that contribute directly to the primary goals of the organization.

Management – a process used to accomplish organizational goals through planning, organizing, directing and controlling people and other organizational resources.
Matrix organization – a group in which specialists from different parts of the organization are brought together to work on specific projects but still remain part of traditional line and staff structure.

Middle management – a level of management which includes plant managers and department heads who are responsible for tactical plans
Middle management – a level of management which includes plant managers and department heads who are responsible for tactical plans.
Motivators - factors that provide satisfaction and motivate people to work.
Objectives – specific, short-term statements detailing how to organizational goals.
Organization – a group of people working together to accomplish a goal.
Organizing – a management function which involves designing the organizational structure, attracting people to the organization (staffing), and creating conditions and systems that ensure that everyone and everything work together to achieve the objectives of the organization.
Planning – a management function which involves anticipating future trends and determining the best strategies and tactics to achieve organizational objectives.
Rational decision-making – a skill which includes six steps: 1) define the problem, 2) determine and collect information needed, 3) develop alternatives, 4) decide which alternative is best, 5) do what is indicated, 6) determine whether the decision was a good one and follow up.
Responsibility – the obligation of a person to complete a given task.
Staff personnel – employees who perform functions that assist line personnel in achieving their goals.
Staffing – getting the right people on the organizational team.
Strategic planning – a process of determining the major goals of the organization and the policies and strategies for obtaining and using resources to achieve those goals.
Supervisory (first-line) management – the first level of management above employees; includes people directly responsible for assigning specific jobs to employees and evaluating their daily performance.
Tactical planning – a process of developing detailed, short-term decisions about what is to be done, who is to do it, and how it is to be done.
Technical skills – an ability to perform tasks of specific department (such as selling or bookkeeping).
Top management – the highest level of management, consisting of the president and other key company executives who develop strategic plans.
Verbal skills – being effective at public speaking, conducting meetings, and communicating ideas to others is extremely important.
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