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ПРЕДИСЛОВИЕ

Учебное пособие разработано в соответствии с модулем деловой сферы коммуникации унифицированной программы СФУ «Иностранный язык» для таких направлений подготовки как «Экономика», «Менеджмент», «Управление персоналом». В пособии рассмотрены следующие темы:
Устройство на работу;

Культурная диверсификация;

Типы собственности;

Индивидуальное предпринимательство;

Партнерство;

Корпорация.

В основу издания положена идея взаимосвязанного изучения лексики и одновременного развития всех коммуникативных навыков: чтения, говорения, аудирования и письма. Это определило структуру и содержание учебного пособия.
Разделы учебного пособия включают теоретический экскурс об отличительных особенностях делового английского языка и практические задания по работе с деловой лексикой. Практические разделы учебного пособия построены по единой схеме: в начале каждой темы идут предтекстовые задания, далее следует текст для изучающего чтения и перевода, завершают тему послетекстовые задания. Предтекстовые упражнения направлены на введение новой темы. 
Текст определяет тему и содержит лексический и информационный материал, подлежащий активному усвоению и использованию в ситуациях учебно-речевого общения. 
Послетекстовые упражнения организованы в две рубрики: упражнения по отработке лексики, и задания по развитию навыков устной речи и письма. 
Работа с лексикой направлена на активизацию и расширение словарного запаса по теме. Каждый раздел содержит упражнения на подстановку, формирование синонимических и антонимических пар, перевод с русского на английский язык.

Задания на развитие навыков устной речи, аудирования и письма включают упражнения, направленных на на контроль понимания текста, учебно-речевые ситуации, диалоги, упражнения, нацеленные на передачу содержания текста на английском языке.

Для создания прочной лексической базы и развития коммуникативных навыков рекомендуется выполнять все упражнения в той последовательности, в которой они представлены в издании. 
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1. ОСОБЕННОСТИ ДЕЛОВОГО АНГЛИЙСКОГО ЯЗЫКА
(ТЕОРЕТИЧЕСКИЙ ЭКСКУРС)
Деловой английский язык – это обширное понятие, которое включает изучение профессиональной лексики в таких сферах, как маркетинг, бухгалтерия, юриспруденция, международные отношения и многих других. Однако бизнес-английский содержит и общие знания, которые могут оказаться полезными каждому из нас. Это навыки ведения телефонной беседы, написания резюме и сопроводительного письма, оформления презентаций, общения с коллегами, проведения переговоров с клиентами или партнерами.

К каждой деловой встрече следует основательно готовиться, продумывать не только вопросы, касающиеся непосредственно предмета переговоров, но и саму речь.

Не секрет, что главная цель делового общения состоит в достижении определенных соглашений, договоренностей. Для этого нужно, в первую очередь, быть убедительным, уметь внушать доверие своим партнёрам.

Особенности деловых текстов на английском языке
Характерными особенностями деловых текстов как на английском, так и на русском языках считаются их точность, исключающая наличие различных неясностей, объективность, информативность, а также стандартная и последовательная манера изложения. Тексты официально-делового стиля могут обладать указанными чертами в большей или меньшей степени, но во всех из них обнаруживается преимущественное использование языковых средств, способствующих удовлетворению потребностей данной сферы общения и прежде всего точной передачи информации.

Использование терминов и клише

В области лексики это, прежде всего, характеризуется насыщенностью текста терминами и аббревиатурами именного характера (преобладание сочетаний, ядром которых служит существительное), а также широким применением штампов и клише.

Термин (от лат. terminus – предел, граница) – слово или словосочетание, точно и однозначно именующее понятие и его соотношение с другими понятиями в пределах специальной сферы. Термины являются специализирующими, ограничительными обозначениями свойственных для этой сферы предметов, явлений, их свойств и отношений. В отличие от слов общей лексики, которые зачастую многозначны и обладают эмоциональной окраской, термины в пределах сферы применения однозначны и лишены экспрессии. Насыщенность терминами составляет главную особенность официально-делового стиля. 

Критерием рассмотрения словосочетания как одной номинативной терминологической единицы служит его использование для наименования одного понятия.

При переводе стоит помнить, что термины не во всех случаях подчиняются словообразовательным, грамматическим и фонетическим правилам данного языка. Примером этого может служить термин «автомобильные масла». Однако по правилам русского языка от слова «масло» нельзя образовать множественное число.

Некоторые термины обладают свойством синонимии: одно и то же явление или предмет может быть выражено разными словами: subscriber user – абонент, screen shield – экран, trolley bogie dolly – тележка.

Сокращения в английском языке 

Помимо терминов английские тексты официально-делового стиля наполнены всевозможными видами сокращений. Поскольку они функционируют самостоятельно, фиксируются в лексикографических словарях и нередко становятся более известны, чем их источники (radar – радар, sonar – сонар, laser – лазер), они могут считаться лексическими единицами научно-технического языка. 
Фонетические сокращения в английском языке

Общаясь с друзьями на родном языке в неформальной обстановке, коммуниканты спешат высказаться и зачастую не уделяют должного внимания произношению слов, глотая окончания и пропуская звуки. Носители английского языка тоже любят поболтать, забывая о правилах и исключениях. Вот наиболее распространенные фонетические сокращения:

	Полное слово
	Сокращенное слово
	Перевод на русский

	because
	’coz
	потому что

	them
	’em
	их, им

	want to
	wanna
	хочу (что-то сделать)

	going to
	gonna
	собираюсь (что-то сделать)

	give me
	gimmi
	дай(те) мне

	let me
	lemme
	позволь(те) мне

	what is up
	whassup
	что случилось? 
в чем дело?

	kind of
	kinda
	типа, вроде

	did you ever
	d’jever (jever)
	ты когда-либо...?

	am not, are not, is not, have not, has not 
	ain’t
	не (рядом со вспомогательными глаголами в отрицании)


В разговорном английском использование сокращенных форм с глаголом-связкой to be в отрицательных предложениях является приоритетным. Зачем старательно выговаривать вспомогательные глаголы с отрицательной частицей not полностью, если смысл и так понятен собеседнику? Данный факт не свидетельствует о том, что носители английского языка ленивы. Это один из способов языковой экономии, при котором минимизируются артикуляционные энергозатраты, что позволяет сконцентрироваться на содержании.

Аббревиатуры в английском языке
В английском языке сокращения по звуковому и графическому оформлению принято делить на аббревиатуры и акронимы.

В деловом английском языке существует особая система языковых клише и аббревиатур, устойчивых идиоматических бизнес-выражений, характерных для определенной отрасли. 

Аббревиатуры (abbreviations) образуются от начальных букв знаменательных слов словосочетания: AA (antenna array) – антенная решетка, RWM (read-write memory) – оперативная память. При их произнесении по названиям букв ударение падает на последнюю букву. Буквы сокращения могут быть написаны с точками, но в современном английском языке их обычно избегают.

Акронимы (acronyms) – сокращения, которые в отличие от аббревиатур (читаемых, произносимых и воспринимаемых по названиям букв) читаются и воспринимаются как обычные лексические единицы. Акронимы образуются из разных сочетаний букв (из первых букв, от первых нескольких последних и др.). К ним относятся термины-сокращения, такие как radar, laser, maser.

К акронимам следует отнести образование термина путем стяжения или усечения двух слов и объединения их в одно. Так возникают новые сложные термины из двух слов путем соединения начальной части одного слова с последней частью второго слова: tranceiver – приемопередатчик (transmitter + receiver), informatics – информатика (information + electronics).

В английских деловых текстах часто встречаются сокращения двух видов:

а) текстовые (авторские), которые функционируют в пределах только данного текста; текстовые (авторские) сокращения поясняются в тексте или представляются в виде отдельного списка сокращений к данному тексту.

б) общепринятые, которые фиксируются в официальных справочниках и являются частью лексической системы языка.

По структуре сокращения можно разделить на:

1. Буквенные: DOS (disk operatitional system – дисковая операционная система), Dwg (drawing – чертеж, рисунок).

2. Слоговые: magtape (magnetic tape – магнитная лента).

3. Усеченные слова: rect (rectifier – усилитель), aut (automatic –автоматический), man (manual, manually – ручное, вручную).

4. Буква (слог + слово): сompole (commutating pole – вспомогательный или дополнительный полюс).

5. Буквы и слоги (слоги и буквы): Bur (of) Stds (Bureau of Standards – бюро стандартов),

6. Буквенно-цифровые: A1 (A one – первосортный).

При переводе следует помнить, что сокращения характеризуются высокой омонимичностью и чем меньше число знаков, тем она выше. В списках сокращений даже к отраслевым словарям буквы (A, B, AC) обозначают самые различные не связанные между собой предметы и явления.

Так, сокращение AID в зависимости от контекста может обозначать: 1) диод с лавинной инжекцией, если речь идет о микроэлектронике; 2) скидку обслуживающего банка за операцию обмена данными, если речь идет о банковской сфере, или 3) агентство международного развития (Agency for International development). Аббревиатура AACS может быть переведена как служба воздушных сообщений или как асинхронно-адресная система связи.

Прозрачность и однозначность слов

Для ясности сообщения бизнесмены стараются употреблять слова только в их прямом словарном значении.

Использование слов в переносном значении, метафор и гипербол не приветствуется, поскольку не каждый способен оценить чувство юмора собеседника и правильно понять смысл.

	Некорректное употребление фразы
	Вариант для бизнеса
	Перевод на русский

	Our boss’s head is spinning with ideas.
	Our boss has a lot of ideas.
	Наш босс полон идей

	Reading your report kindled my interest in this drug.
	Reading your report raised my interest in this drug.
	Прочитав ваш доклад, я заинтересовался этим лекарством


Академическая лексика как средство убеждения в бизнесе

Лексика делового английского языка более книжная, университетская и сложная. Активное употребление академической лексики должно стать правилом при общении в деловой сфере, если существует необходимость произвести впечатление образованного, уверенного и внушающего доверие партнёра.
	Пример бизнес сообщения 
на английском
	Перевод на русский

	As you are all aware, we have to schedule a meeting with Jackson’s in order to negotiate a master agreement.
	Как вы все знаете, нам нужно запланировать встречу с компанией Джексон для того, чтобы обсудить предварительное соглашение

	To make sure we are prepared properly, we should have a brainstorming session to discuss the details, set up an agenda, and find a date for the actual negotiations.
	Для того чтобы быть уверенными, что мы все тщательно подготовили, нам следует провести мозговой штурм для обсуждения деталей, разработать план встречи и определиться с датой


Знание и использование деловой лексики английского языка помогут произвести благоприятное впечатление на собеседников и, следовательно, заслужить его доверие. От того, насколько четко сформулирована мысль, зависит понимание собеседником адресованного ему сообщения и его ответная реакция.

Использование сложной грамматики

Английские материалы информативного содержания обнаруживают и целый ряд грамматических особенностей. В речи прагматической направленности используются те же самые синтаксические структуры и морфологические формы, как и в других функциональных стилях. Однако ряд грамматических явлений отмечается в данном стиле чаще, чем в других; некоторые явления, напротив, встречаются в нем сравнительно редко, другие используются лишь с характерным лексическим «наполнением». Общие свойства информативного изложения не могут не отражаться на синтаксической структуре высказывания. Для подобных материалов особенно характерны определения понятий и описание реальных объектов путем указания на их свойства. Скрытыми определениями являются и многочисленные атрибутивные группы, которые в большом количестве используются в научно-технических материалах. Ведь назвать прибор a mechanically timed relay (механически установленное реле) – это все равно, что определить его как а relay which is mechanically timed (реле, которое установлено механически). Подобные свернутые определения дают возможность указать на самые различные признаки объекта или явления: medium-powered computer (вычислительная машина средней производительности). Число определений в таких сочетаниях может быть весьма значительным.

В отношении синтаксической структуры английские тексты официально-делового стиля отличаются своей конструктивной сложностью. Они богаты причастными, инфинитивными и герундиальными оборотами, а также некоторыми другими чисто книжными конструкциями, которые подчас затрудняют понимание текста и ставят перед переводчиком дополнительные задачи.

Деловой английский характеризуется прежде всего наличием пассивных конструкций, сложноподчинённых и безличных предложений.

Для русскоязычных повсеместное использование пассивных конструкций может стать непреодолимым препятствием в понимании детальной информации и потребует предварительной тренировки.

В специальных текстах отмечается широкое употребление таких глаголов, как perform (выполнить), obtain (получить), provide (обеспечить), give (дать), involve (вовлечь), значение и перевод которых всецело зависят от существительных, несущих основную смысловую нагрузку в предложении.

Стремление к номинативности приводит также к замене наречий предложно-именными сочетаниями. Так, accurately (точно становится) – with accuracy (с точностью до); very easily (очень легко становится) – with the greatest ease или the easy way (с самой большой непринужденностью, легкий путь). Эта тенденция не распространяется на усилительные наречия, которые выступают в научно-технических текстах в качестве основного модально-экспрессивного средства, не выглядящего чуждым элементом в серьезном изложении. Таковы наречия clearly – ясно, completely – полностью, considerably – значительно, essentially – по существу, fairly – справедливо, materially – существенно, positively – положительно. The amount of energy that has to be dissipated is clearly enormous. The energy loss is markedly reduced. (Количество энергии, которая должна быть рассеяна, ясно огромно. Потеря энергии заметно уменьшена).

Преобладают глаголы настоящего времени, сложноподчиненные предложения встречаются значительно чаще сложносочиненных, широко используются различные средства логической связи.

Для информативных текстов английского языка характерно преобладание простых предложений, которые составляют в среднем свыше 50 % общего числа предложений в тексте. В то же время число сложных предложений сравнительно невелико. Это явление не свойственно соответствующему стилю в русском языке, где сложные предложения используются очень широко. В этой связи в англо-русских деловых переводах часто используется прием объединения предложений, в результате чего двум или более простым предложениям английского оригинала соответствует одно сложное предложение в русском переводе. 
Для информативных текстов как на английском, так и на русском языках характерно стремление к четкости и строгости изложения, отказу от косвенных, описательных обозначений объектов, широкому использованию штампов и стереотипов специальной лексики. Однако более детальный анализ показывает, что строгость в употреблении терминов и привычных формулировок в целом более свойственна русским специальным текстам, чем английским. Поэтому переводчик нередко чувствует обязанность осуществить «стилистическую правку» оригинала, вводить вместо парафразы точный термин, разъяснять, что конкретно имеется в виду, заменять авторский оборот более привычным штампом. Одно из распространенных проявлений стилистической адаптации в информативном переводе – это стремление «закавычить» стилистические инородные элементы: It is thus the trademark of the results of new theory. (Она является как бы «фабричным клеймом» результатов новой теории).

Отсутствие полного совпадения между английским и русским стилями можно обнаружить и при изучении сравнительной частоты употребления в них отдельных частей речи. Для деловых текстов в целом характерен признак номинативности, т. е. более широкое использование существительных, чем в иных функциональных стилях. Одна и та же особенность делового стиля, присущая и английскому, и русскому языкам, может проявляться с неодинаковой очевидностью и выражаться разными языковыми средствами. Стоит отметить, что для деловой документации характерна высокая логичность и последовательность. Следующие друг за другом высказывания соединены различными видами логической связи: одно высказывание вытекает из другого, поясняет его, устанавливает с ним причинные, временные связи.
· Таким образом, в зависимости от окружающей обстановки, ситуации и собеседника следует выбирать определённый стиль общения – деловой английский или разговорный английский язык.
· В разговорном стиле преобладает эмоциональность, игра интонацией, жестикуляция и мимика.

· Для делового английского характерно использование сложных грамматических конструкций, лексическая насыщенность, использование языковых клише, сокращений.
MODULE 2

Деловая сфера коммуникации

UNIT 1. RECRUITMENT

Part 1 «Applying for a job»
1. Read the text and try to find the meaning of the words which are underlined:

ACE THAT JOB INTERVIEW
1.  Phoning for an application form
Before calling make a list of any questions you want to ask. Also, keep a pen and notepad besides the phone to write down details.

2.  Filling in an application form
It is useful to do this on another piece of paper first. That way you can change and improve your answers before filling in the form itself. Also, keep a record of your final answers. It saves you time if you need to complete other forms in the future. 
3.  Writing a letter of application
Three tips here: 
1. Write or type as clearly as possible.

2.  Keep the letter brief and factual. 
3.  Print your name underneath your signature, like this...

Covering letter
	Dear sir or madam!
I graduated from Tomsk state university in 2016. Now I am finishing my post-graduate studies to defend my candidate thesis this winter. My major is called the theory of literature, which includes the study of the history of Russian and foreign literature.
I am interested in working in the Russian department of your university as the teacher of Russian and Russian literature. In high school I gained experiences teaching Russian for foreign students. In your department I could assist in the teaching grammar, conduct a class in Russian conversation or give lectures on Russian literature.

If you are interested, please write me at the above address. I will look forward to hearing from you.

Sincerely,

J. Black
 


4. Resume
Resume is a list of your qualifications, work experience and interests. Again it should be easy to read, factual and brief. It also a good idea to use underlining and bold to make certain words and headings stand out. 
	John H.Mill

38 Park Avenue, Ap. 50

New York, N.Y. 11297

Tel. (312) 493-8332

OBJECTIVE            A position as a bookkeeper.

SUMMARY             12 years of experience in every routine work in this field.

                                Perfect knowledge of computers and statistics.

QUALIFICATIONS Make up all kind of financial reports, balances and 
                                    production planning.

EXPERIENCE

1990-1995                 FRISCO DOCKS, 
                                  San Francisco, California.

                                  Deputy Chief of Planning, Commerce Dpt.

                                  In charge of account books, statements, new ideas in 
                                  planning.

1980-1990                SAKHA Co,

                                 New York.

                                   Accountant. Prepared accounts and balance sheets of every

                                  kind.

EDUCATION           LONDON SCHOOL OF ECONOMICS

                                  London, Great Britain, Bachelor

PERSONAL              Arrived in the United States January, 1980.

                                   British subject. Married, one child.

REFERENCES          Available upon request.



5.  Before an interview
It is important to be well-prepared before interview. First, find out as much as possible about the company in advance. You can get this information from your local Careers Advice Office. Secondly, write a list of questions which you want to ask at the interview.
6.  Clothes
How you look at a job interview creates a strong impression. Wear clothes which are smart and comfortable but not too formal.
7.  The interview
Make sure you get a good night’s sleep before an interview. Also make sure you leave plenty of time to get there. During the interview itself be as calm, clear, friendly and positive as possible.
8.  After an interview
Make notes about what happened. If you go to other interviews in the future these notes could be extremely useful.
9.  If you are offered the job
Do not accept too quickly. Is this the right job for you? What do you think about the money, prospects, hours, people you’d be working with?
10.  The contract
If you decide to take a job, you’ll probably be given a contract. Read it carefully. Are there any questions you want to ask? Remember, it’s easier to make changes before signing than after.
VOCABULARY

to have excellent references – иметь прекрасные отзывы
supportive environment – хорошая рабочая обстановка

officer – должностное лицо

connections – связи
to discharge – уволить
red tape – канцелярская работа
deadline – конечный срок

legal contract – трудовое соглашение

to pay interest on smth – выплачивать проценты по чему-либо 
to stop interest payment – приостановить выплату процентов

outstanding loan – неоплаченный заем 
Eurodollar loan – заем, полученный на рынке евродолларов

non-income-producing loan – заем, не приносящий доход

dubious (doubtful) loan – заем, погашение которого вызывает сомнение

to take over the chair – взять на себя обязанности председателя

to run a bank – руководить банком

to accuse smth of mismanagement and fraud – обвинить кому-либо в некомпетентности и мошенничестве

to have smth on a (short-term. medium, long) deposit – держать в банке какую-либо сумму на каком-либо депозите 
EXERCISES

2. There are some «tips» for a successful interview. Pay attention to the underlined words:

1.  Before the interview ask a friend to ask you some typical questions. Talk about your strong points using concrete examples from your current job.

2.  Before the interview, write to the people who can give you references. 
3.  Arrive 30 minutes early on site 10 minutes early for the interview. Use the time to walk in the fresh air. When greeting the interviewer, smile, make eye contact and shake hands firmly.

4.  Keep your answers short, simple and relevant – as you would in other business situation. Interviews are a dialogue so do not talk more than 60–70 % of the time. If the interviewer wants more information, let him ask for it.

5.  Occasionally take the initiative and ask questions to show you are interested.

6.  Be enthusiastic and positive. Never contradict, argue or interrupt. Never criticize previous employers during the interview.

7.  Do not be submissive, treat the interviewer with respect, but as an equal.

8.  Do not ask questions about salary. If possible, wait for the interviewer mention it. Ask for higher than you expect. If you doubt ask for your current salary plus 15 %.

9.  Immediately after the interview make notes: write down names, details about the organisation and especially company «buzzwords». If called for a second interview, make sure you use these. 
10.  Consider writing a short follow-up letter, after informal interviews where there was no clear job advertised. Express your pleasure in meeting everyone (list them by name), comment on one part of the meeting (something that emphasizes your qualifications), mention again the benefits you can bring to the company and why you would like to work there (include company buzzwords).

3. Look at these typical «difficult questions». How would you answer them:

1.  Perhaps you’d like to start by telling us about yourself?
2.  So what have you learn from your previous job?

3.  What would you say are your strong points? 
4.  And your weak points?
VOCABULARY

For Covering letter:

With reference to your advertisement in … of …, I would like to apply for the position of … in your company.

I recently heard from … that there is a vacancy in your sales department.

I am used to working on my own.

I appreciate the opportunity to work on my own initiative and to take on a certain amount of responsibility.

During training for my present job I took courses on marketing.

Since my present position offers little prospect for advancement, I would prefer to be employed in an expanding organisation as yours.

I am at present earning … per month.

Thank you for offering me the post/position of …

I have pleasure in accepting this position.

I am looking forward to commencing work on September 1.

Refusal to accept the proposed work:

I regret to inform you that I am unable to accept the position, since I have received another, more attractive one.

I feel that my experience in this field would not be used to its full capacity in above position. Therefore I have to decline.

4. Translate into English:

1. Она не любит работать по принуждению. 
2. Я привычен к канцелярской работе. 
3. Нам нужно нанять нового служащего. 
4. Один из способов найти работу – это дать объявление. 
5. Этот руководитель имеет большой опыт в управлении. 
6. Наниматель должен обратиться в консультационную фирму.

7. Мы уже оценили кандидата с помощью интервью. 
8. Сейчас мы ищем специалистов, которые подходят на эту должность. 
9. Он уже отослал сопроводительное письмо и резюме. 
10. Мы обратились в агентство по найму, так как нуждались в новом штате сотрудников. 
11. Мой друг занимает должность бухгалтера в этой компании.

5. Read the text and complete the sentences below:

DO YOU SPEAK GERMAN?

NO! AND THAT’S MELANIE’S PROBLEM

After ten years of filing and typing for the same company, Melanie was bored and depressed, so when a marketing company advertised for trainees, she applied. And when they invited her to come for an interview she was absolutely thrilled. At last she thought: a chance to do something that would be stimulating.

There was one small problem though. Melanie hadn’t been entirely honest in her application, and had one or two white lies about present job. Nevertheless, she dressed smartly for the interview and hoped they wouldn’t discover the truth. Then half-way through, the interviewer said: «As the advertisement stated, we are looking for someone who can speak good German». Melanie’s stomach turned. She hadn’t noticed that part of the advertisement.

«I see you studied German at school», the interviewer went on. «Have you kept it up»? «Oh, yes», nodded Melanie. «It’s like a second language to me». She suddenly felt her face burning, but it was too late now. In fact she had studied German: but she was too awful at it that her teacher told her to give it up.

One week later Melanie was offered the job. Should she tell truth and risk losing it? She accepted the job and said nothing.

At first time it was fine. There were only three scheduled trips to Germany and other trainees volunteered to go. Meanwhile, Melanie bought some books and discs and started learning German on her own in the evenings. It was no use though. She was still hopeless and got everything wrong.

The job itself was everything she had wanted. It was interesting and challenging and she got on well with the rest of team. Then last week, her boss called her into her office and told her she was going to Germany on a very important trip next month. «Pleased?», he asked. Melanie produced a weak smile. Should she come clean and tell the truth?

6. Complete the sentences: 
1. At school, Melanie ………………………………………………. German, but ………………………………………………………………………………… .

2. The job advertisement started that the applicants …………………………... 
…………………………………………………………………..………...…………
………………………………… German.

3. At interview, Melanie said…………………….……………………….. German.

4. When she started the job she didn’t …………………………………… German. 
5. In the evenings she ………………………………………………. German, but ………………………………………………………………………………   .
6. When her boss told her she was going to Germany she realized………….. ………………….……………………………………………………...…………….
………………………………speak German.

7. Work with a partner. Write down at least three things that you believe Melanie or the interviewer should or shouldn’t have done. Compare your sentences with another person:
Example: She should have noticed that German was necessary in the advertisement.
8. Answer the questions:

1. Can you work under pressure-time pressure?
2. How do you take direction and criticism?
3. It sounds like you enjoy your work. Why do you want to leave your current job?
4. So what sort of challengers are you looking for?
5. And what are your career objectives?
6. Are you willing to go where the company sends you?
9. Read, paying attention to the underlined words. Match the headings (A – H) with paragraphs (0 – 7). The first one has done as an example:

HOW TO BE SUCCESSFUL IN YOUR JOB INTERVIEW
[image: image1.emf]
(0) A

If you’ve been asked for a job interview, then somewhere in your letter of application or CV you have done enough to convince your future employer that you have something to offer. It’s now important to prepare yourself to make certain that you impress your interviewer.

(1)

The first thing to do is to think about what you would want or expect if you were the one who wanted someone to work for you. The persons interviewing you are not trying to trip you up; they are simply looking for the best person to fit the job.

(2)
If they ask you about yourself, then keep things simple. Don’t give them your life story. Think about what information would help you get the job.

(3)

Of course it’s important to dress well. Don’t go over the top, but make sure that you are smart and dressed appropriately for the kind of job you are applying for. It’s also important that you arrive on time, preferably a few minutes early.

(4)

It’s also sensible to have some research about the company. If you know a bit about the job and the employer, this will indicate that you are serious. Don’t ask question about perks – it’s not a good idea to only seem to be interested in money and holidays.

(5)

Another thing to think about is what you have to offer the company. Think about your skills and what you would be able to offer. It’s also good to be fairly honest about your strengths and weaknesses – employers like it when they feel they can trust you.

(6)

One thing which is really important is to be positive and confident. But, be careful not to be overconfident because that can put people off.

(7)

Finally, think of some question to ask the interviewer at the end of the interview. Questions about the job or the organization will show that you really are interested and you are not just there because you need a job – any job.

So, these are our tips to help you have a successful interview. The rest is to you – Good luck!

10. Write a resume. Follow the scheme below:

	PERSONAL INFORMATION
	Name

Address

Telephone number

E-mail

	OBJECTIVE 
	The type of job you are seeking

	EXPERIENCE 
Date (month & year) 
	Most recent company
Position 

	EDUCATION 
	Name of institution

Degree obtained and year
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	SKILLS 
	Special skills
Personal interests and activities

Professional affiliations


11. Translate into English:

1. На собеседовании мне задавали много вопросов.

2. Я собираюсь отправить свое резюме в расширяющуюся и преуспевающую компанию.

3. Я слышал от своих знакомых, что есть вакансия в вашем отделе продаж.

4. Я привык работать на себя.

5. Я с удовольствием принимаю ваше предложение.

6. С тех пор как я покинул свое прежнее место работы, я не могу найти себе подходящую должность.

7. Я надеюсь найти здесь хорошую рабочую обстановку.

8. Мы собираемся прослушать трёх кандидатов на должность.

9. Если вам нужны кандидаты на эту должность, то поместите объявление в газету.

10. Агентство по найму может помочь вам найти подходящую работу.

11. Она обладает всеми нужными качествами для этой должности.

12. Если вы претендуете на эту должность, вам необходимо написать резюме.

12. Read the text:

WHERE AND HOW TO HIRE AN EMPLOYEE?

An employer has several options to consider when he wants to hire a new employee. First of all, he may look within his own company. But if he can’t find anybody suitable for the position he will have to look outside the company. If there is a personal office in the company, he can ask them to help him to find a qualified applicant. The employer can also use another valuable source, for example, employment agencies, consulting firms, placement offices and professional societies. He can also advertise in a newspaper or in a magazine and request candidates to send in resumes.

The employer has two sets of qualifications to consider if he wants to choose from among the applicants. He must consider both professional qualifications and personal characteristics. A candidate’s education, experience and skills are included in his professional qualifications. These can be listed on a resume. Personal characteristics or personality traits must be evaluated through interviews.

VOCABULARY
	an option 
an employer 
an employee 
to employ 
to consider 
to be suitable for the position 
personnel office 
an applicant 
valuable source 
employment agency 
consulting firm

to advertise

two sets of qualifications 
to evaluate through interviews 
an executive

manager 
an administrator

vice president

head of department

foreman

position

to set objectives 
to delegate authority

to work under pressure

to be punctual 
to obey the rules 
	выбор
наниматель, работодатель

служащий, работающий по найму

нанять, трудоустроить 
рассматривать, принимать во внимание

соответствовать должности

отдел кадров

кандидат на должность

ценный источник

агентство по найму

консультационная фирма

помещать объявления, рекламировать

два вида характеристик

оценивать через интервью

руководитель, администратор

управляющий, администратор

управляющий, администратор
вице-президент

руководитель отдела

мастер, руководитель

должность

ставить цели

распределять обязанности
работать по принуждению
быть пунктуальным

подчиняться правилам


13. Choose the necessary word and put it in the sentence:
	1. We are going to interview three ... for the position.

2. If you need applicants for this position, ... in a special section of the local newspaper.

3. Personnel office will help you to find a new... .
4. All the information about the staff of the firm can be found in ... .
5. She has a good ... for the position: a college degree, good work experience.
6. I want to find a new secretary, so I’ll call an employment ... .
7. If you are an applicant for the position, you have to write your ... .
8. Don’t ask him ... questions, it will be impolite.
	personnel office

to advertise 
resume

employee

applicants
qualification

agency
personal


14. Translate into English:
1. Его должность в компании очень важна.

2. Администратор ставит цели, принимает на работу, увольняет.

3. Управляющий должен быть компетентным.

4. Руководитель этой группы – очень талантливый спе​циалист.

5. Поместите объявление в газету.

6. Мы должны рассмотреть два вида характеристик. 
7. Кандидаты на должность должны послать резюме. 
8. Вы найдете всю информацию в отделе кадров. 
9. Обратитесь в агентство по найму. 
--------------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
1. How should an applicant prepare for a job interview?

2. Which options should an employer first consider when he wants to hire a new employee?

3. What service does a personnel department provide?

4. In what way can the new employees be found outside one’s company?

5. What qualifications do the employers consider in choosing an employee?

6. What is meant by «professional qualification» for a job?

7. What personal characteristics does the administrator consider when choosing an employee?

Part 2. «Core skills»
1. Interviewers need to see evidence of the following skills and personal qualities. Give examples from your previous experience:

Business skills             Ability to make money
                                   Ability to save money

                                   Ability to save time

                                   Ability to follow procedures
Professional skills       Ability to work in teams
                                   Analytical skills    
                                   Reliability (you can be trusted)
Personal qualities       Communicational skills

                                   Listening skills

                                   Self-confidence

                                   Motivation and determination
                                   Friendliness and openness 
                                   Honesty
2. Read and translate the text. Decide, do you agree with importance of these skills for future businessman: 
TOP QUALITIES OF A SUCCESSFUL BUSINESSMAN

A. Physical appearance

The physical appearance and the personality of the businessman have great contribution in his success in the business. If he has good appearance and commanding, it impresses the employees and makes him a successful businessman.

B. Education

Today business is a complex activity and demands the services of educated and skilled persons. So the education is compulsory for a good businessman to cope with problems he can face.

C. Technical Skills

Today every business demands some sort of technical skills. So a good businessman must know all those technical skills required for that particular business which he has stated. For example if you want to manufacture Air crafts, you must be an engineer and possess the certain skills in this sphere..

D. Honest

It is true that honesty is a best policy, so, for the success of the business, it is necessary that the businessman must be an honest person. He should not deceive anyone. His dealing with business partners and customers must be absolutely transparent and honest, that will have a positive influence on the development of his business. 
E. Hard working

A businessman must be a hardworking man. He should be habitual to work for a longer time to develop and keep track of his business. If he is not a hard working and lazy person he cannot compete and he will fail.

F. Courteous

A businessman must be a cool minded person and should talk with his subordinates, colleagues and customers politely. This way he will be able to develop the business relations.

G. Steadfast

A goof businessman is always steadfast in his business (dealing) affairs; he is not disturbed by the usual business hindrances and small losses. He works hard honestly and steadily to develop his business.

H. Endurance Power

The endurance power is an asset for a businessman. He has to meet and talk with so many other people. Sometimes during discussion, business negotiations a businessman can face misunderstanding, disagreement and disagreeable behavior but he should be able to manage himself and deal with others patiently.

I. Discipline

It is the quality of a good businessman that he must have a disciplined personality. He must be punctual, responsible and reliable. He must not procrastinate. His behavior should be an example for other employees.

J. Decision power

Many business decisions are made by a businessman. Many decisions must be made fast, so this skill of quick reaction on the fast changing business environment and quick decision-making is extremely important for business success. A productive businessman must. 
K. Cooperative

It is necessary for a good businessman to be able to cooperate and collaborate with his colleagues and employees. He should be a good team player.

M. Ability to plan

Planning is an essential element of business activity. A successful businessman always sets the goals, works out plans, think over the budget to achieve these goals. At the end of each year, he compares revenue objectives with real profit to develop the better stratagem for his business for the nest year. So a good businessman must be an expert of business planning.

N. Managerial Skills

A businessman has to manage all the business activities. So he should be an expert of managerial skills. It is often said that a good manager is good businessman, so management skill is necessary for a successful businessman.

O. Innovative

New changes and development are taking place in business like any other field of life. It is all due to new inventions and scientific and technological developments. So a businessman should always be ready to develop and apply new ideas to enhance the business.

P. Far-sighted
A good businessman has to heed his experience and thinks about his future. Mining data and analyzing it he should be able to project the situation on the market. He should do his best to meet consumers’ needs in order to earn maximum profit.

Q. Financial reliability
The business success mostly depends on the financial reliability of the businessman. Business can be run properly without sufficient funds. As the business extends, it gets more and more profit and the extension of the business demands excessive finance, so the good businessman should not only be financially reliable but should also know the skills of financial management.

R. Experience

It is essential for a businessman to have vast experience in sphere he has chosen for his business. The richer experience you have the more prospects you get.

S. Communication Power

A businessman has to communicate with his employees, attend important meeting and has to contact with suppliers, business partners and customers. If he possesses well-developed communication skills, he can deal with people effectively, which can contribute to the future development of his business.

T. Leadership Qualities

A businessman should not only control the staff, monitor the working process, manage the operation of the firm, but also to inspire the employees. Management and Leadership are similar but not the same. So a good businessman should be a great leader but not only a good manager.
4. Complete the sentences using one of the verbs given below:

	to excel at           assume       to relate            graduate from           hinge on


1. People ... that accounting majors have a basic fundamental foundation of the subject.

2. Students must learn the core skills and ... them.

3. Millions of dollars frequently ... the accountant’s ability to think and respond quickly. 

4. When you ... college you have a basic fundamental foundation of accounting but no experience.

5. Ability ... items, knowledge, and insight together in accounting is called critical thinking. 
4. Read the job application letter below. Write your own letter using this letter as a model.

5. Read and translate the dialog:

– Good morning, sir.

– Good morning. Come in, come right in. Mr. Klimenko, isn’t it? Please take a seat. You will have to excuse me a moment while I finish signing these letters. Meanwhile please fill in the application form … There, that’ll do. Now I can concentrate on you, Mr. Klimenko. Tell me, how long were you in your last job with Alpha?

– Five years. I am only leaving because the firm is moving to Sevastopol, but I think a change will do me good.

– What do you know about our company? Have you got any questions to me?

– I know that this is a very promising company, so I’d like you to inform me what will be the major focus of efforts in the next few years?

– We plan to expand our activity on English-speaking countries, mainly on England, to buy equipment and technologies from them and run training programs there. We need to make our company competitive in the world market.

– What responsibilities and obligations do you suggest during the first year?

– Well, first of all to be responsible for our contacts with English partners, to buy good equipment and generally to be skillful in negotiations. You will have to travel very much. Besides, we are expecting a new fair in London soon and maybe you will have a chance to go there.

– Yes, I see.

– So tell me what are you there main strengths?

– I think they are: reliability, loyalty, energy.

– OK. How do you relieve everyday tensions?

– I am accustomed to work under pressure.

– Are you a leader, an entrepreneur by nature?

– Yes, I think so, because I make contacts with people very easily.

– All right. Now, Mr. Klimenko, I am quite prepared to offer you a job with us. You have excellent references from your previous job. What do you find a fair salary?

– Equivalent of $500.

– I think we’ll begin you from $450 for the experimental period and if you do well, we’ll review it by the end of three month. Hours are from nine to five thirty, with an hour for lunch and a fort-night’s holiday. Does that suit you? Any questions?

– What about travel: length, where?

– Mostly to England for not longer than a month.

– All right, I suppose to find a supportive environment here. When do you want me to start, sir? 

– In a week, if possible.

– I am afraid I can begin working only since October 10.

– No problem. We’ll be seeing you on the 10th then?

– Yes, certainly. Thank you very much. Goodbye.

VOCABULARY

	to have excellent references from the previous job

What do you find a fair salary?

I suppose to find a supportive environment here.

superior, supervisor

subordinate

officer

salary

wages

compensation

charge

fee, honorarium

fringe benefits

bonus

legal contract

to be skillful in negotiations

to assume
	иметь прекрасные отзывы с предыдущей работы

Какую зарплату Вы считаете достойной для Вас?

Я надеюсь найти здесь хорошую рабочую обстановку.

начальник

подчиненный

должностное лицо

зарплата служащих 

зарплата рабочих

общее название оплаты проделанной работы

общее название оплаты любых услуг

гонорар творческих работников

различного рода льготы на работе

премия

трудовое соглашение

быть умелым в переговорах

предположить


6. Working in small groups find out what personal qualities are good or bad for accounting profession. Explain why? Choose from the given below and add your own. Learn the underlined words by heart.
Common sense; sense of humor; diligence; punctuality; an ability to be flexible and adaptable; having an authentic approach; resourcefulness; an ability to communicate; ambition, responsibility; an ability to deal well with other people, honesty; decency; optimism; intelligence; tactfulness; realistic self-confidence; patience. 
7. Answer the question using phrases below:
a. What jobs will / won’t be popular in the future?

I think either … or …will be the top job.

I think neither … nor …will be popular.

· an accountant

· a dentist

· a doctor

· an IT consultant

· a lawyer

· a manager

· a teacher

· an engineer

· a skilled worker

· an unskilled worker

b. What factors influence the choice?

People (don, t) choose a job of …, because …

· have good/bad career opportunities earn the respect of people

· have good/bad working conditions work in a friendly atmosphere

· have short/long (working) hours do had work

· earn a low/high salary.

c. When are people satisfied with the job?

People are satisfied with the job that allows them …

· to be financially independent

· to feel safe as they work

· to feel good about themselves

· to feel respect

· to belong to a team

· to feel personal achievement

· to have an opportunity to make a career

d. What skills are necessary for different jobs?

The job of … requires …

· communication skills

· basic IT skills

· an ability to learn

· team-working skills

· time management skills

· skills in problem solving

· skills in planning and organization.

e. What qualities are valued?

· showing initiative

· co-operative

· self-motivated

· self-confident

· creative

· flexible

· well-organized

8. Read the text. Check you know the underlined words which may be helpful for understanding in the dictionary supplemented.

WHAT IS AN ACCOUNTING MAJOR EXPECTED TO BE GOOD AT?

Your employer, clients, and professional colleagues are going to expect you to be able to do certain things well because you are an accountant. These core skills should help you focus your course work and learning as you progress toward your degree. Take the time to not just learn these skills but to excel at them. Practice, practice, practice! Show the world that Accounting majors are the best! 
Technical Competency

Accountants are expected to know most, if not all things, of the technical areas of the profession. This does not mean that you should know every little detail immediately, but that you should possess an understanding of the area and where to look for further guidance. Employers assume that you have a basic fundamental foundation of accounting when you graduate from college. However, this is only the starting point. Throughout your career in accounting, you will continue to learn and expand your accounting and business knowledge base in a life-long learning experience. 
Oral / Written Communication

Accountants must not only know correct grammar and punctuation, but also how to express themselves in all manners of circumstances. You must be able to clearly explain financial requirements and procedures to managers, clients, and others who are interested in such information. You need to know how to evaluate and respond to many different circumstances, both individually and in group settings. Accountants are expected to be able to think on their feet and express those thoughts in a clear and easily understandable manner. Critical business decisions involving millions of dollars frequently hinge on the accountant’s ability to think and respond quickly with accurate answers. 
Critical Thinking Skills 
In accounting, critical thinking refers to your ability to relate items, knowledge, and insight together so that you may provide valuable and quality advice to strategic decision makers. Critical thinking requires strong problem-solving skills with the ability to look beyond the mere surface and to evaluate a variety of strategies. It often involves taking a murky negative and turning it into a sharp clear, crisp picture. 
Leadership Skills

Accountants must be able to motivate others to achieve results. This requires the accountant to combine excellent people skills with technical ability to inspire and influence the decision making process. 
Technology Skills

In today’s computer-oriented world, the accountant must understand computers including knowledge of accounting systems and accounting software packages. Accountants work with computers of all shapes and sizes from the stand-alone PC to networks of hundreds of computers located across the country. Much of the work that accountants do uses the computer from entering financial data into an accounting system or a computer spreadsheet to preparing tax returns and other financial reports using an accounting or tax software package. 
9. Look through the text and find the word that means the same as: 
1) central or most important part of anything;

2) the qualities of guiding or giving an example;

3) art or practice of putting stops, commas, etc,;

4) condition, fact, etc connected with an event or person;

5) take an academic degree.

10. Complete a mind map of core skills, which will be necessary for you in future:
[image: image4.emf]
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THE QUESTIONS FOR ORAL PRACTICE:
1. What skills should a specialist in Economics and management possess? 
2. What does it mean to know technical areas of the profession? 
3. What communication skills are necessary for the specialist in Economics and management? 
4. What does critical thinking refer to in management? 
5. What do Technology Skills include?
Part 3. «Unemployment»
1. Think of as many words as possible related to the theme «unemployment». Are you in this question? What do you think the main causes of unemployment are?

2. You are going to read a magazine article about unemployment. Eight paragraphs have been removed from the article. Choose from the paragraphs A-I the one which fits each gap. There is one extra paragraph which you do not need to use. Pay attention to the underlined words.

LEAVING WORKERS IN THE LURCH
The growth of the global economy is leaving millions of workers behind. Inequality, unemployment and poverty are all signs of this. Rapid technological change and heightened International competition are damaging the job markets of the major industrialized countries.

(1----------------------------)

This is not how things were supposed to work. The failure of capitalism to distribute wealth fairly poses a challenge not just to politicians, but to economies as well. Despite a continuing boom in international trade and finance over the past decade, productivity has decreased, while inequity in the United States and unemployment in Europe have increased.

(2------------------------------)

Another case is Germany, where the rate was below 1 %; today it is approaching 10%. In Belgium, the unemployment rate has quadrupled over the past 20 years.

(3------------------------------)

One of these put the blame on developing countries, or rather our relationship with them. Historically, developing countries provided the industrial world with raw materials in exchange to manufactured goods.

(4-----------------------------)

Some economists assert that technology must be responsible for these changes. According to this thought, the introduction of new technology such as computers creates a surplus of unskilled labor. At the same time, the new technology creates a demand for skilled workers who know how to run it.

(5----------------------------)

A final explanation is immigration. The legal immigration of skilled workers actually helps the economy as it supplies talents that are needed, creates businesses and jobs, and raises output.

(6-----------------------------)

It seems that retraining workers would be the key to solving the problem of unemployment and unequal pay, but the problem is that while more training programmes are needed, there is less and less money available to fund them. Governments are being forced to cut back on their spending in order to compensate for reduced production and income.

(7----------------------------)

The starting point for any positive policy would be to make it each nation’s goal to improve the lives of its citizens. This means that economic policies should be structured so that working people can earn a living wage.

(8----------------------------)
A.  In Western Europe, the unemployment figures are frightening. In France, average unemployment rate between 1969 and 1973 worth 2.5 %. Today it is over 11 %. 
B.  However, the number of people it takes to operate a computer is far lower than the number needed to assemble a car, for example. This again means that there is less and less for workers to do. 
C.  One major solution to the problem is the development of Technology. This is creating new businesses, and therefore new jobs, at a startling rate in several of the more developed countries. 
D.  Even the former Soviet Union was being forced to change its public spending policies as it tried to adjust to a capitalist economy. So although training programs and the creation of new jobs are the obvious solutions, the money is not available to fund them. 
E.  Of course, each country has unique problems for which the right mixture of solutions will have to be found. These efforts will be more effective if they are pursued as part of an International effort. Without such co-operation, some countries will prosper at the expense of their neighbours.

F. At the same time, various pressures are limiting governments’ ability to respond to the crisis. Just when workers need help most, the state is failing them.
G. Nowadays over 50 % of such goods, from clothing to consumer electronics are produced by these countries. The reason for this is that labor is cheaper in developing countries, with the result that workers in developed countries have less and less to do. 
H. On the other hand, the pool of unskilled labor has also increased, forcing down wages. The immigrants’ presence has also created an environment which is conducive to crimes of hate, as is already evident in parts of Western Europe. 
I. The Europeans have created a Lost Generation of workers and are now suffering from it in terms of increased crime, drug abuse, violence against immigrants, and the increasing popularity of extremist political groups. The big question is why it is happening. Three basic explanations of the problem have been suggested.

3. Read to the following true/false statements; find the answers in the text. Give your own ideas on this topic: 
· Advanced technology and international competition are destroying jobs. 
· New technology needs skilled workers. 
· Immigration is bad for the economy. 
· Governments are spending much more than needed on training programs.

4. Look at the underlined words in the text and try to explain them. 
5. Fill in the appropriate words from the list below: 
assemble, quadruple, boom, trade, in the lurch, assert, surplus, output, fund, conducive

· The ice cream company experienced a(n) ..... in sales during the hot summer. (period of sudden growth) 
· Europe produces too much grain and sends some of the ...... to developing countries. (excess) 
· He found an extra job in order to .... his studies abroad. (pay for) 
· Industrial ..... in the shipping industry has fallen steadily in the last decade. (production) 
· His job in the factory is to .... radio parts and then pack them in boxes. (fit together) 
· The calm atmosphere in our office is .... to inventive work. (helpful) 
· If he hopes for promotion, he will have to .... himself more. (have confidence in) 
· We will need to .... the number of people on the job if we want to have the order ready for Friday. (multiply by 4) 
· Christmas always causes an increase in .... . (commerce) 
· I can’t believe he would leave me ..... like this – just when I need his help the most! (in a difficult situation)

6. Choose the correct word. Enlarge your vocabulary:
· John receives a weekly wage / profit of $150 while Ann prefers to be paid her income / salary in full at the end of every month. 
· Sue has a temporary / partial job just for the summer. Tom, on the other hand, is a monthly / full-time worker and is a permanent / annual employee. 
· Although his monthly earnings / profit are not very high he gets salaries / perks like a company car. 
· Her expenditure / betting on stocks and shares is high but she hopes to invest / gain a huge income / profit from them. 
· I’m planning to do an advanced training course so that I can win / gain more experience and get a better job that will increase my profits / annual income. 
· He put in a lot of extra hard job / work when the factory was going through a bad period in order to win / receive admiration from his employers.

7. Fill in the gaps and recollect the situations from the text (5 sentences / each situation): job, to earn, boom, to raise, to pose, figures, manufactured, to decrease, raw, unskilled, to cut back on, developing.
	………. materials
	………. in trade

	……….. productivity
	………. countries

	……….. a challenge
	………. markets

	………. output
	………. labour

	Unemployment ……….
	………. goods

	………. a living wage
	………. their spending


8. Choose the idiom. Write the story (10 sentences), which can reveal the meaning of the idiom, without mentioning the idiom itself: 
· All work and no play makes Jack a dull boy.

· No pain, no gain.

· Work like a beaver.

· To do somebody else’s dirty work.

· The donkey work.

9. Discuss these issues in groups/pairs and give your ideas on these themes (not less than 10 sentences):
Why people: 
· apply for a job

· resign from

· are fired from

· are promoted

· retire from a job.

10.  Fill in the correct word from the list below:

curriculum vitae, night shift, impression, flexitime, pay and conditions, interview, shift work, clock in and out, qualifications, child care
When applying for a job, it is extremely important to create the right …….. Your prospective employer will already have read your ……. – information about your experience and ……….. – and decided to invite you to a(n) ……. if you appear suitable. During this meeting you should try to speak clearly and confidently as this will impress the interviewer. If your job involves ………, you will be informed of the different times you will begin work each day. Some jobs, such as lorry driving, may also involve working ………, so you will have to adjust to sleeping patterns. Other jobs offer the opportunity to work ………and are particularly suitable for people with other responsibilities such as …………. You will probably have to use the card to …………….so that a record of your hours can be kept. Finally, it is very important to ask any questions about ……………, so that there are no misunderstandings you start your new job. 
11. Fill in the correct words derived from the words given: 
Sadly, losing one’s job and becoming ….. (employ) is a common occurrence for many people these days. As a result, the queues at local job centers have ……. (gradual) lengthened, as people of unemployment benefit seek new employment. People usually end up on the dole because they have been made redundant – their (employ) decided that their services were no longer required. Alternatively, they may have been given the sack for doing something wrong at work. In both cases, the unemployed person can claim social security, which is money from the ……. (govern) that helps cover the cost of ……..(day) living – food, heating bills, rent. However, social security cannot be claimed if a person has resigned, in other words, left his job by ……. (choose).

12. Read the text. Prepare its retelling: 

THE PROBLEM OF UNEMPLOYMENT AND POSSIBLE SOLUTIONS
Nowadays unemployment is one of the biggest problems among many countries in the world. It is more complex than it may seem as it is caused by many reasons. Before searching any solutions to the problem, one should find out the reasons of existing it.

First of all, we can’t deny the fact of lack of vacancies for specialists of some fields. It happens when some professions become popular in spite of insufficient demand for them. The result is that there are a lot of people interested in a particular position. It discourages people, especially younger ones who have no experience of work and as a result they have less chance to be employed. For example, in Russia there are more lawyers and economists than it is needed.

In this case a useful suggestion for reducing unemployment would be to give people a chance to train a new profession. Such re-training courses should take as less time as possible but still that time should be enough to get necessary skills to start working.

Secondly, it should be said that the labour-market offers more positions for so called blue-collars. Such kind of job does not attract people as it is hard and not well-paid. This is another problem connected with unemployment that there are people dissatisfied with their salaries. They prefer to take unemployment benefits than take up any job.

One way to solve this problem would be to increase salaries. Government should find extra money to improve everyone’s standard of living. Rises have always been met with approval and encouraged people for harder work, so that they could prove their value and show that they deserved to be better paid.

It also should be taken into account that number of people out of occupation always includes some segment of the population which feels like doing nothing. They do not work and it means they do not pay taxes which adversely affects economic.

An alternative solution to overcome the problem of unemployment and laziness is to promote value of labour as people should learn to treat any job as prestigious and know that work broadens one’s horizons and makes a person feel more important and responsible for his or her duties. For example, politicians could show in their campaigns all the benefits and perspective of any work; they also can display the negative effects of inaction and wasting one’s time. As people watch television a lot, such TV-broadcasts would at least stimulate people to consider taking up a job.

Practice of market economy has shown us an extreme difficulty in creating more job positions. At present it is also hard to set up a business or establish own company as well. There is a risk that such a company may collapse.

To sum up, there are some steps that could be taken to reduce unemployment. If the government increases salaries, creates more workplaces and re-training centers, and promotes working in commercials, and supports setting up a business, it will help people to find a job and certainly lower the unemployment rate.
13. Speaking. Imagine you are the Prime Minister of your country. Give a one-minute talk about the causes of and solutions to unemployment (find the true facts from the Internet).

14. Complete the sentences using the words in brackets: 
1) Many people are cutting back on their spending because they are afraid of being made redundant.

(fear) 
Many people are cutting back on their spending ………………. redundant.

2) Fifty workers were made redundant to save money. 
(that)

Fifty workers were made redundant ……………………………….. saved. 
3) The factory ordered some more raw materials because there was an increase in demand. 
(order)

The factory ordered some more raw materials ………………….the increased demand. 
4) We must invest in new technology; then we won’t fall behind the other countries. 
(avoid)

We must invest in new technology………………………….other countries. 
5) People set up a pension to provide for their future.

(view)

People set up a pension ……………………………………….. their future.

6) A rising unemployment rate means that the government cannot reduce taxes. 
(prevent)

A rising unemployment rate will ……………………………………..taxes. 
15. Every year more and more people are out of work. What can be done to solve the problem of unemployment? Write a composition on this topic «Looking for a job»
16. How do you think, where to look for jobs? Read the text and discuss, what other job search sources do you know:

THE TOP 6 SOURCES
The first challenge that any job seeker faces is where to look for jobs.

It is always advisable to try a few different sources when you begin your job search. 

1. Search with online job boards

Using online job boards is the most popular method of searching for jobs and is naturally the first port of call for many job seekers. There are a lot of great opportunities advertised on job boards so it is definitely worth taking a look at a few of them. The most popular job board is: hh.ru. What other job boards do you know?

Don’t forget that most of the job boards have free apps available to download. This makes it really easy for you to look at and apply for opportunities even when you are on the move.

2. Visit company websites

You may already have a few companies in mind when thinking about where you want your next career move to take you. If this is the case, go directly to the company’s website and take a look at their careers page. 

3. Take a look at recruiter websites

Recruitment companies can definitely help you out with your job search and many top employers use their services to take new hires on board. If you work in a specialist industry then find out who the main recruiters are for that industry and see if they have any opportunities for you. Moreover there are numerous recruiters that specialise in graduate recruitment. 

4. Ask friends and family

You may be surprised to discover that a large number of new hires are still found through word of mouth. Let your friends and family members know that you are looking for jobs and see if they, or their contacts, may be able to help you find a new opportunity.

5. Social Media

Social media is an up-and-coming way to look for jobs and the vast majority of companies now have a significant social media presence. You can find a lot of information about companies visiting their social media pages and a lot of companies also advertise their jobs there. To ensure that you don’t miss out on these opportunities, you should like company pages that you are interested in.

6. University Careers Sites

This option is suitable for the graduates. Every university has a free careers service that is accessible for its graduates. The vast majority also have their own sites where jobs can be advertised, so they are worth taking a look at.

17. Have you ever tried to look for a job via the Internet? Share your experience; speak about the advantages and disadvantages. 
18. Complete the following article by writing down each missing word. Use only one word for each space. Enlarge your business vocabulary with the underlined words: 
Of the estimated 6.5 million people in the UK using the Internet, a fifth are using it …… look for work. Applying for a job in ……… manner is quick, convenient and a tacit claim ………. you are on the technological ball. 
The positive side to Internet job hunting for the applicant is the ability to find out ……. an organization. 
You can prepare thoroughly ……. both application and interview from the comfort of your PC. The main downside is that, …. printed applications, Internet forms have almost limitless amount …… space for applicants to enter their details. «There is always …… danger they will ramble on. It is important to remain focused on ….. key points an employer will …… looking for», says Karen Skewies, an online recruitment specialist. A growing number of companies use software packages to scan applications, …… including the right keywords is essential. «These programs look for specific skills, qualifications or relevant experience. They ….. so by researching for particular words or phrases», she explains. 
This must be balanced …. the need to communicate your personality and attitude. Other computer tracking systems identify particular traits, …… as responsibility or reliability. Where possible, ……. original in your language and avoid clichés.

----------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
· Every year more and more people are out of work. What can be done to solve the problem of unemployment?

UNIT 2. MANAGEMENT & CULTURAL DIVERSITY

Part 1. «Cultural diversity»
1. Read the proverbs and find the Russian equivalents. Think what they have in common:

· When in Rome, do as the Romans do.

· So many countries, so many customs.

· East or West home is best.

2. From the list of sayings given below choose those that could describe the British way of life. Give your comments:

· An Englishman, even if he is alone, forms an orderly queue of one.

· The Englishman who visits Mount Etna will carry his tea-kettle to the top. 
· In Britain you need four ‘thank you’ to buy a bus ticket.

· Not only England, but every Englishman is an island.

3. Read the text and choose the sayings, which are according to the text:

INFORMATION ABOUT CULTURAL DIFFERENCES 
Good and bad manners make up the social rules of the country. It is not always easy to learn them because they are not written down in books! These are «unwritten rules».

Visitors to Britain are often surprised by the strange behaviour of its inhabitants. The British like queues. They queue up when they are waiting for a bus, in shops… So one of the mistakes is to get on a bus without waiting your turn. The British are very sensitive to such behaviour and they may get angry at queue-jumpers – people who do not wait their turn in the queue. 
The British are more reserved than the people of many other countries. They do not like to show their emotions. They usually do not easily get into conversation with strangers. They do not like personal questions (for example, how much they earn or about their family life). They take more time to make friends. They would like to know you better before they ask you home. So do not be upset if your English friends do not invite you home!

It is rude to smoke in someone’s house without asking: «May I smoke here?».

If you enjoyed the evening, call your friend the next day or write him a short «thank you letter». Perhaps it seems funny to you, but British say «thank you, thank you» all the time.

In some countries it is not polite to eat in the street. In Britain it is common to see people eating in the street, but it is not polite to smoke in the public places. And non-smokers can be rude to smokers who break the rule.

Pubs are an important part in British life. People, especially men, go to the pubs to relax, meet friends and sometimes to do business. 
At one time, it was unusual for women to go to pubs. These days, however, there are only a few pubs where it is surprising for a woman to walk in.

Children under the age of 14 are still not allowed into some pubs. 
Pub food is cheaper than in most restaurants, and you do not have to leave a tip. But you have to go to the bar to get your food and drink. There are no waiters in pubs.

Try to remember all these rules, when you are in Britain, as there is a very good proverb: When in Rome, do as Romans do».

VOCABULARY

	social rules / unwritten rules

traits of character

features

to seem

failure

to queue up
upset / rude /polite

to wait someone’s turn

habit

to break / to follow rules

to leave a tip
proverb
	правила поведения в обществе / неписаные правила

черты характера

особенности
казаться

неудача

выстраиваться в очередь

расстроенный / грубый /вежливый

ждать своей очереди

привычка

нарушать / следовать, соблюдать правила

оставлять чаевые
пословица


EXERCISES

4. Divide the adjectives into positive and negative:
	reserved
conservative
polite
friendly
rude
emotional
communicative
hardworking
creative
ambitious
	selfish
sympathetic
open
easy-going
reliable

sensitive
flexible
relaxed

kind

honest


5. Make up a 5-sentence story, which would describe one trait of character. The other students should guess the word.

6. Translate the part of the sentence using the words from the vocabulary list:

a) Visitors to Britain are often surprised by странным поведением местных жителей.

b) Соблюдение очереди является типичной чертой поведения Британцев when they are waiting for a bus.

c) Weather talk считается традиционным началом разговора.

d) The British are very замкнутые, поэтому им нужно много времени, чтобы подружиться или начать разговор.

e) It is easier нарушить правило than соблюдать его.

f) People were afraid of положиться на него, т.к. он казался неудачником.

g) Every nation has its customs and типичные черты характера.

h) Привычка пить чай в 5 часов became a tradition.

7. Summarize the information from the sayings and make up the list of the adjectives that may describe the British.
8. Take part in competition. Write a short description of what a visitor to your country should expect in terms of cultural behaviour. 
9. Choose one situation and make up a dialogue:
a) You are going to travel to GB and come to the travel agency and you need some advice how to behave in this country. You ask the agent to help.

b) You are going to visit GB and you ask your friend, who has visited GB, to give you a piece of advice about the main rules of behaviour in this country.

c) You are in GB and your English friend gives you recommendations how to behave yourself in this country.
10. Read, paying attention to the underlined words: 
WORKING OVERSEAS 
Nowadays, an increasing number of people are moving to another country to pursue an international career. Some people believe that working abroad would bring a lot of benefits but others have many counter views.

On the one hand, working in an advanced country helps getting higher income and having golden job opportunity. For example, the minimum salary in the US is around 2500 USD while in Vietnam it is 1200 USD. Therefore, many people can afford to have a satisfied living in prosperous foreign countries and money can be sent back to families in their homeland. Furthermore, it is an enormous chance for several fresh graduates broaden their horizons and immerse in a diverse lifestyle. To specific, in a new country you can obtain a wide variety of knowledge by making friends who can help you enhance language skills and explore culture, traditions, beliefs and food.

On the other hand, living and working abroad might lead to suffering from culture shock, which can be extremely unpleasant. Language and communication barrier are also some obstacles that international workers must overcome. Hence, it is crucial that people should learn language and customs before moving to a foreign country. The biggest disadvantage of working away from their homeland is the distance between family members. It is likely that overseas employees will only be able to return home once or twice a year.
In conclusion, working abroad is believed to be a great chance for making money and take an adventure on their journey to reach the success.

11. 
Answer the questions: What are advantages of working overseas? Make a comparison table «Working abroad: pros and cons»:

	pros
	cons

	
	


12. Match words and word combinations with their synonyms:
	1) to be/get stuck in a rut

2) manual work

3) to do a job-share 
4) a dead-end job

5) voluntary work 
6) a good team player 
7) one of the perks of the job

8) a heavy workload
9) holiday entitlement 
10) job satisfaction
11) to meet a deadline 
12) a nine-to-five job
13) to be called for an interview 
14) sick leave
15) part-time

16) maternity leave 
17) to take early retirement

18) temporary work
	a) to be invited to attend an interview
b) a job with no promotional opportunities

c) to share the weekly hours of work with another person

d) somebody who can work well with other people

e) to have a lot of work to do

f) the number of days holiday allowed

g) the feeling of enjoying a job

h) work that requires physical activity

i) time off work given to a woman about to have a baby

j) to finish a job by an agreed time

k) a normal job that consists of an 8 hour-day 
l) an extra benefit you get from a job

m) working less than full-time

n) time allowed off work when sick

o) to be in a boring job that is hard to leave

p) to retire early (retire: to reach an age when you are allowed to stop working for a living)

q) work done for a limited time only

r) to work without pay


13. Describe the job you would most like to have overseas. You should say:

· what this job would be;

· where you would work;
· which qualifications you would need;

· explain why you would like to have this job most. 
14. Read four descriptions of people’s jobs. Write the correct form of the missing verbs into the text. Find the correct job for each text (computer programmer, architect, manager, student): 
There are only two of us in the department, so I (1) ______ a bit of everything! I (2) ________ a lot of long meetings, many of these are related to budgets and to company policy development and I (3) _____ , _______ them. I also (4) ______ a lot of time interviewing candidates for jobs. This is one of the areas of the job I (5) __________ the most.

My company (6) ______ educational software for primary school children. Usually I (7) ________ on maths projects but we also (8) ______ Spanish language learning programs. Sometimes I (9) _________ to Spain for meetings but I (10) _________ most of the time at a desk in my office.

I need to repay my student loan so I (11) _____ to find a job before the end of the year when my course finishes. Every day I 12) _________ the Internet for suitable job vacancies and I (13) ______ the national and local newspapers to look at the job ads. I also (14) ______ my CV to companies I am interested in working for, even if they (15) _________ any vacancies at the moment.

Normally I (16) ______ on one or two projects over three or four-year period. My latest project is a church and I (17) ______________ very excited at it. The church(18) ______ very old and it (19) _________ enough light. I need to design some more windows. Every week I (20) ________ the Bishop to talk about the project. Sometimes he (21) __________________ my ideas but other times he (22) _________ they’re great.

15. Read the article and mark the sentences T (true) or F (false). Change any false sentences to make them true:
· To have a successful career these days you need to have experience of working abroad.

· A work placement abroad will help your application attract attention.

· You need to check that your employers will recognise your degree subject.

· CVs are more important than cover letters.

· When working abroad you should behave in a similar way to those around you.

In today’s competitive job market, not spending time abroad can damage your chances of climbing the career ladder. It is no surprise then that more and more graduates and professionals are looking for opportunities to work in a foreign country. The application process for foreign jobs is far from straightforward. When you write your CV you should know that they are culturally adapted. For example, in the UK it is customary to add hobbies and interests at the bottom of the page. In Italy that information is not necessary.

When you write you CV it is a good idea to check whether a photo is necessary and whether an English language CV should be written in American or British English. Another point to think about is whether or not employers recognize you degree subject.

You also need to consider the cover letter, the first thing that an employer will read. Approaches differ from country to country: get the CV right but the cover letter wrong and you destroy your chances of getting shortlisted for interview. The British usually wrote long letters to draw attention to relevant sections on the CV, the Italians want one or two sentences and the French expect candidates to handwrite detailed letters which may be analysed by handwriting experts.

When it comes to interviews, make sure you know about the work culture and understand the importance different countries place on language and speech. For example, the French use short sentences and hate silence, while Scandinavians have a deep respect for pauses. Not paying attention to these points, you are showing that you do not respect the culture of the country you wish to work in.

It is important to show that you understand the working culture. Adapting a similar style of dress to your co-workers, eating the kind of food they eat, enjoying similar activities – these things help to win trust and respect.

16. Answer the question (20 sentences):

Which countries would you like and not like to go and work in?

17. Match a word on the left with a word on the right to make a collocation:
	1) career 
2) work 
3) foreign 
4) application 
5) degree 
6) cover 
7) short 
8) withdraw 
	a) process 
b) language 
c) placement 
d) ladder 
e) letter

f) an application

g) subject

h) list


18. Look at the eight pieces of advice for people who are going to live abroad. For each set of four match the beginning with the correct ending:
	1. You might have to pay two month’s rent 
2. When you move out of a flat 
3. You can have an overdraft 
4. You can use your bank card from home 
5. You need to be registered with a doctor 
6. Most employers include medical insurance live
7. Using top-ups 
8. You need to check that there is for your mobile phone
	a) for free with most banks.

b) your landlord will check the inventory.

c) to withdraw money from a cash point.

d) as a deposit before you move into a flat.

e) broadband access in the area where you are
f) means you don’t need to sign a contract

g) to get medical treatment.

h) as part of their employment package.


19. Which pieces of advice are true for your country (mark them with «+»)? Which are different (mark them with «-»)? 
What other advice and information could you give? Write 5 of them. 
20. Read the text. Check you know the underlined words which may be helpful for understanding in the dictionary supplemented:
NATIONAL DIFFERENCES FACING OPERATIONS

The dream of any international business is to sell products worldwide without the need to adapt them to local laws and customs in the countries where they are sold. Doing business overseas is much easier if everyone works to the same standards. Unfortunately, doing business overseas is still complicated by differences among countries of law, regulation and custom.

Working in another country or with an organization from another countries demands knowledge and consideration of their environmental forces in order to create a good strategic plan. To be successful in international business manager must be aware of the culture with which they deal. Cultural differences can be quite subtle, and they affect all parts of the overseas business relationship. Advertising, for example, may need to be adapted to work in different countries. Advertising campaigns that work well in the US may not work at all in the UK. 
International operating companies must have a strategic management plan that takes into consideration the real and potential forces in a foreign environment, as well as the forces at work in the domestic environment. A manager has to understand the new environment, which means understanding the people and their culture. 
Differences of language can raise the cost of doing overseas business, too. Negotiating a business deal is all but impossible if you only speak English and your potential business partner only speaks Mandarin. Worldwide, there is growing use of English as the language of business. Negotiating a trade deal often requires the services of translators.

Even when overseas business partners themselves speak English, their customers might not. Instruction manuals for products may have to be produced in multiple languages. The Swedish firm IKEA solved this problem by producing instructions for their flat-pack furniture entirely in pictures. 
Physical forces and geographic factors such as mountains and deserts are barriers to the movement of people and determine transportation and production cost too. 
Lack of international agreement on the status of educational qualifications can also impede overseas business, particularly in service industries. If an accountancy qualification gained in Gabon is not recognized in the US, its holder cannot sell accountancy services to US firms. Lawyers and tax accountants particularly suffer from these kinds of barriers, since countries are intensely protective of their national laws and tax rules.

Another important area is legal considerations, both domestic and international where a company decides to register its headquarters. Knowledge of the laws in both host and home countries, as well as international law, is essential. Specific legal considerations include tax laws and their relative enforcement, liability laws, employee-employer relations, and, most importantly, quotas and other restrictions on imports and exports. In dealing with foreign countries, agreeing on the legal basis for international relations is equally problematic.

Political forces can have an impact on organizations operating in foreign countries. Political instability is enough reason for a company to carefully weigh potential gains and losses. Strategic management should be based on careful observation and analysis of the political environment.

An organization that plans to establish a branch in a foreign country should examine the labor pool; skills, social status, religion, gender, and age are major factors that can influence the success of a business. Distribution channels for goods and services must also be considered. Examining of concentration of wholesalers and retailers, gross national product (GNP), per capita GNP in another country is mandatory for successful strategic management in the international arena. Larger corporations are more likely to affect developing countries. This is due to several factors:

Magnetism – This refers to the ability of multinational corporations to integrate and coordinate a global system, which gives them the power to affect the social, political and economic development of the nations with which they do business.

Diversity – Because these large corporations are geographically diversified in their operations, they are minimally dependent on any location. This increases their bargaining power in dealing with their host countries. 
Flexibility – This refers to the ability of multinational corporations to adapt to changing environments. 
Changes in the political factors may mean that a government suddenly restricts exports and imports, which would have a definite impact on doing business overseas. Therefore, a strategic management effort in a multinational company should include research of all domestic laws that regulate international trade or transfers.

Raising barriers to overseas business is sometimes seen as a solution to a domestic slump. Countries can be fiercely protective of local standards, particularly when they are suffering economic difficulties. If we shut out foreign companies, domestic businesses will grow and thrive. Impeding overseas business can simply involve tightening local regulations and adopting policies that favor local businesses over foreign ones.

The international environment of a multinational enterprise consists of independent multinational organizations, such as the United Nations, the World Bank, the International Monetary Fund, and the International Organization for Standardization, as well as international treaties and exchange rates. The main purpose of these organizations is to facilitate, promote, and provide security for the international exchange of products, services and money. Therefore, these valuable resources should be integrated into the strategic planning process of a multinational operation.

The World Bank also facilitates business relations by addressing the money needs of future business partner in LDCs (Least developed countries). This Bank is an example of a multinational organization that facilitates large projects between nations and multinational enterprises. The World Bank has a major interest in the success of any project it funds. Therefore, integrating the services of this organization adds the support of one of the most powerful forces in the world.

Of course, differences among countries can be advantageous for overseas business. Marketing companies and advertising agencies, for example, benefit from cultural differences that make standardization of marketing approaches impossible. And where would the global food and restaurant industries be without cultural differences in taste and cooking practice? In conclusion one should say, that those who work to oil the wheels of international trade – negotiators, lawyers, accountants, supply chain consultants and financial services providers – benefit from the fact that not all differences can be ironed out.

21. How do you understand the words? Try to explain them in English. Use these word combinations in your own sentences:
	workload

customer

workplace
flexitime
	blue-collar worker

white-collar worker

to take unpaid leave

pay slip


----------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
1. Which jobs are the most respected in your country? 
2. What problems can people who work abroad have?
Part 2. «Sole proprietorship»
1. What types of business do you know? Give your ideas about their main characteristics.

2. Read the text and find out the main types of proprietorship:

TYPES OF PROPRIETORSHIP
A business may be owned in three different forms. These forms are the sole proprietorship, the partnership and the corporation. The sole proprietorship is the most common in many western countries. For example, more than 80 per cent of all businesses in the United States are sole proprietorships.

But it is evident that sole proprietorships do not do the greatest volume of business. They account for only 16 per cent of all business receipts, for example, in America. What kind of business is likely to be a sole proprietorship? First of all, service industries such as beauty shops, different repair shops and restaurants.
EXERCISES

3. Match the words to their definitions:
	proprietorship
own
corporation
business
receipts

partnership
repair shop 
	· money received by a business 
· a business owned by two or more partners
· something which is owned or ownership with its rights and duties according to the law
· a place where something broken can be mended 
· a group of people who are permitted by law to act as a single unit for purpose of business
· to possess or have a lawful right

· a particular money-earning activity or place, such as a shop or factory


4. Read the dialogue and pay attention to the new words:

SOLE PROPRIETORSHIP

· Hi, Alice. How are you?
· Fine, as usual, thanks. Jim, what about you?

· I’m O.K. It’s nice to see you.

· Me too. I’m glad you are not in a hurry and we have time to talk today.

· Sure.

· Can you give me a piece of advice?

· Well, I’ll try.

· You know I’ve been always good at cooking. It interests me. I’m thinking of starting my own business – café.

· It might be a good idea.

· I guess I must learn about the responsibilities of going into business.

· Are you going into business by yourself?

· Exactly. I want to have a café with my name on it where I make the decisions and where I can control the profits.

· I’ll try to help you. If you go into business alone, it is called a sole proprietorship. A sole proprietor is a business in which one person owns and operates the company under his own tax identification number. Business owners like the sole proprietor entity because it is easy to establish and has simplified tax filing requirements. You file your taxes on your personal tax return. In such case you needn’t consult a lawyer to form a business. You can start or stop it whenever you like.

· It sounds encouraging. What exactly should be my actions if I want to start my firm?

· Sole proprietorship registration is done at the county level. The process requires filling out a form with your personal information, including your name, date of birth, home address and proposed business address. The proposed name of company is required, as well as the industry products or services you offer.

· It is not too difficult. And I like the idea that I will be my own Boss.

· Then, the sole proprietorship is definitely what you need. In this case, there is no need to consult partners or a Board of Directors. So you can put policies into effect quickly. You decide on your vacations, hours, salary, hiring and firing, keep track of business revenues and expenses.

· Well, that is not bad.

· Sorry, I have forgotten to mention that you pay a registration fee.
· Hope it is not high. I have already said that I want to run my own cafe with my own name on it. Is it possible?

· Why not! You will be required to register with the appropriate local authorities, who will determine that the name submitted is not duplicated by another business entity. Furthermore, you will complete a form to acquire title as a «DBA» or «doing business as». 
· Anything else?

· Well, I believe I have to tell you about the risk involved.

· What do you mean?
· First of all, the most important risk is that you have unlimited liability. It means that you are responsible for all your business debts. Every asset of the business is owned by the proprietor and all debts of the business are the proprietor’s. 
· So if the business fails I have to declare personal bankruptcy, don’t I?

· That’s what I mean. You can lose your personal assets. 
· Well, it’s rather disappointing. What other things should I know?

· You won’t get tax benefits which partnerships and corporations can get.

· I know about it. By the way do you know a well-qualified accountant to do my taxes?

· Of course. You’ll have to hire a skilled bookkeeper if you can’t do your books yourself.

·  I can’t say anything definite about that. I have to think it over. What else, Jim?

· Well, I’m a bit hungry, why do not we have a snack together and discuss the things in the café.

· You are right as usual. Let’s go.

VOCABULARY
	to be good at 
tax identification number 
sole proprietor

to give a piece of advice 
to make a decision 
to control the profit 
Board of Directors

to start one’s own business 
business entity
to go into business alone 
to consult a lawyer 
to form a business 
to keep track of business revenues 
to keep track of expenses 
to hire (hiring)
to put policies into effect quickly
unlimited liability 
to be responsible for debts
to fire (firing) 
simplified tax filing requirements 
to declare personal bankruptcy 
to do books / to do taxes
to think over 

	appropriate local authorities 
to sack

proposed

accountant, bookkeeper

skilled
to go bankrupt 
to file your taxes on
to own (owner) 
to pay a registration fee 
sole proprietorship / partnership / 
corporation 
to account for

to lose your personal assets / 
ownership / property

receipts 
service industry 
repair shop 
to get tax benefits 
to run a business

surplus
to fail

to decide on

submitted


5. Find the synonyms among the words below:

	to run a business
surplus
administration
to fire
to involve
to rule a business
to go in to business
bookkeeper
	accountant
to employ

to include
profit
to think over
to be successful

to sack
	to make a decision
to go bankrupt
to start a business
to put policies into effect
to fail
to hire
board of directors


6. Fill in the gaps choosing the most suitable word from the list below. Put them into the correct form where necessary:

	profit
personal assets
policies
a piece of advice
to do books
	to decide on
to go bankrupt

firing
responsible

a registration fee
	unlimited liability
to fail
to declare bankruptcy
tax identification number

tax benefits


a. Some years ago my friend started his own business but, unfortunately, the firm _____.

b. It was difficult for me to make a right decision, so I asked for _____.

c. A director ______ salary, hiring and _____.
d. The main disadvantage of a sole proprietorship is _____.
e. He is not ______ for business debts.

f. When you register your business you have to pay ______.
g. A skilled accountant could _____ better than you.

h. When you go into business you should remember about the risk to lose 
your _____.

i. Special knowledge in economics can help you to put _____ into effect.

j. When he _____, he had to consult a lawyer.

k. Many companies get _____.
l. If you were not successful in business and it failed you have _____ personal _____.

m. The aim of any business is to get _____.

n. A sole proprietor is a business in which one person owns and operates the company under his own _________.
7. Translate from Russian into English:

a) Имея частную собственность, вы сами будете контролировать прибыль, принимать все решения.

b) Вы регистрируете свои налоги в своей личной налоговой декларации.

c) Его фирма прогорела, и ему пришлось выплачивать долги.

d) Он обратился за советом к юристу, когда решил начать свой бизнес.

e) Самым большим недостатком в частном бизнесе является неограниченная юридическая ответственность.

f) Компания обанкротилась, а ее владелец потерял все свое имущество.

g) Этот менеджер отвечает за наем и увольнение.

h) Квалифицированный бухгалтер помог ему быстро достичь хороших результатов. 
i) Соответствующие местные органы власти определят, что представленное имя не дублируется другим субъектом предпринимательской деятельности.

j) Если вы не хотите прогореть, вы должны внимательно отслеживать доходы и расходы бизнеса.

k) Если вы не хотите, чтобы ваш бизнес потерпел неудачу, вам нужно научиться вести правильно счета.

l) Она получает высокую зарплату, так как является хорошим работником.

m) Его фирма получила льготы по налогообложению.

n) Перед тем как начать свое дело, он хорошо все обдумал.

o) Тебе придется уволить своего бухгалтера, потому что он совсем не умеет вести счета.

p) Предпринимателям нравится эта форма бизнеса, потому что государство упростило налоговые требования для частного предпринимательства.

8. Answer the questions using the information from the text and new Vocabulary (not less than 5 sentences):
1) What does a sole proprietorship mean?

2) How can you register the sole proprietorship?

3) Who makes decisions and controls the profit in a sole proprietorship?

4) Does the owner of a sole proprietorship have partners?

5) How can you register the name for your business? Are there any limits?

6) Can a sole proprietorship be ruled by a Board of Directors?

7) Who can help you to put policies into effect quickly if you have your own business?

8) What must you decide on when you start your business?

9) What is unlimited liability?

10) What must you do if your business has failed?

9. Agree or disagree with the following statements:
· Nowadays many people in Russia prefer to start their own business.

· It is very difficult and risky to have your own business.

· When you start your business it is necessary to know that you will have a lot of responsibilities.

· It is hard to run your own business in Russia.

· It is impossible to do business alone.

· When you have your own business you should have different special knowledge if you want to put policies into effect quickly.

10. Creative group / individual work: 
· You are a sole proprietor, who started his business 3 years ago. Now it is thriving and you are going to expand it. Share your personal experience with the newbies. 
· You are the lecturer of the Business Course. You are delivering speech «Sole proprietorship as one of the types of proprietorship», trying to persuade the students to start their own business after the graduation.

· Prepare the dialogue to the situation: You are going to start your business but you have some questions and you need a piece of advice how to do that. You address to your experienced friend who is successful in a private business.
11. Read the article below and choose from the sentences (A–G) the one which fits each gap (1–5). There are two extra sentences which you don’t have to use:
THE YOUNG BUSINESSMAN

While other boys are playing football or computer games, Paul Woodbury is running his own travel company: Corringham Ferry Travel. He started it in January this year, and it is growing rapidly.

Paul is only 14 but he has the very grown-up title of Managing Director. He and his staff of six other fourteen-year-olds organise coach trips, ferry crossing and short weekend holidays from his «office» – a spare bedroom in his parents’ Essex home. (1)

So far Paul has booked more than fifty trips for individuals and groups, and he is an official agent of many big ferry companies. At the moment, he is busy organizing Christmas shopping trips to Dunkirk, and a trip to France for sixty pupils from his school. 
Paul’s passion for ferries started when his mum and dad took his to France for the day. «When he was very small he was nervous and did not like boats», says Paul’s mum. Surprisingly, Paul became a ferry enthusiast and started writing to different companies, asking for details about their ship.

Paul soon became an expert; he knew everything about each ferry – how big it was, how many passengers it carried and what sort of restaurant it had. (2)

«People could ring me up and, for free, I’d tell them all about the ship they were traveling on», said Paul. The service was so popular that he developed it by making people’s ferry booking as well. 
Paul’s first customers were his neighbors and friends of his parents. His reputation has grown quickly, because he tries to offer a little bit more than similar service. (3)

They are also informed about all port facilities. Every trip is led by two of his staff, and he has just hired three new girls to help out. His employees have to work two hours after school, four days a week. (4) Instead, he hopes to join P&O Ferries, and sail the Channel regularly. He has already entered his name on their waiting list for jobs.

(5) But when Pat hears her son’s business voice speaking to a customer on the phone, she still can’t believe that it is the same fourteen-year-old boy who leaves his dirty socks on the floor and who disappears when he is supposed to do the washing-up.

A. «So when he was 6 we took him on a sea trip to help him get over his fear».

B. His parents, Pat and David, have had a few months to get used to the idea of their schoolboy son running a business.

C. However, next year he hopes to expand the company and offer even more holidays to destinations including Isle of Whight, Ireland and Spain.

D. As a result of this interest he set up a service called ferry information two years ago.

E. For example, his day-trip customers are given a fact sheet telling them all about the ferry they will travel on.

F. Paul hopes to get a new computer for Christmas so that he can really improve his company, but he does not want to be a travel agent when he leaves school. 
G. He avoids fashionable hotels and restaurants. 
12. Work in pairs. Think about personal qualities that can help a person to become successful on business. Complete the mind map:
[image: image5.emf]
13. Work in pairs. Role-play an interview with Paul Woodbury:

Interviewer

You are a journalist from a web magazine. Your job is to interview Paul Woodbury. 
Paul Woodbury 
You are Paul Woodbury. Answer the journalist’s questions. Use the information from the text. Besides, it is possible to add any new details.

14. A Project work: find out information about other successful businessmen. Use the Internet or look in business magazines. Present your research in the class.
---------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
· Tell about the advantages and disadvantages of sole proprietorship.

· Tell about the process of the sole proprietorship registration.

· Tell about the famous businessman. Explain your choice.
Part 3. «Partnership»
1. Read and translate the text, check the translation of the underlined words:

PARTNERSHIP
DEFINITION
As a business grows bigger, it needs more financial, people and managerial resources. Two or more individuals may join together and form a business called partnership. 
A business partnership is a specific kind of legal relationship formed by the agreement between two or more individuals to carry on a business for profit as co-owners. A partnership is a business with multiple owners, each of whom has invested in the business. Some partnerships include individuals who work in the business, while other partnerships may include partners who have limited participation and also limited liability for the debts and lawsuits against the business. These owners share in the benefits and drawbacks of the business partnership, according to the terms of a partnership agreement that they sign when they join the partnership. 
TO FORM A PARTNERSHIP ALL THAT’S REQUIRED IS:
(1) to register the partnership in the state where it is going to do business, 
(2) to create the partnership agreement defining what each partner is responsible for, the different types of partners, how the partners will be paid, and how to handle changes in the partnership. Partnerships use a partnership agreement to clarify the relationship between the partners, the roles and responsibilities of the partners, and their respective shares in the profits or losses of the partnership. 
TYPES OF PARTNERS IN A PARTNERSHIP
When a partnership is formed, some of the potential partners may want a different role in the partnership than others. Some want to contribute more money; others may not want to contribute money but want to work in the business for a salary. Some partners are willing to take on more responsibility and more liability, while others may want less responsibility and less liability. Liability in the running of a partnership means individual partner liability for debts of the business and also for actions of the partners.

Depending on the type of partnership and the levels of partnership hierarchy, a partnership can have several different types of partners. 
GENERAL PARTNERS 
General partners participate in managing the partnership and have liability for partnership debts. A general partner in a partnership takes part in the daily operations of the partnership and is personally responsible for the liabilities of the partnership. So, when the owners of the partnership have unlimited liability they are called general partners.
LIMITED PARTNERS 
If partners have limited liability they are called «limited partners». In contrast to a general partner, a limited partner is a partner in a partnership who has a share of ownership but who takes no part in managing the partnership. A limited partner is not liable for any amount greater than his or her original investment in the partnership. Limited partners are sometimes called «sleeping partners» or «silent partners», because they contribute but don’t do anything on a day-to-day basis. Limited partners invest and are known to the public as the members of the firm, but without authority in management.
Both limited partners and general partners receive a share in profits and losses of the partnership (this is called their distributive share), as defined in the partnership agreement. 
Some partners may be paid as employees (salaried partners), while others have only a share in ownership (equity partners). 
The levels of partners in the partnership can be different. For example, there may be junior and senior partners. These partnership types may have different duties, responsibilities, and levels of input and investment requirements. 
There may be a secret partner, it is a person, who takes part in management but who is not known to the public.
TYPES OF PARTNERSHIPS:
GENERAL PARTNERSHIP
A general partnership is a partnership with only general partners. Each general partner takes part in the management of the business and also takes responsibility for the liabilities of the business. If one partner is sued, all partners are held liable. General partnerships are the least desirable for this reason.

LIMITED PARTNERSHIPS
A limited partnership includes both general partners and limited partners. Limited partnerships are a common form of ownership in real estate, oil prospecting, quarrying industries.

ADVANTAGES
Partnerships, like sole proprietorships, are easy to start up. Partners’ interests can be protected by formulation of an «Agreement of Partnership». This agreement specifies all the details of the partnership. Complementary management skills are a major advantage of partnerships. Consequently partnerships are a stronger entity and can attract new employees more easily than proprietorships.

The stronger entity also makes it easier for partnerships to raise additional capital. Lenders are often more willing to advance money to partnerships than to proprietorships because all of the partners are subject to unlimited financial liability.

This form of business organization is easy to set up because it does not require any fees. In addition to this, partners get tax benefit from the governments.
DISADVANTAGES 
The major disadvantage of partnerships is that partners, like sole proprietors, are legally liable for all debts of the firm. In partnerships, the unlimited liability is both joint and personal. This means that the partners together are responsible for all the firm’s liabilities. If one of the partners cannot meet his share of the debts the other partner(s) must pay all debts. Another disadvantage is that the partners can disagree with each other. 
Partnerships are not as easy to dissolve as sole proprietorships.

VOCABULARY

	a general partner

a limited partner

a silent partner

a secret partner

an authority 
to have authority in management
	oil prospecting

quarrying industry 
a real estate 
an association

insurance

to be legally responsible for


EXERCISES
2. Find the proper translation of the terms in the test:
	управленческие ресурсы
	

	ограниченная ответственность
	

	соответствующие доли в прибылях или убытках
	

	индивидуальная ответственность партнера
	

	доля, получаемая при распределении активов и пассивов 
	

	входные и инвестиционные требования
	

	юридическое лицо
	

	субъект с неограниченной финансовой ответственностью
	

	партнерское соглашение
	

	доля собственности
	

	дополнительные навыки управления
	

	авансировать деньги
	


3. Match the words with the definitions:
	1) financial resources
2) co-owner
3) limited participation
4) benefits
5) drawback
6) to handle
7) to clarify the relationship
8) to contribute
9) to raise additional capital
10) lender
11) to dissolve

12) meet the share of the debts
	a) to deal with

	13) 
	b) to attract money

	14) 
	c) disadvantage 

	15) 
	d) to make the relationship more transparent and understandable 

	16) 
	e) people, who give you money for business development

	17) 
	f) assets 

	18) 
	g) advantages

	19) 
	h) the situation when the partner invested in business but does not take part in management 

	20) 
	i) to cancel

	21) 
	j) to pay the debts

	22) 
	k) the person, you share the business with

	23) 
	l) to donate with the purpose of collaboration 


4. Give the definition of the terms:
· a general partner
· a limited partner 
· salaried partners
· equity partners
· fees
· tax benefit
5. Fill in the gaps with the suitable words: 
liable, tax benefit, to carry on business, to sign, unlimited liability, the liabilities, legal relationship, management, to dissolve, fees, advance money, responsible
1. A partnership is an association of two or more persons (_____) for profit.

2. When the owners of the partnership have (______) they are called general partners.

3. Limited partnerships are a common form of (_____) in real estate.

4. Partnerships are easy to form and they can get (_____) from the government.

5. Unlimited liability means each partner takes part in the (_____) of the business and also takes responsibility for (______) of the business.

6. The owners (____) a partnership agreement when they join the partnership. 
7. The country’s president can (______) parliament under certain circumstances.
8. Partners are (_____) for all debts of the firm as they have the unlimited liability which is both joint and personal.
9. This form of business organization is easy to set up as you do not pay any (_____) if to want you start your business.
10. If we want to expand our business we have to persuade the lenders to (_____) to our company.
ADDITIONAL VOCABULARY

	deal 
stockbrokerage

to be busy with

to get along well

to attract customers

to make a right choice

to run a risk

to be liable

to combine resources

to distribute profits and losses 
to put an amount of money into business

to contribute services, skills

the subject becomes quite technical 
	сделка 
биржевое маклерство

заниматься чем-либо

ладить друг с другом 
привлекать покупателей

сделать правильный выбор

рисковать

нести юридическую ответственность

комбинировать ресурсы

распределять доходы и убытки

вложить сумму денег в бизнес

делать вклад, содействовать умениям, навыкам

это становится уже делом техники


6. Translate the sentences from Russian into English:

1. Мы с другом партнеры, поэтому мы ведем дела вместе.

2. Партнеры, так же как и частные собственники, наделены неограниченной юридической ответственностью.

3. Дополнительные навыки управления являются основным преимуществом партнерских отношений.

4. Наша фирма имела много недвижимости. Но мы обанкротились и потеряли все имущество.

5. В отличие от частного бизнеса партнерство получает льготы по налогообложению.

6. Партнеры с ограниченной ответственностью инвестируют в бизнес, но не участвуют в управлении компанией.

7. Каждый генеральный партнер принимает участие в управлении бизнесом, а также принимает на себя ответственность по обязательствам бизнеса.

8. Неограниченная юридическая ответственность значит, что каждый партнер будет отвечать за долги в случае банкротства.

9. Они вложили свои деньги в партнерство.

10. Решать проблемы, связанные с финансовыми, кадровыми и управленческими ресурсами, – это одна из обязанностей генерального директора.

11. Управлять бизнесом оказалось трудной задачей, и они потерпели неудачу.

12. Обязанности, обязательства партнеров и уровень входных и инвестиционных требований будут отличаться в зависимости от уровня партнеров.

13. Как партнеры с ограниченной ответственностью, так и генеральные партнеры получают долю от прибыли в соответствии с соглашением о партнерстве.

7. Fill in the gaps and recollect the situations from the text (3 sentences / each situation): 
share, managerial, partnership, complementary, liability, requirements, money, individual, subject, profits, the relationship, to raise

	distributive ……
	……resources

	input and investment ……
	limited …… 

	……management skills
	……agreement

	…….additional capital
	respective shares in the…… or losses

	to advance ……
	to clarify ……

	……of unlimited financial liability
	……partner liability


8. Agree or disagree. Correct the false statement:

1. A partnership is an association of two or more persons to carry on a business for profit.

2. General partners are the owners who have limited liability.

3. A business partnership is a specific kind of legal relationship formed by the agreement between only two individuals to carry on a business as co-owners. 
4. Limited partners have limited participation and also limited liability for the debts.
5. Partnerships usually never get benefits from the government.

6. The unlimited liability is an advantage of a partnership.

7. The partnership agreement defines what each partner is responsible for.

8. The oral agreement clarifies the respective shares in the profits or losses of the partnership. 
9. The partners have to take on the equal share of responsibility and more liability.

10. Partnerships are a stronger entity and can attract new employees more easily than proprietorships.

9. Discuss advantages and disadvantages of partnership (make a table).

10. Compare two types of proprietorship. Discuss their advantages and disadvantages. Use the following words and phrases:
	while, 
both…and, 
to the contrast

in comparison with

in spite of the fact
	on the one hand 
on the other hand

though

nevertheless 
however

	
	

	Sole proprietorship
	Partnership

	
	


11. Make up a dialogue on the given situation:

One of you is a member of a partnership. Your friend is going to take part in some business, you are trying to explain him, that partnership is a suitable business for him. 
---------------------------------------------------------
THE QUESTIONS FOR ORAL PRACTICE:
· What do you know about partnership? Tell about the advantages and disadvantages of this type of proprietorship.

· What types of partners and partnership do you know?

· What type of partner would you like to be?

· What do you know about partnership? What is proprietorship agreement?
Part 4. «Corporation»
1. Read the text and check if your definitions were correct:

CORPORATION
A corporation is created when it is incorporated by a group of shareholders who have ownership of the corporation, represented by their holding of common stock, to pursue a common goal. A corporation’s goals can be for profit or not, as with charities. However, the vast majority of corporations aim to provide a return for its shareholders. 
There are several advantages of the corporate form of ownership. The first is the ability to attract the financial recourses. The next advantage is the corporation attracts the large amount of capital. It can invest it in plants, equipment and research. And the third advantage is that the corporation can offer higher salaries and thus attract talented managers and specialists. 
Corporations come in many different types but usually they are divided by the law of the jurisdiction where they are chartered into two kinds: by whether they can issue stock or not, or by whether they are formed to make a profit or not.
Where local law distinguishes corporations by the ability to issue stock, corporations allowed to do so are referred to as «stock corporations», ownership of the corporation is through stock, and owners of stock are referred to as «stockholders» or «shareholders». 
According to getting profit corporations are distinguished as «for profit» and «not-for-profit» corporations, respectively.
Corporations come in many different types: the privately owned business corporation, educational, religious, charitable institutions can also incorporate. Usually educational, religious, charitable corporations do not issue stock and are non-profit. If there is a profit it is reinvested in the institution rather than distributed to private stockholders.

In some western countries, cities, states federal government and special agencies can establish governmental corporations. A few examples of the governmental corporations are state universities, state hospitals and city owned utilities. Governmental corporations are non-profit as a rule and usually they do not issue stock certificates.

Almost all well-known businesses are corporations, including Microsoft Corporation, The Coca-Cola Company and Toyota Motor Corporation. 
VOCABULARY

	common stock
stock certificate

to aim

to provide 
to be chartered
non-profit
to issue and sell stocks
to reinvest

to expand
to hold a meeting

to incorporate
to own property 
to vote 
bylaws 
to sue

to be sued
to distinguish

wealthy
	to attract financial resources

to attract a large amount of capital

to pursue a common goal

educational, religious, charitable institutions

to offer high salaries

to need some legal advice

to apply for a corporate charter

to choose the companies officers

stockholder (shareholder)

to supervise daily management

to follow the legal procedure

in exchange for investment capital
to elect a board of directors
to have a final authority

annual meeting

to have limited liability
jurisdiction
joint stock company


EXERCISES

2. Working in groups try to give the definition to the word corporation. Use the words below:

to rule             to get profit             stock holder             to issue stock certificates

to attract financial recourses                to invest capital in plants, research

3. Choose the necessary word and put it in the sentence:
	charitable

investment
	share 
to establish
	recourses

non-profit


1. What kind of … is better: buying stock or buying real estate?

2. To attract the greater financial .... the company issues the stocks.

3. The university can be … corporation.

4. The partners didn’t put the same … into business .

5. The group of people from different countries are going to … a corporation.

6. The Red Cross is an international … organization.

4. Make up the combinations of the words:
	stock

institution

profit
to attract 
	· certificate

· for-, non-
· religious

· a large amount of capital 
· to issue

· charitable

· financial resources

· holder

· educational


5. How do you understand the words? Try to explain them in English:

	stock holder
stock certificate

charitable institution
	salary

non-profit
specialist


6. Translate the Russian words to complete the sentences:

a) Aкция is a certificate of corporation.

b) The stockholders usually hold ежегодное собрание they always have решающее слово.

c) In spite of the административные исполнители of the company осуществляют daily управление, the stockholders голосуют at the annual meetings.

d) Their business is doing very well that is why they are going to расширить it.

e) Совет директоров выбирает the company’s officers.

f) The owner of the corporation should проводить the Board of Directors and adopt the юридические положения для предприятий.

7. Translate from the Russian into the English:
1. Корпорация может выпускать и продавать акции.

2. Корпорация предлагает более высокую заработную плату.

3. Корпорация имеет больше возможностей для вовлечения финансовых ресурсов, чем партнёрство.

4. Каждый год акционеры проводят собрание.

5. Образовательные, религиозные учреждения могут быть корпорациями. Подобные учреждения, как правило, не приносят прибыль. 
6. Эта корпорация прибыльна, она будет расширяться.

7. Сначала вы должны подать заявление на корпоративный патент.

8. Акционеры имеют решающее слово в управлении корпорацией.

9. Административные исполнители компании осуществляют постоянное руководство.

10. Владельцы акций проводят ежегодное собрание и выбирают совет директоров. 
11. Корпорация имеет право возбуждать уголовное дело. 
12. Акционер – это человек, которому принадлежат акции корпорации.

13. Корпорация имеет возможность привлекать большие финансовые ресурсы, и поэтому она может предложить своим сотрудникам высокое жалование.

14. Государственная корпорация – это некоммерческая корпорация, которая не выпускает акции.

15. Совет директоров управляет корпорацией.

16. Целью благотворительных корпораций не является получение прибыли.

8. Answer the questions using the information from the text:

1. What does the corporation mean?
2. Is the corporation larger then sole proprietorship/partnership? Why?

3. Does corporation have limited liability? 
4. What should you do at first to form a corporation?

5. Who supervises daily management in a corporation?

9. Solve the crossword:

1. The money shareholders put into a company to buy property and equipment so it can start trading.

2. One of the owners of a partnership.

3. The price you pay for shares when the company has started is their … value.

4. To put money into a business or a bank account so that it will make a profit.

5. The sole (only) owner of a business.

6. To buy and sell goods.
7. The price written on a share is its … value.
8. Something belonging to a person or a business, which can be sold.
9. One of the owners of the limited company.
10. Your legal duty to other people, e.g. to your creditors.
11. If a sole proprietorship or a partnership fails, the owners will go … .
12. You can only buy or sell shares in a … limited company if the other shareholders agree.
13. A person you owe money to.
14. The shares in a … limited company can be bought or sold freely.
15. Another name for a business.
16. When a limited company fails it goes into … .
17. Money you owe to another person.
18. Shares in public limited companies are usually bought and sold at a … exchange (which is also called a … market).

[image: image6.emf]
10. Work in pairs and make up the dialogues:
a) You are going to form a corporation. Ask a lawyer how to organize it.

b) You are two friends. You both run your own business. But one of you has a sole proprietor ship and other has a corporate form of business. Try to prove each other that your kind of business is more advantageous.

c) You are two partners and you are thinking of incorporating. Discuss the advantages and disadvantages of corporation. 
11. Read the text, check the underlined words in the dictionary:
ONE PAGE FROM HISTORY OF LUCRATIVE BUSINESS: 
LEADERS OF THE PAK

Gad and Hans Rausing were among the richest men in Britain, their wealth surpassing even that of the Queen. These Swedish brothers, who came to Britain in 1983 have made their millions from one product TetraPak, the aluminum and plastic laminated container for milk and fruit juice. 
One evening, near Christmas 1944, a young Swedish economist called Ruben Rausing was watching his wife Elizabeth making sausages in the small kitchen of their home in the University town of Lund, Sweden. He was impressed by the manner in which the sausages were contained in a skin and kept fresh by pressing shut each end. (1________Fill in the gap_______). Their conversation that evening was to lead to the invention that would revolutionize lives throughout the world, and make the couple – and their family – billionaires. 
For Ruben was to apply the principle to milk, inventing the low-cost, germ-free packaging system which he called TetraPak. Today if you buy milk or orange juice at virtually any retail chain (from huge shopping malls to small retailers) and wholesale market from Dublin to Peking it will have come from Rausing’s idea. 
This is the legend of TetraPak. (2________Fill in the gap_______). It is certainly true that Rubin realized the huge potential and saw the prospects in a form of germ-free sealed packaging could be found for household items such as milk. But the alternative version of the story suggests that at this point he approached Erik Wallenberg, a young research scientist working for his company. Wallenberg claimed that he was in fact the person who had designed the first TetraPark, working from an idea originated by Ruben. (3________Fill in the gap_______). Rausing told him that he had bought the herd of cows which needed milking, and wanted a container made to package the milk. «I was under a lot of pressure to find a solution», Wallenberg said, «But strangely it was while I was at home with flu that I came up with the idea of this packaging». Rolling up a piece of paper to demonstrate the process, he continued. «I made up my mind that a cylinder – a tube – should be made and it should be pressed together at one end». (4________Fill in the gap_______). However, to avoid getting a small-size package, «I made a decision to make the second pressing together at right angles to the first one … that is simple how the TetraPak was born. I went back to the laboratory and we began testing». 
Wallenberg said that Ruben had early doubts about the possible success of the idea, «but we tested it by putting water inside for several days and, when there was no leakage, he was convinced. (5________Fill in the gap_______). He bought the patent and all right from me for less than 300$, which for some people was a half a year’s wages at that time. Obviously, at the time those in the company knew of my work but after a while another story began to emerge – that it had all been the work of Mr. Ruben Rausing». (6________Fill in the gap_______).

Whatever is the reality, by 1952 the first TetraPak containers were successfully produced, and in a few years Ruben built up a huge corporation. 
Tetra Pak continued to introduce innovations. In 2002 the company launched a new high-speed packaging machine, the TBA / 22. It was capable of packaging 20,000 cartons an hour, making it the fastest in the world. 
12. The following sentences were removed from the article. Read it again and put each sentence in the correct number gap: 
A. I decided it should also be pressed together at the other end. 
B. However, it seemed that the reality could be rather different.

C. I was very angry and still very sad about it.

D. He recalled the day Ruben Rausing had come to him. 
E. I think that Ruben Rausing realized its potential immediately.

F. So, he began questioning his wife about the method she used. 
13. Match the word and the definition:
	1) lucrative business

2) wealth

3) to invent 
4) to revolutionize

5) low-cost

6) retail chain

7) wholesale market

8) to realize the huge potential 
9) to see the prospects

10) idea is originated

11) to be under a lot of pressure 
12) to find a solution

13) to come up with the idea

14) to make a decision

15) to convince

16) to buy the patent

17) wage

18) to emerge

19) to produce
	a) to modernize 
b) to understand perspectives

c) to decide 
d) buy in bulk

e) to work a lot to get the goal

f) to patent

g) to solve a problem 
h) profitable business

i) salary

j) to create something new

k) to appear 
l) to understand the future profit

m) to persuade 
n) welfare

o) an idea arose

p) chain store

q) to make 
r) inexpensive

s) to make up the idea


14. Fill in the gap with the necessary word in the proper form: 
potential, low-cost, retail chain, to work under pressure, to convince, lucrative business, wholesale market, wage, wealth, patent, to invent, prospect, to produce.
1. Mr. Monaghan (_____) the modern pizza delivery business when he founded Domino’s.
2. The North Side home also provides (_____) apartments for the elderly poor.
3. Africa’s vast wealth of resources offers many (__________) opportunities.

4. No other developed, developing or undeveloped country has such a (______) of statistical information as India has about its people.

5. Shoppers burst through the doors of a major (_______)’causing multiple injuries.
6. The (________) brings to you enticing offers and discounts on bulk purchase of a wide range of products. 
7. The (_____) in Iranian market is huge, so we are very interested in coming to Iran.
8. What is most worrying for many potential buyers is the (______) of taking on a massive mortgage and becoming trapped by a mountain of debt.
9. When you (________), the best way to ensure the greatest output of your energy is to understand the purpose of the task at hand.

10. There is nothing I can say or do (_______) a skeptic friends to believe in business-idea.

11. Multinational pharmaceutical companies hold (______) on drugs that can bring immense relief to AIDS sufferers.

12. Many can’t afford to take this time off, because they receive no (______) or social welfare payment while they do so.

13. The company (__________) a luxury version of the aircraft.

15. Translate the sentences from Russian into English, using new vocabulary:

1. Он оставил очень прибыльную должность в крупной компьютерной фирме, чтобы открыть собственный бизнес.

2. Эта невероятная новая теория революционизирует всю науку.

3. Тем не менее я не думаю, что несколько бюджетных рекламных роликов на телеканале помогут продвижению товара.

4. Оптовый рынок – это рынок, на котором товары продаются и покупаются крупными партиями, обычно для перепродажи.

5. Колоссальный потенциал региона привлекает инвесторов, однако для динамичного развития Северного Кавказа требуется сбалансированный подход по ряду актуальных вопросов.
6. Компания изучает перспективы расширения торговой сети для удовлетворения спроса покупателей.

7. Еще одна идея возникла в сфере быстрого питания.
8. Тем не менее, компания продолжает работать в условиях острой нехватки времени и финансов. 
9. Если вы уже придумали бизнес-идею, стоит протестировать свою идею, чтобы понять, будет ли она действительно приносить доход, а не убыток. 
10. Финансовые ресурсы предприятия – это денежные средства, имеющиеся в распоряжении предприятия. 
11. Не каждое предприятие способно привлекать к развитию собственные инвестиции, и поэтому для таких целей может использоваться заёмный или привлечённый капитал.
12. Некоммерческая корпорация образована тогда, когда некоторое количество физических лиц объединились с целью деятельности, приносящей пользу обществу. Это может быть, например, открытие приюта для бездомных, или организации по оказанию юридической или медицинской помощи для малоимущих. Согласно правовым и налоговым нормам, извлечение прибыли не воспрещается корпорациям с некоммерческим статусом. Тем не менее их главной целью является не получение прибыли, а именно достижение высоких целей на благо общества. Некоммерческие организации, как правило, действуют в области образовательной, благотворительной или религиозной сфер.
13. Многие начинающие инвесторы задаются вопросом, сколько же из доходов нужно реинвестировать, а сколько можно снять и потратить на себя?
14. Многие задумываются об открытии собственного прибыльного бизнеса. Они придумывают множество бизнес-идей, изучают спрос и предложения, анализируют общие экономические условия в стране, пытаются предугадать перспективы и риски, но до принятия этого значимого решения необходимо понять, а каковы причины такого решения?

15. Если человек открывает бизнес, чтобы потом продать его, то сначала ему нужно вложить много знаний, умений, времени, личных денежных средств. Если его бизнес не прогорит, уже через пару лет он сможет продать бизнес и получить прибыль во много раз больше, чем первоначальные вложения.

16. Fill in the gaps and recollect the situations from the text (5 sentences / each situation): impressed by / life / low-cost / chain / to realize / version / to find / the idea / testing / to have / to buy / a huge corporation:
	……doubts
	…..patent

	……packaging system
	……the huge potential

	……solution
	to be……

	retail……
	to revolutionize ……

	alternative…..
	to build up ……

	to come up with……
	to begin ……


17. Debates «To come up with Business idea VS to embody the idea» – Whose invention is it (not less than 15 sentences)?
Group #1: prove that the invention belonged to Ruben Rausing.

Group #2: prove that the invention belonged to Erik Wallenberg.

Group #3: introduce your own ideas about this question.

18. The interviews with: 
· Ruben Rausing

· Erik Wallenberg

· Employees of the laboratory

· Ruben Rausing’s wife

19. Mini-project: «The Company legend»: 
Plan:

– What is «The Company legend»?

– Why is it important?

– Introduce the Legend of well-known corporation.

-----------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
· What do you know about corporation? Tell about the advantages and disadvantages of this type of proprietorship.

· What kinds and types of corporation do you know?

· Tell about any international corporation (e.g. TetraPak).

· Compare three types of proprietorship. Discuss their advantages and disadvantages.

Part 5. « Start your business»
1. Read the text and compare your list with those which are given in the text. Match the questions (a – g) with the paragraphs (0 – 6):

a. How much will my business cost to run?

b. How do I get started?

c. Where will I get the money?

d. Can I make profit?
e. What kind of business is there?

f. What can influence my business?

g. What type of proprietorship to choose?

HOW TO CHOOSE A BUSINESS?
0. When you start a business, there are many types of entities to choose from. Being a sole proprietor is a cost-effective way to get started with your business, especially if you don’t plan on having many employees or a complicated business structure. Make sure you weigh the options between being a sole proprietor versus one of the other business entity registrations, such as a corporation or partnership. All types of proprietorship have its own advantages and disadvantages, be sure to think about them in advance. 
1. If you want to start a business, good planning is important. Here are some tips.

It is necessary to know that there are three basic kinds of business. 
They are Making a product (manufacturing),

Selling a product,

Providing a service. 
2. Get organized. Decide what your special knowledge and skills are. But find out if there is a market for them. You should remember that your success depends on supply and demand. Look at people around you and get to know what they need and what you can supply. Babysitting, coaching for exams or sport, and computer training are all possibilities. Besides, your success will increase if you choose a business in which you have had previous experience or training. And, of course, you must be interested in the activity you will choose. Don’t be afraid of using your imagination.

3. Analyse general economic conditions in the country. They may have good or bad influence on your business. Think if a present situation is suitable for the business you are going to start. It means you should decide if it is possible to get profit.

4. Decide how much money you need to start your business. Think about how to get the capital. You can use your own money or you can ask the bank for a loan. If you get a loan be sure you can afford to pay the interest. 
5. Calculate your costs. First, work out your fixed costs, for example, the rent of your office or the interest on a loan. Then add your variable costs, for example, equipment or tax.

6. Work out how much to charge for your service. Find out what other people are charging and use this to set your own prices. 
VOCABULARY
	tip

to provide service

market

supply and demand

increase

to increase

training

to be afraid of smth. (doing smth.)

general economic conditions 
loan

part-time job

to be sacked
	to afford

interest

interest rate

to calculate 
costs

fixed costs

variable costs

to work out

to charge price
to set the price
to make a fortune 
to get pay rise


EXERCISES
2. Match the words from the text with the definitions:

	supply
interest
can afford
loan
demand
costs
profit
capital
	· an amount of money you need to start a business

· the money you receive from selling a product or service

· an amount of money that someone lends you

· money you pay for things and services to run you business

· an amount you pay for borrowing money, e.g. from the bank

· the necessity of a product or a service in the market

· a product or a service you can offer in the market

· a possibility to pay for something


3. Find the pairs of the antonyms among the following words:
borrow              go down              lend              sell              failed               supply
              profit              successful              buy              forget              demand
increase              start               costs              stop              remember
4. Read the text, check the underlined words in the dictionary:
BUSINESS AND FINANCE (GENERAL ECONOMIC CONDITIONS)

Banks and businesses

Most businesses need to borrow money to finance (= pay for) investments (= things they need to buy in order to help the company, e.g. machines). The money they borrow from the bank is called a loan, and on this loan they have to pay interest, e.g. if you borrow £1 000 and the interest rate is 10%, then you have to pay back £1 000, plus £100 in interest.

Businesses and profit

One of the main aims/objectives (= the things you hope to do achieve) of a company is to make a profit (= earn/receive more money than it spends) (≠ make a loss). If a company does not make a profit or a loss, it breaks even.
Most companies are happy if they can break even in their first year of business.

Companies receive money from selling their products – this money is called the turnover.

The money that they spend is called the expenditure. They spend money on these things: raw materials (= materials in their natural state used to make something else, e.g. coal and oil are important raw materials used to make plastics); labour (= employees); overheads (= necessary costs for a company, e.g. rent for buildings, electricity, telephone).

Rise and fall

Business people often need to talk about the movement of sales, prices, interest rates, profit and loss etc. Here are some of the words used to describe these trends (= movements):

	rise/go up /increase 

rise slowly/ gradually

rise sharply
	fall/ go down 

fall slowly 

go down sharply 


Note: rise, increase, and fall are also used as nouns: a slow rise in interest rates, a steady increase in sales, a sharp fall in profits, a dramatic (= sharp) rise in inflation. We can also use be up/down: prices are up by 10%; profits are down by £2m.

Businesses and the economy
In order to grow/expand (= get bigger) and thrive/prosper (= do well/be successful) many companies want or need the following:
• low inflation, so prices do not go up;

• low interest rates, so the company can borrow money without paying a lot of interest;

• economic and political stability (= things remain steady and stable and there are no sudden changes in the economic and political situation);

• a healthy/strong economy (= in good condition), and not an economy in recession (= in a period of reduced and slow business activity);

• tax cuts (= tax reductions / lower taxes), so they can keep more of their profit. This often depends on government expenditure, e.g. the government will not be able to reduce taxes if public expenditure continues to rise.

EXERCISES

5. What single word or phrase is being defined in each of these sentences?
1. Money you borrow from a bank for your business.
2. What you must pay the bank if you borrow money.
3. The continuous increase in the price of things.
4. The things you hope to do/achieve within a period of time.
5. When a company does not make a profit or a loss.
6. When an economy is in a period of reduced and slow business activity.
6. Replace the words in italics in each sentence with another word that has the same meaning:
1. There has been a slow rise in sales.
2. This comes after a dramatic fall last year.
3. Fortunately the company is doing well now.
4. And it’s growing very quickly.
5. This is one of their main objectives.
6. Profits have risen considerably.
7. Look at the graph and complete the sentences with one word for each gap:
1. In 2013 sales.........
2. In the following year they .........
3. In 2015 there was a ..........in sales.
4. In 2016 business improved and there was a .........

5. And in 2017 sales .........
6. In the five-year period sales........ by 40 000.
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8. Fill the gaps to form compound words or common phrases:

	1.........expenditure 
2. ........stability
	3. tax.........
4......... rate.
	5. raw ......... 
6. profit and .........


9. Answer these questions about your own country, using the information from the Internet? (answer the questions using the new vocabulary, not less than 5 sentences):
1. What is the current inflation rate?
2. What is the state of the economy at the moment? Is it strong? Is it in recession?
3. Do you think businesses are optimistic about the future?
4. What taxes do we pay? Has the government reduced company taxes or personal taxes in the last twelve months?
5. Has public expenditure risen or fallen in the last twelve months?
10. Read the text, check the underlined words and words in italics in the dictionary:
DUTIES, CONDITIONS, PAYMENT

What do you do?

People may ask you about your job. They can ask and you can answer in different ways:

	What do you do?
	I’m (+ job) e.g. a banker / an engineer / a teacher / a builder

	What’s your job ?
	I work in (+ place or genera1 area) e.g. a bank / marketing

	What do you do for a living?
	I work for (+ name of company) e.g. Union Bank, ICI, Fiat


Note: «Work» is usually an uncountable noun, so you cannot say «a work». If you want to use an indefinite article you must say, «a job», e.g. She hasn’t got a job at the moment.

What does that involve? (= What do you do in your job?)

When people ask you to explain your work/job, they may want to know your main responsibilities (= your duties / what you have to do), or something about your daily routine (= what you do every day/ week). They can ask like this: What does that (i.e. your job) involve?

Main responsibilities

I’m in charge of (= responsible for) all out deliveries of the factory.

I have to deal with any complaints (= take all necessary action if there are complaints).

I run the coffee bar and restaurant in the museum (= I am in control of it / I manage it).

Note: We often use to be responsible for / to be in charge of part of something, e.g. a department or some of the workers; and run for control of all of something, a company or a shop.

Daily duties/routine

I have to go to / attend a lot of meetings. 
I visit/see/meet clients (= people I do business with or for). 
I advise clients (= give them help and my opinion).

It involves doing quite a lot of paperwork (a general word we use for routine work that involves paper, e.g. writing letters, filling in forms, etc.). Note the -ing form after involve.
Pay
Most workers are paid (= receive money) every month and this pay goes directly into their bank account. It is called a salary. We can express the same idea using the verb to earn:
My salary is $60 000 a year. (= I earn $60 000 a year.) 
With many jobs you get (= receive) holiday pay and sick pay (when you are ill). If you want to ask about holidays, you can say: 
How much holiday do you get? or How many weeks’ holiday do you get? 
The total amount of money you receive in a year is called your income. This could be your salary from one job, or the salary from two different jobs you have. And on this income you have to pay part to the government – called income tax.

Working hours
For many people in Britain, these are 8.30 – 9.00 a.m. to 5.00 – 5.30 p.m. Consequently people often talk about a nine-to-five job (= regular working hours). Some people have flexi-time (= they can start an hour earlier or finish later); and some have to do shiftwork (= working at different times, e.g. days one week and nights the next week). Some people also work overtime (= work extra hours). Some people are paid to do/work overtime, others are not paid.

EXERCISES

11. Match the verbs on the left with the nouns or phrases on the right. Use each word once only:

	1. earn
	overtime

	2. work
	meetings

	3. pay
	a shop

	4. go to
	clients

	5. deal with
	£500

	6. run
	income tax


12. Starting with the words you are given, rewrite each of these sentences using vocabulary given above. The basic meaning must stay the same:
Example: I’m a banker. 
I work... in banking. 
1. What do you do? 
What’s ........ ?

2. I earn $50 000 dollars.

My .........

3. I get £20 000 from my teaching job and another £ 10 000 from writing.

My total.........

4. I am a chemist. 
I work for .........

5. In my job I have to look after and maintain all the computers in the building.

My job involves .........

6. I’m responsible for one of the smaller departments.

I’m in .......
13. This is part of a conversation with a teacher about her job. Can you supply the missing questions?
A: ........ ?
В: I usually start at nine and finish at four. 
A: ........ ?
B: Yes, a bit. On certain courses I work until five о’clock, and then I get paid extra. 
A: ........ ?
B: Twelve weeks. That’s one of the good things about being a teacher. 
A: ........ ?
B: No, we don’t, I’m afraid. That’s one of the disadvantages of being a teacher. But I suppose money isn’t everything.
14. One-minute speech questions:
· Would you prefer to work with the documents or with people?

· What working schedule would you prefer: a nine-to-five job, flexi-time, shift work?

· Would you mind working overtime? 
15. Discuss these issues in groups/pairs and give your ideas on these themes (not less than 15 sentences): 
· What are normal working hours for most office jobs in your country? Tell about Pros and Cons of a nine-to-five job.

· When you start paying income tax in your country, what is the minimum amount you have to pay?
· Freelancer – who is he? Pros and Cons of being a freelancer. Is freelancing for you? 
16. Read the text, check the underlined words in the dictionary:

DEALING WITH MONEY: MONEY – BUYING, SELLING AND PAYING

Personal finance 
Sometimes in a shop they ask you: «How do you want to pay»? 
You can answer: «Cash / By cheque / By credit card». 
In a bank you usually have a current account, which is one of where you pay in your salary and then withdraw money to pay your everyday bills. The bank sends you a regular bank statement telling you how much money is in your account. You may also have a savings account where you deposit any extra money that you have and only take money out when you want to spend it on something special. You usually try to avoid having an overdraft or you end up paying a lot of interest. If your account is overdrawn, you can be said to be in the red (= in the black or in credit). 
Sometimes the bank may lend you money – this is called a bank loan. If the bank (or building society) lends you money to buy a house, that money is called a mortgage. 
When you buy (or, more formally, purchase) something in a shop, you usually pay for it outright but sometimes you buy on credit. Sometimes you may be offered a discount or a reduction on something you buy at a shop. This means that you get, say, £10 off perhaps because you are a student. You are often offered a discount if you buy in bulk. It is not usual to haggle about prices in a British shop, as it is in, say, a Turkish market. If you want to return something which you have bought to a shop, you may be given a refund, i.e. your money will be returned, provided you have a receipt. 
The money that you pay for services, e.g. to a school or a lawyer, is usually called a fee or fees; the money paid for a journey is a fare. 
If you buy something that you feel was very good value, it’s a bargain. If you feel that it is definitely not worth what you paid for it, then you can call it a rip-off (very colloquial). 
Public finance 
The government collects money from citizens through taxes. Income tax is the tax collected on wages and salaries. Inheritance tax is collected on what people inherit from others. Customs or excise duties have to be paid on goods imported from other countries. VAT or value added tax is a tax paid on most goods and services when they are bought or purchased. Companies pay corporation tax on their profits. If you pay too much tax, you should be given some money back, a tax rebate. 
The government also sometimes pays out money to people in need, e.g. unemployment benefit (also known informally as the dole) disability allowances and student grants (to help pay for studying). Recipients draw a pension, unemployment benefit or are on the dole or on social security. 
Every country has its own special currency. Every day the rates of exchange are published and you can discover, for example, how many dollars there are currently to the pound sterling. 
A company may sell shares to members of the public who are then said to have invested in that company. They should be paid a regular dividend on their investment, depending on the profit or loss made by the company.

EXERCISES

17. Complete the sentences with words from the text:

1. Money which has to be paid on what you inherit is known as ……..

2. If the bank lends you money, you have a bank …….

3. If you have some money on your account you are in the …….

4. I paid too much tax last year so I should get a …….

5. If it’s no good, take it back to the shop and ask for a …….

18. Fill in the table below for your own, or any other, country:

	Rate of inflation

Exchange rate (against the US dollar)

Interest rate

Basic level of income tax

Rate of VAT

Monthly state pension
	…………………………………………

…………………………………………

…………………………………………

…………………………………………

………………………………………….

…………………………………………


19. Match the words on the left with their definition on the right:

	1. interest

2. mortgage

3. overdrawn account

4. savings account

5. current account

6. pension

7. disability allowance

8. child benefit

9. grant
	a) a bank account with minus money in it

b) money chargeable on loan 
c) money paid towards the cost of raising a family

d) money given by the goverment for education, welfare

e) money paid to people with a handicap

f) an account that cheques are drawn on for day-to-day use

g) an account that is used mainly for keeping money

h) a loan to purchase property

	
	


20. Answer the following money quiz, using the information from the Internet:

1. What currencies are used in Japan, Australia, India and Russia?

2. What does the expression, ,hard currency’, mean?

3. Give three examples of kinds of income that would be classed as unearned.

4. What is the Dow Jones index?

21. One-minute speech questions:
· To pay cash or by credit card, what is more convenient for you?

· Do you like to haggle?

· When you go shopping do you pay attention to the price tag with discount?

22. Elective home task. You are the employee of the bank / shop. Try to persuade the potential client to use the service of your bank / shop (use the new vocabulary, not less than 15 sentences).

23. Check the meaning of these words. Use the dictionary if necessary. Give the definitions:
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24. Fill in the gaps using the words from the Vocabulary-boxes in the necessary form:
· I need a job so I can______some money.

· Don’t ______ your money on buying a cheap office desk – it won’t last very long.

· He ______ the fortune when his uncle died.

· Ann ______all her money on presents for her family.

· Do not ________your money in the airport – they don’t give a very good rate. 
· Every year I ________ a certain percentage of my salary into my pension scheme.

· Can you _______me $100 until the weekend?

· If you ________your money into shares and stocks, you might lose it.

· Jon______over $10 by buying his books second hand.

25. Guess the word by its definition:
· a record of the money put into and removed from a bank account;

· a machine, usually in a wall outside a bank, from which you can take money out of your bank account using a special card;
· an agreement that allows you to borrow money from a bank or similar organization, especially in order to buy a house;

· a place where shares in companies are bought and sold, or the organization of people whose job is to do this buying or selling;
· the rate at which the money of one country can be changed for the money of another country;
· an amount of money paid regularly by the government or a private company to a person who does not work anymore because they are too old .
26. One-minute speech questions:
· Are you cautious with money, or you spend more money than you have?

· How often do you lend and borrow money?

· Can you save money or you spend and even waste it at once?

27. Discuss these issues in groups/pairs and give your ideas on these themes (not less than 15 sentences): 
· Sale – What is it? Is it a bargain or a marketing ploy?

· Pros and Cons of buying second hand. Share your own experience.

· Pros and cons of pocket money. How should it be given to children by parents (weekly, daily, by request). Share your own experience.

· Tips. It is necessary to tip? Share your own experience.

28. Elective home task. Here are two well-known sayings. Choose one. Explain the meaning of it. Agree or disagree with it. Give your own ideas on this question:
· Money is the root of all evil.

· Money makes the world go round.

------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
· Tell about factors that are necessary to pay attention to when you start your business.

· What type of business would you like to start? Explain your choice. Tell about some tips of your business plan.

Part 6. «Project: getting started in business»
PROJECT

GETTING STARTED IN BUSINESS 
Task: You are the businessman. 2 years ago you started business. Introduce your business to attract more investors. (write your speech according to the plan, all points should be mentioned; the speech must be not less than 30 sentences; use as much of new Vocabulary as possible; prepare a presentation)

PLAN

1) Type of proprietorship chosen (explain your choice);

2) Kind of business, sphere of activity chosen (explain your choice);
3) Exact location (the reasons of choosing the certain location);
4) The title as a «DBA» or «doing business as» (the reasons of choice);
5) Running the business (all details about the company; profit; loss; taxes…)
6) Staff (employees; duties; working hours, schedule; salary; wage; holiday pay; sick pay; method of payment...) 
7) Your own duties and responsibilities;

8) Target audience;

9) Monetary issues for clients (prices; discounts, sales);

10)  Peculiar feature of your business that differentiates it from the competitors; 
11)  Company legend;

12)  Plans / objectives.

VOCABULARY
	to provide services
	предоставлять услуги

	market
	рынок

	supply and demand
	спрос и предложение

	increase
	увеличение

	to increase
	увеличивать

	general economic conditions
	общие экономические условия

	to calculate expenses
	вычислять расходы

	fixed costs
	фиксированные затраты

	variable costs
	переменные затраты

	to work out
	разработать

	to set the price
	установить цену

	to go bankrupt
	обанкротиться

	wealthy
	состоятельный

	to be fired
	быть уволенным

	surplus
	излишек

	to fail
	потерпеть неудачу

	finance
	финансы

	investment
	капиталовложения, инвестирование

	interest rate
	процентная ставка

	to pay back
	возвращать деньги

	objective
	цель, задача

	to make a profit
	поучить прибыль, доход

	to make a loss
	понести убытки, потери

	to break even
	становиться безубыточным, самоокупиться

	turnover
	оборот

	expenditure
	расходы; расходование

	overheads
	накладные расходы

	to expand
	расширять(ся), увеличивать(ся) (в размере), развивать(ся)

	to thrive /prosper
	процветать

	to rise gradually
	постепенно повышаться

	to rise sharply
	резко повышаться

	a slow rise
	медленное повышение

	a steady increase
	постоянный рост

	a sharp fall
	резкое падение

	a dramatic (= sharp) rise
	резкий рост

	low inflation
	низкая инфляция

	economic and political stability
	политическая и экономическая стабильность

	healthy/strong economy
	сильная, здоровая экономика

	recession
	рецессия, застой

	tax cuts
	сокращение налогов

	to reduce taxes
	сокращать налоги

	public expenditure
	общественные расходы

	to pay cash
	платить наличными

	to pay by credit card
	платить кредитной картой

	current account
	текущий счет

	to pay your everyday bills 
	оплачивать повседневные счета

	to withdraw money
	снимать деньги со счета

	bank statements
	банковская выписка / банковское уведомление

	saving account
	сберегательный счет

	to have an overdraft
	превысить лимит

	to be in the red /
to in the black/in credit
	превысить лимит

	to lend money
	одалживать 

	bank loan
	ссуда

	mortgage
	ипотека

	purchase
	покупка

	to pay outright
	платить полной суммой

	to buy on credit
	покупать в кредит

	discount
	скидка

	to haggle about prices 
	торговаться о ценах

	to buy in bulk
	покупать оптом

	to get a refund
	получать возврат

	receipt
	чек

	bargain
	сделка

	income tax
	подоходный налог

	wage
	зарплата

	salary
	зарплата

	inheritance tax
	налог на наследство

	excise duties / customs
	таможенные пошлины

	value added tax
	НДС

	tax rebate
	налоговый вычет

	unemployment benefit
	выплаты по безработице

	disability allowances
	пенсия по инвалидности

	to be on the dole/ on the social security
	быть на государственном обеспечении

	currency
	валюта

	exchange rate
	обменная ставка

	loss
	убытки

	profit
	прибыль

	to be in charge of
	руководить 

	to do paperwork
	делать канцелярскую работу

	holiday pay
	отпускные

	sick pay
	больничные

	nine-to-five job
	фиксированный рабочий день

	flexi-time job
	гибкий график

	shift-work
	посменная работа

	to work overtime
	работать сверхурочно

	to get pay rise
	получить повышение зарплаты

	to get promotion
	получить повышение по службе

	part-time job
	частичная занятость

	to pay interest
	платить проценты

	interest rate
	процентная ставка

	turnover
	денежный оборот

	expenditure
	траты\ издержки 

	overheads
	накладные расходы

	to expand business
	расширять бизнес

	to prosper
	процветать

	economy in recession
	экономический спад

	tax cuts
	урезание налогов


UNIT 3. FUTURE SPECIALTY 
(additional topic for the 3d term)

Part 1. «Profession of an economist»
1. Think about your associations with the profession of an economist. Complete the mind map:
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2. Answer the questions:

1. Why is it important to choose a profession correctly? 
2. What / who can help you make the right choice? 
3. What professional field can you choose? Why? 
4. Does the family tradition have any influence on your choice? 
5. Are your favorite subjects connected with your choice? 
6. Do you have any practical skills? 
7. Which personal qualities can help you in acquiring this profession?

8. What do you know about the requirements of the profession you have chosen? 
9. Do you see the advantages and disadvantages of this profession? 
10. Will English help you in your future work?

3. Match combinations denoting the actions with the professions. Pay attention to the underlined words:
to run a business, to be patient, to have the knowledge of psychology, to wear a uniform, to train physically, to have green fingers, to have a good ear, to be fond of children, not to get airsick, to work night shifts, to speak from memory, to know the laws, to have a rich imagination, to study constantly, to be polite, to be able to imitate, to be careful and scrupulous, to be strict.

(steeplejack, electrician, sailor, fireman, veterinarian, body guard, politician, banker, actor/actress.)

4. Read the text and try to find the meaning of the underlined words:

MY FUTURE SPECIALITY

A modern world can offer a great variety of professions. But while choosing any of them a person should take many factors into consideration, such as: wages and salary, job-satisfaction, opportunities to travel and to develop himself. For me, the most important criterion is job-satisfaction and that’s why I have chosen the profession of an economist. 
I believe this profession is interesting and I could have good career prospects in the future. But on the other hand, it is necessary to have both perfect theoretical and practical special knowledge in different fields of economy. Though it is a hard work I hope to do well with the studies and after passing the state examinations to get the qualification of an economist. 
At the university students make acquaintance with the principles of economic activity. A great deal of time they spend on studying commerce and its functions, customer’s demand, commerce and trade turnover, material base and finance. They study methods of management and plan the commerce development on the basis of analysis of economic activity in commercial firms and establishments. Besides, future economists get to know how to calculate the introduction efficiency and technical expenses, to plan money costs and count productivity. 
This theoretical knowledge is enriched by the practice that will help the students to solve different commerce-technological problems and make the correct managerial decisions in the future. 
My speciality is considered to be very important and urgent nowadays. Modern commerce has a tendency of transition to the market relations. And as a result different forms of property appear: commercial banks, join-stock companies and sole proprietorships. The work here will demand deep knowledge not only in economics but also in computer science. 
There are two aspects I’d like to deal with in the future. They are marketing and advertising. I’m interested in international marketing that’s why I need have proper knowledge in a foreign language. These skills can help me to get information about companies and customers’ needs, demand for products and services and a situation in the international markets from a foreign literature and periodicals.

If a company wants to be successful in a market it is necessary to promote its product. That’s why special events, such as: product shows, exhibitions and presentations are held. These events comprise communication mix where people from various countries can take part. And here language knowledge can also be helpful.

Advertising is a part of marketing. And I presume that it will be my primary occupation in future. I want to devote my life to it, as the role of advertising is very important. It is a powerful tool that formulates demand, promotes sales, informs buyers about company’s products and services and creates the company’s image.
Such are my plans for the future. As you can see they are rather complicate and far-reaching. And I hope, in spite of the fact that my future speciality is quite difficult and requires discipline and high quality of work, there will be a great possibility to reveal my knowledge and personal qualities.

VOCABULARY
	· to take into consideration
· to calculate the introduction efficiency
· to calculate technical expenses
· job-satisfaction
· opportunity
· to do well

· advertising

· to get a qualification of

· to make acquaintance with
· economic activity
· customer’s demand
· commerce turnover
· primary occupation 
· methods of management
· personal qualities
· analysis of economic activity

· to be enriched by the practice

· a tendency of transition to the market relations

· to require discipline and high quality of work
· commerce and its functions

· to plan the commerce development
· to make the correct managerial decisions 
· to creates the company’s image
	· to count productivity
· urgent 
· deep knowledge
· career prospects
· proper knowledge
· demand for smth
· to be successful
· to presume 
· a great deal of time

· to devote

· to promote 
· buyer 
· far-reaching plan
· possibility 
· to reveal knowledge
· establishment
· to plan money costs
· to comprise

· high quality of work 
· powerful tool 
· computer science

· trade turnover
· principles of economic activity


EXERCISES

5. Match the words to make the phrase:

to take into                                    discipline and high quality of work

to make                                         demand

principles of                                  productivity

commerce                                     companies

customer’s                                    practice

methods of                                    management

to be enriched by                          acquaintance with

to count                                         the qualification

far-reaching                                  economic activity
to require                                      plans
to reveal                                        consideration

join- stock                                     turnover

to get                                             knowledge and personal qualities
6. Find the synonyms among the following words:

	opportunity
solution
rational

occupation

trend

expenses

wages

to calculate

to provide
qualification

to show
to deal with

to give
to count
	to suppose

to take into consideration
buyer
requirement

to reveal
proper

property

salary
deep

to pay attention
ownership

demand
decision
	establishment
speciality

costs
to cope

job
important

possibility

tendency

company

urgent
customer

to presume

optimum


7. Fill in the gaps with the words from the list:
	job-satisfaction market relations productivity 

money costs 
	get the qualification 
be enriched 
proper knowledge 
primary occupation
	to promote 
make acquaintance
advertising


a) The students who have done well with all their studies and passed the state examinations, _____ of an economist.

b) Theoretical knowledge must _____ by the practice.

c) For many people, the most important criterion of the future profession is _____.

d) At the university students _____ with the principles of economic activities.

e) I’d like to devote my life to _____ as it plays a very important role nowadays.

f) It is necessary to know how to plan _____ and to count _____.

g) Today modern commerce has a tendency of transition to the _____.

h) Future economists study how _____ products in the market.

i) I believe my _____ in future will be connected with computer science. 
j)  _____ in a foreign language could help me to find a well-paid job. 
8. Translate the sentences from Russian:

a) Моя будущая профессия требует дисциплины и высокого качества работы.

b) Я хочу посвятить свою жизнь экономике, поэтому я должен иметь хорошие специальные знания и получить квалификацию экономиста.

c) Студенты нашего факультета постоянно обогащают свои теоретические знания практикой.

d) Если ты хочешь стать высококвалифицированным экономистом, тебе следует успешно учиться и получить глубокие знания в планировании экономики, денежных затрат и методов управления.

e) Знания иностранного языка и информатики смогут дать мне возможность найти высокооплачиваемую работу.

f) В будущем я собираюсь иметь дело с рекламой.

g) Реклама – это часть маркетинга. Ее основной функцией является продвижение товаров на рынке.

h) Моим основным занятием будет маркетинг.

i) Студенты экономического факультета знакомятся с деятельностью коммерческих фирм.

j)  Заработная плата играет немаловажную роль в получении удовлетворения от работы.

k)  Он хорошо справляется с работой, поэтому у него есть все шансы получить повышение по службе.

l) Коммерция имеет дело с финансами, торговым оборотом и затратами.

m) Новая должность позволила ему раскрыть его деловые качества и показать великолепные специальные знания.

n) Он должен был обеспечить компанию информацией о потребительском спросе на рынке. 
o) Очень важно правильно выбрать методы управления, чтобы добиться успеха.

9. Agree or disagree with the statements and prove your opinion:

· The profession of an economist is very important today.

· The profession of an economist is considered to be a prestigious one.

· Theoretical knowledge should be enriched by the practice.

· The profession of an economist is quite difficult (boring).

· The profession of an economist requires special knowledge in different fields.

· Deep knowledge of a foreign language can help you to find a well-paid job.

· Advertising plays a big role in our life today.

· If I had a chance to choose a profession again I wouldn’t prefer to be an economist.

10. Working in two groups think about advantages and disadvantages of being an economist. Make up the list and present it to the groupmates:
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11. Answer the questions:

1. What makes people choose a definite profession? Why is it vitally important?

2. What did you want to become when you were a little kid?

3. Why do parents usually play an important role helping children with the choice? Why is this their responsibility?

4. What qualities are necessary for your future profession? 
5. What do you know about the psychological aspects of the profession?

6. What professions are considered to be risky?

7. Could you give any advice to your friends about the choice of profession?

8. Which profession would you never choose? Why? 
Part 2. «My future specialty»
1. Read the text and check the translation of the underlined worlds:
THE CAREER LADDER

Getting a job

When Paul left school he applied for (= wrote an official request for) a job in the accounts department of a local engineering company. They gave him a job as a trainee (= a very junior person in a company). He didn’t earn very much but they gave him a lot of training (= organized help and advice with learning the job), and sent him on training courses.

Moving up

Paul worked hard at the company and his prospects (= future possibilities in the job) looked good. After his first year he got a good pay rise (= more money), and after two years he was promoted (= given a higher position with more money and responsibility). After six years he was in charge of (= responsible for/the boss of) the accounts department with five other employees under him (= under his responsibility/authority).

Leaving the company

By the time Paul was 30, however, he wanted a fresh challenge. He was keen to work abroad, so he resigned from his company (= officially told the company he was leaving his job; you can also say «he quit the company») and started looking for a new job with a bigger company. After a couple of months he managed to find a job with an international company which involved (= included) a lot of foreign travel. He was very excited about the new job and at first he really enjoyed the travelling, but...

Hard times

After about six months, Paul started to dislike the constant moving around, and after a year he hated it; he hated living in hotels, and he never really made any friends in the new company. Unfortunately his work was not satisfactory either and finally he was sacked (= told to leave the company / dismissed / given the sack) a year later.

After that, Paul found things much more difficult. He was unemployed (= out of work/without a job) for over a year. He had to sell his car and move out of his new house. Things were looking bad and in the end Paul had to accept a part-time job on a fruit and vegetable stall in a market.

Happier times

To his surprise, Paul loved the market. He made lots of friends and enjoyed working out in the open air. After two years, he took over (= took control of) the stall. Two years later he opened a second stall, and after ten years he had fifteen stalls. Last year Paul retired (= stopped working completely) at the age of 55, a very rich man.

EXERCISES

2. Explain the words in English:
	to apply for a job –

trainee – 
training courses – 

prospects –

to promote – 

employee –
	to resign – 

to be sacked /dismissed/given the sack – 

unemployed – 

a part-time –

to retire –


3. Write a single word synonym for each of these words / phrases:
1. given the sack = ........
2. out of work = ........
3. left the company = ........
4. was given a better position in the company = ........
5. future possibilities in a job = ........
6. stopped working for ever = ........
7. workers in a company = ........
4. Find the logical answer on the right for each of the questions on the left:

	1. Why did they sack him ?
	a) Because he was nearly 65.

	2. Why did they promote him?
	b) Because he was late for work every day.

	3. Why did he apply for the job?
	c) Because he needed more training.

	4. Why did he retire?
	d) Because he was out of work.

	5. Why did he resign?
	e) Because he was the best person in the department.


5. Complete these sentences with a suitable word or phrase:
1. I don’t want a full-time job. I’d prefer to work .........
2. She’d like to go on another training .........
3. I’m bored in my job. I need a fresh .........
4. He works on a stall in the .........
5. At the end of this year we should get a good pay .........
6. She’s got more than a hundred workers under .........
7. I didn’t know he was the new manager. When did he take ........ ?
8. It’s a boring job and the pay is awful. Why did he ........ ?
6. Complete this word-building table. Use a dictionary to help you:
	Verb
	General noun
	Personal noun(s)

	promote 
employ 
resign 
retire 
train 
	....................... .......................

........................

.......................

.......................
	 – 
.......................

–

–

.......................


7. One-minute speech questions:
· Would you like to have the annual training courses from the company at your future job?
· Would you like to have the job with the frequent business trips?
8. Discuss these issues in pairs and give your ideas on these themes (not less than 15 sentences): 
· What is job satisfaction from your point of view?

· Would you like to have a challenging work?

· Would you like to have the job with the constant development of your skills and necessity to get the up-to-date information?

9. What makes a good job? Rank the following 1 to 8, with 1 being the most motivating for you, and discuss your decision with your team. Add some more you have more points:
· Flexible working hours

· Being part of a team

· An excellent salary

· Long holidays

· Promotion prospects

· Staff facilities, e.g. sport centre, child-care centre…
· An inspirational boss
10. Prepare the topic «My future speciality» according to the plan:
a) Importance of the speciality nowadays;

b) Your criteria for choosing a speciality;

c) Advantages of the speciality;

d) Disadvantages of the speciality;

e) Plans for the future (your primary occupation).
----------------------------------------------------------

THE QUESTIONS FOR ORAL PRACTICE:
What can you tell about your future specialty and career you would like to build? 

КОНТРОЛЬНО-ИЗМЕРИТЕЛЬНЫЕ МАТЕРИАЛЫ

Контрольно-измерительные материалы (КИМ) предназначены для проверки знаний студентов в конце семестра (если дисциплина завершается только зачетом) или на экзаменационной сессии, если дисциплина завершается экзаменом. Для оценки навыков монологической речи студентов предлагается следующее:

1) список лексического минимума по каждой из пройденных тем; 
2) вопросы для контроля навыков монологической речи студентов.

Задания предлагаются студентам в виде отдельных билетов. Демонстрация знаний лексических единиц проводится без дополнительной временной подготовки. Что касается контроля навыков монологической речи студентов, то целесообразно давать 2 – 3 минуты на подготовку ответа на полученный вопрос. После выступления студента можно задать вопросы для дополнения высказывания и корректировки лексических и грамматических ошибок.

Оба задания позволяют определить, насколько студент освоил лексику, грамматику и, конечно, показывают уровень навыков монологической речи.

ВОПРОСЫ ДЛЯ КОНТРОЛЯ НАВЫКОВ МОНОЛОГИЧЕСКОЙ РЕЧИ

UNIT 1. Recruitment
Part 1. «Applying for a job»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

How should an applicant prepare for a job interview?

Unit 1 (2)

(Answer the question: 20 sentences with the new vocabulary)

Which options should an employer first consider when he wants to hire a new employee? What qualifications and personal characteristics do the employers consider in choosing an employee?

UNIT 1. Recruitment

Part 2. «Core skills»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

What skills should a specialist in Economics and management possess? What communication skills and Technology Skills are necessary for this profession? 
UNIT 1. Recruitment

Part 3. «Unemployment»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

Every year more and more people are out of work. What can be done to solve the problem of unemployment? Speak on this topic.
UNIT 2. Management & Cultural Diversity

Part 1. «Cultural diversity»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

Tell about the main rules of behaviour in GB.

Unit 1 (2)

(Answer the question: 20 sentences with the new vocabulary) 
Tell about advantages and disadvantages of working overseas.

Unit 1 (3)

(Answer the question: 20 sentences with the new vocabulary) 
Which countries would you like and not like to go and work in?

Unit 1 (4)

(Answer the question: 20 sentences with the new vocabulary) 
Which jobs are the most respected in your country? 
Unit 1 (5)

(Answer the question: 20 sentences with the new vocabulary) 
What problems can people who work abroad have?

UNIT 2. Management & Cultural Diversity

Part 2. «Sole proprietorship»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

What do you know about sole proprietorship? Tell about the advantages and disadvantages.

Unit 1 (2)

(Answer the question: 20 sentences with the new vocabulary)

What do you know about sole proprietorship? Tell about the process of the sole proprietorship registration.

Unit 1 (3)

(Answer the question: 20 sentences with the new vocabulary)

Tell about the famous businessman. Explain your choice.

UNIT 2. Management & Cultural Diversity 
Part 3. «Partnership»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

What do you know about partnership? Tell about the advantages and disadvantages of this type of proprietorship.

Unit 1 (2)

(Answer the question: 20 sentences with the new vocabulary)

What types of partners and partnership do you know?

Unit 1 (3)

(Answer the question: 20 sentences with the new vocabulary)

What do you know about partnership? What is proprietorship agreement?

Unit 2. Management & Cultural Diversity

Part 4. «Corporation»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

What do you know about corporation? Tell about the advantages and disadvantages of this type of proprietorship.

Unit 1 (2)

(Answer the question: 20 sentences with the new vocabulary)

Tell about any international corporation (e.g. TetraPak).

Unit 1 (3)

(Answer the question: 20 sentences with the new vocabulary)

Compare three types of proprietorship. Discuss their advantages and disadvantages.

Unit 2. Management & Cultural Diversity

Part 5. «Start your business»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

Tell about factors that are necessary to pay attention to when you start your business.

Unit 1 (2)

(Answer the question: 20 sentences with the new vocabulary)

What type of business would you like to start? Explain your choice. Tell about some tips of your business plan.

Unit 3. Future specialty

Part 2. «My future specialty»
Unit 1 (1)

(Answer the question: 20 sentences with the new vocabulary)

Tell about your future specialty and career you would like to build. 
ЛЕКСИЧЕСКИЙ МИНИМУМ
UNIT 1. Recruitment

Part 1. «Applying for a job»
1
1) подать заявление на работу

2) проходить собеседование 

3) заполнять анкету / бланк заявки

4) совет

5) краткий 

6) фактический

7) подпись

8) сопроводительное письмо

9) специальность, специализация, основной вид деятельности

10) опыт 

11) содействовать, способствовать, помогать 

12) резюме

13) подчеркивание 

14) жирный шрифт 

15) заголовок 

16) выделять

17) доступный по запросу

18) местное бюро консультирования по вопросам карьеры

19) элегантный 

20) принимать

21) перспективы

22) иметь прекрасные отзывы

23) хорошая рабочая обстановка

24) должностное лицо

25) связи

26) уволить

27) канцелярская работа

28) конечный срок

29) трудовое соглашение

30) выплачивать проценты по чему-либо

31) приостановить выплату процентов

32) неоплаченный заем 

33) заем, полученный на рынке евродолларов

34) заем, не приносящий доход

35) заем, погашение которого вызывает сомнение
UNIT 1. Recruitment
Part 1. «Applying for a job»
2

1) взять на себя обязанности председателя

2) руководить банком

3) обвинить кого-либо в некомпетентности и мошенничестве

4) держать в банке какую-либо сумму на каком-либо депозите

5) текущая работа

6) пожать руки

7) уместно, по делу

8) порой, периодически, иногда

9) противоречить

10) спорит

11) перебивать

12) критиковать предыдущих работодателей 

13) покорный

14) с уважением относиться

15) модное словечко

16) письмо, которое отправляется после деловой встречи 

17) сильные и слабые стороны 

18) Со ссылкой на ваше объявление в ... , я хотел бы претендовать на должность ... в вашей компании.

19) Недавно я слышал от ... что есть вакансия в вашем отделе продаж.

20) Я привык работать самостоятельно.

21) Я ценю возможность работать по собственной инициативе и готов взять на себя определенную ответственность.

22) Во время подготовки к моей нынешней работе я проходил курсы по маркетингу.

23) Поскольку моя нынешняя должность не сулит больших перспектив для продвижения по службе, я предпочел бы работать в такой расширяющейся организации, как ваша.

24) В настоящее время я зарабатываю ... в месяц.

25) Спасибо, что предложили мне должность/должность …

26) Я с удовольствием принимаю эту должность.

27) С нетерпением жду начала работы 1 сентября.

28) отказ принять предложенную работу

29) С сожалением вынужден сообщить вам, что я не могу принять эту должность, поскольку получил другую, более привлекательную.

30) Я считаю, что мой опыт в этой области не будет использован в полной мере в вышеуказанном положении. Поэтому я вынужден отказаться.

UNIT 1. Recruitment

Part 1. «Applying for a job»
3

1) убеждать

2) подловить, сбить с толку 

3) привилегия, льготы

4) самонадеянный

5) отталкивать, отпугивать кого-либо

6) выбор

7) наниматель, работодатель

8) служащий, работающий по найму

9) нанять, трудоустроить

10) рассматривать, принимать во внимание

11) соответствовать должности

12) отдел кадров

13) кандидат на должность

14) ценный источник

15) агентство по найму

16) консультационная фирма

17) помещать объявления, рекламировать

18) два вида характеристик

19) оценивать через интервью

20) руководитель, администратор

21) управляющий, администратор

22) управляющий, администратор

23) вице-президент

24) руководитель отдела

25) мастер, руководитель

26) должность

27) ставить цели

28) распределять обязанности

29) работать по принуждению

30) быть пунктуальным

31) подчиняться правилам

32) отдел кадров 
UNIT 1. Recruitment

Part 2. «Core skills»
1

1) основные навыки
2) способность следовать правилам, букве закона 

3) надежность

4) целеустремленность, решительность

5) зависеть от чего-либо, быть завязанным на чём-либо

6) иметь прекрасные отзывы с предыдущей работы

7) Какую зарплату вы считаете достойной для вас?

8) Я надеюсь найти здесь хорошую рабочую обстановку.

9) начальник

10) подчиненный

11) должностное лицо

12) зарплата служащих 

13) зарплата рабочих

14) общее название оплаты проделанной работы

15) общее название оплаты любых услуг

16) гонорар творческих работников

17) различного рода льготы на работе

18) премия

19) трудовое соглашение

20) быть умелым в переговорах

21) предположить 

22) здравый смысл

23) трудолюбие

24) способность быть гибким и адаптируемым

25) наличие подлинного подхода

26) находчивость

27) порядочность

28) умственные способности

29) тактичность

30) адекватная самоуверенность

31) терпение

32) преуспевать в чём-либо

33) при любых обстоятельствах

34) способность связывать элементы, знания и догадки вместе

35) принимать мутный негатив и превращать его в резкий четкую картинку

36) вдохнуть

37) налоговая декларация
UNIT 1. Recruitment

Part 3. «Unemployment»
1

1) безработица 

2) оставить в беде

3) неравенство

4) бедность

5) усиленная (повышенная) международная конкуренция

6) промышленно развитые страны

7) бросать вызов

8) учетверять 

9) сырье

10) произведенные товары

11) утверждать 

12) избыток неквалифицированной рабочей силы

13) создавать спрос на что-либо

14) поставлять, снабжать

15) повышать производительность

16) переподготовка рабочих

17) имеющийся в наличии, доступный

18) сократить расходы

19) компенсировать что-либо

20) заработать прожиточный минимум

21) средний уровень безработицы

22) с поразительной скоростью

23) политика государственных расходов

24) финансировать

25) процветать за счет

26) резерв неквалифицированной рабочей силы 

27) ведущий к / способствующий совершению преступлений на почве ненависти

28) с точки зрения

29) злоупотребление наркотиками

30) постоянная работа

31) временная работа

32) работник с полной занятостью

33) постоянный сотрудник / сотрудник на годовом контракте

34) расходы 

35) ставки на акции 

36) вкладывать деньги

37) получить огромный доход 

38) негласное требование

39) online-специалист по подбору персонала

40) система слежения
UNIT 2. Management & Cultural Diversity

Part 1. «Cultural diversity»
1

1) правила поведения в обществе / неписанные правила

2) черты характера

3) особенность

4) казаться

5) неудача

6) выстраиваться в очередь

7) расстроенный / грубый / вежливый

8) ждать своей очереди

9) привычка

10) нарушать / следовать, соблюдать правила

11) оставлять чаевые

12) пословица

13) добиться, осуществить

14) противоположная точка зрения

15) благополучный, преуспевающий

16) расширить свой кругозор и улучшить языковые навыки 

17) погружаться

18) преодолеть препятствия

19) знать, быть осведомленным

20) влиять, оказывать влияние на что-либо (2)

21) кампания 

22) внешняя / внутренняя среда

23) переговоры

24) руководства по эксплуатации

25) полностью

26) затруднять, помешать, воспрепятствовать

27) правовые соображения

28) существенный

29) налоговое законодательство и его исполнение / осуществление

30) ограничения на импорт и экспорт

31) взвешивать потенциальные выгоды и убытки

32) учредить / создать филиал

33) каналы распределения товаров и услуг

34) оптовик и розничный торговец

35) национальный валовый продукт на душу населения

36) переговорная сила / переговорные позиции в принимающем государстве

37) адаптироваться к изменяющимся условиям

38) ограничивать

39) усилия по стратегическому управлению

40) падение, кризис

41) противодействие зарубежному бизнесу и ужесточение местных правил

42) Международный валютный фонд

43) содействовать

44) страны Третьего мира, наименее развитые страны
UNIT 2. Management & Cultural Diversity

Part 2. «Sole proprietorship»
1

1) хорошо разбираться в чём-либо

2) идентификационный номер налогоплательщика (ИНН)

3) индивидуальный предприниматель 

4) дать совет 

5) принять решение 

6) контролировать прибыль 

7) совет директоров

8) начать собственное дело 

9) заниматься бизнесом в одиночку 

10) проконсультироваться с адвокатом 

11) оформить бизнес 

12) отслеживать доходы / расходы бизнеса 

13) нанимать (наём)

14) быстро достичь хороших результатов 

15) неограниченная ответственность 

16) нести ответственность за долги

17) уволиться (увольнение) 

18) упрощенные налоговые требования

19) объявить себя банкротом 

20) вести бухгалтерский учет /заниматься налогами

21) обдумать

22) соответствующие местные органы власти

23) увольнять

24) планируемый, намечаемый

25) бухгалтер (2)

26) квалифицированный

27) обанкротиться 

28) подать информацию о налогах

29) владеть (владелец) 

30) оплатить регистрационный сбор 

31) индивидуальное предпринимательство / партнерство / корпорация 

32) насчитывать, составлять, учитывать

33) потерять личное имущество, активы / собственность / имущество

34) денежные поступления 

35) сфера услуг 

36) ремонтная мастерская 

37) получить налоговые льготы

38) вести бизнес

39) прибыль, излишек

40) потерпеть неудачу

41) принимать решения, связанные с чем-либо

42) представленный на рассмотрение
UNIT 2. Management & Cultural Diversity

Part 3. «Partnership»
1

1) финансовые ресурсы
2) человеческие ресурсы

3) управленческие ресурсы

4) вести бизнес с целью получения прибыли

5) совладелец компании 

6) вкладывать деньги в бизнес

7) ограниченное участие

8) ограниченная ответственность

9) судебные тяжбы, разбирательства

10) выгоды

11) недостатки

12) подписать партнерское соглашение

13) зарегистрировать партнерство

14) управлять 

15) уточнить отношения

16) соответствующие доли в прибылях или убытках

17) внести деньги

18) индивидуальная ответственность партнера

19) иерархия

20) доля собственности

21) доля, получаемая при распределении активов и пассивов 

22) наемные партнеры

23) акционерные партнеры

24) входные и инвестиционные требования

25) нести ответственность 

26) дополнительные навыки управления

27) хозяйствующий субъект, юридические лицо (организация, субъект предпринимательской деятельности), учреждение

28) привлечь дополнительный капитал

29) кредиторы 

30) авансировать деньги во что-либо
UNIT 2. Management & Cultural Diversity

Part 3. «Partnership»
2

1) субъект неограниченной финансовой ответственности
2) плата, поборы

3) оплатить долю долгов 

4) аннулировать (предприятие) 

5) генеральный партнер

6) партнер c ограниченной ответственностью

7) партнер без права голоса

8) теневой, секретный партнер

9) власть, полномочия

10) иметь полномочия в управлении

11) нефтеразведка 

12) добывающая промышленность

13) недвижимость 

14) объединение, ассоциация

15) страхование

16) нести юридическую ответственность за что-либо

17) сделка 

18) биржевое маклерство

19) заниматься чем-либо

20) ладить друг с другом 

21) привлекать покупателей

22) сделать правильный выбор

23) рисковать

24) нести юридическую ответственность

25) комбинировать ресурсы

26) распределять доходы и убытки

27) вложить сумму денег в бизнес

28) делать вклад, содействовать умениям, навыкам

29) это становится уже делом техники
UNIT 2. Management & Cultural Diversity

Part 4. «Corporation»
1

1) акция (2)

2) нацелиться

3) обеспечивать 

4) быть зарегистрированным

5) неприбыльный

6) выпускать и продавать акции

7) вкладывать деньги повторно

8) расширяться (о производстве)

9) проводить собрание

10) соединяться, объединяться

11) владеть собственностью 

12) голосовать 

13) устав, юридические положения для предприятий

14) возбуждать судебное дело

15) подвергаться судебному разбирательству

16) отличить, разграничить

17) состоятельный

18) привлекать финансовые ресурсы 

19) привлечь большой капитал 

20) преследовать общую цель 

21) образовательные, религиозные, благотворительные учреждения

22) предложить высокие зарплаты

23) нуждаться в юридической консультации

24) подавать заявление на корпоративный патент 

25) выбрать административных исполнителей компании 

26) акционер, держатель акций (2)

27) осуществлять ежедневное руководство 

28) следовать юридической процедуре
UNIT 2. Management & Cultural Diversity

Part 4. «Corporation»
2

1) взамен на вложенный капитал

2) избрать совет директоров

3) иметь решающее слово 

4) ежегодное собрание 

5) иметь ограниченную юридическую ответственность

6) юрисдикция

7) АО

8) прибыльный бизнес

9) богатство

10) превосходить, превышать

11) изобретение

12) революционизировать

13) бюджетный

14) розничная сеть

15) торговый центр

16) оптовый рынок

17) осознать огромный потенциал

18) видеть перспективы

19) требовать, утверждать

20) прийти к идее

21) быть под большим давлением

22) найти решение

23) придумать идею

24) усомниться

25) убедить

26) купить патент

27) появиться, всплыть
UNIT 2. Management & Cultural Diversity

Part 5. «Start your business»
1
1) совет

2) предоставлять услуги

3) рынок

4) спрос и предложение 

5) рост

6) усиливать

7) обучение

8) бояться сделать что-либо

9) общие экономические условия 

10) заём

11) частичная занятость

12) быть уволенным 

13) позволить себе что-либо

14) процент

15) процентная ставка

16) вычислять 

17) затраты

18) постоянные / фиксированные затраты /издержки

19) переменные затраты

20) разрабатывать

21) устанавливать цены (2)

22) сделать состояние

23) получить повышение зар.платы 

24) платить проценты 

25) возвращать деньги

26) цель, задача

27) поучить прибыль, доход

28) понести убытки, потери

29) становиться безубыточным, самоокупиться

30) оборот

31) расходы; расходование
UNIT 2. Management & Cultural Diversity

Part 5. «Start your business»
2

1) сырьё
2) накладные расходы
3) медленно/ постепенно повышаться

4) резко повышаться

5) медленное повышение

6) постоянный рост

7) резкое падение (2)

8) резкий рост (2)

9) расширять(ся), увеличивать(ся) (в размере) (2)

10) развивать(ся), процветать (2)

11) низкая инфляция

12) низкая процентная ставка, низкая ставка

13) экономическая и политическая стабильность

14) сильная, здоровая экономика

15) рецессия, застой

16) сокращение налогов

17) сокращать налоги

18) общественные расходы

19) жалобы

20) руководить 

21) выполнять бумажную волокиту, канцелярскую работу

22) отпускные

23) больничные

24) подоходный налог

25) фиксированный рабочий день

26) гибкий график работы

27) работать по сменному графику

28) работать сверхурочно

29) платить наличными

30) платить кредитной картой

31) текущий счет
UNIT 2. Management & Cultural Diversity

Part 5. «Start your business»
3
1) снимать деньги со счета

2) оплачивать повседневные счета

3) банковская выписка / банковское уведомление

4) сберегательный счет

5) минусовой баланс

6) быть в минусовом балансе, превысить лимит (4)

7) одалживать 

8) ипотека

9) покупать, покупка

10) платить полную сумму

11) покупать в кредит

12) скидка (2)

13) покупать оптом

14) торговаться о ценах

15) возврат

16) чек

17) хорошая цена

18) сделка

19) «обдираловка» (жар.)

20) налог на наследство

21) таможенные пошлины (2)

22) НДС

23) корпоративный налог

24) налоговый вычет

25) выплаты по безработице (2)

26) пенсия по инвалидности

27) получать пенсию

28) быть на государственном обеспечении

29) валюта

30) обменная ставка

31) дивиденды
UNIT 3. Future specialty

(additional topic for the 3d term)

1

1) быть терпеливым

2) носить униформу

3) разбираться в садоводстве

4) работать в ночные смены

5) говорить по памяти

6) иметь богатое воображение

7) уметь подражать

8) быть внимательным и щепетильным

9) быть строгим

10) принимать что-либо во внимание

11) рассчитать эффективность внедрения и технические затраты

12) удовлетворение от работы

13) возможность 

14) справиться

15) реклама

16) получить квалификацию

17) познакомиться с кем-либо

18) экономическая деятельность

19) потребительский спрос 

20) коммерческий и торговый оборот

21) основное занятие

22) методы управления

23) личные качества

24) анализ хозяйственной деятельности

25) обогащаться практикой

26) тенденция перехода к рыночным отношениям

27) требовать дисциплины 

28) высокое качество работы

29) торговля и ее функции 

30) планировать развития торговли

31) принимать правильные управленческие решения 

32) создать имидж компании
UNIT 3. Future specialty

(additional topic for the 3d term)

2

1) рассчитать производительность

2) актуальный, востребованный

3) глубокие знания

4) перспектива карьерного роста

5) надлежащие знания

6) спрос на ч-л

7) быть успешным

8) предположить

9) большую часть времени

10) посвятить 

11) продвигать

12) покупатель 

13) далеко идущий план

14) возможность раскрыть знания

15) учреждение

16) планировать денежные затраты

17) включать в себя

18) высокое качество работы

19) мощный инструмент

20) информатика

21) торговый оборот 

22) принципы экономической активности 

23) карьерная лестница

24) стажер

25) обучение

26) курсы повышения квалификации

27) продвижение

28) быть назначенным

29) новый вызов 

30) покинуть работу / уйти с работы

31) быть уволенным (3)

32) взять верх над ч-л

33) выйти на пенсию

TEXTS FOR ADDITIONAL READING

RECRUITMENT
Text 1

TIPS FOR APPLYING

You just graduated from university and are the proud owner of an undergraduate degree? Pumped up with motivation to get your career started? The labour market provides a wide range of job opportunities for you. Traineeships, internships or entry-level positions are a great chance to start your career. However, the abundance of choices might overwhelm you. Whatever you decide to do, submitting a winning application is crucial for finding employment.

Basically, a job application consists of a cover letter, or letter of application, and a curriculum vitae (CV), also known as a résumé in North America. Keep in mind: You never get a second chance for making a first impression. That is why your application has to be top quality in terms of both appearance and content. All in all, your application should make a strong case for you and capture your future employer´s attention.

In order to get a job you need to attract the attention of employers by standing out from the crowd of applicants. Consequently, an uninspired application will be likely to fail. It is recommendable to prepare yourself well for the application process. For example, the company website is a good way to inform yourself about the company´s mission and vision. In this way you will get a first idea of what the company is looking for. Media articles might also be a good source to consult for further information about the firm. Moreover, employer review portals, where employees or former employees give anonymous assessments of employers, are very common nowadays. However, you should take every review with a pinch of salt. Making inquiries about a company has become quite easy and not too time-consuming. Therefore, you should not take those feedback posts too seriously.

Electronic or paper?

Some companies ask their applicants to send hardcopy applications by mail, whereas others prefer electronic applications. One reason could be that some companies use modern application databases whereas others still use the more old-fashioned methods. The way an organization wants applications to be submitted can be a first indicator of the company’s corporate culture. No matter how you are supposed to apply – via email, online application portals or by postal mail – always follow the company’s instructions, as failing to comply with their requirements can lead to a negative answer. 

Application forms

An application form helps the employer to narrow down the choice of applicants. Therefore, it is best to take your time filling in the application form. As it counts as a full application, make sure you know what the organization is looking for. If you are able to address their needs by highlighting the skills and experiences they ask for you are already one step ahead of other applicants. Make sure you have completed all mandatory fields. Also check your spelling before clicking the send button.

The cover letter

The cover letter is meant to give the employer a brief glance of your qualifications. The most basic no-no in a cover letter (and all other application documents, for that matter) is spelling and grammatical errors. Such errors are barely tolerated and may cause your application to be rejected right away. The cover letter serves to highlight your academic and professional performance so far. It is your opportunity to emphasize the skills that perfectly meet the requirements of the advertised job. Do not hide your achievements, but do not exaggerate either. Most importantly, give persuasive arguments why you are the right candidate for the job and what you could do to help the company.

The CV

The curriculum vitae (maximum two pages) is one of the most important parts of your application. HR managers can quickly review your career until now. Provide precise details. And keep in mind that the formal requirements of a CV differ from country to country. For example, some list the most recent activities first, while others begin with oldest. Furthermore, attaching a photo of yourself to the application is common in some countries, whereas employers in others may flat-out reject CVs with photos to avoid charges of discrimination. Please find out beforehand what the company expects. If nothing is mentioned, adapt to the regional standard.

The interview

If all goes well, you will receive an e-mail or phone call from your prospective employer, inviting you for a job interview. Keep calm. Prepare yourself carefully. Learn as much as you can about the company. What are their goals, mission and visions? Where do they operate and what is their current economic situation? It is important to show that you are interested; hence asking questions is always a good idea. But questions should always be well informed and should not come across as artificial or forced. Be self-confident without being arrogant. Besides, your personal appearance is essential as well. It is not always necessary to dress up. Get an idea of the organization to better understand what might be an appropriate dress code. Finally, be on time! Punctuality is a crucial thing if you don’t want to give a false impression.

Rejected?

Rejections often cause negative feelings. But do not take rejections too personally. You didn’t necessarily get rejected due to your personality. A different applicant might just be a slightly better fit for the established requirements. No reason to hang your head. Continue your application process. You will succeed eventually.

To cut a long story short…

To be successful in the application process several aspects are important. First, do extensive research on the company you are applying at. Second, create an individual application that sets you apart from other applicants. Third, carefully check your wording and grammar. Fourth, be self-confident throughout the whole process. And finally, good luck!
Text 2

TIPS ON APPLYING FOR TEACHING ASSISTANT ROLES

We’re going to be looking at how the teaching assistant application process works, the desirable skills, experience and characteristics for budding teaching assistants and how you can ensure that these qualities all shine through in your application. We’ve also included an application check list to help you make sure you don’t miss anything vital.

How does the application process work?

Increasingly, teaching assistants are expected to go through a formal application process, just as a teacher would. This usually involves filling out an application form, completing a covering letter and attending an interview which is likely to involve both answering questions from a panel of interviewers and working with a small group of children. This might sound intimidating but it’s actually designed to find your strengths rather than to catch you out. 

If you’re going through a formal application process then a job description and person specification will be made available to you. You should read these carefully and think about how your skills, characteristics and experience match with what is required. Wherever possible you should highlight this in your application and talk about it at your interview. 

What skills and characteristics do teaching assistants need?

The role you’re applying for may outline specific skills and characteristics that the school is looking for – be sure to bear this in mind and work any relevant skills into your application. The list below outlines the typical skills and characteristics that make great teaching assistants:

· Reading, writing and numeracy skills

· Good communication skills

· The ability to build good relationships with children and adults

· Excellent organisational skills

· A love of working with children and the ability to manage groups of pupils

· The ability to manage difficult behaviour effectively

· Flexibility and creativity

How can I demonstrate these skills in my application?

You can demonstrate your good literacy and communication skills by putting together a well written; spell checked application which clearly communicates why you think you would be good for the role. Don’t worry about turning out a great work of literature, instead focus on communicating clearly and succinctly – this is how you will be communicating with the children in your care soon. 

Demonstrate your organisational skills by completing the form in full, supplying any requested documents or letters and ensuring that everything is submitted in good time before the deadline. 

You won’t be able to demonstrate all of your skills and characteristics in your application but where possible, use illustrative examples.

What experience should I include on my application?

When writing your application, the secret is to think about all the different experience you’ve got and how to use it to demonstrate that you’re suitable for the role. 

Hopefully you’ve got at least a little experience of working with or spending time with children, otherwise it will be difficult for you to know whether a teaching assistant role is suitable for you. Perhaps you have volunteered to listen to children read at school or helped out on school trips. You might be involved in your local Brownies or Scouts and, of course, you can always draw on your experience of raising your own children or looking after siblings. Try and think about how you can apply your experience to show your prospective employers that you’re suitable for the job. 

Including relevant experience in your application

If you have some highly relevant experience then make sure you include this in your application. Any work with children whether on a paid or voluntary basis is fantastic evidence that you may be suitable for the role. Include as many examples as you can think of. 

«I am a volunteer helper at Amesbury Little Dippers swimming club each week. I help to make sure the children are already on time for the lesson and I am involved in helping to teach the children new swimming techniques»

«I am a volunteer reading helper for Miss Simpson’s class. I come to school for half an hour twice a week to listen to children read. I hugely enjoy it and am proud to say that the children are always excited to see me and want to be the first to read to me!»

This type of experience is the very best guide you can give your prospective employers about your likely abilities as a teaching assistant. If you don’t have relevant experience it is worth considering volunteering at your school or local clubs for children so you have some great experience to draw on. However, there are other types of experience you can talk about as well, which are outlined below. 

Including informal experience in your application

Perhaps you’ve not formally worked with children; but you’re probably applying for this role because you love children – how can you make that clear to your prospective employers? Perhaps you have great fun with your own children or have been involved in looking after younger siblings. This is all great experience to outline especially if you can write about structured activities you’ve been responsible for.

«My children often bring friends home at the weekend; we have made quite an art of cooking parties where I work with the children to teach them basic cooking techniques and they create the evening meal which we all enjoy together».

«I have a brother who is eight years younger than me. Growing up I have always been responsible for helping look after him and his friends at his birthday parties and family gatherings. I organise the games and make sure everyone is happy and sort out any problems quickly».

You can also draw on experience that does not involve working with children to demonstrate your relevant skills. Think about skills that you have used in previous jobs or that can be demonstrated by your hobbies. 

«I’m highly creative and spend a lot of my free time painting and scrap booking. I think I could put these skills to great use when putting together classroom displays».

«My previous role, as a receptionist, required me to manage a high volume of calls. This meant I had to be highly efficient and organised. I was particularly strong at diffusing difficult situations which I think will stand me in good stead for dealing with difficult behaviour in the classroom!»

MANAGEMENT & CULTURAL DIVERSITY

Text 1

The Comparative Characteristics of the National Stereotypes of the British and Russians

God made us all different and not similar to each other. We may have different colours of skin, speak different languages, eat different food, and have different views on life; nevertheless we have to remember that at the same time we are all unique, and therefore have to learn to live together in peace.

As Thomas Kempis (1380-1471) noticed «First keep the peace within yourself, then you can also bring peace to others».

Our negative attitude towards people of other nationalities becomes bigger and bigger. A problem can’t appear out of nothing; it certainly has a foundation. And what is it? How do we come from common situations to slogans like «Russia for Russians» and «Moscow for Muscovites»? There are a number of elements which are leading to what we now have in our society.

First of all, I think the most important is the growth of distrust in people of other nationalities. We begin to forget that not all people who are foreigners are bad and not all Russians are good. There are just bad and good people in the world and it doesn’t depend on ethnicity.

The second reason is personal experience. We are made so that we remember bad and unpleasant things longer. As a result negative feelings from just one episode may be transferred to racial hatred.

The third reason, to my mind, is because big cities are overcrowded. The city can’t take as many as would like to live there. The immigration to big cities and prosperous countries from day to day is higher and higher. So long queues, crowds of people in the streets, and overfull buses make us feel like fish in sardine tins. Certainly in this situation native residents are not pleased by lots of newcomers. At the same time such «guests», I mean the newcomers; claim a place to work here. They are often in extreme conditions; they have nobody to rely on, to help them. So they are more ambitious and succeed quickly. As a result, they are often much more successful. And the country natives don’t like it.

When a citizen who has a common wage watches a man prosper who some years before came from a remote area with nothing in his pocket, he feels spite, and later he may wreak his anger on another visitor. Because people feel that they are weak, they try to defend themselves and the best protection is attack. It is in the human blood to protect oneself from strangers. So there is a great difference between us. Why is it so? If things continue like this, what shall we see in the future? What will our planet be like?

The answer is we should break the barriers, we should expand the world. We all should realize that this problem can’t wait and we have to find both immediate and long-term solutions now!

To know the nation better you should know a lot of things about it.

The modern world is becoming smaller. More and more people can afford traveling abroad. More and more people learn English so as to communicate while traveling to other countries. As we know English has become the global language. But is it enough to know and to speak perfect English? Of course not! Speaking correct foreign language doesn’t mean to communicate successfully. You should know more than only language. You should know the culture of the country you visit. Language is not only a mode of communication, but it is also a means of transmitting culture. It means you should know more about the national stereotypes, about their customs, manners, traditions, their feelings and emotions.

National stereotypes are a part of human life. It is a question that has been discussed for years. The problem of national stereotypes is many-sided: it concerns culture, behavior, manners. It also concerns traditions, religious, customs and a lot of traits of the nation. Culture can be described as our everyday life, our education, languages we speak, official festivals, religion feasts and others. When we describe any nation we notice how people of this country interact how they say good morning and good bye, what makes them happy or sad. In other words what they do each day. But we should understand that there are two views of seeing nationality stereotypes. The first point of view – how the nation sees itself; the second – how the other nations see it.

The majority of people have definite opinions of different nations and countries. A nation is a group of people who share common history and usually a language and usually, not always live at the same area3. People that belong to various nations may differ and they always differ from one another. For example, the Germans are regarded as scientifically-minded and industrious, they’re always considered solid, intelligent, mathematical, extremely nationalistic, arrogant and even aggressive. And, for instance, Jews are believed to be mercenary, industrious, shrewd, loyal to family, religious. There is a big amount of examples we can list about national character of different people.

The national stereotype is a common presentation or idea of one nation about the other or about itself. A nation is a group of people who share common history and usually a language and usually, not always live at the same area. Culture can be described as our everyday life: how we communicate, what makes us happy and sad. It also includes our language, religion, traditions, behavior, and the way of life. People that belong to various nations may differ and they always differ from one another. There is a big amount of examples we can list about national character of different people.

Here we should stop on the interaction of the «national stereotype» and «international character». Both are the original portrait of the other nation. To my mind the most precise definition to this concept was given by S.G. Ter-Minasova. According to her, the national character is an original set of universal human features.4. S.G. Ter-Minasova examines the following sources of the national display: international anecdotes, classics, folklore, national languages, and mass media.

National character doesn’t describe the character of every person; it describes the character of people of nation in general. Every person has its own character, but according to the person’s belonging to some nation many traits of character are similar and these features may be explained as the national character. 

Text 2

A YOUNG ENTREPRENEUR

Jayson Meyer was sixteen when he and his younger brother Matthew started their technology company. Jayson lives in Daytona Beach, Florida, in the USA. He looks like any typical university student, but Jayson doesn’t go to the university. He doesn’t need to. He is already a successful businessman. Jayson is a co-founder and CEO (Chief Executive Officer) of Meyer Technologies, Inc.

At high school, Jayson spent a lot of time working on computers for the school and local businesses. He didn’t have time for school work, but he could fix almost any computer problem. So when he was fifteen, Jayson left school went into business full time. 
With his brother, he set up a shop at the local weekend market. The business was successful and quickly went from making $4,000 in the first year to $100,000 per year. The company builds special computers and creates software programmes for its clients. Many small businesses in Florida can’t afford in-house computer support. They rely on service companies like Meyer Technologies to maintain their computers, and the company has plenty of customers. 

Today Jayson is helping to grow another company called Work Smart MD, which makes special software for doctor’s offices. Jayson now employs a number of technical staff and most of them are older than their boss. 
Jayson works hard and often sleeps at the office. He doesn’t have a lot of free time to do the things that most young people do, but he doesn’t mind. He says, «I’d rather be building an international business. I think about my business most of the time – it’s my blood «.

Text 3

ONE OF THE RICHEST MEN IN THE WORLD

Everyone has heard of Bill Gates, the idol of American business and the richest man in the world.
Microsoft, the business he started with a friend in 1975, has become the world’s largest computer software company.
Bill Gates was born on the 28th of October 1955 in Seattle, USA. Seattle was once famous for producing Boeing aircraft, but is now better known as the home of Microsoft. From his parents Bill got a good business sense and a quick mind. His father is a lawyer and his mother was a teacher and then a company director.

At school Bill soon showed that he was very intelligent. His favourite subjects were Maths and Science. At 13 he got interested in computers. Bill Gates and his friend Paul Allen were soon spending all their time writing programmes and learning about computers instead of doing their homework.

After finishing school in 1973, Bill went to Harvard, America’s most famous university. Most of the time, he worked on the computer in the university laboratory. The next year, he and Paul Allen wrote an operation programme for the Altair, one of the world’s first microcomputers. Bill knew, even then, that he would revolutionize the world of computing and he left Harvard before finishing his studies.

The two friends started Microsoft in 1975 and very soon it became a business success. In 1980, Gates bought a small company which produced an operating system called DOS. He made some changes to it and renamed in MSDOS. He sold the right to use this system to IBM. Since 1980 MSDOS has been the standard operating system for all PCs. Microsoft has also developed such well-known programs as Windows, Excel and Internet Explorer. Bill’s dream is to computerize everything – TVs, telephones, lights, even the way you cook dinner.

One reason for his success is that Bill has always been very ambitious and hard-working. This hasn’t left much time for a normal personal life, but in 1994 he married Melinda French, a Microsoft employee. The couple has two children: a daughter and a son. Bill Gates wrote two books, The Road Ahead and Business and the Speed of Thought. Both books are best-sellers. 

Bill hasn’t got much free time but when he has a chance he likes to play golf and bridge. He is also fond of reading about science.
For such a rich person his life is simple, and he spends very little on himself. When it comes to helping others, Gates is very generous.
Text 4

HENRYK METELSKI

Henryk Metelski was born on the Lower East Side of New York on May 17th, 1909, in a small room. His family was very large. His parents were from Warsaw and they emigrated from Poland. Henryk’s father was a baker by trade and had soon found a job in New York. He started his own business and ran a small restaurant for their countrymen. Henryk was not an outstanding pupil at his high school. His natural gifts lay elsewhere. A cunning, smart little boy he was more interested in the control of the underground school market in cigarettes and liquor than in study the history of the American Revolution. He was successful in his business and had some profits. Even at that time he knew the value of money and power. When Henryk was fourteen-year-old, his father and mother died, leaving the five children to take care of themselves.
 Henryk became a master of survival, a schooling that was very useful to him in later life.

He knocked around the Lower East Side with his eyes open, shining shoes here, washing dishes there, always looking for the way to wealth and prestige. His first chance came when his room-mate Jan Pelnik, a messenger boy on the New York Stock Exchange, was ill. Henryk made the decision very quickly. In the report of his friend to the Chief Messenger he replaced food poisoning to tuberculosis and his friend was fired. Henryk then changed his room, got a new uniform, lost a friend, got a job and good salary.

Working on the New York Stock Exchange he learnt a lot. He saw people who failed, lost their personal assets, and declared bankruptcy. But he also watched men of little ability make fortunes while he remained nothing more than an observer. He saw people, who made more money in a week on the Stock Exchange than be could hope to make in a lifetime on his salary.
Dialogue 5

(Two friends Susan and Maurice; are having supper in a restaurant)

Maurice
Haven’t seen you for a long time. What have you been busy with?

Susan 
I’ve been pretty busy. Do you know my friend Nora? I went into business with her.

Maurice
Really? How is it going on?

Susan
Fine, thanks. We get along very well, and the shop is attracting more and more customers.

Maurice
It sounds well. How many partners are in your business?

Susan
There are two of us and I am very pleased about it. I’ve made a right choice. Nora’ s background is in accounting. She is very good at keeping the books.

Maurice
And you?

Susan
You know I always liked talking. I guess I am rather good with customers. I enjoy selling things.

Maurice
Well, it sounds interesting. I believe you don’t run a risk in your business.

Susan
We haven’t had many problems, although 1 suppose all business can be risky.

Maurice
Did you both put the same amount of money into your business? Do you mind my asking?

Susan
No, we didn’t invest the same amount of capital. But I think we’ve combined our resources very well. I think it’s good for both of us.

Maurice
It seems really so. That is one advantage or general partnership. You can invest less capital than your partner – even no money, at all. But you as a partner can contribute important services or skills, sometimes just a name or a reputation.

Susan
Indeed.

Maurice
How did you arrange to distribute profits and losses?

Susan
We share them equally. We hope to be in business for long time.

Maurice
Nice for you. Now you seem to know a lot about business.

Susan
Not everything yet, but the subject becomes quite technical.

Maurice
I am glad to hear it. It’s time to go now. See you later. Bye.

FUTURE SPECIALTY 

(additional topic for the 3d term)

Text 1

MY SPECIALTY

My specialty is «Automation of Technological Processes and Productions». It is one of the most progressive specialties in our time. Our University trains highly-skilled specialists in this field. It trains specialists with a wide theoretical and practical outlook.

«Automation» is a word coined in the 1940s to describe processes by which machines do tasks previously performed by people.

Industrial production of some goods is needing in high-accurate processes of manufacturing, assembling etc. The hands of most experienced jeweller can’t do this work. And here we are to use machines, which with their manipulators can create wonders. And when do we remember about industries with hazards for life of a man, for instance chemical or atomic? If we want to have in the future a healthy humanity on our planet, we must use machines. Moreover, due to machines we can increase the quality by the reduction of price. The automation of the industry is vital in our time.

The higher school has a specific task to train engineers of a new type who would combine fundamental knowledge with a high professional level and practical training in the specific field of the national economics.

Text 2

MECHANICAL SPECIALTY

From the times I was a pupil I got interested in precise sciences and most of all in physics and mathematics. My teachers recommended me the right books to read and supplied me with different bits of equipment to set up my own experiments, let alone the participation in different Olympiads in physics and mathematics. Later on I got interested in engineering and after leaving school I firmly decided to enter the faculty of general engineering of the Ufa Oil University and become an engineer. Now I am a first-year student of the mechanical department. Our University is one of the major centres for training engineers for different branches of our industry.

In five years I shall graduate from the University and shall become a mechanical engineer. I like my future specialty and study with great interest. During the first two years we are taught general subjects, such as, physics, mathematics, strength of materials, theoretical mechanics, English. In a year we shall begin specializing in one or another field we like best. I am deeply interested in engineering. Engineering demands a sound training in general sciences particularly in physics, mathematics and chemistry. So I work hard. At the last examination session I passed all my exams with good marks. A friend of mine is also interested in engineering and looking forward to become a mechanical engineer. It is our future spe­cialty. Our work will deal with design, construction and operation ofstructures, machines, engines and other devices used in industry and everyday life. Be the way my friend is very good at English and often helps me with it since I’m only a beginner.

Text 3

ENVIRONMENTAL PROTECTION AND RATIONAL USE OF NATURE RESOURCES

I’m a student of the Ufa Oil University. I wish to become a specialist in environmental protection and rational use of nature resources.

Environmental protection attracts keen and apprehensive attention all over the world now. Engineers can’t stay apart when there is a dangerous evolution of the environment. The ecological crisis which takes place all around is the result and price which man has to pay for scientific and technological progress. At the same time it should be noted that ecological disbalance is determined by social, historical, natural and economic specifics, by the level of development in the economy, science and technology. And to go on, some economic managers are passive, negligent or simply reluctant to abide by the scientifically substantiated nature protection measure. So our task as engineers in ecology is to control their actions in this respect, first, and in more wide sense, to master modem scientific basis of links between enterprises and environment. In 5 years I’ll become a full-fledged specialist and I’ll try to do my best to care about protection of the atmospheric air, health, mineral wealth, forests, waters, land, animal and plant kingdoms.

After graduation from the University I can work in research and design offices, plants, practically in all fields of industry, and first of all, in chemical and petrochemical ones.

In order to become a highly qualified specialist I must work hard and perfectly know the fundamental engineering disciplines. I should have sound knowledge of special subjects such as ecology, ecological monitoring of environmental surroundings foundations of chemical toxicology; design and ecological analysis, economics, technology of industrial ecology.

Text 4

RUSSIAN ACCOUNTING STANDARDS

Russian accounting standards are based on the following internationally accepted accounting principles: registering; inventory; pecuniary valuation (calculating the money value of physical quantities); cost calculation; account, that is an accounting record in which similar transactions are entered; double entry; balance sheet; accounts.
Russian accounting requirements are set by the federal authorities and the accounting procedure is regulated in this country by the Russian Federal Law on Accounting and other legal acts which are currently in effect. Russia’s turning into a mixed and more open economy brought about new requirements that were no longer met by the domestic accounting standards. To improve the international comparability of the domestic financial reporting the Russian Government adopted the Russian Accounting System Reform. Ten new domestic accounting standards that are substantially similar to the international ones have been set and are now in effect in Russia. The effective disclosure requirements and the current standard set of accounts allow a more adequate interpretation of domestic financial reports.

It has always been a standard practice in Russia that a single accounts schedule specified by the Federal authority is applied within the entire territory of the Russian Federation. Among the developed countries France is the only one in which a single accounts schedule is compulsory within the entire territory of the country. The Russian accounting standards allow the revaluation of fixed assets, which is not a usual practice abroad; still this is not contrary to the international accounting standards.

The main differences between the Russian accounting system and the international accounting standards are as follows:

- revenues and expenses of a business may be sometimes recorded in another accounting period than they have actually been received or incurred, e.g. in the accounts schedule there is Account 31, in which the expenses that have already been incurred, are entered as Deferred Expenses;
 - most Russian enterprises do not practise management accounting;
 - the Russian method is to keep a special account of small value assets or assets to be worn out in short term and then to accumulate depreciation on them, when the international practice is to record such assets as stocks and to write them off when used in production by adding their value to the production cost;

- the Russian accounting standards present a broader interpretation of the term capital investment;
 - in accordance with the Russian accounting standards software is recorded as intangible assets, when the international standards require that software is included in fixed assets;
 - the Russian method is to record the value of a financial investment as equal to the purchase price of the assets the investment is made in (except banks and investment institutions), this often makes a company’s assets value too high.

The international practice is to record the value of such assets as equal to a lower value whether it is the original cost of the assets or their market value and the difference between these values is credited as a profit or debited as a loss, which is analogous to the Russian profit and loss account.

MIND AND INTELLIGENCE 
(additional topic for the 3d term)
Text 1
UNDERSTANDING MIND, INTELLECT, AND EGO

Someone irritates you: Do you snap back, think of a response, or worry about the other person’s perception of you? Understanding where these different reactions come from in your subtle body (mind, intellect, or ego) can help you master your reactions and come closer to your true self.

Knowing how your subtle body – the mind, the intellect, and the ego – functions is essential to knowing yourself. Discerning between each level can help you decide which parts of the subtle body you will use in making choices in life, and developing this awareness can translate into confidence, comfort, and ease while navigating through life.

The Mind: Reactive

The mind causes you to react quickly – sometimes doing or saying things without thinking.

The mind collects and categorizes input from the five senses. It is the control center where stimulus is interpreted and the processing center for the raw data of the world. The mind produces emotions, sensations, and memories. Some of this data is processed using quick logic, and the mind decides what the response should be. For example, when your hand accidently touches a hot element on a stove, your nervous system processes this input and directs your hand to pull away from the heat before you have time to think. This response helps prevent you from getting burned every time you are near a stove.

Sometimes, the responses the mind generates are not useful. Many people panic if they are in tight spaces. This is a response the mind has acquired – perhaps from a childhood fear or a past negative experience in a small space. The mind gets the data from the nervous system and interprets it as a tight space. Then the mind, much like a computer, looks through its files for small-space experiences. If it comes across a negative memory, the mind immediately releases chemicals and triggers a fear response before the intellect has a chance to examine this situation and choose a response.

The Intellect: Thoughtful

The intellect helps you sort through a situation – carefully weighing the options – to respond in a thoughtful manner.

The intellect observes a situation, discriminates, and then determines an action. Through the intellect you can gain understanding. The intellect commonly uses slow logic, making a mental pros and cons list before reaching a conclusion. Unfortunately, lists are often based on impressions from the past called Samskara – unexamined energetic patterns from the past that you bring into your present. Habits of unhealthy eating, perfectionism, or materialism can all stem from leaving these thoughts unexamined. Meditation can shake up old patterns (from personal history or genetic makeup) and release these energy blockages from the past that have become part of your intellect.

With the example of experiencing fear in a tight space, the intellect can recognize that there is no danger in small places. The intellect can choose to replace the fear response with deep breaths or an affirmation like «I am calm and comfortable». The intellect can help to retrain the mind to initiate a different response.

The Ego: Self-Focused

The ego causes you to make choices based on how you are perceived by others or yourself, and can prevent you from connecting to your true self. 
The ego involves the layers of descriptions you attach to who you are, including your position and possessions. When you ask «Who am I»? you might answer «I am a mother, daughter, sister, animal lover, and vegetarian». When you are getting on an elevator, the ego might remind you that you are someone who is athletic – prompting you to take the stairs. You use words to describe who you identify yourself as today – remember, before you had a child and called yourself mother, you were still you. These words continuously change. When you strip away all these layers, the true self – or spirit – can shine through. 
Understanding how your subtle body works can help you recognize that you have a choice in every situation to express certain aspects of the mind, the intellect, or the ego. What will you choose to cultivate in your life? Developing the intellect can help curb the reactivity of the mind and quieting the ego can let the soul shine through – leading you closer to operating from a level of true self
Text 2
HOW TO BE SUCCESSFUL IN LIFE? 13 TIPS FROM THE MOST SUCCESSFUL PEOPLE

To some, when they think of success, they imagine wealth; others want power; some just want to make a positive impact on the world.

All of these are perfectly valid; indeed success is a concept that means different things to different people. Though no matter what success is to you, it almost certainly isn’t something will come easily.

There are countless guides and books to being successful, however, success is personal and unique to each individual. The advice contained in these books can often not be relevant. Therefore following the advice of a single individual can often be unhelpful.

With this in mind, considering the advice of a great many people, people whose ideas of success were different both to each other, and quite possibly, to you can be a good alternative.

What follows is a list of thirteen of the best pieces of advice from some of the most successful people who have ever lived. If you want to learn how to be successful, these 13 tips are essential:

1. Think Big

From Michelangelo Buonarroti, Great Renaissance Artist:

«The greater danger for most of us lies not in setting our aim too high and falling short; but in setting our aim too low, and achieving our mark».

There are few artists as influential as Michaelangelo. Today centuries after his death, his work still inspires people. His work is world famous, just think of his statue of David, or the Mural in the Sistine Chapel in the Vatican.

Being a successful artist has always been extremely difficult; imagine if he decided to give up this ambition in favour of something easier?

Oftentimes, people often decided to put their dreams aside for something more «realistic». To give up their dream for something easier. This quote teaches us the danger of such a point of view.
Instead be ambitious.

2. Find What You Love to Do and Do It

From Oprah Winfrey, Media Mogul:

Why not focus on doing something you love? When you’ve found what you’re passionate about, you get the motivation to keep you moving. Success at this means the fulfilment of your dreams.

Not sure what your passion is yet? You should learn about this Motivation Engine first.

Even if you’re not successful, you still filled your time with something you love to do. Many successful musicians spent years of their lives doing unpaid performances, the only reason they kept playing was because they loved to perform.
3. Learn How to Balance Life

From Phil Knight, CEO of Nike Inc.:

All too often, people think that to be successful, they need to make the object of their success their life.

If a person thinks their job will lead them to success, then they may spend countless hours per day, and well into the evening working hard.

However this comes at the cost of rest, your health and having an enjoyable life. Ultimately they may burn out and cease to be successful at their job anyway.

If success comes from having a strong social life and a good group of friends, their job may suffer; meaning that they may lose their job, and then be unable to afford going out with friends.

In these ways, success, as Phil Knight says, is helped by balance. Think of it as a balance between rest and work, or work and play.

To achieve that balance, this Ultimate Guide to Prioritizing Your Work And Life can help you.
4. Do Not Be Afraid of Failure

From Henry Ford, Founder of Ford Motors:

«Failure is simply the opportunity to begin again, this time more intelligently».

There is a story: Thomas Edison inventing the lightbulb was the result of several hundred failed attempts. In an interview, he was asked «How do you feel after all of your failed attempts»?

His response was great, «I didn’t fail, I learned hundreds of ways not to invent the lightbulb».

He saw each «failure» as a lesson. From that lesson he learned what won’t work, and also might work instead.

Each failed attempt, each rejection, were key steps on his path to success. It is easy to feel like you should give up after a failure. But perhaps in that failure is a lesson. Pay attention to your failures, study them. Perhaps then you’ll learn how to succeed.
5. Have an Unwavering Resolution to Succeed

From Colonel Sanders, Founder of KFC:

The only way to push on is if you have the true burning desire to succeed, to not be moved or dissuaded from your goals.

If you are not truly dedicated towards success, then each failure will hurt more, each setback will slow you down.

Success is hard; without the unwavering desire to succeed, this difficulty may seem insurmountable. With the desire, it is merely an obstacle to go through.
6. Be a Person of Action

From Leonardo da Vinci, Renaissance Genius:

«It had long since come to my attention that people of accomplishment rarely sat back and let things happen to them».

Though it was said hundreds of years ago, it works just as much today as it ever had. It applies to literally any successful person.

Think about it, picture someone like William Shakespeare:

When we think of the time he lived in, we think of the time in a way shaped by him. When we think of Renaissance era Italy, we think of Michelangelo and Leonardo Da Vinci. Or think about the present day, Bill Gates or Steve Jobs. Our current way of life would simply be incomparably different if they didn’t accomplish what they did.

You’re probably reading this article on a device by a company that they either founded or companies influenced by them.

All these figures were proactive, they saw ways to do things differently and did them. If they let the world shape them, then they’d simply fit into the background. Instead they shaped the world.

Don’t be afraid of going outside the norm. If you can think of a better way to do something, do it that way. 
7. Cultivate Positive Relationships

From Theodore Roosevelt, 26th President of America: 

The most important single ingredient in the formula of success is knowing how to get along with people».

The best leaders and some of the most influential people (and Theodore Roosevelt is one of the best leaders and one of the most influential people to have lived) were not those who caused commotions, who fought with people or disregarded people; but were people who were friendly to those around them.

People liked them. They wanted them to do well.

This is key to good leadership.

It’s logical. If someone likes you, they want to help you; if you give them a suggestion, they’ll gladly follow through with it.

But if someone doesn’t like you, they may either refuse to help or actively get in your way.

What’s more, it’s always a good idea to cultivate good relationships. As such, help people and they may help you; and be good to people, and they may be good to you.
8. Don’t Be Afraid of Introducing New Ideas

From Mark Twain, Famed Author:

«A person with a new idea is a crank until the idea succeeds».

It is an unfortunate truth that those with the boldest ideas are often disregarded.

Most of us are taught from an early age to think and do things similarly to everyone else. This can be great to fill an existing role. But to truly do things differently (and all successful people did things differently), you need to think differently.

If you have a new idea, don’t throw it away because it’s new and different. Your strange new idea might one day be the one that leads you to success.
9. Believe in Your Capacity to Succeed

From Walter Disney, Founder of Walt Disney Company:

It’s Never Too Late for You To Change!

Success has to be something you can imagine yourself achieving.

It is possible that you will come across those who doubt you and your ability to succeed. You must not become one of these people because the moment you cease believing and dreaming is the moment these dreams fall away.

Keep dreaming!
10. Always Maintain a Positive Mental Attitude

From Thomas Jefferson, 3rd President of America:

«Nothing can stop the man with the right mental attitude from achieving his goal; nothing on earth can help the man with the wrong mental attitude».

You need to trust in your ability to succeed. Replace negative thoughts with the positive ones. You need to approach problems, not as obstacles stopping you, but merely tasks that need to be completed for you to keep going.

If you stay positive and think like this, setbacks won’t affect you so much, people’s doubts won’t impact you and even the biggest obstacles will seem like minor problems.

However with the wrong mindset of doubt, you’ll be much easier to stop.
11. Don’t Let Discouragement Stop You from Pressing On

From Abraham Lincoln, 16th President of America:

«Let no feeling of discouragement prey upon you, and in the end you are sure to succeed».

It is an unfortunate fact of human nature – all of us in some way, doubt ourselves. This can be made far worse if others doubt us too.

When surrounded by doubts, giving up can actually seem like a good idea.

Don’t pay attention to the doubts. If you are discouraged, ignore it.

If this discouragement moves into your mind and you begin to doubt yourself. It is important to ignore this too.

This is how self-doubt keeps you stuck and how to overcome it.

12. Be Willing to Work Hard

From JC Penny, Founder of JC Penney Inc.:

«Unless you are willing to drench yourself in your work beyond the capacity of the average man, you are just not cut out for positions at the top».

You might have heard the quote that «success is 1% inspiration, 99% perspiration».

Whichever way you frame it, they say one thing: true success comes from work.

You’ll never become successful if you don’t work towards your goal in life and keep working towards it.
13. Be Brave Enough to Follow Your Intuition

From Steve Jobs, Co-founder of Apple Inc.:

«Have the courage to follow your heart and intuition. They somehow already know what you truly want to become. Everything else is secondary».

In ancient Greece, there was a group of Oracles who lived in Delphi. Everyone who needed advice or to know their future visited them, from the poorest of society to kings. Above the doorway of the temple were the words «know thyself».

If you strongly believe and desire something, chances are that you already have an idea how to get there. If not, you may naturally know what things will help you and what things will slow you down.

Ultimately then, you need to trust your own instincts.
Final Thoughts

What you might have noticed is that many of the above lessons are similar — most are about developing the right state of mind. This clearly suggests that the key to achieving success, in whatever you wish, comes down to the way you approach it mentally.

Moreover, no matter what stage of life you’re at now, you can still make a difference and pursue success. You can make resetting your life possible when you do this: how to start over and reboot your life when it seems too late.
Text 3

HOW TO SUCCEED IN BUSINESS: 6 WAYS

Every day the market of goods and services is filled up with new companies. Some of them become successful immediately; some of them don’t manage to remain afloat despite their numerous efforts.

There is also another type of companies who manage to scramble out of the slough of despair, having no initial capital.

Nevertheless, in some time they become very successful and outshine the best holding companies!

That’s why every entrepreneur hopes for the future success when he starts a new business.

However, in order to reach the peak of success and create a megabuck empire, every businessman has to know several rules which can help him to succeed in business.

A short guideline

If you decide to start your own business, first of all, you’ll have to analyze the chosen market and find out whether your company will withstand competition.

For example, there is no sense to open a two-hundredth grocery store in a town with a population of 20 thousand people. Instead, you can open a building material store due to the absence of competition.

1. If you want to succeed in business, explore your target audience!

Absolutely every entrepreneur has to keep in mind the portrait of his target consumer.

If we are talking about the ideal outcome of the situation, your consumer should long for your goods and services, while your business should bring you joy and positive emotions. If you don’t meet your client’s need or position yourself improperly on the market of goods, you will never become successful, ever!

Imagine that you have opened a premium-class restaurant for the fastidious clients. However, you haven’t spent enough money for staff training and interior design. As a result, VIP-clients will not attend your restaurant because of the absence of good service and nice design, while average people will consider your prices to be too high.

Even if you manage to remain afloat for 3-4 months, eventually you’ll become a bankrupt.

2. Make your product unique and your business is bound to be successful!

It’s never too late to begin thinking about the uniqueness of your goods and services. Think about something that will distinguish your products among others.

Why do people have to attend your store, not the neighboring one?

You may use extra coupons or return money to the client if he/she is not satisfied with the purchase. This will help you to attract more clients.

3. Be persistent on your way to success in business!

Many businessmen want to get as much money as possible when they start a new business project. Then they get really disappointed when they spend one, two or even more years without making a profit.

That’s why you should always remain persistent and patient.

It’s absolutely normal if you don’t receive profit in the first few years of the functioning of your company. You need to be more patient and never give up on your way to success.

You can always come across people who will tell you: «You’ve been running your company for a year already, but it still hasn’t brought you any profit. Your efforts are in vain; you’d better quit it and do something else. Stop wasting your time»!
4. Take care about your reputation if you want to be successful!

Not a single business project with a bad reputation can become successful.

That’s why you should always be honest with your clients, avoid doing dirty business and learn how to settle conflicts with a benefit for both sides.

Otherwise, you’ll spoil your reputation and end up being on the black list of your potential clients.

5. How to become successful: be ready for experiments!

Don’t count only on your own opinion; listen to your colleagues and other specialists in your sphere of interest.

Don’t be afraid of taking risks and be ready to receive critical feedbacks.

If you ignore these recommendations and remain too stubborn, you will never succeed in business!

Of course, you may receive a 30-60-thousand profit and consider yourself to be an extremely successful businessman; however, these are only your own illusions.

People who are really mega-successful have so much money that you can’t even imagine! Don’t be lazy, improve yourself every day!

6. Learn to make conclusions!

This rule doesn’t concern only entrepreneurs; it can be applied by all people!

It is a well-known fact that every organization suffers rises and falls on its way to success. That’s why you should always learn a lesson out of every situation in your life.

Don’t try to do everything on your own. Learn to delegate authority to other people; don’t try to burden yourself with an extremely heavy load of numerous responsibilities.

«Don’t be afraid of taking risks! Only those who don’t risk, never win. So don’t be afraid to play»! Start acting right now and very soon you will achieve your first success in business!

Stop concentrating exclusive on money. First of all, you have to meet your clients’ needs. If you do that, your clients will be satisfied and they will use your service for many more years to come!
LINKING WORDS

Consequences and reasons:

	as a result 
it leads to

due to

thanks to

so
	so

that’s why

because (as) 
that is because of


Sequencing and concluding:

	firstly (secondly, thirdly)

then

after that

also

besides

moreover

in addition to 
additionally 
what’s more

finally

at last


	in conclusion

to conclude

to sum up

summing up

generally speaking

in general

all in all




Contrasting:

	on the one hand

on the other hand

nevertheless

however

though (although)

furthermore


	in spite of this fact

in comparison with

in contrast to 
but 
both … and

neither … nor


Giving examples:

for example

such as

especially

Linking paragraphs:

I’d like (want) to tell you about

I’d like to start (begin) with

To begin with, I’d like to say that 
Introducing the topic (the next point), I’d like to talk about

Speaking about …, it is necessary to say (point out, mention, stress)

Speaking about …, we should say some words about 
Speaking about …, we shouldn’t forget to say 
Firstly (first of all) I want to say that

	It is not a secret 
It is (widely) known that 
As it is known

As far as I know 
In fact


	I’d like also (now) to 
Frankly speaking

If I’m not mistaken 
There’s one more thing to be noted

As for


Giving opinion:

	in my opinion 
my opinion is that

from my point of view of

I think (suppose, guess, believe)

personally I believe 
It depends (on)
	as I see it

the way I see it

if you ask me

I wouldn’t say that

All things considered, I must say that




Asking for opinion:

	What’s your opinion?

What do you think about it?

Do you agree?
	Don’t you agree?

Don’t you think so?

Does anyone object?


Agreement:

	I agree with you. 
I’m of the same opinion.

I partially agree that (with you) 
I totally agree that ...


	No doubt, it’s a good idea. 
That’s a good point.

I think you are right.


Doubt:

	I doubt it.

I doubt if it is possible.

I’m not at all sure that ...


	I’m not quite certain that ...

I don’t think it is realistic. 
Maybe ....


Disagreement:
	If you don’t know a person well:

That’s a good idea, but ...

Yes, it’s quite true, but ...

I’m afraid I can’t agree with you on that.

I’m not sure I quite agree...

Perhaps, but don’t you think that ...

I see what you mean, but ...
	If you know a person well:

I can’t agree with you here.

I’m afraid I disagree with you.

I don’t agree at all.

You can’t be serious!




Interrupting:
	Sorry to interrupt you, but ...

Sorry for interrupting you, but ...

Excuse my interrupting you ...
	By the way ... 
I’d just like to say that ...


ЗАКЛЮЧЕНИЕ

В условиях продолжающейся интеграции нашей страны в мировую экономическую систему английский язык остаётся одним из основных средств общения для российских специалистов в экономической сфере, что предполагает практическое владение английским языком, т. е. умение принять участие в беседе, провести презентацию на профессиональную тему, а также способность читать оригинальную литературу по специальности.
В современных условиях развития общества разрабатываются образовательные стандарты, обеспечивающие непрерывное изучение иностранного языка – начиная с тем ежедневного общения и постепенно переходя на профессионально-деловую сферу. 
Так, согласно образовательной программе, студенты экономических специальностей после изучения иностранного языка в первом и втором семестрах продолжают его изучение на втором курсе. Однако в отличие от первого курса, когда основное внимание уделяется формированию основных языковых и речевых навыков на материале тем из бытовой сферы, особенность этого этапа обучения состоит в профессиональном развитии.

Таким образом, цель учебного пособия заключается в дальнейшем совершенствовании навыков устной речи, чтения и письма на основе текстов экономической тематики. Пособие ориентировано на обучающихся, обладающих знанием нормативной грамматики английского языка и имеющих словарный запас не менее 2000 – 2500 лексических единиц, т. е. на студентов со средним и продвинутым уровнями подготовки. 
Поскольку при создании учебного пособия использовались аутентичные материалы прессы, тексты научно-популярной направленности, а также оригинальные документы, тематическое наполнение и характер учебных материалов, представленных в издании, обеспечивают формирование у студентов обширного профессионального словаря, а также коммуникативных навыков и навыков чтения в рамках профессиональной сферы.
Обучение по данному учебному пособию предполагает различные формы аудиторной работы, включающей дискуссии, презентации, проблемные задания, ролевые игры. Все это стимулирует коммуникативную активность обучающихся, способствуя развитию иноязычного общения.
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Dear Ms Brown





Application for the Post of Accountant 


I am writing to apply for the post of Accountant, which was advertised in Recruit Magazine on 28 July 2019.


Recently I have completed a BSc. at the University, graduating in 2018. Subjects which I am studying that are relevant to the post of Accountant include Statistics, Accounting, Law and Mathematics. 


Working for City Group Ltd appeals to me because your company provides good promotion opportunities and it has a good reputation. Your company produces a high-quality service, and I can contribute to this with my willingness to work hard and my initiative.


I am available for interview at any time. I can be contacted most easily at the e-mail address given above. I look forward to meeting you.








Yours sincerely


Rane Bowl


Rane Bowl
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