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BBEJAEHUE

[Ipennaraemoe mocoOue MpeaHa3HAuYEHO JJISi CaMOCTOSITENIbHOM paboThl CTYIEHTOB,
oOyyaromuxcsi 1Mo mporpaMmam OakanaBpuarta (axyabTeTa SKOHOMHUKM M YIpaBieHHs (IO
HarpaBieHuto «MeHemkmenT») MUDII u cocTaBieHo ¢ y4eToM Iiejel M 3aga4 OCHOBHOM
00pa30BaTeNbHON MPOTrpaMMBI BBICIIIETO 00OPa30BaHMUS.

Henps nzydeHus: TucuIuInHbl « AHOCTpaHHBIN A3BIK (AHTIIUHCKUH S3BIK)»:

—TpUOOpPETEHNE CIIOCOOHOCTH U TOTOBHOCTU K COIMAIBHO-KYJIBTYPHOH KOMMYyHHKA-
[MA Yepe3 OBJIAJICHUE YMEHUSMH OIOCPEIOBAHHOIO MHCHMEHHOTO U HEMOCPEICTBEHHOIO
YCTHOT'O MHOSI3BIYHOTO OOIIEHUS;

—OBJIQJICHUE MAaTEpUAJIOM B PaMKaX OCHOBHBIX TE€M IO CIEIHAIBHOCTU, KOTOPBIN He-
o0xouM 15l AanbpHelIenl npodeccuoHanbHOM NesITeIbHOCTH;

—TIOBBIIICHUE OOIIETO KYJIBTYPHOTO YPOBHS U YPOBHSI BJIAJICHUSI HHOCTPAHHBIM SI3bI-
KOM;

—H3y4eHUE OCHOBHOI'O MaTepuana B paMKaxX H3ydyaeMbIX T€M IO CIEHUATbHOCTH, a
TaK)Ke TSPMUHOJIOTUH, HEOOXOAMMOHU JIJIsl JalibHEHIIeH Tpo(ecCHOHATLHOU e TeIIbHOCTH,

—TpruoOpeTeHNE HaBBIKOB TNIAHUPOBAHUS COOCTBEHHOM 1€ATEIbHOCTH;

—MpruoOpeTeHNe HAaBBIKOB (DOPMHPOBAHUS M BBIPAXKEHHSI CBOETO MHEHHUS B paMKax
MIPEIIIOKEHHBIX TEM;

—OBJIQJICHUE PA3HBIMH TEXHUKAMU YTCHHsI ayTEHTHYHBIX TEKCTOB Ha MHOCTPAHHOM
A3bIKE HAYYHO-TIOMYJISPHON U HAYYHON HANpPaBIECHHOCTH.

[Iporpamma kypca U MpakTHYECKUE 3aJaHHs CO3JaHbl HA OCHOBE MHHOBAIIMOHHOTO
MOJIYJIbHOTO TOAXOAa K OBIAJCHHUIO WHOCTPAHHBIM SI3bIKOM OOYYAIOIIMMUCS HESI3BIKOBBIX
CIIELMAJIbLHOCTEMN.

[IporpamMma oTpaskaeT Mojelb O0y4eHUs B YCIOBUSX MHOTOYPOBHEBOW MOJTOTOBKHU
M0 aHTJIMICKOMY SI3BIKY CTYJIEHTOB HEJIMHTBUCTHYECKUX CICIHAIBHOCTEH, MpelycCMaTpUBAET
MPOJOHKEHUE U3yUeHUSI MHOCTPAHHOTO SI3bIKa BBIMTYCKHUKAMU 00II€00pa30BaTENbHBIX KO
U TIperoiaraeT BHEIPEHUE COBPEMEHHBIX (DOpM opraHuzanuu yaeOHOTO mpoliecca, K YUCITy
KOTOPBIX OTHOCSITCSI 1 MOAYJIbHAsI TEXHOJIOTHSI, TIO3BOJISIONIAs BKIIIOUUTH B YU€OHBIN MPOIIECC
Ha MpaBax 00s3aTEIHLHOTO KOMIIOHEHTA 3HAYUTEIBHYIO YacTh YUYEOHOU ACATEIHHOCTH 00y4Ya-
fo1mxcs B popmare caMoCTOSTEIbHOTOOBIAICHUS HHOS3BIYHON KOMIIETEHIIUEH.

CymHoCTh MOAYJIBHON TEXHOJIOTHH 3aKJII0YaeTCs B CTPYKTYPUPOBAHHUU Y4e€OHOTO
npoliecca ¢ y4eTOM AMHAMUKHM OBJIaJCHUS HHOCTPAHHBIM SI3bIKOM B paMKax 3apaHee orpese-
JICHHBIX Y4€OHBIX OJIOKOB — MOJYJIEH.



INPAKTUYECKHE 3AJAHUA

Tema 1. Greetings and introductions.
1. IIpouumaiime u nucomeHHO nepegeoume Ha PyccKuil A3bIK:
Why is small talk difficult for some English learners?

First of all, making small talk is not difficult only for English learners, but also for
many native speakers of English. However, small talk can be especially difficult for some
learners because making small talk means talking about almost anything — and that means
having a wide vocabulary that can cover most topics. Most English learners have excellent
vocabulary in specific areas, but may have difficulties discussing topics they are unfamiliar
with because of a lack of appropriate vocabulary.

This lack of vocabulary leads to some students’ «blocking». They slow down or stop
speaking completely because of a lack of self-confidence.

2. Answer the following questions:

1. What is small talk?

2. Why is the skill of making small talk important?

3. What are the situations in which small talk is necessary?

4. What are “the safest topics” for conversation in Great Britain? In the US? In your
country?

5. What are the general rules of making a successful small talk?

6. Why is small talk difficult for some English learners?

3.Translate into English(There are a number of phrases and idioms that are only
used when telephoning):

. Operator: Hello, Frank and Brothers, How can | help you?

. Peter: This is Peter Jackson. Can | haveextension 34217

. Operator: Certainly, hold on a minute, I'll put you through...

. Frank: Bob Peterson's office, Frank speaking.

. Peter: This is Peter Jackson calling, is Bob in?

. Frank: I'm afraid he's out at the moment. Can | take a message?

. Peter: Yes, Could you ask him to call me at... | need to talk to him about the
Nuovo line, it's urgent.

. Frank: Could you repeat the number please?

Peter: Yes, that's... , and this is Peter Jackson.

Frank: Thank you Mr Jackson, I'll make sure Bob gets this asap.
Peter:Thanks, bye.
Frank:Bye.

. Make up sentences with the following words:

. to greet,

. atalk,

. toget friendship,
. introduction,
. totalk,
. to «break the ice».
. Ilepeseoumenapycckuitazpix:
1. In English (as in all languages), there are different ways to greet people in formal
and informal situations.
2. It is common to first apologize before interrupting another person, or asking for help
if you do not know the person.
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3. The use of more formal language is common when speaking to someone you do not

know.

4. Each of these questions can help to begin or continue a conversation.
5. Here are a number of phrases used when saying goodbye to friends or family as

they depart on trips, both short and long.

6. Haiioume npeonoxcenuto u3 1€60ii KOJIOHKU €20 nepesod 6 npagoil KOJ10HKe:

a. | have a computer on my desk.
b. There is no scanner in your new office.

c. Are there any employees from England in

our company?
d. What is your position?
e. What are your duties?

1. Kakue y Bac o0s13aHHOCTH?

2. Kakyo105KHOCTbBBI3aHUMAETE?

3. Ha moeM paboueM cToJie €CTh KOMITBIOTED.
4. B BameM HOBOM o(rice HET CKaHepa.

5. B Bameil komMnaHuu €CTh PaOOTHUKH W3

AHrmmn?

7.0meemvmenagonpocewl.

1. Whatisyourname? Are you married? Is your family big?

2. Where are you from?Where do you live?

3. What do you do?What are you?(Which company do you work for?)
4.What is your hobby?What do you do on weekends?

5. What are you good at? Whatareyourplansforfuture?

Tema 2. Use language as a bonus.

1. Ilpouumaiime u nucomenHo nepegeoune Ha PyCCKUil A3bIK:

One billion people speak English. That’s 20 % of the world population. It is also one
of the leading languages in the world.About 400 million people speak English as their first
language. About the same number use it as the second language. It is the language of aviation,
international sport and pop music. Nearly 50 percent of all the companies in Europe com-
municate with each other in English. They use English for their meetings and letters. 75 % of
the world’s mail is in English, 60 % of the world’s radio stations broadcast in English and
more than half of the world’s periodicals are printed in English.

It is the official language in 44 countries, where it is used in education and administra-
tion.They are Great Britain, Canada, the United States of America, Australia, New Zealand
and some other countries. In many others it is the language of business, commerce and tech-
nology. English is the language of modern computing. Because the Internet makes the world a
smaller place, the value of having a common language is greatly increased.

2.Answer the following question:

1. What is the role of English among other foreign languages?

2. How many people speak it?

3. Why has English become a world language?

4. Why do young people want to learn English today?

5. What is the necessity of learning English for a specialist?

6. What is the best way to learn a language?

3. Put in the right word:

country adjective person nation
Russia Russian a Russian the Russians
America an American the Americans
Belgium Belgian a Belgian
Brazilian a Brazilian the Brazilians
China Chinese the Chinese
Denmark Danish a Dane the Danes




England the English
France French the French
Finland Finnish a Fin the Finns
German a German the Germans
Holland Dutch a Dutchman/woman
the Netherlands
Hungary
Ireland Irish an Irishman/woman
Italy an Italian the Italians
Japan
Norway Norwegian
Poland Polish a Pole
Portugal the Portuguese
Scotland
Spanish a Spaniard the Spanish
Sweden Swedish the Swedes
Turkey a Turk

4. Make up sentences according to the model: Paris is the capital of France:

Amsterdam, Athens, Beijing, Budapest, Bucharest, Copenhagen, Dublin, Havana, Hel-
sinki,Kiev, London, Madrid, Sofia, Stockholm, Minsk, Oslo, Teheran, Warsaw, Washington.

5. Bcmagvme neo6xooumuiii apmukiy:

1. Youare...... economist, aren’tyou?

2. Theyhave ... new expert at our department.

3. We had .. .talks yesterday. ... talks were not easy.

4. He has never been on business trip to ... Paris.

5. This is ... complicated issue. We need to look up for some information in ... report.

6.I1epeseoumenapycckuiia3vik:

1. Bonra — cama mimHHas peka B €Bporenckoi yactu Poceun.
2. Hackonbko MHE U3BECTHO, I€TH JTIOOAT MOPOKEHOE.

3. Bot kHura, KoTopas BaM He00X0J1Ma.

4. Henaneko ot Moero noma ectb CTaIHOH.

S. 51 xoren OBl MOEXaTh HA HKCKYpCHIO B KpbiMm.

7.00vacHUmMEeUCn01b308AHUCAPMUKIA.

The Russian Federation is the largest country in the world. It occupies about one sev-
enth of the earth’s surface. It covers the eastern part of Europe and the northern part of Asia.
The country is washed by 12 seasand of 3 oceans: the Pacific, the Arctic and the Atlantic. In
the south Russia borders on China, Mongolia, Korea, Kazakhstan, Georgia and Azerbaijan. In
the west it borders on Norway, Finland, the Baltic States, Belorussia, the Ukraine. It also has
a sea border with the USA.

There are two great plains in Russia: the Great Russian Plain and the West Siberian
Lowland. There are several mountain chains on the territory of the country: the Urals, the
Caucasus, the Altai and others. The largest mountain chain, the Urals, separates Europe from
Asia.

Tema 3. Travellingonbusiness.

1. IIpouumaiimeunucomennonepeeeoumenapyccKuiiA3bIK:

Business today is international in character, and business people often have to travel.
On a business trip people might meet colleagues and business partners for the first time. Of-




ten, colleagues from different countries experience cultural difficulties, that is, they are sur-
prised by strange, to them, social conventions in a new place. Different cultures do things dif-
ferently! Management styles also differ from country to country. It’s often useful when doing
business in a foreign land, to get some advice from a special agency which consults on ques-
tions of international business. These days business trips are very important because face to
face meetings are more valuable to profitable business than any other type of strategy.

2.Answer the following question:

1.Is a business trip just a part of doing business?

2.What are the reasons to go on a business trip?

3.Do you agree that sightseeing, cultural events and just plain relaxing are a regular
part of every business trip?

4.Why are business trips important?

5.Try to explain the statement: Different cultures do things differently!

3.Make up 5-6 sentences using the words:

To travel on business; a business trip; long-term; short-term; a head of a department; a
colleague; competitive; sightseeing;cultural events.

4.Give Russian equivalents to the following verbs:
1) to sign contracts
2) to discuss terms of delivery
3) to consult
4) to improve one’s professional skills
5) to provide support
6) to represent
7) tosucceed

5.06pasyiime popmy mHoICECMBEHHO20 YUCIA OM CYULECMEUMENILHO20:

Office, desk, computer, paper, screen, boss, market, rate, investor, account, tax, busi-
nessman, secretary, manager, company, chairman, zone.

6. Omeemovme Ha 60nPOCHL NO C1EOYIOULELL MOOETIU:

Mooens:Whose papers are these? (Mary) — TheseareMary’spapers.

1. Whose files are these? (John);

2. Whose computer is that? (Norman);

3. Whose desk is this? (Diana);

4. Whose room is this? (my boss);

5. Whose shelf is this? (my colleague).

7.1lepeseoumenaannuiicKuiiaA3viK:

1.V MeHs ecTh IBa KOMIIBIOTEpA B KAOMHETE.

2. DKpaH KOMIBIOTEpa roayooi.

3. Yeii 370 cTon? DTO MO €cTOA, a TOT cTOoA HOopMaHa, Moero kosuiern.

4. JlaiiTe MHE T€ TOKyMEHTBHI.

5. 51 BMKy LIEHBI pa3HbIX TOBAPOB HA SKPAHE CBOET0 KOMIBIOTEPA.

Tema 4.Myfutureprofession.

1. IIpouumaiime u nucomeHHo nepegeoume Ha PyccKuil A3bIK:

Before you go about choosing a perfect career, you need to know yourself first. Most
of us never spare a moment to know what actually our likes and dislikes are. The first thing
you need to determine is what your interests are. Consider your personal likes and dislikes.
Do you prefer to work alone or in a group? Would you want fixed office hours or would you
like to work from home?



Ask yourself where you want to be in ten years. Does a particular job fulfil this devel-
opmental need? Does it provide enough challenges for you to move ahead on your career
path? Ask yourself about the environment you want to work in. Do you want to be your own
boss? Or would you rather follow the leader? Do you want to work in a fast- paced world, or
would you rather do something that moves slowly? Accept your own realities. Know your
capabilities. Such questions will definitely help you eliminate the poor matches and assist you
focus on the possibilities.Sometimes all this self -analysis leads to nowhere. We end up more
confused than we were at the beginning. Then, the best way to deal with the dilemma is to
think about consulting a career counsellor.A career development professional will use various
tools to help you evaluate your interests, personality, skills and values. He or she will then
show you how all these things, combined, play a role in choosing a career.One of the many
things you can do to see if a particular career would suit you is to volunteer or take up an in-
ternship. Sometimes things don't always appear what they seem.

2.Answer the following question:

1. When did you start to think about your future profession?

2. What professions do you like best of all?

3. Who helped you to make your choice?

4. What do you know about your future profession?

5. What are your parents'professions?

6. What do you know about them?

7. Have you got any traditional professions in your family?

8. Is your future profession interesting and modern?

3.Make up sentences using the verbs:

1)to get interested in (3auHTEpECOBLIBATHLCS);

2)to affect (3arparuBath);

3)to be concerned(6bITh3anHTEPECOBAHHBIM);

4)to run (ympaBisTh);

5).toraisemoneyforcharities (coouparbaeHPrHHAOIArOTBOPUTEIHLHOCTH ).

4.Match the expressions:

a) broad outlook 1) mmpoxkas nepcreKTuBa

b) to encourage me in my desire 2) BHE3aIHasl BCIIBIIIKA

c) to opt 3) cnernoit BBIOOP

d) a blind choice 4) BHIOMPATH(PEIINTH)

e) a sudden flash 5) BO3HHKATh

f) to arise 6) mupoKuil Trana3oH, Kpyr, 001acThb,

g) to justify the hopes of my parents chepa

h) widerange 7) ompaBbIBaTh HAICKBI MOUX POJUTE-
nei

8) moompsATs MEHSI B MOEM KETaHUU

5. 3anonnume RpPONYCKU JIUYHBIMU MECHOUMEHUAMU:

1 That’smynotebook. Canlhave...back?

2 Maryandlaregoodstudents, sourteacherlikes...

3. Their tutor gives ... a lot of homework.

4 Who’sthatbusinessman? Iwanttomeet...

5 She isn’t here. Can I give ...a message?

6.3anonnume nponycku, evlOpPag HYICHYIO opmMy RPUMAIHCAMETbHO20 MeCOoUMe-
HuUus:

1. They will build a new road, ...(her, its) length will be about fifty kilometres.

2. Lookatmachine. Thestoryof ...(her, its) invention is very interesting.



His report is much more interesting than ... (your, yours) or ... (my, mine).
You can do it very well without my help, but not without ... (their, theirs).
Tellhimnottoforget hispaper, shemustnotforget ...(her, hers) either.
.3anonnumenponyckuykazamensuvimumecmoumenuamu(this, that, those,these):
... will do.

Try one of ...

... students who failed the exam will have to take it again.

Sorry to bother you with all ..., but I had to say it.

Howmuchare... ?
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Tema 5. Whatisamanager?

1. Ilpouumaiime u nucomenHo nepeseoune Ha PyCCKUil A3bIK:

Managing is responsible and hard job. There is a lot to be done and relatively little
time to do it. In all type of organizations managerial efficiency depends on manager’s direct
personal relationships, hard work on a variety of activities and preference for active tasks.

The characteristics of management often vary according to national culture, which can
determine how managers are trained, how they lead people and how they approach their
jobs.The amount of responsibility of any individual in a company depends on the position that
he or she occupies in its hierarchy. Managers, for example, are responsible for leading the
people directly under them, who are called subordinates.

2.Answer the questions:

1. What is the traditional interpretation of the term «management»?

2.How do you understand the phrase «Management is getting things done through oth-
ers»?

3.What do some writers, teachers and practitioners say about the traditional view?

4.What other interpretations of the term “management” are given in the text?

5.What does the focus on leadership skills mean?

6.Does the focus on leadership skills mean a change in the management functions?

7.What may the term “management” mean to most employees?

8.What may the term “management” refer to in nonprofit organizations?

3.Translate into Russian:

1. Image: how the public at large views a company can be very important, and to this
end a number of companies have public relations departments that have specific responsibility
to improve the image of the company.

2. Each manager is assisted by one employeeor a small team.

3. The PR-manager is responsible for relationshipsbetween management and personnel.

4. Our company needs experienced personnel with fluentEnglish and good computer
skills.

5. Our company provides vocational training for its employees.

6. Do youobject to our decision?

4.Fill in the gaps with the words:

1. The success of any company ... on its personnel and management. —
a)holds;b) depends;c) charges;d)accounts.

2. A ... is an action or activity done for others for a fee. — a) capi-
tal;b)deductions;c) service;d)charge.

3. ... is a public notice, usually printed in a newspaper, of goods for sale or services
offered; or of goods or services wanted. — a) interview;b) application;c) advertise-
ment;d) charge.



4. The ... of directors takes the most important decisions on the company’s strategy. —
a) deductions;b)board;c)risks;d)reduce.

5.The ... is a person who attempts to start a new business or introduce a new product.
—a) manager;b)personal;c) consumer;d) entrepreneur.

5. 3anofmumenponycxumecmoumenu;musome, any, nou ux npou3eodublmu:

1. Have you ...letters for me?

2 We regret there isn’t ...thing that can be done.

3 .. ofthesebooksareusefulbut ... are just rubbish.

4, We did not see .....in the hall.

5. ... was present at the lesson.

6 Is there ...who speaks English here?

7 I don’t know ...about his presentation.

8. I’d rather go ...than to stay at home during my holiday.

6.3anonnumenponyckumecmoumenuamumany, much, alotof, little, a little, few, a
few:

1. I have ...( muOTO) time. ... (Mayo)was said about it.

2. ...(mHOrO)people speakEnglish... (mano ) people know it.

3. I don’t feel lonely in this town, I have ...( HemHoro) friends.

4. Let’s wait. We have ...(HemHoro ) time.

5. I have ...( little, few ) money in the bank.

6. There is ... (a lot of, many) information about Italy in this brochure.

7.1lepesedume npeodnoxcenusn na pycckuil A3vik:

1. Many people were invited but few came.

2. | have a few books on this subject.

3. He has read the few English books he has.

4. Nearly the whole cargo of wheat has been unloaded to-day. The little that remains
will be unloaded tomorrow morning.

5. Gold is one of the fewmetals which are found in a virgin state.

6. Much water has flowed under the bridge since that time.

Tema 6. Artorscience?

1. Ilpouumaiime u nucomenHo nepegeounie Ha PyCcCKUuil A3bIK:

The role of the manager today is much different from what it was one hundred years,
fifty years or even twenty-five years ago. For example, the business manager's objective was
to keep his company running and to make a profit. Most firms were production oriented. Few
constraints affected management's decisions.

Governmental agencies imposed little regulations on business. The modern manager
must now consider the environment in which the organisation operates and be prepared to
adopt a wider perspective. That is, the manager must have a good understanding of manage-
ment principles, an appreciation of the current issues and broader objectives of the total eco-
nomic political, social, and ecological system in which we live, and he must possess the abil-
ity to analyze complex problems.

2.Answer the questions:

1. The function of management is becoming more complex. Why?

2. What must management possess nowadays?

3. Management encompasses both science and art. In what can we see it?

4.What must the modern manager consider now?

5.Do you agree that, like the physician, the manager is a practitioner?

3.Match the phrases with the appropriate translation:
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to make a profit OKpYKaTh

to be ivolved in MPUHUMATD; 3aUMCTBOBATh
toadopt CACNaThIIPUOBLIH
toencompass BJIQJIETh; 00J1a]1aTh

to make a choice OBITHBOBIICUCHHBIMB
toposses JIeJIaTbBBIOOD

4.Make up 5 sentences using the words:
making a decision — npuHsATHEpEIICHH S,
objective — 1ieinp, 3a1aua,
production— npou3BoCTBO,

constra
agency

it — mpUHYX1aTh; CACPKUBATD,
— areHTCTBO,

environment — okpy>KeHue; OKpYKarolas cpena,
anexecutive — 10JHKHOCTHOE JIMIIO; UCTIOJIHUTEIb; PYKOBOIUTEIb.

to work
to read
to count
to write
to begin
to meet
to speak
to send
to cancel
to stop
to travel

5. Hanuwiume 2-10 u 3-10 popmy npasuivHuIX U HENPABUIbHBIX 2]14207108:

read read
wrote

begun

spoken
sent

cancelled
travelled

6.I1epeseoume npeonoxcenus u onpeoeaume pojib 21az01a 6 NpeodJlodce-

HMM(CMblCJIOGOfJ 21azoJ, écnomozamenvHulil 2142011, 2/1azo0J1-c6Aa3Ka, MOOAIbHBLIL leaZOJl).'

1. Theyreturned yesterday.

2. She is reading a report now.

3. I must do it at once.

4.You needn’t go there.

5. The box was heavy.

6. He became a vice-president of our company.
7.I1epesedumenapyccKuiia3bik:

1. He suggested that the discussion of the question be postponed.

2. If he were here, he would help us.

3. A nation’s economy can be divided into three sector of activity.

4. How does the British government see its role in the UK economy?
5. It is often said these days that we live in a consumer society.

6. The amount of money spent on goods and services has a big impact on the level of

economic activity.

Tema 7. Office work and problems.

1. IIpouumaiimeunucemennonepeseoumenapyccKUiA3bIK:
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Businesses often have a list of 5-10 'mission statements' featured in their brochures, on
their websites or hanging in their office detailing the values they hold as a form of communi-
cation to their employees, their clients and the public. If you are a potential employee then
you should be aware of what the company stands for and how it treats its employees before
attending an interview. If you need to use the services of a company you may be interested to
know what standards they work towards before choosing to work with them. You may not
agree with some of their major policies and this could affect your working relationship. For
some companies their treatment of their employees or clients at any given time could affect
their share prices and so inevitably have a great influence on the company’s success or failure.

2. Make up 5 sentences using the verbs:

To express; to believe; tobe aware of; to be complicated; to consider; to be complicat-
ed; to provide; to confide.

3.Answer the questions:

1. What is the organizational culture?

2. Why is it important to know about a company’s culture?

3. Do you agree or disagree that for some companies their treatment of their employ-
ees or clients at any given time could affect their share prices and so inevitably have a great
influence on the company’s success or failure?

4. What points should be consideredto understanda company’s culturebetter?

5. What do on-line companies need to have to survive today?

4.Give Russian equivalents to the following phrases:

1.professional development

ONO O WN

. external communication

. to treat its employees

. to affect your working relationship
. to have a great influence on

. internalcommunication

. publicrelations

. equal opportunities

5.Bbmonnumesac)auuenomodeﬂu, cocmaeueompuuameﬂbnbteuymsepdumeﬂbuble-
npeonoxcenusactobe.

Mooens: Mary is a manager. What is about her sister Jane?(actress) — Her sister
isn’t a manager. She is an actress.

1. Miss reed is a teacher. What is about her sister? (chemist)

2 Peterisastudent. What is about Ann?(saleswoman)

3. Tom Smith is a worker. What is about his son?(pilot)

4 Philip is a journalist. What is about Harry?(physicist)

5. Hans is a good dentist. What is about his friend?(musician)

6. Botnonnume 3adanue no mooeauctohave:

Mooens: | have a good watch.Have you a good watch? — Yes, I have. No, I haven’t.

1 He has some books on this subject.

2 They have no time to go there.

3. We’ve got a large library at our institute.

4 She has got much important information in her report.
5. I’ve got an English dictionary.

7. Tpancgopmupyitme npeonosrcennvle Koncmpykuuue Kouncmpykuyuu Cthereis/
thereareno mooenu:

Mooens: A telex is on the desk. — There is a telex on the desk. Is there a telex on the
desk? — Yes, there is./ No, there isn’t.
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The figures are on the display.

The changes are in the market.

The new prices are for oil and machinery.
10 files are on the shelf.

My boss is in the office.

oL PE

Tema 8.Principles of the management.

1. IIpouumaiime u nucomeHHO nepegeoume Ha PyccKuil A3vIK:

Different scholars offer different sets of principles of management. The most famous
are the following fourteen. But the main principle should be read as follows: «there is nothing
rigid or absolute in management affairs, it is all a question of proportion». Accordingly, if you
view the following list of these principles as a set of important topics and sometimes applica-
ble guidelines for managers, you will be keeping close to the spirit in which they were origi-
nally suggested.

2.Make up 5 sentences using the verbs:

toperform; toincrease; to suggest; to increase; to enforce; to depend upon;to encour-
age; to reward; to coordinate;implement; to reconcile.

3.Give Russian equivalents to the following:
1.Setsofprinciples
. applicable guidelines for managers
. the ability of leadership
. remuneration of personnel
. personal vanity
. division of work
. teamwork
. reduction in the number of tasks

coONO OThA~WN

4.Answer the questions:

1. Do you know the most famous principles of management?

2. What components do the criteria necessary for professional status include?

3. Why do business schools try to integrate academic education with members of the
business community?

4. Why is the issue of ‘placing interests of society before personal interests’ less clear-
out?

5. Why is ‘a code of conduct’ the weakest point?

5. ¥Ynpaxcnenue 1. Beinonnume 3adanue no mooenu:

Mooens: | finish my work at 3. —-Do you really finish your work at 3? — Yes, | do./
No, I don’t.

1. The engineers meet customers in the morning.

2. Our manager stays in the office till 9 in the evening.

3. Their secretary comes to the office at 8.

4. I always have English on Tuesdays.

5. The economist of our office finishes his work at 5.

6. Ynompeoume npasuivhyto popmy 2nazona ¢ PresentSimpleu packpoiime cxooku:

1. We ...you to work in shifts (offer).

2. Our boss always ...professional staff (recruit).

3. This company ...sports cars (advertise).

4. It ...impossible to start your own business when a person ... money (be, not have).

5. What ...the typical job titles in a company (be)?
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6. | ...any satisfaction from my present job (not get).

7. Why ...the pay so low for such hard work (be)?

8. There ...some fringe benefits that make this company attractive to me (be).
7.Cocmaevme npeoyoxceHus u3 ciedyioujux cioe:

brothers, My, company, work, at, electronics,a big;

go, the academy, They, generally, to, bus by;

the institute, him, It takes, minutes, to, five, get to;

hard, English, work,at our, We;

your manager finish at 7, his work, sometimes, Does?

orwdPE

Tema 9.Entrepreneurs.

1. lIpouumaiimeunucomennonepeeeoumenapyccKuiiA3bIK:
Entrepreneurship in Russia.

The development of the labour market in Russia today closely follows changes in the
structure of production and employment in transition to the market economy.

The law about «State support to small entrepreneurship in the Russian Federation»
passed in the State Duma of Russia. This federal law outlines general government policy
about state support for small business development in the Russian Federation, and sets out
forms and methods of government stimulation and regulation of small business activity.

The development of small businesses depends on entrepreneurial activity of popula-
tion. Right now more Russian citizens are thinking about starting their own business. But to
do so they need to know some basic principles of entrepreneurship. That is why teaching dif-
ferent categories of citizens entrepreneurial skills is very important.

2.Do you agree or disagree with these statements?

1. Material possessions are the natural reward for hard work.
2. Most people are poor because they deserve to be.
3. People should place more emphasis on working hard and doing a good job than

on what gives them personal satisfaction and pleasure.
4. Some people say that people get ahead by their own hard work; others say that
lucky breaks and help from other people are more important. Which do you think is more im-

portant?

5. Who is more admirable: the person who has become rich through hard work, or
the one who has inherited the money?

6. Do you think people are more motivated to work harder when they will in-

crease personal profit, or when they are working together toward a common goal?

3.In your opinion, what qualities must a good entrepreneur possess? What kind of
person must he/she be? Give your reasons:
accurate, attentive, adventurous,adaptable, aggressive, ambitious, attractive, bright, broad-
minded, businesslike, careful, charming, cheerful, disciplined, dominant, easily-taught, effi-
cient,enterprising, energetic, enthusiastic, easygoing, experienced, expert, firm, flexible, forceful,
frank, friendly, generous,gentle, helpful, honest, humorous,inventive, independent,intelligent,
kind, loyal, logical, mature, mild, modest, natural, open-minded, optimistic,organized, polite, pa-
tient, punctual,purposeful, qualified, quick,responsible, reliable, strong-minded, self-confident,
self-disciplined, serious spontaneous, sincere, skillful, tactful, talented, tolerant, understanding,
wise

4.Have you got what it takes to run your business? Do the questionnaire.

How do you rate as an entrepreneur? For each of the following questions, tick the
answer which comes closest to what you feel about yourself.
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3.
a.0nce

Are you a self-starter?

| only make an effort when | want to.

If someone explains what to do, then I can continue from there.

I make my own decisions, I don’t need anyone to tell me what to do.
How do you get on with other people?

I get on with almost everybody.

I have my own friends and I don’t really need anyone else.

I don’t really feel at home with other people.

Can you lead and motivate others?

something is moving I’ll join in.

b.I’'m good at giving orders when I know what to do.

c.lcan’

4.

TR ROTPRPOTRNOOTPOOTYNOTPDNOT P UNO T

to say.
C.
12.
a.
things to other
b.
C.

t persuade most people to follow me when I start something.

Can you take responsibility?

I like to take charge and to obtain results.

I’ll take charge if I have to but I prefer someone else to be responsible.
Someone always wants to be the leader and I’'m happy to let them do the job.
Are you a good organizer?

I tend to get confused when unexpected problems arise.

I like to plan exactly what I’'m going to do.

I just let things happen.

How good a worker are you?

I’'m willing to work hard for something I really want.

| find my home environment more stimulating than work.

Regular work suits me but I don’t like it to interfere with my private life.
Can you make decisions?

I am quite happy to execute other people’s decisions.

I often make very quick decisions which usually work but sometimes don’t.
Before making a decision I need time to think it over.

Do you enjoy taking risks?

| always evaluate the exact dangers of any situation.

I like the excitement of taking big risks.

For me safety is the most important thing.

Can you state the course?

The biggest challenge for me is getting a project started.

If | decide to do something, nothing will stop me.

If something doesn’t go right first time I tend to lose interest.

Are you motivated by money?

For me, job satisfaction cannot be measured in money terms.

Although money is important to me, | value other things just as much.
Making money is my main motivation.

How do you react to criticism?

| dislike any form of criticism.

If people criticize me | always listen and may or may not reject what theyhave

When people criticize me there is usually some truth in what they say.

Can you believe what you say?

I try to be honest, but it’s sometimes too difficult or too complicated to explain
people.

I don’t say things I don’t mean.

When I think I’m right, I don’t care what anyone else thinks.
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13. Do you delegate?

a. | prefer to delegate what | consider to be the least important tasks.

b. When | have a job to do, I like to do everything myself.

C. Delegating is an important part of any job.

14.  Can you cope with stress?

a. Stress is something | can live with.

b. Stress can be a stimulating element in a business.

C. | try to avoid situations which lead to stress.

15.  How do you view your chances of success?

a. I believe that my success will depend to a large degree on factors outside my
control.

b. I know that everything depends on me and my abilities.

C. It is difficult to foresee what will happen in the future.

16. If the business was not making a profit after five years, what would you do?

a. give up easily

b. give up reluctantly

C. carry on

Scoring: Use the key to calculate your total score, then check how you rate as an
entrepreneur:

What qualities should a person have to become a successful entrepreneur?

Would you manage to be a director of a prosperous business?

Key
a=0b=2c=4 a=2b=4c¢=0
a=4b=2c=0 a=0b=2c=4
a=0b=2c=4 a=0b=4c=2
a=4b=2c=0 a=2b=4c=0
a=2b=4c¢=0 a=2b=0c=4
a=4b=0c=2 a=2b=4c=0
a=0b=4c=2 a=0b=4c=2
a=2b=4c¢=0 a=4b=2c=0

44 or above

You definitely have the necessary qualities to become the director of a successful
business. You have a strong sense of leadership, you can both organize and motivate and you
know exactly where you and your team are going.

Between 44 and 22

You may need to think more carefully setting up your own business. Although you do
have some of the essential skills for running a business, you will probably not be able to deal
with the pressures and strain that are a part of the job. You should perhaps consider taking
some professional training or finding an associate who can compensate for some of your
weaknesses.

Below 22

Managing your own business is not for you. You are better suited to an environment
where you are not responsible for making decisions and taking risks. To operate successfully
you need to follow well defined instructions and you prefer work that is both regular and pre-
dictable.

5.I1epeseoume na pycckuit sazvlk (oopamume snumanue na npeonoz by, komoputii 6
couemarHuu ¢ CyuieCcmeumeslbHboimM Uid MECMOUMEHUEM COOmMEeemCcmeyem 6 pyCcCKom A3bl-
Ke meopumenbHomy naoexcy 6e3 npeonoza):

1. This machine is driven by electricity.
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2. «Anna Kareninay is written by Tolstoy.

3. He improved his pronunciation by reading aloud.

4. You will help me by telling me all you know about it.

5. The firm violated the contract by delivering goods of low quality.

6.Ilepeseoume na pycckuit a3vik (oopamume enumanue na npeonoz of, komoputii 6
PYCCKOM A3bIKE COOMEEmCHEyent poOumeibHomMy naoexcy 6e3 npeonoz2a):

1. Moscow is the capital of Russia.

2. The First World Congress of Partisans of Peacewas held in Paris at the end of
April 1949.

3. Some of my friends came to see me off.

4, The S.S. “Pskov” sailed from Odessa with a cargo of 5, 000 tones of wheat.

5. He signed a cheque to the amount of 1,000 roubles.

7. Ilepeseoume na anenuiickuil azvik(oopamume eHumanue Ha npeonoz 0, komo-
pblﬁ 6 couemaHuu C CyuleCmeumeibHoblmM Ui Mecmoumenuem coomeemcmeyem 6 pyc-
CKOM A3blKe 0amenbHoMy naoedcy 6e3 npeonoza):

1. The teacher explained this rule to the students.

2 | wrote a letter to my father yesterday.

3. It is not clear to me why he behaved like that.

4. This machine is similar to another model in our catalogue.

5 Your proposal is acceptable to us.

Tema 10.Businessethics.

1. lIpouumaiimeunucomennonepeeeoumenapyccKuiiA3bIK:

Good business ethics should be a part of every business. There are many factors to
consider. Many global businesses, including most of the major brands that the public use, can
be seennot to think too highly of good business ethics. Many major brands have been fined
millions for breaking ethical business laws. Money is the major deciding factor. If the company
is making large amounts of money, they may not wish to pay too close attention to their ethical be-
havior. There are many companies that pride themselves in their correct business ethics, but they
are becoming very few in this competitive world.

Business ethics is exactly the same as normal ethics, and that is knowing what is right or
wrong, and learning what is right and what is wrong in a business environment.

Managerial ethics are standards of behavior that guide managers. There are three
broad categories of ways in which managerial ethics can affect peoples work:

1. Behavior toward employees: This category covers such matters as hiring and firing,
wages and working conditions, and privacy and respect.

2. Behavior towards the organization: Ethical issues also arise from employee behav-
ior toward employers, especially in such areas as conflict of interest, confidentiality, and hon-
esty.

3. Behavior toward other economicagents: Ethics affect the relationships between the
firm and its employees with so-called primary agents of interest — customers, competitors,
stockholders, suppliers, dealers, and unions.

2.Answerthequestions:

1. Can businesses function without ethics?

2. Does a society dictate a set of rules and conformities to any business?

3. Do you agree that good business ethics should be a part of every business?

4. Are there three or five broad categories of ways in which managerial ethics can af-
fect people work?

5. What are they? Try to describe them.
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6. What other principles may affect situations?
3.Find English equivalents for the following:

a) If we want to hostile take-over, we should
have negotiations with their company.

b) Industrial espionage — a form of unfair
competition.

c) You have the best employee.

d) Many companies use corporate codes of
conduct for better governance and to main-
tain the reputation.

e) Nowadays business conduct asks a lot of
knowledge.

f) For any enterprise, it may be necessary to
carry out a manslaughter.

4.Matchthe words and expressions:
a) business conduct
b) fiduciaryresponsibility
c) social responsibility charter
d) manslaughter
e) customer
f) hostile take-over
g) industrial espionage
h) supplier
1) ethics code
J) corporate governance
K) corporatesocialentrepreneurship
I) political contribution

1. Ha mr060M mpeanpusiTil MOXET BO3HHK-
HYTh HEOOXOIUMOCTh IMPOBECTH MACCOBOE
YBOJIbHEHHUE.

2. BBl y HacC caMblif Ty4IIuil COTPY/IHHUK.

3. [IpombIIIIeHHBIH MITHOHAX — opMa He-
TO0OPOCOBECTHON KOHKYPEHITUH.

4. MHorve KOMIaHUH UCIIONIB3YIOT KOpHopa-
TUBHBIC KOJICKCHI IIOBEJICHHUS JIJIS TIOBHIIIIC-
HUs 3QGEKTUBHOCTH YIPaBIEHUS U MOAEP-
KAHUS PEIyTaIlHH.

5. Eciii MBI XOTUM BpaXk/1eOHOTO CIHSIHUS,
HaM CIIeAyeT MPOBECTH IMEPETOBOPHI C X
KOMIIaHUEU

6. B Hamm qHU BeeHue Ou3Heca TpedyeT
MHOI'0O 3HAHUM.

1)BpaxkieOHOE CMsIHME KOMITAaHUH, 3aXBaT
2) NPOMBIILJICHHBIN MIMUOHAX

3) oOmiecTBeHHAs OTBETCTBEHHOCTh
4)KOCKCITUKH

5)mocTaBIIuK

6) XapTUSACONMATHFHOMOTBETCTBEHHOCTH

7) KOpIIOpaTUBHOE YIIPABICHUE

8) MaccoBO€ yBOJIIbHEHHE

9) KOpIOpaTUBHOE COLUATLHOETIPEATPHUHH-
MaTelbCTBO

10)BenenueOu3HeCa

11) nonutruyeckuii BKIaja, yuactue

12) K1AMeHT, HOKyIaTeNlb

5. /laitme omeemut no ciedyrouieii mooeau:
Mooens: Mustlgotheirbyan early train?(take the 10:30).
1. a) Yes, you must. b) I am afraid, you must.

2. No, you needn’t. You may take the 10:30.

1. Must he explain to them how to use this machine?(read the instructions).
2. Must | take your advice?(do as you please).

3. Must I take all my things now? (leave behind what you don’t need).
4. Must she pay all the money now? (pay only part of the sum).

5. Must | go to him to discuss the arrangements?(phone).

6. /laitme omeemot no cnedyrouieii mooenu:

Mooens: May | wait for him here?

1. (a) Yes, you may.(b) All right, of course, you may (can).

2. (a) No, you can’t. (b) I am afraid you can’t.

1. May we postpone the shipment?

2. May we try another method?

3. May we take the delegation about the town now?

4. May we call on you a bit later?
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5. May I see your license?

7. /laiime omeemul no ciedyrouieit mooenu:

Mooens: Peter can speak English and what about you?

@) I can speak English too.

(b)  Ican’t I can speak English (at all).

1. We can order the goods very soon, and what about you?

2.We can translate political articles without a dictionary, and what about you?
3.She can read fast, and what about them?

4.1 can work anywhere, and what about you?

5.He can get a job in their office, and what about you?

Tema 11.Meetings. Holdingameeting.

1. lIpouumaiimeunucomennonepeeeoumenapyccKuiiA3bIK:

Meeting is an essential part of manager’s work. They are held for three main reasons:
1) to carry out training, 2) to transmit information, 3) to solve a problem. Read the following
recommendations and try to follow them in your life. Before you call the meeting: Decide if
the meeting is the best method of achieving the objective; Put the objective in writing; Collect
all the information necessary; Select specific items for discussion; Anticipate difficulties,
awkward members and prepare documents and courses of notion to overcome the difficulties
expected; Prepare the agendas with no more than 5 objectives. During the meeting: state the
purpose of the meeting; outline the objectives it is hoped to achieve; do not impose your
views on the group; direct discussion toward the objectives;developp participation by con-
trasting different viewpoints; watch the clock and note reaction of members who appear to be
loosing interest — where opinion is divided a vote is to be taken.

2.Translate the following sentences. Pay attention to the words in bold:

1. A compensation package for an executive leaving a company is also known as a
golden goodbye, golden handshake, or golden parachute.

2. Compensation for someone leaving a company may be referred to as acompensation
payment, compensation payoff, or compensation payout.

3. Apart from salary, an executive's compensation package can include bonuses(extra
payments, sometimes, but not always, related to the firm's performance) and benefits and
perks (ranging from share options, the right to buy the company's shares at an advantageous
price, to a chauffeur-driven car).

4.When talking about executive pay, compensation can refer, confusingly, to two dif-
ferent things: what top executives get for running a company and what they get on leaving a
company.

5. Middle managers are those in the hierarchy between senior management and front-
line managers or line managers, the people managing employees.

6. When people lose their jobs, they are dismissed or made redundant.

7. Remunerationis also used to talk about executives' salary and benefits.

3. Give the English equivalents to the following:

KBaJ'II/I(bI/IKaHI/IOHHBIe Tpe60BaHI/I5[; AOJDKHOCTHAasA MHCTPYKUOUA; ACJICTUPOBAHUC, ITOJI-
HOMOYHS, JOIMOJIHUTCIIBHBIC BBIIJIATHI; HOPMa YIIPABIACMOCTU ;PACIIUPCHUC MTOJIA JCATCIbHO-
CTHU, CUCTEMA MOAYMHCHHOCTH; MCHCIKCPhI BBICHICTO 3BCHA, CPCIAHCC 3BCHO YIIPABJICHUAA,
3¢ (HEeKTUBHOCTD; Pe3yIbTaTUBHOCTh (PEHTA0EIHHOCTE); BepOOBKa (Ha0Op); OTCTaBKa; YBOJb-
HCHUC.

4.Translate into English:

1. CoOpaHue KOJUIEKTHUBA JOJIKHO MPOBOAUTHCS KaK MUHUMYM Pa3 B TOJI WX TTPH
MOSIBJICHUH HEOOXOMMOCTH.
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2. B xozxe nuckyccuu 0ObIYHO 00CYXKIatoTcsi HauOoJiee CI0KHbBIC U UHTEPECYIO-
1IMe NpooJIeMBbl.

3. OcHoBa J11000T0 CTPOUTEILCTBA — TIOJITOTOBUTEIIBHBIC PAOOTHI.

4, [TpunsITHE penieHHii — YMCTBEHHBINA MPOIECC, MPUBOASIINNA K BBIOOpPY ICii-
CTBUH Cpey HECKOJIbKUX aJIbTEPHATHB.

5. PazbsicHuTe MoBecTKy JHS B caMOM Haudajie COOpaHMs, a 3aTeM IEepPeXOJuTe
HEMOCPEICTBEHHO K OCHOBHOM IIE€JIH.

6. WTak, moaBEIUTE UTOTH ITOTO COOPAHHUS.

5. ¥Ynpaxcnenue 1.3anumumecnosamu:

a) numbers: 6; 73; 112; 152; 0; 1, 045; 80; 9, 854.

b) telephone numbers: 213-57-83; 426-11-35; 157-18-20.

c) phrases: exercise 5; page 312; bus 102; text 6; room 302.

6.11epeseoume na anenuiicKuil A3blK NOPAOKOGBIE YUCTUMENIbHBLE:

MEPBbIA, TPETUH, MATHIA, ABAALATHIA, ABAALATH BTOPOM, TPUILIATH IIECTOM, COPOK
CeabMOM, IEBIHOCTBIM.

1. 3anuwmumeoameot.

June 1, 1905; May 9, 1945; February 4, 1995; October 3, 1101; April 12, 1961; March
8, 1900.

Tema 12. Managementandmanagersdefined.

I'pammaruka.

BossparubsiemectonmenusBanriuiickomsssike (Reflexivepronouns / self-pronouns).
1.  Cayuaum ynorpebiieHus: BO3BpaTHbIX MecToMMeHHUM. OO01Ire cBeIeHUS.

2.  Pa3nuuus ¢ pyCCKUM SI3BIKOM.

3ananue 1. Translate into Russian in writing:

Management is a set of activities, including planning and decision making, organizing, lead-
ing, and controlling, directed at an organisation's human, financial, physical, and information
resources, with the aim of achieving organisational goals in an efficient and effective manner.

The last phrase in our definition is especially important because it highlights the basic pur-
pose of management — to ensure that an organisation's goals are attained in an efficient and
effective manner.

By efficient, we mean using resources wisely and without unnecessary waste. For example,
a firm like Honda that produces high-quality products at relatively low costs is efficient. By
effective, we mean doing the right things. Honda also makes cars with the styling and craftsmanship
that inspire consumer confidence.

3ananmne2. Give English equivalents to Russian phrases in brackets andfill the gaps:
1. There are many definitions of . (ynpaBnenue)
2. are the broad, long-range targets of the organisation. (riemn)

3. After planning, the second management function is , the process of arranging
resources to carry out the organisation's plans. (opranu3arist)

4. managers need to analyze the jobs in a company before they can choose the
right people to do this jobs. (;roackuepecypcbr)

5. An organisation collects employees in departmental groups according to the
of their activities or responsibilities. (xapakrep)

6. Managers are the people, who are responsible for in the companies. (moctmxke-
HUCIICIIN)
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3apanme 3. Choose the correct word to complete each sentence:

1.Management is a complex — much more complex than that definition leads us to
believe.

a. job

b. process

c. decision

2.Human resources include managerial talent and

a. data

b. labour

C. money

3.Information resources are usable needed to make effective decisions.

a. money

b. nature

c. data

4.A firm like Honda that produces products at relatively lowcosts is efficient.

a. high-quality

b. expensive

c. unreliable

3ananue 4. Answer the following questions:

1. What is the definition of management?

2. Is management a complex process?

3. What activities does management include?

4. What role does management play in achieving the goal of any organisation?
5. What is efficient and effective manner of achieving organisational goal?

3ana}me S.HepeBeJmTe M 00BLACHUTE KaKHe MEeCTOMMEHHS MCIO0Jb30BaHbI B NNpeaIoKe-
HUAX:

1. We should ask ourselves how we shall do the job.

2. We use our own components in the manufacturing process.

3. Paul designed the system himself.

4. They make life difficult for themselves.

5. The company said it was impossible on legal grounds to dissolve itself.

6. Its shares rose 0.002 per cent.

7. Its stocks fell 3,100 tones.

3aganue 6. Ucnosib3yiiTe He00X0UMOE MO CMBICTY BO3BPATHOE MeCTOMMEHHE:
Odbpasey: | went on holiday alone. — | went on holiday by myself.

1. The only thing | can recommend to achieve success is to treat with self-criticism.
2. She likes living by .

3. Are you going on holiday by ?

4. Can he do it by ?

5.But you saw it!

3ananue/. BcraBbTe Heo0X0auMMoe BO3BPATHOE MeCTOMMEHHE BMECTO BblIeJeHHBIX
CJIOB:
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1. I understand that your company has an office in Buenos Aires. And where ishis office?

2. My office is in the south of the city. And where is your office?

3.Mary called in. She left two letters, for me and for John. This is John's letter and where is
my letter?

4. My boss can speak two foreign languages and her boss doesn't know any foreign lan-
guages.

5. Her explanation of the network was very simple but my explanation aroused a lot of their
questions.

6. His suggestion was approved. Nobody liked her suggestion and did not support it.

7. Their sales representatives are very experienced people. But our representatives are rather
young people but they are learning fast.

8. Their goods are much more expensive than your goods.

Tema 13. What does it take to be a manager?
I'pammaruka.

Wwms npunararensaoe (Adjective).

1. Ums npunararensHoe. O011Me CBEACHHUS.
2.Tumnel npunaraTenbHbIX U UX YIIOTpeOlieHue.

3ananue 1. Translate into Russian in writing:

Managers usually earn more money than employees in non-management jobs. People be-
come managers because they are leaders and good leaders are respected. So, being a manager has
prestige. Because managers are leaders, they have more influence than other employees on how the
company is run. That is, managers have more power than other employees do in planning organis-
ing, directing, and controlling company resources. Managers have varied duties and make decisions
about many kinds of things.

Managers get the blame when things go wrong, even if another employee caused the prob-
lem. Managers are also often targets for criticism. When managers do make mistakes, they can be
more costly than other employees’ mistakes because their decisions affect many workers. Managers
get a lot of pressure to do things right the first time.

3ananue 2.Read the text below on Frank's work. Fill each of the gaps usingthe words
below the text:

Frank's Employee Assessment record shows how inadequate Bookmark's career is.
Admittedly, Frank is not an ideal employee. He is not always punctual, and when he does get to
work his behaviour is often . His telephone manner can sometimes be rude and he rarely
does anything on his own . His attitude to work will have to change if he wants . But
he isn't stupid, he has some useful and some of his personal could be valuable. His
chief even considers that he has the to handle more responsibility.

initiative, potential, promotion, qualifications, qualities, structure,
unsatisfactory

3apanme 3. Match the words and make up 5-6 sentences with some of them:

to evaluate omeemcmeeHHblU
responsible oyeHusamv

to accomplish BbLNOIHAMb

to train cpasHusamo

to determine VCMAHABIUBAMb
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to be available ObIMb 6 HATUYUU
to compare onpeoensimo
to establish obyuamo

3ananue 4. Answer the following questions:
1. What qualities must a manager have?
2. What are the advantages of being a manager?
3. Why do managers need the interpersonal skills?
4. Which functions and skills seem to occupy the most of the manager's staff?
5. If you were offered a job with management responsibilities, would you take it?

33}13HI/I€ 5. HepeBenHTenpennomeHnﬂ, oﬁpamaﬂ BHHMAaHHE HA NIPpAJIAraTeJibHbIC:
1. The new working environment is very stressful.
2. Their new policy of energy conservation has proved very economical.
3. The company feels very confident about their move into the US. They regret that the mar-
ket has turned sour — just after its earlier success.
4. With the present volatility in the markets, share prices have run wild over the last few days.
5. In the wider market, leading shares closed sharply lower.
6. The increase of real incomes in Finland has during this decade been many times higher
than in the rest of the euro area.
7.The picture is, however, not all that rosy with regard to future development.

3ananue 6. IlpuBeauTe 3KBUBAJIECHTHI HA PYCCKOM fI3bIKe /ISl CJICAYIOIIMX CJIOBOCOYe-

TaHMMH:

1. low-wage countries

2. low-income developing countries

3. year-on-year GDP

4. quarter-on-quarter rate of growth

5. high-tech products

6. home-produced products

7.newly-issuedshares

3amanue 7. BolmosiHUTE 3a0aHAS:
a).IlepeseoumecnedyromuenpunazamenbHoleuodbacHumeKaKonuoopaszoeansl strategic,
scientific, characteristic, basic, monopolistic, qualitative,quantative, productive, excessive,
favourable, regulatory,competitive.

6). O6pazyiumenpunazamensHusiecnomouipiocyppurxca —
al(ruboezosapuanmamu):industry, agriculture, technology, commerce, structure, analysis,nation,
essence, substance.
¢). Ilepeeeoume npunazamenvHvie u npusedume Kaxk MONCHO 001be CHHOHUMOB:

. KOHKYPEHTOCTIOCOOHBIH

. HAY4YHBII

. IOCTOSIHHBIN

. BDEMEHHBII

. pe3Kui

. TIOCTETIEHHbIN
. 3¢ eKTUBHBII
. HE3aBUCUMBIH
. CJIO’KHBIN
0.coBpeMeHHBII

1
2
3
4
5
6
7
8
9
1
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Tema 14. WHAT IS ECONOMICS AND WHO CARES?
I'pammaruka.

Wwms npunararensroe (Adjective). Cternenu cpaBHEHHS.

1.  OpnocnoxHble npunaratenbHbie. CiocoOsl 00pa3oBaHUsL.
2. MHuorocioxuble npuiarareibabie. CriocoObl 00pa3oBaHus.

3apanme 1. Translate into Russian in writing.

Economics deals with fundamental, often life-or-death issues. That is why economics is im-
portant. Its challenge lies in its mysteries: We don't know when the next expansion or recession will
come. We don't know if a federal tax cut will help the economy grow. We don't know which new
technologies should be encouraged and which ones won't pan out. And, tragically, we don't know
how to overcome poverty, hunger, crime, and other evils rooted in economic reality. But economics
is the branch of the social sciences most concerned with these matters, and it is the one that's well
equipped to help us deal with them.

3apanme 2. Match the parts of the sentences and write them down:

Economics ...

can predict understand government policies, business
development, and consumer
behaviour.

provides context in the areas of getting and spending
money

deals with the likely results of economic activity.

is concerned with human behavior fundamental, often life-to-death issues.

is well equipped to help us for making decision in your business,
professional and financial life.

3ananue 3. Match the following words and make up 5-6 sentences with:

forecast NPOCHO3

evidence ObIMb BOBNIEUCHHBIM

long range trends nepemeHHas

to be involved ceudemenbcmeo, (haxkm
stock exchange mpyouas 3adava

variable pesyibmam, ucxoo
outcome obpaszeyy, npuHyun
challenge 00J120CPOUHbIe MEeHOEHYUU
pattern Gonoosas bupoca

3ananue 4. Guess the words.
1. Things that we cannot live without are called
2. Things which give us pleasure and joy are called
3. When people do not have enough of something they suffer from
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4. Everything that is made in a society is called and
5. is the process of making things.
6. is the process of dividing things among people.

3ananue 5.BcraBbTe CPABHUTEIBHYIO H IPEBOCXOHYI0 (DOPMY IJIA CJIEAYIOLIUX :

profitable more profitable the most profitable
capable

interesting

advanced

reliable

expensive

easy
good

3ananue6.IlepeBequrenpensioKeHus.
1. A most important advantage of the small firm over the large organisation is its flexibility.
2. The most common way of measuring a firm's size is to use the number of people em-
ployed.
3. The easiest form of exchange at that time was barter.
4. The outflow of foreign currency is greater than the inflow.
5. A most important cause of economic growth is the increase in technical knowledge.
6. The faster the minerals are used up, the sooner the supplies will be exhausted.
7 With lower demand, European companies will invest less and hire fewer workers.

3ananue7.llepeBeaure HA AHTJIMHCKUI A3BIK:

1.970 npenensHO KOPOTKHM CPOK MOCTaBOK.

2.0H1 HacTauBalIH, YTO UX II€HA OYCHb HU3Ka.

3.9Tu coObITHS Ha OMpKe ObLIIM OYEHb CEPbE3HBIMU U MPUBEIH K CO3JaHMIOXA0Ca Ha PHIHKE
HEABMXXKUMOCTHU.

4. MHoOTrHe MoJyararoT, YTO MOBBIIIEHHE HAJIOTOB OBIJI0O HEOOOCHOBAHHBIM.

5.Bce ero 3ameuanus ObUIH HECYIIECTBEHHBIMHU.

Tema 15.WHAT IS A MARKET?
I'pammaruka.

Hapeuwne B anrnmiickom si3eike (Adverb).
1. Hapeune. OGmmue cBeeHus.
2.CrerneHn CpaBHEHHS HAPEUUH.

3apanme 1. Translate into Russian in writing.
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Markets are subdivided into two major markets: consumer and industrial. Markets are cate-
gorized by who buys the products and for what purpose the purchase is intended. The consumer
marketconsists of individuals who buy products known as consumer products for their personal use.
The industrial marketconsists of firms, government agencies, and other institutions that buy
products to use either in operations or in making other products. These purchases, which amount to
billions of dollars' worth of goods each year, directly or indirectly support the production of
consumer goods and other industrial items. Examples of industrial goods are iron ore, office
supplies, drill presses, packaging machinery, and most computers.

3ananue 2. Translate and make up sentences with the following words:
authority
purchase
to subdivide
government agencies
industrial items
fertilizer

3amanue 3. Answer the following questions:

1. What is a market? How is a market defined?

2.Who does the consumer market consist of?

3. What does the industrial market consist of?

4. How do industrial products differ from consumer products?
5. Who sets prices on goods and services?

3ananue 4. Read the text on marketing. Fill each of the gaps using the words below the
text:
Any company that enters a new overseas market needs to know asmuch about that market as
it can. It looks first at the country as awhole, the location of the major urban centers and the
of thepopulation that lives in them. Marketing people usually want to knownot gross income, but
disposable income per head. They also want thefigures for several years; if they can identify
, they can extrapolatethese into the future and what people will be earning and-
spending a year or five years from now.

forecast, proportion, trends

3ananmue S. IlepeBeaure npeaoKeHus, 00pamasi BHUMaHUE HA HAPEYMS

1. Many people are paid monthly by cheque or directly into the employee's bank account.

2. State education, health services, services of law, order and defense are paid for publicly,
not privately.

3. The costs of goods and services supplied by the government sector are financed mainly by
taxation.

4. He said he had never heard of melamine.

5. Beijing this week acknowledged that local companies had illegally shipped rice protein
and wheat gluten that contained melamine.

6.Shares dropped sharply in anticipation of strong growth.

3ananmne 6. O0pa3yiiTe Hape4usi OT CJeIYHIIUX MPUIATATEIbHbIX:
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hard
logical
careful
reasonable
perfect
terrible
incredible

3ananue 7. BctaBbTe HEO0X0AMMOE IO CMBICJIY CJIOBO M NepeBenTe NMPeaioKeHus :
1. The profit forecast is (real, really) (good, well).

2. (Poor, poorly) sales were caused by a drop in confidence.

3. The (present, presently) board has (insufficient, insufficiently) experience.

4. The President sounded (optimistic, optimistically) about the prospects forgrowth.

5. He spoke (enthusiastic, enthusiastically) about the new products.

6. They sell these (new, newly) generation installations (profitable, profitably).

7. Their wages are (normal, normally) paid (week, weekly) in cash.

Tema 16. LAWS OF MARKET ECONOMY.

I'pammaruka.

I'naroxn (Verb). ITpocroe mporieiiee BpeMs B anriuiickoM si3bike (PastSimpleTense).
1. O6mue cenenus. O6pasosanue. [Ipumepsi.
2. IIpaBuiia ynotpebiieHHs U CI0Ba-1oACKa3Ku BpemeHu PastSimpleTense.

3ananue 1. Translate into Russian in writing.

The market system of economic organization is also commonly described as a free enter-
prise or laissez-faire, or capitalist system. We shall use all these terms to stand for a market
economy. Strictly speaking the pure market of laissez-faire system has never existed. Whenever
there has been some form of political organization, the political authority has exercised some
economic functions (e.g. controlling prices or levying taxation). It is useful, however, to consider
the way in which a true market system would operate because it provides us with a simplified
model, and by making modifications to the model we can approach the more realistic situations step

by step.

The framework of a market contains six essential features: private property, freedom of
choice and enterprise, self-interest, competition, the price system, the role for government.

3ananue 2. Read the definitions and translate the words into Russian:

1. Laissez-faire
2. aid

3. self-interest
4. assets

5. oil-refinery

6. entrepreneur
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a. the policy of allowing companies and the
economy to operate without government con-
trol;

b. interest in yourself and how to gain ad-
vantages for yourself;

c. a factory where different substances are
removed from oil to makeit pure;

d. help;

e. smth such as money or property that a per-
son or company owns;

f. smb who uses money to start businesses



7. fiscal policy

8. monetary policy

and makes businessdeals;

g. government policy which deals with mon-
ey supply and interestrates.

h. government policy in the sphere of budget-
ing and taxes;

3aganue 3. Guess which feature of market economy each statement is about.
1. It is the dominating motive of economic activity.
It is the principle difference between market and command systems.

It is very limited.

2
3.
4. It governs the process of distribution.
5

It makes prices lower.

3ananue 4. Match 1-6 with a-f to make meaningful phrases:

1) to have

2) to be free

3) to lead

4) to keep

5) to cause

6) to be subject

a) to maximum profits

b) prices close to costs

c) the right to own, control and dispose of
real assets

d) to buy, hire, and sell

e) to laws and government regulations

f) changes in market prices

3aganue 5. Hanummre Tpu Gopmbl 1i1arosioB:

to lose
tosuffer
to reveal
to fall

to recover
to suggest
to be

to take

3aganue 6.IlepeBenurenpenoKeHns

1. Hu Jintao, China's president, presided over the signing of a 20 year agreement between

Petro China and Royal Dutch Shell.



2. France and Germany launched a plan of their own more than two years ago.

3. Washington rejected North Korea's claim.

4. Its move reflected policymakers' optimism.

5. The impact of the US subprime mortgage crisis on the European economy proved limited.
6.The company refused to give information about a failed attempt to set up a branch.

7.At this week's conference the president called this policy a success.

8. The Portuguese president was keen to put the limits on European integration.

3ananme 7. [locTpoiiTe npensioxkeHusi Mo 00pasmy ¢ He0OX0AMMbIMYU U3MEHEHUSIMM

Hanpumep:They resolved the dispute last week. — They didn't resolve the dispute last week.

1.They pledged to remove these barriers.

2.The company adopted this strategy at its annual meeting last year.
3.They complained about the use of its trademark name.

4.The businessmen forged some kind of secret verbal deal.

5.They were partners for a few years.

6.Theircriticismwasfierce.

Tema 17. THE BASIC KINDS OF ECONOMIC SYSTEMS.

I'pammaruxa.

I'narosn (Verb). Ilpocroe 6yayiiee Bpems B anriuiickoMm si3bike (Future Simple Tense).
1. O6mme cBenenus. [IpaBuia oOpazoBaHusl.

2. Ynotpebnenue Future Simple Tense, mpuMeps! peIIoKeHHIA.

3amanue 1. Translate into Russian in writing.
The basic types of economic systems are traditional, command and market. Traditional sys-

tem is the system in which people do things the way they have always done them. They rely on the
same tools and methods used by their parents. There is little or no change in such systems because
most people methods are based on habit, custom and religious belief. Individuals are not free to
make decisions according to what they want to have. Traditional system is not as widely spread as it
was before. Though it is still a major force in some areas on the west coast of Canada, in Latin
America, Africa and Middle East.In a command system, the basic economic decision of what and
how to produce and distribute is made by a central authority. The members of the society in the
system obey. The central authority consists of one person or a small group who control factories,
equipment and land. This system is still powerful in China and Cuba and recently our country and
the countries of Eastern Europe operated under strong command system.

3ananue 2. Translate the following words and make up 5-6 sentences with them:
unlimited

limited

inhabitant

habit

to evaluate

to obey

measure

tools
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3aoanue 3.Answer some questions about economic systems:
1. Why is there no change in traditional system?
2. Who makes the basic decision in command system?

3. How do you understand that interaction of consumers and producers makesmarket sys-
tem work?

4. How do economists evaluate people’s standard of living?

3anpanme 4. Translate into English using the words from the text:

1. /leqpuyum pecypcoe 3acmagnsem ni00eii 0ZPAHUYUEAMD CEOU IHCEIAHUA UNOMPEOHO-
cmu.

2. Hpaeumeﬂbcmeo 3acmaesiaem uJji1€HO6 oﬁmecmea noouunamuca. Ono Hagsazvieaem
ceéou peuienun.

3. Ilpou3zeoocmeo moeapoeé u yciye 3a8ucum om 63aumooeiicmeus nompeoumens u npo-
uzeooumeis.

4. B komanonoul cucmeme 6ce UIMEHEHUA 8 IKOHOMUKE 3A6UCAM OM NPAGUMENbCMEA.
5. IIpasumenscmeo 3anumaemcs nOGbLULEHUEM YPOBHA HCUZHU HACEICHUAL.

6. Oma Komnanua 3anumaemca nPooIemMoil pacnpedeenusl.

7. Tpaouyuonnaa cucmema 0CHOBAHA HA 00BIUAAX, MPAOUUUAX U 6EPOCAHUAX.

8. Konuuecmeo pecypcoe énusem na 00vém npouseoocmaa.

3ananme 5. [locTpoiiTeoTpuLaTe/IbHBICNIPEAT0KEHUSATIO00pa3 Ly

Hanpumep: They will be able to come to an agreement. — They will not be able to come to an
agreement, as newspapers write.

. They will resume the talks in the very near future.

. He will be a prominent reform minded economist.

. The Party will accept defeat in the country's national elections.

. China will sign its first ever long-term loan agreement next week.

. Power production will outpace this year's figures.

. This tendency will prevail in most countries.

. They will form a special committee for this purpose.

~NoO oIk~ WN -

3ananmue 6. [lepeBeauTenpenioKeHus:
1. The experts believe the company will implement the reduction of energy and pollution
emission.
2. The company expects global sales will rise between zero and 5 per cent this year to as
much as $43.6bn.
3. The Federal Reserve will take action before the middle of the year.
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4. Brussels will call for legislation to force carmakers to improve the fuel efficiency of
fleets.

5. It is highly unlikely that the government will allow the crisis at Alitalia to get out of hand.

6. It will place economic foundation for peace in the Middle East.

7. Reformists and pragmatists will encourage him to take these steps.

8. They will try to revise banking regulations.

9. It will not be easy for the president to steer the nation on a different course.

3ananmue 7. /laiiTe oTBeTHI B COOTBETCTBHHU C 00pa3LOM:

Hanpumep:When do you think they will sign the protocol? — Most probably they will sign it
next week.

1.When do you think they will open their first store in the city?

2.How many companies will participate in the project?

3.What will their profit be, to their estimation?

4.What do you think about the possibility of their doing more business inEurope?

5.Are they afraid of losing their share of the market?

6. Who will participate in the talk?

7. When will the negotiations start?

Tema 18. MAJOR DIVISIONS OF ECONOMICS.

I'pammaruka.

I'naroxn (Verb). Hacrosiee nmpomobKeHHOE BpeMst B aHTIuiickoM s3bike (PresentContinuous
Tense).

1.06mwue cenenus. [IpaBuna o6pa3oBaHusl.

2. Present Continuous Tense: ynotpebiieHue ¢ npuMepaMu MPeII0KCeHHH.

3ananue 1. Translate into Russian in writing.

Economics has deep roots in, and close ties to social philosophy. An issue of great im-
portance to philosophers, for example, is distributional justice. Why are some people rich and others
poor, and whatever the answer, is this fair? A number of nineteenth century social philosophers
wrestled with these questions and out of these thoughts economics as a separate discipline was
born. The easiest way to get a feel for the breadth and depth of what you will be studying is to study
briefly the way economics is organized. First of all, there are two major divisions of economics:
microeconomics and macroeconomics.Microeconomics deals with the functioning of individual
industries and the behaviour of individual economic decision-making units, single business and
households. Macroeconomics is a branch of economics that deals with large factors, such as gross
national product, national income distribution, prices, savings, and national level of investment.

3ananme 2. Give English equivalents to Russian phrases in brackets andfill the gaps:

1. Economics has in, and close ties to . (rmyOOKMeKOpHH, COLHUAIb-
Haspuocodus)

2. Economics exclusively with the problems like (umeerneno, uHpIA-
usnode3padboTHIIa)

3. There are two major divisions of economics:

.(MEKPO’KOHOMUKAMMAaKPOIKOHOMHKA)

4. Microeconomics deals with . (pyHKUIMOHMPOBAHUEOTAETBHBIX OTpaciel
MPOMBIIIIIEHHOCTH)

5. Macroeconomics deals with . (OCHOBHBIE KJIaCCHI U COIMANIEHBIE TPYIIIIHI)

6. To get out of the crises in which our national economy is it isnecessary to
.(HauaThOOpLOyCcHH I CINOE3padoTHIICH)
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MBI)

7. Nowadays there are so many . (oTmenpHBICTIPE ATPHHAMATEIBCKUCPHP-

3amnanue 3. Complete each sentence with the correct word:

1. Economics has deep roots in, and close ties to

a. history

b. social philosophy

c. biology

2. Microeconomics explores the decisions that individual businessesand make.
a. producers

b. farmers

C. consumers

3. Another big question that microeconomics addresses is who getsthe things that are :
a. sold

b. produced

c. built

4. Wealthy households get more output than do households.

a. rich

b. reliable

C. poor

3ananue 4. Answer the following questions:
1. Are you interested in economics? If so, why?
2. How many years have you already studied economics? Have yougot a feel for the breadth

and depth of what you have studied?

3. What problems does economics deal with?
4. Why do you think, some people are poor and others are rich? Howcan you explain this

social phenomenon?

5. Which two main divisions of economics do you know?

6. What do microeconomics and macroeconomics deal with?

7. Are there really a lot of people in our country, who lead a miserableexistence?
8. If you were a President what would you do to get Russia out of crisis?

3aganue 5. [TocraBbTe ri1aroJinl B ckodkax B PresentContinuous:

1. They (to modernise) railways and (to build) new motorways.

2. The company (to suffer) a serious fall in the demand for their products.

3. The demand for this type of goods (to increase) steadily.

4. The productivity of labour (to increase).

5. The living standards of the population (to improve).

6. RTL, Europe's largest broadcaster, (to work) with private equity backers on a possible

5bn#plus offer for ITV.

7. The American hotel company (to examine) possible locations of new luxury hotels in

Boston, Chicago, Moscow, as well as in China and the Middle East.

8. The proposal (to gain) support in the European parliament.
9. Yet some pillars of this policy still (to stand).

3ananue 6. Hanumure oTBeTHI (MCMOJIBL3YHiTE CJIOBA B CKOOKAX):
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1. What are they planning now? (a new project)

2. With what department are you (the Research and working at the moment? Development
department)

3. What are they currently installing? (a new network)

4. How many contracts are they (two, as newspapers say) negotiating at present?

5. Where are they advertising these goods? (on TV and in magazines)

3ananmue 7. [lepeBenqnre HA AHTVIMIICKUI SA3BIK:
1.Kakue y HEX ceiyac TuiaHpl?

2.C xakuMu pupMamMu OHH pabOTaAIOT?

3.UT0 OHU pPEKIaMUPYIOT B 3TOM XypHaje?

4. Kakue oTaenbl OHU paciIupsitoT?

5.Hax yem oHM ceituac paboTaroT?

Tema 19. SUPPLY AND DEMAND.
I'pammaruxa.
I'naron (Verb). [pomenmiee anurensHoe BpeMsi B aHrmiickoM si3bike (PastContinu-
ousTense).
1.06mue cBenenus. [IpaBuna o6pa3oBaHusl.
2.Yuorpeobienue PastContinuousTense: mpumepsl IpeaT0oKEHHIA.

3ananue 1. Translate into Russian in writing.

Basically, the theory of supply and demand holds that when people want a good or service
very much, they will be willing to pay a higher price for it; when the price rises, manufacturers will
be willing to supply it in greater quantity. People will usually have to pay more for something they
want that's in short supply; but if the product is widely available, the sellers will have to settle for
lower prices. In other words, the quantity supplied and the quantity demanded is continuously
interacting, and the balance between them at any given moment is reflected by the current price on
the open market.

In broad terms, the forces of supply and demand combine with the profit motive in a free—market
system to regulate what is produced and in what amounts.

3amanue 2. Due to the information from the text try to give the definitions ofthe follow-
ing concepts:

1. What is ‘supply”?

1. What is “demand”?

2. What is “the law of supply”?

3. What is “the law of demand”?

3ananue 3. Answer the following questions:

1. How do supply and demand interact to establish prices?

2. What does the law of supply state?

3. What does the law of demand state?

4. Does the shortage of goods or services cause prices to rise?
5. What does the term 'supply' mean?

3aganue 4. [lepeBenurenpenioKeHHs .

1. In truth, however, the European Union was already running out of ideas on what to do
about the neighbours.
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2. Inflows of capital were lagging behind.

3. The rate of employment was rising.

4. Life expectancy was going up.

5. Even before this summer there were anecdotal reports that prices were falling across
many parts of this sector.

6. Agents were reporting that the transactional prices paid for 'secondary properties' — such
as old shopping centres in poor locations — were 10 per centbelow their peak of last autumn.

7. Three quarters of airports in China were lossmaking at that time.

3ananue 5. BcraBbTe Heodxoaumyto gopmy riaroga (PastContinuous wam PastSimple):

1. They (to review) safety procedures when the accident (to happen).

2. While the workers (to clean) the tanks the chemicals (to pollute) the river.

3. The plant (to operate) at full capacity when the explosion (to happen).

4. The company (to turn off) the supply because the pipe (to leak).

5. As the equipment (to get old) the manager (to decide) to replace it.

6. The market mistook the statement for a signal that the central bank (to prepare) to cut in-
terest rates.

7. Analysts estimated that the average steel export prices (to jump) more than 60 per cent in
the first quarter.

8. They (to understand) these industries (to threaten) to undermine the country's economic
growth.

9.To cope with congestion and booming aviation they (to start) constructing new airports
about two years ago.

3ananue 6. 3a1aiiTeBONPOCHIKIIPEII0KEHUSAM
1. They were discussing the price problem at that moment.

WAL ... s ?

2. The company was simultaneously having negotiations with their competitors.
With Whom ..o ?

3. The market was expanding very quickly.

WS . ?

4. The domestic capital market was growing at a high pace.
What market ... ?

5. The economy was recovering very slowly.

WS s ?

6. The prices were steadily increasing during this period.
WEIE .. ?

7. This time last year they were negotiating with Turkey.
With Whom ..o ?

3ananue 7.TranslateintoEnglish:

1. Korna nHTEpeCch MOKyMaTeae U MPoJaBI[OB HAXOIATCS B PABHOBECHH, YCTAaHABIMBACTCS
paBHOBECHasI LI€HA.

2. [MoTpebutenu — 3TO Te, KTO OOECTIEUnBAET CIPOC HA TOBAPHI U YCIIYTH.

3. Yem GospIiie crpoc Ha TOBAp, TEM BHIIIIC IICHA.

4. ITpenyioxxeHre — 3TO0 00bEM HIIM KOJMYECTBO TOBApa U YCIYT, KOTOPbIE TPOU3BOAUTEIN
JKEJIal0T U MOTYT MPEIIOKUTh MOKYIATENIM 3a OIPEICICHHYIO IIEHY.
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5. Ha peiHke Bcerja IeHCTBYET 3aKOH CIIPOCa U MPEATIOKEHUS.

Tema 20.ENTREPRENEURSHIP IN BUSINESS.
I'pammaruka.
I'naron (Verb). Byaymee mmurensHoe BpeMms B aHrimiickoM si3eike (FutureContinu-
ousTense).
1.06mue cBenenus. [IpaBuna oGpa3oBaHusl.
2. Cnyuaun ynorpebnenus FutureContinuousTense: mpumepsl IPeIOKEHHIA.

3ananme 1. Translate into Russian in writing.

Entrepreneurs are good planners. Successful entrepreneurs can look into the future and make
plans to reach their goals. Successful entrepreneurs are also flexible. Some people call this
"enplaning.”

Flexibility is the ability to change quickly to handle unforeseen problems.

Entrepreneurs are willing to make decisions. Owning a business can be lonely. When a per-
son is the only owner, he or she makes all the decisions. If the business fails, that person is the one
to suffer the consequences. When the business succeeds, however, so does the owner.

Entrepreneurs have self-confidence and stamina. Entrepreneurs need to believe in their abil-
ity to accomplish their goals.

3ananue 2.D0 you agree that:

1. —entrepreneurs are unique and relatively rare individuals?
2. —entrepreneurs are money-driven?

3. —entrepreneurs are born not made?

4. —entrepreneurs are high risk-takers?

5. —entrepreneurs are highly independent individuals?

3amanue 3. Answer the questions:

1. What does entrepreneurship mean?

2. What are some of the reasons that people become entrepreneurs?

3. Why is it important for entrepreneurs to have self-confidence andstamina?

4. If you were to become an entrepreneur and open your own business,what type of business
would you choose? Why?

5. What traits do you have that might help you be a successful entrepreneur?

6. What is the chief risk involved in owning your business?

3ananme 4. Match English proverbs, sayings and idiomatic expressions with their Rus-
sian equivalents:

a) Business before pleasure. 1. YenoBek MOJDKEH pacropspKaThCs JIEHbra-
b) To bring one’s eggs(goods, pigs)to a Mu, a HE ICHBIU YEJTOBEKOM.

bad market. 2. Jlenpru, moTpadeHHble Ha OOpa30BaHUE,
c) Money spent on the brain is never okymaroTcs.

spent in vain. 3. [TorepneTh HEyHauy, TPOBATUTHCS.
d) Money is a good servant, but a bad 4. leny Bpems, motexe vac.

master.
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3aganue 5. [TocraBbTe raaroael B FutureContinuousTense (HanummMTe YeM 3TH JIIOIH
OyayT 3aHATHI 3aBTpa ¢ 9 10 10.30 yTpa):

1. We / have/ talks with our new partners.

2. They / discuss/ the terms of delivery.

3. Our expert / exam/ the new model.

4. He/talk/ about the assembly shopwith the chief engineer.

5. The Vice-president / study/ catalogues and quotations of our new suppliers.

3ananmue 6. I[lepeBennre HA pyCCKUil SA3BIK:

So during this time, for example at 11.30, Tom will be having the meeting.
Will you be using your PC this evening?

This time next week 1’1l be at the Conference. I’ll probably be giving a report.
I’ll be going to our subsidiary later. Can I take the papers?

Will you be passing the bank when you go out?

ko E

3ananue 7. 3aaaiite no 3-4 Bonpoca K cjeIy0IuM NpeaJi0KeHUusIM:
1. Don’t come at nine, I will be meeting the delegation from Italy in a few minutes.
2. Don’t worry! I will be doing the work myself later.

Tema 21. PRIVATE ENTERPRISE SYSTEM.

I'pammaruka.

I'naron (Verb). CriocoObr BeipaskeHUs: OyTyIIEro BpEMEHH.

1). [lepenaua nerictBus B Oyaymem ¢ nomoribsto Will u tobegoingto;

2). Paznnuns mexay Present SimpleTense u Present ContinuousTense st BeipaxkeHus: Oy-
JYIIETrO JEeUCTBUA.

3ananue 1. Translate into Russian in writing.

In the private enterprise system, the person who takes the chance in starting the business by
investing is guaranteed the right to all profits. This right is what attracts people to begin businesses,
and it is the ultimate goal of business. Not all entrepreneurs are successful, but there is an oppor-
tunity to start a business and reap the rewards.

The Right to Compete. Under the private enterprise system people have the freedom to
compete with others. Competition along with profit is the cornerstone of the private enterprise
system. Competition puts one company against another in the struggle to attract and retain the
consumer. Companies compete by developing better products, altering prices, developing unique
advertising programs, and having the product or service where and when the consumer wants it.

The private enterprise system, as do all economic systems, requires resources for its business
to produce goods and services.

3ananue 2. Answer the following questions:

1. What principles or rights is private enterprise based on?

2. Who owns the resources necessary for production and businessesunder the private enter-
prise system?

3. What are the forms of business ownership?

4. How do you understand the right to freedom of choice in the privateenterprise system?

5. Who is guaranteed the right to all profit in the private enterprise system?

6. What is the ultimate goal of any business?

7. How do companies compete?

8. How do you understand the right to profit?
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3ananne 3.Give English equivalents to Russian phrases in brackets andfill the gaps:

1. The right to private property land, buildings, equipment.(BkirouaTs)

2. also provides the right to freedom of choice. (cucremauacTHOrOIpPEANPHHM-
MAaTeJIbCTBA)

3. The resources used to are the factors of
production.(mpeaocTaBUTHTOBAPHINYCITYTH)

4. There are three basic forms of business ownership: .(MaaMBHyabHAsS COO-
CTBEHHOCTb, TOBapPUILECTBO, KOPIIOPALLHSI)

5. The ultimate goal of any business is . (mpuOBLIB)

6. along with profit is the cornerstone of the private enterprisesystem. (koHky-
PEHIISA)

7. Small-business must follow several steps before offeringa product or service

to the public. (Bragenbiis)
8. In the private enterprise system the person who takes the chance instarting the business by
investing is guaranteed the toall profit. (mpaso)

3ananue 4. Choose the correct word to complete each sentence:

1. The private enterprise system provides the right to of choice.

a. development

b. freedom

c. introduction

2. attracts people to begin business, and it is ultimate goal of

business.

a. competition

b. success

c. profit

3. along with profit is the cornerstone of the private

enterprise system.

a. wealth

b. competition

c. freedom

4. There are three basic forms of business ownership: sole proprietorship,
, corporation.

a. company

b. franchise

C. partnership

3aganue S. [lepeBennTe HA PYCCKUH S3BIK:

. The negotiations are going to be very difficult.

. They are going to analyse the results of the financial year next Monday.

. The company is going to subcontract part of the assembly next year.

. Laconte & Cie are going to open a plant in Rouen.

. There is no way this situation can continue. The manager is going to insist on a different

O~ wN PR

strateg

<

. There is going to be a new range of products very soon.
. What are they going to do about the supply problem?
. At what project are they going to work next year?

(el NN o))
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9. They are not going to interfere in these company's affairs.

3ananue 6. [Ipogo1KUTEBONPOCHIKIIPETTI0KEHUSAM :

1. They are going to provide funding for this prOJect
Arethey really ..o
2. The company is going to make a big mvestment in this industry.

WO s ?

3. They are going to set a joint venture.

WREN L. ?

4. The government is going to establish a new special economic zone?
WREIE .o s ?

5. The company is going to replace the foreign investor.

With WhOm ..o ?

6. The board is going to entrust him with the control functions.
WY Lo ?

7.They are going to insist on this appointment.

WAL ... s ?

3ananmue 7. [lepeBeanTe HA AHTVIMICKUN SA3BIK:

. OHu He OyayT BMEIIMBATHCS B HAILIK JEJa.

. @upma Xx04eT OTKPBITh O(UC B 3TOM T'OPOJE.

. MBI mpoaHanusupyem pe3ysbTarhl PUHAHCOBOTO rojia.
. OHM XOTSAT MOJTYYUTh 3aKa3 Ha 3TO 00OPYLOBaHHUE.

. MBI coOupaemcst yBEIMUNUTh TOCTABKH.

. KoMy BBI X0THTE 10BEpUTH 3Ty paboTy?

. Korna BeI manupyere cienatb 3TH HHBECTULIUU?

. Koraa onu coGuparorcst Ha3HaYUTh ATY BCTpeuy?

coONO OlThA~ WN -

Tema 22. BANKINGSERVICES.
I'pammaruxka.

I'narosn (Verb). Hacrosiee coepiiiennoe Bpems (Present PerfectTense).

1. O6uue cBenenus. [IpaBuna oOpazoBaHus.
2.0cobennoctu yrnotpednerus Present PerfectTense.

3anpanme 1. Translate into Russian in writing.

Banks are in the business of managing money. Several types of banks provide different ser-

vices. Saving banks are usually specialized in savings accounts. They loan money to individuals, for

example to buy houses.
Commercial banks are usually large businesses that provide a wide range of services, includ-

ing accepting deposits, transferring money, making loans and providing trust services. Commercial

banks primarily serve business but also offer their services to individuals.
One of the primary services of a bank is accepting deposit, or sums of money placed in ac-

counts.Another important service provided by banks is the transferring of money from one person

or business to another.

3anpanme 2. Due to the information from the text try to give the definition ofthe follow-
ing concepts:

1. What is “demand deposit”?
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2. What is “time deposit™?
3. What is “a withdrawal?
4. What is “interest”?

3anpanme 3. Give English equivalents to Russian phrases in brackets andfill the gaps:

1. When you put money into any type of bank account, you aremaking a . (Bxi1am)

2. The process of removing money from a bank account is called a . (cusaTHeme-
HErcocyera)

3. When you deposit money into a checking account, you are makinga . (Bkammo-
BOCTpeOOBaHM)

4. The advantage of a time deposit is that you will earn on it.(mporieHT)

5. There are four main types of and they are different. (3aem)

6. People or businesses money from a bank to buy homes,office buildings, manu-
facturing facilities, and other properties, whichcost a lot of money. (3annmats)

7. The bank uses the money of depositors to to others.(naBaTpB3aiimbl)

8. Banks sell many different services, all of which managingmoney. (BKJIr04aTh)

3ananue 4. Answer the following questions:

. What services do banks provide to their customers?

. What types of banks are there in the United States of America andin Russia?
. What is the difference between a demand deposit and a timedeposit?

. What is the difference between savings accounts and checkingaccounts?

. Is it profitable to keep money in bank? Why?

. For what purpose do people borrow money from banks?

. What helps the bank to earn a profit?

. What is the process of taking money out of savings account called?

CONO OIS WN B

3aganue S. [lepeBeanre nNpeaJioKeHUs HA PYCCKHUH A3BIK!

1. The strategy has started to produce results.

2. These changes have affected employment in engineering and agriculture.

3. By contrast, consumption has lagged behind.

4. The participants have agreed that external imbalances often reflect international problems.
5.They have announced measures to achieve this objective.

6. There has been a significant increase in the importance of Japan as a source of imports.
7.For more than 30 years the policy towards its neighbours has been straightforward.

3aganue 6. BeraBbpTerjaroaBHy:xkHoiidopme:

For our sector, recent times (were, have been) difficult. However, it is clear that we are not
alone. The world economy (have suffered, has suffered) a downturn and all sectors of industry
(have experienced, has experienced) difficulties. But this year we (already saw, have already seen)
signs of improvement; I am sure you know that especially in Asia there (was, has been) increased
growth and this will benefit us greatly.

3ananue
7.06”b$lCHI/ITeI/ICl'[O.]'IL3OBaHI/IeTOFOI/I.]'II/II/IHOFOBpeMeHI/IBCJIeIlleI].[I/IXleeHHOH(eHHHXI

1. They have recruited six new workers this year.

2. They recruited six new workers at the beginning of May.

3. She has worked as Purchase Manager but now she wants to retire.

4. She worked as Purchase Manager a few years ago.
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5. The company has operated from this site for five years but now wants to change the loca-

tion.

6. The company operated from this site last year.
7. ABN has already launched an offensive to convince shareholders that it was right.
8.They launched this campaign a few weeks ago.

Tema 23. WORLDBANK.

I'pammaruka:
1. Ocobennoctu ynorpeOieHus: 1 OCHOBHbIC (DYHKIIMH IJ1arojia B aHTJTUICKOM SI3bIKE.
2. IloBrOpeHue NpoiiIeHHOr0 IPaMMaTHYECKOT0 MaTepuania.

3ananue 1. Translate into Russian.

The official title of the institution is the International Bank for Reconstruction and Devel-
opment (IBRD).The Bank has also paid increasing attention to the evaluation of previous lending.
Recently, moreover, it has acceded to the requests of the American secretary of the treasury to help
to ease the huge, outstanding, largely commercial-bank debt.The day-to-day affairs of the Bank are
determined, however, by executive directors who live permanently in Washington, D.C. They hire a
president, who, in turn, hires a staff. By tradition, rather than law, the president of the Bank is an
American, usually a banker, proposed by the President of the United States.

Because of the size of their subscriptions, five nations — the United States, Japan, Germany,
the United Kingdom, and France — are entitled to appoint executive directors; the remaining
seventeen directors are elected by some combination of the votes of the other nations. There are 170
member nations.

3ananue 2. Answer the following questions:

bbb

What is World Bank?

What is the procedure of getting a loan from the World Bank?
What are the latest trends in the policy of the World Bank?
How is the voting power determined?

What are the largest subscribers of the World Bank?

3ananue 3. TranslateintoRussian:
1.The official title of the institution is the International Bank for Reconstruction and Devel-
opment (IBRD).
2.A country must be judged creditworthy.
3.They hire a president, who, in turn, hires a staff.
4.The IDA has the same officers and staff as the World Bank.
5.Today, the World Bank Group is a far cry from what it was when the World Bank began in
1946 under President Eugene Meyer—with three floors of rented office space at 1818 H
Street NW and a few dozen employees.

3ananue 4. Define the following:

a)
b)
c)
d)
€)
f)
9)

intergovernmental organization
borrowing country

prospects for repayment
member’s subscription
day-to-day affairs
concessionary assistance
ThirdWorld
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3amanue 5. BcraBeTemanyuiumuch u nepeBeauTe MpeaioKeHHs :

1. We have not got faith in this innovation at the moment.

2. of the older products have been withdrawn.

3.They are very helpful. Nothing is too trouble for them.

4. It's never a good idea to make too changes at one time. It's better to takethings step
by step.

5. There aren't as opportunities in the former Eastern European countries as
business people seem to think.

6. There have been so... developments since our last meeting that I'd better begin by summa-
rizing the present position.

7.Too time is wasted on planning projects which never actually realize.

8.Not too customers know this, so keep it to yourself, but she has already handed in
her resignation.

3aganue 6. BcraBbreriaroasPresentPerfect:

They recently (manage) to settle a serious financial problem.

All right, we (agree) on the method of payment, but what about a small discount?

This week our R and D department(set up) a research team to test the new hand cream.
you (find out) any information about our target customer?

Since the day I joined this consulting firm | (gain) a lot of useful experience.

They already (accept) our proposal but they (not send) us a draft contract yet.

This year our total sales (rise) by 10%.

Mr. Tanaki and Mr. Furt just (exchange) business cards, they are very pleased with the

NGO~ wWdE

conference.

3aganue 7.BcraBpreraaroas Past Continuous mau Past Simple:

1. While she (work) in London she (start) to direct the European sales network.

2. We (see) the Ford assembly plant when we (be) in the USA.

3. The company first (sell) machinery to Latin America but later on they (begin) to trade
on a global scale.

4.  There (be) a huge range of products on display at the trade fair in Paris.

5. A few years ago we (build) a manufacturing plant in Indonesia.

6 The corporation (launch) its overseas operations to increase profits and gain new mar-
Kets.

7. 1 (leave) my credit card at home, so | (pay) cash.

8. Mr. Harper started working in this company in 2013. At that time he (work) as a mid-
dle manager; now he is Vice President.

Tema 24. ESSENTIALS OF MARKETING.

I'pamMmartuka:

IIpomenmee copepmieHHOe BpeMsi B aHIINCKoM si3bike (Past Perfect Tense).

1. IlpaBuiia u npuMepsl 00Pa30BaHUSA NMPENJIOKEHU B JaHHOM BpPEeMEHH.

2. Oco0eHHOCTH ynoTrped/eHHsI U OCHOBHbIe (DYHKIMM INPOLIEAIIEr0 COBEPIICHHOIO

BpPEMECHHU B AHTJIMHCKOM SI3BIKE.

3ananmue 1. [IpounTaiiTe 1 NUCHLMEHHO NEepPeBeAUTE HA PYCCKUI A3BIK:
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Marketing is the process of planning and executing the conception, pricing, promotion and
distribution of ideas, goods, and services to create exchanges that satisfy individual and organiza-
tional objectives. In simple terms, it means the movement of goods and services from manufac-
ture to customer in order to satisfy the customer and to achieve the company’s objectives.

What is the ‘the marketing mix’? The marketing mix is made up of four components, some-
times called the four Ps. These are: product, price, placement and promotion.

The marketing strategies of determining product, price, placement and promotion are not
planned in isolation. Marketing analysts often look at a combination of these four factors (the
marketing mix).

3ananue 2. Answer the following questions:

1. What is “a product”?

2. What is “a promotion”?

3. What is the definition of “a marketing mix”?

4. Can you define the term “marketing”?

5. What is meant by “SWOT”?

6. Why are firms becoming more customer-oriented and less product-oriented?

3ananue 3. Translate into English:

1. consumer’s preference

2. the length of the payment period

3. the four Ps

4. opportunities and threats of the market
5. lack of competition

6. company’s strengths and weaknesses

3ananue 4. Make up sentences with the following words:
1. bargain

2. to charge a price

3. distribution channel

4. launch

5. pricing policy

6. point of sale

I'pammaruka.
3ananue 5. 3aaaiiTe Bce TUNBI BONMPOCOB K CJIEAYIONIEMY MPeII0KEHUIO:

She confirmed they had finished the meeting.

3ananue 6. [lepeBennre HA AHIVIHIICKUH SA3BIK:

1. Onu cxa3zan, 4mo Ml 6Cmpedanucy HeCKOabKO Jem Ha3ao.
2. K 1950 200y on yorce 3axonuun ynugepcumen.

3. Mwi 3axonyunu pabomy Kk meoemy npuxooy.
4. Ona ckasana, ymo suoena e2o HaKaHyHe.
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5. On noomeepoun, umo ou 3a8epuisl NOO2OMOBK) K HOBOM) NPOEKM).

3ananme 7. CooTHecHuTe CieaylOIIMe NMPeAJ0KeHNsI HA AHTJIMICKOM sI3bIKe ¢ UX Iepe-
BOJIOM Ha PYCCKOM fi3bIKe:

1. The director of finance inquired if the a. On noomeepoun, umo OHU 3A6ePULUIU
reement had been signed. pYecc NOKYNKU KOMNAHUU.

2. He confirmed they had completed the b. 3anuwume mo, umo mvl monvko umo
guisition of the company. cyarcoani.

3. She said she had seen him the previous C. OH noOHsICs CO CMYAA, HA KOMOPOM
V. e (HETIOCPEICTBEHHO Tepe] TeM, KaK BCTall).

4. He rose from the chair on which she had d. @unancoswiii oupexmop cnpocun, noo-

en sitting. CAHO U Yoce coenauerue.
5. Put down what we have just been dis- e. Ona crasana, ymo 8uoeia e2o HaKaHyHe.
ssing.

Tema 25. MAJOR MARKETING FUNCTIONS.

I'pammartuka:
Bynymee coBepiieHHoe BpeMsi B aHrmiickom si3bike(Future Perfect Tense).
1. IlpaBusa u npuMepbI 00pPa30BaAHUS NPEIJIOKEHUH B JaHHOM BpeMeHH.
2. OcoGeHHOCTH yNOTpeOIeHUsI U OCHOBHbIE PYHKIMHU Oy1yILIero cOBepluIeHHOr0 Bpe-
MEHHU B aHIJIHIICKOM sI3bIKe.

3aganue 1. [IpouyuTaiiTe 1 NMCHbMEHHO NepPeBeINTE HA PYCCKUM S3BIK:

The marketing concept holds that achieving organizational goals depends on determining
the needs and wants of target markets and delivering the desired satisfactions more effectively
and efficiently than competitors. This concept is a relatively recent business philosophy. The
marketing concept has been started in colorful ways, such as “Find a need and fill it”; and “We’re
not satisfied until you are”. What are major marketing functions according to this business
philosophy?

Exchange Functions: All companies such as manufacturers, wholesalers, and retailers buy
and sell to market their merchandise.

1. Buying includes such functions as obtaining raw materials to make products, knowing
how much merchandise to keep on hand, and selecting suppliers.

2. Selling creates possession utility by transferring the title of a product from a seller to a
customer.

3ananue 2. Answer the following questions:
1. Can you name the two main exchange functions?
2. What does buying include?

3. Name the two main distribution functions.
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4. Why is storing goods necessary?
5. What is the role of financing in marketing?
6. Why is risk taking a constant reality of marketing?

3aganme 3. Translate into English:

1. merchandise

2. flow of goods

3. mode of transport
4. delivery schedule
5. product-liability
6. gathering

3ananue 4. Make up sentences with the following words and word combinations:

1. function

2. raw materials
3. to involve

4. to provide

5. to borrow

6. risk taking

I'pamMmaTtuka.
3aganue S5.3analTe Bce THIIBI BONPOCOB K CJEAYIOLIEMY NPeNJI0KEHHIO:

You will have spent much effort before you can finish your project.

3ananue 6. [lepeBennTe HA AHTTHIICKUH SA3BIK:

1. Pete will have completed his work by 4 o’clock tomorrow.

2. She will have changed her mind by the end of the evening.

3. We will have seen all the places of interest by the end of our holiday.
4. The guests will have left before his boss come.

5. They will have bought the new equipment by autumn.

3ananue 7. lonoHUTE MpeJI0:KeHUs, HCTIOIB3Ys riaaroabl B Future Perfect,
Hanpumep: By the end of month I will have finished writing a report.

1. By three o’clock tomorrow

2. By the time he rings me up

3. By the time the programme starts

4. When she arrives back home

5. By the end of this year

Tema 26 MANAGEMENT.

I'pammartuka:
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Hacrosiee coBepuiennoe qnrteabHoe Bpems (Present Perfect Continuous Tense).

1. llpaBwiia u npuMepbl 00pa30BaHUS NPeIJIOKEHUI B JTaHHOM BPeMEHH.

2. Oco0eHHOCTH YNOTpeOJieHUsI U OCHOBHbIe (YHKIHMM HACTOSIIIEr0 COBEPIIEHHOTO
JJINTEIbHOTO BpEeMeHH B aHTJIMHCKOM sI3bIKeE.

3aganue 1. [IpouyuTaiiTe 1 NMCHMEHHO NepeBeIUTe HA PYCCKUI SI3BIK:

Management is the process of achieving organizational goals through engaging in the four
major functions of planning, organizing, leading, and controlling. This definition recognizes that
management is an ongoing activity, which entails reaching important goals, and involves knowing
how to perform the four major functions of management.

The four major functions of management form the basis for the managerial process. A man-
ager’s working knowledge and key management skills also are important factors that contribute to
high performance (achieving goals).

To understand how management can influence in an organization, we need to define the or-
ganization. It is useful to keep in mind that the management process applies not only to profit-
making organizations but also to not-for-profit organizations. A not-for-profit organization
(sometimes called a nonprofit organization) is an organization whose main purposes center on
issues other than making profits.

3ananue 2. Answer the following questions:
1. What role does management play in any business?

2. What does planning involve?

3. What is organizing and controlling?

4. What does the day-to-day direction and supervision mean?
5. What is motivating function for?

6. Is decision-making important? Why?

3ananue 3. Translate into English:

1. to require ongoing communication with

2. problem-solving

3. interpersonal

4. to evaluate alternative plan

5. to establish at higher organizational levels
6. supervision of employees

3ananue 4. Make up sentences with the following words:
1. to have charge of

2. to make sure

3. judgment

4. hunch

5. to make decisions

6. to motivate

I'pammaruka.
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3ananme 5.3agaiiTe Bce TUNBI BONIPOCOB K CJIeAYIOIIEMY MPeIJI0KEeHNI0:
We have been preparing for our exam since morning.

3ananmue 6. [lepeBennTe HA AHTVIMIICKUN SA3BIK:

1. Mike has been writing his translation for an hour.

2. My sister has been learning Italian since she was ten.

3. I’ve been looking for this document for two hours.

4. They have been discussing this problem since 2 o’clock.

5. We have been talking for an hour.

3aganue /. 3apaiiTe BONPOCHI:

1. They have been arguing for two hours.

2. He’s been preparing for the meeting all day long.

3. Sam has been working on the project for several years.

4. Our manager has been taking the delegation since morning.
5. The scientists have been working on this problem since the beginning of time.

Tema 27. THE CONCEPT OF MANAGEMENT AND THE MISSION OF A MAN-
AGER.

I'pammartuka:

Ormmuus Bpemén Present Perfect Continuous Tense u Present Perfect Tense.

1. IIpaBuiia u npuMepbl 00pa3oBaHMsl NMPeIJI0KEeHN B JAHHBIX BpeMeHaX.

2. Ocobennoctu ynorpedaenusi u moryt Jim Present Perfect Continuous u Present Per-
fect 3amensiTs apyr apyra?

3aganue 1. [IpouyuTaiiTe 1 NMCHbMEHHO NePeBeINTE HA PYCCKUM S3BIK:

Today people are considered the most important resource in companies. If they perform ef-
fectively, companies will succeed. When companies are successful, there is better utilization of
resources, less stress among employees, less chaos in society, and a better quality of life for all.
So, management can be defined as working with and through other people to accomplish the
objectives of both the organization and its members.

As we can see, the definition of management places greater emphasis on the human being in
the company rather than the company itself; focuses attention on the objectives and results of the
activities, rather than just the activities; points out that the accomplishment of the members’
personal objectives should be integrated with the accomplishment of the organizational objec-
tives. We can make a conclusion that management is both a science and an art.

3ananue 2. Answer the following questions:

1. What is management?

2. What is the mission of a manager?

3. Is management a very exciting and rewarding career?

4. What does it offer?

5. What does management include?

6. Can we make a conclusion that management is both a science and an art?

3ananue 3. Translate into English:

1. run a business
2. vocational field
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3. personal objectives

4. organizational objectives
5. manager

6. functions of planning

3ananue 4. Make up sentences with the following words:
1. business

2. to plan

3. company

4. manager

5. to lead

6. career

I'pammartuka.
3ananue 5.3ajaiiTe Bce THUIBI BONPOCOB K CJIEAYIONIEMY NPeIJI0KEeHHIO:

| feel tired as | have been working on the report for several hours.

3ananue 6. [TocTaBbTe ri1arosanl B ckookax B Present Perfect Continuous uiam Present
Perfect:

1. Sorry I'm late. That’s all right. I (no to wait) long.

2. Look at my hands. They are dirty. | (to work) in the garden.

3. Our manager (to chose) applicants for two hours. He (to chose) only two persons.

4. This young man (to write) books since he was 20. He (to write) 10 books so far.

5. Ann (to travel) in Europe for three months. She (to see) three countries so far.

3ananme 7. 3agaiiTe BONpPOCHI:

1. We have been talking for an hour.

2. His secretary has been learning German since last year.
3. I’ve been looking for this document for two hours.

4. Mike has been writing his translation for an hour.

5. They have been discussing this problem since 2 o’clock.

Tema 28. THE FOUR FUNCTIONS OF MANAGEMENT.

I'pammaruka:

Ipomenmee coBepmenHoe JunTeabH0e Bpemsi Past Perfect Continuous Tense.

1. IlpaBuiia u npuMepsl 00Pa30BaHUSA NMPENJIOKEHU B JaHHOM BpPEeMEHH.

2. Oco0enHoCcTH ynorped/aeHHs U OCHOBHbIe (DYHKIHMHM NPOLICAIICT0 COBEPIICHHOIO
AJIMTEJbLHOT0 BpeMeHH B AHIJIMHCKOM fI3bIKe.

3ananue 1. IIpounTaiiTe H NUCHMEHHO NepPeBeINTE HA PYCCKUM A3BIK:

Taking corrective action when goals are not met is another management task. Controlling
also involves monitoring customer satisfaction. Your marketing manager can measure the success
of your comic book by studying sales figures and reviews. You might find out your comic book
sold well in certain parts of the country but sold poorly in others. If your comic book is more
popular with adults than children, you might want to develop a new marketing plan.

A challenge for many managers, especially in small businesses, is dealing with multiple ob-
jectives, each at a different functional level. For example, suppose your company’s manager
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discusses plans to produce a new comic book with the marketing and production teams. The
manager directs the marketing team to research the national and global markets for comic books.
The manager also tells the production team to prepare to produce the new product.

3anpanme 2. Put in the prepositions and translate into Russian:

1. Most managers carry ___ four different functions ___ management: planning, organiz-
ing and staffing, leading, and controlling.

2. Some managers may primarily focus _____oneortwo ____ them.

3. Planning involves figuring __ the resources.

4. Managers are responsible _ making sure employees have all the tools they need
do their jobs well.

5. Managers also have __ delegate _ work.

6. Management can be defined as working _ and through other people to accomplish the
objectives ____ both the organization and its members.

3ananue 3. Translate into English:

1. ocymiecTBIATH KaJipoBO€e o0ecreyeHue

2. nocTurath TpeOyeMbIX ToKazaTenen

3. omnpenesaTh (BBIYUCIATE) KOJIMUYECTBO HEOOXOIUMBIX PECYPCOB
4. mpuHUMATh Ha paboTy 1 00ydaTh paOOTHUKOB

5. ¢puHaHCOBBIE U IPOU3BOJCTBEHHBIE IIOKA3ATEIN

6. nenerupoBath (epenaBaTh).

3ananue 4. Make up sentences with the following words:
1. a challenge

2. to deal with multiple objectives

3. a customer satisfaction

4. small businesses

5. to suppose

6. to develop a marketing plan

I'pamMmaTtuka.
3aganue S. 3apaiiTe Bce THIIBI BONPOCOB K CJICAYIOLIEMY NPENI0/KEHHIO:

He has been living in London for five years.

3anaunue 6. [TocraBbTe ri1aroJsl B cko0kax B Past Perfect Continuous Tense:

1. They said they (to translate) the contract for three hours yesterday.

2. He was working, when | came in, and he obviously (to work) for a long time, because he
was very tired.

3. Yesterday he found the paper which he (to look for) for several days.

4. She said that she (to travel) for two months last year.

5. When we saw him, he was working in the garden, and he obviously (to work) for a long
time as he (to work) a lot.

3ananue 7. 3anosHuTe TA0MLLY.

Verb Noun

to cooperate cooperation

to focus focus
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training
to arrange
to resolve
creature
initiative
to delegate
inspiration
to monitor
to accomplish

Tema 29. EDUCATIONAL REQUIREMENTS FOR MANAGERS.

I'pammaruka: Koncrpykuun should have u should have done.
1. OcobenHocTn ynorpedaenus koucrpykiuu should have B anraumiickom sizbike.
2. Ocobennocrn ynorpediaenus koncrpykmun should have done B anrsmmiickom si3bike.

3aganue 1. [IpouyuTaiiTe 1 NMCHbMEHHO NepPeBeINTE HA PYCCKUM SA3BIK:

For students interested in getting into management trainee programs in major corporations a
Master’s degree in Business Administration (MBA) is a common requirement. An MBA gives the
best opportunity for these top programs.

Apart from major corporations (or majors), many other organizations have management
trainee programs that college graduates can enter. Such programs are advertised at college fairs or
through college job placement services. These programs include classroom instruction and might
last one week or as long as one year. Training for a department store manager, for example, might
include working as a salesperson in several departments, in order to learn about the store’s
business, before being promoted to assistant manager.

3ananme 2. Answer the following questions:

1. What are the educational requirements for a career in management?

2. Does an MBA give the best opportunity for management trainee programs?
3. Where are such programs advertised at?

4. What do such programs include?

5. How long do they last?

6. It is well-known that experience may be the only requirement needed to obtain a position
of a manager in small organizations, isn’t it?

3anganme 3. Translate into English:
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€s.

1. to set standards for work

2. to obtain resources

3. to guide people

4. to resolve conflicts,

5. to make long-term plans

6. to monitor customer satisfaction

3ananue 4. Make up sentences with the following verbs:
1. to influence employees

2, to evaluate performance

3. to coordinate resources

4. to set objectives

5. to solve problems

6. to cut the staffing

I'pammaruka.
3apanue 5. 3ajaiiTe Bce TUIIBI BOIIPOCOB K CJIEAYIOLIEMY NPeIJI0KEHHIO:

Mark should have sent his coworkers a reminder by email.

3ananue 6. [lepeBennre Ha PyCCKHUil A3BIK:

1. I should have let Jessica know what had happened but I forgot.

2. Kathy shouldn’t have left work yet. I'll call her office.

3. Marion should have got the letter today. | expect she’ll call us about it later.
4. The price on the packet is wrong. It should be 20 dollars.

5. He shouldn’t have sent that report to the boss. So there is still time to make some chang-
3ananue 7. [lepeBennte HA AHTIHIICKUH SA3BIK:

1. MHe He cTOMIO IMMOKYIIaTh €¢€.

2. Ham He cromno ectb B pact-dyne.

3. OH He JOoMKEH OB OCTABIIAThH KIIIOYH B JOME.

4. 51 ne nomxeH ObLT 3a0BITh OTITPABUTH MTUCHMA.

5. M cenoBaiio B3STh C COOOM JE€HBIU.

Tema 30. CREATING EFFECTIVE JOB DESCRIPTIONS.

I'pammaTuka: UnpuanTuB B anramiickoMm si3bike — Infinitive.
1. Ynorpeodenue, pyHkuuu, popmMbl HHGUHUTHBA B AHIJIHIICKOM fI3bIKeE.
2. Oynknuu MHGUHUTHBA IJIAr0Ja B AaHIJIMICKOM si3bIKe: MPUMePBbI NpeA10KeHMii.
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your

3aganue 1. [IpouyuTaiiTe 1 NMCHbMEHHO NepeBeINTe HA PYCCKUI S3BIK:

Review the job description periodically to make sure it accurately reflects what the employ-
ee is doing and your expectations of results from the employee. Use the job description as a basis
for the employee development plan. An effective job description establishes a base so that an
employee can clearly understand what they need to develop personally, and contribute within
organization. Develop job descriptions to provide employees with a compass and clear

direction.

When writing the job description don’t confuse tasks with requirements and qualifications.
A task is what the person or people you hire actually do: take orders over the phone, deliver
pizzas, keep your computer network up and running and so on. Qualifications are the skills,
attributes or credentials a person needs to perform each task, such as posses a driver’s license,

have an upbeat personality, be familiar with computer networking, and so on.

ing”?

3ananue 2. Answer the following questions:

1. How do you explain the saying “The job description is the bread and butter tool of hir-

2. What are the benefits of correctly written job description?
3. Who can participate in development of job description?
4. What can help to perform the job analysis?

5. What are the components of job description?

6. What is the difference between tasks and requirements?

3ananue 3. Translate into English:

. OTIMCaHMe JOJKHOCTHBIX 00s3aHHOCTEN
. HEOOXOIUMBI HHCTPYMEHT

. IOHECTH PAaCXOJIbl

. BBITIOJTHSATH 33/IaHNE€ HEKOMITETEHTHO

. cepa OTBETCTBEHHOCTH

. YCTpaHSTh HETOPAOOTKH

AN DN B~ W —

3ananue 4. Make up sentences with the following words:

1. clear direction

2. employee development plan

3. requirements and qualifications
4. evaluation process

5. personnel action reports

I'pammaruka.
3ananue 5. 3aaaiiTe BONPOCHI K CJAeAYIOIMMM NPeII0KeHUsAM:

1. It is very expensive to make this flat over.

2. I need some time to look these compositions over.
3. He must be still reading this contract.

4. He must reread this agreement once again.

5. 1 am sorry to have told him this secret.

3ananue 6. Kakyio posib BbINoJIHAeT HHPUHUTHB B CJICAYIOIIHX NPeIJI0KEeHHAX:
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1. To work late at night was very dangerous. — PaGoraTh M03IHO BeYepoM OBLIO OYEHBb
OIacHO.

2. She was glad to have moved to another city. — Ona Obu1a paja, 4To mepeexaia B APyroi
TOpPO/I.

3. Who will be the first to start working here? — Kto nepBbiM HauHeT 37iech paboTaTh?

4.You are too young to work here. — TsI elie CIMIIKOM MOJI0/1a, YTOOBI 3/1ECh PadOTATh.

3ananmue 7. [lepeBeanTe HA AHTVIMICKUN SA3BIK:

1. Kynuts HOBOE 000pyJ0OBaHUE M 3aITyCTUTh PEKJIaMy Ha TEJIEBUJICHUM 3a OIUH MECSI[ —
3TO OYEHB JOPOro.

2. KnueHThl JOKHBI ObITh OCBEIOMJICHBI O HallleH SKOJIOTYECKOM MO3UIIUH.
3. OHU COKpaTUIIH MATHAECIT COTPYIHUKOB, YTOOBI CAKOHOMUTb.
4. Bam cnenyeT 3aCTaBUTh 3TOT0 COTPYAHHMKA U3BUHUTHCS NIEPE]] OKYIATEIIEM.

5. MblI 3aK/1I04MIIM 3TO COIJIALIEHUE, YTOObl YKPEIUTh JEJIOBBIE U KYJIbTYPHBIE CBSI3U MEXK-
Ny HallUMH CTPaHaMH.

Tema 31. WRITING A GOOD JOB AD.

I'pammartuka:

AKTHBHBII 1 ACCHBHBIN 32JI0T B aHIVINIICKOM fI3bIKeE:

1. Ynorpebaenue Active voice u Passive voice.

2. Cnioco0bI mepeBoa NpPeAI0KeH! B IaCCHBHOM 3aJ10Te.

3aganue 1. [IpouyuTaiiTe 1 NMCHbMEHHO NePeBeINTE HA PYCCKUM S3BIK:

Job information

You need to tell the potential applicant exactly what the job is. Make sure you detail exactly
the level of responsibility and the main duties, but sell the challenges and what the job may lead
to in the future. If the job has become vacant because the previous incumbent has been promoted,
then slip that in.

Again, look at this example:

Sales manager needed. Will manage sales team of three, covering conference and hotel side
of the business.

Yawn. Now compare it with this:

Sales manager needed. Heading up a team of dedicated sales staff, you will be responsible
for a budget of $1m a year coverin

g our award-winning conference hotel. We plan to double the size of our facilities in the
next two years and need you to help us grow the team to 12. Our last sales manager has been
transferred to the head office to cover the whole country. Can you step into his shoes?
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Quialifications and hiring criteria

You need to tell the reader all the skills, qualifications and attributes you think anyone fill-
ing your vacancy will need. It will filter out a lot of people who aren’t what you want.

You still need to apply the hard sell, but many companies put lots of buzzwords in this part
that sound good but are of little practical use.

3anpanme 2. Answer the following questions:

1. What two considerations should you keep in mind when writing the job ad?

2. How does the job description help you to write the job ad?

3. What are the usual elements of the job’s ad?

4. Why is it important to tell the applicant all the skills, qualifications and attributes neces-
sary for the job?

5. How can the issue of salary be approached in the job ad?

6. What kind of extra information can you ask for in the job ad?

3ananue 3. Translate into English:

. OOBSIBIIEHHE O BaKaHCHH

. TIPEMATCTBOBATh MOa4e 3asBJICHHS O IPUEMe Ha paboTy

. 00513aHHOCTH OOIIETO XapaKkTepa

. Pa3peKIaMUPOBATh CJIOXKHBIC, IEPCIICKTUBHBIE 3a1a4UH

. HAaBBIKH, KBATH(UKALIUSA ¥ KAYCCTBEHHBIC XapaKTEPUCTUKH
. CJIOBa, HE HECYIIUE CMBICTIOBON HArPY3KH

AN AW —

3ananue 4. Make up sentences with the following words:
1. hard facts

2. bemused

3. track record

4. attribute

5. challenges

6. hard sell

I'pammaruka.
3ananme 5.3analiTe Bce THIIBI BOIIPOCOB K CJIEAYIOIIEMY NPEAT0KEHHIO:

The delegates will be met at the station.

3aganue 6. Ucnosb3yiiTe NaCCMBHBIN 32J10T B CJeAYIOIIMX NMPeIJI0KCHUSX,
nanpumep: Workers build roads. — Roads are built by workers.

1. The local council builds a lot of new buildings.

2. The mayor’s office will open a new civic centre next month.

3. Landscape designers will create new parks.

4. Construction companies will open new hotels next year.

5. Designers will modernize old plants and factories.

3aganue 7. [lepeBennTe HA PYCCKUH S3BIK:

1. We are interested in buying these goods.

2. Everybody went on working.

3. On coming to the office he got down to work.

4. We regretted having done it.

5. The contract was signed by the president of the company.
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Tema 32. A JOB INTERVIEW.

I'pammartuka:

IpuyacTue B anramiickom si3bike — Participle I.

1. O0pa3oBaHue NPUYACTHSI HACTOSIIIIETO BPEMEHH.
2. DyHKIUH NPUYACTHS HACTOSIIIET0 BPEMEHH.

3aganue 1. [IpouyuTaiiTe 1 NMCHbMEHHO NepeBeIUTe HA PYCCKUM SI3BIK:

During the interview, it is appropriate to smile and to conduct yourself in a confident and
positive manner. Never chew gum or smoke during the interview.

The applicant is prepared to answer questions about education and previous jobs. The inter-
viewers ask questions about the applicant’s personal background, family and hobbies. It is
expected that applicants talk profoundly, confidently, and truthfully about their work experience,
skills, goals, and abilities. Analyze your strengths and weaknesses, personal aspirations and
values. Remember: employers are less interested in the status and title of your previous job and
more in what you have done and can do.

Job applicants who can show they are capable, well-prepared, punctual, polite, and honest
have a better chance of getting the job they’re looking for.

3amanue 2. Answer the following questions:

1. Is the employment interview the most important part of your job hunt?

2. What must an applicant demonstrate in the interview?

3. How do the job hunters prepare for the interview?

4. What may be a deciding factor of whom to hire?

5. What should an applicant do (or don’t) during the interview?

6. What is needed to be shown during the interview in order to get the job you’re really
looking for?

3ananue 3. Translate into English:
1. oOpamatecs 3a paboToi

. pe3tome

. BAKaHCHS

. IpeTeHIeHT (KaHIuaaT)

. IPOU3BOJIUTH BIIEUATICHHE

. CyIUTh TI0 BHEIITHOCTH

O DNk~ W

3ananue 4. Make up sentences with the following words:

1. advertise

2. title of your previous job
3. background

4. applicant

5. personal aspirations

6. appropriate

I'pammaruka.
3ananmue 5. IlepeBennTe HA PYyCCKUI SA3BIK:

1. Having set the discount rate, the Central Bank controls the money market.
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2. Frankly speaking | find your report very boring.

3. The houses being built in our district are said to be comfortable.
4. Seeing him on the other side of the office, I called him.

5. Having finished the work, she called the customer.

3ananme 6. O0pa3yiiTe 0T JaHHBIX IJ1Ar0JI0B NMPUYACTUS HACTOSALIET0 BPEMEHH U CO-
CTaBbTEe ¢ HUMM TPeJI0KEeHU:

1. to excite

2. to promise

3. to advance

4. to understand

5. to translate

3ananue 7. [lepeBennTe HA AHTJIHIICKUH SA3BIK:

1. ITokymnarenu, CTOABIIKE B KOHIIE OYEPEIH, OUCHD IITYMEIH.

2. D10 — ynuua, Beaylas K 3aBOJy.

3. B kpecie cuenn MoIo/10¥ Y4eI0BeK, 0KHIAININN cOOeCeIOBaHUSI.

4. Xopomio 3Hasi aHTTTUHCKUIN S3bIK, OH NIEPEBEN YCIOBHS KOHTpaKTa 06e3 crioBaps.

5. ToBapsbl, IKCIIOPTHPYEMBIE 3TON KOMITAHUEH, HE COOTBETCTBYIOT HAIIMM TPEOOBAHUSIM.

Tema 33. PREPARATIONS BEFORE THE INTERVIEW.
I'pammaruka: [Ipuyactue B anruiickom si3bike — Participle I1.

1. O0pa3oBaHne NPUYACTHS NPOLIEIIICT0 BPEMEHH.

2. ®yHKUMYU NPUYACTHUS NPoIIeJIero BpeMeHH.

3aganue 1. [IpouuTaiiTe 1 NMCHLMEHHO NepeBeINTe HA PYCCKHUI SI3BIK:

Prepare a script. Don't underestimate the value of preparing several questions beforehand.
Your human resources department may even have a set of prepared questions to use as a guide.
Too often, busy managers (is there any other kind?) forget until it's too late what they wanted to
ask. Ask open-ended questions as well as ones that might elicit a more detailed response. For
example, you may say, "Tell me what led you to apply for this position.” Later, you could ask,
"We're very deadline oriented here; could you tell me about experiences during which a deadline
might have been difficult to meet?" And then listen carefully to the responses. Try to ask a good
mix of questions — those that give insight into behavior, elicit opinion, demonstrate experience,
and reveal background. When the interview is over you should have a fairly good sense of the
person's likes and dislikes, along with their strengths and weaknesses.

3ananme 2. Answer the following questions:
1. What skills do you need to conduct a successful interview?
Why is it important to review a candidate’s paperwork beforehand?

1.
2. Why is it important to prepare questions beforehand?
3. What should you know about the applicant after the interview is over?
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4.  Why is it important to know a skill set required for the position?
5. When does it not make sense to stick to the schedule of the interview?

3ananue 3. Translate into English:

. CIIMIIIKOM XOPOIII0, YTOOBI OBITH TIPaBIAOKH

. UCTIBITHIBATh HEAOCTATOK HEOOXOJMMBIX HABBIKOB
. 3a]1aBaTh IeJICHANPABICHHBIC BOITPOCHI

. IPUEPKUBATHCS YETro-Tu00

. TIpepBaTh, “‘CBEpHYTH” cobecenoBaHue (31.)
6.CUJIHHBIC CTOPOHBI M CITIOCOOHOCTH

DN AW~

3ananue 4. Make up sentences with the following words:
1. right fit

2. to redirect a conversation

3. screening process

4. to elicit a response

5. deadline oriented

6. to meet a deadline

I'pammatuka.

3aganue 5. [lepeBennTe HA PYCCKUH SA3BIK:

1. The goods produced by the company are in great demand.

2. Customers can get information of all the produced goods in the catalogue.

3. The firm which produced the equipment stopped producing it two months ago.

4. The firm which produced the equipment made a good profit.

5. The 19" century economists thought capital only to comprise wealth produced by indus-
try in the past. Wealth, such as land and ore, not having been produced, was not included in
capital.

3ananue 6. [lepeBennre HA AHTVIHIICKUH A3BIK:

1.IIpoBoas NEHEKHO-KPEAUTHYIO OJUTHKY, IEHTPAIbHbIA OaHK MOXKET BIMSTH Ha JICHEXK-
HYIO Maccy B CTpaHe.

2. JIOCTHUTHYB 3HAYUTEIBLHOTO YKOHOMHYECKOTO POCTa B IMOCJEAHEE NECATUIIETUE, TPABH-
TEIHCTBO YBENUYMIO OOTaTCTBO OOIIECTBA B I[ETIOM.

3. Ilpu ¢danTacTuueckomM OOraTcTBE MPUPOJHBIMU pPEeCypcaMu CTpaHa craja OJHON u3 Oel-
HBIX CTpaH CETOJIHS.

4. BanoBoii BHyTpeHHMI TpoaykT B KurTae yBenuuuics BIBOE, JOCTHUTHYB HECKOIBKHUX
MUJUTHAPIOB J0JIIAPOB.

3aganue 7. BoiOepute HeoOXoauMYy10 (OpMY NIPUYACTHSA:

1. I borrowed some money from my friend (promising/promised) to return it as
soon as possible.

2. We’re competing quite successfully with other firms (established/establishing)
in the market.

3. | think that customers are always looking for new products (based/basing) on
new technology.

4. I’'m sure we have the capacity to produce the (needing/needed) product.

5. The attention ( paid/paying) to every employee in our company is very im-
portant.
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Tema 34. CONDUCTING JOB INTERVIEW.

I'pammartuka:

Tunsl BOopocos.

1. Bonpocsl k nmomiexkamnemMy u k 0obexty (SUBJECT & OBJECT QUESTIONS).
2.0co0eHHOCTH yHIOTPeOJIeHHusl MPeAJIOroB B BONIPOCax.

3. Bonpocsi-orpunanust (NEGATIVE QUESTIONS).

3aganue 1. [IpouyuTaiiTe 1 NMCHMEHHO NepeBeIUTE HA PYCCKUI SI3BIK:

Remember an interview is a two-way process. The company finds out as much as possible
about you, and you find out as much as possible about the company.

So, that’s what you need to do before the interview. Now, the interview itself. There are
some more guidelines to remember here. Guideline number four, dress smartly. A suit or some-
thing formal is best. Five, arrive in good time. Arriving late for the interview is the worst thing
you can do. Rule number six, create a good first impression. Remember, first impressions are
very important. Start the interview with a smile, a firm handshake, and a friendly manner.

Guideline number seven? Try to stay positive and relaxed during the interview. | know
that’s difficult. People don’t usually feel relaxed during an interview, but remember, your body
language gives the interviewer a lot of information about you. You want that information to be
positive, not negative. Number eight — don’t give only “Yes” or “No” answers. Talk freely about
yourself, give reasons for your opinions, and explain why you’re interested in the job. Nine — ask
questions. Remember the checklist of questions you prepared before the interview. Show you’re
interested! Finally, guideline number ten: learn from the interview. Analyze your performance
afterwards and think how you can improve the next time!

3ananue 2. Answer the following questions:

1) Is the employment interview the most important part of your job hunt?
2) What must an applicant demonstrate in the interview?

3) How do the job hunters prepare for the interview?

4) What may be a deciding factor of whom to hire?

5) What should an applicant do (or don’t) during the interview?

6) What questions and information is the interviewer interested in?

3ananue 3. Fill in the application form (the Job seeker’s portfolio includes: a resume, an
application letter, an application form and letters of recommendation, revised and neatly printed):
Model: Sample of application form (npumep anxemor)

Personal

NAME Victor Klimov

ADDRESS 10 Zolia St.,Ap.7 Phone (044) 513-26-17 (home)
DO YOU HAVE A VALID DRIVER’S LICENCE Yes No

MARITAL STATUS married # OF DEPENDENTS 1 daughter
EDUCATION higher

Name of school Year graduated Course Taken or Degree
Moscow University 2005 M. Sc. in Economics
LANGUAGES

Russian Excellent Good Fair

English Excellent Good Fair
EXPERIENCE (Give present or last position first)

COMPANY Alpha ADDRESS 17 Proreznaya St.
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TYPE OF BUSINESS INDUSTRY EMPLOYED (Month & Year)

Information Technologies From March 2005 To July 2007
POSITION (S) HELD SUPERVISOR’S NAME
Manager Alexander Popov

DESCRIBE YOUR DUTIES
Negotiations, purchase of equipment
WHY DID YOU LEAVE

The company has moved to Sevastopol

COMPANY ADDRESS

TYPE OF BUSINESS INDUSTRY EMPLOYED (Month & Year)
From To

POSITION (S) HELD SUPERVISOR’S NAME

DESCRIBE YOUR DUTIES

WHY DID YOU LEAVE

PERSONAL REFERENCES

Name A. Popov Address 5 Tolstoy St.  Phone(home) 245-4757

3ananme 4. Study and make up your own resume.
Sample of resume (pesrome):
John H. Mill
38 Park Avenue, Ap. 50
New York, N.Y. 11298
Tel. (312) 493-8335
OBJECTIVE A position as a bookkeeper.
SUMMARY 12 years of experience in every routine work this field.
Perfect knowledge of computers and statistics.
QUALIFICATINS Make up all kinds of financial reports, balances and production plan-

ning.
EXPERIENCE
1990 — 1995 FRISCO DOCKS, Inc.
San Francisco, California.
Deputy Chief of Planning, Commerce Dpt.
In charge of account books, statements, new ideas in planning.
1980 — 1990 SAKHA Co, Ltd.
New York.
Accountant. Prepared accounts and balance sheets of every kind.
EDUCATION LONDON SCHOOL OF ECONOMICS
London, Great Britain, Bachelor (Ec.).
PERSONAL Arrived in the United States, January, 1980.

British subject. Married, one child.
REFERENCES Available upon request.

I'pammaruka.
3aganune S. BceraBbTe HEOOXOAMMBINH MNpPeNIOr B CJACAYIOIIMX IPeII0KeHHU-
sx(Bonpocax):

Where does he come ? (from/about)
Who will you write ? (in /to)
What did you read ? (about/on)
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Who did you play ?(with/ about)
Who did you buy this ? (on/ for)

3ananmue 6. [Ipeodpa3yiiTe cieaywiue BONPOCHl B BONPOCHI-OTPUIIAHNE, HATIPUMeEP:
Do you not know Helen? — Don’t you know Helen?

1. Do you think people are motivated to work harder when they will increase personal prof-
it or when they are working together toward a common goal?

2. Do you have a college degree or vocational training for the job you hold now?

3. Did you have to work to earn money as a child, teenager or a student?

4. Do you provide consulting services?

5. Can you tell me what your long-range goals are?

3aganue /. OTBeTbTE HA BONPOCHI:

1. Where did you learn about this vacancy?

2. We have a lot of applicants for this job, why should we hire you?
3. How long do you plan to stay in this job if we hire you?

4. What qualities should a real boss possess?

5. What has been your most valuable experience?

Tema 35. IOBTOPEHUE IMPOMJIEHHOTI' O MATEPHAJIA.
3aganue 1. [IpouyuraiiTe U nepeBeguTe HA PYCCKHIl A3BIK:

Job interview

Interviewer: Hello, Miss Jones. Thank you for coming. Please, sit down.

Applicant: Thank you.

Interviewer: Firstly, Where did you see the advert for this post?

Applicant: I saw it in last Friday’s Evening Post.

Interviewer: Mmmm. Now, have brought your CV with you?

Applicant: Yes, here you are.

Interviewer: Thank you. Could you tell me a bit about your qualifications?

Applicant: Of course. I left school with 2 “A” levels in English and French. Then I did a di-
ploma at Crewe College.

Interviewer: What sort of diploma is that?

Applicant: It is a secretarial and business diploma.

Interviewer: Fine. Could you tell me about any relevant experience you have?

Applicant: Yes. | worked at Francobank for 2 years, as a personal secretary to the director.

Interviewer: Would you mind telling me why you left?

Applicant: Well, the salary was fairly good, but there were no promotion prospects, so | de-
cided to resign and look for something more challenging.

Interviewer: | see. Now, if you were be offered a post would you be able to start straight
away?

Applicant: Yes, of course.

Interviewer: Excellent. Now, is there anything you would like to know about us?
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Applicant: Yes. | have a few questions. Could you please tell me what the working hours
will be?

Interviewer: Of course. The normal office hours are 9 a m to 5 p m, with an hour for lunch.
But we are quite flexible about this.

Applicant: That sounds fine. Could you tell me what salary I could expect?

Interviewer: Well, the starting salary is $800 a month before tax. After 6 months, the salary
increases by 20%.

Applicant: Oh, that sounds good.

Interviewer: Well, do you have any more questions you’d like to ask?

Applicant: No, I don’t think so. When could I expect to hear from you?

Interviewer: We have a few more people to see, but we hope to reach a decision by Friday.
We’ll be in touch by the end of the week.

Applicant: Thank you for your time. Goodbye.

Interviewer: Goodbye. And thank you.

3amanue 2. Answer the following questions:

1. What is your present employment?

2. What are your long-range goals?

3. What are your strengths and weaknesses?

4. What do you find a fair salary?

5. What do you do for a living? How do you earn for a living?
6. Which is more important to you: status or money?

3ananue 3. Translate into English:

1. BeiGop npodeccunt — ecTh Cephe3HBIN IIar B )HU3HU KaX10T0 MOJIOJIOTO YelIOBEKa.

2. Moil ipyr XxoueT ycTpOUThCs Ha 00Jjiee BHICOKOOIIAYMBAEMYIO paboTy.

3. Bbl cniyuaiino He 3HaeTe Korja oH padotaer(dackl paboThl)?

4. 3nanue x0T Obl OJIHOTO MHOCTPAHHOT'O SI3bIKA — CEPhE3HOE NMPEUMYILECTBO CPEAU JPY-
I'MX MPETeHICHTOB B IOMCKE PaOOTHI.

5. Bam CTOUT Hay4NTHCS CTAaBUTh YETKHE LEIH U TOOUBATHCS UX.

6. Kakue ¢gakTopbl MOTYT MOBJIUATH HA Balll BEIOOP?

3amanue 4. Translate into Russian:

1. We need a team of creative persons to make our company competitive in the world mar-
ket.

2. New employees should be placed with their immediate supervisor who explains the busi-
ness and requirements.

3. 1 was responsible for the planning and organization of large conferences.

4. Before the interview find out as much as possible about the company.

5. You have excellent references from your previous job.

6. Many employers make judgments about the appearance that may be a deciding factor of
whom to hire.

I'pammaruka.
3ananue 5. [lepeBennTe HA AHIVIMICKUI SA3BIK CJIeAYIOLIHE MPEAJI0KEHUS:

1. Uro kacaeTcst MEHsI, MHE Ka)KETCsI, UTO I JOCTATOUYHO OOIIMTEILHBIA YEI0BEK, BOT ITOYe-
MY 5 IPEANIOYUTAI0 paboTaTh C JIIOJbMH, a HE C HU(pPaMHU.

2. Bam Oyaymuii ypoBEHb KU3HU OYIET MOJHOCTBIO 3aBUCETh OT H30paHHOW BaMHu mpodec-
CHUHU.
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3. [lepen cobecenoBanneM Ha pabOTy BaM HaJ0 Y3HATh HEOOXOIUMBIE TPEOOBAHUS TS
KaHIUJIaTOB.

4. Ecniv BBI XOTHTE CTaTh YCIICIIHBIM YEJIOBEKOM, BaM CJIEAYET MOAyMaTh O KAPhEPHOM pa3-
BUTHH.

5. IlogoGHBIE TOProBBIE SIPMAPKH ITOMOTAIOT YIYUNIMTh HAIIA OTHOIICHHS C Pa3IMYHBIMU
CTpaHaMH.

3ananue 6. BecraBbTe He00X0AMMOE MO CMBICJIY CJI0BO:

| depends, interfere, provide, hold, required, charge, object, hired, advertises, join

1. What position do you in your company?

2. The success of any company on its personnel and management.

3. If you insist [ won’t with your job.

4. I’ll be glad to any information you may need and | hope to be invited to
an interview.

5. Do you to our decision?

6. | think with your experience you have a good chance to be

3ananue 7. [lepeBenure NUCLMEHHO:
1. The International Monetary Fund has carried out a research recently.

2. The manager whom | complained to about the service has refunded part of our bill.
3. If we received the documents tomorrow, we should start loading the goods on Monday.
4. He won’t finish his work in time unless he works hard.

5. He may know everything about this project, but doesn’t want to tell us.

Tema 36. Parts of business activity.

1. Translate the following abstract in writing.

One definition of business is the production, distribution, and sale of goods and services for a
profit. To examine this definition, we will look at its various parts.

First, production is the creation of services or the changing of materials into products. One
example is the conversion of iron ore into metal car parts. Next these products need to be moved
from a factory in Detroit, for example, to a car dealership in Miami.

Third is the sale of goods and services. Sale is the exchange of a product or service for mon-
ey. A car is sold to someone in exchange for money. Goods are products which people either need
or want; for example, cars can be classified as goods. Services, on the other hand, are activities
which a person or group performs for another person or organization.

3ananue 2. Match the words:

a).trade 1).peMOHTHpPOBATH
b).marketplace 2).ocTaBaTbecs
c).distribution 3).co3manue npuObLTH
d).definition 4).pBIHOK

e).to benefit from 5).onpeencHue

f).to repair 6).pacrpocTpaHeHHE
g).making a profit 7).TOproBiIst
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h).to remain 8).M3BJIEKATH TOJIb3Y U3

3apanume 3. Translate into English and make up sentences with any of the following

words:

1). MUpPOKHIA KPYT JIHOACH

2). 03HauaTh(I0Apa3yMeBaTh)

3). oOmeH

4). yciyra

5). IpOU3BOACTBO

6). pactipocTpaHeHHE

7). TOBapbl

8). oTzIen CBA3M C OOIIECTBEHHOCTHIO

3ananue 4. Answer the following questions:
1).What is the definition of business?

2). What does production involve?

3).What is known as distribution? Can you give an example?
4). What is profit?
5). How do goods differ from services?

6). In general, what do companies do with their profits?

3aganue S. [lepeBennTe HA PYCCKUH SA3BIK:

ko

Tomorrow he is going to pass his last exam.

We’ll be going for a holiday in July.

This summer I’ll swim and sunbath every day.

This teacher will be examining the students in Room 15.

We won’t be going for a walk in the evening, we’ll be preparing the report.

3ananue 6. [lepeBennre Ha aHTIMICKUI A3bIK, 00palasi BHUMAHME HA Pa3HbIe CIIOCO-
ObI mepegayu Oyaylero BpeMeHu:

1
2.
3.
4
5

¥V Bac 3aBTpa 6yner MmHOro pabots? — [la.

Kakwne sx3ameHbI BBl cIaéTe B KOHIIE IEPBOTO Kypca?

3aBTpa BeuepoM 5 Oyny oOcyxaath 3Ty npodiemy ¢ Tomom.

CKOJIBKO BBI COOMPAETECHh OCTABATHCS 37€CH?

Hamm napTHEpHI npueskaroT ceroans BeuepoM. Kro Oyner BcrpeuaTs ux?

3aganue 7. 3apaiiTe BOPOCHI 0 IJIAHAX Ha OyAyliee U JaiiTe 0TBeThl HA HUX (MCIIOJIb-
3yiiTe “to be going + Infinitive” wu ciexywomme cjioBa U CJI0BOCOYETAHHUS):

Tonight, at the weekend, in summer, during the holiday, tomorrow, next month, after the ex-
ams, next year, when you graduated from the institute, in class tomorrow, next.

Tema 37. AIMS OF BUSINESS ACTIVITY.
1. Translate the following abstract in writing.
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Creating an economic surplus or profit is, therefore, a primary goal of business activity, but it
IS important to realize that a business will have other aims. These includes:

Survival: most of the time firms will not be worried about this. However, particularly, in
times of economic difficulty — such as recession — surviving will become an important short-term
aim of the firm. In order to survive, the firm may have to make workers redundant and close some
of its factories.

Growth: not all firms want to grow continually but growth is closely associated with survival.
Very often, particularly for firms in highly competitive situations, e.g. computing and electronics,
growth and development are the only way to ensure survival. Furthermore, shareholders and
employees may benefit from the growth of the company.

Image: how the public at large views a company can be particularly important, and to this end
a number of companies have public relations departments that have specific responsibility to
improve the image of the company.

2. Translate into Russian and make up 5 sentences using the words:
1.economic surplus
2.primary goal
3.highly competitive situations
4.recession
5.short-term aim
6.expenses
7.to make redundant
8.tarnished image

3. Translate into Russian:

1. The objective of running any business is to make money, and the first requirement in or-
der to start up a new business is, likewise, money.

2. When a business has been formed, a number of important decisions will have to be made,
such as what premises are to be used and what plant and machinery will be needed.

3. The successful integration of people and materials requires good management, and the
more effectively this is done, the better for business.

4. The development of small businesses depends on entrepreneurial activity of the popula-
tion.

5. Right now more Russian citizens, and a considerable part of them women, are thinking
about starting their own business.

6. The company will gain a better image in the host country because it creates jobs.

4. Match the definitions:

a) growth 1). the firm may have to make workers re-
dundant and close some of its factories.

b) image 2). is closely associated with survival.

c) survival 3). how the public at large views a company.

3ananue 5. [locraBbTe 171aroJ B cOOTBEeTCTBYIOIIYIO (popmy (I THI yCIOBHBIX Mpeaio-
JKeHM ).

1. If you (have) any questions, you may come up to me.

2. If she (be) more attentive, she (not to lose) her papers.

3. He (make) a report on Monday if he (have) time.

4. 1f you (look through) the task properly, you (not to make) any mistakes.
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5. Tell him to ring me up if you (see) him.
6. If I lend you $100 when you (to repay) me?

3aganue 6. [lepeBennTe npeaiokeHUs1 HA PYCCKH S3BIK.
The police will arrest him if they catch him.

Someone will steal your car if you leave it unlocked.

If you don’t go away I’ll send for the police.

I’ll be very angry if he makes any more mistakes.

If he goes on telling lies nobody will believe a word he says.
Unless you are more careful, you will have an accident.

oakrwdE

3ananmue 7. [lepeBequre npeasioKeHust HA AHTJIMHCKUI A3BIK.
1. 51 mam Bam 3TH KypHAJIbI IPU YCIOBHH, YTO BbI BEpHETE UX Ha CIEAYIOUICH Henene.
2. OH He OKOHYHT CBOIO pabOTy BOBpPEMsI, €CJIM OH He OyJIeT ycepaHO padoTaTh.
3. Mbrl Oyaem OnaronapHsl, €Clid Bbl HaM IIPUIIIIETE Balll KaTasor.
4. Ecnu BBI €r0 YBUJIUTE, TIOMPOCUTE €T0 MMO3BOHUTH 110 TeJIeoHy.
5. Mpel Oynem o0s3aHbl, €clid Bbl TOATBepAUTE (OyaeTe J1r00e3HbI MOATBEPAUTD) MOTyye-
HUE 3TOTO JJOKYMEHTA.
6. Ecnu 3aBTpa y MeHs OyaeT BO3MOXKHOCTbD, 5 3271y K BaM B oduc.

Tema 38. FORMS OF BUSINESS ORGANIZATIONS.

1. Translate the following abstract in writing.

Business organizations are established to meet wants in society. Private businesses are formed
mainly to provide for material wants (i.e. goods and services) and commercial wants (i.e. banking,
insurance) in society. Government Organizations, on the other hand, tend to satisfy society’s desire
for defense, law and order, education and social welfare.

The most common forms of private business organizations are sole proprietorships, partner-
ships and corporations.

A business owned and controlled by one person is a sole proprietorship. Sole proprietorships
are the oldest, simplest, and most common of all types of businesses. As in the case of sole
proprietorships, partnerships are concentrated in businesses that require relatively small amounts of
money to start and operate.

A partnership is a business that is owned and controlled by two or more people. A partnership
begins when two or more people agree to operate a business together (e.g. small retail stores, farms,
construction companies). A corporation is a business organization that is treated by law as if it were
an individual person. A corporation, however, is owned by stockholders. Stockholders are individ-
uals who invest in a corporation by buying shares of stock. A corporation may be either publicly
owned or closed.

3ananue 2. Match the expressions:

a). stock 1). rocynapcTBeHHbIE IIEHHbIE Oymaru

b). to establish 2). ¢UpMBI IO TOPTOBIIE HEJIBUKUMOCTBIO
C). to setan aim 3). MenKue Mara3uHbl PO3HUYHOW TOPrOBJIH
d). to make a profit 4). yupexxaTh, OCHOBBIBATh

e). real estate firms 5). aKIMOHEePHbII KaUTal

f). small retail stores 6). cTaBUTH 1IENTb

g). stocks 7). mony4arh MpHOBLIH
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words:

3apanme 3. Translate into Russian and make up sentences with any of the following

1). public organization

2). to provide professional services
3). to hire workers

4). to pay taxes

5). board of directors

6). competitive

7). business organization

8). to set very definite and clear aims

3ananme 4. Answer the following questions:

1). What aims are business organizations established for?

2). What is the main goal of government organizations?

3). Can you name some common forms of private business?

4). What do we call a sole proprietorship? Give an example.

5). What is the reason to set a partnership? What types can it be?

6). What is a partnership contract? What is it for?

7). What is the definition of a corporation? Give the types of them.

8). What is the importance of stockholders and shareholders in the corporation?

3ananue 5. [locraBbTe ri1aroJ B cooTBeTcTBYIOIYI0 ¢opmy (I TMI yCa10BHBIX npeio-

JKeHM ).
1.

ook wn

If I (know) his address I’d give it to you.

If he (clean) his windscreen he’d be able to see where he was going.
If drove your car into the river you (be able) to get out?

If 1 (win) a big prize in a lottery I’d give up my job.

If he knew that it was dangerous he (not come).

I could get a job easily if | (have) a degree.

3ananmue 6. [lepenesaiiTe ycaoBHbIe npeaiokenns | Tuna B ycioBHble npeaioxenus 1
THIIA, BBIIOJHUB He00X0AUMbIe TPe00pa3oBaHusl.

oakrwdE

The police will arrest him if they catch him.

Someone will steal your car if you leave it unlocked.

If you don’t go away I’ll send for the police.

I’ll be very angry if he makes any more mistakes.

If he goes on telling lies nobody will believe a word he says.
Unless you are more careful, you will have an accident.

3aganue 7. [laiiTe coBeT Mo 00pa3iy, HCIOJIb3Ysl BTOPOi THII YCJIOBHBIX NPeJI0KeHHUil.

Hanpumep: [ can’t go to sleep at night.
You: If I were you, | would take a walk before going to sleep.
| feel bored with everything. — If T were you, ....
Sally asked me to lend her $1000. — If T were you, ...
| am so tired! — If [ were you, ....
I am thinking of buying a new car. — If [ were you, ...
They’ve got no arguments. — If [ were you, ...
The witnesses of the accident have disappeared. — If I were you, ...

ook wndE
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Tema 39. FUNCTIONS OF MONEY.

1. Translate the following abstract in writing.

Money as a measure of value. Since commodities are exchanged through the medium of mon-
ey, their relative prices determine what one commodity is worth in terms of other commodities. A
commodity’s valuation of this commodity or that will change as tastes and fashions change or as
the community grows richer. The prices at which goods exchange for money and money exchanges
for goods will reflect these changes. Money acts as a measure of value.

Money as a unit of account. If a man is in business, it is necessary for him to compute the val-
ue of the various stocks of goods that he possesses. These goods can be of different kinds and yet
some common unit is needed in which to assess their value. Money, acting as a unit of account, can
serve these purposes. In both households and businesses, it is necessary to look ahead and to
calculate future income and expenditure, in short to use a system of budgeting.

2. Answer the following questions:

1. How many and what functions does money have?

2. What is the simplest function of money?

3. What does the act of barter involve?

4. What do relative prices determine?

5. All the early money commodities were very inadequate stores of value, weren’t they?
Why?

6. Can you name any ways of the storing of value without loss?

7. What purposes can money serve as a unit of account?

8. Who is it necessary to use a system of budgeting for? What does it mean?

3. Translate into Russian and make up sentences with some of the following words:
1.to split

2.to reflect

3.to grow richer

4.through the medium

5.to assess

6.investments

7.unit of account

8.to spread

4. Match the expressions:

a).to replace 1) npuoOperath

b).to separate 2) OTICNATH

c).to obtain 3) pacxojsl

d). expenditure 4) Oymyuuii 10Xo

e). future income 5) sarnsasiBaTh BIEpes
f). to look ahead 6) 3aMeHSTH

3ananmue S. [locTaBbTe ri1aros B cooTBeTcTBYIOLIYI0 (hopmy (111 THI yc/I0BHBIX npeaJio-
JKeHHit).

1. Ishouldn’t have believed it if I (not see) it with my own eyes.

2. If I (realize) what a bad driver you were I wouldn’t have come with you.
3. If I had realized that the traffic lights were red | (stop).
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4. You (not get) into trouble if you had obeyed my instructions.
5. He would have been arrested if he (try) to leave the country.
6. You (save) me a lot of trouble if you had told me where you were going.

3ananue 6. [lepenenaiite cieayoimmi pacckas no oopasuny, UCnoJb3ys TPeTHil THIT
YCJIOBHBIX npeunomeﬂni’l.
Hanpumep: If Mike hadn’t slept until twelve yesterday, he wouldn’t have failed the exam.
Mike has failed his exams. Yesterday he slept until twelve. Instead of revising he went
skateboarding with his friends. He fell down and hurt his leg. He spent three hours at hospital.
He came home at nine. He was tired and angry. He fell asleep in front of the TV. He was late
for his exam. The professor got very angry. Mike couldn’t answer the questions properly. He
asked for another examination card. The professor told him to come again autumn.

3ananmue 7. IlepeBennre HA PYyCCKUI A3BIK CJeAYIOLIME NMPeIJI0KEeHHS.

Ecnu Ob1 51 BUzen ero Buepa, s ObI CIPOCHII €ro 00 3TOM.

Ecnu y Bac BOBHUKHYT MpoOJIEeMBbl, MOKETE OOPaTUTHCSA K HaM 332 KOHCYJIbTaIHEH.
Ecnu 651 MbI paboTanu Buepa Oosblile, Hala pabota Oblia Obl FOTOBA.

51 O3BOHIO BaM, €CJIM Haldy ero ajpec.

Ecnu ObI 51 He mo1en K HUM BUepa, Mbl Obl HE OOCYIMIIM C HUM 3TOT BOTIPOC.
Ecnu 651 y MeHs ObLT cTIOBaphb, 51 ObI IepeBEN 3TOT JOKYMEHT CETO/IHS.

ook wndE

Tema 40. MARKETING MANAGEMENT.
1. Translate the following abstract in writing.

Although a primitive trading economy can be carried on without the use of money,
history suggests that at an early stage of development, something — and it does not really mat-
ter what that “something” is — will begin to perform the various functions of money. Indeed, it
is true, that an economy cannot progress at the primitive stage called the barter system.

It is convenient, to explain the need for the introduction of a form of money, by look-
ing at the situation which precedes it. The situation is usually known as a system of barter.
Under the barter system trade is difficult, but not impossible. The first problem is the “double
coincidence of wants”.

It means that not only must one man have goods which a second man wants but also that the
second man must have goods which the first is willing to take in exchange.

2.Translate into Russian and make up sentences with some of the following words:
1.money commodity
2.exchange
3.obstacle
4.barter deal
5.quantity
6.quality
7.to matter
8.to perform

3. Match the expressions:

a). various 1). paznoobOpa3sue
b).it is convenient 2). ynooHO
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c). variety 3). pa3u4HbIiH
d).early stage 4). BEpHO, YTO
e).it is true 5). paHHHU# 3Ta

4. Answer the following questions:
1).What are goods and services exchanged for?
2). What is money used for?
3). What base was the monetary system built on in many countries?
4). Is it true, that an economy cannot progress at the primitive trading stage?
5). Can you explain the need for the introduction of a form of money?
6). What is known as a system of barter?
7). What is the “double coincidence of wants”?
8). What is the main drawback of a barter system which makes this system impracticable?

5. CooTHecuTe ¢ mepeBoAOM:

1. 1 wish I could do smth / I wish | could | a) XKanp, uro Tel HHKaK He OpocHis pabdo-

have done smth. TaTh!

2. 1 wish | could go to the meeting. b) Jla korma ke oHa 3aMOJTYHUT!

3. I'wish | could have gone to the meeting. C) Jla xoraa e 3TOT A0XK/Ib IPEKPaTUTCsi!

4. 1 wish it would stop raining! d) Xanb, 4TO 5 HE CMOr NPHUITH Ha coOpa-
HUE.

5. I wish she’d be quiet. €) XKanb, 4To g HEe MOTy MOITH Ha cOOpaHue.

6. 1 wish you would stop working! f) S coxaneto, 4To HE MOTY caenaTh 3T0; S
COXaJICI0, YTO HE MOT CAEJATh 3TO.

6. IlepeBennTe HA PYyCCKHMH SI3BIK, 00pAaIasi BHUMAHHA HA OTTCHKHU 3HAYCHHUI B KaKA0M
ciaydae.
1. I wish I knew what to do about the problem.
2. I wish you didn’t have to go so soon.
3. I wish [ hadn’t said it.
4. 1 wish I had studied harder at school.
5. I'wish I was on a beach.

7. IlepeBeanTe HA AHTIMUCKHUI A3BIK:

1. ’Kanp, 4TO 51 HE TOBOPIO MO-UTAIBSHCKH.
2. XKanp, 4yTo uaeT 10K Ib.

3. XKanp, 4TO THI 3aBTpa ye€3’KaCIIb.

4. Xaup, uTo 5 He B3sU1 poToAINIAPAT.

5. XKanp, 9T0 5 ero He BUJIEI.

Tema 41. FINANCIAL MANAGEMENT.

1. Translate the following abstract in writing.

Financial control means the directing and monitoring of the financial resources within the
business. In order to make financial control possible it is first necessary to set objectives and targets
within which each department is expected to work. The process is known as budgeting and is
central to financial management.
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A budget is a financial expression of intentions or expectations. However, common to all
budgets is that they relate to the future and that they are therefore based upon forecasts rather than
facts. This is in contrast to the balance sheet and the profit and loss account, which relate to the
business past performance.

2. Translate into Russian and make up sentences with some of the following words:
1. borrowed funds
2. budgetary process
3. assets and liabilities
4. debtor policy
5. solvent
6. source of finance
7. trading activities
8. application of funds
3. Match the expressions:
a). balance sheet 1). yBEMUYHUTD TIOTOK JCHEIKHBIX CPEIICTB
b). cash flow forecasting 2). cuet npuObUICH U YOBITKOB
c). to supplement cash flow 3). cucTema yIpaBJIeHHUs 3armacaMmu
d). current liabilities 4). cocTaBIsATh OFOJKET
e). to raise the finance 5). Oyxrantepckuii OanaHc
f). to budget g).system | 6). kpaTKOCpOUHBIE 00sI3aTEILCTBA
of stock control 7). npuBiekath GOH/IBI (ITOTYIATh)
h). profit and loss account 8). IPOrHO3 JABUKEHUSI ICHET

4. Answer the following questions:
1). What does the term “financial control” mean?
2). What are the main advantages of budgeting the business?
3). What factors are to be taken into account while choosing the method of finance?
4). What are the main stages of budget preparation?
5). Why is the process of budgeting considered central to the financial management?
6). What is common to all budgets?

. IlepeBeaure HA PYCCKHH A3BIK:

If you reach the summit of this mountain, we will be proud of you.
When you reach the corner of the street, you’ll see my house.

If he invites me, | will buy a present.

If you don’t hurry, we will miss the train.

When they come, he will start a lesson.

Unless you apologize to her, she won’t forgive you.

Unless he comes in time, the meeting will be started without him.
I will tell you everything as long as you keep it secret.

N~ wWNEO

6. IIpeodpa3yiite npeasiokenus no odpasiy, ncnoab3dyss UNLESS (3amensiromee |1F):
Hanpumep: If you don’t hurry, we will miss the train. = Unless you hurry, we will miss the
train. — Eciu mol He nomoponuwbcst, Mbl On030aem Ha noeso.
1. When they come, he will start a lesson.
2. If he invites me, | will buy a present.
3. When you reach the corner of the street, you’ll see my house.
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4. If you don’t hurry, we will miss the train.
5. If you reach the summit of this mountain, we will be proud of you.

7. IIpeoGpa3yiiTe npeasioKeHus Mo o6pasiy, UCIOJIB3Ys B YCIOBHOI YacTH cioBa provided
(that), providing u as long as (3amensironme IF= mepeBoa: ecyim; mMpU yCJOBUH, YTO; €CJIH
TOJIBLKO; B TOM cJiy4yae, ecjiu).

Hanpumep: [Ipu ycrosuu, umo vl He 6yoeme wymemn, nana paspewum 6am uepams 8 caoy.
— Provided that you don 't make noise, father will allow you to play in the garden.

If you reach the summit of this mountain, we will be proud of you.
When you reach the corner of the street, you’ll see my house.

If you don’t hurry, we will miss the train.

When they come, he will start a lesson.

If he invites me, | will buy a present.

okhwnE

Tema 42. WORKING CAPITAL.
1. Translate the following abstract in writing.

The items which change continually during the normal trading activities of the busi-
ness are known collectively as the business’s working capital. Working capital can be defined
as the current assets available to the business minus any current liabilities on these assets.
Current liabilities are the short-term debts of the business which will have to be paid in the
near future from current assets.

To ensure the efficient operation of the business, working capital needs to be careful-
ly managed. This involves a system of stock control, a debtor policy and cash flow forecast-
ing.

Businesses require finance for a wide variety of reasons and most businesses can ob-
tain finance from a number of different sources. Therefore, decisions have to be made regard-
ing the most appropriate source of finance. The provision of advice concerning the best meth-
od of financing different aspects of business activity is one of the key responsibilities of the
Finance Department.

3ananue 2. Make up sentences with the following words:
continual flow of money

current assets

existing liabilities

to prevail

solvent

working capital

ogakrwdE

3ananue 3. Translate into Russian and ask questions:

1. Working capital can be defined as the current assets available to the business minus any
current liabilities on these assets.
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2. The sale of business’s goods (or services) generates finance which is used to purchase
more materials, pay wages and so on in order to generate more production, more sales
and more income.

3. The sale of business’s goods (or services) generates finance which is used to purchase
more materials, pay wages and so on in order to generate more production, more sales
and hence more income.

4. Businesses require finance for a wide variety of reasons and most businesses can obtain
finance from a number of different sources.

3ananme 4. Answer the following questions:

What process is called a continual flow of money through the business?
Which items are known collectively as the business’s working capital?
What is the definition of ‘working capital’?

Why does working capital need to be carefully managed?

Can you name one of the key responsibilities of the Finance Department?

AR A

5. Onpenennrte kKakyw GyHKUMIO BbINOJaHsAET repynauii (Gerund) B cienyoumux npea-
JIOKEHHUSAX U COOTHECUTE:

1. Travelling is a very adventurous thing. a) 00CTOATEIILCTBO

2. His task was translating an article. b) nonosHeHKME

3. He left without saying a word. C) IMEHHasl 4aCTh CKa3yeMoro
4.1 don’t mind staying. d) moexariee

5. | like her way of doing this. €) oTpeieIeHne

6. IlepeBeaquTe Ha PyCCKMIl A3BIK:

Making mistakes is very unpleasant.

I don’t like working slowly.

On being told the news, she turned pale.

Can you remember having seen the man before?

After being corrected by the teacher, the student’s papers were returned to them.
It goes without saying.

He talked without stopping.

Have you finished writing?

N~ WNE

7. Onpenenure GopMbl repyHAHs:

1. having been read a) Indefinite Active (HeomnpeieseHHbBIH B
JIeMCTBUTEIILHOM 3aJI0T€)

2. having read b) Indefinite Passive (HeomnpeneneHHbIH B
CTpaIaTEeIbHOM 3aJI0Te)

3. being read c) Perfect Active (coBepiiieHHBI# B JIei-
CTBHUTEJILHOM 3aJI0T€)

4. reading d) Perfect Passive (coBepIieHHBII B CTpa-
JTATEJIbHOM 3aJI0T€)
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Tema 43 DECISION — MAKING.

1. Translate the following abstract in writing.

Decision-making is a key management responsibility. Some decisions are of a routine kind,
they are made fairly quickly, and are based on judgment. Because a manager is experienced, he
knows what to do in certain situations. Other decisions are often intuitive ones. They are not really
rational. The manager may have a hunch or a gut feeling that a certain course of action is the right
one. He will follow that hunch and act accordingly. Many decisions are more difficult to make
since they involve problem-solving. Very often, they are strategic decisions involving major
courses of action which will affect the future direction of the enterprise. To make good decisions,
the manager should be able to select, rationally, a course of action.

The work of managers is to ensure that staff work efficiently in an organization.

2. Match the phrases:

1. to perform functions a). IOCTUTATh IeJIeH KOMITAaHUH

2. to perform to maximum potential b). COOTBETCTBOBATH IIEISAM

3. to vary depending on the situation C). MEHSATBHCS B 3aBUCHMOCTH OT CHUTYalllu

4. to fit into the objectives d). onpenensiTh 00I3aHHOCTH

5. to determine duties €). BBIMOJHITh MAaKCUMAJIBHO HCIOJIb3Ysl CBOU
BO3MO)KHOCTH, IOTCHITHAI

6. to achieve the company goals f). BBIMOJTHSTH QYHKITHH

3. Translate into Russian:
1. Decision-making and problem-solving involves much more than the final choice among
possible courses of action.
2. It involves detecting the occasions for decision — the problem that have to be dealt with.
3. It involves developing possible problem solutions — courses of action — among which the
final choice can be made.
4. Discovering and defining problems, elaborating courses of action and making final choices
are all stages in the decision-making process.
5. Some people find it hard to make decision and they’re afraid of making the wrong one, and
the result is they let things slide whenever they can.
6. The decision not to decide may be as risky as the decisions to act — for if a problem is ig-
nored, it may become more serious than it was at first.

4. Match the terms with their definitions:

1. An estimate of what will happen in the fu- | a) risk

ture
2. Knowledge about how something works b) to organize
3. Chance of failure c) know-how

4. To plan and operate something so that it | d) forecast
works efficiently

5. llepeBenure, oOpaiasi BHUMaHNe HA MpaBuJa coriacosanus Bpemen (The Rules of
the Sequence of Tenses):

1. He knew the company planned to take a controlling stake in Asia EC.

2. He doubted if their profits had fallen 38 per cent.

3. He was sure they would mount a counter-bid.

4. They understood there were multiple opportunities for acquisitions.
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5. They believed that China and India would account for 60 per cent of the expected
sales.

6. HOL['lepKHI/ITe IJ1aroJibl 1 O0bSICHHTE B KAKOM BPEMEHU YKa3aH L[aHHLIfI rjaroJj B
NpeIIoKeHU U :
He knew that GDP stand for Gross Domestic Product.
He remembered that the strike broke out on September 28.
She knew that the conference will start on July 12 (If July 12 is yet to come).
She said she was going to do some shopping.
He asked me if | had been winning more games lately.

agbhowonE

7. IlepeBeauTe HA AHTIMUCKHUI A3BIK:
1. 51 3Ham, 4TO OH paboTaeT B MHOCTPAHHON KOMITAHUU.
2. OHHU COPOCUIIM MEHS, HE JIeJIajl JIU 5 JOKJIaJ B IPYIrMX KOMIIAHUSX B I1OCIIEHEE BpEMSI.
3. OH 3Hai, 4yTO OHA 6€3 COMHEHHS BCTPETUTCS C MPEACTABUTEISIMU KOMIIAHHH.
4. OHa cka3ana, 4To cOOMpaeTCsi IOMEHATh MECTO PabOTHI.
5. MBI Bujienu, 4To OH pa3roBapUBaeT C MEHEIKEPOM KOMIIaHHH.

Tema 44. LINE AND STAFF POSITIONS.
1. Translate the following abstract in writing.

Organisation structure is very important because it provides an efficient work system as
well as a system of communication. Historically, line structure is the oldest type of organization
structure. The main idea of it is direct vertical relationships between the positions and tasks of each
level, and the positions and tasks above each level.

For example, a sales manager may be in a line position between a vice-president of market-
ing and salesman.

Thus a vise-president of marketing has direct authority over a sales manager. A sales man-
ager in his turn has direct authority over a salesman.

The line chain of command simplifies the problems of giving and taking orders.

When a business grows in size and becomes more complex, there is a need for specialists.
In such case administrators may organize staff departments and add staff specialists to do specific
work.

2. Match the phrases:

1. staff positions a) 3aHUMAaTh JIOJDKHOCTh

2. line positions b) nmeTh npsiMyrO BIacTh HajJ KEM-JTHOO

3. to recruit personnel ¢) HaOUpaTh MITATHI

4. to hold a position d) mTaTHbIE TOHKHOCTH MIPU TOPU3OHTAITLHOM
pa3JelIeHUH Tpyaa

5. to have direct authority over €) JIMHEHHbIe JOJDKHOCTH NPH BEPTUKATHHOM
pasJeleHUH Tpyaa

3. Translate into Russian and make up sentences with any of the following expressions:
1. to have charge of
2. to make sure
3. staff, personnel
4. to be tired in with the company product
5. to require ongoing communication with
6. relationship
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4. Translate into Russian:
1. Often a group of managers rather than an individual works on a particular project.
2. It is possible to divide the organizing function into two stages: determining positions and
their associated duties and then staffing those positions.
3. By improving the quality of work life through satisfaction of fundamental and personal
employee needs, managers attempt to direct the behavior of workers toward the company
goals.
4. Managers perform various functions, but one of the most important and least understood
aspects of their job is proper utilization of people.
5. In order to adequately and efficiently perform management functions, managers need inter-
personal, organizational, and technical skills.

3ananmue 5. [IpeoOpasyiiTe npensio:keHus1 3 KOCBEHHOI B MPAMYIO peyb.
1) My friends said that they had finished the work.
2) He told me that he had bought the newspaper the day before.
3) He said that he had lost the key.
4) They said that they were going to leave the next day.
5) He told us that he was writing a letter to his parents.
6) He said he understood French very well.

3ananue 6. [IpeoOpa3yiiTe npeasio:keHUus ¢ NPSIMOii pevybi0 B KOCBEHHYIO.
1) He asked me: "Do you live in Moscow?"
2) We asked him: "Are you busy now?"
3) They asked her: "Will you go to the theatre?"
4) He asked me: "Have you read this book?"
5) I asked him: "Can you play chess?"
6) They asked me: "Did you go to the seaside last summer?"
7) She asked the child: " Are you sleeping?"
8) We asked him: "Have you finished your work?"

3ananue 7. [lepeBeaute ciaeayioniue npeaaoKeHUs HA AaHTJIHHACKMIA A3BIK.

1) Ona mompocuIia Mo3BOHUTH €if 3aBTpa.

2) JI>)KOH MOIIPOCHIT MEHS He TIOMOTaTh €My IEePEeBOIUTh CTAThIO C AHTJIMICKOTO Ha pPyc-
CKH.

3) OHu cKa3anu, 4To JICKIHs HAYHETCS B 5 4acOoB.

4) ToM CHIPOCHJI, CKOJIBKO Pa3 B HEJEIIO sl 3aHUMAIOCh aHTJTHICKUM.

5) Ona cnipocuita MeHsi, ObUT JIK 51 Koraa-HuOy s B bocrone.

6) [IpenonaBatenb MOMPOCHI CTYACHTOB OTKPBITh KHUTY Ha 2-i CTpaHHMIIE.

7) OH cripocHiI MeHsI, KOT/Ia MBI CHOBA BCTPETHMCSI.

Tema 45. LEADERSHIP.

1. Translate the following abstract in writing.

Leadership is an important issue of managership: the ability to lead effectively is one of the
keys to being an effective manager. Doing the entire managerial job demands that a manager is an
effective leader.

Managers must exercise all the functions of their role in order to combine human and material
resources to achieve objectives. The key to doing this is a degree of authority to support managers’
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actions. The essence of leadership is followership. In other words, it is the willingness of people to
follow that makes a person a leader.

Leadership and motivation are closely interconnected. By understanding motivation, we can
appreciate better what people want and why they act as they do. Leadership may not respond to
subordinates’ motivations but also arouse or dampen them by means of the organizational climate
they develop.

Both these factors are as important to leadership as they are to managership.

2. Answer the following questions:

1. Why should the terms “managership” and “leadership” be distinguished? Do they mean the
same thing?

2. What does managerial work demand?

3. What must managers do to achieve objectives?

4. What is the essential part of leadership?

5. Why is it important for a leader to understand motivations of the people?

6. How do leaders influence the performance of their surbodinates?

3. Translate into Russian:

1. Without followers a manger cannot become a leader.

2. Leaders should respond to subordinates’ motivation.

3. Followership is very important both for management and leadership.

4. People tend to follow those who appreciate their desires and needs and provide a means
for accomplishing them.

5. Leadership and managership are interconnected: a good manager must be an effective
leader.

6. Managers should be supported in their actions by subordinates, who are willing to follow
them.

4. Translate into English:
1. HeoOxoaumo pa3innyaTh TEPMUHBI «IHJIEPCTBO» U «PYKOBOJCTBOY.
2. JIupepcTBO M PYKOBOJACTBO B3aMMOCBSI3aHbBI: CIIOCOOHOCTh BECTH 3a COOOU SIBJISIETCS OC-
HOBHBIM KaU€CTBOM XOPOILIETr0 pyKOBOJIUTEIS.
3. JIunepsl TOJKHBI 1eHCTBOBATh TaK, YTOOBI IOMOYB JIFO/IIM MAaKCUMaJIbHO IPUMEHUTH CBOU
NOTEHLIMATbHbIE BO3MOKHOCTH.
4. JIunepcTBO OIpeeNseTcsl Kak Mpolece BIMSAHUSA Ha JII0JIeil TakuM 00pa3oM, 4TOOBI OHU ¢
TOTOBHOCTBIO U SHTY3Ha3MOM CTPEMMIIMCH K JOCTH)KEHHUIO OOIIMX LeseH.
5. JIunepsl AEUCTBYIOT U B HEOPraHU30BAHHBIX IPyMIAax, a pyKOBOAUTEIH ObIBAIOT JIUIIb TaM,
/1€ €CTh OPTaHU3AllMOHHBIE CTPYKTYPHI.

5. IlepeBenuTe HA PyCcCKMil A3BIK NMPeAJI0KEHHs, COAepaKalHe coclararelbHoe HAKJIO-
HEHMUE IJj1aroJia:

1. Had | seen him yesterday, | would have asked him about it.

2. If I were you I should have gone to bed earlier before the exam.

3. Why should I go there?

4. 1If only he were free!

5. If we had been at the hospital, we should have helped you with your medical insurance.

6. It is necessary that all people care of their future.

6. [lepeBenuTe HA AHTJIMHCKUIA SA3BIK:
1. Ecnu G5l 51 Ob11 B 0¢puce, 51 ObI TOMOT BaM C IMOATOTOBKOM JOKJIaa.
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2. Eciin ObI TOJIBKO OHM 3HAJIM 3TO!

3. ITopa ObUIO yXKe PelIuTh CBOU IPOOJIEMBI.

4. XKanp, yTo 5 enie JaBHO HE 3aKOHYMJI 3TOT IPOEKT!

5. Heo6xoaumo, uTo0BI BCe 3a00TUIIMCH O CBOEM 3/I0POBBE.

7. llepedpa3supyiiTe ciienywomue npeaio:KeHus, ynorpeoass «l wishy:
Hanpumep: It’s a pity you are busy. — | wish you were not busy.
1. It’s a pity you are not with us these days.
My friend regrets not having entered the university.
I am sorry | made you upset by telling you this news.
What a pity you don’t know enough English.
It’s a pity that you did not send for us last night.
He was sorry not to have had enough time to finish his paper.

SER A

Tema 46. LEADERSHIP STYLES.

1. Translate the following abstract in writing.

Leadership styles can be classified on the basis of how leaders use their authority. The three
basic styles are described as autocratic, democratic and free-rein leader.

The autocratic leader is defined as one who commands and expects compliance, who is dog-
matic and positive, and who leads by the ability to withhold or give rewards and punishment.

The democratic, or participative, leader consults with subordinates on proposed actions and
encourages participation from them.

This type of leader is seen as ranging from the person who does not take action without sub-
ordinates’ concurrence to the one who makes decisions but consults with subordinates before doing
SO.

The third type of leader uses his or her power very little, if at all, giving subordinates a high
degree of independence, or free rein, in their operations.

. Answer the following questions:

. How are leadership styles classified?

. What are the three main leadership styles?

. What kind of a leader is the authocratic leader?

. Why is the democratic leader also called participative?

. What are the types of democratic leaders?

. What is the role of the free-rein leader in the group performance?

SOOIk wWDNEDN

3. Match the words and phrases:

1) free-rein a) OTKa3bIBaTh (B 4eM-I100); BO3AECPKUBATHCS
(ot yero-1mobo)

2) compliance b) BacTHBI, camoiep KaBHBIH

3) autocratic C) CTpOro KOHTPOJHPOBATH; AEPHKATh B Y3J€
KOT0-11100

4) the rein of government d)cBOOOMHBIN THIT yrpaBlieHHS; OECKOHTPOIb-
HBIN

5) to withhold(withheld) €) Opas/ibl IpaBJICHHSI

6) to keep a tight rein on smb. f) noquuHeHne(npaBuIaM, 3aKOHaM)

4. Translate into Russian:
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1. Authorative leaders insist on having their own way and take things personally when oth-

ers disagree.

2. The relationship between leaders and followers appears to be the most important element

in determining the leader’s influence in the small group.

3. A manager can have power over another person if the other person believes the manager

can provide or withhold rewards.

4. Managers influence people in many ways.
5. Both types of influence are important and are needed to assist in the accomplishment of

organizational goals.

. [lepeBeauTe HA PYCCKUH A3BIK:

. It’s a pity you should have finished your report.

. If we had had to choose, we should have come to another country.

. The teacher advised that the girl should be sent to a musical school.
. It’s a pity you should have fallen ill.

. Had I seen him yesterday, | would have asked him about it.

Ol WwhN — Ol

6. Onpenennre kakue ¢popmsbl Subjunctive | mmm Subjunctive |l ucionb3oBanbI B ciaeny-
IOLIMX MPEIIOKEHUAX H COOTHECHTE:

1. Had I seen him yesterday, | would have asked him about it.

2. | suggest that we all go to the concert.

3. The teacher advised that the girl should be sent to a musical school. It is necessary that all
people care of their health.

4. It is necessary that all people care of their health.

7. IlepeBeauTe HA AHTJIMHCKUI A3BIK:

1. Ecnu Gl 51 ObLT Ha BalieM MecTe, st Obl TOCOBETOBAJICS C POAUTEISIMH.

2. Ecnii GBI BbI MOMOTJIM MHE PELIUTH 3TY Mpobiemy, s Obu1 Obl BAM OU€Hb 0J1aroJapeH.
4. Xaip, uto y Hac Ob1I0 Masio ypokoB. Eciiu Obl MBI 60s1b1IE TOpAaOOTaNIN, MBI OBI JTydlIe
3HaJIU S3BIK.

5. Ecau OBl BBl HE NpepBay Hac BYepa, Mbl Obl 3aKOHYMIIH paboTy B CPOK.

6. OHa coxasena, 4To He pacckas3ajla HaM 3Ty UCTOPUIO paHbIIIE.

Tema 47. WHERE AND HOW TO HIRE AN EMPLOYEE?
[ToBTOpEHME MPONAEHHOTO MaTEpHAIA.
TCKCTBI(‘-ITCHI/IC, HCpCBO,Z[, YMeHI/Ie OTBC€UYATH HA BOl'[pOCLI K TCKCTaM).

1. Translate the following abstract in writing.
The employer can use different valuable sources to hire an employee, for example, employ-

ment 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.

2. Answer the following questions:
1. What is your present employment?
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2. What are your long-range goals?

3. What are your strengths and weaknesses?

4. What do you find a fair salary?

5. What do you do for a living? How do you earn for a living?
6. Which is more important to you: status or money?

3. Translate into English:

1. Beibop npodeccun — ecTh Cephe3HBIN AT B KU3HH KaXKI0TO MOJIOJIOTO YeIOBEKa.

2. Moii ipyr XxoueT yCTpOoUThCs Ha OoJiee BEICOKOOIIAYMBAEMYIO paboTYy.

3. BbI ciiyuaiiHo He 3HaeTe Korja oH pabotaer (4ackl paboThr)?

4. 3uanue X0Ts Obl OJHOTO MHOCTPAHHOI'O SI3bIKa — CEPHE3HOE MPEUMYILIECTBO CPEIU APY-
T'HX TIPETEHICHTOB B IMIOMCKE PaOOTHI.

5. BaM CTOUT HaAyYUTHCS CTABUTH YETKHUE LIETTU U TOOUBATHCS UX.

6. Kakue ¢axTopsl MOTYT MOBJIHATH Ha Ball BEIOOP?

4. Translate into Russian:

1. We need a team of creative persons to make our company competitive in the world mar-
ket.

2. New employees should be placed with their immediate supervisor who explains the busi-
ness and requirements.

3. I was responsible for the planning and organization of large conferences.

4. Before the interview find out as much as possible about the company.

5. You have excellent references from your previous job.

6. Many employers make judgments about the appearance that may be a deciding factor of
whom to hire.

5. PackpoiiTe cko0KH, yKaKUTe BpeMs rJaroJjia:
He (know) several foreign languages.

I (learn) English at school.

Usually the lessons (begin) at 9 o’clock.

Our grandparents (live) now in Moscow.

He often (visit) them last year.

As arule, | (go) to my school by bus.

She (work) abroad next year.

Your children usually (ask) many questions.

O N~ WDPE

6. BcraBbTe HeoOxoqumyio ¢popmy raaroga (Present Continuous mim Past Continuous):

1. Why you (not to attend) the lecture on Saturday? Professor B.(to speak) about UFO and
other mysterious objects.

2. When the telephone (to ring) | (to bake) a cake and (to ask) Mary who (to do nothing at

the moment to answer the call.

When the taxi (to arrive) I still (to pack) my things.

What you (to do) in the evening yesterday? — | (to watch) TV and my wife (to wash up).

When the clock (to strike) nine she (to run) up the stairs to her office because the lift

(not to work).

gk w

7. 3apaiiTe 110001 THII BONIPOCA K NMPENI0KEHUIO:
1. He was translating the text from 5 p.m. to 6 p.m. yesterday.
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The plane was taking off at 7 p.m.

I was reading a newspaper when he came to the library.

The whole family was having dinner when the telephone rang.
We were walking home when the rain started.
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Anapeca caiitoB B UHnTepHeTe

http://marketing.about.com (Marketing).

http://www.cipr.co.uk/content/policy-resources/about-pr (Chartered Institute of Public
Relations).

http://www.prssa.org/about/Ad_Sponsorship/ (Public Relations Student Society of
America).

http://www.prdaily.com/Main/Home.aspx (PR Daily).

http://www.prweekus.com/ (PR Week).

http://management.com/ (Management).

http://aboutpublicrelations.net/ethics.htm (All About PR).
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