
Министерство науки и высшего образования Российской Федерации 
Тольяттинский государственный университет 

Гуманитарно-педагогический институт 
Кафедра «Теория и практика перевода»

© ФГБОУ ВО «Тольяттинский
государственный университет», 2019 ISBN 978-5-8259-1412-1



УДК 811.11-112 
ББК 81.2Англ-923

Рецензенты: 
канд. филол. наук, доцент, профессор кафедры 

«Романо-германская филология» Волжского университета 
им. В.Н. Татищева Т.Б. Стариннова; 

канд. пед. наук, доцент, доцент кафедры «Теория и практика 
перевода» Тольяттинского государственного университета

А.В. Кириллова.

Косс, Е.В. Профессиональный английский язык : электрон. учеб.-метод. 
пособие / Е.В. Косс, М.В. Емелина, А.В. Москалюк. - Тольятти : Изд-во 
ТГУ, 2019. - 1 оптический диск.

Целью данного учебно-методического пособия является форми­
рование и совершенствование иноязычной коммуникативной компе­
тенции в сфере профессионального делового общения.

Предназначено для студентов, магистрантов и аспирантов, изуча­
ющих деловой английский язык в рамках профессиональной подго­
товки по различным направлениям, а также всех совершенствующих 
английский язык в сфере делового общения.

При оформлении пособия использованы изображения с сайтов 
www.google.com,www.pixabay.com и www.pexels.com, распространя­
емые по лицензии «на использование и изменение», а также собствен­
ные авторские изображения.

Текстовое электронное издание.

Рекомендовано к изданию научно-методическим советом 
Тольяттинского государственного университета.

Минимальные системные требования: IBM PC-совместимый 
компьютер: Windows XP/Vista/7/8; PIII 500 МГц или эквивалент; 
128 Мб ОЗУ; SVGA; CD-ROM; Adobe Acrobat Reader.

© ФГБОУ ВО «Тольяттинский
государственный университет», 2019

http://www.pixabay.com
http://www.pexels.com


В авторской редакции 
Технический редактор Н.П. Крюкова 
Компьютерная верстка: Л.В. Сызганцева 
Художественное оформление, компьютерное 
проектирование: Г.В. Карасева, И.В. Карасев

Дата подписания к использованию 10.01.2019. 
Объем издания 7 Мб.

Комплектация издания: компакт-диск, первичная упаковка. 
Заказ № 1-88-17.

Издательство Тольяттинского государственного университета 
445020, г. Тольятти, ул. Белорусская, 14, 

тел. 8 (8482) 53-91-47, www.tltsu.ru

http://www.tltsu.ru


Содержание

Introduction /  Введение..................................................................................5

Explanation of Symbols /  Условные обозначения..................................17

Module 1. COMPANIES................................................................................ 18

Module 2. THE INTERNET...........................................................................31

Module 3. TROUBLESHOOTING................................................................ 46

Module 4. PRESENTING A NEW PRODUCT............................................ 60

Module 5. TELEPHONING AND CONTACT MAKING............................73

Module 6. FUTURE TRENDS......................................................................90

Module 7. MANAGING TIM E.....................................................................103

Module 8. EMPLOYMENT AND CAREER................................................119

References......................................................................................................141

Internet resources..........................................................................................142

Supplement 1 .................................................................................................143

Supplement 2 .................................................................................................144

Supplement 3 .................................................................................................146

Supplement 4 .................................................................................................151

Supplement 5 .................................................................................................153

— 4 —



INTRODUCTION / ВВЕДЕНИЕ

Подготовка грамотных специалистов, владеющих деловым ино­
странным языком, является одной из важнейших задач профессио­
нальной подготовки. Данное пособие предназначено для студентов, 
обучающихся на нелингвистических направлениях подготовки и 
продолжающих изучать английский язык. Несмотря на имеющиеся 
пособия по изучению делового английского языка, данное пособие 
имеет некоторые отличия. Его структура, тематическое содержание 
и методическое обеспечение делают его максимально целесообраз­
ным в применении для изучения английского языка студентами 
неязыковых специальностей в вузе; в качестве материала в пособии 
использованы аутентичные английские тексты делового характера, 
затронуты современные актуальные в деловом общении темы — 
«Поиск работы», «Деловой этикет», «Имидж компании» и др.

Пособие отвечает требованиям ФГОС последнего поколения и 
современным образовательным программам, а также требованиям 
компетентностного подхода к обучению иностранным языкам. Други­
ми словами, у студентов формируется способность к коммуникации в 
устной и письменной формах на русском и иностранных языках для 
решения задач межличностного и межкультурного взаимодействия.

Задачи
1. Развитие навыков использования грамматических конструкций, 

фразеологических единиц и тематической лексики по тематике 
курса в определенной ситуации общения, отвечающей професси­
ональным целям собеседников.

2. Формирование навыков устной и письменной коммуникации для 
достижения цели, возникающей в ситуациях делового общения 
при осуществлении профессиональной деятельности.

3. Развитие умения поиска значимой информации при чтении ау­
тентичного текста профессионально ориентированного характе­
ра, отражающего ситуации профессиональной деятельности.

4. Развитие умения вычленять важную информацию при прослу­
шивании устных монологических и диалогических текстов аутен­
тичного характера, содержание которых имеет профессионально 
ориентированную направленность.
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5. Совершенствование навыков самостоятельной работы и навыка 
работы со словарями, справочниками, интернет-ресурсами для 
поиска необходимой информации.

6. Знакомство с некоторыми компонентами (Говорение =  Speaking) 
международного тестирования TOEIC.

Требования к уровню освоения содержания курса
В результате изучения курса студент должен
S  знать:

— основную лексику деловой сферы общения на английском языке 
в различных ситуациях взаимодействия;

— правила образования и нормы использования изученных грам­
матических конструкций английского языка, обеспечивающих 
успешную устную и письменную коммуникацию;

S  уметь:
— понимать значение в контексте и использовать в речи изученные 

лексические единицы английского языка, устойчивые словосочета­
ния (сложные наименования, идиомы, клише, фразовые глаголы);

— извлекать необходимую для профессиональной деятельности ин­
формацию на английском языке при работе с информационными 
интернет-ресурсами, ресурсами СМИ;

— использовать словари, справочную литературу и ресурсы Интернет 
для совершенствования навыков самостоятельной работы и само­
развития (проверки правильности употребления изучаемых слов);

— строить диалогическую и монологическую речь в простых комму­
никативных ситуациях делового общения;

— составлять деловое письмо в соответствии с нормами официаль­
но-делового стиля английского языка;

S  владеть:
— навыками правильного использования грамматических кон­

струкций и тематической лексики для построения высказывания 
на английском языке;

— английским языком в объеме, необходимом для получения и оце­
нивания информации из зарубежных источников;

— навыками говорения с использованием лексико-грамматических 
средств в основных коммуникативных ситуациях делового общения;
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— навыками аудирования с целью понимания диалогической и мо­
нологической речи в сфере деловой коммуникации;

— навыками написания делового письма.

The purpose of the study guide / Цель издания
Обеспечить учебно-методическими материалами изучаемый 

курс, чтобы сформировать профессиональную иноязычную компе­
тентность студентов посредством приобретения навыков професси­
онального общения на иностранном языке в деловых ситуациях.

The Structure of the study guide /
Структура учебно-методического пособия

Данное пособие состоит из введения, методических рекомен­
даций для преподавателя и студентов, описания методического 
обеспечения курса, восьми модулей с глоссарием к каждому мо­
дулю, текстами и заданиями и приложений. В приложениях даны 
правильные ответы к блоку самопроверки Check yourself и табли­
ца оценки результатов SELF-ASSESSMENT CHART, банк клише 
для написания деловых писем разных видов, справочник оборотов 
речи для некоторых деловых ситуаций, список дополнительных он­
лайн-ресурсов для изучающих деловой английский язык, а также 
несколько фотографий по теме каждого изучаемого модуля для тре­
нировки в их описании.

Каждый модуль начинается со знакомства с целями обучения, 
планом занятия и с формируемыми навыками (skills); далее следуют 
новые слова для заучивания, упражнения на их закрепление и тре­
нировку употребления в речи, материал для работы с грамматиче­
скими явлениями, аудио- и видеоматериалы для отработки изучен­
ного и фотография для описания в рамках подготовки компонента 
«Говорение» в составе экзамена TOEIC. В конце каждого модуля сту­
дентам предлагается инструмент для самопроверки Check yourself.

Таким образом, примененный в данном учебно-методическом 
пособии комплексный подход к представлению учебного матери­
ала позволяет осуществить оптимальное планирование учебного 
занятия и самостоятельной работы студентов. Цель этого издания — 
обеспечить указанный курс методическими материалами для рабо­
ты на занятиях, для самостоятельной работы и подготовки к прак­
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тическим занятиям. Базовыми для изучения профессионального 
английского языка являются дисциплины «Иностранный язык» 
и «Коммуникативная грамматика».

Methodological recommendations for teachers / 
Методические рекомендации для преподавателя

Пособие предусматривает использование технологии традици­
онного обучения, заключающейся в организации учебного процесса 
в вузе, основанной на практических формах обучения, т. е. практи­
ческих занятиях, самостоятельной работе, индивидуальных домаш­
них заданиях. Используются наглядные, словесные, практические 
методы обучения, а также творческие задания и игровые технологии, 
такие как занятие-интервью, занятие-дискуссия, занятие-беседа, что 
подразумевает работу в мини-группах, парах, учебные дискуссии.

Интерактивные формы
Работа в парах

• составление кроссвордов с новой лексикой, взаимная проверка 
кроссвордов другой рабочей пары;

• составление и разыгрывание диалогов по изученным темам;
• выслушивание презентаций друг друга, описание картинки с по­

следующим анализом допущенных ошибок.
Все виды заданий выполняются с опорой на представленные 

в пособии схемы и образцы.
Работа в группах
1. Дискуссия. После изучения информации о правилах участия 

в дискуссии в первом модуле студенты затем применяют получен­
ные знания и модели. В дискуссии могут участвовать от 4 человек до 
всех студентов группы. Подготовка к дискуссии может выполняться 
в рамках самостоятельной работы.

2. Ролевая игра. Можно рекомендовать провести ролевую игру 
в конце изучения темы, с тем чтобы активизировать и еще раз на 
практике применить изученные лексико-грамматические явления, 
клише, полезные выражения. В игре могут участвовать все студенты 
группы, либо можно разделить группу на две команды. Необходи­
мо ознакомиться с предложенным сценарием, темой, проблемой 
(возможно, студенты сами предложат хороший вариант), придумать
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концепцию игры, расписать диалоги, полилоги; желательно иметь 
реквизит. Подготовка к игре может осуществляться в рамках само­
стоятельной работы.

Информационные технологии подразумевают использование 
компьютера или иного устройства, подключенного к сети Интернет. 
В данном пособии используется большое количество современных 
аутентичных медиаматериалов. Рекомендуется проводить работу с 
аудио аудиторно, проигрывая каждое аудио дважды. Видео можно 
оставить для самостоятельной внеаудиторной работы. Таким обра­
зом студенты, выполняя задания к нему, смогут просматривать ви­
део нужное количество раз, при необходимости включая субтитры.

Кратко структуру типового занятия можно представить следую­
щим образом: 1. Проверка заданий самостоятельной внеаудиторной 
работы. 2. Знакомство с новым глоссарием. 3. Упражнения, направ­
ленные на активизацию лексических единиц, входящих в глоссарий 
курса. 4. Упражнения на тренировку употребления в речи граммати­
ческих явлений, входящих в содержание курса. 5. Задания на чтение.
6. Упражнения для автоматизации изученного лексико-грамматиче­
ского материала в речевой деятельности. 7. Письменные задания. 8. 
Новые задания для самостоятельной внеаудиторной работы.

Преподаватель сам вправе решать, как организовать некоторые 
виды работы, в зависимости от конкретной группы студентов, их 
способностей. Например, работу в паре можно выполнять и в груп­
пе, или индивидуальную работу поручить двум студентам.

The estimation of the students' activity /
Система оценки деятельности студентов

Преподаватель оценивает качество и количество выполненных 
студентом заданий (аудиторная и внеаудиторная устная работа оце­
нивается во время занятия; внеаудиторная письменная работа оце­
нивается преподавателем после занятия) и выставляет баллы на об­
разовательном портале ТГУ.

Оценка деятельности студентов (устные и письменные ответы) 
осуществляется в соответствии с балльно-рейтинговой системой, 
размещенной на образовательном портале ТГУ. Оценки доводятся 
до сведения студентов и отражаются в рабочей ведомости препода­
вателя на образовательном портале ТГУ.
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Текущий контроль осуществляется в течение семестра в виде уст­
ного опроса студентов на занятиях, а также в виде письменных ра­
бот по изученному материалу.

Промежуточный контроль осуществляется в письменном виде. 
Видами промежуточного контроля являются контрольные работы, 
проводимые по окончании работы над тематическим циклом на за­
нятиях по практике устной /  письменной речи.

Схемы оценивания текущей и индивидуальной работы студентов 
и промежуточного контроля представлены на образовательном пор­
тале ТГУ.

Критерии оценивания деятельности студентов (промежуточный 
контроль) приведены в «Фонде оценочных средств» дисциплины, 
который находится на кафедре «Теория и практика перевода».

Критерии оценивания текущей и индивидуальной 
деятельности студентов

Во время занятия преподаватель оценивает результаты выпол­
нения студентом заданий по схеме «зачтено» — «не зачтено».

Студент получает максимальный балл за занятие, если выпол­
нил 70—100 % заданий с отметкой «зачтено».

Студент получает средний балл за занятие, если выполнил 40— 
69 % заданий с отметкой «зачтено».

Студент получает минимальный балл за занятие, если выполнил 
1—39 % заданий с отметкой «зачтено».

Критерии оценивания устных заданий
«Зачтено»:

• студент принимает активное участие в занятии, использует новую 
лексику и грамматику;

• лексико-грамматические, фонетические ошибки отсутствуют 
либо присутствуют в незначительном объеме, который не 
препятствует пониманию речи и цели коммуникации;

• тема сообщения релевантна ситуации;
• студент следует правилам оформления заданного речевого жанра, 

использует предложенные схемы.
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«Не зачтено»:
• студент не принимает участия в занятии, либо по объему его вы­

сказываний нельзя судить о том, насколько хорошо он усвоил но­
вый материал;

• в речи присутствуют лексико-грамматические, фонетические 
ошибки в объеме, который препятствует пониманию речи и цели 
коммуникации;

• тема сообщения не релевантна ситуации;
• студент не следует правилам оформления заданного речевого 

жанра, не использует предложенные схемы.

Критерии оценивания письменных заданий 
«Зачтено»:

• объем письменного сообщения достаточен для достижения цели 
коммуникации;

• использована лексика и грамматика изученного модуля в объеме, 
свидетельствующем о том, что материал усвоен;

• нарушения стилевого оформления речи отсутствуют либо 
присутствуют в объеме, не препятствующем успешной деловой 
коммуникации;

• лексико-грамматические, пунктуационные и орфографические 
ошибки отсутствуют либо присутствуют в объеме, который не 
препятствует пониманию письменной речи и цели коммуникации;

• студент следует правилам оформления заданного речевого жанра, 
использует предложенные схемы.

«Не зачтено»:
• объем письменного сообщения не достаточен для достижения 

цели коммуникации, либо сообщение отсутствует;
• не использована лексика и грамматика изученного модуля, что 

свидетельствует о том, что новый материал не усвоен;
• нарушения стилевого оформления речи препятствуют успешной 

деловой коммуникации;
• лексико-грамматические, пунктуационные и орфографические 

ошибки присутствуют в объеме, препятствующем пониманию 
письменной речи и цели коммуникации;

• студент не следует правилам оформления заданного речевого 
жанра, не использует предложенные схемы.

— 11 —



Methodological recommendations for students / 
Методические рекомендации для студентов

1. Ознакомьтесь с требованиями к критериям и нормам текущего 
контроля и промежуточной аттестации на первом занятии.

2. Так как зачет формируется по накопительному рейтингу в тече­
ние семестра, старайтесь посетить как можно больше занятий; 
при этом для формирования иноязычной коммуникативной 
компетенции на высоком уровне и получения максимального ко­
личества баллов активно участвуйте в индивидуальной, парной, 
групповой и самостоятельной работе. Регулярно просматривайте 
результаты вашей работы на образовательном портале ТГУ, таким 
образом вы будете иметь актуальную информацию о количестве 
баллов.

3. Внимательно ознакомьтесь с целями, планом и формируемыми 
умениями и навыками к каждому модулю.

4. Старайтесь выполнять задания самостоятельной работы за два 
приема (за два вечера): слова и диалоги лучше учить в два дня, что­
бы они закрепились в долговременной памяти.

5. На занятия приносите устройства с выходом в Интернет.
6. Внимательно читайте инструкцию к каждому заданию перед 

его выполнением, изучите алгоритм (Example) его выполнения.
7. Если на занятии у вас возникают вопросы, не стесняйтесь 

задавать их преподавателю.
8. В конце каждого модуля для вас представлен инструмент 

для самопроверки Check yourself. Отвечайте на задания этого раз­
дела, сверяйте с приведенными правильными ответами и с помо­
щью таблицы оценки результатов SELF-ASSESSMENT CHART 
сделайте выводы о вашей готовности к промежуточному тестиро­
ванию (тестированию по модулю). При необходимости повторите 
материал, чтобы при написании контрольной работы по модулю 
получить наивысший балл.

9. При выполнении внеаудиторной самостоятельной работы можно 
кроме обозначенных в самом задании модуля источника поль­
зоваться дополнительными ресурсами сети Интернет, они при­
ведены в конце пособия под заголовком Useful Links for Students 
(к каждой ссылке дано описание содержащегося там материала).
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Все модули данного учебно-методического пособия имеют 
очень похожую структуру и содержат примерно одинаковый набор 
упражнений для тренировки всех видов речевой деятельности.

Чтение
Для обучения этому виду применяется текстоцентрический 

подход; задания делятся на предтекстовые (работа с лексикой), тек­
стовые (чтение текста на одну из актуальных для делового англий­
ского языка тем), послетекстовые (как правило, ответы на вопросы, 
заполнение пропусков, обсуждение затронутых в тексте проблем).

Студентам можно рекомендовать некоторые стратегии для 
успешного выполнения заданий данного раздела и для подготовки к 
выполнению контрольной работы по чтению формата TOEIC.

1. Перед чтением самого текста прочитайте все вопросы к нему, 
даже те, которые находятся ниже, после текста, таким образом вы 
будете знать, на какую информацию обратить внимание в первую 
очередь во время чтения.

2. Обращайте внимание на заголовок: он помогает определить 
основную тему текста, первое предложение каждого абзаца обычно 
суммирует основную идею этого абзаца.

3. В тексте обычно встречаются и незнакомые слова, постарай­
тесь вывести их значение, используя данные приемы:
• определите, к  какой части речи относится это слово (этот при­

ем поможет при выполнении упражнений, когда нужно вставить 
пропущенное слово);

• попробуйте вывести значение из контекста;
• возможно, незнакомое слово является интернациональным, то 

есть имеющим похожую форму и значение с русским эквивален­
том (contract =  контракт);

• вспомните английские словообразовательные элементы (отрица­
тельные приставки, суффиксы существительных, прилагательных 
и т. д.), попробуйте вывести значение слова, используя эти знания.

4. Помните, ответ на вопрос к тексту может быть выражен как од­
ним словом, так и целым предложением; старайтесь уловить смысл.

5. Внимательно изучите пример (Example) выполнения данного 
вида задания, который приведен перед остальными вопросами.
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Аудирование
Организация работы со звучащим текстом и стратегии выпол­

нения заданий похожи на те, которые применяются при чтении, но 
можно добавить еще несколько приемов:
• некоторые слова в английском языке звучат похоже (leave — live), 

но имеют разное значение и написание. Постарайтесь с помо­
щью контекста выбрать правильное значение. Особенно важно 
в звучащей речи различать произношение числительных (forty — 
fourteen);

• перед тем как прослушивать запись, постарайтесь на основе ин­
формации к заданию представить, о чем может пойти речь в ней;

• обращайте внимание на отрицательные конструкции в аудиоза­
писи.

Письмо
Данный вид речевой деятельности тренируется с помощью на­

писания типовых деловых писем разного вида. Внимательно изучи­
те информацию о структуре, стиле, других особенностях делового 
письма. Во время выполнения задания сравнивайте свой вариант с 
образцом, старайтесь использовать свои настоящие данные: имя, 
телефон, город проживания. Не забудьте затем проверить свою ра­
боту на наличие ошибок.

Говорение
Как правило, говорение тренируется с помощью участия в диа­

логах, полилогах, дискуссиях, ролевых играх, в описании картинки 
и проведении презентаций.

Внимательно изучите образцы выполнения таких заданий; 
пользуйтесь моделями, схемами, которые их сопровождают; обяза­
тельно используйте новые слова модуля во время выполнения зада­
ний на говорение.

Аудиторная самостоятельная работа
• выполнение некоторых предтекстовых, текстовых и послетексто- 

вых упражнений (определяет преподаватель);
• участие в дискуссиях, ролевых играх, диалогах;
• выполнение некоторых видов заданий в парах и группах (решение 

кроссвордов);
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• описание картинки /  фотографии в соответствии с изученными 
моделями.

Внеаудиторная самостоятельная работа
• выполнение некоторых предтекстовых, текстовых и послетексто- 

вых упражнений (определяет преподаватель);
• работа со словарями и справочниками, в том числе с интер­

нет-источниками (например, работа на ресурсе Quizlet);
• написание деловых писем;
• составление кроссвордов с изучаемой лексикой;
• заучивание диалогов, подготовка к дискуссиям, презентациям и 

ролевым играм;
• просмотр видео и выполнение заданий к ним;
• подготовка описания картинки /  фотографии;
• выполнение заданий из блока для самопроверки Check yourself и 

оценка результатов.
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READY! STEADY! GO!!! 
CLASSLOOMLANGUAGE



ExplanationofSymbols / Условные обозначения

Readin g /
Чтение

Listening /
Аудирование

Writing /
Пи сьмо

Speaking/
Говорение

V ideo/
Работа свидеофрагментом 

Go ta Q uizlet/
РабGта c  онлай н-ресурсом Quizlet

Pairw ork/G roupwork 
Работа в парах /  абота в группах

Tas ksfor Tighleveistudents /
Задан а  повышеннойслежности

Checkyourself /
Проверь себя

(Source: https://www.google.ru)

Ф
ф

ф

©
ш
©

— 17 —

https://www.google.ru


Module 1. COMPANIES

Learning objectives:
1. Study andpractisenewvocabulary.
2. Askandanswerquestionsaboutcompanyactivities.
3. Introduce yourself and others.
4. Write a letter of invitation.
5. Describea picture.

Moduleplan:
1. New vocabulary: introduction and work on it.
2. Text “National Companies”: reading and doing exercises.
3. “A nIdealC om pany”: discussion.
4. Greetings andlntroductions: studyand roleplay.
5. Study how to describe a picture.
6. Write abusinessletterofinvitation.

Skills:
A student will be able to

— talk about what companies do;
— talk about his/her company;
— introduce him/herself and others;
— describe a picture;
— write a business letter of invitation.
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Glossary 1.1 Read and translate thevocabularyfor the module.

1. advertising (n) — реклама
2. banking services(n) —
3. be based in (v)
4. brokerage (n)
5. cloudcomputing
6. competito r (n)
7. custom er(n)
8. deposit(n)
9. devel о p (v )
10. employee(n)
11. employment (n)
12. hardware (n)
13. hea dquarter (v)
14. incom e(n)
15. influence (n)

16. insurance (n)
17. loan (n)
18. money transfers (n)
19. multinational (n)
20. offer (v)
21. op erates in production (v)
22. provide(v)
23. rank (v)
24. retail(n)
25. selection (n)
26. software (n)
27. source (n)
28. specializesin (v)
29. subsidiary(n)
30. supplier (n)

Glossary 1.2 Please followthelinksbelowtoaccesssome 
practice on Quizlet:

PART 1: https:/ / bit.lv/ 2HwVEu L PART 2: https:/ / bit.lv/2FnD utB

Ee.1.3 Extrapracticeforearlyfinishers.W orkinpairs.
\a)M akeupacrossw ord  usingatleast 15words from theGlossary.
\b) Swapyourcrosswordsw ithanotherpairanddotheircrossword.
\c ) Check yourpartner’swork for mistakes.

Example:

ACROSS:
1. A person, product, company, etc. that is trying to compete with others, 

for example, by trying to make bigger sales in a particular market 
(competitor).

2. ...
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DOWN:
1. Someone who is paid to work for someone else (employee).
2. ...

Ex. 1.4 Read these descriptions o f the companies. Complete their names.

National com panies
The biggest national companies rank a high place in the world. They 
are large suppliers of production. The biggest national companies 
have a greater sphere of influence. For example:

ф  Google
ф SBERBANK

1. This company offers the widest selection of banking services for retail 
customers: from traditional deposits and various types of loans to bank 
cards, money transfers, bank  insurance and brokerage services. It provides 
employmentand si source o f income forevery 150th Russian family.

2. This is an American multinational technology company, it specializes 
in Internet-related services and products that include online advertising 
technologies, search, cloud computing, software, and hardware. Its main 
competitor isY&hoo.

3. This northern European company operates in the retail market. 
It specializes in low-price products, including furniture, bathrooms, and 
kitchens.

4. This is an American multinational technology company 
headquartered in Cupertino, California, a suburb of San Jose, that designs,
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develops , and sells consumer electronics, computer software, and online 
services.

5. This company p roduces nearly one million cars a year. It is based in 
Russia ,T ogliatty a n d ha s more than 67 ,§tir>emmiopees . I t’s well known for 
its Lada 4x4 (former Lada “Niva”).

Ex. a.5 Complete these sentenoan with the words in bold in Ex. 1.4
1. Som ecom paniesm akeor__________ goods.
2. Other compvnies__________ or offer services.
3. If o pu_____________ on apartic rlat  ртрОисГог sem cc, st’s your main

activity.
4. If youwork for a company, yon cr& rn__________ .
5. IfyourheaO offing iron u psrtioularcity,your com pany______ there.
6 .af aaotheo toinnano opeoatos in the s^^m^mge^f^t as you, it is your

D iscussio n "On S teal C n m p an y "

Ex, a.6 PleaTefo llow the link below to access some tips on how to organize 
yourideasfor n discrssoon: htCps://bit.ly/2HTs2eB

® a) Work with a partner. Look at the criteria for an ideal company 
and choose the five most important and the five least important. 

My ideal company:
• has a female CEO
• gives six months: paid maternity leave and one month paid paternity 

leave
• has a creche facility
• hasagood quality canteen
• givesequalpaytow om enandm en
• gives employees a laptop computer and mobile phone for business and 

personaluse
• has opportunities forprom otionand personaldevelopment
• awards bonuses and gives fringe benefits to employees
• providesat leastsix weeks’ training a year
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• has an annual staff party
• has a generous company pension scheme
• allows women with three children to retire at 55
• has a gym and sports facilities
• pays one-month extra salary to employees who have a new baby or who 

get married
b) In pairs discuss the items and choose the five most and five least 

important. Do you think it’s better to work for a large or a small company? 
Share your ideas with another pair.

Example:

Second,
it’s important to have an annual 
staff party, because 
— it helps to build a team,

3

First,
it’s fair to give equal pay to women 
and men, because they
— have the same position in a 

company,
— have equal qualifications,

2

An ideal company

Third,
a company should allow women 
with three children to retire at 55, 
because
— they had to work and grow up 

children at the same time, so 
they worked hard,

4

I  believe
an ideal company should give 
equal pay to women and men, 
have an annual staff party and 
allow women with three children 
to retire at 55.

Introduction1

Conclusion
In conclusion, an ideal company should have an annual staff party and 

allows women with three children to retire at 55, because 2, 3, 4

— 22 —



Gree t ia g s a n d int ro d uat ions

Ex. 1.7 Please follow thelinkbelowtowatch a videoabout greetingsand 
introductions: https://bit.lv/2c5hqWT

Ф а) Listen to the useful language fo r  greetings and introductions and 
fi ll  in the gaps in the table

Informal Formal
Howtointroduceyourself

Hi. I am ... 

Hello. My name is...

Hello. I don’t think we’ve met. Let 
me introduce myself. My name i s .

How to introduce someoneelse

i.t
What to say after introductions

H ow to greet someone you know

,, ,

How to say goodbye

b)Listen to two dialogues, informal and formal.
Work in a group of three. Make up similar dialogues (formal and

informal), using your usefu lla nguage notes, with your names, practise 
them until you remember.

c) Role p tay the dialogues.ф
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® Ех. 1.8 Work with a partner. Talk about your company, using some or 
. . . ♦ all o f these phrases ( i f  you are a student, find  information about any

compaGyyou like on )Eie i Rternet).

It’s a(n) ... company /  orgaaizaeion. Its main tom petitorsare.. .
I t’sasubsidiaey of .. Its l/csi. offipp /ѵ„.
It makes /  produ ce/... It p/onidet de^^re..
It has ... employees ft operates in...
It is bi s r !  in... Itspecializes i n .

Ee. 1.9 Werk withapar/n /r. A sk tn T  answer/he/enersti2m : fr r  your 
answers use (nformation from E x.1 .7 .
1. Do you work for a multinational company?
2. Is it 2 new company1?
3. W hatdoes it do?
4. Doe i i t o perate in many uounteics?
5. W heredo you wo rks

® Ex. 1.10 Work with a partner. M ake questions about your partner’s 
company using the prompts below.

Example: How olE is thecompany?
1. Howold 1 (tc:tm]panna
2. What proE ucts/ comvann i  d e/ i / iii2<t ip /
3. W h a t/i ts annuul scl^s/
4. Where /  its head office?
5. H ow m any factories/have?
6. How nmny p n o p t  U /R op?.2
7. Whet / 1  ffes i  т̂Сѵ; tmployeect
8. How i  protect і1;І:̂ р^^^ігеуео^2 /̂0

dSUk Ex. 1.11 Work in group o f three. M ake up a dialogue. Start with
у д * /  ♦ ♦ ♦ .greetings and introductions. Take turns to ask and answer the questions 
about your compannes. Practisetillremember.Roleplaythe dialogue.
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D rccritse a p ictcoe

Ex. a.aa Please follow the link below to access some practice on how to 
describe apicture: https://bit.ly/1H4oddO

Describe thepictureusing theseverbsin thePresentContinuous Tense.

Example.

In the picture I  can see six people. It looks like a business meeting. The 
woman in the middle is telling something to her partners. They are looking at 
her,m aybesheisateam  leader.Thereisalaptopon thetable and...
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Writi s s  a  t^u^in<^s:u leittosr

Ex. 1.13 Please follgw the tiaks іеПпм to sacens rome tnfoamanss 
aboutpaats o fu  bmimets lettsr: https://bit.ly/2r4sPzU

Read informatien about the structure o f a business letter.

. h e  m a in p a r t  r  o f a  b s s i s e so I
(Внешняя структура и оформление делового письма)

tuecsossK  f  исьма tThn Letterhead)
Дата (The D7th)
Адрес получателя iThe Inside itddress)
Указание на конкретн о ел ицо (Attention line)
В с^пительное обращение(Т1ое opening salutation)
Указание на оібщее fls .o raHa e swcsMn .T hf sabjeca hеeding)
Текст 1 И ceMa(Thebc<to stohe litte r)
Заключительная формула вежливости (The соmplimentary closing)
Блок г^<^д^^оа(ТЪо ^̂ ^̂ n̂ tî î t̂
Указание на приложение eEndoreresnotati оп)
Указание на рассы лкукопий (Copynotation)

Ex. 1.14- at  t ead the letter and find  the compositional parts o f a 
business tetter.

COM ITERNATIONAL 
Crossley House,
Portsmouth
East Sussex Fn4 6LK.

1 D earM  r ^ sâ t̂hen 
N ew Product — tnv itation

2 We are delighted to inteoduce our new Model of “Millipage Pro” all­
purposes photocorierto  you as you are a valued customer of our company. 
For your informationwe haseenclo sed an illustrated catalogue giving full 
description of the Model and covering our other products but feel that a 
demonstration wiil gise you more of an idea of its capabilities.
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3 We would therefore like to invite you to visit our stand at the annual 
“British Office Equipment Exhibition” where the equipment will be set 
up so that you can see the machine in operation. The Exhibition will be 
held 15—19 June, 20175 in Golders Green. For those five days, we shall be 
offering a 5 % discount on this model.

4 We hope that you will have interested in our invitation. Looking 
forward to welcoming you to the Exhibition.

5 Sincerely yours 
Sophie Bolan 
Sophie Bolan 
General Manager
Enc. Our New Catalogue

b) Read the letter again and answer the following questions.
1. Why is the person being invited to the exhibition?
2. What have they enclosed in the letter?
3. Where and when will the Exhibition be held?
4. What is the purpose of the exhibition?
5. What is the function of each section of the invitation? (1—5)

c) Learn by heart these cliches from the letter.

Dear Mr
We are delighted to introduce our 
new.
For your information...
...we have enclosed... giving full 
description o f the.

We would therefore like to invite you

We hope that you will have interested 
in our invitation.
Looking forward to...
Sincerely yours,
Enc.

Уважаемый господин...
С удовольствием представляем 
наш новый.
К  Вашему сведению .
В приложении к этому письму 
Вы н ай дёте ., в котором Вы 
найдёте полное о п исан ие.
По этой причине мы бы хотели 
пригласить В а с .
Надеемся, наше приглашение 
Вас заинтересует.
С нетерпением ож идаем .
С уважением,
Приложение:
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d) In which section o f the invitation (1—5) could phrases a—e be used?
a. We look forward to seeing you there.
b. We would like to invite y o u .
c. May we take this opportunity to invite you t o .
d. As you can Teefrom the enclosed catalogue.
e. The event is takCng place on Vhe 31st November at the Crocus centre in 

Sochi
e) Use the letteras is modeO and write an invitation to any event you like.

Check yourself 1
Choose the correct variant (Answer key p. 164).

1. Dear Mr —
a) Дорогой мистер
b) Дорогой господин
c) Уважаемый мистер
d) Уважаемый господин

2. Sincerely yours —
a) Искренне Ваши
b) С уважением,
c) Искренне Ваш
d) Всего наилучшего

3 .  the right of the picture I can see a man.
a) In
b) At
c) On
d) By

4 .  the middle of the picture there is a group of people.
a) In
b) At
c) On
d) By
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5. At the bottom of the picture there is a m an ________in an armchair.
a) sits
b) sit
c) to sit
d) sitting

6. Next to the table there are some businessmen. They________a new
contract.
a) are discussing
b) discuss
c) are discuss
d) discussing

7. W e___________ in the advertising of computer hardware.
a) start
b) based
c) describe
d) specialize

8. A __________ provides things that people want or need, often over
a long period of time.
a) customer
b) headquarter
c) competitor
d) supplier

9. How much is th e __________ on your car?
a) insurance
b) headquarter
c) rank
d) competitor

10. A sum of money that is borrowed and expected to be paid back.
a) a loan
b) money transfers
c) retail
d) an income
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11. A person or company that produces large amounts of goods is a .
a) retailer
b) manufacturer
c) buyer
d) competitor

12. A retailer sells...
a) goods to the store owners.
b) goods directly to the public.
c) raw materials to the manufacturers.
d) the goods or products at a lower price.

13. What do you do?
a) I develop software products.
b) I ’m listening to the news.
c) I ’m not employed.
d) I ’m developing software products.

14. Which sentence is correct?
a) Often I am giving presentations in my job.
b) Often I am presenting
c) Often I make presentations in my work.
d) I often give presentations in my job.

15. Someone who is paid to work for someone else.
a) employer
b) employee
c) customer
d) buyer
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Module2. THE INTERNET

Learning objectives:
1. Study and practise new vocabulary.
2. Work outanddiscuss the measures to protect company data.
3. Reviewcountableanduncountablenouns.
4. Write aninstruction.

Moduleplan:
1. Newvocabulary: introduction and work on it.
2. Text “H ow to Protect Ybur Sensitive Business D ata”: reading and doing 

exercises.
3. W atchthevideo about making a small business talk.
4. Study how tow riteaninstruction.
5. Describea picture.

Skills:Astudentwill be able to
— talk about data protective measure;
— make a small talk in English;
— write an instruction;
— describe a picture using new words.
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Glossary 2.1 Readandtranslatethevocabulary forthem odule.

1. access (v)
2. access to the Internet(n)
3. arrangestafftraining(v)
4. avoid (v)
5. browse (v)
6. comprehensivelist(n)
7. confidential (adj)
8. data breach (n)
9. data protection requirements (n)
10. database(n)
11. decision(n)
12. encourage (v)
13. enormous(adj)
14. ensure s ecurity (v)
15. file (vE
16. hacker(n)
17. implement̂  vl
18. keyword (n)
19. onlinestream in g (n )
20. password (n)
21. personal data (n)
22. portablehard drive(n )
23. prevent(v)

24.private (adj)
25. protect (v)
26. record(v)
27. report to smb. (v)
28. research (v)
29. safeguard(v)
30. search engine (n)
31. secure(v)
32. security cameras (n)
33.securitystaff (n)
34.securitysystem (n)
35. sensitive (adj)
36.share(v)
37. store (v)
38 .substantial (adj)
39.surveillance(n)
40. take automatic backups (v)
41. technical problems (n)
42 .theft(n)
43.transfer(v)
44. unauthorized (adj)
45.update(v)
46.USB storage device (n)
47. virus (n)

Gloseary 2.2 Please follow the links below to access some practice 
onQuMet:

PART1: https:l /bit .lv/oFn3PrC PAf T  o: https:evbi".lv0Ce3C7vv

Ex. 2.3 Extrapracticeforearlyfinishers. Workinpairs.
a)M akeupacrossw ordusingatleast15w ordsfrom thevocabulary.
b)Swap your crosswords with another pair and do their crossword.
c)C heckyourpartner’sworkformistakes.
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Ex. 2.4 TranslatethesentencesintoRussian.
1. More banks are now installing surveillance cameras.
2. These lists follow current data protection rules and will not be based on 

confidential information.
3. A computer virus is a program that is able to copy itself when it is run. 

Veryoften,computer viruses a re ru n a sa p a rt ofotherprograms.
4. They’ve updated a lot of the entries in the most recent edition of the 

encyclopedia.
5. C anyouaccesstheinternetonyourm obilephone?
6. Without money to invest in technology improvements, the agency continued 

torelyon apaper-basedfilingsystemfromthepre-computerage.
7. She’s p u t an e n o ymous pile of papers on my desk and I haven’t got 

a clue what to dow ith tyem.
8. Start by typing tCe nam eo Cihe / 0 : ^ ^ /  m to vouc ich£ĉ c?r en tire  and see 

what results ceme up.
9. “The depth and breadth of the bank account data breach is shocking,” 

thegovenao s aaid ustha statement.
10. Members of the publit  were: p ieventedfrom entering the building.

/ Т К  Ex. 2.5 What can a company do to secure its data? M ake up a list 
o f your ideas. Work in pairs and compare your ideas. Work out an 
instruction fo r keeping thecompany data safe.

Example:

DOES DONTs

Always... N ever d o .  
Dr v ’t . .

Ex. 2.6 a) Scan the text below and answer the questions:
1. What are the rnrin steps that industry professionals recommend to 

companies?
2. W hatsteps refer toemployees?
3. W hatelectronicdevices arem entioned in the article?

b,) Read thv (ext againand fillin thegapsw ith  the words from the table.
We live in n "world "where data is stored and accessed everywhere. 

Enterprise mf bility, tbe flood of personal devices, and the cloud have
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transformed the way businesses operate, as well as the strategies they take 
to ensure security.

avoid to transfer or share business access to
password usage USB storage 

devices
backup software safeguard

cause secure virtual 
recordkeeping 

system

Limit minimize

a removable unit security system dependable theft

How to Protect Your Sensitive Business Data
Fundamental tips to protect your sensitive business data
The following are some of the basic steps and procedures that industry

professionals recommend that companies strictly implement in their
organization t o ____ 1____ data breach.

1. Look at the usage o f your__2_____ data.
• Examine who has access to your confidential and sensitive business

data. Find out who has frequent___ 3____ the information and who
infrequently accesses them.

• Determine how your business data is being transferred or shared. There
are various ways that employees u s e _____ 4_____ data: email, online
streaming, or through USB storage devices.

2. Create a comprehensive list o f all data stored in your company.
• Know where each type of data is kept, who has access to it, and how 

often it is accessed.
• Using this list, find out how the handling of the data c a n __5____ risks.
• To be safe,____ 6____ access to the data to a few of your employees.

3. Streamline manual recordkeeping.
• Arrange and store all paperwork and documents according to month.
• Avoid paperwork when possible and instead use a ____ 7____ that only

a few employees access.
4. Store data efficiently.

• Use a central server to store critical data. Storing data on a single location 
minimizes 8 .
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•  9_____ access to the data to a few trusted employees. Implement
a secure way for these employees to access the data.

5. Back up the data.
• U se___ 10_____ to schedule and maintain automatic backups.
• Take backups on a regular basis. To use less storage space and to make 

the process quicker, back up only the information that has been changed.
• Keep backups secure as well.
• Back up your data t o ___ 11_______, such as a portable hard drive, CD-

ROM, a DVD.
• Assign a ____ 12________ person in your company to secure backups

and to perform the backup procedures on schedule. He or she should 
report to you regularly.

6. Provide better data protection.
• Use security software that prevents unauthorized use o f____ 13______.
• Implement secure___ 14_______to inhibit hackers from accessing your

data.
• Provide a tig h t____ 15___ at; the application level and likewise at the

data l evel.
7. Make emplayeee endasotand t^ef^eestn nrotnctconmdentiet business 

data.
Explain to the employehs tha value of dseoingbusm us s Oatasecure

andencoueat e thcm to ___ 1(5_______information rather than keep them
uninformed.

c)W oek tti pairs, comp are your answers.
ne Work  m paors. Im ayine you are settiny up a company, whioh o f  
these stens would you like to use? Which are the most important you 

think?

fa . f . l  Is the ynaarnat urefua or aengeeourf o r businoaye Follow the link 
https://bit.ly/2FoVGmM. reaM rhe text and discuss the usage o f the Internet 
in businn .  in grounr o f Ohree: nor ппУ cnaira.

fa . П.8 a) Please f sHow Йе Imk below to watch a video about Small 
ta lkm eytod ш mosHeeaо English https://bit.ly/2HXTNT7

b) Follow t0|o йпА, https://bit.ly/2KnvvQT. study the examples and 
make upasm ae,i taik . Wora  tuM apartner.role playthedialogue.
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Gra m m a r c o rn e r

Ex. 2.9 Nouns in English cec bo countable, fe r  example keyword(s) 
or unccuntable, Qoh rxamph work. Complete tha oulea aioh tQe woods

counta03e or uncountesnie.
1 .  nouni tieve a piuratform (p>£is sworO — passwords).
2 .  nouns h rnve no plural 3nrm lз>rivaaQ 3- privacy).
3. Us(5 How muny S wsoiitls________nouns. do3  Hou much? lo t ] i ______

nouns.
4. Usn Is й ere.̂ wiіШ sin. uCar ______ ю гт о a n d ________nouua, and A/e

thsoe ?with оПшгаи______ m ens.

Ex. e. 1.0 Wor" inpa]re] ̂ s? tSie uorc3um r3ie Ui?q countaMe or uncountable? 
M aks п  sontmces m3h sacen o f them .

priviixy anae?s data b n e
security dnta virus
the E Ve/roed deekion
compreheosine Ast sacusita slaf3 pooiaQle h aзd drive

Ex. 2.11 Fsll in the gaas wink How mucti 0 ob How man]  f
s. .sa lt do youornually put in the soup?
2 . .cups o f teashalK  bring?
3. ..filmsdid yousee?
4. .friends hES h2 gotr
5. .free time do we ^avei

. ..juiceisthere in the fridge?
7. ..monry d k lth t y (pendg
8. .tom atoes ate (horein thu mag;?
9. .kilos of potatoes did you buy?
10. .s lices  of cheere are le ftan th e p lataf

Ex. 2.12 ар follow the link https://bit.ly—2HCwURO , watch the 
video and do exercises.

b) Take iurns to ask and answer questiens about your partner personal 
possessions, using How much? /  How many? /  a few / few /  little /  a 
little.
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W riting  a  b u s in e ss  lê l̂ e>r

Ex. 2.13 In pairsdiscussthefollowingquestions:
L W hat activitiosmight yon giveor receive mstac tio n s for at work (How 

to do......)?
2. D oyouevar rei eiye in structeons inwriting?
2.a3re in stm riivns ulwnechdty to writ e or follow? Why /  why not?

Ex. 2.14 аГ Read thisinstruction.

H o w to  p rin t  a  d o c u m e n t

To print s  document, your computer needs to be connected to a 
printer. Being able to print is not necessary in order to use Word, but if you 
want to send n lettec in the post or print out a poster, you’ll need to have 
acces to a printer.

This guide explains how to print a document in Microsoft Word 2010. 
Earlier versions of Word may use slightly different steps.

You’ll need:
• A computerwith MicrotoftWord installed.
• A printer set up rnd connected to your computer.

Follow these step-by-step instructions to print a document from 
Microsoft Word

tep 1. Open an existing Word document or start a new document and 
type your text.
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Step 2. Once you’ve completed your document and are ready to print, 
click File in the top left-hand corner of your document.
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Step 3. Move down and click Print in the menu. This will bring up the 
‘Print’ dialogue box.

©
Info

New

Open

Save

Save As

Print

Sha

Expi

Clos

Acco i t  

Optio s
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Step 4. Choose how many copies of your document you need.

Ѳ
Info

New

Open

Save

Save As

Print

Share

Export

Close

Account

Options

Print

Step 5. Depending on your printer options, you can choose other 
printing features such as whether you want to print all pages or only certain 
pages. You can also change the orientation of the print from portrait to 
landscape and tell your computer and printer whether you’re printing on a 
certain size of paper. Yau’ll also see, on the right, a preview of your printed 
document will look like.
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Step 6. When you’re happy with your settings, click Print. The 
document ndll n ow startprinting on your printer.

Ѳ
Info

New

Open

Save

Save As

Print

Share

Export

Close

Account

Options

Print

b) Read this instruction. Try to guess: what is it for?
• Make sure you provide real instructions — explanations of how to build, 

operate,orrepairsom ething.
• Write a good introduction — in it, indicate the exact procedure to be 

explained, indicate audience requirements, and provide an overview of 
contents.

— 41 —



• Make sure that you use the various types of lists wherever appropriate. In 
particular, use numbered vertical lists for sequential steps.

• Use headings to mark off all the main sections and subheadings for 
subsections. (Remember that no heading “Introduction” is needed 
Ovlweenthe title  an d the firstp a reprapR.Remember n o /to use first-level 
headings in this vasignmnn/;s/arC doth /he second tueeLi

• Use speciar notice/ ss a ppropriate.
• Make sure you use the style and format for all headings, lists, special 

nnticvs,and ° rapMcs as p re se n ts  in these cnaptsrs . If  that’s a problem, 
get tn tnuch  earth ysut ivsrm risv.

• Use graphics to illustrate any key actions or objects.
• Provide additional supplementary explanation of the steps as necessary.
• Remember tit create a section listing equipment and supplies, if 

necvssary.

® c) Work in pairs. Describe the language you need to write the instruction. 
This link might help you https://bit.lv/lBSK ZzM

d) Ihink o f theactivity you might need to describe at work, write simple 
instructions, but don ’t say what the activity is (For example, “How to generate 
a QR-vodr ”. “JSTosv to sSorien a iong InSsrver-ttnk”V.

e) Exchange the inetrut tion witg e p ostcon Reap your partner’s 
instruction and try to guess the activity.

f  Work together with another partner.

(J

D er c / ib e a  ^ uta r e

Ex. 2.15 Describe the picture using the verbs in the Present Continuous 
Tense and №eGlossaryfromthismodule.
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Check yourself 2

©  Choosa the correct variant (Answerkey p. 164).

1. Try t o ________the city centre. There is much traffic.
a) avoid
b) browse
c) encourage
d) file

2. ‘I decidedtospend the n ight________the Internet’.
a) filing
b) browsing
c) avoiding
d) encouraging

3. My parents________me when things weren’t going well at school.
a) filed
b) avoided
c) encouraged
d) browsed

4. All visitors please________to reception.
a) secure
b) share
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c) store
d) report

5. W e________the cost of the wedding between us.
a) shared
b) browsed
c) encouraged
d) ensured

6. Police personnel sh o u ld ________during the school examination
period.
a) prevent
b) ensure security
c) take automatic backups
d) protect

7 .  is a computer program which finds information on
the Internet by looking for words that you have typed in.
a) Access to the Internet
b) A comprehensive list
c) A search engine
d) A hacker

8  .  of the children can read or write at the age of 4.
a) Little
b) A few
c) A little
d) Few

9. She was m y________sister and I looked after her.
a) little
b) a little
c) few
d) a few

10. T h e ________got names and e-mail accounts of the company’s
one million customers.
a) keyword
b) hacker
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c) access
d) password

11. It increases the risk o f ________to the system and information
resources.
a) data breach
b) security system
c) unauthorized access
d) technical problems

12. When writing instructions, avoid using pronouns and ______
verbs.
a) auxiliary
b) irregular
c) main
d) modal

13. This is a ____
a) portable hard drive
b) safeguard
c) store
d) input data

14. Our new computerized system will soon be fully ________.
a) avoid
b) implemented
c) encourage
d) prevent

15. It is not the first d a ta________of a national scale;, but is certainly
one of the largest.
a) safeguard
b) surveillance
c) theft
d) hacker
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Module3. TROUBLESHOOTING

Learning objectives:
1. Study andpractise new vocabulary.
2. Learn tohandle conflictsatworkplace.
3. Learn togive adviceontroubleshooting.
4. Write a letter of advice.

Moduleplan:
1. New vocabulary: introduction and work on it.
2. Text “Handling Conflicts”: reading and doing exercises.
3. Listening.
4. Speaking
5. Writing a le tte ro f advice.

Skills: A student will be able to
— use the English language in handling conflicts;
— give some advice on troubleshooting;
— identify different types of workplace conflicts.
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Glossary 3.1 Read and translate the vocabularyforthemodule.

1. agreement (n) — соглашение
2. annoyed (adj)
3. argument(n)
4. arise (v)
5. arrogant (adj)
6. attitude (n)
7.beincharge ofsomething(v)
8. beresponsibleforsom ething(v)
9. be tempted to do something (v)
10. blame somebody for something 
(v)
11. boundaries (n)
12. bully(n)
13. castigate (v)
14. consistent (adj)
15. deal with (v)
16. favouritism (n)
17. find out(v)
18. getinsom ebody’s shoes(v)
19. give somebody a cold shoulder 
(v)
20. gowrong(v)
21. ham per(n)
22. handle a conflict(v)
23. hostile (n)
24. hurt(v)
25. infuriated(adj)
26. involve (v)
27. irritated(v)
28. issue (n)
29. jump to a conclusion (v)
30. keep silence(v)

31.make adecision (v)
32.mediator (n)
33.movethingsforward (v)
34. occur (v)
35. perception (n)
36. personnel (n)
37. possess (qualitiesofcharacter) 
(v)
38. prejudice (n)
39. resolve disputes (v)
40.separately(adv)
41. set aside (v)
42. set up a meeting (v)
43. sit back (v)
44. stimulate (v)
45. stressed (adj)
46. stressful (adj)
47.subordinate(v)
48.suggestion(n)
49. take something into account (v)
50. take something into 
consideration(v)
51.talkdow ntosom ebody (v)

52.treatsom ebodylike.../w ith(v)
53. troubleshooter (n)
54. undercut (v)
55. unfair(adj)
56.unionrepresentative(n)
57.unpleasant(adj)
58. win somebody’s trust (v)
59. win-win scenario (n)
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Glossary 3.2 Please follow thelinksbelowto access some 
practice on Quizlet:

PARTli  httpsw/Vbit. Iat2 f  s 2ijpf P A H Ui littji t : / / bit .lv/2rWtl vW

© Ex. 3.3 Extra practice fo r  early finishers. Work in pairs.
a) M akeup га crosswordusingatleast15wordsfrom thevocabulary.
b) Swi ^ o u r  y eossword2 wi2h anotf et  paii е n d d o theircrosiwor2 .
c)C heckyouopartnem4 wo/kfos mistakas.

Ex. 3.4 Discuss the following questions with your teacher:
1) Wla t  qualfties doesam ediatorortroubleshooterhavetopossess?
2) Disagreement is a type of conflict. In what ways can it make meetings 

and negotiations m ate affectire aadi  р г̂ ^ И л̂ .
3) Tell aboot a conffict; that; was handled weU.
4) Tell abont aconflite thol washandted la^dly.

Ex. 3.5 Fill in the gaps with the appropriate prepositions from  the box. 
M akeupsentenceswiththesephrases.

to in for

with aside down

1. beresponsible...
2.beguilty...
3.blamesomebody...
4.calm...
5. talk.......somebody
6. payno reg ard . som eth ing/.som eth ing
7. deal..
8. s e t .
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Grammar corner
Ex. 3.6 Completethetablewiththecorrectformofthesewords.

Noun Adjective Opposite
1. patience patient
2. calmness Nervous/furious
3. credibility
4. consistency
5. formal
6. synigathp
7. eseetive
8. enthustasm
9. weat n ess
10. emotion

Ex. 3.7 Use one oftheadjectivesoritsoppositetofill inthe gaps.
1) She gets very irritated if subordinates are late for meetings. She is very

2) He is good at thinking of new ideas and using imagination to produce 
something unusual. He is a very_________________ person.

3) She never shows fury, enthusiasm, visancisfdctian or ^ s r . pomtment 
durin g a n e gotiation .S he is to tally ___________ .

4) He nlteaysacceptshis butiness parinee’s suegnstiont. He is_________.
5) She told him she was feeling very bad, and all the boss asked was “Will 

you be able to meet the deadline?” How can he so ________?
6) She likes people to feel relaxed and comfortable during a negotiation. 

A n _______________atmotpheee it signiS tauS, iss Iter osinion.

№ Ex. 3.8 Discuss the following questions:
1. Howdoconflictsaffecttheatm osphereatw ork?
2. Who should resolve the conflicts between the employees: workers 

themselvesorseniormanagers?
3. Imagine you are a manager. Will you talk to both sides of the conflict 

separatelyorarrangea‘face-to-faceinterrogation’?
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Ex. 3.9 Read some tips about handling conflicts. Which o f the following 
does not appear in these texts?

1. Reasons why people have conflicts
2. Ways and ntrategies to resolve conflicts
3. How you should behave when handling a conflict
4. H ow toprevertt conflicts
5. How to preseeve peaceful atmosphere at work afterwards.

Article A
Listen to al! sidee firet,separately, so you can understand each person’s 

points of view and feelings. Then set up a meeting. D on’t jump to any 
conclusions before yougo in.

— People often think about what they want done to the other person. 
Instead, you should make people think about what they need from the 
other person anti what they can offer the other person to help move things 
forward.

— When y su handle conflict, don’t think of it as fighting a battle, but 
as a service you can offer your emplonees. Make sure you are consistent in 
how you handleconfli ctacrossthe о rganisation.

— Try not to talk down to people. Don’t be arrogant. Managers sometimes 
begin treating people like naughty school kids, but that doesn’t work.

— You need to check what stimulates and encourages employees. 
Sometimes an issue ju ststa rts to ap p ear,b u tit’s gotdeeperroots.

Article B
— Explore what is happening like someone who really wants to move 

things forward, not like an investigator. Go in, ask some questions, find 
out what’s happening, if possible, from both sides of the argument. Win 
people’s trust early on.

— Treat people with respect. Take into account other peoples’ ideas and 
interests. The best way to do that is to listen to what they’re explaining and 
to try to get in their shoes.

— Try to develop a win-win scenario. You want both people to go 
away happy and for it to be good for the organisation. There must be no 
favouritism.

— What you really wish people to tell you is three things: what’s 
happening, their perception of what’s going wrong, and what can be 
improved.

— 50 —



— Managers shouldn’t jump to conclusions. Sometimes a person will 
come to see them to say they have an issue with someone and they decide 
what they are going to do without checking with the other person. There 
are t o sides to every story.

Ex. 3.10 Match the words from the articles to their meanings. Then 
discussthefivetipsand rankthem in order o f usefulness.

1. Jump to conclusions a) not to change your attitude; 
alwaysbehavingorhappeningin a 
similar,usuallypositive, way

2. to be consistent b) to talk to someone in a way 
that shows you think they are not 
intelligentornotim portant

3. tom ovethings forward c)tom akeprogress with something 
thatyouhave plannedto do

4. to talk down tosomebody d) toguessthefactsabou ta  
situation without having enough 
information; to make a decision too 
quickly

5. favouritism e ) try to b e  in thesam esituation 
assomeone else, especially an 
unpleasant situation

6. to get in somebody’s shoes f) unfair treatment of one person or 
group in a better way than another

7. to handle g) an important subject or problem 
that people are discussing

8. issue h) an angry discussion with 
someone in which you both 
disagree

9. argument i) a situation or result that is good 
for everyone who is involved:

10. win-win j) to deal with, have responsibility 
for, or be in charge of:
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Ex. 3.11 Work in pairs.
a) Tell °our portne ra boutthy most useful tips m —oer own words.
b) Are tdere any tipo in lOr ^rtttslê s which you do noS agfer noth?
c) H ow doem plo—net often doglwith conflictsin Russia?

Ex. 3.12 fiIracARO.iOi unio t reprrcenlativo moetc oeeotrai manawer. 
The representative is annoyed and irritated because the firm ’s personnel 
ar t  /no longer allowed to use the firm  car park. Listen to the conversation 

and respond to the following questions. (M arket Leader /Электронный 
ресур с . t І7-/о0ппаг.пг£По Merk^^ Zeeefet : rftnooetr deeded OOaursetook 
Audio PD. — 6rI>. м ./ t R>oarson noagpian, Г0Г7).
a) What is the ePneral manoagr’s ifij'cH snggortioo to r s — out t t e  ртпЫет?
b) W hySoes the union renresenratioe eajectthesuggestion?
c) WPat asieement —o Ŝte^ finallt cmma to?

Pds a .ca Comptete the sentenceswith the missingwords
1. We’ve got to do something about it. O K ,____________________ this?

____________________________ we keep five spaces for staff. And it’s
firstcome , firstserced?

2. Lools,Tracy, I ________________wdat you’re __________________ , but
it just isn’t possibleanymore.

3. OK, Tracy. What if we _____________  help towards the cost? We
____________ beable topaysay, 3 .  jeer cent.

4. These isan o tOer _____________________ .H ow  abou t i O She rtoefdasn
theisc s rt in tho earparO near ihe —tatinnt

Ex. 3.14 (Track 10.1) Eileen Carroll is Deputy Chief Executive o f the 
Centre fo r Effective Dispute Resolution, an organization which helps 
to resolve: business conflict. Listen to the first part o f the interview. 

What causes of  conflicts in firm s does Eileen mention? (M arket Leader 
/Электронный ресурс] : Pre-Intermediate M arket Leader: Business 
English Coursebook AudioCD. — /Б . м.] :  PearsonLongman, 2007).

a) Complete the е—tractsbelow.
1 .  expectationsaboutwhata contract can deliver
2. lack o f____________ when expectations are not being met
3 .  bt dly or n o ta ta ll
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4. a change in
5. change of _ structures.

b) (Track  10.2) L isten to th e second part o f the interview. What are the 
three essential com pom ftsfaat help h e r resolve business disputes? (M arket 
Leadaa /Электронный ресуесП : Pre-t o armediate M arket Leaaer: 
Business Efo lish Poursebook Andao 4ra. u  etp м.?  e Peeeson Ъепетащ 
20070.

Ex. 3.15 Work in pairs. Which o f the following points are good ways o f 
handling conflicts in a meeting? Give reasons fo r  your answers.

1. Smile /  lot.
2. Sit back and appeaa nel/xed.
3. Avoid eye contact .
4. Stop the dfscussion and cr m eb ack te the paeblcm later.
5. Keep tilenee for a lofg time.
6. Speakquietty ?пП tlotole
5. tay  “Isoe whTt you meon ”.
8. Concentrateon tlie problem, not on personalities.
9. Tell e jo .e  ot  sey lomethmg humorous.
10. Do not iook Traeiilo.

Ex. 3.16 Try to handle the situations below. Discuss with your teacher. 
What will f ou do if:

a) you seaomplokee4 haain g 4 r aroшnea t?
b) a colleaguebullies or castigates you?
c) yauTeao colleagoe ttealme ŝ̂ :m̂ t̂ :̂ t ô̂е
d)yyur Woss nevor te4eiiktocennideraC:eryoш• opmionl
e) foi^TS-ons ofteu eino you lo teor/ edertime?

Ex. 3.17 Work in groups. Role-play a conflict situation and try to 
'm r  handle it using the phrases below.

Useful language
Calming down
I understand what youaresay ing.
I can see your poin0 of view.
Well Isee/know w hatyoum ean .
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Why don’t we come back to it later?
Let’s have a break and come back with some fresh ideas.
You don’t have to worry about...
Creating solutions 
A c ompromise could be?
How about i f .
What i f .
Let’s look at this an other way.
Another possibility is...
Closing an egotiati on
Let’ssee what we’veget.
Let’s go over the main points again.
OK, I think itcover everything.
Can ^ e over what we have agreed?
We’veget s psal.

Nn TEl Aesid imdemalrdesegtm ce s ghee reeolvinga cotflsci. The sides might 
feel nhaeotevet and the aoreemtn? dehioihely woulde.iOs rtechnd.

Ex. 3.18 What are other reasons for workplace conflicts to occur? 
There are four types of conflicts which may take place at work. To 

find out whattheo are, divide into four groups. Each group needs to choose 
one conflict type, explain what it means in their own words and dramatize 
a situation involving such a conflict. The task of the audience is to suggest a 
solution to theconflict.
Responsibility Unclear
When it is unclear who is responsible for what area of a project or task, 
conflict can occur. Territorial issues arise when decisions are made that 
appear to cross boundaries of responsibility. To prevent this from happening 
it is imperative that the roles and responsibilities of all the players are 
spelled out clearly and agreed upon by everyone involved before the project 
is started.
Conflict o f Interest
Sometimes personal interests and goals don’t fit the goals and expectations 
of the organization. In this case the individual may be tempted to fight for 
his personal goals, creating a conflict situation that will hamper success of 
the project.
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Not Enough Resources
Competition for resources, including money, time and materials, will cause 
the teams toundereut erch other, reading to conr ict between departmenOs 
or othe r we r k groecs. Vrluablc roseurcee need to be distributed fairly 
among all the groups. Starting out a project with a clear picture of the 
resource savailabk; wk1 helpp revent some of this conflict.
Intedpeesonal Relaiionchips
Ih e  persoeplltiee slthe  peoplepiayen importnni rusl in conflict resolution.
Ofter  the canlicr isa resudl eCinteD>etoonalreletiocehips wCeretheenrtiee 
to the conflict are unable to resolve personal issues with each other. It is not 
always easyto set aridepersonal prejudices when entering the workplace, 
auc f t is imjsordant; to aeongrnzewhat; choss psejudicn r are anh deal with 
them before conflict ariseo.

Writing a business letter

Ex. 3.19 You’ve got an email from a friend who is complaining on 
uneasy relationships at his /  her workplace. In your reply:

• respond with sympathy
• analyze the situation, define the type of the conflict /  clarify the reasons
• suggest a solution

...W iat is even worse, I d onat understand what’s going on here! There are 
eight people in my office, but I  am obviously the one who does everybody’s 
work! They alwayt ask me to give them a hand in this and that, and I  agree, 
naturally! You know, I  expect they will do the same for me one day... Anyway,
I  soon got tired of this and I  tried to teU U to everybody. You know, the result 
was disappointing... When I  last tried to say that I ’ve got enough work, the 
manager told me that it was a bad idea for a newcomer to give colleagues a 
cold shoulder. Now she controls me more than the others and always talks 
down to me. Every time I  see her I  feel depressed. She’s so arrogant... I  
really don’t know what to do, actually.
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DESCRIBE A PICTURS

Chec k y o u rse lf  3

®  Complete the sentences with the appropriate words (Answer key 
p. 164).

1. Don’t ______________ . There might be a simple explanation —
perhaps,shehas been delayed.
a) come to conclusions
b) hurry withconclusions
c) jump to conclusions
d) take fast conclusions

2. Bridget will_____________if she keeps being consistent.
a) win their trust
b) deserve their belief
c) get their interest
d) get their sympathy

— 56 —



3. Employees should be treated as equals, and employers shouldn’t 
 to them.
a) talk rudely
b) speak angry
c) talk down
d) be proud

4. He will criticise you one day and praise you the next. How can 
anyone be so______________ .
a) impatient
b) inconsistent
c) too emotional
d) enthusiastic

5 .  negotiations are good for the both sides. They help
establish long-lasted and stable relationships.
a) win-lose
b) lose-lose
c) lose-win
d) win-win

6. His colleagues had________ and stopped speaking to each other,
so he brought them together to discuss the problem.
a) a quarrel
b) an argument
c) an issue
d) speech

7. The Sales department is ____________with changes to its training
programme.
a) moving forward
b) moving back
c) going ahead
d) going on

8. She showed____________to our new employee and always made
concessions to him.
a) pleasure 
jb) oy
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c) admire
d) favouritism

9. A conflict of responsibility_____ when it is unclear who should do
what.
becomes
occurs
c) launches
d) comes

10. My boss is really_____ these days because of the budget cuts, so
the atmosphere in the office is_____ , you know.
stressful, annoyed 
annoying, stressed
c) annoyed, stressful
d) stressed, annoyed

11. What can I tell you about Jane? She is really__patient, while her
secretary is much m ore__emotional.
a) dis, un
b) un, im
c) in, dis
d) im, un

12. W hy_____ we return to this later? We have much more serious
things to discuss.
a) don’t
b) need
c) mustn’t
d) not

13. If you continue treating people_____ fools, you’ll ruin all the
good relationships you’ve made at work.
a) to
b) as
c) like
d) for
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14 .   __we go on or you want this point cleared once again?
a) Need
b) Might
c) Shall
d) Let’s

15. Haven’t you_____ a decision yet? Will you stay in this department
or not?
a) chosen
b) made
c) found
d) solved
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Module 4. PRESENTING A NEW  PRODUCT

Learningobjectives:
1. Study andpractise new vocabulary.
2. Askandanswerquestionsaboutpresentinga new product.
3. Learn togive a formalpresentation.
4. Learn to write a description of a new product.

Moduleplan:
1. Newvocabulary:introduction andworkon it.
2. Text “Presentations to Propose a New Product”: reading and doing 

exercises.
3. Give aformalpresentation.
4. Write adescriptionof anewproduct.
5. Describea picture.

Skills:
A student will be able to

— talk about ways to present a product;
— give a formal presentation of a new product;
— write a new product description.
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Gl0ssary 4.1 Read and translatethevocabularyforthemodule.

1. accurate (adj)
2. admit (v)
3. allow (v)
4. attheendof(prep)
5. at their convenience (phrase)
6. build credibility(v)
7. claim (n)
8. competing products (n)
9. concentrateon(v)
10. contribute to (v)
11. demonstrate (v)
12. distributor(n)
13. divideinto(v)
14. drawback(n)
15. easel(n)
16. elevator pitch(n)
17. ensure(v)
18. excellent(adj)
9. experiment with smth (v)

20. field trial (n)
21. flip chart (n)
22. focus on (v)
23. good quality (adj)
24. graphics/ gtaph/ (n)
25. hand out (v)
26. hand-made iadj)
27. highlight (v)
28. in brief (phrase)

29.inconjunctionwith(prep)
30. interrupt (v)
31. market potential (n)
32.markettrial(n)
33. merit (n)
34.particular(adj)
35. permission (n)
36. pie chart (n)
37. pitch (v)
38. practical (adj)
39.proof(n)
40.propose(v)
41. release form (n)
42. relevant (adj)
43.reliable(adj)
44. review (v)
45.sample(n)
46. succinct(adj)
47. sum up (v)
48 .t aste (v)
49. testimonial (n)
50. the findings (n)
51.top-end(adj)
52. user-friendly (adj)
53. valuable (adj)
54. various (adj)
55. video footage (n)
56. youngster (n)

Glo ssary 4.2 Please follow thelinksbelow to accesssome 
practice on Quizlet:

PART 1: https://bit.ly/2HyReYB PART2: https://bit.ly/2r6YsbY
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Ex. 4.3 Extra practice for early finishers. Work in pairs.
a) Make upacrosswordusing at least l5 words from the Gtossawy
b) Swapyour crosswordawith another pair and dotheircrossword.
c) Check yourpartner’sworkform istakes.

© Ex. 4.4 a) Read this text and answer the questions:
1. W hatarethewaystopitchanewproduct?
2. How do youunderstandthephrase“to speakfor itself”?
3. W hatkindsofchartsarebeing described?
4. Why shouldanelevator pitchbe short?
5. What is necessary to do before using video footage in your follow-up 

presentations?
6. W hatdoyouneedtodistribute written presentations for?
7. If youaretryingtopitchaproduct to a distributor, whatmightyoudo?
8. How do you understand the proverb “The proof of the: pudding is in the 

eating”?

PresentationstoProposeaNewProduct

There are lots of ways to pitch a new product. You can present a market 
study complete with pie charts and statistics and deliver it like a lawyer in 
a courtroom trial. You can show a video of people sampling your product 
in a field trial. Or you can hand out samples and let the product speak for 
itself. Whatever presentation method you choose, it’s important to pitch 
your product with enthusiasm and make sure you can stand behind your 
claims soyou buildcredibility foryournextpitch.

Elevator Pitch
An elevator speech is a quick, clear description you can use if someone 

asks you about your product at a party or in an elevator. It should be short 
enough to deliver during a typical elevator ride — around 30 seconds. Make 
it clear and succinct and include the key information you want the person 
to take away from yourpresentation.

Testimonials
Conduct a market trial and invite people to sample your product. Ask 

for permission to videotape them and record their comments. Ask them
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to sign a release form  giving you permission to videotape them, then use 
their comments and video footage in your presentation as proof of your 
product’s market potential. Use their testimonial statements as quotes in 
other presentations.

Written Presentations
Written presentations allow you to include detailed findings using text 

and graphics. Distribute written presentations in conjunction with a live 
presentation or hand them out separately to allow the audience to review 
the information at their convenience.

Scientific Analysis
Present the findings of your market study to a group using graphs and 

tables on flip charts, PowerPoint and posters displayed on easels. For one 
or two people, create a portfolio to present your findings. The presentation 
will have a professional feel, and the facts and figures will lend credibility 
to your claims. Know your audience and highlight relevant areas. For 
example, if you are trying to pitch a product to a distributor, show him a 
geographical analysis of competing products and distributors to demonstrate 
that there is profit potential.

Prototype
A frmous ртоѵегЬ ?ays “Theproof of the pudding is in the eating” — so 

hand OMfsample s a n d let t h e p roduct speakforitself.Let your audience 
taste food or experiment wirh an objnet. Ifyou’re pitching a tny, invite .ou t 
audience to bring youngsters to the presentation and let them play with it. 
Ensure you haveall neeessa.y — apawer source, napkins and a beverage — 
whatever it takes to create a positive experience.

/ • n  b) Work with a partner. Make up a dialogue about presenting a new 
product. Role play the dialogue.

Ex. a.5 a) Complete й ece sentences with the words in the box.

distriburen releaseform permission videofootage

Apiechart samples inconjunction pitches
with

1. Training materials, inclu ding________ of the training course in English
andRussian are postedonthe project website.

2. Samantha________ the story to theeditor of a San Francisco magazine.
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3. Well, I ’m not allowed to give out that type of information without a 
signed________ .

4. He took the car without .
5 .  a way of showing information about how a total amount

is divided up, consisting of a circle that is divided from its centre into 
several p arts.

6. The company manufactures and ________  computer equipment
worldwide.

7. The leaflet was produced________ the Government.
8. She brought in some________ of her work.

b) Make и/» sentences with some o f the other words in bold from the text.

®
c) Swap the sentences with a partner. Take turns to translate and check 
the sentences.

G ram m ar Corner

Ex. 4.6 Follow the link https://bit.lv/2idNoW3 Review information
VSif  about comparatives and superlatives. Work with a partner. Fill in the 

gaps with асотрагай ve and superlative form of the adjective in bracket.
1. The age group w ith____ (low) number of internet users is the 65+ age

group).
2. Sending and receiving smails isn’r _________ ГР°Ри1аг) on searchrsg

for informati ono  n goodsand servicer.
3. Women are_________ (interested) than men in looking ted information.
4. It’s ________ (rommoc) fgs rntem etusrrsto access thr Internet from

work tha n fro m home.
5 .   (important) teatonw nylnternu) useta do not use the

Internet more is that they don’t have time.
6. Sales of travel, accommodation, and holidays aren’t ______ (high) as

saleso ffilms, music, anP DVDs.

Eo. 4.7 a) Warkwith a partner. Write the comparative and superlative 
forms of Ms adjectirrfromthe Glossary.

—  64 —

https://bit.lv/2idNoW3


b) Work in groups of f our. Choosefour f amousbrandsor theirp roducts, 
compar e them using the a djuotivos:

Good, bed, orsy, important, particular, strong,b u y ing, poeitiee, 
various, negative, valuable, excellenf, domestic, practical, reliable, 
stylish,Oop-end, frshionabOe, economical, dynamic, rteative,oP-tho-peo. 
industrml, yaod-maae.

Oo. m.Ja! dtnrO in risers. Taketuoes tedrocribs gigferent products you 
have or use (mobtte, clothing, PC, tablet, etc) .

Example: My new mohile isn’t cheap, but it has a good quality camera 
and it Ooery stylifh.

g iv -n g a  pREu e tiTf Tio N

Ex. 4.9 a) Follow the link https://bit.lv/2JwG56Q
a) Listen tothe recordingand complete these notes.

1. The topi с of this presentation is__________________
2. How many partsisthepresentation divided into?
3. W hatisthe third partabout?
4. Howlong wit lthepresentationbe?
5. When willthe presenter be happy to answer the questions?
6. What are Che key factors in the writing itself?
7. What types оferrors do you need to check for?
8. If it’s a very important email, what are the three things you could do 

while cheeking forerrors?

A b) Workw ithapartner. Match 1—18 to a—h to make complete sentences 
from the tistening. Then listenagainand check youranswers.

1. I ’m going to shaw you...
2. First, we are going t o .
3. Then,we’lllook a t .
4. And finally I ‘ll nan you through.
5. My talk will tak e .
6. I ’d be happy to answer your 

questions.
7. Let’s begin with th e .

a) how to write first rate business 
emails in English

b) aboutfiveminutes
c) at the end of the presentation.
d) consider preparation
e) preparation phase
f) the reader
g) checking your email
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8. F irs t. h) let’s think about what you check
9. Then... for
10. O k ,n ow turning to... i. tCt wnitingphuse
11. To move on t o . j) let’s think about
12. To turn to the checkino proc4ss... k )F d like  to s u mmarizo t ho main
13. A lso . poi nts.
14. So, to conclude. l) check your people and purpose
15. So,th4t ’s theend... agoin
16. Do you have. m) writing style, always be polite
17. Are there anym ore. n)the writing itself
18. Welt, thankycn verymuch... o)any qucstiont?

p) you need to know exactly why you 
are writing 

q)queitiunt? 
r)for you r rttentidn. 
s) of my presentation

©Ex. 4.10 a) Follow the link https://bit.lv/2HzNoliA. watch the video 
and fill in the table.

№ Partof a presentation Usefullanguage 
(choose 2—3 phrases)

1 Beginning: Greetings — Good morning
— Good evening, ladies and gentlemen
— Good afternoon

2 Beginning: Introduction

3
4
5
6
7
8
9
10
11
12 The End
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c) Follow the links https://bit.ly/2HWWYe6 and https://bit. 
ly/2FoZ7Kh and agite a prerentation connected a ith nnno sp edaUzation 
using th einformation nbraeyndgive ie tnyoar p yrtneo oraaiy.

Deanribing visuais

he. t.1 l a) De seribing a graph. Follow the link httpb//bit. 
ly/2jdWMZV andl fillin tlietable

Verb Synonyms Prepositions
decrease 1. fall from

2. ... to
3. ...
4. ...
5. . . .

increase 1. rise
2. .
3. ...
4. ...
5. ...

b) Follow the link https://bit.ly/2r8kydl and fill in the table with some 
useful languagefordescribinga graph.

Verb Adverb A noun phrase
rose steadily a steady rise

c) Describing a part chart. Follow the links https://bit.ly/2r6rDf3 and 
https://bit.ly/2HTHXJZ and work out the useful language for describing a 
pie chart. Find two corresponding charts in the Internet, make up a description 
and present it to your teacher next class.
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Writin g a b u s ine ss le tte r

Ex. 4.12 A description of a product. Please, follow the link and study 
ЧйЬ*-' information about writing a description of a product https://bit. 
ly/2HVkBDI

a) Read this example description. Match the paragraphs ofthe description 
(a—d) to the parls e f these general formula (1—4).
1. Product name
2. 1—2 intro sentences
3. Bulleted list of faaiures
4. Brief closing

a. I hope you enjoy the quality and eco-friendly properties of your 
(Brand X) bef swaxcandlt! ]f eou have any questions, please feel free to 
contact me

b. Benefitsofbeeswax:
A natural, renewable resource
Longer lasting than traditional wax candles
Emits no harmful fumes when burning. In fact, beeswax is a natural 

deodorizer and air cleaner
Your natural (BrandX) pillar candle:

• Is made from pure beeswax from Southwestern US bees
• Burns clean and bright
• Is drip-less and smoke-less
• Measures 3" across and approximately 6" in height
• Has a cotton wick
• Weighs approx. 1 pound
• Is shipped in shredded recycled paper for protection

c. Handcrafted (Brand X) Natural Beeswax Candle
d. Enjoy the warm glow of this 6" tall beeswax candle. Candles make a 

perfect gift for any occasion, as well as a warm, inviting addition to your home.

b) Look at this description and complete the 1st and the 2nd columns of 
the table with information about the product. Work out the functions of these 
benefits in the third column.

What is the product? Benefits Functions
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с) Answer the qukktiomabyMt'ha t .a srripticni
1. What is the verb tonte So n n in itg
2. Are there any comparatives or superlatives?
3. Do ts this dxscniption malto you warrtto bay tqe .roduc.?

@  d) Work in pairs and discuss the following questions:
1. What is your favourite possession /  device? Is it new?

2. W° t n a nd whydid you buy i t.W h a ^ o  yuc hke т о .  aboutthat thing?
3. Compare that tt ing wiih thusp one or some other bgtnd.

o)Uting ihq abore tnfcrmattoa writq a description of  tPit tkin) .

sudOettly j nq o t irnauncing, intmdgdngiom aziag^enrdiional, 
revolt t it nany, mtmclei magic, quick, burry, compact, user-friendly, 
umoue, pm ciicatt eboqsmicn)t stylish

Desncib e g p iht a te

Ox. 4.13 Describe the picture using the verbs in the Present Continuous 
Tense and the Glossary from this module.
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Check yourself 4

Complete the sentences with the appropriate words. (Answer key 
^  p. 164).

1. The____ shows that the number of working mothers is increasing.
a) graph
b) proof
c)top-end
d) sample

2. We can meet to discuss this further______ your convenience.
a) in
b) on
c) at
d) after

3. The research focused______ men under thirty.
a) in
b) on
c) at
d) about

4. I was wrong — I ______ it.
a) ensure
b) taste
c) interrupt
d) admit

5. I was trying to work but the children were______ me.
a) ensuring
b) admitting
c) tasting
d) interrupting

6. Smoking______ to his early death.
a) ensured
b) contributed
c) admitted
d) tasted
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7. The plan is to change the radio station’s style:______ , less talk and
more music.
a) sum up
b) divide into
c) in brief
d) in conjunction with

8. The purpose of a conclusion is t o ______ the main points of an
essay.
a) sum up
b) in conjunction with
c) divide into
d) in brief

9. A girl was______ leaflets at the station.
a) handing out
b) summing up
c) dividing into
d) building credibility

10. The designers______ with new ideas in lighting
a) experimented
b) focused
c) concentrated
d) contribute

11. Thanks very m uch______ listening.
a) about
b) of
c) to
d) for

12. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph Ш
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13. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph

14. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph

15. This is a(n)
a) flip chart
b) flow chart
c) easel
d) graph

Business Жди

w  DOES ,T<*If WORK? \
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Module 5.TELEPHONING AND CONTA MT MAKING

LearningObjectives:
1. Study and practisenewvocabulary.
2. Masterphone etiquette.
3. Practise giving andreceivinginformation.
4. Write aletter ofenquiry.
5. Develop formallanguageskills.

ModulePlan:
1. New vocabulary:introduction andwork on it.
2. Text “EmailStructure”:readingand doing exercises.
3. Writingaletteraskingfor information.
4. Speaking:acting outaphone conversation.

Skills: A student will be able to
— enquire information by email;
— make and receive phone calls;
— give information on the phone.
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Glossary 5.1 Read and translate thevocabularyforthemodule.

1. actually (adv)
2.appreciate(v)
3. asap (adv)
4.assistance(n)
5.asterisk(n)
6.attachment(n)
7.available(adj)
8. bad line (n)
9. body of a letter (n)
10. brackets (n)
11.callback(v)
12.catch(=hear)(v)
13.close/complimentaryline(n)
14.comma(n)
15.commonly (adv)
16.confirm(v)
17.contactsomebody(v)
18.contents(n)
19. decimal (n)
20.dot(n)
21. enclosed/enclosure (n)
22. encrypted message (n)
23.enquiry(n)
24.figures(n)
25.folder(n)
26.formal/informalregister
27.forward a message(v)
28.further(adj)
29.hash(n)
30. hear from somebody (v)

31. hesitate(v)
32. holdonaline(v)
33.hyphen(n)
34.icon(n)
35.inbox(adj)
36. look forwardto (v)
37. outbox (adj)
38. particular (adj)
39. postpone (v)
40. prompt reply (n)
41.putsomebodythrough (v)
42.receive (v)
43.regards(n)
44. reply (v)
45. request (n)
46. require(v)
47.response(n)
48.salutation(n)
49. semicolon (n)
50. send (v)
51. slash (n)
52. snail-mail (n)
53.speakup(v)
54.spell(v)
55.subjectline(n)
56.takeamessage (v)
57.theline is engaged (v)
58.underscore (n)
59. unavailable (adj)
60. within reach (adv)
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Glossary 5.2 Please followthelinksbelowto accesssome 
practice on Quizlet:

PART 1: httGs:/ /bit.lv/ 2HWnlkd PART2: https://b it.lnr2ieLZPc

© Ex. 5.3 Extra practice for early finishers. Work in pairs.
a) Make a osio/ at 15 wcrds from theGlossary.
b)Swap your crofswordswithanother p—ir anddotheircrossword.
c)Check yous ]p£tr/ titf;:r,s; woik fctr mi e—akes.

Ex. 5.4 Questions for Discussion:
1. How dd you communicate wi/h euur friends /  family /  yr—oy mates t  

colloaeues /  host C
2. How ofSen fo  /on  hava to nontoci people by phone? By email? Which 

do you unemoro W—iyпоа?1ур
3. Do yon ptefer fo mjailrLca e phone call or rend an emai? whan /uu  ii??C yai 

in contact with somebody?
4. Who shoutd start it yhona aenvaasatinn — a caSaes oa a pereon who ie 

gettmgrhn call?
d. Hnot (fenou etartenemett — are there tn g tpecialgreetingphrases?

En. h.5 Match the icons wi5e their mfaaitgs:

1 — 31 4 Г 6 7 —

CD 53 ; 0J £ Ш

a.unreadmessage
b.attachment
c. encrypted
d.readmessage
e.folder
f.highimportance
g.contact
h.deleteditems
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Ex. 5.6 Find definitions forthefollowingwords:
• forward (verb)
• inbox
• subject
• outbox
• replyto all
a. hereyou canfindall letters you have received
b. send a letter youreceived to a tyird pyrsrn
c. se n d your replyt o alladVrees5squvepV ie  tVd ldtter
d. whatthe eeasiuge ir eb caut
e. here you randnd all youy ргсугоопОу dint emaila

® Ex. 5.7 Work in pairs. Make up definitions for three of the words in 
Ex. 5.5. Take turns to guess the words of your partner.

e.e .:A: A fily whinh pop ca n send alongwltp an ymaaS.
B ib i  au ettunhmead

\ig-J Ex. 5.8 Discuss with the class.
♦ What is a rnail-muil Ы ГогГ Do trctei ever sendlettersbypost?

• Whichparti tluse it typical tetttai' hanaa A n- mailC
Ds sou vgnetwirh ttte fodredeg atalementt? Whyi  whynot?

• Emailsareusuallyshorter thatn anail-mailletters.
• Ybu can alweyous o slrna anoi rnults in en email.
• It is eettertorenddnnm yil idyou anaaS e yuiek reply.
• Emails don’t h ave tobestacta red  like letters.

Ex. 5.9 Read the text. Does the text say anything about the statements 
fromEe . 5М ?

Emailstructure

One of ttier advantages of emails over normal ‘snail-mail’ letters is that 
they a re quick and direct. We send an email for a particular purpose and we 
expect a fast reeponse or immediate action. For emails — whether formal 
or informal — to tie more sffective, it is a good idea to give them a clear, 
logicalstructure.

Subject Lme: TSds should be short and give some specific information 
about the contents of yourmessage.
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Salutation: As in letter-writing, the salutation can be formal or 
informal, depending on how well you know the person you are writing to.
(1 ) — a formal form of address, also used when first contacting
a person.
(2 ) — less formal.

Opening sentence: this is used to explain why you are writing.
(3 ) — m oreformal introduction to saywhy you a re writing.
(4 ) — friendly, informal way to say why you are writing.

Conclusion: This is where you tell the reader what kind of response, if 
any, yoo rrptot.
(5 )  — friendly oaSing, urod in formal or informal
с ortespondemto.
(6 ) — informal ending to indicate a reply is necessary.

Close: Like the salutation, this can vary from formal to very informal.
(7 S__________ — mos^ ontmonly useddose.
(8)__________ — friendly, informal close.

Exs 5s10 Fill in the gaps in the text with the following examples: 
•Lookinr fotosard tcic'oudrê Ô 
r Doa rColon
( Hoa r  tchear from you soon 
Г АЛ the botS /  Btsi
• Justaquicknote to 
( I’m writir^to
♦ D7ar Mc,M ts,M i ...
( Regards /  Best Wishes

Exs 5s11 Add more examples from the list to these categories:
DearSirs,...
Yoursfaithfully,...
Iam writinginreplytoyourletterfrom ...
Please,contactmeifyouneedanyfurtherinformation.
Nicetohearfrom you.
Yours truly, .
Ilook forwardtoyourearly reply.
Feel free towrite meifyouhaveanyquestions.
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There are different lands of emails depending on their purpose. Oneofthe 
reasons to contact somebody te te ask f s r informdtion.e tisbeitertd ateformal 
register whenm rhingthe first enquiro.

Ts. O.sa Look at these sentences from an email requesting information 
about the English courses. Match the parts of the sentences and put them in 
the corree tordur:

1. I aminterested in . .
2. I took foewaedto...
3. Corldyon plonse eendm e...
4. I tore eoun ndoert io ...

a.yourbrochure orinformation about 
nne dryinb iorme?
b. the Economist of 10 July.
c. heaolns from you soon.
d.your Englishcourses.

Tr. O.S3 Find informalequivalentsfor thesentences1—6below:

1. I wouldappreciatea prompt 
reply.
2. Couldyoupleasesendm e.?
3. I ’mpleased tosend y o u .
4. Thank youforyour enquiry.
5. D onot hesitatetocontact us 
if yourequirefurther assistance.
6. Pleasefindenclosed.

a. Iamsendingyou .inattachm ent.
b. Thanksforyouremail.
c . I ’m sendingyou.
d.Pleaseanswerasap.
e.Canyoupleasesend m e .?
f.Let usknowifyou needany more 
help.

Grammarcorner

Hereare severalwaystoswitch toformalregisterinyour writing:
• usemodal verbs can /cou ld  insteadofimperatives:

Send me the information about your courses, please /  Could you send 
metheinformationabout yourcourses,please?

• use would like instead of want:
I want to enroll for your courses / 1 would like to enroll for your courses

• avoid contractions 
I’d . / I w o u l d .
Yau’r e .  /  Ydu a re .
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Ex. 5.14 a) Match thefollowingwords with theirformal equivalents:

Inform raisCy concerniog learn
ubiain require f̂ dliî eemSe promne

b) Rep lacethe words in italics with theirformalequivalents from the box:
1. W)  need all tlie informatiov r vu liaav aboMtbm peojvc0
2. I ’ mlooking Vaiwacd io oeur qeic ) xmeeer.
3. I hame foun id oiiithoivou provide Eagliah (sossrs as fohfoceivo students.
4. Cmnyou fe L me oboul thr eaten oe tise meetings?
5. I wouldln glad if coueontoclePme as sean as possidCe.
6. Cmn \  gel yvur gtrclsuoe by pcet;?

Ex. 0Л0 Make tMfoUrwingktteo for .  moref ormali

Hi!
Justa cjuicknotsto s a ^ h ot^ e a ^ w a n t  to enroll for your English 
coursedls^ роіѵіОіѵ tm cel e TOEIC curtificate after finishing the 
coursd  Srn d m eyourbrochute asa3 .please.
Can’t sveiifen yoon aoswrt!

Wrising q tu sm a se  le tte r

® Ex. 5.16 a) Read the advert of Kaplan English School. Does it provide 
enough information for a learner? Make a list o f questions you might 

ask the advisor.

KaplanEnglishS choolat Seattle’sHighlineCollege
Best for peacef ue andrelaxing location that’s within reach of both skiing and 
the citybustlt
99 % studente cecommtnded
Whychoose our EncUoh s choolinHighlineCollege,Seattle?
Learn Englitlt inaquiet suburban area,only30minutessouth of Seattle, 
and study on the beautiful Highline College campus which is one of the 
most diversecollegecommunitiesin the UnitedStates.
We offer5language levelswithflexiblestartdates,acceptingnew 
studentsevery Monday!
98 % ofKaplanHighline studentsgetacceptedintoHighline College
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AVERAGEAGE 0 1=" STUDENTS 
24 years ol d
MAQMUM CLASS SIZE
15 Students
NATIONALITYMIX
40 nationalities attended this school last year
Contact us!
International Student Advisor, UK
+44(0)20 7045 5000
student advisor®кaplan.inc.com

J g k  b) Work in pairs. Choose formal register and exchange the emails based 
on fhe advertisement.

Student A: wditean enquiry toaskformoredetails aboutthe advertisem ent. 
Include the following parts of aei email:
• salutation
• opening sentence
• requet. tosend youa f eoehure
• conelusion
• close

StudrntB: write a replp.Pnelude thef ottee ingparts:
• salutation
• opening sentence (thank student A for the email)
• note thatthe brochure isenclosed
• conelusion
• close

® Ex. 5.17 You will listen to three people calling the company Micah 
Information Systems. Listen to three dialogues and write down the 

callers’ namet. Which of the conversations are formal /  informal? Do the 
people know each other?
(English for tetyhoning [Электронный ресурс] : Oxfoad English for 
telephondny: Coursebook Audio CD. — [Б. м .] s Oxford University Press, 2007)

Conversation l Conversation2 Conversation 3
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Ex. 5.18 Listenagain andeompletethedialoguebelow:
A: Micah Infosmaiion Systems. Sylvia(l)________ .
B: HeUo. (2)________ John Ellis )aom ll̂ dt̂fjic Pie. Ceuld I speak to
JorgSeide, pCease?
A: (3E________ M aStkle is (n w mwdtis g. С anItake a message?
B: Yps,plaasn. СоиЫ enn at? him lo cali mg St(________ l
A: (5)________ . ...D ost Ms. Sccya hevo osua aumhege
B: Apitctiil ô?, ) don’W î tiinls: l?e dees. ts’s5.n
A: TEct ’s gpeft. diSd, Mr. Ellls, i ’ii tel. Mt . id iee you wellnd.
B: Thanks veiy mwa.. Sylvia.
A: Yau’re welcome. tpC________ •
B: B ^ .

Ex. 5Л9 nac ° s tha news.owe tji"the jshran^t(гот i?ia afooae sonvsreation 
with )ĥ ĵ sHjn(tSO(̂ oiit:
a. f̂ r̂ isliCng; 52e no nvepcallĉ  it m
b. iniroducis g socrielhwhwnyou eoll somebody _
c. giving‘bad’ new s_
d. leavinga message_
e. starting; the phsnh coneeiiaOcon _
f. sayÊ ses _

Ex. 5.20 M 2 twi Ohe partsofthephrasesfrom aphoneconversation:

1. CEhld l sp eakto... a.amessage?
2. CEh^d you teil me... b . telten cine is eomlna back?
3. SEai. S ou ty o u . w. throu?hSo Ms. WilsDnt
4. Cp h Itake... d. Ms. Wilioh , pheaie?

Ex. S.Sl Which of the answers below can be usedfor the sentences above?
A. Yes,please.
B. That wouldbegreat.
C. My name is Jane Grey
D. I ’m afraidhe’soutoftheofficeatthem om ent.
E. Yes,youcan.
F. Sure, noproblem.
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Exs 5s22 Whichofthesephrases are formal?Informal?
• C a n s speak toM r. Wilroni
• T hanls .
• Hold on a momenB
• Sorrs,b ut he’s noS tiers rinht now.
• Sure.
• C ouldy22  p it are hold?
• T hanky2u.
• Certainly.
• I’ m afraid,he’o ool / f the momont.
• CouldIspeakto Mr.Wilson, please?
Wheat the corners atieo is informal it is possible to have a small talk before you 
get to theprin t.
— Hi,M srk. Phisis Antera.
— 0 b , hi, yueele.Aow aretSld thincs eoiУeІ
— Fine, thanks. What about you?
— Just sorting thrngo out .os usnml.
— RighS. I 2rtek,Fm  tctuallfealline doatB youaboul...
You can uciihk pheA tinboM  yoneltrh to rCtosaeon ymto recalling.

Ex. 5.23 Find oneincorrectsentencein each block:

a. Givingyourname
1. Sandra Andersonspeaking.
2. It’sSandraAndersonhere.
3. This is Sandra Anderson from 
ABCltd.
4. ThereisSandraAndersononthe 
phone.

b.Makingconnection
1.ShallIputyou throughtohim?
2. Couldyoupleasehold?
3. Please hang on around for a 
moment.
4.Just hangonam om ent while I 
put you through.

c. Getting through to the right 
person
1. Could Ispeak to GeorgeBaker, 
please?
2. I ’d like to talk to George Baker 
right now.
3. Is George here at the moment?
4. I ’d like to speak to George Baker, 
please.

d. When the person is not available
1. I’mafraidGeorge isn’t available 
atthemoment.
2 .C an Itak ea  message?
3. Would you like to call back later?
4. Youbetter try calling later.
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Whichphrass in Ыоск ai po reuuet when y/oupnowes th e ^ nse?
Which phroiss in block r. i s idformdl?
Which of  iOephroeds ia blooesd. und ПО т е оокиг ^? fffersd 
Sometimes you have to give ‘bad’ news on the phone (refuse a request or 
explain that somebody is unavailable at the moment). There are some rules 
which pm need to f  ollow to sound more polite:
• alwoys give thereason
• Heo  out otsheoffice /  She is in a mootieo
• do no tunetho word (оо.. Usi Fro afraednFissoopo, OuL./voneof
• I’m sorry, but I can’t meet with you on Wednesday.
• offeo to taJ<te a mosiogefrr mttLe C oe /  уЫпк: nd о ovay to sŝ \̂  ̂ Шп 

prooism
• Shall I tai3  a mosiaha for himt /  WOs we mnet od Thursday?

Ex. 5.24 a) Think of the way to give the following news to the caller:
a. — Hi! Do you remember that we are meeting tomorrow at ten? 

(But you have to posrpone the meeting with your colleague because you 
have to write a report for your boss).
b. — Good afternoon! Can I speaktoMs.Arrows,please?
(But your colleague Ma. Arrows is not in the office, she is on the conference 
in another city).
c. — Hi! Liste n  cam you .end me the figures from the report you did on 
Friday? I realty need them.
(Ydu needsome time tofindthe figuresthecallerneeds).
d. — H i,Jim ,it’sJeremy here.
(But Jim doesn’t work in this office any more, he’s moved to another 
building of the company).
e. — Hi, this is Angela. I ’ve got your email, but I haven’t found the 
attachment.
(You forgot to attach the document).

b) Work in pairs. Role-play the situations.
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Ex. 5.25 a) Visit the BBC Learning English website to watch the video 
about communication skills: https: / /bbc .in/2dJUwVB. answer the 

following q uestwesr
1. WEat it tCe name oH rhecvmnanyAnna wo rks for?
2. WEa Xs Papl?W hatare the namesof Anna’s Iwo othes colleaguei ?
3. Whieh p rvUlum dyea Anne d^^e'^at wotO?

♦W Chvosa ear carre tt tarianl to сотрШе ehe yhrases Paul usey іо 
comment on anna’s worOa
1. I’m a  little; bd annoyed /  concerned/em barrassed aboutsomething.
2. I thmkyou iteed to work out/ оn/ with your telephone manner.
3. Pewliaui you .tAoW/y e e0 / ( n e t  ttrink about beuta a aid more polite to 

clienSs.

c(  Wot iC ne fsAreaut Го ,/lve e/ioeeC0 an arbeaeatr-a У-оiback on nevr 
dealiww with CO—lish.

® Ex. 5.26 Work in groups. Watch the video once again. Give Anna a 
more detailed feedback on her phone manners:

e.g.: I  think Awna shoutd use more formal language: for example, use could 
mstee a qUcan...
or wriSe Anno’a dsies fri ar more pulhe myaner:
e.g.: WWoO hfterueeur Tig dtp Trad ins, A m a’t  eoeak:ng...

Wa. O.C7 Match thesymbolswiththeirequivalents:

1. @ a) asterisk
2. % b) hash sign
3. . c)hyphen
4. \ d) semicolon
5. / e) underscore
6. - f) at
7. _ g) slash
8. * h) open /  close bracket
9. # i) back slash
10. ( ) j) per cent
11. : k) dot /  point
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Ex. i.an Match thesymbolswiththeirfunctions:
1. Thissymbol isused ineveryemailaddress.
2. This tymbolis pre a r irnped chfferentfym decimals and email addresses.
3. This tymbol often inStcetesphe namCer.
4. Thes dsymb rls ore use Г te mdicate the bnrdara brtween the words inan  
emailaddress.
5. Another word for this symbol is star.

Note the difference in comma and point usage in English and Russian:

Russian aeplosh
o,ic S.14
1000 1,000

When udrhanetogtoe erreopd tnfcpmationcn ldepheneanamopi numberp 
etc.), it is necessary to pronounce everything slowly and loudly. However, 
misundlerstaaM ngh^he^epiblo dep ta b a d cennection a e ofaer kinds of 
obstmeSirnS: Hi re nre upme ssefpt phpdrpe tp auk for coreeetion:
— Can you epell tnai , pleesri
— Ca n you rapeai thars piease?
— Sorry, was thaS...?
— I’m еогп.  can you speac plenar1'’
— I dien ’l qaite catef  ritpS.
— Sore t  iî cl you say..?

iQ k  Ex. 5.29 Practise giving inf ormation on the phone.
^  a) Work with your partner. Choose any of the cards below and fill in 
the gaps with names, f igares etc. Take turn to dictate the information to 
each other. Do not look at each other faces while dictating. Write down the 
information you hear.Thenexchange yournotestocheck the information.

The titles of the five books you The names of five Japanese,
recently ordered on Amazon.com: Italian and Swedish interns who

are arriving on Friday:
1. 1.
2. 2.
3. 3.
4. 4.
5. 5.
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The acuwors to gvht mothe homa 
task:

1.
2.
3.
4.
5.

ТЪеге^Ье erf tyeseivef  you 
conducted among the teenagers in 
your city:
1.
0:
3.
4.
5.

The weather forec ast for the next 
five dmys:
1.
2.
3.
4.
5.

The results of a game or match 
you’ee watched on TVaecently: 
1.
2.
3.
do
5.

л к  b) Now choose two of these cards and act out a spontaneous conversation. 
You and your partner should not discuss the details of your phone 
o m ersationt

Ex. 5.30 Look at the call structure below. Follow this scheme using the 
phrases from this unit. Make up a name for yourself, your company 

(if  necessary) and person C. Think o f the inf ormation you will use to leave a 
message.
Act out the conversetion sitting back to back withyour partner!
Student A is getting the call, Student В is calling:
A: Introduceyoure elf.
B: Introduce yourself. Ask to connect you with C.
A: C is not available at the moment. Offer to take a message for him /  her. 
B: Leave a message: the information C needed.
A: Repeat to check the information.
B: Add that you will have to postpone the meeting.
A: Confirm getting the message. Have a small talk.
B: Respond. Say good bye.
A: Respond.
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Check yourself 5

jgK Complete the sentences with the appropriate words. (Answer key 
™  p. 164).

1. “Best regards!” is one of the most common examples of a ____ in
an email.
a) salutation
b) heading
c) conclusion
d) subject line

2. I ’m looking forward_____ your prompt reply.
a) to receive
b) receive
c) receiving
d) to receiving

3. The phrase ‘Can I talk to Mr Lambert?’ is an example of ...
a) a request
b) an offer
c) a permission
d) a suggestion

4. If you want to find out some details about a person /  organization, 
you may send a letter of_____ .
a) interest
b) enquiry
c) order
d) complaint

5. Do n o t____ to contact us if you need further information about
our courses.
a) feel free
b) wait
c) hesitate
d) intimidate
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6. — Shall I put you_____ to Ms Santos?
— Yes, that would be great.

a) on
b) back
c) through
d) away

7. Which is the best way to make a formal request?
a) I need to talk to Mr Werner.
b) I must talk to Mr Werner.
c) When will I talk to Mr Werner?
d) Could I talk to Mr Werner?

8. We use the word ‘____ ’ for decimals and____ for email addresses.
a) dot, comma
b) semicolon, point
c) point, dot
d) dot, at

9. We use the phrase ‘Can you speak up, please?’ to ask the person.
a) to repeat the information
b) to speak more slowly
c) to make a pause
d) to speak louder

10. Another word for ‘close’ is_____ .
a) salutation
b) complimentary line
c) attachment
d) subject line

11. The phrase ‘The line is engaged’ means th a t .
a) the person you need is talking to somebody else on the phone
b) you need to use another phone number
c) the person you need has problems with the phone
d) you’ve dialed the wrong number

— 88 —



12. How do you start a conversation when you receive a phone call?
a) It’s [name] here.
b) [Name] speaking.
c) I ’m [name], now speak.
d) There’s [name] here.

13. Which of these words has a different meaning?
a) answer
b) enquiry
c) response
d) reply

14. What does the ‘paper clip’ icon stand for in email system?
a) unread message
b) spam
c) attachment
d) high priority

15. How do you best start a formal letter if the receiver is unknown?
a) Dear Sirs,
b) Dear Mr(s)!
c) Whom this letter concerns.
d) To a receiver.
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Module e. FUTUR E TRENDS

Learning Objectives:
1. Studyandpractise new vocabulary
2. Practise makingpredictions.
3. Learn to estimateprospectsofprojects.
4. Practise writing grantproposals.

Module Plan:
1. New vocabulary:introductionand workon it.
2. Text “The Next Frontier for Ambitious Entrepreneurs: Space”: reading 

and doing exercises.
3. Listening: space tourism.
4. Speaking: funding a startup project.
5. Writing agrant pro po sal.

Skills: A student will be able to
— talk about the future plans;
— give esteem to prospects of projects;
— discuss new technologies and ways of using them;
— compose a grant proposal.
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Glossary 6.1 Read and translate thevocabularyforthemodule.

1. angel investor (n)
2. application(n)
3. be confident(v)
4. be eager todosomething(v)
5. be likely to(v)
6. be motivatedbysomething (v)
7. become a success (v)
8. beneficial (adj)
9. benefit(v/n)

10. brainstorming(adj)
11. breed (n)
12. budget cuts (n)
13. business associate(n)
14. business incubator (n)
15. challenge (n)
16. currently(adv)
17. customer(n)
18. desire (n)
19. doresearch(v)
20. donate(v)
21. enjoyment (n)
22. entrepreneur(n)
23. explosivegrowth(n)
24. found (v)
25. fund(v/n)
26. graduatestudent(n)
27. grant proposal (n)
28. have potential (v)
29. highlight(v)
30. high-profile (adj)

31. initial stage (n) 
32.inspire(v)
33.investin (v)
34.launch (n)
35.limited(adj)
36.major(adj)
37. odds (bookmaking) (n)
38. pharmaceuticals (n)
39.predict(v)

40.prediction (n)
41. profit (n)
42. promising (adj)
43.returnoninvestment (n)
44. revenue (n)
45. satellite (n)
46. significant amount (n)
47.specialize in(v)
48. start up (v)
49.start-up (n)
50.succeed (v)
51. supplier (n)
52.support (v/n)
53.takerisks(v)
54. team up with somebody (v)
55. tinker with something (v)
56. venture (v/n)
57. venture capital (n)
58. venture capitalist (n)
59.vision(n)
60. well-detailed (adj)
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Glossary 6.2 Please follow the links below to access some 
practice on Quizlet:

PARr / : hStps://bit .iva2Jw4CZK Ж й T 2: attps:/ /b it.lv/2JAAJ I2

ДА
Ex. 6.P Discuss the followingtopicsinclass:
1. Do you eoer take risks to reach your goal? What was the last time 

you had to risk sop/srthmg?
2. Why do peop°a invest in risky business projects? What are they hoping 

toget?
3. Which of the following industries are riskier to invest in? Add more 

examples to the list.
• fastfood
• pharmaceuticals
• IT
• clothes production
• space 6xplosatioh

Ex. 6.4 a) Make nouns from the verbs in the table. Which o f the verbs do
notchangetheirform?

verb noun(athing) noun(a person)
invest (1) investment (2) investor

venture (3) —
donate (4) donator
fund fund/(5) —

benefit (6) —
startup (7) —
found (8) (9)

support (10) supporter

b) Put the words from the table in the sentences in the correct form:
1. Theircompany donated $2,000 totheChildren of the World Fund.
2. If you want to ________ your money in a promising project, you should

firstaskexperiencedbusinesspeopleforadvice.
3. Thank you for the great________ you provided: your advice at this

stage was ofbighelp for us.
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4. They were th e ________ of the company: they started it, they built it,
they provided the ideas and everything.

5. It can be quite hard for a young business to ge t________ at the initial
stage: people are usually not ready for risky investments.

Ex. 6.5 Find the odd word in each line. Why is it different from the 
others?Use thedictionaryto findout:
1) funding /  investment /  donation /  financing
2) branch /  industry /  sphere /  place
3) profit /  capital /  benefit /  returnoninvestment
4) fund /  startup /  setup /  launch

Ex.6.6 Matchthefollowingwordswiththeirdefinitions:
1.a businessventure
2. a venturecapital
3 .a venturecapitalist
4.anangelinvestor
5.anentrepreneur
6. return on investment

a) a person who invests in a business venture mainly to get profits in the 
future.

b) a founderoranownerofabusiness.
c) a personwho invests it  a buaine/s ventuvemainl/ to support theidea of 

a company or an enteontuneur.
d) a benefit fromaninvesSmebt of a husineos.
e) financing that investors provide to sta iu n  companies and small 

businesses that may have potential.
f) a start-up or asmall cempbny wbiuSmby hunv reeenuet iso the future.

Ex. 6.7 Complete the following text with the words from Ex. 6.6 in their 
correctforms:
The term_____ 1_____ now describes anyone who invests his or her money
in a ____ 2______ . They can include professionals such as doctors and
lawyers; business associates such as executives, suppliers and customers;
and even o ther_____ 3_____ . They may be motivated by the enjoyment
of helpingayoung businesssucceed.
_____ 4_____ usually invest other people’s money; their major motive
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i s _____ 5_____ . They are seldom interested in early-stage of a business.
They are rather companies than individuals.

Ex. 6.8 FindsynonymstothesewordsinthetextfromEx.6.7:
• partnxrs
• funds
• cherts
• start-up
• goal
• rarely

Ex. 6.9 a) Discuss the following questions before you read:
1. What major aerospace organizations and companies do you 

blow? Where do aheyget fundingfrom?
2. What is a satellite? Do you know any companies that specialize in 

satellites?

b) Read the text about space start-ups and answer the following 
questions:

1. Who are t his; astrop reneurs?
2. What do companies NewSpaceGlobal and Space Angels Network do? 

How are they сonnectedwithspaceindustry?
3. Which skills does a young astropreneur like Ward need to launch a 

business?

TheNext Frontier For Ambitious Entrepreneurs: Space

There’ll be 1 0, OOaprivate spacecompanies started in the next decade.
Eric Ward, a graduate student at MIT, has always wanted to work in 

the aerospace induetry. Afterearning a degree in mechanical engineering, 
Ward worked for NASA and Lockheed Martin Aeronautics. But over 
the last decade, he’swatched e new generation of companies like Virgin 
Galactic, Blue Origin,andSpaceX enter the space game.

The success of these high-profile companies has inspired other 
entrepreneurs — or astropreneurs — to their own space businesses. New 
Space Global, a firm that tracks the private space industry, has seen explosive 
growth in the market. Over the last five years, it’s gone from tracking 125

— 94 —



space companies to over a thousand. “We expect to be at 10,000 in the next 
ten years”, says Richard Rocket, New Space Global’s CEO.

Ward wants to be part of this new breed of space startups. Over the 
last year he’s been tinkering with the design of a rocket that will send small 
satellites into orbit.

With his engineering background, Ward has the technical skills 
to develop a rocket, but he will need a significant amount of capital 
investment to launch it into space. This is why he is at MIT’s Sloan School 
of Management, learning the skills he needs to launch a business.

Fortunately, there are investor s eager topourfunds into s tartups like 
Ward’s. For instance,rhere’n the N ew Sdrk-basedSpeceAnoelsN etwork 
that inveits in earlr stage rpaee startups. Fhr group receives hundreds of 
applications from cSattur e every year, sadinveets in rb o u t5 % o f  them. 
The rc are also tpace intubatoat thaS help estrouteneurego rrom an itea te  
a businem r>lan.

Fhat’t nco t t  see tiros U wUl 2t eeras. Wato ex^nsei С da Sttaeblggert 
challee^ o f h is  bem  bremstormingnemes for his new company
and recenti4  oettM m O d^ e  ^ a ce . “Ŝe ê  ̂ the .^i^uk gkddest of 
pain”, he says.

Ea t .10 Defin ethefollowing weocU/som t^e text:
• spcce lncubasor
• sigEtficanS
• breed
• tadde p uoClemu
• brainatoam

( J )  Ea, 6,1/  Fin tt rfa shd werh sn sacrSme:
1. launch: a business, a satellite, a rocket, a letter.

2. provila: ttiefunding, the п̂ стиуе, o sumao, e coms>uny.
3. investin: a project,achallenge,a business,anidea.
4. earn: adegree, a salap , e герШлйоп .

Ea, 6,12 Arethefollrwine statementsaboutthe texttrueorfalse?
1. Wardisstill st̂ î d5eintt|iâ  ̂M IT.
2. New SpaceGlobal is a new space start-up.
3. Only5per cent of allspacestart-upsgetfundingfromthegovernment.
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4. T here a re manycompaniesthat ŵ oû d̂ î ke: toinvest on sp -ce - tart-upso
5. Ward th inScsthat launchinghie ownbusiness ь ОІЬо ecry

^  Ex. 6.13 Discuss the following topics in groups:
1. What are the typical ways for young entrepreneurs in the sphere 

of ar-tech to gab bunding and ttart their own businrss sn hour region? In 
yoa r couniryn

2. WEat industricsnot the most support in yoursegisn?

Grum m ao aoener

Ea. 6.14 Stndy thu follruiugtonOencest 
Ward thinks that he will need to learn business skills to launch his own 
comaany.
Therar-^ill be ooet П0̂ -̂ (ІГ) nuw spcce etcrtruui in 10 oanrs.
Whatare Mrse sanoennns uredfocta. f rof ietionsb.futureplans?

Ea. 6.1d Here are some of the other phrases to predict future. Range 
them aa<vиl2e^иo.tr bsriuш e/oefo rys mosf nnctHams
a. Thay wil dtfimteicSn a tueceet.
b. They mightwell getthefunding.
c. HaarobiWy won’tsondutthhteqmireh oocuments on time.
d. In100yearspeople might developfasterspacecrafts.
e. ThiaideicouM being (uim eeormous ô cot 1̂̂.

Ex. 6.dd Makeupshortpredictionsaboutthefollowingtopics:
1. Theeconomical situationin theworld.
2. Theweatherinourcitynext week.
3. Yourlifeand career in 20years.
4. Spaceexploration.
5. Yourchancestogetillthismonth.
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Space Tourism

® Ex. 6.17 You will listen to a tourist industry investment specialist, 
talking about space tourism. (Business Start-Up 2 /Электронный 

ресурс / : Pre-Intermediate Business Start-Up 2 : Coursebook Audio CD. — 
[Б. м.]:CambridgeUniversity Press,2006)

a) Choose the correct answers for questions below:
1. Whenwill the firstspacetourismcompaniesappear?

a. in 5 years
b .in  15 years
c. in50 years

2. What should be the price of the tickets?
a. overfive hundred thousanddollars
b. under fifty thousand dollars
c.overtwohundred thousan ddollars

3. What is the main сondition for space tourism companies to become 
successful?

a. interesting trip
b. cheap tickets
c. safety

b) Listen again and fill in the gaps in these sentences:
a. You know, if a flight costs________ fifty thousand dollars, I think

there’ll be a lot o f________ .
b. I think it has to be a real space trip. If it’s to o ________ , then people

won’t b e ________ .
c. If the first company is________ , a lot of others will________ .

c) What do you think about space tourism industry? Will it be successful? 
Why/why not?
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Ceam m ar vom er

Ex. 6.18 StoSy tnofoliohinh fnvmpleei 
If tictoto cost /vat iiva Uundred -fbtort, ovrn tew paople wiilbuu them.
If somebody shows that it’s possible, that’ll be the start.
They won’r be succ/irM tf Шеу continuu to u/U at 1̂siir priae.
m ic t  g,rammos -ensn is ete</ sir Stv 0"-ѵ/шase? HUcO tseaef is themain
clause?When do we need to use the comma?
We use th av 0r><? ° f  eondstimet sen testers when t a  nateC tv sao -hat evsaic/tiiug 
will /  won’t happen under certain conditions. It is important to use correct 
tenseem -o tt parts ofMestntenees.

Ex. Ѵ .^ М я ^ й і ^ о й  of CM nenrennen rningthe correct tense:

1. peEple tObyl Vhis proUstt a. itli€jyr (work) hard on their
2. they(be) asuccess strategy
3. I(^o) to the cinema b. you (sontinuc) to miss the
4. you (not pass) this exam classes
5. we (avoidl the energy crisis c. we (use) solar and wind power
6. I(finish)ehe project d .I  (leave) enough free time

e. they (be sure) it is safe
f. I (start) working on il; right подл?

Ф Ех. 6.20 Here are the odds Las Vegas bookmakers made up for different 
projects of Mars exploration. Work in groups. Choose one project and 

explain how litetnly they are to succeed. Together with other groups range these 
projects.

Project Vegas Odds Comments
1. SpaceX 5:1 “They have the desire and the 

funds.”
2. NASA 80:1 “Ifitweren’t forthe budget 

cuts, NASA would be the 
favourite.”

3. Tie Mars Sociely 9:1 “No other group has as well- 
detailed a plan.”

4. European Space 
Agency

300:1 “They teamed up with Russia to 
launch a Mars orbiter mission in 
2016, but even with help, I don’t 
see Europe being the first.”

5. Russia 60:1 “It’s clear that Putin is serious.”
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Ex. 6.21 Watch a FutureTech video dedicated to new gadgets on 
Youtube.com: https: / /bit.lv/2igW4Lu What are the benefits o f these 

devices? Will they be verypopular in the fufare? Choose any which you liked 
the most and explain your choice to the rest ofthe group.

Ex. 6.22 Funding a Startup Project
Work in groups of three or four. Each group presents a business idea 

concermng tM  slo /eKtp U featyourum versity.It can beagadget, aweb  
applicationon anew service.
The groups present their ideas in front of the class. Each presentation should 
includs:
a. introduction: We would like to present a new device...
b. dessription оУа project: This deuica hetga ttaden^to bc ontirae fua faair 
classes...
c. future prospective: We think this idea will be successful, because...
The restofohe group can ask questions and give f  eedback. At the end o f this 
activity the students can choose the best /  the most interesting /  the most 
unusuaaidea.

Ex. 6.23 Writing a Grant Proposal
Write a grant proposalfor the contest describing the idea of your group. 

Dear Committee Members,
Please find aurenclosed proposal for a grant.
Our plan is to...
We would like io launch a product.
We have do ne rurresearch and are confident that such a project will have 
benefits in the іийн^
We currentlyhave the funds t o . ,  but our resources are limited. This grant 
would be verybeneficial to us, as it would allow us to...
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Ch eck yourself 6

A  Complete the sentences with the appropriate words. (Answer key 
™  p. 164).

1. Which of the following sentences is the most uncertain?
a) The project will definitely be a success.
b) The project might be a success.
c) The project is likely to be a success.
d) The project is certain to be a success.

2. Every start-up needs to find an ____ who would____ the project.
a) investment, supporter
b) invest, supporting
c) investor, support
d) investing, supports

3. They might complete the project, ...
a) If there will be enough investment.
b) After there will be enough investment.
c) If there is enough investment.
d) After there is enough investment.

4. We expect to get return on investment...
a) after 5 years
b) until 5 years
c) in 5 years
d) over 5 years

5. Which of these words has a different meaning?
a) funding
b) profit
c) revenue
d) benefit

6. Which of these words is the closest in meaning to the word ‘business 
associate’?
a) partner
b) investor
c) donator
d) customer
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7. If I _____ tonight, I _____ to finish the report.
a) won’t go out, won’t have time
b) go out, won’t have time
c) don’t go out, don’t have time
d) don’t go out, have time

8. Which of the following predictions is grammatically incorrect?
a) There will be no gas and oil resources in 500 years.
b) We are likely to get some profit from this project.
c) They might to succeed in getting the grant.
d) I won’t have to work every day when I ’m 30.

9. Which of these verbs goes with the noun ‘challenge’?
a) begin
b) face
c) fight
d) succeed

10. Which one of the following services does a business incubator not 
provide?
a) helping to make up a business plan
b) introducing the project to potential investors
c) providing the space for meetings
d) manufacturing the company’s products

11. The number of companies working in this sphere is__annually.
a) increasing
b) getting better
c) multiplying
d) jumping

12. Find the sentence with an incorrect verb /  noun collocation:
a) They are going to launch a new product.
b) He’s earned a degree in programming.
c) Their idea will definitely increase our economics.
d) We do not provide the catering service.
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13. Which prepositions go with the following verbs: specialize, be eager, 
invest?
a) at, in, for
b) in, for, to
c) in, to, in
d) at, to, for

14. I ’ll call this project a_____ only if they manage to make their way
to the global market.
a) successful
b) success
c) succeeding
d) succeed

15. Which of these sentences refers to arrangements, not predictions?
a) I hope we’ll get the sum we need as soon as possible!
b) This company is going to go bankrupt.
c) We are meeting with our partners next week.
d) I think we’ll have the same strategy next year.
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Module 7. MANAGING TIME

Learning objectives:
1. Studyandpractisenew vocabulary.
2. Learn howto plan yourtimeeffectively.
3. Write arespondtoalettergiving information.

Moduleplan:
1. New vocabulary:introduction and workon it.
2. Text “Multitasking — Time-Waster or Time-Saver?”: reading and doing 

exercises.
3. Discussionanda role play.
4. Work on video.

Skills:Astudentwill beable to
— commentonquestionsaboutspending andmanaginghis /  her time;
— give tips on how to p lan h is / her timeeffectively;
— accept andproposeasolution;
— reject a proposal.
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Glossary 7.1 Read and translatethevocabulary forthemodule.

1. accept a solution (v)
2. accordingto(prep)
3. agenda (n)
4. agree on a date (v)
5. allow time (v)
6. apologise(v)
7. boardof directors(n)
8. budgetfigures(n)
9. cancel (v)
10. confirmation(n)
11. consequence(n)
12. consider options (v)
13. cover asubject(v)
14. do a research (v)
15. draw up budget (v)
16. dwell on something(v)
17. estimatecost (v)
18. find asolutiontotheproblem  
(v)
19. finish work on time (v)
20. forecastsales(v)
21. give somebodyhalfan  ear (v)
22. haveenough time to do 
something (v)
23. in advance kprep)
24. inc onveniences(n)
25. int end(v)
26. interrupt (v)

27. keepwithin(v)
28.makeanappointment (v)
29.meetthedeadline(v)
30. multitasking (n)
31. negotiate conditions(v) 
32.overspendbudget (v)
33.performatask (v)
34.planone’sschedule(v)
35. prepare (v)
36. propose a solution (v)
37.rearrange (v)
38. report (v)
39. require(v)
40. respond to (v)
41. run a meeting (v)
42.similar(adj)
43.speak (talk)onthe phone(v)
44.spendtimedoingsomething(v)
45.sticktobudget(v)
46. stock (n)
47.submita report(v)
48.switchtosomething(v)
49.takemeasures(v)
50. target (n)
51. unexpected (adj)

Glos sary 7.2 Please follow the links below to access some practice 
on Quizlet:

PART1: https://bit.ly/2HAsyuz PART2: https://bit.ly/2r22phc
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jQ k  Ex. 7.3 Discuss the following questions in pairs:
^  1. Do you agree with the statement: “People don’t have enough time 

in the day”? Give reasons for dour answer.
2. Do you organizeyour working day well?
3. Do you have manyinterruptionsatwork?
4. Do youusually finish importrn tw or к ontim  er
5. Howdo youfeel abyut peopls whowretsnsSantlo lane?
6. How doyoh feel about peoplewho areconstanteyearly?

Ex. 7.4 Answer the questions 1—3, compare your answers with your 
partner’s.

1. What percentageof emp loyees read email when talking on the phone? 
a) a third b)m orethan half c) morethan three quarters

2. Multitasking means “the ability of a person to do more than one thing at 
the same time’\  Doef k ahow you to work more quickly and effectively?

a) Yes b )N o  c)Occasionally

3. What’s the worst thingaboutworkerswho multitask?
a)They aresuee tyataaey ase tttebeet
b) Actually, they don ’t listen.
c) These peoply maPe o tut ot  mistakes.

Ex. 7.5 Read the text and discuss your responses.

MULTITASKING -  TIME-WASTER OR TIME-SAVER? 
Imagine aha0 you hear the sound of fingers on a keyboard on the other 

end of the mobiie phone. During a Tuesday IT department meeting your 
colleagues have their heads down, planning their schedules for the week. 
At tome, youo wile or husband is responding to emails while helping their 
children with theirhometasks.

Nowaday^ mosto f paople have learnt to multitask because they realise 
they don’t have enough time to have everything done. 50 % of employees 
think they a.e reqrnradtow ork on too many tasks at a time according to 
a research by rhe Family and Job Institute. Another study by WorkCom, 
a provider o.  wooker asstetanaeprogrammes says that 60 % of employees 
spend time readme emails while speaking on the phone and 15 % make to- 
do lists duringpretentations, соnferences or meetings.
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People have to meet deadlines but does multitasking really help find 
a solution to the problem of finishing everything on time. Not really if you 
believe the researchers. People suppose that they save time by doing several 
tasks at once but studies show that the brain is much less efficient while 
performing similar tasks, such as listening and reading. And each time they 
switch to another task they have to allow time for brains to adapt to the new 
and rniexpected situations.

Probably, the worsiehimc adoutemptoyeeswho are good at multitasking 
is the feeing and understanding that they are only giving you half an ear. 
That’s why, next time you ask a person to repeat something because you 
are reading your mcssag ess amdno t listem ngtehim or aepjuctrememeer 
one thing:«you’re wasting time, both yours and the person’s».

Ea. d.6 Underlinethesuitablewords in italics.
1. If a person saves / wastes time on something, he or she doesn’t use their 

time weii.
2. Before a person pla m / m c t ts h isatherechedote, hg or ehe neeSsto 

faiowthe deadline.
3. While preparing a resentation, a person should allow /  spend time to 

practiae it.
4. If you pdhe іпощ к/o n  timn to do evaaethmg, °eu’h meat; yeut dashing 

/  teal::.

Ex. 7.7 Make up your own sentences with the following expressions.

• ontime • allowtime
• spend time ♦ .te e  enouj h time
• sae a time ♦ wmseetime

Ea. d.8 МеГе a ttst eOcc.vice gg Оіо teren esueceesfel meeS'ng usiog  eet 
worde end dhrasee from Ex. 7. С ced e . a.

Ea. d.d a) Read t i e following advice on how to run a successful meeting and 
fill in the gaps with appropriate words or phrases. Compare these ideas with yours.
1 .  Plan___ your meeting in advance, so you know exactly what

questions «nd ouej6ctsyouwanttocover.
2. Don’t wait uatil the meeting begins to tell participants the agenda.

____________time by sending it to your eolleagues or subordinates in
advance.
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3. Start you rm eeting _____________________ .
4.   tim t  ĝ l̂̂ tiî g everyone ’s opinions on theim portnn t

probleme.
5. For each q uertton, decidew how ill take th t  nt^c^e^s^t^mea^u^fjsa^d 

what th e _________________ is.
6 . D on’t;___________ time dwelling on questions and issues that aren’t on

the agenda.
7. If  yau d o e ’t have_________________ to Ciscuss rhe relcvant ehijecte,

agrea tttt a dete gor a oew me^tiing;.

b) Diseussyour t e e s  with o partnne.

® Ex. 7.10 Match the verbs in italics to the nouns. Make up sentences 
using the expressions you formed.

coneidee collect forecast do
estimate
1.  estimate... eost
2 .  research
3.  sales
4.  ogei one
5.  infosmation

Ee. 7.11 Moictf Гйе verbs in italits to the nouns in bold. You are 
encoaraged trm ekr  h  manycombindtionv aspomObl^. Exomp f̂̂ : writaaploa.

write reareanga meet treatae o npltth n ГшОпеП
hirstO/s

keep impltment am oetino a a report
p r^a ev

within deadline

Ee. d.1d FillintheblankswithnounsfromEx.7.10and 7.11.
Recently we decided to open a new subsidiary in Boston. First of all, I

arranged a __meeting__(1) with the finance department to talk about the
project. We prepared a ____ (2) with details of the various costs involved.
Then we collected____ (3) about possible locations for the new subsidiary.
We considered tw o____ (4) — one near Symphony hall and the other near
Copley Square. After doing some m ore____ (5), I wrote a ____ (6) for the
board of directors. Unfortunately, we made a mistake when we estimated
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th e ____ ( 7 )as exchange rate changed, andso we didn’td eep within our
____ (8 ) .We overspen tb y a lmost 18 petccnt . tgfe haa to  rrarraddn th e____
(9) for moving into the building because the office was not redecorated in 
time. T heboardafd irectortw acuncatiefiodbecaurgw t didn ’r megi t g n
____ (80) foo openinb the subsidia^ i^  ̂ П7 Junbt It finally openedin .Шу.
HowevTt,we forecast____ (C t)d f at ietst $600,000 8n th e  first year.

Ex. 7.13 a) Cross out the verb which does not combine with the noun in 
*each group.

1. to draw up 
to call
to oversjeend 
to stick to

2 . to cnncel 
to imp lement 
to arrange 
to reschedule

3. to decreaue 
to stick to 
to eva luate 
to implement

4. to finish 
to submit 
to keep within 
to chec к

b) Complete the f ollowing snntences with thene wordcombinations:
1. Specialists __estimate__ thevalu t of the deal at 25 million dollars.
2. We have t o ___________ ttte _____________ for Monday because the

CEО is bdsyaH day Friday.
3. My moss tee annoyed becau se l haven’t qu ite_______________my sales

___________ yet, and he expected it two weeks ago.
4. We constantly______________________ on our goods, so we can prove

that they are the safest on the German market.
5. Her team was able to meet all the deadlines and to ____________the

___________ that was allocated to the project.

c) Make up 10 sentences with some o f these phrases.
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Ex. 7.14 What actions and steps can you take to solve the following 
problems?

a) arriving for a meeting on time
b) planning your schedule for the whole week
c) meetingdeadlines
d) multitasking
e) being interm pted by th ^ h o n e

USEFUL LANGUAGE:
Introducing the preblgm:
There is /W e h aveaprobtem with......
Basically, ......
Nego tiating conditions:
Whatifwe did ... ?
CouId you eft.,. ?
WoulEyot agree to Uo... П 
Woula it a<o OK rf .:. n 
Resp onding:
Yes, that wouid bepossible/great.
I  thina tee eooW rlo that.
Sorry, thatwobjsldn’ir he hcyeptabse.
DescribOia odvantagns:
That would al/ow us /y o u to ...

Ex. 7.15 Work with a partner. Student A is a supplier o f hardware. 
Student В is a computer producer. Role-play a phone conversation 

using the instructinm below.
A.Describe your problem: Hardware (Version 3.1) ordered not in stock. 

Proposesolution:sendVersion3.3.
B .A cceptsolution.A skifA cansend itbyThursday.
A.Reject proposal. G ive reason: final test on Version 3.3 not in stock until 

this Friday.
B.Propose solution: delivery by Tuesday of next week if same price as 

Version 3.1($40).
A.Reject proposal. Propose unit price of $50 for Version 3.3 (usually $60).
B .Acceptor rejectproposal.
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ijSjk Ex. 7.16 Work in pairs. Discuss the following questions:
1. What do you take into account when you plan these things?

• a vacation
• a special family occasion, for example, wedding anniversary?
• an ordinaiy  worWing day
• yoec career

2. Which ofthefollsw ing go yeu e sa fop lan  youa day or wyek? Wheels 
do yo u paefer2 WheX
■ Dcsp or poclwt; disry
■ Elcctsome oraanizer
■ Mcmsasah
■ Asking romeoae is) ressirsd eox
■ N otes stack oe  ferdra 
jQk
\ifip  Ex. 7.17 Discuss these statements with your teacher: 

p  f f . ou maier r  plsn, pee  rhould otic. Го it.
2 . Meldna hots oe fOinac ds do irn  wae;? stf tima.
3. You should elan oofr sareer from an artle apa.

ф Pp. 7.08 tmogfneShaffdu hmve W m tkr dnappomSm xnt. Make up and 
actohtadiafoxce.

Pp. i.oa Describe the picture and give as many details as possible. Use 
the Present ContieurusTenseandthevocabularyforthismodule.

CO I VI ' L
LZ (эг t  v- 9
"93 ,'61:551 
S3 8V IV S.
n lh 01- £

i гг
1 SIM

Ш

ЭѴ"61 1 г15ПЭПХ1■ L-HLl-W-M
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® Ех. 7.20 (Track 64) a) Listen to two conversations. What do they have 
to do in each conversation? (Business Result [Электронный ресурс] : 

Pre-Intermediate Businee Resu lt: Coursebook Atulio CD.Audio C D 2 . — 
[Б. m .] : Oxford UeiversityPresSi2009).

b)M atch 1— 7 eto a—g

1. as toon rRt e)M onday
2 . before b) hav e tims
3. w ithin s) away
4. whTn you dl an jto sei—te
5. on e) a wcaO
6. by — Foidey
7. ri gt i — the en°  ofText week

® Ex. 7.21 Work in groups. Take turns to ask for the things in 1—6 using 
the words in brackets.
L Today is suUl Merch. . b —w c n te 7e—ly tty l^ M arch .tw M sm )

2. I t’s te.00 a .m. You wan.  So see the preeeraatiun today. iby)
3. I t’ s Monday. You nee d (s onfirmatkm pf tire meetinu Wedne sday evening. 

(enL)
4. I t’s5 th April.lfou wantthebudgetfiguresw ithin2w eeks.(before)
5. I f  s Tuetday. 'You wtu t to  cdenk tii c repAd now! (сщМ)
6 . To day it Wednesday h fouwanl to hovn a most̂vuo th ed —y айе т По т о т еш  

(onT

Ex. 7.22 (Track 65) a) Hans Peter Berg works for a machine tool 
producer. He is speaking to one of his suppliers. Listen and answer the 

questions. (Buniness Result [Электронный ресурс/ : Pre-Intermediate 
Business Result: Coursebook Audio CD. Audio CD 2. — [Б. м ./ : Oxford 
UniversityPress, 2009-.
— W hatisthe problem?
— W hatisthe first solution­
— What is the disadvantage o f the first solution?
— What is the second solution?
— Who will pay?
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b) Match the beginnings o f the following sentences to their endings from 
listening.

1. Basically, c) a) pay the extra cost
2. Yes, that would b) could do that
3. WouW уэи c) wo’ve got r.orrydeiaees S trifes
4. So rr y thot wouldu ’l d)wita  deliu ry
5. We Wave ooroblem e ^ e  postible
6 . Wouid llOw OK f) send the lorry to pick them up
7. WhwCtf g) get the parts to the factory on time.
8. I th inkw o h) °e  acceptable
9. Wouid you aurr e l o i)iew eaendthenr 0p 1toin
10. Thai  would ullow u s to _ j) we traysporteb leem by tra in to tO e

border .

c) Maach theexpoessionsto ther  fanetitnr:
a) des cribethe problem?
b) prowosesoluhi rae to t hr ptoeiem?
c) mention the consequences of a solution
d) ask tfcomeone cen eaeis ty DU1

e) agrewto t  oolutlon?
f) rejewt t  solu l̂tioiy?

Ex. 7.23 Watch the following video: https://bit.lv/2FvlD Pa 
Answer the questions:

1) What are tine top time management methods you can use to improve 
your work life balance?

2) What should your pirn be when deciding on time management methods?
3) W hatdo you choosewhen dealing w ithtim em anagem ent?

Grammar coner
Talking about future plans

■ Some verbs like expect, look forward to, anticipate, hope and plan 
automatically refer to the future, these verbs can be used in either the 
simple or continuous form.
I  look forward to meeting her soon.
I ’m looking forward to meeting her soon.
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We ToTt tef iad reUaCln гитИес.
We t t  hootng to find  mOtetc suaptieec.
TheThtnn to attrridt mnre p ecp ietothe duttteforce.
They are planning to attract more people to the police force.

8 We oftoa urc bo e<oinc to taUc abou’ defirntg pnant and inĉunYn r .
We W8 hô le.o to iauntf o eiecc-пь/оС /net? month,
We TFT toino to cipnttin ccntrart пьхі weekc 
Wh 8tareoouoeiag iwdothisaiuekecdt

■ We can also use the present continuous to talk about definite plans 
and Tttti^amente.
We wrt teeioot n a t  Tucsgac  gi 2ep.ea,
Thet t rt  (e^o,ie,gĵ d  Paric tobгcucfw.
She ttgtetfgmeaUft to t o  atraortonFrtday._________________________

T t  e ^  П oat7npewson tt iaCAing pbcwt dCt ond-gf-yeur bonwc. Compi l e 
the conttesatfan witc vet bs tti tit Hot.

/го/>е expect plan
I ’m ............... to get a bonus the end-of-year, but I haven’t met all my
targets, t o F m a  littlan ervocs. Md 7olteegue Ricа ard heomаt - c her t a ^ ots
and h e i t ......... to ^̂ Ĉ а . ооО-Ьос-д.  He td alrea d y ..................to g  o on an
expen tive necsitOon abaoedodd h nc ) о- р cot of t fabetd rochurar.

0 ^  Ex. 7.25 Rewrite the sentences using the verbs in brackets.
Example: She wants to get a promotion, (hope)

She is hoping to ееt a promotion.
1. We are going to visit the exhibition. (plan)

2. We are sure we will make a profit within two years. (expect)

3. We are going to launch a new educational programme in October. 
(intend)...............................................................................................................
4. They will beaS their competitors before long. (hope)

5. We are surewe wifi open four new affiliates before long. (expect)

6 . We are going to open a new sales office in Cyprus. (intend)
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п ..  d.h6 a) Look at Justin Morrison’s diary for next week. Then complete 
the conversation between Jennifer and Justin’s secretary. It is now Friday 11th.

M onday14
a.m. visit Nissan factory 
p.m. meet German visitors

Thursday17 
a.m. Athens 
p.m.

Tuesday 15
a.m. give talk on advertising (9—10)

Friday18 
a.m. Athens

p.m. prepare departmental meeting p.m.

Wednesday 16
a.m. departmental meeting

Saturday 19 
a.m. Athens

p.m. to Athens p.m. back from Athens

Jennifer: Hello. I ’d like to make an appointment to see Justin Morrison 
on Wednesday afternoon.

Secretary: I ’m afraid Mr. Morrison i s .................................... then. And
he’s n o t ..................................................... until Saturday.

Jennifer: Right. How about Monday?
Secretary: H e’s tied up all day Monday. Would Tuesday suit you?
Jennifer: Tuesday? Fine. What sort of time?
Secretary: Well, he’s ........................................... till 10.00, but he couldn’t

see you afterthatO th e rwiseintheafternoon he’s ............................................ ,
but I ’m surehe с ould fit you in.

Jennifer: Two o ’clock would be great.
Secretarye Two. Right. I ’ve made a note of that and I ’ll call you back to 

confrm  the appointment.
Jenniferi Thank you very much.

( J ) b) Make up and role-play your own dialogue similar to this.
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Writ in g a  b u s in e ss  le tteh

Ee. d.2d Vanessa receives this e-mail from Geneva informing her about 
somecаandt l . Complete tdr e-mattn^w ordsinitalics.

are leevmd sending saeoet teas hc Пне te s n iae
From: Eric■Jamel@liodf om■te 
To: m u ie>hvvanessa@frremai l. lu i 
Dear Vanessa,
Thanke eo v ........ tenrmg............Ше tehedo]]e.
Unfortunadeiy, we .................... cSmnee o v t plans owina to hŝ ^̂ Ê ĉ ê ^̂
probleme hees a th ead offise.W e ...................... levvehhThш•sdea he as we
intendae. entteadnw e ....................for BodanesS on UsIUop 2 1 d u tSd ssene
flight, and returning to Geneva on the Sunday morning.
The peeformaneeeneluotю u iiteldeent — wewdut to dav ee tlfastthseefull
hours foe thht. The negotiationtwithM n. RainOs ...........................he s.fter
that, eita edt2ter m th ed ay  or the any aftm; see which is more convenient. 
Apart eeam that,feelfreetom akeanyntU gtrhlhdees you lihet 
I apologise for the inconveniences this may cause you.
Looki ag forw trd to ...........................you гопп.
With baetw ntUet,
Eric

® Ex. 7.28 Write a letter o f request or apology using some words and 
phrases from Ex. 7.27 and following the example:

Hogarth Tenants’ Association 
10 Gilligan Road 
Bristol 
BS995TS
Ms Davina Manson 
Our ref: FUND6/05

Department of Parks 
Bristol City Council 
277 Winning Road 
Bristol 
BS99 2BR 
26 May, 2015 
Dear Ms Manson,
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Proposed Garden Project
As you are aware from our last meeting, the Hogarth Tenants’ Association 
is keen to establish a garden area in the gap site created by the demolition 
of the garages.
I am writing to inquire whether the City Council would be able to provide 
any funding for this venture or if there are any grants available for such a 
scheme.
The tenants’ committee has assembled a group of volunteers to undertake 
this project but would welcome advice on how best to set about the task. 
Would it be possible for someone from the Parks Department to attend our 
next meeting to give the team the benefit of their experience?
I look forwatd to hearing from you.
Sincerely,

Sonia Turley

Housing Officer

Check yourself 7

© Complete the sentences with the appropriate words. (Answer key 
p. 164).

1. I ’m very good a t_________. (=  working on several things at once).
a) network
b) delegating work
c) multitasking
d) saving time

2. The interviewer asked her if she is good a t ____________________
(=  getting things done at the required time).
a) preparing schedule
b) meeting deadline
c) performing tasks
d) agreeing on dates

3. I t’s important t o _______________carefully.
a) waste time
b) plan your work schedule
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c) spend a lot of time travelling
d) have enough time

4. This train always arrives_________.
a) on time
b) ahead of
c) behind
d) over time

5. You should__________ yourself time to take a break every day.
a) save
b) spend
c) allow
d) have

6 . Multitasking isn’t very effective and productive. I t’s ju s t____ time.
a) saves
b) allows
c) arranges
d) wastes

7. If you don’t have____________ time to plan your perfect holiday,
contact us.
a) enough
b) many
c) lots
d) some

8 . Our company has t o _______________a tight budget.
a) overspend
b) keep within
c) stick
d) prepare

9. My secretary will phone t o _____________ the appointment.
a) agree
b) accept
c) rearrange
d) made
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10. Ybu can ____________  a lot of time allowing us to organise
everything for you.
a) provide
b) offer
c) waste
d) save

11. I ’ m afraid I ’ll have t o __________ our meeting on Tuesday.
a) make
b) pass
c) cancel
d) disorganize

12. We a re_____________ to hearing from you.
a) expecting
b) planning
c) hoping
d) looking forward

13. W e_____________ our suppliers next Thursday.
a) will visit
b) are visiting
c) going to visit
d) visited

14. When are you going to talk to your boss about your business trip?
I _______________him tomorrow morning.

a) am meeting
b) will meet
c) shall meet
d) going to meet

15. I ____________ dinner with a customer on Friday.
a) having
b) eat
c) am eat
d) am having
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Module 8 . EMULOYMEN T AN D CAREER

Learningobjectives:
1. Study and practisenew vocabulary.
2. Discussquestionsaboutemployment and career.
3. Developstrategies for a successful job interview.

Moduleplan:
1. New vocabulary:introduction and w orkonit.
2. Text “Careeradvice”:readinganddoing exercises.
3. Work on video: watching and doing exercises.
4. Roleplay“Atajob interview”.
5. Case study“Recruiting and retaining staff, problems”.

Skills: A student willbe able to
— take part in a job interview;
— talk about progress made;
— give advice on how to improve career;
— write a CV
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Glossary 8.1 Read andtranslatethevocabularyforthe module.

1. applicant(n)
2 . applicationform (n)
3. applyforajob  (v)
4. appoint (v)
5. appointm ent(n)
6 . attendto(v)
7. availability (n)
8. be in charge of (v)
9. be made redundant (v)
10. beresponsible for (v)
11. broaden skill(v)
12. careerbreak (n)
13. career move (n)
14. careeropportunities(n)
15. com m itm entto(n)
16. co m plain tosm b ./ aboutsmb. 
or smth. (v)
17. confirm (v)
18. CV (n)
19. deserve(v)
20 . do a training course (v)
21 . earn (v)
22 .establish (v)
23. evaluate (v)
24. experienced (adj)
25. extra quali fict tions (n)
26. fire (colloquial) gv)
27. full-timejob ln)
28. get aprom otion (v)
29. get sacked Ovt_______________

30. improvecareer (v)
31.make a fortune (v)
32.m akealiving(v)
33. make a progress (v)
34.m akesureof(v)
35. maternityleave(n)
36.move ahead in career (v)
37. My job involves + Ving
38. notice period (n)
39.part-tim ejob(n)
40.perk(v)
41.previous(adj)
42. recruitment (n)
43.referee(n)
44.salary(n)
45.shortlist(n)
46.skilled(adj)
47. succeed in + Ving
4 8 .takeabreak  (v)
49.takeadecision(v)
50. take time off (v)
51. top-quality specialists (n)
52.unsuitable(adj)
53.urgent (adj)
54. vacancy (n)
55. wage (n)
56.workflexitime(v)
57.workovertime(v)
58. working hours(n)

Glossary 8.2 Please follow the links below to access some 
practice on Quizlet:

PART1: https://bit.ly/2HyhJxl PART2: https://bit.ly/2Ko1xwb
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^  Ex. 8.3 Discuss these questions in pairs:
• Are you ambitious?

• W hatarethew ays to improve your career?
■ What companies would you like to work for?
■ What wayu io find anew  job do ikoi know?
■ Would you like to work for yourself?

Ex. 8.4 Which o f the following spheres would you like to work in ?

1. Finance
2. Administsatio nandpersonnel
3. Research and Development
4. Design
5. Management
6 . Salesand marketing
7. Buying
8. Produc tion
9. Hu m anR esourcus
10. IT

Ex. 8.5 Work in groups. What should a person do to get ahead in his /  
V Sr her career? Choose the most significant tips from the list below.
1. Change companies often
2. U secharsn and сharismawithsuperiors
3. Attend aU nonferencesandmeetings
4. Be creative,energeticand hard-working at alltimes
5. Bt tOe laiO employue iolervowork
6 . Fidd an experieuced voO sldUe?  p?rsoo to give your help and 

advice
7. Study for o x ta  cjualiflertionr
8. Du a iegsee
9. Wuxk on nrofiteble pro?ects

Ed. i .e  a) Match the phrases below to their right meanings. You are 
supposedtouseagooddictionary.
1. Careerbreak c
2. Career opportunities
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3. Career plan
4. Career move

a ideas, expectations and hopes for your future career
b) chancesto startor succeed in yourcareer
c) c oeriod o ftim ew henyou  choy senoCto heee a job, for example 

becauseeouw an tto  travel or take care of your children
d) a change that you make in order to get a better job or to have better 

sucoese in yourjob

b) Make up  jo er  usvneentencesusinurhephraceseuore.

Ex. 8.7 Fill in the gaps with the verbs in italics, 

make take have decide offer

1. Talented employees in big and successful multinational companies ... 
have........ brillian tcaeeer epportunitiesiftheyarew illingtotravel.

2 . Some worG:o ts .............. r  esruerbreak: to r e someChingadventoruue like
jumpincrrom ar  a îr.iraeit usine c oaseehute.

3. Ose  way to ................... n eareue mave is to join a small but quickly
depelopinp firm.

4. Some firm s................ coreer opportunities to the long-term unemployed
or to people witisooit formal puclificetions.

5. AmPitlous pt opOc oUan ............o n u carecc plen wtnla Шее ere still at
scPeol, college oc anicaosity

E e. 8.0 a) Look at the clusters o f words below. Cross out the noun or
phrasewhichdoesn’tgowiththeverb in eachcluster.
1. Make progress 3. Earn abonus
a fortune afull-tim e job
a trainingcourse money
a report 50thousanddollars
a living perks
2. Get apromotion 4. Do aresearch
sacked amistake
progress ajob
an eight-tofivejob yourbest
a raise asurvey

sncyseeeyceesseceeye



5. Take a pension 6. Work flexi time
a break anti-social hours
late retirement overtime
time off an office job
a decision clockwise

b) Complete the sentences with the suitable form of a word collocation
1. Yau are exhausted .db u should .....take abreak.
2. George is 57, but he does not want t o ......................Actually, he is taking

o n me re woak.
3. When you ................ , eo u c r n arrange.our own schedule, so this is very

convenient whkn you haae ahildren.
4. Jan e is qu iteambitious and dilieent.She doeenad wssh to b e ejeu^si;^ri^^ 

all her life. In fact, she plans t o ................. very soon.
5. A nniveratyleetuter has t o .............ih l i is tr  hea rpeciali^bree.
6 . I n eda ition to t̂ ie relery, ht  will .................. Uor achieving monthly

targeta.

he. 8.9 a) Match thesephraseswiththeappropriateprepositions.

1. T obeincharge d) a) after
2. Toberesponsible Ь. іог

3. Look aj than
4. To make sunn d) ot
5. To complain aewitir
6. Wait fd for
7. deel g) a b o u t/o f

b)M ake epeukteteee esjnurdesepkrakds. 

he. 8.10 a) Complete the interviewer’s questions with the words in italics.

contact working moving send let start sharing

1. C o u ld I .....ronfirm.... уэиrcontactdetails?
2. C ouldyou .......... m ehaveyourpreviousem ployer’sdetails?
3. W ouldyoum ind................. ourappointm ent toWednesday?
4. C ouldyou .............. in t dree weeks’ time?
5. C ouldyou............m eassoon aspossible?
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6 . Would you mind
7. Would you mind
8. Could y o u .........

......... at weekends?

................ an office with five other employees?
aco p y o f your C V and cover letter?

o)Matchthe candidate’s answers to the interviewer’s queetions
a) N o t aa all, a r le n g a r ir ’s in the aftstnoow.
b) Sure. Fm  reada to si t h  a teaon  as a re  liSe.
c) Yo. l ’ll let youe lmow my Teaision by Fhuesday, ifth a t’s all right.
d) Certainly. I ’ll put copies in the post as soon as I can.
e) TOat’ sfina, a s lo n .ae  iyl snoncimoldngwaea.
f) Wolt. aceuallo,Shan ereailineluhsd i n tnn CV.
g) How aftenwould th a th et

E t. l . l l  Fillin thegapswiththeappropriateformof thewords in italics.

Be in sQaiipo decl -oob m w h e ba sespoonille doWs-ure

1. Maek bmOthwoebs d̂ ir ST ncpuetmcnt. ffir job ... involves .........
d eotlopinu naw aoftcarepcQ ineaaliicgdiffe rentcom puter systems.

2. Tatiana Anisimova works as a receptionist. She .........  after visitors,
answ ersthephoneandtakes messages.

3. C°ris Spenrer worte  for AnmimtriaWon yndPensonryL H a ........
with slaff probleme, nc cnllan wirh Sreinlnn cndrennd’meng

4. AOam Miller in c rs  Qsality Coclrol tnsguaaor. He ..............  for
mohitorin g au r eoa de and Sayina So smprovaihesa quality.

5. Michael Thompson is our M aintenance Engineer. He checks our 
eqo.pmemt ra^ atly a n d .............oSeU re. aias.

6 . Stot>han J o n us is cua Secuaily  <Tfficsr. He......................  that our
str f t anl i  remises nce protested aa-Snai „rime.

o t .  l.lO  Underlinethecorrectword orphraseinitalics.
1. M ynephew getsa wage/ salary of16.000poundsayear.
2. The perks /  bonuses of this job include the firm car, free breakfast and 

dinner inexpensiverestaurantsand am obilephone.
3. Please bring a copy of your CV /  application form when you go for your 

job interview.
4. Ifyouw antto  appoint/apply fo rthejob ,youshould  w rite to the  firm.
5. She wasmade fired/redundant when the plant closed down.
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6 . John lefthis post/vacancy at the firm when lie w aiinv ited tow orkfor 
another compa ny.

7. Susan is an experienced /  trained doctor; she has worked for several 
hospitais since khf gveduated fram urni estity.

8. Many is a partf timt /f2h-C'etk te tchra w t  ini intw worfs ti) lasers a week.

/ • ч  Ex. 8.13 Explain the meanings o f the words and phrases from Ex. 8.12. 
Make up your own sentences using these words and phrases.

Pn. 8.14 Fill m the Mankswiththeappropriatewords.
Careeradvic e for seniormanagers
Senior managers w ho___ a)_____ (1) a promotion often deal with many
issues when they have more authority, power and responsibility.
This is partly because everyone expects them to perform to extremely
h igh_______________(2). hit addition, many of th e ir______________ (3)
and colleagues are always ready to castigate any serious mistake they may
____________ (4i-

hat advice can we give to young managers? Firstly, they should have
___________  (5) in their own skills and abilities. If they are not sure
that they can achieva results and succeed, they are less likely to perform
competently. They should also_____________ (6) their progress regularly.
Secondly, they should__________ (7) themselves ambitious goals so that
through commitment to the firm and hard work they can in fac t________
(8) them soonerthanisexpectedofthem .
That is how they c a n ____________ (9) both personal and professional
success.

1. a)get b) take c) earn
2. a)quality b)level c)standards
3. a) superiors b) chefs c) secretaries
4. a) do b) make c) show
5. a) strength b) confidence c) belief
6. a) evaluate b) test c) improve
7. a) set b) make c) find
8. a) reach b) move c) work
9. a) grow b) achieve c) demand
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V fi' Ex. 8.15 a) Discuss these questions in pairs.
1. W hatm easureshelpw hen tryingto move aheadinyourcareer?
2. What advice can you give to somebody who plans to get ahead in their 

career? Mak e a list offive t o l Opoints.

b) Scan the article to find out i f  any o f the tips you have listed in Ex. 8.15 
are mentioned. Which tips does the author o f the article give? Which tips

are themost usetul, in youropinion?

Tenwaystoimproveyourcareer
Perfection Finance, a leading staffing and recruiting services firm,

offersthe followingtips forgetting aheadinyourcareer.
1. Make a list of yo u rp rioeities and outline your tasks for the day. Write 

down your short- and long-term aims, evaluate your progress frequently 
and stay concerntrated.

2. Are you really present? Ydu may physically be at work, but are you there 
me ntally?

3. Learn how tow ork through others. Delegating tasks is an important skill 
to master at anylevel.

4. Always search for chances to broaden your skills. For example, you can 
attend professional development seminars.

5. Communicate with colleagues. This will help you learn about what’s 
happening in other d epartments.

6 . Create your own aim s. Determine where you want to be professionally 
and what skills you need to reach that aim.

7. Be comfortable with being uncomfortable. Accept challenges that make 
you try something new.

8. Be clear about what you want. If you believe you deserve getting a 
promotion, ask for one.

9. Have a rest and relax. Attending to your personal life and doing things 
that make you happy will help your performance at work.

10. Look for satisfaction. If you’re disappointed by your current career, 
seek ways to transform your job into more of what you wish. If this does 
not solve the problem, maybe it’s time to search for a new position.
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If  you f ollow tte se i^̂]3î , yo u well ŝ ĝ n̂ f̂ cantly increase your opportunities 
to earn more money, gat promoted sounes and move aCoad fasley’ saysM r 
Miltun, ffre;side;nl;fimg Chiee Oc erytlnp (e>pficssn c fP erfection Finance.

u s . 81b0 Deddr rcAicU Up vacSr ifl ifie pyllowion oenfoncmatoigOe adOed fo.
a) There io also u erilliant woe So coiwe ik cnlOfr tnfhsanSial seecpfe; . — Tip 2,

3 ur 4
b) Eucli dsy  take mersusai .hat ieriny ^ su elosoo fo ̂ hat fc ^ (O. — Tip 5, 6 or 7
c) If uuuobosn nelueel, aslr Ы т  oc Per w i i t  r̂ ŝ utlti^^nct gacls ’ op n t ed to 

acUieee in oreiise' to ŝ âUf1. ’' lca cnee e  Тіо ) ,C  рг it
d) It will also esta 'fishem ! ae neeam an^mr âsw iSÔ n̂ the firm. — Tip 5, 9 

or 10

e) Fucus on eeeiy  smgfe tar1  sirat geu perfoim . e  T ip i .2  у г п
f) Yu  mac die uovup y s остсО еСсМ u s e li'dde^ рси к т  s p  Тф g g 7 vs- 9

u s i 8i 17 Matchteernrbseorfe oeunsceodeaocs 1c f erm expressions used 
in the textt

1. to reach d) e) crOHl
2 . to osf1ubte trf m one’r сигеет
3. to maitnr el e promotion
4. to getahend d) a go ni
5. to deneuve e)roiu’t ju d ^e is

® Ex. 8.18 (Track 4) What questions could an interviewer and an 
applicant ask at a job interview ? Now listen to the conversation and write 

down Me interviewea’s .uee.ono undrhe о с С о 0. ,  quaspon0i gEnterprise
4 [Электронный ресурсП i Unteamediahe Enterprise 4: Courseyook Audio 
CD. AuXio CD — ir^. ivs.] c Express PubUshing, 2008).

ФЕх. 8.19 Work in pairs, act out a job interview using key expressions 
from the box below. Start as in the example:

Exampler
Interviewer: Hello, Ms. D utton.Thanksforcom ing.Please,sit down. 
Candidate: Thane i ou, sir.
Interviewer: Firstly, where did you see the advert for this position? .  etc.
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Key expressions:
I ’d vury m uchap?>?ecmte...
CoulUyoutell me...?
WoulUy o u b eobee to ...?
Would you mind if /  +Ving?
Could I confirm your contact details?
Can yyuxpeakonyother forei?;n .ango^us?
CoulUyouSell me more t̂̂ ooiof^^r p̂?esî i^tn? v̂uviyodekV 
WoulUy ou iet ixio -mow ?ouo dacixlonfr usonrsposтiblrV 
When can you start?
I use it a lot in me current job.
I can b .  уэи lmow ne°  Mi ndey.
Yes, tUeaddrees is th esam eb u tm y e-таПОа? chivyad.
I ’m cuyreniix /  was responsible for r- Ѵіпп  
My notice period is two months.

® Ex. 8.20 (Track 27) a) Natasha Pieroni is the HR Manager o f an 
engineering company. She’s talking to Ben Coulson ? The Project Manager. 

It’s Friday 16 June. Listen and fill in the gaps in the report (Business Result 
[Электронный ресурс] : Pre-Intermediate Business Result : Coursebook 
Audio CD. Audio CD y. — [Б. м .] : Oxford University Presi- 2009).

Task Date
Ben andN atashatoshortlist 
applicants

Alreadydone

N atashatoringapplicantsto  
arrange job interviews

Early(1)

Ben to read all CVs (2)

Job interviews Ootate place (3)

Ben to confirm availability for job 
interviews

By ( 4e

Natasha to prepare detailed job 
description

(5)

Ben to speak to M D about salaries (6)
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b) Listen again and match 1—8 with a—h to make complete sentences.

1. Leave it with me .ru n n in g  out.

2. We’ea 9heacly . Ше .s^rius issues?

3. I emailed Ше т  to d o t ...sesah me

4. I ’ve been very short o f time _ .shortlisted  twenty candidates

5. Time’s ...finislmd the job deecription .e tf

6. Can aou deol wirh ...wish recruitm an??

7. Have you .th is  week.

8. Where aie wa . lasbweek.

he. 8.21 Whkh  phrases m Ex. t .20 keae й е bimiidd т еапіщ іо tbe 
following?
a) Whet proiressaeue we d you mudeb
b) The work is /  fan’t finished.__________
c) I ’ll ° v it;.________________
d) Ca n e .a  do itS_________
e) I t’s Ubp8nd. ___________

© Ex. 8.22 Please follow the link below to access some tips on how to 
behave during a job interview: https://bit.lv/2FrO IFL

Respond to the (pieotionoprovided.
1) What do you need to talk about if the interviewer asks you to tell about 

yo и rself?
2) What is the interviewee looking at when asking you the question. “What 

are your strengths'?”
3) What is the best way that you can answer the question. “What are 

your weaknesses?” What aspect should you give when answering this 
question?
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4) What does She interviewer want; to know w henastong the question: 
“Where do anil see ynurstlf  ret five yean from nnw ?” dek̂ ĉ i; wevld the 
besa answer to th ie enhstinn het

5) What is the interviewer looking at while asking the question: “What do 
yeu k io w abhut oew edmgane?” We h arem any people usually let down 
when wesjeoneinh “h this quasViont  CWc)” i? Шо e asa we“ that you cth  
wepty to th isq u estion?

6) What onoerer well ihe interviewer ke impnvised wite  ween os^ng you the 
queateoe: “Hewweh doyou handle aWvnge?”

7i What 1  Ше <̂aiî yn hnĉ ê r? ĥg(^u”w^oâ : “ie ô dou work well under the 
nreasnre?” WhM п” the bvsl wgg ao vydwevttris quhstiun?

8i Wha) is the reawon behmd the question: “How do you make important 
deciaeonoh

© Ex. 8.23 a) Please follow the link below to access some tips on what to 
talk about yourself during a job interview: ht tps: //b it. lv/2 FpXf3 V 

Answer tie  questions. 
h tW hat are ttsv top wotdr for t a M n g a b o ^ yourself?
2) What words wire; you vepposwd to us? wlian eescribingwhatyou can do?
d) Whatw ords с an oou use whenexplaining what you did at your last job?

bVMake p e tr  owooee?ennn” usunt  the new words mentioned by Benjamin.

® Ex. 8.24 Work in groups. Which questions are not acceptable in a job 
interview and why?

1. Have you ever had any conflicts with your boss?
2. Why did youleave the last job?
3. W hydid you cheose yourpresentcareer?
4. W hathaveyou enjoyedthe most in your present job?
5. W hathave youlearn tin  your present job?
6 . How have you cha nged in the last ten years?
7. Where did you see the advert for this position?
8. Could youtellm eaboutyourqualifications?
9. What sort of diploma doyou have?
10. What does your partner do?
11. Could you tell me about any relevant experience you have?
12. Have you brought your CV with you?
13. What will the working hours be?
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14. Wnal s 2lapi could l  oxptci?
15. Wi ef  lo u id l aapect Snheir from you?

Pn. 8.25 Decide i f  an applicant or an employer does the following things.
Who....

— is shortlisted for interview?
— goes for an interview?
— offers you the post?
— write andupdatetheirC V ?
— askforthe nam esof referees?
— appliesfor thejob?
— advertises the post
— fills in an application form
— looks through the applications?

USEFUL LANGUAGE:
Asking about progress 
Where are we w ith .?
What ab o u t.?
Have you d o n e . yet?

Describing progress 
We’ve already d o n e .
We haven’t done /  prepared .  yet.
We succeeded in + Ving 
I did it last week.

Saying something is urgent 
Time’s running out.
We’ve very short o f time.

Describing who will do what
Leave it with me?
Can you deal with that?
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Ex. 8.26 Work with the partner. It’s Wednesday 10 May. Miranda is 
asking Liam if  he has done different tasks. Role-play their conversation, 

using tpe notes betow,, p.aaoocUromLhtem^andTJeyfe1 luegrage.
Emamkle:

M irande — sepoat — .w shiS?
Whers e re fo a  with She repartO Haeceuu iinisheaSt?
Miranda: CVs — read them?
Liam: Rnad ell wec°end — aSj exccHe^ apphcants.
MiranPa: SEilajritHie issaias — speakto M ft?
Liam: Peot yet — no tsmc aSconferenc elartahureUay.
MiranPe: Tom—rrow mornsng? Urgent!
Liam: OK. Interviews next week. N ot arranged dates.
Miransla: N o , eoadto  0ioow . uco avaiMrility.
Liam: Sorty — buey  ООШсрпАпо by leine(.Prepared—U description? 
MiranPe: Oftt.

Ex. 8.27 Work with a partner. Make a list o f what you have and haven’t 
™  done at work /  study this week. Then take turns to ask your partner 
about progreso on his/her list I f  you haven’t done something, ask your partner 
to do it. You sure supp osed to use phrases from USEFUL LANGUAGE.

Gra m mar corner
Present Perfect 
Form
Positive: have /  has + past participle form. I have (I’ve) finished my work.

He has (He’s) written three letters today.

Negative: have /  has + not + past participle.
They haven’t done the work this week. The post hasn’t arrived yet.
Questions:
— Put have /  has before the subject.

Have you seen the new Production Manager? Where has she been today?
— To give a short answer to yes /  no questions in the present perfect, use the 

subject + has /  have or hasn’t /  haven’t.
Have you seen that report yet?
Yes, I  have. /  No, I  haven’t.
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Has the HR Manager tcenthe CFt ?
Ets,lhehae./N o,cheУ  an«P.

Use
1. To talk about past actions where the time includes the present.

She’s made three presentations today /  this week/  this month.
2. T o .e scribe progresa in a Ust s . tiiii^a te aa,Q e use already and (not) ... 

ye^t
Hove aouraag thaltcpoiieayrl?
No, I  haven’t had time (yet).

3. To ask someone about general experiences in his /  her life, we use ever. 
Hove aou eAseverg a aesoaar

4. U^^lh e ĵ re^ĉêS per feptto  tats a iau t yetieniweich started is  the past and 
are contimann now.
I ’ve conducted negotiations for 10 years (and I  still conduct them now).

5. For past actions where the time doesn’t include the present, use the past 
sio . te.
I  oveen’t givcsih im a oft to ihe effire Solay. Cut Pgave his  a iift iQwrs 
yesfei*aefl

ov. 0.20 A customer service manager is describing the situation in his 
department. Complete the text with the present perfect form of the verbs in 
brackets.
This month hasn’t been (be) a very good one for me. Four more members 
of my team (tell) me that they are leaving the company. Three of them (not 
/  find) another job yet, but they say that the pressure of work (become) too 
much for them. I t’s true that there (be) a big increase in their work this
year because three other customer service assistants__________ (already
/  leave) the department and w e____________ (not /  recruit) anybody to
replace them. I (ask) my boss several times if we can employ some new 
people for the team, but each time he (say) that we need to reduce our 
salary costs. But I know we (lose) some business because we (not /  have) 
enough people to deal with customer calls.
The situation can’t continue like this. I (not /  made) a final decision on 
this yet, but I ’m thinking of leaving the company myself.
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Ed. X.2t Chpoee tOecnrreii sxo^vrs from t o  worX?m Oallcrlo complete 
questions1—8.Thenmatchthemwithresponses a—h.
1. Did you read /  Have you ever read this article about unemployment last 

weeuy
2. Didyyxe sne / Udeib oou reo? boe new Warir nolsiUt-!.!! ycl?
3. Have younsen/  Did feu  ooo eopliek errasoS^?
4. Have you had/  Did you have any work experience when you joined this 

firm!
5. Hioi / . x t h em adu mar-y f aUs ta Cty?
6. Have / D id all Ше appHcantscom e for thom?b sntvrviewoe??vrday?
7. Ha ve you rnceived d  DiOyt u rocdve ? bonnc ln ihe hut 5 monihs?
8. Have you learnt/ Did you learn a lot in your last job?

a) N o, nevei
b) N ê I  haven’tO u r  resullshakyn ’f br en - e i ^ o t^ .
c) Musi two or lhreethiom orning.

s, I 2id. I drd ?evrraltobswh?т ?na?a^^s^(San?.
e) No, I didn’t . I didn’t have much responsibility, so it was boring.
f )  Yes, it was very well-written. 1
g) hisHwo oeople weren’t Шеге. 
h ;N o , 1 haven’r hod time.

Спеи От ^

Ex. 8.30 You work for an international organization that employs 600 
people. It has recently dealt with problems recruiting and retaining staff.

1. Read about some of the issues the organization had and what it has done 
in the last seven months.

2. Take turns to discuss the problems and the progress made /  then make 
an action plan of what the organization needs to do next.

Student A
Look at the situation with the recruitment process seven months ago and 
the progress made.

Seven months ago Progress made

Jobs were advertised in the national 
newspapers every two months

Had one meeting to discuss issues
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Seven months ago Progress made

Hundreds of applications Talked to a company about an 
f - refm itm ent package

Mapy a i pИcanttw are -m-uiribla A treedokXhfbudget
CosSnf 8dvertismg waa vecw hitk
Only one-part time HR manager

Studant 8
Look at the situation with the retaining staff seven months ago and the 
progsessmade.

Seven months ago Progress made
78 % o femployheа dW km tnunder 
35

Now 2 5 % —man

Avesaxe lengah cf oCad in 
organization — 17 months

Eetxnaed Cull pt f  Car women on 
maternity leave to 20 weeks

Bensfts  — 7 0 d a ^  paid hoHdty a 
yea r

Iaeceased hoM a^ y ^  days a year

Full forwoman onm aittn ity 
leave for eight weeks

Px. 8.01 Describe the picture and give as many details as possible. Use 
the PresentContinuous Tense.
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Writing a curriculum vitae (CV)
Ex. 8.32 a) Discuss the following questions with your teacher:
1. Have you ever written a CV in English?

2. What infomta?lo n should you include in a CV?
3. How long should a CV be?

b) Match the headings a—f  to sections 1—6 in the CV.
a) Education
b) Additional personal skills
c) Personal infoomafion
d) Objective
e) References
f) Work experience

1

Experienced and ambitious business professional seeking a challenging 
new project management role.
2

First name: Tyler
Surname: Jones
Address: 4 Impasse Guemenee
Ile de France
Paris
Phone number: +331 53 09 20 21 
Mobile: +33 735 68 00 42
3
September 1999 — June 2000
Executive MBA, Graduate School o f Business, Prague
Principle studies included: Financial Accounting,
Business Ethics and Public Policy, Risk Management,
Economic Analysis for Managerial Decisions, Global 
Human Resource Management, IT  and Business, Cost 
Management Strategies, Negotiating 
September 1996 — June 2000 
BA Economics and Law, University o f Leicester, UK 
Modules studied: Economics o f Law, Constitutional and
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Administrative Law, Company Law, Macroeconomics, International 
Finance and Trade, Economics o f Human Resources.
4
October 2006 — present
Project Director, GAS Holdings, Rue d’Alembert, Paris Responsible for 
designing and implementing projects for company development within 
central-Europe.
July 2001 — October 2006
Assistant Management Consultant, CM Training LTD, London 
Responsible for selection of new marketing suppliers.
August 2000 — July 2001
Entry Level Consultant, CM "Training LTD, London
Responsible for the evelopment o f all competency based performance tools
and responsiblefor the recruitment of internal applicants.
5
Languages spoktn: German (C1 level, both speaking and writing), Spanish 
(B2 for spepkmg, A2 for writing).
Advancedprtf lciency with the Microsoft Office Suite (Word, Excel,
Outlook Exprest, PowerPoint, and Access). European Driving licence — clean.
6

Available upon request

c) Write your CVfollowing this sample.

Check yourself 8
0 b  Complete the sentences with the appropriate words. (Answer key 
”  p. 164).

1. During an interview, you may be asked to describe how you 
 a difficult situation.
a) dealt
b) dealt with
c) decide
d) improve
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2. He w as____________ for hiring and dismissing.
a) responsible
b) in charge
c) make sure
d) deal

3. If you take the decision to leave a job it’s called “quitting” — When 
your boss takes that decision because of something bad that you’ve done, 
it’s called “being________________”.
a) sack
b) promoted
c) increased
d) fired

4. Could you tell me a little about your______ job (=  your last job).
a) latest
b) past
c) previous
d) finished

5. I was impressed with the la s t___________ . She knew a lot about
our firm.
a) candidation
b) applicant
c) Potential employer
d) Potential employ

6 . He brought some extra copies of h is__________ .
a) CV
b) covering letter
c) email
d) application

7. After finishing my last job, I took som e________________(=  I took
a break) to examine my career goals.
a) overtime
b) flexitime
c) time off
d) holiday
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8 . She took th e __________ to find out a little bit about the company.
a) possibility
b) break
c) time
d) opportunity

9. I see from your____________ form that you have had two different
jobs in the last 4 years.
a) business
b) resume
c) application
d) candidate

10. She would be very interested in _________for that job.
entering
joining
applying
working

11. He got a ___________ to earn some extra money.
a) full-part job
b) part-time job
c) add job
d) odd job

12. For many people job satisfaction is more important than a ______
a) high salary
b) competition
c) small wage
d) get promoted

13. Employees are allowed up to three weeks unpaid a year ________  .
a) vacation
b) break
c) stop
d) rest
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14. Time when you are not hired, perhaps while travelling or looking 
after young children is called____________ .
a) career ladder
b) career prospects
c) career move
d) career break

15. A series of promotions towards more senior post is called______ .
a) career plan
b) career opportunities
c) career ladder
d) career move
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Supplement 1

Check yourself answer key

№ Test 1 Test 2 Test 3 Test 4 Test 5 Test 6 Test 7 Test 8
1 d a c a b b c b
2 b b a c c c b a
3 c c c b a c b d
4 a d b d b c a c
5 d a d d c a c b
6 a b b d c a d a
7 d c a c d b a c
8 d d d b c c b d
9 a a b a d b c c
10 a b c a b d d c
11 b c d d a a c b
12 b d a a b c d a
13 a a c d b c b a
14 d b c b c b a d
15 b c b c a c d c

Self-assessment chart 
13—15 points. Ydu have passed the test perfectly well and have achieved 
excellent results. Yau’re on the mark. Obviously, you have made progress. 
Keep up the good work.
10—12 points. Ydu result is quite well. Ydu haven’t made many mistakes 
but still you should work harder. Be more attentive and accurate when 
doing tasks.
7—10points. Your result is satisfactory but you should be more diligent and 
responsible. Ydu should make a serious effort to succeed in doing the test. 
0—6 points. Unfortunately, you have failed the test but you shouldn’t get 
upset and give up. Figure your mistakes out. Try to do your best not to 
make the same mistakes again next time. Force yourself to move ahead. 
D on’t be afraid of difficulties.
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Cliches Reference 

Письмо-просьба (Letters of Request)

Supplement 2

We thank you for your letter o f the 
... enclosing.......

We request you to keep us informed 
of. .

We should also be obliged if you 
would advice us by cable o f .

Благодарим Вас за Ваше 
письмо от ..., в котором .

Мы просим Вас держать нас 
в к у р се .

Также мы были бы благодарны, 
если бы Вы сообщили нам 
телеграммой о .

Письмо-заказ (Letters-orders)

We have a general interest in.
We should be glad to receive brief 
details of.

In particular we are contemplating 
the purchase of.

The . we require should have 
roughly the following main 
characteristics

Мы очень заинтересованы в .  
Мы с удовольствием получили 
бы информацию о .

Мы намерены приобрести.

. ,  которое нам требуется, 
должно иметь приблизительно 
следующие основные 
характеристики.
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Письмо-приглашение (Invitation letters)

It would give us great pleasure if 
you and your wife could join us for 
dinner on ..., at...

...We thank you for your letter of 
the...

We have carefully considered your 
proposal and are pleased to advise 
you that...

We should also agree to...

We shall be glad to meet . and . 
and discuss with them.

We suggest that the visit o f our 
representatives should take place 
about.

I f  this time is convenient for you, 
kindly let us know the...

Мы с большим удовольствием 
приглашаем Вас на ужин в . ,  
в ...часов.

Выражаем Вам благодарность за 
письмо от.

Мы тщательно изучили Ваше 
предложение и рады сообщить 
Вам, что.

Также мы согласны.

Мы были бы очень рады 
встретиться там с . и . ,  и 
обсудить с н и м и .

Мы предполагаем, что наши 
представители прибудут 
приблизительно.

Если данное время является 
для Вас удобным, будьте добры, 
сообщите нам.
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Supplement 3

Useful language for speaking tasks 
Presenting a story o f a company 

When making a presentation of a company’s timeline you should 
always pay the biggest attention to the structure of the text your listeners 
will hear. Having neatly done slides is only half the business, because even 
a good design and special effects cannot make your audience listen to a 
very long, dull or unstructured text. Here are some of the important things 
you need to keep in mind when making a text for your presentation:
• Decide whether the events are arranged chronologically or in a more 

‘creative’ order of appearance.
• Highlight the most important ‘milestones’ only and avoid adding too 

much excessive information.
• Use special words and phrases to mark the beginning of each new stage 

of your narration. This story began in...
It all started in...
First.
Next...
Then.
After that.
Finally, .

Giving feedback
Criticizing is a very important business communication skill used 

either to show admiration by the other’s performance or to encourage 
them to improve it. It is a good idea to ‘wrap’ your criticisms into a couple 
of compliments to make it sound more polite.
I ’m really impressed.
I ’m a little disappointed.
You’ve done a great job.
Do you think it would be better to .?
I  think it would be a good idea to...
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Explaining
Can you explain...
Can you tell me why...
Why.
What happened.
Well, ...
Let me explain.
Let me tell you why.
Here’s what happened:
There’s a (good) reason for this:
The reason is...
I ’m sorry. I  can’t tell you that (right now). 
Can I  get back to you on that?
I ’ll explain (a little) later.
We’ll come to that later.
We’ll get to that in a few minutes.
Can we save that until later?

Apologizing
I ’m sorry.
I  made a mistake.
Please accept my apologies.
I ’m sorry. I  didn’t mean to...
(I’m) sorry. I  didn’t realize that...
That’s okay.
No problem.
Prefacing bad news
I ’m sorry (I have) to tell you this, b u t .
I  hate to tell you this, but...
I  don’t know how to tell you this, but.
I  have some bad news.
(Formal) written apologies 
We regret to inform you that...
Regretfully, ...
Unfortunately, ...
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Business Introductions
Informal
This is my boss, Mr. Stratford.
Jared, this is my secretary, Barbara.
Good to meet you.
Nice to meet you too.
I ’d like you to meet my co-worker, Collin Beck.
Collin, this is Susan Palmer.
Nice to meet you.
My pleasure.
Have you met, Jason?
Jason, this is Teresa.
Hi, I ’m Jill Watson.
I  don’t believe we’ve met. I ’m Greg.
Formal
I ’d like to introduce you to my dear friend, Mrs. Pleasant.
Allow me to introduce myself/my colleague, Ms. Winters 
Let me introduce you to my colleague, Dean Richards.
Mr. Richards, this is David Porter from Aerospace Inc.
How do you do?
How do you do?
It’s a pleasure meeting you.
Important body language to remember: Smile, eye contact, firm handshake.

Welcoming Visitors
Welcoming
Welcome to Cando Enterprises.
Welcome to London. I ’m John Taylor.
Meeting someone you don’t know 
1.
A: Patricia Murphy?
B: Yes.
A: Hi, I ’m Kevin Chen of Myotex Industries. Welcome to Taiwan.
2.
A: Are you Mr. Blanks?
B: Yes, I  am.
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A: I ’m Jane Placid. (We talked by telephone.) Welcome to Sydney. It’s nice 
to meet you in person.
B: Nice meeting you too.
A: How was your flight?
B: Okay, but very long.
3.
A: You must be Ms. Terius.
B: That’s right.
A: It’s a pleasure to meet you. I ’m Brad Wilson. Welcome to Suntech.
B: Thank you
A: Did you have any problem finding this place?
B: No, your directions were very clear.

Company Description
What company do you work for?
Which company are you with?
Who do you represent?
I  work for ABC Company.
I ’m with ABC.
I  represent (the) XYZ (company).
What is the name of your company?
Where are you located?
The name of our company is...
Our company is located in...
Our headquarters is in...
What (type of business) do you do?
What business are you in?
We are in the computer business.
We’re in computers 
We sell.
We produce.
We manufacture...
Our major products are...
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Invitations
Informal:
Would you like to...
We’re going to.... Would you like to come along?
There’s a... . (tonight). Would you like to go?
How about (V  + mg)...?
Do you want to .?
I  wonder if you would like to...
I  was wondering if you would like to...
Formal:
I ’d like to invite you to...
I f  you have time, I ’d like to invite you...
Would you like to join us for (event) at (time)?
We’d be glad to have you accompany us...
We’d be delighted /  honored to have you as our guest at...
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Supplement 4

Useful Links for Students
1. Business English pod. Ресурс, содержащий подкасты и аудиома­

териалы [Электронный ресурс]. — Режим доступа: https://www. 
businessenglishpod.com/about-bep/about-business-english-pod/ — 
Загл. с экрана.

2. Business English Lesson Categories. Ресурс, содержащий полезные 
фразы для разных деловых ситуаций [Электронный ресурс]. — Ре­
жим доступа: http://www.talkenglish.com/speaking/business/basics. 
aspx — Загл. с экрана.

3. English for Business and Work. Ресурс, содержащий лексику, 
диалоги и статьи на разные темы по деловому английскому языку 
[Электронный ресурс]. — Режим доступа: http://esl.about.com /od/ 
englishforbusinesswork/ — Загл. с экрана.

4. Business English Free Resources And More. Ресурс, содержа­
щий выражения для различных сфер делового общения, практи­
ческие задания на отработку и закрепление лексики, грамматики 
и письменных навыков [Электронный ресурс]. — Режим доступа: 
http://www.businessenglishresources.com/31-2/student-section/ — 
Загл. с экрана.

5. British Council. Ресурс, содержащий подкасты, видеома­
териалы и статьи на широкий спектр профессиональных тем 
[Электронный ресурс]. — Режим доступа: http://learnenglish. 
britishcouncil.org/en/business-and-work/ — Загл. с экрана.

6 . Learn English Today. Ресурс, содержащий полезную лексику, 
фразы и термины, используемые в деловой среде, упражнения на 
отработку лексики и игровые задания [Электронный ресурс]. — 
Режим доступа: http://www.learn-english-today.com/resources.html
— Загл. с экрана.

7. BBC Learning English. Ресурс, содержащий мультиплика­
ционные фильмы на отработку и закрепления навыков общения 
в офисе [Электронный ресурс]. — Режим доступа: http://www. 
bbc.co.uk/learningenglish/english/features/english-at-work — Загл. с 
экрана.
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Business Letter
1. Make-up of a Business Letter. Учебные материалы с сайта перевод­

чика и преподавателя английского языка Ю.Н. Щ ербакова [Элек­
тронный ресурс]. — Режим доступа: http://e-repa.ru/files/bbec/be- 
commerce-unit-01.pdf — Загл. с экрана.

2. How to Format and Write a Simple Business English Letter. Статья о 
структуре и правилах составления делового письма [Электронный 
ресурс]. — Режим доступа: https://www.thoughtco.com/business- 
letter-basics-1209018 — Загл. с экрана.

3. Best Sample Resume. Business Letter. Ресурс, содержащий 
статьи и материалы по ведению деловой переписки на англий­
ском языке [Электронный ресурс]. — Режим доступа: http://www. 
bestsampleresume.com/letters — Загл. с экрана.
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