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Beryn

Huciumutina «JlutoBa 1HO3eMHa MOBa» CHpsIMOBaHa Ha Ma€ Ha METI PO3BHUTOK
MOBHOI, MparMaTM4HOl Ta MDKKYJIBTYpPHOI KOMIIETEHIII CTYAEHTIB B c(epi I1I0BOrO
cnuikyBaHHs. Kypc Mae mpakTU4HE CHOpSMYBaHHSA, $IKE 3IACHIOETHCS IIISXOM
1HTerpauii MOBJIIEHHEBHMX YMIHb Ta MOBHUX 3HaHb B paMKax TEMarM4yHOIo Ta
CUTYaTUBHOT'O KOHTEKCTY.

MetonuuHi pekoMeHAaIlli 3 Kypcy «/lijoBa iHO3eMHa MOBa» MarOTh 3a0€3MEUUTH
MOCJIIIOBHICTh BUBYEHHSI MaTepiaidy Ta JOMOMOXYTh CTY/I€HTOBI:

— OBOJIONITH TEPMIHOJIOTIEI0 Ta 3HATH 1MIOMAaTHYHI BUpPa3H MOBH JIIJIOBOTO
CIIJIKYBaHHS;

— PO3BHHYTH Ta MOTIMONTH HABUYKH YCHOTO Ta MUCEMHOTO 1JI0OBOTO MOBJICHHS;

— 3aCTOCOBYBATHU 3/100yTl1 y MPOIECI BUBUCHHS AHIIIIMCHKOI MOBU MpodeciifHi Ta
KOMYHIKATHBHI HAaBUYKU i1 OUIbII €(QEKTUBHOTO BHUPILIEHHS NpOoOJIeM I1I10BOrO
CHUIKYBaHHS;

— 3aCBOITM OCOOJHMBOCTI THMCBMOBOTO O(OPMJICHHS [IJOBUX JIOKYMEHTIB
AHITIIICHKOI0 MOBOIO.

OCHOBHUMH OprafizamiiHuMu ¢GopMaMud BHBYCHHS JUCHHIUTIHM  «J[i0Ba
1HO3eMHA MOBa» €: MPAKTUYHI 3aHATTSA, BUKOHAHHS CaMOCTIMHOI poOOTH, IMiJCYMKOBa
KOHTPOJIbHA po0O0Ta, 3aJliK.

[IpakTuyHi 3aHATTS MalOTh HA MET1 aKTUBI3aI[1}0 MOBJIEHHEBUX YMiHb Ta HABUYOK,
iX MpakTUYHE 3aCTOCYBaHHS I Yac BUKOHAHHS CTYJACHTAaMH KOMYHIKQaTHBHUX BITPaB Ta
3aBJaHb 3a BIAMOBIIHUMHU TE€MaMH 3MICTOBOTO MOXyJs: «BramTyBaHHA Ha poOOTY»,
«HanaromkeHHss NUIOBMX KOHTakTiB», «CBITchbka Oeciman, «TemedoHHI pPO3MOBHY,
«/limoBe nucryBaHHA», «IlimorotoBka Ta mpoBeleHHs mpe3eHTanii», «llinrotoBka Ta
IPOBENIEHHS JIJIOBUX 3yCcTpideit», «[iAroroBka Ta MpoBEeICHHS IEPEMOBUHY.

MetoauuHi  peKOMEHJalli MarTh 4YITKY CTPYKTYpy Ta CKIaJaloThCs 3
a/IaTITOBAaHUX OCHOBHUX Ta JOAATKOBHX TEKCTIB, JIEKCUKO-TPAMATUYHUX BIPAB, 3aBIAAHb
JUIsT BUKOHAHHS 3aJlIKOBOI KOHTPOJIBHOI pOOOTH, CIOBHHUKIB-MIHIMYMIB, CIIHUCKY
PEKOMEHIOBAHO1 JIITepaTypH.

OCHOBHI TEKCTH OXOIUTIOIOTH 0a30B1 MUTAHHS IJIOBOTO CIUJIKYBaHHS Ta BEICHHS



Oi3HeCYy.

[licnsATekcTOBI MUTAHHS Ta BIPAaBH 30PIEHTOBAHO HA KOHTPOJIb PO3YMIHHS
MPOYUTAHOTO 1 3aIPOIIOHOBAHO JIJISI CHPHUSHHS PO3BUTKY HABHUOK YCHOTO MOBJICHHSI.
JlonaTkoBi TEKCTU Ta AUCKYCIMHI MUTaHHS 711 PopMyBaHHS KOMYHIKaTUBHUX HAaBUYOK
JOTIOMOKYTh 1HTEHCU(IKYBAaTH HAaBYAJIbHHUM MPOIIEC.

JIJ1st Kpamioro 3aCBOEHHST MaTepialy CTaBUTHCS BUMOTA 3/1€01IBIIIOT0 MICHMOBOTO
BUKOHAHHS JIEKCUKO-TPAaMaTUYHMUX BIPaB, pETENbHA MIATOTOBKA JO HAlHMCAHHS
CIIOBHMKOBHMX JMKTAHTIB TOIIO. TpeHyBaJbHI BIpPaBU JOMOMOXYTh aKTHBI3yBaTH
BKUBAaHHS TEPMIHOJIOTIYHOI JIEKCHKH, TpamMarTuyHO TMPaBUIBLHO OyayBaTH CBOl
BUCJIOBIIIOBaHHS. {7151 3aKpIIJIEHHS! TEMATUYHOTO MaTepially MOJal0ThCsl 3alUTaHHS, K1
BHCTYTAIOTh IIJIAHOM JIJIi OOTOBOPEHHS IMEBHOI TEMH Ta CIOHYKAIOTh CTYICHTIB JI0
y4acTi y AUCKYCIi.

IIporpamMHi KOMIIETEHTHOCTI

B mporieci BUBYEHHS MUCIUILIIHU 3100yBadi BUINOI OCBITH MaTUMYyTh 3MOTY
HaOyTH HACTYITHI KOMIIETEHTHOCTI:

1. 31aTHICTh BUIbHO, THYYKO 1 €(DEKTUBHO BUKOPHUCTOBYBATH AHIVIIHCHKY MOBY B
yCHIE Ta TMCBMOBIH (Gopmi B OQINIHHO-AIOBOMY CTWJII JUIi  PO3B’S3aHHS
KOMYHIKaTHBHMX 3aBJiaHb y O13Hec-cdepi;

2. 31aTHICTh BUIBHO ONEPYBaTH CHEL1aIbHOK TEPMIHOJOTIEI ISl PO3B’SI3aHHS
3aBAaHb B MPOIIEC] J1JIOBOI KOMYHIKaIlii;

3. 3/1aTHICTh CTBOPIOBAaTH YCHI M TMHUCHMOBI TEKCTU OQILINHO-A1JIOBOIO CTHIIIO
aHMTIHCHKOI0 MOBOIO.

4. 3parHicTh [0 OpraHizamii ycHOI 1 MHCBMOBOI JIJIOBOi MIKKYJIBTYPHOI
KOMYHIKAIIii.

IIporpamui pe3yabTaT HABYAHHSA

B pesynbrari BUBYEHHS AMCIHUIUIIHKM 3700yBaul BHUINOI OCBITH 3MOXYThb
HABYUTHCS:

— BIUIBHO CHUIKYBaTuCA 3 MpodeciiHNX MUTaHb 13 QaxiBIsIMU Ta HedaxiBISIMU
aHDIIICHKOI0O MOBOIO YCHO Ta NHMCHhMOBO, BUKOPHUCTOBYBAaTHM 1ii JJIi OpraHizaiii

e(eKTUBHOT MIKKYJIBTYPHOI J1I0BOT KOMYHIKaIIii;
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— HaJAroJKyBaTH CIIBIPAIIO 3 KOJETaMU, MPEICTaBHUKAMHU 1HIINX KYJIBTYp Ta

penirii, npuOIYHUKAMH PI3HUX MOJTITUHYHUX HOTIISIIB TOIIIO;

— CTBOPIOBAaTHM YCHI M MHCHMOBI TEKCTHU JJIS AUIOBOI B3a€MOJil aHMIIMCHKOIO

MOBOIO;

— BMITH 3aCTOCOBYBaTH HOPMHU JIITEPATYPHOI aHIIIHCHKOT MOBU B MPOLECT ILTOBOI

KOMYHIKaIIii.
HapuajabHa po6oTa 3a JUCHUILIIHOIO
O6csr nucuumutinu B kpenutrax €EKTC — 5,0.

Jlist 3m100yBaviB BUIO1 OCBITH JICHHOI (DOPMHU HaBUAHHS:

3aranpHuit 06’em 150 roauwH, npakTudHi 3aHATTS — 40 roguHHU, caMOCTIHHA

po6ota — 110 roguH.
MoBa BUKJIaIaHHS: aHTITIMChKA, YKpaiHChKa
Bun ceMecTpoBOro KOHTPOJIIO: 3aJ1K

Jliist 3m100yBadiB BUIIO1 OCBITH 3a09HOT ()OpMU HaBYaAHHS:

3aranpHuit 00’em 150 roaMH, TpaKTUYHI 3aHATTS — 8 TOAMHH, CaMOCTIMHA

poGota — 142 ronuH.
MoBa BUKJIaTaHHS: aHTITIChKA, YKpaiHChKa

BI/I,Z[ CEMCCTPOBOI'0O KOHTPOJIIO: 3aJI1K

3a MOBHICTIO BHUKOHAaHI 3aBJaHHs 3/100yBauy BHUIIOI OCBITH MOXE OTpPUMAaTH

BU3HAYEHY KIJIbKICTh OaiB:

[HCTpYMEHTH 1 3aBIaHHS KinekicTh
OaJiB
[TpakTuyHi 3aBIaHHS 50
Yyacts B o6roBopenHi 113 30
3aikoBa poboTta 20

Pazom

100




Baok 1
VII cemecTtp
IpakTruHe 3anaTTs Nel
Tema 1.BramryBanHs Ha po0doTy
Cmucnuti smicm. Iowyx pobomu. O2onoutenus npo noutyx pobomu/eaxawcii. Bumoau
0o keanigixayii

MeTa NnpaKTHYHOI0 3aHATTS: PO3NIIHYTH 1 3aCBOITH OCOOIUBOCTI CTPYKTYPH Ta
3MICTY OTOJIOIIEHb NP0 BaKaHCli, BUMOTIM [0 KBadi(ikauii Yy OroJOUIEHHSX MpO
BaKaHCIi.

3aja4i NPAKTUYHOIO 3AHATTS:

— PO3MJISIHYTH OCHOBHI €TalK Ta METOJU MOLTYKY pOOOTH;

— PO3MISIHYTH 0COOIMBOCTI Ta CTPYKTYPY OTOJIONIEHB PO BaKaHCI;

— PO3MISIHYTH METOIU €(EKTUBHOIO 1IMKOPUCTAHHS 1H(POpMAILIli 3 OTOJIOMIEHb MPO
BaKaHCIi.

IIuTaHHs 10 00TrOBOpPEHHS:

1) What is the first step in a successful search for a job?

2) What questions must you ask yourself when beginning to search for a job?

3) What methods of finding a job do you know?

4) Why should you read the want ads?

5) What information can you find in a want ad?

6) Why isn’t it easy to read ads?

7) What suggestions will help you to use want ads effectively?

IIpakTu4Hi 3aBIaHHSA:

Active words and phrases:

job pobora

your job interests and concerns TyT: po0OoTa, sika Bac 1ikaBuTh

job advertisements = want ads OTrOJIOLIEHHS PO MPUKOM Ha poOOTY
to apply for a job 3BEpTaTHCS PO MPUIOM HA pOOOTY

employer poboTo1aBeIh




required and preferred qualifications

000B'13K0BI1 Ta 0a)kaHl BUMOTH J10

job search HoIIyK poOOT
resume/curriculum vitae (CV) pe3tome/aBroO1orpadis
recruitment HaO1p

position rmocaja

vacancy, job opening BaKaHCIA

application 3asBa

applicant, candidate

MPETEHAECHT, KaHU1aT

career Kap'epa
experience JIOCBI
background 6iorpadiyni gaHi
reference pEeKOMEeH a1l

to employ/ recruit/ hire

HaiiMaTh Ha poOoTy

to discharge/ lay off / dismiss

3BUIBHATH

to earn

3apo0IIsITH

term of probation

BUIIPOOHUI TEPMIH

cover/ accompanying letter

CYNPOBIIHUH JIUCT

marital status

CIMEMHHUH CTaH

hunting for a job

MOIIYK poOOTH

personnel department

BIJIJILJT KaJIpiB

Ex. 1. Read and translate the text. Write out the unknown words.

The Kind of Job You Want

The first step in a successful search for a job is to decide on the kind of job you

want and the kind you are qualified for. This means that first you should answer the
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questions «What can I do well?» and «What do I really want to do?» Begin with
thinking about the work you can do. Include work you have been trained to do, work
you have actually done, and work you enjoy doing. Therefore, you have to answer some
questions.

* Do you like to work with your hands?

* Do you like to work outdoors?

* Do you like to work with others?

Next, talk to as many people as possible about your job interests and concerns.
Talk to your friends, neighbours, and your family or relatives. These contacts may help
you to get more information about different jobs; to form a «network» of people
interested in helping you; to find people who work (or who know people who work) in
the area of your interest; each discussion will give you additional practice in expressing
yourself.

Now when you know the kind of job you want, the next question to answer is
«Where can I find that job?»

People use many methods of finding a job. They answer job advertisements (want
ads), or apply directly to employers. Of course, some methods are better than the others.

Ex. 2. Read, translate and try to identify your interests.

1. What are you looking for: money, power, prestige, security, travel
opportunities, spare time?

2. How important are the salary, environment, benefits, and job stability?

3. Do you enjoy working with people, information, or things?

4. Is it important to be your own boss?

5. What is your idea of a perfect job? A perfect boss? A perfect colleague?

Ex. 3. Read and translate the text. Write out the unknown words.

«Want Ads»

«Want ads» are job advertisements you can find in the classified advertising
section of newspapers, professional or trade journals. You should read the want ads at
least for two reasons:

* to learn more general information about jobs available;
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* to learn specific information about a particular job that is of interest to you.

The ad may tell you about the education and work experience required for the job,
the location of the job, the working hours, and the pay. It also tells you how to apply for
that particular job.

Some want ads say that certain qualifications are required, while other
qualifications are preferred or hoped for. The employer will try to find someone who
has all of the required and preferred qualifications. However, if no one has all the
qualifications that the employer requires and prefers, he may hire someone who has
only some of those qualifications. It is usually best to apply only for jobs for which you
have at least all the required qualifications. However, this is not always true.

Not all want ads are easy to read. The longer a want ad is, the more money it
costs to print. In order to save money, employers leave unnecessary words out of the
advertisement. They also use abbreviations.

There are many good reasons for using the want ads in your job search. The
following suggestions will help you to use want ads effectively:

a) Remember that want ads are only one of the methods you may use. Save time
to use other methods.

b) Reading all the want ads you will learn useful general information.

¢) Avoid ads that make unrealistic offers.

d) Analyze ads, which are of interest to you.

e) Determine your qualifications for that job.

f) Act quickly, effectively and stay cheerful!

Ex. 4. Read and discuss the samples of want ads. Compare the ordinary and

abbreviated one.

Ordinary want ad Abbreviated want ad

Type of job AUTOMOTIVE AUTO PARTS
PARTS COUNTER CTR SALES
SALESPERSON

Work 2 Years Experience 2 yrs exp. & H.S. req.

experience




10:00 a.m. CARSONS
SUPPLY

4396 Melrose Ave.

Education High School Graduate

required

Working hours Sdays, Mon.-Fri. M-F

Pay $9.00 hour $9/hr

How to apply Apply in person, before |Apply before 10 am

CARSONS
4396 Melrose

11

Ex. 5. Let’s speak about the personal features. Match the definitions in A

with the correct adjectives or phrases in B. Try to describe your features of

character for the future employer.

A

B

wants to get to the top

a. sensitive

2. open and friendly b. creative

3. doesn't get tired easily c. attentive to detail
4. can change people's opinions d. ambitious

5. doesn't get angry or irritated quickly e. adaptable

6. can produce new ideas f. independent

7. thinks of other people's feelings g. outgoing

8. doesn't mind changing his/her habits h. energetic

9. can work alone 1. Persuasive

10. regularly checks the quality of his/her work J. patient

Ex. 6. Write a short description of someone you like (or dislike) in your

personal or professional life.

MODEL: My boss is very energetic. She works about 12 hours a day. She is a

patient woman, and always has time to talk to us if we have a problem.

Ex. 7. Read the text and try to retell it.

The United States leads the industrial nations in the proportion of its young
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people who receive higher education. For some careers — law, medicine, education, and
engineering — a college education is a necessary first step. More than 60 percent of
Americans now work in jobs that involve the handling of information, and a high school
diploma is seldom adequate for such work. Other careers do not strictly require a
college degree, but having one can often improve a person's chances of getting a job and
can increase the salary he or she is paid.

Ex. 8. Read and translate the part of the interview. Is it hard to find a good
job nowadays?

AJ: That's great. You said that you did start working after your children grew up.
Where did you work or what did you do?

NC: Well, I had a hard time finding a job because jobs were very hard to find, but
finally I had a job with the state and I worked for the state and I got a job there, but my
experiences of getting a job after high school were terrible. It was so bad. It was terribly
hard to get a job. And all I wanted to be at that particular time was a court stenographer.
I loved shorthand and everything I heard I was taking it down, and I was so naive, I
thought all I had to do was be smart and be ready, and I was.

Ex. 9. Look and try to analyze these ads for job openings.

Dental Receptionist/Secretary

Part-time. Bilingual Spanish/English. Mature, bright. Respond with qualifications
and salary requirements, Larkin Agency, 23rd Street. Pittsburgh, PA 15260

Matsuda of Tokyo

Opportunities available for salesperson in Philadelphia boutique. Send resume
with salary requirement and references to Nicole. 109 Broad St., Philadelphia, PA
19105

Ex. 10. If you want to get a job about which you’ve read in the want ads, you
have to send a letter of application. Read the instructions how to write it better.

1) Remember that the first impression is very important.

2) Type the letter neatly.
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3) Check for spelling mistakes. Use a dictionary if you are not sure of a word.
Retype the letter if necessary.
4) Describe yourself, your qualifications, and your experience clearly.
5) If the ad tells you to write for an application form you do not need to give
detailed information in your letter.

6) Follow standard business letter format. Address the letter and envelope clearly.

A Letter

421 Lafayette Drive, Apt. 317
St. Paul, Minnesota 56106 April 4,
2005

Personnel Department
Continental Computer Corp.
935 Watson Ave

St. Paul, MN 55101

Dear Sir or Madam!

In reference to your ad in today's Standard I am interested in the opening for a
trainee computer programmer. Please send me an application form and any further
details. Thank you for your attention to this matter.

Yours truly,
Ashley Wichita
Ex. 11. Write a letter of application
3aBaaHHs 10 caMOCTiHHOI po0oTH:
1. [TinrotyBarucs 10 CIIOBHUKOBOTO TUKTAHTY
2. Hanucaru pexsiaMHe OroJIONIeHHs PO MOUTYK poOOTH/TIPUHOM Ha poOOTY.
PexomennoBana Jiteparypa:

1. bynanos C. 1., bopucosa A. O. Business English. /lisoBa iHo3emMHa MoBa. 2-T¢

Bu. Xapkis: TOPCIHI TUIFOC, 2006. 128 c.

2. becconona 1. B. Anrmiiicbka MoBa (3a mpodeciiiHuM cripsMyBaHHsAM). YacTrHa
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II: HaBu. moci6. mms mucraniiiHoro HaBuaHHsA. K.: VHiBepcurer «Ykpainay», 2005.

263 c.
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IIpakTuuHe 3aHATTH N2
Tema 1. BnamryBanHus Ha po0oTy
Cmucnuti smicm. Peztome. Buou peztome. OcHo8HI 8uMO2U 00 CKIAOAHHS pe3tome

Mera npakTHYHOr0 3aHATTSA: 3aCBOITH METOAM CTBOPEHHS €(GEKTUBHOTO
pe3roMe.

3amaui NPAKTUYHOIO 3aHATTH:

— PO3MIISIHYTH TIOHSTTS pe3tOMe Ta HOro 0COOIMBOCTI;

— PO3MISIHYTH ICHYIOYI TUIIH PE3IOME;

— PO3IISIHYTH METOJIM CTBOPEHHS €(DEKTUBHOTO PE3FOME.

IIuTanHs 10 00TrOBOpPEHHS:

1) What is a resume?

2) What are the basic requirements for a good resume?

3) How many types of resumes do you know? What do they differ in?

4) What type of resume is the most popular with the recruiters?

5) What information is recommended to exclude from your resume?

6) Which of special suggestions that can help you write a perfect resume do you
think are the most important?

IIpakTu4Hi 3aBIaHHSA:
Ex. 1. Read and translate the texts. Write out the unknown words.
The Resume

A Resume or Curriculum Vitae (CV) is an objective written summary of your
personal, educational, and experience qualifications. It packages your assets in the form
of a convincing advertisement, which sells you for a specific job. A resume is a kind of
written sales presentation. An effective resume creates a favorable impression of you
while presenting your abilities and experience.

The basic requirements for a good resume are:

- brevity: one page is preferable, but not more than two pages;

- top quality paper;

- perfect spelling and grammar;

- no typographical errors;
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- attractive layout.

Your personal data sheet contains most of the information you need, to prepare
resume. Now you have to select and arrange that information in the way that best relates
your background to the work you seek. Every resume is an individualized presentation
of your qualifications for a particular job. It means that you may prepare a few different
resumes, depending on the types of jobs you are applying for. You can choose from
among four types of resumes:

e Chronological resume lists work experience or education in reverse
chronological order. It describes responsibilities and accomplishments associated with
each job or educational experiences.

e Functional resume lists functional skills and experience separately from
employment history.

e Combination (functional/chronological) resume draws on the best features of
the chronological and functional resumes. It highlights applicant's capabilities and
includes a complete job history.

e Targeted resume emphasizes capabilities and accomplishments relating to the
specific job applied for. Work experience is briefly listed in a separate section.

The Requirements for a Resume

A resume should show an applicant’s qualification for a specific job. It should
include your name, address, and telephone number; an employment objective;
educational and training data: a list of previous work experience. The list should start
with your present or with your last job that shows qualifications for the work you want
now.

All this data should be listed in an easy-to-read form. If possible, all of the
information should be on one page. Type your resume on standard size business
stationery.

The interviewer usually sees the resume before he sees the applicant. The resume
gives the first impression of the applicant to the employer. It should be neat and well
organized.

Ex. 2. To strengthen your resume you may use action verbs like (try to learn
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them by heart):

Analyzed — ananizyBaB

Administered, managed — BiB cipaBu, KEpyBaB

Completed — nmpoBonuB (poOoTY)

Created — cTBOpIOBaB

Evaluated — Bu3Ha4aB (KiIbKiCTh, BapTICTh); MAPAXOByBaB

Implemented — BipoBai)KyBaB

Improved — ynockonantoBaB

Investigated — mociiiuB, BUBYUB

Organized — opraHi3yBaB

Participated — 6paB yuacTb

Performed — BukoHaB

Planned — nmiianyBaB

Proposed — 3anpononyBas

Provided — 3abe3neuun

Researched — nocnimxyBas

Solved — BupimuB (ipoOiiemy, 3a1a4y)

Streamlined — MoaepHizyBaB

Supervised — 3aBinyBaB

Supported — miaTpuMyBaB

Ex. 3. Knowing what to exclude from your resume is as important as
knowing what to include. Here is a list of details to exclude from your resume:

< Height, weight, hair or eye colour;

% Comments about your family, spouse, or children;

< Your photograph (unless you are applying for modeling or acting job);

% Travel restrictions;

< Preferences for work schedule, days off, or overtime;

<  Salary demands or expectations.

Very few people have good resumes. If English is not your native language or if

you come from another country, it can be even more difficult to know the right things to
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do. Some special suggestions will help you write a perfect resume:

1. Adapt your resume to the information you have gathered about the employer
and the job you want.

2. Use action verbs, they will bring your resume to life.

3. Avoid the pronoun «I». Describe your skills and capabilities by using as many
specific words as possible.

4. Highlight your accomplishments and achievements.

5. Keep it simple and clear: two pages at most.

6. Be truthful, don't exaggerate or misrepresent yourself. Remember that
employers check the information.

7. Don't mention salary.

8. Avoid long sentences. Use the minimum number of words and phrases but
avoid abbreviations.

9. Looks are important. The resume should be typed with plenty of white space
and wide margins. Place headings at the left side of the page, and the details relating to
them on the right side.

10. Make sure there are no errors in spelling, punctuation, or typing.

11. Don't sign or date the resume.

12. Always send an original of your resume. Don't send a photocopy.

13. Keep copies of resumes on file for future reference. Once you have a job,
update your resume on a regular basis.

Ex. 4. Look through the sample of a resume. Write your resume.

PETRO IVANOV

Dimitrov Street 17, Kiev, Ukraine

Phone: (044) 333-33-33

E-mail: petro20@ukr.net

PERSONAL INFORMATION

Date of birth: 6 February, 1989

Place of birth: Ukraine, Kiev

Marital status: married (single)
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OBJECTIVE

Getting the sales manager position (to improve the professional skills, to have an
opportunity for growth...)

EDUCATION

September 2008 — to present

Kherson State University; a student of Physics, Mathematics and Information
Technologies Department (Foreign Philology Department; Psychology, History and
Sociology Department; Philology and Journalism Department; Biology, Geography and
Ecology Department; Natural Sciences, Man’s Health and Tourism Department;
Economics and Law Department; Physical Training and Sports Department; Preschool
and Primary Education Department; Culture and Arts Department; Technology and
Services Department).

2005-2008

Kherson Academic Lyceum; a student.

EXPERIENCE

July 2009

Summer camp «Artek»; a leader of the detachment. Responsible for up-bringing
work in the detachment. June 2008-August 2008

Supermarket “Oscar”; an assistant of the sales manager.

Answered telephone calls, filed documents, composed business letters.

ADDITIONAL SKILLS

Computer literate: IBM PC user: MS Office; Windows 7, Vista, XP; Microsoft

Word, Microsoft Excel; Adobe Acrobat; proficient Internet user.

Languages: Ukrainian — mother tongue, English — free speech, German —
beginner, good working knowledge of Polish.

Driver’s license.

Excellent interpersonal and communication skills.

INTERESTS

Computers, football, reading (drawing, embroidery, hiking, running, amateur

painting etc.)
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ACTIVITIES

Member of Student’s Committee (group leader, vice-leader of the group, etc).

Ex. 5. Interview another student. Write down his /her answers:

. What kind of job are you looking for?

. Are you working now?

. What do you do?

. How long have you been working there?

1
2
3
4
3.
6
7
8
9

What jobs have you had? And exactly what did you do?

. Tell me about education and any special training you have had.
. What other skills do you have?
. What hours can you work?

. Why do you want to change your job?

10. Do you have any questions about the job?

Ex. 6. Prove that proverbs (sayings) have sense:

l.

The work shows the workman.
Practice makes perfect.
Jack of all trades is master of none.
The hardest work is to dir nothing.
Business before pleasure.
Ninety percent of inspiration is perspiration.
Through hardship to stars.
What is worth doing at all is worth doing well.
He that will not work shall not eat.
3aBaaHHs 10 caMOCTiHHOI po0oTH:

[Tligroryiite AOMOBiAL IPO OCHOBHI BHUMOTH 10 OGMOPMIICHHS pe3ioMe,

BukopuctoByroun TekcT « The Requirements for a Resume» ta nogarkoBy iHdopmaitiro.

2. CkyaziiTh BlIacHe pe3roMe.

PexoMengoBaHna jireparypa:

1. bynanos C. I., bopucosa A. O. Business English. /lioBa iHo3eMHa MoBa. 2-T¢

Bug. Xapkis: TOPCIHI TUIFOC, 2006. 128 c.
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2. I'ywsa T. M. Reasons to Speak. CywacHi po3moBHI Temu. XapkiB: TopciHr

IIroc, 2006. 304 c.
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IpakTuune 3aHATTH Ne3
Tema 1. BnamryBanHus Ha po0oTy
Cmucnauti smicm. Cnisbecioa 3 pobomooasyem. OCHOBHI 8UMO2U MA HOPMU emUKent).

Meta npakTHYHOIrO 3aHSATTS: 3aCBOITH OCOOIMBOCTI Ta METOIU €(EKTUBHOTO
HOIIYKY poOOTH.

3amaui NPAKTUYHOIO 3aHATTH:

— YTOYHUTH TOHATTS CIIBOECIIN;

— OKPECIHUTH OCOOJIMBOCTI CIIBOECIIN: YOr0 YeKae BiJ Bac poOOTOMABELb, IO MAETE
IIyKaTH BH SIK KaH/IUJIAT,

— PpO3DISIHYTH OCHOBHI €Tamu Ta CTparerii JUisi TIOKpalleHHs BpaKeHHS Ha
poOOTONIABIIS BiJl CIIBOECIIN 3 KAHUIATOM.

IIuTaHHs 10 0OTOBOPEHHHS:

1) How do you understand the meaning of the expression «the job interview»?

2) What does the employer judge during the interview?

3) What makes a good interview?

4) Which guidelines do you think are the most important? Why?

5) Can you give any other advice to a candidate?

IIpakTu4Hi 3aBIaHHSA:

Ex. 1. Read and translate the text. Write out the unknown words. Make up a

plan of preparing to your future job interview.
The Job Interview

A job interview is your opportunity to present your talents to a prospective
employer. During the interview, the employer judges your qualifications, appearance,
and general fitness for the job. Equally important, the interview gives you a chance to
evaluate the job, the employer, and the company. The interview helps you decide if the
job meets your career needs and interests and whether the employer is the kind you
want to work for.

To present your qualifications most advantageously, you have to prepare for the
interview: you should know how to act to make the interview an opportunity to «sell»

your skills.
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Careers officer speaking:

What makes a good interview? First, good preparation before the interview. Three
simple guidelines will help you. Guideline number one is — find out as much as possible
about the company where you are going for an interview. For example, you can get a lot
of useful information from the company's brochures, annual reports, and catalogues.
Two, find out if the interview is with one person or with a group of people, and what
their jobs are. It's very useful to know something about the interviewers before you meet
them. And three, make a checklist of the questions you want to ask at the interview.
Remember an interview is two-way process. The company finds out as much as possible
about you, and you find as much as possible about the company.

So, that's what you need to do before the interview.

Now the interview itself. There are seven more guidelines to remember here.

Guideline number four: dress smartly. A suit or something formal is best. Five,
arrive in good time. Arriving late for the interview is the worst thing you can do. Rule
number six: create a good first impression. First impressions are very important. Start
the interview with a smile, a firm handshake, and a friendly manner. Guideline number
seven: try to stay positive and relaxed during the interview. I know that's difficult. As a
rule, people don't feel relaxed, but your body language gives the interviewer a lot of
information about you. You want that information to be positive. Number eight: don't
give only «Yes» or «No» answers. Talk freely about yourself, give reasons for your
opinions, and explain why you're interested in the job. Nine: ask questions. Remember
the checklist of questions you prepared before the interview. Show you're interested!
Finally, guideline number ten: learn from the interview. Analyze your performance
afterwards and think how you can improve the next time!

Ex. 2. Look through the plan of the job interview. Can you give any other
advice to a candidate?

Before the interview:

1. Find out all you can about the company.

2. Find out the interviewer’s name and office phone number.

3. Find out where the interview is held.
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4. Find out how to get there and how long it will take you to get there.

5. Make sure you know what the job involves.

6. Dress to look clean and neat.

During the interview:

1. Arrive early. Call ahead if you’re delayed.

2. Try to smile and show confidence.

3. Ask questions and show interest in the job.

4. Be polite, listen carefully, and speak clearly.

«Don tsy:

1. Don’t panic, even if faced by more than one person. (Breathe deeply and
remember all your good points.)

2. Don’t slouch or look bored. (Stand and sit straight, make eye contact.)

3. Don’t smoke or chew gum.

4. Don’t give one-word answer or say you don’t care what you do.

Ex. 3. Read, translate and role-play the dialogue.

Interviewer: Are you working?

Mr. Guzman: Yes, I am.

Interviewer: Exactly what do you do?

Mr. Guzman: ’'m a mechanic. I work in a small auto shop with three mechanics
and supervise all auto repairs. I diagnose problems, make repairs and also check all the
repairs in the shop. I have experience with both American and foreign cars.

Interviewer: How long have you been working there?

Mr. Guzman: For three years.

Interviewer: What other jobs have you had? And what did you do?

Mr. Guzman: 1 was a maintenance mechanic in a plastics factory. I repaired the
production machinery. I also did all the general maintenance work and made all
electrical repairs.

Interviewer: How long were you there?

Mr. Guzman: For about three years.

Interviewer: Tell me about your education and any special training you've had.
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Mr. Guzman: 1 graduated from high school in Colombia in 1980. After high

school T went to a university for one year and studied engineering. Now I'm studying

English at Ale Community College.
Interviewer: What other skills do you have?
Mr. Guzman: 1 can do general bookkeeping and billing.
Interviewer: Why do you want to change your job?

Mr. Guzman: The auto shop I work in is very small. There is little room for

advancement.
Interviewer: What hours can you work?
Mr. Guzman: 1 prefer to work days, but I could work any hours.
Ex. 4. Answer the questions.
1. What is your future profession? / What is your profession /occupation?
2. Had you a dilemma in choosing your profession /occupation?
3. What subjects have you always given your preference to?
4. Did your parents (friends) impose their views, likes and dislikes on you?

5. When did you make a choice to become an English teacher (a lawyer, an

economist, an accountant, a doctor, a designer, etc.)?

6. What do you have to do to master English?

7.  What is your regular business?

8. Have you got a big personnel /staff?

9. How do you (your parents) earn your (their) living?

10. What special education does your (future) profession require? Name some
other occupations in which special education or training is required.

11. How many hours a day do you (your parents) work?

12. Are you satisfied with your salary?

13. What are the merits and demerits of your (your parents’) job? Give your

reasons.
14. What is the noblest and most difficult of professions?
3aBaaHHs 10 caMOCTiHHOI podoTH:

1. [Tixrotyiite Ta obirpaiite B mapi mianor 3 Temu «The Job Interview».
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2. CknafmiTe JecsATh 3allUTaHb JIO BAIIOro MaiOyTHHOTO POOOTOAABISI Ta JECSATH
3aMuTaHb JI0 TPETEHIACHTA, 3 IKUM MPOBOAUTUMETE CITIBOECITY.
PexomennoBana Jiteparypa:
1. bynanos C. 1., bopucosa A. O. Business English. /lisoBa iHo3emMHa MoBa. 2-T¢
Bug. Xapkis: TOPCIHI TUIFOC, 2006. 128 c.
2. I'ywsa T. M. Reasons to Speak. CywacHi po3moBHI Temu. XapkiB: TopciHr

IIaroc, 2006. 304 c.
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IIpakTuune 3aHaTTsE Ne4-5
Tema 2. Hajaron:keHHs TiJI0BUX KOHTAKTIB
Cmucauti smicm. Buminns 3acmocogyeamu 0cHO8HI npunyuny ma nputiomu OJist
3HAUOMCMBA, HALA200HCEHHS OLLOBUX CIMOCYHKIG
MeTa NpakTHYHOIO 3aHATTS: PO3IISHYTH 1 3aCBOITH OCHOBHI OCOOJIMBOCTI 1
CTpaTerii HaJaroKCHHS J1IOBUX KOHTAKTIB.
3aja4i NPAKTUYHOIO 3aAHATTS:
— YTOUYHUTHU CYTHICTh HOHSATTS «IUTOBI KOHTAKTH»;
— HABYMTHUChH CB1IOMO KepPYBaTH MPOIIECOM HAIArOPKSHHS JIIIOBUX KOHTAKTIB,
— PO3MISTHYTH HAaMKpaIlll CTpaTerii JJIsl HalaroPKeHHs! IUTOBUX KOHTAKTIB.
IIuTanHs 10 00rOBOpPEHHS:
1) What relationships do people have at work/in business?
2) Are you good at making relationships? Why or why not?
3) What personal qualities are necessary for building good relationships?
4) What are the best ways to build relationships between business partners?
5) What are the best ways to strengthen relationships between colleagues?
6) Is it always important to trust a business partner? Can you think of any
exceptions?

IIpakTu4Hi 3aBIaHHSA:

Active words and phrases.:

To count on sb — po3paxoByBaTH Ha KOTOCh

To find out — 3’sicoByBaTH

To get on with someone — MaTu rapHi CTOCYHKH 3 KUMOCh

To hammer out a point of disagreement — 3HaiiTh npeaMeT po301KHOCTEN
To keep up to date — OyTu B Kypci mofiit

To let sb down — migBecTH KOTOCH

To make a point of doing something — moctaButu 1751 cede 3aBaaHHs

To neglect — irnopyBatu

To obtain — 3100yBaTu, OTpUMyBaTH

To put off — BinkmagaTy, BiATepMiHOBYBaTH
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To set up smth — 3acHOBYBaTH, 3a104aTKOBYBATH

To strengthen relationships — 3MilIHIOBaTH CTOCYHKH

The Basis of Business and Professional Communication
in the Modern World

Ex. 1. Tasks for texts 1-3: Read and discuss texts. Write down the translation
of business-specific words, learn them by heart. Be ready for discussing thr
problems of Business and Professional Communication in the Modern World.

Text 1. Enterprising Type Work Environment

Persons having an Enterprising personality type «dominate» this environment.
There are more of them than there are people of other personality types. For example, in
a business or legal setting there will be more persons having an «Enterprising»
personality than there will be people who have an Investigative type.

«Enterprising» people create an «Enterprising» environment. For example, they
particularly value people who are energetic, ambitious, and sociable — who are good at
politics, leading people and selling things or ideas.

Examples of occupations that have an Enterprising environment are:

Auctioneer Sales Person Travel Agent Judge

Recreation Leader City Manager Sales Manager  Lawyer

President TV Newscaster Customs Inspector School Inspector

Camp Director =~ Hotel Manager  Real Estate Agent School Principal

The two work environments that are closest to the Enterprising type are Social
and Conventional. The furthest away is the Investigative type.

Text 2. Conventional Type Work Environment

Persons having a Conventional personality type «dominate» this environment.
There are more of them than there are people of other personality types. For example, in
an office of a bank or real estate company there will be more persons having a
«Conventional» personality than there will be people who have a Artistic type.

«Conventional» people create an «Conventional» environment. For example, they
particularly value people who are orderly, and good at following a set plan — good at

working with written records and numbers in a systematic, orderly way.
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Examples of occupations that have a Conventional environment are:

Court Clerk Secretary Bookkeeper
Bank Teller Post Office Clerk Mail Carrier
Typist Title Examiner  Timekeeper

The two work environments that are closest to the Conventional type are Realistic
and Enterprising. The farthest away is the Artistic type.

Text 3. Realistic Type Work Environment

Persons having a Realistic personality type «dominate» this environment. There
are more of them than there are people of other personality types. For example, at a
construction site there will be more persons having a «Realistic» personality than there
will be people who have a Social or Artistic type.

«Realistic» people create a «Realisticy environment. For example, they
particularly value people who are practical and mechanical — who are good at working
with tools, mechanical or electrical drawings, machines, or animals.

Examples of occupations that have a Realistic environment are:

Farmer Forester  Fire Fighter Police Officer Flight Engineer
Pilot Carpenter Electrician Diesel Mechanic
Locomotive Engineer  Truck Driver Locksmith

The two work environments that are closest to the Realistic type are Conventional
and Investigative. The farthest away is the Social type.

Ex. 2. Read the following text and fill in the gaps from the list below. Give the
title to this text.

Services, business, communications, managers, to purchase, to obtain,
instructions, interest

Effective communications are essential to 1 . Without them

employees would not know what to do, the owners and 2 of the business

would not know whether the business was achieving its targets or what goods and

3 its customers wanted. The business would not be able

4 supplies, and the customers themselves would not know about or be

able 5 the goods and services that the business provides. 6
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are used to pass on information, give 7, check and receive

feedback on activities, and to discuss matters of 8 or concern.

Ex. 3. Follow the link and listen to the text about effective relationship-

building: https://learnenglish.britishcouncil.org/business-english/podcasts-

professionals/relationship-building
Ex. 4. After listening to the text answer whether these questions are true or

false.

1. Relationship-building is the same as team-building.

2. One practical idea is to say 'Good morning' to three strangers.

3. It's a good idea to identify someone you want to build a relationship with.

4. It's important to understand what's happening in the world so that you can
discuss events with colleagues.

5. When there is conflict, you should focus on the person and not on the issue.

6. Asking people open-ended questions can help improve communication.

Ex. 5. Choose five tips the speaker mentions.

Practice simple courtesies

Get to know colleagues outside the office

Meet with colleagues outside of work from time to time

Avoid wasting time in small talk

Invite colleagues to your home

Listen to what colleagues say

Travel with colleagues on holiday

Ask open-ended questions

Ex. 6. Read these two texts and find out four advantages and disadvantages
of oral and written communications.

Oral communications

Whenever you speak to somebody, or somebody speaks to you, you are
communicating orally. Oral means spoken, and speech is the most common method of
communication. Most oral communications take place either face to face or over the

telephone. Although we talk to people every day, being able to communicate orally is a


https://learnenglish.britishcouncil.org/business-english/podcasts-professionals/relationship-building
https://learnenglish.britishcouncil.org/business-english/podcasts-professionals/relationship-building
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skill that must be learned and practiced. Using the telephone is more difficult than
speaking face to face, and many people are uncomfortable about making telephone
calls, although this is becoming less so through the widespread use of mobile
telephones.

One of the main problems with telephone communications is that when you talk
to someone on the telephone, you cannot see their response or facial expressions.

It is especially important, therefore, to listen carefully to what the other person is
saying and the way they say it — their tone of voice and the words they use. However,
technological developments such as videophones are overcoming this problem.

Oral communications are quick and direct between the person communicating the
message and the person receiving it. They also offer an opportunity for discussion and
for instant feedback to check that the content of the communication has been
understood. The main problem with oral communications is that there is no permanent
record.

While most oral communications are between individuals on a one-to-one basis,
either face to face or at a distance (e. g. by telephone), there are times when it is
appropriate for several people to communicate with each other at a meeting.

Modern telephone conferencing facilities also mean that that it is possible for
several people who may be at different locations to discuss matters over the telephone.

Written communications

The most common types of written communications are letters, written for
external communications, and memos (short for memoranda), used for internal
communications. Business letters and memos are more formal than the letters you write
to your friends, although they serve the same basic purpose — to communicate a
message.

An advantage of written communications is that they are permanent records of the
communication. They can be referred to later if required, and read at leisure, which
means that they can contain information that may take longer to digest and understand,
such as figures and technical data. Pictures, tables, graphs and diagrams can also be

included in written communications.
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Other forms of written communications are used in business for various purposes.
These include: reports, financial documents, advertisements, notices, customer and
product information. Written communications should be:

 accurate — everything should be checked, including all facts, spelling and
grammar

* clear — the person writing the message must know what they want to say before
they begin to write it down, and the person reading the document should be able to
understand its content immediately

« simple — short words and sentences are more effective and have more impact
than long ones

» complete — a document which leaves a message unfinished or leaves out a vital
piece of information will fail in its purpose.

Ex. 8. Make up a presentation (about 5-7 minutes) with 5 tips for effective
communication.

3aBaaHHs 10 CAMOCTIHHOI po0OTH:

1. IligrotryBatu nonoBiab Ha Temy: «Basic principles of establishing of business

relationshipy.
PexomMenioBana Jiiteparypa:
1. bynanos C. 1., bopucosa A. O. Business English. JlisioBa iHO3emMHa MoBa. 2-Te

Buji. Xapkis: TOPCIHI" IIJIFOC, 2006. 128 c.
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IpakTruHe 3aHATTA Neb
Tema 3. CBiTCcbKa 0eciga
Cmucnuti smicm. Buminnusa eecmu ceimcoky 6ecioy, niompumysamu oianoe (small talk)
MeTa nNpaKTHYHOIO 3aHSITTSA: HABUUTHCH BECTH CBITCHKY O€Ciy.
3aja4i NPAKTUYHOIO 3aAHATTS:
— YTOUYHHTH TOHSTTS «CBITChbKA Oecimay («small talky);
— PO3IVISIHYTH OCHOBHI TEMH Ta 3aBIaHHS CBITCHKOT O€CI/IH;
— PpO3MIAHYTH  CTpaTerii, M0 BUKOPHUCTOBYIOTHCS 3a/UIsl  IiABUIICHHS
PE3YIBTaTUBHOCTI CBITCHKOI OECIJIH.
IIuTanHs 10 00TrOBOpPEHHS:
1) What is small talk?
2) What are the acceptable topics for small talk?
3) What is the main aim of small talk?
4) What are the main strategies of small talk?
5) Do you usually engage in small talk? Do you enjoy it?
IIpakTH4Hi 3aBIaHHA:

Active words and phrases.:

Accident — BUmagok

Complain — ckapra

Confidence — BIeBHEHICTh

Small talk — cBiTCBKa Oecima

To build up tension — HarHiTaTH HAMPYKEHHS

To pick up on smth — BimpearyBaTu, 3BepHyTH yBary Ha I10Ch

To run one’s mouth — 3a6arato roBoputu

To take the initiative — O6paru iHilIaTUBY

To twiddle one’s thumbs — GalimukyBatTu

Ex. 1. Take the quiz.

1. You decide to attend an international conference. You have never attended such
an event before. What is your main reason for attending?

Choose one option.
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a. ’'m going to attend lots of presentations so I can keep up-to-date with
developments in my industry.

b. I’'m hoping to meet lots of interesting people — maybe some of them will be
useful for my future career.

c. I have a target of twenty people that [ want to meet, so I can persuade them to
buy our products.

2. On the first evening, you attend a ‘welcome party’. You arrive in a large hall
filled with about 500 people. They all seem to be talking to each other in groups.

There’s nobody that you recognize. What do you do?

a. Go up to one of the groups, introduce yourself and ask if you can join them.

b. Go up to one of the groups and listen to the conversation. Maybe you can join
in later.

c. Find where the food is being served and try to start a conversation with
someone in the queue.

d. Walk around the hall, pretending to be looking for someone. Avoid eye contact
with other people.

e. Turn around and go home.

3. At the conference party, which of these problems would be worse for you?

a. No-one wants to talk to you.

b. A really boring person wants to talk to you ... and you can’t escape from
him/her.

4. Where is the best place to stand if you want people to talk to you?

a. In the middle of the hall.

b. By the wall.

c. Outside.

d. By the buffet / bar.

5. Which topics of conversation could you use to break the ice with someone?

a. How much you hate parties like this.

b. The conference.

c. Your work.
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d. Sport.
e. The weather.
f. Politics.
g. How bad the food is.
h. Where you’re from.
Ex. 2. Match the two halves of the phrases for starting a small talk.

. Excuse me. Do you ...

. Hello. My name’s XXX. Is it ...

. Are you here alone ...

. And what about you? ...

1

2

3

4

5. It’s cold out ...
6. I just came out for some fresh air — ...
7. Sorry, do you ...

8. Are you giving a ...

9. This salad’s delicious — ...

10. Do you know many ...

11. Are you enjoying ...

12. It’s a great ...

13. Is this your first ...

14. Did you attend any ...

15. Do you know where ...

16. Did you enjoy this ...

17. Have you traveled ...

18. What do you do ...

19. Are you from ...

20. Could you pass ...

a. ... a long way to get here?

b. ... for a living?

C. ... good presentations today?

i

.. have a light?
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.. have you tried it?
.. here, 1sn’t 1t?

.. I can find the spoons?

= 0 o oo

... me the milk?

(S
.

.. mind if I join you?

... morning’s lecture?

—.

k. ... OK if I join your group?
l. ... or with a group?
m. ... party, isn’t it?

n. ... people here tonight?

0. ... presentation at the conference?
p. ... round here?
g. ... the party?

r. ... there are too many people in there.

s. ... time at the conference?

t. ... Where are you from?

Ex. 3. Watch the video about the art of small talk:
https://eslvideo.com/quiz.php?id=25294. Answer the questions.

1. According to Jeffrey Benjamin, how do most friendships begin?

a) as a formal introduction

b) as small talks

c) as an accident

2. Small talk becomes easy with

a) patience

b) parties

c) practice

3. The first tool for small talk is

a) be an ice-breaker

b) be an ice-bucket

c) get some ice


https://eslvideo.com/quiz.php?id=25294

4. «Be an ice-breaker» means

a) wait for other people to introduce themselves
b) twiddle your thumbs

¢) introduce yourself first

5. «Take the initiative» probably means

1) be the one who takes action first

2) wait for someone else to do something

3) be quiet

6. Taking the initiative communicates to others that
a) you have complaints

b) you are shy

c¢) you have confidence

7. When you are in a place like an elevator, the longer you wait to break the ice,
a) the more tension builds up

b) the quicker the ride

c¢) the more polite you are

8. Most great small talkers are

a) very rare

b) great talkers

c) great listeners

9. Great listeners do NOT

a) pause after speaking

b) run their mouths

c) ask great questions

10. To be good at small talk, you should

a) talk less; listen more.

b) talk more; listen less;

¢) run your mouth.

11. The third tool for small talk is to

a) keep positive thoughts to yourself

37
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b) keep negative thoughts to yourself

c) share negative opinions

12. In summary, the three tips to being good at small talk are

a) introduce, listen, and don't share negative opinions

b) introduce, don't listen, and share negative opinions

c¢) introduce, listen, and share negative opinions

Ex. 4. Read these quotes carefully to make sure you understand all the
words. Can you guess the missing word in each quote?

1. «The most basic of all human needs is the need to and be
understood. The best way to understand people is to listen to them». (Ralph Nichols)

2. «Bore, n.: A person who when you wish him to listen». (Ambrose
Bierce)

3. «There is no such thing as a worthless conversation, provided you know what

to listen for. And are the breath of life for a conversation». (James Nathan
Miller)
4. «You cannot truly to anyone and do anything else at the same timey.

(M. Scott Peck)

5. «There's a big difference between showing and really taking
interest». (Michael P. Nichols, The Lost Art of Listening)

6. «The greatest compliment that was ever paid me was when one asked me what
I thought, and attended to my ». (Henry David Thoreau)

7. «There are people who, instead of listening to what is being said to them, are
already listening to what they are going to themselvesy». (Albert Guinon)

Source of quotes: https://www.leadershipnow.com/listeningquotes.html

Ex. 5. Look at six types of questions with the sets of examples and the
comment about each type of question. Make up 6 questions of the given types to
start a small talk.

Open questions

* Why didn’t you come to this conference last year?

* Where did you go on holiday this year?


https://www.leadershipnow.com/listeningquotes.html
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In theory, these are good for ‘opening a conversation up’, because there are many
possible answers. In practice, questions with why or how are often better at opening up
a conversation than questions with where or when, which can often be answered with a
single word or phrase.

Closed questions

* Have you had a holiday this year?

* Do you do any sports?

In theory, these ‘close down the conversation’, by allowing a one-word answer:
yes or no. In practice, only a very rude person would answer with a single word, so they
can actually be very effective for keeping conversations going.

Negative questions

* Hasn’t the weather been awful this summer?

* Shouldn’t you wait for a better offer before you sell your house?

* Didn’t you use to work in China?

These questions are useful when you want to express your opinion in a way that
shows that you want to involve the other person. As these examples show, they can be
used to turn an obvious statement into a discussion, to make an opinion seem less direct
and to check a fact that you’re not sure of.

Hypothetical questions

* In an ideal world, what would your dream job be?

* So what if money were no object?

These questions typically include the word ‘would’, or sometimes might or could.
It’s also possible to start this type of question with ‘what if + past tense’.

Questions like this aren’t great for starting a natural sounding conversation, but
they’re very useful for keeping a conversation going when you have run out of other
ideas.

Question tags

* Your wife’s a doctor, 1sn’t she?

* [t’s been a great party, hasn’t it.

These work in the same way as negative questions, by turning a statement into a
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question. These are often used to check something we are not sure of, as in the first
example, which has rising (questioning) intonation, or simply to invite the other person
to respond to your opinion, in which case there is falling intonation, as in a sentence.

Statements with questioning intonation

» And there’s nothing you can do about it?

* You work in pharmaceuticals?

* Really?

These are the easiest questions to make, but they can be a very effective way of
checking information and encouraging the other person to expand something he/she said
earlier. You can change the focus of the question simply by stressing different words.

Ex. 6. Imagine you are talking to a stranger at a conference. Think of three
questions you could ask about each the following topics.

a. Work b. Holidays c. Hobbies d. Family e. Home

Ex. 7. Look at the following conversations. Match these descriptions to the
sentences 1-7. You will need to use two descriptions twice.

a. The speaker bounces the question back to the other person.

b. The speaker answers the question.

c. The speaker picks up on something the other person said, and asks about that.

d. Opening question.

e. The speaker expands on the answer — one or two sentences.

A 5o, do you have a family? [ 1 [ A: Do you have time for sports?
Children? [ |
B: Well, 'm married, but we don't 2 | B Mo, not really
hawve children — yel |
Its actually quite nice not 1o have 3 | used (o like runming, back when |
children: it means we can see a bil was a student, but it's very time-
of the warld before we selflledown. | | consuming.
What about you? |4 | And you? Are you a sportswoman?
A Y s, we ve ol Two S0nSs 3 | A Well, I'm net sure if I'm a
| | sportswoman, bul | try to keep fit,
They're wonderful, but | know what | & | go fo the gym a couple of tmes a
YOU mean aboul seeng the world: wieak, and | also play lennis when |
it's very difficult with children | | can
S0 = which countries have you T But tedl me about wour days as a

wigited? | | runmer. Were you good?
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Ex. 8. Have a short conversation with a partner. Use the conversation
patterns above to help you. Try to keep each conversation going for at least one
minute before you ask the next opening question.

Ex. 9. Read and translate the following text

How to make small talk

Here are six steps you can use to effectively make small talk and start
conversations in any situation:

1. Show real interest

The first step to effectively making small talk is to show genuine interest in the
person with whom you're speaking. See the interaction as an opportunity to truly get to
know the person you're speaking with and learn from them. Keep in mind that each
conversation presents a new opportunity for you. Your efforts at small talk could result
in a new friendship or they could potentially become a new customer.

2. Use open-ended questions

Most people like to talk about themselves and topics they’re familiar with.
Encourage more in-depth responses to your questions by asking open-ended questions.
One approach is to start a conversation with a simple question and then follow it up with
open-ended ones.

For example, you could start a small-talk conversation by asking where someone
is from and then ask what they most enjoyed about that area or what their hometown
was like. If you're at a networking event and lead by asking someone what they do for a
living, you could follow this up by asking them how they came to be in that field.

3. Practice active listening

To form the best connection with the other individual while making small talk,
practice active listening. Active listening is a communication method that involves
consciously paying attention to the words that the speaker is using.

Not only will the other individual take note of how engaged you are in the
conversation, but you'll also find that it's easier to ask relevant follow-up questions.
You'll also be more likely to notice and remember key details that you can ask about

later in the conversation.
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To be a more active listener, try to consciously maintain eye contact with the
other person approximately 60% of the time while they’re speaking. Periodically nod
your head to physically show that you're listening and stay fully present and relaxed in
the conversation. When the speaker pauses, ask questions to clarify what they're saying.

4. Use the 20-second rule

Be cognizant of the amount of time that you're speaking. When you’ve been
talking for approximately 20 seconds, try to finish your thoughts. You should be
finished speaking by the time you reach the 40-second mark. Think of this small-talk
rule as a set of traffic lights. Until the 20-second mark, you have a green light to talk.
When you reach 20 seconds, the light changes to yellow and when you get to 40
seconds, the light is red and it's time to let the other person speak.

5. Be mindful of your nonverbal communication

Use nonverbal cues like body language, nodding, maintaining eye contact and
leaning in to communicate to the other individual to show that you’re interested in what
they have to say. Make sure that you're smiling when appropriate to show that you're
listening.

6. Strategically plan your exit

When you've reached the end of your conversation, it can help to have a graceful
and natural end to your small talk planned. You can simply tell them that it was great
meeting them and then reference something you discussed during the course of the
conversation.

For example, if you meet someone who’s looking for a new job, you could end
the small talk by wishing them luck with their job search. Or if you want to stay in
touch with the individual and further develop the relationship, you could invite them to
contact you if there is anything you do to help with their search.

Tips for making small talk

Here are some tips to keep in mind the next time you're making small talk:

Have the right mindset

It's important to have the right mindset before you leave for any type of social

event where you’ll be making small talk. To do this, remind yourself why you're going



43
and what you're looking forward to getting out of the event.

Decide who you want to meet in advance

If there 1s a published list of attendees, consider looking at the list and deciding
who you’d like to connect with in advance. This readiness can help you make the most
of the event and allow you to prepare a few questions to use to get the small-talk
conversation started.

Ask for advice

Most people appreciate being asked for advice, especially if it's a topic they're
highly familiar with. Consider asking for advice to get a conversation started.

Avoid using your phone

Research shows that the presence of a phone can ruin a conversation. Leave your
phone in your bag or pocket and resist the temptation to place it on the table next to you,
especially as you’re meeting people for the first time while trying to make meaningful
small talk. If you’re expecting an important message, let the other person know in
advance and apologize before reaching for your phone.

Have questions prepared

Starting a conversation with someone new can be challenging. To avoid any
awkwardness, have questions in mind that you can use to open conversations with
someone you don't know. Questions like, "How do you know [name]?" or "How did you
find out about this event?" can be a great place to start.

Take the initiative for meeting people

Instead of waiting for someone to approach you, be the person to say hello first.
The more times you approach someone new, the more comfortable you will become at
making small talk and creating a new opportunity.

3aBaaHHsI 10 CAMOCTIiHHOI po0OTH:
1. ITiaroryBaru nomnoBiaes Ha TeMy: «The art of small talky.
PexomennoBana Jiteparypa:
1. bynanos C. 1., bopucosa A. O. Business English. /lisoBa iHo3emMHa MoBa. 2-T¢

Bu. Xapkis: TOPCIHI TUIFOC, 2006. 128 c.
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IpakTuyne 3auarTsa Ne7-8
Tema 4. Tesedonni po3moBu
Cmucauti smicm. Buminnusa eecmu menegonni nepecogopu, npuiimamu i 3a1umamu
NnOBIOOMIEHHS

Mera npakTHYHOIO 3aHATTHA: HABUUTHUCS €(PEKTUBHO BECTH JILJIOBI Tele(OHHI
PO3MOBH.

3aja4i NPAKTUYHOIO 3aAHATTS:

— PO3MISIHYTH PI3HUIIO0 MK HEPOpPMaTbHUMHU Ta (HOpMaIbHUMH TelePOHHUMU
PO3MOBaMu;

— PO3IVISIHYTH OCHOBHI OCOOIMBOCTI Ta MpaBUiia IIOBUX TeJIEPOHHUX PO3MOB,

— PO3MISIHYTH MpaBUjia €TUKETY A1IOBOI Tee(OHHOI pO3MOBH;

— HABYUTHUCH MPU3HAYATH 3yCTPIUl B X011 TeJIe(HOHHUX TEPEMOBUH.

IIuTanHs 10 00TrOBOpPEHHS:

1) Are there any differences between formal and informal telephone
conversations?

2) What are the main rules of a business call?

3) What business call manners do you know?

4) How do you usually make an appointment?

IIpakTu4Hi 3aBIaHHSA:
Ex. 1. Read and discuss the text, using the topical words

Active words and phrases.

to dial HaOupaTH HOMEP
to ring/ to call smb up JI3BOHUTH 110 TesnehoHy

long distance/ international call ~ MixxHapoaHa po3moBa

to call back MepEeA3BOHIOBATH

schedule pO3KIIaa

May/ Can I speak to... MoxHa MeH1 TOTOBOPUTH 3 ...
Any message? [{ocs nepenaru?

The line is busy / engaged JIinis 3aitHsTa

Don’t hang up. Hold on. He xmanite TpyOKy
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You are wanted on the phone Bac no tenedony

You have the wrong number Bu nommiiucs Homepom
Can you put me through? Uu moxeTe BU MeHe 3’ €/IHaTu?
Telephone Etiquette

Everybody has tough days. Before picking up the telephone, smile. It will help a
voice sound pleasant even if not feeling pleasant. Here are some tips:

e Be kind, polite, direct, enthusiastic, and speak with a strong voice.

e Try to find a quiet room where there is no background noise (i.e. television,
radio).

e Do not yell at children or talk to others in the room while on the telephone.

¢ Do not eat, drink, or chew gum while talking on the telephone.

e Always have paper and pen by the telephone as well as resume, references,
work history, questions.

e Make sure the other people in household are prepared to take messages.

e Do not let children answer the telephone.

e Never put an employer on hold to answer call.

e  When a person in household answers the telephone, tell them not to ask who it
is before they say if applicant is home.

e [f asleep when an employer calls, whoever answers the telephone should be
instructed to wake the applicant immediately, especially if an employer is calling during
the late morning or afternoon hours.

e Make sure the telephone is answered by saying, «Hello», NOT «Speak» or
«Yeahy.

e  When answering the telephone and the caller says, «Is__home?» DO NOT
respond with: «Yes». This is confusing to the caller. Instead, answer by saying, «This is
he/she» or «Speakingy.

An answering machine/voice mail is used to take calls when an individual is out.
If the individual does not have an answering machine, purchase one NOW so that calls
from potential employers are not missed. If the individual has an answering machine,

now is the time to update the «unusual» or «unique» greeting. Ask: «What will the
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future employer think of my message and how that message represents me?»

Some tips:

Do:

. Make sure message is polite, direct, and businesslike.

. Make sure message can be understood clearly.

. EXAMPLE: «Hello, this is (phone number). I am sorry I am not

available to take your call right now. Please leave your name, telephone number, a brief

message, and the best time to reach you. I will get back to you as soon as possibley.

. Return telephone calls promptly.
Do Not:
¢ Make crude comments or mention social references in message (i. €. 'm

unable to answer my phone because I'm out partying).

. Have music playing in the background.
¢ Let children record the greeting.
. Use multiple people when recording the greeting.

When leaving a message for someone to return telephone call, try to have the

correct pronunciation of their name and make sure the following is clearly stated:

¢ Name

. Telephone number

. Message

. The best time to call back

¢ Name once again

. Telephone number once again
. Then hang up gently.

Ex. 2. Work in pairs. Practice the telephone conversation, using the
expressions you have learnt.
Ex. 3. Read and discuss the telephone conversation. Write out the unknown
words.
Making an Appointment

Techimport has done a lot of business with Goodman & Co. for the last four
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years. Before Mr. Protsenko went to London, he and his experts had gone through the
latest catalogues of the firm. They found that Model AC-30 compressors could meet the
requirements of their customers. When Mr. Protsenko arrived in London, he phoned the
Ukrainian Trade Delegation and asked Mr. Zotov to make an appointment with
Mr. Lipman of Goodman & Co.

Zotov: Ukrainian Trade Delegation here. Good morning.

Secretary: Good morning.

Zotov: 1 wonder if Mr. Lipman is available.

Secretary. Yes, he is. Hold on, please. I’ll put you through.

Lipman: Lipman is speaking.

Zotov: Good morning, Mr. Lipman. Zotov’s speaking. I'm glad I've got you on
the phone. I hope you are well.

Lipman: Yes, thank you. And how are you getting on?

Zotov: Quite all right, thank you. The fact is Mr. Protsenko, President of
Techimport has come to London today. He’d like to talk to you.

Lipman: T’ll be glad to see Mr. Protsenko. We haven’t met since my last visit to
Kyiv. I wonder if he will be able to come and see me this afternoon.

Zotov: I’'m afraid this time won’t be quite convenient to him. Could you give an
alternative date, please?

Lipman: Yes, certainly. Tomorrow morning then.

Zotov: Very good. I’ll pass it on to Mr. Protsenko. Good-bye.

Lipman: Good-bye.

Ex. 4. Read the dialogues; learn one of them by heart.

Making an Appointment

Secretary: Two-four-nine; double eight-double two.

Mr. Ivanov: 1 would like to make an appointment with Mr. Jeffries. This is
Mr. Ivanov speaking.

Secretary: Oh, yes, Mr. Ivanov. Good morning. I'll get his schedule. Are you
there?

Mpr. Ivanov: Yes.
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Secretary: When would you like to come, Mr. Ivanov?

Mr. Ivanov: Tomorrow, if possible.

Secretary: I’m afraid he's tied up tomorrow. Is it urgent? If it is, perhaps we could
fit you in somewhere.

Mr. Ivanov: No, it isn't that urgent. Is the day after tomorrow possible?

Secretary: What time would you like to come?

Mr. Ivanov: As late as possible in the afternoon.

Secretary: I’m sorry, that afternoon's full too. How is Friday afternoon at five?

Mr. Ivanov: Yes, that’s perfect, thank you. Good-bye.

Making an Appointment with a Secretary

Mr. Petrov: Hello. May I speak to Mr. Ward, please?

Mr. Ward: Speaking. Who is it, please?

Mpr. Petrov: Good morning, Mr. Ward. This is Petrov, Mr. Gromov’s assistant. Mr.
Gromov had to fly to Chicago on urgent business last night. He could not see you
personally and so he asked me to get in touch with you instead and settle the matter you
discussed.

Mpr. Ward: Sure, Mr. Petrov. I’ll tell you what. Could you come over to my office,
say, about 4 o’clock?

Mpr. Petrov: Yes, that’s fine for me, Mr. Ward. I’ll be there.

Mr. Ward: O.K., I’ll be expecting you.

Appointment with a Doctor

Mpr. Nikolaev: 1s that Dr. Morton's office?

Secretary: Yes, sir.

Mr. Nikolaev: This is Nikolaev speaking. Could I have an appointment with the
doctor in the middle of next week, please?

Secretary. Just a minute, sir I’ll check his schedule. Will Wednesday be all right?

Mr. Nikolaev: Yes, ifs fine. What time, please?

Secretary: Wednesday, at 6 p.m.

Mr. Nikolaev: Thank you. Good-bye. Secretary.: Thank you, sir. Good-bye.

Appointment with a Dentist
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Mr. Nikolaev: Good morning. Could I speak to Dr Williams’s secretary, please?

Secretary. Speaking.

Mpr. Nikolaev: My name is Nikolaev. I would like to have an appointment with the
doctor.

Secretary: 1s it something urgent, sir?

Mpr. Nikolaev: Yes, rather. My son needs a dentist.

Secretary: 1 see. How old is he?

Mr. Nikolaev: He is about eight.

Secretary: Can you bring him tomorrow at eleven?

Mr. Nikolaev: That's Thursday, isn't it?

Secretary: Yes, sir.

Mpr Nikolaev: That’s fine. Thank you very much.

Ex. 5. What would you say in reply to these remarks?

1. This is Mr. Slow speaking. I would like to make an appointment with
Mr. Gorelov. 2. I’'m afraid I’ll be tied up tomorrow. Could you suggest an alternative
date? 3. There's something I'd like to talk to you about. When can we meet? 4. I'm
afraid we cannot fit you in today but we could recommend you another dentist. 5. This
i1s Mr. Fray’s secretary. I'm calling to confirm your appointment with Mr. Fray for
tomorrow, at 10 a. m. 6. I’m calling to let you know that Mr. Bell will not be able to
keep the appointment. He is away from London and won't be back until after
Wednesday. We are sorry about this.

Ex. 6. In what situations would you say the following?

1. Sorry, we cannot fit you in today. 2. Let me consult my schedule. 3. Could you
give me an alternative date? 4. I'm afraid Mr. Lloyd will not be able to keep the
appointment. 5. Could I make an appointment with the dentist? 6. I can give you a lift
afterwards. 7. We’ve made an appointment for Wednesday tentatively. 8. I’'m calling to
confirm your appointment with my colleagues. 9. We’re looking forward to seeing you
next Sunday. 10. I’d like to report the fault of my phone. 11. The line is completely
dead.

Ex. 7. Role-play making an appointment by phone:
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1) with your counterpart; 2) with a doctor; 3) with an engineer from the TV repair
service; 4) with a dentist; 5) with a friend of yours; 6) with Mr. Brody, Sales Manager of
a big company.
3aBaaHHs 10 CaMOCTiHHOI po0oTH:
1. ITizroryBaTrch 10 CIIOBHHKOBOTO TUKTAHTY.
2. BuBuuTH TpaBmiIa IIIOBOTO TeNe(HOHHOTO €THKETY, HABUUTHUCH MPU3HAYATH
JJIOBY 3yCTpIY.
PexomenpoBana Jiteparypa:
1. bynanos C. 1., bopucosa A. O. Business English. /lisoBa iHo3emMHa MoBa. 2-T¢

Buji. XapkiB: TOPCIHI" IJIFOC, 2006. 128 c.
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IpakTnuHe 3aHaTT Ne9
Tema 5. JlisioBe TUCTYBaHHS
Cmucnuti smicm. Buminns cknadamu 0inosi aucmu 0as pizHux nompeo

Mera nNpakTHYHOr0 3aHSATTH: 3aCBOITH OCOOJMBOCTI BEICHHS JIJIOBOTO
JTUCTYBaHHS.

3amaui NPAKTUYHOIO 3aHATTH:

— PO3MISIHYTH TIPU3HAYEHHS J1JIOBUX JIUCTIB;

— PO3MISIHYTH CIM €TalliB [JIaHyBaHHSI JIMCTIB;

— 3aCBOITH «30JI0TI IIPaBUJIay HAITUCAHHS ALJIOBUX JIUCTIB;

— PO3IISTHYTH CTPYKTYPY 1 CKJIaJIOB1 A1IIOBOTO JIUCTA.

IIuTanHs 10 00rOBOpPEHHS:

1) What «golden rules» is the person to be guided by before starting to write a
business letter?

2) What kinds of sentences are used in a business letter?

3) What characteristics of a letter are obliged to make it available to read
and tounderstand?

4) What are the seven steps in planning a business letter?

5) What are the structural components of it? Enumerate them

IIpakTu4Hi 3aBIaHHSA:

Ex. 1. Read and discuss the texts with the help of topical words. Write out

the unknown words.

Active words and phrases.:

heading 3aroJIOBOK

irrelevant HEI0pEeYHU

draft YEepHETKA

to include MICTUTH (B COO1)

essential HEOOX1JHUM, 000B'SI3KOBUM
concise KOPOTKUH, CTUCIIAN
courteous BBIWINBHM, YCMHUU

letterhead JpyKOBaHMM OJaHK (YCTaHOBH)



addressee

range

to enclose
up-to-date

p.p- («per procuretionemy)
enc. («enclosure»)
advertisement

to cancel

quality
commodity

on the average

to reduce
concession

letter of intent
execution

exclusive right
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azpecar

HU3KA, P

BKJIQ/IaTH, MIPUKIIAIATH JI0 JINCTA
Cy4YacHUU

3a IOPYYCHHSIM

BKJIaJKA, JIOJATOK

OTOJIOIIEHHSI, peKiama
aHyJIOBaTH, CKaCyBaTu

SIKICTD

TOBAp

y CEPENHBOMY

3MEHIIYBaTH, 3HUKYBaTH
MOCTYyTIKa

JINCT-3000B'I3aHHSI

BHUKOHAHHS

BHUKJIFOUHE IIPaBO

«Golden Rules» for Writing Business Letters

1. Give your letter a heading if it helps the reader to see at a glance what you are

writing about.

2. Decide what you are going to say before you start to write.

Use short sentences.

Use short words that everyone can understand.

3
4. Put each separate idea in a separate paragraph.
5
6

Think about your reader. Your reader ...

... must be able to see exactly what you mean: your letters should be CLEAR;

.. must be given all necessary information: your letters should be COMPLETE;

.. 1s a busy person with no time to waste: your letters should be CONCISE;

... must be addressed to in a polite tone: your letters should be COURTEOUS;

.. may get a bad impression if there are mistakes in grammar: your letters should

be CORRECT.



Seven Steps in Planning a Business Letter
1. Write down your aim: Why are you writing this letter?
2. Assemble all the relevant information and documents.
3. Arrange the points in order of importance. Make rough notes.
4. Write an outline and check it through, considering these questions:
A) Have you left any important points out?
B) Can the order of presentation be made clear?
C) Have you included anything that is not relevant?

5. Write a first draft, leaving space for additions and changes.

6. Revise your first draft by considering these questions: Information:

A) Does it cover all the essential points?

B) Is it correct, relevant and complete? English:

C) Are the grammar, spelling and punctuation correct? Style:

D) Does it look attractive?

E) Does it sound natural and sincere?

F) Is it the kind of letter you would like to receive yourself?

G) Is it clear, concise and courteous?

H) Will it give the right impression?

7. Write, type or dictate your final version.

Ex. 2. Look through the structure of a business letter
Structure of the Letter

. Sender's address / Date.

Inside address (receiver's address).

Attention line.

Salutation.

Body of the letter.

Complimentary close.

R L S

. Signature.

Ex. 3. Analyze the following letter according to its structural points.

53
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GIMBEL& CO Ltd

21 High Street, Blackheath, London
SE3B SHY

Tel: 01-564-8843

7th May 2002

M. Lawson Esq, Manager, Filbury
& Johns, 20 Shaftsbury Avenue, London
WI1A 4WW

Our ref: DM/SK

Dear Mr. Lawson,

Thank you for your letter of 4th
May enquiring about our range of office
equipment.

I enclose an up-to-date price list and
our latest catalogue which I hope includes
something of interest to you. You will
notice that we offer very favourable terms
of payment.

I look forward to hearing from you
again.

Yours sincerely

David Eipley

The address of the firm sending the letter

(the letterhead) is often printed on the

paper

The date

The name, position, firm and address of

the addressee

The reference (the initials of the person
writing the letter and the person who types
it)

The first paragraph says why are you

writing

The second paragraph says what you want
or what you are doing (the real reason for

writing the letter)

The final paragraph is a polite ending

You write «Yours sincerelyy, if you know
the name of the addressee and «Yours

faithfully» if you don't

The signature
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Sales Manager

Encs

The person writing the letter

His position in the firm

Here the enclosures are the catalogue and

price list

Ex. 4. Use the given phrases in the business letter of your own.

Opening Phrases:

1. Dear Madam - [llanoBHa maHi

2. Dear Sir - llTanoBHMIT 1OGPOITO

3. Dear Mister Malforn - [llanoBHuit nane Mandopu

4. Dear Sirs - [llanoBHI maHOBE

5. We have received your letter of... - Mu orpumanu Barmioro nmcra Bif ...

6. We thank you for your letter of... - JIsaxyemo 3a JIUCT Bif ...

7. We have the pleasure to inform you - Mu pani nosigomutu Bac

8. In reply to your letter of... - YV BiAMOBi/Ib HA Balll JIUCT BiI...

9. To inform you... - [ToBimomisiemo Bac...

10.We apologize for the delay 1in |- IIpocumo npobayeHHS 3a 3aTPUMKY 3
answering your letter BIJIMOBIJIIIO HA BaIll JIUCT.

Linking Phrases:

1. There is no doubt that... - besnepeuno. ..

2. It is necessary to note... - Heo0xiaHO B1A3HAYUTH, IIIO. ..

3. We'd like to draw your attention to the | - 3Bepraemo Balry yBary Ha TO (DaxT...
fact...

4. Considering the above said... - bepyuu 1o yBaru ckazase...

5. In this connection... - YV oMy 3B '3KY...

6. In connection with your request... - Y 3B'SI3Ky 3 BalllUM MPOXaHHSIM. ..

7. Otherwise we shall have... - Y nporuBHOMYy pa3li MU Oynemo

3MYIILIEHI. . .
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8. As regards your request...

9. Up till now we have received no reply.
10.In case of delay...

11.In case of your refusal...

12.In case you fail to make payments...

- [Iloo Bamoro npoxaHHs. ..

- JloTenep Mu He OTpUMAaJIU BiAMOBIAI.
- Y BUIIQJIKy 3aTPUMKH. ..

- V BUIAJKy BaIlloi BiJIMOBH. ..

- Y BUNAJKy HECIUIATH. ..

Closing Phrases:

1. We are looking forward to receiving
your consent/approval/confirmation.

2. Your prompt execution of our order
would be appreciated.

3. We wish to maintain cooperation with
you.

4. Your early reply will be appreciated.

5. We are looking forward to hearing
from you.

6. If we can be of any assistance, please
do not hesitate to contact us.

7. Yours faithfully/ sincerely

- YekaeMo BaIllo1
3roJI1/CXBAJICHHSI/ I ATBEPIKEHHSI.

- bymemo Bam BIAYHI 3a IIBUAKE
BHUKOHAHHS HAIIIOI0 3aMOBJICHHS.

- CnoniBaemocs N1ATPUMYBATH
CHiBPOOITHUIITBO.

- bygemo BamM BIAYHI 3a IIBHIKY
BIJIOBIAb.

- CnogiBaemocs otrpumaru Big Bac

BIIIIOB1Ib HANMOIMKYMM YacOM.
- IIpocumo 3BepTaTucs 10 HAc, SKIO BU
oTpeOy€eTe TOTMOMOTH.

- 3 moBaroro

Ex. 5. Read and discuss the structure of the following letter according to the

given statements and rules.

D. Clark,

Sales Manager,
Priston & Co Ltd, 28
Kolas Court,

North Middletown,
NJ 07734 USA

Our ref: MP/NK

5th March 2001




Dear Mr. Clark,

Thank you for your offer of 374 March.

We are favourably impressed by the quality of your commodity, but feel that the
price is rather high. The prices quoted by other suppliers are, on the average, 10%
lower. However, in view of the high quality of your commodity, we are ready to make a
deal with you if you re- examine your prices. If you reduce your price by 5% we will

place an order for some 10.000 items. We trust that in view of the size of the order you

will see your way of making this concession.

Your early reply will be appreciated. Yours sincerely,

Mike Parson Sales Manager

Ex. 6. Answer the questions:

Who is sending the letter?

Who is receiving it?

What is the opening phrase?

The company is ready to purchase the commodity, isn't it?
What is its requirement?

What quantity is it ready to buy?

Do you think it is worth to make this concession?

What is the closing phrase?

Ex. 7. Translate into English.

1. Mu orpumanu Bamoro nucta Big 13 BepecHs 2002. 2. JIskyemo 3a JIUCT-
3000B’s13aHHs Big 1 Oepesns. 3. S Hajmcunaro BaM Il JIMCT 3 MPOXAHHSM HAIICIATH
KaTajor Bamioi Npoaykiii. 4. Mu roroBi cHiBIpaioBaTd 3 BamH. 5. Mu Xxodemo
3aKyIUTU Taky MNpoAyKIilito. 6. KoMmnaHis Mae BUKIIOYHE MPABO HA BUTOTOBJICHHS IMX
TOBApIB.

Ex. 8. Analyze the structure and the content of the enquiry letter as one of

the business letter samples.

Active words and phrases:

clothing OJIAr

catalogue (Am. catalog) KaTajaor
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suitable T JIXO IS LA

quotation MPOMO3HUILIsI, PO3IIHKH
to require BUMAararu

supply MIOCTaBKa

to supply MOCTaBJISITH
payment TUTaTIK

Letter of Credit (L/C) aAKpEIUTUB

early reply IIBUJIKA BIJMIOBI/Ib
quantity KUTBKICTh
HOWARD & PRATT

Ladies' Clothing 306,3d Avenue Chicago, 111 60602 USA

Oct. 21, 2000

JACKSON & MILES

118 Regent Street London WIC 37D UK

Gentlemen:

We saw a collection of women's dresses in your October catalogue. The lines you
showed would be most suitable for our market. Would you kindly send us your
quotation for clothing that you could supply to us by the end of November? We would
require 1,000 dresses in each of the sizes 10-14, and 500 in sizes 8 and 16.

We propose the payment made by Letter of Credit. Thank you for an early reply.

Very truly yours

P. PRATT, Jr (P. Pratt) Buyers

Ex. 9. Answer the questions:

1. What do the Buyers ask for in their enquiry letter?

2. What quantities of goods do they require?

3. What terms of payment do the Buyers propose?

Ex. 10. Fill in the missing pronouns: somebody, anybody, nobody, everybody,

anything, something, nothing, everything.
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1. The question is not difficult and ... can answer it. 2. ... called yesterday but he
left no message. 3. Can ... help me? 4. It is too late. I think there is ... in the office now.
5. There is ... interesting in this letter. 6. Is there ... here who knows English? 7. You
must find ... who can offer it to you. 8. ... knew the time of briefing. 9. Please, write to
us if you want to order ... else. 10. There is ... in the office. I don’t know him.
11. Please, tell us ... about your obligations. 12. Is there ... you want to offer me?
13. We have ... new in our catalogue. 14. There is ... interesting in this offer.

Ex. 11. Study new business proverbs:

. A man is known by the company he keeps.

. Failing to plan is planning to fail.

. From those to whom much is given, much is expected.

. If ifs and ands were pots and pans there’d be no work for tinkers.

. Money can’t buy everything, but everything needs money.

¢ Never let the right hand know what the left hand is doing.

. Not until just before dawn do people sleep best; not until people get old

do they become wise.
3aBaaHHs 10 CAMOCTiHHOI po0oTH:
1. [linroryBarucs A0 CIOBHUKOBOTO IUKTAHTY.
2. CknacTd Ta mpoaHali3yBaTH OJWH 3 JIJIOBUX JIMCTIB 3TIJHO 3 OCHOBHUMH
BUMOTaMH iXHaMMUCaHHs (CTPYKTYpa, 3MICT, CTHJIb, IpaMaTuka ta opdorpadis).
PexomenpoBana Jiteparypa:
1. bynanos C. 1., bopucosa A. O. Business English. /limoBa iHo3emHa mMoBa. 2-Te

Buji. Xapkis: TOPCIHI" IJIFOC, 2006. 128 c.
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HpakTnune 3ansarTa Nel(
Tema 5. JlisioBe TUCTYBaHHS
Cmucauti smicm. Buou dinoeux nucmie
MeTta npakTH4YHOI0 3aHATTS: PO3IISTHYTH Ta 3aram’siTaTl OCHOBHI PI3HOBUM 1
0COOJIMBOCTI I1JIOBUX JIUCTIB.
3amaui NPAKTUYHOIO 3aHATTH:
— PO3IVISIHYTH BHUJIY 1 3aBJaHHS JUIOBUX JIUCTIB;
— PO3MISIHYTH OCOOIMBOCTI KOMIO3UIIIT ALJIOBUX JIUCTIB PI3HUX BUJIIB.
IIuTaHHs 10 00TOBOpPEHHS:
1) What types of business letter do you know?
2) What letters of two types are often used?
3) What is the main aim of an offer?
4) What information do the offers usually include?
5) What are the types of the quotation?
6) What phrases do usually open a free offer?
7) How do a free and a firm offers differ from each other?
IIpakTu4Hi 3aBIaHHsA:
Ex. 1. Read and translate the texts with the help of topical words.

Active words and phrases.

firm offer TBEp/Ia MPOTO3UILisS

are pleased pani

regarding [0 CTOCYETHCS

with regard to BIZTHOCHO

size po3Mmip

to require BUMaraTtu

nearly Maiixe

quantity KUIbKICTh

obtainable SAKUN MOXe OyTH OTpUMAaHH
subject to 3a YMOBH, I1I0...

to deliver MOCTAaBJIATHA
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to receive OTPUMYBATH

to prefer Ha/1aBaTH IepeBary

air freight NEPEBE3CHHSI MOBITPSIHUM IIJISIXOM
kind pia, BUII, COPT

shipment B1JIBAHTAKEHHS

to charge Ha3Ha4aTH LiHY

cost BapTICTh, BUTPATU

extra at cost 3a JOJaTKOBY CILIaTy

The Types of Business Letters
There are different kinds of business letters, used for different purposes. They are
divided into two types: the business to business type and the business to client type.

Business-to-business types are intended for company to company

communication.

Examples are:

1. Appreciation letter — a letter of gratitude and appreciation for help extended, or
a good business deal.

2. Thank you — is a letter of gratitude.

3. Congratulations — is a letter that praises the recipient for a job well done.

4. Letter of recognition — a written statement of recognized efforts similar to an
appreciation letter.

5. Letter of reference — is a character reference letter. It is a letter building up the
character of a person to be accepted in a job.

6. Recommendation — is an endorsement letter to hire a certain person.

7. Sympathy letter — is a letter of condolences to a person or family.

8. Invitation letter — is a letter persuading a person or a company to join an event
or an occasion.

9. Letter of credit — is a way of endorsing a certain business to be considered a
credit loan.

10. Letter of interest — a reply to an invitation that confirms presence on the

event/occasion.
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11. Business memorandum — notices that are distributed to the staff. They are
reminders of company activities, or imminent changes in the company.

12. Business introduction — is done to introduce a new business to the readers.

13. Business letter — a letter that talks about the plans for the business.

14. Donation letter — a letter asking for donations.

15. Termination letter — more popularly known as a resignation letter. It signifies
someone's desire to leave a job permanently.

Business-to-Client letters are:

1. Welcome letter — welcomes the client and thanks him for choosing the
company.

2. Letter of appreciation — thanks the client for having business with the company.

3. Apology letter — asks the client for reconsideration, and apologizes for failing
to deliver.

4. Collection letter — notices outstanding payments due.

5. Invoice letter template — this 1s asking the clients to state the invoice number of
their transactions.

6. Letter of invitation — invites a client to join a certain gathering.

7. Marketing letter — is stating the newest products that the company will provide
soon or 1s presently providing.

8. Rejection letter — is stating the rejection of the client's request.

9. Business letters are more formal in writing. Follow the formats strictly. Be
concise, clear and direct to the point.

An Offer. Kinds of Offers

An offer (a quotation) is a statement by the Sellers usually in written form
expressing their wish to sell the goods. Offers as a rule include the following
information:

1. the description of the goods offered (their quality, quantity);

2. detailed prices, discounts and terms of payment;

3. the date or the time and place of delivery.

There are two kinds of offers.
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A free offer is made when Seller offers goods to regular customers without
waiting for an enquiry and sends quotation to those who may be interested in the goods.
These offers were formerly called offers without obligation. There must be an indication
in such an offer that it is made subject to the goods being available when the order is
received. The opening phrases in free offers may be: «We think you will be interested in
our quotation for the goods» or «We have pleasure in enclosing our latest catalogue (or
the price-list of our products)y.

A firm offer is a promise to supply goods on the terms stated (i.e. at a stated price
and within a stated period of time). This promise may be expressed in a letter in the
following words: «We make you a firm offer for delivery by the middle of May at the
price quoted» or in some other words like: «The offer is subject to acceptance within
fourteen days», or «The offer is open for acceptance until the fifteenth of January».

The Sellers making a firm offer have the right to withdraw it at any time before it
has been accepted. In practice, however, no seller will risk his reputation by
withdrawing his offer before the stated time.

Ex. 2. Read one of the examples of a business letter. State to what type it
belongs to.

JACKSON & MILES
118 Regent Street London WIC 37D UK
Oct. 28, 2000

HOWARD & PRATT

Ladies' Clothing 306, 3d Avenue

Chicago, 111. 60602 USA

Dear Sirs,

We are pleased to make you a firm offer regarding our products in the size you require.
Nearly all the models are obtainable and can be delivered to you by the end of
November. All other models of dresses can be supplied by the middle of December
2000, subject to our receiving your order by 15th of November. If you prefer the goods
to be shipped by air freight, this kind of shipment will be charged extra at cost.



Yours faithfully, D. A. Leary
Manager
Export Department Sellers

Ex. 3. Answer the questions.
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1. When can the Sellers deliver the goods to the Buyers?

2. When can the Sellers supply all other models of dresses?

3. What is charged extra at cost?

Ex. 4. Write the offer of your own using the given phrases and expressions.

Expressions used in enquiries for catalogues, brochures, etc. and in answers to such

enquiries.

We shall be obliged if you will send us
your latest catalogues, brochures or any
other publications.

We are pleased to enclose our latest
catalogue illustrating our range of products,

which we trust you will find useful.

As soon as the catalogues are available, we

will send you some copies.

We regret to advise you that our catalogue
is out of print.

We are interested in ... advertised by you in
this catalogue.

If you require further copies of this
catalogue, please do not hesitate to write to
us.

The goods to which you refer are not in

stock and therefore no catalogues are

Mu Oynemo 3000B’s3aHi, skmo Bwu

HAAIIUIETE HaM  OCTaHHI  KarTaJjorH,
Opourypu abo Oyab-sKi 1HII MyOmiKaii.

Mu pani momarv Hall OCTaHHIM Karaor,
SKAW  1UTIOCTpYy€E

ACOPTUMCHT Hammx

BUpoOiB, $SKi, HA Hamy JAyMKy, Bac
3aI[1KaBIISTh.

Sk  TUIBKM-HO  Karajoru OyayTb B
HAasIBHOCTI, MU HajinuieMo Bam nexiiabka
KOITIH.

Ha >xanp, My nmoBigomisiemo Bawm, 110 Bech
THPaXX HAIIOTO KaTaJoTy PO31HUIIOBCS.

Mi 3aimikaBiieHi..., skuid Bu pexnamyete B
IIbOMY KaTajo3i.

Axkmo Bam mnoTpiGH1 1€ Komii IbOro

KaTajory, OyJb-1acka, IOBIJIOMTE HaM.

ToBapiB, Ha gki Bu nmocunaerech, HEMae B

HasIBHOCTI, 1 TOMY KaTaJoTiB L€ HEMa.
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available as yet.

We enclose for your information our
brochure and leaflet that we trust you will
find useful.

We have been informed by... that you are
manufacturers and exporters of...

We have seen your advertisement in...

We refer to your advertisement in...

We shall be glad to answer any additional

questions you may ask.

Mu nomaemo mns  Bamoi iHbopmartii
Opollypy Ta peKJlaMHHUW JIUCTOK, $Kl, Ha
Hally 1yMKy, Bu 3Haliiere KOpuCHUMM.

Mu Oynu mnpoiHdopmoBaHi..., mo Bu —
BUPOOHHMKH Ta €KCTIOPTEPH. ..

Mu G6auriin Bamy peknamy B...

Mu nocunaemocst Ha Bamy pexiamy B...
Mu Oymemo paji BIAMOBICTH Ha OyIb-sKi
aki Bu  mMoxete

JIOJATKOB1  IHUTaHHA,

ITIOCTAaBUTH.

Ex. 5. Exercise your grammar. Fill in the missing pronouns: much, many,

little, few, a little, a few.

1. Will it take ...

time to answer this letter? 2. We give the customers ...

catalogues of our products. 3. We had ... time, so we couldn’t prepare the goods for
shipping. 4. Your order will receive ... attention. 5. I like it here. Let’s stay here ...
longer. 6. She wrote us ... letters from abroad. 7. There was ... sugar in the bowl, and
we had to put ... sugar there. 8. I know French ... and I can help you with the
translation of this text. 9. Thank you very ...! 10. I want to say ... words about my
travelling. 11. Please don’t ask me ... questions. 12. How ... money have you got?
13. We usually spend ... money on advertising. 14. ... in this work was too difficult for
me. 15. There were ... new orders and we spent ... time executing them.

Ex. 6. Study new business proverbs:

. Nothing succeeds like success.

. Our greatest glory is not in never falling but in rising every time we fall.

. Power tends to corrupt; absolute power corrupts absolutely.

. Rome was not built in a day.

. Seize opportunity by the beard, for it is bald behind.

. Sell a man a fish, he eats for a day, teach a man how to fish, you ruin a

wonderful business opportunity.
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. Teachers open the door. You enter by yourself.
3aBaaHHs 10 CAMOCTIiHHOI po0OTH:
1. ITiaroryBaru nonoBiaes Ha Temy: «Major types of business lettersy.
2. CkJacTu JiBa 3pa3KH JIIJIOBOTO JIUCTA.
PexomenpoBana Jiteparypa:
1. bynanos C. 1., bopucosa A. O. Business English. JlinoBa iHo3emHa mMoBa. 2-Te

Buji. XapkiB: TOPCIHI" IJIFOC, 2006. 128 c.
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Baok 2
VIII cemecTp
IpakTrune 3anaTTs Nel
Tema 6. IlinroroBka Ta MpoBeIeHHA MpPe3eHTallil
Cmucauti smicm. Ilioecomoska 00 npogedenHs npezeHmayii

MeTa npakTHYHOIO 3aHAATTA: HABYUTHCS TOTYBaTH MaTepiaid J0 Mpe3eHTAaIlli
BIJIMOBIAHO IO IT1JIEH, CTPYKTYPH Ta BUMOT.

3aja4i NPAKTUYHOIO 3AHATTS:

— HABYMTHCS TOTYyBaTH Marepiaid JO MpEe3eHTarlii BIANOBIIHO 10 il ITiJICH,
CTPYKTYPH Ta BUMOT.

IIuTanHs 10 00rOBOpPEHHS:

1) What do you think when you hear the word «presentation»?

2) Do you like making presentations? Why / Why not?

3) What’s the best presentation you have ever heard?

4) How can you stop being nervous about a presentation?

5) What do you think of PowerPoint? Are you good at using it?

6) Is it better to give a presentation to five people or thirty? Why?

7) Do you like listening to presentations?

8) What kind of slides are best — those with pictures or those with words?

9) Whose presentation would you like to see (anyone in the world)? Why?

10) Do you think giving presentations makes you more confident?

IIpakTu4Hi 3aBIaHHsA:

Active words and phrases.:

Accept — mpuiiMaTH; TOTO/IKYBaTUCS

Achieve an objective — gocsiratu MeTu

Adage — adopusm; npuciiB’s

Attention grabber — Te, 10 IpuBepTae yBary

Bullet points — HaliBa)KTUBIIIII MyHKTH; KIIFOYOBI MOMEHTH
Communication medium — 3aci0 KOMyHIKalii

Conclusion — BUCHOBOK
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Emphasis — akment

Enable — HagaBaTit MOKIUBICTH
Essential — icToTHUI; BayKITMBHI
Feedback — 3BopoTHa peaxiris

Graph — rpadik; niarpama

Impact — BriuB

Improve — noninmryBaru

Introduction — BcTyn

Issue — muranns; mpobiema

Key — ronoBnuii

Make sure — yreBHIOBaTHCS

Oppose — 3anepedyBaru

Persuade — nepexonyBatu

Priority — mpioputeT

Refuse — BigmoBisaTH(-C51)

Rehearse — perrerupyBaru; moBTOproBaTH
Retention — 3amam’iTOByBaHHS

Roughly — npubnu3zno

Solution — BupieHHs

Study — nociipKeHHsS

Summarise — nigoMBaTH MiJACYMKU
Supply — 3amac; mocradaHHs

Table — Ta0nuns

Tend — MaTu TEHAEHIIIIO

Timing — po3paxyHOK 4acy

Visual aids — Hao4Hi 3aco0u

Ex. 1. Watch the video «How to create an effective presentation»:

https://youtu.be/AXYxManvISE?si=6C-E6MWGyY0sQ52YJ. Note down the tips

mentioned in the video.

Ex. 2. Match the elements of a presentation with the part of the presentation


https://youtu.be/AXYxManvI8E?si=6C-E6MWGy0sQ52YJ

they belong in.
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The parts of a presentation are: begin, announce, body, end.

The elements of a presentation are:

* Greet the audience

* Introduce yourself

* Introduce your topic

* Outline what you will cover

* Use visual aids.

* Cover the content of your topic.

* Recap what you stated you would talk about
* Give a brief conclusion

* Thank your audience for listening.

* Ask if there are any questions or comments.

Ex. 3. Watch the video «How to prepare for the presentation»:

https://youtu.be/bXQQ-3keJDg?si=AbtucWpqMq80Y4kz. Note down all the tips

mentioned.

Ex. 4. You’re going to give a 2-minute presentation (elevator pitch).

Make notes on: the main idea, supporting ideas and impressive language. You

have 2-3 minutes to prepare your presentations in pairs. When you’re ready, join

together to make groups of four. Each member gives their presentation. Other members

of the group make notes and give constructive feedback.

Language to use

Starting Abbreviating

The thing about... is... In a nutshell,

What I find most interesting about...is... | To cut a long story short...
Sequencers Addition

First of all, What’s more,

To begin with, On top of that,

First and foremost, Besides that,

Secondly, Apart from that,

Finally, Another thing to consider is...
Last but not least, We shouldn’t forget that...
And to top it all off, It’s also worth bearing in mind that...



https://youtu.be/bXQQ-3keJDg?si=ABtucWpqMq80Y4kz
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Adding Emphasis
(I don’t agree with him) at all.
Without a shadow of a doubt.

By far the best/worst/biggest etc. is.

The park near my house is
especially/particularly beautiful

Fillers

You know?

So,

. I mean,

In other words
How can I put this?

Contrast/Comparison Conclusion

On the one hand, on the other hand, So to sum up,

But actually... So in summary,

But in actual fact... So to wrap up,

However So as I was saying,

Whereas/while All in all,

Topics
Tourism in How we can Modern The worst The best thing
your city save the cinema thing about about being a
planet being a teenager

teenager

The most Ways to live a | Consumerism | The most The world in

important healthier life useful thing 20 years’ time

invention ever you own

The Difterent Sexism in the | The ideal The most

importance of | pressures that | media holiday useful

fashion girls and boys subjects at

nowadays face school

Modern music | The best thing | Online dating | The effect the | The best way

to study at uni internet 1s to study for

having on exams
society

The best place | The perfect Smartphone Zoos and pets | Differences

to goona weekend addiction between your

first date life and your

parents

Ex. 5. Choose one of the above topics and prepare an oral mini-presentation

of your own (up to 2-3 minutes).

3aBaaHHsI 10 cAMOCTiHHOI po0OTH:

1. IliazroryBatu momoBias Ha Temy: «Major principles of preparation of

presentationy.

PexomengoBaHna Jiteparypa:

1. bBynanoB C. 1., bopucora A. O. Business English. /linoBa anrmiiickka MoBa. 2-

re Bua. Xapkis: TOPCIHI" IIJTFOC, 2006. 128 c.
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IIpakTuuHe 3aHATTH N2
Tema 6. IlinroroBka Ta NpoBeJAeHHSA NMPe3eHTaIliil
Cmucnuti smicm. Ilpogedenns npezenmayii 015 6enukoi ayoumopii

MeTa npakTHYHOIO 3aHAATTA: HABYUTHCS TOTYBaTH MaTepiald J0 Mpe3eHTaIlli
BIJIMOBIAHO 7O IJI€H, CTPYKTypH Ta BUMOI, a TaKOX MPOBOAUTH MpE3CHTALll s
BEJIMKOT ayAUTOPIi.

3aja4i NPAKTUYHOIO 3aAHATTS:

— HaBYUTHUCS €(DEKTUBHO MPOBOJUTH MPE3EHTAIII0 3 YpaxyBaHHSIM crenudiku Ta
pO3Mipy Balioi ayauTopii.

IIpakTu4Hi 3aBIaHHSA:
Ex. 1. Read the text and answer the questions.
Giving Effective Presentations

There are three essential pieces of information that can make your presentation
fly: use visual aids where you can; rehearse, rehearse, rehearse; the audience will only
remember three messages.

Professor Albert Mehrabian did a lot of research into how we take in information
during a presentation. He conducted that 55 per cent of the information we take in is
visual and only seven per cent is text. There are some important conclusions that we can
take in from this information:

e Use visuals (pictures, graphs, tables) whenever you can.
® In a speech, you are only using 38 per cent of the communication medium.
e Ditch the bullet points.

In a Study at the Wharton Research Centre it was shown that using visual slides
had a dramatic effect on message retention. The old adage that «a picture is worth a
thousand words» is as true today as it has always been. By using visuals in your
presentation, you can expect roughly to double the chance of achieving your objectives.
Moreover, if you are trying to make a sales presentation or a job interview presentation,
this piece of advice can have a major impact on your bank balance.

There 1s no end of people who spend hours pouring over their bullet points but

fail to rehearse properly for the presentation. The old proverb says: «If you fail to
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prepare, you are prepared to fail». Rehearse your presentation and it will get better. You
should rehearse at least four times, and if you can get word perfect so much the better.
Make sure that one of your rehearsals is in front of a really scary audience — family,
friends, partners, colleagues, or children. They will tell you quite plainly, where you are
going wrong — as well as providing you with support that you need. If you have to give
a presentation in a short period of time, then try to practise your presentation against the
clock. This is particularly true with something like the five-minute job presentation. You
can add in parts from the script or take them out to fit the time. Allow extra time in your
presentation for questions and watch out for nerves — this could mean that you talk
faster on the day. In the actual presentation, you could take in a clock or take off your
wristwatch and put it on the podium. This way you can see how the timing can develop.
A very simple trick that can help you with your performance is to video or record
yourself. This will give you some immediate feedback and will enable you to fine-tune
your performance.
The audience are likely to remember only three things from your presentation.

The rule of three is one of the oldest in the book — Aristotle wrote about it in his book
Rhetoric. Put simply it is that people tend to remember three things easily. Therefore,
before you start writing your presentation, plan what your three key messages will be.
Once you have these messages, structure the main part of your speech around these
three main themes and look at how they could be better illustrated. There are three parts
of your presentation: the beginning, the middle and the end. Start to plan what you will
do in these parts. The beginning is ideal for an attention grabber or for an icebreaker.
The end is great to wrap things up or to end with a grand finale. Lists of three have been
used from early times up to the present day. They are particularly used by politicians
and advertisers who know the value of using this rule to sell their ideas. There are many
examples:

® «Veni, Vidi, Vici» (I came, I saw, I conquered) — Julius Caesar.

e «Friends, Romans, Countrymen lend me your ears» — William Shakespeare.

e «Our priorities are Education, Education, Education» — Tony Blair.

If you have four points to get across — cut one out. The audience will not



73

remember it anyway. In presentations, less really is more. No one ever complained of a

presentation being too short.

Answer the following question:

l.

What essential information that can make a presentation fly was stated in

the text?

. What researcher was mentioned in the text?
. What results does the study at the Wharton Research Centre have?
. What proverbs can you find in the text?

. How many times is it necessary to rehearse a presentation?

2
3
4
5
6.
7
8
9

Why is it so important to rehearse in front of a really scary audience?

. What pieces of advice concerning timing do you remember?
. Who was the first to write about the rule of three?

. What parts should a presentation consist of?

Ex. 2. Complete the sentences using the text.

There are three essential pieces of information that can make your presentation

. Professor Albert Mehrabian did a lot of research into ... .

. If you fail to prepare ... .

. A very simple trick that can help you with your performance ... .
. If you have four points to get across ... .

. There are three parts of your presentation ... .

. By using visuals in you presentation you can ... .

. Make sure that one of your rehearsals is ... .

. Notes on presentation making.

Ex. 3. Watch the video «How to deliver effective presentation»:

1.
fly .
2
3
4
5
6
7
8
6
https://

outu.be/0QzhQwHqtXY?si=Wed8-xD8 cYmMf{fsa. Note down all the tips.

Ex. 4. Look at the situations when something goes wrong with your

presentation. Brainstorm the solutions.

1.

You plan to show a presentation you created on Prezi. When you get to class

and are about to present, the Wi-Fi goes down. You can’t get to the website to view your


https://youtu.be/0QzhQwHqtXY?si=Wed8-xD8_cYmMfsa

74
presentation, so you can’t give your presentation. What could you have done
differently? What can you do now?

2. You are in the middle of your presentation and you drop your cue cards. The
cards scatter everywhere. It takes you a few minutes to put them back in the right order
and you end up flustered. What could you have done differently to avoid the delay?

3. While presenting, you realize that your audience is bored. What can you do to
get their attention back?

4. You are about to start your presentation but you can’t figure out how to get
your slides to work. You experimented with some fancy looking animations and
transitions, but now you can’t get any of it to work. What could you have done
differently to avoid this last minute confusion?

Ex. 5. Watch the presentation «7 steps to your dream»:
https://youtu.be/LywGegMP2x8?si=tLLABzv2A6IDTQ7B6. How would you
evaluate this presentation?

Ex. 6. Prepare a presentation on a topic of your own choice. For example:
any famous company; a project you have been involved in recently; new
developments in any field.

Useful expressions:

¢ In my presentation, I will be proposing...

e The subject / topic of this presentation is ...

¢ [n my presentation today I am going to explain ...

e [ will be developing three main points. First, I will give you ... Second ...
Lastly...

e My presentation will be in two main parts. In the first part I will ... and then I will

e Firstly I would like to ... Secondly, we can ... I will finish with ...
e Conclusion. Useful expressions:

e That brings me to the end of my presentation.

e That completes my presentation.

e Before I stop / finish, let me just say ...


https://youtu.be/LywGegMP2x8?si=tLABzv2A6lDTQ7B6
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e That covers all I wanted to say today.
e Let me just run over the key points again.
e [ will briefly summarise the main issues.
e Briefly ...
e Asyou can see, there are some very good reasons ...
¢ In conclusion ...
e [ would like to leave you with the following thought / idea.
3aBaaHHs 10 caMOCTiHHOI po0oTH:
1. [TlinroTyBaru mpe3eHTalio Ha oHy 3 TeM 3 BrpaBu No4 3 [13 Nel2.
PexomMenioBana Jiiteparypa:
1. Bynanos C. 1., bopucoBa A. O. Business English. /linoBa anrmiickka MoBa. 2-

re Bua. Xapkis: TOPCIHI ITJIFOC, 2006. 128 c.
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IIpakTuune 3anaTTss Ne3-4
Tema 7. IlinroroBKa Ta NPOBeIEeHHS IiJI0BHX 3yCTpivei
Cmucauti smicm. Buminnusa opeanizogysamu i nposooumu 0inogi 3ycmpiyi, KOOpouHysamu
iXHitl Xi0

MeTa nMpaKTUYHOTO 3aHSITTS: 3aCBOITH MPaBHJIa Ta €Taly MPOBEACHHS JIIJTOBUX
3yCcTpiveit, 000B’SI3KH 1 MpaBa Mozieparopa.

3aja4i NPAKTUYHOIO 3aAHATTS:

— YTOUHHUTHU MOHATTS «JILJIOBA 3yCTPIU»;

— PO3TIISIHYTH OCHOBHI THIH JUTOBUX 3yCTpiveH, iX eTamnu, mpaBuiia Ta 1ijii;

— pO3MIAHYTH 000’ SI3KH 1 TIpaBa Mojieparopa AIOBUX 3yCTPiuei.

IIuTanHs 10 00rOBOpPEHHS:

1) How do you understand the expression «business meeting»?

2) What are the types of meetings?

3) In your opinion, what are the rules to follow in order to conduct a successful
and effective business meeting (or, any meeting in general)?

4) What is the main aim of a business meeting?

5) What are the main stages of a business meeting?

6) As a moderator, how would you open and close the meeting?

IIpakTu4Hi 3aBIaHHSA:

Ex. 1. Study the following information.

Meetings — Types

3acimanss (300pu, Hapaaga) — meeting; session; sitting:

no3adeprone — special (extraordinary)

piu"e — annual

ninoBe — professional

mofieHne — daily

3aBeplanbHe (migcymkose) — final

3akpuTe — private (closed, secret); in camera

IHCTpYKTHUBHE — briefing

HayKoBe — scientific
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Heodimiiine — informal
3arajipHe — general
00’eqnane — associated (joined)
BIIKpHUTE — open (public)
odimiitHe — official (formal)
yeprose — regular
TieHapHe — plenary
MiJIF0OTOBYE — preparatory
poboue — business
CEKIIHE — section
ypouucte — grand, formal, ceremonial
creriajgbHe — special
MPUCBSYEHO MOM’SITI — commemorative session
MOMIX cecisiMu — meeting between sessions
Ha piBHHUX MpaBax — round table meeting
yepe3 KOHKpeTHUH Bumaaok — ad hoc meeting
3 MPEACTABICHHIM CTEHIOBUX JOKJIAJIB — pOSter session
XapakTep (3arajJbHUNA HAMPSAMOK poO0TH) 300piB — format of a session
pOo3MovYrHaTH/3aKpuBaTH 300pHu — to begin/to close a session
BIJIMOBUTHUCH BiJ y4acTi B 300pax — to refuse (to decline) to take part in a session
ckacyBaru 300pu — to cancel (to eliminate, to call off) a session
nepeHecTy (BiakIacTh) 30opu — to adjourn (to postpone, to suspend) a session
MIPUCBITUTH 300pH MUTaHHIM — to devote a session to some problem
B1JIB11yBaTH 300pu — to attend sessions
3aMpoIyBaTH YYaCHUKIB Ha 300pu — to invite participants to a session
npoBouTH 300pu — to hold (to run) a session
MPOBOJIUTH OJHOYACHO JeKisibKa 300piB — to hold overlapping sessions
3aMporoOHyBaTH BiaKiacTu (mepeHectu) 30opu — to move (to propose) the
adjournment (postponement) of a session

Bectr 300pu — to direct (to govern) the procedure at a meeting
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ckiuKatu 301p — to summon (to call, to convene) a session

CTaBUTH MUTaHHs (Ha 301pIil) — to bring up (to raise) some matter (at a session)

Oparu y4acTh B 30ipiii — to attend up (to participate in, to take part in) a session

3acigaru: — to meet; to sit; to be (to sit) in conference; to be in session:

0e3 nepepBu — without a break

[Tepiommuno — periodically

10 3raJJaHOMy IMUTaHHIO — On some problem

MocCTiHO — at regular intervals

KOJIOKBiyM 1ieHyM — colloquium (pl -a) plenum; plenary session

pobouya rpyna — working group

CeKIis — section

ceMiHap — seminar; study group

CeMIHap Mo CleliaIbHOMY NMUTaHHIO — Workshop

cecis — session; meeting; sitting

Examples

1. The president opened the session welcoming those present.

[Ipe3uneHT BiIKpUB 3aciJaHHS BITAHHIM, 3BE€PHEHHSIM JI0 MPUCYTHIX YYACHHKIB.

2. The session lasted without a break from 9:00 a. m. to 11 a. m.

3acijaHHS MPOAOBKYBaJIOCH 0e3 nepepBu 3 9-u A0 11-01 roAuH paHKy.

3. The final plenary session took place on 1 July and was as usual a closed
session.

3aBeprianabHe INICHEPHE 3acCilaHHs IPOXOAMIIO 1-TO JHMIHS, 1 BOHO SK 3aBXKIH,
OyJI0 3aKPUTHUM.

4. The official ceremony was held on Monday, 24 June, 10 a. m.

OdimiitHa 1IepeMOoHIs BIAKPUTTS BiAOyJaach B MOHEAUIOK 24-ro uepBHA o 10-ii
TOJIMHI PaHKY.

5. A decision was taken to eliminate a session of the executive council so that the
final plenary session could take place on the Saturday afternoon.

Byno mnpuilHATO pillleHHS CKacyBaTH CECII0 BHUKOHYIOUOi pajau, 3 TUM 1100

3aKIIIOYHE TJICHApHE 3aCiJaHHs MOIVIO B1IOYTHCS B CyOOTY B/ICHb.
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6. The public session of the COSPAR plenary meeting was devoted to the
presentation of statements by the invited organizations.

Binkpure muieHapHe 3aciJaHHsI KOMITETY MO JOCIIHKEHHIO KOCMIYHOTO MIPOCTOPY
OyJ10 IPUCBSIYEHO BUCTYTAM 3aIPOIIEHUX OpTaHi3allii.

7. The plenary applauded Prof. D.’s statement.

[Tnenapue 3aciganHs noroauio 3asBy mpod. /.

8. The plenary session approved the changes in membership of the working
groups.

[Inenapue 3acigaHHs TOTOUIIO 3MIHHU B CKJIaAl pOOOYHX TPyII.

9. Eleven members attended the meeting of the panel.

11 uneniB Oyiu MPUCYTHI HA 3aCiJaHHI CHELIAIbHOTO KOMITETY.

10. The third general assembly of ... was held in Varna from 4 to April ... .

Tpets renepanpHa acambies ... Bigoynach B BapHi 3 4-ro nmo 10-te kBiTHS.

11. The regular Committee meeting included session of the exocutive council and
business meetings of the working groups.

Yeproee 3acijaHHs KOMITETY BKJIIOYAJIO Hapajay BHUKOHYIOUOI paau 1 AUIOBI
3aCiTaHHs MPAIIOI0YUX TPYTI.

12. At 2 p. m. the fist plenary session was adjourned until 4 p. m.

O 2-i1 ronuHi Oyn0 OroJONIEHO MEPEPBY HA MEPIIOMY IJIEHAPHOMY 3acCiiaHH1 J0
4-1 TOIUHU.

13. The president opened the first business at 2.40 p. m.

[IpesuneHT Binkpus mepiie podode 3aciganHs o 2 roauHi 40 XB. THS.

14. Workshop and seminar on space applications were held in ... .

CemiHap MO cHoeHIaJIbHUM MHUTAHHSAM 1 CEMIHAp MO JAOCIIPKEHHIO KOCMOCY
IPOBOJIMIINCE B... .

15. The poster sessions will constitute the usual short communications of recent
research data.

3acigaHHg 3 TIPE3CHTAIlIEI0 CTEHJOBUX JOKJIAIiB OyayTh CKJIAIaTHCh 13
3BUYAHHUX KOPOTKHUX MOBIJJOMJICHb IO OCTaHHIM TOCITHIA TeMi.

16. Before each session a meeting will be held so that the session Chairman can
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discuss the management of the session with the authors.

[lepen kokKHOIO ceciero OyayTh MPOBOAUTHCH HapaIH, Ha SIKUX CITIKEp cecii 3MOoxke
00roBOPIOBATH ii MPOBEJEHHS 3 BUCTYIIAIOUUMHU.

17. The conference programme provided for general discussion sessions.

[Iporpama koHpepeHitii nepeadavae 3arajibHe TUCKYCiHE 3aCiJaHHS.

18. The conference programme has been arranged to allow the maximum time to
be available for discussion.

[Iporpama xkoHdepeHIii Oyma ckiaajeHa TaKUM YHHOM, 100 TpeACTaBUTH
MaKCHUMYM 4Yacy JUISl TUCKYCIH.

19. A meeting of panelists and chairmen prior to the session for general
coordination is generally prerequisite for the success of the section work.

Hapana ekcnepriB 1 KepiBHUKIB, Tepej] 3acilaHHAM I10 3arajibHii KOOpauHaIllii,
3a3BUYail € HEOOX1THOIO YMOBOIO YCITIXY POOOTH CEKIIi.

20. The authors, panelists, session chairmen and vice-chairmen of each day’s
sessions will meet at 7.15 a. m. for breakfast, to become better acquainted and to discuss
session arrangements.

Bucrynaroui, ekcrepTu, a TakoX KEPIiBHHKH 1 3aMICHHKH IIOJICHHHX 3aciaHb
3yCTpivaroThes 0 7:15 paHKy 3a CHiJJaHKOM JUIsI TOTO, 1100 Kparile MO3HAHOMUTHUCH OJTUH
3 OJHUM 1 0OTOBOPUTH POOOUY CECIIO.

21. Contributed papers will be presented in poster session format only.

[IpesenTanii, nokyiaau OyayTh IEMOHCTPYBAaTUCh TUIBKY HA CTEHIAX.

22. The poster sessions will be held at the hotel and are scheduled as follows: ..

JleMOHCTpaIlisi CTEeHJOBHX JOKIAAiB Oyle MPOBOAUTHCH B TOTEJi B 3a3HAYCHHMA
HWKYE JHI 1 4ac: ...

Meeting Agenda

MOPSZIOK IeHHUH — agenda:

nepeHaBaHTaxeHuil — overcrowded

Harepe0/IH1, 3a37aj1eriap — provisional (tentative)

npuiiHsTa — approved

3aciganHsa — for a session
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HacTymHa... — is as follows...

0e3 3MiH — as it stands

NPOEKT NnopsaaKy neHHoro — draft of the agenda

MyHKT (MUTaHHs) TOPSAAKY AeHHOTO — item (point) of the agenda (agenda item)

o3I TOPSAKY AeHHOTO — the examination (consideration) of the agenda

BKJIFOUMTH B TIOPSIIOK JIeHHUH — to include (to incorporate) in the agenda

3aTBEPIUTH — to approve

3aBEpHYTH (BIIMOBUTH B OPAJIKY AEHHOMY) — to reject

3alpoOIIOHYBaTU — to propose

MPUKHATH (3aTBepAUTH) — to adopt

po3natu — to circulate

PO3MIAHYTH — to consider

ckyact — to draw up

BCTaHOBUTH — to fix

MIEPEXOIUTH JIO TIOPSAAKY JeHHOTO — to proceed to the agenda

PO3MOALT MYHKTIB MOPSAJAKY AeHHOro — to schedule agenda items

3HATH MMHATAHHSA 3 MOPSIKY JEHHOTO — to remove (to cross out) a point from the
agenda

CTOSATH (IOTPUMYBATUCH) OPSAKY AEHHOTO — to appear (to be) on the agenda

pizHe (B mopsiaKy nqeHHoMy) — other business; miscellanea; miscellaneous

Examples

1. The chairman proposed a seven point (item) agenda for the meeting.

KepiBHuK 3ampornoHnyBaB 300pam MOPSIAOK ACHHUH, IO MICTUTh CIM ITyHKTIB

2. The nine items of the agenda for the plenary session were approved. Bynu
3aTBEPKEHI JIEB 'SATh MMyHKTIB MOPSAKY IEHHOTO TUIEHAPHOTO 3aCiJaHHS.

3. During the meeting statements were heard on various agenda items.

[limyac 3acigaHHs OyJa0 O03BY4YEHO HHU3KY AYMOK 3 PI3HUX IYHKTIB MOPSAKY
JIEHHOTO.

4. One of the important items on the agenda is the snternational geological

cooperation programme.
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OnHuM 3 BaXJIMBUX MYHKTIB TOPSAJKY JEHHOTO € TMporpamMa MiXKHapOIHOI
criBmparii B cdepi reosorii.

5. Another important item to be considered by the plenary is the location and
dates for the next conference.

Ha niemapHOMYy 3aciaHHi CIiJl pO3IISHYTH 1€ OJWH BAXIJIMBUH ITYHKT MOPSIAKY
JIEHHOTO, 0 CTOCYETHCS MICIIS 1 9acy IPOBEIEHHS HACTYITHOI KOH(MEPEHIIii.

DISCUSSIONS

Question — nmuTaHHs/IpodIEMa

to ask a question — CTaBUTH 3alTUTaHHS

to answer (to respond to) a question — BiJIMOBICTH HA MTUTAHHS

Urgent — HeB1IKJIaTHUM

under discussion — po3IISIHYTH MUTAHHS

in question — cBOe€YacHUMU

to comment on — KOMEHTYBaTH

Discussion:

HeodiuiiHa — informal

rpyHTOBHa — detailed

3arajbHa — general

XBaBiCTb — lively

to discuss — 0GroBoproBaTH

to reject — BIAXUIUTH

to raise — MiTHATH

to clarify — po3'scHioBaru

to consider — po3msaatu

to solve — BupimmTH

Vocabulary Notes

wrigHa — fruitful;

HajJaTh 4ac 1 micue s HeodimiitHoi auckycii — to provide time and space for
informal discussion;

JUCKYCis y BY3bKOMY KOJII 3 IIMPOKOTO Koja JUCKYCisl 3 MUTaHb (axiBLiB (3
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NIEBHOTO MUTaHHs) — private wide-ranging panel discussion;

oco0a, 110 MATPUMYE X1 TUCKYCii — animator of a discussion,;

npeaMeT AUCKYCIi pe3ynsrar — subject of a discussion outcome;

MeTa JIUCKYcii — purpose (aim) of a discussion;

BUKJIMKATU — to provoke;

3aKpUTH — to close;

HarpasisaTu — to direct;

noyaru (BiAKpUTH) — to initiate (to open); Auckycito — a discussion;

BIJIKJIaCTH — to postpone (to adjourn);

NpU3YIMUHUTH — to suspend;

nepepsaru — to interrupt;

npoBoauTH — to hold.

OTOJIOCUTH TUCKYCit0 BiKpuUTOi to declare the discussion open;

BIJIBOJIUTH 4Yac Ha AUCKYcito — to allow time for discussion;

MIPUCTYIIUTH J0 TUCKYCii — to proceed to ( to take up , to come to ) a discussion;

IyMKa: — opinion:

ocobnmBa — dissenting;

oOMiH gymMkamu — exchange of opinions;

BHCJIOBUTH CBOIO TyMKY — t0 voice one’s opinion;

PO3IIUTH Ynio-HeOyah TYMKY — to share smb's opinion;

Ha MOIO AYMKY — In my opinion;

MOTHBYBaHHsSI — motivation;

MOTHUBYBaTH — to motivate;

BHeCTH (BUCYyHYTH) — to make (to propose , to move , to bring forward)

BIIXHWJIUTH — tO reject;

MPOMO3uIIis — motion;

npuitHaTH — to adopt (to carry); TOCTaBUTH MPOTIO3UILII0 HA TOJIOCYBaHHS — to put
the motion to vote;

nebatu — debate;

TeMa febariB — subject of a debate;
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BITHOBUTH eOaTh — to resume a debate;

NPUTIMHUTH ebatu. — to close the;

perameHT — time — limit;

MOPYILINTH periaMenT — to break;

JIO0TpUMyBaTHcs peraMmeHTy — to keep to (within) the time — limit;

BCTAaHOBUTHU PETIaMeHT -to set up (to fix);

Tema: — subject; topic:

OCHOBHA — basic;

tema (rmpeamer) auckycii — subject (topic) of the discussion;

TOUKa 30py: — poim of view; viewpoint; vjews:

ocobucra — personal;

BHCIIOBJIFOBATH TOUKY 30pYy — to give one's point of view;

Expressions used during the meeting

S1 BBaxkaro, 110... — I believe that....

Tpeba ckazaru, 1m10... — [ must say that...

V¥ Mmene € (Bce) miacraBu — [ have (every good) reason to

BBakarT, 1110... — believe that...

Uu BBaxkaere B, 110...7 — Do you consider that...?

Slka Bama nymka npo...? — What is your opinion on...?

MO-MOEMY — In My opinion...; as to me...; as for me...; to my mind; I think...
[Ilo, Ha Bairy AyMKy, € npu4urHO0...? — What in your opinion 1 is the reason for...?
S norpumyrtocs Tiei xk gymku — [ hold ( am of ) the same opinion;

S mir 6u npokomMeHTyBaTH 11e tutadHs. — I could comment on the question.
He mornu 6 Bu ckazaru , skuM 9yuHOM... — Would you tell us how...
(abcomroTHO) MpaBMIIbHO — that's right; exactly; quite so; quite right; quite true;
Sxio s 3po3yMiB Bac mpaBWIbHO... — If 1 understand you correctly...

Axo s He nomustocs... If T am not mistaken...

S mpaBuiibHO 51 Bac 3po3ymiB — Do I understand you correctly; mio...? — that...? .
Bu 3rogni 3 mum? — Do you agree to that?

A (abcomroTHO) 3roaeH 3 Bamu — I (quite, fully, entirely) agree with you; I think so
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too.

A ne srogeH. — I don't think so; I don't agree; I disagree.

Sl ne Mmoxxy morogutucs 3 Bamu. — I can't (very well) agree with you.

S He MoKy He moroguTucs 3 BaMu. — I can't but agree with you.

He Mornu 6 Bu po3s'sicautu Bairy Touky 30py? — Could you clarify your point of
view?

Hacrpas/ii — as a matter of fact;

Oepyuu 10 yBaru — taking into consideration.

Speech Patterns

1. A discussion look place during ihc meeting and the following was proposed:
..— Ha 3acimanni BigOynacs IHCKYCisg, B pe3yabprari sikoi Oyl0 3ampOrOHOBaHO
HACTYIIHE: ...

2. A number of informal discussions aimed at finding some satisfaclory solution
to the problem took place in Varna. — YV Bapni BigOynocs kigbka HeO(IIHHIX
JUCKYCIH, 1110 MaJIi Ha MET1 3HAUTH SIKECh 3aJIOBUILHUM PIlICHHS TPOOIEMHU.

3. After a wide — ranging discussion the 15 recommendations were endorsed by
the committee. — [licist mUPOKOT AUCKYCii KOMITET CXBAIKMB 15 pexomMeHaIli.

4. The programme has been the subject of much discussion. — IlpeameTom
HIMPOKOTO OOrOBOPEHHS CcTaia nmporpama (KoHpepeHIrii).

5. The secretary should not give his personal views at a meeting unless asked to
do so by the Chairman. — ITix yac 3acijaHHsI CEKpeTap He MOBUHEH BUCIIOBIIIOBATH CBOIO
BJIACHY TYMKY, SIKIIIO TUTBKH PO I1€ HOTO HE TOMPOCUTH TOJIOBA.

6. What problems are to be discussed at the Congress? — Slki mpobiemu
nepeadayae 0OroBOPUTH KOHTPEC.

Ex. 2. Read and translate the following text

A recent study of 19 million meetings found that workers in the U.S. spend an
average of two hours a week in pointless meetings. And while that doesn’t sound like a
lot, the exponential cost of two hours per person per week is massive. Altogether, these
pointless meetings cost U. S. companies nearly $400 billion each year. Companies can

save a tremendous amount of money and improve their productivity greatly by simply
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having fewer pointless meetings. And the best way to limit the number of pointless
meetings being held is to establish a set of meeting rules that everyone must follow.

10 Rules for Productive and Effective Meetings

If you feel that your company’s or team’s productivity is being drained by
pointless, ineffective meetings, consider establishing these 10 meeting rules.

1. Hold meetings only when they’re absolutely required. Scheduling a meeting
shouldn’t be an automatic response to every question or issue. Instead, people should be
expected to seriously consider if a meeting is the appropriate format.

2. Only invite people who are truly needed. Instead of inviting everyone to your
meeting, only invite those people whose input is absolutely required. A lot of times,
people will send meeting invites to an entire distribution list, allow guests to forward the
meeting invite to others, or simply add everyone who’s in any way involved in a project.
The result: massive meetings that are difficult to keep on track, and lists of attendees
who have nothing to contribute to or gain from the meeting. The responsibility sits with
the meeting organizer to determine exactly who will bring real value and decision-
making power to a meeting before sending out invitations.

3. Assign a meeting facilitator. To run effective meetings, someone needs to be
facilitating. The facilitator’s role is to ensure that the meeting starts and ends on time,
covers and sticks to the agenda, and follows all established meeting rules. The key
responsibility of the meeting facilitator is to create an environment where attendees can
work together to reach an effective solution or conclusion within the designated time.

That might include things like:
= introducing attendees;
®  ensuring everyone is given time to share his/her input;

m  cutting off off-topic discussions.

The logical facilitator for any meeting is the person who’s organizing the meeting,
so if you’re sending meeting invites to your coworkers, you should be prepared to act as
its facilitator and keep the meeting you scheduled on track so it’s productive for all
attendees.

4. Set up meeting equipment in advance. If you’re hosting your meeting in a
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conference room, head over to that conference room before your meeting begins to get
set up and make sure you have everything you need.

Why 1is this important? It’s not a good use of anyone’s time to sit around for 15
minutes watching the meeting organizer struggle to get the projector working.

If another meeting is scheduled just before yours that will prevent you from
setting up early, check the meeting room at the end of a workday when it’s empty and
make sure it has everything you need. You don’t want to find out that you needed an
adapter for the projector seconds before your meeting begins.

Finally, it’s also a good idea to double-check your meeting invite to make sure
any remote participants have the details they need to join your meeting, such as dial-in
numbers and meeting codes. Check to make sure those details are included in your
invitation — and that they’re accurate.

5. Share a meeting agenda in advance. Sharing an agenda for your meeting well
before the meeting takes place helps attendees see what’s going to be expected of them
during the meeting. This helps them gather any information they may need in order to
participate in the meeting productively. If the people you’ve invited don’t know what
they need to prepare for, you run the risk of having to host a follow-up meeting to
discuss details you couldn’t gather in the first meeting because people didn’t know what
questions they were going to be asked or what information they would need to provide.

6. Take and share meeting notes. The best team meetings result in a clear,
shared understanding of what’s needed next, including actionable, assigned tasks. It’s
the role of the meeting facilitator or assigned notetaker to ensure that all takeaways,
actionable items, and decisions are documented and shared with attendees after the
meeting. When taking notes in meetings, notetakers should focus on:

Facts (e. g. «Jenna is the creative lead on this project»).

Issues (e. g. «There is too much work to complete by the deadline»).

Decisions (e. g. «We will break this project up into smaller, more manageable
chunksy).

Action Plans (e. g. «The project manager and creative lead will determine how to

break this project up»).
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Questions and Answers (e. g. questions that couldn’t be answered during the
meeting or answers provided to questions that were asked during the meeting).

7. Give everyone the opportunity to participate. In a typical eight-person team
meeting, three people do 70% of the talking. As the meeting facilitator, there are a
number of things you can do to encourage a better balance and give everyone a chance
to participate. First, you can help people come to the meeting more confident and ready
to participate. This can be achieved by sharing key questions you’re planning to ask and
problems you’re hoping to solve before the meeting (via a meeting agenda) so people
can come to the meeting prepared. Second, during the meeting, it’s the role of the
facilitator to ensure that the meeting isn’t dominated by one or two attendees. This can
be done by actively asking less assertive attendees their opinions during the meeting or
watching for physical cues that someone is struggling to break into the discussion.

Not everyone is comfortable fighting for the floor, but most will happily speak up
if you offer them the opportunity. And if you’ve shared the meeting agenda in advance
and asked attendees to prepare, there’s also less of a risk that you’re putting them on the
spot.

8. Limit discussion times for each agenda item. Meetings should be no longer
than an hour, as sixty minutes is generally the longest time people can remain truly
engaged. To this end, it’s important that your meeting finishes on time.. To make sure
you don’t run out of time before covering every item on your agenda, it helps to limit
the amount of time you’ll spend on each topic you need to cover. Consider allocating a
specific amount of time to each agenda item. Then, when time’s up, move on. If you
don’t want to bound discussions by set time limits, you should at least make sure to list
the most important items higher up on the agenda so they’re covered first.

9. Ban unnecessary devices. To make your meetings faster and more effective,
ensure team members respect other meeting attendees by actively listening. It’s a fact
that it’s much harder to listen when you’re multitasking — checking emails, replying to
IMs, or making lunch plans via text messages. If you’re meeting in-person, ask
attendees to stay off their phones and laptops unless they need them to take meeting

notes. When hosting an online meeting, this can be more difficult to control. However,
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asking all attendees to keep their cameras on can help.

10. Speak slowly and clearly when presenting. When speaking publicly,
Carmine Gallo, author of 7alk Like TED, advises speaking at a rate of 190 words per
minute. If you speak much faster, you can end up sounding nervous — as if you’re trying
to get it over with as soon as possible.

Adopt An Effective Post-Meeting Workflow. One final important part of
conducting effective meetings is what you do after the meeting is over. After a meeting,
it’s im-portant to recap the decisions made in the meeting, share your recap with
attendees via email, and assign any tasks to relevant people. Having a written meeting
recap gives people something to point to if there are questions down the line about how
and why certain decisions were made. Additionally, if you assign people the tasks
they’re responsible for, you can make sure those tasks are completed (so a follow-up
meeting isn’t required). If you follow these meeting rules for every meeting you
schedule, you’ll be doing your part to limit the number of pointless meetings and reduce
the waste of unproductive meetings.

Best of all, if you gain a reputation for being someone who runs truly productive
meetings, your coworkers will appreciate that you value their time and will make more
of an effort to attend your meetings in the future.

Ex. 3. Answer the following questions

1. Enumerate ten golden rules of holding a meeting.

2. What does it mean «to hold a meeting»?

3. What are the positive and negative features of holding a meeting?

3aBaaHHs 10 CAMOCTIiHHOI po0OTH:

1. IligroryBatu nomoBinb Ha Temy: «The principles of moderating a business
meetingy.

2. CkacTy ABa 3pa3Ku JUTOBOTO JIHCTA.

PexomennoBana Jiteparypa:
1. bynanoB C. 1., bopucora A. O. Business English. /linoBa anrmiiicbka MoBa. 2-

re Bua. Xapkis: TOPCIHI" [IJTFOC, 2006. 128 c.
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IIpakTuune 3aHaTTH Ne5-6
Tema 7. IlinroroBKa Ta NPOBeIEeHHS IiJI0BHX 3yCTpivei
Cmucauti smicm. Buminnsa opeanizogysamu i nposooumu 0inogi 3ycmpiyi, KOOpoOuHysamu
iXHitl Xi0

MeTa nMpaKTUYHOTO 3aHSITTS: 3aCBOITH MPaBHJIa Ta €Taly MPOBEACHHS JIIJTOBUX
3yCcTpiveit, 000B’SI3KH 1 MpaBa Mozieparopa.

3aja4i NPAKTUYHOIO 3aAHATTS:

— YTOUHHUTHU MOHATTS «JILJIOBA 3yCTPIU»;

— PO3TIISIHYTH OCHOBHI THIH JUTOBUX 3yCTpiveH, iX eTanu, mpaBuiia Ta mifii;

— pO3MIAHYTH 000’ SI3KH 1 TIpaBa Mojieparopa ALIOBUX 3yCTpiue.

Ex. 1. Read the following text and answer the questions after the text.

Formal meetings

Business people have strong feelings for or against meetings; often meetings take
up much of the workday, and sometimes accomplish very little. It is inevitable that
when people are thrown together over a long period of time, personality differences
show up, tempers rise, and disagreements and power struggles are common.

However, meetings are essential for international business; they are necessary in
establishing relationships for future business, and in negotiating deals. You need to meet
and get to know the people you will be doing business with, especially to observe
foreign customs, attitudes, and behaviors. If you are in sales, meetings are often the
most productive way to make those sales, or at least to get your foot in the door (make
some progress.) Finally, no matter what kind of business you transact, meetings allow
you to observe the behavior of others.

Since we never really know how a meeting will evolve, how can we prepare for
it? Will there be arguments? Discussion? Negotiations? Disagreement? Even if we know
the subject, can we control the flow of conversation? What vocabulary can we use in this
situation? There is language that deals with the purpose or function of what you want to
say, such as: disagreement, doubt, suggestions, negation, or acknowledgment. We call
this functional language. By learning how to approach these situations functionally, you

will be able to deal with the dynamics of any meeting.
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Questions:

1. Why are meetings important for international business?

2. What reasons are meetings organized for?

3. What language do we use to run a meeting?

Ex. 2. Here are twelve opinions about meeting: put a (+) beside the ones you
agree with and a minus (-) the ones you disagree with. Explain your choice.

Do you agree?

The purpose of most meetings is to decide when the next one will take place.

A meeting is a group of people who can decide nothing alone, and who decide
together that nothing can be done.

It's better to send everyone a memo about a new procedure than to have a
meeting about it.

Meetings help everyone to feel personally involved is decision-making.

It's better for the boss to make a decision than to have a meeting. The most
important person at a meeting is the chairperson.

The most important piece of paper at a meeting is the agenda.

Most meetings are unnecessary, they're just a way of making people feel
important.

It's better to talk to each person individually than to call them all together for a
meeting.

A meeting may be the only chance the members of a group actually have to see
each other face-to-face.

Meetings lead to better decisions, because of the exchange of information and
ideas.

You can never rely on the person who takes the minutes to tell the truth about what
actually happened at a meeting.

More time is wasted during meetings than during any other business activity.

Ex. 3. Look at these problems and decide the best way of dealing with each
problem. Which would be the best one?

A. one-to-one meeting of two of the people involved,
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B. meeting of four or five of the people involved,

C. a meeting of about ten of the people involved,

D. a meeting of everyone involved,

E. should just one person decide what to do and then inform everyone by
phoning or sending a memo?

Ex. 4. There are many Kkinds of meeting, and different degrees of
formality. Meetings come in all shapes and sizes. Here are some types:

— chat (informal discussion) with colleagues at the coffee machine.

— brainstorming among colleagues: where as many ideas as possible are
produced quickly, to be evaluated later,

— project meeting / team meeting of employees involved in a particular
activity.

— department/departmental meeting.

— meeting with suppliers, for example to negotiate prices for an order.

— meeting with a customer, for example to discuss a contract.

— board meeting: an official, formal meeting of a company's directors.

— Annual general meeting/AGM (BrE); annual meeting (AmE): where
shareholders discuss the company's annual report.

— EGM: extraordinary general meeting: a shareholders' meeting to discuss an
important issue such as a proposed merger.

Now try to determine what type of meeting in the following sentences
below.

1. As you know, Megabook wants to buy this company. As chief financial officer,
what do you think of their offer, Robert?

2. I recommend to shareholders that you accept Megabook's offer for our
company.

3. Amazingly, we're ahead of schedule on this project.

4. That's a deal then. Looking forward to working with you. I'm sure you won't be
disappointed.

5. Have you heard? Mary is being fired: apparently her sales figures aren't good
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enough.

6. So, you think you can provide 10,000 a month at a unit cost of £4.90?

7. Things in the sales department are getting out of control. We should all start
making a real effort.

8. I know this sounds crazy, but how about giving away 100,000 free samples?

9. I am pleased to announce another good year for shareholders of company.

Ex. 5. Match the following points of vocabulary from 1-8 to their
expressions (A-I).

1. Beginning

. Introducing a new point

. Adding

2

3

4. Giving an example
5. Balancing

6. Generalising

7. Stating preferences

8. Concluding

A. First of all, we must bear in mind .. At the outset...
To begin with ...

Firstly,... Secondly, ... Thirdly Finally...

B. I would like to begin by ...

I would like to make a few remarks concerning ...

I would like to comment on the problem of...

I would like to mention briefly that...

There are three points I'd like to make.

The most important points seem to me to be...

C. I would now like to turn briefly to the problem of...
The next issue I would like to focus on is ...

Turning to ...

D. Let me give an example ...

To illustrate this point, let us consider...
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A case in point is ...

E. In addition,...

I might add that...

As well as .... there is also ...

Not only ..., but also ...

Furthermore,,...

Moreover,...

F. Let me conclude by saying....

I'd like to conclude by stating that...

Allow me to conclude by highlighting the fact that...

In conclusion, I would like to reiterate that...

I would now like to conclude my comments by reassuring you that we are fully
aware of the fact that...

G. I'd rather ...than ...

I prefer... to ...

I tend to favour... as opposed to ... ... has an advantage over... in that...

The main advantage of... is that...

H. On the whole,...

In general,...

Generally speaking,...

By and large,...

All 1n all,...

All things considered,...

Ex. 6. Are you a good negotiator? Fill in this questionnaire yourself. After you
put the following qualities in order of importance. Number the most important for
you 1, the next 2, down to 10 for the factor you consider least important. Give your
reasons for each point.

Expresses him/herself well. Is sensitive to body language. Is a good listener.

Prepares well beforehand. Works well under pressure.

Never shows annoyance or anger.
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Is able to say nothing very convincingly. Asks the right questions.

Deals well with difficult questions.

Can say "I don't understand that" five times after five explanations. What other
qualities can you think of for a good negotiator?

Which, if any, do you think you need to improve yourself?

Ex. 7. Choose the best word from the brackets () to fill the gap.

1. Can we __ up a meeting for early next week? (arrange /set/agree)

2. I'm afraid I've got to bring __ this morning's meeting to ten o'clock, (up / along /
forward)

3. Something came up so they __ Monday's meeting till Friday,
(postponed/cancelled / fixed)

4. Robert is off sick so Michael will have to __ the staff meeting, (charge /
chief/ chair)

5. We have got to __ the meeting in London because our boss will be in Spain. (go
/ attend / visit)

6. It's a very important meeting so make sure you don't __ it. (miss/lose/avoid)

7. On Friday we have a meeting __ our most important client, (of/with/to)

8. It wasn't really a meeting- just an informal  over coffee, (speech / report
/chat)

Ex. 8. Some of your colleagues are discussing a meeting they have just come
out of. Read the following dialogue and put appropriate word or word
combinations in it: waste of time, productive, digressions, useful discussions, a lot of

ground, rambling, point, talker, stick to

Arnold: I thought it was very 1.

John: Well, I thought it was a complete 2 . I didn't hear anything I
didn't already know.

Barbara: I agree with Arnold. I felt we had some very 3, and

that we reached an agreement that was good for both sides. We certainly covered

4 1t was incredible the number of things we got through.

John: But there were too many 5, John was 6 and kept
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wandering off the 7 . He just uses meetings as a chance to show off. Just

like a lot of men: he just wanted to show how powerful he is and what a good 8 he is.
Arnold: But to be fair, the chair really kept things moving: she encouraged people

to be brief and to 9 the point and we achieved a lot in a short time.

Anyway, I learned a lot and I think they listened to what we had to say.

Ex. 9. A management consultant is talking about meetings. Put what he says
into a logical order.

1)  point and rambling. And then there are those who want to show

2)  moving. If they do this, it's amazing how much ground you can cover.

3) Of course, everyone wants meetings to be productive and achieve results.
But from personal experience, we know that a lot of them are a waste of

4) off: to show how important and clever they are. The chair should keep
things.

5) the point. And we've all seen those annoying people who keep on
wandering off the

6)  time, and nothing is achieved. In order for discussion to be useful, people
should not go off on digressions: they should stick to

3aBaaHHs 10 CAMOCTIiHHOI po0OTH:

1. IligrotyBaru MmopsAOK ACHHWMA Ui AUIOBOL 3ycTpiul (TeMy 1 MpeaMer 3ycTpidi

o0HMpaeTe caMOCTIIHO)
PexomenpoBana Jiteparypa:
1. bynanos C. 1., bopucoBa A. O. Business English. JlinoBa anrmiiickka MoBa. 2-

re Bua. Xapkis: TOPCIHI ITJIFOC, 2006. 128 c.
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IpakTuyne 3auarTsa Ne7-8
Tema 8. IlinroroBka Ta NpoBeJAeHHA NEPEeMOBUH
Cmucnuti 3micm: Bminusa opeanizogysamu i npo8ooUumu nepemosutil;, Cmedcumu ma
KOOpOUHy8amu ixuiti npoyec

MeTa NpaKkTHYHOTO 3aHATTS: HABYUTHCS OPTraHi30ByBaTH Ta KOHTPOIIOBATH Xi
TJIOBUX TICPEMOBHH.

3aja4i NPAKTUYHOIO 3aAHATTS:

— YTOYHHUTH TTOHATTS TIEPEMOBHH Ta JIIJIOBUX ITEPEMOBHH;

— PO3IISTHYTH OCOOJIMBOCTI A1IOBUX MEPEMOBUH;

— PpO3MISHYTH OCHOBHU (iocodii Ta cTparerii BEICHHS YCHIIIHUX JTIJIOBUX
MEPEMOBHH.

Ex. 1. Look at the agenda for the decision-making meeting. Decide which two
statements below were made at each stage in the meeting.

a .We are here to decide whether to go ahead with the project,

b. One option would be to do detailed market research.

c. The most important thing is: can we make this profitable?

d. The advantage of doing market research is we reduce risk,

e. Have a look at these figures.

f. Above all, we must be sure there is a market for our service,

g. What we have agreed, then, is to start marketing the service now.

h. Another alternative is to offer the service on a trial basis,

1. On the other hand, market research takes time,

J- Our aim is to find out if there is a good chance of success,

k. As you can see, client feedback is very positive. I So, that's it - we are going
ahead with the project.

AGENDA

Objectives

Priorities

Data analysis

Alternatives
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Pros & cons

Final decision

Ex. 2. Much of the language presented in the meeting is for the exclusive use
of the person controlling the meeting from the chair. This person is called as
chairman, chairperson, chair, chairwoman. Chairman is essential for a business
meetings. He needs to perform main tasks such as: open the meetings; present the
agenda, explain the purpose of the meeting, etc.

Read the following text and put the missing words into the text.

Consultant, allocated the time, timekeeper, agenda, tactfully, digressions,
resolved, organizer, circulating, venue, take the minutes, timetable, early

Robert Fris 1s a management 1 who specializes in meeting skills:

«A good chairperson has to be a good 2 . What they do before the

meeting is as important as the meeting itself. They should make sure the
3 (the list of things to be discussed) is complete by asking those

involved what should be on it and then 4 (distributing) it to everyone

concerned. They should check the 5, making sure the room will be

free, without interruptions, until the end of the meeting».
6
1. The chairperson should be a good 7 . They should start the

meeting on time, without waiting for latecomers.

2. They should appoint a minute-taker to 8 , making sure that

opinions and action points (where participants agree to do something) are noted.

3. They should make sure each point on the agenda is __9 it deserves and

should keep to the 10 . When the time allocated to one
point is up, the chair should make sure that discussion moves on to the next point, even

if the issue has not been completely or 11 (decided).

4. The chair should make sure that each participant has the chance to make their

point, and should deal 12 with disagreements, making sure that

each side feels their point of view has been noted. They should also try to avoid

13, where people get off the point.
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Finally, they should ensure the meeting finishes on time, or 14 .

Ex. 3. The statements below were made at a meeting. Write one word in the
gap to complete each statement.

1. «John, will you t the minutes today?»

2. «Does everyone agree that the minutes arc an accurate r of the

last meeting?»

3. «Are there any m arising?»
4. «Inthe a points it says Bob is responsible for writing the report».
5. «Now, we have a 30 minutes to the discussion of point

1, so let's get started».

6. «I want to make the p that we are still two people short in the
office».
7. «We haven't r this issue so we'll discuss it next week and

make the decision theny.

8. «Let's m on to the next point or we won't finish on timey.

Ex. 4. Much of the language used to control the meeting is very stylized so
that the identical words are used on all occasions. The language presented below is
for the exclusive use of the person controlling the meeting from the chair. Now to
match the points to their expressions from 1 -17. Some variants have already put in
it.

Opening

The minutes

The agenda

The subject
Giving the floor

Taking the floor

Excuse me, Mr. Chairman, may I say something please?
With the Chair's permission, I'd like to take up the point about...
Could I just make a point about...?

Could I say something here, please?
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Finishing a point

Has anyone anything further they wish to add before we move on to the next item
on the agenda?

Has anyone anything further to add?

Directing

We seem to be losing sight of the main point.

The question is...

This 1sn't really relevant to our discussion. What we're trying to do is...

Could you stick to the subject, please?

Let's not get side tracked.

The 1ssue under discussion is..

Keeping order

We can't all speak at once; Mr. Newby, would you like to speak first?
Mrs. Wilson, would you mind addressing your remarks to the Chair, please.
I'll have to call you to order, Mr. Simpson.

Moving to a new point

Postponing discussion

Well, Ladies and Gentlemen, with your approval, I propose to defer this
matter until we have more information at our disposal.

If no-one has any objections, I suggest that we leave this matter until our next
meeting.

Perhaps we could leave this for the time being. We can come back to it later.

Proposing

Moving to a vote

Voting

Consensus

Any other business

Closing
1. The purpose of today's meeting is...

The first problem we have to consideris...
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Perhaps we should first look at...
2. I'd like to give the floor to Miss Minton.
Mrs Tiltons, would you like to say something about this?
Mr Brown, I think you know something about this problem.
Have you got anything to say, John?
What are your views on this, Polly?
3. Could we move on to item 4 on the agenda?
Now, I'd like to turn to
Can we go on now to..
4. With the Chair's permission, I move that...
Mr Chairman I'll second that motion.
I would like to propose the motion that...
Would anyone like to second the motion?
5. Has everyone received a copy of the agenda? The first item on the agenda
today is...
I would like to add an item to the agenda. Could we delete item 5 from the
agenda?
6. May I read the minutes?
Would someone move that the minutes of the last meeting be accepted?
Has everyone seen the minutes?
Can we take the minutes as read?
7. Ladies and Gentlemen, I declare the meeting open.
Right, shall we get started?
Let's get down to business, shall we?
8. Perhaps we should take a formal vote on this. Can I ask for a show of hands?
Let's put it to the vote.
Could we take a vote on 1t?
Can we move to a vote on this?
9. In the event of a tie, I would like to remind you that I have the casting vote.

Those for the motion, please?
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Those against?
Any abstentions?
The motion is carried unanimously.
The motion has been rejected by 6 votes to 5.
10. I declare the meeting closed. Thank you Ladies and Gentlemen.
That concludes our business for today. Thank you.
Well, I think that covers everything,
That's all for today. Thank you.
11. Is there any other business?
Any further points?
Is there anything else to discuss?
12. It seems that we have a consensus.
Can I take it everyone's in favour?
Are we all agreed on that?
Well, it looks as if we 're broadly in agreement on this.
Ex 5. Watch the video about a business meeting and answer the questions

https://en.islcollective.com/video-lessons/business-english-participating-in- meetings

Ex. 6. Here are some of the tried and tested ways of keeping your sanity and
avoiding falling sleep during the sort of meeting you wouldn't wish on your worst
friend. Underline you like the most interesting variant. Explain your choice.

How to survive a boring meeting
Imagine the Chairman or Chairwoman with no clothes.

Start a lottery for the time the meeting will finish.
Write a love poem.

Write a shopping list for the next six months.

A

Catch up on all your correspondence-remember to look up occasionally.

6. Photocopy the next 50 pages of the novel you are reading and put them
between the pages of a report.

7.  Fantasize about what absent members are doing.

8. Philosophize as follows: Am I really sitting here in this meeting? Is this all


https://en.islcollective.com/video-lessons/business-english-participating-in-meetings
https://en.islcollective.com/video-lessons/business-english-participating-in-meetings
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there is to existence?
0. Draw caricatures of the members you hate.
10.  Note one of the favorite phrases of the Chairman/Chairwoman or any other

verbose speaker and count how many times he/she uses it.

11. Pick a vogue word like, «transparent» and count how many times it comes
up.

12. Send a note to someone who came late saying, «Pity you weren't here to
defend yourself».

Ex. 7. You are the Chair and you should hold a meeting. Make up your own

Agenda consisting of 5-7 points. Some examples are given.

A AGENDA B AGENDA
l. Minutes (already circulated) 1. Minutes
2 Matters Arising 2. Matters Arising
3. Date for Xmas Party 3. Clothing during the summer
4 The Coffee Machine 4. office
5 Any Other Business 5. weekly meetings
6. outsiders

7. Any Other Business
Ex. 8. Work in groups of three-four. Imagine you had to conduct a meeting
on one important issue. Choose a Chairperson of your meeting. Based on the

prepared agenda, conduct a short meeting (up to 10 minutes).
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IpakTuune 3anaTTs Ne9-10
Tema 8. IlinroroBka Ta NpoBeJAeHHA NEPEeMOBUH
Cmucauii 3micm: Bminns opeanizogyeamu i npogooumu nepemoguHu; Cmexdcumu ma
KOOpOUHy8amu ixuiti npoyec
MeTa NpaKkTHYHOTO 3aHATTS: HABYUTHCS OPTraHi30ByBaTH Ta KOHTPOIIOBATH Xi
TJIOBUX TICPEMOBHH.
3aja4i NPAKTUYHOIO 3aAHATTS:
— YTOYHHUTH TTOHATTS TIEPEMOBHH Ta JIIJIOBUX ITEPEMOBHH;
— PO3IISTHYTH OCOOJIMBOCTI A1IOBUX MEPEMOBUH;
— PpO3MISHYTH OCHOBHU (iocodii Ta cTparerii BEICHHS YCHIIIHUX JTIJIOBUX
MEPEMOBHH.
IIpakTu4Hi 3aBIaHHsA:

Active words and phrases.

Agreement — 3rozfa; yrozaa

Alter — 3miHIOBaTH

Angle — Touka 30py; 01K

Approach — mixonuT; MOYNHATH (TIEPETOBOPH )
Aspiration — IparHeHHs; BEJIUKe OaKaHHS
Bargain — 1oOMOBIISITHCS; TOPTYBaTUCS

Be willing — matu GaxaHHs

Committed — Bignanuit

Concession — mocTymnka

Cooperative enterprise — KOONIEPATUBHE IMiANPUEMHHUIITBO
Credibility — HafilHICTh; JOBIpa

Deal — yroma

Demand — BuMora; nonur

Determined — pinryunii

Hostility — BopoxicTh

In exchange — B 0OMiH

Integrity — HEAOTOPKAHHICTh
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Manager — KepiBHUK; TUPEKTOP; MEHEKEP

Negotiating table — cTin meperoBopis

Negotiations — neperoBopu; 0OrOBOPEHHS

Party — cropoHa; yuacHuUK

Reach a deadlock — 3axoauTu B nityxuii KyT

Regulation — qupekTrBa; MpaBUIIO; PO3TOPSKCHHS

Reveal — moka3yBatu; BiAKpuBaTu

Secure — 3100yBaTy; 1OMaraTucs

Skilled — xBaniikoBanmii

Submit — mogaBaTu Ha pO3TISIA

Take into account — 6paru 10 yBaru

Terms — ymoBu

Underlying needs — ocHOBHI noTpedu

Well-disposed — no6po3nunuBuii

Ex. 1. Read the short article about negotiating and then put the words from
the box to complete the text.

Philosophy, lessons, negotiate, way, customer, price, success, thought, solution,
partner, meeting, aspects, children, bank manager, negotiation

Life is negotiation

There is a school of which says that many aspects of life involve

negotiation. Teachers should negotiate with their students.

Parents should negotiate with their about their allowances or

holidays. Managers should new procedures with their staff. In the

sense that is about achieving a result which both sides can

benefit from, or at least live with, then there is some truth in all of this.

In the business context, negotiation has come a long from its

image of competitive haggling. The interdependence of and supplier,

and client, even one competitor and another means that no individual

can afford to take the money and run. The negotiation may be about or

delivery in the short term but it is also about establishing a relationship for a long term.
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This has all led to the of the win-win negotiation. Neither side

should lose, or certainly be seen to lose. Critical to the of this

philosophy 1s an understanding of the hopes and fears of your in

negotiation. Only if you can get into his or her shoes you are likely to come up with a

that is a genuine meeting of minds. So, a negotiation is a special type

of a in which the parties (usually two) need each other's agreement in

order to achieve an effective result.
One of the biggest problems of Business English trainers is to make sense of the
competing models of negotiations offered by management gurus. These include both

tactical and procedural aspects, as shown in the extracts from the

following negotiation programs and models.

Ex. 2. Read the following model and match statements from 1-6 to their
points (A-F).

1. The negotiating process

2. Styles

3. Pre-Negotiation Planning Steps

4. Effective Communications in Negotiations

5. Using Cost-Price Analysis as a Negotiating Asset

6. Dealing with Conflict Creatively

A

Handling differences and disruptions

Learning to assert yourself

Preventing their problems from becoming your problems

B

How to listen and what to listen for

Communicating without emotion

Watching for non-verbal messages and signals

Overcoming traps, gaps, and barriers

C

How to determine the real costs
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Negotiating profits and margins
Getting all of the financial facts
D
Establishing your specific needs
How to sort out your options
Getting all of the facts
Finding out the bottom-line need of the seller
Identifying your «trading cards»
F
Determining the basis for give and take
E
Identifying your negotiating style
Interpreting the styles of others
How styles interact, conflict, or mesh
Ex. 3. Match the statements 1-8 with their meanings (A-G)
1. The negotiation process
. Planning negotiations
. The meeting
. The negotiating team
. Influencing skills
. Dealing with conflict

. The contract

0 N9 N BN

. Reaching agreement

A — how negotiations develop

B — conflict in the team, conflict with the other side, indirect conflict

C — ensuring implementation, building in contingencies

D — what it should contain, use in negotiation

E — assessing power, framing objectives, defining issues, setting positions

F — setting the climate, presenting your case, getting useful information,

controlling movement, using adjournments
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G — advantages and possible problems, managing teams effectively

Ex. 4. Decide if the following statements are true (T) or false (F). Give your
reasons.

1. Parents should negotiate with their children about school.

2. Negotiation is about achieving a result which both sides can benefit from.

3. A negotiation is a meeting in which the parties do not need each other's
agreement in order to achieve an effective result.

4. The negotiation process means setting the climate, presenting your case,
getting useful information, controlling movement, using adjournments.

5. Negotiating is a key communication skill for all learners of Business English.

Ex. 5. The negotiation should be based around a problem which can be easily
understood and quickly prepared. There are such types of negotiations as:
customer-supplier negotiations, wage negotiations, merger / takeover negotiations,
trade negotiations. You should determine the contexts of them. Match the following
terms with their types and put your variants. The following are examples of
contexts which provide a platform for negotiating:

1. Buyer-seller. Negotiation over:

2. Employer-employee. Negotiation over terms of employment, including:

3. Licensor-licensee. Negotiation over terms of license, including:

4. Budget allocation. Negotiation over allocation of either company or
departmental budget. The company budget negotiation could be based around the
competing claims of various departments, including:

A

e marketing (needs more money for advertising and promotion)
e research and development (needs more money for product development)
e raining (needs more money to train up company personnel)
¢ induction (needs more money for investment in new equipment)
¢ administration (needs more money for new office equipment)
B
* salary
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* additional payments

* holiday entitlement

* additional benefits.

C

* price & discount & delivery & payment terms

D

» financial arrangements

* geographical area

* exclusivity

« term of license

Ex. 6. Read the text. Say what you have learnt from the text about the salary
negotiations.

Salary negotiations

You have an offer pending. Decent job. After months of pounding out resumes
your first notion is to jump like you've just found a scorpion in your Fruit of the Looms.
Jump, however, and you'll live to regret it. At no other time in your relationship with
that employer will you have as much power to negotiate. Use it. Here are some pointers
on post-offer salary negotiation from Sandra K, Allgeier.

Do your research. Find out what the market is paying-both low end and hig end-
for jobs like the one you are considering. Where on the scale are you, given your skills
and experience?

Have your bottom line. Sometimes it is necessary to take less than pay to gain the
right experience. Other times it makes sense to hold for the max. Do some intense
personal assessment and line what you want to make and how much you'll settle for — a
rock-bottom figure. «You'll do much better in negotiation once you are certain of your
own limits», says Allgeier.

Be patient. Don't ask about salary. Let them bring it up. Only exception: If you
have strong beliefs that your pay expectations and what mean offer are light-years apart.
In that case, say something like, «I am very interested in learning more about the

position, but before we spend a great deal of time in discussion could you give me a
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sense of the pay range?»

Be cool. If you get an offer that isn't exactly going to put you on Easy Street, tell
them that you will need to review the situation and get to them. If asked if there is a
problem with the offer, you may say that you were anticipating and that you need to
think it through. «Don't let disappointment creep into your voice, stay positive and
professional», says Allgeier. «If you have specific issues for which you can cite reasons
for balking (I stand to lose $1,000 a year or more due to 1% of profit sharing at my old
job, etc.) state those but not in argumentative or whining fashiony.

Go for what you can get. Having weighed the pros and cons, and deciding that
you probably want the job, call back. Indicate that you'd like to discuss the offer again
and come to an agreement. If you sense it is appropriate, ask if there has been any
reconsideration of the salary offer. If the answer is no, ask if a hiring bonus is a
possibility. Bonuses are often doable when the interviewer wants to hire, but the first
year salary is limited by company guidelines.

Ex. 7. Relate the headlines 1-7 to the situations A-G

A customer-supplier negotiations

B wage negotiations

C merger / takeover negotiations

D trade negotiations.

Negotiations also take place to settle disputes such as:

E contract disputes

F labour disputes

G trade disputes

1. Car workers in two-year pay deal talks with Ford.

2. France bans us films following talks breakdown.

3. World trade organization members in wide-ranging discussions.

4. Employers refuse to negotiate with striking miners.

5. Eurotunnel attacks construction companies for late completion.

6. Education ministry & Compaq in «computer on every desk» talks.

7. Pharmaceutical giants say that combining would be «to their mutual
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advantage».

Ex. 8. Read this article and then fill in each gap below with one word such
as:

Negotiation - 3 times

Negotiations - 4 times

Negotiators - 3 times

Bargaining - 1 time

Negotiating - 15 times

Co-operation and competition in negotiation
1 are complex because one is dealing with both facts and people. It is

clear that 2 must above all have a good understanding of the subject.

They must also be aware of the general policy of the company or institution in relation
to the issues and they must be familiar with the organisational structure and the
decision-making process.

However, awareness of these facts may not necessarily suffice to reach a
successful outcome. Personal, human factors must be taken into account. The approach

and strategy adopted in 3 are influenced by attitude as well as by a

cool, clear logical analysis of the facts and one's interests. The personal needs of the

actors in 4 must therefore be considered. These can include a need for

friendship, goodwill, credibility, recognition of status and authority, a desire to be
appreciated by one's own side and to be promoted and, finally, an occasional need to get
home reasonably early on a Friday evening. It is a well-known fact that meetings
scheduled on a Friday evening are shorter than those held at other times. Timing can

pressure people into reaching a decision and personal factors can become part of the

S process.
Researchers who have studied the 6 process recommend
separating the people from the problem. An analysis of 7 language

shows that, for example, indirect and impersonal forms are used. This necessity to be
hard on the facts and soft on the people can result in the sometimes complex, almost

ritualistic, style of 8 language.
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Language varies according to the 9 style. In 10 you

can use either a co-operative style or a competitive one. In the co-operative style the
basic principle is that both parties can gain something from the

11 without harming the interests of the other. Or in other words

that both parties will benefit more in the long run in friendship and co-operation even if

they make some concessions. This type of 12 is likely to take place

between colleagues and departments, or between companies when there is a
longstanding relationship and common goals are being pursued.

Unfortunately co-operative style 13 without a trace of competition

are rare. In most 14 situations there is something to be gained or lost.

There can be a danger in adopting a cooperative mode, as unscrupulous people may take
advantage of cooperative people.

The opposite mode to co-operative 15 is competitive 16

17 see each other as opponents. Knowledge of the other party's

needs is used to develop strategies to exploit weaknesses rather than to seek a solution

satisfactory to both sides. This type of 18 may be appropriate in the

case of one-off contracts where the aim is to get the best result possible without

considering future relationships or the risk of a breakdown in 19 .

Needless to say, the language in this type of discussion may become hostile and

threatening even if it remains formal.

In reality most 20 are a complex blend of co-operative and
competitive mode, 21 successfully implies dealing appropriately with
the four main components of any 22: facts, people, competition, and

co-operation.

Skilled 23 are sensitive to the linguistic signals, as well as the non-

verbal ones of facial expressions, gesture and behaviour, which show the type of

24 mode they are in.

Language reflects tactics and therefore a study of the language used in

25 brings a greater awareness of the 26 process.

(adapted from Negotiate in French and English by Pamela Sheppard and
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Benedicts Lapeyre).

Ex. 9. What do you think? How appropriate is the following advice? Rank
each suggestion on a scale from 1 to 10 (1 = essential, 10 = unhelpful) to indicate
your opinion. Explain your point of view in brief.

How to be a good negotiator

. try to get on well with your opposite number
. use emphatic language
. show respect for your opposite number

. make suggestions to resolve disagreement

1

2

3

4

5. have clear objectives

6. be determined to win
7. say «I don’t understandy, if that is the case
8. listen carefully

9. always compromise

10. discuss areas of conflict

Ex. 10. Read the text and underline the main points as a list of guidelines on
negotiating.

There has been a great deal of research into the art of negotiation, and, in
particular, into what makes a «good» negotiator.

One point most researchers seem to agree on is that good negotiators try to create
harmonious atmosphere at the start of a negotiation. They make an effort to establish a
good rapport with their opposite number, so that there will be a willingness — on both
sides — to make concessions, if this should prove necessary.

Good negotiators generally wish to reach an agreement which meets the interests
of both sides. They therefore tend to take a long-term view, ensuring that the agreement
will improve, or at least not harm, their relationship with the other party. On the other
hand, a poor negotiator tends to look for immediate gains, forgetting that the real
benefits of a deal may come much later.

Skillful negotiators are flexible. They do not «lock themselvesy into a position so

that they will lose face if they have to compromise. They have a range of objectives,
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thus allowing themselves to make concessions, for example, «I aim to buy this machine
for £2,000» and not «I must buy it for £2,000». Poor negotiators have limited
objectives, and may not even work out a «fall-back» position.

Successful negotiators do not want a negotiation to break down. If problems arise,
they suggest ways of resolving them. The best negotiators are persuasive articulate
people, who select a few key arguments and repeat them. This suggests that tenacity is
an important quality.

Finally, it is essential to be a good listener and to check frequently that everything
has been understood by both parties.

Ex. 11. Imagine that you were an expert of negotiation and you should
prepare to negotiate with very important company which has been producing
pumps of good quality.

What steps would you do? Arrange the steps in the correct order.

Before negotiations begin, preparing and planning are very important

1. If you are negotiating as part of a negotiating team, consult your colleagues
about points a to e, and allocate roles and responsibilities,

2. Try to estimate the needs and objectives of the other side.

3. Prepare a fallback position: conditions that you will accept if your original
objectives are not met.

4. Perhaps you are in a position to influence the choice of venue: the place where
you are going to meet. If so, would you prefer to:

* be on your own ground / on home ground (in your own office)

* go to see the other side on their ground (in their office)

« meet on neutral ground, for example in a hotel?

5. Get as much information as possible about the situation. If dealing with people
from another culture, find out about its etiquette and negotiating styles: the way people
negotiate, what they consider to be acceptable and unacceptable behaviour, and so on.

6. Work out your initial bargaining position: what are your needs and objectives
(the things that you want to achieve)? Decide your priorities (the most important

objectives).
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Ex. 12. Read the following texts and put the points of techniques and
language on negotiating in it.

TECHNIQUES

Listen! Rapport, Review, Confirmation, Parameters, Simplicity, Attitude,
Flexibility, Clarity, Approach, Agreement

... 1 Try to establish a good rapport with your opposite number from the moment
you first meet, whether or not you already know each other. Some general «social talk»
1s a good ice-breaker and bridge-builder in this respect.

...2 Confirm the subject / purpose of your negotiation early on and try to establish
areas of common ground and areas of likely conflict before you move on to the
bargaining/trading stage.

.. .3 Listening attentively at every stage of your negotiation will help to avoid
misunderstanding and create a spirit of cooperation.

.. .4 Be constructive not destructive — treat your opposite number with respect,
sensitivity and tact, and try to avoid an atmosphere of conflict. This will create a feeling
of harmony and goodwill, which should encourage a willingness to compromise and
ultimately lead to a productive negotiation.

.. .5 Keep your objectives in mind — and try to keep a clear head. This will help
you to concentrate on your key points. Try to resist the temptation to introduce new
arguments all the time. Use the minimum number of reasons to persuade your opposite
number, coming back to them as often as necessary.

...6 Be prepared to consider a range of alternatives and try to make creative
suggestions for resolving any problems. Be prepared to make concessions and to
compromise, if necessary, to avoid deadlock — but don't be pushed beyond your sticking
point.

...7 Summarize and review your progress at regular intervals during the
negotiation. This will give both parties a chance to check understanding — and, if
necessary, clarify/rectify any misunderstandings.

...8 When you have reached agreement, close the deal firmly and clearly. Confirm

exactly what you have agreed — and any aspects/matters that need further action.
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...9 Write a follow-up letter to confirm in writing the points agreed during your
negotiation and clarify any outstanding matters.

... 10 Keep your language simple and clear. Take your time and use short words
and sentences that you are comfortable with — there is no point complicating a difficult
task with difficult language.

...11 Don't be afraid to ask questions if there is anything you don't understand. It
is vital to avoid any misunderstandings that might jeopardize the success of your
negotiation.

Ex. 13. Read the following grammar rule and do the exercise after it:

After prepositions we use either a noun or the '-ing' form of the verb.

For example:

Let me start by introducing... Thank you for returning my call...

I look forward to hearing from you again soon.

Note that in the last example, 'to' is a preposition and not part of the infinitive.

It must, therefore, be followed by the '-ing' form of the verb.

Match the beginnings of the sentences below with their endings:

. I would like to start by

. The main purpose of this meeting is to
. The first thing we need to do 1s

. With regard to sales, we will also look
. Then we should

. After looking at market trends

. The financial report will be followed

0 9 N WD =

. Finally, after looking at management procedures, I look forward to

. analyze market trends.

o

b. hearing your views on the future developments of the company.
c. to review this year's sales.

d. at the performance of individual sales personnel.

e. perhaps we could turn to financial matters.

f. set our sales targets for the rest of this year.
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g. by a review of management procedures.

h. thanking you all for coming today

Ex. 14. When you’re negotiating with people from other cultures, it's
important to think about what they consider as «normal» behavior. Read the
following texts and put the appropriate words in them.

Negotiating styles

a) air, control, personal, videotape, consultant

Dressing Up the Negotiations

Use props and ... 1 attitudes to dress up your negotiations and build credibility
and impact. Start off with an ..2... of formality. It gives you room to maneuver that you
lose if you open more casually.

Use some sort of prop to help you to ..3.... the pace of the session. Carefully
prepared research notes, blank legal pad and pen, ...4..., or audiotape will help.

Hand your adversary something — a photocopy of your material, perhaps — that
captures his attention and allows you to lead the conversation. Consult a special prop,
such as an expert or. . .5 in your field of endeavor.

b) ability, lady, problem, empire, leverage, gambits, mind, factors, distance

Using Leverage

Leverage is the ... 1.... to get multiple benefits from your assets. Truthful self-
evaluation is the key to the successful use of leverage.

If you have a certain character, admit it and use it to your own advantage. Glenn
W. Turner, who built a quick ....2 with his «Dare to be Great» organization, started with
a serious ....... 3 for a door-to-door salesman — a distinct and glaring harelip. He
capitalized on it. «I see you're looking at my harelip, ma’am,» he said to prospects.
«Heck, it's just something I put on this morning so a pretty ..A... . like you would notice
me.»

Use ....5... to maximize your efforts. Don't waste it in unproductive ....6.... with
your adversary. Many people negotiating for a job begin with two strikes against them
because their resume includes too much that is not applicable to the job. Be selective.

Negotiation is communication. Don’t confuse the main issues by heaping on irrelevant...
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Never abuse your adversary. You'll get a lot more by using «I really wish I could
afford to pay you what this fine old house is worth» than with «This old junk pile is
about to fall over, and it will take a lot to get it in shape, so here's my top offer.» For
every gain you make, give something back in return, even if it is little more than a
formality.

It’s important to you to have clearly in your ........ 8 what you want and what you
can afford to give up. The shortest ....9 between two positions in negotiations is never a
straight line.

¢) individuals, view, expert, key, discussion

Keep It Simple

The successful negotiator is an ... 1... at clarifying and conveying a point of...2.. to
an adversary. Never be afraid of offending someone with simplicity.

First, break up your... .3... into compact and understandable little bites of
information and begin to chew on them with your adversary. Next, let your adversary
swallow and digest. But don’t take on faith that all ....4... points have been
communicated. Keep returning to them. A little redundancy won't hurt. Most...5...
actually enjoy hearing information they have just learned.

Ex. 15. Watch the video about the negotiations process and answer the
questions: https://youtu.be/qyL7TG6SzDU?si=jAKilj-yXJ2br{KIl

1) What is the assistant’s job?

2) What is the people's reaction? Does it seem adequate?

3) What was the reason for such an assumption?

4) What «positive» consequences has the man mentioned?

5) What's George Clooney's strategy here?

6) Did he manage to win the negotiation?

Ex. 16. Read the following text and complete the text.

Win-win, both, winners, agreement, skillful, bargain, concessions

NEGOTIATE TO A WIN

In a successful negotiation, everyone should leave the negotiating table happy


https://youtu.be/qyL7TG6SzDU?si=jAkilj-yXJ2brfKl
https://youtu.be/qyL7TG6SzDU?si=jAkilj-yXJ2brfKl
https://youtu.be/qyL7TG6SzDU?si=jAkilj-yXJ2brfKl
https://youtu.be/qyL7TG6SzDU?si=jAkilj-yXJ2brfKl
https://youtu.be/qyL7TG6SzDU?si=jAkilj-yXJ2brfKl
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with the outcome: there shouldn't be 1.... and losers. The negotiators should try to reach
a ...2.... solution: an agreement of equal benefit to ..3.... sides. This can be achieved in a
number of ways. The ...4.... negotiator is the person who moves ahead in the business
world. He or she has a skill that today is used in everything from getting a raise to
delegating an unwanted assignment to reaching a manufacturing ....5 worth billions. In
Getting to Yes, Roger Fisher and William Ury caution that negotiation is not a matter of
making .. .6... or butting heads. They call for principled negotiations — deciding issues
on their merits. When you ...7.... over positions, you get locked in and get sidetracked
from meeting both parties' concerns. Agreement is less likely.

Ex. 17. Watch three short excerpts from House of Cards. Write 1-5 next to
each photo. There are two extra items.

1 military moves 2 initial salary 3 pay rise 4 controversial bill 5 foreign trade

Mark 1-5 T (true) or F (false). Which negotiation(s) had a clear outcome? Who
won? Who lost?

Video 1: https://vimeo.com/138208725

1. The woman is making an official offer.
2. She seems surprised the man is so focused on money.

Video 2: https://vimeo.com/138208314

3. The man with the Russian accent wants to reduce the number of missiles.

Video 3: https://vimeo.com/138234570

4. Frank Underwood (Kevin Spacey) is opposed to the emergency bill.

5. They need to raise money to rebuild a city that was torn apart by a natural
disaster.

Ex. 18. Choose one of the topics mentioned above (1-5). Role-play

negotiations in groups of 2-3.


https://vimeo.com/138208725
https://vimeo.com/138208725
https://vimeo.com/138208314
https://vimeo.com/138208314
https://vimeo.com/138234570
https://vimeo.com/138234570
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