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BBEJAEHUE

Hacrosimee ydeOHOe mocoOue NpeAHa3HAYeHO UL
CTY/ICHTOB MEPBOTO Kypca SKOHOMHUYECKHX CIEIHaTIbHOCTEH,
MPOJOJDKAIOIINX U3YUYE€HUE aHTJIMHCKOTO S3bIKA.

Llenpto mocoOust ABISETCS PAa3BUTHE HABBIKOB PA3IMUHBIX
BUJOB UYTEHHUS C BBIXOJIOM B MOHOJOTMYECKYI0 YCTHYIO U
MUCbMEHHYIO PeUb, a TAKXKE BEJICHUE AUCKYCCHU.

Marepuansl  yyeOHOro mocoOusi OpPraHU30BaHbl IO
TEMaTUYECKOMY MNPHUHLHUIY U BKJIIOYAIOT CIIEAYIOIIUE MOJYIH:
«Career paths for economics graduates», «Basics of economics
and management», «Business communicationy.

Monyns «Career paths for economics graduates»
OpUEHTUPOBaH Ha (OpMHUpPOBaHHME OOLIETO MpPEACTaBICHUS
OyAylIMX CHEHHUAIMCTOB 3KOHOMHMYECKHX CIELUAIbHOCTEH O
CTpYKType, crneuupuke U  YCIOBUAX  MPO(ecCHOHAIBHOM
NesITeIbHOCTH.

Monyns «Basics of economics and management»
npegycMaTpuBaeT paboTy C TEKCTaMH M0  CIEHUAIbHOCTH,
COJIEpXKAIllUMH KpaTKUE CBEJIEHHUs O TJIaBHBIX HalpaBJICHUSAX
arpapHoi 5KOHOMMKH KakK c(hepbl )KU3HEAEATEIbHOCTH O0I1IEeCTBa;
cneun(puke  arpapHoil = HKOHOMHMKM  Kak  HalpaBlIeHUH
npoeccHoHalIbHON JeSITebHOCTH SKOHOMUCTA-
OpraHu3aTopa/MeHEeIKepPa-IKOHOMHCTA, JOCTIDKCHUSAX HAyKd B
HKOHOMHUYECKOM Pa3BUTHH arpoIPOMBIIIICHHOTO KOMILJIEKCA.

Monyns  «Business  communication» — mpexanoJiaraer
U3yYEHHE COLMOKYJIBTYPHBIX HOPM JIEJIOBOTO OOILICHMS, a TaKXkKe
IpaBUja PEYEBOrO ATHUKETA, IMO3BOJIOMIME  CIELUAIUCTY
(G (GEKTUBHO HCMOJIb30BaTh MHOCTPAHHBIA S3BIK KaK CPENCTBO
OOIIeHUsI B COBPEMEHHOM MHpe.

CTpykTypHOE  MOCTpPOEHHME  KaXIOH TEeMbl  MOMIYIA
MaKCUMAaJIbHO CIOCOOCTBYET AaKTHBM3AallUM Ppa3IUYHBIX BHJIOB
peueBoil EeATETbHOCTH B PAa3HOOOPA3HBIX KOMMYHHMKATHBHBIX
YCIOBHSIX.



OCHOBHOW CTPYKTYypHOH eauHULIEH y4eOHOro mocobus
ABIsIETCA TUHTBOMeToanueckuil 6510k (Unit), KoTOpelid pa3ouT Ha
cekuuu (Sections), oTpaXkarolye TeMbl 00IIeld TeMaTHUKU OJIOKa.
Kaxnas cexius, B CBOIO ouepesib, COCTOUT U3 pasaenoB: Getting
ready, Reading, Target vocabulary, Language in use, Speaking,
Writing, Grammar focus.

Pazgen GETTING READY npennasHaueH aJisi BBEICHUS B
TEMY KaX/JI0H CEKIMM U BKIIOYAET YIMPaKHEHHS, OCHOBAHHBIE Ha
oOmmieil spyauuuud CTYIEHTOB W He TpedOyromme 0co0oii
MOJATOTOBKH. BBINONIHEHHE 3THX YNpPaKHEHUH SBISETCS CBOETO
polla  pa3MUHKOW, CO3JaloIledl HYKHYIO  CEMaHTHYECKYIO
00CTaHOBKY Ha 3aHATHH.

Pasnen READING conepuT ayTEeHTHYHBIE TEKCTHI,
MPECTaBIISAIOIINE po¢hecCHOHAIbHBIN UHTEpEC ISt
CIELUANNUCTOB c(epbl SKOHOMUKH U MEHEIKMEHTa B 00JjacTu
CEeNIbCKOTO XO03siicTBa. TekcThl 0TOOpaHbl W3  AHIVIOS3BIYHBIX
CpeACTB MaccoBOW HHGPOpPMALMM U OTPAXAOT KIIOYEBbIE
MOMEHTHI 00IIeCTBEHHO-3KOHOMUYECKOH >xu3Hu. Coaeprkaiiuecs
B TEKCTaxX CBEJCHMS (HApUMeEp, PEKOMEHAALUHU 10 HAMUCAHUIO
pestome (CV), oTuUKa JelOBOTO OOINEHHUs, HCIOJIb30BaHUE
MHTEPHET-CEPBUCOB B KOMMEPUECKOM NEeSATETBbHOCTH, 3JIEMEHTHI
JIeTOBOM Nepenucku W T.J.) OyayT MOJIe3Hbl CTYAEHTaM B
JanbHeHIel npoheccuoHalIbHON AeITEIbHOCTH.

B cnenyromem pasgene TARGET VOCABULARY,
pacIoNioKEHHOM  TIOCJIE€  KaXJIOro TEKCTa, JAeTcsl MEepeBOj
JICKCUYECKUX €JIMHUI], KOTOpble BCTPEYAIOTCS B TEKCTaxX Jyis
U3y4yalollero 4TeHus. B 3ToM pasjene MNpeACTaBICHbl Kak
JIEKCHKA Ul aKTUBHOTO IOJIb30BAaHUs, OTOOpaHHAasi O MPUHIIMITY
YaCTOTHOCTH  YNOTPEOJNEHHUsT JIEKCHMYECKUX EIMHUI U HuX
TEMaTHUYeCKOW 3HAYUMOCTH, TaK M JIEKCUYECKHE EIUHMIIBI
MIACCUBHOTO CJIOBapsl, MpeAHAa3HAYEHHBbIE s OJHOKPATHOTO
PUMEHEHHUS.

Pasnen LANGUAGE IN USE Bxmoudaer rpynmy
YIPpaOKHEHUH Ul AaKTUBU3ALMM M PACIIMPEHHUs] TEMaTHYECKOTo



CJIOBaps, a TaKXe JJIs Pa3BUTHS HaBbIKa BbIOOpa M YHOTpeOIeHUs
CIIOBa B 3aBHCHUMOCTH OT KOHTeKkcTa. KoMmIulekc ymnpaxHEeHHH
HaleJIEH TaK)K€ Ha MOHMMAaHHUE OCHOBHOTO COJEP)KaHUS TEKCTa,
€r0 CTPYKTYpPHO-CMBICJIOBBIX CBSI36M M YMEHHUH IIOJHOCTBIO M
JETAJILHO MOHATH CMBICI TEKCTA.

I'pynna ynpaxuenuii B pasnene SPEAKING npennonaraer
pellIeHne CTyJeHTaMH KOMIUIEKCHBIX KOMMYHHUKATUBHBIX 3a/1ay C

HUCIIOJIb30BAHHUEM HU3YYCHHOTO SA3BIKOBOT'O MarcpuraJa.
anamHeHI/m, CoACpKamurecd B 3TOM pa3acCiiC, HAIIPABJICHBI Ha
Pa3BUTHC HaBBIKOB HEIIOArOTOBJICHHOM CUTYaTUBHO-

00yCJI0BICHHOH peun.

Paznen WRITING npennosiaraer BHIIOJHEHUE YIIPAKHEHUI
Ha OCHOBE TeKCTa B (hOpME MUCHbMEHHOTO COOOIIEHUS U BKIIOYACT
3alaHMsl O COCTaBIICHUIO pe3loMe, JI0KJIaja, 3cce, MHUCEM U
COOOIIIEHUH IeTTOBOTO XapakTepa.

Pazgen GRAMMAR FOCUS Brmouaer B cels
TPEHUPOBOYHBIC YIPAKHEHUS MO T'paMMaTUke Ha 000O0IIeHHe U
3aKpeIuieHHe  Te€X  TIPaMMaTHYECKUX  SIBICHUM,  KOTOpPHIE
OTpEIEeNICHbI yueOHOI nporpaMmMoil 1o JUCLMIUIMHE
«IHOCTpaHHBIN SI3BIK).

Y4eOHoe mocobue COmpoBOXKAAETCS TaOIUIIAMH, CXEMaMH,
PUCYHKAaMH, TIO3BOJISIOIIMMHU YCHIUTh acCOIMATHBHYIO 0a3y
OCMBICJICHHSI ¥ YCBOCHHs Yy4eOHOTrO Marepuala, OKa3bIBas
BIMSHME Ha pa3BUTHE NaMATU M BHHUMAHUS, TOBBICUTH
MOTHUBALIUIO K U3YYEHHIO MPEAMETA.

ABTOpBI HAJEIOTCSA, 4YTO paboTa ¢ y4eOHBIM MOcoOueM
MO3BOJIUT CTYAEHTAaM JOCTHUYb 3HAYUTENIbHBIX YCIIEXOB B
OBIIAZICHUM aHTTIUHCKUM SI3BIKOM.



UNIT 1

CAREER PATHS FOR ECONOMICS
GRADUATES

SECTION 1
ECONOMIST IN AGRICULTURE
SECTION 2
MANAGER IN AGRICULTURE
SECTION 3
JOB ANALYSIS
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SECTION 1
AGRICULTURAL ECONOMIST

TEXT 1 PROFESSION OF AN ECONOMIST

GET READY!

(I Answer the questions about your future career.

1. How ambitious are you?

2. Do you have a career plan? Where do you want to be in 10
years' time?

3. Which of the following would you prefer to do?

a) work for one company during your career

b) work for several different companies

c) work for yourself

4. What do you hope to do in the future in your career?

5. Do you think there is an ideal career for you? What is it? Why?
6. What is the best advice that you have been given during your
career or your studies?

These phrases (1-6) all include the word career.
Match each of them to its correct meaning (a-f).

1) career move |a. chances to start/improve your career

2) career break |b. ideas you have for your future career

3) career plan |c. an action you take to progress in your career
4) career d. period of time away from your job to, for
opportunities  |example, look after your children

5) career path |e. a series of levels (steps) in your working life
6) career ladder | g. the direction your working life takes




READING FOR DETAILED INFORMATION
AGRICULTURAL ECONOMIST

Economics is a social science of how societies use scarce
resources to produce valuable commodities and distribute them
among people. The major goal of economics is to define the most
effective way of managing the economic life of the country.

As it follows from the definition of Economics, economists
are engaged in the study of behavior of individual households and
institutions in the process of production, distribution and
consumption of wealth.

Economists are concerned with how individuals behave in
making economic choices as a consumer, a worker, an owner or a
manager of business, a citizen or a public official. Understanding
the process of making choices and the costs that go with them is
essential for an economist.

Academic economists are engaged in teaching, writing and
doing research in colleges and universities. They also write
textbooks and journal articles, develop and test new theoretical
models provide consulting to government and business and
engage in a variety of other professional activities. They formulate
economic principles which are useful in the establishment of
policies designed to solve economic problems.

Business economists study microeconomic behavior of
consumers, producers and resource suppliers, determine price in
output and market, forecast sales and costs, monitor economic
efficiency and general market equilibrium, help firms anticipate
government policy. Some business economists prepare their
arguments to try to affect tax laws, regulations, etc., which are
important for particular kinds of business and industries. They use
the general knowledge of economic behavior in defining remedies
or solutions for correcting and avoiding a specific economic
problem.



Government economists perform a variety of tasks in
analyzing policy developments, forecasting tax revenues and
interest rates, economic growth and employment rates, monitoring
the balance of trade, etc. Also, they analyze who gains and who
loses from particular changes, compute total output and perform
other necessary tasks in the public sector.

The typical or representative, individual person making
economic choices is regarded as the practical economist, it means
a non-professional economist. This typical person is assumed to
know where his or her self-interest lies and pursue that interest.
The practical economist is a maximizer, i.e. he wants to get as
much as possible out of the limited available resources.
Sometimes maximizing can take the form of minimizing or
choosing among several satisfactory alternatives on the basis of
the lower costs.

Also, the practical economist chooses at the margin which
implies deciding whether the benefits of an extra amount of goods
are worth its cost. The practical economist responds to incentives,
i.e. factors that motivate and influence human behavior (wages,
profit, satisfaction costs, rents, fee, tax and so on). In short, the
practical economist is in charge of making choices at the margin
allocating scarce resources among competing uses, calculating
opportunity costs, engaging in self-interested maximizing
behavior and responding to incentives.

TARGET VOCABULARY
allocate (v) pacnpenenarb
anticipate (v) MpEABUACTh
be engaged (v) OBITH BOBJICYEHHBIM BO YTO-TN0O
commodity (n) TOBap
consumer (n) noTpeOuTeNh
consumption (n) noTpebieHue
cost (n) CTOMMOCTD

10



costs

U30ePIAHCKU, 3amMPambl

determine (V) OTIpEIeIIATh

distribute (v) pacnpenenarb

distribution (n) pacnpeeseHue

forecast (v) IIPOTHO3UPOBATH

gain (V) npuoOperTath, 3apabaThiBaTh
household (n) JIOMAaITHEE XO3SHCTBO

imply (v) Ipeasararh, NoIpa3yMeBaThb

incentive (n)

CTUMYJ

interest rates (n)

MPONCHTHAA CTaBKa

limited (adj)

OTPaHUYECHHBIN

margin (n)

9K. IPUOBLIb, Pa3HUIIA MEXKY
MIOKYITHOM ¥ IIPOJaXKHOW LICHOU

monitor (V)

HaOJIIONaTh

output (n) BBIIYCK MPOJYKIIUU
perform (v) WCTIOJIHSTD, BBITIOJIHSATh
policy (n) MOJIMTHKA

practical economist (n) SKOHOMHUCT-ITPAKTUK

price (n) CTOMMOCTD

production (n) MIPOU3BOJICTBO

profit (n) npUOBLIb

regulations (n) HOPMAaTUBHBIE TOKYMEHTHI
remedy (n) CpeACTBO, Mepa

sale (n) poIaXKa

scarce (adj) HEJO0CTATOYHBIN, CKYIHBIN
scarce resources 02DAHUYEHHBLE PECYPCbl
supplier (n) MOCTaBIIUK

tax (n) HaJor

tax revenues HA0208ble NOCMYNIEeHUS
tax laws HA02080€ 3AKOHOOAMENbCMBO
wages (n) 3apruiara

wealth (n) OoraTcTBO, MaTepUAIbHbIC

OCHHOCTHU

11




LANGUAGE IN USE

Give the English equivalents to the following
words and word combinations.

OFpaHI/I‘leHHLIe PECYPCHI; OCHHBIC TOBAPHI; YIIpaBJICHHUC
3KOHOMHYECKOM JKU3HBIO CTpPaHbI; IIPOU3BOACTBO, PACTIPCACICHUC
n HOTpe6HCHI/Ie MaTCpruaJIbHbIX I.ICHHOCTCIZ; IIPUHATUC
O9KOHOMHNYCCKUX peHleHHﬁ; npeaOoCTaBIIATH KOHCYJIbTallUU
MMPaBUTCIILCTBY; OIPCACIATh HCHBI HAa MNPOAYKIHUIO W PBIHOK;
MMPOrHO3UpPOBATH mpoaaxxu )51 3aTpaThl; HaJIOroBOC
3aKOHOJAaTCIbCTBO, HOPMATUBHBIC AKThI; MIPpOrHO3UPOBAHUC
HaJIOI'OBBIX HOCTyTIJ'ICHI/Iﬁ U TMPOLCHTHBIX CTAaBOK; BbIYUCIIATH
O6U.IPII>1 00BeM MPOU3BOACTBA; HU3KUC 3aTpaThbl; pCaruipoBaTb Ha
CTUMYIJIbL; BBIYUCJIIATD AJIbTCPHATUBHBIC U3ICPIKKU.

(I Circle the correct words.

1. Economics is a social / economic science of how societies use
scarce resources.

2. Economists are concerned with how individuals behave in
making economic choices / decisions.

3. Academic economists are engaged in teaching, writing and
doing experiments / research in colleges and universities.

4. Academic economists formulate / create economic principles
which are useful in the establishment of policies designed to solve
economic problems.

5. Business economists study microeconomic / macroeconomic
behavior of consumers, producers and resource suppliers.

6. Some business economists prepare their arguments to try to
affect government / tax laws, regulations.

7. Government economists perform a variety of tasks in analyzing
policy developments, forecasting tax revenues and interest /

12



percent rates.

8. Also, they analyze who gains and who loses from particular
changes, compute total input / output and perform other necessary
tasks in the public sector.

9. The typical or representative, individual person making
economic choices is regarded as the practical / non-practical
economist.

10. The practical economist is a maximizer / minimizer, i.e. he
wants to get as much as possible out of the limited available
resources.

G Use a word from the left and a word from the
right to make up possible word combinations.

A B
1.valuable a. sales
2. individual b. revenues
3. formulate c. policy
4. employment d. incentives
5. government e. households
6. defining f. behavior
7. tax g. problems
8. avoid h. economist
9. respond to 1. commodities
10. calculating J- rates

(Z Match the words in the box with their definitions.

1. Goods a) ... the study of how people allocate their
limited resources to satisfy their unlimited
wants

2. Costs b) ... items or services that satisfy human
wants and add to human happiness

13



3. Economics

c) ... resources used in the production
process, such as labour and raw or
semifinished materials

4. Incentives d) ... transformed materials; the results of
production

S. Inputs e) ... the value of the assets owned by an
individual or a group of individuals

6. Outputs f) ... the process of growing or making food,

goods or materials, especially large quantities

7. Production

g) ... a business whose work involves doing
something for customers but not producing
goods

8. Scarcity h) ... shortage of something and difficulty to
obtain

9. Service 1) ... factors that motivate and influence
human behavior

10. Wealth J) ... the total amount of money that you must

spend on running your home or business

Fill in the word-building table and translate the
words into Russian:

VERB NOUN ADJECTIVE
employed
produce
consumption
supply
monitor
regulation
scarce
compute
satisfactory
distribution

14




Match the sentence beginnings (I) with the correct
endings (II):
I
1) Economics is a social science of how societies ...
2) The major goal of economics is ...
3) Economists are engaged in the study of behavior of individual
households and institutions ...
4) Academic economists are engaged in ...
5) Academic economists formulate economic principles ...
6) Business economists study microeconomic behavior of ...
7) Business economists use the general knowledge of economic
behavior in defining ...
8) Government economists analyze who gains and ...
9) The practical economist is a maximizer, i.e. ...
10) The practical economist chooses at the margin which implies
deciding whether...

I
a) ... in the process of production, distribution and consumption
of wealth.
b) ... which are useful in the establishment of policies designed to
solve economic problems.
c) ... remedies or solutions for correcting and avoiding a specific
economic problem.
d) ... he wants to get as much as possible out of the limited
available resources.
e) ... consumers, producers and resource suppliers.
f) ... use scarce resources to produce valuable commodities.
g) ... teaching, writing and doing research in colleges and
universities.
h) ... who loses from particular changes.
1) ... the benefits of an extra amount of a good are worth its cost.
g) ... to define the most effective way of managing the economic
life of the country.

15
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SPEAKING

Use the words below to complete the table. Then
speak about each type of the economists.

Vs

\.

Academic
economist

N

Business
economist

I

Government
economist

N

Practical
economist

O O O O O O

worth its cost

O O O O O O O

analyze policy developments
analyze who gains and who loses from particular changes

calculate opportunity costs

compute total output
consult to government and business
decide whether the benefits of an extra amount of a good is

determine price in output and market

develop and test new theoretical models
forecast sales and costs
forecast tax revenues and interest rates
formulate economic principles
get as much as possible out of the limited available resources
help firms anticipate government policy

16



monitor economic efficiency

monitor the balance of trade

pursue their interest

respond to incentives

study microeconomic behavior of consumers
teach, write and do research

write textbooks and journal articles

= O O O O O O

Read the text again and decide if the sentences
below are true (T) or false (F).

1. Economics is a technical science of how societies use scarce
resources to produce valuable commodities and distribute them
among people.

2. Economists are engaged in the study of behavior of individual
households and institutions in the process of production and
consumption of wealth.

3. Economists are concerned with how individuals behave in
making economic choices as a seller, a worker, an owner or
manager of business.

4. Academic economists are engaged in teaching, writing and
doing research in colleges and universities.

5. Business economists write textbooks and journal articles,
develop and test new theoretical models.

6. Business economists formulate economic principles which are
useful in the establishment of policies designed to solve economic
problems.

7. Government economists study microeconomic behavior of
consumers, producers and resource suppliers.

8. Government economists perform a variety of tasks in analyzing
policy developments, forecasting tax revenues and interest rates.

9. The typical or representative, individual person making
economic choices is regarded as the practical economist, it means
a non-professional economist.

17



10. The practical economist chooses at the margin which implies
deciding whether the benefits of an extra amount of a good are
worth its cost.

G Ask the following questions to your partner:

1. What is the definition of economics?

2. What is the major goal of economics?

3. In what are the economists engaged?

4. What is the main concern of the economists?

5. What are the main purposes of academic economists?

6. What do business economists study?

7. What do government economists perform?

8. Who is the typical economist?

9. Why is the practical economist a maximizer?

10. Why does the practical economist respond to incentives?

(Z Speak on the following problems using some
opinion phrases: Q\
v

(O Speaking personally, I think that...
My view is that...

As I see it...

It would seem to me that...

\_/
1. What type of an economist would you like to become? Give
arguments for your choice.

2. Is it necessary for a company to have different types of
economists?

3. What treats of character should a good economist have?

18



WRITING

Write out all the international words from the text
and make your own sentences with them.

(Z Problem solving tasks are presented below. Write
your arguments:

1. What are major economic questions directed at?

2. Is the society able to produce such quantity of goods as it
needs?

3. How do geographical, cultural, ethnic peculiarities influence a
country’s economy: what to produce, how to produce, and for
whom?

4. What influences you when you have to make choices?

5. Find various definitions and quotations about economics by
famous people and discuss them with the group (use internet for
additional information).

6. Find the information about the most famous economists in the
world. Make a presentation.

A national student magazine has asked you to
write an article on how young people might
choose a career. Write a short article for the
magazine.

In the article you should:

o outline the main factors that influence the person’s choice of
the career;

o consider whether the job of the economist is more
worthwhile than others;

o discuss the importance of a good salary when choosing a
career.
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TEXT 2 AGRICULTURAL ECONOMIST
GET READY!

(I Complete the sentences below with the verbs in
the box. Use a dictionary to help you.

| climb | decide | have | make | offer | take |

1. Employees in large multinationals ... excellent career
opportunities if they are willing to travel. 2. Some people ... a
career break to do something adventurous like sailing round the
world or going trekking in India. 3. One way to ... a career move
is to join a small but rapidly growing company. 4. Certain
companies ... career opportunities to the long-term unemployed
or to people without formal qualifications. 5. Ambitious people
often ... on a career plan while they are still at university. 6. In
some industries, it can take a long time to ... the career ladder.

(I Choose the best word to complete each sentence.

1. Tom decided on his career move / plan when he was in his first
year of university, and amazingly, he followed it until he retired.
2. My company has a training programme that offers career
opportunities | breaks to students who have just graduated from
university. 3. If you want to climb the career plan / ladder, you
have to be prepared to work very hard. 4. Kate is ready to make a
career opportunity | move, so she's applying for jobs with other
companies. 5. Some companies help their employees take a career
path | break by giving them a few months off without pay. 6.
Mary didn't follow the usual career ladder / path for the CEO of a
marketing firm. She started out working as a primary-school
teacher.
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MY FUTURE PROFESSION: AN AGRICULTURAL
ECONOMIST

READING FOR DETAILED INFORMATION

Nowadays the profession of an agricultural economist has
become one the most useful, modern and interesting. That is
because agriculture is an important part of every country’s
economy. Countries with robust agricultural systems have the
ability to be self-sustaining, and those that have learned to
maximize their natural resources are in many ways more stable.

I’ve decided to become an agricultural economist. In my
opinion, it’s one of the most demanded and prestigious
professions nowadays. It involves lots of self-education, research
and analyzing, which can be interesting for me.

I finished school and entered the Belarusian State Agrarian
Technical University. The University has six faculties. I study at
the Business and Management Faculty. The faculty trains
managers and economists. The students try to get profound
knowledge in economics, accounting, analysis of financial
activity, management, marketing, the bases of different kinds of
business organization, as well as, operating computer systems.

Undergraduates specialize in economics for four years.
After graduating from the University the graduates must know all
types of business organization (sole proprietorship, partnership,
and corporation), their advantages and disadvantages. Proper
management, marketing and advertising are of great importance
for business specialists. They should know the work of storing,
advertising, data processing.

Agricultural economists are concerned with the economics
of agriculture and the distribution of agricultural products. Their
primary objective is to maximize agriculture’s profitability. An
agricultural economist should have a good training in economic
theory, mathematics and statistics.
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At the University the students are taught various general and
special subjects, such as Management, Accounting, Marketing,
Finances, Statistics, Computer sciences, Foreign Languages,
Economics of the enterprises of the agro-industrial complex, etc.

Economists exercise many useful functions. For example,
they can calculate costs and probable profits, provide business
forecasts, monitor taxation levels, determine enterprise structures,
investigate international economic situation, etc.

Agricultural economists’ concerns cover the manufacture
and distribution of agricultural means of production, farming
itself; the determination of government policy on agricultural and
consumption affairs; the purchasing, processing and distribution
of agricultural products; the financing of all aspects of agricultural
production and the sale of agricultural products; economic
evaluation of agricultural projects, agricultural development.

Also the students need some personal qualities to succeed in
this profession, such as analytical mind, logical thinking, ability to
be concise both in writing and speaking. Agricultural economists
must be interested in agriculture and agricultural affairs. Their
approach to problem solving should be creative, thorough and
analytical.

Moreover it is very important for a specialist in business
matters to be a skillful user of computers and to speak at least one
foreign language. It should better be English as it is the most
popular language of international business communication.

The profession of an agricultural economist includes various
activities. The graduates of our faculty work for many different
employers: government departments, financial institutions,
agricultural cooperatives, commercial and manufacturing
companies concerned with agricultural inputs and products.

As for me, I am not sure in what field of economy I am
going to work but I know that the specialty of an economist is
very important for the development and prosperity of the country.
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I also hope that I'll never regret my choice and get a well-paid and

interesting job afterwards.

TARGET VOCABULARY

accounting (n)

OyXraiaTepckoe Jelo

advertising (n) peknama

analytical (adj) aHAJINTUYECKUI

analytical mind AHAUMUYECKU CKAA0 YMda

concise (adj) KpaTKui

data processing (n) 00paboTKa JaHHBIX

demanded (ad)) BOCTpeOOBaHHBIN

establish (v) yCTaHOBUTH

evaluation (n) OmpeJieJICHNE KauecTBa,
CTOMMOCTH

input (n)

BJIOKCHM, 3aTPaThbl, MTHBCCTUIIUU

investigate (v)

HUCCICO0BATh

manufacture (v)

IMPONU3BOJACTBO, U3TOTOBJICHUC

monitor (V)

MOHHUTOPHTL, OTCJIC)KMBATDH

partnership (n)

MMapTHCPCTBO

processing (n)

o0OpaboTka

profitability (n) NpUOBLIBHOCTD, PEHTA0ETBHOCTD
profound (adj) r1yOOKHIA, OCHOBATEIbHBIN
property (n) HUMYIIECTBO, COOCTBEHHOCTb
prosperity (n) MIPOLIBETAHUE

robust (adj) HAJEKHBIN, YCTOMYUBBIN

self-sustaining (adj)

3KOHOMMYECKH CaMOCTOSTEIbHBIN

sole proprietorship (n) MHAVBUAYaAJIBHOE
peIIPUHUMATEIBCTBO
storing (n) XpaHEHUE
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LANGUAGE IN USE

Give the English equivalents to the following
words and word combinations.

ITpodeccust S5KOHOMUCT MO CEILCKOMY XO3SIHCTBY; MPECTHKHAS U
BOCTpeOOBaHHas Mpodecchst; MaKCUMU3UPOBATh PEHTA0EIbHOCTD
CEJIbCKOTO XO3SIICTBAa; PACCUUTHIBATH 3aTPAaThl U BEPOSATHYIO
npubbLIb,  MPEJOCTaBIATH  OM3HEC  MPOTHO3bl,  UMETh
AHAIUTUYECKUH YM, JIOTHYECKOE MBIIICHUE.

(Z Circle the correct words.

1. I’ve decided to become an agricultural economist / manager.

2. Countries with robust agricultural systems have the ability to be
self-maintaining / self-sustaining.

3. I study at the Business and Management / Entrepreneurship
and Management Faculty.

4. After graduating from the University the graduates must know
all types of business organization / corporation, their advantages
and disadvantages.

5. An agricultural economist should have a good knowledge /
training in economic theory, mathematics and statistics.

6. At the University the students are taught various general and
practical / special subjects.

7. Economists can calculate wages / costs and probable profits.

8. Also the students need some personal quantities / qualities to
succeed in this profession.

9. It is very important for a specialist in business matters to be a
frresh / skillful user of computers.

10. The graduates of our faculty work for many different
employees / employers.
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G Use a word from the left and a word from the
right to make up possible word combinations.

A B
1. agricultural a. computer system
2. natural b. economist
3. manufacturing c. languages
4. profound d. knowledge
5. operating e. processing
6. foreign f. costs
7. analytical g. company
8. calculate h. mind
9. data 1. business communication
10. international J- resources

Match the names of the special subjects with their
definitions below.

Finances Accounting Economics Mathematics
Marketing Statistics Management Computer
sciences

1. The study of how a society organizes its money, trade and
industry.

2. A collection of information shown in numbers.

3. The process or work of keeping financial accounts.

4. The science of numbers and shapes.

5. The activity of managing money, especially by a government or
commercial organization.

6. The activity of presenting, advertising and selling a company’s
products or services in the best possible way.

7. The act of running and controlling a business or similar
organization.

8. The study of computers and how they can be used.
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(Z Choose the correct variant.

1. The Business and Management faculty trains ...

A. accountants.

B. managers and economists.

C. farm machinery maintenance engineers.

2. The students of the faculty get profound knowledge in...
A. selling automobiles.

B. information technologies and computer science.

C. management, marketing, business organization, advertising,
accounting.

3. At the University the students are taught various general
and special subjects, such as...

A. “Tractors and vehicles”, “Agronomy”, “Engineering
mechanics”.

B. “Management”, “Accounting”, “Marketing”, “Finances”,
“Statistics”.

C. “Man’s physiology”, “Ecology”, “Protection of population and
enterprises in emergency situations”.

4. An experienced economist must...

A. speak at least one foreign language.

B. to be a skillful user of computers.

C. to be a skillful user of computers and to speak at least one
foreign language.

S Agricultural economists must be interested in....

A. history and historical affairs.

B. agriculture and agricultural affairs.

C. physics, chemistry and all natural sciences.

6. The graduates of our faculty work for many employers:
A. government departments, financial institutions, agricultural
cooperatives.

B. research laboratories and institutes.

C. the systems of logistical support for enterprises.
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(s (

Use the word given in capitals at the end of each
line to form a word that fits in the space in the

same line.
1. The students, who have done well with | QUALIFY
all their studies and passed the state
examinations, get the of an
economist.
2. Theoretical knowledge must be RICH
by the practice.
3. For many people, the most important | SATISFY
criterion of the future profession is job
4. At the university students make ACQUAINT
with the principles of economic activities.
5. I"d like to devote my life to as it | ADVERTISE
plays a very important role nowadays.
6. It is necessary to know how to plan | COST,
money and to count PRODUCT
7. Today modern commerce has a tendency | RELATE
of transition to the market
8. Future economists study how to PROMOTION
products in the market.
9. I believe my in future will be | OCCUPATE
connected with computer science.
10. Proper in a foreign language | KNOW

could help me to find a well-paid job.
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SPEAKING

(I Work out answers to the following questions.

1. Why did you decide to become an agricultural economist?
2. What University did you enter after finishing school?

3. What faculty do you study at?

4. What specialists does the faculty train?

5. What will you become after graduating from the University?
6. In what field of economics do the students try to get the
profound knowledge?

7. What personal qualities are required of a specialist?

8. What concerns do agricultural economists cover?

9. What subjects are the students taught at the University?

10. Where can the graduates of our faculty work?

(Z Complete the diagram and speak on the topic
“My future profession — an agricultural economist”.

Special

Employers subjects

Useful
functions

Personal
qualities
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Read the dialogue: translate the words in bold,
role-play the dialogue.

Mike: Hi, Helen!

Helen: Hi, Mike. How are you? Haven’t seen you for ages!

M.: Perfectly well, thank you. I’ve okonum the University.

H.: What University?

M.: Moscow State Industrial University.

H.: What is your speciality? If it is not a secret.

M.: No secrets. I’'m an 3xonomucrt. I studied at the paxyabTer of
Economics, Management and uH(pOpMaLIMOHHBIX Te€XHOJIOTHIA.
H.: Where are you working now?

M.: I 'm working in a company as a MeHeJKep 10 MPOJaKaM.
But I would like to work in a 6ankoBckoii cucteme that is why
I’'m studying English now.

H.: Is it necessary to know English?

M.: Sure, because all cepBucHas aesitesqibHOCTB are done by
means of koMnblOTepHbIX cucteM and all documents are written
in English. I can speak English but I would like to speak
cB0001HO Ha npodeccuonaibHoM English.

H.: I think TbI HOObembest yenexa because you were always a
hard-working person.

M.: You flatter me. But I hope cnesiaio Bce Bo3mozkHOe to get a
job in a banking system.

H.: Good luck.

M.: Thanks a lot! But what about you? What are you doing now?
H.: I am working as a cekperaps and studying at the department
of nucTaHumoHHOro ody4yenus. [ am a third year student. It is
rather difficult to coBmemaTs padory u yuedy. But in two years
I’1ll become a Oyxraarep.

M.: Do you like your 6yaymyio npodeccuio?

H.: Of course. Sorry, I'm in a hurry. Ring me up, please.

M.: Sure. See you later.
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WRITING

(I Complete the sentences with the appropriate
ending according to the text.

. Nowadays the profession of an agricultural economist...
. Agriculture is an important part of ...

. I’'ve decided to become ...

. I finished school and entered ...

. I study at...

. The faculty trains...

. The students try to get profound knowledge in...

. An agricultural economist should have a good training in...
9. At the University the students are taught...

10. Economists exercise many useful functions...

11. Agricultural economists’ concerns cover

12. The graduates of our faculty work for ...

01N LN kW —

(I Put the words in the right order to make complete
sentences.

1. Place, a, economist, plant, an, is, for, there, factory, and, every,
at.

2. Determine, an, profits, the, calculate, an, can, economist, costs,
enterprise, as, probable, as, structure, well, of, and.

3. Condition, and, economist, for, the, analyses, an, prospects, the,
development, its, market, of, future, the, in.

4. Diploma, a, may, with, own, venture, a, partner, a, economist's,
person, an, joint, his, establish, of, become, or, business.

5. Must, of; be, a, skillful, any, to, economist, is, computers, for, a,
user.

6. University, with, activity, at, acquaintance, the, principles, the,
make, students, of, economic.
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7. International, in, language, I’m, to, marketing, in, why, foreign,
a, [, that’s, interested, proper, knowledge, need, have.

G Translate the following sentences into English.

1. B Hame BpeMs mnpodeccus HKOHOMHCTAa IO CEIbCKOMY
XO35MCTBY CTajla OJAHOW M3 CaMbIX IIOJIE3HBIX, COBPEMECHHBIX U
UHTEPECHBIX.

2. S oxoHumn wmKoJdy U mocTynwil B benopycckuii
rOCYAApCTBEHHBIN arpapHbli TEXHUYECKUNA YHUBEPCUTET.

3. 5l yuych Ha (hakynpTeTe ynpaBieHUs U MpeANpUHUMATEIbCTBA.
4. @axkynpTeT YNpaBICHUS W IPEANPUHUMATEILCTBA TOTOBUT
MEHEJDKEPOB U JKOHOMUCTOB.

5. B yHuBepcuTeTe CTYIEHTHl W3Y4YalOT pa3jiMyHble OOIIMEe U
CIIELUAJIbHBIC IIPEAMETHI, TaKue KaK MEHEDKMEHT,
OyXraaTepckuil  y4yeT, MAapKeTUHI, (UHAHCBI, CTAaTUCTHKA,
KOMIIBIOTEPHBIE HAYKH, HHOCTPAHHBIC A3BIKU U T.JI.

6. DKOHOMUCTBI-arpapuy 3aHUMAIOTCS SKOHOMMKOM CEJIBCKOTO
XO351CTBA u pacrpencieHueM CENbCKOXO35ICTBEHHOU
MIPOAYKLIAH.

9. DKOHOMHCTBI MOTYT pPAaCCUUTBIBATH 3aTPaTbl M BEPOSATHYIO
npuObLIb, HPENOCTaBIATh  OWU3HEC-TIPOTHO3bI,  OTCJIEKUBATh
YPOBHH HAJIOT000JI0KEHUS.

10. bonee Toro, Ans cnenyanucTa Mo OU3HECY OUEHb BAXKHO OBITH
OTBITHBIM TOJIb30BaTEJIEM KOMIIBIOTEpAa U TOBOPHUTH XOTSI Obl Ha
OJIHOM MHOCTPAHHOM SI3BIKE.

11. DKOHOMMCTBI-arpapuu JOJIKHBl HMHTEPECOBATHCSI CEIBCKUM
XO35IMCTBOM H CEJIbCKOXO3AMCTBEHHBIMU BOIIPOCAMU.

12. BoinyckHuku — Hamero — (akymeTera  paboTaloT B
rOCyJapCTBEHHBIX BEJOMCTBAX, (PMHAHCOBBIX YUPEKACHUSX,
CEIIbCKOXO3SAMCTBEHHBIX  KOOIIEpaTHBAaX, KOMMEPUYECKUX U
IIPOU3BOJCTBEHHBIX KOMIIaHMSIX, 3aHUMAIOLIUXCS
CENbCKOXO35MCTBEHHBIMU UHBECTULIMAMU U ITPOTYKTaMH.
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SECTION 2
AGRICULTURAL MANAGER

TEXT 1 MANAGEMENT CAREERS
GET READY!

(I Study the list of people’s activities and find those
connected with management.

o leading people

o manufacturing goods

o training personnel

o testing new ideas

o maintaining paperwork

o fixing cars

o harvesting and sales of crops

o preparing financial information

Match the chosen management activities with
the management positions below:

o director

o farm manager

o financial manger
o general manager
O project manager
O supervisor

What kind of manager do you want to become?
What are the key activities you will be engaged in?
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READING FOR DETAILED INFORMATION
MANAGEMENT CAREERS

Management is the process of managing people and
resources in businesses. It is one of the largest and most
interesting areas of work in the global economy. The work of
management is divided into the activities of planning, leading,
organizing, and controlling, and the job of a manager
encompasses all of these areas. Anyone, aspiring to move into
management as a career, should develop and display strong
technical and functional skills. In large organizations, managers
work in a variety of areas, including operations, human resources,
finance, and marketing.

Managerial positions range from front-line supervisory
positions to the top manager in the firm, the CEO. In-between,
there are managers of managers, general managers, product and
project managers and a variety of other roles that are also
management positions.

Front-line supervisory roles are entry-level management
positions. The supervisor is typically responsible for guiding a
team of people responsible for a particular part of the company's
operations. The supervisor provides day-to-day guidance to the
team and is involved in training, coaching, and hiring or firing
activities.

A functional manager is responsible for a broad range of
people and business activities. He might have a number of
supervisors or first-level managers reporting to him. The
functional manager is accountable to his boss for achieving goals
and targets. He splits his time between operations and people-
related issues and business reporting and planning activities.

Senior managers and directors are typically responsible for a
number of groups and departments and invest a great deal of their
time on development and translation of strategies and goals into
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programs and actions. They are directly accountable to senior
executives, often reporting to a person with a vice-president title.

Vice presidents are often the highest ranking individual in a
particular function. From sales to marketing, IT, finance or
engineering most firms identify the functional leader as a vice-
president reporting to someone with a C-level title. These
individuals are functional experts charged with working with
other senior executives to form and implement the company
strategy.

A general manager is accountable for all business resources
and results in the company. The general manager is a mini-CEO,
and is responsible for strategy, structure, key decisions and
operating results including revenues and costs. The general
manager is accountable to a corporate group, often the CEO. His
time is spent predominantly on overseeing large strategic
initiatives, facilitating key decisions and coaching and developing
direct functional managerial reports.

Product managers are focused on offerings (products or
services) and are charged with working across the organization to
bring new products to life and manage the marketing decisions.
Product managers work with all areas of the organization and
must be outstanding communicators.

Project managers are responsible for all projects in the
organization. They are responsible for bringing together a team of
individuals to create something new. Once the initiative is
completed, the project manager focuses on a new initiative and a
new team.

Management is a very exciting and rewarding career. It
offers status, interesting work, and the satisfaction of working
closely with other people. Managers help organizations succeed.
When organizations are successful, there is better utilization of
resources, less stress among employees, less chaos in society, and
a better quality of life for all.
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TARGET VOCABULARY

accountable (adj)

OTBETCTBEHHbIH, IIOIOTYETHBIN

alignment (n)
in alignment with

PETYIUPOBKA, KOPPEKTUPOBKA
8 HaNpagiIeHUU, COBNAOAIOUEM C

aspire to (v)

CTPCMUTLHCA K

bring together (v) CBECTH BMECTE, CONMKATH

CEO (Chief Executive reHepabHbIN AUPEKTOP, JUPEKTOD,
Officer) (n) YIPABIISIIONINI AeIaMU

charge with (v) [I0py4aTh, BO3JaraTb

OTBCTCTBCHHOCTD

encompass (V)

3aKouarth (B cebe), Kacatbes

entry-level (adj)

HavyaJIbHbIN, IEPBOHAYAJIBHBIN,
YIPOLIEHHBII

executive (n)

OTBE€TCTBCHHOC JOJDKHOCTHOC JIUIIO

facilitate (v)

COICHCTBOBATH, CIIOCOOCTBOBATH,
o0JeryaTh, MPOJIBUTaTh

fire(v) YBOJIHSITh
focus on (v) COCpPE0TOYMBATh BHUMAHUE HA
goal (n) 3aja4a, 11eJ1b; MECTO Ha3HAUCHUS

syn. aim, target

guidance (n)

yIIpaBJI€HHUE, PYKOBOJCTBO

hire (v)

HAaHUMATb, IPCAOCTABIIATH pa60Ty

human resources (n)

MEPCOHAJI, KaIphbl, IITAT CIYyKAIIUX

implement (v)

BBITIOJIHATH, OCYIICCTBIIATH,

offering (n)

YTO-J1. IPEIaraeMoe K Mpoaxe
(ToBap win yciyra)

outstanding (adj)

BBIJIQIOIIUIACS; 3HAMEHUTHIN

oversee (V)

Ha0II01aTh, CMOTPETH (32 YEM-I1.)

position (n)

JAOJIXKHOCTBh, MECTO

responsible for (adj)

OTBETCTBEHHLIN 3a

revenue (n)

JIOXOJ; BBIpYyUKa

supervisor (n)

PYKOBOAUTCIIb, HAYAJIbHUK
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LANGUAGE IN USE

(I Translate the missing words to make word
combinations.

cmpemumpca K management as a career
front-line konmponupyrowue positions

a paznooopazue of management positions
omeemcmeennwinl for firm's operations
provide exceonesnoe pykosoocmaeo
naonwoenue the work of individuals and teams
docmudcenue goals and targets

form and npumenums strategy
cooelicmeosams key decisions

(Z Circle the correct words.

1. Management is one of the most interesting species / areas of
work in the global economy.

2. Managerial positions differ / range from front-line supervisory
positions to the top manager in the firm.

3. The supervisor is typically responsible for watching / guiding a
team of people responsible for firm's operations.

4. The functional manager is accountable / devoted to his boss for
achieving goals around productivity, quality, costs and revenue.

5. The general manager is a mini-CEQ / supervisor.

6. Product managers must be outstanding negotiators /
communicators.

7. Project managers are responsible for faking / bringing together
a team of individuals to create something new.

8. Management is a very exciting and rewarding / awarding
career.

O O O O O O O O O
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(z Use a word from the left and a word from the
right to make up possible word combinations.

A B
1. global a. goals and targets
2. managerial b. something new
3. front-line C. supervisory positions
4. be in alignment d. together a team of individuals
5. achieving e. guidance
6. key f. into actions
7. create g. decisions
8. bring h. with company standards
9. day-to-day 1. positions
10. translate goals J. economy

(Z Choose the odd word.

1) Management positions:
Senior executive // promoter // supervisor // CEO // functional
expert.

2) Managerial functions:
Developing functional managerial reports // training // repair and
maintenance // coaching // disciplining // overseeing.

3) Objects of manager's control:

Discipline // revenues and costs // company programs // key
decisions // engineering tools // quality.

(3 Fill in the gaps. Find the synonyms to the words
in bold.

1. Management is one of the most varied fields of work in the
global economy.
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2. The supervisor provides day-to-day control to the team.

3. A functional manager is accountable for a range of people,
process and business activities.

4. A functional manager divides his time between operations and
people-related issues and business reporting and planning
activities.

5. Senior managers invest a great deal of their time on providing
the company's development.

6. Vice presidents together with other senior executives form and
realize the strategy of the company.

7. Product managers take responsibility for working across the
organization to bring new products to life and manage the
marketing decisions.

8. Once the initiative is completed, the project manager
concentrates on a new initiative and a new team.

@ Find the adjectives in the text which are used
with the following nouns. Then complete the
sentences below with appropriate phrases you

have made.

Economy // skills // positions // activities //
initiatives // decisions// communicator // career

1. Management is an attractive and
2. are the fundamental English, math and IT skills
that people need for working in business.

3. .mean positions in which employees direct other
staff members and manage functions or support services.

4. The includes all economic activities which are
conducted both between nations, including production,
consumption, economic management, etc.

5. The supervisor is involved in training, coaching, and or
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6. An . understands that communication is an
instrument of strategy.

7. . are projects that include a scope, budget, and
start/end date.

8. The CEO takes all

- Match the sentence beginnings (I) with the
7 .
correct endings (II):
I
1) Management is the process of ...
2) Managerial positions range from ...
3) The supervisor provides ...
4) A functional manager is responsible ...
5) Senior managers invest a great deal of their time ...
6) Vice presidents are functional experts who are charged ...
7) The general manager is ...
8) Product managers are charged with ...
9) Project managers are responsible for ...

I
a) ... bringing together a team of individuals to create something
new.
b) ... for a broader range of people and business activities.
c) ... on supporting the development and translation of strategies
and goals into programs and actions.
d) ... day-to-day guidance to the team.
e) ... with working with other senior executives to form and
implement strategy.
f) ... accountable to a corporate group, often the CEO.
g) ... working across the organization to bring new products to
life and manage the marketing decisions.
h) ... managing people and resources in businesses.
1) front-line supervisory positions to the top manager in the firm,
the CEO.
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SPEAKING

(I Ask the following questions to your partner:

1. What kinds of management careers are described in the text?

2. What entry-level management positions provide day-to-day
guidance of the personnel?

3. What activities is the supervisor involved in?

4. What is a functional manager responsible for?

5. Who supports the development and translation of company’s
strategies and goals into programs and actions?

6. What are the highest ranking positions in management
hierarchy? What are their responsibilities?

7. What are product and project managers focused on?

@ Study the hierarchy of managerial positions of a
business company. Find out the missing words in

managerial posts. Speak of the highest and the
lowest ranks of managers and their
accountability to upper office positions.

BOARD OF DIRECTORS
CEO GENERAL ...

N/
VICE ...

SENIOR MANAGER

s
E. MANAGERS
P.. MANAGERS P.. MANAGERS

LV
SUPERVISORS
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(Z Use the words below to complete the table. Now

speak about the manager's responsibilities and
professional duties. Follow the model.

project manager // disciplining // hiring // top manager //
productivity // firing // achieving goals // pricing // first-level
manager // packaging // promotion for offerings // functional
manager //overseeing large strategic initiatives //facilitating
key decisions // developing direct functional managerial
reports // finance // director // bringing together a team of
individuals to create something new // helping and
developing people // IT // reporting to a vice-president //
mini-CEO // quality // coaching // revenues // senior
manager // people-related issues // supervisor // translating
of strategies and goals into programs and actions // working
with other senior executives // general manager //
organization areas // marketing // managerial reports //
product manager // planning

s

‘m TYPES OF MANAGERS
CEO

AN

r ®+¢ WORKING RESPONSIBILITIES

r ﬁ traming, coaching, ..., ...

~

n * | OBJECTS OF PROFESSIONALACTIVITY
' E revenues and costs, pricing, packaging,...
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Model: CEO is responsible for all line of business in the
company, for the success or failure of the company. Business
operations, marketing, strategy, financing, creation of company
culture, human resources, hiring, firing, sales, PR, etc.— it all falls
on the CEQO’s shoulders. Generally, he reports to board of
directors.

(Z Speak on the following problems using some
opinion phrases:

Speaking personally, I think that ...
My view is that...
As I seeit...
It would seem to me that...

o What type of manager would you like to become? Give
arguments for your choice.

o Is it necessary for a company to have so many managers?

o What features of character should a good manager have?

Problem solving tasks are presented below.
What kinds of managers are going to solve these
problems? Give your arguments:

p

a) Customers are unhappy with your products or services and
they are likely to cancel services and generate negative word
of mouth.

\, /
/D) Employees lack motivation, talent, diligence or )
professional standards. There i1s poor customer satisfaction
due to poor management and employees aren't friendly,

\ helpful or reliable. y,
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WRITING

SELF-REALIZATION OR SALARY

(I Young Planet, an international youth magazine,
runs a regular feature on topical issues. This

month the magazine has asked readers to send in
essays on the topic below. Write an essay
arguing either for or against this statement. Give
your essay a title. Write around 400 words.

Whew choosing a caweer, apersow
should seek self-fulfillment rather
thanw money. It's more important to-
live one’s dreaums than to-earn av

good salary.

In the essay you should:

o outline the main factors that influence the person’s choice of

the career;
o consider whether the job of the manager is more worthwhile

than others;
o discuss the importance of a good salary when choosing a

carcer.

43



SAMPLE OF WRITING AN ESSAY

Introduction

o Main points (at least three)

Body Paragraph 1
o Arguments for the subject

Body Paragraph 2
o Arguments against the subject

Conclusion

o Restate your statement

HELPFUL PHRASES

Introduction phrases
o Itis... true that.../ clear that...
o It is often said that...
o It is undeniable that...
o It is a well-known fact that...

For and against phrases
o Stating for: In the first place,.../ On the one hand,.../
Furthermore,.../ Besides, .../ Yet...

o Stating against: On the other hand, ... / In addition, .../
Moreover, ...

Conclusion phrases
Consequently...
Finally / Lastly,...
In conclusion,...
Summing up ...

O O O O
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TEXT 2 AGRICULTURAL MANAGER

GET READY!

G Find five verbs that go with the topic
“Agricultural manager duties”. Make up your

example phrases with these verbs.

A Chns
a a” Genign P
2

@ arfz"sg,rpfaﬂ’ge f

’g epair

emarket

"’ EEU recopds e

Read the text and fill in the missing verbs from
exercise 1. Then tell the class about the main
duties of farm managers.

As a farm manager, you'll usually work with either animal
production, dairy or crop production, although it's possible that
you'll work with all three. As a farm manager, you'll need to

P finances and production, undertake practical activities, such
as operating machinery, feeding livestock or spraying fields,
m the farm products, buy fertilisers and seeds, a the

maintenance and repair of farm machinery and equipment, m
the quality of yield and animal health and welfare, protect the
environment and maintain biodiversity, £ financial ____ up
to date and many others.
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READING FOR DETAILED INFORMATION
AGRICULTURAL MANAGER

If you are looking for a career that will help feed, clothe,
house or even fuel the world you have found the right place. It’s
agricultural management. Farm management determines how the
farm-life will be organized, resources allocated and activities
performed. It deals with various strategies and methods to keep a
farm productive, sustainable, resistant and profitable.

Agricultural managers, also known as farm managers, are
responsible for making sure that work happens on farm estates.
Most farms specialize in one or two areas such as crop production
or cattle breeding, so it may be necessary to change jobs regularly
to gain a range of experience.

Agricultural managers are responsible for the daily
planning, organization, supervision and administration of
activities on farm estates. Typical responsibilities include:

o forward planning;

making policy decisions;

budgeting and maintaining accurate financial records;

organizing sales and purchases of livestock, farm equipment,

crops and agricultural products;

handling paperwork and keeping administrative records;

recruiting, training and supervising farm workers;

keeping an up-to-date knowledge of pests and diseases;

ensuring that the farm is profitable and meets financial targets;

organizing maintenance and repair of farm equipment and

machinery;

o advertising and marketing farm products or the work of the
farmer.

Agricultural managers plan and coordinate the operation of
farms, nurseries, greenhouses, and other agricultural production

O O O

O O O O O
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sites. They may also hire and train farmers to care for the crops
under their supervision.

Agricultural managers oversee all aspects of running farms
and other facilities that produce crops. Some of their duties
include planning, supervising, and sometimes participating in the
planting, fertilization, and harvesting process. They may be in
charge of hiring, training, and managing farm workers, ensuring
that they are properly prepared for their important positions. They
are also involved in selecting the proper equipment and supplies
needed to support the farm properly. Depending on the size of the
farm estate, an agricultural manager may also be required to keep
the books and market the yield of the year.

Agricultural managers spend a great deal of time working in
a farming environment, meaning that the majority of the workday
takes place outdoors. They are exposed to potentially harsh
weather conditions on a regular basis and often perform physically
strenuous work. However, some of their time may be spent
indoors planning for the following season, marketing their crops,
or maintaining the equipment needed to run the farm efficiently.
Most agricultural managers work full-time with great potential for
overtime. Variations in workloads relate to seasonal demands.
Some unsociable hours may be necessary during busy periods (e.g
during harvesting or lambing) and managers will be expected to
deal with emergencies. During the spring and fall, which are the
busiest times of year, they may work from sunrise to sunset.

The key skills for agricultural managers are: initiative,
flexibility, good communication, analytical skills, commercial
awareness, 1T skills, the ability to apply technical knowledge of
the environment and public policy matters in a practical
environment, marketing and sales skills, teamwork and leadership.

The typical employers of agricultural managers are large
farm estates and smaller farms, research institutes, agricultural
colleges, farm management consultancy firms, food production
companies.
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TARGET VOCABULARY

accurate (adj)

TOYHBIN, TIIATEIbHBIN,
KaJauOpOBaHHbIH, PaBIIbHBIN

awareness (n)

OCBEIOMJIEHHOCTb,
MH(OPMHUPOBAHHOCTH

be exposed to (V)

MOABCPraThbCA BO3JICHCTBUIO

be in charge of (v)

OTBCYATh 3a 4YTO-JI.

estate (n)

HMYHICCTBO, COCTOSIHUC

experience (n)

OIBIT paboThI

flexibility (n) rMOKOCTb, YCTYITYMBOCTh

gain (V) 10JIy4aTh, HAOUPATh, IPHOOPETATH

greenhouse (n) TEIUINIA, OpAaH)Kepesl, TapHUK

handle (v) oOpaiarbes, ynpasisiTh,
peryaupoBaTh

harsh (adj) pe3kuit, rpyOblii, cTporuii,
HENIPUATHBIN

lambing (n)

OKOT, ATHCHHUC

meets targets (v)

COOTBCTCTBOBATDH LCIIAM

nursery (n)

IMUTOMHUK, paCCaJHUK, I/IHKY68.T0p

overtime (adj) (adv)

CBEPXYPOUHBIil, CBEPXYPOUYHO

records (n)

AAHHBIC, TOKYMCHTAL M,
XapaKTCPUCTUKA

recruit (v)

HaOUpaTh NepcoHal

site (n)
production site (n)

MECTO, y4aCTOK
IIPOU3BOJICTBEHHBIN y4acTOK,
MIPOM3BOJICTBEHHBIN 0OBEKT

strenuous (adj)

HaIIPsKEHHBIN, SHEPTUYHBIN,
yCepIHBIN, CUIIbHBIN, TPEOYIOLIHiA
YCWIHN

sustainable (adj)

YCTONYMBBIN; JKU3HECTIOCOOHBIN

yield (n)

yposKai

48




LANGUAGE IN USE

Find in the text word combinations built on the
model V+N, corresponding to the Russian
phrases:

[Ipuobperars OMNBIT, OPraHU30BHIBATH TMPOJAKU U TOKYIIKH,
3aHUMAThCs JOKyMEHTaLUEeH, BECTU YU€T, MOJAEpKUBATh 3HAHU,
OTBEYAIOI[ME COBPEMEHHBIM TpPEOOBAHUSAM, COOTBETCTBOBAThH
(MHAHCOBBIM LIEJISIM, OPraHU30BaThb PEMOHT M OOCIY)KUBaHHE,
pEKIaMUPOBATh CEJIbCKOXO3SAMCTBEHHYIO PO AYKLHUIO,
KOHTPOJIUPOBATh BCE AaCHEKThl YMpaBieHus (epmoi, oTOupaTh
nojaxozsmee oOOpYAOBaHME U 3alachl, BECTH OyXraiTepuio,
HaxXOJWThb PBIHOK CObITa Ui ypoO’KaeB, OOCIYXUBaTh
CEJIbCKOXO35MCTBEHHYIO TEXHHUKY.

(Z Put the words and expressions from the box into
the correct columns:

Flexibility // farm equipment // keeping records // crop yields //
leadership // environment problems // advertising // seasonal
emergency situations // commercial awareness //sales and
purchases // communication // IT knowledge // crop production //
supervision // teamwork // cattle breeding // ensuring safety
standards // hiring and training // technical knowledge // planning
forward

Objects of Management
Management . .
Ry professional skills
activities . .
activity
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G Delete one incorrect word combination in each
group. Then use the correct word combinations to
complete the sentences below.

1 2

a. production sites a. farming fertilization

b. production pests b. farming industry

c. production sectors c. farming environment
3 4

a. regular character a. work full-time

b. regular estate b. work overtime

c. regular basis c. work busy time

5 6

a. seasonal workday a. technical skills

b. seasonal expenses b. technical yield

c. seasonal demands c. technical knowledge

1. Agricultural managers coordinate the operation of farms,
nurseries, greenhouses, and other agricultural
2. Agricultural managers spend a great deal of time Workmg Ina

3. Managers are exposed to potentially harsh weather conditions

ona

4. Most agrlcultural managers .

5. Variations in workloads relate to — some

unsociable hours may be necessary during busy periods (e.g.

during harvesting or lambing).

6. Agricultural managers should have the ability apply
of the environment and public policy matters in a

practical environment.
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Make word combinations using a word or
phrase from each box. Then use the word
combinations to complete the sentences below.

A B

1. selecting proper a. financial records

2. harsh b. farm estates

3. gain c. from sunrise to sunset

4. accurate d. weather conditions

5. up-to-date knowledge of  e. one or two areas

6. unsociable f. pests

7. large g. a range of experience

8. specialize in h. equipment

9. work 1. hours
1. Most farms such as crop production or cattle
breeding.
2. It may be necessary to change jobs regularly to .
3. Handling paperwork and are typical managers'
responsibilities.

4. It's necessary for an agricultural manager to keep an
and diseases.

5. They are also involved in and supplies needed to
support the farm.

6. Farmers work in order to provide for their
families.

7. Variations in workloads relate to seasonal demands — some
may be necessary during busy periods (e.g. during

harvesting or lambing).

8. The typical employers of agricultural managers are

and smaller farms.

9. They are exposed to potentially on a regular basis.
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SPEAKING

(I Ask the following questions to your partner:

1. What areas on the farm do agricultural managers specialize in?
2. What are agricultural managers responsible for?

3. What are the typical duties of farm managers?

4. How is the main workload of an agricultural engineer
distributed?

5. Why do farm managers sometimes work from sunrise to
sunset?

6. What skills and abilities should agricultural managers possess?
7. Where can agricultural managers be employed?

(Z Describe the most common responsibilities and
duties of an agricultural manager according to
the following plan.

Plan

1. Typical responsibilities.
2. Working environment.
3. Key skills.

4. Typical employers.

G Speak on the following problems:

1. What motivations made you choose the profession of a farm
manager?

2. What is the future job outlook on the profession of an
agricultural engineer?

3. What is a day in the life of a typical farm manager like?
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WRITING

A TYPICAL DAY OF A FARM MANAGER

farm manager. Use the quotation below as a
thesis statement. Follow the given plan and make
use of helpful phrases when writing your
descriptive essay.

G Write a descriptive essay about a typical day of a

“Striving for success without howd
work is like trying to-hawrvest
where yow hawen't planted’

OVERVIEW OF AN ESSAY
Introduction paragraph sets out
. the general statement and all the

Introduction 2 .
main ideas that you are going to
COVer in your essay.

Body paragraphs support the
Body paragraphs main ideas of a thesis statement

Paragraph 1 : . .

(a single idea that will be

Paragraph 2 .

Paragraph 3 prominent throgghout your
essay). They provide full details
that help to support the thesis.
Conclusion paragraph makes a

. brief summary of the main

Conclusion .

points of your essay.
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HELPFUL PHRASES OF WRITING A DISCRIPTIVE
ESSAY

Introduction

O O O O O

It is... true that.../ clear that...

One should note here that...
It is often said that...

It is undeniable that...

It is a well-known fact that...

Thesis

Antithesis

O

to be said is...

O

analyze...

O

of...
o The second reason for...

O

point that...

The first thing that needs
First of all, let us try to

One argument in support

It is worth stating at this

o On the other hand, we can
observe that...

o The other side of the coin
is, however, that...

o Another way of looking at
this question is to...

Conclusion

To sum up...

I am convinced that ...
I believe that...

I have to accept that...
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SECTION 3
JOB ANALYSIS

SCAN READING

JOB ANALYSIS

(I Scan through the text quickly and find the
English equivalents to Russian phrases:

Kauecmsa, xeanuguxayuonnvie Oaunvle, @husuueckue u
VMCMBEHHble — 8O3MOJCHOCMU U  YCUNUA, O00A3AHHOCMU U
0mMBemcmeeHHOCMb, HeoOX00UMble HABBIKU, NPOU3BOOCHEEHHbLE
VC08USL, ONUCAHUE OOIHCHOCIMHBIX (DYHKYUL, KEATUPUKAYUOHHDBLE
mpebosanus, 00vem padomol, CILOACHOCMb paAOOmMbl, Uepmbl
xapakmepa, n08e0eHYeCKUe Xapakmepucmurxu.

Job analysis is a systematic process of collecting the
information on the nature of a job, required qualities and
qualifications, physical and mental capabilities and efforts, duties
and responsibilities, necessary skills, working conditions and
environment. One of the main purposes of conducting job analysis
is to prepare job descriptions and job specifications, to recruit and
select employees, to improve job satisfaction, employee safety
and to build up employee motivation.

According to Blum, "A job analysis is an accurate study of
the various components of a job. It is concerned not only with an
analysis of the duties and conditions of work, but also with the
individual qualifications of the worker."

In simple words job analysis is a formal program which
examines the tasks, duties and responsibilities contained in an
individual unit of work. Job Analysis means the procedure of
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gathering information about a job. This process involves two sets
of information: job description and job specification.

Job Description is a very vital document which is usually
explanatory in nature. It provides information on the job scope of
activities, position and responsibilities. It gives the employees a
very clear picture of what is required of him to meet the goals of
his job. A good job description must consist of the following:

o the nature and scope of the job and its accountability

o responsibilities and duties

o the complexity of the job

o the amount of skills required

o the worker’s level of responsibility for each stage of work.

Job specification converts the job description to
qualifications that are required to perform the job. This is usually
a statement which consists of qualification, characteristics, and
traits for an employee to possess to perform his duties. Job
specification consists of the following qualifications:

1. Physical qualifications or specifications vary from job to
job. Physical qualifications are nothing but the capabilities of
employees. These include height, weight, hearing, vision, capacity
to handle machines etc.

2. Mental qualifications include the ability to interpret data,
calculations, planning, general knowledge, judgment, memory etc.

3. Social and emotional specifications are vital for the role
of managers and supervisors. They include emotional constancy
and elasticity. It also includes the way they dress, personality and
relationship.

4. Behavioral qualifications are very important in selecting
employees for higher levels of management and include creativity,
research, maturity level, dominance etc.

Read the whole text once again and locate
answers to the following questions.
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1. What kind of information does job analysis contain?

A. Necessary skills required to perform a job.

B. Not only the tasks, duties, responsibilities and working
conditions associated with a job but also the knowledge, skills,
abilities, and other characteristics required to perform that job.

C. Standards of living and places of residence of the employees,
job status of a particular job.

2. What is the main purpose of conducting job analysis?

A. It’s important to put together an accurate and useful job
description and job specification.

B. It’s necessary to improve a job status.

C. It’s essential to raise the safety of employees.

3. What two sets of information does the procedure of job
analysis gather?

A. Job availability and ways of promotion.

B. Job prospects and career paths.

C. Job description and job specification.

4. Which information belongs to job description?
A. Personal traits of character.

B. Required skills and job duties.

C. CV and cover letter.

5. Which information belongs to job specification?
A. Main responsibilities of the employees.

B. Job complexity.
C. Physical capabilities of the employees.
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G Study the sample of farm manager job analysis
and find the information according to the job

analysis scheme presented in the text above.

FARM MANAGER JOB DESCRIPTION TEMPLATE

We are searching for a Farm Manager with good business
sense to join our team. The Farm Manager’s responsibilities
include monitoring staff, crops, and livestock, purchasing
supplies, preparing budgets and reports, and ensuring maximum
profit.

FARM MANAGER RESPONSIBILITIES:
Analyzing existing operations, crops, livestock, staff, and
financial documents and recommending improvements.
Visiting the different divisions to inspect crops, livestock, and
perform tests on soil and water.
Ensuring seeds, fertilizers, pesticides, and other supplies are
regularly restocked.
Scheduling repairs, maintenance, and replacement of equipment
and machinery.
Handling the marketing and sale of products produced on the farm
like fruit, vegetables, dairy, meat, and grain.
Ensuring all staff adhere to health and safety regulations.
Assisting with the recruitment and training of new staff members.

FARM MANAGER REQUIREMENTS:

Bachelor’s degree in Agriculture, Animal Science, or equivalent.
Additional courses in Business Management or Administration is
recommended.
Management experience would be a plus.
A passion for Agriculture.
Excellent problem-solving, analytical, and critical thinking skills.
The ability to make decisions in stressful environments.
Superb communication and interpersonal skills.
Willingness to work overtime as required.
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WORKSHOP

MAKING A MULTIMEDIA PRESENTATION

o

Study the job analysis information requirements
and make a plan of your future profession job
analysis. Find the key phrases for your plan.

JOB ANALYSIS INFORMATION REQUIREMENTS

The job analysis process requires the collection of sufficient
information to understand the job fully, its functions, and how it
fits in both the workflow and organizational structure of the
organization to produce the job description and job specifications.
The following steps will help to present all the information
collected during the job analysis process:

STEP 1

General characteristics of the profession
Social significance and needs for the profession.
Career advancement prospects.

STEP 2

Describing the working process

The main duties and responsibilities of the
profession.

Contents, objectives, means and the main results of
labor.

STEP 3

General requirements for the employees

General and specific knowledge and skills.
Describing the working conditions: sanitary
conditions (noise, temperature, etc.); and economic
conditions (wages, financial incentives, occupational
benefits, vacation), and technical conditions, etc..
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Describing labor characteristics

Reporting  relationships, types of employees
supervised (if any), the types of contacts the job has
STEP 4 | with other jobs and the purposes of those contacts,
and the types of equipment that are used in the job,
including computers, and other devices that facilitate
accomplishment of the work.

Psychological description of the profession
Describing the type of thinking, memory,
responsibility, self-control, the ability to work under
STEP 5 | time pressure and to make decisions. Set out other
requirements for mental processes (emotions, speech,
motivation, experience, intelligence, moral and
psychological stability, character traits).

Availability of the profession
STEP 6 | The necessary education, qualifications, literature on
professions.

(Z Study the rules of making a successful
presentation. Make notes for you to be helpful
o

when creating your own presentation.

SIMPLE RULES TO CREATE A PERFECT
PRESENTATION

1. CREATE AN EASY-TO-FOLLOW STRUCTURE

When it comes to what you have to say in your presentation,
break it down into three simple sections: an introduction, a body,
and a conclusion. The introduction needs to sum up what you’re
going to talk about and why it’s useful or relevant to your
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audience. The body of your presentation is supplied with the facts,
quotes, and evidence to back up the main points. The conclusion
contains some key points on how to put into practice what you
have learned.

As for the slideshow you should remember the 10-20-30
Rule of PowerPoint. It’s the rule that your presentation should
contain a maximum of 10 slides, be a maximum of 20 minutes
long and have a minimum font size of 30.

2. LIMIT THE AMOUNT OF COPY ON EACH SLIDE

Too much text and the audience will just be reading the
screen instead of looking at you and feeling the emotional impact
of your message. Don't make your audience read the slides. Keep
text to minimum 6-8 lines per slide, no more than 30 words per
slide. The bullet points should be headlines, not news articles.
Write in sentence fragments using key words, and keep your font
size 30.

3. BE SAVVY WITH DESIGN DETAILS

A good design can make or break a presentation.

Use color carefully. Bright colors can dazzle, but too many
can be off-putting. Use the colors most relevant to your message.
It’s recommended to stick with one or two colors for your palette
so it has a consistent look and feel.

Be consistent with your font. Consistent design makes you
look more professional. Don’t switch between caps and lower
case, Times New Roman and Comic Sans, or 8 and 30 point text
size. Stick with one font and one size throughout.

Maintain a strong contrast between text and background. In
order for your message to pop up, you need a high level of
contrast between your text and the background. If your
background image features a lot of variation, portions of your text
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may not be legible. In that case, a stylish bar of color behind the
image can bring the legibility back while adding visual interest.

4. POLISH SEVERAL TIMES

Just like some well-worn shoes, a good presentation often
needs a few rounds of dusting before it’s all shiny and sparkly.

Start messy. Don’t be afraid to start messy. Arrange your
ideas side-by-side and discover new connections that you didn’t
see before.

Edit ruthlessly. At first you might have a huge amount of
information and will wonder how you are ever going get it down
to six lines per slide. That’s OK. Keep editing ruthlessly until you
have cut your message down to the bare essentials.

Get someone else to look at it. A fresh pair of eyes can work
miracles when it comes to refining your presentation. Get a trusted
partner to review your work. If you don’t know anyone who can
help, an online writing assistant like ProWritingAid or Grammarly
can help you weed out a lot of problems.

Make sure you know the general rules of making
a presentation. Provide answers to the following
questions. Consult the text if necessary.

1. What are the main four rules of a perfect presentation? 2. What
are the main sections of the presentation structure? 3. What does
the 10-20-30 rule for slideshows mean? 4. What is the minimum
amount of text per slide? 5. What is the recommended font size
for writing sentence fragments? 6. What design details can help
make a good presentation? 7. Is it possible to make a perfect
presentation at a time without editing several times? 8. Why is it
advisable to get someone else to look at your presentation?
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Study the phrases for making a successful
presentation. Choose the ones suitable for your

presentation “My future profession job
analysis”.

INTRODUCTION

GREETING
o Good morning/afternoon (everyone)
(ladies and gentlemen).
o It’s a pleasure to welcome ... here.

INTRODUCING THE TOPIC
o I’'m going to talk about...
The subject of my talk is...

@)

OUTLINE
My talk will be in (three parts).
In the first part...
Then in the second part...
Finally, I’'ll go on to talk about...

O O O O

QUESTIONS
o Please interrupt if you have any
questions.
o After my talk, there will be time for a
discussion and any questions.

MAIN BODY

BEGINNING THE MAIN BODY
o Now let’s move to / turn to the first
part of my talk which is about...
o So, first...
o To begin with...

ENDING PARTS WITHIN THE MAIN
BODY
o That completes/concludes...
o That’s all (I want to say for now) on...
o Ok, I’ve explained how...
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BEGINNING A NEW PART
o Let’s move to (the next part which
is).../ turn to the next issue...
o So now we come to the next point...

LISTING
o There are three things to consider.
First... Second... Third...

MAIN BODY o We can see four advantages and two
disadvantages. First, advantages...
SEQUENCING
o  First / then / next / after that / then
(...)/after ( ) there’s (...).
o At the beginning / later / then /
finally...
ENDING PHRASES
o I think we have seen that we should...
o There are three reasons why I
recommend this. First, ... / Second,
... / Finally,...
INVITING QUESTIONS
o Now we have ten minutes for
CONCLUSION

questions and discussion.
o You are welcome to ask questions.

THANKING THE AUDIENCE
o I'd like to thank you for listening to
my presentation.
o Thank you for listening / your
attention. / Many thanks for coming.

Make a multimedia presentation “My future
profession job analysis”.
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SECTION 4
GRAMMAR ROCUS

1 CONDITIONALS

1.1 FIRST CONDITIONAL

L

a) or b).

Complete each sentence 1-6 with the best ending

1. If you have any questions,
2. Whenever I get questions,

a) I deal with them at the end
of the talk.

b) I'll deal with them at the
end of my talk.

3. If you wait here,
4. If you wait in an airport,

a) I'll be right back.
b) it gets really boring after
an hour or so.

5. Whenever I fly Executive
Class,
6. If 1 fly to Sydney next week,

a) I'll take my laptop with me.
b) I take my laptop and try to
do some work.

7. TN sign the contract
provided that
8. I'll sign the contract unless

a) everyone agrees.
b) there’s a last-minute
problem.

9. The project will be a success
as long as

10. The project will be a
success unless

a) costs get out of control.
b) we keep to the deadlines.

11. The bank will support us
provided that

12. The bank will support us
unless

a) our sales fall dramatically.
b) our business plan is
realistic.
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(Z You are talking to a colleague. Study the first
conditional sentences.

If I work hard, I'm sure I'll get a promotion
after a year. If I get a promotion, I'll have
more responsibilities. But... if [ have more
responsibilities, I won't have so much free
time in the evenings. If I don't have so
much free time, [ won't be able to go the
gym. If I don't go the gym, I'll get fat. Life
isn't easy.

G Now complete what you say in another
conversation, using first conditional sentences.

I’ve just heard that there might be a strike in the factory.
If (1) (there/be) a strike, (2) (we/lose)
a lot of production. And if (3) (we/lose)
production, (4) (we/not be able) to ship the
goods to our customers on time. If (5) (our
customers/not be) happy, (6) (they/go) to other
suppliers. So it's really important that we negotiate with
the wunions and try to avoid a strike. If
(7) (we/not negotiate) now, I'm sure (8)

(there/be) bad labour relations for years to

come.
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(Z Circle the correct words.

1. If Klaus speaks / will speak in a meeting, he usually
mentions/will mention the importance of our brand image.

2. If Klaus speaks / will speak in the meeting tomorrow, I'm sure
he mentions / will mention the importance of our brand image.

3. Every time I do / I will do it, I make / I will make the same
mistake.

4. It's time to leave. We are / We’ll be late if we aren't / we won't
be careful.

5. If we don't reach / we won't reach an agreement soon, I think
they walk away / they'll walk away from the negotiation.

6. Whenever I use / I will use this computer, there's / there'll be a
problem.

7. If you see / you will see Nicole, send her / you will send her my
regards.

8. If you order / you will order from our website, we always send
/ will send an email confirmation.

1.2 SECOND CONDITIONAL

(I Circle the correct words.

1. If America reduced / would reduce its trade deficit, the dollar
goes /would go up.

2. If | worked / will work at the EU, 1 would support / support
openness and transparency.

3. L am taking / 1'd take legal advice if | am /I were you.

4 1 wish that taxes aren't / weren't so high.

5. I wish I can / could speak better English - life would / will be
much easier.

6 1 hope we get / could get many more sales as a result of this
advertising campaign.
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Match each sentence 1-6 with its closest context
a) or b).

1 I've applied for a new job—if | a) I have a good chance of
I get it, getting the job.

I'll have to move to London. b) I don't think I'll get the job.
2. I've applied for a new job —
if I got it, I'd have to move to
London.

3. If public transport improves, | a) Public transport is a very
I won't need to drive to work | low  priority  for  the
every day. government.

4. If public transport improved, | b) The government has a plan
I wouldn't need to drive to | to improve public transport.
work every day.
5. We'd give you a better price | a) But you don't want to

if you increased your order. increase your order.
6. We'll give you a better price | b) And I think that you might
if you increase your order. increase your order.

G Complete the conversation by writing each sentence
as a second conditional.

ULRIKE: There's an American-owned company in my field.
Sometimes I wonder what it would be like working for them.

ANTONIO: Well, if you (1) (work) for an American
company, | suppose your salary (2) (be) better, but
perhaps your job (3) (not/be) so secure.

ULRIKE: But, if T (4) (earn) more money, it
(5) (not/matter) about the job security!

ANTONIO: Another thing is that the atmosphere in the office
might be a lot more competitive. What (6) (happen) if you
(7 (not/like) that?
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ULRIKE: I don't think it's a question of competition; I think it's
about performance. If 1 (8) (not/work) hard, they
) (not/keep) me in the company. I understand that — it's
called 'hire and fire'. Sometimes I wish we (10) (have)
more of that philosophy — it would make our business a lot more
efficient.

1.3 THIRD CONDITIONAL

(I Circle the correct words.

1. If you had told / would have told me about the problem, I had
done / would have done something about it.

2. If we would have known / had known about their financial
problems, we didn't invest / wouldn't have invested in the
company.

3. If we had used / would use magazine adverts instead of street
posters, the marketing campaign would be / would have been
more expensive.

4. We lost the contract. But I think we would win / would have
won it if we made / had made a lower offer.

(Z Complete the sentence for each situation using a
third conditional.

1 fact: Helen didn’t get to the airport on time, and so she missed
her flight.

but: If Helen to the airport on time, she her
flight.

2 fact: I didn't know you were coming, so I didn't make a copy of
the report.

but: If I you were coming, | a copy of the
report.
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3 fact: We booked yesterday, so we got a table at the restaurant.
but: If we yesterday, we a table at the
restaurant.

4 fact: We didn’t have any new products and we lost market
share.

but: If we some new products, we market
share.
S fact: We dealt with their complaint very slowly. They are angry.
but: If we with their complaint so slowly, they

angry.

6 fact: We dealt with their complaint very slowly. We lost their
business.

but: If we with their complaint very slowly, we

their business.

7 fact: I didn’t go on the training course. I don’t know how to use
the software.

but: If I on the training course, I how to use the
software.

G Complete what you say by writing each sentence
as a third conditional.

I went for the interview but I didn’t get the job. If they (1)
(ask) different questions, perhaps I (2) (be)
more successful. And if there (3) (not/be) so many
other candidates, I think I (4) (do) better. But in the
end it was all a waste of time. I (5) (not/go) if I (6)
(know).
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2 PREPOSITIONS

(I Circle the correct words.

1. We have to finish this project by / until the end of the week.

2. If you arrive on time / in time, we can talk before the meeting
starts.

3. It's important to arrive at meetings on time / in time in
Switzerland.

4. 1 waited at your office by / until one o'clock, and then I left.

5. T'll be at your office by / until one o'clock - perhaps even
earlier.

6. Because of the emergency, I had to arrange this meeting with /
at short notice.

7. “Can I pay by/in credit card?”—“Of course, or for / in cash if
you prefer?”

8. By/on law the trade union is not allowed to go by / on strike
unless it holds a ballot of all the members.

9. I’'m sorry, the colour you want is under / out of stock. It should
be up /in stock again next week.

10. I’m sorry, Mr. Johnson is on / in the other line at the moment.
If you are in / under a hurry I can take a message and ask him to
call you back.

(Z Complete this email using: at, in or on.

Celia — just a few comments on the artwork you sent me.

1. The front cover looks great. But I think that the company logo
should be (1)...top of the page, not (2)... the middle where it is
now. 2. The text and the photograph (3)...page 6 need to be closer
together. Perhaps the photograph could be (4)... the corner,
(5)...the right? Also, the text itself is quite long - couldn't we cut a
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paragraph (6)... the end? I hope that's dear. If you need to contact
me, you can call me (7)...home this evening, or try calling me
(8)... my cell phone.

N

One phrase in each group does not match. Cross

it out.
1. to sell at a good price, at a profit, #n-treuble, on
something... the Internet
2. to arrive... by taxi, on order, on foot, in time
3. to pay... on time, by credit card, in advance, out

of stock

4. to be ... in debt, in the end, for sale, in stock
5.tobe ... by hand, out of stock, under pressure,

out of date

6. to do something...

by mistake, in a hurry, up to you, on

purpose
7. to offer a on demand, on business, online, at a
service. .. good price
8. to meet by chance, in writing, in person, for
someone. .. lunch
9. to finish a on order, on time, on budget, on
project... schedule
10. to keep a on target, on track, on hold, on business
project...

(Z Complete the sentences with prepositions: at, in or on.

1. Germany is the biggest economy ... Europe.

2. There’s some more paper for the photocopier ... the shelf.
3. He'll be with you in a moment - he's just ... the phone.

4. At the next meeting Sandra is going to be ... the chair.

5. I often work ... home in the evenings.

72




6. When I retire I'd like to live ... the country.

7. It's a large office block, and our offices are ... the 7" floor.

8. Hungary has an excellent location right ... the middle of
Europe.

9. The figures appear in the Appendix ... the back of the report.
10. Go down Church Street and you'll see our offices ... the right.
11. Can you increase the size of the text ... the screen?

12. I was standing ... line for twenty minutes at the security
checkpoint.

(3 Complete this email using: ago, for, in,

nowadays, since.

I sow yowr advertisement ow the JobSeekers
website o few doyy (1)... , and I would like to-
apply for job- ref LON386, whiclh is to- work as awv
accowntont invv London. Yow will see from my
attached CV that I have been working as a
trainee accouwntont here v Mdan(2)...six
months, (3)...leaving wniversity .I would like to-
work abroad to- develop my coweer asy I know
that (4)...companies are  looking  for
international experience. I will calll yow (5)...av
few daysy to check yow howve received wyy
applicatio.

@ Complete part of a telephone conversation using:
about, by, for, in, of, on, to, with.
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HANS: I'm interested (1)... using your hotel for our next
conference, and I'd like to ask one or two questions to check that it
is suitable (2)... our requirements.

KIRSTEN: Yes, of course. Our hotel is very popular (3)...
conference organizers, and we are used (4)...handling all the
necessary arrangements.

HANS: Good. The first thing is numbers. I’'m not certain
(5)...this, but there could be over a hundred delegates. Last year
we were surprise (6)...the number of people.

KIRSTEN: That number of people is typical (7) ...the
conferences we have here and it shouldn’t be a problem. However
it is dependent to some extent (8) ...the time of year. We’re
already very busy over the summer period and we may not be able
to accommodate you at that time.

Complete this advertisement using these prepositions:
at, at, by, in-, on, on, on, on, under, up.

@ )

IT Solutions
We understand all your information technology needs

Do you need to upgrade your hardware (1)... a hurry? We
can supply you (2)...time and (3)... a good price. Are you
(4)...pressure because of a software problem? Don’t
worry we’ll fix it (5)...short notice. Do you have an IT
project you need to keep (6)...track? We’ll work with you
to make sure that the project runs (7)... budget and
(8)...schedule. To find out more information, just contact
us (9)...email. Now it’s (10)...to you!

& J
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UNIT 2

BASICS OF ECONOMICS AND
MANAGEMENT

SECTION 1
ECONOMICS
AGRICULTURAL ECONOMICS
SECTION 2
MARKETING
AGRICULTURAL MARKETING
SECTION 3
MANAGEMENT
AGRICULTURAL MANAGEMENT
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SECTION 1

ECONOMICS
AGRICULTURAL ECONOMICS

TEXT 1 ECONOMICS
SKIM READING
(I Skim through the text and mark the key words

connected with topic “Economics” in the list
below.

(@ )

Macroeconomics econometrics process
statistics performance microeconomics scale
economics behavior offer age
techniques system scarcity decision happiness
mathematics sub-discipline theory economy

€ )

ECONOMICS

Economics (the word “economics” derives from the Greek
word “oikonomika” that means household management) is a
social science that deals with the production, distribution,
exchange and consumption of goods and services. It came of age
as a separate area of study with the publication of Adam Smith’s
“The Wealth of Nations” in 1776. In this book, Smith proposed
the definition of economics as the “study of wealth”.
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Economics describes and analyzes how society chooses
from among scarce resources to satisfy its needs. Human needs
are unlimited, but the resources necessary to satisfy those needs
are limited. Thus, every society is faced with the identical
problem, the problem of scarcity. Since there is not enough of
everything, individuals and societies need to make choices from
the things they want. They will try to economize, to get the most
from what they have.

Economics is divided into two different branches:
microeconomics and macroeconomics. The prefix micro means
small, indicating that microeconomics is concerned with the study
of the market system on a small scale. The prefix macro means
large, indicating that macroeconomics is concerned with the study
of the market system on a large scale. Microeconomics is the
study of individuals and business decisions, while
macroeconomics looks at the decisions of countries and
governments.

Microeconomics deals with the behaviour of individual
consumers and companies. It involves three key concepts: utility
theory, price theory, production theory.

1) Utility theory states that consumers rank products in their
minds whenever they are facing a purchase decision. Consumers
will choose to purchase and consume a combination of goods that
will maximize their happiness or “utility”, subject to the constraint
of how much income they have available to spend. 2) Prices are
determined by the theory of supply and demand. Under this
theory, suppliers offer the same price demanded by consumers in
a perfectly competitive market. This creates economic
equilibrium. 3) Production theory is the study of production or the
process of converting inputs into outputs. Producers seek to
choose the combination of inputs and methods of combining them
that will minimize cost in order to maximize their profits.

Macroeconomics considers the aggregate performance of all
markets in the market systems. It studies the behavior of countries

77



and how their policies affect the economy as a whole. This field of
economics analyzes entire industries and economies. It tries to
answer the questions like “What should be the rate of inflation?”
or “What stimulates economic growth?” Macroeconomics is a
rather broad branch, but two specific areas of research are
representatives of this discipline. The first area is the factors that
determine long-term economic growth, or increases in the national
income. The other involves the causes and consequences of short-
term fluctuations in national income and employment, also known
as the business cycle.

While microeconomics and macroeconomics seem to be
different, there are many common issues between these two
categories. For example, they include the sub-discipline of
econometrics, which analyses economic relationships using
mathematical and statistical techniques.

Read the text again and find the sentences that best
sum up the key information in each paragraph.

(Z Choose the correct answer to the following
questions:

1. How can we define economics?

A. A social science that deals with the production, distribution,
exchange and consumption of goods and services.

B. The study of individuals and business decisions.

C. The study of economic relationships and statistical techniques.
2. What are the main branches of economics?

A. Econometrics and macroeconomics.

B. Statistics and microeconomics.
C. Microeconomics and macroeconomics.
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3. What problems does macroeconomics study?

A. Entire industries and economies.
B. Supply, demand and market equilibrium.
C. Market system on a large scale.

4. What does microeconomics study?

A. Long-term economic growth.

B. Market system on a small scale.

C. Individual consumers and companies.

5. What do the main branches of economics have in common?
A. They include the sub-discipline of econometrics.

B. They study the behavior of countries.
C. They look at the economy as a whole.

@ Identify the main idea of the text.

The main idea of the text is:

A -- Economics as a social science is concerned with the
production, distribution, exchange and consumption of goods and
services.

B -- Microeconomics is the study of individuals and business
decisions, while macroeconomics looks at the decisions of

countries and governments.

C -- There are many common issues between microeconomics and
macroeconomics.

79



Arrange the sentences in a logical order according
to the text.

A -- Adam Smith proposed the definition of economics as the
“study of wealth”.

B -- Microeconomics involves three key concepts: utility theory,
price theory, production theory.

C -- Economics analyzes how individuals and societies chooses
from among scarce resources to satisfy its needs.

D -- The word “economics” derives from the Greek word
“oikonomika” that means household management.

E -- Macroeconomics studies the behavior of countries and how
their policies affect the economy as a whole.

F -- Economics came of age as a separate area of study with the
publication of Adam Smith’s book “The Wealth of Nations” in
1776.

G -- Human needs are unlimited but the resources necessary to
satisfy human needs are limited.

H -- Economics is a social science that deals with the production,
distribution, exchange and consumption of goods and services.

I -- Two specific areas of research are representatives of
Mmacroeconomics.
J -- Microeconomics and macroeconomics include the sub-

discipline of econometrics.

Make up an annotation of the text. Use some of
the given phrases:

o The text is concerned with ...

o The text presents an outlook of ...
o Special emphasis is laid on ...

o It gives valuable information on ...
o The text is devoted to ...
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Summarize all the necessary information from
the text and write your own summary of the text.

REMEMBER: Summary is an
abstract or a condensed
presentation of a body of
material, clear description that
gives the main facts or ideas
about something.

Mind some useful phrases of summary writing:

1. The head-line of the text
The text is head-lined ... — TekcT o3arnaBieH ...
The head-line of the text under discussion is ... — 3arojoBok
00CyX1aeMOT0 TeKCTa

2. The main idea of the text

The main idea of the text is ... — ['1aBHOM uaeel TeKcTa sBISIETCS

The text is about ... — TekcT paccka3bIBaeT o ...

The text deals with ... — B TekcTe paccMaTpuBaeTcs BOIpocC O ...
3. The contents of the text

According to the text ... — B cOOTBETCTBHHU C TEKCTOM ...

The author writes (states, thinks) that ... — ABTop mnumer

(yTBEepkIaeT, 1yMaer), uto ...

Further the author says that ... — B nmanpHeiiiem aBTop muiuer,

970 ...

The author comes to the conclusion that ...— ABTop nemaer

BBIBOJI, YTO ...
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TEXT 2 AGRICULTURAL ECONOMICS

GET READY!

(I The text you are going to read is headlined
“Agricultural economics”. Think and answer:

o What do you know about agricultural economics?
o Is agricultural economics a new field of general economics?
o How does agricultural economics contribute to agriculture?

(Z Find the words that deal with the topic
“Agricultural economics”.
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Read the text and fill in the missing words from
ex.2.

Agricultural economics began as a branch of economics in
20th century. It specifically dealt with land #  and focused on
maximizing the ¢y while maintaining a good s ecosystem.
The field of agricultural economics can be traced out to works on
[ economics. Henry Taylor was the greatest contributor with the
establishment of the Department of Agricultural Economics at
Wisconsin in 1909. Another contributor, 1979 Nobel Economics
Prize winner Theodore Schultz, was among the first to examine

development economics as a problem related directly toa .
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READING FOR DETAILED INFORMATION
AGRICULTURAL ECONOMICS

Agricultural economics, as its title implies, is a branch of
economics which deals with all aspects of problems related to
agriculture. It is an applied field of economics concerned with the
application of economic theory in optimizing the production and
distribution of food and fiber.

Agricultural economics includes the choice of farming as an
occupation, the choice between cultivator and animal husbandry,
machinery and labour, combination of various factors of
production, intensity of cultivation, irrigation, marketing, soil
conservation, land revenues system, costs, prices, wages, profits,
finance, credit, employment, etc. In all these cases the
fundamental problem of the agricultural economics is to
recommend the combination of factors of production in ideal
proportion under given conditions in the economic interests of the
agricultural community.

Agricultural economics focuses on seven main topics:
agricultural environment and resources, risk and uncertainty, food
and consumer economics, prices and incomes, market structures,
trade and development, technical change and human capital. For
example, in the field of agricultural environment and resources, it
deals with three main areas: designing incentives to control
environmental externalities (such as water pollution due to
agricultural production), estimating the value of non-market
benefits from natural resources and environmental amenities (such
as an appealing rural landscape), and the complex
interrelationship between economic activities and environmental
consequences.

In recent years agricultural economists have studied diverse
aspects related to the economics of food consumption. In addition
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to economists’ long-standing emphasis on the effects of prices and
incomes, researchers in this field have studied how information
and quality attributes influence consumer behavior, how
households make choices between purchasing food or preparing it
at home, how food prices are determined, etc.

Now agricultural economics is developing rapidly and
successfully. Today, it includes a variety of applied areas, having
considerable overlap with conventional economics. All the tools
of analysis used in general economics are employed in agricultural
economics as well. We have the same branches of agricultural
economics: economics of production, consumption, distribution,
marketing, financing, planning and policy making as in case of
general economics. A study at the micro and macro level for the
agricultural sector is also generally made.

At the micro level, we need to understand the relevant
production functions and the relationship between labour and
capital. At the macro level, the subject studies the way
governments decide how to support farmers.

Agricultural economics does not study only the behavior of
a farmer at the farm level. That is, in a way, the micro analysis.
Agricultural problems have a macro aspect as well. Instability of
agriculture and agricultural unemployment are the problems
which have to be dealt with, mainly at the macro level.

Agricultural economics examines how a farmer chooses
various enterprises (production of crops or raising cattle) and how
he chooses various activities in the same enterprise. For example,
which crop to grow and which crop to drop, how the costs are to
be minimized, what combination of inputs for the activity are to
be selected.

In agricultural economics we study how the development of
agriculture helps the development of the other sectors of the
economy, how labour and capital can flow into the non-
agricultural sectors, how agricultural development initiates and
sustains the development of other sectors of the economy.
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TARGET VOCABULARY

amenity (n) y100CcTBO
application (n) MIPUMEHEHHE
applied IIPUKIIATHON
condition (n) yCIIOBHE

deal with (v) HUMETH JIEJI0 C
development (n) pa3BUTHE
enterprise (n) IIPENIPUATHE

externalities (n)

BHeEIIHUE 3D (HEKTHI,
(bakTopsl

environmental consequence (n) | (3KOJIOTHYECKOE)
MIOCJICJICTBUE

fiber (n) BOJIOKHO, KJIET4aTKa

human capital (n) YEeJIOBEUCCKUM KaluTal

imply (V) [I0Apa3yMeBaTh,
MpeIoiaraTh

incomes (n, pl) JTIOXOJIbI

inputs (n, pl)

34TpaThbl, BJIOKCHUSA

relationship (n)
interrelationship (n)

OTHOIIICHUE, CBA3b
B3aMMOCB3b

land revenue (n)

J0X0 OT 3€MJIU

benefit (v)
non-market benefit (n)

NMPUHOCHUTH IIOJIb3Y, BBITOAY

HEPBIHOYHAA BbIT'OJ14a,

npUObLIb
overlap (n) COBIAJICHUE
relevant (v) COOTBETCTBYIOLIUH,
YMECTHBIN

research (n)

HCCIICAOBAHUC, U3YUCHUC

sustain (V) MO ICPKUBATH
uncertainty (n) HEOIPEICIEHHOCTh
unemployment (n) 6e3paboTuiia
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LANGUAGE IN USE

(I Translate the missing words to make word
combinations as it given in the text.

O CeNbCKOX03AUCM8EHHblE TESOUICes

o prices and doxo0dut

o o6nacmu of agricultural economics

o financing and nnanupoeanue

o ev1oop of farming

o mpyo and capital

o combination of 3ampamui

O €cONOMmic desamenbHOCH b,

o production and pacnpedenenue of food
o non-market npuésiie

Match the words to form word combinations from
the text. Make sure you know their Russian

equivalents.
1. agricultural a) areas
2. market b) economics
3. fundamental c) analysis
4. tools of d) problem
5. applied e) structure

(Z Use the word combinations of exercise 2 to
complete the sentences below.

1. is a branch of economics which deals with all aspects
of problems related to agriculture.

2. Agricultural economics focuses on agricultural environment
and resources, risk and uncertainty, and trade.
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3. of the is to recommend the combination of
factors of production in ideal proportion.

4. All the used in general economics are employed in
agricultural economics.

5. Nowadays agricultural economics includes a variety of
economics of production, consumption and distribution, etc.

@ Find the odd word in each column. Prove your
choice. Make sentences with the odd words.

1. 2. 3.
o branch o consumption o cultivation
o field o financing o food
o sector o irrigation o agriculture
o topic o planning o marketing
o area o distribution o farming
o definition o production o husbandry

(H Circle the correct words.

1. Agricultural economics is an applied field of agriculture /
market structure / economics concerned with the application of
economic theory.

2. Agricultural economics includes the choice of farming as
profession / job /occupation.

3. At the micro / middle / macro level economics understands the
relevant production functions and the relationship between labour
and capital.

4. Agricultural economics does not study only the behavior of a
farmer / economist / agricultural worker at the farm level.
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5. At the middle / macro / micro level economics studies the way
governments decide how to support agricultural workers.

6. Instability / stability / indecision of agriculture is a problem
that needs to be solved at the macro level.

7. Agricultural economics studies how labour and investments /
subsidies / capital can flow into the non-agricultural sectors.

Match the sentence beginnings (I) with the correct
endings (II).

I
1) Agricultural economics includes ...
2) Agricultural economics focuses on ...
3) Agricultural economics deals with ...
4) Agricultural economics examines how ...
5) Agricultural economics examines which ...
6) Agricultural economics studies how ...
7) Agricultural problems have ...
8) Agricultural economists have studied how ...

I
a) ... agricultural development initiates and sustains the
development of other sectors of the economy.
b) ... crop to grow and which crop to drop, what combination of
inputs for the activity is to be selected.
c) ... a farmer chooses various enterprises and how he chooses
various activities in the same enterprise.
d) ... information and quality attributes influence consumer
behavior.
e) ... a macro aspect as well.
f) ... the complex interrelationship between economic activities
and environmental consequences.
g) ... food and consumer economics, market structures, technical
change and human capital.
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h) ... combination of various factors of production, intensity of
cultivation, irrigation, soil conservation.

Match the words in the box with their definitions.

1. Capital a) ... the act of dividing something among
people, or spreading or supplying
something.

2. Consumer b) ... the using of goods and services in an

economy, or the amount of goods and
services used.

3. Consumption c) ... money that is earned in trade or
business, especially after paying the costs
of producing and selling goods and
services.

4. Credit d) ... a method of paying for goods or
services at a later time, usually paying
interest as well as the original money.

5. Distribution e) ... money and possessions, especially a
large amount of money used for producing
more wealth or for starting a new business.

6. Finance f) ... money that is earned from doing
work or received from investments.

7. Incomes g) ... a person who buys goods or services
for their own use.

8. Price h) ... the money earned by an employee,
esp. when paid for the hours worked

9. Profit 1) ... money borrowed from an investor,
bank, organization, etc. in order to pay for
something.

10. Wages d) ... the amount of money for which

something is sold or offered for sale.
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SPEAKING
(I Ask the following questions to your partner:

1. What does agricultural economics deal with?

2. What is the fundamental problem of the agricultural
economics?

3. How many topics does agricultural economics focus on? What
are they?

4. How is agricultural economics developing today?

5. What areas does agricultural economics include?

6. What study is generally made for the agricultural sector?

7. What analyses are relevant for the agricultural sector of the
economy? Why?

(I Using the key words give the main information
about:

1. DEFINITION OF AGRICULTURAL ECONOMICS
Key words: branch, aspects, field, application, theory, production,
distribution, food, fiber, choice of farming, costs, prices, wages,
profits, finance

2. MAIN TOPICS OF AGRICULTURAL ECONOMICS
Key words: agricultural environment, risk, uncertainty, incomes,
trade, technical change, human capital, non-market benefits,
interrelationship

3. BRANCHES OF AGRICULTURAL ECONOMICS
Key words: economics of production, consumption, distribution,
marketing, financing, planning, policy making, micro level, macro
level, sector

90



G State what you have learned from the text about:

( )
Main aspects and problems of agricultural economics

. J
7

Agricultural economics at the micro level

G J/
( )
Agricultural economics at the macro level

@ Express your opinion about the text. You may
start with the phrases given below.

I personally believe that...
My own point of view is that...
It is my contention that...

X)
ANANENENAN

(\ujrx Iam convigcgd that. ..
s My own opinion 1s...
Make up dialogues with your groupmates to
analyze the main components of agricultural
economics. Consult the Internet if you need. Act
out your dialogues.
1.

G A
Rura —~
Apricultursl Folicy

Development
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REMEMBER:

WRITING

problem.

Suppose you are taking part in the Agricultural
Economics Conference. Write your report.

—

A report is a systematic, well
organized
defines and analyses a subject or

document

THREE TIPS FOR GOOD WRITING

\

~ K

1. 2. 3.
Keep the | Active voice makes | Good grammar and
sentences  short | the writing move | punctuation is
and to the point. | smoothly and | important.
Do not go into a | easily. It also uses | Having  someone
lot of details | fewer words than | proofread is a good
unless it is | the passive voice | idea. = Remember

needed. Make sure
every word needs
to be there, that it
contributes to the
purpose of the
report.

and gives impact to

the  writing by
emphasizing  the
person or thing

responsible for an
action.

that the computer
cannot catch all the
mistakes,

especially with
words like “red,
read” or “there,
their.”
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THE NORMAL SCIENTIFIC REPORT
HAS A STANDARD STRUCTURE:

TITLE
1t should reflect what you have done and should bring out any eye catching
factor of your report.

N/

ABSTRACT

It presents a factual summary of the main purpose, results and conclusions
of the report.

N/

INTRODUCTION
1t should answer the following questions: 1) Why is it interesting /
important? 2) What are you investigating? 3) What is in this report?

N/

MAIN BODY

It expands and develops the material in a logical and coherent manner.
This section is usually the longest part of the report.

N

CONCLUSION
The major inferences that can be drawn from the information presented in
the report.

N/

LITERATURE CITED

The references cited in the text of the report.




SECTION 2

MARKETING
AGRICULTURAL MARKETING

SKIM READING

(I Skim through the text and mark the key words
connected with topic “Marketing” in the list
below.

(@ )

product discipline method
blog development mix economy
marketer email model company
culture needs internet price online
wants relationships quality promotion

€ )

MARKETING

Marketing as a discipline involves all the actions a company
undertakes to draw in customers and maintain relationships with
them. Marketing refers to all aspects of a business, including
product development, distribution methods, sales, and advertising.
Networking with potential or past clients is a part of the work too,
including playing golf with a prospective client, returning calls
and emails quickly, and meeting with clients for coffee or a meal.

The “marketing concept”, originated from Adam Smith’s
book “The Wealth of Nations”. It states that in order to complete
the organizational objectives, an organization should anticipate
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the needs and wants of potential consumers and satisfy them more
effectively than its competitors.

Given the centrality of the customer’s needs and wants in
marketing, thorough understanding of three concepts is essential:
needs, wants and demands.

Needs (something necessary for people to live a healthy,
stable and safe life) can be objective and physical, such as the
need for food, water, and shelter; or subjective and psychological,
such as the need to belong to a family or social group and the need
for self-esteem.

Wants (something that is desired, wished for or aspired to)
are not essential for basic survival and are often shaped by culture
or peer-groups. When needs and wants are backed by the ability to
pay, they have the potential to become economic demands.

The ABC of marketing is the so-called marketing mix. The
marketing mix is the foundation model for businesses. The
original marketing mix, or 4 Ps, as originally proposed by
marketer and academic E. Jerome McCarthy, provides a
framework for marketing decision-making. It refers to four broad
levels of marketing decision, namely: product, price, place,
promotion.

A product refers to an item that satisfies the consumer's
needs or wants. A product orientation is based on the assumption
that consumers will purchase products of a superior quality.

Price refers to how much the company will sell the product
for. When establishing a price, companies must give
considerations to the unit cost price, marketing costs, distribution
expenses, and check out competitors’ product prices.

Place refers to the distribution of the product. Key
considerations include whether the company will sell the product
through a physical storefront, online, or through both distribution
channels.

Promotion  refers to the integrated marketing
communications campaign. Promotion includes a variety of
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activities such as advertising, selling, sales promotions and public
relations.

All marketing activities must be oriented towards creating
and sustaining satisfying exchanges. Both the producer and the
consumer must be satisfied. The producer should receive
something of value, any financial reward. The consumer should be
satisfied with goods, services or ideas obtained in the exchange.
Marketers understand that consumers associate a product’s price
and distribution with its quality, and they take this into account
when devising the overall marketing strategy.

There are more than forty different types of marketing in
today’s economy. Currently, the most relevant types are: internet
marketing, blog marketing, social media marketing, print
marketing and video marketing.

Read the text again and find the sentences that best
sum up the key information in each paragraph.

hoose the correct answer to the following questions:

1. How can we define marketing?

A. A science that provides a framework for marketing decision-
making.

B. A science that refers to four broad levels of marketing decision
making.

C. The actions a company undertakes to draw in customers and
maintain relationships with them.

2. What are the main concepts of marketing?
A. Needs, wants and demands.

B. Product, price and place.

C. Advertising, selling, and promotion.
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3. What does marketing mix include?
A. Product, price, promotion, people.
B. Product, price, promotion, place.

C. Product, price, process, promotion.

4. What should marketers take into account while planning
marketing activities?

A. Consumers should be satisfied with goods, services and
marketing strategy.

B. Consumers associate a product’s price and distribution with its
quality.

C. Consumers should receive something of value, any financial
reward.

5. What are the most relevant types of marketing today?
A. Trade marketing, print marketing and video marketing.
B. Mass marketing, video marketing and print marketing.
C. Internet marketing and blog marketing.

@ Identify the main idea of the text.

The main idea of the text is:

A -- Marketing includes playing golf with a prospective client,
returning calls and emails quickly, and meeting with clients for
coffee or a meal.

B -- Marketing involves all aspects of a business, including
product development, distribution methods, sales, and advertising.

C -- Marketing implies that consumers associate a product’s price

and distribution with its quality, and they take this into account
when devising the overall marketing strategy.
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Arrange the sentences in a logical order
according to the text.

A -- There are different types of marketing in today’s economy:
internet marketing, blog marketing, video marketing, etc.

B -- The original marketing mix provides a framework for
marketing decision-making.

C -- Promotion includes a variety of activities such as public
relations, advertising, selling and sales promotions.

D -- The “marketing concept” proposes that in order to complete
the organizational objectives, an organization should anticipate
the needs and wants of potential consumers.

E -- Wants are not essential for basic survival and are often
shaped by culture or peer-groups.

F -- Marketing also includes playing golf with a prospective
client, meeting with clients for coffee, returning calls and emails
quickly.

G -- When establishing a price, companies must give
considerations to the unit cost price and marketing costs.

H -- A product refers to an item that satisfies the consumer’s
needs or wants.

I -- Marketing refers to all aspects of a business, including product
development, distribution methods, sales, and advertising.

J -- The client should be satisfied with goods, services or ideas
obtained in the exchange.

State the main points of the text without details
(annotation). Use some of the given phrases:

e The text describes ...

e The purpose of the text is to give some information ...
e Particular attention is given to ...
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Summarize the information of the text. What
new facts have you learnt?

Mind some useful expressions and guide words:

first CHavamna
at the beginning B Hauaje
in the introduction BO BBEICHUU

as for qTO Kacaercs

then 3aTeM, KpOMe TOro

next 3aTeM, I10CIIe, IIOTOM
afterwards MOTOM, 3aTEM

as well a TaKkxxe

however OJHAKO

although OIHAKO, BCE K€, XOT
furthermore  KpoMme TOro, B JONOJIHEHHUE K
moreover CBEPX TOr0, KpOME TOTO

still BCE )K€, TEM HE MEHEee

overall B OOIIEM U LIETIOM
because of u3-3a, BCICACTBUE
therefore [IO3TOMY, CJIEIOBATEIBHO
at last HaKOHeIl

in the end B KOHIIE, B 3aKII0OUYCHHUE,

finally B 3aKIIIOUYEHUE
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TEXT 2 AGRICULTURAL MARKETING

GET READY!

(I The text you are going to read is headlined
“Agricultural marketing”. Try to answer the

following questions and give your ideas:

o What do you know about agricultural marketing?

o What are the main problems of agricultural marketing
today?

o What measures are being taken to eliminate them?

Find the words that deal with topic “Agricultural

marketing”.
a s r i C u 1 g e C p
a d r 0 d u C t i 0 r
m o n e y h a g r 0 i
n o 1 t C u d 0 r p C
a g r i C u 1 t u r e

Read the text and fill in the missing words from
ex.2.

Agricultural marketing stimulates p  and consumption. Its
dynamic functions are of primary importance in promoting
economic development of @ . The agricultural marketing plays a
dual role in economic development in countries whose resources
are primarily agricultural. Increasing demands for m__ with which
to purchase other g leads to increasing sensitivity to relative
p__ on the part of the producers, and specialization in the
cultivation of those crops on which the returns are the greatest,
subject to socio-cultural, ecological and economic constraints.
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READING FOR DETAILED INFORMATION
AGRICULTURAL MARKETING

Agriculture has become highly complex and competitive
business. Today’s farmer must be a careful businessman as well as
a trained agriculturist. Nowadays there is a necessity to
understand and use economics, marketing, and several other
business-related fields. Moreover it’s necessary to have
knowledge of agronomy, animal husbandry, breeding techniques,
and other fields traditionally related to agriculture.

Agricultural marketing covers the services involved in
moving an agricultural product from the farm to the consumer.
These services involve planning, organizing, directing and
handling of agricultural products to satisfy farmers, intermediaries
and consumers.

Agricultural marketing is a specific part of marketing. It is
related to agricultural products only. It is the basis of any
economic activity in a country. Agricultural marketing brings
marketable surplus to the market for sale. Farmers will keep a part
of their output for self-consumption and for cattle and the
remaining part is left for sale. The higher the level of marketable
surplus is, the greater the economic development will be.

Agricultural marketing is a complex system that requires
regulation and management. An agricultural enterprise is not self-
supporting, so there is a constant exchange of resources and
information between it and the surrounding marketing
environment. The fact of its existence and further survival
depends on the influence of the environment. To continue its
operation, the agricultural enterprise is forced, on the one hand, to
adapt to changes in the external marketing environment, and on
the other hand to influence it by virtue of its capabilities by
developing various agricultural marketing campaigns. The
agricultural marketing system includes a set of the most
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significant market relations and information flows that connect the
agricultural enterprise with the markets for its products.

The main subjects of agricultural marketing are:

e suppliers of raw materials, production and labor resources,
material and technical supplies;

e all agricultural commodity producers;

o market infrastructure organizations, wholesale and retail
trade organizations and various intermediaries, agricultural
marketing specialists, commercial and advisory centres,
etc.;

e various consumers of agricultural products.

Agricultural marketing techniques have their own
peculiarities, connected both with the specifics of agricultural
production and with agricultural products. The practical
application of marketing in agriculture is more specific than
limited. In everyday’s market competition, the manufacturer takes
into account not only the natural and economic conditions of the
region, the technological features of crop cultivation, the selection
of animal breeds, but also focuses on the existing, and the most
important, prospective needs available to potential buyers. The
agricultural producer should be able to react to market changes
flexibly and respond to the changing market demands.

The use of marketing for an agricultural enterprise is an
opportunity of the transformation of requirements of buyers in
incomes of the enterprise, maintenance of profitableness and
liquidity of the enterprise to the satisfaction of consumer demand.
The main thing in the strategy, as a system, is its target orientation
and complexity, that is, the connection in a single technological
process of all the individual components of this activity. The
integrated, program-targeted approach allows developing an
effective strategy of “breaking through” to the markets, outlining
the directions of activity, consciously concentrating the efforts of
the enterprise on selected sectors of the market.
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TARGET VOCABULARY

advisory center (n)

KOHCYJ’ILTaL[I/IOHHHﬁ LCHTP

approach (n) MOIXO T

capability (n) BO3MOKHOCTb

demand (n) CIpOC, NOTPEOHOCTh

effort (n) yCHIINE

exchange (n) oOMeH

feature (n) 0COOEHHOCTH

handle (v) o0OpabaTbIBaTh, 00CITYKUBATh
intermediary (n) IIOCPEHUK

involve (V)

BOBJICKaTb, BKIIIOYAaTb

lead to (v)

IMPUBOJUTH K

leave (v) for sale

OCTaBJIAITH HA ITPOAAXKY

manufacturer (n) MIPOU3BOIUTEND,
M3TrOTOBUTENb

marketable (adj.) PBIHOYHBIM, TOBAPHBIN

market competition (n) PBIHOYHAsI KOHKYPEHIIUS

peculiarity (n) 0COOEHHOCTH

portion (n) 4acCTh, J10JIS

profitableness (n) peHTa0eIbHOCTD,
npUOBLIIBHOCTh

relate to (v)

OTHOCHUTCA K

require (V)

Tpe6OBaTL, HYKIATbCA

raw material (n)

CBIpbE

self-consumption (n)

camonoTrpeOieHue

self-supporting enterprise (n)

X03paCdYCTHOC NPCAIIPUATHC

set (n)

Ha0O0P, KOMITJIEKT

supply (n) (v)

CHa6)KCHI/IC, IIOCTaBKa
CHa6)KaTI:>, IIOCTAaBJIATH

survival (n)

BBIDKMBAHUC

take into account (v)

IMPpUHNUMAaTb BO BHUMAHUC

target (n)

CJIb
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LANGUAGE IN USE

(I Translate the missing words to make word
combinations.

o agricultural commodity npouzeooumenu

o retail mopzoens

O naamesxcecnocoonvie needs

o enuanue of the environment

o doxo0ut of the enterprise

o commercial and koncyremayuonnsie centers
O npozpammuo-yenesoi approach,

o maintenance of penmaéenvrnocmo,

O ceéa3anHble ¢ ousnecom fields

o nocmaswiuku of raw materials

Match the words to form word combinations from
the text. Make sure you know their Russian

equivalents.
1. market a) demand
2. consumer b) surplus
3. agricultural c) relations
4. marketable d) business
5. competitive e) marketing

(Z Use the word combinations of exercise 2 to
complete the sentences below.

1. is a specific part of marketing.

2. The agricultural marketing system includes a set of the most
significant and information flows that connect the
agricultural enterprise with the markets for its products.

3. Agricultural marketing brings to the market for sale.
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4. The use of marketing for an agricultural enterprise is an
opportunity of the maintenance of profitableness and liquidity of
the enterprise to the satisfaction of

5. Agriculture is complex and

@ Fill in the word-building table and use the words
in your own phrases.

VERB NOUN ADJECTIVE
supplied
manufacturer
marketable
survive
handler
profitable

(H Choose the right word to complete the sentences.

1. Agriculture has become highly complex and unclaimed /
competitive / decadent business.

2. Agricultural complex / marketing / business is a specific part
of marketing related to agricultural products only.

3. Farmers / agriculturists / marketers will keep a part of their
output for self-consumption and for cattle and the remaining part
is left for sale.

4. An agricultural enterprise is not self-expressing / self-
supporting / self-sustained, so there is a constant exchange of
resources and information between it and the surrounding
marketing environment.

5. The practical / theoretical / legal application of marketing in
agriculture is more specific than limited.

6. The higher the level of marketable surplus is, the greater the
economic recession / development / regression will be.
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7. The manufacturer flexibly reacts to changes on market / bazaar
/ fair.

Match the sentence beginnings (I) with the correct
endings (II).

I
1) Agricultural marketing is related to ...
2) There is a necessity to understand and ...
3) Agricultural marketing covers the services involved in ...
4) Farmer must be a careful businessman ...
5) Agricultural marketing is the basis of ...
6) Marketing techniques have peculiarities, connected with ...
7) The main thing in the strategy of agricultural enterprise is ...
8) The integrated, program-targeted approach allows outlining the
directions of activity of the enterprise ...

I
a) ... moving an agricultural product from the farm to the
consumer.
b) ... as well as a trained agriculturist.
c) ... use economics, marketing, and several other business-
related fields.
d) ... agricultural products and the specifics of agricultural
production.

e) ... its target orientation and complexity, the connection of all
the individual components of the activity.

f) ... any economic activity of a country.

g) ... agricultural products only and it brings marketable surplus
to the market for sale.

h) ... consciously concentrating its efforts on selected sectors of
the market.
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(Z Match the words in the box with their definitions.

1. Businessman

a) ... the activity of buying and selling, or
exchanging, goods and services between
people or countries.

2. Buyer

b) ... a man who works in business, especially
one who has a high position in a company.

3. Market

c) ... a person who pays money for something,
or a person whose job is to decide what will be
bought by a company.

4. Producer

d) ... a place which people meet in order to
buy and sell things; the business or trade in a
particular product, including financial products.

5. Saler

e) ... a country, company, or person that
makes goods or that grows food in large
amounts.

6. Regulation f) ... a person or organization that sells
something.

7. Supplier g) ... the rules or systems that are used by a
person or organization to control an activity or
process.

8. Surplus h) ... a detailed plan for achieving success in
situations such as business, politics, industry.

9. Strategy 1) ... an amount that is more than is needed;
the amount of money you have left when you
spend less than you own.

10. Trade d) ... a company, person, etc. that provides

things that people want or need, especially
over a long period of time.
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SPEAKING

(I Answer the questions:

1. What is agricultural marketing?

2. What does agricultural marketing involve?

3. What is the basis of any economic activity in a country?

4. How does the farmer distribute his output?

5. What does the agricultural marketing system include?

6. What are the main subjects of agricultural marketing?

7. Why is it necessary to take into account the natural and
economic conditions of the region?

8. What application of marketing is more specific than limited?
Why?

(I Using the key words, define the main ideas of the
text. Summarize the information for each section.

Key words Main idea
agriculture, agricultural marketing, farmer,
businessman, knowledge, agronomy,

consumer, planning, organizing, directing,
handling, self-consumption

agricultural  enterprise, self-supporting,
exchange, resources, information, influence,
environment,  capabilities,  developing,
markets

subjects, production, supplies, infrastructure,
intermediaries, technical, techniques,
peculiarities
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@Fill in the diagram “Agricultural marketing”.

bl

|

mm<—c<=-:>

AGRICULTURAL
MARKETING

MAIN SUBJECTS
1. 2. 3. 4.
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(Z Speak on the topics (Use the diagram):

[ Agricultural marketing as a specific part of marketing

[ Main subjects of agricultural marketing

(E Discuss with your group mates “Problems and
prospects of agricultural marketing. Consult the

Internet if you need.

©  Focus on the following topics:

4
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@ Work in pairs. Role play. Act out your dialogues.

1)

Student A.

You are going on
business abroad. Explain to
Student B that you are worried
about an upcoming deal
related to your product.

2)

Student A.

You are a market
gardener who is interested in
exporting  your  products.
Discuss the quality of your
product.

3)

Student A.

You are a farmer
supplying your products to
various stores. You need to
meet with the marketer of the
Euroopt chain of stores and
discuss the terms of delivery.

Student B.

Your colleague goes on
a business trip abroad and is
worried about the deal. Give a
couple of tips how to behave
in negotiations so that the
transaction of your products
has a good entry into the
market.

Student B.

You are an agent of the
Belarusian Vegetable Export
Council. Provide a list of
requirements for the supply of
these products.

Student B.

You are the marketer of
the Euroopt chain of stores.
Check the supplier on the
storage conditions, packaging
and quality of these products.

111



WRITING

Imagine that you are at a round-table conference.
Write notes to discuss the following questions:

:::> What can affect the price of agricultural product?
1

How can you get the best price on an agricultural
2 ? product?

Don’t forget to write down arguments supporting you point of
view (arrange your arguments using data, facts, personal
experience, expert opinion, etc.).

(Z Suppose you are a marketer of an agricultural
company. It is developing a new product. Write a

report to your boss with your marketing ideas (100-
150 words) about:

DISTRIBUTION | ApVERTISING | PROSPECTIVE
CHANNELS CUSTOMERS

Ve 7

I’ve been thinking a lot about ...
Use the given prompts: My research shows that ...

We may need to explore new ...
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SECTION 3

MANAGEMENT
AGRICULTURAL MANAGEMENT

TEXT 1 MANAGEMENT
SKIM READING

(I Skim through the text and mark the key words
connected with topic “Management” in the list
below.

(@ )

organization equipment successful
goal classification controlling science
budget function time finance activity
planning horse knowledge management

resource machinery job directing

€ J

MANAGEMENT

The verb “manage” comes from the Italian “maneggiare” (to
handle, especially tools or a horse), which derives from the two
Latin words “manus” (hand) and “agere” (to act). Managing life
means getting things done to achieve life goals, and managing an
organization means getting things done with and through other
people to achieve its objectives. Management is the backbone of
successful organizations.
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Management is the process of coordinating the resources of
an organization to achieve the primary organizational goals.
Resources include the following types: material resources
(technology, machinery and equipment), cost resources (finance),
work resources (people and their skills). Resources may be
obtained internally from the host organization or procured from
external sources. Large organizations usually have a defined
corporate resource management process which mainly guarantees
that resources are never over-allocated across multiple projects.
Management ensures that internal and external resources are used
effectively on time and to budget.

Management operates through various functions, often
classified as planning, organizing, staffing, directing and
controlling. Planning is the basic function of management. It deals
with finding out a future course of action to achieve desired aims.
Organizing includes identification of activities, classification of
groups of activities, assignment of duties, delegation of authority
and creation of responsibility. Staffing is the function of manning
the organization structure and keeping it manned. It has assumed
greater importance in the recent years due to advancement of
technology, increase in size of business, complexity of human
behavior. The main purpose of staffing is to put the right man on
the right job. Directing is that part of managerial function which
actuates the organizational methods to work efficiently for
achievement of organizational purposes. It is considered the life-
spark of the enterprise which sets in motion the action of people.
Controlling is the process of checking whether or not proper
progress is being made towards the objectives and acting, if
necessary, to correct any deviations. It has the following steps:
establishment of standard performance, measurement of actual
performance, comparison of actual performance with the
standards and finding out deviations if any.

Management is based on scientific theories and today we
can say that it is a developing science. But knowledge of theories
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and principles doesn't provide practical results. It is necessary to
know how to apply this knowledge. Practical application of
knowledge in the management area requires certain abilities. What
is important to an organization is not the number of clerks it
employs, but the ability of these employees to achieve the
company’s goals and this ability requires a great art.

Effectiveness of management activity depends on certain
important skills. These skills can be divided into seven different
categories: conceptual, decision making, analytic, administrative,
communicational, interpersonal and technical. The skills help the
employees to relate with their fellow co-workers and know how to
deal well with their subordinates, which allows for the easy flow
of activities in the organization.

Read the text again and find the sentences that
best give the main idea.

G Choose the correct answer to the following
questions:

1. How can we define management?

A. A social science that is based on scientific theories.

B. The study of individuals and their skills.

C. The process of coordinating the resources of an organization to
achieve the primary organizational goals.

2. What is the basic function of management?
A. Staffing.

B. Directing.

C. Planning.

3. What is the main purpose of staffing?

A. To achieve the primary organizational goals.
B. To apply knowledge of scientific theories.
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C. To put the right man on the right job.

4. What resources does an organization include?

A. People and their abilities and skills.
B. Material, work and cost resources.
C. Machinery, equipment and technology.

5. What does management effectiveness depend on?

A. Important management skills.
B. Functions of an organization.
C. Resources of an organization.

@ Try to make your definition of management by
finding the correct ending.

1. Management is a process
of planning,...

a) science of managing
resources.

2. Management is an art and

b) controlling and making
decisions about a business.

3. Management is the
administration of...

c) an organization to achieve the
primary organizational goals.

4. Management is a skill
of...

€) an organization.

5. Management is the
process of coordinating the
resources of ...

e) organizing, leading,
motivation and controlling the
human resources, financial,
physical, and  information
resources of an organization to
reach its goals efficiently and
effectively.
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Arrange the sentences in a logical order according
to the text.

A -- Management operates through planning, organizing, staffing,
directing and controlling.

B -- Managing an organization means getting things done with
and through other people to achieve its goals.

C -- Planning deals with finding out a future course of action to
achieve desired aims.

D -- Management skills can be divided into different categories
such as conceptual, analytic, administrative, communicational,
interpersonal, etc.

E -- Managing life means getting things done to achieve life’s
purposes.

F -- Organizing includes identification of activities, classification
of groups of activities and assignment of duties.

G -- Management is the process of coordinating the material, work
and cost resources of an organization to achieve all organizational
purposes.

H -- Resources of an organization may be obtained internally from
the host organization or procured from external sources.

I -- The verb “manage” derives from the two Latin words “manus”
(hand) and “agere” (to act).

J -- Directing is that part of managerial function which actuates
the organizational methods to work efficiently.

State the main points of the text without details
(annotation). Use some of the given phrases:

o The text is devoted to ...

o The text treats of...
o Notice has been taken to ...
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Summarize all the necessary information from the
text and write your own summary of the text.

Mind some useful phrases for analyzing the text structure:

The text can be divided into / is divided into / falls into / is
composed of / contains / consists of (two, three, four ...) parts
/ paragraphs.

N

The first (second...) part / paragraph constitutes / gives us /
comprises the introduction / central problem / principal
information / solution.

<

In the second (third, ...) / last part the author varies the theme /
changes the topic / goes into detail / passes from ... to ...

NS

As aresult, ... /to sumup / to conclude ...

118



TEXT 2 AGRICULTURAL MANAGEMENT

GET READY!

(I The text you are going to read is headlined
“Agricultural management”. Think and answer:

o What do you know about agricultural management?
o What should a farmer know to manage a farm successfully?
o How does the government help farmers?

(Z Find the words that deal with the topic
“Agricultural management”.
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Read the text and fill in the missing words from
ex.2. Then give an answer to the question from the
title.

Why is management important in agriculture?

Farmers have been studying the basics of management over

the years. Successfully managing a / business is certainly the
g of farm owners. The quality of the decisions made by
management is an important component in determining the
prosperity of the business. Prudent 5 of agricultural enterprise is
continually looking for management s, strategies and methods
that improve the quality of their decisions and keep a farm
productive and p .
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READING FOR DETAILED INFORMATION
AGRICULTURAL MANAGEMENT

Agricultural management — also known as farm
management — deals with the problems of making and
implementing of the decisions involved in organizing and
operating an agricultural enterprise for maximum production and
profit.

Agricultural management draws on agricultural economics
for information on prices, markets, agricultural policy, and
economic institutions such as leasing and credit. It also draws on
plant and animal sciences for information on soils, seeds,
fertilizers and methods of weed, insect and disease control.

Agricultural management relies on agricultural engineering
for information on farm buildings, machinery, irrigation, crop
drying, drainage, and erosion control systems. It also relies on
psychology and sociology for information on human behaviour.
Making decisions an agricultural manager integrates information
from the biological, physical, and social sciences.

Agricultural management is an occupation that involves the
science of food production. It deals with farming techniques, the
domestication of animals, and the general processing of food.
There are many agricultural jobs that require management,
especially the projects of scientific disciplines and those
connected with farm labor. With the changing dynamics of global
food production, this field is one of the fastest growing in the
world.

Since concepts such as productivity and food safety play an
important role in the world food supply, agricultural management
has high potential. Contamination of food sources has prompted
new government regulatory bodies to manage the process of food
production. In addition, population growth and the use of certain
types of food such as corn for biofuel have limited the growth
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potential of the industry. The goal today is to strive for new ways
to produce the necessary amount of food for the growing
population, while maintaining the quality that society has come to
expect from its food sources.

The work environment for someone who works in this field
varies depending on where the individual works and the demands
of the employer. Some are involved in the strict science aspects,
spending much of their time in laboratories. Others work to find
better and safer pesticides and herbicides.

Management of agricultural enterprise operates through five
basic functions: planning, organizing, coordinating, commanding,
and controlling.

e Planning: deciding what needs to happen in the future
(deciding in advance) and generating action plans for an
agricultural enterprise;

e Organizing: making sure the human and nonhuman
resources of an agricultural enterprise are put into place;

e Coordinating: creating a structure through which an
organization’s goals can be accomplished;

e Commanding (or leading): determining what must be done
in each situation and getting employees to do it;

e Controlling: checking progress against plans of an
agricultural enterprise.

Since agricultural enterprises differ widely, the significant
concern in agricultural management is the type of agricultural
enterprise. The most satisfactory plan for one enterprise may be
most unsatisfactory for the other. Agricultural management
problems range from those of the small, near-subsistence and
family-operated farms to those of large-scale commercial
enterprises where trained managers use the latest technological
advances, and from farms administered by single proprietors to
agricultural enterprises managed by the state.
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TARGET VOCABULARY

accomplish (v) BBITIOJTHUTh
amount (n) CyMMa, KOJIM4ECTBO
decision (n) pelieHue,

make (v) a decision

IMPpUHHUMATh PCHICHUC

domestication (n)

OJIOMAalllHUBaHUE, IPUPYUYCHHUE,
OKYJIbTYpUBaHHE

draw on (v) OTIMPAThCS, OCHOBBIBATHCS (HA)

syn. rely on

contaminated (adj) 3arpsiI3HEHHBIN

employer (n) paboTtonarens,
npeJIpUHIMATENb

expect (V) paccUUTHIBaTh, OKUAATH

fast growing (adj) ObICTpOpACTYIIUI

government (n)

IPaBUTCJILCTBO, YIIPABJICHUC

implement (v)

OCYIICCTBJISITh, MIPUMCHSTH

large-scale (adj)

KPYITHOMACHITaOHBIN

maintain (v)

MOAACPKMBATDH

manage (v)

YIIPaBIsATh, PyKOBOJUTh

near-subsistence farm (n)

0JICOOHOE XO3SIUCTBO

occupation (n) 3aHATHE

put into place (v) IIOCTaBUTh HA MECTO,
3a1eUCTBOBATh

range (V) BapbUPOBATHCSA

safety (n) 0€3011aCHOCTh

significant (adj) CYILLIECTBEHHbIN, 3HAUUTEJIbHbII

single proprietor (n) WHJWBHUIYalbHBIN
MpeanpuHIMATENb

strive for (v)

CTpeMUThCs (K)
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LANGUAGE IN USE

(I Translate the missing words to make word
combinations.

o makcumanwvhas profit

o npouzeooumenwvrhocms and food safety

0 00vedunamsp information

o o0omawnueanue of animals

o nepepadomka of food

o farm mpyo

o demands of pabomooamens

o ynpaenams the process of food production
o getting compyonuxoe to do work

o government pezynupyrousue bodies

Match the words to form word combinations from
the text. Make sure you know their Russian

equivalents.
1. agricultural a) functions
2. near-subsistence b) techniques
3. farming ¢) management
4. basic d) environment
5. work e) farm

G Use the word combinations of exercise 2 to
complete the sentences below.

1. draws on agricultural economics for information on

prices.
2. Management of agricultural enterprise operates through five
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3. Agricultural management deals with , the general

processing of food and the domestication of animals.

4. The for someone who works in the field of

agricultural management varies depending on where the

individual works.

5. Farm management problems range from those of the small
to those of large-scale commercial enterprises.

(Z Find the odd word in each column. Prove your
choice. Make sentences with the odd words.

1. 2. 3.
o soil o market o leading
o seed o price o coordinating
o fertilizer o leasing o engineering
o breeding o credit o planning
o insect o weed o commanding
o demand o profit o controlling

(ﬂ Choose the right word to complete the sentences.

1. Agricultural management draws on agricultural sociology /
plant science / economics for information on prices, markets,
agricultural policy.

2. Agricultural management is based on plant and animal sciences
/ research / study for information on soils, seeds, and fertilizers.

3. Agricultural management is an occupation that involves the
science of plant / food / animal production.

4. Agricultural management deals with farming techniques, the
domestication of animals, and the general creating /
processing/checking of food.
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5. The goal / idea / issue today is to strive for new ways to
produce the necessary amount of food for the growing population.

6. Agricultural management includes examination / control /
investigation of weeds, insects, and diseases.

7. Agricultural management comprises industrial / commercial /
Sfarm buildings, machinery, irrigation, crop drying.

Match the sentence beginnings (I) with the correct
endings (II).

I
1) Agricultural management problems range from small farms ...
2) An agricultural manager integrates ...
3) Farm management deals with ...
4) Many agricultural jobs require management, especially ...
5) Such concepts of an agricultural management as productivity
and food safety play ...
6) The function of planning means ...
7) With the changing dynamics of global food production ...
8) Farm management draws on agricultural economics for
information on ...

I
a) ... deciding in advance and generating action plans for an
agricultural enterprise.
b) ... an important role in the world food supply.
c) ... the general processing of food and farming techniques.
d) ... the projects of scientific disciplines and agricultural labor.
e) ... information from the biological, physical, and social
sciences.
f) ... agricultural policy and economic institutions such as leasing
and credit.
g) ... to those of large-scale commercial organizations.
h) ... agricultural management is one of the fastest growing areas
in the world.
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(I Match the words in the box with their definitions.

1. Credit

a) ... a person who owns a particular type
of business.

2. Domestication

b) ... a method of paying for goods or
services at a later time, usually paying
interest as well as the original money.

3. Employer

c) ... the process of bringing animals or
plants under human control in order to
provide food.

4. Enterprise

d) ... a person, company, or organization
that pays people to work for them.

5. Goal

€) ... an organization, a company, or a
business.

6. Large-scale

f) ... an aim or purpose; the act of stating
clearly what you want to achieve.

7. Leasing

g) ... big in size or amount; involving
many people or things, or happening over a
large area.

8. Processing

h) ... a financial arrangement in which a
person, company, etc. pays to use land, a
vehicle, etc. for a particular period of time.

9. Productivity

1) ... the act of preparing, changing, or
treating food or natural substances as a part
of an industrial operation.

10. Proprietor

d) ... the rate at which a person, company,
or country does useful work.
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SPEAKING

(I Ask the following questions to your partner:

1. What is agricultural management?

2. What does agricultural management deal with?

3. What concepts play an important role in the world food supply?
4. What is the goal of agricultural management today?

5. What does management of agricultural enterprise operate?

6. What do you know about planning, organizing, coordinating,
commanding, and controlling?

7. What are the main types of agricultural enterprises?

8. What is farm management influenced by?

(Z Using the key words, define the main ideas of the
text. Summarize the information for each section.

Key words Main idea
agricultural management, sciences,
information, soils, seed, fertilizer, breeding,
agricultural engineering, machinery,

irrigation, human behaviour.

government, manage, process, goal, ways,
amount, food, growing, population,
maintaining, quality, society, expect,
sources.

agricultural enterprise, operates through
basic functions, planning, organizing,
coordinating, commanding, controlling,
family-operated, large-scale.
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(Z Express your opinion about the text. You may
start with the phrases given below.

To my mind...

I think that...

As far as I'm concerned. ..
As for me, I reckon that ...
The way I see it is that...

SNENENENEN

(I Fill in the diagram “Agricultural marketing”.

involves

draws on

AGRICULTURAL

MANAGEMENT
BASIC WORK
FUNCTIONS.:... ENVIRONMENT.:...
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G Speak on the topics (Use the diagram):

7

Main aspects of agricultural (farm) management

Main problems of agricultural management

G

Ve

Basic functions of agricultural enterprise

J

\.

@ Suppose you are a seminar speaker. Prepare a
report “Integrated agricultural management”.

Consult the Internet if you need.

Organization &

Planning
PR & Crop
Marketing Protection
4
wildlife & I“t,egrli‘tedl Soil
Landscape agricuftura Management &
Management management Fertility
\-

Energy
Efficiency

Pollution
Control & By-
Product
Management
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(I Be ready to present your report. You may use the
phrases given below.

v" 1'd like to welcome you all here this morning.

v" Before I carry on let me tell you something about myself.
v" The theme of my report is...

v" T'll begin with...

v I've divided my report into ... main parts.

v" 1'd like to show you the diagram about...

v" Here you see a comparison between...

v" If you have any questions ...

v T’ll be glad to answer ...

v" Thank you for listening to me attentively.

Work with a partner to solve a problem.

Student A Student B

You work at Student B’s | You are a director of an
enterprise. The director thinks | agricultural enterprise. You
that your organization needs | need to form new strategic
new goals. goals.

Ask Student B about: Answer Student A’s questions.
o plan to achieve the goals;
o when to present plan;
o where to find details.
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WRITING

(I You are a business owner. Write an advertisement

to a local newspaper stating the employees you
want to find for your agricultural enterprise (100-
120 words).

J

How many people do you want to employ?

Include the following items:

What kind of staff do you need?

What skills are important for your future employees?

Using the instructions (rules) given below write a
website page about your agricultural company.

O The 7 Rules of Writing Content for Your Website:

1. know your audience;

2. follow the “inverted pyramid” model: the most important
messages go at the top of the page;

. write short simple sentences;

. stick to active voice;

. show, don’t tell;

. make text scannable;

. nix the jargon.

~N N D B~ W
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SECTION 4

GRAMMAR FOCUS

1 VERBALS

1.1 INFINITIVE

(I Underline the infinitive. State its form. Translate
the sentences into Russian.

. To go on with this discussion is to waste time.

. Oh, I’'m sorry to have taken much of your time.

. I didn’t come here to be shouted at.

. He pretended to be sleeping.

. I was sorry to have said it.

. You must take care not to offend her.

. What made you think so?

. Don’t let us waste time. There are hundreds of things to be
done.

9. I am awfully glad to have met you.

10. To be instructed by such a good specialist was a great
advantage.

01N LN kAW —

(I Use the infinitive instead of the words in the bold
type.

Model: She was the first lady who left.
She was the first (lady) to leave.

1. The manager was the last who left the shop.
2. I was astonished when I heard that he had left his native town.
3. Here is something which will warm you up.
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4.1 can’t go to the party; I have nothing that I can wear.

5. He was the first man who swam the channel.

6. He was the only one who realized the danger.

7. Who has a pen or a pencil to spare? I need something I could
write with.

8. I have brought you a book which you can read now, but be
sure and return it by Saturday.

9.1 have only a few minutes in which I can explain these words
to you.

10. I have an exam which I must take soon, so I can’t go to the
theater tonight.

G Combine two sentences into one using the
infinitive.

Model: They sent me to University; they wanted me to study
law. They sent me to University to study law.

1. I am buying bread. I want to feed the bird.

2. He opened the door. He intended to go out.

3. He rushed into the burning house. He wanted to save the child.
4. He rang the bell. He wanted to tell us that the dinner was ready.

(Z Open the brackets and use the correct form of the
infinitive.

1. They are supposed (to work) at the problem for the last two
months.

2. He hated (to bother) with trifling matters when he had many
more important questions (to decide).

3. She would never miss a chance (to show) her efficiency, she
was so anxious (to like) and (to praise).

4. Let’s go and see the place. You will be sorry later (to miss) it.
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5. Is there anything else (to tell) him? I believe he deserves (to
know) how the matter stands and (to tell) about it.
6. She was probably angry (to reprimand) in front of me.
7. She sat there trying to pretend she did not want (to dance) and
was quite pleased (to sit) there and (to watch) the fun.
8. These houses were among the few (to survive) after a great fire.
9. He expected (to help) by the teacher.

10. The only sound (to hear) was the ticking of the grandfather
clock downstairs.

(ﬂ Translate the sentences into English. Pay attention

to the function of the infinitive in the sentence.

1. OHna nmompocwuita, 4ToObI el pa3pelIniIv MepenrcaTb TeCT.
2. OH I0CTaTOYHO XOPOIIO 3HAET rPAMMATHKY, YTOOBI HE JeNaTh
TaKUX OLIHOOK.
3. CrtuIKoM 5kapKo, 9TOOBI UITH TYIISATh.
4. 5] moctaparoch He 3a0bITh OTIIPABUTH UM TEJIETPAMMY.
5. BoT crarhs, KOTOPYIO Ha/I0 IPOYUTATb.

6. 5 BcTan B 6 yacoB, 4TOOBI HE OMO3/aTh HA TIEPBBIA YPOK.
7. 51 xo4y, uTOOBI MEHS IO3HAKOMUJIM C 3TOHM CTYIEHTKO.

1.2 PARTICIPLE

(I Underline the participle. State its form. Translate
the sentences into Russian.

1. The boy playing in the garden is my sister’s son.

2. You can get the book recommended in the library.

3. Having signed the letter, the manager asked the secretary to
send it off at once.

4. Having lived in that town all his life, he knew it very well.

5. Being checked with great care, the report didn’t contain any
errors.
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6. Having been well prepared for the interview, he could answer
all the questions.

7. These machines will be sent to the plant being constructed in
this region.

8. Having been advised by the doctor to go to the south, she
decided to spend her leave in Sochi.

9. Being told of his arrival, I went to see him.

10. He asked her to go on with her story, promising not to
interrupt her again.

(Z Choose the correct form of the participle.

1. It was not easy to find the losing / lost stamp.

2. When we came nearer we saw two boys coming / come towards
us.

3. Look at the beautiful flowers gathering / gathered by the
children.

4. Looking / having looked through some magazines, I came
across an interesting article about UFOs.

5. Writing / having written out and learning / having learnt all
the new words, he was able to translate the text easily.

6. His hat blowing / blown off by the wind was lying in the middle
of the street.

7. Having read / reading the story, she closed the book and put it
on the shelf.

8. Taking / taken the girl by the hand, she led her across the
street.

9. We could not see the sun covering / covered by dark clouds.

10. Buying / having bought some juice and cakes, we went home.

G Use the participle instead of the words in the bold
type.
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Model: All the people who live in this house are students.
All the people living in this house are students.

1. The man who is speaking now is our new secretary.

2. The apparatus that stands on the table in the corner of the
laboratory is quiet new.

3. The young man who helps the professor in his experiments
studies at an evening school.

4. People who take books from the library must return them in
time.

5. There are many pupils in our class who take part in the
performance.

6. Be careful when you are crossing the street.

7. When you are leaving the room, don’t forget to switch off the
light.

8. When they were traveling in Central Africa, the explorers met
many wild animals.

9. When you are copying English texts, pay attention to the
articles.

10. You must have much practice when you are learning to speak
a foreign language.

(Z Open the brackets using the correct form of the
participle.

1. She went for a walk, (to leave) the child with the nurse.

2. (To write) in very bad handwriting, the letter was difficult to
read.

3. (To reject) by publishers several times, the story was accepted
by a weekly magazine.

4. (To wait) in the reception room, he thought over what he would
say.

5. They reached the peak at dusk (to leave) their camp with the
first light.
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6. The friends went out into the city (to leave) their cases at the
left luggage department.

7. (To write) in an archaic language, the book was difficult to
read.

8. They listened breathlessly to the story (to tell) by the old man.
9. He had a good practical knowledge of the language, (to work)
as an interpreter for many years.

10. He always keeps a diary while (to travel).

@ Translate the sentences into English using the
participle.

1. Cekperapb OTIpaBuil MOANUCAHHBIE TUPEKTOPOM MHUCHMA.

2. Mbl BHUMATEJIBHO TPOYIM MPUCIAHHYIO KypaTOPOM CTaThIO.

3. [IpounTaB MHOTO KHHUT MO 3TOMY BOIIPOCY, OH CMOI' CHEJaTh
OYEHb UHTEPECHBIN TOKIIAI.

4. 5 emwe HEe MPOCMOTPEN BCEX KYPHAJIOB, NPUCIAHHBIX HaM M3
[TetepOypra.

5. 51 Buepa mpoues 0YEHb MHTEPECHBIM paccKas, ONMCHIBAIOLIUI
YKU3Hb MEHEKEPOB.

1.3 GERUND

(I Underline the gerund. State its form. Translate
the sentences into Russian.

. I don’t enjoy writing letters.

. Did you hear of John’s having sent abroad?

. He denied having seen this man before.

. She insisted on being sent instead of me.

. He was surprised at having been asked about it.
. She stopped answering my letters.

. I remember my mother laughing at my jokes.

. I don’t enjoy being read to.

01N LN kAW —

137



9. There came the sound of the door closing then being locked.
10. In the morning light she was ashamed of herself for having
been frightened so the night before.

(I Choose the correct form of the gerund.

1. — Where is Ann? — She is busy being done / doing / having
been done her homework.

2. When I came home he was busy writing / being written /
having written a letter to his friend.

3. The boys were punished for being broken / having been
broken / having broken the window.

4. He did not object to examining / being examined / having
examined.

5. He is proud of winning / being won / having won the chess
tournament.

6. She does not like the thought of leaving / having been left /
being left you alone.

7. His legs were tired from being climbed / having climbed /
having been climbed for days.

8. He did not go without having congratulated / having been
congratulated / congratulating Ann.

9. Ted sat down without being spoken / speaking / having
spoken.

10. He was wakened by someone having been knocked / being
knocked / knocking at the door.

Rewrite these sentences using the gerund instead
of the infinitive.

Model: I like to read. — I like reading.

138



1. I like to skate. 2. I hate to read detective stories. 3. It began to
rain early in the morning. 4. I remember to tell you about it. 5.
They stopped to smoke. 6. They prefer to stay at home in the
evening. 7. He continued to speak to his friends. 8. He kept to talk
about the events. 9. It is no use to talk about it. 10. It is useless to
look for a new job at this time of the year.

@ Open the brackets using the correct form of the
gerund.

1. He remembered (cross) the road, but he didn’t remember
(knock down).

2. She woke up at 7 a.m. in spite of (work) late.

3. The little girl isn’t afraid of dogs in spite of (bite) twice.

4. The baby went to sleep a few minutes after (feed).

5. The little girl never gets tired of (ask) her mother questions, but
her mother often gets tired of (ask) so many questions.

6. The boy was very thirty in spite of (drink) a big cup of tea.

7. He looked forward to (meet) his parents.

8. I appreciated (invite) to your house.

9. After (look) through and (sort) out the letters were registered
and filed.

G Make up sentences.

1. Cars/ business/ his/ repairing/ is.

2. A/ healthy/ cold/ very/ morning/ shower/ in/ is/ the/ taking.
3. Wants/ my/ repairing/ watch.

4. Walk/ day/ feeling/ people/ tired/ without/ all/ can/ some.
5. Visiting/ the/ worth/ is/ place.

6. Avoid/ can/ making/ you/ mistakes/ if.
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2 COMPLEX CONSTRUCTIONS
2.1 COMPLEX INFINITIVE CONSTRUCTIONS

(I Choose the right variant with complex infinitive
constructions. Translate the sentences into Russian.

1. He .......... at this company as a manager.
a) said to be working c) is said to be working
b) says to be working d) are said to be working
2. The discount rate .......... .
a) reported to be raised ¢) reported to raise
b) was reported to be raised d) was reported to raise
3. Interest rates .......... when an easy fiscal policy is
implemented.
a) likely to raise c) likely to be raised
b) are likely to raise d) are likely to be raised
4. Nobody has ever known .......... a lie or do an unjust thing.
a) he to tell ¢) him to tell
b) his to tell d) him tell
5. Labour, machinery, raw materials, energy .......... inputs.
a) knows to be ¢) is known to be
b) know to be d) are known to be
6. The manager didn’t expect .......... such a question. He
wasn’t prepared for it.
a) to be asked c) to ask
b) be asked d) to have asked
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7. Unless efforts to improve fiscal policy are taken by the
government, the country’s economy ..........

a) unlikely to be flourishing ¢) unlikely to be flourished

b) is unlikely to be flourishing d) is unlikely to be flourished

8. It is required for governments .......... the contribution of
both industry and agriculture to the national economy.

a) know c) to know

b) be known d) to be known
9. First works summarizing experience in the field of
accounting .......... in England, France, Germany during the
16™ century.

a) is likely to have appeared c) are likely to appear

b) are likely to have been d) are likely to have

appeared appeared
10. Labour .......... to produce all goods and services.

a) is known to have used ¢) is known to be used

b) knows to be used d) is known to use
11. For the business .......... , all production costs to be
minimized.

a) to be efficient c) to have been efficient

b) be efficient d) have been efficient
12. Cheques and credit cards .......... more popular in recent
years than paper money and coins.

a) knows to have become c) is known to have become

b) know to have become d) are known to have become
13. Microeconomics .......... a thorough analysis of

individual decisions about particular commodities.
a) are said to have offered c) is said to have offered
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b) are said to have been d) is said to have been

offered offered
14. Every firm is known.......... to reduce the use of oil-based
products in the 1970s when the price of oil increased six times.
a) to have tried c) to have been tried
b) to try d) to be trying
15. A new product .......... successfully until a wide
advertising campaign is organized professionally.
a) is unlikely to be sold c) is unlikely be sold
b) is unlikely to sell d) is unlikely sell
16. For the inflation .......... and restricted, the government
should follow recommendations of experienced economists.
a) to anticipate c) to be anticipated
b) anticipate d) be anticipated
17. The board of directors expects the manager .......... a

report about the current financial position of the company in
order to make proper managerial decisions.

a) to make c) to be made

b) make d) be made
18. Nowadays accounts for international trade .......... in
Euro rather than in national currencies.

a) is supposed to be kept c) supposed to be kept

b) are supposed to be kept d) supposed to keep
19. Students think much of .......... to the theory of how
society solves the problem of what, how and for whom to
produce.

a) economics to be devoted ¢) economics be devoted

b) economics to devote d) economics devoted
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20. Unemployment benefits .......... as incentives for men to look

for jobs.
a) is unlikely to serve ¢) unlikely to serve
b) are unlikely to serve d) unlikely to be served

(I Fill in the blanks with the Complex Object.

1. She watched ... (I, open) the safe.

2. By the way, did you ask ... (you, sign) any papers yesterday?
3. Don’t let ... (it, trouble) you.

4. He wanted ... (the manager, make) a speech.

5. Everyone knew ... (he, be) a man of integrity.

G Paraphrase the following sentences using the
Complex Subject.

1. It seemed that he knew the subject well.

2. It appears that there are different opinions on the problem.

3. It’s expected that many people will attend the meeting.

4. It is said that there are many difficulties in this problem.

5. It seems that there is a great difference between these two
samples.

Replace the following sentences by a sentence with
the for-to-infinitive construction.

1. She explained everything. It was not difficult.

2. She managed to do it in time. But it was quite an effort.

3. She is very late. It’s rather unusual.

4. He should talk to the manager. It will be best.

5. He won’t make arrangements for next Monday. It’s impossible.
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(ﬂ Translate the sentences into English. Use complex
infinitive constructions.

1. Ham TpynHO cnenath 3Ty paboTy B TaKOl KOPOTKUH CPOK.

2. O4eHb BaXXHO, YTOOBI OH MOJIYYMJI JOKYMEHTHI Ha 3TO Hezene.
3. OueHb BepoATHO, UTO cOOpaHHEe 3aKOHYUTCS Yepe3 yac.

4. DTOT OMBIT, BEPOSITHO, OYJET YCIIEUIHBIM.

5. MBI okH1aeM, 4TO IOroBOP OYyZET MOJAMUCAH B OKaiieM

Oymymiem.
2.2 COMPLEX PARTICIPIAL COMSTRUCTIONS

Read the sentences. Find the Objective-with-the-
Present-Participle constructions. Translate the
sentences.

1. I saw him working in the lab.

2. Did you notice anyone waiting for the delegation?

3. We watched the students planting apple-trees.

4. They watched the product manager interacting with the
customers.

5. I heard the students talking about their summer practice.

(Z Translate the following sentences paying special
attention to The  Subjective Participle

Construction.

1. They were heard discussing new methods of doing business.

2. The managers were seen developing direct reports.

3. A laser is found producing a powerful beam of light.

4. A farm manager is found organizing maintenance of farm
equipment.

5. The company is known developing new types of vehicles.
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G Join the two statements to make one sentence with
the Object Participle Construction.

1. I see the manager. The manager is guiding the work of the
team.

2. I see her. She is preparing for talks now.

3. I see him. He is reading an article on the British monetary
system.

4.1 see two managers. They are supervising farm workers.

5. They see us. We are using this technique effectively.

@ Transform the following sentences into The
Objective Participle Constructions with Participle I.

1. He returned and saw that the chief manager was talking with
the sales representatives.

2. He found that this student was still taking his exam.

3. I could see that the CEO applied modern skills of leading and
coaching in the company.

4. She noticed that the project manager was working hard at this
problem.

5. We saw that the farm manager was making soil tests in order to
determine what elements were deficient.

G Transform the following sentences so as to use
Complex Objects with participle II.

1. When we came to the conference, we found that soil scientists
had developed several instruments for measuring the amount of
water in the soil.

2. The farm manager found that the wheat had given good yields
in this region.

3. He heard that the students had explained the principles of crop
production.

145



4. They considered that this scientist had applied advanced
methods of research.

5. The farmers want that agricultural products should be supplied
to many countries of the world.

@ Change the structure of these sentences so as to
keep their meaning. Translate them into Russian.

1. It is known that farm managers apply new methods of
organizing sales and purchases of livestock.

2. It is found that the manager keeps administrative records.

3. It is assumed that this machine is widely used in industry.

4. It is believed that this group of researchers experiments with a
new type of engine.

5. It is considered that this scientist applies advanced methods of
research.

Complete these sentences using active vocabulary
and the Subjective Participle Construction.
1. They were heard...
2. The student was seen...
3. The problem is known...

4. Business and management department is known...
5. Economists are seen...

2.3 COMPLEX GERUNDIAL CONSTRUCTIONS

(I Translate the following sentences paying special
attention to the complexes with the gerund. State

the function of the complex.

1. The farm manager insisted on our using this new type of
fertilizers.
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2. I shall feel more comfortable if I can count on your doing this
work in time.

3. Do you think there is much chance of one seeing him again in
our company?

4. Everyone liked the idea of his getting higher education at the
Belarusian State Agrarian Technical University.

5. They insisted on our visiting this exhibition in Germany.

(Z Use the proper form of the gerund (as the second
part of complexes with the gerund) instead of the

infinitive in brackets.

1. He told me all about his (to visit) the farm, and the questions he
had asked.

2. She could hear the sound of water (to suck) into dry soil.

3. There was no possibility for this student (to study) to drive a
car.

4. They saved time by their (to sow) earlier.

5. We have to compare these two plans before our (to implement)
them.

G Use a word from the left and a word from the
right to make up possible word combinations.

1. We very much appreciate a. my leaving till next day.

2. He strongly denied b. their meeting that afternoon

3. We enjoyed c. her taking more
responsibility

4. The chairman suggested d. the band’s playing very
much.

5. Tagreed to delay €. our postponing the question.

6. He should consider f. your helping us.
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SECTION 1

CV AND COVER LETTER

TEXT 1 CV
SCAN READING

First, answer the questions. Then, scan the text to
ensure whether you are right and find out useful
information on how to write a good CV.

1. What is a CV? When is it needed?
2. How is CV arranged? Under headings or like a letter?

WHAT IS A CV?

A CV, which stands for curriculum vitae, is a document
used when applying for jobs. In the USA and Canada CV is
known as résumé. This document tends to be as concise as
possible. It allows you to summarize your education, skills and
experience enabling you to successfully sell your abilities to
potential employers.

CVs can be academic or skills-based ones. But the most
common type of CVs is a chronological one, sometimes referred
to as a traditional CV. It is especially used by recent graduates.
Presented in reverse chronological order it displays your most
recent experience and achievements first. A standard CV isn't
suitable for all jobs and levels of experience. A CV must highlight
skills that match the recruiter's needs.

How long should a CV be?
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A standard CV in the UK should be no longer than two sides
of A4. This always depends on your experience. For example, a
school leaver or recent graduate with minimal experience may
only need to use one side of A4. Although not used as often, a
three-page CV might be needed for those in high-level roles or for
people who have gained a lot of experience or worked in multiple
jobs over the last five to ten years. While it's important to keep
your CV concise you should also avoid selling your experience
short.

What to include in a CV?

Include in a CV only relevant to the job you're applying for
information and avoid using old details (from ten years ago).

e Contact details — Include your full name, home address,
mobile number and email address. Your date of birth is irrelevant
and unless you're applying for acting or modeling job you don't
need to include a photograph (if only you are asked about it).

e Profile — A CV profile is a concise statement that
highlights your key attributes and helps you stand out from the
crowd. Usually placed at the beginning of a CV it picks out a few
relevant achievements and skills, while expressing your career
aims. A good CV profile focuses on the sector you're applying to,
as your cover letter will be job-specific. Keep CV personal
statements short and snappy — 100 words is the perfect length.

e Education — List and date all previous education,
including professional qualifications. Place the most recent first.
Include qualification type/grades, and the dates.

e Work experience — List your work experience in reverse
date order, making sure that anything you mention is relevant to
the job you're applying for. Include your job title, the name of the
company, how long you were with the organization and key
responsibilities. If you have plenty of relevant work experience,
this section should come before education.
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e Skills and achievements — This is where you talk about
the foreign languages you speak and the IT packages you can
competently use. The key skills that you list should be relevant to
the job. Don't exaggerate your abilities, as you'll need to back up
your claims at interview.

e Interests — “Socializing”, “going to the cinema” and
“reading” aren't going to catch a recruiter’s attention. However,
relevant interests can provide a more complete picture of who you
are, as well as giving you something to talk about at interview.
Examples include writing your own blog or community
newsletters if you want to be a journalist, being part of a drama
group if you're looking to get into sales and your involvement in
climate change activism if you'd like an environmental job. If you
don't have any relevant hobbies or interests leave this section out.

e References — You don't need to provide the names of
referees at this stage. You can say “references available upon
request” but most employers would assume this to be the case so
if you're stuck for space you can leave this out.

Though CV follows no particular formatting rules there are
some one should stick to.

e Avoid titling the document “curriculum vitae” or “CV”.
It's a waste of space. Instead let your name serve as the title.

e Section headings are a good way to break up your CV.
Ensure they stand out by making them larger (font size 14 or 16)
and bold.

e Avoid fonts such as Comic Sans. Choose something
professional, clear and easy to read such Arial, Calibri or Times
New Roman. Use a font size between 10 and 12 for the entire text
of your CV. All fonts and font sizes should be consistent
throughout.

e List everything in reverse chronological order. Then the
recruiter sees your work history and most recent achievements
first.
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e Keep it concise by using clear spacing and bullet points.
This type of CV layout allows potential employers to skim your
CV quickly and pick out important information first.

e Name the document when saving — Don't just save as
“Document 1”. Make sure the title of the document is professional
and identifies you, such as “Joe-Smith-CV”.

How to write a good CV?

e Use active verbs when possible. For example, include
words like ‘“created”, ‘“analyzed” and “devised” to present
yourself as a person who shows initiative.

e A good CV doesn't have any spelling or grammar
mistakes. Use a spell checker and enlist a second pair of eyes to
check over the document.

e Avoid generic, over-used phrases such as “team player”,
“hardworking” and “multitasker”. Instead, provide real-life
examples that demonstrate all of these skills.

e Make sure your email address sounds professional. If your
personal address is inappropriate create a new account for
professional use.

e Don't lie or exaggerate on your CV or job application. Not
only will you demonstrate your dishonesty to a potential
employer, but there can be serious consequences.

CV is your ticket to interview. So it needs to be perfect from
start to finish. Not all CVs are the same and selecting the right CV
for the job is essential. People often create one CV and send this
out regardless of the job or employer. This is a mistake that could
lead to you missing out on an interview.

(Z Scan the whole text once again and locate
answers to the following questions.
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1. What is a CV?

A. A type of a business letter.

B. A separate business document.
C. A part of Résumé.

2. Why is it important CV to be concise?

A. Then the recruiter spends less time for reading.

B. It allows the potential employer to skim and pick out important
information more quickly.

C. It is not so important.

3. How long should a CV be?

A. One page of A4.

B. The longer the better.

C. It depends on the applicant’s experience.

4. Does the title have to be written at the top of a CV page?
A. Yes, it does: CV or Curriculum Vitae.

B. There is no information about it in the text.

C. No, it doesn’t. First comes the applicant’s name.

5. What is emphasized in a CV profile?

A. Your skills, experience and achievements in relation to the
position you’re applying for.

B. The sector you are applying to.

C. Your education.

6. Does a CV follow any particular formatting rules?
A. There is no information about it in the text.

B. No, it doesn’t. But there are some one should stick to.
C. Yes, it does.
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G Choose the best word from the given ones to
complete each sentence.

1. If you've got lots of job-specific skills | a. chronological
you should do a ... CV, otherwise known
as functional CVs.

2. If youre an aspiring lecturer or |b. standard
researcher then this type of CV is for you.
... CVs focus on academic achievements,
research interests and specialist skills.

3. A ... CV is one of the most common | c. skills-based
types of CV used by recent graduates and
it is sometimes called a traditional CV.

4. A ... CV does not suit for all jobs and | d. academic
levels of experience. A CV must highlight
skills that match the recruiter's.

@ Before getting down to your own CV read the next
statement and answer the questions below.

“Your CV is the tool that helps you get your foot in the door
when applying for jobs. Find out how to write a good CV and
get tips and advice on what to include in your own personal
marketing document.”

Jemma Smith, British editor.

1. How can you explain the idiom “get your foot in the door”?

2. Why does Jemma Smith recommend finding out “how to write
a good CV and get tips and advice on what to include in” it?

3. Why does she call CV “your own personal marketing
document™?
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G Take a look at the example of a chronological CV
and Additional guidelines and tailor your own
CV.

Jo Smith

54 Long Street, Anytown, XP9 8JQ
jpsmith99@gmail.com

07777888999

I am a final-year maths undergraduate with customer service and
sales experience in the energy industry. As a tutor and maths
club coordinator I can explain maths concepts to all ages and
abilities. I am keen to use my maths and commercial skills to
train as an energy industry analyst.

Education
University of Birmingham (2018-2021)
BSc (Hons) Mathematics. Predicted 2:1.

Modules included mathematical modeling, mathematics in
industry, real and complex analysis and mathematical finance.

Any Town High School (2010-2017)

A-levels: maths, physics, chemistry. AS-level geography.

9 GCSEs including English language and English literature.
Employment

Inbound customer service adviser, Energex UK call centre
(2018-2020)

¢ Helping customers assess energy costs and tariffs

e Ensuring quality and compliance standards during the
switching process

e Meeting and exceeding sales targets consistently

Maths tutoring for 11+ (2017-2018)

o Assessing pupils level of maths and confidence in their
abilities

155



¢ Preparing and delivering individual lessons
¢ 100% pass rate of students

Volunteering
Coordinated Year 7 and 8 lunchtime maths club (2015-2017)

I started Maths Buzz so younger pupils could enjoy and succeed
at maths. I had to publicise the group and recruit members. I also
had to devise a programme of weekly activities. We had a
waiting list at the end of the first term and teachers reported that
pupils were achieving more in class as a result of the club.

Activities and achievements

e Anytown High School Heads' Award for School Service for
creating and running Maths Buzz
¢ Duke of Edinburgh Bronze and Silver Awards.

Sports

e Member of Birmingham University Cricket 2nd XI
¢ Captain of Anytown School Cricket 1st XI
¢ Member of Anytown Rugby Club Under 18's XV

Additional guidelines:

o First, look at any company's website and social media
accounts, find the job advert that suits you most and just then start
doing CV targeted to the role and employer.

o Keep in mind that a personal profile or personal summary, a
personal statement is essentially a blurb for your CV.

o Volunteering is worth adding to your CV, especially if it
adds weight to your skills or if it demonstrates skills and
experience that you haven't gained elsewhere.

o Avoid such mistakes as: copying and pasting ready-made
examples, poor formatting.
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TEXT 2 COVER LETTER
SCAN READING

(IScan the text and answer on how many parts it can
be divided and how these parts can be called.

HOW TO WRITE A COVER LETTER?

When it comes to finding a new job, cover letters are
possibly the most underrated part of the whole application
process. Mainly due to the fact that most of us aren’t even 100%
sure what they’re actually for. But a well written cover letter is the
perfect way to set yourself apart and help sell your application,
not to mention convince a recruiter you’re the right person for the
role.

A cover letter, also known as an application letter, is a one-
page document you send with your CV (traditionally as the front
cover). It is specifically written with the job you’re applying for in
mind — allowing you to highlight certain areas you think would
make you right for the role. So, the main purpose of a cover letter
is to support the content of your CV. While your CV focuses on
your qualifications and achievements, your cover letter expands
on those achievements, showcases your personality, and explains
why you’d be a good fit for the company.

Although they might seem old-fashioned today, cover letters
are still necessary. Your cover letter is the easiest and most
effective way to stand out from the crowd when applying for
competitive positions. It brings a something extra to the table
when you apply for a job — the employer will learn more about
you, your personality, what you actually want from the job and
gain insight as to why you’re applying. And, as your CV is
supposed to be short and sweet, your cover letter is the perfect
way to elaborate on your achievements.
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Although cover letters are a lot less rigid than CVs, there are

still some things you should always aim to include:

e Your personal details (e.g. name, address, phone number);

e  The hiring manager’s name (preferably);

e Where you found the vacancy;

e Why you’re suitable for the job;

e What you can do for the company;

e Closing statements (including thanking the recruiter for their
time).

The following information makes your cover letter
unprofessional, and may even invite discrimination from your
potential employer. You shouldn’t include in your cover letter:

e Personal information, such as family, religion, sexual
orientation, or gender;

e Salary information, such as former salary, or salary
expectations;

e Questions and inquiries, such as ones about company benefits
or job expectations. If you need to know, ask in an email outside
of your application, or during the interview process.

e Information copy-pasted from your CV, such as bullet point
sentences or skills lists.

If you lack professional experience, writing a cover letter
can seem difficult. Fortunately, employers understand that many
applicants (especially for entry-level positions) don’t have much
experience. So instead, they will judge your cover letter based on
other qualities, such as:

e Academic (and other) achievements: Do you have a degree
(bachelor’s, master’s, or Ph.D.)? What is your GPA (Grade Point
Average), and did you receive awards like Cum laude (nam. — c
omauuuem (o ounnome)), Magna cum laude (c 6onvuwum
omauuuem), or Summa cum laude (¢ Haubonvwium omauyuem)?
Did you have a scholarship?

e  Extracurricular activities: Have you done any part-time work,
or been involved in volunteering, student government, clubs,
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athletics, theater, or other activities? Do you have hobbies and
interests related to the job?

e Self-motivation and goal setting: What are your short- and
long-term goals, and how does the job you’re applying for fit in
with them?

Just remember that any of the information you include
should be relevant to the role. For instance, your theater club
experience shouldn’t be brought up in your cover letter for an
accounting job, unless you were the treasurer.

The employer may also be evaluating your application based
on the quality of your writing, so it’s even more important to take
your time when writing an entry-level cover letter.

Much like a CV, there is no one-size-fits-all format when it
comes to writing a cover letter. However, the layout will say a lot
about your approach, and your overall attention to detail. For that
reason, it definitely isn’t something that should be underestimated.
To make sure what you write is logical, to the point and easy to
read, here are some key rules to follow for your cover letter:

e Be clear and concise;

o Keep paragraphs short and direct;

e Back up any statements you make with facts & figures;

e Choose a simple professional font (10 to 12 points in size);
e Check spelling and grammar;

e Use a template.

Like any other business letter a cover letter should include
the following sections:

e Header with date and contact information;
o  Salutation or greeting;

e Opening paragraph;

e  Middle paragraph(s);

e  Closing paragraph;

e Letter ending and signature.

If you have gaps in your CV you'll need to explain these in
your cover letter. You need to account for interludes in your
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employment so a potential employer doesn't misinterpret a break
in your career history. If you approach it positively, it shouldn't be
an issue.

Reasons for gaps in your CV can include:

e going on a gap year;

 having children;

 caring for a sick relative;

« suffering from a recurring medical condition;
e redundancy.

Talk about the gap in the third or fourth paragraph of your
cover letter and explain what you did during this time and the
skills and knowledge you've learned from the experience. Finish
by demonstrating your enthusiasm for the position and add that
you're now ready to focus on your career.

When writing your cover letter closing, be polite, confident,
and continue to sell yourself as the best candidate for the job. It’s
important to write your final paragraph thoughtfully and
strategically, so be sure to:

e Thank the hiring manager for reviewing your application;

e  Summarize why you’d be a good hire;

e Restate your excitement about the job opportunity;

o Politely ask the reader to send you an invitation to interview.

When introducing your work history, professional skills,
and personal interest in applying for a job, give your cover letter a
unique visual format. This can help you stand out even more from
other candidates in a positive way. Just be sure that the unique
format you use is appropriate for the company you’re applying to
and their industry.

(Z Scan the whole text once again and locate
answers to the following questions.

1. What is a Cover Letter?
A. A part ofa CV.
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B. A separate business document.
C. There is no information about it in the text.

2. What is the main purpose of a cover letter?
A. There is no information about it in the text.
B. To develop the content of your CV.

C. To ask about invitation to interview.

3. Why is it important to write a cover letter?

A. There is no information about it in the text.

B. It is the easiest and most effective way to stand out from the
plenty of other applicants.

C. It is not so important.

4. What information shouldn’t be included in your cover
letter?

A. About what you can do for the company.

B. About where you found the vacancy.

C. About salary.

5. How should you start the letter?

A. “Dear Sir/Madam”

B. “Dear Hiring manager’s or recruiter’s name”.
C. “To Whom It May Concern”.

6. Does a cover letter follow any particular formatting rules?
A. There is no information about it in the text.

B. No, it doesn’t. But your layout will be evaluated.

C. Yes, it does.

7. How long should a cover letter be?

A. No longer than one page of A4.

B. The longer the better.

C. It depends on the applicant’s experience.
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Read about Job Search Email Etiquette and match
the given subtitles (A-F) to the paragraphs (1-8).

A. Where to Send Your Email Message
B. Email Message Content

C. Include an Email Signature

D. Your Email Account

E. Email Subject Line

F. Send a Test Message

G. Double Check Your Email Message
H. Email Subject Line Examples

Job Search Email Etiquette

When you are using email to job search, it's important that
all your communications are as professional as they would be if
you were writing an old-fashioned paper letter.

Here's information on all you need to know about job search
email etiquette including what to include in your job search
emails, how to format your email, and how to make sure your
email message is read.

In general, your email messages should include words, not
acronyms or slang, full sentences, paragraphs, and detailed
information on who you are and why you are sending the email.

The email account you send your messages from, having a
Subject Line completed, the files you attach, and your signature
are important, as well.

1

Make sure you have an email account name that is
appropriate for business use, i.e. firstname.lastname@gmail.com.
There are a variety of free web-based email account, like Gmail
and Yahoo, that you can use. It also makes sense to set up an
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email account just for job searching, so your professional email
doesn't get mixed in with your personal mail.

2

When possible, send your email to a contact person, rather
than a general email box. Send a copy to yourself, so you have a
record of the emails you have sent and the jobs you have applied
to.

3

Your email message needs a Subject Line. If it's blank it's
probably going to end up in a Spam mailbox or being deleted.
Make sure you list the position you are applying for in the Subject
Line of your email message, so the employer is clear as to what
job you are applying for.

4

Subject Line: Communications Director Position
Subject Line: Marketing Associate Position / Your Name

5

If you have a contact person, address your email to Dear Mr.
/ Ms. LastName. If you don't, address your email to Dear Hiring
Manager or simply start with the first paragraph of your message.

When you're applying for a job via email, copy and paste
your cover letter into the email message or write your cover letter
in the body of an email message. If the job posting asks you to
send your resume as an attachment, send your resume as a PDF or
a Word document.

When you're inquiring about available positions or
networking, be clear about why you are writing and the purpose of
your email message.
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6

Include an email signature with your contact information, so
it's easy for the hiring manager to get in touch with you. Including
a link to your LinkedIn profile is a good way to give the hiring
manager more information on your skills and abilities.

7

Make sure you spell check and check your grammar and
capitalization. They are just as important in an email cover letter
as in paper cover letters.

8

Before you actually send your email, send the message to
yourself first to test that the formatting works. If everything looks
good, resend to the employer.

after Alison Doyle

Agree or disagree according to the content of the
text from the previous exercise. Give your reason.

1. It is important that you format your letter in a professional way.
2. Abbreviations and argo are recommended to be widely used.

3. Signatures are least significant parts of a letter.

4. People typically use the same account for business and private
correspondence.

5. Always use a general email box when corresponding on
business.

6. Emails with empty subject line are eventually eradicated as
spam.

7. An email signature is an image of your signature in
handwriting.

8. Your text does not need to be word perfect when you use an
email.
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(3 Before writing the Cover Letter to your CV study
the given Cover Letter template.

Dear ...,

I am writing to express my interest in the opening for an
administrative assistant at {name of company].

I am drawn to this opportunity for several reasons. First, [
have a proven track record of success in administrative roles,
most recently in my current job as an administrative coordinator.
A highlight from my time here was when I proactively stepped in
to coordinate a summit for our senior leaders last year. [
arranged travel and accommodation for a group of 15 executives
from across the company, organized meals and activities,
collaborated with our internal events team, and ensured that
everything ran according to schedule over the two-day summit.
Due to the positive feedback I received afterward, I have been
given the responsibility of doubling the number of attendees for
the event this year and leading an internal team to get the job
done.

I am also attracted to this role because of the growth
opportunities that “Name of company” provides. The research
that I've done on your company culture has shown me that there
are ample opportunities for self-motivated individuals like me. A
high level of organization and attention to detail are second
nature to me, and I'm eager to apply these skills in new and
challenging environments.

1 look forward to sharing more details of my experience and
motivations with you. Thank you for your consideration.

Sincerely, {your name}
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SECTION 2

BUSINESS ETHICS

TEXT 1 ETHICS IN BUSINESS
COMMUNICATION

SCAN READING

(I Scan through the text quickly and find the English
equivalents to Russian phrases.

Hexommepueckue — opeanuzayuu,  ykpenums  OU3Hec,
NPUOEPAUCUBAMBCA  IMUYECKUX CMAHOAPMO8, KOPHOPAMUBHAsL
KYIbmypa, pacnpocmpaneHHoe 3a0ydicoenue, YHUZUMENbHbIL U
OCKOpOUmeNbHbIL, A6HLIL U OMKPBLIMbIL, OCHOBAHHbIU HA
gocnpusmuu, Gopma oOweHUs UTU HCECMbl, MENHCIUYHOCINHOE
gzaumooericmeue, ociabums dusnec.

Every business is dependent on effective ethical
communication. It is what makes new policy in government,
raises money for nonprofit organizations and strengthens a
business. Business communication occurs any time a message is
given or received, whether it's verbal or nonverbal, between two
businesses, a business and its employees or a business and the
public. The messages sent and received by a business need to
follow ethical norms that don't offend or make individuals feel
uncomfortable.

Ethics in business communication means that the
communication must include the application of ethical standards.
It should be followed both in addressing management of the
organization to the employees, and the employees to the

166



customers and suppliers, or between the organization as a whole
and the outside.

The communication within an organization should be
structured in such a way that the information may flow from the
top to the bottom through the human resource department. The
management must be as clear as possible in the way they deal
with their employees by communicating to them on the reasons
for certain actions and expectations. If the company has declared a
large profit, for example, the management must share the bonus in
an equitable manner among the various employees or
communicate to them the reason for not doing so.

Ethical business communication holds great significance on
three main fronts: business-to-business, business to employees
and business to the public. An example of the first type is between
a business and its suppliers or distributors. The second is
organizational communication within the business itself, how the
leadership communicates with the employees. Lastly,
communication with the public is how the business develops its
public image.

The primary function of ethical business communication is
to send and receive messages in a neutral, non-offensive manner.
Ethical effective communication skills in business strengthen its
corporate culture, resulting in a more attractive bottom line. When
communication does not adhere to ethical standards, the
consequences can include unhappy employees, a poor public
image and a decrease in the bottom line. Ethical business
communication is intended to care for the emotional and
perceptive needs of its employees and customers.

A common  misconception  concerning ethical
communication in business is that most unethical communication
is obvious and overt. True unethical communication is based on
perception. If a person or a group of people perceive or interpret
certain actions or words to be discriminatory or offensive, the
communication can be considered unethical. The same is true with
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interpersonal interactions between employees. If a particular form
of communication or gesture is offensive to another employee, it
can be categorized as unethical.

So, the purpose of ethical communication in business is to
protect, respect and maintain a good public image. The
communication in any business is for maintaining order and the
proper image with its employees and society.

And of course, there are many consequences of unethical
business communication. A business may have an outstanding
product or service, but if it doesn't communicate well with its
customers, they will not be satisfied, and this can weaken the
business/customer relationship. Everything in business rises and
falls on communication. When ethical communication is lacking,
moral, corporate image and motivation will lack as well. Each of
these elements affects the spirit of the employees.

Read the whole text once again and locate answers
to the following questions.

1. Why is it considered that every business is dependent on
effective ethical communication?

A. Ethical communication occurs any time a message is given or
received.

B. It strengthens a business, making new policy in government
and raising money for nonprofit organizations.

C. The messages sent and received by a business need to follow
ethical norms.

2. Ethics, when or where should it be followed in business
communication?

A. While communicating the management of the organization to
the employees.
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B. In communication between the employees and the customers
and suppliers, that means the organization as a whole and the
outside.

C. In all the above cases.

3. In what way should the information flow from the top to the
bottom of the organization?

A. Directly from the management of the organization to the
employees.

B. Through the human resource department.

C. It shouldn’t flow from the top to the bottom of the organization.

4. So, on how many main fronts does ethical business
communication hold great significance? And what are they?

A. Two.
B. Three.
C. Four.

S. What is the primary function of ethical business
communication?

A. To maintain a good public image.

B. To raise the motivation of employees.

C. To send and receive messages in a neutral, non-offensive
manner.

6. What is the main purpose of ethical communication in
business?

A. To get unhappy employees and a poor public image.

B. To keep a good public image.

C. To care for the emotional and perceptive needs of employees
and customers.
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7. What may be the consequences to unethical business

communication?

A. A weaker business and customer relationship.
B. An outstanding product or service.
C. A strong a business with a large profit.

Mark the keywords of each paragraph. State the
main ideas of them.

Which sentence gives the main idea of the entire

text?

Write an annotation of the text using some helpful
phrases to your choice.

To begin

The text presents an outlook of ...
The text gives information about ...
The text touches upon ...

To continue

Much attention is given/paid to ...

In accordance with the text ...

According to the text ....

It’s informed that ...

It’s pointed out that ...

It is shown that ...

The importance of ... is emphasized in the text.

To conclude

It should be remembered (noted, mentioned)

The target reader of the text ...

The text is addressed to ...
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TEXT 2 BUSINESS ETHICS

GET READY!

Read the following quotes. What do you think the
authors mean by these statements? Do you agree
or disagree? Give reasons to support your
opinion.

a “Educating the mind without educating the heart is no
education at all”.

Aristotle

b “A man without ethics is a wild beast loosed upon this
world”.

Albert Camus

of the BUSINESS ETHICS components. Use them
in the sentences of your own.

% RESPONSIBILITY TRUST

MORALITY '\‘/ \,_L
>/ \< BEHAVIOR

.ﬁ‘;jif\ =
o i

CHOICE RELATIONSHIP

(Z Study the picture below; translate and define each
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READING FOR DETAILED INFORMATION
ETHICAL ISSUES

Ethics is the system of moral principles, rules of conduct
and morality of choices that individuals make. Business ethics is
the application of moral standards to business situations. Business
ethics has become a matter of public concern. All business people
face ethical issues daily, and they stem from a variety of sources.
Although some types of issues arise infrequently, others occur
regularly. Let’s take a closer look at several ethical issues.

1. Fairness and Honesty. Fairness and honesty are at the
heart of business ethics. Simply put, honesty means being truthful
with ourselves and with others. It means caring enough about
others not to mislead them for personal benefit. It means facing up
to our mistakes, even when we have to admit them to others or
when they may get us into trouble. Fairness means acting in. So,
besides obeying all laws and regulations, business people should
refrain from deceiving, misrepresenting, or intimidating others.

2. Organizational Relationships. A businessperson may be
tempted to place his or her personal welfare above the welfare of
the organization. Relationships with customers and coworkers
often create ethical problems — since confidential information
should be secret and all obligations should be honored. Unethical
behavior in these areas includes not meeting one's obligations in a
mutual agreement, and pressuring others to behave unethically.

3. Conflict of Interest. Conflict of interest results when a
businessperson takes advantage of a situation for his or her own
personal interest rather than for the employer's or organization's
interest. Such conflict may occur when payments and gifts make
their way into business deals. A wise rule to remember is that
anything given to a person that might unfairly influence that
person's business decision is a bribe, and all bribes are unethical.
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4. Communications. Business communications, especially
advertising, can present ethical questions. False and misleading
advertising is illegal and unethical, and it can infuriate customers.
Sponsors of advertisements aimed at children must be especially
careful to avoid misleading messages. Advertisers of health-
related products must also take precautions against deception.

5. Relationships. Business ethics involve relationships
between a firm and its investors, customers, employees, creditors,
and competitors. Each group has specific concerns, and each
exerts some type of pressure on management.

Investors want management to make financial decisions that
will boost sales, profits, and returns on their investments.

Customers expect a firm's products to be safe, reliable, and
reasonably priced.

Employees want to be treated fairly in hiring, promotion,
and compensation.

Creditors require bills to be paid in time and the accounting
information furnished by the firm to be accurate.

Competitors expect the firm's marketing activities to portray
its products truthfully.

6. Codes of business ethics. Although there are exceptions,
it is relatively easy for management to respond in an ethical
manner when business is good and profit is high. However,
concern for ethics can dwindle under the pressure of low or
declining profit. In such circumstances, ethical behavior may be
compromised.

Expanding international trade has also led to an ethical
dilemma for many firms operating in countries where bribes and
payoffs are an accepted part of business. Some agencies have
prosecuted several companies for “illegal payoffs”, in spite of the
fact that there is yet no international code of business ethics. Until
stronger international laws or ethics codes are in place, such cases
will be difficult to investigate and effective prosecution is not
possible.
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7. The ethics of decision-making. When no company
policy exists, a quick check if behavior is ethical is to see if others
(coworkers, customers, suppliers, and the like) approve of it.
Openness will often create trust and help build solid business
relationships. What affects a person's inclination to make either
ethical or unethical decisions is not entirely clear.

Three general sets of factors influence the ethics of
decision-making. First, an individual's wvalues, attitudes,
experiences, and knowledge influence decision-making. Second,
the absence of an employer's official code of ethics may indirectly
encourage unethical decisions. Third, the behaviors and values of
others, such as coworkers, supervisors, and company officials,
affect the ethics of a person.

8. Business ethics and etiquette. There is some difference
between business ethics and etiquette. Etiquette means rules for
formal relations or polite social behavior among people in a
society or a profession.

If you are a manager, you should stick to the following rules
in your everyday activities:

1) Don't order, ask and be polite.

2) Remember that people work with you, not for you. They like
to be treated as associates, not slaves.

3) Keep your promises, both important and less important ones.

4) Criticize, if you must, only in private and do it objectively.
Never criticize anyone in public or in anger.

5) You should say “Good morning” when you come in, and
“‘Please’” and “Thank you” at every opportunity.

Nowadays big and small companies are slowly realizing the
importance of ethics in business because it is crucial for them to
succeed. A successful company must understand that trust and
respect in relations with employees, customers and partners are
vital to its business, as they are considered their life and blood.
Unsatisfied, they can definitely harm any company that no one
would want.
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TARGET VOCABULARY

aim (at) (v)

30. TIpeIHa3HAYaTh (1J1s1)

boost (V) MTOBBIIIATH

bribe (n) B3SITKA

code (n) KOJICKC

concern (n) MHTEpec, 3a00Ta

deal (n) ceJKa

deceive (v) HaMEepPEHHO BBOJUTH B 3a0JIyKICHHE
deception (n) oOMaH, BBeJICHHE B 3201y /ICHHE
decline (v) MTOHUKATHCS

dwindle (v) YMEHBIIIAThCS, YXYALUIAThCs
encourage (V) MOOIIPSIThH

exert (V) OKa3bIBaTh (JIaBICHUE)

furnish (v) MIPEAOCTABIISITh

honor (v) c00JIt0/1aTh, BBITTOTHATH
inclination (n) CKJIOHHOCTh

infuriate (v) IIPUBOJIUTH B IPOCTh

intimidate (v) 3alyruBaTh

make way (v) IIPOHUKATH

mislead (v)

BBOIUTH B 33.6HY)KI[CHI/IG, 00OMaHBIBAaTh

misrepresent (V)

MNPCACTABJIATDH B JIOJKHOM CBCTC

payoff (n)

OoIuIaTa, BO3HAIrpaxxXJCHUC

prosecute (V)

npeciacaoBaTb B Cy,ZlC6HOM nopAIKe,
IPUBJICKATH K OTBCTCTBCHHOCTHU

refrain (from) (v)

BO3JIEp>KUBAThHCS (0T)

return (on) (v)

otnaya (0T)

stem (V) BO3HUKATh, TPOUCXOJHUTH

stick (to) (v) MIPHUIEPKUBATHCA (4eT0-1T100)

take precautions (V) | IPUHATH MEPHI MPEJOCTOPOKHOCTH
tempt (v) co0a3HATh, UCKYIIATh

treat (v) 30. 00pamarbcsi, 00XOTUTHCS C
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LANGUAGE IN USE

Match the columns A and B to translate the words
from the text.

A B

1. tempt a. 1oBepue

2. refrain (from) b. mpeAcTaBIATH B JTOKHOM
CBETE

3. coworker C. B3fTKa

4. stick (to) d. cobna3HsATh, UCKYIIATh

5. gift €. oOmMaH

6. deceive f. npunepxuBaThCs (yero-
160)

7. advertiser g. KoJjgera

8. intimidate h. HaMepeHHO BBOJWTH B
3a0IyKaeHne

9. bribe 1. IPUBOAMTH B SIPOCTh

10. misrepresent J- BO3JEpKUBATHCS (OT)

1. trust k. cknonHOCTH

12. stem 1. 3amyruBaTh

13. deception m. pexjIaMmoaaTenb

14. inclination n. MOJapoK

15. infuriate 0. BO3HUKATh

(Z Translate the missing words to make word
combinations.

Ilpasuna of conduct, npaecmeennocms of choices, ethical
npoonemwl, cnpageonusocmsv and honesty, 3akonst and
regulations, sauunoe welfare, unethical noeedenue, mutual
coznawmenue, business coenka, low and declining npuéwvins,
misleading coo6uienue, health-related npodykm, illegal epyuenue
63amku, omoaua on the investment, ¢3amku and gifts, mounasn
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accounting information, meet oéa3amenscmea, international
mopezoens, effective cydedbnoe npecneoosanue, d6ezonacnuiii and
reliable products, npedocmoposcnocms against deception.

Find the adjectives in the text which are used with
(Z the following nouns. Make up your own story with
6-7 of the obtained phrases.

People // issue // concern // behavior // agreement // interest //
messages // product // prosecution // trade // welfare // decisions //
information // deal // profit // relations // promises // company.

(Z Choose the correct words, read and translate the
sentences.

1. Business ethics is the application of moral / legal standards to
business situations.

2. All business people face / exert ethical issues daily.

3. Honesty means caring enough about others not to mislead /
honor them for personal benefit.

4. Business people should hire / obey all laws and regulations.

5. Ethical behavior includes furnishing / meeting one's
obligations in a mutual agreement.

6. False and misleading advertising is illegal and unethical, and it
can infuriate / encourage customers.

7. Expanding / declining international trade has also led to an
ethical dilemma for many firms.

8. What affects / prosecutes a person's inclination to make either
ethical or unethical decisions is not entirely clear.

9. Unsatisfied employees or customers can definitely stem / harm
any company that no one would want.

(3 Fill in the blanks choosing from the given words.
Some of them should be chosen twice.
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a) welfare  b) concerns  c) honesty

d) bribe(s) e) payoffs f) unethical
g)illegal  h) misleading i) intimidating
Jj) advantage k) fairly 1) compensation

1. Fairness and in business are two important ethical

2. A businessperson may be tempted to place his / her personal
above the of others.

3. A conflict of interest results when a businessperson takes
of a situation for his or her own personal interest.

4. Anything given to a person that might unfairly influence that

person's business decision is a .

5. Business people should refrain from deceiving,

misrepresenting, or others.

6. Employees want to be treated in hiring, promotion, and

7. Government agencies have prosecuted several companies for

payoffs.
8. False and advertising is illegal and
9. There are some countries where and are an

accepted part of business.

@ Choose the odd word in each group of words and
explain your choice.

1) intimidating // misrepresenting // misleading // deceiving //
obeying

2) creditors // customers // investors // employees // competitors

3) polite // harmful // truthful // trustful // fair // honest

4) respect // honor // investigate // stick to // refrain from
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Fill in the word-building table and use the words
in your own phrases.

VERB NOUN ADJECTIVE
application
incline
tempted
behavior
employ
aimed
advertiser
operate
prosecution

Match the words in the box with their definitions.

1. Etiquette

a) ... the customary behavior of members of a
profession, business, law, or sports team
towards each other.

2. Ethics b) ... the standards that govern the conduct of
a person, especially a member of a profession.

3. Decline c) ... to move downwards, to fall, to drop.

4. Dwindle d) ... to become smaller, diminish, reduce in
size or intensity.

5. Truthful e) ... honest, and always telling the truth.

6. Trust f) ... confidence in or reliance on some
person or quality.

7. Bribe g) ... something (usually money) given in

exchange for influence or as an inducement to
dishonesty.
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SPEAKING

(I Ask the following questions to your partner:

1. What are two important ethical concerns?

2. What does unethical behavior in relationships with customers
and coworkers include?

3. What can you say about false and misleading advertising?

4. What do investors want in their relationships with
management?

5. What do employees want in their relationships with
management?

6. When is it easier for management to respond in an ethical
manner?

7. Why is effective prosecution of “illegal payoffs” difficult in
international trade?

8. State three general sets of factors that influence the ethics of
decision making.

9. What is the difference between ethics and etiquette?

10. Should a manager stick to certain rules of etiquette in one’s
everyday activities and why?

11. What are the most important rules from your point of view?

Agree or disagree with the following statements.
Explain why.

a. Business ethics is not a matter of public concern.

b. In business, ethical issues stem infrequently.

c. Fairness and honesty in business mean obeying all laws and
regulations, and refraining from deceiving, misrepresenting, or
intimidating others.
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d. It is unethical when a businessperson is tempted to place his or
her personal welfare above the welfare of the organization.

e. Competitors want to be treated fairly in hiring, promotion, and
compensation.

f. Customers want management to make financial decisions that
will boost sales, profits, and returns on their investments.

g. When business is good and profit is high, ethical behavior may
be easily compromised.

h. Concern for ethics can dwindle under the pressure of low or
declining profit.

1. When strong international laws or ethics codes are in place, it is
difficult to investigate and effective prosecute unethical behavior
in business.

j- Openness always creates trust and helps build solid business
relationships.

k. Four general sets of factors influence the ethics of decision-
making.

1. Business ethics is crucial for companies to succeed.

G Speak on ethical behavior of an ideal manager
and the rules of etiquette one should stick to.

Use some opinion phrases.

&

(D Speaking personally, I think that ...
My view is that...

As I seeit...

It would seem to me that...
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WRITING

Match the sentence beginnings (I) with the correct
endings (II).

I

1) Business ethics is the application of ...

2) Fairness and honesty in business are ...

3) Ethical behavior includes meeting one's obligations ...

4) Conflict of interest may occur when payments and gifts ...

5) Some companies are being prosecuted ...

6) False and misleading advertising ...

7) Business ethics involve relationships between a firm and its ...
8) Openness will often create trust and ...

11

a) ... in a mutual agreement.

b) ... for “illegal payoffs”.

c) ... is illegal and unethical.

d) ... moral standards to business situations.

e) ... investors, customers, creditors employees and competitors.
f) ... help build solid business relationships.

g) ... happen in business deals.

h) ... two important ethical concerns.

Suppose you are taking part in the Conference
“Business ethics and company’s success”. Write
your report. Give it a title.

NB! Stick to the structure: INTRODUCTION
BODY
CONCLUSION
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TEXT 3 NEGOTIATION ETHICS

GET READY!

Answer the questions expressing your own
opinion.

1. According to the title of the text, what will it be about?

2. What do you think about this theme in general?

3. Have you ever read any articles on this theme? Were they
fascinating or scientifically vital to you?

(Z Match the words with their definitions.

1. Negotiation | a) ... to damage or compromise.

2. Bargain b) ... discussion aimed at reaching an
agreement.

3. Counterpart | c) ... agreement between two or more parties
as to what each party will do for the other.

4. Tarnish d) ... a person holding a position or
performing a function that corresponds to that
of another person or firm.

(Z Fill in the gaps with the words from the previous
exercise.

1. The minister held talks with his French .

2. on this matter have already been going on.

3. What guarantee do I have that you'll keep up your end of the
?

4. The shameful actions of some individuals the efforts

of many others.
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READING FOR DETAILED INFORMATION
NEGOTIATION ETHICS

The popular book, “Getting to Yes: Negotiating Agreement
Without Giving In,” by William Ury and Roger Fisher defines
negotiation as “back-and-forth communication designed to reach
an agreement when you and the other side have some interests that
are shared and others that are opposed.”

Knowing the norms of ethics and negotiation can be useful
whether you’re negotiating for yourself or on behalf of someone
else. Each ethical case you come up against will have its own
twists and nuances, but there a few principles that negotiators
should keep in mind while at the bargaining table. Here are some
tips to help you negotiate with confidence and integrity, and
succeed:

Good reputation

Anyone who has negotiated a high value deal knows very
well that reputation is extremely important because it helps earn
the trust of the other party. They will be less eager to do business
with you if you have a bad reputation. At the same time, if you are
reputable when it comes to being honest, fair and are eager to do
the right thing, then it will be easy to reach a compromise so that
both parties can benefit from the same deal.

It is important to note that building up a reputation is not
easy and does not happen overnight. It takes a considerable
amount of efforts to gain the respect of others but only a few
words could tarnish that completely. Therefore, it is important to
think twice before saying something during a hard negotiation.

Honesty is the best policy

If the other party knows that you are not being honest then it
will certainly affect future negotiations; in case the other party
forgets to do an invoice or makes a mistake in making one, you
should definitely let them know as soon as possible. This will
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build a strong bond between you and the other party. Mistrust is
the kiss of death in business.

Honor your promises. Whatever you decide to commit to
in a negotiation, ensure you do what you say you will. Your
reputation and your organization’s reputation are at stake.

It is easy to make promises but following up may not be that
simple. Sometimes when some negotiators are too eager to seal
the deal, they could make promises that they cannot keep. Avoid
such promises if possible. Try your best to keep your word.

Have more than one option

Planning for negotiations leads to confidence, which
produces more effective negotiations. Things may not go exactly
as you have planned and the other party may not like what you
have to offer. So going in with several options will help both you
and the other party achieve your goals. It is very important to
make sure that both you and your counterpart are bringing ethical
options to the table.

There are negotiators who offer one-sided deals and do not
settle for another option. Always be prepared to walk out if
necessary. You should not accept a deal, which looks unethical to
you.

The word “no”

Do not avoid the word “no” just because it may create an
adversarial relationship between you and your counterpart. Some
have no problem looking at the other party in the eye and saying
“no” but many people try to avoid the word and end up agreeing
to a decision they later regret. Do not accept a deal that does not
seem ethical to you as not having the ability to say “no” is a great
weakness.

Do not give in to unethical actions ignoring the law. If you
are unsure about a certain part of the negotiation following the
law, then look it up. In business, it is always best to be honest. If
your counterpart does not seem trustworthy — you can always
walk away, remember that.
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TARGET VOCABULARY

accept (V) 30. TIPUHSTH, COTJACUTHCS

adversarial (adj) HETaTUBHBIN;
KOH(POHTAIMOHHBIN

at stake (adv) Ha KOHY

avoid (v) n3berathb

back-and-forth (adj) JBYCTOPOHHUM

bargain (n); (v) JIOTOBOP, CAEINKA;
JIOTOBAPUBATHCS

bond (n) CBSI3b

commit to (V)

30. B35Th Ha ce0s1, 00s3aThCs

counterpart (n)

IIapTHEP Ha NIEPEroBOpax

eager (adj) KaKIYLIUH, CTpEMALINICS
be eager rOpEeTh KEeJTaHUEM

earn (V) 30. 3aCITy)KUTh, 3aBOCBATh

give in (to) II0/1/1aBaThCsl, YCTYNATh

integrity (n) YECTHOCTh

look up (v) HAaBECTH CIPABKH, YTOUHUTH

negotiate (V)

BCCTU NCPCTOBOPLI

one-sided (adj)

OJIHOCTOPOHHUH, 0 THOOOKUI1

option (n)

BapUaHT

overnight (adv)

B OJHOYAChC

regret (n); (v)

COXKaJICHUC, COXKAJICTh

reputable (adj) yYBa)Kae€Mblil, aBTOPUTETHBIH,
C XOpOILIEH pernyTanuen

seal (the deal) (v) 3aKJIIOUUTH (CIIENKY)

share (v) pa3ziensiTh

tarnish (v) 3amnsiTHaTh, OYEPHUTb,
ONIOPOYHUTH

trustworthy (adj) 3aCIyKUBAIOIUI JOBEPUS

walk away/out (v)

YUTH
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LANGUAGE IN USE

Give the Russian equivalents to the words or
phrases from the text.
9

Negotiations // back-and-forth communication //
bargaining table // to share interests // to have own twists
and nuances // counterpart // to earn the trust // to gain
the respect // reach an agreement // build up a reputation
// mistrust // to be at stake // high value deal.

S)

(Z Use a word from the left and a word from the
right to make up possible word combinations.

A B
1. tarnish a. promises
2. adversarial b. a compromise
3. seal c. one’s word
4. reach d. relationship
5. make e. bond
6. keep f. reputation
7. strong g. the deal

@ Choose the best word to complete each sentence.

1. It is extremely important to have a good / bad reputation.

2. Good reputation helps earn the trust / mistrust of the other
party.

3. Only a few words could tarnish / build a good reputation.

4. Honesty / Mistrust is the kiss of death in business.

187



5. When you are eager to seal the deal, don’t make bargains /
promises that you cannot keep.

6. Negotiators should prepare not one but several ethical options /
promises.

7. Not having the ability to say “no” is a great weakness /
strength.

@Match the words in the box with their definitions.

1. Negotiate | a) ... to give an affirmative reply to; respond
favorably to smth.

2. Tarnish b) ... to feel sorry about something that has
happened.

3. Accept c) ... to bring to a successful end; to gain with
effort.

4. Regret d) ... to receive an advantage, help or aid from
something.

5. Achieve e) ... to do something in such a way that it
does not happen.

6. Avoid f) ... to soil, sully damage or compromise, is
used metaphorically.

7. Benefit g) ... to discuss the terms of an arrangement.

GComplete the sentences below with some verbs
from the upper box.

1.  While negotiating one  should any
misunderstandings.

2. When trade is fair, when both buyer and seller ,
everybody can prosper and earn a decent living.

3. Sometimes people do things they later.
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4. “I do not mean to ask you to anything without
reasonable ground for it”, he said.

5. And how do you hope to this?

6. At the negotiations he didn't do anything to the
reputation of his firm.

@ Find in the box the synonyms to the words in bold
to complete the sentences.

@
0 a) integrity b) reputable c) party
d) deal e)counterpart f) adversarial g)
trustworthy

J

—/
1. It's always better to negotiate in less inhospitable

circumstances.

2. “Now, there are nobody at the company who once to be
reliable,” she said.

3. It is known that to succeed at the bargaining table one should
negotiate with confidence and honesty.

4. When the negotiations reached the end each side got pleased
with the bargain.

5. It is normal that the negotiators have some common interests,
while others are opposite.

6. No one honorable lawyer will defend an unethical deal.

(I Use the words given in capital letters to form new
ones for filling in the gaps in the same lines.

1. If you do not make your payments on | TARNISH
time, your good name may be
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2. Finally, we must continue to be | NEGOTIATE

engaged in serious on this

matter.

3. It was the most person I | REPUTATION
have ever known or heard about.

4. A very well-known and RESPECT
professor has come to take part in the

conference.

5. The final was reached | AGREE
only at the end of the third hour of
negotiations.

6. The company's reputation was badly | ETHICS
tarnished by the actions of

one employee.

7. If negotiators are honest and fair and | SEAL / BENEFIT
are eager to do the right thing, the
deal will be

for both parties.
Fill in the word-building table and use the words in
your own phrases.
VERB NOUN ADJECTIVE
communication
negotiate
useful
confidence
design
considerable
agreement
succeed
ignoring
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SPEAKING

(I Agree or disagree. Give your reason.

1. Business people will be less eager to do business with you if
you have a good reputation.

2. If the compromise is reached, both parties can benefit from the
same deal.

3. It does not take a considerable amount of efforts to gain the
respect of others.

4. In the negotiations, it is extremely important to build a strong
bond between you and the other party.

5. The negotiators should avoid such promises they cannot keep.
6. It is very important to offer only ethical options in the
negotiations.

7. You should accept a deal, even if it looks unethical to you.

8. For negotiator, having the ability to say “no” is a great
weakness.

(Z Ask the following questions to your partner:

. What are negotiations?

. What are the compounds of negotiation ethics?

. Why is reputation extremely important?

. Is building up a reputation an easy thing? Why?

. What could tarnish reputation?

. What could affect negotiations negatively / positively?

. When could some negotiators make promises that they cannot
keep?

8. Why should the counterparts have more than one option to
discuss?

9. What deal is considered unethical?
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10. What should you do when you are offered unethical deal?

G Comment on the following idioms:

1. “Keep your word”.
2. “Mistrust is the kiss of death”.
3. “Honesty is the best policy”.

Find the nouns in the text which are used with the
(Z following adjectives. Make up your own story
with 6-7 of the obtained phrases.

Honest // unethical // one-sided // ethical // good //
trustworthy // reputable // hard // bad.

Where can you use the represented in the text
information? Is it helpful in your studying?

&

(O Speaking personally I think that ...
My view is that...
As Iseeit...
It would seem to me that...
J
—/

Use some opinion phrases.
@ Can you confirm information given in the text?

Tell us about a real-life situation that you have
heard about.
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WRITING

Match the sentence beginnings (I) with the correct
endings (II).

I
1) Reputation is extremely important because ...
2) If you are reputable ...
3) Building up a reputation is not easy and ...
4) It is important to think twice ...
5) Do not avoid the word “no” just because ...
6) It is easy to make promises ...
7) Having several options ...
8) In business, it is always best to be honest ...

II
a) ... does not happen overnight.
b) ... even if your counterpart does not seem that trustworthy.
c) ... it may create adversarial relationships between you and your
counterpart.
d) ... it will be easy to reach a compromise.
e) ... it helps earn the trust of the other party.
f) ... before saying something during a hard negotiation.
g) ... but following up may not be that simple.
h) ... will help negotiators achieve their goals.

Write an internet article connected to the theme
(I expressing your own ideas of running honest and
fair business negotiations. Give it a title.

NB! Stick to the structure: INTRODUCTION
BODY
CONCLUSION

193



TEXT 4 TELEPHONING ETHICS

GET READY!

Answer the questions expressing your own
opinion?

1. Have you ever thought this theme is very important? Why?

2. How often do you speak on the phone?

3. Do you personally think about ethics while speaking on the
phone? Why?

(Z Match the words with their definitions.

1. Enunciate | a) ... a type of language that consists of words
and phrases that are regarded as very informal.
2. Slang b) ... feeling or showing extreme anger.

3. Irate c) ... arrange for (something) to take place at a
time later than that first scheduled.

4. Postpone | d) ... say or pronounce clearly articulating the
words.

G Fill in the gaps with the words from the previous

exercise.
1. Mary presented a provocative thesis: * is
becoming the new English.”
2. They arranged to the ceremonies for two hours.

3. When that was published in a magazine I got an

letter from my uncle.

4. I want you to read this and I want you to every
word just as if the marbles were not in your mouth.
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READING FOR DETAILED INFORMATION
TELEPHONING ETHICS

In business, telephone etiquette is an important facet of
communication, since you represent not only yourself, but also the
whole company. Remembering to use proper telephone etiquette,
whether answering or making calls, leaves your respondents with
a favorable impression of you, and the organization you represent.
The following thumb rules will be helpful in making your phone
conversations more effective.

o Using phrases such as “thank you” and “please” is essential
in displaying a professional atmosphere.

e Listen actively and listen to others without interrupting.

e One should never use slang when speaking to a caller.
Swear words should also never be used.

» Do not answer the phone when eating, chewing, or drinking.

e Try to answer the phone within three rings. Answering a
phone too fast can catch the caller off-guard and waiting too long
can make the caller angry.

e Answer with a friendly greeting. (e.g.: “Good Afternoon,
Cypress Tech, Jim speaking, how may I help you?”).

e Smile, it is seen, even through the phone lines; speak in a
pleasant tone of voice, the caller will appreciate it. In addition, for
clarity, the telephone should be held at a distance of two fingers
from the mouth.

e Ask the callers for their names, even if the name is not
necessary for the call. This shows you have taken an interest in
them.

o If the caller has reached a wrong number, be courteous.
Sometimes a caller is transferred all over the organization with a
simple question and gets frustrated. If possible, take the time to
find out where he should be calling / to whom he should be
speaking.
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e When you call someone and they answer the phone, do not
say, “Who am I speaking with?” without first identifying yourself:
(e.g.: “This is Jim from Cypress Tech. To whom am I speaking?”)

e Always clearly enunciate the purpose of your call.

e When you reach a wrong number, don't argue with the
person who answered the call or keep them on the line. Say: “I'm
sorry, I must have the wrong number. Please excuse the
interruption”, and then hang up.

o If you told a person you would call at a certain time, call
them as you promised. If you need to delay the conversation, call
to postpone it, but do not make the other person wait around for
your call.

e Speaking to rude or impatient callers stay calm. Try to
remain diplomatic and polite. Getting angry will only make them
angrier.

» Always show willingness to resolve the problem or conflict.

e Try to think like the caller. Remember, their problems and
concerns are important.

 Always, be willing to handle irate callers. Speak slowly and
calmly. Be firm with your answers, but understanding. Sometimes
the irate caller just wants someone in a supervisory capacity to
listen to their story even if you are unable to help them.

There are several ways that you can end a long phone call
without making up a story or sounding rude:

e End on an “up” note.

o Tell the person how much you have enjoyed speaking with
him / her.

e Before hanging up, be sure that you have answered all the
caller's questions.

o Always end with a pleasantry such as, “Have a nice day”
or “It was nice speaking with you”.

o Finally, leave the conversation open, and let the other
party end the conversation.
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Even in the digital world, phone calls should not be taken
lightly. You always need to make a good impression and create a
positive and lasting relationship with the caller. Having good
phone etiquette is a great starting point for providing a great
business experience. Great phone manners make people feel better
about doing business with you. In addition, always remember that
first impression is the last impression.

TARGET VOCABULARY

appreciate (V) OLICHUTH

catch off-guard (v) | 3actrarb Bpacriox

courteous (adj) BE)KJIMBBIN

delay (v) OTCPOUYUTH

enunciate (V) u3JaraTh, ICHO IPOU3HOCUTD
facet (n) acCIeKkT

interrupt (v)

IpepbIBaTh, epeOUBaTh (TOBOPSILETO)

postpone (V)

NEPCHCCTHU 3BOHOK

respondent (n)

rOBOPALIMIA N0 Tese(hoHy, AOOHEHT

slang (n)

CJICHT, )KaproH, OpaHb

thumb (n)

0OJIBIIION MaJer|

transfer (v)

NepCHaAIpaBUTh 3BOHOK

willingness (n)

TOTOBHOCTbH
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LANGUAGE IN USE

(I Translate the missing words to make word
combinations as it given in the text.

Acnexm of communication, favorable eneuamaenue, omeemumsuw
the phone, catch callers epacnnox, friendly npuseemcmeue,
HeeepHblil number, pazopaxcéunste callers, show comosenocmo,
sACHO usnazamp the purpose, omaoxcums the conversation, use
slang and nenopmamuenas nexcuka.

(Z Divide the given words into two columns: Ethical
and Unethical.

Rude, polite, positive, angry, smile, pleasantry, irate, show
willingness, speak calmly, impatient, diplomatic, make others wait
for smth, use slang, follow thumb rules, swear words, catch callers
off-guard, call to postpone, answer the phone when chewing,
answer the phone too fast.

G Choose the best word to complete each sentence.

1. Listen to others without understanding / interrupting.

2. Try to answer the phone within three / six rings.

3. Answer with a friendly / rude greeting.

4. Sometimes a caller is transferred all over the organization with
a simple question and gets polite / frustrated.

5. While peaking to rude or impatient callers stay angry / calm.

6. Before answering the call / hanging up, be sure that you have
answered all the caller's questions.

7. If you sometimes need to delay the conversation, call to end /
postpone it.
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(Z Use a word from the left and a word from the
right to make up possible word combinations.

A B
1. answer a. calm
2. show b. a conflict
3. postpone c. slowly
4. stay d. the conversation
5. make e. the phone
6. speak f. willingness
7. resolve g.acall

(3 Fill in the gaps. Find in the text the synonyms to
the words in bold.

1. Speak with a smile and in a (nice) tone of voice, the
caller will appreciate it.
2. Always clearly (pronounce) the (reason)

of your call.

3. One should never use slang when speaking to a

(respondent).

4. If the caller has reached a wrong number, be (polite).

5. Always, be willing to handle (frustrated) callers.

6. Finally, leave the conversation open, and let the other party
(finish) the conversation.

7. You always need to make a good impression and

(make) a positive and lasting relationship with the caller.

8. Having good (cell) etiquette is a great starting point

for providing a great business experience.

@ Match the words with their definitions.

1. Courteous a) ... to put into existence.
2. Frustrated b) ... an offensive word, used especially to
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express anger.

3. Interruption |c) ... polite, respectful, displaying good
manners or etiquette.

4. Swear word | d) ...to debate, disagree, or discuss opposing
or differing viewpoints.

S. Impression e) ... the use of speech for informal
exchange of views or ideas or information
etc.

6. Argue f) ... a time interval during which there is a

cessation of something.

7. Conversation | g) ... dissatisfied, agitated, and/or discontent
because one is unable to perform an action
fulfill a desire.

8. Create h) ... the overall effect of something on a
person.

(Z Fill in the gaps with some words from the
previous exercise.

1. It is a time to be considerate and good, decent and
toward one another in all of our relationships.
2. While speaking on the phone she tried to keep good manners to

make a good on the respondent.

3. Everyone in the firm got with the situation around
the delivery delay.

4. She was required to speak proper English and eliminate
5. He was speaking on the phone without for ten
minutes already.

6. It is difficult to keep up a with someone who only
says Yes and No.

7. Justine had no desire to the point and she offered

the caller to finish the conversation.
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Fill in the word-building table and use the words

in phrases.
VERB NOUN ADJECTIVE
impression
interrupt
arguable
conversation
speak
informative
communication
enunciate
creative

(o (

Use the words given in capital letters to form new
ones for filling in the gaps in the same lines.

1. Nobody likes being INTERRUPT

during the phone call.

2. When Steve hung up he got pleased | IMPRESS

as he was sure that the caller is

3. In fact, it's whether the | ARGUE

deal was fair.

4. The boss is never late, he is | DELAY
elsewhere.

5. As the conversation progressed, the | IRATE

caller got even much than

he was at the beginning.

6. So all of us, whether shy or outgoing, | CONVERSE

need to keep cultivating the art of phone
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SPEAKING

(I Agree or disagree. Give your reason.

1. Remembering to use proper telephone etiquette leaves your
respondents with a positive impression of you, and the
organization you represent.

2. Try to answer the phone as quickly as possible.

3. Asking the callers for their names is not compulsory.

4. If the caller has reached a wrong number one should be polite
with him or her.

5. When you call someone and they answer the phone first, ask for
his or her name.

6. While speaking to impatient callers try to remain diplomatic
and polite.

7. Handling irate callers, speak fast and in the same manner.

8. Good phone manners make people feel better about doing
business with you.

(Z Ask the following questions to your partner:

1. Why is telephone etiquette an important facet of
communication?

2. What do you give remembering to use proper telephone
etiquette?

3. Why are phrases “thank you” and “please” so essential?

4. What does it mean, “Listen actively”?

5. Why does telephone etiquette prohibit answering phone calls
while eating, chewing or drinking?

6. What for to put on a smile before placing or answering a phone
call?

7. How fast is it necessary to answer the phone call? Why?
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8. What does asking the callers for their names show to them?

9. What does telephone etiquette recommend you doing if the
caller has reached a wrong number?

10. How is it recommended to start speaking on the phone?

11. What should you do when you promise somebody to call but
then you have to delay the conversation?

12. Why is it recommended to think like the caller?

13. How should you respond to irate, rude or impatient callers?

14. What is the best way to end the long phone call?

(Z Divide the text into logical parts. Give each a title.
Retell the text according to your plan.

Find the adjectives in the text which are used with
(Z the following nouns. Make up your own story with
the obtained phrases.

Etiquette // impression // tone // caller // rules // fast //
words // conversations // number // atmosphere // greeting.

Work in pairs. Practice the dialogues with a
partner.

Dialogue 1

A: Hello. Phuket Gazette, may I help you?

B: Yes, please. I’d like to talk to Chris Husted in advertising.
A: May I ask who is calling please?

B: Suda Forbes from Thailand Travel Magazine.

A: One moment please, Ms. Forbes.
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Dialogue 2

A: Hello, this is Chris Husted. May I help you?

B: Hi Chris, this is Suda from Thailand Travel. There was a
problem with our display advertisement last week. The telephone
number was missing!

A: Oh no! Let me check on an that. Can I give you a call back this
afternoon?

B: Yes, please do — we’d like a credit or for the ad to run again,
please.

A: ] am sure we can arrange something, Suda.

B: Thank you, Chris. I’ll talk to you later.

A: Thank you for letting me know about the problem, Suda. Bye,
bye.

B: Bye, Chris.

Dialogue 3

A: Good morning, Olympia Shipping. May I help you?

B: Yes, good morning. This is Alice Stillman. I need to speak
with Sven Jannsen, please. A: One moment please. I am sorry, but
Mr. Jannsen is out of the office right now, can I take a message?
B: Yes, please. Would you tell him that we need to reschedule our
meeting for tomorrow? I have a conflicting appointment that I
can’t change.

A: Of course. I'll let him know that you have a conflicting
appointment tomorrow that you can not change it, is that correct
Ms. Stillman?

B: Yes, that is correct.

A: And may I have you number please, Ms. Stillman?

B: Yes, [ am at 422-5692, that’s Hanson Furniture Company.

A: That’s 422-5692. Is there anything else I can help you with,
Ms. Stillman?

B: No, thank you. That’s all I needed. Bye bye.

A: Goodbye, Ms. Stillman.

204



WRITING

Match the sentence beginnings (I) with the correct
endings (II).

I

1) Telephone etiquette is an important facet of communication, ...
2) Following basic rules of etiquette will ...

3) Using phrases such as “thank you” and “please” ...

4) Waiting too long for answering the phone call ...

5) Ask the callers for their names, even ...

6) If the caller has reached a wrong number ...

7) When you reach a wrong number, apologize and ...

8) If you told a person you would call at a certain time, ...

11

a) ... are essential in manifesting a professional atmosphere.

b) ... if the name is not necessary for the call.

c) ... call them as you promised.

d) ... don’t keep the respondent too long on the line.

e) ... since you represent not only yourself, but also the company.
f) ... can make the respondent angry.

g) ... make your phone conversations more effective.

h) ... take the time to find out where he or she should be calling.

(Z Put the words in the right order to make
sentences.

1. essential // displaying // phrases // in // using // professional // a
// are // atmosphere // polite

2. caller // speaking // words // use // a // or // swear // never //
when // should // to // slang // one

205



3. distance // from // should // mouth // held // fingers // a // the //
of'// the // at // telephone // two // be

4. interest // names // the // for // have // callers // them // you //
their // taken // an // asking // in // shows

5. without // start // yourself // identifying // conversation // don’t
// phone // the

6. enjoyed // much // a // you // phone // person // without // this //
the // call // how // conversation // long // have // don’t // telling //
end

7. ended // the // conversation // caller // be // any // by // phone //
should

Make up and write down the dialogues to role-
play the given scenarios.

Role-Play Cue 1

John: You'd like to speak to Kevin at FunStuff Brothers, a toy-
making company. You're returning his sales call because you're
interested in the company's products.

Kate: You're the receptionist at FunStuff Brothers, try to transfer
the call to Kevin, but take a message when you find out Kevin
can't take the call.

Role-Play Cue 2

Estelle: You're calling to schedule a meeting with the head of the
personnel department. You'd like to meet on Tuesday morning but
can come in on Thursday and Friday as well.

Bob: You're able to schedule a meeting at the end of next week,
but you will be out of the office until Thursday morning.
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SECTION 3

SOCIAL NETWORKING IN BUSINESS

TEXT 1 SOCIAL NETWORKING IN BUSINESS
GET READY!

(I Which of the listed social networks do you use?
How much time do you spend on them? What do
you use them for?

Instagram // Twitter // Youtube // TikTok
Facebook // Snapchat // LinkedIn

(Z Read an abstract about the advantages of social
networking and fill in the gaps (1-6) from the
given phrases (A-F):

A lost touch D  develop new relationships
B existing clients E  keep in contact with
C post about a company  F  brand awareness

Social networking allows individuals to (1) ... family and
friends they would otherwise not be able to connect with because
of distance or because they simply (2) .... People can also connect
with other individuals who share the same interests and (3) ....

Social networking also allows companies to connect with
new and (4) .... They can also use social media to create, promote,
and increase (5) .... They also rely on reviews and comments
made by their clientele. The more customers (6) ..., the more
valuable the brand authority becomes.
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READING FOR DETAILED INFORMATION
SOCTAL NETWORKING IN BUSINESS

Social networking is the use of Internet-based social media
sites to stay connected with friends and family, colleagues,
customers, or clients. Social networking can have a social
purpose, a business purpose, or both, through sites like Facebook,
Twitter, LinkedIn, and Instagram. Social networking has become
a significant base for marketers seeking to engage customers. It
involves the development and maintenance of personal and
business relationships by means of technology. This is done
through the use of social networking sites, such as Facebook,
Instagram, and Twitter. These sites allow people and corporations
to connect with one another so they can develop relationships and
share information, ideas, and messages.

There are many reasons for using social media for business.
The top advantages of social networking in business are: building
brand awareness, connecting with customers, developing the
brand, growing the mailing list, driving more revenues.

There are lots of social media platforms available to
marketers today, and the ones the company uses can play a major
role in its social media marketing success.

LinkedIn, with its 500 million members, is a serious,
professional social networking used by individuals and
businesses. It offers a variety of ways to expand the network by
finding and connecting with relevant professionals in the
company’s industry.

Depending on the business, LinkedIn offers a variety of
ways to deploy it for companies, from recruiting to generating
sales leads. On LinkedIn, it’s possible to create a company page
and build an online community around it, getting customers and
potential customers to follow you.

Twitter, with more than 300 million active users, is an
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excellent platform for businesses to reach and connect with the
new audience. It is a go to social network for business to
communicate with their fans and customers effectively.
Businesses at all scales have been using Twitter to grow their
business. It is quite easy to set up and maintain a Twitter business
profile. Smart, relevant, timely posts can help raise the company’s
profile, especially when using hashtags in a professional manner.

Facebook, with more than two billion users worldwide, is
the most powerful and influential of the social networks. It
remains mainly a personal network for most people, but it is
useful for business and professional outreach as well. In addition
to a personal profile, creating a business page lets you connect
with people who want to know more about one’s work. One can
share updates, progress reports and ideas with a wide range of
people who may not visit your website on a regular basis.

Instagram is increasingly a place for business. It is one of
the most popular social media platforms, with more than 110
million users. From gathering insights to selling products,
Instagram keeps rolling out tools to help business owners succeed
on the photo-sharing social media platform.

Snapchat offers a variety of tools and tips for businesses,
mostly built around paid advertisement. Snapchat promotes how a
range of companies have used the platform and also has an official
business guide.

Youtube is a remarkable video-based platform. More than
any of its competitors (Instagram, TikTok), YouTube has become
the platform for sharing information via video. It now boasts 2
billion monthly users and has become a place where people go not
only for entertainment but to advertise new things.

Undoubtedly, social media offer an easy and low-
commitment way for potential customers to express interest in
business and products. Lead generation is such an important
benefit of social media for business that many social networks
offer advertising formats specifically designed to collect leads.
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TARGET VOCABULARY

awareness (n)

UH(OPMHUPOBAHHOCTD,
OCBEJIOMJIEHHOCTD

business (n)

1) 6usHec, npeAnpUHUMATEIbCKAs
IEATEeILHOCTD;
2) KOMMepYecKoe NpeANPUsITHE;

bupma

deploy (v) BBOJUTH B JICHCTBUE,
pa3BopavMBaTh

engage (V) MPUBJICKATh, YBICKATh, 3aHUMATh,
3aMHTEPECOBHIBATh

expand (V) pa3BUBaTh, PacIIUPSThH

hashtag (n) TeMaTh4yeckas MEeTKa B

COIIUAJIBHBIX CCTAX, XOIITET

increasingly (adv)

BCE OouIbllie ¥ 0OJIbIIEe, B OOIbIICH
CTEIICHU

influential (adj)

BIIUSITEIIbHBIN, Ba)KHBIN

insight (n)

IIOHHUMAaHHCEC, JorajJKa,
IMPOHUKHOBCHUC B CYTh

lead generation (n)

OTIpEJICIIEHUE Kpyra
NOTEHIMAJILHBIX OTpeOuTeNnei

mailing list (n)

CITMCOK IMOJITMCYUKOB

media (p/ om medium)

(n)

CHOCO6, CpeacTBoO

outreach (v)

IIpeiesbl PACIPOCTPAHEHMS;
paanyc AEUCTBHS; 0XBAT

relevant (adj)

3HAYUMBIHN; BaXKHBIN

roll out (v)

MIPOU3BOIUTH (TOBApHI) B
00JIbIIIOM KOJINYECTBE

sales leads (n)

MNOTCHIHAJIbHBIC KIIMCHTHBI

share information (v)

JeTuThcs HHpopMarmen

timely (adj)

CBOEBPEMEHHBII; YMECTHBIN

tips (n)

ITOJIC3HBIC COBCTHI, ITIOACKAa3KN
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LANGUAGE IN USE

(I Translate the missing words to make word
combinations as it given in the text.

o use of pasmewennvix ¢ unmepneme social media sites;
o seeking to npuenexkams customers;

o nodoepycanue of personal and business relationships;
0 o6menusamaca information, ideas, and messages;

o noeviams brand awareness;

O yeeluueHue more revenues;

o social media ycnex mapxemunea;

o pacuupums the network;

o generating HOMeHUUAbHBIX KTUEHM 08.

(Z Circle the correct words.

1. LinkedIn offers a variety of ways to connect with relevant /
personal professionals in the company’s industry.

2. Twitter is an excellent platform for businesses to share / reach
and connect with the new audience.

3. Facebook remains useful for business and professional
outreach /output.

4. Instagram keeps finding / rolling out tools to help business
owners succeed on the photo-sharing social media platform.

5. Snapchat offers a variety of tools and commands / tips for
businesses, mostly advertisement.

6. YouTube has become the platform for sharing information via
video / Email.

7. Social media offer a low-commitment way for potential /
mailing customers to express interest in business.

8. Many social networks offer advertising formats specifically
designed to collect loads / leads.
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G Use a word from the left and a word from the
right to make up possible word combinations.

A B
1. business a. sales leads
2. growing b. platforms
3. generating c. insights
4. set up a business d. generation
5. on a regular e. the mailing list
6. social media f. outreach
7. gathering g. social media
8. photo-sharing h. relationships
9. professional 1. basis
10. lead J- profile

@ Choose the odd word.

1) Social networking tools:
Facebook // Twitter // Teamwork // Pinterest // LinkedIn.

2) Social networking benefits:
Brand awareness // personal fulfillment// increasing revenues //
improving the mailing list // raising the company’s profile.

G Fill in the gaps. Find the synonyms to the words in
bold.

1. Social networking has become a significant base for marketers
looking for to engage customers.

2. There are lots of social media platforms accessible to marketers
today.

3. On LinkedIn it’s possible to create a company page and get
possible customers.
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4. Twitter is a move to social network for business to
communicate with their fans and customers effectively.

5. Using Facebook one can share making information more
modern, progress reports and ideas with a wide range of people.

6. Instagram can have various functions in business: from
gathering understandings to selling products.

7. Snapchat gives publicity to how a range of companies have
used the platform and also has an official business guide.

8. YouTube has become a place where people go not only for
entertainment but to promote new things.

9. Lead generation is an important advantage of social media for
business.

@ Find the adjectives in the text which are used with
the following nouns. Then complete the sentences
below with appropriate phrases you’ve made.

Networking // professionals // customers // platform //
format // profile // manner

1. After the appearance of an innovation, engineers or
conduct various kinds of trial and error to compete with
each other.
2. tools are great for sharing resources.
3. It is necessary to know the desires and needs of your
?
4. Smart, relevant, timely posts can help raise the company’s
profile, especially when using hashtags in a .
5. Image ads is the best for building brand
awareness
6. A is a written introduction to a company that
tells the reader about its activities, mission, goals and strengths.
7. Technological companies developed for
business use.

213



Match the sentence beginnings (I) with the correct
endings (II):
I
1) Social networking is the use of Internet-based social media
sites to stay. connected with ...
2) Social networking involves ...
3) Social networking sites allow people and corporations to
connect with one another so they can ...
4) The top advantages of social networking in business are: ...
5) On LinkedlIn, it’s possible to create ...
6) Businesses at all scales have been using Twitter to ...
7) Creating a business page on Facebook lets ...
8) Snapchat and Youtube have become places to ...
9) Social media offers an easy and low-commitment way for
potential customers to ...

I
a) ... the development and maintenance of personal and business
relationships by means of technology.
b) ... building brand awareness, connecting with customers,
developing the brand, growing the mailing list, driving more
revenues.
c) ... express interest in business and products.
d) ... grow their business.
e) ... friends and family, colleagues, customers, or clients.
f) ... advertise new things.
g) ... develop relationships and share information, ideas, and
messages.
h) ... the companies connect with people who want to know more
about one’s work.
1) ... a company page and build an online community around it,
getting customers and potential customers to follow you.
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SPEAKING

(I Ask the following questions to your partner:

1. Why do people use social networks?

2. What social networking sites are used for business purposes?

3. What are the main reasons for using social media for business?
4. What facilities does LinkedIn offer?

5. How can Twitter help raise the company’s profile?

6. What social networking sites help to create a business page so
as to connect with people?

7. Where can business companies advertise their goods?

8. What is the most important benefit of social media for
business?

(Z Describe the most common social networks and
their significance to modern business. Make use of
the following plan.

Plan

1. Main prospects for using social networks.

2. Typical social networking sites and their benefits.
3. Creating advertising formats for collecting leads.

(Z Speak on the following problems:

1. What are the modern ways to promote new products or
services?

2. Is building brand awareness a challenging problem nowadays?
3. How can a present-day business enterprise interact with
existing and potential customers?
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WRITING
CREATING A BUSINESS PAGE FOR YOUR COMPANY

Write the contents for your business page on
Facebook. Follow the given steps and make use of
helpful information to these steps.

| WILL CREATE

facebook

Business Page

BUSINESS PAGE IN 5 EASY STEPS

STEP 1. Signing up (Your business name and description).

For your page name, use your business name. The description
field is a short description that appears in search results. It should
be just a couple of sentences (maximum 255 characters).

STEP 2. Adding pictures (A profile photo).

It’s important to create a good visual first impression. Make
sure the photos you choose align with your brand and are easily
identifiable with your business.

STEP 3. Creating your username.

Your username can be up to 50 characters long. If you want it
to be easy to type and easy to remember, use your business name
or some obvious variation of it as a safe bet.

STEP 4. Adding your business details.

There are many fields to inform here: location, hours, price
range, additional contact information, additional information.

STEP 5. Creating your first post.

Before you start inviting people to like the Facebook page for
your business, you should create your own posts.
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SECTION 4

BUSINESS LETTERS

SCIM READING

Give yourself 10 minutes to skim through the text
below. Think about the title for the text.

Business letters are formal paper communications between
businesses and usually sent through the Post Office or sometimes
by courier. Business letters are sometimes called "snail-mail" (in
contrast to e-mail which is faster). It is important to remember that
a business letter is an official document and is the most powerful
communications tool for providing structured and considered
information in a formal way. The business letters are often written
on company stationery and they are legally binding in disputes
between companies and individuals.

Most people who have an occupation have to write business
letters. Some write many letters each day and others only write a
few letters over the course of a career. Business people also read
letters on a daily basis. Letters are written from a person/group,
known as the sender to a person/group, known in business as the
recipient. Here are some examples of senders and recipients:
business — business; business — consumer; job applicant —
company; citizen — government official; employer — employee;
staff member — staff member.

According to the reasons there are many standard types of
business letters, and each of them has a specific focus:

e typical sales letters start off with a very strong statement to
capture the interest of the reader. Since the purpose is to get the
reader to do something, these letters include strong calls to action,
detail the benefit to the reader of taking the action and include
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information to help the reader to act, such as including a telephone
number or website link.

e order letters are sent by consumers or businesses to a
manufacturer, retailer or wholesaler to order goods or services.
These letters must contain specific information such as model
number, name of the product, the quantity desired and expected
price. Payment is sometimes included with the letter.

e the words and tone you choose to use in complaint letters,
letters complaining to a business may be the deciding factor on
whether your complaint is satisfied. Be direct but tactful and
always use a professional tone if you want the company to listen
to you.

¢ an adjustment letter is normally sent in response to a claim
or complaint. If the adjustment is in the customer’s favor, begin
the letter with that news. If not, keep your tone factual and let the
customer know that you understand the complaint.

e inquiry letters ask a question or elicit information from the
recipient. When composing this type of letter, keep it clear and
succinct and list exactly what information you need. Be sure to
include your contact information so that it is easy for the reader to
respond.

o follow-up letters are usually sent after some type of initial
communication. This could be a sales department thanking a
customer for an order, a businessman reviewing the outcome of a
meeting or a job seeker inquiring about the status of his
application. In many cases, these letters are a combination thank-
you note and sales letter.

e prospective employers often ask job applicants for letters of
recommendation before they hire them. This type of letter is
usually from a previous employer or professor, and it describes
the sender’s relationship with and opinion of the job seeker.

e acknowledgment letters act as simple receipts. Businesses
send them to let others know that they have received a prior
communication, but action may or may not have taken place.
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e cover letters usually accompany, a package, report or other
merchandise. They are used to describe what is enclosed, why it is
being sent and what the recipient should do with it, if there is any
action that needs to be taken. These types of letters are generally
very short and succinct.

e when an employee plans to leave his job, a letter of
resignation is usually sent to his immediate manager giving him
notice and letting him know when the last day of employment will
be. In many cases, the employee also will detail his reason for
leaving the company.

To write a good business letter you must:

e use appropriate layout — with all the formal elements, the
right titles and addresses;

e ensure the content of your letter is correct and relevant;

e use clear English — the correct grammar, and the right
vocabulary;

e make the style and tone of your writing appropriate for the
reader, and the message you are sending.

Letters are the most important means of communication
because they officially represent your company. So writing a
business letter well helps you and your company to be successful.
Often a business letter is the first formal document a business
contact receives. It shows the professionalism of both the writer
and the company. It is likely to be saved and filed so it must be
accurate. The impression it gives creates opinions about the
company and the writer. A letter which is badly typed on rather
poor-quality paper with an old-fashioned letter head won't give
your partner confidence in an organization which plays so little
attention to its image. Writing a business letter badly is worse than
not sending one at all.

Read the text, divide it into semantic parts and
find the titles for them.
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G Put the proposed titles of the plan into the right
order according to the text.

A. Who writes business letters

B. What is business letter

C. The importance of business letter writing skills

D. Key things to consider when writing business letters
E.Reasons and types of business letters

Read the text once again and find in each
paragraph the sentence conveying the main idea.

G Cover the text up and locate answers to the
following questions.

1. A letter written to favor an applicant or employee where the
request is made by the applicant or the prospective employer
is ..

A. ... arecommendation letter.
B. ... a cover letter.
C. ... a follow-up letter.

2. When a buyer wishes to get some information about the
quantity, price, quality, and availability of goods or about the
terms of sale, he writes a letter to the seller known to be ...

A. ... asales letter.

B. ... an acknowledgment letter.

C. ... an inquiry letter.

3. A letter that is created after a job interview, or a great
business meeting, or even after making a good business
contact at a trade show to consolidate a relationship between
you and the intended recipient is ...

A. ... acomplaint letter.
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B. ... a follow-up letter.
C. ... aresignation letter.

4. This letter is designed to persuade the reader to purchase a
particular product or service.

A. ... acomplaint letter.
B. ... a sales letter.
C. ... an adjustment.

5. A letter that is sent with something to explain the reason for
it or to give more information about it is ...

A. ... acover letter.
B. ... an order letter.
C. ... arecommendation letter.

@ Study the samples of Business letters, identify
their types and give your reason for the decision.

Sample 1

I am writing today to complain of the poor service I received
from your company on June 12, 2020. I was visited by a
representative of That Awful Company, Mr. Madman, at my
home on that day.

Mr. Madman was one hour late for his appointment and offered
nothing by way of apology when he arrived at noon. Your
representative did not remove his muddy shoes upon entering
my house, and consequently left a trail of dirt in the hallway.
Mr. Madman then proceeded to present a range of products to
me that I had specifically told his assistant by telephone I was
not interested in. I repeatedly tried to ask your representative
about the products that were of interest to me, but he refused to
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deal with my questions. We ended our meeting after 25 minutes
without either of us having accomplished anything.

I trust this is not the way That Awful Company wishes to
conduct business with valued customers — I have been with you
since the company was founded and have never encountered
such treatment before. I would welcome the opportunity to
discuss matters further and to learn of how you propose to
prevent a similar situation from recurring. I look forward to
hearing from you.

Sample 2

We have received your letter of complaint dated July 21, 04
regarding the shortage of quantity. It is probably the first time
that we get such complaints from a customer regarding the
shortage of quantity.

Whereas you are our valued customer, we cannot deny any
human error made by our dispatch workers. As a large concern
in the country, we have to deal with large quantities each day
and therefore a sudden error is possible. We, therefore, are
dispatching the shortage quantity as per your order.

We expect your co-ordination as before.

Sample 3

Thank you for your quotation and the price list. We are glad to
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place our first order with you for the following items:

SL Unit | Amount
No: | Description Quantity | Weight | price | (Tk.)

1 Enamels paint | 25 Tins | 100 1bs | 1000 | 25.000

2 Synthetic paint | 20 Tins | 2001bs | 2000 | 40.000

3 White paint 10 Tins | 10 Ibs 500 70.000

Since the above goods are required immediately as our stock is
about to exhaust very soon. We request you to send the goods
through your “Motor” van as the carriage inward is supposed to
be borne by you.

We shall arrange payment within ten (10) days to comply with
5/10, Net 30 terms. Please send all commercial and financial
documents along, with goods. We reserve the right to reject the
goods if received late.

Sample 4

It is now four (4) years since | was appointed in your esteemed
Company. I have been working as a junior Accountant for this
long period and holding grade IV when I joined your company,
I was assured to be promoted to senior Accountant after one (1)
year but nothing happened at all. Also, the salaries I get do not
do justice to my qualification and experience.

Since I do not see any promotional scope here, I have decided
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to leave for a better future. Hence I am submitting my
resignation from the post of Junior Accountant.

I request you to kindly accept my resignation and give me relief
from service at an early date before 30th July 2004.

Sample 5

We would like to acknowledge the receipt of
(document name). We are presently examining it and if there
are no issues to be addressed, the signed (document) will be

returned to you within business days. If there are any

further concerns regarding the (document), we will contact you
by (date).

Thank you for your continued trust in our company and we
look forward to doing business with you in the future.

Read and define whether the given statements are
correspondent to the content of the text.

1. Business Letter is a letter which is used by organizations to
communicate in a professional way with customers, other
companies, clients, shareholders, investors, etc.

2. A letter written for business purpose is a business letter.

3. Business letters are completely different to your Christmas
'thank you' letters or postcards written on holiday.

4. Business letter uses formal language and a specific format.

5. A business letter acts as a representative of the organization.
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6. Letters sent from an organization and received by it when
classified and filed serve the purpose of reference.

7. Business letters have legal validity.

8. In times of dispute and doubt they can provide substantial
evidence to solve them.

9. There are some parts of a business letter and rules associated
with them.

10. Type of business letter is dependent on the reason.

11. There are many reasons why you may need to write business
letters or other correspondence.

12. Many types of business letter require a response.

u Work in pairs. Ask each other questions about the
main ideas of each paragraph or “true” / “false”.

1. Snail-mail and email are the same things?

2. Recipient, is it a person who writes letters?

3. What is the most important means of communication? Why?

4. What are the most important aspects of letter writing?

5. When may not the partner get confidence in your organization?

Go on with your own questions.

Write your own summary of the text. Mind the
following recommendations:

1. Do not include information not found in the text.

2. Do not include your own ideas or opinions.
3. Do not repeat ideas.
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TEXT 2 HOW TO WRITE BUSINESS LETTERS

GET READY!

(I Think, discuss with your partner and get ready to
answer the questions:

o Have you ever written any letters?
What letters? To whom?

o What can you say about differences between personal and
business letters?
In what are they?

(Z Try to explain the scheme concerning effective
business correspondence.

The 5 C Principles
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(Z Think and say whether you agree with the
following statements of these famous people.

o “Politeness is as much concerned in answering letters within a
reasonable time, as is in returning a bow, immediately.” — Lord
Chesterfield (London, 1694 — 1773).

o “What a lot we lost when we stopped writing letters. You can't
reread a phone call” — Liz Carpenter (the USA, 1920 — 2010), a
writer, reporter, media advisor, speechwriter.

(Z Discuss these questions. Look at the typical
answers and agree or disagree with them.

1. What salutation should be used in a business letter for a
female whose status is unknown or would prefer to remain
anonymous?

a) Dear Mr ....

b) Dear Mrs ....

c) Dear Miss ....

d) Dear Ms....

2. What closing should be used if you do not know the name of
the person that you are writing to?

a) Yours faithfully

b) Yours sincerely

c) Respectfully yours

d) Regards

3. What is acceptable to start a sentence with in a business
letter to make it more formal?

a) And we still hope to sign a contract.

b) However, we still hope to sign a contract.

c) But we still hope to sign a contract.

d) You know we still hope to sign a contract.
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READING FOR DETAILED INFORMATION
BUSINESS LETTER WRITING GUIDE

The term “business letter” makes people nervous. Many
people with English as a second language worry that their writing
is not advanced enough for business writing. This is not the case.
An effective letter in business uses short, simple sentences and
straightforward vocabulary. The easier a letter is to read, the
better. You will need to use smooth transitions so that your
sentences do not appear too choppy.

There are certain standards for formatting a business letter,
though some variations are acceptable (for example between
European and North American business letters). Here are some
basic guidelines:

e Use A4 (European) or 8.5 x 11 inch (North American) paper
or letterhead;

e Use 2,5 cmor 1,0 inch margins on all four sides;

e Use a simple font such as Times New Roman or Arial;

e Use 10 to 12 point font;

e (losed punctuation is typical for American correspondence. It
means that commas are used after the greeting and closing and
there is a comma between the date and the year. (Dear Mr. Bond,);
e “Subject” or “Re”, “RE” if needed so that the reader
immediately knows what the letter is about. The subject line is
usually placed between the salutation and the body in BrE, in
AmE it can also be placed between the recipient’s address and the
salutation (Subject: Order No 175/03);

e Lay out the letter so that it fits the paper appropriately;

e Single space between parts of the letter;

e Double space between last sentence and closing (Sincerely,
Best wishes...);

e Leave three to five spaces for a handwritten signature;
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e Write Encl. or Enc: (meaning “enclosure”) if there is/are
one/ones;
e Fold in three (horizontally) before placing in the envelope.

There are two basic letter formats used now: Block Form
and Indented Form. The samples below will help you understand
the differences. The senders of the letters usually choose the
format they prefer.

Full Block Form

Your Company Name
Address

Phone Number
E-mail (optional)

Date

Name of Receiver
Title

Company Name
Address

Re: (optional)

Dear

“Block style” is the most widely used format for business letters.
The text of the entire letter is single spaced and justified left.

The first paragraph of your business letter should provide an
introduction to why you are writing. Then, in the following
paragraphs provide more information and details about your
request.
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The final paragraph should reiterate the reason you are writing
and thank the reader for reviewing your request.

Sincerely,

Your Signature

Your Name
Your Title

Indented Paragraphs Form

Your Company Name
Address

Phone Number
E-mail (optional)

Date

Name of Receiver
Title
Company Name
Address
Re: (optional)

Dear

When using indented form, which is considered to be old-
fashioned a bit, indent each paragraph of the letter text. Your

company name, address, phone number, and the date should be
located at the top of the page, either in the center, or indented on
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the right side of the paper. The name and address of the person to
whom you are sending the letter are justified left.

At the end of the letter, place your signature, name and title
on the right side of the page.

Sincerely,
Your Signature

Your Name
Your Title

Additional guidelines:
A modern business letter should contain the following parts:

1. Sender's Address (house number, street, area code, place,
country, telephone, BUT doesn't include sender's name), when
Letterhead [optional] — paper with the printed name and address
of the company is not used.

2. Date (either “April 1, 2021” — AmE or “1 April 2021” — BrE)
3. Inside Address (of the Addressee / Recipient; avoid using
commas or full stops; do not centre or stagger the lines; the
country name must come last and in CAPITAL letters.)

4. Attention line [optional] (‘Attn: Ms ...", ‘Attention: Ms ..." or
‘For the attention of Mr ...” [full name of recipient]" is placed
two spaces below the inside address.)

5. Subject Line [optional] (a word or phrase to indicate the
main subject of the letter, which is preceded by the word
“Subject:” or “Re:” (Latin for “matter”). Subject lines may be
emphasized by underlining, using bold font, or all capital letters;
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may be alternatively located directly after the “inside address”,
before the “greeting”.)

6. Salutation / Opening Greeting (depends on if you know your
correspondent or not. You write “Dear Sir” or “Dear Madam” if
the name of your correspondent is unknown for you. You write
“Dear Mr. Brown” or “Dear Mrs. Brown” if you have formal
relations with your correspondent. But if you know him or her
very well you can start your letter with salutation “Dear John” or
“Dear Betty™).

7. The beginning of the letter. (In the first paragraph you can
set up the tone for the rest of the letter. If you are answering the
letter of your correspondent you should thank him for the letter
and indicate clearly the date and the subject of that letter. If you
are not replying to a letter you should state straight away what
your letter is about.)

8. The body of the letter. (Every letter should deal with only
one subject. It should be simple, clear, logical and polite.)

9. The ending of the letter. (The closing paragraph is the last of
your letter. It should give a summary of everything written above
and show your positive attitude to the future cooperation.)

10. Complimentary Close (The complimentary close depends on
the salutation of your letter. If your salutation was “Dear Sir” then
the complimentary close should be “Yours faithfully”. If your
salutation was “Dear Mr. Brown” then your complimentary close
would be “Yours sincerely”.)

11. The Writer's Signature (Give yourself 4 or 5 spaces for
your signature)

12. The Writer's Name (name in full)

13. The Writer's Official Position and Company

14. Enclosure [optional]
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TARGET VOCABULARY

block style CTHJIb MTMChMA C HCIIOIh30BAHHEM
IIEJIbHBIX OJIOKOB TEKCTa

bold (ad;.) KUPHBINA

choppy (adv.) PE3KO, BAPYT, HEOKUTAHHO

colon (n.) JBOETOYHE

comma (n.) 3arsras

complimentary (adj.) JIECTHBIN

concise (adj.)

KpAaTKHUH, JIJAKOHUYHBIN

enclosure (n.)

IPUIIOKCHUC K ITUCBMY

font (n.) mpudT

full stop (n.) TOYKA

guideline (n.) METOANYECKask PEKOMEH IS

indent (v.) OTCTYyNaTh, HAUMHATH C KPACHOM
CTPOKH

justify (v.) BBIPABHHUBATH

lay out (n.) pacmoJIOKUTh

letterhead (n.) ¢dbupmeHHbIH OJaHK; IIanka Ha
¢bupMeHHOM Oi1aHKe

margin (n.) noJsie

old-fashioned (adj.)

CTaPOMO/IHBIM, YCTAPEBIIUMI

optional (adj.)

HeO6HSaTeHBHLIf/'I, 110 JKCJIaHHIO

recipient (n.)
syn..: receiver, addressee

noJjry4gareiib, aapecar

sender (n.) OTMPABUTEIND

skip (v.) IPOIYCKaTh

smooth (adj.) TIJIaBHBIN

space (n.) po0en

stagger (v.) pacrosiaratb 3Ur3arooopasHo
straightforward (adj.) MIPOCTOM, HE3aMBICJIOBATHIHN

transition (n.)

nepexoy
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LANGUAGE IN USE

Give the English equivalents to the following
words and word combinations.

Ctwiip mHCbMa C HCIOJB30BAaHUEM LIEJbHBIX OJOKOB TEKCTa; C
yBakeHMEeM (2 BapHaHTa); NHCbMO, HAlHUCaHHOE OT PYKH;
pacrono)keHue 4YacTeil mHcbMa; BuUA  mpudTa; npoler;
OTIIPABUTEIIb; IIPEAMET IUCbMA; YETKO YKa3aThb; 3aKIIOYUTEIbHAS
¢dopMyna BEXIMBOCTH; 3aBHCETh OT YEro-To; CHeNaTh OTCTYI;
3aKJIIOYMTENNbHBIN a03all; BEXJIMBBIM; ycTapeBLIMHA; (UPMEHHBIH
OnaHK.

(Z Use a word from the left and a word from the
right to make up possible word combinations.

A B
1. stagger a. signature
2. block b. close
3. subject c. address
4. opening d. the lines
5. complimentary e. greeting
6. inside f. line
7. handwritten g. style

G Choose the best word combination from the
previous exercise to complete each sentence.

1. The depends on the salutation of your
letter.
2. depends on if you know your

correspondent or not.
3. A word or phrase stating the main subject of the letter is
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4. When writing any address one should never center or

5. When using one should justify left each
paragraph of the letter.

6. is the address of the recipient of the
letter.

7. As arule, 4 or 5 spaces are left for a

(Z Choosing from the words below, label the parts of
the letter.

Date

References
Concluding paragraph
Writer's name in full
Position / title

Main paragraph
Letterhead

Salutation

9. Introductory paragraph
10. Recipient's address
11. Sender's address

12. Complimentary ending
13. Enclosure

el Ao

A. Widgetry Ltd.

B. Michael Scott, Sales Manager Smith and Brown PLC

6 Pine Estate, Westhortet, Bedfordshire, UBI8 22BC
Telephone 901723456 Telex X238 WID Fax 9017 67893
Napier House North Molton Street Oxbridge OB84 9TD.
Your ref. S/WID/15/88 Our ref. ST/MN/10/88

31 January 202...

Dear Mr. Scott,

mmon
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P

NN

Thank you for your letter of 20 January, explaining that the
super widgets, catalogue reference X-3908, are no longer
available but that ST-1432, made to the same specifications
but using a slightly different alloy, are now available instead.
Before I place a firm order I should like to see the samples of
the new super widgets. If the replacement is as good as you
say it is, I shall certainly wish to reinstate the original order,
by placing an order for the new items.

Apart from anything else, I should prefer to continue to deal
with Smith and Brown, whose service has always been
satisfactory in the past. But you will understand that I must
safeguard Widgetry's interests and make sure that the quality
is good.

I would, therefore, be grateful if you could let me have a
sample as soon as possible.

Yours sincerely,

Simon Thomas

Production Manager

Enc.

@Match the words in the box with their definitions.

1. Straightforward | a) ... a gap between printed or written words

or lines; a blank.

2. Letterhead b) ... to not do something that you usually do
or that you should do.

3. Space c) ... empty spaces down the side of a page
of writing.

4. Smooth d) ... paper that has the name and address of
a person or company printed at the top.

5. Margin f) ... easy to do or understand.

6. Skip g) ... having a surface or consisting of a

substance that is perfectly regular.
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@ Fill in the gaps with the words from the previous

exercise.
1. The aircraft crew made a landing.
2. The task looked fairly .
3. We can this chapter and move on to the next one.
4. The translator left his comments in the of the
book.
5. There should be a between two words.
6. The contains the sender's name and address.

(Z Use the words given in capital letters to form new
ones for filling in the gaps in the same lines.

1. If you know the person, it is to use | ACCEPT
only the first name in the salutation (i.e., Dear

Lucy:)

2. There is a difference between British and

American traditions of writing ’s and | SEND
recipient’s address.

3. The inside should be left , no matter | JUSTIFY

which format you are using.
4. In the least used semi-block style each

paragraph is instead of left justified. INDENT
5. When writing a business letter, be careful to

remember that is very important. CONCISE
6. your letter in advance is the best | PLAN
thing to do.

7. The paragraph should restate the | CLOSE

purpose of the letter and, in some cases, request
some type of action.
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Fill in the blanks choosing from the given words.

a) salutation b) letterhead ¢) courteous
d) letter e) concise /) indented

1. In the least used semi-block style each paragraph is

instead of left justified.

2. If you're printing the letter to send, consider printing the letter
on on the company's .

3. The is an important indicator of respect, and which
one you use will depend on whether you know the person to
whom you're writing.

4. Even if you are writing with a complaint or concern, you can be

5. Most business letters should be enough to be one
page in length only.
6. If you want to email the , convert the letter in HTML

or save it as a PDF to preserve formatting.

(Z Fill in the word-building table and use the words
in your own phrases.

VERB NOUN ADJECTIVE

transition

acceptable

indent

preference

different
address
receiver
used
sign
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SPEAKING

(I Ask the following questions to your partner:

. What is the most important means of communication?

. When may not the partner get confidence in your organization?
. What are the most important aspects of letter writing?

. How many forms of layout of letters do you know?

. What are the parts of a business letter?

. Where is the date typed?

. What is “the inside address™?

. What does the salutation of the letter depend on?

9. What should be written in the beginning of the letter?

10. How many subjects can the letter deal with?

11. What should be given in the end of the letter?

12. What does the complimentary close of the letter depend on?
13. What is the right order of signing the letter?

14. What is the peculiarity of American dating system?

15. In what way does greeting depend on salutation?

16. Define the terms “subject line” and “heading”.

17. What does business letter body consist of?

8. What is “enclosure”?

(Z Agree or disagree. Give your reason.

1. The best way to produce a good business letter is to use the
KISS formula (keep it short and simple).

2. The first paragraph of the body of a business letter is
introduction and reason for writing.

3. The following paragraphs of the body of a business letter
summarize your reason for writing again and make clear what you
want the recipient to do.

0 3N Nk~ W
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4. The last paragraph of the body of a business letter explains your
reasons for writing in more detail, provide background
information etc.

5. The most common layout of a business letter is known as
Indented Format.

6. Block Format it’s when all sections of the letter are aligned on
the left margin of the page with a one space line dividing each
paragraph.

7. No punctuation after the greeting and closing and no comma in
the dateline are needed for the correspondence style.

8. There is a different order of the dates in American versus
British writing.

Find the adjectives in the text which are used with
G the following nouns. Make up your own story with
the obtained phrases.

Letter // vocabulary // sentences // transition // font //
punctuation // address // space // signature // format // line
// greeting // close.

@ Look through the text once again and get ready to
speak on the following topics.

1. Basic guidelines of formatting European business letter.

2. Basic guidelines of formatting North American business letter.
3. “Block style” format of writing business letters.

4. Indented Format Of Writing Business Letters.

5. Main parts of a traditional business letter.
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WRITING

(I Put the parts of the letter in the correct order.

A. Simon Thomas

B. Widgetry Ltd.

C.6 Pine Estate, Westhortet, Bedfordshire, UB18 22BC
Telephone 9017 23456 Telex X238 W1D Fax 9017 67893

D. I look forward to hearing from you

E. Your ref. MS/WD/22/88 Our ref. JB/MS/48/88

F. Yours sincerely

G. James Bowers, Sales Manager Electroscan Ltd. Orchard Road
Estate, Oxbridge UR8410SP

H. Production Manager

I. Thank you for your letter. I am afraid that we have a problem
with your order.

J. 6 June 202...

K. Unfortunately, the manufacturers of the part you wish to order
have advised us that they cannot supply it until September.
Would you prefer us to supply a substitute, or would you
rather wait until the original parts are again available?

L. Dear Mr. Bowers

Match the sentence beginnings (I) to the correct
endings (II) of the letters.

Letter A
I
1. T would be grateful ...
2. Thank you for your help...
3. Ilook forward to hearing from ...
4. 1am writing to confirm ...
5. Could you possibly ...?
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6. Yours...
7. With reference to ...
8. Dear Mr. Hendrickson,

I
A. ....our telephone conversation today.
B. ....that I will be in Sweden from 11-14 June.
C. .... if you could arrange for me to visit the Technical

Department in Stockholm. If possible, I would also like to
meet Mr. Elmqvist.

D. .... also send me a list of any hotels near Head Office that
you would recommend, and I will make the booking from
here.

F.... you
G. ....sincerely
H. .... M.K. Vernon

Letter B

1.1 am afraid that ...

2.1 would be delighted to ...

3.Please contact us again if ...

4.... sincerely

5.Thank you for your letter of...

6.1 look forward to meeting you ... [ am enclosing ...
7.1 am writing to ...

8.Dear Mr. Vernon,

11

A. ... 1 May?21.
B. ... give you details of the arrangements for your visit.
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C. ... show you round the Technical Department when you
arrive. I have arranged a visit for Monday June 12 at 11.00
am.

D. ... Mr. Elmqvist will not be here when you come, but his
deputy, Mr. Karlsbad, will be pleased to meet you.

E.... a list of hotels near Head Office. I would particularly
recommend the Sheraton, which most of our visitors
enjoy.

F.... we can help in any way.

G. .. in June.

H. ... Yours , K. Hendrickson

(Z Translate the letters into English.

Letter 1

VYBaxkaemblii rocnioiuH bpays!

Bonpmoe cnacu6o 3a Bame nmucemo ot 20 uroHs c.r. [lpunomry
CBOM M3BUHEHHUS 3a 3aJIEPKKY C OTBETOM. £l HETaBHO BEpHYJICS U3
OTITyCKa, U Y MEHsI CKOTIUIIOCh OY€Hb MHOTO Pa0OTHI.

Ecniu Ber mo0e3Ho cormacuTech COOOIIMTH MHE afpec, II0
KOTOpPOMY s JOJDKEH BBICIATh MATepHUanbl, s OTIPABIK HX
HE3aMEIJIUTEIIBHO.

Hanerocs, Bl u3BrHNATE MEHS 32 3aA€PKKY C OTIPABKOM.

C HCTCPIICHUCM KOy Bamero orBera.

Uckpenne Bam
(noonucw)
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Letter 2
VBaxkaemsble rocrnojal

K COXaJICHUIO, MBI JOJI?KHBI COO6H_II/ITB BaM, YTO MbI HC TTOJTYYHUIIN
Bamrero orBera Ha Haile TucbMo OT 13 CCHTH6p51 C.T'.

Ms1 6butH 661 Bam oueHb npu3HaTenbHbl, eciu Obl Bbl
pa3o0panuch ¢ 3TUM BOIIPOCOM M cooO1min HaMm 06 3ToMm. Ecin,
0JIHaKo, BbI y)ke HarpaBUiIu HaM CBOM OTBET, TO Mbl IPUHOCHUM
Bawm cBoM n3BHHEHM 32 MPUUYMHEHHbBIE HEy100CcTBa. B 3TOM
ciiyyae He Moriu Obl Bbl BeiciaTe HaM komnuio Bamero otsera?

By,[[CM Bam NPU3HATCIIbHBI 34 COTPYAHUYCCTBO.

C yBaxxeHueM
(noonucw)

Letter 3

VBaxkaemsble rocrnoal

Bonpmioe cnacubo 3a MUCHbMO C MPUTTAIIEHUEM MPUHATH y4acTHE
B KOH(epeHIH, KOTopasi OyeT MPOXOIUTh B BaIlleM
YHHUBEPCUTETE B CIICIYIOLIEM MECSIIE.

MpI IeHCTBUTENBHO 3aUHTEPECOBAHBI B y4aCTUU B ATOU
KOH(EpeHIINH U TOTOBBI IPEIOCTABUTH HA HEE CBOETO
JOKJIAT4UKA.

C HETCPIICHUCM KICM OT Bac otBera.

C yBaxxeHueMm
(noonucw)
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(Z Use the words below to complete the letter. Use
each item once only. Q\
N

Mentioned // look forward to // with reference to //
grateful // current issue // additional charge // however //
eligible for (umerowuii npaso na) // package holidays //
particularly interested // under what circumstances // send
me information.

o)

—/

Dear Sir or Madam,

... your advertisement in the ... of “Summer Holiday” magazine,
could you please ... about the holidays you offer in the United
States? [ am ... in your ... to California and Florida.

In your advertisement you state that there are reduced prices for
children but it is not clear ... these reductions can be obtained. We
are a family of four, with two adults and two children, aged 10
and 16. Could you tell me whether my 16-year-old child would
still be ... a reduction or if he is now classed as an adult? Your
advertisement also ... that a free hire car was included in the
holidays in the United States. ... there was no information about
insurance.

I would be ... therefore, if you could inform me whether this is
included or not. If it is not, I would like to know how much the ...
would be. I hope you will be able to answer my queries.

I... hearing from you.

Yours faithfully,
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SECTION 5

GRAMMAR FOCUS

1 REPORTED SPEECH

(I Below are some actual words spoken in a meeting.

«I've just seen the report for the first time
this morning, and I don't agree with the
conclusions. I can see that we're spending
far too much money on this project».

A few days later you tell a colleague about the discussion.
Underline the correct words in a speech bubble.

He said that he (1) has seen / had seen the
report for the first time (2) this morning /
that morning, and he (3) didn't agree /
hasn't agreed with the conclusions. He said
that he (4) can see / could see that we (5)
were spending / are spending far too much
money on this project».
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1.

Write the actual words that each person says. Use
contractions where possible.

Celine said she had contacted the maintenance company.
She said, «... the maintenance company.»

2. George said he would be back in the office around eleven.

3.

4.

He said. «... back in the office around eleven.»
Helen said she was going to process the order today.
She said. «... the order today.»
Paul said that he wanted to check the figures again.
He said «... the figures again.»

G Underline the correct form.

0 3N Nk~ Wi

. Julie said / told that she would join us after work.

. She said / told me that she was going running this evening.

. John said / told us that he couldn't come to the party.

. John said / told that he had been to the cinema at the weekend.
. David said / told that he was going to arrive at eight.

. They said / told that they didn't want to meet us on Tuesday.

. I said / told him I wasn't impressed.

. Lucy said / told Julie that she was leaving on Wednesday.

9.

We said / told that we were going on holiday the following

week.

10. I said / told that I hated mushrooms.

11. Sally said / told that she had prepared the customer
questionnaire.

12. Sebastian said me / told me that the trip to Brussels had been
very useful.

13. Kate said us / said that the legal documents were all in order.
14. She said to Maria / told to Maria that she was going to go
home early today.
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(Z Look at the actual words spoken. Underline the
correct words in the reported version.

1. Florence said. «I'm meeting Mr Smith tomorrow.»

Florence said she is / was meeting Mr Smith tomorrow / the next
day.

2. Mai said to me. «I'll email you about the sales conference.»

Mai said she will / would email me / her about the sales
conference.

3. The sales manager said. «We received your order yesterday.»
He said we / they received our / your order the day after / before.
4. Yumiko said. «Here in Japan this area of technology is very
advanced.»

She said that here / there in Japan this / that area of technology is
/was very advanced.

Rewrite the sentences in reported speech using the
verbs in brackets.

1. «I think you should take more exercise.» (advise)
The doctor advised me ... .

2. «I'm sorry I missed the presentation». (apologize for)
Manuela ... .

3. «We will not renegotiate the contract.» (refuse)
They ... .

4. «Don't forget to back up all the files». (remind)
The tech support guy ... .

5. «Why not extend the Christmas sale by a week?» (suggest)
The store manager ... .

6. «I'll definitely be at the meeting on Friday». (promise)
He....

7. «Robert, you're fired!» (tell)
She ... .
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@ These yes/no questions are taken from a job
interview. Rewrite them in reported speech.

1. «Do you speak French?» They asked me ... .

2. «Are you prepared to | Theyasked me....
relocate to France?»

3. «Can you use Microsoft | They asked me ... .
Office”»

4. «Are you hoping for a | Theyasked me ... .
salary increase?»

EuroCom is involved in a financial scandal and
’ the CEO has to answer some questions at a press
conference. Look at the questions and then report

them in the correct way.

«What is the real problem at EuroCom?»
«What have the auditors discovered?»
«When can we see the auditors' report?»
«How much money will investors lose?»
«What are you going to do next?»

-

1. They asked him

2. They asked him

3. They asked him

4. They asked him

5. They asked him
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2 SUBSTITUTE WORDS

(I Translate the following sentences with the word
substitute ONE.

1. I’ve seen many fancy cars, but I’d never seen one like this!

2. The method is a conventional one.

3. The latter method differs radically from the one mentioned
above.

4. The result, like the one just described, is in no way surprising.
5. The procedure is straightforward and is the one followed
throughout the experiment.

6. One may well ask why the two sheets of paper fly apart.

7. One can never be sure what happens next.

8. The similarity one finds in this case is not accidental.

9. If one keeps in mind these facts, he easily understands why...
10. The new device enables one to examine the process more
thoroughly.

11. It is not easy to convince one in the reality of these facts.

12. This problem involves one in still more complicated studies.

(Z Translate the following sentences with the word
substitute THAT / THIS / THOSE / THESE.

1. I was very impressed by your report, but I didn’t like that of
your friend.

2. The articles of the English observers turned out to be less
interesting than those of the German ones.

3. He hang his daughter’s portrait besides that of his wife.

4. These poems are not nearly as good as those you wrote last
year.

5. The apparatus is identical with that described above.
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6. He obtained a series of compounds. These proved to be
rather pure.

7. The houses in Germany are warmer than those in Great
Britain.

8. These were some successive actions.

9. Gas molecules move faster than liquid molecules. They are
more agitated than these.

10. “You can take any of the jackets.” — “Thanks. I will take
this.”

G Translate the following sentences with the verb
substitute DO.

. Sugar dissolves in water. So does common salt.

. Gold does not react with oxygen, nor does platinum.

. The pressure changed, so did the temperature.

. He never played the violin as brilliantly as he did yesterday.
. “Who wants to take a cup of'tea?”’ — “Jack does.”

. A wise man seldom changes his mind, a fool never does.

. “Then you know what it wrong.” — “I suppose I do.”

. “Tell her that I miss her.” — “I’ll do that.”
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3 LINKING WORDS

(I Circle the correct words.

1. We sell women's clothing and accessories both / too / as well
as.

2. We sell women's clothing also / as well / as well as accessories.
3. Although / Despite / But the traffic, | managed to get here just
in time.

4. It was a useful meeting, despite / although / so I'm pleased I
went.
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5. It was a useful meeting, despite / although / so all the
disagreements.

6. It was a useful meeting, despite / although / so there were a lot
of disagreements.

7. We saw a fall in sales in spite of / because / so our competitors
dropped their prices.

8. Our competitors dropped their prices in spite of / because / so
we saw a fall in sales

9. We saw a fall in sales, in spite of / because / so launching
several new products.

10. As / So / Also you have not contacted us, we are asking our
lawyers to take action.

(Z Complete this email with these words: as, even,
though, in spite of, so.

I represent av company working in the food sector
invthe Ukraine - owr main product is frudt joumy, but
we produce commed fruwit (1)______ . We hawe had,
some success exporting to- turopeoawv countiies,
(2)_____ Ukraine is not o member of the TU. I ounv
writing this email (3)_____ I think there may be av
good opportunity to-botivof us. Your company owng
a chavivv of independent supermowkets inv Germauny
(4)_____ yow must be interested in finding new
suppliers such as ourselves. (5)_______ owr very
compelitive prices, ouwr jouns are high quality, and
made with organically groww fruit. If yow would
like to- discuss this matter further, please email me
or call me ovw my dirvect line. The details are below.
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G Choose the best linking word and join the
sentences.

1. We offer good quality. We offer cheap prices, (although/as well
as/because)
2. My English is quite good. I lived in London for two years,
(despite/also/because)
3 I lived in London for two years. My English is quite good,
(despite/also/so)
4 1 like my job. It's not well-paid, (also/even though/because)
5 It was getting late. I decided to go home, (so/despite/too)

6 It was getting late. I decided to go home, (as/despite/too)

@ Complete this article using these words: as, for,
like, so that, to.

FAKE GOODS:BE CAREFUL WHAT YOU BUY
A woman phoned Pfizer on its customer hotline
(1) complain about the strange taste of a
cholesterol-lowering drug she was taking. Pfizer asked her
to send the bottle of pills (2) analysis. They
discovered that the pills were fakes (counterfeits), even
though they looked (3) the real thing. This is not an
isolated case. Producers of counterfeit goods copy well-
known brands in all sectors: consumer electronics, luxury
goods, auto parts, and more. They take the risk 4)  they
can make a profit. And the problem is huge and growing. In
fact, the World Customs Organization estimates that 7%
of world trade now involves fake goods. It looks (5)

M AR B . L
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(E Complete each sentence with a pair of words.
Choose from for instance / in addition, however /
therefore, in fact / basically, secondly / however.

1. If you are ill and cannot come to work there is a procedure to

follow. Firstly, you should call the office before 9am. , you

need to get a doctor's note. , if you are ill for only one or

two days, you do not need a note.

2. We've made many improvements to our brochure this year.
, the quality of photographs is better, the technical

specifications are easier to understand, and there is a clear index.
, for the first time we will include a list of key sales staff

and their email addresses.

3. There is some flexibility in the negotiations at this stage. ,

when you sign the contract it becomes legally binding. , We
strongly recommend that you review it with a lawyer first.
4. Our Marketing Director has just left the company. , he's

going to work for our main competitor. Also, our new range of
products won't be on the shelves until after Christmas. ,
things aren't looking too good right now.

@ Circle the correct words.

1. We delayed the advertising campaign to / for a very good
reason.

2. I became a freelancer to have / for to have more control over
my life.

3. I downloaded a program for telephone / for telephoning over
the Internet.

4. In order to / For write my report, I need to collect some more
information.

5. We'll stop the meeting so / to everyone can have a short break.
6. We'll stop the meeting so / to have a short break.
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7. We'll stop the meeting so / for a short break.
8. We have to improve quality so that / to we can compete with

Asia.

o (

Complete this

article about alternative

investments by choosing the right words.

These days investors want to
spread their risk and diversify
into new asset classes. (1) As a
result / On the other hand,
there is growing demand for
high-quality contemporary art.
Do you think it's too risky? (2)
Besides this / Actually, it's not.
The Mei/Moses All Art Index
shows that over the last fifty
years the art market has
performed slightly better than
the equity market. So it's a good
investment for the long term.
(3) As a result / Besides this
there's  another  advantage:
owning art gives you status and
is good for your image.

Contemporary art; A GoOD INVESTMENT?

@4 On the other hand /

Taking everything into
consideration there are
disadvantages to having a

Picasso in your house. Have
you thought about the security
you're going to need? And what
happens if your chosen artist
goes out of fashion?

(5) On the other hand / Taking
everything into consideration,
buying art as an investment
deserves serious consideration.
It's a great way to diversify
your portfolio, but it's probably
only for wealthy investors.
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ANSWER KEYS TO SELECTED GRAMMAR EXERCISES

UNIT 1. SECTION 4.
1. CONDITIONALS. 1.1 FIRST CONDITIONAL

Exercise 1.
1b2a3a4b 5b6a7a 8 9b10a 11a 12b

Exercise 3.
1. there’s 2. we’ll lose 3. we lose 4. we won’t be able 5. our
customers aren’t 6. they’ll go 7. we don’t negotiate 8. there’ll be

Exercise 4.

1. speaks / mentions 2. speaks / will mention 3 I do / I make 4.
We’ll be / we aren't 5. we don't reach / they'll walk away 6. I use /
there's 7. you see / send her 8. you order / send

1.2 SECOND CONDITIONAL

Exercise 1.
1. reduced / would go 2. worked / would support 3. I'd take / 1
were 4. weren't 5. could / would 6. get

Exercise 2.
la 2b 3b 4a 5b 6a

Exercise 3.

1. worked 2. would be 3. wouldn’t be 4. earned 5. wouldn’t matter
6. would happen 7. didn’t like 8. didn’t work 9. wouldn’t keep 10.
Had

1.3 THIRD CONDITIONAL
Exercise 1.

1. had told / would have done 2. had known / wouldn't have invested 3.
had used / would have been 4. would have won / had made
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Exercise 2.

1. had got / wouldn’t have missed 2. had known / wouldn’t have
invested 3. hadn’t booked / wouldn’t have got 4. had had /
wouldn’t have lost

Exercise 3.
1. had asked 2. would have been 3. hadn’t been 4. would have done 5.

wouldn’t have gone 6. had known

2. PREPOSITIONS
Exercise 1.
1. by 2. in time 3. on time 4. until 5. by 6. at 7. by / in 8. by / on 9. out

of/ in 10. on/ in

Exercise 2.
l.at2.in3.0on4.in5.0n 6. at 7. at 8. on

Exercise 3.
1. in trouble 2. on order 3. out of stock 4. in the end 5. by hand 6. up to

you 7. on business 8. in writing 9. on order 10. on business

Exercise 4.
l.in2.at3.on4.in5.at6.in7.0on8.1in9. at 10. on 11. on 12. in

Exercise 5.
1. ago 2. for 3. since 4. nowadays 5. in

Exercise 6.
1. in 2. for 3. with 4. to 5. about 6. at 7. of 8. on

Exercise 7.
1.in2.0on 3. at4. under 5. at 6. on 7. on 8. on 9. by 10. up

UNIT 2. SECTION 4.
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1. VERBALS. 1.2 PARTICIPLE

Exercise 2.
1. lost 2. coming 3. gathered 4. having looked 5. having written 6.
blown 7. having read 8. taken 9. covered 10. having bought

1.3 GERUND

Exercise 2.
1. doing 2. writing 3. having broken 4. being examined 5. having won 6.
leaving 7. having climbed 8. congratulating 9. speaking 10. knocking

2. COMPLEX CONSTRUCTIONS 2.1 COMPLEX INFINITIVE
CONSTRUCTIONS

Exercise 1.
1c 2b 3b 4¢c 5d 6a 7b 8¢ 9d 10c 11a 128 13c 14a 15a 16¢ 17a 18b 19a
20a

UNIT 3. SECTION 4.
1. REPORTED SPEECH

Exercise 1.
1. had seen 2. that morning 3. didn’t agree 4. could see 5. were spending

Exercise 2.
1. ’ve contracted 2. I’ll be 3. I’'m going to process 4. | want to check

Exercise 3.

1 said 2 told 3. told 4. said 5. said 6. said 7. told 8. told 9. said 10. said
11. said 12. told me 13. said 14. said to Maria

Exercise 4.

1. was / the next day 2. would / me 3. they / our / before 4. there / that /

was

3. LINKING WORDS
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Exercise 1.
1. too 2. as well as 3. Despite 4. so 5. despite 6. although 7. because 8.
s0 9. in spite of 10. As

Exercise 2.
1. as well 2. even though 3. as 4. so 5. In spite of

Exercise 3.
1 as well as 2. because 3. so 4. even though 5. so 6. as

Exercise 4.
1. to 2. for 3. like 4. so that 5. as

Exercise 5.
1. Secondly / However 2. For instance / In addition 3. However /
Therefore 4. In Fact / Basically

Exercise 6.
1. for 2. to have 3. for telephoning 4. in order to 5. so 6. to 7. for 8. so
that 9. to 10. for recording

Exercise 7.

1. As a result 2. Actually 3. Besides this 4. On the other hand 5. Taking
everything into consideration
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