Установочная сессия для студентов МИППС 2курса по деловому английскому зыку
1. Контрольная работа по деловому английскому прилагается– вариант контрольной тот же, что и во втором семестре. Желательно сдать и защитить до сессии. Оформление выполняется в таком же формате как и на первом курсе. 
Домашнего текста в размере 5000 знаков не будет. 
Вместо него надо прочитать и подготовиться к защите тест 
BUSINESS ENGLISH TEST на английском языке. 
Тест  защищается на сессии!! Необходимо сделать словарь по тесту, уметь устно переводить и аргументировать свой выбор. 
2. Аудиторные тексты переводятся на сессии на занятиях. 2 текста

3. Устные темы по деловому английскому. По этим текстам нужно сделать словарь с незнакомыми словами, уметь УСТНО переводить и пересказывать (7-10 предложений)
· Looking for some good tips for job hunting

· Business correspondence
· Common types of business letters
BUSINESS ENGLISH TEST

Use this type of English when speaking to a friend:

	a) Formal
	b) Informal
	c) Polite


Employment History means:

	a) Which schools you have attended.
	b) Which diplomas and certificates you have.
	c) Where you have worked.


Which question is used to ask about residential status?

	a) Please sign here.
	b) What’s your address?
	c) Where are you from?


Which is a postcode? 

	a) 24 Green Street
	b) 044
	c) CM1 2XB


Which question asks for advice?

	a) What would you like to know?
	b) What should I do with my plastic bottles?
	c) I’m afraid I don’t know where the entrance is.


Which form is correct in most situations?

	a) Could you help me?
	b) Help me?
	c) Excuse me, I was wondering if you could possibly help me?


Which is a correct response to the question: How do you do?

	a) I’m fine.
	b) I’m a clerk.
	c) How do you do?


Which form gives instructions?

	a) Open your book and turn to page twenty-five.
	b) You open your book and turn to page twenty-five.
	c) Do you open your book and turn to page twenty-five?


Which is the most polite?

	a) Can I help you?
	b) Could I help you?
	c) May I help you?


Which signature is the most formal?

	a) Love,
	b) Yours faithfully,
	c) Best wishes


Which phrase is correct?

	a) When are you born?
	b) When you born?
	c) When were you born?


Which is farthest to the past?

	a) last week
	b) a day before yesterday
	c) a month ago


Which phrase is used during a presentation?

	a) Thanks for giving me a hand.
	b) Thank you very much for your time today.
	c) Thank for your quick response.


Which phrase should a man making a presentation use?

	a) Please feel free to interrupt me with questions.
	b) Don’t disturb me while I’m presenting these statistics.
	c) No, you’re wrong. We need more staff.


Complete the phrase: The Chicago Police

	a) Institution
	b) Staff
	c) Force


Which is polite telephoning English?

	a) Why do you want him?
	b) Who’s that?
	c) Who’s calling, please?


Which phrase refers to a future meeting?

	a) I look forward to seeing you in March.
	b) As you know, the meeting we attended concerned …
	c) I’d like to apply for the position of clerk.


To whom it may concern:

	a) Is an opening from an e-mail.
	b) Is an opening from an enquiry.
	c) Is an opening from a letter to a colleague.


The personnel office deals with:

	a) Clients
	b) Management
	c) Staff


‘Sick leave’ refers to:

	a) Time off work because of illness.
	b) Time off work because of holidays.
	c) Time off work because of family problems.


‘I would be grateful if you could …’  means:

	a) Thank you for …
	b) I’d appreciate your …
	c) I’d like to invite you to …


‘Please find attached’ might be found in:

	a) A letter
	b) An inquiry
	c) An e-mail


“I’m afraid I have a bad line’  means:

	a) My connection is not good.
	b) The extension doesn’t work.
	c) I didn’t understand.


What should ‘skills’ include on your resume?

	a) Your education
	b) Your employment history
	c) Other capabilities that are important for the job


Which question is used to ask about your country of origin?

	a) Where do you live?
	b) Where are you from?
	c) What is your name?


E-mails are generally:

	a) more formal  than letters
	b) less formal than letters
	c) as formal as letters


Which phrase is used to make an invitation?

	a) I was wondering if you could do the job.
	b) Would you mind giving me a hand?
	c) Would you like to attend the conference?


Which should you use with women?

	a) Mrs
	b) Ms
	c) Miss


Which phrase means ‘lose your job’?

	a) Be hired
	b) Be made redundant
	c) Be unemployed


Which phrase probably comes from an e-mail?

	a) I am writing to thank you for attending our presentation.
	b) I would be grateful if you could attend our presentation.
	c) Thanks for coming to our presentation.


Public administration, health and education are:

	a) in the private sector
	b) in the public sector
	c) in the construction sector


Finish the phrase: I hope …

	a) seeing you soon.
	b) to see you soon.
	c) see you soon.


Which type does not refer to time spent away from work?

	a) Sick leave
	b) Client complaint
	c) Holiday request


E-mails are generally:

	a) Shorter and more direct than letters
	b) Longer and more formal than letters
	c) Not used for business communication


Text 1

How to write a resume

Presentation
The most important thing is that your CV is clear.

Your CV has to be word processed. 

 The CV should be between one or two pages long.

The structure of a CV must follow a certain order.

1. Personal data
First of all, you have got to introduce yourself: full name, address, date of birth. If you want, you can add your phone number, marital status and nationality. 

2. Education and qualifications

This part of the CV is one of the most important because it gives the employer an insight into who you are, through your academic career. The best thing to do is to write the original name of your qualification along with the equivalents in English in brackets. 

3. Work experience
This section can be divided in various sub-sections especially if you have got a lot of experience (present post, previous employment, voluntary work). Don't be afraid to describe the tasks that you had to do in your different jobs, especially if these are relevant to the job that you are applying for.

4. Skills
In this section, you can put down all the practical things that you can do that might be useful for the job: driving license (always say clean driving license), knowledge of languages and computer software.

5. Interests

This section helps the employer to  get a better idea of what kind of person you are. 

6. References
It always looks good to put down the names of two people who have agreed to provide references. Always give the name and title of your referee. 


Text 2

Tips on making presentations

As part of an extended interview/selection centre you may be asked to give a short presentation. Usually you choose the topic from a list which may include your hobbies, a recent holiday, a current affairs topic or one of your achievements, or sometimes you may be asked to make a presentation on a case study you have previously done as part of the extended interview. The purpose is not to test your subject knowledge, but to see how well you can speak in public. 
Basic tips
· Dress smartly: don't let your appearance distract from what you are saying.

· Smile. Don't hunch up and shuffle your feet. Have an upright posture. 

· Say hello and smile when you greet the audience: your audience will probably look at you and smile back: an instinctive reaction.

· Speak clearly, firmly and confidently as this makes you sound in control. Don't speak too quickly: you are likely to speed up and raise the pitch of your voice when nervous. Give the audience time to absorb each point

· Use silence to emphasize points. Before you make a key point pause: this tells the audience that something important is coming. 

· Keep within the allotted time for your talk.

· Eye contact is crucial to holding the attention of your audience. Look at everyone in the audience from time to time, not just at your notes or at the PowerPoint slides. 

· You could try to involve your audience by asking them a question.

· Don't read out your talk, as this sounds boring and stilted.

· It’s OK to use humour, in moderation, but better to use anecdotes than to rattle off a string of jokes.

· It can be very helpful to practise at home in front of a mirror. 

· It's normal to be a little nervous. This is a good thing as it will make you more energized. If you make a mistake, don't apologize too much, just briefly acknowledge the mistake and continue on. 
Text 3

Common types of business letters

There are many different types of business letters that a person can write to achieve different things. The key to writing a letter that will achieve what you want is to know what type of letter you are writing. The different types of letters are: acknowledgement, adjustment, complaint, inquiry, order, and response letter.
Acknowledgement letter
 This letter is meant to thank the reader for something they did for you in the office. It could simply be saying thanks for receiving something the reader sent or maybe thanking them for their help with something. This type of letter is not required in a business environment, but it is appreciated.
Adjustment Letter
 This letter should be used in response to a written complaint against someone or
something. The purpose of it is to inform the reader that actions are being taken against the wrong doing as well as it serves as a legal document acknowledging the complaint.
Complaint Letter
 The complaint letter is much like the adjustment letter except no wrong doing as taken place. Instead, this letter is just to let the reader know that an error as been found and needs to be corrected as soon as possible. Once again, this letter is legal documents letting the reader know that something is being done to correct the problem.
Inquiry Letter 

An inquiry letter is written as a request for a certain something or in response to a request made by someone. The object of the inquiry letter is to get the object or material requested in the letter.

Order Letter

 Order letters are exactly as they sound, they are used to order material that is running low and will be needed soon. This type of letter is commonly known as a PO (purchase order). This letter is also a legal document showing a transaction between a business and a vendor.
Response Letter 

A response letter is also exactly how it sounds. It is a letter written in response to another letter received by someone. The objective of this type of letter is to fulfill the request made by the person you are writing this letter to. 

Контрольная работа №2

Вариант 1
1. Заполните пропуски данными словами. Переведите предложения на русский язык.

employment   position   application   skills   tariffs
1. They have sent me an _______ form.

2. If you improve your language _______, you will be able to get a better job.

3. The new factory has provided opportunities of _______ for local people.

4. These new import ______ make our products 50% more expensive.

5. Firms have to think carefully how to _____ their products; in other words to know which segment of the market they want to target.

2. Составьте предложения из частей А и В и переведите их на русский язык.
A
1. They are laying off 300 workers…..

2. She turned down the job offer…….

3. Rich retired people is the segment …….

4. We need a fresh marketing strategy if …….

5. One way of dealing with a competitor ……..
B
a ….. we are going to stay ahead of the competition.

b ….. that we should target!

c ….. because there aren’t enough orders.

d ….. is to take it over.

e ….. because it involved working shifts.

3. Прочтите и письменно переведите текст.

WHAT IS A MANAGER?
1. A number of different terms are often used instead of the term “manager”, including “director’’, “administrator” and “president”. The term “manager” is used more frequently in profit-making organizations, while the others are used more widely in government and non-profit organizations such as universities, hospitals and social work agencies.

2. So, whom do we call a “manager”?

In its broad meaning the term “manager” applies to the people who are responsible for making and carrying out decisions within a certain system. A personal manager directly supervises people in an organization.

Financial manager is a person who is responsible for finance. A sales manager is responsible for selling of goods. A marketing manager is responsible for promotion of products on the market.

3. Almost everything a manager does involves decision-making. When a problem exists a manager has to make a decision to solve it. In decision-making there is always some uncertainty and risk.

4. Management is a variety of specific activities. Management is a function of planning, organizing, coordinating, directing and controlling. Any managerial system, at any managerial level, is characterized in terms of these general functions.

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

6. The amount of responsibility of any individual in a company depends on the position that he or she occupies in its hierarchy. Managers, for example, are responsible for leading the people directly under them, who are called subordinates. To do this successfully, they must use their authority, which is the right to take decisions and give orders. Managers often delegate authority. This means that employees at lower levels in the company hierarchy can use their initiative that is make decisions without asking their manager.

4. Письменно ответьте на вопросы к тексту.
1.  What is the role of manager in an organization?

2. What activities is a production manager (financial manager, personnel manager, marketing manager) responsible for?

3.  What is the difference between sales management and marketing management?

4.  What does it mean“to delegate authority” ?

5. Переведите следующие слова и словосочетания с английского языка на русский и выучите их.
1. personnel manager 

2. financial manager 

3. marketing manager 

4. to supervise 

5. profit-making organization 

6. managerial 

7. hierarchy 

8. subordinate 

9. authority 

10. to delegate authority 

Вариант 2
1. Заполните пропуски данными словами. Переведите предложения на русский язык.

references   official   token   quotas   employee
1. Beatrice won the _______ of the month prize three times last year.

2. SVtech is a Swedish multinational whose _______ language is English.

3. If you give the cashier the _______ from this packet, you’ll get the next one at half-price.

4. Government _______ limit the import of luxury cars to just 200 each year.

5. They want two written _______; they suggest an employer and a teacher.

2. Составьте предложения из частей А и В и переведите их на русский язык.
A
1. She has set up her own …..

2. Don’t forget to put down …..

3. Unless we extend our product range…

4. Our range is looking tired, we need to…..

5. According to our sales figures, our rivals …
B
a….. are catching us up fast.

b….. come up with some new product ideas fast.

c….. import-export business.

d….. we won’t attract more customers.

e….. the names of two referees.

3. Прочтите и письменно переведите текст.

APPLICATION FORMS
1. The hardest part of recruiting, if you did a job description listing the skills needed, is in finding and hiring the right employee. You need some method of screening the applicants and selecting the best one for the position.

2. The application form is a tool, which you can use to make your tasks of interviewing and selection easier. The form should have blank spaces for all the facts you need as a basis for judging the applicants.

3. You will want a fairly complete application so you can get sufficient information. However, keep the form as simple as you can. The applicants are to fill out the application form before the interview. It makes an excellent starting point for the interview. It is also a written record of experience and former employer’s name and addresses.

4. When an applicant has had work experience, other references are not very important. However, if the level of work experience is limited, additional references may be obtained from former employers who can give objective information. Personal references are almost useless, as an applicant would only list people who have a kind word for them.

5. Employers use application forms most prolifically in the public sector to ensure there is a systematic way of comparing candidates. Anyone applying for jobs in local or central government organizations should expect to fill in an application form for every job applied for.

6. Additionally, many large commercial companies use standard job application forms because they can be processed much quicker than CVs, which tend to arrive in many formats. If a company is hiring candidates for a graduate programme, it may design an application form for this task with very specific questions. It’s also not unusual for a company to ask you to complete an application form, in addition to a CV.

7. Employers also use application forms to assess motivation and make a first pass at essential skills, including spelling, grammar and punctuation (hence why spell checking your application before you click send is so important).

4. Письменно ответьте на вопросы к тексту.
1. What should an application form be like?

2. What information should be requested in an application form?
3. Where can the additional references concerning the candidate’s former experience be obtained from?

4. What are the advantages of application forms over CVs?

5. What abilities can be assessed by using application forms?

5. Переведите следующие слова и словосочетания с английского языка на русский и выучите их.
1. blank space 

2. to fill out 

3. personal reference 

4. starting point 

5. to supervise 

6. profit-making organization 

7. managerial 

8. hierarchy 

9. subordinate 

10. to delegate authority 

Вариант 3
1. Заполните пропуски данными словами. Переведите предложения на русский язык.

training  overpriced   free trade   overtime   unemployment
1. I never buy clothes in that boutique. Everything is so expensive, and the quality isn’t high – I think the clothes are really _______ .

2. My firm hopes to do more business abroad, so plans to introduce language _______ for all its staff.

3. Officially, she works thirty-five hours a week but sometimes with _______ she does as many as fifty.

4. People are worried about the rise in _______ .

5. _______ is a very good idea in principle, but in practice we need protectionism to help domestic manufacturers to survive.

2. Составьте предложения из частей А и В и переведите их на русский язык.

Соедините начало и конец предложения. Переведите предложения на русский язык.
A
1. Should I fill in this form …..

2. If we want to penetrate the US,…..

3. They are trying to launch it by …..
4. We generally take on extra staff …..

5. Have you seen their catalogue? They’ve …..
B
a. .…..projecting a sophisticated image.

b. ….. at Christmas when it’s busy.

c.…..brought out a vacuum cleaner just like ours!

d…..we’ll have to modify our strategy.

e…..by hand or should it be typed?

3. Прочтите и письменно переведите текст.

MANAGEMENT ACCOUNTING
1. Management Accounting is the process of producing accounts that arespecifically designed to serve the needs of the managers who are running a business. All companies are required by law to keep financial accounts in order to produce a record by which shareholders and creditors can judge the company. Firms also need to do day-to-day financial accounting to enable them to keep track of dealing with their customers and suppliers. But the nature of financial accounts is that they present historic information which, on its own, is not sufficient for those responsible for the day-to-day running of a company to do their jobs well.

2. Management accounts are derived from what are known as cost accounts. The function of these is to provide information that allows individual managers to monitor and control the operations for which they are responsible. The factors that cost accounts report on can be tailormade to whatever requirements a company has, but they usually focus on the following:

- the revenue and costs for which individual managers are responsible;

- the efficiency and productivity, effectiveness of processes for which a manager is responsible;

- the utilization of resources, such as building and labour.

3. The management accounts provide regular information on how different aspects of the business are performing in relation to what has been forecast in the budget. They should provide an explanation of why a variance has occurred; for example, whether the reason that the gross margin (profit) is less than forecast is because sales are down or costs are up, or a combination of both. They may also contain estimates and

forecasts, so that managers see what the position would be at the end of the financial year.

4. Management accounting is also crucial for planning (developing budgets, for example), for solving problems such as determining the least costly method of production, and for helping with difficult decisions such as the level a price should be set and the assessment of capital expenditure proposals or different methods of financing.

4. Письменно ответьте на вопросы r тексту.
1. What is the purpose of management accounting?

2. What are management accounts based on?

3. What information is provided by management accounts?

4. Where else can management accounting be also used?

4. Переведите следующие слова и словосочетания с английского языка на русский и выучите их.

1. to keep track 

1. dealings 

2. management accounts 

3. cost accounts 

4. tailor-made 

5. revenue 

6. costs 

7. variance 

8. crucial 

9. capital expenditure 
Вариант 4
1. Заполните пропуски данными словами. Переведите предложения на русский язык.

freelance   experience   discounted   prices   mailshot 
1. Nowadays many designers or information technology workers are _______ ; that is, they sell their work or services to different organization.

2. His academic qualifications are good but he doesn’t have any previous _______.

3. There was an excellent response to our last ______ ; we sent 3,000 letters and got 400 replies.

4. Our next sales _______ will include a special discount of 20%.

5. I always go to the same supermarket because they often sell products at _______ – for example, you can often buy things for half price.

2. Составьте предложения из частей А и В и переведите их на русский язык.
A
1. Through clever marketing they …..

2. They’re hoping that the new managing director   can …..

3. An advantage of euro is that you don’t need           to order foreign …..

4. I’d like to know how much I have in my bank …..

5. Domestic manufacturers often complain that foreign competitors …..
B
a….. try to destroy them by dumping their goods at very low prices.

b….. currency or traveller’s cheques when travelling in most of Europe.

c….. turn the failing company around.

d….. turned working clothes into fashion items.

e….. account, please.

3. Прочтите и письменно переведите текст.

WHAT IS DELEGATION?
1. Delegation is the granting of authority and independence to another person to complete a project. It must be understood that with the authority to do a job, comes the responsibility to get it done. A benefit of good delegation is that it gives a manager the opportunity to spend more time on important work, which cannot be delegated.

2. For these reasons, delegating work and responsibility can be very beneficial for the company. But to be effective, delegation must be used with some caution. Before delegating a project, you, as a manager, must first answer two questions: 1) To whom should projects be delegated?  2) What kind and how much work and responsibility can be delegated to this person?
3. It is important to understand that delegation involves projects, which include significant decision making. If an employee is not given the responsibility to make decisions, it is not delegation. The assigning of routine and repetitive work does not bring the benefits which delegation can.

4. Work assignment, even though the employee is asked to perform a specific task as assigned, also has the potential to add to the positive climate – when it is fair and takes employee preferences into consideration.

This, obviously, is difficult to do all the time, but if employees are given as much of a voice in deciding who should receive non-regular work assignments, good ones as well as undesirable ones, then these assignments are likely to have a beneficial impact on morale.

5. Delegating work to an employee who is not ready to accept the responsibility can have two negative effects: 1) The job will not get done or not be completed on time.  2) The failures that result from ineffective delegation will have an understandably bad effect on the employee.
6. When delegating, it is good to always remember that effective delegation of work is not giving up all your authority. The delegate should have a fair amount of freedom, but the manager must retain some control. This will insure that the project is satisfactorily completed.

4. Письменно ответьте на вопросы к тексту.
1. What is delegation?

2. In what cases can delegation be beneficial?

3. What can be negative effects of delegating responsibility to a person who is not ready to accept it?

4. What will insure that the project is satisfactorily completed?

5. Переведите следующие слова и словосочетания с английского языка на русский и выучите их.
2. granting of authority 

3. work assignment 

4. to insure 

5. beneficial 

6. impact

7. routine 

8. repetitive 

9. to keep track 

10. dealings 

11. management accounts 

Вариант 5
1. Заполните пропуски данными словами. Переведите предложения на русский язык.

standard of service   salary   poor service   campaign   market research
1. Organizations which want to find out how the public perceive their products or services usually carry out some form of _______ .

2. I always stay at the Ritz when I travel for business. The staff are really helpful and you have everything you need. The _______ is very high.

3. I think we should use local radio for our next advertising _______ .

4. We stayed in a hotel in Vancouver but it was terrible. It had really ______ ; we asked Reception for coffee and waited for forty-five minutes!

5. The job offers a _______ of $125,000 a year.

2. Составьте предложения из частей А и В и переведите их на русский язык.
A
1. What’s the dollar – euro exchange …..

2. Don’t worry if the bank is closed; there’s

   a cash …..

3. When I travel on business, I always use a credit ….

4. Your bank …..

5. Not everyone shares her business …..
B
a….. vision for the development of the company.

b….. rate today, please?

c….. statement gives details of all the money going in    

         and out of your account.

d….. machine where you can take out some money.

e….. card to pay restaurant and hotel bills.

3. Прочтите и письменно переведите текст.

MARKETING MANAGEMENT
1.Management is a function of planning, organizing, coordinating, directing and controlling. Any managerial system, at any managerial level is characterized in terms of these general functions.

2. Management is a variety of specific activities. Marketing management refers to a broad concept covering organization of production and sales of products, which is based on consumer requirements research. All companies try to look beyond their present situation and develop a longterm strategy to meet changing conditions in their industry. Marketing management, therefore, consists of evaluating market opportunities, selecting markets, developing market strategies, planning marketing tactics and controlling marketing results.

3. Strategic planning includes defining the company’s long-term objectives as well as specific objectives, such as sales volume, market share, profitability and innovation, and deciding on financial, material and other resources necessary to achieve those objectives.

4. In problems of market selection and product planning one of the key concepts is that of the Product Life Cycle. That products pass through various stages between life and death (introduction – growth – maturity – decline), is hard to deny. Equally accepted is the understanding that a company should have products mix with representation in each of these stages. Companies can make far more effective marketing decisions if they take time to find out where each of their products stands in its life cycle.

5. As a managerial process, marketing is the way in which an organization determines its best opportunities in the marketplace. The marketing process is divided into a strategic and a tactical phase. The strategic phase has three components – segmentation, targeting, and positioning (STP). Segmentation is determining different groups of customers in the market. Targeting is choosing which groups of customers can be served effectively. Positioning is placing the company or brand in relation to competitors.

6. The marketing process includes designing and implementing various tactics, commonly referred to as the “4 Ps”: product, price, place (or distribution), and promotion.

4. Письменно ответьте на вопросы по тексту.
1. What is marketing management?

2. What is the Product Life Cycle and why it is considered one of the key concepts in marketing?

3. What is the strategic phase in a marketing process?

4. What is the tactical phase a marketing process?

3. Переведите следующие слова и словосочетания с английского языка на русский и выучите их.

1. market opportunities 

2. product planning 

3. product life cycle 

4. product mix 

5. marketing decision 

6. positioning 

7. targeting 

8. work assignment 

9. to insure 

10. impact 

