Установочная сессия для студентов

Технологического  направления ОЗО

3 курса по деловому английскому зыку 3 семестр
14-ПБ ТБ1
1. Контрольная работа по деловому английскому прилагается– вариант контрольной тот же, что и  в предыдущих  семестрах. Контрольную работу елательно сдать и защитить до сессии. Оформление выполняется в таком же формате как раньше. 

Домашнего текста в размере 5000 знаков не будет.  Вместо него вам нужно прочитать и устно перевести (используя свой собственный словарь) три текста. Эти тексты также необходимо пересказать как устные темы.

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)
· Business Etiquette Tips

· Business Telephone Etiquette

· Negotiations
Текст 1

Business Etiquette Tips

Following the correct business etiquette is essential in today's professional world. Not only does it put you in good light, but helps your business as well. 

Business  with the basics of trade, it now includes the whole nine yards - How you talk, walk, present yourself, what you wear, what to speak, how to speak, even to the point of how you eat. All these factors will have an impact on your business. 
The Co-workers and your Boss
With so many people working around you, you have to understand one thing - these are the elements you need to care for. Never underestimate bad mouth or insult anyone. Be respectful and courteous and ready to apologize for any mistake that you make. Be diplomatic where required and try not to let personal biases influence your decisions. Be respectful of your boss and make sure that you always inform him/her of any changes in your project. Never surprise your boss. 
Be Social and Polite
This one goes without saying, but it is an important factor that needs to be reiterated at all times. You don't have to make friends with people and invite them over for drinks, but building a cordial relation goes a long way in the business world. Greet people and talk with people who you share your working space with. Also, develop a firm handshake. 

The Attire and Language
Make sure that you adhere to the rules of dressing according to the norms set at your workplace. One must dress keeping in mind the position, the work manner and the work culture that is present. The way in which you dress will work towards building an image of you and thereby your workplace.  As far as the language is concerned, never ever swear or use such language that is considered crass. 

Time as a Factor
Always be on time, never late. In case it's a meeting or a conference, be sure to be there 5 minutes early. Cell Phone Usage
In a professional setup, the usage of cell phones should be strictly monitored. The phone should be on the silent mode so that the noise does not disturb others. Do not take calls at your desk; make use of the area that has been provided for the same. Never receive calls when you're in the company of others. 

Of Emails and Calls. 

Make sure that you answer all the mails and call back with the answers. Return the calls with answers or information about who might have them. When calling someone else for information, identify yourself and be clear and concise. Leave the important details with them so that they can call you back. Always be courteous and polite when you answer the phone. As far as mails are concerned, keep the mails as clear and short as possible. 

Meetings and Behavior
Meetings are an important part of any professional organization. Make sure that you arrive on time, have everything in order and are fully prepared for what is to follow. 


Текст 2

Business Telephone Etiquette

There is a surprising lack of knowledge among people about proper business telephone etiquette. Following are a certain set of phone ethics will definitely lead to favorable outcomes for the entire business. Read on to learn about it.

When you pick up the phone, greet the person depending on the time of the day. While calling you should introduce yourself and give the name of your organization if you are working in one. Use short phrases and simple words while talking on the phone. Long-winding sentences will lead to disinterest and poor comprehension in listeners. Avoid the use of casual words and slang.

Proper customer service is an integral part of telephone etiquette. There should be screening of calls by possibly the receptionist before forwarding it to the concerned person. There should be facility to leave a voice message on the phone if the person is not able to take the call at that particular time. If the phone gets disconnected due to some reasons then instead of waiting for the call, callback the person right away. You should avoid multitasking like handling different phone calls at one time. There should be proper scripts for inbound and outbound calls.
If you dial a number that is wrong, apologize promptly and disconnect. One ought to dial carefully and in proper lighting to avoid calling a wrong number and causing inconvenience to others. Etiquette demands that both the caller and receiver should write down information when required. Before making a call or taking one, be sure to have something to write upon. In case the conversation is confidential you should speak from a private room where no one else is present. In case this option is not available speak softly and at the volume not audible to neighboring colleagues. Ideally you should not put a person on hold. You ought to ask permission before putting the person on hold.

You should never eat food or chew gum while talking on the phone. It causes unpleasant sounds and could possibly irritate the user. Do not talk on the phone while driving. This is not only dangerous but will also divide your attention. You should never be rude to a caller no matter whatever provocation. You should always conduct yourself in a professional businesslike manner. Speak clearly and slowly when taking a business call. Keep phone calls brief and friendly. You ought to be mindful of different time zones. Try to call during the day as far as possible. Calls before 9am and after 9pm should be avoided. You should also be careful in calls where cultural differences come by. Complimentary words and phrases may be considered derogatory in other cultures.

Finally following good business telephone is the responsibility of every person in the organization. These are simple and effective but inexpensive methods to enhance the image of your organization
Текст 3
Negotiations
One of the most important skills anyone can hold in daily life is the ability to negotiate. In general terms, a negotiation is a resolution of conflict. We enter negotiations in order to start or continue a relationship and resolve an issue. Even before we accept our first jobs, or begin our careers, we all learn how to negotiate.

Some people are naturally stronger negotiators, and are capable of getting their needs met more easily than others. Without the ability to negotiate, people break off relationships, quit jobs, or deliberately avoid conflict and uncomfortable situations.
In the world of business, negotiating skills are used for a variety of reasons, such as to negotiate a salary or a promotion, to secure a sale, or to form a new partnership. 

The Art of Negotiating

Negotiating is often referred to as an "art". While some people may be naturally more skillful as negotiators, everyone can learn to negotiate. And, as they often say in business, everything is negotiable. 

Here are a few golden rules to successful negotiations:

1) Always try to negotiate for at least 15 minutes. Any less than that and it is unlikely that either party has had enough time to fairly consider the other side. Setting a time limit is a good idea. Approximately 90% of negotiations get settled in the last 10% of the discussion.
2) Always offer to let the other party speak first. This is especially important if you are the one making a request for something such as a raise. The other party may have overestimated what you are going to ask for and may actually offer more than what you were going to request.
3) Always respect and listen to what your opponent has to say. This is important even if he or she does not extend the same courtesy to you. Do your best to remain calm and pleasant even if the other party is displaying frustration or anger. 
4) Acknowledge what the other party says. Everyone likes to know that what they say is important. If the other party opens first, use it to your advantage, by paraphrasing what you have heard. Repeat their important ideas before you introduce your own stronger ones.
5) Pay attention to your own and your counter partner’s body language. Review the chart below to learn how to interpret body language during the negotiations. Make sure that you aren't conveying any negative body language.

6) Coming to a Close or Settlement

There are a number of signals that indicate that negotiations are coming to a close. This may not always mean that an agreement has been reached. In many cases, there are many rounds of negotiations. 

7) Beware of last-minute strong-arm tactics.

Even if you make the decision to treat your negotiating opponent with honesty and kindness, the other party may not extend you the same respect. Be prepared to stand your ground firmly, yet cordially, especially in the last few minutes of the negotiations. 
Варианты контрольных работ

Контрольная работа языку № 3

Вариант  1

1. Задайте к предложению общий, специальный, альтернативный и разделительный вопросы, запишите их и письменно переведите.
The head office plans to send new materials and samples to all branches.

2. Трансформируйте предложения в страдательный залог, запишите и письменно переведите полученные предложения.

1. They delivered equipment indicated in contract 258 on 30th of July.

2. The Sales Manager has started talks for the purchase of computers.

3. We will send literature on this equipment by separate mail.

3. Перепишите, вставляя вместо точек нужные по смыслу предлоги, и переведите предложения.

One … the leading manufacturers … pumps … Canada produces a wide range … pumps … high capacity … car industry. This company produces 70 % … pumps … home industry and exports about 30 % … its products … different countries … the world.

4. Перепишите и письменно переведите текст.

Business Correspondence
With the development of industry, technology, trade, and economic ties among the countries and ordinary people a great volume of business is done by mail. It is true that the telephone, telegraph, telex, e-mail and fax speed up transactions, but they also increase expenses to such an extent that practical businessman and economic people use these modern means of communication only for matters requiring immediate action or for messages which can be expressed briefly.

Business letters concern us in our daily living.

People write business letters in many situations: finalizing contracts, booking a seat in an airplane, reserving hotel accommodation, writing order-letters, letters of inquiry, claim letters (letters of complaint), cover letters, letters of confirmation and letters of guarantee.

A business letter, like a friendly or social letter, should make a favorable impression. In order that a letter may create this impression, it should be neatly written or typed, properly spaced on the page and correctly folded in the envelope.

The basic outline for a business letter is that of any letter: the heading, the inside address, the salutation, the body of the letter, the complimentary close and the signature. If you forget something you mean to say in the letter, put it in a PS at the bottom of the page.

5. Выберите нужное слово и вставьте в предложение. Перепишите и переведите предложения на русский язык.
typed,  volume,  the complimentary,  closing,  salutation
1. … a polite way of the ending of a letter.  

2. The name and address of the company written to are usually … on the left-hand side against the margin.

3. The normal form of  … for letter addressed to organization is “Dear Sir”.

4. A flat-paper container for a letter is called… 

5. I was surprised at the … of his knowledge.

6. Письменно ответьте на вопросы по тексту.

1. What is the main advantage of the business letter?

2. What does the body of the letter deal with?

3. What should you do if you forget to write anything?

Контрольная работа языку № 3

Вариант 2

1. Задайте к предложению общий, специальный, альтернативный и разделительный вопросы, запишите их и письменно переведите.
The turnover and net profit are increasing rapidly.

2. Трансформируйте предложения в страдательный залог, запишите и письменно переведите полученные предложения.

1. They negotiated the conditions of the purchase with the sellers.

2. We’ll buy all the materials as soon as possible.

3. Our customers have studied all the technical characteristics of the unit.

3. Перепишите, вставляя вместо точек нужные по смыслу предлоги, и переведите предложения.

The guarantee period which the company offered … their computers was 12 months … the date …putting them … operation and 15 months … the date … delivery. The Buyer found it rather short and wanted it to be extended … two and four months respectively. But the company agreed to extend it only … 13 and 17 months. As the Seller was responsible … the defects which were found … the equipment, they had to correct them … their expense.

4. Перепишите и письменно переведите текст.

Commodity Exchanges: Auctions and Tenders.
Commodity Exchanges deal in raw materials and some items of production, such as cotton, wheat, vegetable oils, etc. as these goods can be accurately graded and the grades practically remain unchanged every year. The goods are brought and sold at Commodity Exchanges according to grades or standards, and on the basis of standard contract terms. And Commodity Exchanges are called accordingly: the Wheat Exchange, the Metal Exchange and so on.

Thus for example, in Great Britain you can take part in sessions at the London Commodity Exchange dealing in cocoa, rubber and sugar, the Liverpool Cotton and Corn Exchanges or the Bradford Wool Exchange, Yorkshire.

Nowadays Commodity Exchanges are losing their role as markets of physical goods and are becoming mainly futures exchanges where deals are chiefly made for speculation purposes.

The goods like fur, tea, bristles (hides), spices whose quality varies from year to year, from lot to lot cannot be accurately graded and are sold at auction begins, the lots are inspected by future buyers and then sold to the highest bidder.

Horses or other animals are sold and bought at auctions.

Trade by tenders is frequently used in developing countries for construction work or for delivery of goods. General terms and conditions of the future deal are announced beforehand and the contract is given to the suppliers who offer the lowest price and the most favorable terms.

5. Выберите нужное слово и вставьте в предложение. Перепишите и переведите предложения на русский язык.
lots,  samples,  turnover,  goods,  varies
1. The company asked to send … shown at the Moscow Metal Exhibition.

2. … has grown since 1993.

3. Many … were sold at this auction.

4. Commodity turnover of the developed countries … from year to year.

5. If you want to get benefit by selling your … you should offer favorable terms

6. Письменно ответьте на вопросы по тексту.

1. What goods are bought and sold at Commodity Exchanges?

2. What specific goods are sold and bought at auctions?

3. When are general terms announced?

Контрольная работа языку № 3

Вариант 3

1. Задайте к предложению общий, специальный, альтернативный и разделительный вопросы, запишите их и письменно переведите.
A success in business depends on several factors.
2. Трансформируйте предложения в страдательный залог, запишите и письменно переведите полученные предложения.

1. Mr. Kelly brought up the matter of guarantee period.

2. We have already informed them about the prices and terms of payment.
3. With the development of economic ties among the countries people do a great volume of business by male.

3. Перепишите, вставляя вместо точек нужные по смыслу предлоги, и переведите предложения.

A plant … Moscow started producing new equipment. The equipment is … high quality and many companies are interested … buying it. The plant has already received a lot … orders … it. This week they have received one more inquiry … this equipment. The Buyers would like to come … Minsk to have talks … the sales manager … the plant … buying the equipment.
4. Перепишите и письменно переведите текст.

Marketing and Advertising
Marketing is the creative process of satisfying customer needs first. The information you are interested in is if there is any demand for your goods, what the market potential is, what sort of competition you will meet, i.e. how the price of your goods compares with other competitive products including those produced locally, local conditions, local trading customs and habits, what seasonal factors should be taken into account.

But in general marketing covers not only market research, but also planning the assortment of goods, and consequently the production itself, price policy, advertising and promotion of sales, controlling the sales and post-sales servicing.

So marketing is a system of running all the business activities of a company with respect to coordinating supply and demand for the goods produced.

Marketing helps to coordinate the production and circulation of goods for the benefit of people and for covering all their needs.

Advertising is an important means of promoting goods and services. There are specialized firms dealing with advertising.

Different kinds of mass media – TV, radio, newspapers, magazines, and posters – are used for advertising goods. Special leaflets, booklets and other printed matter about goods may be distributed among potential buyers. Participation in fairs and exhibitions promotes goods as well.

5. Выберите нужное слово и вставьте в предложение. Перепишите и переведите предложения на русский язык.

to promote,  consumers,  needs,  benefits,  advertising

1. We did the market research to find out about customer … .

2. Our travel service offers customers many … including free insurance.

3. I know how … any product.

4. I work for a large … agency.

5. People who buy products for their own use are … .

6. Письменно ответьте на вопросы по тексту.

1. Why is it necessary to do market research before selling goods?

2. What does general marketing cover?

3. What does advertising include?
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Вариант 4

1. Задайте к предложению общий, специальный, альтернативный и разделительный вопросы, запишите их и письменно переведите.
We’ll clarify some details during the talks tomorrow.

2. Трансформируйте предложения в страдательный залог, запишите и письменно переведите полученные предложения.

1. Their suppliers have offered the lowest price and the most favorable terms.

2. Many companies are using different mass media for advertising their goods.

3. Our firm’s advertising men produced new leaflets.

3. Перепишите, вставляя вместо точек нужные по смыслу предлоги, и переведите предложения.

The guarantee period which the company offered … their computers was 12 months … the date …putting them … operation and 15 months … the date … delivery. The Buyer found it rather short and wanted it to be extended … two and four months respectively. But the company agreed to extend it only … 13 and 17 months. As the Seller was responsible … the defects which were found … the equipment, they had to correct them … their expense.

4. Перепишите и письменно переведите текст.

Job Search
A Jobclub is a place where unemployed people work at finding a job in a professional and systematic way. The first Jobclubs were opened in North America in 1984. Jobclubs take a positive stance: there is a job available for each person. Jobclubs provide people who are unemployed for 26 weeks or more with facilities to enable them to find the best possible job within the shortest time. Executive and Management Jobclubs are also available in some areas, which provide support for middle and senior managers. The Work Trials offer an employer a period of up to 15 days to observe the jobseeker within the workplace. They also give the jobseeker the opportunity to demonstrate their skills and experience to the employer.

Jobplan Workshops are to help people who have been out of work for 12 months or more and to back into work or training. Jobplan Workshops give priority access to education programmes.

Job Review Workshops help unemployed people who are looking to broaden their job search. These workshops are particularly suitable for people with professional, executive and managerial backgrounds. They are demanding for unemployed managers, professional and executives. Participants have the benefits of a computerized guidance system to help them select the most suitable jobs.

A CV (curriculum vitae) – the “story” of your working life – is essential if you’re applying for a new job or position within your own company. Some information might be given in your CV, some in your letter of application. There are no fixed rules about this: different companies have different practices.

5. Выберите нужное слово и вставьте в предложение. Перепишите и переведите предложения на русский язык.
interview,  application,  recruit,  positions,  appoint
1. We need to … four new people for our office.

2. They advertised the … in the local newspaper last week.

3. We are going to look at all the letters of … ever the weekend.

4. Then we’ll invite them all to come for an … .

5. We hope to … the successful  applicants by the end of the month.

6. Письменно ответьте на вопросы по тексту.

          1.Where can middle and senior managers find a job?

2.Where can unemployed people get training?

3.What paper is essential if you are applying for a job?

Вариант 5

1. Задайте к предложению общий, специальный, альтернативный и разделительный вопросы, запишите их и письменно переведите.
You have made some progress in the field of electronic industry.

2. Трансформируйте предложения в страдательный залог, запишите и письменно переведите полученные предложения.

1. The firm will spend a lot of money on purchases of the equipment.

2. The Company sells its goods to many European countries.

3. Our representative showed no interest in their offer.

3. Перепишите, вставляя вместо точек нужные по смыслу предлоги, и переведите предложения.

The pumps … this company are more reliable … operation as compared … pumps of other companies, and all the customers are satisfied … the capacity… pumps. The company is interested … selling their goods and it can guarantee shipment … the goods … seven days. The company delivers their goods … markets … Europe.

4. Перепишите и письменно переведите текст.
Company Management

The management of the company is called the Board of Directors headed by the Chairman or the President. There is usually a Managing Director and in the case of big companies there may be several Joint Managing Directors.

A Manager in a company is the person who is head of a department – Sales, Export, Works (Production), Staff, etc. So there are Sales Managers, Export Managers, Works (Production) Managers, Staff Managers, etc.

A General Manager has managers, working under his control, and receivers his instructions from the Managing Director.

A limited company (public or private) has a Company Secretary whose duties are to arrange Director’s and shareholders’ meetings, prepare notices of these meetings, attend them and advise directors at board meetings on the legal, accounting and tax implications of any business, write reports. He or she supervises the working of the staff. The Company Secretary is the link between the company and the members, between the company and the staff and between the company and the public. The Company Secretary must be a properly qualified person and be able to fulfill his routine duties well. He /she is expected to be a part-lawyer, part-economist, part-administrator and part-accountant.

Usually businesses have their own financial managers who work with the banks. They negotiate terms of financial transactions, compare rates among competing financial institutions. Financial management begins with the creation of a financial plan. The plan includes timing and amount of funds and the inflow and outflow of money. The financial manager develops and controls the financial plan.

5. Выберите нужное  слово и вставьте в предложение. Перепишите и переведите предложения на русский язык.
accounting,  management,  activities,  shareholders,  head
1. Accounting and advertising are important … .

2. Most companies are made up of three groups of people: … who provide the capital, the management and the workforces.

3. … shows the financial picture of the firm.

4. Senior managers … the various departments.

5. He was in middle … for 10 years before he became a director.

5. Письменно ответьте на вопросы по тексту.
1. Who heads the Board of Directors?

2. What managers are there in the companies?

3. What are the duties of a Company Secretary?

