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UNIT 1
Gaining Job Experience

LISTENING

Listen to the text ‘Learning’ http://listenaminute.com/l/lear-
ning.html and do the following tasks:

Task 1. How many times are the following pronouns used in the text?

we our

Task 2. How many times is the verb “to be” used in the text?

Task 3. Find at least one word containing the sound:

[&1]
[>:]
[5]
[]
[A]
[a:]

Task 4. Use the words in brackets in their proper form:

one of (important) things
when we (be) born
learning begins (early)
our ears get (use)

how to play and (do)

Nk =



6. (many) people think
7. are we (real) learning
8. we learn (much) from

Task 5. Match the columns to make word combinations from
the text:

1) it starts a) the different patterns
2) say learning b) hobbies and interests
3) get used to c) people do

4) doing nothing d) memorizing things
5) do all the everyday things e) pretty much

6) are we just f) begins earlier

7) more from our g) but learning

Task 6. In what order do we come across the following words
in the text?

before important
books lifelong
childhood memorizing
ears nothing
everyday patterns
fact pretty
happens sounds
hobbies sure

Task 7. Answer the following question:

1. What is the difference between learning and memorizing things?

2. What things do we learn outside school?

3. What are the differences in learning your native and foreign
language?

4. Why is learning a lifelong process?

5. What things did you learn from your hobbies?



GRAMMAR

Word order
0 I 11 I v
(Modifier) Subject Predicate Object Modifier
scientific
(Every day) I read literature every day.

Exercise 1. Make up meaningful sentences from the given parts:

1) is / Alexander / full / Belov / my / name / Vladimirovich;

2) years / twenty-four / am / I/ old;

3) from/Russia/am / Moscow / I;

4) secondary / work / 1/ at/school / as / number / a teacher / 1067,
5) City/of/1/now/Moscow / a post-graduate student / University /

Pedagogical / am.

Functions of the ending -(e)s:

1. Plural of a noun

E.g. |textbooks |s] examinations |z], |languages liz],
supervisors |z] classes |iz]

2. The 3" person singular of a verb in Present Simple
E.g. He analyses scientific papers.
3. The Possessive case of a noun

E.g. post-graduate’s research

Exercise 2. Define the function of the ending -(e)s:

1) My scientific supervisor’s articles were published in different

journals.



2) John’s argument sounds rather convincing.

3) Economics is a science which studies economic aspects of the so-
ciety’s development.

4) The Brownsg are 3 all in all.

5) These are my notes and those are yours.

6) There will be new subjects in the students’ curriculum next year,
such as Physics and Advanced Mathematics.

«Noun + Noun»
Exercise 3. Translate the word combinations:

Lecture hall, home work, research methods, University buildings,
mass production, city port, port city, oil export, export oil, laboratory
research, research laboratory, high quality goods, goods high quality,
the twenty-first century science, the twenty-first century science
development, Foreign Languages Department.

Formal subjects it, one, there
Exercise 4. Translate the sentences:

1. There are different methods of scientific research. 2. One can
see wide application of computer technology in all fields of modern
life. 3. There exist various forms of sharing ideas in scientific commu-
nity. 4. It was difficult for him to pass his English exam. 5. There can
be no doubt that you will succeed in your scientific research. 6. There
must be something out of order in this equipment. 7. One should study
this scientific paper thoroughly. 8. There may be some new publica-
tions on this subject in our e-library. 9. There will be a lecture on Phi-
losophy on Friday. 10. There were different scientific articles in those
journals. 11. It will take me two years to complete my Master thesis.
12. There existed different points of view on that problem. 13. There
are no new data in this section of the book. 14. There has been a radi-
cal change in distance learning recently. 15. One cannot rely upon this
information. 16. It is very important for me to get my Master degree.
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Grammatical Transformations

Exercise 5. Change the word combinations according to the given
patterns:

E.g. |the study of Economics — 1) Economics study

2) studying Economics

The usage of computer technology; the application of new methods;
the introduction of advanced techniques; the combination of these fac-
tors; the investigation of difficult problems; the organization of the edu-
cational process; the development of national economy; the arrange-
ment of favourable conditions; the reduction of inflation.

Exercise 6. Tell the class about yourself:

What University did you graduate from?

Did you get a Bachelor or a Specialist degree?

What is your major?

Did you study at the full-time, part-time or extra-mural depart-

. What were your favourite subjects?

. What foreign language(s) did you study?

. What do you do now?

. In what field are you going to conduct your research as a Master

student?

9.

10.
11.
12.
from?
13.
14.
15.

Who is your scientific supervisor?

Have you taken part in any scientific conferences?

Have you got any articles published?

What sources do you get the necessary scientific information

How does the knowledge of English help you in your research?
How much time will it take you to submit your Master thesis?
What are your plans for the future?



READING

Exercise 7. Mind the following sounds in the words:

hire [a19], resume [e1], either [al], experience [13], graduate (noun) [1],
other [A], company [A], require [aI3], stipend [aI], volunteer [13],
networking [3:], based [s], prove [u:], month [A], quality [9].

Exercise 8. Mind the stress in the words:

af'ford, ‘intern, ‘internship, career, reference, ob’jective, €'vent,
‘freelancing, tech'nique.

Exercise 9. Read the text:
Four Ways to Gain Job Experience
o
w:ﬂ
B

“/".'m ‘

5 rouwmeg S

After all of your years of education, graduation day may feel like the first
day of the rest of your life. You have plans of being hired for a great new job
that pays a great salary and finally being able to afford a place of your own.
When you submit your resume, however, it is met with either no respon-
se, or you being told that you need more experience. It is a question asked
by more new graduates than any other: how do you land your first job,
when each company requires that you have experience in your chosen field
in order to be hired? Here are four ways to gain experience and get your foot
in the door so you can obtain your first job.

9




1. Internships

While many students complete at least one internship as a part of their
undergraduate degree requirements, more and more new graduates are ap-
plying for internships as well. Interning with a company in your career field
is a great way fo gain hands-on experience doing the kind of work you would
like to do. Often companies offer a salary or stipend for new graduates who
intern with their company. An internship can sometimes lead to a job with that
company, or at the very least give you experience and references to add
to your resume.

2. Volunteering

There are many non-profit organizations that have volunteer positions
where you can gain work experience. Whether you have a degree in Web
Design, or Education, there are ways that organizations can put your skills
to good use. Some companies look favorably on volunteer activities, so reach
out to organizations that interest you.

3. Networking

Networking is a great way to make professional connections that could
lead to a first job. Join student and professional organizations based on your
career objectives. Most organizations sponsor networking events, confe-
rences, and workshops. Each interaction you have with people in your career
field could foster a new relationship, or contact that can get you an interview
for a job you really want. Check out organizations based on your major
for more information.

4. Freelancing

Sometimes you have to prove that you can do the work before you are
hired. Freelancing is a great way to show what you can do. You may have
to do your first freelance job for free or low pay, just to gain the experience
and positive reference. After your first time, however, you now have more

10



experience that you can add to your resume. Freelance jobs can be as short as
a day or two, to several months. Sometimes a job that starts out as freelance
can turn into a full-time position. Employers not only want to see what skills
you have, but also how dependable you are as an employee.

The next time you are told that you don’t have enough experience
for the job you want, try using one or more of the techniques above to gain
more experience and quality references to help get your foot in the door.

(Adapted from https.//www.presence.io/blog/4-ways-to-gain-
new-experience-without-leaving-your-current-job/)

Exercise 10. Match the columns:

1) internship a) an altruistic activity, intended to promote good
or improve human quality of life

2) volunteering | b) being self-employed and hired to work for diffe-
rent companies on particular assignments

3) networking | c) a period of time during which a student works
for a company or organization in order to get
experience of a particular type of work

4) freelancing | d) meetings with other people involved in the same
kind of work, in order to share information

Exercise 11. Choose the best variant:

1) (to submit, to hire, to refer) a resume;
2) the company requires that you have (requirements, experience,

connections);
3) organizations sponsor (graduation, networking, reference)

events;
4) check out organizations based on your (freelance, major, inter-

action);

5) to gain (applying, positive, dependable) reference;

6) try using one or more of the (fechniques, organizations, refe-
rences) above.

11



Exercise 12. Paraphrase the set expressions using the words from
the box:

access, purpose, contact, knowledge, minimum, relationship, benefit, skill

1) to get one'’s foot in the door — to initiate ... ora ...; to gain ...,
especially to an entry-level job;

2) hands-on experience — ... or ... that someone gets from doing
something rather than just reading about it or seeing it being done;

3) at the very least — ata ...;

4) to put something to good use — to use something that you have
for a sensible ... that brings a ... to you.

Exercise 13. Make up meaningful sentences:

1) being hired / you / for / of / a great new job / have plans.

2) first job/do/you/how /your /land?

3) stipend / new graduates / companies / a salary / or / for / offer.

4) volunteer activities / favorably / some companies / on / look.

5) anew relationship / with people / each interaction / you have /
in your career field / could foster.

6) can turn/that/ sometimes / a job / starts out / a full-time position /
as freelance / into.

Exercise 14. Insert the proper formal subject (it, one, they, there):

1) ... is required that you have experience in your chosen field
in order to be hired.

2) ... are four ways to gain experience.

3) ... are many non-profit organizations that have volunteer posi-
tions.

4) ... are ways that organizations can put your skills to good use.

5) ... look favorably on volunteer activities.

6) ... makes professional connections through networking.

7) ...1s useful to join student and professional organizations based
on your career objectives.

12



8) ... want to see what skills you have.
9) ... gains more experience and quality references to help get
one’s foot in the door.

Exercise 15. Read the text “The Benefits of Working with a Multi-
cultural Team” on page 142 and summarize its content using the following
framing phrases:

The title of the text is ... .

It is taken from ... .

The text can be divided into ... logical parts.

In the first part the author speaks about ... . He stresses the idea
that ... .

In the second part the author explains to the readers ... . He points
out that ... .

The third part deals with ... . The author underlines ... .

The fourth part is devoted to ... . The author mentions ... .

In the fifth part the author touches upon the problem of ... .
We come to know ... .

The concluding part is concerned with ... . The author highlights
the fact that ... .

The main idea of the textis ... .

To my mind, the text is interesting and informative because it reveals
... . It helps me enrich my vocabulary and widen my professional
outlook.

VIDEO

Watch the video ‘How to choose a career’ (5:17) https://www.
youtube.com/watch?v=0B-1qocZiPM and answer the following
questions:

1) What is the speaker’s name?

2) What is one of the greatest wastes of time in life?

13



3) What are the main tips for choosing a career?

4) What things can happen when you commit to doing your job
to the best of your ability?

5) What is one of your primary responsibilities to yourself?

6) What is your duty to yourself?

7) What kind of job must you find?

8) What is the starting point of personal greatness?

9) If you had all the resources you needed to build the company
of your dreams, which kind of company would you build and what
would that company do?

10) What shall you do if you want to change the future?

14



UNIT 2
The Importance of Customer Satisfaction

LISTENING

Listen to the text ‘Language’ https://listenaminute.com/l/
language.html and do the following tasks:

Task 1. Choose the proper variants from the 1% column to make up
the word combinations given in the text:

without
difficult
no

body

sign

easy

have
special LANGUAGE(S)

simple

O |0 | | N N | B~ W I N =

[S—
el

computer

[S—y
—

many

—_—
N

one

[S—
(8]

combine

[S—
~

world

—
()]

universal
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Task 2. Put the following ideas into the logical order according
to the text content:

a. There are a lot of different languages on our planet.

b. Body and sign languages don’t exist without human speech.

c. Having only one language will help people communicate
and understand each other better.

d. Tt is hard to imagine people not talking to each other.

e. Nowadays English suits for being an international language
most perfectly.

f. Travelling to the Moon and inventing the computer were caused
by using languages.

Task 3. Find out one odd word in each box:

Where would we now be without language? We’d all be
in our own worlds and we’d 1
never really have a life. Can you imagine never talking to anyone?
. 2
Of course not, if there
was no language, we wouldn’t be able to properly use body
language or sign language. 3
The fact that we do have languages means we have gone
to the Moon and eventually built 4
things like the Internet — which also needs a special difficult
computer language to work 3
properly. I think language is really amazing. It means we can
tell anyone anything. I often 6
think it’s a shame there are so many languages in the whole
7
world. If there was only one
language, we could all communicate much better. Perhaps that
way, we’d all understand 8
one another better. What would the world language be like?
At the moment, English. 9
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Task 4. Choose the endings from the 2™ column that are true
to the text and translate the sentences into English:

Ecnu 6b1
He ObLIO S3BIKa,

a)

MHUpeE.

KaJIbIil U3 HAC XU ObI B CBOEM COOCTBEHHOM

b)

MbI ObI HE IOCTPOMIIM KOCMUYECKHE KOpadiu.

c)

MBI OBl HE CMOTIJIM MCIIOJIB30BaTh SI3BIK JKECTOB.

d)

MbI OBl HE CMOTJIU TI0JIeTeTh Ha JlyHy.

e)

HBIH SI3BIK.

HEBO3MOKHO OBLIO OBl CO3/1aTh YHUBEPCAIIb-

f) TpyaHO OBLTO OBI pa3paboTaTh KOMITBIOTEPHBIH

SI3BIK.

g) MbI ObI He n300penu MHTepHeT.

GRAMMAR

Active Voice
(momseraiiee camo BBIIOJIHSET JEHCTBUE)

PRESENT PAST FUTURE
+V, Vi +will V
? Do / Does...N ?Did...V 2 Will..V
SIMPLE —...dont/ —...didntV —...wontV
doesn'tV 91O Jemnan’? 4TO OyJeT Aenarh?
qTO fienaer? 4TO cenan’? YTO crenaer?
CONTINUOUS |am/is/are+V, | was/were+V, | willbe+V,
to be + Ving YTO Aenaer? 4TO Aenan’? 410 Oy/IeT ienars?
PERFECT have /has +V, had +V,, o will have + Vi
to have +V, 410 cuenan’? 41O caeian’? 4TO craesaer?
PERFECT have / has + will have +
+ +
CONTINUOUS | | poey 1V, had +been+V, | 4 oon + V.,
to have + 4TO fenan?
+been +V. 4TO JIenaer? 4TO OyJIeT Jenarh?
ing

17




Exercise 1. Define the Tense form of the Predicate; give the initial
form of the notional verb:

Henry Ford founded his business in 1903.
Had the explorers reached the North Pole by the 18" century?
The scientists will be constantly conducting research.
Will you discuss the environmental problems at the next session?
This area of science has been developing at a fast rate.
Our laboratory is investigating a very important problem now.
7. Different countries will have been working together at cosmic
problems.
8. Russia has signed some important documents this year.
9. This company will have delivered the necessary goods by next
month.
10. Atmospheric pollution does not know any national boundaries.
11. Scientists had been constructing new space vehicles for the
20" century.
12. Our ancestors were killing different species of animals, birds
and fish.

A e

Exercise 2. Translate the sentences:

1. I consult my scientific supervisor once a week.

2. Recently students have been actively using advanced learning
technology.

3. By the end of the month the team will have finished the experi-
ment.

4. The Dean’s office was on the 2™ floor.

5. The participants of the conference had been discussing the global
warming problem for 3 hours.

6. Master students are defending their theses now.

7. The employer will be interviewing the 3™ applicant at that time.

8. Had they prepared all the documents by their boss’s coming
yesterday?

9. The secretary wasn’t speaking over the phone at that moment.

18



10. Have you published the results of your research yet?

11. By 6 p.m. the customer will have been waiting for his order
for 3 hours!

12. Will you be so kind to spell your surname?

PRESENT PAST FUTURE
every day, often, yesterday, the day tomorrow, the day
m | always, seldom, before yesterday, after tomorrow, next
= |sometimes, usually, |last year, a year ago |year, in a year
E as a rule, regularly,
“ | from time to time,
*never
now, at this moment, | 1) at 3 o’clock 1) at 3 o’clock
va  |still, constantly yesterday; tomorrow;
8 2) from3to5 2) from3to 5
2 yesterday; tomorrow;
= 3) the whole day 3) the whole day
% yesterday; tomorrow;
S 4)all day (long) ~ |4) all day (long)
yesterday tomorrow
just, already, yet, by 3 o’clock by 3 o’clock
5 for, since, ever, yesterday tomorrow
A *never, lately,
% recently, today,
A | this week, by now,
so far

Exercise 3. Make up sentences with the following verbs and adver-
bial modifiers:

1. to study (last year) 2. to publish (by next year) 3. to trans-
late (the whole day yesterday) 4. to discuss (just) 5. to look through
(regularly) 6. to read (from 8 to 10 p.m. the day after tomorrow)
7. to check (by 11 a.m. last Friday) 8. to start (in 2 years) 9. to write
(still).
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Exercise 4. Use Future Simple in the principal clause and Present
Simple in the subordinate clause:

if — ecnu when — xorna
unless — eciau He while — B TO Bpemsl Kak, 1IOKa, KOT1a
in case — B cily4ae €ciu before — no

provided — nipu ycioBuu eciu | after — nociie

as soon as — Kak TOJIbKO
till — no Tex nmop noka
until — 510 Tex Nop Moka He

1. Before you (leave), don’t forget to shut the windows. 2. I (phone)
you as soon as I (arrive) in London. 3. Please don’t touch anything
before the police (come). 4. Everyone (be) very surprised if he (pass)
the exams. 5. When you (see) Brian again, you (not/recognize) him.
6. We (not / start) dinner until Jack (arrive). 7. You (feel) lonely without
me while I (be) away? 8. If I (need) any help, I (ask) you. 9. Come on!
Hurry up! Ann (be) annoyed if we (be) late.

Exercise 5. Make up sentences with the following word combi-
nations:

If I don’t study hard 1 won’t complete my post-graduate course.
If I don’t complete my post-graduate course | won’t ... .

To study hard — to complete a post-graduate course — to get
a Master degree — to become a highly qualified specialist — to have
a promotion — to develop a career — to earn more money — to feel
free — to become happy — to make happy all people from my envi-
ronment.

Exercise 6. Say what you will do if ...

1) you leave your smart phone / tablet at home?

2) you forget the password for your account?

3) your group-mate asks you to help him/her with English?
4) your boss is not satisfied with your results?
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5) your scientific supervisor gives you a very difficult task?
6) you have to miss English classes?
7) you fail at your exam?

READING

Exercise 7. Mind the following sounds in the words:

measure [e], company [A], advocate (noun) [3], considered [3],
purchase [a:], warning [2:], other [A], sway [el], experience [19],

high [a1], churn [2:], process [s], beneficiary [ [], identify [a1], acquire [a13],
nurturing [t[], personalize [aI].

Exercise 8. Mind the stress in the words:
‘product, su’pply, sur’pass, im’portant, e'xact, in'crease (verb),

‘emphasis, i'nitiative, impact, con'tribute, revenue, € liminate, ‘prospect,
‘survey.

Exercise 9. Read the text:

Why Customer Satisfaction Is Important

4

5 g

Customer satisfaction is a marketing term that measures how products
or services supplied by a company meet or surpass a customer’s expectation.
Here are the top six reasons why customer satisfaction is so important.
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1. It is a leading indicator of consumer repurchase intentions
and loyalty

Asking customers to rate their satisfaction on a scale of 1-10 is a good
way to see if they will become repeat customers or even advocates. Any
customers that give you a rating of 7 and above, can be considered satisfied,
and you can safely expect them to come back and make repeat purchases.
Scores of 6 and below are warning signs that a customer is unhappy
and at risk of leaving.

2. It is a point of differentiation

Picture two businesses that offer the exact same product. What will make
you choose one over the other? If you had a recommendation for one business
would that sway your opinion? Probably. So how does that recommendation
originally start? More than likely it’s on the back of a good customer expe-
rience. Companies who offer amazing customer experiences create environ-
ments where satisfaction is high and customer advocates are plenty.

3. It reduces customer churn

Price is not the main reason for customer churn; it is actually due
to the overall poor quality of customer service. By measuring and tracking
customer satisfaction you can put new processes in place to increase the overall
quality of your customer service. It is recommended that you put an emphasis
on exceeding customer expectations and ‘wowing’ customers at every oppor-
tunity. Do that for six months, than measure customer satisfaction again.
See whether your new initiatives have had a positive or negative impact
on satisfaction.

4. It increases customer lifetime value

A ‘totally satisfied customer’ contributes 2.6 times more revenue than
a ‘somewhat satisfied customer’. Furthermore, a ‘totally satisfied cus-
tomer’ contributes 14 times more revenue than a ‘somewhat dissatisfied
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customer’. Customer lifetime value is a beneficiary of high customer satis-
faction and good customer retention.

5. It reduces negative word of mouth

An unhappy customer tells between 9—15 people about their experience.
In fact, 13% of unhappy customers tell over 20 people about their experience.
That’s a lot of negative word of mouth. To eliminate bad word of mouth
you need to measure customer satisfaction on an ongoing basis. Tracking
changes in satisfaction will help you identify if customers are actually happy
with your product or service.

6. It is cheaper to retain customers than acquire new ones

It costs six to seven times more to acquire new customers than it does
to retain existing customers. You and your marketing team spend thousands
of dollars getting the attention of prospects, nurturing them into leads
and closing them into sales. Here are some customer retention strategies:
use blogs to educate customers; use email to send special promotions; use
customer satisfaction surveys to listen; delight customers by offering persona-
lized experiences.

(Adapted from https://blog.clientheartbeat.com/
why-customer-satisfaction-is-important/)

Exercise 10. Find in the text the words defined below:

1) a person who buys goods or services from a shop or business;

2) astrong feeling of support;

3) a thing that has been bought;

4) a marked effect or influence;

5) the continued possession, use, or control of something;

6) two or more people working together;

7) activity that supports or encourages a cause, venture, or aim;

8) a general view, examination, or description of someone or some-
thing.
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Exercise 11. Make up the word combinations from the text (use
either the left or the right column):

asking

repeat

any

‘wowing’

‘totally satisfied’

‘somewhat satisfied’

‘totally satisfied’

unhappy

to retain

new

existing

delight

(a/ the) customer
(a/ the) customer (’s)
(the) customers

satisfaction

expectation

is unhappy

experience

advocates

churn

service

lifetime value

retention

Exercise 12. Convert the sentences into Past Simple:

1) Customer satisfaction is a marketing term.
2) They become repeat customers.

3) The customers give a rating of 7.
4) Two businesses offer the exact same product.
5) You can put new processes in place.
6) A ‘totally satisfied customer’ contributes 2.6 times more

revenuc.

7) An unhappy customer tells between 9—-15 people about their

experience.

8) You and your marketing team spend thousands of dollars
getting the attention of prospects.
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Exercise 13. Open the brackets (refer the actions to the future):

1) If products or services supplied by a company (to meet)
a customer’s expectation they (to be satisfied).

2) If customers’ rating (to be) 9—10 they (to become) repeat
customers.

3) In case a company (7o create) high satisfaction its customer
advocates (to be) plenty.

4) You (to eliminate) bad word of mouth provided that you
(to measure) customer satisfaction on an ongoing basis.

5) Unless you (%o track) changes in satisfaction you (not to identi-
fy) customers’ happiness with your product or service.

Exercise 14. Use the proper tense form:

1) Recently this company’s customers (fo give) a rating of 8—10.

2) The companies (7o create) constantly favourable environments.

3) By 2017 the customer service (to become) poor.

4) Just fancy! The company (fo ‘wow’) its customers for six
months by now!

5) A ‘totally satisfied customer’ usually (to contribute) 14 times
more revenue.

6) Why you (not to learn) these customer retention strategies
so far?

Exercise 15. Read the text “How to Deal with Customer Com-
plaints Effectively” on page 143 and summarize its content using
the framing phrases (Unit 1, page 13).

VIDEO

Watch the video ‘How to give great customer service’ (10:12)
https://www.youtube.com/watch?v=0B-1qocZiPM and describe
the L.A.S.T. method.
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UNIT 3
Product and Process Innovations

LISTENING

Listen to the text ‘Books’ https://listenaminute.com/b/books.html

and do the following tasks:

Task 1. Tick the words from the text.

1) world

2) memories
3) library

4) movies

5) bookworm
6) earthworm
7) born

8) buried

9) novels
10) fiction
11) autobiographies
12) resumes
13) encyclopedias
14) reference books

Task 2. Underline the prepositions from the text. How many times

are they used in the text?

| in, on, about, at, of, with, without, for, to |

Task 3. Match the columns to make up meaningful word combinations.

1) books are
2) atime in
3) memories of being
4) abit of
5) with my head
6) getting to know
7) you never want
8) it’s interesting to read
9) encyclopedias
10) prefer books
11) be in your hand

a) in my school library
b) the story to end

¢) a bookworm

d) about people’s lives
e) the best thing

f) to the Internet

g) are cool too

h) my life

1) and made of paper
j) buried in a book

k) other worlds and cultures
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Task 4. Find antonyms for the following words.

1) worst 7) bad

2) forget 8) always

3) death 9) beginning
4) born 10) dull

5) hate 11) nothing

6) useless 12) in e-version

Task 5. Write down one omitted word in each line.

Don’t you think books are best thing in the world?

[ can’t !
remember time in my life when [ wasn’t reading a book. )
I still
have memories of being in school library when I was 3
about five
years old. I have been a bit a bookworm since then. 4
You’ll
usually see me with my head buried in a book. I love 5
kinds of
books. Novels great for getting to know other worlds 6
and
cultures. A good book is where you never want

7
the story to end.
I like autobiographies because I think it’s interesting g
to read
about people’s lives. Encyclopedias are cool too — 9
you learn
everything about everything in these. I prefer books 10
to the
Internet. Books need to be in hand and made of paper. | 11

Task 6. Retell the text. Answer the question:

— Are you a bookworm? Why / why not?
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GRAMMAR

Passive Voice
(moxanesxariee UCTIHIThIBAET Ha cebe elicTBre)

Present Past Future
SIMPLE am/is /are was / were will be
to be + V3(ed) + V3(Cd) + V3(Cd) + V3(Cd)
CONTINUOUS am/is /are + was / were +
+ betifzzi-:g @ being+Vyy, | theing+ Vg,
PERFECT have / has + had + will have +
+ Ij(e)elzza-‘;e\;: - +been+V, +tbeen+V, +been+V,

Exercise 1. Find all the sentences with the Passive Voice; define
the tense forms in them:

1) The practical value of knowledge is being realized. 2) Is the pro-
gramme of post-graduate studies designed? 3) The teachers draw
their students into scientific research. 4) We have mastered experi-
mental techniques. 5) This scientific tradition has been established.
6) The diplomas and medals were not awarded. 7) Lectures will be
reinforced by tutorials. 8) There are three- and four-year courses.
9) They award special medals and diplomas to the winners. 10) The as-
signment was being given at that moment. 11) Research is being
conducted in the laboratory. 12) Are they discussing the first chap-
ter of his thesis? 13) The students will be encouraged to participate
in research still at college. 14) New promising ways had been mapped.
15) The teaching staff consists of engineers and academics, doesn’t it?
16) Practical engineers are involved in consultations.
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Exercise 2. Find the corresponding ideas in the right-hand column.
Use the verbs in the proper Passive form:

ACTIVE PASSIVE

1) They often translate a) The experiment ...
English texts. yesterday.

2) They are doing their b) The work ... already
homework. e

3) They made the experiment c) The test ... when
yesterday. the teacher came.

4) They were solving d) The article ... by the end
the problem from 5 of the academic year.
till 7 o’clock yesterday.

5) They have already done e) English texts ...
the work. often ... .

6) They will repair the device | ) The homework ...
tomorrow. now.

7) They will have published g) The problem ... from 5
the article by the end till 7 o’clock yesterday.
of the academic year.

8) They had finished the test h) The device ...
when the teacher came. tomorrow.

Exercise 3. Use the verbs in the correct Passive forms:

1) At the last conference the speaker (to ask) a lot of questions.
2) We (to tell) about this discovery next time. 3) Unfortunately he
(not / to offer) any help so far. 4) They (to give) all the necessary
information at the moment we came in. 5) Every year the laboratory
(to promise) financial support. 6) He already (to sign) his papers.
7) Next week you (to send) to Moscow on business. 8) The team
of the laboratory (to give) a difficult problem to solve before I was
appointed its Chief. 9) The new lab assistant (to teach) to use mod-
ern equipment by the Chief of the laboratory now. 10) I am sure that
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his work (to complete) by the end of the month. 11) I can’t show you
my written work as it (not/to return) by my teacher. 12) The question
which (to discuss) now at the conference is very important.

Cnoco0bl nepeBoia cka3yeMbIX B CTPaJaTeJbHOM 3aJI0Te
HA PYCCKHUIl A3BIK:

1. rmarojioM ¢ yacTuiei -ca (-cv);

2. rarosioM 3 ji. MH.4. B HeONpeaeJEHHO-JINYHOM NPeIJI0KeHUH

3. 1aroJioM «Ovimob» + KPATKUM NPUYACTHEM (B HACTOSIIIEM
BPEMEHH IJIAr0JI «Oblmb)» OMYCKAETCS).

E.g. The hypothesis was proved. — I'unomesa noomeepounace. /
Tunome3sy noomeepounu. / ['unomesa dvin1a noomeepiicoena.

Exercise 4. Translate the sentences into Russian:

The museum of modern science was opened in 2005.

3.000 scientific journals are sold every week.

The equipment will be delivered tomorrow morning.

The flight was not canceled because of the rain.

This car model will not be produced next year.

Higher Maths is not studied by first-year students.

Was his paper rejected because of plagiarism?

Will the Professor’s monography be published next year?

Are you advised by your supervisor on Tuesday or on Wednesday?

WX bW =

Ecsin mocJie riiaroJia coxpansiercsi npeaJior,
nepeBoJ HAYMHAETCS MMEHHO € ITOr0 MpeaIora.

E.g. This paper is often referred to. — Ha sty paboTy gacTo cchiarorcs.

Exercise 5. Give the Russian equivalents of the following sentences:

1) I do not think the existing theory can be relied upon. 2) At the begin-
ning of the lecture the laboratory assistant was sent for by the lecturer.
3) The invention was spoken of at the meeting of our staff. 4) Some
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aspects of these topics will be dealt with in the next chapter. 5) This prob-
lem was touched upon in the discussion. 6) The latest research is much
spoken about. 7) This method has been referred to in an earlier paper.
8) The lectures of my scientific supervisor are always followed by heated
discussions.

Exercise 6. Construct your own sentences using the impersonal
passive structures:

It is known that ... WszBectHO, UTO ...

It is said by our historians / Hamm uctopuku cY4uTaroT, uro ...
mathematicians / [T-specialists /
economists / educational
specialists / businessmen that ...

It is said of this author that ... OO0 >TOM aBTOpE TOBOPSIT, UTO ...
It is known about him that ... O HEeM HM3BECTHO, YTO ...
It must be stressed that ... Crnenyet (HY>HO) TOTYEPKHYTH,
9710 ...
It cannot be denied that ... Henb3s orpuniats (Toro), 4to ...
It should be remembered that ... |Cnenyet moMHHTB, YTO ...
READING

Exercise 7. Mind the following sounds in the words:

characteristics [K], use (noun) [s], technical [K], incorporated [2:],
both [ou], previously [i:], microprocessor [a1], digital [d3], technology [K],
miniaturize [a1], minor [a1], specification [s], detergent [2:], chemical [k],
intermediary [1:], process [s], automation [2:], encompass [A], source [2:],
final [a1], frequency [i:], identification [a1].

Exercise 8. Mind the stress in the words:

com’ponent, ma'terial, ‘portable, tech'nique, lo’gistics, ‘input,
“allocate.
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Exercise 9. Read the text:

What are Product and Process Innovations?

A product innovation is the introduction of a good or service that is
new or significantly improved with respect to its characteristics or intended
uses. These include significant improvements in technical specifications,
components and materials, incorporated software, user friendliness or other
functional characteristics. Product innovations include both new products
and new uses for existing products.

New products

These are goods and services that differ significantly in their characteris-
tics or intended uses from products previously produced by the firm. The first
microprocessors and digital cameras are examples of new products using new
technologies. The first portable MP3 player, which combined existing soft-
ware standards with miniaturized hard-drive technology, was a new product
combining existing technologies.

New uses for products

The development of a new use for a product with only minor changes to its
technical specifications is a product innovation. An example is the introduction
of a new detergent using an existing chemical composition that was previously
used as an intermediary for coating production only. A process innovation
is the implementation of a new or significantly improved production or deli-
very method. This includes significant changes in techniques, equipment
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and / or software. Process innovations can be distinguished by production
methods or delivery methods, or both:

Production methods. These methods involve the techniques, equipment
and software used to produce goods or services. Examples of new production
methods are the implementation of new automation equipment on a pro-
duction line or the implementation of computer-assisted design for product
development.

Delivery methods. These concern the logistics of the firm and encompass
equipment, software and techniques to source inputs, allocate supplies within
the firm or deliver final products. An example of a new delivery method
is the introduction of a bar-coded or active RFID (radio frequency identifica-
tion) goods tracking system.

(Adapted from https.//brainly.in/question/3091459)

Exercise 10. Restore the proper letter order in the words:

dpructo, vsercei, rhasacteriticsc, vpimremoent, rmteiala, wsorftae,
mfri, iscmoropocesrr, gdiitla, ntecolohiesg, tporaleb, istpeifcaincos,
ninovaiont, tdreteegn, diteremiarny, emtodh, emquientp.

Exercise 11. Fill in the gaps with the derivatives of the words from
the right column:

1) the ... of a good or service to introduce
2) the service that is ... improved significant
3) significant ... in technical ... to improve, to specify
4) user ... or other functional characteristics | friend
5) products ... produced by the firm previous
6) with ... hard-drive technology miniature
7) the ... of a new use for a product to develop
8) changes to its technical ... to specify
9) the ... of a new production to implement
10) automation ...on a production line to equip
11) radio frequency ... to identify
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Exercise 12. Choose the best possible variant:

1) A product ... is the introduction of a new or improved good
or service.

a) production b) innovation ¢) implementation

2) Product innovations include new ... for existing products.

a) uses b) technologies ¢) techniques

3) These are goods and services that differ significantly in their ... .
a) methods b) innovations c) characteristics

4) The first portable MP3 player combined existing ... standards
with miniaturized hard-drive technology.

a) radio b) software c) coating

5) Aprocess innovation is the ... of a new or significantly improved
production or delivery method.

a) improvement b) specification ¢) implementation

6) It is possible to implement computer-... design for product
development.

a) assisted b) concerned c) used

7) Anexample of a new delivery method is the introduction of an acti-
ve RFID goods ... system.

a) miniaturized b) automation c) tracking

Exercise 13. Convert the sentences into Passive:

1) They improve the services.

2) The firm produced the goods.

3) Scientists will use new technologies.

4) The producers do not combine existing technologies.
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5) They did not use that chemical composition.

6) The company will not significantly improve the delivery method.

7) Do they distinguish process innovations by production methods?

8) Did those methods involve new techniques, equipment and
software?

9) Will the employer allocate supplies within the firm?

Exercise 14. Find the proper place for the adverbial modifiers:

1) The product has been significantly improved (so far).

2) The software is being incorporated (still).

3) These goods and services will be produced by the firm (never).

4) Those technologies were used in the first microprocessors
(previously).

5) Minor changes have been introduced (already).

6) New delivery methods were being implemented (constantly).

Exercise 15. Construct your own sentences using the impersonal
passive constructions:

It is known that ...

It is said that ...

It must be stressed that ...

It cannot be denied that ...

It should be remembered that ...

It is strongly recommended to ...

It should be taken into consideration that ...
It is believed that ...

It might be useful to ...

It has been proved that ...

Exercise 16. Read the text “How Venture Capital Works” on page 145
and summarize its content using the framing phrases (Unit 1, page 13).
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VIDEO

Watch the video ‘Transferable job skills’ (8:20) https://www.
yvoutube.com/watch?v=7Kt4nz8KT_Y and answer the following
questions:

1) What are transferable job skills?
2) When are they important?
3) What can a person do if s/he has
— analytical
— communication
— leadership
— negotiation skills?
— interpersonal

— organizational

— team-working
What skills are represented in the activities described by the speaker?

Take the quiz https://www.engvid.com/transferable-job-skills/

36



UNIT 4
Job Interviews and Career Goals

LISTENING

Listen to the text ‘Careers’ https://listenaminute.com/c/careers.html
and do the following tasks:

Task 1. Write down the numerals used in the text.

Task 2. How many times is the word “career” used a) in singular;
b) in plural?

Task 3. Write down the derivatives / forms of the following words
used in the text.

1) big— 6) differ —
2) decide — 7) move —
3) norm — 8) bore —

4) globe — 9) learn —
5) quick —

Task 4. Insert the omitted words.

1) the biggest decisions we ... in life;
2) we chose ... one career;

3) people ... start a job;

4) stay in ... same career;

5) career path was quite ... ;

6) mean ... change quickly;

7) keep ... with all the changes;

8) moving from one job to ... ;

9) life never ... boring;
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10) to keep ... different things;
11) what career I ... choose next;
12) ... that doesn’t even exist

Task 5. Say if the information is true, false or not stated.

1) Now we choose only one career.

2) Inthe past people stayed in one and the same career for the whole
life.

3) Parents helped children choose their careers.

4) Today people may change their careers even seven times.

5) New technology and globalization develop quickly.

6) We don’t need to adjust to the changes.

7) The speaker has had five different careers.

8) He had to move to the other city.

9) He has already made up a decision about his next job.

Task 6. Answer the following questions:

1) Have you chosen your career yet?

2) Would you like to change it in the future?

3) How many times is it normal for a person to change their career?

4) Why is it difficult to move from one job to another?

5) What transferable skills do you need to be a good specialist
in any job?

GRAMMAR

Modal Verbs
(BBIpQKAIOT OTHOIIICHHE K JICHCTBUIO)

1. OHu He UMEIOT OKOHYaHUS -s B 3 1. el1. 4. B Present Simple.

2. Ilocne Hux nHGUHUTUB ynoTpedseTcs 6e3 4acTULbl “to”.

3. Jlns oOpa3oBaHus BONPOCUTENBHON M OTPULIATENIbHOM POpPMBI
UM He TpeOyIOTCSl BCIOMOTaTeIbHbIH I1aroJl.
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4. OHM MMEIOT HE BCE BUIOBPEMEHHBIE (POPMBI, IPU HEOOXOAU-
MOCTHU 3aMEHSIOTCS SKBUBAJICHTAMHU.
5. Ot Hux Henb3s 00pa3oBaTh HEJIMUYHbIE POPMBI (IpUYACTHE,
repyHaAui, THQUHUTHB).
6. OHHU MOTYT yHoTpeOIsAThCS U1 BEIPRXKEHUS MPeAoI0KeHUs

(c pa3NIM4HOM CTENEHBIO YBEPEHHOCTH).

can MOUYb, YMETh We can re-arrange the elements
(usuueckas unu ymemeennas |of the system.
CnOcoOHOCMYb)

may MOYb Now you may ask questions,
(umemsw paspewenue / if any.
no3eojenue)

must JIOJDKEH, 00s3aH Laboratory assistants must
(MopanvHulii 0one) use the equipment carefully.

should |cnenyer, nomken The results of your research
(cybvexmuenoe mHenue) work should be reflected

in scientific articles.

ought to |cnenyer, nomken, 00s3aH Post-graduates ought to pay
(0bvekmusHoe MHenue) = special attention to the work
= must with the original literature.

needn’t |He HYXXHO, HE HAJ0 These methods needn’t be
(omcymemeue neooxooumocmu) | discussed in detail.

Exercise 1. Match the questions on the left with the replies to them
on the right:

1) May I borrow the car
tonight?

a) Sure, I’d like one too.

2) Can I play your guitar?

b) Yes, I like Beethoven too.

3) Could I have a lift
to the station?

c) All right. Be careful.

4) May I have another drink,
please?

d) I’'m afraid not. It’s got only
S strings.

5) Can I put this record on?

¢) O.K. Get in. I’'m going that way.
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6) Could I use the washing
machine?
7) Can I make a cup of tea?

f) Sure. Scotch, isn’t it?

g) I suppose so, but I’'m a bit

cold.
8) Can I borrow your umbrella? |h) Sorry, I’m afraid not. It’s
broken.
9) Could I use the phone, 1) I suppose so, but it isn’t raining.
please?
10) May I open the window, j) Of course, if it isn’t an interna-
please? tional call.

9KBHUBAJIEHTDI MOJAJIBHBIX IJIAaroJjioB

can — to be able to
may — to be allowed to
must

/\

to have to to be to
(Oondicen 6 cuity 06Cmosmenbcme,; (Oondicen 6 cuny niana, npuKasa,
BLIHYIICOCH, NPUXOOUNCS) pacnucanust, 002080pEHHOCINU)

Present Simple

Past Simple

Future Simple

can could will be able to
may might will be allowed to
must -—- ---

have / has to had to will have to

am/is / are to

was / were to

Exercise 2. Refer the following sentences to the past and to the
future:

1) At the Master’s level we can widen our professional outlook.
2) Bachelor students may also take part in the Webinar.
3) You mustn’t use Google translate at your English exam.
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Exercise 3. Insert the proper variant:

If you want to be a cultured person you (czedyem)' know some
cultural norms of the society. If you know these norms you (mosceme)?
act in that society correctly. There are some taboos which you
(ne 0onacnobt)’ break. For example, in America you (ne mosceme)*
ask someone about his/her personal income. You (czedoeano ovt)’
also know somewhat about queues. If you (mpuxomutcs)® wait
for a bus in Britain you (ne moaceme)’ get in front of others in a bus
queue. You (re Hyxcno)® worry: the bus (momken)’ arrive according
to the schedule and you (cmosrceme)' take a comfortable seat. Remem-
ber one more thing. Standing in a queue you (e pazpewaemcs)"
come up to your neighbour too closely: you (mozru 6wt)'* violate
his/her “personal space”.

1| can / ought to / may 7 | cannot / do not have to /
should not
2 | could / should / can 8 \may not / ought not to /
need not
3| must not / might / 9 \has to /is to / must
need not
4 |\should not / may not / 10 | will be able to / will have to /
will not have to could
5| must/ can / should 11 |should not / do not have to /
are not allowed to
6| are to / must / have to 12 | ought to / need not /
could

Exercise 4. Translate the following sentences:

1) In your paper you should consider all newly-born hypothe-
ses. 2) You needn’t disturb him, I can explain to you everything.
3) You could become a promising scientist in this area. 4) Young sci-
entists ought to remember the names of the scholars who have already
investigated the theme under study. 6) The engineers will have to make
the experiment once again. 7) The post-graduate students of your group
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are to submit their Master theses in time. 8) Good ideas should be
written down before they are forgotten. 9) All the students may enjoy
free Wi-Fi in the University campus. 10) If there was someone to put
a question there must be somebody, sooner or later, to answer it.

Exercise 5. Construct your own sentences using the impersonal
modal structures:

one must — HE00XO0IMMO, HaJl0

one can — MOJKHO

one cannot — HEJIb35

one should — CJIe/TyeT, CJIeI0BAJIO ObI

MonajabHbli 171aroJ ¢ nepGeKTHbIM HHGUHUTHBOM

The programmer must have made some errors. — Jl0KHO OBITS,
MIPOrPaMMUCT JOMYCTUI HECKOJIBKO OLTHOOK.

Exercise 6. Make up sentences with the following phrases
expressing your degree of certainty with the modal verbs:

v’ to complete the necessary
research;

v’ to share the ideas with a wide
community;

v to have some experience
in running business;

v’ to have a strong motivation
for research;

v to arise hot discussions;

v’ to study all the available
sources;

v’ to have a good command
of business English;

v’ to collaborate with foreign
scientists.
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READING

Exercise 7. Mind the following sounds in the words:

answering [3], move [u:], series [i:], pursuing [ju:], specialized [a1],
growth [0], though [ou], focus [2], through [u:], earnings [a:],
raise [e1], bonus [3], perks [2:], rather [a:], specific [S], allow [au].

Exercise 8. Mind the stress in the words:

‘interviewer, career, em’ployer, wi'thin, con’vey, a'bandon, ‘value,
con'vince, pre’'sent (verb), ‘detail, “annually.

Exercise 9. Read the text:

Job Interview Questions about Your Career Goals

An interviewer during a job interview might ask you the question, “What
are your long-term career goals?” This is similar to interview questions such
as, “Where do you see yourself in five years?” and “What are your goals
for the next five to ten years?” An employer will ask you this type of question
for a number of reasons. He or she wants to know whether or not you have
any long-term visions or plans. Below are a number of tips for successfully
answering questions about your career goals.
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Start with short-term goals, then move to long-term goals. You probab-
ly have a good sense of your short-term goals, such as getting a job
with an employer like the one you are interviewing for. Start by describing
these goals, then move on to more long-term plans.

Explain the actions you will take. Listing goals is not going to make
a strong answer. You also want to explain steps you will take to achieve those
goals. For example, if you want to take on a management role, explain the steps
you have taken, or will take, to become a manager. Perhaps you are developing
your leadership skills by running group projects, or you plan to attend a series
of leadership conferences, or you are pursuing a specialized management cer-
tification. Describing your plan demonstrates that you are thinking analytically
about your career future and your potential growth within the company.

Focus on the employer. Even though this question is about you,
you want to convey that you will not abandon the employer anytime soon.
Mention that one of your goals is to work for a company like the one you are
interviewing for. Focus on how you will add value to the company through
the achievement of your own goals. Convince the employer that working
for his or her company will help you achieve your goals.

Avoid discussing salary. Do not focus on goals related to earnings,
raises, bonuses, or perks. You want to focus on the work you hope to achieve,
rather than the money you want to make.

Do not get too specific. While you want to present clear goals, do not get
into too many details. Emphasize more general goals, such as taking on particular
responsibilities. This allows you to balance clear aims with a flexible attitude.

Here are example interview answers that you can edit to fit your personal
experiences and background:

— In the short term, I hope to work as a sales representative for a com-
pany such as yours — one with a mission based on great customer service
and care. Working as a sales representative for a company I believe it will
prepare me to hopefully take on expanded team leadership responsibilities
in the future, as these become available.

— My current, short-term goal is to develop and use my marketing
and communications skills in a job similar to this one. However, I eventual-
ly want to develop into a position that allows me to continue to use these
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skills while also managing a marketing group. I will prepare myself for this
goal by taking on leadership positions in team projects, and by developing
my professional career by attending leadership conferences such as the one
put on annually by your company.

(Adapted from https://www.thebalancecareers.com/job-interview-
questions-about-your-career-goals-2061238)

Exercise 10. Find in the text the synonyms for the words:

short-term, aim, recommendation, qualities, to transfer, to leave,
significance, wages, benefit, to concentrate, precise, to highlight,
duties

Exercise 11. Find in the text the antonyms for the words:

interviewee, answer, different, last, employee, individual, general,
decline, stay (with), vague, fixed

Exercise 12. Fill in the gaps with the words from the box:

where, leadership, plans, certification, career, reasons,
sense, growth, next, steps

1) What are your long-term ... goals?

2) ... do you see yourself in five years?

3) What are your goals for the ... five to ten years?”

4) An employer asks this type of question for a number of ... .

5) You probably have a good ... of your short-term goals

6) Move on to more long-term ... .

7) You should explain ... you will take to achieve those goals.

8) You are developing your ... skills by running group projects.

9) You are pursuing a specialized management ... .

10) You are thinking analytically about your potential ... within

the company.
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Exercise 13. Find the proper response:

1) Could you abandon your
current employee anytime?

2) Shall I focus on how I will
add value to the company?

3) May I discuss earnings,
raises, bonuses, and perks?

4) Must I get into details?

5) How can I balance clear

aims with a flexible
attitude?

6) Will I have to work as
a sales representative?
7) Am I to manage

a marketing group?

8) May I attend this
leadership conference?

a) You’d better not. Focus
on the work you hope
to achieve, rather than
the money you want to make.

b) Oh, you should not get
too specific. Emphasize
taking on particular
responsibilities.

¢) Not now. However,
eventually you will develop
into this position.

d) No, I couldn’t. I am loyal
to my company.

e) Yes, and it will prepare
you to hopefully take
on expanded team leader-
ship responsibilities
in the future.

f) You are always welcome!
We hold such conferences
on an annual basis.

g) Certainly. And stress
the fact that you hope to do
it through the achievement
of your own goals.

h) No, you needn’t. Emphasize
more general goals.

Exercise 14. Refer the sentences to the past and the future:

1) John can answer the question about his long-term goals.
2) Mary may ask about bonuses and perks.
3) Jeremy must focus on the employer.
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Exercise 15. Read the text “How to Build a Successful Career:
Winning Career Path in 8 Steps” on page 146 and summarize its content
using the framing phrases (Unit 1, page 13).

VIDEO

Watch the video ‘Killer questions’ (03:51) https://www.you-
tube.com/watch?v=_RyTD-IUvCw, say which Kkiller question seems
to you most unexpected and answer it.
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UNIT 5
Sales and Marketing

LISTENING

Listen to the text ‘E-Mail’ https://listenaminute.com/e/e-mail.html
and do the following tasks:

Task 1. Say if the information is true, false or not stated in the text.

1) E-mail takes a lot of time.

2) Now the speaker is writing more letters than before.
3) It was more pleasant to get real letters.

4) Every day someone mails to the speaker.

5) Most letters are interesting.

6) The speaker sometimes buys things online.

7) The letters ASAP stand for “as soon as possible”.

8) There are good and sad things about e-mail.

Task 2. Choose from the text at least one word containing the following
sound:

1) [i] 6)|[w]
2) [jus 7)|[=]
3)|[ou] 8) 161
4 €] 9) ]
5)|[4] 10) |[A]

Task 3. How many Imperative sentences are there in the text?

Task 4. How many sentences with the Past Simple Tense are there
in the text?
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Task 5. Match the columns to make up meaningful word combina-

tions from the text.

1) as many letters
2) in the good
3) one or two letters
4) someone
5) would like just
6) very few mails
7) loads of
8) asking me
9) get things

10) mail me back

a) a week

b) one day

¢) mailing me

d) I get

e) to do stuff

f) done quickly
g) as [ do now

h) in two minutes
1) spam

j) old days

Task 6. Write two words following the ones given below.

1) keeps

2) wrote

3) wrote

4) in-box

5) there’s

6) I'm free

7) junk

8) lots of mail

9) it’s too

10) a company

Task 7. Answer the following questions:

1) Are most e-mails formal or informal?

2) Whom do you write formal letters to?

3) Have you ever written an electronic cover letter?

4) What information do such letters usually contain?

5) Tell the class about the most interesting or unusual e-mail

you’ve ever received.



GRAMMAR

Question Types

1. O6muii Bonpoc (General question) 3agaércs ko BceMy
MIPEITIOKEHUIO, OH TPeOyeT OTBETa «J1a» WU «HET»; KPaTKU OTBET
3aKaHYMBACTCS TEM CIIOBOM, C KOTOPOTO HAYMHAETCS BOIIPOC; MOPSI0K
CIIOB: 8CNOMO2AMENbHBILL 211A20N — Nodexcaujee — mo, 4mo 0Cmanioch
Om CKA3yemo20 — OCMAbHble YleHbl NPeOIOHCEeHUS.

2. CnenmanbHbiii Bonpoc (Special question).

a) K Irpynme mouiekamero (Ha9nHASTCsI C BOIPOCUTEIBHBIX CIIOB:
who, what, which, whose ...); TOPSZIOK CIOB: 80NpOCUMENbHOE
c1060 — ckazyemoe 6 opme 3 1. e0. 4. — OCMmanbHble YieHbl
npeolodceHUs,;

b) kJI060My APYroMy 4iIeHY NPEUIOKEHUs (HAYMHACTCS C BOIIPO-
CUTEJIBHBIX CIOB: When, where, why, what, how, how many/
much...); IOPSIIOK CIIOB: 80NPOCUMENbHOE CL0B0 — BCHOMO-
2amenbHblil 2142071 — nooaexcaujee — mo, 4Ymo OCmaioch
Om CKA3yemMo20 — OCMAlbHble YeHbl NPeOlONCEHU.

3. AuabTepHaTHBHBIN Bonpoc (Alternative question) HaunHaet-

Cs KaKk OOIIUil BONPOC, UMEET B CBOEM COCTABE CIIOBO OF — UJIU.

4. Pazneautenbusiii Bonpoc (Disjunctive / Tag question) Ha-
YUHAETCSA KaK MOBECTBOBATEIBHOE MPEIJIOKEHUE, Tajiee CTaBUTCS
3amnsTas U UAET Mepecpoc, KOTOPI COCTOUT U3 BCIIOMOTaTEIbHOTO
r7aroja, 3aMEHSIOIIEr0 CKa3yeMoe, U MECTOMMEHUS, 3aMEHSIOIIETO
MoJIJIeKaIee; eclii NPeIoKEeHHE YTBEPAUTEIbHOE, TO TIEPECIPOC
CTPOUTCS C OTpUllaHUEM U HaoOopoT. Ha pycckuil si3bIk nepecnpoc
MIEPEBOAMTCS CIOBAMHU «He mMakK Au?», «ne npasoa au?».

E.g. The journal “Science” published this article last month.

1. Did the journal “Science” publish this article last month?
— Yes, it did.
— No, it didn’t.

2. a) What journal published this article last month?
— “Science” did.
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b) When did the journal “Science” publish this article?
— Last month.
3. Did the journal “Science” or “Explorer” publish this article last month?
4. The journal “Science” published this article last month, didn’t it?
— Yes, it did.
The journal “Science” didn’t publish this article last month, did it?
— Yes, it did.

Exercise 1. Ask questions of all types to the following sentences:

Fred proves his idea enthusiastically.

The scientists have already discovered this phenomenon.

We will not reach an agreement easily.

Margaret can object to the proposal.

Joseph had to xerox all the materials twice.

Steve and Carol are industrious students.

One of the following days Ronald is leaving Moscow for St. Peters-

Nk W=

burg.

Exercise 2. Ask questions to the boldfaced words:

1) An exchange student attempts to learn a new language.

2) Areputable organization assists individuals to go on exchange.

3) It organizes flights, provides insurance, and helps to get
a student visa.

4) The majority of exchange students live within the houses
of one or more host families.

5) They typically treat the student like a child of their own.

6) Exchange students should follow the rules of their host family.

7) Atfirst, finding friends and understanding the classes is quite
difficult.

8) Things typically become simpler as the year advances.

9) Students must be responsible for the things which they have
never before dealt with.

10) Going on exchange is an absolutely magnificent opportunity

for individuals of the adventurous sort.
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Exercise 3. Construct the interrogative sentences using the following
fragments:

You | for how many | been working | have | at your thesis | years?
. Was | at the conference | whose | of particular interest | report?
Is it necessary | to know | for a scientist | why | foreign languages?
Your current | what | the subject| research | of | is?

5. Much attention | your research | has | problem | attracted | in recent
years?

6. Of the problem | still | remain | what | poorly | aspects | under-
stood?

7. Will | time | successfully | it | to complete | how much | your
research | take you?

8. You | name | can | in your field | some outstanding researchers |
of science?

9. Achievements | are | of science | of practical | in your branch |
or | value | theoretical?

10. It | the interest | increased | the development | of IT technolo-

gies, | in this problem | didn’t | with?

=

Exercise 4. Give a response according to one of the given patterns:

Pattern 1.

— All the post-graduates will go to the airport to meet the Japanese
delegation.

— So will 1.

1. — We have been studying English for 5 years.

2. — John has just analyzed the first part of the text.

3. — The audience was listening to the famous professor with great
attention.

4. — Modern scientists must be moral.

Pattern 2.
— He has never watched a volcano eruption.
— Neither have I. | Nor have 1. | Neither me.
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1. — This young scientist will not complete his thesis next year.
2. — They didn’t manage to register the results of the experiment.
3. — She cannot share her academic advisor’s view on that issue.
4. — American scientists do not know anything of this virus.

Exercise 5. Find the proper place for the modifiers given in brackets:

1. This branch of science is developing (constantly).

2. Russian scientists have made remarkable advances in this field
(recently).

3. Have you obtained any tangible results in your research (yer)?

4. A scientist sticks to some concept in his/her thesis (usually).

5. Have you considered the gaps in the earlier studies of this problem
(ever)?

6. They were arguing when the professor entered the lecture hall
(still).

7. We have succeeded in receiving important data (already).

8. The literature on my theme is available in the city libraries
(never).

Exercise 6. Use the verb in brackets in the proper tense form:

1. My findings always (to allow) me to come to some important
conclusions.
2. If you (not to be) more accurate in future, your research data
(not to agree) with the theory.
3. Last year I (to have) a poor knowledge of English though
I (to study) it for many years by that time.
4. — You (to prepare) the presentation of your report?
— Not yet, but it (to be) ready by the time appointed.
5. What kind of recommendations you (fo need) from your scientific
supervisor now?
6. — You (fo be) to the congress in Finland?
— Yes, I (to be) there last week. And tomorrow I (fo leave)
for Poland to take part in the symposium on global warming.
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7. My opponent insisted on deleting this passage from my paper,
but I (fo do) manage to defend my point of view.

8. You (to help) me to translate the abstract into English, please?

9. Yesterday while the professor (f0 make) the experiment |
(to register) the results.

10. This year 3 scientific conferences (to take) place at the Univer-

sity. All of them (fo be) of great interest for both teachers and under-
graduates and post-graduates.

READING
Exercise 7. Mind the following sounds in the words:

company [A], require [a13], specific [s], knock [n], negotiate [[],
horizon [a1], focus [9], aligning [a1], key [i:], organization [a1], compete [i:],
modify [a1], ammo [ou], lurking [a:], strategic [i:].

Exercise 8. Mind the stress in the words:

‘marketing, ‘product, ob’jection, per’spective, revenue, profitably,
‘effort, sup’port, un’less, e'’xecutive.

Exercise 9. Read the text:

What is the Difference between Sales and Marketing?




Sales and Marketing are two terms we often hear together when working
with mid-size companies. In some ways, this is logical because the two need
to work together. But in fact, Sales and Marketing are two very different
functions and require very different skills.

What is Sales? Selling What is in Stock

Sales is the team whose job is to “sell what is in stock”. The company
has specific products or services and — and it is up to Sales to sell those
things. Sales develops relationships with customers and / or channel part-
ners. They knock down the doors, overcome objections, negotiate pric-
es and terms and often work internally to be sure their customer’s orders
are filled. The perspective of Sales is from inside the company out toward
the customers and their horizon is focused on this week, this month, and this
quarter. If sales is not focused on the now, then there may not be any revenue
this week, month, or quarter.

What is Marketing? Aligning with Customers, Now and for the Future

A key job of Marketing is to understand the marketplace from the per-
spective of the customer looking back towards the company and helping lead
the company where it should be in the future. Marketing’s job is to direct
the organization toward the segments, or groups of customers and channels
where the company can profitably compete. It should help the organization
see how it needs to modify its product offerings, pricing, and communica-
tion so that it meets the needs of the distribution channel or end customers.
Marketing also needs to convert the market understanding into tools
and tactics to attract the market, build (often digital) relationships, and devel-
op leads. Without Sales, Marketing efforts run short. Marketing directs Sales
as to where they should be hunting and what ammo to use. Note, however,
that if Marketing becomes a Sales support function focused only on the now,
the future can become lost.

Can You be Both Sales and Marketing?

The skills required to focus on the now and the push of sales are dif-
ferent. In many ways, they are contrary to the skills of looking to the future
and the customer perspective of marketing. Every Sales organization feels
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they have a good understanding of their customers. But every Sales conversa-
tion with a customer has a sales transaction lurking in the background. There-
fore, customers can never be completely open about their needs and wants
when talking to a sales person. For a company to really grow, someone must
have the job of looking out the window towards where the company needs
to go in the future. For many companies, this is the job of the CEO and Sales
hires someone to do some sales support and gives them a marketing title.
But as companies grow, the job of CEO starts to become a full time job
in itself and the strategic role of Marketing gets short changed.

Sales and Marketing: Today and the Future

Sales needs to be focused on the now. You cannot run a company unless
your sales team is focused on bringing in today’s business. But you cannot
really ask your Sales leaders where the company should go next and to deve-
lop the 18 month plan to get there without losing focus on today’s revenue.
Besides, if your sales executive was really good at developing future-focused
business strategies and tying that strategy to the plans and tools of marketing
to make it happen, they would be a marketing person and not a now-focused
sales person.

(Adapted from https://www.chiefoutsiders.com/outsourced-
cmo-services/marketing-strategy-implementation)

Exercise 10. Distribute the words into four boxes (mind 3 odd words):

difference, logical, different, require, specific, develop, relationships,
overcome, objection, negotiate, internally, this, revenue, segment,
profitably, modify, meet, distribution, tactics, attract, digital, without,
effort, short, direct, ammo, feel, conversation, transaction, lurk, never,
unless, really, hire, strategic, now, strategy, happen

Nouns Verbs Adjectives Adverbs
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Exercise 11. Find in the text the words defined below:

1) a commercial business;

2) the ability to do something well;

3) a paid position of regular employment;

4) an article or substance that is manufactured for sale;

5) the action of helping or doing work for someone;

6) a person who buys goods or services from a shop or business;

7) income, especially when of an organization and of a substantial
nature;

8) the arena of commercial dealings;

9) the person who has overall responsibility for the management
of the company;

10) a person with senior managerial responsibility in a business.

Exercise 12. Restore the word order in the questions:

1) Sales and Marketing / different skills / do / require?

2) of a sales team / is / the job / what?

3) does / the team / with / develop relationships / whom?

4) overcome objections / the sales team / does / negotiate prices / or?

5) isn’tit/ is focused / the team / on the now?

6) understands / of the customer / who / from the perspective /
the marketplace?

Exercise 13. Ask questions to the underlined segments:

1) A marketing team helps the organization modify its product
offerings, pricing, and communication.

2) Marketing needs to convert the market understanding into tools
and tactics.

3) Marketing directs Sales.

4) Sales hires someone to do some sales support.

5) Sales needs to be focused on the now.

6) The sales executive was really good at future-focused business
strategies.

57



Exercise 14. Respond to the statements according to the pattern:

— I can’t see the difference between Sales and Marketing.
— Neither can L.

1) I didn’t hear the terms Sales and Marketing together when
working with a large-size company.

2) I don’t believe that Sales and Marketing have similar functions.

3) I won’t overcome the objections.

4) T am not sure that the customer’s orders are filled.

5) Ishouldn’t be focused only on the now.

6) I have never been able to understand the marketplace from the
perspective of a customer.

Exercise 15. Read the text “Areas of Work in Sales” on page 149
and summarize its content using the framing phrases (Unit 1, page 13).
VIDEO

Watch the video ‘Effective telephoning tips’ (2:38) https://www.

yvoutube.com/watch?v=8v60jWtecrQ and answer the following
questions:

1) What are the three V’s of communicating in person?
2) What dimension do we lose when talking on the phone?
3) What takes on added importance?
4) What should we do before answering the phone?
5) What should we avoid while talking?
6) Why should we smile talking over the phone?
7) What distractions should we eliminate?
8) How should we speak?
9) What interjections should we use?
10) What does your way of communication reflect upon?
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REVIEW
(UNITS 1-5)

Task 1. Read and translate the following words:

career, company, employee, employer, experience, graduation,
hire, internship, major, networking, quality, requirement, resume,
salary, skill, volunteering, acquire, cheap, customer, environment, lead,
loyalty, marketing, measure, opportunity, price, product, prospect,
revenue, sale, service, supply, bar-code, delivery, equipment, innovation,
achievement, background, bonus, earning, goal, growth, interviewer,
perk, responsibility, compete, negotiate, quarter, transaction.

Task 2. Match the columns to make meaningful collocations.

1. full a. experience
2. customer b. promotion
3. lifetime c. service

4. personalized d. development
5. repeat e. channel

6. special f. customer

7. word g. line

8. incorporated h. of mouth

9. product 1. time

10. production j. specifications
11. technical k. value

12. distribution l. software

Task 3. Make up affirmative sentences from the given parts.

1. the/studied / department / at/ I/ full-time

2. in/ helps / research / English / Master students / their

3. two / conferences / he / scientific / took part / in

4. various forms / scientific community / there / sharing ideas /
exist / of / in
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5. may be/ on this subject/ in/ there / our e-library / new publications /

6. existed / on / points of view / there / that problem / different

7. as short as / jobs / can be / a day or two / freelance

8. with their company / a salary / for new graduates / companies
/ or stipend / offer / who / intern

Task 4. Define the Tense form of the Predicate; give the initial
form of the notional verb.

1. The manager is asking the customer to rate his satisfaction
on a scale of 1-10.

2. These people will become repeat customers or even advocates.

3. Recently two businesses have offered the exact same product.

4. The company created the favourable environment for its customers.

5. They have been measuring customer satisfaction for six months.

Task 5. Convert the sentences into Passive.

They have significantly improved this service.

The firm produces competitive goods.

The employees are using new technologies.

We will introduce minor changes to the technical specifications.
They recognized the product by its bar code.

Nk =

Task 6. Use the modal verb (its equivalent) in the proper Tense
form.

Tomorrow during the job interview you (can) ask the applicant
some killer questions.

The applicant (may) use his notes while answering the questions
yesterday.

In future you (must) take some serious steps to become a success-
ful manager.

60



Task 7. Ask questions of different types to the following sentence:

Marketing directs the organization to the right segments.

Task 8. Answer the following “killer’ questions:

1. What weaknesses prevent you from career advancement?

2. Were there any situations in your life that make you feel
ashamed now?

3. How many true friends does a person need?

4. What would you choose: a crash in your family life or a crash
in your career?

5. Your boss has invited you to his/her birthday. What present will
you buy?

6. What animal do you associate with success? Why?

7. Were there any situations in your life that make you feel proud
now?

8. Which of your boss’s phrases would seem the most insulting
to you?

9. One of your colleagues is constantly telling bad things about you
to your boss. Your reaction?

10. How many people did you betray in your life?
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UNIT 6
Being an Entrepreneur

LISTENING

Listen to the text ‘Qualifications’ https://listenaminute.com/q/
qualifications.html and do the following tasks:

Task 1. How many times does the speaker pronounce the word
‘qualifications’?

Task 2. What scientific degrees are mentioned in the text?

Task 3. Write down one word from each sentence beginning
with the following letter:

ni. & n_
2)e 9) k

dHeg 10)¢
4) n_ s

5)d 12)a_
6) s 31
Nr______

Task 4. Write the word combinations in the order they are used
in the text.

a) certificate chase g) B.A.

b) B.Sc. h) several careers

c¢) degree in physics 1) to be a lawyer

d) get new qualifications J) good job

e) Master’s degree k) became an accountant
f) teaching license 1) many people
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Task 5. Find one odd word in each fragment.

1) qualifications are not so important these days
2) would guarantee you a really good job
3) everyone has a Master’s degree now
4) to be extremely happy with the qualifications
5) to get new qualifications
6) one long a certificate chase
7) several careers in their own life
8) got a Master degree in physics
9) studied to be a good lawyer
10) for his last teaching license

Task 6. Answer the following questions:

Why are qualifications so important these days?

Does a Bachelor degree guarantee you a good job now?

Is a Master’s degree enough today?

What does the speaker mean by a ‘certificate chase’?

Why do many people want to have several careers in their life?
Do you know anyone who got two or more degrees?

How many qualifications do you think you will need in your life?

AR e

GRAMMAR
The Sequence of Tenses. The Reported (Indirect) Speech

1. CoOmaronaercsi NpaBUIIO COIVIACOBAHUS BPeMéEH:

Present Simple

Past Simple

Past Simple

Past Perfect

Future Simple

Future Simple-in-the-Past

Present Continuous

Past Continuous

Past Continuous

Past Continuous = Past Perfect Continuous

Future Continuous

VWL

Future Continuous-in-the-Past
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Present Perfect — | Past Perfect
Past Perfect — | Past Perfect
Future Perfect — | Future Perfect-in-the-Past
Present Perfect Continuous | — | Past Perfect Continuous
Past Perfect Continuous — | Past Perfect Continuous
Future Perfect Continuous | — | Future Perfect Continuous-in-the-Past
Active Passive
Future-in-the-Past Future-in-the-Past
Simple would V would be +V,
Continuous would be + Ving -
Perfect would have + V3(e o would have + been + V3(e o
IPerfect Continuous| would have + been + Vmg —

2. N3MeHAOTCA cieayolme cJIoBa:

now — | then, at that time
then — | at that time

here — |there

this — |that

these — |those

today — |that day

yesterday | —

the day before, the previous day

tomorrow | —

the next day

a year ago | —

a year before

last year —

the year before

next year | —

the following year
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3. U3MEHATCS 110 CMBICJY MECTOMMEHHS

. AOconroTHasI
KocBennblii
Hpnrsxa- dhopma BozeparHo-
JInunbie nmagex
TeJIbHbIE MpUTHAXKA- YCWINTE/IbHBIC
MECTOMMECHHUSA JHUYHbIX
.~ | MECTOUMECHHUSA TEJIbHBIX MECTOMMEHHUSA
MeCTOHMEHHH .
MECTOMMECHHUH
I me my mine myself
you you your yours yourself
he him his his himself
she her her hers herself
it it its its itself
we us our ours ourselves
you you your yours yourselves
they them their theirs themselves

Exercise 1. Translate the following sentences into Russian:

1) They told us that they did not know the answer. 2) We were told
that the manager couldn’t solve that problem. 3) The CEO said that
the company faced some new challengers. 4) The audience thought that
the presentation was successful. 5) The scientist wrote that he was dis-
appointed with the results of his experiment. 6) The students could not
believe that the honoured Professor was taking part in the conference.
7) One of the philosophers said that to know everything is to know
nothing. 8) Galileo proved that the Earth revolves round the Sun.

1) The top manager supposed that our competitors had done it
on purpose. 2) The scientist reported that he had spent five years
on studying that problem. 3) It was known that Pierre Curie had given
up his own research to join Marie Curie in her studies of radioactivity.
4) It was pointed out that the adequate theory had prevented scien-
tists from making many useless experiments. 5) It was considered
that the phenomenon had already been explained. 6) He declared that
he had had many doubts and therefore had asked many questions.
7) She could not believe that he had known nothing about their experi-
ments. 8) The secretary did not inform her boss that the visitors had
been waiting for half an hour.
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1) The lazy student promised that he would learn all the material
by the exam. 2) They hoped that their paper would interest the scientific
community. 3) We were told that our foreign colleagues would take
part in the webinar. 4) The secretary announced that the applicants
would be called into the room in the alphabetical order. 5) The teacher
supposed that her students’ parents would support her in that decision.
6) The participants of the conference agreed that they would develop
cooperation in that field. 7) They thought that the method applied
would increase the accuracy of results. 8) The Committee members
told the post-graduate that the mark for his answer would hardly be
satisfactory.

Exercise 2. Convert the sentences into indirect speech:

Pattern 1.
My supervisor said, “When will you take your English exam?” —
— My supervisor asked me when I would take my English exam.

1) The Dean said, “How many post-graduates took part in the scienti-
fic conferences?”

2) Professor N. said, “What topic are you working at now?”

3) The customer said, “Why is your shop assistant so impolite?”

4) My supervisor said, “Which of the sources recommended have
you already studied?”

5) Our business partner said, “Where will we meet next time?”

Pattern 2.

My supervisor said, “Will you find this source in the Internet?” —

— My supervisor asked me if (whether) I would find that source
in the Internet.

6) My friend said, “Do you know the material well?”

7) The teacher said, “Did your friend translate the text without
a dictionary?”

8) Isaid to my colleague, “Will our article be published next month?”
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9) The applicant asked the HR-manager, “Have you received my
reference letters?”
10) The agent said, “Are you still looking for a job?”

Pattern 3.
My supervisor said, “Write down this brilliant idea!” —
— My supervisor asked / told me to write down that brilliant idea.
11) The boss said, “Do your best to carry out my task!”
12) The client said, “Give me a receipt!”
13) The Professor said to his assistant, “Prepare all the necessary
equipment!”
14) He said to me, “Don’t interfere with my work!”

Pattern 4.

My supervisor said, “Let us apply this method!

— My supervisor suggested that we should apply that method
(... applying that method).

'7’

15) The Chief of the Department said, “Let us organize an interna-
tional conference.”
16) The teacher said, “Let us consolidate the material studied.”

READING

Exercise 3. Mind the following sounds in the words:

entrepreneur [2:], identify [a1], insight [a1], thrive [a1], founder [au],
core [J:], inspire [a19], other [A], journey [3:], courage [A], mindset [a1],
analyze [a1], capture [3], integral [i:], own [ou], stomach [A], through [u:],
experience [19], intelligence [€], bounce [au], imperative [€], hypothesis [ai],
worth [2:].
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Exercise 4. Mind the stress in the words:

de'fine, ‘attribute, suc’cessful, a’part, recklessness, per’sistent,
‘innovative, i'dea, me'thodically, “ultimately, employ’ee, suc’cess,
de’tach, com’petitor, com'mit, re’sourcefulness, through’out, career,
‘glamour, tech'nique.

Exercise 5. Read the text:

What It Means to Be an Entrepreneur

Most simply defined, an entrepreneur is a person who identifies a need
and starts a business to fill that void. But this basic definition provides little
insight into the specific character traits and attributes that make a person
thrive as an entrepreneur. Here is what some company founders and business
leaders told Business News Daily about what they think makes a truly
successful entrepreneur.

1. Entrepreneurship is at the core of the American dream. It’s about
blazing new trails, about believing in yourself, your mission and inspiring
others to join you in the journey. What sets entrepreneurs apart is the will,
courage and sometimes recklessness to actually do it.

2. Entrepreneurship is the persistent progression towards an innovative
solution to a key problem. It’s the constant hunger for making things better
and the idea that you are never satisfied with how things are.

3. At its core, entrepreneurship is a mindset — a way of thinking
and acting. It is about imagining new ways to solve problems and create
value. Fundamentally, entrepreneurship is about the ability to recognize
and methodically analyze an opportunity, and ultimately, to capture its value.
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4. It is important to balance strong vision with a willingness to embra-
ce change. The ability to listen, whether it be to the opinions of customers
or employees, is also integral to success. While you must have the confidence
to make your own choices, it is still incredibly important not to become
detached from the people whose needs you are trying to meet.

5. Being an entrepreneur is like heading out into uncharted territory. It’s
rarely obvious what to do next, and you have to rely on yourself a lot when you run
into problems. There are many days when you feel like things will never work out
and you’re operating at a loss for endless months. You have to be able to stomach
the roller coaster of emotions that comes with striking out on your own.

6. To be a successful entrepreneur you must have a passion for learning —
from customers, employees and even competitors.

7. To me, entrepreneurship means being able to take action and having
the courage to commit and persevere through all of the challenges and failu-
res. It is a struggle that an entrepreneur is willing to battle. It is using past
experiences and intelligence to make smart decisions. Entrepreneurs are able
to transform their vision into a business.

8. Being a successful entrepreneur requires a great deal of resourcefulness,
because as an entrepreneur, you often run into dead ends throughout the course
of your career. You need to be able to bounce back from losses if you want to be
successful. There will be much more disappointment than progress when you first
start off, and you need to have a short memory in order to put the past behind
you quickly. It’s imperative to stay optimistic when bad things happen.

9. Entrepreneurship is the ability to recognize the bigger picture, find
where there’s an opportunity to make someone’s life better, design hypotheses
around these opportunities, and continually test your assumptions. It’s experi-
mentation: some experiments will work; many others will fail. It is not big
exits, huge net worth or living a life of glamour. It’s hard work and persistence
to leave the world a better place once your time here is done.

10. Entrepreneurs have to be people-oriented. Your business will die without
a good team to back you up. Study management techniques, learn from great
leaders, review where you’re succeeding and failing so you can help others
improve. An entrepreneur has to be able to build a team that cares about their
work, and to do that you have to care about how you create your team.

(Adapted from https://www.businessnewsdaily.com/
7275-entrepreneurship-defined.html)
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Exercise 6. Choose the phrases used in points 1-5 to characterize
an entrepreneur:

1) to blaze new trails; 2) to believe in oneself; 3) to be afraid of the fu-
ture; 4) to inspire others; 5) to have will and courage; 6) not to be satisfied
with how things are; 7) to hesitate while making decisions; 8) to imagine
new ways to solve problems; 9) to recognize and analyze an opportuni-
ty; 10) to balance strong vision with a willingness to embrace change;
11) to have the confidence to make one’s own choices; 12) to be unable
to build a team; 13) to rely on oneself a lot when one runs into problem;
14) to be able to stomach the roller coaster of emotions.

Exercise 7. Skim points 6—10 and say what an entrepreneur should
(not) do:

should should not
a) have a passion for learning;
b) be able to take action;
c) forget all past experiences;
d) transform vision into a business;
e) concentrate on losses;
f) put the past behind you quickly;
g) stay optimistic when bad things

happen,;

h) recognize the bigger picture;
1) be people-oriented;
j) study management techniques;
k) be egocentric and work alone;
1) learn from great leaders

Exercise 8. Covert the following opinions into indirect speech:

1) Stacey Kehoe, founder of Brandlective Communications,
claimed that ... “When challenges arise, entrepreneurs find innovative
ways of overcoming them.”

2) Preeti Sriratana, co-founder and COO of Sweeten, reported that
... “Entrepreneurship is the mindset that allows you to see opportunity
everywhere.”
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3) Eileen Huntington, co-founder and CEO of Huntington
Learning Center, was sure that ... “Successful entrepreneurs have
the guts to take a calculated risk and the tenacity and persistence
to keep going even when there are bumps in the road.”

4) Eric Lupton, President of Life Saver Pool Fence System,
told the audience that ... “Being an entrepreneur is the culmination
of a certain set of characteristics: determination, creativity, the capaci-
ty to risk, leadership and enthusiasm.”

5) Allen Dikker, founder and CEO of Potatopia, believed that ...
“Successful entrepreneurs look past the ‘quick buck’ and instead look
at the bigger picture to ensure that each action made is going toward
the overall goal of the business or concept, whether or not that means
getting something in return at that moment.”

Exercise 9. Finish up the indirect questions:

The coach asked the trainees ...

1) if ... (Is entrepreneurship an unavoidable life calling?)

2) who ... (Who must be able to accept failure?)

3) what ... (What are entrepreneurs driven by?)

4) where ... (Where is a successful entrepreneur always moving?)

5) whether ... (Does an entrepreneur switch between thinking,
genres and activities moment to moment?)

Exercise 10. Read the text “Difference Between Businessman
and Entrepreneur” on page 151 and summarize its content using
the framing phrases (Unit 1, page 13).

VIDEO

Watch the video ‘Best advice to small business owners’ (3:25)

https://www.youtube.com/watch?v=0PbjZ010ObL.A and tell
the class what piece of advice each speaker gives to small business

owners.
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UNIT 7

Calculating Business Costs

LISTENING

Listen to the text ‘Tax’ https://listenaminute.com/t/tax.html
and do the following tasks:

Task 1. Say if the following pieces of information are stated (S)
or not stated (NS) in the text:

1. Tax is the only means for any country’s development.

2. The raised tax is spent on teaching children, providing medical
services and other needs.

3. Tax in Russia is very heavy.

4. In America tax is lower than in Denmark and Sweden.

5. Most people in America have no money on insurance.

6. The speaker doesn’t want taxes to go for military purposes.

Task 2. Tick the verbs from the text:

1. | think 5.|pay
2. keep 6. |insure
3. spend 7./ mind
4. waste 8. understand
Task 3. Match the columns:
1) necessary a) country
2) the only b) tax
3) every c) system
4) high d) weapons
5) social e) evil
6) welfare f) wars
7) nuclear g) services
8) fund h) way
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Task 4. Fill in the gaps with the fragments given below:

Tax is a necessary evil. That’s what many people say. I think it is
necessary [1]. Without the government collecting taxes, /2] on educa-
tion, the police, hospitals, roads, etc. Not every country has the same
taxation system. People in Sweden and Denmark /3/, but then schools,
hospitals and other social services are free. Tax there pays for [4].
In America, tax is lower but there’s almost no welfare system. Ameri-
cans have to pay /5/. If you have no money or insurance, you can’t go
to hospital. I don’t mind paying tax, /6] don’t go to pay for nuclear
weapons or fund wars.

a) pay very high tax;

b) for their own healthcare;

c) it would have no money to spend;

d) an excellent welfare system;

e) because it’s the only way to keep a country going;
f) as long as my taxes.

Task 5. Find out the words from the text defined below:

1. a place where people who are ill are looked after by nurses
and doctors;

2. an arrangement by which the state guarantees a compensation
for illness;

3. an amount of money that you have to pay to the government;

4. objects used to kill people in a fight or a war;

5. the civil force responsible for the maintenance of public
order;

6. teaching people various subjects.

Task 6. Give as many endings of the sentence as possible:

Without the government collecting taxes, it would have no money
to...(+V)
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Task 7. Answer the questions and give the follow-up comments:

1. Istax good or evil? Why?
2. How does the government spend tax money?
3. Why is the taxation not the same in different countries?
4. How large is the income tax in Russia?
5. Is it the same for all people in this country? Is it fair?
6. What system of taxation would you propose?
GRAMMAR
The Participle
Participle 1 Participle 11
Active Passive
Non-Perfect Vi being +V,

1. gacTh ckazyemoro| 1. —

2. onpeneneHue | 2. omnpezeieHue Vi

3. 00CTOATENBCTBO | 3. 06CTOATENHCTBO 0

Perfect having + 1. gacth ckasyemoro
having + V3(e " + been + V3(ed) 2. ompeieNicHHe
3. 00CTOSATENBCTBO

l.— l.—

2.— 2.—

3. 00CcTOATENBCTBO | 3. 0OCTOSTENBCTBO

Exercise 1. Construct Vi“g and Viea of the following verbs:

write, read, translate, publish, study, present

Exercise 2. Translate the word combinations using the verbs given
in Exercise 1:

1) | MarucTpaHT, NUIITY AR JccepTanyisl, HalMCaHHAs
JMCCEPTALHIO / MarucTpaHToOM
2) | mpodeccop, YUTAIOLIUHI CTaThi0 /  CTaThs, IPOUYNTAHHAS
npodeccopom
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3) | CTyACHT, IEPEBOMSIINN TEKCT / TEKCT, IepeBeIEHHBIN
CTYJICHTOM

4) | xypHaJ, myOIUKYIOIIHHI 3cce / acce, OMmyOJIMKOBAaHHOE
B J)KypHaJe

5) | y4énblii, u3yuaroumii MoHorpaduio / MoHOTpadusi, U3y4eHHas
YYEHBIM

6) | Koqutera, MpeICTaBIISIONIN TOKIa /  TOKJIa, IPEICTaBICHHBIN
KOJIETOU

Exercise 3. Use the verb in the Active forms of Participle I. Trans-
late the fragments:

E.g. (To demonstrate) the equipment the lab assistant...

1) Demonstrating the equipment the lab assistant... — JleMOHCTpUpYs
obopymoBaHue, Ta0OPaHT...

2) Having demonstrated the equipment the lab assistant... — Ilpone-
MOHCTPHPOBAB 000PyIOBaHUE, TA0OOPAHT...

1) (To perform) the presentation George...

2) (To look through) the article the associate professor...
3) (To explain) the material the lecturer...

4) (To ask) questions the audience...

5) (To start up) his own business my friend...

6) (To prepare) the documents the secretary...

7) (To face) a difficult problem we...

Exercise 4. Use the verb in the Passive forms of Participle I. Translate
the fragments:

E.g. (To discuss) at the conference the issue ...

1) Being discussed at the conference the issue... — Korma Bompoc
00cykIami Ha KOH(GEPESHITUH, OH...
2) Having been discussed at the conference the issue... — Ilocne Toro,

KaK BOIPOC OOCYIMIN Ha KOH(PEPEHITUH, OH...
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1) (To send) by e-mail the invitation...

2) (To arrange) carefully the letters...

3) (To consider) in detail the proposal...

4) (To deliver) to the customer the product...
5) (To borrow) from the library the books...

6) (To analyze) at the seminar the review...

7) (To recommend) for publication the article...
8) (To criticize) severely the thesis...

He3aBucumblii npu4acTHbIA 000poT

Model 1.

Tax kak, KOZ()a, eciu, nocjiie moeo Kax... | Ipu4acTue |, OcHoOBHAAI YacCTh

E.g. The post-graduate having attended all classes, the teacher did not
ask him additional questions at the exam. — Tak kak MarucTpant
MOCETHIJI BCE 3aHSITHUS, MPEIOIaBaTeib HEe 3aJ[aBall €My JIOTOHH-
TEJIHBIX BOTIPOCOB Ha dK3aMEHE.

Model 2.

OcHoBHas yacTh| , (With) | a, u, o, npuuém, npu smom, — | IPpUUACTUE

E.g. The post-graduate worked at his thesis, his scientific supervisor
recommending him the relevant materials. — MaructpaHnt padotain
HaJl IMCCEPTALUEN, U €r0 HAYyUYHBIM PYKOBOIUTEIb PEKOMEHI0BAI
EMYy noaxoasAnue MaTepuralibl.

Exercise 5. Translate the following sentences:

Model 1. 1) The problem being easy, the programmer solved it
at once. 2) The lecture being over, the students went home. 3) Compu-
ters being used for many purposes, scientists improve their characte-
ristics. 4) The tests having been completed, the experimenters put down
the results. 5) The validity of the new method having been proved,
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it was commonly accepted. 6) The steam engine having been built
in the 17" century, people began to use it in factories.

Model 2. 7) The inventor demonstrated his new device, with
the workers watching its operation attentively. 8) The conference was
held in April, its collected papers being issued only in June. 9) Tech-
nology reached a high stage of development, new methods becoming
possible. 10) The webinar will be organized in Moscow, with lots
of participants living abroad. 11) Distance learning is widely spread
on the globe, new communication technologies being intensively used.
12) A good command of Business English is a must for each employee,
some of them attending special courses.

Ci10:kHO€ ToTI0THEHNe ¢ mpuyacTueM |
(nocne 2l1acon06 4y6eCmeerH0c0 eocnpuﬂmuﬂ)

E.g. | watched the end product being tested. — 51 HaOnroman 3a Tem, Kak
IIPOBEPSAIOT KOHEUHBIH MPOJIYKT.

Exercise 6. Construct as many sentences of your own as possible:

I me

My supervisor saw him

Some post-graduates observed |the students

The Committee heard |the reporter e
Our teacher felt the employer

The audience watched |the assistant

The applicants the Dean

CaoxHoe 1onoHeHue ¢ mpuyacrtuem 11
(Oeticmeue svinonusemcst 01 K020-mo Uil 3a K020-mo)

E.g. The post-graduate has several articles published. — Maructpant
OIyOJIMKOBAJT HECKOJIBKO CTaTeH.
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Exercise 7. Translate the sentences into Russian:

1) A chororpaduponancs Ha JOKYMEHT.
2) OH OTPEeMOHTHPOBAJ KOMITBIOTED.

3) Mp1 ucnbITaliv HOBBIN TIPUOOP.

4) OHH OTKCEPOKOIIUPOBAIH 3aaHHE.

READING

Exercise 8. Mind the following sounds in the words:

cause [0], failure [ja], legal [i:], lease [s], license [a1], insurance [[],
signage [a1], equipment [kw], purchase [2:], financial [a1], useful [s],
entrepreneur [J], owner [ou], identify [a1], couple [A], caught [2:],
research [2:].

Exercise 9. Mind the stress in the words:

pre'liminary, ‘tenancy, ‘transfer, ‘statutory, initial, e'xact, ‘industry,
‘publicly, al'though, par'ticularly, ad'ministrative, per’centage, support,
re’cur, in'centive, un'til, ‘escalate, ‘income.

Exercise 10. Read the text:

Calculating Your Costs when Starting a Business




One of the most common causes of new business failures is not having
enough cash to meet expenses, especially in the first 6—12 months of starting.
You can use this guide to help calculate your start-up costs so you can avoid
as many surprises as possible.

Common start-up costs

There are many costs associated with starting a business. These may
include:

— market research

— preliminary accounting and legal advice

— tenancy / lease bond, transfer (stamp) duty and lease agreement advice

— telephone / internet installation

— statutory requirements such as licenses and insurance

— power connection and bond

— signage and initial marketing

— equipment, fixture and fittings purchases

— staffing and wages

— initial raw materials and / or stock purchases.

Your exact start-up costs will depend on the type of business you are
starting and the industry you are entering.

Check financial statements

Look up the financial statements of any publicly listed businesses in your
industry, especially competitors and market leaders. Although these compa-
nies will no longer have all the start-up costs you do, you will be able to get
a general idea of what they are spending their money on. It is particularly
useful to see how much they are spending on sales and administrative costs
as a percentage of revenue. Remember, larger businesses will have the cost
advantages of economies of scale due to a stronger buying power.

Talk to industry associations

Talk to as many business people and associations as possible. There
are many websites aimed at new business owners and entrepreneurs. These
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websites often have active forums and discussions where you can learn from
other business owners’ experiences, ask questions and get advice from men-
tors or experts. Most industries also have an association that provides support
and information to businesses in the industry.

Calculate ongoing and one-time costs

Make sure you identify which costs will be one-time costs and which will
be ongoing. Some costs you may never have to cover again, while others may
recur annually or every couple of years. It is important to identify and budget
for this now so you do not get caught out in the future.

Get support and advice

Governments often offer tax and other incentives to help new businesses.
Do your research, seek professional advice from an accountant, financial
adviser or other professional. More support and advice to help you start your
business is available if you attend one of our free business webinars.

Set realistic expectations

As well as thinking about your start-up costs, also consider how long it
will take until your business will open its doors and you will be generating
revenue. Do not set unrealistic expectations. If you get this wrong, costs can
escalate quickly and you can find yourself under pressure to meet new costs
without an income stream.

(Adapted from https://www.business.qld.gov.au/
running-business/finance/essentials/costs)
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Exercise 11. Match the columns to make up common start-up costs:

1) market a) duty

2) preliminary b) requirements
3) stamp ¢) marketing
4) internet d) purchases
5) statutory e) research

6) power f) and wages
7) initial g) connection
8) equipment h) accounting
9) staffing 1) purchases
10) raw materials j) installation

Exercise 12. Choose the correct variant for the tips:

1) Check financial ... (statements / notes / purchases).

2) Talk to industry ... (equipment / governments / associations).
3) Calculate ongoing and one-time ... (raw materials / costs / research).
4) Get support and ... (advice / staffing / revenue).

5) Set realistic ... (incentives / businesses / expectations).

Exercise 13. Use the verb in the proper form:

Ving / V3

1) Your costs will depend on the type of business you are (to start)
and the industry you are (to enter).

2) You will be able to get a general idea of what your competitors
are (to spend) their money on.

3) Larger businesses will have (to get) the cost advantages
of economies of scale due to a stronger (to buy) power.

4) Recently business websites have (to organize) active forums
where you can learn from other business owners’ experiences.

5) Make sure all the would-be costs will be (to identify) in time.

6) You are constantly (to cover) these costs.
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7) Why aren’t they (budget) for this now?
8) Some incentives are (to offer) by the government to help new
businesses.

Exercise 14. Translate the following sentences:

1) The new business not having enough cash to meet expenses,
it failed.

2) The businessman having calculated all his start-up costs
in advance, his business was a success.

3) Many costs being associated with starting a business, very few
people want to take a risk.

4) All businesses in this industry having been publicly listed,
they found out how many competitors they had.

Exercise 15. Read the text “How to Calculate Cost of Goods Sold”
on page 152 and summarize its content using the framing phrases
(Unit 1, page 13).

VIDEO

Watch the video ‘Pluses and minuses of turning your hobby

into a career (3:20) https://www.youtube.com/watch?v=pYvnjU-
vmjCs and answer the following questions:

1) What is the career coach’s name?

2) What organization does he represent?

3) What does he recommend job seekers?

4) How to figure out if your hobby can be marketable?
5) What is the golden rule of starting business?
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UNIT 8

International Trade

LISTENING
Listen to the text ‘Websites’ https:/listenaminute.com/w/websites.

html and do the following tasks:

Task 1. How many times does the speaker pronounce the definite
article ‘the’?

Task 2. How many times does the speaker pronounce the word
‘website’ in
a) singular b) plural?

Task 3. Write down one word from each sentence beginning with
the following letter:

Dh____ Np_____

2)d & ¢
3a. 9) v

4) e oyt

5)t 11) o

6)g 2t

Task 4. Write the word combinations in the order they are used in
the text.

a) our-name.com g) one website or another

b) send mail, chat, talk h) the most important parts
c) visit gaming websites 1) send an essay or paper

d) our daily life j) thirty years ago

e) Facebook and Twitter k) the other side of the world
f) log on to a website 1) we use for fun
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Task S. Find one wrong word in each fragment and give the correct
variant.

1) no one had never heard of the word ‘website’
2) one of the most important parts of our everyday life
3) we can’t bet by most days
4) we have to log onto a website
5) there are the websites we’ll use for fun
6) million of people visit gaming websites
7) with people on their other side
8) we else use websites to communicate
9) we send mail, chat, talk via web games
10) we eager make friends on websites
11) have our wrong website
12) fill it with mottos and our thoughts

Task 6. Answer the following questions:

What sites do you browse most often?
What attracts you on these sites?
Do you like their design?
What kind of information do they contain?
5. If you were a website developer what information would you
provide and what colours would you use by creating a site of
» ahospital
» anight club
» aprivate school

b=

GRAMMAR
The Gerund
Active Passive
Non-Perfect Vg being +V,
Perfect having +V, ) having + been + 'V, )
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Cnocoovl nepesoda 2epynous Ha pycCKuil A3blK:

¢ CYHCCTBUTCIIbHBIM,

* HeompeaeNEHHON (opMoii r1arona,

*  JIeenpUyYaCTUEM,

* JUYHOW (POPMOH I1arojia B MPHIATOYHOM MPEITIOKEHUH.

Exercise 1. Construct Ving of the verbs; translate the sentences:

1) (To speak) at the most prestigious conferences in your field is
a real achievement. 2) (7o listen) to presentations will inspire real ideas
of your own. 3) (7o read) scientific literature in English is not so easy
as you might think. 4) (7o watch) videoconferences is strongly recom-
mended. 5) (7o analyze) the latest sources of information is absolutely
necessary for (to write) the introductory chapter of your thesis. 6) It is
worth while (7o spend) two years of your life to get a Master degree.

Exercise 2. Make up as many sentences of your own as possible:

Our

task
aim
purpose
goal
intention
wish

is

being +V,
to invite
to give
to choose
to send
to sponsor
to grant

Exercise 3. Choose the necessary proposition:

1. Read the rule ... writing the exercise. (after, before, by the time)
2. Diana is fond ... communicating with foreign colleagues. (for,

to, of)

3. Betty likes Maths very much and she is keen ... doing sums

in her head. (in, on, about)

4. Black is tired ... working on a computer. (of, after, for)

5. Susan is good ... learning Business English. (of, for, at)

6. I don’t understand how David can read scientific literature ...
making any notes. (with, without, on)
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7. Kate bought an expensive English textbook ... buying a new
dress. (but, without, instead of)
8. Ilike the idea ... writing an article together with my scientific
supervisor. (of, to, about)
9. Jack answered the examiners’ questions ... thinking and later
he regretted it. (without, instead of, with)
10. We were surprised ... meeting Alice in the library on Sunday.
(at, by, with)
11. Sorry ... interrupting you, but I would like you to stick to the point.
(for; at, of)
12. Pamela is looking forward ... visiting one of the English-speaking
countries again. (to, on, about)

I'epynananbHblil 000poT

, I'maronsHas
HMmennas yacto
4acThb

[IputsoxarenpHOE MecTouMeHwue (my, your, his, her, its, our,
their); o

); ) TepyHauit
CYIICCTBUTEIHHOE B IPUTSHKATEIILHOM (’s), peke o011eMm,
najexe

(COX03B1 umo, umoobsl, Mo Umo, Mo20 YMo, ¢ Mom 4Umo...)

Exercise 4. Make up two sentences with each verb:

E.g. Everybody knows of my coming to Bristol. / Everybody knows
of my having come to Bristol.

I | (to enter) the Master school at Moscow City Univer-
sity.
you | (to work) as a teacher at a secondary school.
he |(to run) a large-scale business.
she |(to defend) her thesis successfully.
it | (to malfunction) very often.
we | (to widen) our professional outlook.
they | (to use) computer technology in their teaching
process.

Everybody
knows of
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Exercise S. Use (in writing) the Gerundial constructions instead
of the subordinate clauses:

1. The teacher suggested that all the guests should take part in our
round table.

2. I'don’t mind if my colleagues be present at the negotiations.

3. Our discussion resulted in the fact that our opponents left
the conference hall.

4. Do you mind if our group-mates use your notes?

5. The lab assistant was afraid that the first-year students might
break the equipment. (of)

6. My parents objected that my brother played computer games
all day. (t0)

7. The Dean insisted that the Master students should submit their
theses in time. (on)

8. The thought that his supervisor had not been satisfied with
his work made him unhappy. (of)

Exercise 6. Use the Passive Perfect Gerund of the following verbs;
translate the sentences:

having + been + Vi

1) Only a few people knew of my thesis (not to defend).

2) I informed the Committee of the invitation for the conference
(to lose).

3) In his report Olaf wrote about the newly obtained results
(to test) twice.

4) Teachers do not like to tell anybody of their lessons (to criticize).

5) Why did you reject your partners’ proposal after all the details
(to figure out)?

Exercise 7. Translate the sentences into Russian:

1) On HacTauBas Ha TOM, YTOOBI €0 YCTPOHCTBO MPOTECTUPOBAIIH.
2) S momMHI0, 9TO YUTANl 00 STOM B KAKOW-TO APYTOM CTAaThE.
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3) He cTout Tpatuth Ha 3TO BpeMs.

4) Moii HayuHBII PYKOBOIUTENb MPEAJAraeT, YTOObI s IPUHSIT
y4acThe B KOH(EPEHIIHH.

6) OH 6osuICs, YTO €ro HEMPABUIIBHO MTOMMYT.

7) Bbl Oynere Bo3pakaTb IPOTUB Y4aCTHsI B 9TOM ceMUHape?

8) DTy cTaTbio CTOUT NPOUYUTATD.

9) BmecTo TOro 4TtoOBl JOMOKUTH PE3YyIbTaThl UCCIEAOBAHUS
Ha KOH(EPEHINH, YUCHbIE PEININ IPOBEPUTH MOIyUYEHHbIE Pe3yib-
TaThl €Il Pas.

READING

Exercise 8. Mind the following sounds in the words:

boundaries [au], call [2:], leave [i:], coneept [s], underlying [a1],
doctrine [1], technical [k], specific [s], lower [ou], public [A],
infrastructure [A], wheat [i:], hour [aud], thus [A], allow [au],
specialization [a1], consumer [ju:], focus [9], suit [ju:], maximize [a1],
growth [0], wealth [e], generate [d3], receive [i:], countless [au], war [o:],
cultivate [A].

Exercise 9. Mind the stress in the words:

‘import, ‘export, ‘arable, a’bundance, com’parative, ‘benefit,
do'mestic, de’fense, ¢'conomy, ‘consequently, en’gage, efficiency,
e’xcess, conflict.

Exercise 10. Read the text:
What is Global Trade?

Definition of Global Trade

Global trade, also known as international trade, is simply the import
and export of goods and services across international boundaries. Goods
and services that enter into a country for sale are called imports. Goods
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and services that leave a country for sale in another country are called exports.
For example, a country may import wheat because it does not have much
arable land, but export oil because it has oil in abundance.

A fundamental concept underlying global trade is the concept of com-
parative advantage, developed by David Ricardo in the 19* century. In a nut-
shell, the doctrine of comparative advantage states that a country can produce
some goods or services more cheaply than other countries. In technical terms,
the country is able to produce a specific good or service at a lower opportunity
cost than others. An opportunity cost is the benefit one gives up in making
an economic choice. The classic example is ‘guns and butter’ — domestic in-
vestment over defense spending. The more guns you produce, the less funds are
available to invest in public schools and infrastructure, for example. The more
you invest in the domestic economy, the less you can spend on defense.

Advantages

Let us say that England produces more wheat per man-hour than Portu-
gal, and Portugal produces more wine per man-hour than England. Conse-
quently, England has a comparative advantage in producing wheat, and Portu-
gal has a comparative advantage in producing wine. In other words, England’s
opportunity costs for the production of wheat is lower than for the production
of wine, and Portugal’s opportunity costs are lower for the production of wine
than for the production of wheat. Thus, England is better off producing
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wheat, selling it to Portugal and buying its wine from Portugal. Portugal,
on the other hand, is better off selling its wine to England and buying its
wheat from England. What can we learn from this example? Global trade
allows for specialization and lower costs to consumers. Countries can focus
on what they are best suited to do — engage in activities with the lowest
opportunity costs for them. Focusing on their comparative advantages means
they can maximize production and efficiency, which leads to greater potential
for profit and economic growth.

Global trade can create economic wealth on a global scale as each
country maximizes its revenue and growth by focusing on what it does best
and saving money on imports that would be more costly for it to produce
domestically. A country generates revenue from exporting the excess goods
and services that its domestic market does not need to other countries that
have a different comparative advantage. The money it receives from the ex-
ports can then be used to import goods and services it does not produce from
the countries that have a comparative advantage in the production of those
goods and services — just like England and Portugal trading wine and wheat,
but on a global scale with countless products and services.

Global trade can also reduce international conflict and war. It establishes
long-term mutually beneficial relationships. If you start a war with someone
who provides you needed goods, such as wheat or oil, you may have just
shot yourself in the foot. In other words, global trade cultivates cooperation
rather than conflict.

(Adapted from htips://study.com/academy/lesson/
what-is-global-trade-definition-advantages-barriers.html)

Exercise 11. Choose the proper ending for each sentence:

1) Goods and services that enter into a country for sale ...

2) Goods and services that leave a country for sale in another
country ...

3) A fundamental concept underlying global trade is ...

4) This concept was developed ...

5) The doctrine of comparative advantage states that ...

6) The country is able to produce a specific good or service ...

7) An opportunity cost is ...

8) The more you invest in the domestic economy, ...
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a) by David Ricardo in the 19" century.

b) the benefit one gives up in making an economic choice.

c) the less you can spend on defense.

d) are called imports.

e) a country can produce some goods or services more cheaply
than other countries.

f) at a lower opportunity cost than others.

g) the concept of comparative advantage.

h) are called exports.

Exercise 12. Answer the following questions:

1) What does global trade allow for?

2) What does focusing on the comparative advantages mean?
3) What can global trade create?

4) What can global trade reduce?

5) What does global trade establish?

6) What does global trade cultivate?

Exercise 13. Choose the possible variants from the right column:

a) our developing global trade on a larger
scale
b) us to develop global trade on a larger scale
c) develop global trade on a larger scale
d) that we should develop global trade
on a larger scale

The CEO suggested ...

Exercise 14. Rephrase the ideas using the Gerunds where possible:

1) Everybody knew that those goods and services left the country
for sale in another country.

2) The fact that this country imports wheat and exports oil is well-
known.

3) To study the concept of comparative advantage is a must
for every economist.
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4) An opportunity cost means to give up the benefit when making
an economic choice.

5) The more guns you produce, the less funds are available
to invest in public schools and infrastructure.

6) The fact that the countries focus on their comparative advan-
tages means they can maximize production and efficiency.

7) If you start a war with someone who provides you needed
goods, you shoot yourself in the foot.

Exercise 15. Read the text “The Trends Transforming International
Trade Policy” on page 153 and summarize its content using the framing
phrases (Unit 1, page 13).

VIDEO

Watch the video ‘How Alibaba got consumers to love grocery

shopping’ (4:04) https://www.youtube.com/watch?v=uEbYNJZ9iJ4
and answer the following questions:

1. Where does the speaker live now? Where did he live before?
2. Did the speaker like grocery shopping before? Why? Does
he like it now?
3. What is one of the hottest retail destinations in China?
4. How many stores do they plan to open over the next 5 years?
5. What makes Homa supermarkets popular?
6. What attractive features do they have inside the store?
7. What does ‘a big number 3’ mean on products?
8. What does the app track? Why?
9. What will you see if you look up? Why do they need it?
0. How fast does Homa deliver in?
1

1
11. What 4 facets of Homa does the speaker mention in the end?
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UNIT 9
Business Information

LISTENING

Listen to the text ‘Information’ https://listenaminute.com/i/
information.html and do the following tasks:

Task 1. Write down all -ing forms used in the text.

Task 2. How many times do we come across the ending -s
in the following functions?

Ns Vs

Task 3. What words are used in their contracted forms? How many
times?

Task 4. Find in the text the synonyms for the following phrases:

1) to make easily available —

2) to become successful in one’s life or career —

3) to develop or to make progress —

4) to have available for one to use whenever or however one
wishes —

Task 5. Correct mistakes in the following extracts:

1) are living in a century of information
2) are around by information technology
3) really sure so much information we need
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4) lots of us have information overload
5) is the mountain of personal information
6) the great think about computers

Task 6. Match the columns to make meaningful word combinations:

1) what I keep

a) amount of information

2) you need b) on different websites
3) can only handle a certain c) this didn’t happen

4) before computers came along d) pretty useful

5) putting confidential info e) the latest information
6) that’s f) hearing on TV

Task 7. Answer the following questions:

1) What sources do you get information from?
2) Do you prefer getting information in written or oral form?
3) Do you get tired of the amount of information you receive every

day?

4) How do you relax when you have information overload?
5) What would change in your life if you had no computer /

smartphone / ... ?

GRAMMAR
The Infinitive
Active Passive
Simple toV tobe+V,
Continuous tobe+V, -
Perfect to have +V, to have + been +V,
Perfect Continuous | fo have + been +V_ -
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Exercise 1. Translate the sentences with the Infinitive as the subject
and the adverbial modifier:

1) To make a choice between these two alternatives is not an easy
task. / To make a choice between these two alternatives you should
study both points of views thoroughly.

2) To foresee the future requires analysis of the past experience. /
To foresee the future we should analyze the past experience.

3) To appreciate the accuracy of the data was essential at that
stage of research. / To appreciate the accuracy of the data refer
to Table 1 on page 57.

4) To avoid making mistakes is always very difficult because
to err is human. / To avoid making mistakes a young researcher had
to often consult with his scientific supervisor.

5) To distinguish between cause and effect is sometimes difficult. /
To distinguish between cause and effect one needs a lot of professional
knowledge and practice.

6) Itis desirable to make the experiments on precise equipment. /
To make the experiments the laboratory bought precise equipment.

7) It is unnecessary for you to take part in tomorrow’s negotia-
tions. / To take part in negotiations a businessperson should be aware
of some special etiquette tips.

Exercise 2. Make up two sentences for each Infinitive using its
active and passive forms. Translate the sentences.

E.g. Idon’t like (to ask /to be asked )...
1 don’t like to ask for help. /I don’t like to be asked for help.

1) My aim will be (to give / to be given) ... 2) His wish was (to buy /
to be bought) ... 3) Our boss’s intention is (to award / to be awarded) ...
4) Some businessmen hate (to visit / to be visited) ... 5) Her colleagues
wanted (to send / to be sent) ... 6) Our foreign partners will be eager
(to invite / to be invited) ...
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Exercise 3. Translate the sentences with the Infinitive as an attribute:
1) The thermometer is a device to measure the temperature.

1) That student was the first to submit his thesis. 2) You will be
the next to perform your presentation. 3) The technique of collecting
information will differ according to the problem to be solved. 2) This
is not an opportunity to be thrown away. 3) An interesting distinction
to be made here is between problems and techniques. 4) Another factor
to be taken into consideration is the necessity of modern experimental
techniques. 5) The problem to be investigated involves analysing
the company’s losses. 6) The apparatus to be assembled is very compli-
cated. 7) The work to be done will play a leading role. 8) Here are some
data to be compared to understand the problem involved.

Exercise 4. Translate the following word combinations:

1) npoGnema, koTopasi 10JIHa OBITh pelieHa, 2) (hakTop, KOTOPHIi
HaJ0 MPUHATH BO BHUMaHUE, 3) BHIOOP, KOTOPBIM NPUIETCS ClIeNarh,
4) naHHble, KOTOpblE HEOOXOAMMO MPOAHAIUZUPOBATH, 5) CTAThsl, KO-
TOPYIO ClIeAyeT 00CyIuTh, 6) SKCTIEPUMEHT, KOTOPBIM Ha/I0 MTPOBECTH,
7) MeTon, KOTOpbIi OyzneT MpUMEHEH, 8) MarucTepckas AUCCepTaIms,
KOTOPYI0 HEOOXOAUMO Oy/IET 3alIUTUTh B CIEIYIOIIEM IOY.

Exercise 5. Make up sentences of your own with the given
expressions:

to be frank — OTKPOBEHHO rOBOPSI

to tell the truth — 10 TIPaBJIE TOBOPSI

to begin / start with — MPEXJIe BCET0; HAYHEM C TOTO, YTO;
BO-TIEPBBIX

to conclude / sum it up — |B 3aKJIFOYECHUU

to put it simply — MIOTIPOCTY TOBOPSI

to put it briefly — KOpOY€ TOBOPSI

to put it another way — | mHa4e roBOpS

to be exact — TOYHEE TOBOPSI
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NudunntBHBbIC 000POTHI

1. Caoxunoe nonjiexaiiee (popmMaabHOE CKa3yeMoe TIEPEBOUTCS
BBOJIHBIM CJIOBOM HJIH (hpazoii).

E.g. These data are known to have been taken from the latest sources. —
Kaxk m3BecTHO, 9T JaHHbIE OBbLTN B3STHI 3 CAMBIX CBEXKUX HCTOYHHUKOB.
The substances do not seem to change their colours by conducting
the experiments. — [To-BuauMoMy, BelecTBa He M3MEHST CBOM LIBET
B IIPOLIECCE MPOBEICHHS SKCIICPUMEHTOB.

dopmalibHOE CKa3yeMoe MOXKET ObITh BBIPAKEHO

rj1arojiaMu

B CTpaaaTCIIbHOM
3aJI0TC

B JIEHCTBUTEIHLHOM
3aJI0Te

(dhpazamu

to know, to think,

to expect, to believe,

to suppose, to consider,
to say, to state, to report,
to hear

to seem, to appear —
Ka)keTcsl, I0-BUIUMOMY

to be sure, to be certain —
HaBepHsIKa, O€3yCIIOBHO,

HECOMHEHHO
to prove, to turn out — |to be likely —
OKa3bIBACTCS BEPOSITHO

to happen, to chance — | to be unlikely —
CITy4aliHO, CITyYHJIOCh | MAJIOBEPOSTHO

TaK, 4YTO

2. Cio:xHo€e T0IO0JTHEeHHUE.

E.g. The user wants the computer to process the information. —
[Tonb3oBarens Xo4eT, yTOObI KOMIBIOTEp 00padarsiBan HH(POpMa-
uuto. | heard the post-graduates discuss the experiments described
by Fisher. — S caplmas, kak MarucTpaHTbl 00CYXAalu dKCIIe-
pumenTsl, onucanusle @umepom. (= I heard the post-graduates
discussing the experiments described by Fisher.)

[Tocne cnemyromux r1aronoB HHQUHATHB YIOTPEOISETCS

¢ JyacTuieH “to”

0e3 yacTursl “to”

to suppose

to want, to like, to think, to know,
to expect, to consider, to believe,

to let

to hear, to see, to watch, to feel,
to observe, to notice; to make,
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3. «For» — koHCTpYKIHS.

E.g. It was difficult for the publishers to include all those papers
in the collection. — M3naresnsiM ObLIO CII0KHO BKITFOYUTB BCE ITH CTaThU
B COOpHUK.

Exercise 6. Translate the following sentences:

1) Nowadays science is known to contribute to every aspect of human
life. 2) He is said to avoid all sorts of arguments. 3) The data are supposed
to correlate with the present theory. 4) He is reported to have left Moscow
for a business trip. 5) This post-graduate is thought to be keeping in touch
with the latest development in his field of research. 6) He happens to work
at the same problem. 8) They seem to work very hard. 9) She appears
to be a very good specialist in the subject. 10) This approach proves to be
reliable. 11) He is likely to take part in the discussion. 12) The lack of data
is certain to slow down the work. 13) This method doesn’t seem to offer
any advantages over that discussed above. 14) They are sure to make
the decision in the shortest possible time.

* ok ok

15) Most businessmen expected the situation at the market to get
better. 16) We know the CEO to have objected to that proposal.
17) We believe the programming to have been done very skillfully.
18) Our partners hope the goods to be delivered in time. 19) The super-
visor wants his post-graduates to make a presentation of their find-
ings in three weeks. 20) Our boss made us follow the business dress
code. 21) He does not let us wear casual clothing. 22) The employees
expect their salary to increase tangibly. 23) Who watched the first-
year students make the experiment with that expensive device?
24) Why didn’t you notice him use your conclusions in his recent
paper? 25) We know the nineteenth century Physics to have become
a great achievement of the human mind. 26) The present-day situation
forces more and more countries to pay attention to refugees’ problem.
27) You must make them check the results carefully. 28) The designers
hoped their new machine to find wide application in industry.
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Exercise 7. Transform the sentences using the “For”-construction:

E.g. She can’t come — It is impossible for her to come.

1) The meeting needn’t start before eight. (There’s no need for the ...)

2) The post-graduate ought to be present at the conference. (It’s
a must for ...)

3) He’s not usually late. (It’s unusual for ...)

4) T want my group-mates to be polite and friendly. (I’'m anxious
for ...)
5) John shouldn’t quit the post-graduate courses. (It’s a bad idea ...)

6) Can Paul come to the meeting? (Is it possible ...)

7) The equipment really should have regular services. (It’s impor-
tant ...)

8) Sue shouldn’t change her job just now. (It would be a mistake ...)

READING

Exercise 8. Mind the following sounds in the words:

data [e1], determine [a:], process [S], quality [J], enterprise [€],
resource [2:], raw [0:], status [e1], purchase [a:], technology [k],
capture [tf], use (noun) [s], frequency [i:], identification [a1], wireless [a19],
company [A], item [a1], facial [[], although [ou], signature [t[],
currently [A], primarily [a1], considered [3], share [€3], controversial [[],
legislation [d3], regarding [a:], wealth [0], dislike [s], specific [s],
audience [0:], media [i:], giant [d3], highly [a1], exemplify [gZ], recent [i:],
disclosure [3], gather [d].

Exercise 9. Mind the stress in the words:

co'llect, array, com'petitive, in'crease (verb), €fficiency, ‘invoice,
a’ssemble, ‘product, commitment, ‘object (noun), con’trol, retinal,
when’ever, ‘onto, ‘instant, re'veal, ‘preference, ‘pastime, ‘advertiser,
sub’scriber.
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Exercise 10. Read the text:

Business Data

Information flows in and out of a business in many different direc-
tions. The type of data a business collects is informed by a business’s goals
and objectives. Computing systems can collect a dizzying array of data about
the world around us. Businesses must decide what type of data they need
to inform their business decisions and then determine where and how that
data can be collected. The types of data that businesses collect can be broken
down into 5 broad categories: business process, physical world observations,
biological data, public data and personal data. Let’s examine each of these
categories of data in greater detail.

Business Process Data. In order to remain competitive businesses must
find ways to increase efficiency while maintaining quality standards for their
products, goods and services. In order to continuously improve their oper-
ations, businesses collect data regarding their business processes. This data
can range from collecting data on the number of days it takes their custom-
ers to pay invoices to the time it takes to assemble and package a product.
In order to collect this type of data, many businesses employ enterprise
resource planning systems. ERP systems track business resources — cash,
raw materials, production capacity — and the status of business commit-
ments: orders, purchase orders, and payroll.

Physical-World Observations. Technology has made it possible
for business to capture real-time data about the physical world. This data
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is collected by the use of devices such as radio frequency identification
(RFID), wireless remote cameras, GPS, sensor technology and wireless access
points. By inserting computer chips into almost any object companies are
able to track the movements of that item and in some cases control the object.

Biological Data. If you have a newer smart phone it is possible that you
can unlock your phone by simply looking at the screen. This is made possible
by facial recognition software. Unlocking your laptop with your fingerprint is
another example of biological data available to businesses. Although things
like voice and face recognition, retinal scans and biometric signatures are
currently used primarily for security purposes, it may be possible in the future
for this type of data to allow for product and service customization.

Public Data. Businesses have an almost endless source of data available
to them free from public sources. Whenever you log onto the Internet, use
instant messaging, send emails an electronic footprint is left behind. For now
this data is considered to be “public” and businesses collect, share and even
sell this type of data every day. This has become a very controversial topic
in the past several years and recent legislation by the EU regarding this type
of data may be the first step in limiting the collection and use of this type
of public data.

Personal Data. Much like data that is considered to be “public” data,
as we use technology we provide a wealth of personal data that businesses
can use to reveal much about our personal preferences, habits, pastimes, likes
and dislikes. For example, Facebook uses information people provide —
such as their age, gender and interests — to target ads to a specific audience.
Advertisers tell Facebook which demographics they want to reach, and then
the social media giant places the ads on related accounts. How businesses
collect and use this data is also highly controversial as exemplified by recent
disclosures that Facebook has been collecting and selling personal informa-
tion gathered from subscribers’ activities on the social network. Much like
the controversy surrounding publicly available data, what rights an individual
has to his or her data is currently being debated globally.

(Adapted from https://courses.lumenlearning.com/wmopen-
introductiontobusiness/chapter/how-businesses-use-information/)
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Exercise 11. Choose the words from the right box to make up
collocations from the text:

1) decisions

2) project

3) tasks

4) process
business 5) resources

6) plan

7) lunch

8) English

9) trip

10) commitments

Exercise 12. Find in the text the derivatives of the following words:

inform, differ, direct, object, compute, dizzy, decide, observe, biology,
person, compete, serve, continue, operate, regard, pack, produce, commit,
frequent, identify, wire, move, lock, simple, face, recognize, biometry, sign,
current, prime, secure, custom, end, legislate, collect, prefer, like, advertise,
high, controvert, example, disclose, subscribe, public, globe.

Exercise 13. Distribute the following word combination into the proper
columns:

. Physical- . . .
Business World Biological Public Personal

Process Data . Data Data Data
Observations

1) personal preferences,

2) pay invoices,

3) biometric signatures,

4) likes and dislikes,

5) radio frequency identification,

6) enterprise resource planning systems,
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7) use instant messaging,
8) wireless remote cameras,
9) retinal scans,
10) electronic footprint,
11) age, gender and interests,
12) cash, raw materials, production capacity,
13) face recognition,
14) wireless access points,
15) recent legislation.

Exercise 14. Decide if you need the particle ‘to’ before the infinitive:

1) Computing systems can ... collect a dizzying array of data.

2) Businesses must ... decide what type of data they need ...
inform their business decisions.

3) Let’s ... examine each of these categories of data in greater detail.

4) In order ... remain competitive businesses must ... find ways ...
increase efficiency.

5) Technology has made it possible for business ... capture
real-time data.

6) Companies are able ... track the movements of that item.

7) It may ... be possible in the future for this type of data ... allow
for product and service customization.

8) For now this data is considered ... be “public”.

9) We provide a wealth of personal data that businesses can ...
use ... reveal much about our personal preferences.

10) Advertisers tell Facebook which demographics they want . .. reach.

Exercise 15. Use the necessary proposition (at, by, for, from, in,
into, of, on, onto, out of, to, with):

1) Information flows ... and ... a business ... many different
directions.

2) The type ... data is informed ... a business’s goals and objectives.

3) The types ... data that businesses collect can be broken down ...
5 categories.
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4) Businesses must find ways to increase efficiency while maintai-
ning quality standards ... their products, goods and services.
5) This data is collected ... the use ... devices such as radio frequency
identification.
6) Itis possible that you can unlock your phone ... simply looking ...
the screen.
7) This is made possible ... facial recognition software.
8) Unlocking your laptop ... your fingerprint is another example ...
biological data available ... businesses.
9) Businesses have an almost endless source ... data available ...
them free ... public sources.
10) Whenever you log ... the Internet an electronic footprint is left
behind.
11) The social media giant places the ads ... related accounts.
12) Facebook has been collecting and selling personal information
gathered ... subscribers’ activities ... the social network.

Exercise 16. Make up sentences on the text content beginning
them with the expressions:

To begin / start with, ...

To put it simply, ...

To put it briefly, ...

To put it another way, ...
To be exact, ...

To be frank, ...

To tell the truth, ...

To conclude / sum it up, ...

Exercise 17. Read the text “Information, Money and Material

Flow” on page 155 and summarize its content using the framing phrases
(Unit 1, page 13).
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VIDEO
Watch the video ‘Data, information, knowledge’ (5:34) https://

www.youtube.com/watch?v=dJkB_ITY1pE and explain to the class
the difference between these notions.
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UNIT 10
Science and Technology in Business

LISTENING

Listen to the text ‘Computers’ https://listenaminute.com/c/
computers.html and do the following tasks:

Task 1. Tick the nouns from the text (they may be in plural):

1) computer 7) police

2) printer 8) government
3) scanner 9) envelope
4) paperwork 10) street

5) hospital 11) letter

6) airport 12) pen

Task 2. Which of the verbs refer to the word “computer” in the text?

1) have ... 6) love ...
2) buy ... 7) like ...
3) work (without) ... 8) ... freeze
4) sell ... 9) ... melt
5) need ... 10) ... crash

Task 3. Which of them were used twice?

Task 4. Which modal verbs and their equivalents are used in the text?

1) can 2) may 3) must 4) should 5) oughtto 6)needn’t 7) have to
8) be to

106



Task 5. Use the verb in the necessary form:

It’s hard to believe that no one (I-have) computers a few years ago.
I wonder how people (2-live). There must have (3-be) a lot of paper-
work. I can’t imagine (4-write) everything by hand. I also wonder how
everything (5-work) without computers. We (6-need) computers today
for everything. Hospitals, airports, the police... nothing can (7-work)
without computers. I’'m sure I’d (8-be) ten times busier than now if
I (9-do) have a computer. Imagine (10-have) to find a piece of paper
and an envelope and then (11-walk) down the street to mail a letter!
I love my computer. It (12-make) everything in my life so convenient.
Sure, it (13-freeze) and (14-crash) sometimes. Sure, I lose some data.
But that (be) not often. Most of the time my computer (15-be) like
my best friend.

Task 6. Change the places of two words in each sentence in order
to restore the correct word order:

1) It’s hard to believe that one no had computers a few years ago.
2) I wonder how lived people.
3) There must been have a lot of paperwork.
4) I can’t imagine writing by everything hand.
5) I also wonder how worked everything without computers.
6) We need computers for today everything.
7) Hospitals, airports, the police... can nothing work without
computers.
8) I’'m sure I’d be times ten busier than now if I didn’t have a computer.
9) Imagine having to find a piece of paper and an envelope
and then down walking the street to mail a letter!
10) Love I my computer.
11) It everything makes in my life so convenient.
12) Sure, it freezes and sometimes crashes.
13) I sure lose some data.
14) But that’s often not.
15) Most of the time my computer like is my best friend.
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Task 7. Translate the following endings of the sentence:

a)| YTO HU Y KOT'O HET KOMIIbIOTEPA.
b) | 4aTo oM KUBYT 6€3 KOMIIBIOTEPA.
C) | 9TO BCE HAJIO MHCATh OT PYKH.
d) | uTo Bce paboTaroT 6e3 KOMITbIOTEpa.
€) | UTO s B IECATH pa3 OOJIbIIIE 3arpyKeH
paboToii, ueMm ceituac.
f) |uTO y MEHS HET KOMIIBIOTEPA.
€) | UTO 5 JOJKEH HAlTH TUCT OymMaru
I can’t imagine... (+ Ving ) 1 KOHBEPT.

h) | 410 s mOMKEeH BBINTH Ha YIHILY
U Kyla-TO UITH, YTOOBI OTIIPABUTH
UCHMO.
1)| YTO MOM KOMITBIOTEP 3aBUCAET.
J) | 9TO MOW KOMIBIOTEP NAaET COOM.
k) | uTO 51 moTEpsito BCe CBOM JAHHBIE.
1) |uTO Yy MEHS HET MOETO JIYUIIIEeTO
Jpyra — KOMITBIOTEpa.

GRAMMAR
The Subjunctive Mood

Bripaxaert arcenamenvroe, 603modrncnoe, Heodxooumoe, npeonona-
2aemoe NCCcTBUE (B PYCCKOM SI3bIKE BBIPAXKAETCS TJIAr0jIOM B TIPOIIIE/-
IIIeM BPEMEHU C YaCTHUIICH «ObI»).

Exercise 1. Transform the sentences according to the model:

E.g. It is necessary for post-graduates to demonstrate a capacity
for advanced work. — It is necessary that post-graduates should
(st Beex mnr w1 yucen) demonstrate a capacity for advanced work.

1) It is important for businessmen to know accounting well.
2) Itis desirable for young scientists to participate in international
conferences.
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3) Itis required for all participants to be registered.
4) It is essential for a reporter to speak loudly and distinctly.
5) It is vital for our planet to be protected from disasters.

Exercise 2. Make up sentences using the table below:

wishes — jxenaer

orders — npuxasvigaem
requires — mpebyem
demands — mpebyem
suggests — npednazaem
insists — hacmaugaem
recommends — pexomendyem

that we
should

Our English
teacher

Exercise 3. Express your wish according to the pattern:
E.g. I’'m heavy. — [ wish [ were thin.

1) I smoke. 2) I don’t speak English fluently. 3) I don’t have a sport
car. 4) 'm bad at sport. 5) I don’t like dancing. 6) I’'m not concerned
enough about my parents. 7) I don’t work hard. 8) I'm lazy. 9) I sleep days
and nights. 10) I eat junk food very much and ignore doctors’ advice.

Exercise 4. Match the columns and make sentences using / wish +
+ Past Perfect:

E.g. I wish I had been nicer to my sister when we were kids.

BEGINNINGS ENDINGS
(choose) a better school
(do) more travelling a different career
(go) to harder at university
(go) to bed earlier last night
(not get married) my teeth
(not tell) him when I had a chance
(save) money when I was eighteen
(study) when I was earning a good salary
(take better care of) the truth
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Exercise 5. Finish up the sentences:
E.g. He speaks as if he were a highly-qualified specialist.

1) My business partner behaves as if ... .

2) You act as though ... .

3) Ralf performs the presentation as if ... .

4) The CEO announces this news as though ... .
5) Tam so happy as if ... .

Tpu THIIA YCJIOBHBIX NPeIJIOKEHNH

1 Tun: peanpHOE IEHCTBUE B OyIyIIeM (be3 cociazamenbHoeo HaKo-
HeHUs).

E.g. If you look through the article attentively you will find out some
mistakes.

B npunarounsix npemioxkenusix Bpemenu (when, while, as soon as,
before, after, till, until) n yciosus (if, unless, in case, provided that)
Oymy1ee BpeMsi He yIoTpeOIIsIeTCsl, OHO 3aMEHSIETCSI COOTBETCTBYFOIIUM
HACTOSIIITAM.

2 THII: MaJOBEPOSATHOC WIIM HEpEaabHOE JICHCTBHUE B HACTOSIIIEM
WK OyIyIlIeM.

E.g. If you looked through the article attentively (now, tomorrow)
you would find out some mistakes.

3 TMII: HEpealbHOE JEHCTBUE B MPOIIIOM.

E.g. If you had looked through the article attentively (yesterday)
you would have found out some mistakes.

Exercise 6. Open the brackets using conditionals of the 1% type:

1) If you (apply) this method, you (obtain) better results in your
research.
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2) Ifyou (stay) another two days you (have) the chance of seeing
the results of our research.

3) If you (compare) these two theories, you (see) that they are
founded on the same postulates.

4) I (submit) my Master thesis in time if I (work) regularly.

5) Ifyou (observe) the rules of operating this machine, you (be able)
to increase its productivity.

6) Ifyou (get) tired of your studies, I hope you (find) some extra-
curricular activity to take up.

7) If the teacher (state) her requirements clearly we (try) to meet them.

8) It (be) great if Tom (get) his Master degree next year.

Exercise 7. Define the type of the conditional (2™ or 3™) and fill
in the gap with the verb in brackets in its proper form (in writing).
Translate the sentences (orally):

1) Ifthey had more time they (correct) all the mistakes in their paper.

2) He possibly (come) to another conclusion in case he tried a new
approach.

3) We would certainly have informed you of the session opening
if you (give) us your address or telephone number.

4) They would have finished the work in time provided they (have)
the necessary material.

5) Ifyou (analyze) those data you would write a paper on the subject
given.

6) The new operator (not break) the device on condition that
you had instructed him how to operate it.

7) If the researcher used the proposed method of analysis,
he (solve) the problem.

8) The scientist (not receive) that grant if he had not arranged
all the documents correctly.

9) He would do the work quite easily if he (prepare) the material
beforehand.

10) Provided you had modified the conditions at the very beginning

of the experiment you (obtain) better results.
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11) If he (be able) to speed up his research, he would complete his
thesis in time.

12) Were he registered for the conference he (get) the official invitation.

13) Could you help me with my English I (be very grateful) to you.

14) Had you had more material on your subject you (have) no difficul-
ties with the introductory chapter of your thesis.

15) (Not be) the secretary so busy she would answer all e-mails
immediately

16) (May) the student borrow the book from the library she wouldn’t

have to buy it.

READING
Exercise 8. Mind the following sounds in the words:

decade [k], technology [k], overhaul [2:], whether [d], social [[],
purpose [2:], method [0], doubt [au], digital [d3], basis [s], boost [u:],
bearing [e3], dynamics [a1], organizational [a1], crucial [[], edge [d3],
simplify [a1], mission [[], fundamental [A], growth [0], view [ju:],
advertise [a1], though [ou], highly [a1], season [i:], key [i:], optimization [ai],
media [i:], process [s], finance [a1], engagement [d3], capture [t[],
strategize [a1], completion [i:], barely [e3], weigh [e1], viable [a19],
discover [A], base [S], advisable [a1], target [g], existing [gz], threats [e],
cyber [s], measure [3], health [e], warehousing [e3], freight [e1],
leverage [i:], module [ju:].

Exercise 9. Mind the stress in the words:

re’'ly, su'ccess, over’state, im'perative, em’ploy, e merging,
i'mmense, ‘expert, a'ttribute (verb), ca’pacity, main'tain, com'petitive,
re’lay, o’ccur, u’biquitous, propel, revenue, con’versant, relevant,
fa'cilitate, ‘error, guaran'tee, ‘accuracy, ‘area, a’ssociate, reputable,
com’patible, ‘issue, ro’bust, ‘assets, ‘industry, relevance, €'state, in’ject,
‘impact (noun).
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Exercise 10. Read the text:

The Role and Importance of Technology in Business

In the last decades, technology has overhauled the way we do things.
Whether it’s for business or social purposes, we no longer rely on traditional
methods and means. It’s no doubt that technology is the driver of success
for modern businesses. From marketing, to PR or security, everything has
gone digital.

IT Is Indispensable. The role of technology in the business landscape
cannot be overstated. It’s imperative that you employ a workforce that is tech-
savvy at least in the basis. Getting your staff up to date with emerging trends
not only boosts productivity, but it has immense bearing on your bottom-line.
Today, the IT department in every business, big or small is indispensable.
IT experts are largely attributed to the changing dynamics at the organiza-
tional level. These experts are becoming crucial given their capacity to help
a business maintain its competitive edge.

Improving Communication. In many ways than one, technology simpli-
fies communication. Whether it’s a social connection or you are trying to relay
mission critical data, things are no longer want they used to be. IT is fundamen-
tal for effective communication internally and externally. In house, technology
streamlines the types of data relay that occur between sections or departments.
There is a need for an organization to stay up to date with new email marketing
tactics or ways of sending company wide data via digital platforms. Externally,
technology has made communication easy and ubiquitous.
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Propels Marketing and Business Growth. From an external com-
munication point of view, a business will use new technology to advertise
and break into new markets. Forward thinking enterprises advertise digitally
with a view to drive traffic. Even though yours is a brick-and-mortar business,
technology has to be part of your marketing mix, if you expect to grow your
revenue. Remember, a highly seasoned IT team is the key to your success.
You need experts who are conversant with search marketing, web optimiza-
tion and social media targeting.

Streamlines Decision Making. Decision making in any business is a crit-
ical process. You need technology to streamline the decision-making process.
There is a need to keep track of customer and market data. Technology in form
of business relevant software facilitates error free reporting. You have a guaran-
tee of accuracy with metrics drawn from the finance, marketing and customer
engagement departments. It is technology that captures critical data and helps
a business to see its weak areas, and ways of how to strategize accordingly.

Boosting Your Competitive Edge. Nowadays, other business-
es in the same niche as you are spending more to market and advertise.
The need to stay on top of the completion is crucial. Nobody wants to asso-
ciate with a brand that is barely visible online. Your competitors are using
technology to weigh you up and to drive their traffic. Technology is using
viable online tools to drive your sales.

Enhancing Customer Relationship. Reputable CRM management
systems let you discover what your customer base wants. It’s advisable to tar-
get the right customer at the right time to avoid them crossing over to your
competitor. Even though the technology you rely on is compatible with your
existing systems, there is the issue of smart threats and cyber threats.
The cloud storage makes it critical to have robust cyber security measures
to keep your assets and data safe.

Maintain Industry Relevance. Whether you are in the real estate,
health, warehousing or freight industry, there is a form of technology designed
to inject efficiency into your operations. If you are leveraging these techno-
logies to break into new market, save lives, boost sales or for crop production
module, technology will have made its impact.

(Adapted from https://industrytoday.com/
the-role-and-importance-of-technology-in-business/)
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Exercise 11. In each pair, choose the collocation from the text:

1) for business or social purposes / for private or team purposes,
2) traditional methods and means / obsolete methods and means,
3) the driver of the car / the driver of success,
4) the picturesque landscape / the business landscape,
5) emerging trends / emerging plants,
6) immense bearing on your top-line / immense bearing on your
bottom-line,
7) the HR department / the IT department,
8) TV experts / IT experts,
9) the changing dynamics at the organizational level / the changing
dynamics at the managerial level,
10) cutting edge / competitive edge,
11) implicitly and explicitly / internally and externally,
12) between sections or departments / between sections or apartments,
13) old email marketing tactics / new email marketing tactics,
14) via railway platforms / via digital platforms,
15) break into new markets / break into foreign markets,
16) brick-and-motor business / brick-and-mortar business,
17) part of your marketing mix / part of your marketing fix,
18) grow your revenue / borrow your revenue,
19) the key to your office / the key to your success,
20) social means targeting / social media targeting,
21) the decision-taking process / the decision-making process,
22) keep track of customer and market data / keep track of customer
and market date,
23) error free reporting / errand free reporting,
24) guarantee of currency / guarantee of accuracy,
25) in the same niche / in the low niche,
26) stay on bottom of the completion / stay on top of the completion,
27) viable online tools / viable offline tools,
28) target the right customer at the right time / target the right customer
at the wrong time,
29) smart threats and cyber threats / smart threads and cyber threads,
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30) cloud mortgage / cloud storage,

31) robust cyber safety measures / robust cyber security measures,

32) keep your assets and data safe / keep your assets and data secure,

33) freight industry / flight industry,

34) inject medicine during your operations / inject efficiency into
your operations,

35) save lives / stay alive.

Exercise 12. Choose the correct variant:

1) Technology has ... the way we do things.
a) overhauled b) overcame ¢) overestimated

2) It’s no ... that technology is the driver of success for modern
businesses.

a) cloud b) amount ¢) doubt
3) The role of technology in the business landscape cannot be ... .
a) overstated b) overweighed ¢) overlapped
4) It’s imperative that you employ a workforce that is ... .
a) technical b) techsavvy c) savvy
5) Today, the IT department in every business, big or small is ... .
a) indispensable b) independent ¢) undisciplined
6) Technology ... communication.
a) identifies b) magnifies ¢) simplifies
7) Technology has made communication easy and ... .
a) adequate b) ubiquitous ¢) ambitious
8) A highly ... IT team is the key to your success.
a) seasoned b) seen ¢) reasoned
9) Decision making in any business is a ... process.
a) crucial b) critical ¢) difficult
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10) It is technology that ... critical data.
a) captivates b) causes ¢) captures

11) Your competitors are using technology to weigh you ... .
a) down b) — c) up

12) Ifyouare ... these technologies to break into new market, techno-
logy will have made its impact.

a) leveraging b) limiting ¢) leveling

Exercise 13. Distribute the words into the proper boxes:

Nouns Verbs Adjectives Adverbs

decade, social, traditional, driver, security, digital, indispensable,
imperative, employ, techsavvy, productivity, immense, department,
dynamics, organizational, crucial, capacity, competitive, simplify,
fundamental, effective, internally, externally, organization, tactics,
ubiquitous, advertise, digitally, highly, conversant, optimization,
critical, relevant, facilitate, accuracy, metrics, engagement, strategize,
accordingly, associate, barely, visible, competitor, weigh, viable,
relationship, reputable, discover, advisable, customer, compatible,
storage, industry, relevance, health, efficiency, operation.

Exercise 14. Use the proper form of the verb in brackets:

1) Technology has (overhaul) the way we do things.

2) We no longer (rely) on traditional methods and means

3) The role of technology in the business landscape cannot be
(overstate).

4) It’s imperative that you (employ) a workforce that is techsavvy.

5) Getting your staff up to date with emerging trends (boost)
productivity.
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6) IT experts are largely (attribute) to the changing dynamics
at the organizational level.
7) These experts are (become) crucial.
8) In many ways than one, technology (simplify) communication.
9) Externally, technology has (make) communication easy
and ubiquitous.
10) A business will (use) new technology to advertise and break
into new markets.
11) Technology has to be part of your marketing mix, if you (expect)
to grow your revenue.
12) Technology in form of business relevant software (facilitate)
error free reporting.
13) Itis technology that (capture) critical data and (help) a business
to see its weak areas.
14) Nowadays, other businesses are (spend) more to market and
advertise.
15) Nobody (want) to associate with a brand that is barely visible
online.
16) Your competitors are (use) technology to weigh you up and
to drive their traffic.
17) Technology is (use) viable online tools to drive your sales.
18) Reputable CRM management systems (let) you (discover) what
your customer base (want).
19) There (be) the issue of smart threats and cyber threats.
20) Ifyou are (leverage) these technologies to boost sales, technolo-
gy will have (make) its impact.

Exercise 15. Finish up the conditional sentences:

1) If we relied only on traditional methods and means, ...

2) If you didn’t employ a workforce that were techsavvy, ...

3) If you didn’t get your staff up to date with emerging trends, ...

4) If the organization stayed up to date with new email marketing
tactics, ...

5) If the business didn’t use new technology to advertise, ...
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6) If technology didn’t become part of your marketing mix, ...

7) If you employed experts who were conversant with search
marketing, web optimization and social media targeting, ...

8) If the company didn’t stay on top of the completion, ...

9) If they discovered what their customer base wanted, ...

10)If we targeted the right customer at the right time ...

Exercise 16. Read the text “New Technology in Business”
on page 157 and summarize its content using the framing phrases
(Unit 1, page 13).

VIDEO

Watch the video ‘Information technology’s impact on the orga-

nization’ (3:31) https://www.youtube.com/watch?v=gHXweUIzDcE
and answer the following questions:

1) What does the speaker monitor?
2) What else does he study?
3) What must businesses do to remain competitive in a global
economy?
4) What is the most overarching and critical operational strategy
for both a one-person consultant or a multinational corporation?
5) What construct can we still see in traditionally structured
companies today?
6) What does this construct result in?
7) What new technologies are mentioned by the speaker?
8) What are they changing?
9) How can technology flatten the structure of an organization?
10) What does teleworking increase?
11) How do virtual conferencing, shared databases and Internet
facilitate the business operation?
12) How can available job openings reach potential applicants
on a global scale?
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13) What do communication collaboration and operational changes
lead to?

14) How can social media and big data analytics help organizations?

15) What are the steps of the organization’s moving to new technology?

16) What do these steps lead to?
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REVIEW
(UNITS 6-10)

Task 1. Read and translate the following words:

assumption, challenge, competitor, confidence, courage, entrepreneur,
failure, hypothesis, insight, inspire, intelligence, mindset, persistence,
recklessness, resourcefulness, thrive, willingness, accountant, budget,
calculate, cash, costs, expert, incentive, insurance, license, tax,
abundance, benefit, consumer, costly, efficiency, establish, excess, goods,
oil, production, reduce, service, trade, advertiser, competitive,
customization, data, decision, invoice, item, order, payroll, preference,
subscriber, target, wealth, accuracy, assets, boost, capacity, driver, enhance,
enterprise, facilitate, niche, robust, techsavvy.

Task 2. Match the columns to make meaningful collocations.

1. people a. leader

2. run b. footprint
3. opportunity C. power

4. buying d. market

5. economies e. edge

6. financial f. oriented

7. market g. recognition
8. arable h. network

9. comparable 1. cost

10. domestic j. signature
11. global k. of scale
12. biometric 1. land

13. electronic m. advantage
14. face n. into problems
15. instant o. trade

16. social p. statements
17. competitive q. messaging
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Task 3. Convert the sentences into indirect speech.

1. He said, “An entrepreneur is a person who identifies a need
and starts a business.”

2. The student asked, “What did the company founders and business
leaders tell Business News Daily about successful entrepreneurs?”

3. The coach said, “Take a constant hunger for making things
better!”

Task 4. Translate the word combinations into English.

1. Ou3HECMeH, UCTIONB3YIOLMI JaHHOE PYKOBOJICTBO / PYKOBOZCTBO,
KOTOPOE UCTIONB3YET ITOT OU3HECMEH;

2. mpeanpUHHUMATEIb, CBA3BIBAIOLINI 3TH PacXo/bl C OTKPBITHEM
Ou3Heca / pacxofbl, CBA3aHHBIE C OTKPBITHEM OU3HECa;

3. KOMIaHWs, TpaTsas AeHbI'M Ha HHHOBAIIMH / IEHBI'H, KOTOPbIE
TPAaTATCS HA MHHOBALIUY;

4. COTpyIHHKH, 331aI0IIKE BOIPOCHI / BOIIPOCHI, 3aJaHHbIE COTPY-
HUKaMHU;

5. NpaBUTENBHCTBO, NMPEAJIAraroiee pa3InIHble CTUMYJIbI / pa3iny-
HbIE€ CTUMYJIbI, IIpeJIaraeMble IPaBUTEIbCTBOM.

Task 5. Translate the sentences with the Gerund.

1. This country is known for its importing wheat and exporting
oil.

2. David Ricardo’s developing the concept of comparative advan-
tage contributed greatly to the economic science.

3. The country producing various goods more cheaply than other
countries, its national economy flourished.

4. An opportunity cost is the benefit one gives up in making
an economic choice.

5. England has a comparative advantage in producing wheat,
and Portugal has a comparative advantage in producing wine.
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Task 6. Translate the following word combinations:

JTAHHBIE, KOTOPbIE JOJDKHBI OBITh COOpaHBI; COTPYIHUKH, KOTOPhIC
JIOJDKHBI OBITH MPOUH(OPMUPOBAHBI; CTAHIAPTHI KAUeCTBA, KOTOPHIC
HEOOXOIMMO TOJJICPIKUBATh; OTEpaIH, KOTOPbIE HY)KHO YIIy4IIaTh;
CUET, KOTOPBIH Oy/IeT OIUIa4eH; ToBap, KOTOPHIH HA/IO YIIAKOBATh; 3aKa3,
KOTOPBII HEOOXOIMMO OTCIICANTE; OMOMETPHUECKas! MOANHUCH, KOTOpast
Oy/IeT UCTIOIBb30BAThCS; AIEKTPOHHBIN CIIe/T, KOTOPBIN OyJIeT OCTaBIICH;
nH(poOpMaIus, KOTOPO HEOOXOAMMO TOJICTUTECS; PEKIaMHOE OOBbSB-
JICHHE, KOTOpOe HEOOXOAUMO Pa3MECTHUTh.

Task 7. Finish up the sentences.

If technology didn’t develop, ... .

If students were more techsavvy, ... .

If the company advertised its business more actively, ... .
If I started up my own business, ... .

If we didn’t consider the problem of cyber threats, ... .

Task 8. Write an essay (150—200 words) on the topic:

Information Technology’s Impact on Modern Business
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ESSENTIAL VOCABULARY

UNIT 1. Four Ways to Gain Job Experience

activity —
afford —
apply —
career —
company —

complete —

connection —
degree —
dependable —
employee —
employer —
event —
experience —
favorably —

field —
foster —

free —
freelancing —

full time —
gain —
graduate —
graduation —
hire —
interaction —

JEeSITENIbHOCTh, paboTa, onepanus
MI03BOJIUTH cebe

oOpararbcst

Kapbepa, npodeccus, AeITeIbHOCTb
KOMITaHUs, 00IEeCTBO, (prpma,
TPEIPHUSTHE

3aBemlark, 3aKaHIYNBaTh, OKAHYNBATH;
IPOXOUTH

CBSI3b, OTHOIIICHUE

CTETCHb, YPOBEHB, 3BAHUE

HaJEXKHBIN, 3aCITYKUBAIOLUN JJOBEPHE
PabOTHUK, COTPYIHHUK

paboTonarenb

coObITHE, MEPOIIPUSTHE

OTIBIT, CTAXK

OJaronpHsATHO, BBITOIHO, OJIATOCKIIOHHO,
TIOJIOKUTEITHHO

nosie, obnacTb, cepa, HarpaBIeHUE
CII0COOCTBOBATh, COJICHCTBOBATD,
pa3BuBaTh

CBOOOIHBIN, O€CIUIATHRIN

¢bpunanc (yaanéHHsiit crocob 3apador-
ka 0e3 TpyIoyCTpOIiCTBA B IITAT)
MIOJTHASI 3aHATOCTh

MoJIy4arhb, MPUOOpETaTh, T0OMBATHCS
BBIITYCKHHK

OKOHYAHHE yU4eOHOTO 3aBEJICHUS
HaHUMaTb, HAOUpaTh
B3aUMOJICHCTBUE, OOIIICHNE
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intern — CTaXXUPOBATHCA, IPOXOAUTH MPAKTUKY

internship — CTa)XKMPOBKA, PAKTHUKA

major — crenuaIu3anys, mpogpuInpyromas
JTVCIUTUTAHA

networking — HaJa)KMBaHUE CBS3CH

non-profit — HEKOMMEPUYECKUI

objective — 1eJTb, 3a1a4a

obtain — MoJIy4aTh, IPHOOpPETaTh

pay — TuiaTa, orJiara, 3apruiaTa

position — JIOJKHOCTD, BAKAHCHS, IIOCT

prove — JIOKa3bIBaTh, IEMOHCTPUPOBATD,
TIOATBEPKIaTh

quality — Ka4eCTBO, YPOBEHb

reach out — oOparmiarscsi, J0OMBATHCS

reference — pexoMeHaanus

require — TpeboBaTh, 3aMpanInBaTh

requirement — TpeOoBaHue, yCIOBUE

response — OTKJIMK, OT3BIB, PEAKIIUs

resume — pestome

salary — 3apIuiara, )kaJoBaHUe, OIiara Tpyia

skill — HaBbIK, YMEHUE, KOMIIETCHIIUS

stipend — CTUTICHIUS, TTOcOOue

submit — MIPEICTABIATH (Ha PACCMOTPEHHE)

technique — croco0, MeTol, MpuémM

undergraduate — CTYJCHT-BBIITY CKHIK

volunteering — BOJIOHTEPCTBO

workshop — CEMHHAp, IPAKTUKYM

UNIT 2. Why Customer Satisfaction Is Important

acquire — npuoOperaTh, MOIy4aTh

advocate — 3alIUTHUK, CTOPOHHUK, TIPUBEPIKCHEII,
NpOTaraHIucT

beneficiary — BBITOJIOTIPHOOPETATENb, TTOTyUYaTeNb
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cheap —
choose (chose, chosen) —
contribute —

cost (cost, cost) —
customer —

customer churn —
customer retention —
delight —

educate —

eliminate —
emphasis —
environment —

exact —

exceed —
expectation —
identify —
impact —
increase —
indicator —

lead —

lifetime value —
loyalty —
marketing —
measure —
nurture —
ongoing —
opinion —
opportunity —
overall —
personalized experience —
price —

product —

JICIIEBBIN, HETOPOTOM

BBIOMPATh, MPEANOYNTATD
CII0COOCTBOBATh, COJICHCTBOBATD,
BHOCUTh

CTOUTh, O0XOIUTHCS

IIOKYIIaTellb, KJIMEHT, 3aKa34uK, 10Tpe-
ourenb

OTTOK KJIMEHTOB

ylepaHue KINEHTa

pasioBaTh, BOCXUIIATh

00yuarb, BOCIIUTBIBATh, IPOCBEIIATh
UCKJIIOYaTh, yCTPAHSTh, TUKBUAUPOBATH
0c000€e BHUMaHUE, aKLEHT
OKpy>Karolas cpesia, 00CTaHOBKa,
KOHBIOHKTYpa

TOYHBIN, YETKUI, KOHKPETHBII
IPEBBIIIATh, IPEBOCXOIUTh
OKUJAHUE, HAZIEKA, IPEIIIOI0KEHHE
BBISIBIISITh, ONIPEAEIIATh, PACIIO3HABATh
BIMsIHUE, 2Q(EKT, BO3/AeHcTBHE
yBEJIMYMBATh, OBHIILIATh

NoKa3aTellb, IPU3HAK
MOTEHIUATbHBIN MOKyaTehb
HOXKM3HEHHAs [IEHHOCTh

JIOSTIBHOCTb, BEPHOCTD, IPEJAHHOCTD
cOBIT, IpoJIaXka, peanu3arus
U3MEPSATh, OLICHUBATh

BOCIIUTHIBATH, B3pAIIUBaTh, 00y4aTh
TEKYILUH, IOCTOSHHO JACUCTBYIOILHN
MHEHHE, OIICHKa, TOYKa 3pEHUS
BO3MO)KHOCTb, IIIaHC, IEPCIIEKTUBA
o011, CcyMMapHbIi, COBOKYITHBIN
IIEPCOHAIN3UPOBAHHBIN OIIBIT

LIEHa, CTOUMOCTb, IJ1aTa

TOBAp, U3/1E€IUE, IPOAYKT
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prospect —

quality —

rate —

reason —
recommendation —
reduce —

repeat customer —
repurchase —
retain —

revenue —

sale —

service —

sign —

special promotion —

supply —
surpass —
survey —
track —
warning —

word of mouth —

MIpeAnoaaraéMblid KINEHT

Ka4eCTBO, YPOBEHb, CBOMCTBO
OLICHUBATh

MIPUYHHA, TIOBOJI, COOOpakKeHHE
PEKOMEHIALINSA, COBET, IIPEIJIOKEHNE
YMEHbIIaTh, CHUXKAaTh, COKpallaTh
MOCTOSIHHBINA KITUEHT

MOBTOpHAs MOKYyIKa

YIEpKUBATh, COXPaHATh

JI0XO0J1, BBIpYUKa, IPUOBLIb

npoJaxka, COBIT, TOPTOBIIS, peaIn3aIus
o0cITy’)KuBaHHE, CEPBUC, yCIIyra

3HAK, IPU3HAK

CIienralgbHas akus, CeIUuaIbHOe
MIPEIOKEHNE

MOCTaBIIATh, CHAOXKATh

IPEBOCXO/IUTh, ITPEBBIIIATD, ONIEPEKATH
OIpOC, AaHKETUPOBAHUE, UCCIIET0BaHUE
OTCIIEKUBATh

MPEAYNPEK AN, PEIOCTEPErato-
10005071

JIIOJICKast MOJIBa, «capadaHHOE
paauro»

UNIT 3. What are Product and Process Innovations?

allocate —

bar-code —

coating production —
combine —

composition —
computer-assisted design —
concern —

delivery —

pacnpenensiTh, pa3Meniarh
HITPUX-KOJ

IIPOU3BOJICTBO OKPBITHN
00BEIUHSATh, COUETATH
COCTaB, CTPYKTypa
KOMITBIOTEPHBIN AU3ANH
KacarbCsl, OTHOCUTHCS
JIOCTaBKa, MOCTaBKa
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detergent —

distinguish —
encompass —
equipment —

existing —

final product —
hard-drive technology —
implementation —
improve —

incorporated software —
innovation —

inputs —

intended use —

intermediary —
miniaturized —
minor —
portable —

previously —
product development —
production line —

radio frequency identification —
significantly —

source —

supply —

technical specifications —
tracking system —

user friendliness —

MOIOIIIEE CPEACTBO, CTUPATBHBIN MTOPO-
10K

pasnuyarb, paclio3HaBaTh
OXBaThIBaTh, BKIIOYATh
obopynoBaHue, anmaparypa, OCHaIle-
HUE

CYLIECTBYIOIIUH, JEHCTBYOLINI
KOHEUHBIN MPOIYKT, FTOTOBAsI IPOLYKIIHS
TEXHOJIOTHUS KECTKUX JINCKOB
peanusanisi, BEIIOJIHEHUE, BHEIPEHHUE
yAy4llaTh, COBEPLUICHCTBOBATh
BCTPOEHHOE MPOrPaMMHOE 00€CIICUCHUE
WHHOBAIUs1, HOBIIIECTBO
MIPOM3BOACTBEHHBIE PECYPChI, UCXOIHBIE
pecypcsl

MPEAINOJIAraéMO€E UCITOJIb30BAHUE,
LIEJIEBOE MCIOJIb30BAHUE
MIPOMEKYTOYHOE 3BEHO, TOCPEIHUK
MUHHATIOPHBIN

HE3HAYUTEIbHBIN, HECYILIECTBEHHBIN
MOPTATUBHBIN, IEPEHOCHOU, MOOWITH-
HBIN

paHee, pexkie

pa3paboTka IpoayKTa
MIPOU3BOICTBEHHAS JIMHUS, TEXHOJIO-
ru4ecKas JIMHUsA, COOpOYHasl INHUS,
KOHBEMep

paarovYacToTHas UASHTHDHUKAIUS
CYILIECTBEHHO, 3HAYUTEIBHO
MOJTy4aTh

rocTaBKa

TEXHUYECKUE XapaAKTEPUCTUKU
CHCTEMA CJIEKEHUS

ya00CTBO TSl TIOJIB30BATEIS
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UNIT 4. Job Interview Questions about Your Career Goals

abandon —
achieve —
achievement —
add value —
annually —
attend —
attitude —
available —
avoid —
background —
bonus —
convey —

convince —

current —
customer service —
describe —

earning —
edit —
emphasize —

employer —
eventually —
expanded —
flexible —
goal —
growth —
interviewer —
long-term —
marketing group —
mention —
move on —

OCTaBJISTh, IPEKPAIATh, OTKA3bIBATHCS
JOCTUTaTh, TOOUBATHCS, PEATU30BBIBATH
TOCTIDKEHHE, YCTIeX

J00aBIATh HEHHOCTh, IPHHOCHTH TTOJb3Y
€KETOIHO

MOCEIIaTh, IPUCYTCTBOBATH
OTHOIIICHUE, TIO3UIIUS

JIOCTYITHBIN, UMEIOLIUICS B HATMYUHI
n30erarp, He JI0ITyCKaTh, MPEAOTBPAIaTh
MIPOUCXOXKACHUE; OTBIT; JOCTHKCHHUS
npemusi, Hag0aBKa

nepeaaBarb, BbIpaxarb, COOOILATh,
JIOHOCUTh

yOexaarb, yBepsTh

TEKYILHI, HBIHEITHUI

00cTy’)KMBaHUE KIMEHTOB

OTHCHIBATh, N300paxarb, XapakTepu-
30BaTh

npuObLIb, 3apabOTOK

PETaKTHPOBAThH, U3MEHSTh

o q4€pPKUBaTh, AKIIEHTUPOBATH, BbIJIE-
JSATh

paboTomarenp

B UTOT€, B KOHEYHOM CYETE, CO BPEMEHEM
pacIIMpEeHHbIN

TUOKUt

LeJ1b, 3a]a4a

POCT, IPUPOCT, YBEITUICHHE, PA3BUTHE
UHTEPBbIOEP, COOECETHHUK
JIOJITOCPOYHBIN

MapKEeTHHTOBas TPyIIa

YIOMUHATh, CChLIATHCS

JBUTATHCS JAJIbIIE, TEPEXOIUTh
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particular —

perk —

pursue a management
certification —

raise —

rather than —

reason —

relate —
responsibility —

run a project —

sales representative —
short-term —

take on —

though —

vision —

ONpe/ICICHHBIN, KOHKPETHBIN
JBrOTa, NPUBUIIETUS
MPOUTH CEPTUPUKAITUIO MEHEDKMEHTA

HOBBIIIICHUE

a He

NpUYHHA

KacarbCsl, IMETh OTHOIIICHUE
OTBETCTBEHHOCTb, 00S13aHHOCTB, (DYHKIIUSI
3aITyCKaTh IPOEKT, PyKOBOAUTH IIPOEKTOM
TOPTOBBIH MPECTABUTENb
KPATKOCPOYHBIH

Oparb Ha ce0st, IPUHUMATh

XOTs

BUJICHHE, TIPE/ICTABICHHE, B3I

UNIT S. What is the Difference between Sales and Marketing?

align —
ammo —

CEO -

channel partner —
compete —

contrary —
conversation —
distribution channel —
end customer —

fill an order —

horizon —

in stock —

internally —

knock down the doors —

PABHATHCS, IPUBOAUTH B COOTBETCTBHE
Ooerpunacsl, OpyxHue;

CpeacTBa

UCTIOJIHUTENIbHBIN TMPEKTOP, FTEHEPATIh-
HBIA JTUPEKTOP

TOPTOBBIN MAPTHEP

KOHKYpHpOBAaTh

IIPOTUBOIIOJIOKHBIHN, 00paTHBII
pasroBop, AUAJIOT, IEPETOBOPHI

KaHaJ cObITa

KOHEYHbIN OTpeOnTeNb

IIPUHHAMATh 3aKa3

TOPU30HT, IEPCIIEKTHBA

B HaJIMYMH, B IPOJIAKE, B ACCOPTUMEHTE
BHYTpU (OpraHu3aIim)

BbIOMBATH JABEPU
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lead — MOTCHITMATBHBIA MMOKYTIATENb

lurk — CKpBIBATBCS, TAUTHCS

marketing — COBIT, IpoJIaXka, peanu3arus

marketing person — CIIEIIUAITUCT TI0 MAPKETHHTY

marketing title — MapKETUHIOBOE Ha3BaHUE

marketplace — PBIHOK

mid-size — CpeHero pasMepa

modify — HU3MEHSTh, KOPPEKTUPOBAThH

negotiate — BECTH IIEPETOBOPHIL, JOrOBAPUBATHCS,
COITIACOBBIBATh

objection — BO3paXXEHUE, MPETISITCTBUE

offering — MIPEIIOKEHNE

overcome (overcame,

overcome) — MIPEO0JI0JIEBATH

perspective — MIEPCIIEKTHBA, TOYKA 3PCHUS

pricing — 1eHoo0pa3oBaHue, IEHOBAs MOJIUTUKA

profitably — BBITO/IHO, C TIPUOBLIBIO

push of sales — CTHUMYJIHPOBAHUE TPOIAK

quarter — KBapTai

relationships — OTHOIIIEHUS, B3aUMOCBSI3b

require — TpeOOoBaTh, 3aMPALINBATh

revenue — JI0XOJI, BEIpYYKa, MPUOBLITH

run short — UCCSIKaTh, HE XBaTaTh

sales — npoyiaka, COBIT, TOPTOBJIIS, PeATU3ALHS

sales executive — MEHEDKEP IO MPOIaXKam

sales person — CTEIHUAIHCT TI0 TIPOJaKamM

segment — CErMEHT PbIHKA, CEKTOP

transaction — TOPTOBasi OTIepaLus, CEIIKA

UNIT 6. What It Means to Be an Entrepreneur

assumption — IIPEAIOJIOKEHNE, IO IIEHNE
attribute — XapaKTepHas yepTa, KayeCTBO, IPU3HAK
blaze new trails — MPOKJIAABIBATh HOBBIE MAPIIPY ThI
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bounce back from losses —
capture —
challenge —
character trait —
commit —
competitor —
confidence —
continually —
core —

courage —
create value —
definition —
detached —

disappointment —
embrace —
entrepreneur —
entrepreneurship —
experimentation —
failure —

founder —

fundamentally —
head out into —
huge net worth —
hunger —

hypothesis —
identify —

imperative —

incredibly —
insight —

inspire —

OIPaBUTHCS OT MOTEPh, IPUUTH B ceOs
3aBJa/ieTh, OBJIAJIETh, YIOBUTH

BBI30B, [Tpo0JIeMa, CI0KHAs 3a7a4a
yepTa Xxapakrepa

OpaTh Ha ce0st 00s3aTebCTBA
KOHKYPEHT

YBEPEHHOCTb, YOeKAEHHOCTh
HETPEePbIBHO, TOCTOSIHHO

CYTbh, CyIIIHOCTb; OCHOBA

MY’KECTBO, XpaOpPOCTh, PELIUTEIILHOCTD
CO3/1aBaTh LIEHHOCTH

orpesesneHue, GopMyIHpoOBKa
000CO0IEHHBIHN, U30JIMPOBAHHBIN;
OecnpucTpacTHBIN

pazouapoBaHMe, OrOpUYEHHUE, Heynaua
HOPUHSATH, OXBATUTh
HpearpuHUMaTeNb
HpeINpPUHUMATEIbCTBO
9KCIIEPUMEHTHPOBAHNE

HeyJiaua, opakeHue

OCHOBAaTellb, yUpEAUTENb, OCHOBOIIO-
JIOKHUK

0 CYILIIECTBY, B OCHOBE

HaNpPaBIAThCS

OTPOMHBIN COOCTBEHHBIN KalMUTal
roJof, Kaxaa;

CTpEeMJICHHE

TUIIOTE3a, 10TraKa, IPEATIOIOKEHNE
BBISIBIISITH, ONPEEIISITh, PACIIO3HABATH
00s13aTeTbHbIN, HEOOXOIMMBIH, HACYIII-
HBIN

HEBEPOATHO, HEHMOBEPHO
NOHUMAHMUE;

IIPOHULIATEIBHOCTh

BHYUIaTh, BAOXHOBJISTH, CTUMYJIUPOBAThH
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integral —
intelligence —
journey —

life of glamour —
mindset —

need —

obvious —
opportunity —
people-oriented —
persevere —

persistence —
persistent —
provide —
recklessness —
recognize —

rely on —
resourcefulness —
review —

run into a dead end —
run into problems —
set apart —

smart decision —
stomach the roller coaster
of emotions —

strike out on your own —
thrive (throve, thriven) —
ultimately —

uncharted —

void —

will —

willingness —

COCTaBHOM, HEOTHEMIICMBIN
WHTEIJICKT, YMCTBEHHBIE CIIOCOOHOCTH
MyTEECTBUE, Ty Th, MAPIIPYT
rIaMypHasi ’KU3Hb

00pa3 MBIIUIEHUSI, MEHTATUTET
HEOOXOIUMOCTh, HY KA

OYCBHUIHBIM, HECOMHEHHBIN
BO3MO>KHOCTb, IIIAaHC, MEPCIEKTUBA
OPUEHTHUPOBAHHBIN HA JIFOACH
YIIOPCTBOBATh, YIIOPHO MTPEOJI0JICBATD,
HE OTCTYyNaTh

HAaCTOMYMBOCTH, YIIOPCTBO
HAaCTONYUBBIN, YIIOPHBIN
o0ecrnieunBaTh, CHAOKATh, MPEAOCTABIIATH
0e3paccyICTBO, TUXAYEeCTBO
pacno3HaBaTh, BBIABIATH

MoJIaraThCsl, JOBEPATH

HaXOA4YUBOCTb, TPEATTPUUMUYUBOCTH
paccMmaTpuBaTh, IEpecMaTpuBaTh
3alTHU B TYIIUK

CTOJIKHYTBCS C MpobdiIeMamMu
OTJINYATh;

OTHETATh

pasyMHOE pelIeHue, MyJIpoe perieHue

MEPEBAPUTH «AMEPUKAHCKUE TOPKI
SMOIINH, MEPEKUTH LEITYI0 TaMMY
YyBCTB

Opocatbces B 00i 0THOMY
MPOLIBETATh, IIPEYCIEBATh

B KOHIIC KOHIIOB, B UTOI'E
HEW3BeIaHHBIN, HEBEIOMBII
MyCTOTa, BAKyyM, Ipo0e

BOJIS, JKeJlaHUe, HaMEpPEHUE
TOTOBHOCTD, KEJIAaHUE, CTPEMJICHHE
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UNIT 7. Calculating Your Costs when Starting a Business

accountant —
administrative costs —
budget —

buying power —
calculate —

cash —

cause —

cost advantages —

costs —

COVEr costs —
economies of scale —
escalate —
expectation —

expert —

financial adviser —
financial statements —

fixture and fittings
purchases —

generate revenue —
get caught out —
incentive —

income stream —
industry association —
installation —
insurance —

lease agreement advice —
legal advice —

license —

market leader —
market research —

meet expenses —

Oyxranrep

aJIMUHUCTPATHUBHBIEC PACXO/IbI
3arIaHUPOBATh, 3aJI0KUThH B OIOKET
HOKYTIaTeIbHAs CIIOCOOHOCTh
BBIUHCIISITh, PACCUUTHIBATD, IIOICUUTHIBAT
HAJINYHbIE, TCHBIH

NPUYHHA, TIOBOJ], OCHOBAHHE
NPEUMYIIIECTBA C TOUYKU 3PSHUS 3aTpar,
IICHOBBIC MTPEUMYIIIECTBA

pacxoibl, 3aTpaThl, U3ACPKKU
TIOKPBIBATH PACXOJIbI

HKOHOMHS 32 CYET MaciTada
BO3pacTarhb

OXHJIaHWE, HAJIeXKIA, TPEIIOTOKEHIE
9KCTIEPT, CIEIHUAINCT, TpodeccuoHa
(MHAHCOBBIN KOHCYJIBTAHT
(uHAHCOBBIE OTUETHI, (PUHAHCOBBIC
JOKyMEHTBI

3aKyIKHU npucnocoOneHuit u GpypHu-
TYpBI

NOJTY9aTh JI0XOJl, IPHHOCUTH MPHOBLIH
HIONacTh BIIPOCAK

CTHMYJI, MOTHBAIHSL, TOOIIPEHNE
HCTOYHHK JIOXO/a

OTpacJeBasi aCCOIHAIIHS

YCTaHOBKA, MOHTAX

CTpaxoBaHHE

KOHCYJIBTAIINH TI0 JJOTOBOPY apEH/IbI
IOpUIMYECKast KOHCYJIbTalus
JMIIEH3HUS, pa3pelieHne

JMIEP PHIHKA

MCCJIEJIOBAaHNUE PBIHKA, MAPKETHUHTOBOE
UCCIIeIOBaHNE

TIOKPBIBATh PACXOJIBI

134



mentor —

one-time costs —

ongoing costs —

power connection and bond —
preliminary accounting —
pressure —

raw materials —

recur —

revenue —

seek (sought, sought) —

signage and initial
marketing —
staffing and wages —

statutory requirements —

stock purchases —

tax —

tenancy / lease bond —
transfer (stamp) duty —

HACTaBHUK, PYKOBOIUTEIb
€UHOBPEMEHHBIE 3aTPaThl
TEKYILHUE PACXOIbI
MOJKIIFOYEHUE ITIUTAHUS U CBA3b
IIPEIBAPUTEIILHBIN yUYeT
JlaBJIeHue

CBIPBEBBIE PECYPCHI, CHIPHE
MIOBTOPATHCA, BO3BPALLATHCS
JI0XO0J1, BBIpYUKa, IPUOBLIb
UCKarThb;

IIPOCUTH

BBIBECKU U [IEPBOHAYAIIbHBIA MAPKETHHT
HITaTHOE paclMCaHue U 3apaboTHas
iata

3aKOHOZATEIbHBIC TPEOOBAHMS, HOpMa-
TUBHbIE TPEOOBaHUS

MOKYTIKH aKIUi

HaJIor, cOop

00513aTeNbCTBO IO apeH e
nepeBoIHOM (repOoBhIit) cOOp

UNIT 8. What is Global Trade?

abundance —
arable land —

be better off —

benefit —

boundary —

comparative advantage —

consequently —
consumer —

n300uIIMe, H30BITOK

IIaXOTHBIC 3€EMJIN, CGHBCKOXO3SII\/JICTBCH-
HBIC YTOI[BSI

6I)ITB B qumeM TTIOJIOKCHU N
BBITO/1a, T0JIb3a, PEUMYIIIECTBO
rpaHuIia

CpaBHI/ITeJ'[BHOG l'[peI/IMYIlIeCTBOj OTHO-
CHUTEIbHOE MPEUMYIIIECTBO
CJIE0BATEIHHO

noTpeOUTeNh, MOKYNaTeb, KIIMEHT,
3aKa34yuK
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costly —

countless —

cultivate —

defense spending —
doctrine —

domestic investment —

domestic market —
domestically —
economic wealth —

efficiency —

engage —

establish —

excess —

give up —

global trade —
goods —

growth —

in a nutshell —
international trade —

man-hour —

mutually beneficial —
oil —

opportunity cost —

production —
receive —
reduce —
revenue —
save —
service —

JIOPOTOCTOSIIIINHI, 3aTPaTHBIN
OecUHCIeHHBIH

KyJIbTUBUPOBATh, PA3BUBATh

pacxoJibl Ha 000pOHY

JIOKTpUHA, YYEHUE, TEOPUs
BHYTPEHHUE UHBECTHUIINU, OTEYECTBEH-
HBIC WHBECTUIHN

BHYTPEHHUH PBIHOK, OTE€YECTBEHHBIN
PBIHOK

BHYTPU CTPaHbI, HA BHYTPEHHEM
pBIHKE

HKOHOMHUUYECKOE OJIarocoCTosHUE,
HKOHOMHUYECKOE OJIaromnoayyme

3G HEKTUBHOCTD, IPOU3BOIUTEIHHOCTD
3aHUMAaThCS

yCTaHaBINBaTh, OCHOBBIBATh
M30BITOYHBIHN, H3TUIITHUN

YCTYIIaTh; YIyCKaTh (BO3MOXKHOCTB)
MUPOBasi TOPTOBJIsl, BCEMUPHAs TOPTOBIIS
TOBapPbI

POCT, IPUPOCT, YBEITUUECHUE, Pa3BUTHE
B JIBYX CIIOBaX, BKpariie
MEXyHAapOJIHAsl TOPTOBIISL, BHEIIIHSISI
TOPTOBJIA

YeJIOBEKO-4ac

B3aMMOBBITOJIHBIN, 000IOTOBBITOAHBIN
HePTh, HEPTETIPOAYKT
AIBTEPHATUBHBIC H3IEPKKH, YITYIIICHHAS
BBITO/IA

MIPOU3BO/ICTBO

MONy4aTh, IPHUOOPETATh

YMEHBIIATh, CH)KATh, COKpAIIaTh
JIOXOJI, BBIPYUKa, MPUOBLITH
SKOHOMHTb, KOTIUTh

o0ciyXUBaHHUE, CEPBUC, yCIIyra
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shoot oneself in the foot —

suit —

trade —

underly (underlay, underlain) —
wheat —

BPEIUTH WIH MPEMSITCTBOBATH COOCT-
BEHHBIM IIJIaHaM, IIPOTpeccy HIn
JIENCTBUAM (ITOCPEICTBOM IITYIIBIX
MOCTYIKOB UJTU CJIOB)

MOJIXOAUTh, COOTBETCTBOBATh
TOProBaTh

JIe)KaTh B OCHOBE

MIICHUIIA

UNIT 9. Business Data

ad —

advertiser —

array of data —
assemble —

biological data —
biometric signature —
business commitments —
business process data —
capture —

collect —

competitive —
continuously —
controversial —

controversy —

customization —
data —

decision —
demographics —
determine —
disclosure —

dizzying —

pekiiama, 0ObsIBIICHUE
peKJIaMoiaTellb, PeKIaMIUK

MacCHB JIaHHBIX

coouparpb

OMOJIOTHYECKHUE TaHHbIE
O6uomeTpHruecKkas MOAINUChH

JIeTIOBBIE 0053aTEeNILCTBA

JaHHbIe OU3HEC-TIpoliecca
(uKcupoBaTh, NEpEXBaThHIBATh
coOuparhb, NOITy4aTh

KOHKYPEHTHBIH, KOHKYPEHTOCIIOCOOHBII
HETPEPHIBHO, TOCTOSTHHO

CIIOpHBIN, HEOAHO3HAYHBIH, TOJIEMUY-
HBIH, IPOTUBOPEUYNBBII

paszHomIacus, CIIOPHBINA BOIIPOC, ITPOTH-
BOpEUUe, TUCKYCCUs

NepCcoHANN3aIMS, HHINBUAYATU3aIHS
JTaHHbIe, HHPOPMaLUL

pelieHue, BEIOOp

nemorpadusi, teMorpaduaecKue JaHHbIC
OIpeeJIATh, yCTAHABINBATh
pazobnaueHue, oOHapooBaHue HH(POP-
Maruu

OILIEJIOMJISFOLIN I
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electronic footprint —
employ —

enterprise resource planning
system —

exemplify —
face recognition —
facial recognition software —

fingerprint —
flow —

gather —

habit —
increase —
individual —
insert —

instant messaging —
invoice —

item —

laptop —
legislation —
log onto —
maintain —
objective —
order —
package —
pastime —
payroll —
personal data —

physical world observations —
preference —

production capacity —
public data —

3J'IeKTp0HHBII71 CJIC
HCIIOJIb30BaTh, IPUMCHATD, 3aﬂeﬁCTBOBaTB

cucTeMa IJIAHUPOBaHUS O0IEOPTaHu-
3aIMOHHBIX PECYPCOB
WUTIOCTPUPOBATH, CITY)KHUTh IPUMEPOM
pacro3HaBaHUE JIUI]

MporpaMMHOE 00ECTICYeHUE /IS PacIio3-
HaBaHMS JII

OTIIEYATOK TajbIla

Te4b, OCTYNAaTh

coOupark, HAKaTIUBaTh

MPHUBBIYKA, CKIIOHHOCTb, IPUCTPACTHE
YBEIINYHUBATh, TOBHIIIATH

duznyecKoe TUI0, YETTOBEK
BCTaBJISTh, BBOJAUTH, TOMEIIAThH
00OMEH MIHOBEHHBIMH COOOIICHUSIMU
cueT-pakTypa, HaKJIagHas

U3JIeNIe, TOBAp, HIIEMEHT

HOYTOYK

3aKOHOJIATEIHCTBO

BOUTH (B CUCTEMY)

MOJJIEPKUBATh, COXPAHATH, COOTIOIATh
1eJTb, 3a/1a4a

3aKa3

YIaKOBBIBATh

BPEMSIIPOBOXKICHUE, 3aHATHE
TUIaTeKHasi BEIOMOCTh

JIMYHBIC TAHHBIE, TIEPCOHAITbHAST HH(OP-
MaIst

HabOmIroeHus 3a (U3MUECKUM MUPOM
PEIOYTCHHE

IIPOM3BOJICTBCHHASI MOIIIHOCTh
OOIIE0CTYITHBIC JAHHBIC, OTKPHITASI
UHpOpMAI
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publicly available data —
purchase order —

radio frequency identification —

range —
real-time data —
regarding —

remain —

retinal scan —

reveal —

sensor technology —
social network —
subscriber —

surround —

target —

unlock —

voice recognition —
wealth —

wireless access point —
wireless remote camera —

O0IIEIOCTYHBIC TAHHBIC

3aKa3 Ha MOCTaBKY
panuodacToTHas uACHTHOUKAIHS
KoJie0aThCs, BAPbUPOBATHCSI
JIaHHBIC B PEaJIbHOM BPEMECHH
OTHOCHUTEJIBHO, TI0 OTHOILICHHIO K
0CTaBaThCSI, COXPAHATHCS, TIPOIOIKATH
CKaHHPOBAHUE CETYATKH
BBISIBJIATH, OOHAPYKHUBATh
CCHCOpHAsI TEXHOJIOTHS
COIMAJIbHAS CETh

HOAITUCYHK, TIOJIb30BATEITh
OKpYXaTh

11eJ1b; HAIPaBJIATh, aPeCOBaTh
pa30I0KUpOBaThH

pacrio3HaBaHHe rojxoca

KJ1aJ1€3b, 00rarcTBO
OecrpoBOIHAS TOYKA JOCTYIIA
OecnipoBoHAs ylalIeHHAs Kamepa

UNIT 10. The Role and Importance of Technology in Business

accordingly —
accuracy —

advertise —

assets —

barely —

bearing —

boost —

bottom-line —

break (into) —
brick-and-mortar business —
business landscape —

COOTBETCTBEHHO
TOYHOCTb, JJOCTOBEPHOCTD, IPABUJIb-
HOCTb, 0€301IIH00YHOCTh
pEKIaMUpPOBATh

AKTHBBI, UMYILIECTBO, CPEACTBA, KAIUTAaJ
enBa

BJIMSIHME, BO3ECHCTBHE

MOBBILIATh, yCUIIUBATh

WUTOTOBBINA PE3yJIbTaT

BPBIBAaTbCS

OOBIYHBIN CTPOUTENBLHBIN OU3HEC
OusHec-nanamadT
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capacity —

cloud storage —
compatible —
competitive edge —

conversant —

crop production module —
customer engagement
department —

customer relationship —
cyber threat —

data relay —

decade —

doubt —

drive traffic —

driver —

enhance —

enterprise —

error free reporting —
facilitate —

forward thinking —
freight industry —
highly seasoned IT team —
immense —

impact —

imperative —
indispensable —
industry relevance —
inject —

leverage —

marketing mix —

CIIOCOOHOCTH, ITOTEHIHAT

00IaYHOe XPaHWITHIIE

COBMECTHUMBIH, COUYCTACMBbIN
KOHKYPEHTHOE MTPEUMYIIIECTBO, KOHKY-
PEHTOCITOCOOHOCTh

CBEIYLUMH, OCBEIOMIIEHHBII, XOPOLIO
3HAKOMBIN

MOAYJIb PACTEHUEBOJICTBA

OTJIeJ o paboTe ¢ KIMEeHTaMU
OTHOIICHUS C KJINCHTAMHU
Krbepyrposa

nepenavya JaHHBIX

JIECATHIICTHE

COMHCHHE

NPUBJIEKATh TpapuK

JIBUTATEIIb

YCUJIMBAaTh, YCOBEPIICHCTBOBATD,
paclMpsTh, YKPEIUIATh

npeanpusTie, KOMIaHus, Gupma
OTYETHI 0e3 OIINO0K

COJICIICTBOBATh, 00NIEryaTh, yIpoIlaTh
JNAJILHOBUIHBIN

WHyCTPUSI TPY30BBIX TIEPEBO30K
BhICOKOKBaTT(prIripoBanHas M T-komania
OTPOMHBIM, TPAHAUO3HBIN

BIIHSHUE, P PEKT, BO3ACHCTBUE
00s13aTEIbHBIN, HEOOXOTUMBIH
HE3aMEHHMBIH, BaXKHBIN, 00sI3aTe/IbHBIN
oTpaciieBas aKTyaJbHOCTh

BBOJUTE;

MIPUBHOCUTH

HCIIOJIb30BaTh;

YCUJIMBATh

MapKETUHTOBBIM KOMILIEKC

140



measure —
metrics —

mission critical data —
niche —
organizational level —
overhaul —

overstate —

PR —

productivity —
propel —

real estate —

relay —

reputable —
revenue —

robust —

search marketing —
simplify —

smart threat —
social media targeting —
stay up to date —
strategize —
streamline —

techsavvy —
ubiquitous —

via —
viable —

warehousing —
web optimization —
weigh up —
workforce —

Mepa
MOKa3aTesu, NapaMeTpbl
KPUTUYECKHU BaXKHBIC TAHHBIE

HUIIA, ppIHOYHAS HUIIA
OpraHU3allMOHHbIA YPOBEHb
nepecMaTpuBaTh, EpecTpanBarh,
PEKOHCTPYHUPOBAThH

MpEyBEJINYUBATh, 3aBbBIIIATh, TIEPEOIIe-
HUBATh

nuap, CBS3M ¢ OOIIECTBEHHOCTHIO
MIPOU3BOJUTENILHOCTD, PE3YJIBTATUBHOCTh
CTUMYJIUPOBATh, YCKOPSITh, IPOJIBUTaTh
HEJBUKUMOCTh

nepenaBarb, epechuIaTh
ABTOPUTETHBIN

JI0XOJ1, BBIpYYKa, IPUOBLIH

MOLIHBIN, TPOYHBIN, HAJIEKHBIN
ITOMCKOBBIA MapKETHUHT

yIpoIaTk, o0eryarhb
MHTEJUIEKTyaJIbHas yrpo3a
TApreTHHT Ha COIMAJIbHBIE CETU
OyIbTe B Kypce COOBITHIA
pa3pabaTbIBaTh CTPATETHUIO
YHOPSI04UBATh, ONTUMU3HPOBATH,
yIpoILIaTh

TEXHUYECKH IMOKOBAHHBIN
BE3/IECYIIUI, TOBCEMECTHBIM,
pacnpoCcTpaHEHHBIN

MOCPEICTBOM, Yepe3, C MOMOIIbIO
JKU3HECIIOCOOHBII;
1es1eco00pa3HbIid, peHTa0eIbHBIN
CKJIaJIMPOBAHUE, XPaHEHUE
BeO-ONTUMU3ALIUS

B3BEIINBATh, OLICHUBATh

pabouas cuia, TpyIOBBIE PECYPCHI
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SUPPLEMENTARY READING

UNIT 1
The Benefits of Working with a Multicultural Team

When a company is open to working with or hiring talent from diverse
cultures, a wide range of benefits open up. In a global marketplace, these
benefits become even more apparent. For the field of software development,
it’s almost imperative to have a multicultural team to work with. They bring:

A broader insight into the User Experience (UX) to address a more
diverse set of users. For starters, team members from other countries can
bring valuable insight to the process of making a better UX for global
products. They can inform the user research process with a cultural under-
standing of key users, perhaps even altering the research process in a way that
helps the team gain the right knowledge for a particular user group.

Specialized knowledge of foreign workstyles for a more globally
usable product. An internal application or platform that’s in development
for a worldwide company will benefit, too. The specialized knowledge of a di-
verse team who understands foreign workstyles will inform the development
process in a way that results in a better product for a wider range of users.

Enhanced problem-solving abilities for a more resilient product.
Every individual, no matter where they’re from or what cultural background
informs their thinking, brings a unique viewpoint to the table. When you toss
into the mix a global mix of ideas and viewpoints, the result is an even
richer source of ideas for solving problems. In collaboration, the more ideas
you have, the more creative you become. And the more diverse the knowled-
ge base you’re drawing from, the better. As a result, the team is more likely
to end up building a product that’s more resilient.

Added skills and experience for greater efficiency. International teams
benefit from the specialized skills that their members bring to the team.
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A broad skill set will add to the team’s capabilities, resulting in a more effi-
cient development process.

A stronger ability to adapt to stay competitive. A better understanding
of global markets will also help the team pivot more quickly if they need
to adapt to the ever-changing global business environment. Consumers are
forever changing their preferences and a multicultural team will be better
equipped to foresee those changes in a global marketplace because
of the specialized knowledge of the international team members.

A diverse team is simply a smarter team! According to a Harvard
Business Review study, diverse teams are more likely to focus on facts, re-
examining their evidence more often. That leads to a better process, where
they are able to correct errors earlier on in their work process. They also make
better decisions and they’re more innovative!

(From https://blog.makingsense.com/2019/07/why-multicultur-
al-teams-work-best-especially-for-software-development/)

UNIT 2

How to Deal with Customer Complaints Effectively

All businesses, even the most successful ones, will have unsatisfied
customers every once in a while. But most of unhappy customers actual-
ly never bother to complain. They simply leave and switch to competitors
without even letting you know when and how your company failed to meet
their expectations. On the bright side, statistics says that 95% of those who
complain, are ready to give you a second chance, if you manage to handle
their initial complaint successfully and in a timely manner. So how to do
it effectively and turn every complaint into a positive customer experience
to win those customers over for life?

The key to successfully dealing with complaints is in the right attitude
towards them. As simple as that. In fact, customer complaints should be
embraced and seen as unsolicited feedback which is always a valuable source
of information about your business. Customers don’t complain just to be rude
or upset you. They do it because they’ve experienced a problem with your
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products, services or the way your business operates, and they’re simply
telling you about it. Why not use this customer feedback as an incredible op-
portunity for learning where your business could be improved? Here’s 6 tips
to keep in mind whenever you get a complaining customer.

1. React immediately.

Make sure that everyone who complains on the phone, live chat, social
media or by email gets a rapid response. Even if you cannot provide an imme-
diate solution to their problem, you can at least let them know that their com-
plaint is heard, taken into account and that you’re going to do your best to make
things right as soon possible.

2. Stay professionally calm.

No matter how angry or even rude the customer might be, you need
to remain calm and listen without interrupting. While it’s the most natural
reaction to get defensive when attacked, ‘winning’ a confrontation is not
going to help you in any way. Let them speak and express their frustration
without taking it personally and losing your cool.

3. Get the facts and details.

After letting them talk, take the lead and start asking questions to get
as many details as needed to really understand the situation and the problem.
It is important, though, that you avoid sounding too scripted and drop
the formalities. Use this opportunity to start a genuine conversation and build
a trusting relationship with a customer.

4. Acknowledge the problem.

If your company really made a mistake, admit it, acknowledge the problem
and take responsibility for helping a customer to solve it. I believe that it also
makes a perfect sense to apologize. Saying sorry doesn’t necessarily mean
that you are personally taking the blame. It’s more about showing compassion
and understanding of their feelings and frustration with the situation.

5. Offer a helpful solution.

Now that you know all the facts and a real problem behind a customer’s
complaint, it’s time to offer a helpful solution. If you can’t do that, pass
the issue over to someone who can. If you are able to get things right quickly
and effectively without letting them wait for ages, you’ll get a happy
and, most probably, a loyal customer.

6. Thank the customer.

No matter how unpleasant the situation was, when customers complain
(even if they do it in a less-than-desirable way), you still need to be thankful
in the end. Once the solution is provided, thank the customer for bringing
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the complaint to your attention and giving your business an opportunity
to improve. That is also how you let them feel important and valuable.

Knowing how and being able to resolve customer complaints success-
fully is no doubt essential to your business success. But what’s even more
important is whether you learn from those situations and how you use that
knowledge to minimize customer complaints in future. In other words, just
do whatever needs to be done — improve your product, fix the process, train
stuff or whatever it is. On top of that, be honest with your customers about
your products or services in the first place, don’t give them false promises
to avoid unrealistic expectations and disappointment.

(From https://www.providesupport.com/blog/
how-to-deal-with-customer-complaints/)

UNIT 3

How Venture Capital Works

Invention and innovation drive the U.S. economy. What’s more,
they have a powerful grip on the nation’s collective imagination. The popu-
lar press is filled with against-all-odds success stories of Silicon Valley entre-
preneurs. In these sagas, the entrepreneur is the modern-day cowboy, roaming
new industrial frontiers much the same way that earlier Americans explored
the West. At his side stands the venture capitalist, a trail-wise sidekick
ready to help the hero through all the tight spots — in exchange, of course,
for a piece of the action.

As with most myths, there’s some truth to this story. Arthur Rock, Tom-
my Davis, Tom Perkins, Eugene Kleiner, and other early venture capitalists
are legendary for the parts they played in creating the modern computer in-
dustry. Their investing knowledge and operating experience were as valuable
as their capital. But as the venture capital business has evolved over the past
30 years, the image of a cowboy with his sidekick has become increasingly
outdated. Today’s venture capitalists look more like bankers, and the entre-
preneurs they fund look more like M.B.A.’s.

The U.S. venture-capital industry is envied throughout the world as
an engine of economic growth. Although the collective imagination roman-
ticizes the industry, separating the popular myths from the current realities
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is crucial to understanding how this important piece of the U.S. economy
operates. For entrepreneurs (and would-be entrepreneurs), such an analysis
may prove especially beneficial.

Venture money is not long-term money. The idea is to invest in a compa-
ny’s balance sheet and infrastructure until it reaches a sufficient size and credi-
bility so that it can be sold to a corporation or so that the institutional pub-
lic-equity markets can step in and provide liquidity. In essence, the venture
capitalist buys a stake in an entrepreneur’s idea, nurtures it for a short period
of time, and then exits with the help of an investment banker.

Venture capital’s niche exists because of the structure and rules of capital
markets. Someone with an idea or a new technology often has no other insti-
tution to turn to. Usury laws limit the interest banks can charge on loans —
and the risks inherent in start-ups usually justify higher rates than allowed
by law. Thus bankers will only finance a new business to the extent that there
are hard assets against which to secure the debt. And in today’s informa-
tion-based economy, many start-ups have few hard assets.

Furthermore, investment banks and public equity are both constrained
by regulations and operating practices meant to protect the public investor.
Historically, a company could not access the public market without
sales of about $15 million, assets of $10 million, and a reasonable profit
history. To put this in perspective, less than 2% of the more than 5 million
corporations in the United States have more than $10 million in revenues.
Although the IPO threshold has been lowered recently through the issuance
of development-stage company stocks, in general the financing window
for companies with less than $10 million in revenue remains closed
to the entrepreneur.

(From https://hbr.org/1998/11/how-venture-capital-works)

UNIT 4

How to Build a Successful Career:
Winning Career Path in 8 Steps

You do your best at work, but do you think it’s not enough? You are
right! To achieve professional success you need much more than just being
good at what you do! It is also important to know your own talents, to be able
to build your own brand, to establish new contacts (networking), and above
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all, to know your goal. Enough of swimming with the current. If you want
to breathe new energy into your work and get off the ground, it’s time
to approach it in a conscious, planned way. Get to know 8 important success
factors and take over the helm of your career!

1. Know where you are going.

The first thing you need to know is where you want to go. But that’s
not enough. You still need to know why. Why is this important to you?
And you can feel it with your entire self. Only such a strong inner conviction
of what you want and why it is important will give you the energy to act
and help you take advantage of opportunities, choose valuable projects that
will help you develop, do something important for yourself and others.

2. Let others know you’re a great employee.

Your boss may not tell you what you need to develop to get promoted,
but you need to be sure of what is expected of you, because only in this way
can you consciously work to achieve the desired result. People in the compa-
ny need to know that you are good at what you do. You have to show them
this in a skillful, unobtrusive way, without bragging, showing them.

3. Build relationships with others.

The third important thing is networking. Meet people and build relation-
ships. Not only in the company, but also with people from your industry who
work in companies similar to yours. Be known on the market. Your sincerity,
authenticity and openness are important here. In a thoughtful and conscious
way, talk about your dreams, assets and willingness to develop.

4. Be proactive.

Don’t wait for someone to see you, or you can wait all eternity. Discover
your talents, strengths and skills in front of yourself and others. Test yourself
in action. Start acting:

— Define what you want and can do now (for example, show your boss
that you can work very well together or prepare a presentation for a meeting
and show yourself as someone who inspires others, get involved in a new
project in the company and show organizational talent, etc.).

— Write down what you want to achieve and plan the execution
of the action.

— Dare to take risks: do what you planned.

5. Be open to your boss and co-workers.

Let yourself be judged and be open to feedback from your boss and col-
leagues. That’s what happens, that’s what the corporate reality is. The more
open you are to feedback, the more you will be able to improve. However,
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do not treat feedback as a revealed truth about you. Take from the feedback
what will help you to develop. And don’t complain about your boss! Many
of us make the mistake of trying to fight our boss instead of trying to... under-
stand him. If you want to be judged by others, start by noticing the strengths,
goals, needs and desires of your boss and co-workers.

6. Be bold and responsible.

Don’t be afraid of challenges. If you want to be promoted, if you are
or want to be in a managerial job, do not be afraid to take responsibility, take
risks, take advantage of opportunities to show off your ideas. Don’t think
you don’t have anything interesting to say.

7. Look for a mentor.

The seventh important thing is to find a mentor. A supportive men-
tor is a priceless treasure. Someone who knows you will see your talents.
He will share his knowledge and suggest how to avoid the reefs and go out
into the wide waters. Don’t let yourself be persuaded that people don’t want
to share their knowledge. They want to. This is a real joy for many people.
Look for a mentor with whom you feel good communication, someone who
does something you would like to do. Arrange a meeting and convince him
to teach you. The effects can be spectacular!

8. Take care of others.

And last but not least, support others in their efforts. Be kind to people,
be positive. Everything comes back. Do not block your development oppor-
tunities when there is no possibility of promotion at the moment. Your de-
velopment is not only about climbing the ladder, it is also about acquir-
ing new skills, proving yourself in new areas, trying new things. It can be
a level development or participation in a new project that will give you
satisfaction. You have the helm of your career at all times. Be aware of this,
go where you want to go on the way, experiencing unforgettable adventures
and deriving satisfaction from the wonderful things that I am sure you will
accomplish.

(From https://perfect24hours.com/how-to-build-a-successful-career/)
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UNIT 5

Areas of Work in Sales

Business would not be able to operate without the profession which
brings in the money. Sales is the centre of any organisation and without it,
no one would get paid. Sales may not scream out to graduates as the obvious
career choice. However, the fact is that sales roles need people with the trans-
ferable skills that a degree teaches, and so it is a career that most gradua-
tes can step into fairly naturally. It is also a career which can offer highly
rewarding salaries as well as good prospects. For this reason it’s no surprise
that sales is now seen as an excellent move after university, with more gradua-
tes than ever moving into this area.

Getting into the industry isn’t easy. Although some telesales experience
can be useful, an employer will want to see examples of a candidate success-
fully selling or persuading a client/customer to do something. Alternatively,
experience and so knowledge of a particular sector can be extremely useful
when applying for some roles. There is the opportunity for some to work
within, or closely related to, their areas of study such as in IT or pharma-
ceutical sales, however most roles can be entered by graduates from any
background.

Business to Business

Sales is the selling of a product/service to another business. It offers
graduates the chance to get to know the workings of businesses, researching
sales opportunities and often having to give presentations about their pro-
duct to a client, face-to-face. This is the typical area for graduates to go into,
as the rewards tend to be higher and the opportunities greater.

Business to Consumer

Sales is the direct selling of goods to the consumer and is not as common
an area for graduates to go into. However, increasing numberers of retailers
look for graduates to join their fast-track graduate management schemes.
Sectors you can go into:
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Consumer goods. Generally split into fast moving consumer goods
(FMCQG) and durable goods, this involves the selling of a businesses prod-
uct generally to retailers. An FMCG is a product that will generally be sold
at relatively low costs, however in such large quantities that profits can be
large. This includes products such as food and drink and contributes to around
£125 billion of consumer expenditure annually. Durables are products such
as electrical goods that will generally sell in lower quantity but at higher
costs.

Media/new media. This sector involves selling advertising space for use
in the media industry. It may involve working for a magazine publisher,
anewspaper, a TV or radio company or for an agency that specialise in media
advertising. Most media sales will now also include online advertising,
which has boomed in the last few years helping to make the UK’s media into
a £23 billion industry.

IT. This sector is particularly suitable for graduates with an IT related
degree, or a particular interest in this sector, as it involves liaising with tech-
nical and purchasing staff to understand clients’ IT related requirements. This
is an ever evolving sector, as IT solutions and products constantly develop,
which means the potential for career advancement is huge.

Finance. This is a strictly regulated sector to work in, where you would
be selling a range of products such as pensions, life insurance, mortgages
and savings schemes, as either an independent financial advisor or as a repre-
sentative of a financial institution. Entrants into this sector are often required
to pass the Financial Planning Certificate (FPC) parts 1, 2 and 3 within
their first year of work in order to become licensed and approved to work
by theFinancial Services Authority (FSA).

The need for a professional qualification means this is a highly lucrative
and valued sector.

(From https.//www.insidecareers.co.uk/career-advice/areas-of-work-in-sales/)
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UNIT 6
Difference Between Businessman and Entrepreneur

A businessman walks on the defined path, but an entrepreneur believes in
making his own path, which becomes a guideline for other businessmen. Most
of the people have a misconception that the terms businessman and entrepre-
neur, carry the same meaning, due to which they use them interchangeably.
A businessman is a person who runs the business, undertaking an unoriginal
business idea. On the contrary, an entrepreneur is someone who first initiates
a product or business idea and thus the leader of that in the market. In the long
run, an entrepreneur becomes a businessman, but there is a difference. Even
the terms will sound same for a layman, but there is a fine line amidst the two,
in the sense that an entrepreneur is always a market leader whereas a busi-
nessman is a market player. In this article, we will help you learn the diffe-
rence between businessman and entrepreneur.

Definition of Businessman

A person who is engaged in carrying out any activity, related to commer-
cial and industrial purposes is known as Businessman. He sets up his business
as a new entrant in the market as for the existing business. When it comes to ori-
ginality of ideas, most of the businessmen go for a business which is highly
in demand or which can make huge profits for them irrespective of uniqueness.

A businessman faces tough competition because there are hundreds of ri-
vals already existing in the market undertaking the same business. Although
the risk factor is low because he walks on a path that is already tested
by the rivals so the chances of failure are relatively low. The main objective
of a businessman for conducting the economic activities is to generate reve-
nue by employing the human, financial and intellectual resources. By virtue
of this, customers are treated as the king of business by the businessman.

Definition of Entrepreneur

An entrepreneur is a person who conceives a unique idea or concept
to start an enterprise and brings it into reality. He is the person who bears
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risks and uncertainties of the business. The venture established by the entre-
preneur is known as Startup Company, which is formed for the very first time
regarding the idea, innovation or business process. He/She is the ones who
lead the market always no matter how many competitors will come later,
but their position will remain untouched.

In economics, the entrepreneur is considered as the most important
factor of production, which assembles and mobilizes the other three factors
of production i.e. land, labor and capital. In the long run, these entrepreneurs
become a businessman. Entrepreneurs are known for their creative approach.
They introduce innovation and coordinate the resources. They offer such
products and services which bring about a change in the world. Some real-life
examples of such entrepreneurs are Bill Gates (founder of Microsoft), Mark
Zuckerberg (co-founder of Facebook), Larry Page (co-founder of Google),
Steve Jobs (co-founder of Apple), etc.

(From https://keydifferences.com/difference-between-
businessman-and-entrepreneur.html)

UNIT 7

How to Calculate Cost of Goods Sold

If your business sells products, you need to know how to calculate
the cost of goods sold. This calculation includes all the costs involved
in selling products. Calculating the cost of goods sold (COGS) for products
you manufacture or sell can be complicated, depending on the number
of products and the complexity of the manufacturing process.

The calculation of the cost of goods sold is focused on the value of your
business’s inventory. If you are selling a physical product, inventory is what
you sell. Your business inventory might be items you have purchased from
a wholesaler or that you have made yourself and are reselling. You might also
keep an inventory of parts or materials for products that you make. Inventory
is an important business asset, with a specific value.

The process of calculating the cost of goods sold starts with inventory
at the beginning of the year and ends with inventory at the end of the year.
Many businesses have a process of taking inventory at these times to figure
the value of their inventory. This ‘how-to’ takes you through the calculation
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of the cost of goods sold, so you can see how it is done and the information
you will need to give to your tax professional.

Accounting method. The IRS requires businesses with inventory must
account for it by using the accrual accounting method. There is an exception
to this rule for small businesses. If you are a small business with annual
gross receipts of $26 million or less for the past three years, you may be able
to choose not to keep an inventory and not use the accrual method for ac-
counting. Check with your tax professional before you make any decisions
about cash vs. accrual accounting.

Inventory cost method. You will need will value the cost of your inven-
tory. The IRS allows several different methods (FIFO or LIFO, for example),
depending on the type of inventory. The IRS has detailed rules for which
identification method you can use and when you can make changes to your
inventory cost method.

You will also need to gather other information about your inventory:

— Beginning inventory, the value of all the products, parts, and mate-
rials in your inventory at the beginning of the year, must be the same as your
ending inventory at the end of the year before.

— Cost of purchases (parts, materials, finished products) for inventory.

— Cost of labor, paying employees to make products and ship them.

— Cost of materials and supplies used to make and ship products.

— Other costs, including shipping containers, freight costs, and ware-
house expenses like rent, electricity, etc.

— Ending inventory, the value of all items in inventory at the end
of the year.

(From https.//www.thebalancesmb.com/
how-to-calculate-cost-of-goods-sold-397501)

UNIT 8

The Trends Transforming International Trade Policy

For decades, companies built their global strategies around a set
of basic premises. International trade and investment would grow
ever freer, continue to drive global GDP growth, and be governed
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by multilateral rules and institutions. To secure a cost advantage, companies
should build vast global footprints that enable them to manufacture and source
in low-cost nations, and sell into virtually any national market.

Geopolitical shifts, disruptive technologies, and changing cost struc-
tures around the world are shattering assumptions of international business.
The rapidly evolving, increasingly complex international trade environment
certainly presents great risks. But it is also creating enormous opportunities
for companies that know how to navigate it and are agile enough to adapt.

To stay ahead, it is important to understand the following megatrends
that are transforming international trade:

Economic nationalism is rising. Anti-globalization movements on both
the left and right of the political spectrum have fueled Brexit, trade wars,
and renegotiation or withdrawal of multilateral agreements such as NAFTA
and the Trans-Pacific Partnership.

State capitalism is expanding. The global footprint of state-owned
enterprises, especially from China, is growing, even though they remain
protected in their home markets.

Supply chains are becoming more local. Decreasing “labor arbitrage”
driven by automation and increasingly flexible Industry 4.0 advanced manu-
facturing systems are making it more economical and practical to produce
goods closer to customers, while diminishing the need for long-distance
global supply chains.

The digital economy is supplanting the physical economy. While
growth in cross-border merchandise trade slows, international, trade
in services and value-added solutions via digital platforms is expanding.

One medical equipment maker was relieved at first when South Korea
had negotiated an exemption from 25% US tariffs on steel; it was using spe-
cialty Korean steel in one of its devices. That all changed when significant
supply-chain disruption set in and the firm realized that its supplier did not re-
ceive a quota allocation, and that it could not import this essential component
at any price until the next quota allocation was granted three months later.

Also, a prominent Turkish white goods player was able to seize a signifi-
cant market opportunity in the US when a large Chinese player was hit
with US Tariffs on China.
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Some may still argue that these examples are the results of specific politi-
cal leaders in specific countries, and that once those leaders are gone, these
sorts of problems will disappear. However, while the current political tensions
around trade in many parts of the world may evolve, the four megatrends
mentioned above will ensure that the international trading system will not re-
turn to the broad trend of trade liberalization and economic globalization that
the world saw in the 1990s and 2000s.

(From https://www.bcg.com/capabilities/
international-business/navigating-international-trade)

UNIT 9

Information, Money and Material Flow

Information, materials and money move from suppliers to customers
and vice versa. Supply chain can be very long, if suppliers order products
or raw materials from own suppliers and customers deliver products further
to end-customers. In logistics material flow goes at first from suppliers
to customers (from upstream to downstream) and information and money flow
from customers to suppliers (from downstream to upstream).

When it is a reverse flow (recycle stream) product however, return
to suppliers. To enable efficient logistics, information should go naturally
from suppliers to customers. Therefore, material, information and money
flows move criss-cross. It should be emphasized that reverse flow can be
connected with another flow or money flow. In this case, money flow refers
to money, recipient of recycle material pays for recyclable material.
For example, one gets compensation for recycling bottles and scrap metal.

Information flow

In logistics is a large number of information exchange on sales and in-
ventory amounts and forecasts, ordering transport, confirmation and invoicing
as well as various types of contracts and terms of delivery. Logistics can
be perceived as information flow that starts with customer demand fore-
cast or its realization, which moves along the chain to factory, raw material
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suppliers, warehouse, drivers and to other service providers and subcontrac-
tors. In addition, authorities such as customs and tax authorities need their
own information. All supply chain parties should receive adequate infor-
mation to be able to do their part in customer needs satisfaction in a timely
manner. In addition, chain includes a huge number of different contracts and
foreknowledge and confirmations and change notifications, so that the prod-
ucts are in required order and at the right time in the next phase of supply
chain.

Material flow

Material flow includes transporting and storage of materials or products.
If material flow goes well, it shows, in practice e.g. as short delivery time
of a product and ultimately as customer satisfaction. Material flow requires
information flow, against good logistics principles is that if material is deli-
vered although no-one has information about it. Information must, however,
be attached to material and to product. For example, packaging must include
information on the content, sender and destination.

Capital or Money flow

Capital i.e. money flow is a compensation to be paid for raw materials
and products and thus it is contrary to material flow. Usually money flow is
behind material flow. In addition, substantial capital is involved in logistics
chain. Capital is tied up in the goods maintained in warehouses and inter-
mediate terminals. Also, considerable capital is tied up in the goods being
transported. Transport and storage costs themselves are a major cost factor.
In addition, packing goods and planning logistics chain, implementation
and management cause costs. In this context, logistical costs can be divided
into

— transport costs,

— storage costs,

— administration costs,

— packing costs and

— capital costs.
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Reverse flow

Reverse flow is a waste or by-product flow removed from different stages
of material flow as well as managing discarded products back for recycling
or final disposal. This also includes reverse logistics.

(From https://www.logistiikanmaailma.fi/en/logistics/logistics-
and-supply-chain/information-money-and-material-flow/)

UNIT 10
New Technology in Business

Technology has played a big role in changing our business environment.
If technology is well implemented, it can make a great difference on your
business. Now days, it is very essential to have an online presence because
your customers will expect you to be online. The increased use of mobile
phones, has forced many businesses to go mobile so that they serve a bigger
audience.

You also have to socialize your business by joining top social networks
like Faceboook, LinkedIn, Pinterest, Twitter and Meetup. Socializing
with your targeted consumers will help in strengthening your relationship
with your customers and this will increase on your sales in the long-run.

So, how can new technology in business help your small business?
New business technology can speed up business processes and it will also
offer you flexible ways of completing different business tasks like; making
communication easy, securing your business data, creating business entry
barriers, improving customer care and so much more.

Every business, has its own needs for using technology, so as a busi-
ness owner or manager, you need to plan well for this new technology.
Small businesses can use new business technology to compete with suc-
cessful businesses in the market. However, for you to gain competi-
tive advantage in a market with successful business players, you need
to know how to choose the right business technology for your busi-
ness. For you to understand whether this new technology for business
could be of great use to your business, you ask yourself the following
questions:
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— Who is using this new business technology and what are they using it
for? (This means you have to study your competitors and know how they are
using that particular technology.)

— How efficient are your current operations without this new techno-
logy? (If you find that this new business technology can boost the efficiency
of your business, then go for it.)

— Is your current technology getting out dated or is it causing delays
in business operations? (If the answer is ‘“YES’ then it is time to implement
new business technology.).

(From https://useoftechnology.com/technology-business-3/)
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AUDIO SCRIPTS

UNIT 1. Learning

Learning is one of the most important things we do in life. It starts
pretty much when we’re born. In fact, many scientists say learning
begins earlier. We listen to the outside sounds. This is when we first
start learning a language. Our ears get used to the different patterns
of intonation. Learning is a lifelong process. We spend our childhood
years doing nothing but learning. We learn a language before we are
two. We learn how to play and do all the everyday things people do.
Most people think learning only begins at school. I’'m not sure about
this. Are we really learning, or are we just memorizing things? I think
a lot of learning happens outside school. We learn more from our hobbies
and interests than what we learn from school books.

UNIT 2. Language

Where would we be without language? We’d all be in our own
worlds and we’d never really have a life. Can you imagine never
talking to anyone? Of course if there was no language, we wouldn’t
be able to use body language or sign language. The fact that we do
have languages means we have gone to the moon and built things
like the Internet — which also needs a special computer language
to work properly. I think language is amazing. It means we can tell
anyone anything. I often think it’s a shame there are so many languages
in the world. If there was only one language, we could all communicate
better. Perhaps that way, we’d all understand one another better. What
would the world language be? At the moment, English.
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UNIT 3. Books

Don’t you think books are the best thing in the world? I can’t
remember a time in my life when I wasn’t reading a book. I still have
memories of being in my school library when I was about five years
old. I have been a bit of a bookworm since then. You’ll usually see
me with my head buried in a book. I love all kinds of books. Novels
are great for getting to know other worlds and cultures. A good book
is one where you never want the story to end. I also like autobiog-
raphies because I think it’s interesting to read about people’s lives.
Encyclopedias are cool too — you can learn everything about every-
thing in these. I still prefer books to the Internet. Books need to be
in your hand and made of paper.

UNIT 4. Careers

Choosing a career is one of the biggest decisions we make in life.
It used to be that we chose only one career. People would start a job
when they were 18, 19 or 20 and stay in that same career for life.
Their career path was quite straightforward. Nowadays, it is normal
for people to change careers, five, six, seven times. New technology
and globalization means things change quickly. We need to study
and keep up with all the changes. I’ve had four different careers now.
I like moving from one job to another. It means life never gets boring.
It’s much better to keep learning different things in different careers.
I have no idea what career I’ll choose next. Perhaps one that doesn’t
even exists today.

UNIT S. E-Mail

E-mail certainly keeps me busy. I never used to write as many letters
as I do now. In the good old days before computers, we wrote real
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letters, with paper and envelopes. I wrote one or two letters a week.
But now, with e-mail, my in-box is never empty. There’s always
someone mailing me. I would like just one day where I'm free
of e-mail. The sad thing is, very few mails I get are interesting. I get
loads of spam — junk mail trying to sell me things I don’t want. I also
get lots of mail from people asking me to do stuff. Do this, do that,
reply ASAP. It’s too much sometimes. The one good thing about
e-mail is that you can get things done quickly. I can e-mail a company
in another country and they can mail me back in two minutes.

UNIT 6. Houses

All houses are unique. Even if they look the same from the outside,
they are very different on the inside. I think houses are very interesting.
I like looking at the way they are built and the style they are built in.
In London there are many houses that are hundreds of years old. These
are beautiful. You can still see much of the original wood and stone
structure. Modern houses are also interesting. It’s funny how they
copy many of the features of older houses. I love looking at houses
when I travel. Every country has its own special designs, from Japan
to Arabia to Greece. Nowadays people are building eco-friendly
houses. They want houses that save energy and help protect the planet.

UNIT 7. Tax

Tax is a necessary evil. That’s what many people say. I think it is
necessary because it’s the only way to keep a country going. Without
the government collecting taxes, it would have no money to spend
on education, the police, hospitals, roads, etc. Not every country has
the same taxation system. People in Sweden and Denmark pay very
high tax, but then schools, hospitals and other social services are free.
Tax there pays for an excellent welfare system. In America, tax is
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lower but there’s almost no welfare system. Americans have to pay
for their own healthcare. If you have no money or insurance, you can’t
go to hospital. I don’t mind paying tax, as long as my taxes don’t go
to pay for nuclear weapons or fund wars.

UNIT 8. Websites

Thirty years ago, no one had ever heard of the word ‘website’.
Today, websites are one of the most important parts of our daily life.
We can’t get by most days without visiting one website or another.
We have to log on to a website at work or send an essay or paper
to our teacher. And then there are the websites we use for fun. Millions
of people visit gaming websites every day. They play games
with people on the other side of the world. We also use websites
to communicate. We send mail, chat, talk via web cams, and video
conference. Nowadays we even make friends on websites like
Facebook and Twitter. Many of us have our own website. We call it
our-name.com and fill it with photos and our thoughts on life.

UNIT 9. Information

We are living in an age of information. That’s what I keep hearing
on TV and reading in newspapers. We are surrounded by informa-
tion technology that puts information at our fingertips. To get ahead,
you need the latest information. I’'m not really sure how much infor-
mation we need. Our brains can only handle a certain amount of in-
formation at a time. I reckon a lot of us have information overload.
I’m sure before computers came along this didn’t happen. One prob-
lem with computers is the amount of personal information online.
I worry about putting confidential info on different websites. Of course
the great thing about computers is that we have so much information
at our disposal. That’s pretty useful.
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UNIT 10. Copmuters

It’s hard to believe that no one had computers a few years ago.
I wonder how people lived. There must have been a lot of paper-
work. I can’t imagine writing everything by hand. I also wonder how
everything worked without computers. We need computers today
for everything. Hospitals, airports, the police... nothing can work
without computers. I’'m sure I’d be ten times busier than now if I didn’t
have a computer. Imagine having to find a piece of paper and an en-
velope and then walking down the street to mail a letter! I love my
computer. It makes everything in my life so convenient. Sure, it freezes
and crashes sometimes. Sure I lose some data. But that’s not often.
Most of the time my computer is like my best friend.
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BUSINESS DOCUMENTS

BUSINESS LETTER

Business Letter Writing Tips

* A business letter should be written on company letterhead.

* A business letter should be simple, precise and short.

* The content of the business letter should be transparent.

* Necessary information should be conveyed straightforwardly.

* Information like dates, place, venue, or any details related
to monetary matters should be thoroughly checked before
sending the letter.

Sample Letter

To: Star internet services,
Station Road,

Hyderabad
DD/MM/YYYY

From: Ravi Saxena,
Infotech India Ltd.
Hyderabad

Dear Sir/Madam,

We would like to inquire about the internet services you provide to com-
mercial organizations. We are in need of a wireless router and have
around two hundred workstations.

We would like to get quotations for the services. If we are satisfied
with the prices and other factors, we would like to opt for your services.
Your company has a reputation in the industry for your excellent customer
service and connectivity.
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We rely on the feedback and would like to know the details. If you can
send your representative to our office with all the details, we can discuss
the matters across the table.

Looking forward to hearing from you,
Yours Sincerely,
Ravi Saxena

Email Format

From: name@email.com
To: name@email.com
Subject: Inquiring about your products

Dear Sir/Madam,

We would like to inquire about the internet services you provide to com-
mercial organizations. We are in need of a wireless router and have
around two hundred workstations.

We would like to get quotations for the services. If we are satisfied
with the prices and other factors, we would like to opt for your services.
Your company has a reputation in the industry for your excellent customer
service and connectivity.

We rely on the feedback and would like to know the details. If you can
send your representative to our office with all the details, we can discuss
the matters across the table.

Looking forward to hearing from you,
Yours Sincerely,
Ravi Saxena

(From https.//www.letters.org/business-letter/business-Iletter.html)
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CURRICULUM VITAE

Top 10 CV Tips

1. Ensure your CV is easy to read. Design your CV so that the in-
formation is clearly presented, allowing recruiters to see immediately that
you have the right skills, experience and motivation for the job.

2. Keep it short. Limit your CV to one page if you have little
or no experience, or two pages if you have between 7 and 10 years of relevant
experience. Any longer than this and you may be waffling, but any shorter
and you may not have provided enough information.

3. Always tailor your CV for the position and the company.
Personalize your CV for each job: ensure that it responds specifically to the job
description, and that it clearly demonstrates a good knowledge of the company.

4. Many recruiters use keywords to search for specific skills and quali-
fications on CVs. Make a list of the keywords that will ensure your CV
appears in searches. Then find ways to include them, for example in past
experience, skills and your personal statement.

5. Always send your CV in a PDF format. It is professional,
and preserves the design.

6. Don’t be negative. Avoid criticism of past or present employers,
and don’t mention any difficult periods in your career history. Your CV should
represent a positive image.

7. When describing your previous roles, bullet points are most effective.
Use action verbs. Instead of saying “I did...” or “I was...”, say “initiated...”
or “developed...”

8. Provide evidence. Prove that you are a great candidate by including
examples of your achievements, such as improvements you have made
at work, or problems you have solved. You can also include certificates
to show which skills you have acquired.

9. Your CV must be impeccable if you want to demonstrate your pro-
fessionalism and attention to detail. Triple-check for spelling, grammar
and formatting mistakes. You should also ask someone else to proofread it
for you to avoid poor spelling, grammar or formatting. Just one mistake can
mean your CV is immediately rejected.

10. Check country-specific CV requirements. For instance, including
a photograph of yourself is recommended in some countries and prohibited
in others.
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Extra tip: Don’t lose motivation! Consult your career advisor if you’re
not getting shortlisted despite sending many applications. Your CV might
not be a good match for the roles for which you have been applying, or it is
not doing your skills justice.

(From https://www.euruni.edu/blog/curriculum-vitae-writing-tips/)

Curriculum Vitae Example

Gloria Gonzalez
3204 Windover Way
Houston, TX 77204
ggonzalez@email.com
000.123.4567 (Cell)

RESEARCH INTERESTS

Hispanic Literature, Latin American Literature, Peninsular Literature

EDUCATION

Ph.D. in Spanish (US Hispanic Literature), 2018 — University of Houston.
Dissertation: Quixote Reborn: The Wanderer in US Hispanic Literature.
Sancho Rodriguez, Chair

M.A. in Spanish, June 2015 — University of Houston
B.A. in Spanish, June 2013 — University of Houston

APPOINTMENTS

Adjunct Lecturer: University of Houston, Department of Hispanic
Studies, September 2018 to Present.

PUBLICATIONS

Book
Gonzalez, Gloria. Quixote Reborn: The Wanderer in US Hispanic
Literature. New Haven: Yale University Press (forthcoming)
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Peer-reviewed Journals

Gonzalez, Gloria. “Mexican Immigrant Stories from the Central
Valley,” Lady Liberty Journal, 6(1): 24-41.

Gonzalez, Gloria. “Comparing the Hispanic and European Immigrant
Experience through Story,” Hispanic Literature Today 12(3): 25-35.

)

Gonzalez, Gloria. “Yearning to Be Free: 3 Hispanic Women’s Diaries,’
Hispanic Literature Today: 11(2): 18-31.

CONFERENCE PRESENTATIONS
2020. Gonzalez, Gloria. “Storytelling Methods in the Central Valley.”
Hispanic Storytelling Association Annual Conference, San Francisco, CA

2019. Gonzalez, Gloria. “When Cultures Merge: Themes of Exclusion
in Mexican-American Literature.” US Hispanic Literature Annual
Conference, Tucson, AZ.

TEACHING EXPERIENCE

Adjunct Lecturer, University of Houston
e Mexican-American Literature, Spanish 3331
e Women in Hispanic Literature, Spanish 3350
e Spanish-American Short Story, Spanish 4339

Graduate Teaching Assistant, Northwestern University

¢ Elementary Spanish 1501, 1502, 1505
e Intermediate Spanish 2301, 2302, 2610

HONORS / AWARDS

Mexico Study Abroad Summer Grant, 2018
UH Teaching Awards, 2017, 2018, 2020
Dissertation Fellowship, 2017

LANGUAGES

English (native)

Spanish (bilingual oral and written fluency)
Classical Latin (written)
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MEMBERSHIPS / AFFILIATIONS

National Association of Latino Arts and Cultures

Asociacion Internacional de Literatura y Cultura Femenina Hispéanica
Modern Languages Association

MEMORANDUM

Tips For Writing Your Business Memo

Check if you have any kind of stylistic requirements that come
with your job. Also, look for any standard form that your company
has for writing memos. Is it downloadable or not?

Make sure that body of the text is concise, correct, and consider. Also,
keep the grammar check, so you know everything is right and easy
to read.

Keep your sentences simple. Do not use sentences that are long
or avoid wordy phrasings.

Do not use the solutions. Your memo should directly go to the subject.
If you have something important, use the bulleted list as well as
the heading for conveying the message.

Also, use the closing statements at the end of your memo. Keep it
inspiring and direct so your reader knows what action they need
to take.

If you are adding the attachments along with your memo, mention it
or use the single word ‘attachment.

After you complete the draft, make sure to share it with someone
you know or a colleague. It will help you in catching the errors that
might have slipped.

(From https.//thebrandboy.com/memo-writing-tips/)
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Sample memo of implementing new tea break timings

Memorandum

To: All Staff

From: Steve Tailor, Production Manager

Date: August 14, 2018

Subject: Changes in Tea Break Timings to Reduce Non-Productive
Time

Dear Co-workers,

Based on production reports and in-out time reports from past three
months, we have observed that the Tea break timings are not being
followed strictly. It has affected the overall productivity and discipline
level on the production floor.

Current tea break time is of 15 minutes in the moming and 15 min-
utes inthe evening, but employees are taking 30 minutes in each
break. From the reports, we have observed that average employee is
spending 30 minutes more in tea breaks (15 minutes in each tea break)
resulting in 10 non-productive hours per employee per month. We have
250 employees, so the total non-productive hours are 2500 hours per
month. You can imagine how much lose the company has to bear due
to this practice.

Therefore, it has become very necessary to revise the break timings
and implement the new Tea break rules. It will help us achieve more
productivity by reducing the non-productive time. New rules for the Tea
break will be as follows.

1. Tea breaks will be only for 15 minutes.

2. The production staff will be going on a Tea break from 10:05 AM
to 10:20 in the morning and 4:05 PM to 4:20 PM in the evening.

3. The process quality group and quality assurance group staff will
be going on a Tea break from 9:45 AM to 10:00 PM in the morning
and 3:45 PM to 4:00 PM.
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4. The employees will be going for the tea break in two groups, i.e. all
quality testing staff will be going for a break first. All production staff
will be going for a break after the quality testing staff is back from
the break.

5. All staff will be using Time-In and Time-Out system to ensure that
the time is not logged as productive time while they are in a tea break.

These rules will be helpful in curbing the improper practice of taking
longer than stated tea breaks and will improve the overall production.
Sending the staff for the tea break in two groups will ensure that
the production and quality testing are not stopped at the same time.

It will also help utilize the tea break area in a comfortable way as it will
reduce the rush at the same time.

I look forward to all staff for the cooperation which will help improve
their productivity and ultimately the growth of the company. It will
enable the company to pay more bonuses and pay raises in the long term.

Thank you,
The Production Manager

MEETING MINUTES

A list of important information that note-takers may wish
to include in meeting minutes:

* Subject of meeting

» Location (if relevant)

» Date and time

+ Attendees

* Agenda items

+ Status of action items

+ Date and time of the next meeting
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» Expected actions from teammates by the next meeting
 Items to be discussed during the next meeting

(From https.://www.indeed.com/hire/c/info/what-are-
meeting-minutes-and-how-are-they-used-in-business)

Meeting Minutes Sample

ITG Co, Ltd.
Reg. office: Motijhell, Dhaka-1000.

Date: 07.07.2021
MINUTES

Minutes of the Statutory Meeting of the ITC Co. Ltd. held on 3rd July,
200 at 3 P.M. at the company’s registered office.

1. Directors and others Present:

e Mr. Anwar — Chairman
e Mr. Jahangir Alom — Director
e Mr. Nur Islam — Director
e Mr. Monirul Islam — Director
e Mr. Rasel — Director
e Mr. Alomgir — Director
e Mr. Rahim — Managing Director
e Mr. J. Alom — Secretary
e Mr. Mo’zrol Islam — Auditor
e Mr. Rony — Solicitor
and 250 other shareholders were present at the meeting.

2. Chairman of the meeting:
Mr. Anwar took the chair to preside over the meeting.

3. Notice of the meeting:

The notice convening the meeting was read by the secretary.
After that, the chairman reported that the meeting was called
to comply with the provisions of the Companies Act, 1994.

172




4. Adoption of Statutory Report:
The Statutory Report was read by the secretary and placed ‘before
the meeting for discussion. It was finally adopted.

5. Chairman’s Speech:

The Chairman in his speech informed the members that a list of members
of the company was placed on the table and the member could inspect
it during the meeting hour. He also explained the financial position

of the company and the business prospect of the company and asked
the members to draw attention to the matters relating to the formation,
promotion, or prospect of the company arising out of the Statutory
Report.

6. Approval of the contracts stated in the Statutory Report:
After discussion, it was resolved that the modification of the contracts
as stated in the statutory report, be and is hereby approved.

7. Miscellaneous:
No special item was raised and discussed.

8. A vote of thanks:

The Statutory Meeting ended at 5.30 P.M. with a vote of thanks
to the chair.

Date: 25th July 2021

Mr. J. Alom, Secretary

Mr. Anwar, Chairman
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KEYS

UNIT 1
Exercise 10. 1 —¢c,2—-a,3—-d,4-b.

Exercise 11. 1 — to submit, 2 — experience, 3 — networking,
4 —major, 5 — positive, 6 — techniques.

Exercise 12. 1 — to initiate contact or a relationship; to gain access,
especially to an entry-level job; 2 — knowledge or skill that someone
gets from doing something rather than just reading about it or seeing
it being done; 3 — at a minimum; 4 — to use something that you have
for a sensible purpose that brings a benefit to you.

Exercise 13.

1) You have plans of being hired for a great new job.

2) How do you land your first job?

3) Companies offer a salary or stipend for new graduates.

4) Some companies look favorably on volunteer activities.

5) Each interaction you have with people in your career field could
foster a new relationship.

6) Sometimes a job that starts out as freelance can turn into a full-time
position.

Exercise 14.

1) It is required that you have experience in your chosen field
in order to be hired.

2) There are four ways to gain experience.

3) There are many non-profit organizations that have volunteer
positions.

4) There are ways that organizations can put your skills to good use.
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5) They look favorably on volunteer activities.

6) One makes professional connections through networking.

7) Itis useful to join student and professional organizations based
on your career objectives.

8) They want to see what skills you have.

9) One gains more experience and quality references to help get
one’s foot in the door.

UNIT 2

Exercise 10. 1 — customer, 2 — loyalty, 3 — purchase, 4 — impact,
5 — retention, 6 — team, 7 — promotion, 8 — survey.

Exercise 11. Customer satisfaction, a customer’s expectation,
asking customers, repeat customers, any customers, a customer is
unhappy, customer experience, customer advocates, customer churn,
customer service, ‘wowing’ customers, a ‘totally satisfied’ customer,
a ‘somewhat satisfied’ customer, a ‘totally satisfied’ customer, customer
lifetime value, customer retention, an unhappy customer, to retain
customers, new customers, existing customers, to educate customers,
delight customers.

Exercise 12.

1) Customer satisfaction was a marketing term.

2) They became repeat customers.

3) The customers gave a rating of 7.

4) Two businesses offered the exact same product.

5) You could put new processes in place.

6) A ‘totally satisfied customer’ contributed 2.6 times more revenue.

7) An unhappy customer told between 9—15 people about their
experience.

8) You and your marketing team spent thousands of dollars getting
the attention of prospects.
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Exercise 13. 1 — meet, will be satisfied; 2 — is, will become;
3 — creates, will be; 4 — will eliminate, measure; 5 — track, will not
identify.

Exercise 14. 1 — have given, 2 — are creating, 3 — has become,
4 — has been “wowing”, 5 — contributes, 6 — haven’t learnt.

UNIT 3

Exercise 10. Product, service, characteristics, improvement, material,
software, firm, microprocessor, digital, technologies, portable, specifica-
tions, innovation, detergent, intermediary, method, equipment.

Exercise 11. 1 — introduction, 2 — significantly, 3 — improvements
... specifications, 4 — friendliness, 5 — previously, 6 — miniaturized,
7 —development, 8 — specifications, 9 — implementation, 10 — equipment,
11 — identification.

Exercise 12. 1 -b,2—-a,3-¢,4-b,5—-c,6—a, 7 —c.

Exercise 13.

1) The services are improved (by them).

2) The goods were produced by the firm.

3) New technologies will be used by scientists.

4) Existing technologies are not combined by the producers.

5) That chemical composition was not used (by them).

6) The delivery method will not be significantly improved
by the company.

7) Are process innovations distinguished (by them) by production
methods?

8) Were new techniques, equipment and software involved
by those methods?

9) Will supplies be allocated by the employer within the firm?
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Exercise 14.

1) The product has been significantly improved so far.

2) The software is still being incorporated.

3) These goods and services will never be produced by the firm.

4) Those technologies were previously used in the first micropro-
CESSOrs.

5) Minor changes have already been introduced.

6) New delivery methods were constantly being implemented.

UNIT 4

Exercise 10. long-term, goal, tip, skills, to convey, to abandon,
value, salary, perk, to focus, specific, to emphasize, responsibilities

Exercise 11. interviewer, question, similar, next, employer, group,
specialized, growth, abandon, clear, flexible

Exercise 12. career, where, next, reasons, sense, plans, steps,
leadership, certification, growth

Exercise 13.1-d,2-g,3—-a,4-h,5-b,6—-¢,7—¢, 8- 1.

Exercise 14.

1) John could (will be able to) answer the question about his long-term
goals.

2) Mary might (will be allowed to) ask about bonuses and perks.

3) Jeremy had to (will have to) focus on the employer.
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Exercise 10.

UNIT S

0Odd words: this, without, unless.

Nouns Verbs Adjectives Adverbs
difference, require, logical, internally,
relationships, develop, different, profitably,
objection, overcome, specific, never,
revenue, negotiate, digital, really,
segment, modify, short, now
distribution, meet, direct,
tactics, attract, strategic
effort, feel,
ammo, lurk,
conversation, hire,
transaction, happen
strategy

Exercise 11. 1 — company, 2 — skill, 3 — job, 4 — product, 5 — service,
6 — customer, 7 — revenue, 8 — marketplace, 9 — CEO, 10 — executive

Exercise 12.

1) Do Sales and Marketing require different skills?
2) What is the job of a sales team?
3) Whom does the team develop relationships with?

4) Does the sales team overcome objections or negotiate prices?
5) The team is focused on the now, isn’t it?
6) Who understands the marketplace from the perspective

of the customer?

Exercise 13.

1) What does a marketing team help the organization modify?
2) What does Marketing need to convert the market understanding

nto?

3) What does Marketing do?
4) For what purpose / Why does Sales hire someone?
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5) What does Sales need to be focused on?
6) What business strategies was the sales executive really good at?

Exercise 14.
1) Neither did I. 2) Neither do I. 3) Neither will I. 4) Neither am I.
5) Neither should I. 6) Neither have 1.

REVIEW
(UNITS 1-5)

Task 2.

c k a f b h l d g ] e

Task 3.

5

e-libra

1. Istudied at the full-time department.

2. English helps Master students in their research.

3.

4. There exist various forms of sharing ideas in scientific community.

He took part in two scientific conferences.

There may be some new publications on this subject in our

6. There existed different points of view on that problem.

7. Freelance jobs can be as short as a day or two.

8. Companies offer a salary or stipend for new graduates who
intern with their company.

Task 4.

AR A

is asking — Present Continuous, ‘to ask’

will become — Future Simple, ‘to become’

have offered — Present Perfect, ‘to offer’

created — Past Simple, ‘create’

have been measuring — Present Perfect Continuous, ‘to measure’
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Task 5. Convert the sentences into Passive.

1. This service has been significantly improved by them.

2. Competitive goods are produced by the firm.

3. New technologies are being used by the employees.

4. Minor changes will be introduced to the technical specifications
by us.

5. The product was recognized by them by its bar code.

Task 6. Use the modal verb (its equivalent) in the proper Tense
form.

1. Tomorrow during the job interview you will be able to ask
the applicant some killer questions.

2. The applicant might (was allowed / permitted to) use his notes
while answering the questions yesterday.

3. In future you will have to take some serious steps to become
a successful manager.

Task 7. Ask questions of different types to the following sentence:

Marketing directs the organization to the right segments.

1. Does marketing direct the organization to the right segments?

2. a) What directs the organization to the right segments?

b) What does marketing direct to the right segments? / Where
does marketing direct the organization to?

3. Does marketing direct the organization to the right or wrong
segments?

4. Marketing directs the organization to the right segments,
doesn’t it?

UNIT 6
Exercise 6. 1,2,4,5,6,8,9, 10, 11, 13, 14

Exercise 7.a,b, d, f, g, h, 1, j, |
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Exercise 8.

1. ... when challenges arose, entrepreneurs found innovative
ways of overcoming them.

2. ... entrepreneurship was the mindset that allowed you to see
opportunity everywhere.

3. ... successful entrepreneurs had the guts to take a calculated
risk and the tenacity and persistence to keep going even when there
were bumps in the road.

4. ... being an entrepreneur was the culmination of a certain
set of characteristics: determination, creativity, the capacity to risk,
leadership and enthusiasm.

5. ... successful entrepreneurs looked past the ‘quick buck’
and instead looked at the bigger picture to ensure that each action
made was going toward the overall goal of the business or concept,
whether or not that meant getting something in return at that
moment.”

Exercise 9.

1) ... if entrepreneurship was an unavoidable life calling.

2) ... who had to be able to accept failure.

3) ... what entrepreneurs were driven by.

4) ... where a successful entrepreneur was always moving.

5) ... whether an entrepreneur switched between thinking, genres
and activities moment to moment.

UNIT 7

Exercise 11. 1 —¢,2-h,3-a,4-j,5-b,6—-g, 7—¢c, 8 —1/d,
91,10 -d/.

Exercise 12. 1) statements, 2) associations, 3) costs, 4) advice,
5) expectations
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Exercise 13.
1) starting, entering; 2) spending; 3) got, buying; 4) organized;
5) identified; 6) covering; 7) budgeting; 8) offered.

Exercise 14.

1) INockonbKy HOBBII OM3HEC HE UMEIN JOCTaTOYHOTO KOJTUYECTBa
HAJMYHBIX ACHET AJIsl HOKPBITHS PAcX00B, OH MOTEpIIeN Heylady.

2) Tak kak OM3HECMEH 3apaHee PacCUUTall BCE CBOM HadyalbHBIC
3arparbl, ero Ou3Hec ObUT yCTIeITHBIM.

3) TlockonbKy ¢ OTKpBITHEM OM3HECa CBSI3aHO MHOTO 3aTpaT, OYeHb
HEMHOTHE JIFOJN XOTSIT PUCKOBATh.

4) Tlocne Toro kKak BCe MPEANPUITUS B 3TONH oTpaciau ObLIu
MyOIUYHO MEPEYHCIICHbI, OHU BBISICHIIIN, CKOJIBKO Y HUX KOHKYPEHTOB.

UNIT 8

Exercise 11. 1 -d,2-h,3-g,4—a,5—-¢,6—1f,7—b, 8 —c.

Exercise 12.

1) Global trade allows for specialization and lower costs to consu-
mers.

2) Focusing on the comparative advantages means that the countries
can maximize production and efficiency.

3) Global trade can create economic wealth on a global scale.

4) Global trade can reduce international conflict and war.

5) Global trade establishes long-term mutually beneficial relation-
ships.

6) Global trade cultivates cooperation rather than conflict.

Exercise 13. a, d.

Exercise 14.

1) Everybody knew of those goods and services leaving the country
for sale in another country.
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2) This country importing wheat and exporting oil are well-known.

3) Studying the concept of comparative advantage is a must for every
economist.

4) An opportunity cost means giving up the benefit when making
an economic choice.

5) Producing more guns means having less funds for investing
in public schools and infrastructure.

6) The countries focusing on their comparative advantages means
their maximizing production and efficiency.

7) Starting a war with someone who provides you needed goods
is shooting yourself in the foot.

UNIT 9
Exercise 11. 1, 4, 5, 10.

Exercise 12. information, different, direction, objectives, computing,
dizzying, decisions, observations, biological, personal, competitive,
services, continuously, operations, regarding, package, production,
commitments, frequency, identification, wireless, movements, unlock(ing),
simply, facial, recognition, biometric, signatures, currently, primarily,
security, customization, endless, legislation, collection, preferences, dislikes,
advertisers, highly, controversial / controversy, exemplified, disclosures,
subscribers, publicly, globally.

Exercise 13.

Business P&);;Ezl- Biological Public Personal
Process Data . Data Data Data
Observations
2,6,12 5,8, 14 3,9,13 7,10, 15 1,4, 11

Exercise 14.

1 2 3 4 5 6 7 8 9 10
— — to — to,—to] to to — to to — to to
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Exercise 15.

1 2 3 4 5 6 7 8 9 10 | 11 | 12
in, | of, | of, | for | by, | by, | by |with,| of, |onto| on |from,
out | by | into of | at of, | to, on
of, in to |from

UNIT 10

Exercise 10.

1 /16 |2 112|162 212 26| 2 31 2
20172 121|171 221 271 32 1
32,82 13,2 181 23| 1 |28| 1 |33 1
4 219 1 |14 2 192|242 29| 1 |34 2
5| 1|10 2|15 1 20| 2 |25 1 30| 2 351

Exercise 11.

2 3 4 6 8 9 10 | 11 | 12
c a b a c b a b c c a

Exercise 12.

Nouns Verbs Adjectives Adverbs
decade, employ, social, internally,
driver, simplify, traditional, externally,
security, advertise, digital, digitally,
productivity, facilitate, indispensable, highly,
department, strategize, imperative, accordingly,
dynamics, associate, techsavvy, barely
capacity, weigh, immense,
organization, discover organizational,
tactics, crucial,
optimization, competitive,
accuracy, fundamental,
metrics, effective,
engagement, ubiquitous,
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Nouns Verbs Adjectives Adverbs
competitor, conversant,
relationship, critical,
customer, relevant,
storage, visible,
industry, viable,
relevance, reputable,
health, advisable,
efficiency, compatible
operation
Exercise 13.
1| overhauled 11  expect
2|rely 12 | facilitates
3 | overstated 13 | captures, helps
4 | employ 14 | spending
5| boosts 15 | wants
6 | attributed 16 |using
7  becoming 17 lusing
8| simplifies 18 let, discover, wants
9 made 19 |is
10 |use 20 |leveraging, made
REVIEW
(UNITS 6-10)
Task 2.
11213 5167 89|10 11|12|13|14|15]16/|17
fin|i|/c|k|pla|]l | m|d|/o|j|bjg|q|h]e

Task 3.

1. He said that an entrepreneur was a person who identified a need

and started a business.

2. The student asked what the company founders and business
leaders had told Business News Daily about successful entrepreneurs.
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3. The coach told us to take a constant hunger for making things
better.

Task 4.

1. the businessman using this guide / the guide used by this business-
man;

2. the entrepreneur associating these costs with starting a business /
the costs associated with starting a business;

3. the company spending money on innovations / the money spent
on innovations;

4. the employees asking questions / the questions asked
by the employees;

5. the government offering different incentives / different incenti-
ves offered by the government.

Task 5.

1. Dra cTpaHa U3BeCTHA TEM, YTO UMITOPTUPYET MIIEHUILY U IKCIIOP-
TUpPYyeT HE(PTB.

2. Paspabotka /[pBugom Pukapmo KOHIENIIMN CPAaBHUTEIBHBIX
MIPEUMYIIECTB BHECIA OOJIBIION BKJIaJ B SKOHOMUUECKYIO HayKY.

3. TlockonbKy cTpaHa MPOU3BOAMIA PA3IMYHbIE TOBAPHI JICIIEBIIE,
4yeM JIpyrue CTpaHbl, €€ HallMOHAJIbHAs YKOHOMMKA MPOLIBETANIA.

4. AnbrepHaTUBHbBIC UIEPIKKHU — 3TO BHITOJA, OT KOTOPOU YEJIOBEK
OTKa3bIBAETCS MIPU MPUHITHH SKOHOMHYECKOTO BHIOOpA.

5. AHINIUA UMeeT CPpaBHUTENIbHOE MPEUMYIECTBO B IPOU3BOJICT-
Be mnuieHuIsl, a [lopryranus nMeer cpaBHUTEIBHOE MPEUMYIIECTBO
B [IPOM3BO/ICTBE BUHA.

Task 6.

the data to be collected; the employees to be informed; the quality
standards to be maintained; the operations to be improved; the invoice
to be paid; the product to be packaged; the order to be tracked; the bio-
metric signature to be used; the electronic footprint to be left behind;
the information to be shared; the ad to be placed.
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