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BELARUS STATE ECONOMIC UNIVERSITY
The Belarus State Economic University was founded in 1933. This is one of the largest Universities in the country. It trains specialists in the field of economics, management and law. The graduates of the University work in all the sectors of the national economy both in the country and abroad. The University has a developed infrastructure, which provides training and research within eight schools: School of Management, School of Accounting and Economics, School of Finance and Banking, School of International Economic Relations, School of Marketing, School of Law, School of Language Studies, etc. In addition, BSEU incorporates Higher School of Tourism, Higher School of Business and Management and Consulting Center for Commerce. The University has a Research Center, an International Relations Division and a Publishing Center. 

There are two branches of the University beyond Minsk – in Bobruisk and Pinsk. The University has 57 departments, research laboratories, a student campus and a retail trade center.

The training of students is done on a multi-level basis. The degrees pursued are those of bachelors, specialists and masters. The graduates can also continue their education in a post-graduate school (full-time or part-time).

The university is proud of its technical equipment. Modern lecture rooms, a library (which contains around 1.5 million textbooks and reference books, more than 70,000 journals and newspapers), a reading hall, the Internet Center, video equipment, overhead projectors are at the students' disposal. 
On the 30th of May, 1995, the Higher School of Tourism (HST) was established. At present, the school trains economist managers for tourist industry, hotel and catering business. Besides, the Ministry of Education of the Republic of Belarus allowed training economist managers for sanatorium-and-spa resort institutions. The HST students learn theory and practice of tourism, hotel and catering economics, management, marketing, law, as well as two foreign languages, and gain experience in scientific research. 
The most essential element in training at the HST is its organizational and undergraduate practice. It enables students to use their theoretical knowledge in practice and get skills of effective work in tourist business. The School has every possibility for organizing this practical work: the biggest travel firms of the Republic of Belarus – Alatan-Tour, Sunny Travel, SMOK, Padevus, the Belarusian Sputnik, SAKUB, and others – provide work places for training students. The School graduates are able to solve different economic and managerial tasks in tourism industry. Knowledge of foreign language enables them to promptly build up business contacts with representatives of foreign travel companies and take effective managing decisions. The main forms of educational process are lectures, practical classes, and consultations. The members of the Ministry of Sport and Tourism, travel business people often come to participate in round table discussions. Practical classes in many majors include case studies, analysis of illustrative situations. Other active education methods are in use as well. 

The Higher School of Tourism is a unique chance to get a prestigious higher education in economics and management with majors in tourism, hotel and catering business. 
In conclusion I would say that the University continues to upgrade the quality of education and aims at high standards of contemporary university, able to meet the challenges of domestic and global economic development. New Faculties and departments are created as the need arises.

BSEU is a full member of the Universities Association and takes part in many international and European programmes. 
EDUCATION IN BELARUS
The state policy of the Republic of Belarus in the field of higher education is based on three priorities: available education, its quality and financial efficiency of higher educational institutions activities. Within the years of sovereignty higher education of Belarus has acquired mass character. The number of undergraduates has increased from 180 up to 444 people per ten thousand citizens, and it correlates with indicators of some European states.
Today the higher educational system is generally a university system.
At present universities function in each region of the country. This allows to take into account and to meet the demands of regions in highly qualified professionals with higher education, to increase industrial development efficiency as well as efficiency in the agricultural and social fields. The structure of training professionals having higher education includes the following: 15 educational profiles, 361 specialties of Level One higher education, 179 specialties of Level Two higher education – master’s departments; and more than 1,000 specializations. 
Introduction of two-level system of higher education is legislatively stated in the law of the Republic of Belarus “On Higher Education” (2007).
The first level of higher education ensures training of a specialist in accordance to traditional and time-proof scheme. On this level mass training of specialists is preserved with a general differentiation of training terms for various specialties. The training term on this level equals from 4 to 6 years (pharmaceutical and medical specialties). 

Duration of training on the second level of higher education (master’s department) is from 1 to 2 years. Transition to the two-level system of training specialists allows us to ensure, on the one hand, mass and available education, and on the other hand, its academic and elite nature because education of the highest level can be acquired only by the most well-trained students.
Conditions for implementing the key UNESCO principle “Lifelong Education” are really observed. The system of the second and the following higher education acquisition is developing intensively, and it includes the education on the basis of the updated information technologies and online education principles. The existing admissions system at the universities of the country allows to select on the competitive basis the most gifted applicants; it ensures implementation of transparency, objectivity and social justice principles.
Belarus strives at maintaining high reputation of the national high education. The fact of having numerous international students (more than 7.5 thousand) in higher educational institutions is one of the persuasive arguments for the Belarusian education quality. At the same time training of foreign residents is one of the forms of recognized good practices of “academic mobility”, which is paid much attention to by UNESCO and other international organizations.  Graduates of the higher educational institutions with Belarusian diplomas work in 112 countries of the world; many of them have become both top experts and active intermediaries of fruitful cooperation of their countries with Belarus in the field of economy, science, education, culture and policy-making.
The Republic of Belarus has a reputation of a reliable and active partner in formation of a new education area with a number of neighboring states within such intergovernmental communities as the Commonwealth of Independent States and Eurasian Economic Community. Such states, as Russia, Ukraine, Moldova, Armenia, Georgia and Azerbaijan have already been included in the process of building up the European education area. This witnesses that Belarus shares the principles of building up the European higher education area. 

Moreover, modernization of higher education that started in 2005 allows to speak about co-vector development of the European and national higher education, and the major trends in Belarusian higher education reforming are accordant with the ideas proclaimed in Bologna Declaration. Higher education of the country at present corresponds to formal criteria of Bologna process but is guided by national interests. 

FAMILY MATTERS
 The definitions of a family today and a family in the past are far from similar. The definitions may have some similarities but they have changed dramatically in many more ways. 50 years ago, families had rules that were stricter and families were closer in the sense of a relationship. Although some families today are more distant from each other and have fewer rules to maintain order, there are still some that maintain the same styles of the families 50 years ago. Families have changed a lot but still have some similarities depending on their home-life. Families today just do not seem to spend time with each other.

The mother and father both have jobs and tend to not be home for the children after school therefore causing more independence among each member of the family. Children that have more independence make mistakes on their own without being warned about them. Independent children have no guidance and get out of hand because there is not a strong boss type figure around most of the time to help distinguish the difference between right and wrong. Eating dinner as a family is a major tradition that has been forgotten as the years have gone by and caused more separation among the family. A family 50 years ago that did not eat dinner together would be a strange one but today it seems to be of the norm.

Once again, the job affects this aspect of the family as well. People are just too busy at work or too tired to even participate in dinner at home anymore. Either families just do not have time for each other anymore or they just are not together due to divorce. Divorce is another thing that was like "illegal" 50 years ago. Divorce is tragic for the children in the family today and causes the children to hate both or one of the parents. Divorce causes total chaos. This may result in the children to be neglected because single parents need to work to support themselves and their children, thus, causing no guidance for a growing child.

 Losing touch with family ties has caused a lot of trouble and will continue to cause more. Families now and 50 years ago have similarities among the pile of differences. Holidays are still among the things that families spend together. New Year is a holiday based on togetherness and it has been that way since the beginning. Days such as mother’s day and father’s day stop life in its busy tracks to show some respect for the parents out there in this busy world. Holidays are the root of tradition and seem to be continuing to be that way, even after 50 years.
Also, since the beginning of time, parents have had side conversations with their children forming little relationships with each other. These conversations consist of "sex talks" or even advice about anything in life. Parents try to uphold the love in the family while upholding order in their lives. Parents tend to try to be like friends to their children so that they have some type of closeness to them. These types of things have been happening in families since the beginning of time. Although families have become more apart in society today compared to 50 years ago, there are still some similarities among them.

As long as parents remember their role in the family, families will always have some kind of value. Parents have showed weakness by giving in to their children or divorcing showing an easy way out of a hardship. Adults are the guiding tools in a child's life and if there are none of them that are substantial, then children will grow up in a new way; a negative way. As time continues to progress, differences will be seen among "the family" but there will be similarities that will stand out and show that "we the people" can still do this and we are not letting time or money get to us.

HUMAN PERSONALITY

Although there are over 4000 words in the English language, which describe different aspects of personality, psychologists have managed to narrow down the really significant ways in which people differ from each other to a tiny fraction of this number. For practical purposes, the most important thing to find out about someone – whether it’s yourself or somebody else – is where they fall on the personality dimension known as introversion-extroversion, because this will affect virtually every aspect of their life.

Once you know someone’s extroversion quotient, you can make a shrewd guess about what clothes they are likely to wear, how promiscuous they are, what time of day they function best, how they will be affected by drugs, what they feel about the prospect of a trip to the dentist, even whether they’re more likely to have an accident at a junction or driving on the open road.

The list of ways in which introverts and extroverts differ from each other goes on almost indefinitely, but why are they so different? The answer lies in the chemistry of the brain. Scientists have found that the more introverted a person is, the more active and aroused their brain is naturally, that is regardless of what’s going on around them. If you are an extreme extrovert, on the other hand, this means there is relatively little spontaneous activity in your nervous system. If we assume there is an ideal level of activity at which the human brain functions best, then it becomes obvious why introverts and extroverts behave so differently. They are trying to reach this ideal state of affairs in the brain from opposite directions.

So extroverts go in for wild parties, fast cars, and plenty of variety in their sex lives because they need all the extra stimulation they can get from the world to make up for their lack of natural internal excitement.

Introverts, on the other hand, have quite enough going on inside their skulls without artificial excitement, so they’re happier at home in front of the TV than out at the disco, and risky situations or flamboyant clothes make them feel positively twitchy, because they become over aroused.

This basic physiological difference between the introvert and extrovert brain also explains why introverts are more susceptible to pain and better at hearing quiet sounds (high internal arousal magnifies all stimulation from the outside world), but less affected by alcohol and in need of a larger dose of sedatives to put them to sleep. 

HOUSING
We can hardly say that today there exist the problem of choosing a type of housing. Everyone can find something he or she likes. For instance, some people prefer to live somewhere in the country in a small, but cosy cottage or a large farmhouse. To my mind those people, who prefer this type of dwelling really adore nature: they want to wake up to songs of birds, to enjoy beautiful landscapes, to breath fresh air or in other words they want to have a calm and measured rhythm of life. Usually such people keep the poultry and the cattle. One of advantages living in such a house is that you have your own land where you can grow fruit and vegetables, make flowerbeds and plant beautiful flowers, lay out an orchard, etc. You can also build some outhouses like a green-house, a garage, a tool shed or an arbour. But the greatest disadvantage of living in a farmhouse or in a cottage, in my opinion, is that it takes much time to get to the nearest town, but if you have a car it isn't a problem for you. That's why I think over the possibility to live in a cottage when I retire.

There are also those who like semi-detached houses or, as the Americans call them, duplexes. I believe that such houses attract people because they are less expensive than mansions or bungalows for example and you have only one neighbour as opposed to block of flats. And as you have a neighbour you can always turn to him if you need something, though from time to time your neighbour can disturb you when he repairs his part of the house or listens to music too loudly. But in general I'm sure that it's quite nice to live in a semi-detached house.

Below I've mentioned such a type of housing as a block of flats. I consider that it's the cheapest type of dwelling in a town. Flats can be of different sizes: one-roomed, two-roomed, three-roomed, so one can choose a flat he/she likes. If you are going to live alone, you can prefer a studio to a large apartment. Besides among advantages of living in a block of flats some people name the fact that it takes less time to tidy up a flat than a house. But as any type of housing a flat has its disadvantages: your neighbours can make a lot of noise when they, for example, hammer or drill the wall, or when they organize a party. Sometimes you can depend on your neighbours – imagine such a situation: your neighbours' tap is dripping and they need it to be repaired, so they block the water supply not only in their own flat but also in yours and you have to wait for hours till you can do the washing-up or take a shower. It isn't convenient, but in spite of it the largest part of population in our country lives in blocks of flats. I also live in a flat and I can say that all these disadvantages don't bother me very much, and in general it's a good type of housing.
And the last type of dwelling I want to mention is a detached house. It has a lot of advantages: first of all your neighbours can never disturb you. But at the same time if you want to ask your neighbours for something or just to have a talk you can visit them. As you have some land around the house you can build outhouses; and if I lived in a detached house I would certainly build a garage, a summer house, maybe a padding pool and certainly I would arrange some flowerbeds as I adore flowers. 

In the end I'd like to add that there are many types of housing and all the people have the right to choose where to live.
MEALS AND COOKING

Living in Belarus one cannot but stick to a Belarusian diet. Keeping this diet for an Englishman is fatal. The Belarusians have meals four times a day and their cuisine is quite intricate.

Every person starts his or her day with breakfast. Poor Englishmen are sentenced to either a continental or an English breakfast. From the Belarusian point of view, when one has it continental it actually means that one has no breakfast at all, because it means drinking a cup of coffee and eating a bun. A month of continental breakfasts for some Belarusians would mean starving. The English breakfast is a bit better, as it consists of one or two fried eggs, grilled sausages, bacon, tomatoes and mushrooms. The English have tea with milk and toast with butter and marmalade. As a choice one may have corn flakes with milk and sugar or porridge.

In Belarus people may have anything for breakfast. Some good-humoured individuals even prefer soup but, of course, sandwiches and coffee are very popular. One can easily understand that in Great Britain by one o’clock people are very much ready for lunch. Lunch is the biggest meal of the day. That would be music for a Belarusian’s ears until he or she learns what lunch really consists of. It may be a meat or fish course with soft drinks followed by a sweet course.

The heart of a Belarusian person fills with joy when the hands of the clock approach three o’clock. His or her dinner includes three courses. A Belarusian will have a starter (salad, herring, cheese, etc.), soup, steaks, chops, or fish fillets with garnish, a lot of bread, of course, and something to drink. The more the better. At four or five the Belarusians may have a bite: waffles, cakes with juice, tea, cocoa, or something of the kind.

In Great Britain they have dinner at five or six. Soup may be served then, but one should not be misled by the word “soup”. British soup is just thin paste and a portion is three times smaller than in Belarus. A lot of British prefer to eat but “Fish and Chips” shops are very popular with their take-away food. The more sophisticated public goes to Chinese, Italian, seafood or other restaurants and experiments with shrimp, inedible vegetables and hot drinks.

Supper in Belarus means one more big meal at seven. The table groans with food again. In England it is just a small snack – a glass of milk with biscuits at ten.

Most Belarusians have never counted calories and they are deeply convinced that their food is healthy. Some housewives may admit that it takes some time to prepare all the stuff, including pickles, home-made preserves and traditional Belarusian draniki and pancakes. But they don’t seem to mind too much and boil, fry, roast, grill, broil, bake and make. Paraphrasing a famous proverb one can say: “What is a Belarusian man’s meat is a British man’s poison”.
SHOPPING
When we want to buy something we go to a shop. There are many kinds of shops in every town or city, but most of them have a food supermarket, a department store, men’s and women’s clothing stores, grocery, a bakery and a butchery. I study in the economic university, and maybe this has influenced my approach to shopping. I try to be rational and economical. I heard some rules of behaviour while shopping and since then I try to follow them. Here they are. First of all it is necessary to make a shopping list of what we need. Then we should calculate how much our purchases would cost and take this very sum of money with us. The third rule tells that we shouldn’t be hungry while shopping, a hungry person buys the things his or her stomach dictates to buy, not thinking about prices or rational nutrition. And we shouldn’t go shopping immediately after we have got our salary, when we feel impressed by a large sum of money and don’t think it’s for a long month to last, not for a short moment when we feel rich and almighty. 
I like to do my shopping at big department stores and supermarkets. They sell various goods under one roof and this is very convenient. A department store, for example, true to its name, is composed of many departments: ready-made clothes, fabrics, shoes, sports goods, toys, china and glass, electric appliances, cosmetics, linen, curtains, etc. You can buy everything you like there. Department stores usually occupy large buildings in expensive city centre or out-of-town shopping sites. The proliferation of supermarkets in the UK, for example, has led to problems with distribution of goods. There are thousands of lorries on the road every day, just to deliver fresh produce to the supermarkets. The government is concerned about this and is looking for a sustainable distribution policy.

 A supermarket must by definition have a minimum selling area of 186m2 and at least 3 check outs. They are often situated on the edge of a town by a main road or motorway and provide a large car park for customers. They are mostly self-service and sell a range of goods including groceries, clothing, electrical goods etc, however their main selling items are food and drink. A supermarket is organized into aisles and goods are displayed on shelves. Some supermarkets have counters where fresh produce is displayed, for example a cheese counter or meat or fish counter. Prices are generally low and there tends to be a large variety. One of the new concepts in supermarkets is the customer loyalty card and banking facilities. 

The best way to learn is to do. You can now go shopping in Belarus without leaving your desk. The latest craze to hit Belarus is online shopping, not just for books and CDs, but for the daily necessities too, food, clothing etc. In conclusion, I can’t but say that our shops are becoming more and more European-like. Their halls, shelves, adverts attract more customers. Long queues are little by little disappearing from our life and shopping gets some element of fun and entertainment.

SEASONS
 

It's universal truth that every season is beautiful in its own way. Isn't it wonderful to tramp down the country lanes on a frosty winter day. Everything is white with snow and it crunches under your feet. The rime sparkles on the branches and the icicles like precious diamonds hang from the roofs of the houses. It's a merry time for both children and grown ​ups. They can go skating and skiing, sledging and having a fight with snowballs or making a snowman. I suppose, it is very pleasant while the frost lasts, an unpleasant time comes when the thaw begins.

Cars and buses go along streets splashing the mud and slush on the passers-by. Everyone is grumbling and scolding the weather. But soon a warm wind blows up heavy grey clouds and the sun shines brightly in the cloudless azure sky. In a few months summer will come.

Summer is the most suitable season for holidays and vacations. People enjoy bright summer days if they are in the country or at the seaside. They go bathing and swimming, and fishing and boating. But it's unbearable to stay in town on such hot and glaring days. Everybody droops and shambles and tries to hide in the shade.

Then after a good rest autumn and harvest time comes. The corn has turned golden and the farmer will reap it and put it in his barn. The air is fresh and full of the autumn fragrance of ripe apples, plums and peaches and of course, coloured asters, chrysanthemums. But the weather is so changeable in autumn, people have to wear raincoats and umbrellas if they don't want to get wet through. The dead leaves cover the ground like a thick motley carpet, the roads are slippery and wet, there are lots of puddles in the streets and again everyone is looking forward to frosty winter days and much snow out-of-doors.

It's rather difficult to say what season is the best one, however dull and nasty or charming and marvelous the weather may be.

As for me, I always look forward to summer. I am never tired of its long sunny days, warm rains with thunderstorms and hail, the buzz of mosquitoes and midges. I like to spend my summer holidays at the seaside.

In my childhood I used to enjoy playing on the beach, making castles and forts in the sands. When one becomes older one begins to notice the murmur of the sea and it's so beautiful to look at the moon's way on the water in the darkness. The air is fresh and it's easy to breathe. I like to lie in the sun getting as brown, paddle in the water or get splashed by the waves. But it's not every year that you can go to the seaside. Sometimes I spend my holidays in the country. Most of my time I spend in the woods gathering strawberries and flowers or at the river bathing and swimming in it. I like to walk in the rain or just sit indoors watching the raindrops falling down from the green leaves and blades of the grass onto the ground. When summer is over, I always feel sorry, because it was too short and was too quick to pass.
ECOLOGY
We live on a very beautiful planet – on the Earth. Our planet has very rich resources: the bright blue of the sky, fresh, crystal-clear mountain lake water, the rich green of the mountains slopes, wild flowers, picturesque views – all these sceneries of nature fill us with admiration. That’s why those who live in cities prefer spending their days off and their holidays far from the noise of the city, to be closer to nature. Perhaps they like to breathe fresh air or to swim in clear water because the ecology is not so poor as in the cities.
 Ecology is the study of the ways in which organisms (plants and animals) depend upon each other and upon their surroundings. Pollution is one of the most burning problems of nowadays. Now millions of chimneys, cars, buses, trucks all over the world exhaust fumes and harmful substances into the atmosphere. These poisoned substances pollute everything: air, land, water, birds and animals, people. So, it is usually hard to breathe in the large cities where there are lots of plants. Everything there is covered with soot and dirt. Water pollution is very serious, too. Ugly rivers of dirty water polluted with factory waste, poisoned fish are all-round us. And polluted air and poisoned water lead to the end of the civilization. So, we see that our environment offers an abundance of subject matter for discussion. The problems and prospects of the blue planet interest not only scientists and futurologists, but also politicians, industry, the public – and above all, young people! There is hardly a young person who is not concerned with the preservation of our natural habitat. To recognize environmental problems and master them, to reduce and avoid environmental pollution, to discover and develop ecologically sound technologies – these are the essential building blocks for our future. 

Nowadays there are many different pressure and interests groups in Britain, which try to find solutions to the problems of pollution at the national and international level. So they are groups of people with a common interest in trying to draw the public attention to environment problems, to influence the government decisions. Greenpeace is a very famous pressure group. It started functioning in 1971. Its headquarters are in Amsterdam, but it operates in 25 countries worldwide. The aim of Greenpeace is to protect wildlife of toxic wastes and nuclear tests. “Friends of the Earth” (FoE) is one of the British pressure groups with an international reputation. Its general aim is to conserve the planet’s resources and reduce pollution. FoE was established in 1971 and now it operates in 44 countries worldwide. It campaigns among other things, for recycling and renewable energy, and the destruction of wildlife and habitat. 

But not only great groups can influence the problem of pollution. There is no escape from this ecological crisis without organizing a single body dealing with the environmental problems, developing and carrying out a nationwide program of environmental protection and co-operating with international schemes.

ECONOMICS
Economics is the study of how people choose to use resources. Resources include the time and talent people have available, the land, buildings, equipment, and other tools on hand, and the knowledge of how to combine them to create useful products and services. Important choices involve how much time to devote to work, to school, and to leisure, how many dollars to spend and how many to save, how to combine resources to produce goods and services, and how to vote and shape the level of taxes and the role of government.

Often, people appear to use their resources to improve their well-being. Well-being includes the satisfaction people gain from the products and services they choose to consume, from their time spent in leisure and with family and community as well as in jobs, and the security and services provided by effective governments. Sometimes, however, people appear to use their resources in ways that don't improve their well-being.

In short, economics includes the study of labor, land, and investments, of money, income, and production, and of taxes and government expenditures. Economists seek to measure well-being, to learn how well-being may increase over time, and to evaluate the well-being of the rich and the poor. The most famous book in economics is the Inquiry into the Nature and Causes of The Wealth of Nations  written by Adam Smith, and published in 1776 in Scotland.

Although the behavior of individuals is important, economics also addresses the collective behavior of businesses and industries, governments and countries, and the globe as a whole. 
There are two branches of economics. Microeconomics starts by thinking about how individuals make decisions. The major goals are:

· Efficiency

· Equity 

· Freedom

Macroeconomics investigates how scarce resources are allocated within the economy as a whole or within an entire industry. Scarcity implies that every decision involves opportunity costs. Opportunity costs exist in all situations where available resources are not abundant enough to satisfy all our desires. Scarcity forces us to choose. This idea is reflected in the following definition of economics: economics is the study of how people, individually or collectively, allocate their limited resources to try and satisfy their unlimited wants. The goals of macro policy include: 

· High employment 

· Price stability

· Economic growth

The two points of view are essential in understanding most economic phenomena.
In order to produce anything, we need resources, or factors of production.

Factors of production are the inputs – land, labour, and capital (buildings and machinery) – we use to produce final goods and services (output). From an economist’s standpoint, resources refer to anything that can be used to produce products, that is, either goods or services. Land and capital are referred to as material resources. Labour and entrepreneurship are referred to as human resources. These are resources for the economy as a whole.

Although all economies rely on the same basic factors of production, not all are blessed with the same quantity and quality of resources. Besides each economic system reflects the country’s history, traditions, aspiration, and politics. What works for one culture might not work as well for another, and vice versa.
COMMUNICATION IN BUSINESS

Effective Communication is significant for managers in the organizations so as to perform the basic functions of management: planning, organizing, leading and controlling. Communication helps managers to perform their jobs and responsibilities. Communication serves as a foundation for planning. All the essential information must be communicated to the managers who in-turn must communicate the plans so as to implement them. Organizing also requires effective communication with others about their job task. Similarly leaders as managers must communicate effectively with their subordinates so as to achieve the team goals. Controlling is not possible without written and oral communication.

Managers devote a great part of their time in communication. They generally devote approximately 6 hours per day in communicating. They spend great time on face to face or telephonic communication with their superiors, subordinates, colleagues, customers or suppliers. Managers also use Written Communication in form of letters, reports or memos wherever oral communication is not feasible.

Thus, we can say that “effective communication is a building block of successful organizations”. In other words, communication acts as organizational blood. The importance of communication in an organization can be summarized as follows:

Communication promotes motivation by informing and clarifying the employees about the task to be done, the manner they are performing the task, and how to improve their performance.  

Communication also plays a crucial role in altering individual’s attitudes: a well informed individual will have better attitude than a less-informed individual. Organizational magazines, journals, meetings and various other forms of oral and written communication help in molding employee’s attitudes. 

Communication also helps in socializing. In today’s life the only presence of another individual fosters communication. 

As discussed earlier, communication also assists in controlling process. It helps controlling organizational member’s behavior in various ways. There are various levels of hierarchy and certain principles and guidelines that employees must follow in an organization. They must comply with organizational policies, perform their job role efficiently and communicate any work problem and grievance to their superiors. Thus, communication helps in controlling function of management. 

An effective and efficient communication system requires managerial proficiency in delivering and receiving messages. A manager must discover various barriers to communication, analyze the reasons for their occurrence and take preventive steps to avoid those barriers. Thus, the primary responsibility of a manager is to develop and maintain an effective communication system in the organization.
CAREERS IN BUSINESS
Taking a look at the jobs in the business sector, we notice a common theme: money. The people in this list of occupations study us to determine how we like to spend our money, and advise us on the various ways we should invest and save our money. In the next few years, the Bureau of Labor Statistics (BLS) foresees close to 3.8 million openings in this field for sales reps, accountants, financial analysts, advisors, and more. So, let’s check out a complete list of the Best Business Jobs.
Market Research Analyst. Every company wants to boost sales, but without in-depth knowledge about market demands and preferences, the task could become considerably harder. Market research analysts analyze data to figure out what products are in demand, who wants them, and what consumers are willing to pay for them. Different methodologies are used to collect information, including surveys, questionnaires, and/or opinion polls. 
Financial Advisor. Financial advisors do what many people don’t like doing for themselves: figure out how to manage their money. By meeting with clients and then helping them determine budgeting plans, investing decisions, insurance needs, and other financial to-dos, they get them on track to meet their money goals, as well as more personal ones such as buying a home or retiring. 
Accountant. This is a left-brain profession that requires attention to detail, as well as a passion for numbers and their practical application. There are several types of accountant. Public accountants perform auditing, tax preparation, and consulting for corporations, nonprofits, and individuals. Forensic accountants investigate white-collar crimes like embezzlement and securities fraud. Management accountants record and analyze financial information within a specific company. Government accountants – at the federal, state, or local level – maintain records of government agencies and audit private businesses or individuals whose activities fall under government regulation or taxation.

Compliance Officer. Compliance officers are the performance auditors who make sure businesses and other organizations are properly following the growing maze of laws, regulations, permits, and licensing requirements. They may work for the organizations that they're reviewing, or for external agencies or companies contracted to do compliance work. And they're needed in a broad range of industries and in agencies at all levels of government. Because of the diversity of employer types and needs, compliance officers often require extensive specialized education and training. For example, environment compliance officers may require substantial scientific knowledge and perform sophisticated tests to measure environmental impacts of airborne and waterborne chemical releases.

Financial Manager. Financial managers are good with money – they have to be, because they're charged with overseeing the finances of major companies, agencies, and everything in between. Along with their teams, they produce financial reports, cash-flow statements, profit projections, and a variety of other analysis related to tracking money. To comply with various laws and regulations, their work must be meticulous and timely. 
Insurance Agent. Prospects for insurance agents are closely tied to the growth rate of the broader economy, so the slow but steady recovery from the recession is providing improved job opportunities and stability. The major consumer products sold by agents are auto, health, home, and life insurance. Commercial insurance agents sell primarily to businesses: property damage and liability policies, employee and executive coverage, and product liability. 
Management Analyst. Management analysts or consultants are typically hired to come up with ways to improve an organization's efficiency and often to boost profits. Management analysts collect and analyze data about how a company works, and then recommend changes that will decrease costs or boost revenue. Consultants often present their suggestions as a written report and oral presentation, which can help when it comes to implementing their suggestions at the company.
Marketing Manager. You've probably seen a TV commercial or print advertisement that has made you want to buy a new gadget or try a new product. Somewhere behind that advertising campaign is a marketing manager aiming to convince you to buy the company's latest product. Long before that advertisement interrupted your favorite TV show, a marketing manager set up a focus group to observe how and why people use the products, and tested out whether various features of the product made people more likely to want to buy it. Sometimes marketing managers even tweak new items to make them a better fit with specific groups of customers, and develop pricing strategies that help the company maximize profits without alienating customers. In addition to traditional advertising campaigns, marketing managers increasingly need to connect with customers on Facebook and Twitter and generate buzz through Internet marketing campaigns. When the job is done well, the customer will feel like this new product is relevant to his or her life.
Executive Assistant. Executive assistants often start out as administrative assistants – performing office maintenance work – then graduate to juggling tasks for the higher-ups. Shows like Mad Men frame executive assistants as nothing more than office maids, but a lot has changed over the last 50 years. While the responsibilities still include the basics, such as managing the boss's calendar, coordinating meetings, and taking messages, executive assistants are also tasked with providing high-level administrative support for the company and its top executives. Now, an executive assistant's role may include analyzing incoming documents, preparing research reports, and sometimes supervising other clerical staff members. As such, the assistant functions as an integral part of the office.

FINANCE AND ACCOUNTING
Accounting is the system a business uses to measure its financial performance by recording and classifying sales, purchases, and other transactions. Accounting also provides ways to present this information that make it possible to evaluate a company’s past performance, present condition, and future prospects.

Accounting is important to business for two reasons: it helps managers plan and control a company’s operations, and it helps outsiders evaluate the business. Because these two audiences use accounting information in different ways, accounting has two distinct facets. Financial accounting is concerned with preparing information for the outside world; management accounting is concerned with preparing information for internal use.

The financial system is the collection of markets, institutions, laws, regulations, and techniques through which bonds, stocks, and other securities are traded, interest rates are determined, financial services are produced and delivered around the world. The financial system is an integral part of the economic system and cannot be viewed in isolation from it. Its primary task is to move scarce loanable funds from those who save to those who borrow for consumption and investment. By making funds available for lending and borrowing (credit) the financial system provides the means whereby modern economies grow and increase the standard of living of their citizens. Most of the credit goes to purchase machinery and equipment, to construct new highways, factories, and schools, and to stock the shelves of businesses with goods.

Nearly all financial transactions between buyers and sellers involve the creation or destruction of a special kind of asset – a financial asset. An asset is something that provides its owner with expected future benefits. There are two types of assets: real assets and financial assets. Real assets are assets such as houses or machinery whose services provide direct benefits to their owners, either now or in future. Financial assets are assets, such as stocks or bonds, whose benefit to the owner depends on the issuer of the asset meeting certain obligations. These obligations are called financial liabilities. 

The financial liability created by a financial asset can be either an equity liability or a debt liability. An equity liability, such as a stock, usually conveys a general right to dividends, but only if the company’s board of directors decides to pay them. A debt liability conveys no ownership right. It’s a type of loan. An example of a debt liability is a bond that a firm issues. 
COMMERCE
Commerce is concerned with the distribution of commodities of all kinds – raw materials, foodstuffs, manufactured goods. Under modern conditions the business of distribution has become as complex as production. 

The four branches of commerce are all concerned with buying and selling of goods, and so comprise different kinds of trade. The basic commercial activity, therefore, is trader but commerce embraces much more than trade. Certain other services are necessary to the carrying on of trade. The first, of these is transport. Goods produced at the end of the producer are passed to the consumer with the help of transport facilities. The goods are transported from the place of low demand to the place of greater demand. Transport helps in the creation of place utility for the products. The growth of commerce largely vests on proper modes of transport like road, rail, sea and air. Transport is vital to trade, and so it forms an important branch of commerce. 
It is not possible on part of the producers to make direct contact with the consumers which are millions in numbers. A chain of middlemen like wholesalers, retailers, brokers and other agents help in the process of distribution of goods. The hindrances of persons are being removed with the help of different middlemen.
Since the consumers are scattered over distant places, they may not be aware of the availability of goods. Absence of knowledge of product puts a lot of hindrances on purchase of goods and this hindrance of knowledge is removed by advertisement and publicity.
The production of goods takes place in the anticipation of demand and goods are produced during the period of less demand. There is a growing need to store the goods in a warehouse so that those can be utilized during the period of more demand. The facility of warehouse removes the hindrances of time. The need for warehouse is greater in foreign trade because there is more time gap between production and consumption.
The buyers and sellers are intimated through various communicating agencies. The producer intimate the buyer about the production of goods, and the buyer sends orders for supply of goods. The post office, telephone, and fax helps in communication between the producer and consumers.
There are also two financial services which are important ancillaries to commerce: banking and insurance. Banks assist commerce by providing businessmen with convenient means of payment for both internal and international transactions. They also help merchants and others to finance the holding of stocks. Insurance relieves those engaged in all kinds of business of many of the risks associated with the movement and holding of stocks of goods. Sales are often stimulated by advertising. The expansion of trade owes a great deal to the development of efficient banking, insurance and advertising facilities. These, then, are all important commercial occupations.
The four kinds of trade, together with transport, banking, insurance and advertising, form the main divisions of commerce.

ADVERTISING
Advertising permeates almost all facets of modern life. Whenever we scan a newspaper, look at a magazine, listen to the radio, watch a TV program, open our mail, or walk down a city street, the chances are that we will be exposed to commercial messages. It is virtually impossible for anyone to escape contact with some of advertising.

The range of advice furnished us by advertisers is almost unlimited. Consider for a moment the ways in which advertisers tell people how to live. Commercial messages tell us:
· What to eat

· What to wear

· How to care for our bodies

· Where to shop

· What to drive

· Where to take our vacations and how to get there

· Where to put our money

· How to provide for our retirement and even where to be buried

Advertising is very important to society. It pays for a large part of our recreation and entertainment, lowers the cost of our newspapers and magazines, enables us to view free TV shows, and probably encourages most of us to work harder to buy things we didn’t know we needed until they were advertised. Advertising is controversial. It is criticized extensively.

Advertising is also important to the communication goals of a company. As the old saying goes, “Doing business without advertising is like winking at someone in the dark. You know what you are doing, but nobody else does”. However, in the marketing of most products advertising does not constitute the entire promotional program, but is simply part of the overall effort to sell the product. It is important, then, for marketing management to decide the specific role advertising should pay. 

A company often uses advertising to make buyers aware of a product and receptive to a detailed face-to-face presentation of it. Even in the case of many convenience goods, advertising must be supplemented by point of sale displays and other sales promotion devices. 
MANAGEMENT
There are those who firmly believe that management is a science. Early proponents of scientific management boasted that their approach replaced subjectivity, intuition, and seat-of-the-pants management with objectivity and scientific methodology. 

Those who practice management on a daily basis often claim that management is an art. Advocates of this position contend that good management is based on common sense and intuitive “gut” feelings. 

Both sides present convincing arguments. Managers can learn from both scientists and artists. In regard to the day-to-day practice of management, each extreme has its shortcomings. Visionaries may lose touch with practical considerations while pursuing ideals; technicians may become so preoccupied with detail and methodology that they fail to put things in the proper perspective. Recognizing that the practice of management is both an art and a science, the successful manager strikes a workable balance by relying on subjective feelings or on objective scientific techniques and data as the situation warrants. 

Here is a brief overview of eight managerial functions which describe what managers do.

· Planning – is the formulation of future courses of action. Plans and the objectives on which they are based give purpose and direction to the organization, its subunits, and contributing individuals.
· Decision making. Managers choose among alternative courses of action when they make decisions.

· Organizing. Structural considerations such as the chain of command, division of labour, and assignment of responsibility are part of the organizing function. Careful organizing helps ensure the efficient use of human resources.

· Staffing – is recruiting, training, and developing people who can contribute to the organized effort.

· Communicating. Today’s managers are responsible for communicating to their employees the technical knowledge, instructions, rules and information required to get the job done.

· Motivating. An important aspect of management today is motivating individuals to pursue collective objectives by satisfying needs and meeting expectations with meaningful work and valued rewards.

· Leading. Managers become inspiring leaders by serving as role models and adapting their management style to the demands of the situation.

· Controlling. When managers compare desired results and take the necessary corrective action, they are keeping things on track through the control function.
MARKETING
Marketing has been considered as a human exchange process to satisfy needs and wants. With this in mind, we can think of a market as people or organizations that have wants and needs and that have the ability and willingness to exchange something of value for them. The most basic scheme classifies markets into two broad types: the consumer market and the industrial market. Consumers alone or as part of a family or household, buy products and services for their own use. The industrial market buys products and services primarily to use in running business, or to resell, or to produce further goods and services.

Markets bring together buyers and sellers of goods and services. In some cases, such as local fruit stall, buyers and sellers meet physically. In other cases, such as the stock market, business can be transacted over the telephone, almost by remote control. 

A market is a shorthand expression for the process by which households’ decisions about consumption of alternative goods, firms’ decisions about what and how to produce, and workers’ decisions about how much and for whom to work are all reconciled by adjustment of prices. 

Prices of goods and resources, such as labour, machinery and land, adjust to ensure that scarce resources are used to produce those goods and services that society demands.

There are many possible ways to satisfy the needs of target customers. A product can have many different features and quality levels. Service can be adjusted. The package can be of various sizes, colours, or materials. The brand name and warranty can be changed. Various advertising media – newspapers, magazines, radio, television, billboards – may be used. A company’s own sales force or other sales specialists can be used. Different prices can be charged. Price discounts may be given, and so on.

It is useful to reduce all the variables in the marketing mix to four basic ones: Product, Price, Promotion, Place.

Product area is concerned with developing the “right” product for the target market. This offering may involve a physical good, a service, or a blend of both. Merchandise generally similar in appearance, that is, in style or design, but varying in such elements as size, price, and quality is collectively known as a product line. Product lines must be intimately correlated with consumer needs and wants.

Price. The two basic components that affect product pricing are costs of manufacture and competition in selling. 

Promotion is concerned with telling the target market about the “right” product. Promotion includes personal selling, mass selling, and sales promotion. It is the marketing manager’s job to blend these methods. 

Personal selling involves direct communication between sellers and potential customers. Personal selling usually happens face-to-face, but sometimes the communication occurs over the telephone.

Mass selling is communicating with large numbers of customers at the same time. The main form of mass selling is advertising – any paid form of nonpersonal presentation of ideas, goods, or services by an identified sponsor. Publicity – any unpaid form of nonpersonal presentation of ideas, goods, or services – is another important form of mass selling.

Sales promotion refers to those promotion activities – other than advertising, publicity, and personal selling – that stimulate interest, trial, or purchase by final customers or others in the channel. This can involve use of coupons, point-of-purchase materials, samples, signs, catalogues, novelties, and circulars. Sales promotion specialists work with the personal selling and mass selling people.

Place is considered with all the decisions involved in getting the “right” product to the target market’s place. A product isn’t much good to a customer if it isn’t available when and where it’s wanted. A product reaches customers through a channel of distribution. A channel of distribution is any series of firms (or individuals) from producer to final user or consumer.
TYPES OF COMPANIES
The three most common forms of business ownership are sole proprietorship, partnership and corporation. Each form of ownership has a characteristic internal structure, legal status, size, and field to which it is best suited. Each has key advantages and disadvantages and offers employees a distinctive working environment with its own risks and rewards.

Sole proprietorship. A sole proprietorship is a business owned and managed by one individual. That person may receive help from others in operating the business but is the only boss. Typically the sole proprietor owns a small service or retail operation, such as a hardware store, bakery, or a restaurant. The sole proprietor is usually an active manager, working in the shop every day. He or she controls the operations, supervises the employees, and makes the decisions.

Advantages of sole proprietorship. One is ease of establishment. A second advantage is independence. As a sole proprietor, you have the satisfaction of working for yourself. You can make your own decisions – what hours to work, whom to hire, what prices to charge, whether to expand, and whether to shut down. You can see directly the results of your own efforts and keep all the profits.

Secrecy is another benefit of sole proprietorship. Sole proprietorships present tax advantages, because proprietors pay taxes only on the personal income they earn from their businesses.

Disadvantages of sole proprietorships. Not only is an individual likely to have less capital than a group of individuals, but banks are also less willing to lend money to individuals that to large corporations; and lending institutions charge higher interest rates to smaller companies, too. The sole proprietor’s independence may be a negative as well as positive feature – the prosperity of the business depends largely on the talents and managerial skills of one person. Another major disadvantage is the proprietor’s unlimited liability. Any damage or debt that can be attributed to the business can also be attached to the owner. A final disadvantage is that proprietorships have a limited life. Owners who want to make sure their businesses grow and continue without them must form a partnership or corporation or merge with a larger business.

A partnership is a legal association of two or more persons as co-owners of a business for profit. Partnership range from small, two-person operations to international businesses with hundreds of employees. They are formed for many purposes such as sharing in the ownership of property, making contracts, and operating businesses.

Advantages of partnerships. Partnerships are easy to form, provide tax advantages, and have greater profit potential. Moreover, partnerships generally have a high credit rating since the typical partnership has several owners.

Disadvantages of partnerships. A fundamental drawback of the partnership arrangement is the unlimited liability of the active partners. Another disadvantage of partnerships is the potential for interpersonal problems. No two people see things exactly the same way, and conflict among partners may hurt the company. One more disadvantage is the management problem inherent in partnerships.  

A corporation is legally chartered enterprise with most legal rights of a person, including the right to conduct business, to own and sell property, to borrow money, and to sue or be sued. A corporation has five important characteristics:

* it is an artificial person with specific legal standing

* it has an unlimited life span

* it is empowered by the state to carry on a specific line of business

* it is owned by shareholders

* its shareholders are usually liable for damages only to the extent of their holdings.

Advantages of corporations. No other form of business ownership can match the success of the corporation in bringing together money, resources, and talent; in accumulating assets; and in creating wealth. Another important advantage is liquidity, meaning that an investment in a publicly held corporation can easily be converted into cash through trade on the open market.

Disadvantages of corporations. Publicly owned companies are required by the government to follow certain rules and to publish information about their finances and operations. Some large corporations claim that they are taxed too heavily and that society would benefit if companies could retain more of their earnings for reinvestment.

TYPES OF PRODUCTION
There are several different methods of handling the conversion or production process – job, batch and flow. The various methods of production are not associated with a particular volume of production. Similarly, several methods may be used at different stages of the overall production process. 

With job production, the complete task is handled by a single worker or group of workers. Jobs can be small-scale / low technology as well as complex / high technology. 

Low technology jobs: here the organization of production is extremely simple, with the required skills and equipment easily obtainable. This method enables customer's specific requirements to be included, often as the job progresses. Examples include: hairdressers; tailoring. 

High technology jobs involve much greater complexity – and therefore present greater management challenge. The important ingredient in high-technology job production is project management, or project control. The essential features of good project control for a job are: clear definitions of objectives – how should the job progress (milestones, dates, stages); decision-making process – how are decisions taking about the needs of each process in the job, labour and other resources. Examples of high technology / complex jobs: film production; large construction projects (e.g. the Millennium Dome). 

The advantage of using job production method is that, the product usually will be high quality, producer usually meets the costumer needs and greater job satisfaction. The disadvantages of using this job production method is that, making the product itself will cost a lot, this production requires investment in skills and training. 
As businesses grow and production volumes increase, it is not unusual to see the production process organized so that "Batch methods" can be used.

Batch methods require that the work for any task is divided into parts or operations. Each operation is completed through the whole batch before the next operation is performed. By using the batch method, it is possible to achieve specialization of labour. Capital expenditure can also be kept lower although careful planning is required to ensure that production equipment is not idle. The main aims of the batch method are, therefore, to concentrate skills (specialization), achieve high equipment utilization. This technique is probably the most commonly used method for organizing manufacture. A good example is the production of electronic instruments.
Batch methods are not without their problems. There is a high probability of poor work flow, particularly if the batches are not of the optimal size or if there is a significant difference in productivity by each operation in the process. 

The advantage of this production method is for a business that produce a range of different products. This method is really cheap to produce each time product in one go, due to the machines can be used more effectively. Another advantage of this method is that the workers will be able to concentrate and focus on one specific job or skills they are capable of working at. However, the disadvantage of this method is that it really requires a proper planning to decide what batch of workers will be produced when and what. When the batch is produced it is very difficult to change, as it will take up time to switching to another batch and mean a loss of output. 

 Flow methods are similar to batch methods – except that the problem of rest / idle production / batch queuing is eliminated.

Flow has been defined as a "method of production organization where the task is worked on continuously or where the processing of material is continuous and progressive." The aims of flow methods are: improved work and material flow, reduced need for labour skills, added value / completed work faster.
Flow methods mean that as work on a task at a particular stage is complete, it must be passed directly to the next stage for processing without waiting for the remaining tasks in the "batch". When it arrives at the next stage, work must start immediately on the next process. In order for the flow to be smooth, the times that each task requires on each stage must be of equal length and there should be no movement off the flow production line. In theory, therefore, any fault or error at a particular stage.

The advantage of this method is that high products can roll off in an assembly line at a very low cost, as the production can continue over night and the production will go for 24 hours which benefits from economies of scale. Therefore, the production price should be lower. On the other hand, the disadvantage is that all the products will be exactly the same or similar. As for the workers they will be feeling bored due to lest amount of work they have to do and keeping the workers motivated is one of the main things to have a successful business. 

TOURISM

Tourism is travelling for pleasure or to enjoy yourself away from the place you live. People do this for many different reasons – to have fun, visit other countries and learn about other cultures or just relax from stressful working life. Tourists go to various destinations – countries with great landmarks, places with lovely beaches or simply areas of wilderness and untouched nature.

In the last few decades tourism has grown very much, mostly because people’s lifestyles have changed. They don’t want to stay at home any more. They spend more money on travelling than previous generations did. Travelling has also become cheaper and more affordable. The rise of budget airlines has made it possible to afford trips to faraway countries.

People have been travelling for pleasure since ancient times. In ancient Egypt, religious festivals attracted people from the whole Nile Valley. Ancient Greeks travelled regularly to the site of their gods. Romans travelled to Greece, Sicily and other places in the empire. Wealthy Romans had second homes near the sea where they spent the summer.
During Renaissance educated Europeans embarked on what was called the Grand Tour, a trip to several European countries to enjoy art and architecture and get educated.

In the 19th century the invention of the steam engine made it possible for people to travel by boat and train. Regular passenger services from Europe to America started in the 20th century. The invention of the automobile made it possible to travel larger distances by car.

In the 1960s going on holidays by plane became affordable for many. Jumbo jets of the early 1970s were capable of carrying over 400 passengers and reducing costs of travelling to other continents even further.

Tourism is a worldwide industry. In many countries it is the most important largest source of income. Global tourism is growing at a rate of 4% a year.

The tourist industry provides jobs and brings a country foreign currencies. Many groups profit from tourism: travel agencies, store owners, airports and airlines, hotels, restaurants, etc.

However, mass tourism, can also lead to environmental problems. It can pollute beaches or create noise in otherwise quiet regions. Popular tourists attractions must be controlled by authorities.

In the past years there has been a trend towards shorter holiday breaks during the year. People like to take a few days off travel. The internet has changed the way people organize their holidays. Booking plane tickets online is easy and prices are often lower than with travel agents.

International tourism has suffered many drawbacks, like 9/11 attacks, which made security at airports stricter and travelling more difficult. The tsunami that hit Southeast Asia in 2004 killed over 250,000 people including thousands of tourists.

REGULATION, RESEARCH AND DEVELOPMENT IN TOURISM
The roles of government are vital to tourism. Governments set the policy of their country, state, or locality towards tourism. They perform the research and analysis that result in statistics on the tourist industry. They are often involved in the development of tourism in their areas. Governments are engaged in promoting a flow of tourism. Travel is made easier when there are no visa requirements and when the entry formalities are simple. Any country can discourage incoming tourism by not providing accommodations and catering services or by restricting the length of time a traveler can stay in that country. 

Research involves travel statistics, tourist expenditures, and the purpose of the trip or the tourist’s reactions to his vacation. Much of the purpose of research simply involves business, pleasure, visiting friends or relatives, health. Deeper research tries to find out why tourists visited a particular resort and what their reactions were.

Most governments now try to regulate the location and density of new developments by spreading the economic benefits more widely. Where government investment in tourism is not direct, there must be an indirect investment in the form of building or improving the infrastructure. The infrastructure consists of roads, electricity, telephone service, airports and water supply. The facilities that are based on the infrastructure are often called the superstructure.

Before a government undertakes tourist development, it usually attempts to determine the market potential – the number or percentage of travelers it can hope to attract. 

The research is followed by the actual planning and development that include improvement of the infrastructure, financial arrangements, and construction of the superstructure.
TYPES OF TOURISM
The type of tourism depends on the reason for travel. Travel can be to destinations that are domestic or international. Domestic tourism involves residents travelling only within their country. Inbound and outbound tourism both describe types of international tourism. Inbound tourism involves non-residents travelling within a country. Outbound tourism involves residents travelling within another country. There are also many other types of tourism that fall under a “niche” or specialty travel category. This category of travel has evolved in recent years, and describes the various reasons why people travel for recreation, business or leisure.

Leisure tourism is also called pleasure tourism or holiday tourism. It is a type of tourism when a person goes on holiday and does not travel on business. Thus, the purpose of tourism in this case is recreation. Leisure travelers look for sun, sea and sand. Other ways to travel for pleasure are cruising and coaching, motoring and hiking.

Sports tourism is a type of active holiday. The purpose of a sporting tour is to exercise and to keep physically fit. At the same time travelers enjoy natural surroundings, fresh air and clean water. Travelers combine action and relaxation during a sporting holiday. Tourist companies offer hiking, cycling, boating, rafting and other kinds of sporting tours. Within sports tourism there is water tourism, mountain tourism, mountaineering, downhill skiing, horse riding and many more types.

Business tourism is a travel for business purposes. Business travelers are businessmen and government officials. They often travel to attend a convention. Convention tourism is a part of business tourism. It involves taking part in a conference or a seminar. Business travelers often travel to attend an international exhibition or a trade fair.

Incentive tourism means that a business company offers holiday tours to its employees and covers all travel expenses. The company does it as a reward or a bonus to a person for his successful work and as an incentive for the future. The company hopes that the employee will work even better in future and bring profit to the company.

Familiarization tourism is often called just FAM tourism. It means that a business company sends its staff on educational tours to its branches or other business companies in other cities and countries. The main purpose of travel clerks on a FAM tour is to get necessary knowledge from personal experience. When the travel clerks return home, they will know what to offer and what to explain to their customers about the destination. Some experts say that FAM tourism is a part of incentive tourism. On the one hand, such a tour is an incentive to the travel agency staff selling holidays. On the other, it is a benefit to the tour operator which arranges them.
TOURISM AND TRANSPORTATION
Transportation is a vital aspect in the total tourist industry. A very large percentage of domestic tourism now takes advantage of the automobile for transportation. In Europe, where the distance from one national board to another may be very short, automobiles are also used extensively for international journeys.

For long-distance travel, the airplane has replaced the railroad and the ship as the principal carrier. The airplane has become so commonplace that we often fail to realize what a recent development in transportation it really is!

The railroads have suffered on short-distance routes as well as on long-distance routes. Motor buses, or coaches as they are called in England, have replaced railroad passenger service on many local routes.

Ships still play an important part in tourism for the purpose of cruising. The cruise ship acts as the hotel for the passengers as well as their means of transportation. 

The airlines are now very prominent in the tourist industry and it is important to remember that there are two kinds of airline operations, scheduled and nonscheduled.

A scheduled airline operates on fixed routes at fixed times according to a timetable that is available to the public.

A nonscheduled airline operates on routes and at times when there is a demand for the service. The nonscheduled airline is a charter operation that rents its aircraft. The competition between the two has been very intense.

As seating capacity increased with the introduction of newer, larger and faster planes, the airlines were able to offer a percentage of their seats for sale through travel agents or tour operators. The greatest growth in tourism began with the introduction of ITX fares.

IT stands for inclusive tour, a travel package that offers both transportation and accommodations, and often entertainment as well. ITX stands for tour-basing fares. They are offered by scheduled airlines to travel agents or tour operators who sell the package to the general public. Still another important abbreviation in tourism is CIT, charter inclusive tour, one that uses a charter plane for transportation.

All transportation is subject to regulation by government, but the airlines are among the most completely regulated of all carriers. The routes they can fly, the number of flights and many other matters are controlled by means of bilateral agreements between different countries in the case of international airlines.
WORKING IN TOURISM
The range of jobs in tourism is very wide, from unskilled, like a dish washer in a restaurant, to semi-skilled, like a waiter or a chambermaid, to skilled, like a travel agent or a tour operator. In addition, tourism generates many jobs that are not usually considered to be within the industry itself – jobs in construction, manufacturing, and merchandising.

A majority of the jobs in tourism have one common feature: contact with the public. Anyone who has chosen a career in tourism should enjoy working with people and be tolerant.

In many jobs in which it is necessary to deal with the public, language skill is necessary or desirable, e.g. travel agency employees, ticket and reservations agents, airline flights personnel, front-desk employees in hotels, tour conductors or guides, waiters, barmen. 

The tourist industry differs from many others as it employs more women than other kinds of business. Women are found at all levels. Many successful travel agents are women who have established independent enterprises after gaining experience elsewhere in the industry. One of the most important aspects of the job of the travel agent is keeping informed of the highly complex pricing policies of airlines and the resort hotels. The agent must keep up with other developments in the industry – new resorts, changing travel regulations, new services. 

The people who write about travel are also important in the tourist industry. Some of them work full-time for magazines or newspapers. Others are free-lancers: they work for themselves and sell their articles to any publication that is interested in them.

The tour operators work much more within the framework of ordinary corporate practice than the small retail agencies do. Some companies employ people in nearly all phases of tourism. They employ a large staff to work on advertising and publicity. Some of the jobs are related to promotion, others are involved with research, and others are concerned with planning and development of existing facilities.

Consulting firms also play a part in the tourist industry. Consultants are called in to give advice to government tourist bureaus or private developers.

The most distinctive and difficult job in the entire industry belongs to the tour guide or conductor. The term guide is used for one in charge of local sightseeing and conductor is the one accompanying a group throughout its travels and making all the arrangements for the group. The sightseeing guide must be familiar with the points of interest that he is showing to the visitors. He usually gives a prepared talk that describes the points of interest, but he must also be prepared to answer a lot of questions.

Another distinctive job in tourism is a social director. Many resort hotels and nearly all cruise ships employ a person who is in charge of the activities that are supposed to entertain and amuse the customers. In addition to social directors, resorts employ people to supervise activities in which the resorts specialize – golf and tennis pros, or swimming, skiing and scuba diving instructors.

Tourism is an industry that is still growing rapidly. It provides people with a variety of occupations that require different kinds of skills. No matter what aspect of the industry one may work in, the final result of the effort should be a satisfied customer who remembers his trip and his holiday with pleasure. 
THE STRUCTURE OF HOTEL INDUSTRY
The Hotel Proprietor’s Act provides a clear definition of a hotel: an establishment held out by the proprietor as offering food, drink and sleeping accommodation to any traveler willing to pay a reasonable sum for the services and facilities provided.

As a consequence, while there are other types of establishments which also provide accommodation services (hospitals, university hostels) they do not come under the definition of hotels because they do not cater for the specific needs of travellers.

Hotels can be classified into different types according to their target market, size, location, facilities or ownership. One way of classifying a hotel is according to the type of guest it caters for. Hotels can be divided into commercial, tourist and resort properties. Hotels which offer drink and accommodation to travelling business people are called commercial hotels. Tourist hotels, on the other hand, offer services to people travelling for pleasure. Resort hotels also provide services to people travelling for pleasure and are more likely to be found at picturesque and exotic spots.

Hotels can also be divided into residential hotels and transient hotels on the basis of the expected length of stay of their guests. Residential hotels provide accommodation for guests staying for a long time, while transient hotels are used by guests who stay only for one or two nights.

Hotels can be classified according to where they are located – city centre hotels, suburban hotels, resort hotels. 

Some hotels may be classified with respect to their size. Small hotels have fewer than 100 rooms, medium-sized hotels normally between 100 and 200 rooms, while large hotels usually have more than 200 rooms.

Hotels also differ in their standards of services and in the facilities which they offer: full-service hotels, budget hotels, and self-catering hotels.
A full-service hotel provides a wide selection of guest services in addition to accommodation, such as food and beverage service, room service, laundry services and business facilities. 

Budget hotels tend to provide cheaper and more basic guest-rooms with limited food and beverage services.

Self-catering hotels provide no other service besides basic accommodation. Guests are expected to prepare their own food, clean and tidy their rooms, and do their own laundry. Such hotels may provide food shops in their foyers and microwave ovens in their guest rooms. Most of these hotels are situated close to highways and are often called motels. These hotels are sufficiently large to provide one car-parking space for every room.

Another way to classify hotels is by their ownership. Hotel ownership can be: private – an independent hotel owned by a person, a partnership, or a private company; a local group – several hotels owned by a local company; an international group – hotel which is part of an international chain of hotels.
The hotel business is characterized by a high degree of risk, which primarily is the result of two factors: the cyclical nature of demand and the high degree of capital investment. A greater proportion of profit comes from the manipulation of real estate rather than from the sale of rooms. For example, the great increase in value of the Hilton and Sheraton companies has not come from operating profit but from buying, selling, and tax advantage and in appreciation of value of the hotels with time. 
THE SRUCTURE OF RESTAURANT BUSINESS
Classification of restaurants may be based on two factors: menu and services offered. 
According to the menu, there are two main categories: full-service and specialty restaurants. Restaurants of the first type have more than a dozen main course items that are cooked to order. Specialty restaurants specialize in one dish (pizza, hamburger, chicken, steak, seafood). 
According to the services, the restaurants are classified into occasion (also called luxury) and casual restaurants. Two types of services are used in occasion restaurants: French service (the food arranged on plates and presented to guests, after which the preparation is completed on a trolley-like side table with a gas burner).And Russian service (the food is cooked in the kitchen, placed onto the serving dish and served to the guests individually with a serving spoon and fork). Casual dining is characterized by relaxed atmosphere, where not only Russian service is typical , but also its simplified version called American service (the food is prepared and put into individual plates in the kitchen before being carried into the dining room) and buffet-service (self-service). 
The first true restaurant, the Grande Tavern de Londres, was opened in Paris in 1782 by Boulanger, “the father of modern restaurant”.  He called his famous soups “restoratives”, because they were believed to restore the guests’ strength and energy. By 1794, when heads were literally rolling in Paris, there were about 500 restaurants in the city. Although it really cannot be said that French Revolution was responsible for the invention of the restaurant, it was responsible for the propagation of the concept. The chefs of the best restaurants were scattered by the Revolution all over the world. They almost all went into restaurant business, bringing their culinary traditions with them. Soon the plain, hearty fare of the British and the primitive cooking of the Americans were laced with piquant sauces. Other countries, too, felt the effects of French culinary artistry and most absorbed some of the principles of French cooking into their own. Exceptions were the Italians, who had developed their own very strong culinary traditions and felt with great deal of justification, that French cooking was itself derived from the Italian.

Restaurants play an important role in society. Dining out fulfils an important social need. People need not only nourishment, but also the social interaction that takes place in a restaurant setting. But the successful operation of a restaurant is dependent on a number of factors, and the most important of them are its positioning (a distinctive place in the market) and its concept (the total impression the restaurant makes on its potential guests).

In order to determine the potential viability of a restaurant it is necessary to divide the number of the restaurants in the catchment area by the total population. Obviously, each area is different: one location may have several Italian restaurants but no Chinese restaurant. Therefore, a Chinese restaurant would be unique in the market, and, if properly positioned, may have a competitive advantage. Each year thousands of new restaurants open and thousands more close. 

The restaurant business is relatively easy to enter but it is very difficult to succeed.
WORKING IN HOSPITALITY INDUSTRY
A hotel is a complex operation. It includes places for people to sleep, to eat, to shop; there are often recreational facilities and areas for public gatherings. Because of its complexity, it is not possible to speak of a single career in the hotel industry; there is instead a wide variety of different careers.
The top people in the hotel industry are managers. The majority of them hold management positions in individual hotels, but some work in the executive offices of the hotel chains.
The principal function of management is to coordinate all the different activities that take place in a hotel. The managerial personnel must therefore have a broad range of experience in the various departments of a hotel.
One of the most important divisions of the hotel's administrative staff is the accounting department. Hotel accounting has many distinctive features because guests' bills must be kept up-to-date. All charges that a guest incurs must be entered, or posted, in his or her account as soon as possible. In addition to the charge for the guest's room, there may also be charges resulting from the use of telephone, the laundry service, the restaurant and room service.
Some hotel management people have worked their way to the top without formal education in the field. They combined in-the-job experience with the special talents and personal qualities that are necessary for a successful hotel career.
It should be noted that one necessary personal characteristic in hotel management, and indeed throughout the hotel world, is the desire to serve and please the guests. The hotel business is often called the hospitality industry because of the importance of genuine warmth in dealing with the guests.
The executive staff of a hotel includes many people with special skills, experience or professional training. The promotion staff, for example, must know not only the hotel field, but also advertising and public-relations techniques. The head housekeeper runs a complex organization with many employees, she needs to know the intricacies of purchasing on a large scale, as well as how to make beds and clean carpets properly.
The members of the engineering and maintenance staffs need education, expertise, and experience which in a large hotel may be very diverse. The chefs and cooks, even though they are out of sight of the public, are important to the success of a hotel. Sometimes food and beverage department in some hotels brings in more income than room rentals. Good cooking is a skill that requires natural aptitude; indeed, many people consider cooking an art. In France and Switzerland, people who wish to become chefs often begin to work as apprentices at an early age. They are trained by an experienced chef in all aspects of kitchen work, cooking and restaurant management. A head chef must be an expert not only in cooking itself, but also in planning, purchasing and supervising other kitchen personnel.
Most of the remaining workers in the hotel world can be classified as skilled, semi-skilled or unskilled. The carpenters and upholsterers in maintenance, the plumbers and electricians in engineering, and the gardeners in the ground department are among the workers usually classified as skilled. They all require special aptitudes combined with special training. Semi-skilled workers include waiters and chambermaids, who must have training for their particular duties. Examples of unskilled workers are the helpers and dishwashers in the kitchen or the labourers who perform such chores as loading or unloading shipments of supplies and equipment.
The economic benefits in hotel work can be very substantial. The top people in management, the staff in the chain headquarters, executive housekeepers, and food and beverage managers receive good salaries. Owner-managers of small hotels can make a comfortable living, combined with economic independence. Top chefs are also very well paid. There is often sharp competition in hiring them. Many hotel employees receive additional income from tips. Bellmen, waiters and waitresses, bartenders, captains, doormen and chambermaids customarily supplement their wages through tips.
Besides pay from salaries, wages and tips, some hotel employees also receive other benefits. The manager of a hotel, for instance, usually has a room or even a suite at his disposal; many managers live permanently in their hotels. Except for the executive staff, most hotel employees wear uniforms while they are working, thus saving a considerable amount of money on clothing. For employees in the hotel-chain headquarters or the promotional staff there are often frequent opportunities for travel.
THE FRONT DESK
Regardless of the numbers of workers, hotel employment itself falls into two broad categories that are traditionally referred to as front of the house and back of the house.
Jobs in the front of the house include management, the various jobs at the check-in desk (the front desk), accounting, sales and promotion, baggage handling, car attendants, and special services. It should be noted that some front-of-the-house employees – those in accounting or sales and promotion, have little or no contact with the public.
Jobs in the back of the house include food and beverage preparation and service, housekeeping, laundry and valet service, engineering, and maintenance. Some of the employees in this group – restaurant or room-service waiters and chambermaids, for example – have frequent, although rather limited, contact with guests.
The front desk is the term that designates the counter where the guests register, pick up their keys and mail, request information, deposit their valuables, and pay their bills. It is also called the reception area. In a small hotel or motel, all of these different functions may be handled by one or two people, but a large hotel assigns several people to clearly defined jobs at the front desk. The front desk is located in the lobby of the hotel. The lobby is the public entrance area that gives access to the guest rooms, restaurants, bars, shops, and other facilities in the hotel. In a commercial or resort hotel, the lobby is often a large space that contains lounging, reading and writing areas. It is often used as a meeting place by the guests and the general public.
For the convenience of guests, the front desk is almost always located near the hotel's main entrance. In a large hotel, it is divided into sections. One section is the registration desk, where guests register or sign in. A second section is the area where the guests pick up their keys, mail and messages. This part of the counter has a rack behind it with pigeonholes for each guest room in the hotel. The third section is an information desk, where the guests can ask for information or make local travel arrangements. The fourth section is the cashier's desk. The cashiers not only receive payment from the guests, but also cash checks, make change, and exchange foreign currency. Some hotels also offer a transportation desk, where the guests may get advice or help with their travel plans. 

Connected with the front desk, but normally out of sight of the public, are other offices with support functions. One office, for example, is often set aside to handle reservations. The cashier's counter is usually connected to the hotel's accounting office, of which it is the public part. The hotel's telephone switchboard is also usually located near the front desk.
Many hotels have one or more assistant managers stationed either behind the front desk or at a desk in the lobby. Their jobs may include greeting important guests, sorting out problems with reservations, or handling routine complaints.
The employee who checks in arriving guests and assigns them to their rooms is the room clerk. When the guest arrives, the room clerk checks his reservations or the availability of the accommodation, the guest fills in a registration card with his name, home address and any other required information. The room clerk fills in the room number and the rate the guest will pay. All of these steps, which take only a few moments in a smoothly functioning system, make up the check-in, or registration procedure.
The primary job of front-desk personnel is to take care of the check-in and check-out procedures and to provide helpful information to the guests in order that their stay in the hotel may be comfortable and convenient.
In the eyes of most customers, the front-desk employees are the representatives of the hotel. Their ability to work smoothly is an important factor in the success of the hotel.
FOOD AND BEVERAGE SERVICE

Food and beverage service is a major factor in hotel operation. In some large hotels, the income derived from this source actually exceeds income from room rentals. The food and beverage income in many hotels is increased by providing service for banquets and conventions.
Virtually every modern hotel offers some form of food and beverage service. In some, facilities are available only for a continental breakfast – that is, a light meal of bread or rolls and coffee, while others have a small coffee shop or restaurant on the premises. Because of the large proportion of income contributed by a hotel's bars and restaurants, the food and beverage manager is a key member of the management staff. He has the overall responsibility for planning the food and drink operation and purchasing the hundreds of items that are necessary for the restaurants and bars. Because food can spoil quickly, ordering supplies is a daily routine. In a very large establishment, two people may be assigned to this task: one to order food and the other to order wines and spirits. The purchase and care of some items, such as table linens, or napery, or aprons for the kitchen help, must be closely coordinated with the housekeeping department. The food and beverage manager's staff may also include a storekeeper, who stores and issues food, beverages, and restaurant and kitchen supplies.
The kitchen itself is a separate kingdom within the hotel. The head cook, who is almost always called by the French word chef, is the boss of this area. The chef is responsible for planning the menus (the food that is being served on a particular day), and for supervising the work of the other chefs and cooks. In very large or elaborate setups, the head cook is called the executive chef, and his responsibilities are largely those of a manager. He plans, purchases and frequently coordinates the operation of several restaurants.
Depending on the size of the establishment, several assistant chefs report to the chef. These include a sauce chef, a salad chef, a vegetable chef, and so on. Under the chefs are the cooks who actually cook the food and then place it on the plate for the waiters to pick up. Under the cooks' supervision are the kitchen helpers who peel potatoes, cut up vegetables, and bring food from the storeroom to the kitchen. The kitchen staff also includes dishwashers, even in a kitchen equipped with electrical appliances, since pots and pans usually need special attention, and someone must load and unload the machines.
In the restaurant, as well as in the kitchen, there are also different kinds of jobs. The person who seats the guests is called a captain or maitre d' (short for maitre d'hotel), or a hostess, if a woman. In restaurants with a very formal style of service, the captain also takes the guests' orders. The meals are served by waiters or waitresses. In less formal restaurants, the waiters and waitresses take orders and serve the meals. Most restaurants also employ busboys, who pour water, clear and set tables, and perform other similar chores.
In an elaborate restaurant, there is often an employee called the wine steward, or sommelier, who takes orders for wine and sometimes for other alcoholic drinks.
Finally, there are cashiers who receive payment or signed bills from the guests. When the guest puts his restaurant bill on his hold account, this information must be passed along to the accounting office as quickly as possible.
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