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Unit 1
Meeting People
(Making Acquaintance — Getting Acquainted)

1. Learn the ways of introducing people (meeting people):
a) -May I introduce Professor Ivanov?
-Let me introduce myself, my name is...I am ... from...
-Meet Kate.
-Kate, this is Mr. Smith.
b) Possible replies:
-How do you do? Welcome! —How’s life? — What about you?
-Hallo! Good morning! (afternoon, evening)
-1 haven’t seen you for ages. [ would like you to meet...
-How nice to see you (again)! Please, introduce yourselves
(yourself)
2. Getting information about people:
a) Three people are visiting your company today.
Ask and answer questions about them.
What’s his/her name? (What is...)
What nationality is he/she?
Who does he/she work for?
Where does he/she work?
What’s his/her position in the company?
Now find out about the people silting next to you
What’s your name?
What nationality...? Etc.

SN W

Learn active vocabulary:

1.To introduce smb. to — MPENCTaBUTH KOTO-JIM00 KOMY-TH00;

2.To introduce oneself to — NIPEICTaBUTh KOTO-HUOY b

3.Let me introduce ... to — pa3peluTe NpeaCcTaBUThCS;

(May1 introduce...)

4.Pleased to meet you — pan MO3HAKOMUTBCS;

(happy to meet yo)

5.1 would like to meet... — s 651 X0Tes(a) MO3HAKOMHATHCH;

6.Haven’t seen you for ages! — CKOJIBKO JIET, CKOJIBKO 31M!

7.A formal (informal) situation —  dopmambnas (nedopMansHas
00CTaHOBKA);

8.A position /job — JIOJDKHOCTb;



9. To be responsible for (to) —

10.
1.
12.
13.

14.
15.
16.
17.
18.
19.

20.
21.

22,
23.

24.
25,
26.

3.

4.

Responsibility —

Tobe in ... (business) —
To manage (a firm...) -
A manager -

Management —

Chief executive officer —
Personnel —
To produce (producer) —

Production (product) —
Finance —

Market —
Marketing —

To sell -
Sale —

Profile —
Balance sheet —
Profit and loss account —

oTBeYaTh 32 (Koro-mmbo; dero-mmto)
OTUMTHIBATHCA e,
OTBETCTBEHHOCTE,

3aHMMAThCA KaKHM-TO (GU3HECOM);
YTIPaBIATH (GUPMOiL. .. ) — PYKOBOIMTS;
YIIPaBISIOLIHIA, PyKOBOIHTEIb,
IPEKTOp;

yTIpaBJieHEe, PyKOBOICTBO;
MEHEKMEHT;

TTIaBHBIH HCIIOJIHATENBHBIA JUPEKTOD;
MIEPCOHAJT, TMIHBIA COCTaB, KaJphi;
MPOU3BOIHTD, BHITYCKATh,
BbIpa0baTriBaTh, (IPOM3BOINTEND,
H3rOTOBUTEID);

IPOM3BOJICTBO, TIPOIYKT, H3AEIHE,
IIPOIYKITHS;

¢uHaHCH, HHHAHCOBOE ENO0
(¢unancupoBarts);

PHIHOK (PBIHOYHEIH);

peanm3aiys, CObIT, MADKETHHI
(peamm3anms cObITa);

[poAaBaTts (IIpoxaxa);

TOPTOBJIA, Pacpozaxa (TI0 CHIDKEHHBIM
LeHaM), 00BeM MpoJax, ToBapoo6opoT;
Kparkas 6uorpadus;

6asaHCOBEIH OTYET;

cueT npuObUTe U YOBITKOB.

Find out about your partner:

- What do (does) they ( he/she) work for?

- What are (is) they- (he/she) responsible for?
- Who are (is) they (he/she) responsible to?

Getting acquainted

a) Work with a partner. Introduce yourself and get acquainted.
Find out

- their name

- where they come from
- type of business

- responsibilities



S. Personality profile

a. Read this article about a businessman called George Wong.
Suggest possible words to ﬁll the spaces.

George Wong comes from..." but he lives in ...2. He is ...> years of
age, very successful, and he loves his _]Ob He is Chauman of
Parkview, a property development, ship bulldmg, and ...* business.
In his free time George llstens to ... He likes bands like Led
Zeppelin and T Rex. He has ...% cars, mcludmg a Ferrari 512 TR, an
Aston Martin Lagonda, a Lamborgh1m Diablo, three Mercedes, and a
Mini. It’s an unusual Mini because it has a television, fridge and ..
machine inside.

George hates ...%. He says he is bad at things like balance sheets and
loss accounts, and he also hates ...°. He never wears one.

(car distribution; numbers; Taiwan; rock music; 42; Hong Kong; ties;
10; Karaoke.)

b. Ask your partner questions to get the information missing
from the article.

1) Where does George Wong come from?

2) Where does he live?

3) Is he married or single?

4) What is his education?

5) What are his hobbies and interests?

S. Read the profile of Derek Stirling and then write another
profile about yourself. Use the topics below to help you.

(name; nationality; hometown; company; position in the company;
responsibilities; hobbies/interests).

Profile.

My name is Derek Stirling and I’m Scottish. I live in Hadlow, a
lovely English village near London, and I work for the Swire Group,
Britain’s largest private company. The group’s activities are divided
into five business areas: shipping, aviation, property, industries and
trading. Our best known company is Cathay Pacific Airways.

I work at our London head office; I’'m head of Corporate
Finance, and I’'m responsible for developing the business of the
Group.

I’m always very busy and don’t have much free time, but when I
do, I like fishing and grow my own vegetables, just for fun.



6. Speaking. Interview a partner about their learning objectives.
1) Why do they want to learn English?

2) Who do they want to communicate with in English?

3) What do they want to practice most: reading, writing, listening or
speaking?

4) How many hours a week can they spend studying English?

5) What equipment and materials do they have to help them learn?
6) What equipment and materials do they want to buy?

(a computer; a walkman; a satellite disk; a video recorder; a
newspaper; stationery items; pen; pencils; Post-it notes; liquid paper
etc).



Unit 2
Telephoning.
I General Information about Telephoning

1. Telephone communication is still used in business.

A successful businessman spends a lot of time talking to people on
the phone. Calls from pay-phones to most places in the USA and
Europe can be dial-direct or operator-assisted. The dial-direct system
is much quicker and cheaper. To make a long-distance dial- direct
call you will need to know the code (for the country; for the city, and
the number you are calling). If you want to make an operator-assisted
call, first call the operator and the operator will connect you.

2. Learn Active Vocabulary
1) to make a telephone call —
Syn. to call smb. —
to telephone smb.
to ring smb. up

acall—
2) Line —
to dial —
To hold the line —
I’ve got Mr... on the line -

3)available [dveilobl] -
4) to put smb. through (to connect) —

5) Hold on, please —
6) force majeure [f5:sma’za:] —

(a force majeure case) —

7) to make (requests) ; to agree to;
to refuse —

8) to respond to... —

9) to confirm smth. ... —

10) an extension number —

11) Go ahead —

12) The line is busy (engaged) —

[03BOHHTE;
3BOHHTB;

3BOHOK;

Tene(oHAasA THHHS;

Ha0WpaThs HOMeEp 1O TeeoHY;
He BemaTth TpYyOKy;

Ha JIMHAA MUCTEP ... (3BOHUT
MHCTEp....);

HAMEFOLIFeCH B HAIWYHY,
CBOOO/IHBII;

COEMHNUTD KOro-iMbo 1o
TesnedoHy;

He Bemaiite TpyOKy;
dopc-Maxop,

Henpeo1onnMas CHIa.

Hu o1 KOTO HE3aBHCHMBIE
OTpHIATENLHBIE 00CTOATE/LCTRA,
B ciydae dhopc-Maxopa;
BBICKa3aTh POCE0y
(cOrNacuTheA C ..., 0OTKa3aTh. .. )
OTpearupoBath Ha ...;
MOATBEPAUTH YTO-NHGO. ..}
J00aBOTHBIA HOMED;
TIPONOJDKANTE, FOBOPHTE. ..
JIVHHS 3aHATA;



13) switchboard —

14) to make an appointment —
15) to make changes to... —

16) to let smb. know... —

17) at around (approximately) —
18) I'd like to order a call to... —
19) I"d like to cancel my order —
20) We were disconnected —
21) May I speak to ...7 —

22) This is ... —

23) Please call again... —

24) You have the wrong number —

25) to call back —
26) Telephone call for you... —

3. Starting and finishing calls.

KOMMYTaTop;

JIOrOBapMBAaTECA O BCTPEUE;
BHECTH H3MEHEHHS B ...}

JIaTh 3HaTh KOMY-TH0O0...;
NpUMepHO (NpUONU3HTENBHO);
51 xo4y 3akazarh pa3roBop C ...;
51 cHMMaro 3aKas;

Hac pa3beIMHUIY;

51 xoten(a) 661 HOrOBOPHUTE C ...}
C BaMHU FOBOPHT...;
NIepPE3BOHHTE, OKATYHCTa;

Bel ommubmics HoMepow;
MO3BOHHTE IO3KE;

Bac mpocsr k TenedoHy.

We use a lot of standard phrases to start and finish telephone calls.
Study the table below, then add these phrases.

Anyway...
How are things?

I’m phoning to ask...
Welcoming the call
Polite enquiries
Saying why are
phoning

Indicating you’re ready to
finish

you

Offering help

Confirming future plans

Ending on a friendly note

Il look forward to seeing you
on...

Let me know if there’s anything
I cando

Thank you for calling.

Nice to hear from you.

How are you?

The reason I’m phoning is....
Right then...

Give me a ring if you have any
problems

See you on the 26", then; until
Friday then

Thanks for your help

Have a nice day.



4. Study these phrases for starting calls.

Identifying who is speaking Saying who you want to speak to.
This is Paul Hening. Could I (Can I) speak to ...?

Paul Hening speaking. I"d like to speak to ....

Is that Julia Garlini? Extension 596, please.

Supply the missing words in these conversations.

1. Mrs. Brunet Sales Department, good morning.
Mr. Keller. Helen Steiner, please?
Mrs. Brunet Hold on. I’ll get her.
2. Mrs. Steiner Hello, Sales.
Mr. Keller ... Helen Steiner, please.
Mrs. Steiner ...
3. Switchboard Curtis Holdings.
Mr. Keller ... 293, please.
Miss Delmont Accounts Delmont?
Mr. Keller ..... Jean Delmont?
Miss Delmont Yes, .... How can I help you?

5. Here is a telephone conversation between two businessmen
with a secretary answering the call first:

Secretary: Good morning. Consolidated Industries. Can I help you?
Mr. Weston: Good morning. I’d like to speak to Mr. James Marsh,
please.

Secretary: Who's calling, please?

Mr. Weston: My name is Weston. I’'m from Plant Installation
Limited, Manchester.

Secretary: Will you hold on the line a moment, Mr. Weston? I’ll see
if Mr. Marsh is available.

Mr Weston Yes thank you

Mr. Marsh: Hello, Marsh speaking.

Secretary: Oh, hello, Mr. Marsh. I’'ve got Mr. Weston from Plant
Installation Limited on the line. Can you speak to him now?

Mr. Marsh: Oh, yes. Thank you. Put him through, please.

Secretary You are through now, Mr Weston

Mr. Marsh: Hello, Mr. Weston. What can I do for you"



Mr. Weston: Good morning, Mr. Marsh. I’m phoning to say we have
problems with the spare parts you sent us last week.

Mr. Marsh: Do you mean the parts sent under Contract 106?

Mr. Weston: You are quite right.

Mr. Marsh: And what are the problems? What’s wrong with the
parts?

Mr. Weston: Well, you see the first problem is that the parts arrived
with a two weeks delay.

Mr. Marsh: Mr. Weston, I’ve got an idea. Next week I’m coming to
London and I’ll contact you. I hope we shall come to an agreement.
Mr. Weston: Very good. Then we shall discuss the problem. By the
way, when exactly are you coming?

Mr. Marsh: On Tuesday and I’ll ring you up as soon an as I come to
the hotel.

Mr. Weston: Good. I'm looking forward to seeing you. Good-bye.
Mr. Marsh: Good-bye. See you on Tuesday.

7. Find the English equivalents in the conversations:

1) Jobpoe yrpo. Hem mory O6bITh nosie3eH?

2) 5 xoren Gbl NOrOBOPUTE € r-HOM Marem.

3) Kro ero npocur?

4) He Bemaiire TpyOKy.

5) 5 y3Haio, cBOOOIEH JiM OH.

6) T'osopur Maru.

7) Bawm 3Bonut BectoH.

8) BbI MOXeTe MOroBOpPHTH C HUM ceiyac?

9) CoemguHuTe MEHS C HUM.

10) 'ocnonun BecToH, st Bac coeAUHSAIO.

11) 3apasctByiite, rocnioaus Becton. Uem mory 6bITh noneseH?
8. Write down answers to the following questions:

1) What problem made...............ccoooiiiiii
Mr. Weston made the telephone call. ...
2) Did they the settle problem during the conversation? ...............
3) Where and when did they decide to discuss the problem?.........
4) Whose initiative Was it?........ccc.eoerieeieriieueennenceenesenrenisiennnes
9. Reproduce the conversations:

=between Mr. Weston and the secretary

=between Mr. Marsh and the secretary

=between Mr. Weston and Mr. Marsh.

10



10.  Translate into Russian:

=David is answering Pete’s call.

=Two weeks before the group is to leave Moscow Pete telephones
David.

=The group is for London in November.

=The secretary answers Pete’s call.

=Can [ help you?

= Could I speak to Mr. Hill, please?

= Hold on, please.

=I"1l see if he is available.

=[’m putting you through.

=Thank you for calling.

11.  Speaking.

You work at the headquarters of an international company. You are
spending next week at your UK subsidiary in London and you have
to arrange a meeting with UK Sales Director to discuss next year’s
plans. Phone and fix an appointment.

Use the following phrases:

=Can I help you? =What can I do for you?

=I"d like to speak to ... =Remember me to ...

=what’s your name, please?

=I’m ...from ... ‘

=Wait a minute, please.

I’1l find out if he/she in.

=’m very busy at the moment.

Ask him/her to phone later. (to ring back)

=Could you tell me

the code for...?

=May I speak/talk to ...?

=Yes, ... speaking.

=can you spell ..., please?

11



Unit 3
Companies

1. Read the following dialogue:
- Good morning, gentlemen! How are you?

- Fine, thanks. And how are you getting on?

- Very well, thank you.

- Let me tell you about our company. As you know, we produce
process equipment. Our firm consists of 6 departments: Production,
Sales, Export, Financial, Personnel and Research & Development.
The latter is the newest. It was created five years ago.

- According to your legal status, are you Plc?

- Right. Our management are the Meeting of Shareholders and the
Board of Directors. The chairman of the company is Mr. Rogers.
Currently we employ 1600 people. Our turnover is more than £ 300
million. We export our equipment to 15 countries all over the world.
Besides, we have two subsidiaries in Holland and Germany with
headquarters in these countries. We are looking for new partners in
Eastern Europe as well. We would like to expand our activity. So Mr.
Foster went to Moscow to establish personal contacts with your
company.

- We investigated thoroughly your business proposal. I expect to
make Draft Contract here, maybe by the end of this week, and finally
conclude the contract with you after discussing it with my Director
by phone.

- I plan to go to London for three days. As you know, there will be
an exhibition. Will you join me?

- With pleasure.

- And after that you’ll have enough time for visits to our works and
gomg sight — seeing.

2. Learn the active vocabulary:

company, firm, organization — ¢upma;

department — OTJeJ, OTACICHHE;
production — [IPOU3BOLCTBO;

sales — TOPTOBBIi;

sales representative — TOPrOBBIN NPENIPUHUMATEIE;
sales manager — MEHEIKeEP MO COBITY;

12



to be on sale — [IPOZABATHCS;
turnover — obopor;
research — uccnenosanne (R & D - Research
ard Development- HUOKP
Hay4HO — MCCIE0BATENBCKIE
H OTBITHO — KOHCTPYKTODCKHE paboTsl;

development — pasBHTHE, OCBOCHHUE, pa3paboTka;

headquarters — Tal- KBapTHpa, IIABHOE MIPABJIEHHUE;

subsidiary — Jo4epHas (pupMa;

branch — (uman, OTKPLITOE aKIMOHEPHOE
00611ecTBo;

plc (Public Limited

Company)- cobpaHue aKIMoHEPOB;

mmeeting of shareholders — COBET AUPEKTOPOB;

board of Directors — ZETI0BOE MPEITOKEHHE,

business proposal — cuHonuMm: offer

to propose (offer) smth to smb.-
npejiaratk KOMY-TO 4TO-TO;

Draft Contract - TIPOEKT KOHTPAKTA;
To join— TPUCOCIUHATHCS;
Exhibition— BBICTaBKa.

3. Imagine that you are the head of the company shown in this

diagram. Describe your company. Answer the questions:
- How many departments are there at the company?

How many managers work at the company?
- Which is, in your opinion, the most important department?
- Are there any overseas branches?

Research and
Development

Manager
1

Marketing
Research
Manager

]

Product
Research

. S

Sales Manager Production Manager ‘Controlle

President

Chief of the credit Executive
Department I— | Vice- President

4, Work with a partner. Ask and answer these questions about
companies:
13



What are the principal business activities of your company?

Where is the head office located?

What is the net income (umcrast npubsuTs) of the company?
How many employees does the company have?

What is the company’s turnover?

What are your current projects?

S. Here are 2 diagrams representing the structure of an
organization. Look at diagram 1. Which group of people

1. ... own the company?

2. ... sell to the company?

3. ... formulate policy?

4. ... buy from the company?
5. ... work for the company?

Diagram 1.
Shardholders
]
Board of
Directors
]
Suppliers Staff Custo mers

Look at diagram 2. Which part of the organization
1. ... manufactures the products?

2. ... sells the products?
3. ... buys supplies?
4. ... gets the products to the customers?

Purchasing

Produdion

Mak eting

ad sdes

Distribution

6. Read more information about the structure of an organization.

Translate the passage.
The Management and Control department plans, schedules, monitors,

measures and gives direction. The Finance and Administration
department records transactions, collects cash, makes payments, and
calculates costs. The Research and Development department creates
new products. The Human Resources department deals with personnel

matters.

14



7. Draw a diagram of your organization and explain it to another

student.

8. Read the following presentation. Schering is an international
company engaged in agricultural and pharmaceutical activities. The
French pharmaceutical subsidiary has recently changed its
organizational structure. A manager describes the new structure to some
colleagues from other parts of the organization.

Manager: Let’s look at the new organization of Schering, France. At the
top we have the General Manager and he has six people who report to
him. There is the Director responsible for strategic cooperation. Then
there’s me. I’m responsible for development and marketing. Then
there’s the Production Director, the Financial Director, the Personnel
Manager and the Pharmaceutical Director.

Now let’s look at my team in more detail. As you can see, I have a
Commercial Director, a Medical Director and then there are three Unit
Directors. Two of them are responsible for domestic sales and one for
foreign sales. But the interesting thing about these umits is the work
groups. One unit has three work groups and another has four. They have
a lot of advantages. Firstly, each one works in a different medical field
so they can develop the necessary specialized knowledge. Secondly, it’s
very motivating for the staff. Each group is a separate profit centre.
They are totally in control of their own budgets so they have a lot of
responsibility. There are six people in each group. There’s someone
from marketing and someone from manufacturing. Then there are two
doctors, one responsible for medical communication and the other
working on research and development. There’s someone from the sales
force and someone from the Pharmaceutical Department. So each
person represents a different section of our organization. And that’s
another big advantage. There’s a wide range of expertise to use when
they are making decisions.

9. Draw a diagram showing the structure of the organization you
have read about. Answer the questions:

1. Who made the presentation?

2. 'Who does he report to?

3. What are the Unit Directors responsible for?

4. What three advantages of the work groups does he mention?

10. Translate the text of the presentation into Russian.

15



Unit 4
Business Trip

1. Read the following dialogues:
1) Reserving a reom at a hotel

- Hello. Northern Star Hotel. Can I help you?

- Yes, I’d like to reserve a sinlghle room with a bathroom, for three
nights, from Wednesday, the 12" of February, to Friday, the 14® of
February, inclusive.

- Let me see... Yes, sir. A single room for three nights with English
breakfast, is that right?

- Yes, that’s right.

- What is your name, please?

- It’s not for me, it’s for Mr. Petrov.

- Could you spell it, please?

- Yes, of course. P-E-T-R-O-V.

- Thank you, sir.

2) Buying a ticket

- Good morning. What can I do for you?

-1 want to fly to London. Are there any seats available on
Wednesday, next week?

- Are you flying alone, sir?

- Yes.

- What class?

- Economy.

- Are you flying alone sir?

- Yes.

- Just a moment, sir... I’ll check... yeah... there are a few seats left.

- Fine.

- As a rule, we sell return tickets. You can buy an open-date ticket for
a journey back.

- Can I pay cash?

- Certainly, sir. Here you are. Flight PS 501.

- What time is the flight due to depart?

- It leaves at 8.55 a.m.

- And what time does it arrive in London?

- 10.30 local time.

- Thank you very much.

16



3) At the hotel.

- Good evening, sir. What can I do for you?

- Good evening. I have a room reserved at your hotel.

- What’s your name, please?

- Petrov.

- Just a moment... Yeah, a single room with a bath and English
breakfast for three nights. Is that right, sir?

- Yes, that’s right.

- Just sign the register... Thank you. Here is your key. Room three-
o-seven. It’s on the third floor. The lift is over there.

- Thank you. What is time for breakfast?

- Any time between 7 and 9.30.

4) At restaurant

- Good evening, sir. Would you like to sit over there? Near the
window.

- Yes, thank you. May I look through the menu?

- Of course. Here it is.

- Have you decided, yet, sir? May I take your order?

- Yes. As a starter, I’ll have an onion soup.

- O.K. How about the main course?

- I’m not sure... Perhaps you could help me?

- I’d have a steak in wine sauce. It’s the speciality of the day.

- All right. I’ll have the steak.

- What would you like with the steak, sir?

- A salad and some mashed potatoes, please. And could I see the
wine list?

- Here it is, sir.

- I’ll have some French red wine.

2. Vecabulary

to reserve a room — 3aKa3aTh HOMEpP B FOCTHHMIIE;
inclusive — BKJIFOUHTEJIHHO;

seats available — cBOOOHBIE MECTA;

check — NPOBEPATH;

return ticket — 6wret B 006a KOHIIA;

open- date ticket — OuIeT C OTKPHITOM NaTOH;
cash — HAIMYHBIE;

depart — OTHpPAaBIIATECS;

sign the register — pacnucaThCs B JKypHae,
room three- o- seven — komHata 307;
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starter — niepeoe 6:moz10;

main course — OCHOBHOE 010110
speciality — ¢dbupMenHoe Giron0;
mashed potatoes — KapTogenpHoe mope;
wine list — CIIMCOK /TiepeYeHb BHH.

3. Imagine your business partner from London is calling you to
discuss his business trip to Samara. Ask him when he is coming,

offer to meet him at the airport and reserve a room at a hotel for him.
4. Imagine you are buying a plane ticket to London. You want to
fly economy class next Tuesday. Find out it there are seats available,
the cost, the time of departure and arrival.

S. Imagine you are in London and want to stay at a hotel. Talk to
the hotel clerk. Explain what kind of room you want.

6. Imagine you are at a restaurant with your business partner.
Order a meal.

7. Read the text “Traveling by Air”.

Vadim Kozlov, Chief Engineer of a Russian trade firm, traveled to
Delhi on business last week. He arrived at Sheremetjevo airport, had
his ticket registered, filled in a declaration form and joined the
passengers in the waiting-room. When they heard the announcement
“Attention, please. Will passengers for Delhi join flight 34, at gate
37, the passengers had their luggage X-rayed and got on board the
plane. The hostess gave Kozlov an arrival card to fill in. He wrote in
block letters his full name, home address and the purpose of his visit.
The sign “Stop smoking. Fasten seat belts” appeared and the plane
took off. When the plane landed at Palam airport in Delhi Kozlov
had to go through the customs control. As he had no things liable to
duty he went through the green corridor.

8. Read, learn and act out the dialogues. Practice with a
partner and make up your own dialogue after the pattern.

1) —How long did it take to get to N.?

— Five hours. The flight was awful because the weather was nasty.
Some passengers were sick.

— Had it started raining before the plane took off?

—Yes, it had. I must say the hostesses were very helpful. They gave
people soft drinks, newspapers and magazines.

2) —Can I have a single room on the second floor, please?

—’m sorry we can’t give you a room on the second floor.
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— Is the hotel full up?

— Yes, there’s a conference here.

3) — Have you reserved a table at the Prague restaurant?

—Not yet. I hope I’ll do it today. But first I’ll have to find out what
cuisine our guests prefer, European or local.

4) — What would you like for dessert, Mrs. Adams?

— Is there banana ice- cream on the menu?

— I am afraid there is not. You can take strawberry ice-cream. It’s
very good.

5) - Could you telephone the Aeroflot booking — office and find
out if we can book two seats on a plane to Warsaw?

—I’ll do it right away. Do you want to go by a morning plane?

— Yes, I’d rather do that.

6) — Here’s the menu, Ann. What would you like to have for the
second course?

— I really don’t know. What will you recommend?

— The choice is good. Will a steak do?

— Perfectly.

9. Fill in the missing remarks and act out the dialogues.

1. A: Is that the booking-office?

B:......?

A: I’d like to book two seats on an express train to Novosibirsk. Are
tickets available?

: How long will it take me to get there?
: I see. What’s the fare?

: Thank you.
A: Is this your suitcase, sir?

: Will you open it, please?
: Have you got any things liable to duty?

: They are duty free.
-9
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: I want a double room for five nights from today.



A: ... Let me see. Yes, a double room on the second floor is
available.

B:...?

A: The charge is 50 pounds a night. Here is a form. Fill it in, please.
3. A: ... I’d recommend you to begin with a vegetable salad.
Would you like some soup?

Bi ..

A; Would you like fish for the second course?

B: ...

A: Good. And for dessert?

B.

Notes: full up — 3anonHeHHbIH;
cuisine — KyxHs;
local — mecTHBIIf;
will a steak do? — buginrexc nopoiaer?
fare — rutata 3a npoes;
suitcase — 4eMO/IaH;
liable to duty — ob6naraempliii NOLLIMHOM;
fill in — 3amonHATS.
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Supplementaries
What is Business?

Business is a word which is used in many different languages. But
exactly what does it mean? Traditionally, business simply meant
exchange or trade for things people wanted or needed. Today it has a
more technical definition. One definition of business is the
production, distribution, and sale of goods and services for a profit.
To examine this definition, we will look at its various parts.

First, production is the creation of services or the changing of
materials into products. One example is the conversion of iron ore
into metal car parts. Then these products need to be moved from the
factory to the marketplace. This is known as distribution.

Third is the sale of goods and services. Sale is the exchange of a
product or service for money. A car is sold to someone in exchange
for money. Goods are products which people either need or want; for
example, cars can be classified as goods. Services, on the other hand,
are activities which a person or group performs for another person or
organization. For instance, an auto mechanic performs a service
when he repairs a car. A doctor also performs a service by taking
care of people when they are sick.

Business, then, is a combination of all these activities: production,
distribution, and sale. However, there is one other important factor.
This factor is the creation of profit or economic surplus. Profit is the
money that remains after all the expenses are paid. Creating an
economic surplus or profit, is a primary goal of business activity.
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What Makes a Good Manager?

One hears over and over again that what a modern enterprise needs is
a good manager. What do you think of the problem?

The importance of a good manager can’t be overestimated. A good
manager should have high standards of professional knowledge and
personal conduct, first of all, he or she must be flexible, have
confidence in himself or herself, keep a sense of proportion. Besides,
he/she must have leading ability.

Managers must know how to set goals and how to achieve them, how
to divide work and to coordinate the activities of individuals. They
must also know how to take corrective action if the organization is
not progressing towards its goals. Managers are to create an
environment where individuals, working together, can perform
effectively and efficiently. Nowadays, managers should be more
skilled in handling people; it is necessary for them to understand that
human resources are a very important part of any business and the
manager’s job is very interesting.
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Some Facts about Russian Economy.

Russia is surely integrating into the world economic system. In line with
the ongoing economic reforms new businesses belonging to different forms
of business organization are being established throughout the country.
People wishing to establish or running businesses often have personnel
problems.

Some years ago a famous American pharmaceutical company set up a
representation office in Moscow. After the years of successful operation in
Russia the managers of the representation office have decided to replace the
American staff by the Russian staff including the key positions in the
representation office.

It was decided to start with the post of Sales Manager. An advertisement
about the vacant position of the Sales Manager has been inserted in several
newspapers and the representation office received a lot of applications. The
personnel manager has studied the applications with curricula vitae
attached to them (enclosed) and selected from his short list the applicants
with the right qualifications for the post for the final interview.

The applicants are interviewed by the Deputy Chairman, Personnel
Manager and a representative of the company.

The interviewers have different views about the person to be appointed to
the post. For example, the Personnel Manager thinks a woman would be
better, while the others are sure that a man is more suitable for the job.
Besides, the Deputy Chairman believes that experience is useful but not
essential.

The Personnel Manager is looking for someone who will be able to use
initiative. The representative of the company wants a person who has
experience of work abroad. During the interview applicants are asked
different questions about the personal background, education, knowledge of
foreign languages, experience, present job, salary, interests, hobbies, health,
etc. They explain the job, what the person will have to do, make notes
about the applicants (appearance, general impression, answers given to the
questions, questions asked by applicants), so that it will be easier to decide
between the applicants.

After the interviews the interviewers discuss the applicants and make the
final decision. Finally the successful applicant is called back into the
interview room and offered the job.
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The Benetton Company.
Success Story.

One of the most successful fashion companies in the world is
Benetton. The Benetton family opened its first shop in Italy in 1968
selling clothes with simple clean designs and unusual unreal colors.
Today, there are Benetton shops in major cities all over the world.
The success of Benetton illustrates four principles in good marketing:
consumer concept, systems link, information link and retail link.

The consumer concept means to build a business not around
products, but around things people value — especially quality.

The systems link means to develop a business system to reflect these
values.

The information link is to make sure that the system responds
quickly to people’s demands.

The retail link is to create a close relationship with the retailers.
Luciano Benetton, the founder, and his sister Juliana began by asking
what consumers wanted. Instead of quickly making clothes and then
trying to sell them, Benetton waits to get information about what the
customers want to buy. When something is sold at a Benetton store,
the store records information about the type, color, and size of the
item. Information is also gathered about its most popular products
around the world. There are 6.300 Benetton stores in almost 100
countries around the world. Understanding what customers want and
offering it to them are the primary goals of Benetton. What makes
the company work is that everyone has a job to do. Everyone is one
piece of the puzzle. Each employee knows what to do, and what is
expected. Each piece fits with all the others, and when it comes
together — it spells “success!”



The Walt Disney Company.

Walt Disney, the creative genius and founder of what is today an
international entertainment conglomerate, was born in 1901 into a
farm family. Fueled by clever concepts and an innovative spark,
young Walt worked as a cartoonist for a Kansas City newspaper and
created animated shorts for local movie theaters. However, when his
early business ventures failed, the 21 — year — old dreamer left for
Hollywood.

In Los Angeles Walt went into business with his older brother Roy.
Together they formed the “Disney Brothers” and immediately began
work on their first series of shorts. From the beginning, it was Walt
who handled the production of cartoons while Roy was relegated to
the secondary, but necessary, role of arranging the financing for
Disney Brothers animation. Inspired by the moderate success of their
first series, entitled “Alice in Cartoonland”, the brothers next created
“Oswald the Rabbit.” However, disaster struck when a New York
distributor stole the series along with all of its animators.
Disappointed but not defeated, the Disneys renewed their search for
concepts and animators. It was Walt who developed the idea for
Disney’s earliest character, Mickey Mouse. New York distributors
were uninterested in “Plane Crazy”, the 1% silent short to spotlight
the mouse that would become one of Disney’s most dearing and
timeless characters. The brother persevered and featured Mickey in a
new film the following year. The Disney Brothers were the 1%
production company to employ sound in an animated short and it
came as no surprise when Walt renamed the company “Walt Disney
Production”.

25



Company Struc.u...
Text A.
Mr. Manley Johnson began working for 3m France in 1998 after
completing his studies in organic chemistry at the University of
Illinois. He first joined the Building Service and Cleaning Products
Division where he worked on improving many different products. He
also worked as a supervisor in the Industrial Laboratories Division
and developed “Scotch Guard”, which is used to protect carpets and
is now sold throughout the world.
Mr. Johnson then took on responsibilities in the Industrial sector
which manufactures and sells cleaning products. He was in charge of
managing the technical aspects of this business for four years and
reported to Dr. Chuck Rich.
He spent the next three years as Technical Director of the Life
Sciences Sector. He was responsible for identifying important.
technologies for the company’s future business and worked with
various divisions to find the right strategies for developing these
technologies. A position which Mr. Johnson held for three years was
that of Technical Director of the Disposable Products Division. He
worked very closely with the technical staff of major customers to
identify their specific needs. He found this to be a very interesting
and exciting lob.
Text B.
Manley Johnson is the Technical Director of 3m France, which
includes direct responsibility for 15 European laboratories. He makes
decisions concerning technical partnerships and patents and is
responsible for finding the right people to work in the company. He
believes that an important part of his job is making sure that his
technical sfaff have strong careers and opportunities because they
will run the company in the future.
A very important part of his job is to bring the 3M R/D culture there,
to make sure that people talk to each other and share technologies,
they understand what is going on within the technical community. A
large part is human resource aspect. One of his most important jobs
is to hire the right people, and there is a tremendous talent pool there
in France that the company has to access if it is going to compete
globally.
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Kecruitment.
Text A.
The most important thing when interviewing a candidate is his
character, his ability to react, his intelligence and his suitability for
the position for which he is being interviewed. As for the person’s
appearance it does not influence the decision, but it does have some
bearing on the decision, if you can take the difference between the
two. It is important that the person is well presented, is neat and tidy,
and that he has a good manner because that' shows a lot about his
personality. It is necessary for the candidate to be prepared in any
way for the interview. Normally the candidate has at least one or may
be two interviews with junior members of staff before he gets to the
Personnel Manager who expects the person concerned to have a
fairly good knowledge of: (1) what the company does, (2) what he is
going to be expected to do, and (3) who he is going to report to.
Those three items are very important and if the candidate does not
give an impression of understanding one of those three items, then
obwously he gets marked down accordmgly
The major way a candidate goes wrong is by basxcally becoming a
yes-man or a yes-woman and agreeing with everything you say.
What is most important is first of all to listen, secondly, to ask the
right questions, and thirdly, perhaps the most important, is to create
the right kind of relationship with the interviewee or the interviewer.
When you get a yes-man in front of you, or a yes-woman, then that
person is obviously not creating an adult — to — adult conversation, he
is creating an adult — to — a child conversation, and in most cases
managers are not going to be interested in employing a child.
Text B.
When the personnel manager is informed by the secretary that the
candidate has arrived, he leaves his office and goes and greets him in
the reception area and brings him personally into his office and sits
him down across the desk to him. He normally starts by asking the
candidate to tell what the job is that he is being expected to do, just
to be sure that he understands fully.
Then he asks the candidate to tell him a bit about the company that
they are working for, so that he at least understood exactly what they
do. After that he reviews his CV, and in particular either his previous
employment or current employment which is very important.
Basically this is done to see how good he is at expressing himself,
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and to see what kind of character he is. Then the manager gives him
his view of what the position is that they are recruiting for and also
his own view about the company, then he normally gives the
candidate a period of 5 to 10 minutes to ask somé questions. Then he
goes back to the candidate and just talks about him, and maybe then
when he is fully relaxed, or more relaxed, puts in a few of the tncky
questions, usually two maximum.

The interview normally lasts a minimum of 45 minutes.



