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CHAPTER 1. WHAT IS BUSINESS INFORMATICS

UNIT 1. The future of 1T-related academic disciplines

1. Reading activities

1.1. Do you agree with the forecast given in the title of the text?
Why or why not?

Read the text and match the paragraph headings to the para-
graphs:

A. Ability to combine business and IT knowledge.

B. Decrease of interest for IT-related courses.

C. No clear idea of what “Information System” is.

D. A need to change programs of education.

E. Debate over the content of education programs.

F. The need to offer attractive courses.

1.2. Which paragraph tells us about:

A. worries about the loss of technical jobs?

B. a need for applied computer skills?

C. a capability to solve any kind of IT problem?

D. importance of IT design knowledge?

E. an ability to control large groups of people from different coun-
tries?

F. possible content of education programs?

1.3. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. The necessity to develop both IT and business skills makes uni-
versities offer combined courses to attract more students.

B. Specialists are worried that there will be a decrease in the num-
ber of IT-related courses.



C. There is still disagreement about the content of Information
Systems educational programs.

D. IT graduates are expected to solve any problem.

E. Educational programs need to be changed in the direction of
business-oriented IT.

F. IT graduates should know how to apply their knowledge in
business.

1.4. Answer the questions on the text in your own words:

A. What controversy is mentioned in the first paragraph?

B. What should be done to increase the number of IT students?

C. What subjects are expected to be in high demand in the near fu-
ture?

D. What are the key elements of Information Systems?

E. What skills should universities develop?

F. What is happening to traditional computing degree programs?

G. What kind of discussions are going on among university pro-
fessors?

H. What subjects are mentioned as components of IS curriculum?

I. How can we characterize the identity of IS as a university disci-
pline?

1.5. Summarize the main ideas of the text in your own words,
using task IV as a plan.

Demand for IT Graduates Will Grow

1. Over the last few decades, universities have offered various
courses in management, information technology, computer science,
software engineering and more recently information systems, infor-
mation management, and business informatics. Several of these courses
have been established at most universities, and in particular the growth
of information technology (IT) and information systems (IS) - related
programs are expected to continue. However, recently there are con-
cerns that the number of students registered for information systems-
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related courses could stagnate or fall. In the United Kingdom (UK) the
numbers of students studying information systems dropped from 41,440
students in 2004/05 to 35,765 students in 2005/06, creating significant
problems for many information systems departments. While, at the
same time, a more applied and professionally orientated computing and
information systems education is required and demanded.

2. As the figures illustrate, the rapid changes in recent years re-
quire constant evaluation and modification of education programs in
order to make them attractive and suitable for students. Indeed, claims
that Information Technology (IT) is no longer a source of strategic ad-
vantage, have generated a growing concern over the loss of technology-
orientated jobs. It will increase the emphasis on ‘business-orientated’
Information Technology jobs.

3. Generally, it is expected that demand for subjects such as appli-
cation design and integration, enterprise architecture, information man-
agement, and business process management will increase. The demand
for graduates capable of coordinating complex information and supply
chain networks and project managers managing global IT projects is
also expected to rise. Students may also need to understand how to
manage project teams, especially geographically and ethnically diverse
teams. On the other hand, innovations in information and software
technology should also be considered as key elements of information
systems.

4. Universities are expected to provide a broad business and real
world perspective, strong analytical and critical thinking skills, and in-
terpersonal communication and team skills as well as core knowledge
of information systems. These skills should be combined with a solid
methodological foundation in design and implementation of infor-
mation technology solutions that enhance organizational performance.
Faculties in universities are increasingly under pressure and are ex-
pected to offer attractive and profitable study programs. Schools with
traditional computing degree programs are developing variations in
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many of their IT programs. Business schools are offering various types
of management information systems courses and courses with a compu-
ting element.

5. Although attempts have been made to develop frameworks for
information systems and to provide references for curricula, study pro-
grams are diverse. Among faculty, there is often discussion about the
direction of IS programs. Different programs aim to emphasize selected
aspects of information systems. Discussions among information sys-
tems faculty about the core elements and subjects of information sys-
tems degrees emerge frequently. In some discussions it seems that the
information systems curriculum should include many (if not all) related
subjects ranging from business and information system strategy to
management and marketing, organizational concepts, modeling and
information systems architecture, programming, mathematics, statistics
and operations research as well as computing, networking and Infor-
mation and Communication Technologies (ICT). In addition, the com-
plaints often reported on a regular basis from practitioners are that uni-
versity educators do not prepare their students adequately for the de-
mands of the real professional career-focused world.

6. In summary, it seems that information systems graduates are
expected to be the ‘all-in-one person solution suitable for every infor-
mation systems-related problem’. This seems to be symptomatic for the
information systems field. Similarly, a clear identity of the information
systems discipline is still absent. Consequently many universities strug-
gle with the proper direction and design of an information systems-
related curriculum.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and
find the words, related to business and to education:

(to) offer, a course, concern, (to) stagnate, (to) apply, (to) re-
quire, evaluation, emphasis, (to) be capable of, a supply chain, (to)
manage a team, (to) provide, critical thinking, implementation, a so-
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lution, (to) enhance, a degree program, (to) develop variations, an
attempt, a curriculum, faculty, (to) range, a core element, (to)
emerge, a field, a direction.

2.2. Try to make all possible collocations with the words
from 2.1, for example: (to) offer a course...

2.3. Use these groups of words to make sentences. Change
the forms of the words where necessary:

A. (to) offer, courses, university, different, our, IT-related.

B. concern, faculty, (to) express, curriculum, for, about, busi-
ness-related, disciplines.

C. (to) develop, the degree program, critical thinking, (to)
manage a team, required.

D. implementation, this solution, (to) provide, of, the, the sup-
ply chain, a core element, with.

E.(to) stagnate, the situation, (to) develop variations, without.

F. solutions, they, which, (to) range, (to) implement, from, tra-
ditional, unusual, to.

G. the attempt, (to) enhance, the course, of, the core element.

H. the opportunity, (to) emerge, (to) provide, a direction, new,
the field, in.

2.4. Finish the sentences:

A. The faculty showed concern about...

B. The economy stagnated because...

C. His critical thinking skills allowed him to ...

D. He had to manage a team, whose members ranged ...
E. The implementation of this solution requires ...

F. One of possible directions in this field ...

G. To develop this degree program the applied ...

H. The evaluation of the supply chain provided ...

I. Special emphasis should be given ...

J. The courses offered by the university enhance ...

7



3. Speaking activities

3.1. Make up 10 questions you would ask the faculty of Bl
department of an American university, using the words from
Vocabulary Activity I.

UNIT 2. The place of Business Informatics among
other disciplines

1. Reading activities

1.1. How can you describe Business Informatics as a university
subject?

1.2. Read the text and match the paragraph headings below to
the paragraphs:

A. Discussions about Business Informatics in European universities
B. Business Informatics as an interdisciplinary subject.

C. Information Systems as a part of business knowledge.

D. I nformatics and business study complement each other.

E. Difference between Bl and Information Systems.

1.3. Which paragraph tells us about:

A. why Information Systems and Business Informatics are still dif-
ferent disciplines?

B. the nature of Information Systems as a discipline?

C. Informatics providing support for business functions?

D. Different approaches to teaching Information Systems in differ-
ent countries?

E. what kind of science Bl is?

1.4. Put the sentences, summarizing the main idea of each para-
graph, in the correct order:

A. Information Systems is located inside business knowledge.
B. Bl includes business, scientific and engineering components.
8



C. Unlike Information Systems, Bl considers not only machines
but humans.

D. Universities discuss key subjects, teaching methods and direc-
tions of research in BI.

E. Bl helps business using IT methods.

1.5. Marks the following statements as True (T) or False (F):

A. IS as a discipline is located in public administration.

B. IS has among its components technology.

C. Bl is not popular among European universities.

D. The discussion among specialists is focused on the price of tui-
tion.

E. The 16" European Conference on IS considered aspects of
business management.

F. Bl is a subject separate from IS.

G. Bl supports informatics by applying business principles.

H. Bi is both theoretical and practical discipline.

1.6 Summarize the main ideas of the text using Activity IV as a
plan.

Business Informatics and Information Systems

1. Simultaneously with the discussion on key capabilities of IS
graduates, there is an ongoing debate regarding the nature and identity
of information systems as a discipline. Most of the debate is focused
on whether information systems is informed by the business discipline
or if it can be rooted in other domains, like healthcare or public ad-
ministration. Indeed the current model curricula for 1S undergraduate
studies has clearly identified business as the domain in which IS is
located. Although ongoing curricula revision extends this view and
recognizes that information systems is a discipline that integrates
technology and organizational processes with domain expertise, do-
main knowledge and business knowledge is still seen as fundamental
to the information systems discipline.
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2. Almost isolated from the broader discussion among the interna-
tional IS community, a growing number of universities in continental
Europe, foremost in German-speaking countries, offer and discuss
study programs in business informatics. In 2006 a panel at the 14th Eu-
ropean Conference on Information Systems (ECIS 06) discussed grand
challenges in common across Europe concerning education and re-
search in business informatics. The discussion was focused on the im-
portance of core subjects, teaching mode, and research topics within the
discipline from a management, information systems, and informatics
perspective. The discussion showed that education in information sys-
tems is very diverse, with different streams in information systems; on
the one hand a technology-, engineering- and method-orientated per-
spective and on the other hand a business- and management-orientated
focus. At the 16th European Conference on Information Systems (ECIS
08) a meeting with academics from various countries was held discuss-
ing aspects of business informatics. The discussion emphasized the en-
gineering characteristics of business informatics in contrast to the man-
agerial oriented stream of information systems.

3. Within the business informatics community, broad agreement
exists that business informatics shows numerous similarities to the dis-
cipline of information systems; however, there are some particular
characteristics that make business informatics a discipline in its own
right. First emerging in the 1970s as a technology-oriented course in
business, over the last decade it became an accepted field of research
and study. As a stream of information systems, business informatics
focuses on business information systems as socio-technical systems
comprising both machines and humans.

4. However, business informatics combines and complements ex-
plicitly the domains of informatics and business studies. Informatics is
primarily concerned with the technology of information and communi-
cation systems, while business studies focuses on management func-
tions. Business informatics aims to support business functions by ap-
plying informatics principles and technologies.
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5. Business informatics is concerned with the concept, develop-
ment, implementation, maintenance and utilization of business infor-
mation systems. Business informatics also includes the management of
information systems while it emphasizes the relationship between hu-
mans, business functions, information and communication systems, and
technology. Defined as a science discipline, business informatics is
generally categorized as

« applied science that studies real world phenomena,

» formal science that creates and applies formal description meth-
ods and models,

» engineering discipline that systematically designs and constructs
information and communication systems. Therefore business informat-
ics is an interdisciplinary subject .It can be summarized as a socio-
technological and business-oriented subject with engineering penetra-
tion.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words, related to education and research:

A capability, regarding, (to) be rooted in, an undergraduate, a do-
main, a community, a challenge, core subjects, research topics, diverse,
a perspective, (to) hold a conference, (to) emphasize, a similarity, par-
ticular, (to) accept, (to) comprise, (to) complement, maintenance, (to)
define, penetration.

2.2. Try to make all possible collocations with the words, for
example: (to) emphasize a challenge

2.3. Match the words with their definitions or synonyms:

1. community a. keeping something in order
2. maintenance b. a difficult task

3. penetration c.(to) stress

4. (to) emphasize d. a field or branch
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5. (to) complement e.(to) add

6. an undergraduate f. getting inside something

7. adomain g. a group of people united by something
8. a challenge h. a student

9. a capability i. various or different

10. diverse j.(to) agree or acknowledge

11. (to) accept k. an ability or talent

12. (to) comprise I. concrete

13. particular m.(to) make up or include

2.4. Paraphrase the sentences using the words from Activity I:

A. Some students would like to get a Master’s degree.

B. Getting a degree in IT for some students is a difficult task.

C. Getting into the American software market for a Russian com-
pany is a difficult task.

D. In this field we all have to agree that he is an authority.

E. You need to add more features to your product.

F. The English-speaking part of the city welcomed his arrival.

G. He is a specialist in many different fields.

H. She made up a list of all the things she needed.

I. In this concrete situation we can’t do anything.

J. His job is to keep the equipment in order.

K. His different talents made him a leader.

Writing activities

3.1 Study your educational program on the site of the universi-
ty and write a short report (250 words maximum) describing engi-
neering, business and IT subjects in the curriculum.
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UNIT 3. Careers for Bl graduates
1. Reading activities

1.1. How do you imagine your future job and career after
graduating from the university?

1.2. Read the text and match the paragraph headings below to
the paragraphs:

A. Using best practices.

B. An exciting and dynamic career.

C. Basic rules of IS management.

D. What IS students study at the university.
E. Why IS job is so demanding.

F. Why IS specialists work in teams.

1.3. Which paragraph tells us about:

A. stages in the work of IS specialists?

B. IS specialists’ job satisfaction?

C. preparation of IS specialists?

D. the role of programming in IS management?
E. specialization of IS professionals?

F. special systems which monitor customers?

1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. IS specialists usually work in teams.

B. IS job is very important and includes a lot of functions.

C. IS job is interesting and involves a lot of changes.

D. IS job involves using best practices adopted by their companies.

E. IS job involves working not only with systems and processes,
but also with people.

F. IS students are taught how to solve business problems using IS.

1.5. Answer the questions on the text in your own words:
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A. Why are most IS specialists happy with their job?

B. What do IS students focus on during their studies?

C. How does the use of best practices help IS professionals?

D. Why do IS specialists usually work in teams?

E. Why do IS professionals study business data?

F. What functional areas of business are mentioned in the last par-
agraph?

1.6. Summarize the main ideas of the text using Activity IV as
aplan.

What Does an IS Career Look Like?

1. A career in information systems is full of action, problem-
solving, and teamwork. It is the goal of information systems profes-
sionals to bridge the knowledge gap between business users and
technologists, and thus IS professionals must be fluent in both
worlds. Work in the field of information systems is exciting, fun,
and fast-paced. There is always a new team to work with and new
technology to learn about, and projects move quickly leaving open-
ings for new endeavors. In a recent report published in The Wall
Street Journal, information systems professionals were tied for the
highest percentage of college graduates that were satisfied with
their career path.

2. When preparing to become an IS professional, students fo-
cus on learning about the types of systems that exist, what they of-
fer to businesses, best practices for implementation, and the ad-
vantages and disadvantages of each. Students also focus on how to
work with business users and discover what their system needs are
and how they can best be served by information systems. Infor-
mation systems professionals focus on solving problems in busi-
nesses through the use of information systems.

3. When students start their careers, they frequently work in
teams that connect businesspersons with the appropriate system so-
lution for their situation. Usually the organizations they work for
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adopt a set of best practices to create consistency across project
teams. Through the use of these best practices, IS professionals de-
termine what options are available, consider the pros and cons of
each, design a customized solution to match the specific business,
and develop a plan on how to best implement the information sys-
tem, including rollout phases and training.

4. As mentioned, IS professionals typically work in teams.
This is because the projects are usually very large and have many
interworking pieces. As a result, IS professionals specialize in a
particular type of work and contribute their expertise in this area.
Specializations include system analysts, software developers, data-
base administrators, and project managers.

5. Information systems as a career is attractive to many indi-
viduals because of the traits above. However, it is also engaging be-
cause it is a career in which you get to work on making people’s
lives easier. IS professionals focus on developing systems that
businesspersons will use to create efficiency and increase their per-
formance. IS professionals design systems that help businessper-
sons make better decisions (decision support systems) and lead or-
ganizations (executive dashboards). Systems are also created to
keep track of materials (supply chain management systems) and
customers (customer relationship management systems). And given
the important role of information in modern organizations, 1S pro-
fessionals record, monitor, and analyze data to learn how the busi-
ness can improve (business intelligence systems). IS professionals
work to design these systems to be more usable, more efficient, and
more informative.

6. The information systems triangle includes people, processes,
and information technology. It is a good reminder that MIS is about
much more than just technology.

o Well designed information systems keep the user in mind at
each step of the process.
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¢ Information systems are used by every functional area of
business—marketing, management, finance, and accounting. For
this reason it is good to have a strong background in information
systems.

e Careers in information systems tend to be dynamic, team
based, and focused on problem solving.

e Few information systems careers involve programming.
However, IS professionals must be able to communicate with pro-
grammers.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and di-
vide them into groups, denoting IT job titles (1) and IT-related (2)
and business-related (3) functions and phenomena:

Problem-solving, (to) bridge the gap, (to) be fluent in smth., an
opening for endeavors, (to) publish a report, a career path, (to) focus on
smth., (to) serve the needs of smth., appropriate, consistency, rollout,
contribute one’s expertise, a system analyst, a software developer, a
database administrator, a project manager, a trait, engaging, (to) create
efficiency, (to) increase performance, (to) make a decision, (to) keep
track of smth., a supply chain, a customer relationship, (to) record data,
(to) improve, a reminder, (to) keep smth. in mind, accounting, a back-
ground, (to) tend.

2.2. Match the words with their definitions:

1. problem-solving a. (to) have a tendency, (to) be
prone to

2. (to) bridge the gap b. uniformity

3. (to) be fluent in something C. suitable

4. an opening for endeavors d. all the jobs that somebody has
had

5. (to) publish a report e. (to) concentrate on smth.
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6. a career path

f. a specialist in creating computer
programs

7. (to) focus on something

g. (to) fulfill somebody’s require-
ments

8. (to) serve the needs of some-
thing

h. beginning or launching some-
thing

9. appropriate

i. a specialist managing a data base

10. consistency

j. (to) share one’s professional
knowledge

11. rollout

k. (to) type a big analytical docu-
ment

12. contribute one’s expertise

. (to) fill in some missing element

13. a system analyst

m. (to) be able to do something
fast

14. a software developer

n. a specialist in analyzing IT sys-
tem problems

15 a database administrator.

0. something helping you not to
forget

16. a project manager

p. (to) write down the information

17. a trait

g. (to) remember

18. engaging

r. (to) make or become better

19. (to) create efficiency

s. an area focusing on financial
matters

20. (to) increase performance

t. (to) decide to do something

21. (to) make a decision

u. a line from the point of origin to
the point of consumption

22. (to) keep track of something

v. a feature

23. a supply chain

w. involving, making you feel like
taking part in it

24. a customer relationship

X. previous knowledge or experi-
ence

25. (to) record data

y. (to) make something efficient
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26. (to) improve z. (to) make something produce
more items

27. a reminder aa. links with your clients

28. (to) keep something in mind bb. a person responsible for some
project

29. accounting cc. making a problem disappear

30. a background dd. room or opportunity to do
something outstanding

31. (to) tend ee. (to) follow or monitor some-
thing

2.3. Make up sentences using the following prompts:

A. They, in accounting, and, keep track of, record data, money, fi-
nancial.

B. Trust, the best, built on, customer relationships.

C. The most, of, trait, manager, is, to make a decision, important,
the ability.

D. To monitor, all over, an IS specialist, the duty, of, flow of
goods, the supply chain.

E. Create efficiency, increase performance, and, help, to, IS spe-
cialists, professional.

F. Fluent in English, if, are, you, no problem, a report, to publish,
itis.

G. Family problems, him, didn’t, to focus, career path, on, his, al-
low.

2.4. Finish the sentences using your own ideas or ideas from
the text:

A. Before exams I tend to...

B. Improving my personality means...

C. It is important to record data when...

D. I received a reminder from my friend about...
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E. In the morning I have to keep in mind that...
F. Specialists in accounting...

G. Making a decision for me is...

H. The main trait of my character is...

L. If I need to focus on something I...

J. A software developer’s job is to...

K. My mother’s career path includes...

L. I can say that [ am fluent in...

M. Problem-solving skills can be developed...
N. Shopping malls serve the needs of...

O. Doing a research bridges the gap between...and...

3. Writing activities

3.1. Write a letter of 250 words to your imaginary pen-pal
abroad describing your career plans after graduating from the uni-
versity.

UNIT 4. What is a Business Informatics Management model
1. Reading activities

1.1. What do you know about models? Where are they used?
Do you think models help to organize a process?

1.2. Divide the text into 2 big parts and give each one a head-
ing.

1.3. Which part tells us about the goals of MBI models, and
which — about their basic principles?

1.4. How many specific IT management issues does the text
mention?

1.5. What factors are mentioned as crucial for the performance
of enterprise IT systems?
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1.6. Decide if the following statements are true or false, using the
text:

A. MBI models are applied only for organizations which use IT ser-
vices.

B. MBI models help only with general IT management issues.

C. MBI models directly help to improve the overall business perfor-
mance.

D. MBI models monitor IT investment profitability.

E. MBI models do not consider legal aspects.

F. MBI models use several different metrics systems.

G. MBI models can be used for different types of organizations.

H. MBI models are difficult to upgrade.

I. You can use an MBI model only as a whole.

1.7. Answer the following questions on the text:

A. What kind of methods do MBI models use?

B. When does this model use best practice solutions?

C. What features characterize performance of IT systems?

D. Can we learn about an employee’s duties with the help of these
models?

E. What does the model’s metrics system assess?

F. Why is it more efficient to deal only with some problematic areas?

G. Why is it important that the model can be used in smaller busi-
nesses as well?

1.8. Summarize the main ideas of the text using the questions
from activity 1.7 as a plan.

Management of Business Informatics Model

The primary objective of the MBI model is to provide a support for IT
management activities in companies that figure as users of IT services. The
MBI model provides a consistent and flexible business informatics man-
agement methodology that incorporates the best practice guidelines for
specific industry domains. The model helps IT practitioners to:
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- document and analyze an existing system of business informatics
management,

- design and implement a new (improved) management system,

- obtain an advice and best practice solutions for specific IT man-
agement issues such as:

How to develop an information strategy? How to prepare IT budg-
et? What is the concrete structure and content of SLA (Service Level
Agreement) for application services delivered in the form of Software
as a Service? The MBI model helps organizations to improve the per-
formance of enterprise IT systems more specifically the quality, availa-
bility, security and effectiveness of IT services, and indirectly the over-
all business performance.

To address such requirements, the following key principles of the
MBI model were defined:

1. The model supports an organization’s business strategy in defin-
ing strategic applications of business informatics as well as in monitor-
ing IT investment profitability.

2. The model allows a control of all key features of enterprise in-
formation system:

- Required functionality inclusion

- Availability, Timeliness, Accuracy and Trustworthiness of re-
quired functions and information

- Compliance with legislations

- Reliability

- User-friendliness

- Security

- Flexibility

- Openness

- Integrity

- Standardization

- Performance

- Effectiveness
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3. The model records all responsibilities and authorities within an
organization in the context of business informatics.

4. Business informatics management is based on a coherent system
of metrics that evaluate all important IT services, IT processes and IT
resources.

5. The model provides various levels of detail (granularity) of
management tasks and metrics that correspond to the requirements of
different organization types.

6. The model rapidly responds to changing needs of business in-
formatics, its content and functionality is easily extendable and up-
gradable.

7. The application of MBI model in practice offers a high flexibil-
ity. Implementation of individual model components (tasks) is support-
ed without having to implement the entire model. Considering a signifi-
cant effort involved in a comprehensive business informatics system
implementation, it is often more effective to address only those areas
identified as the most problematic, or with the highest impact on an
enterprise performance and its success.

8. The model is effectively deployable in organizations of a differ-
ent size and operating in different industry sectors. Model implementa-
tion respects specific conditions under which an organization operates
including its financial and human resources allowing a successful ap-
plication of the model in small businesses that typically have limited
financial and human resources.

2. Vocabulary activities

2.1. Study the wordlist and find the words related to business
activity and the words, describing features of objects. Use a dic-
tionary if necessary:

Objective, flexible, (to) incorporate, a guideline, (to) obtain, an issue,
(to) prepare budget, (to) develop a strategy, (to) deliver, overall, investment
profitability, accuracy, (to) comply with legislation, reliability, integrity,
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authority, coherent, (to) evaluate, (to) correspond to, (to) consider, com-
prehensive, an impact, (to) identify, (to) deploy, (to) operate.

2.2. Match the words with their synonyms or definitions:

1. objective a. (to) get financial documents ready
2. accuracy b. (to) get

3. an issue c. (to) create a plan for distant future
4. reliability d. (to) include

5. integrity e. including all aspects

6. authority f. logically connected

7. an impact g. the ability to repay the money you

put in

8. investment profitability

h. having all parts together as a whole

9. a guideline i. the quality of being able to be trust-
ed

10. flexible j. aquestion or a small problem

11. overall k. the quality of being precise

12. coherent

I. a goal or a purpose

13. comprehensive

m. a basic principle or direction

14. (to) incorporate

n. resilient or adaptive

15. (to) obtain

0. influence or effect

16. (to) prepare budget

p. (to) bring

17. (to) develop a strategy

g. (to) study

18. (to) deliver

r. (to) agree with

19. (to) comply with legislation

S. (to) assess

20. (to) evaluate

t. (to) put

21. (to) correspond to

u. (to) work

22. (to) consider

v. (to) determine the identity

23. (to) identify

w. (to) be according to laws

24. (to) deploy

X. power

25. (to) operate

y. general, covering everything
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2.3 Finish the following sentences using your own ideas:

A. Reliability of this principle depends on...

B. If you want to develop a strategy, you should...

C. Our Educational incorporates. ..

D. To comply with the legislation, our company should...
E. My main objective is ...

F. Accuracy of calculation depends on...

G. We should consider this issue ...

H. Investment profitability of a project means that ...
I. Our manager has the authority ...

J. We need to evaluate the pros and cons of ...

K. The impact of your actions can be ...

L. Comprehensive secondary education means that ...
M. To obtain a discount you should ...

2.4. Paraphrase the sentences using words and collocations
from Activity I:

A. We must study the pluses and minuses of this project.

B. Everything should be according to law.

C. This subject includes various activities.

D. We need to think over our long-term plans.

E. This document outlines the basic principles and directions.

F. His report presents the data very logically, with each item con-

nected to the previous one.

G. We can put our thing right here.

H. We determined his actual reasons.

I. The general principle of this project is to pay back the invested
capital as soon as possible.

3. Writing activities

3.1. Choose one of the principles for MBI models from the text
a prepare a short report (250 words minimum) using The Internet
as a resource.
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UNIT 5. Management of business processes
1. Reading activities

1.1. Read the text and match the paragraph headings with the
paragraphs:

A. An office operating like a production line.

B.A system is more efficient than traditional automation.

C. Limited use of BPMS.

D. The advantages of using BPMS.

E. Recent changes in the use of computer systems.

F. Saving time and money.

1.2. Which paragraph tells us about:

A. how computer systems exercise control over employees?

B. flexibility of the new system?

C. old approach limiting the role of BPMS only to giving advice?
D. BPMS making control easier?

E. BPMS increasing employee interaction?

F. an analogy between BPMS and object-oriented programming?

1.3. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A.A new system makes an office work like a production line.

B. In the past computer systems only identified mistakes in opera-
tion and gave advice.

C. BPMS reduce costs and improves quality and adaptability.

D. Recently computer systems have been involved in decision-
making.

E. BPMS advantages look similar to those of object-oriented pro-
gramming.

F. The new approach saves time and money during decision-
making and problem-solving.

1.4. Answer the following questions on the text:
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A. What was the limitation in the use of business process man-
agement systems?

B. What is the principal change in the use of computer systems at
present?

C. Who decides on the order of task execution?

D. What stages can be excluded with this new approach?

E. What kind of businesses allows to simplify the control func-
tion?

F. Why is not necessary to write a code with this new system?

G. What new name can be given to this new system?

Designing executable business processes as
a programming paradigm

1. Despite the fact that the first analogues of modern business pro-
cess management systems (at that time they were called workflow sys-
tems) appeared more than fifteen years ago, until recently, most of the
process management works were limited by the study of production
activity of enterprises, identification of repetitive chains of actions,
formalization and integration of these chains into completed business
processes, analysis of selected business processes, and development of
recommendations for changes in business processes so that at the same
time the operating efficiency of the enterprise increased. This did not
imply automated execution of business processes.

2. The use of computer systems was limited only to business
process modeling. That is, after the development or modification of
a business process it was introduced to organizations by administra-
tive methods, which are long, clumsy and expensive. In recent years,
quality changes occurred in this field. Currently, enterprises have
been actively implementing computer systems directly executing
business processes in the computer environment which are called the
business process management system (BPMS). These systems dis-
tribute tasks to the executors and monitor their implementation. The
sequence of tasks is determined by the business process diagram.
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Control points move across the diagram; in the design modes control
points generate tasks for the executors.

3. Thus, at an office-type enterprise, an analogue of the production
line appears: this mechanism makes it possible to exclude routine oper-
ations from the employees’ actions, inefficient procedures related to
information search and transmission, and significantly to increase the
rate of employee interaction. This is due to the fact that by using
BPMS, employees accomplish received tasks sticking to receiving data
required for task execution from other employees; they transmit the
results of their work to other employees; and they study the job descrip-
tions. All information needed to perform the task appears on the em-
ployee’s computer screen.

4. At enterprises with stable recurring chains of operations, the use
of BPMS provides other advantages: significantly simplifies the control
activities for works in progress and increases the transparency of busi-
ness operations; improves the enterprise product quality: through auto-
matic regulatory activity and monitoring tools to observe all rules pro-
vided makes it possible to promptly change business processes in re-
sponse to the changing business environment of the enterprise; makes it
possible to solve the problem of enterprise scale integration; reduces
the cost of enterprise automation, and improves the rate of software
development and reliability.

5. Let us explain the last item in the list. Reducing costs is one of
the reasons for selecting a process automation option. In the traditional
approach, at the beginning a detailed technical project (in the form of a
plain text) is drawn up. This is approved by the customer, and subse-
quently it is converted to program code by software programmers. Au-
tomation based executable business processes makes it possible to elim-
inate duplication: in this case, the analyst immediately develops execut-
able business processes, which are approved by the customer and do
not have to be translated into a program code. Therefore, the develop-
ment time and costs of the work of the executors are significantly re-
duced. Automation based on executable business processes makes it
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possible to quickly adapt the development to changing problems and
new ideas started up in the course of development, to reduce develop-
ment costs, to reduce the technical support costs, and significantly to
reduce the cost of modifications and maintenance.

6. Thus, system implementation, customization and management,
based on executable business processes prove to be faster and cheaper
as compared to traditional automation in which separate application
components are developed for various problems and functions. These
advantages (faster, cheaper, easier to support and maintain) coincide
with the paradigm advantages of object-oriented programming as com-
pared to procedural programming. By analogy, the activity of designing
executable business processes can be called a new programming para-
digm.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business:

(to)execute, a paradigm, despite, workflow, a repetitive chain of
actions, (to) develop recommendations, (to) imply, a modification, (to)
introduce, clumsy, (to) occur, (to) distribute tasks, a sequence, (to) de-
termine, (to) generate, (to) exclude, transmission, (to) accomplish a
task, a recurring chain of operations, transparency, promptly, a re-
sponse, (to) reduce costs, plain (adj.), immediately, (to) eliminate, (to)
approve, customization, (to) prove, (to) coincide with.

2.2. Make up common collocations using the text:

A. business 1. tasks

B. a chain 2. of operations
C. (to) distribute 3. of actions

D. (to) reduce 4. a problem

E. (to) accomplish 5. results

F. a chain 6. occur

G. (to) develop 7. possible




H. (to) solve

8. costs

I. (to) transmit

9. code

J. changes 10. recommendations
K. program 11. processes
L. make it 12. tasks

2.3. Match the words with their synonyms or definitions:

1. (to) execute

a. (to) set or define

2. a paradigm b. awkward or inconvenient
3. despite C. succession
4. workflow d. (to) create

5. a repetitive chain of actions

e. (to) tell each person what to do

6. (to) develop recommenda-
tions

f. (to) bring into use for the first
time

7. (to) imply

g. (to) work out a set of tips

8. a modification

h. a set of ideas or practices used
as a model

9. (to) introduce

i. (to) happen

10. clumsy

j. a small change

11. (to) occur

k. though

12. (to) distribute tasks

I. fulfill

13. a sequence

m. actions repeating themselves
in the same order

14. (to) determine n. (to) mean
15. (to) generate 0. work viewed as a process
16. (to) exclude p. reaction

17. transmission

g. (to) match

18. (to) accomplish a task

r. a repetitive set of jobs

19. a recurring chain of opera-
tions

S. (to) show that something is true
using facts

20. transparency

t. obvious and easy to see
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21. promptly

u. (to) agree or say that some-
thing is good or right

22. aresponse

v. (to) make something disappear

23. (to) reduce costs

w. adapting to requirements of a
particular customer

24. plain X. passing
25. immediately y. (to) complete a job
26. (to) eliminate z. simple

27. (to) approve

aa. in good time

28. customization

bb. (to) make something more
economical

29. (to) prove

cc. at once

30. (to) coincide with

dd. (to) stop including

2.4. Finish the sentences using your own ideas:

A. Transparency in giving an exam mark can be achieved...

B. Customization of a mobile app is done ...

C. My usual response to bad news is...

D. I do not approve of ...

E. We can eliminate errors ...

F. Immediately after classes I ...

G. Sometimes my actions do not coincide with ...

H. To accomplish a really difficult task [ need ...

I. Transmission of information from managers to employees ...
J. His clumsy movements proved to me that ...

K. A change of paradigm in computer technology occurred

when ...

L. Managers usually distribute tasks ...
M.I want to introduce new rules in ...

2.5. Paraphrase the sentences using the words from the word-

A. You must finish this job.
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B. His reaction to the news was rather nervous.

C. You need to make this process more economical.

D. This task must be done at once.

E. A new program will make all errors disappear.

F. She won’t be included on the list of participants.

G. Doing a repetitive set of jobs every day makes me feel de-
pressed.

H. He created a new password.

I. To make this program work properly we need to work out a set
of tips.

J. We should bring into use these new principles.

K. You should tell each person what to do.

L. Bad thing happen all the time.

3. Speaking activities

3.1. Look up the Internet to find out, what companies success-
fully implement Business Process Management Systems, and pre-
pare a short presentation for the group 7-8 minutes long.

UNIT 6. Specific features of a BI specialist’s job
1. Reading activities

1.1. How competent are you at programming? Do you know
any programming languages?

1.2. Read the text and match paragraph headings with the
paragraphs:

A. Private iPhone apps.

B. IS specialists can’t do coding.

C. It’s cheaper to on-shore.

D. The app creation procedure.

E. Outsourcing programmers using the Web.

F. Choosing a developer.
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G. On-shoring and off-shoring.

1.3. Which paragraph tells us about:

A. two types of outsourcing?

B. the degree to which IS specialists know programming?
C. one specific type of iPhone apps?

D. IS specialists working as intermediaries?

E. looking for programmers online?

F. preparing documents for developers?

G. the real costs of hiring programmers in other countries?

1.4. Put the sentences, summarizing the main idea of each para-
graph, in the correct order:

A. IS specialists act as middlemen between business units and devel-
opers.

B. On-shoring and off-shoring.

C. IS specialists are not taught programming properly.

D. On-shoring has recently become more viable than off-shoring.

E. On-line resources help to find developers.

F. The developer you’ve found should be reliable.

G. Why we sometimes need private apps for iPhone.

1.5. Answer the questions on the text:

A. Why do IS specialists not know programming?

B. Who does an IS specialists communicate with?

C. What does paragraph 3 exemplify?

D. What makes finding developers from outside the company easier?
E. How is off-shoring different from on-shoring?

F. What else besides money is important when choosing a developer?
G. What prevents US companies from off-shoring?

1.6. Answer the questions on the text:
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IS Professionals Serve the Role of an Intermediary

1. To actually program an iPhone app requires fairly extensive
programming knowledge. Apps are programmed in a language called
Obijective C. This is beyond the scope of most information systems (IS)
business analysts. IS professionals hire the programmers, rather than
doing the coding themselves. In fact, most IS curricula teach program-
ming only so that the business analyst is able to communicate effective-
ly with programmers by speaking a bit of their language and under-
standing some of their constraints.

2. Within a large corporation there will typically be a team of de-
velopers (usually computer science majors) and a team of business ana-
lysts (usually 1S majors). The business analysts communicate with the
business units, such as marketing or finance, to analyze the business
needs. They then translate those needs into requirements that are deliv-
ered to the developers. The developers program the application and
then deliver it back to the business analysts for testing. In this way, IS
professionals serve as the bridge between the developers and the busi-
ness units. The business analyst’s job continues even after the app is
developed. They test the app extensively when it is delivered back from
the developer.

3. Most of the iPhone apps, which you are familiar with, are de-
signed for the consumer market. However, there are a number of corpo-
rations that design in-house private iPhone apps for their employees. If
you were designing your app for a company you would serve as the
intermediary between the business unit and the developers.

4. Some corporations, especially small ones, do not retain a team
of developers. They rely on the ability to contract out development
work. With the development of the web, the process of locating pro-
grammers has become much easier. There are a number of portals such
as Elance.com that allow you to auction off your job much the same
way that you would auction a product on eBay. Developers then bid on
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your job and you select your preferred developer. To help you in the
decision, these services also maintain ratings of developers based on
feedback from previous clients.

5. The process of bidding out a job to a developer outside of your
corporation is called outsourcing. Outsourcing comes in two types de-
pending on where the developer is located. Outsourcing to a local de-
veloper is called on-shoring. Outsourcing to a developer in another
country is called off-shoring. Off-shoring is a popular movement
among North American companies due to the high cost of skilled labor
in the United States. Many developers live offshore in countries such as
India, Pakistan, Russia, and Brazil.

6. One key factor in outsourcing is communicating clearly with the
developer. Any documentation that you prepare in advance helps re-
duce the possibility of misunderstandings. That is why we spent time
planning the app and constructing a mockup. Choosing a developer is
not about getting the lowest price, but rather about getting the best val-
ue. You want a good developer, but maybe you do not need the best.
Make sure that your developer has a reputation for delivering on time
and within budget. Furthermore, you often get what you pay for.
Cheaper developers may deliver lower quality.

7. There is a myth of developers in third world countries working
practically for free. However, as countries such as India, Pakistan, and
Russia become wealthier, the wages rise. The offshoring process is im-
perfect and some U.S. companies have found that documentation re-
guirements are so extensive, and communication problems so prevalent,
that it is almost cheaper in the end to hire a local programmer some-
what familiar with the business already. Some portals, such asiPhone-
AppQuotes.com, advertise on-shoring as their com- petitive advantage.
Many companies provide iPhone quotes. Elance.com is more general
and worldwide, developing lots of different kinds of systems with de-
velopers all over the world.
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2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business and IT:

An application, (to) be beyond the scope of, (to) hire, a constraint,
a major, a business unit, (to) deliver, a developer, (to) serve as the
bridge, extensive, (to) be familiar with, in-house, an intermediary, (to)
retain, (to) rely on, (to) locate, (to) auction off, (to) bid on smth., (to)
prefer, feedback, a movement, skilled labor, in advance, (to) construct a
mockup, (to) get the best value, within budget, wages, competitive ad-
vantage, a quote, a consumer market.

2.2. Make up common collocations using the text:

A. (to) develop 1. unit

B. beyond 2. as the bridge
C. a business 3. a mockup

D. (to) serve 4. the best value
E. skilled 5. an application
F. (to) construct 6. advantage

G. (to) get 7. the scope

H. competitive 8. labor

I. (to) communicate 9. market

J. a consumer 10. factor

K. a key 11. effectively

2.3. Match the words to their definitions or synonyms:

A. An application 1. wide

B. (to) be beyond the scope | 2. a designer of computer programs
of

C. (to) hire 3. a department

D. a constraint 4. (to) bring or get

E. a major 5. before or earlier

J. a business unit 6. (to) like more than others
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K. (to) deliver

7. regular payment for work

L. a developer

8. (to) get the best quality

M. extensive

9. a specialized computer program

N. (to) be familiar with

10. a price

O. (to) serve as the bridge

11. (to) know well

P. in-house

12. qualified workers

Q. an intermediary

13. (to) build a model

R. (to) retain

14. (to) spend an agreed sum of money

S. (to) rely on

15. (to) offer a job to people outside
the company

T. (to) locate

16. (to) connect

U. (to) auction off

17. a difficulty

V. (to) bid on something

18. people buying something for per-
sonal use

W. (to) prefer

19. inside the company

X. feedback

20. (to) pay somebody money to do a
job

Y. a movement

21. the main university subject

Z. skilled labor 22. (to) keep
AA. in advance 23. (to) find
BB. (to) construct a|24.atrend
mockup

CC. (to) get the best value

25. opinion given after an event

DD. within budget

26. a feature making a product better
than other similar products

EE. wages 27. a middleman
FF. competitive advantage | 28. (to) count on or trust
GG. a quote 29. not included

FF. a consumer market

30. (to) struggle to get a job by telling
how much you quote
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2.4. Finish the sentences using your own ideas:

A. Talking about cuisines, I prefer ...

B. Management is beyond the scope ...

C. An interesting movement these days is ...
D. There is an app on my mobile which ...
E. Teachers should get feedback ...

F. To locate a Pokemon you should ...

G. I am familiar with ...

H. My major at the university is ...

I. We get extensive training in ...

J. To become a program developer you ...
K. We have to construct a mockup if ...

L. The person [ can rely on s ....

M. One serious constraint with university education is ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. What is the price of your services?

B. She is a kind of middleman between the people and the gov-
ernment.

C. Why is your product better than other similar ones?

D. When do you get your payment for the work?

E. We do it inside the company.

F. We decided to offer this job to somebody not from our
company.

G. He creates computer programs.

H. What was your main subject at the university?

I. Qualified work should be compensated adequately.

J. Our department includes 25 employees.

K. he asked to pay him earlier than the job was completed.

L. This product is not sold to individual customers, only to
businesses.

M. We should pay somebody to do this job.
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N. First you must build a model and see if it works.
O. We can’t spend more than we agreed on.

P. If they refuse, we will keep the money.

Q. If you want the best quality, it can’t be cheap.

3. Writing activities

3.1. Search the Internet and find companies auctioning off
software development jobs. Prepare a short report (150 words) an-
alyzing the offers and bids from developers. The name of one of
such sites is mentioned in the text.
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CHAPTER 1.
BUSINESS INFORMATICS IN BUSINESS ACTIVITY

UNIT 7. Types of business analyses
1. Reading activities

1.1. Have you ever considered starting your own business? If
so, then what kind of business would that be?

1.2. Read the text and match paragraph headings with para-
graphs:

A. iPhone sector analysis.6

B. Establishing growth potential.2

C. SWOT analysis.4

D. The importance of industry analysis.1

E. M. Porter’s analysis.5

F. Investor’s view.3

1.3. Which paragraph tells us about:

A. the danger of lying to investors?

B. factors determining an industry’s attractiveness?

C. what you should do before starting your own business?
D. fast growth rate of the iPhone sector?

E. what your report should include?

F. a four cell grid?

1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. Different ways of showing growth potential.

B. The five forces model.

C. What is SWOT analysis.

D. Two types of analysis important for investors.

E. Showing an industry’s growth potential.
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F. Five forces analysis for iPhone sector.

1.5. Answer the questions on the text:

A. What should you do before starting your own business?

B. How can you determine a sector’s growth potential?

C. What does the content of an industry’s analysis depend on?
D. Where is SWOT analysis popular?

E. How do they usually show SWOT analysis?

F. What does Porter’s analysis help to find?

G. What are barriers to entry for iPhone sector low?

H. Why does iPhone sector remain attractive?

1.6. Summarize the main ideas of the text using Activity 1V as
aplan.

Industry Analysis

1. Before launching a business venture with your capital, or some-
one else’s, it is a good idea to analyze the overall attractiveness of the
industry. An industry analysis makes no reference to your particular
company. In other words, how likely to succeed would any new com-
pany be in this industry? Are there parts of the industry that are more
attractive than others? Loan officers or investors especially, are going
to want to see an analysis of the industry. One thing they will look for
is growth potential. If you can show that the industry is rapidly grow-
ing, you may get funding. From an investor’s point of view, they might
simply want to have a dog in the race—even if your company is not
necessarily the best dog overall—it may still be the best dog on hand.

2. One can establish growth potential by showing trends over time.
For apps this would include showing growth in sales of apps and the
platforms on which the apps run—iPhone, iPod, iPad. If your app du-
plicates functionality found in another device, a turn by turn GPS for
example, then you could show growth in the GPS industry. You might
also want to show growth of competing platforms and apps such as the
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Droid. However, you should be honest and straightforward about your
statistics. Investors are smart and can see through hype and deception.

3. The content of an industry analysis depends on the purpose of
the report. There is no one size fits all. However, if the business is seek-
ing funds, investors will at a minimum want to see two things:

e Industry analysis: An analysis of the industry in which the
company operates. What are the

opportunities and threats inherent in the industry?

e Company analysis: An analysis of the competitive position of
the company within that industry. What are the strengths and weak-
nesses of the company?

4. There are a number of analysis techniques designed to get at
both the industry and company analysis. We will look at just two. The
first is very popular in the marketing discipline. It is an analysis of
strengths, weaknesses, opportunities, and threats (S.W.O.T.) analysis
developed by Albert Humphrey in the 1960s. The strengths and weak-
nesses compose the company analysis, whereas opportunities and
threats compose the industry analysis. You can consider the strengths
and weaknesses as describing the current state of the company. The
proposed future state of the company will be planned taking into ac-
count the opportunities and threats. It is conventional to show a
S.W.O.T. analysis in a four cell grid.

5. Another very popular analysis tool is Michael Porter’s five forc-
es model. Porter analyzes an industry by looking at how hard it is to get
in the industry (barriers to entry), stay in the industry (threat of substi-
tutes), and the bargaining position of suppliers to and buyers of industry
products and services. This helps identify the attractiveness of the in-
dustry. You might think of Porter as helping to direct our focus to
where the opportunities and threats might be found. The fifth force is
the competitive position of industry rivals — their strengths and weak-
nesses.

6. For example, with respect to your iPhone app, you might argue
that barriers to entry are very low. There are thousands of iPhone de-
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velopers and it cost relatively little to develop an iPhone app. The threat
of substitutes includes the competing Droid and other smart phones and
apps. Suppliers to your industry include Apple, which supplies the
iTunes store for distribution and the developers. Apple’s bargaining
power is very high since you must list your app on their store and pay
their commission. However, the bargaining power of developers is rela-
tively low since they compete in an open auction for your business. The
bargaining power of buyers is very strong since they can purchase from
you or any of your competitors. The only thing that makes this industry
attractive is that it is growing at such a phenomenal rate that there are
business opportunities even for weak players. As the industry matures,
the weaker players will probably get squeezed out.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business and sport:

(to) launch a business venture, an industry analysis, (to) make ref-
erence to, (to) be likely to, a loan officer, growth potential, a dog in the
race, (to) compete, hype, (to) seek funds, inherent, strengths and weak-
nesses, current state, (to) take into account, conventional, a grid, barri-
ers to entry, bargaining power, (to) argue, a supplier, an open auction,
at a phenomenal rate, a business opportunity, a weak player, (to)
squeeze out.

2.2. Make up common collocations using the text:

A. (to) launch 1. officer

B. an industry 2. in the race

C. (to) make 3. funds
D.aloan 4. and weaknesses
E. growth 5. into account
F.adog 6. reference to

G. (to) seek 7. to entry

H. strengths 8. power

42



. current 9. a business venture
J. (to) take 10. potential

K. barriers 11. opportunity

L. bargaining 12. rate

M. an open 13. analysis

N. a business 14. player

O. at a phenomenal 15. auction

P. a weak 16. state

2.3. Match the words to their definitions or synonyms:

A. (to) launch a business
venture

1. a company providing another com-
pany with raw materials

B. an industry analysis

2. an natural or inseparable part of

C. (to) make reference to

3. traditional

D. (to) be likely to

4. an auction where all participants are
in equal position

E. a loan officer

5. a company with a bad position in the
market

F. growth potential

6. a competitor

G. adog in the race

7. (to) take into consideration

H. (to) compete

8. factors preventing you from entering
some market

l. hype 9. (to) start a business
J. (to) seek funds 10. present situation
K. inherent 11. (to) make a connection with

L. strengths and weak-
nesses

12. a specialist in lending money

M. current state

13. how fast something can grow

N. (to) take into account

14. with great speed and scale

O. conventional

15. a chance to make a profit

P.agrid

16. excessive advertising
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Q. barriers to entry 17. a research analyzing a situation in a
business sector

R. bargaining power 18. (to) claim or disagree

S. (to) argue 19. (to) force somebody to leave
T. a supplier 20. (to) have a high probability
U. an open auction 21. advantages and disadvantages

V. at a phenomenal rate | 22. (to) take part in competition
W. a business opportuni- | 23. a pattern of straight line that cross

ty each other
X. a weak player 24. strong points in a bargain
Y. (to) squeeze out 25. (to) look for money

2.4. Finish the sentences using your own ideas:

A. When you start your own business you should take into
account ...

B. The weather in our parts in summer is likely ...

C. The main barriers to entry to the Russian market are ...

D. There is always much hype ...

E. The current state of preparation for World Football Cup ...

F. I often argue with my parents about ...

G. Conventional approach to exam preparation is ...

H. An inherent feature of Russian mentality is ...

I. People usually compete for ...

J. The main strengths and weaknesses of Russian economy are ...

K. Companies usually seek funds ...

L. There are a lot of business opportunities in ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. IT is a great chance to make a profit.

B. Your approach is traditional.

C. This company was forced out of the market.
D. Their business was developing very fast.
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E. There some factors preventing us from entering this market.
F. There is a high probability for us of losing money.

G. They are just one of competitors.

H. It is time to start looking for money.

I. He works in the Loans Department.

J. Let’s consider your advantages and disadvantages.

K. The present situation in this market inspires optimism.

Think of the company whose activity you are familiar with,
look up the Internet and prepare SWOT analysis of this company.
Present the results of your analysis to the group.

UNIT 8. Explaining business processes using graphs
1. Reading activities

1.1. Do you often draw graphs at Math lessons? What kind of
information is usually presented as graphs?

1.2. Read the text and match paragraph headings with para-
graphs:

A. Main principles of analytic design.

B. The purpose of using graphs.

C. Turfe’s contribution to analytical design.

D. How to show reasons for changes.

E. The role of content.

1.3. Which paragraph tells us about:

A. when graphs are popular?

B. popularity of Edward Turfe?

C. correlation between X and Y axis?

D. showing more than two variables on graphs?
E. a way to point out the cause of some trend?
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1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. Edward Turfe as the founder of the graph theory.

B. The most common use of graphs.

C. Methods of showing reasons for changes.

D. The content is more important than the graphic representation.
E. Turfe’s instructions on how to design graphs.

1.5. Answer the questions on the text:

A. Where are graphs regularly used?

B. What is the problem with the graphs showing trends?

C. When is it better to show relative amounts visually?

D. What kind of discipline is analytical design?

E. Why, according to Turfe, are comparisons so important?

F. What does the data sometimes suggest?

G. Why is it important to show more than two variables?

H. What does Turfe mean by “whatever it takes”?

I. What does it mean “to be thorough” when drawing a graph?
J. What is even more important than the design of the graph?

1.6. Summarize the main ideas of the text using Activity 1.5 as
aplan.

Representing Industry Information Using Graphs

1. Graphs are regularly used for presentations in corporate board
rooms. The most prevalent use of corporate graphs is to show trends
over time, such as sales per quarter. These graphs are especially popular
when the trend is on the rise.

2. A problem with graphs that show trends over time is that they
show the changes in trend patterns, but they fail to show the reasons for
these changes. One solution is to annotate a time series graph to point
out the causal event. Other business uses of graphs are to show relative
amounts visually. This is especially helpful when the numbers are large
and hard to relate to.
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3. There are sound principles for the display of quantitative infor-
mation. Perhaps the greatest theorist in the quantitative arena is Edward
Tufte. He has written a number of books and articles on the subject and
draws huge audiences worldwide when he speaks. Tufte virtually
founded the field of analytical design—the field that studies how best to
represent information—especially quantitative information. He has de-
veloped a number of principles over the years.

4. However, in his latest book, Beautiful Evidence, published in
2006, he organized the principles under six major headings:

a. Show comparisons, contrasts, differences. Comparisons inform
and invite reflection by the reader. For example, showing the growth
rate of platforms using the Mac iOS vs. other smartphone operating
systems helps show if the market is growing or shrinking.

b. Show causality, mechanism, explanation, systematic structure.
Sometimes the data clearly suggest a cause or lack of a cause. For ex-
ample, many predicted a drop in iPhone 4 sales after news that the an-
tenna dropped calls when held in a certain way. But the predicted sales
drop was not borne out by the data and the product launch was wildly
successful.

c. Show multivariate data. That is show more than one or two vari-
ables. The more variables graphed, the greater the chance of providing
a clear causal explanation. For example, better to show sales of paid
apps and free apps per platform.

d. Completely integrate words, numbers, images, diagrams. Tufte
sometimes calls this “whatever it takes.” Annotate your graph if that
helps explain the data. For example, on a time series you should label
key events.

e. Thoroughly describe the evidence. Provide a detailed title, indi-
cate the authors and sponsors, document the data sources, show com-
plete measurement scales, point out relevant issues. For example, al-
ways show your data sources and list your name as a author. If the data
only holds under certain conditions, then state what those are.
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f. Analytical presentations ultimately stand or fall depending on
the quality, relevance, and integrity of their content. This may be the
most important principle of all. If your content is bad then nothing will
save it. Try to tell the truth at all costs.

5. Most of the graph design guidelines come from Edward Tufte’s
principles of analytical design. These principles require refining the
graph after Excel has applied its default settings. Though the design of
a graph is important, the content is even more crucial to the delivery of
information. Graphs can have good design, but if the data or content is
flawed, the graph has no purpose. The data on the X and Y axis of a
graph should always have some correlation, or some relationship that
can be demonstrated.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business and intellectual activity:

A board room, trends over time, (to) fail, (to) point out, (to) anno-
tate, the causal event, sound (adj.), quantitative information, (to) draw
audiences, (to) found, (to) invite reflection, (to) shrink, (to) predict, (to)
be borne out by the data, a variable, (to) provide an explanation, (to)
label, a data source, (to) describe thoroughly, ultimately, relevance, (to)
refine, crucial, flawed content, (to) have correlation.

2.2. Make up common collocations using the text:

A. board 1. event

B. trends 2. audiences

C. causal 3. by the data

D. quantitative 4. an explanation
E. (to) draw 5. over time

F. (to) invite 6. source

G. (to) be borne out 7. thoroughly

H. (to) provide 8. correlation

. data 9. room
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J. (to) describe

10. reflection

K. flawed

11. information

L. (to) have

12. content

2.3. Match the words to their definitions or synonyms:

A. board room

1. (to) behave in a similar way

B. trends over time

2. (to) decrease or grow smaller

C. (to) fail

3. a factor or value that can change

D. (to) point out

4. (to) put a sign or write infor-
mation on something

E. (to) annotate

5. information with mistakes in it

F. causal event

6. where the data was taken from

G. sound (adj.)

7. changes during a period of time

H. quantitative information

8. not to be a success, (to) lose

I.(to) draw audiences

9. reasonable or logical, sane

J. (to) found

10. of critical importance

K. (to) invite reflection

11. (to) attract attention to some-
thing concrete

L. (to) shrink

12. (to) briefly describe in writing

M. (to) predict

13. (to) make better or more pre-
cise

N. (to) be borne out by the data

14. (to) describe in great detail

O. a variable

15. (to) establish

P. (to) provide an explanation

16. in the end, eventually

Q. (to) label

17. importance for this particular
case

R. data source

18. (to) try to guess what will
happen in the future

S. (to) describe thoroughly

19. (to) be supported by facts

T. ultimately

20. information presented as num-

bers H
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U. relevance 21. a room for meetings of the
Board of Directors A

V. (to) refine 22. (to) make somebody think K

W. crucial 23. (to) give a reason P

X. flawed content 24. (to) attract lots of people |

Y. (to) have correlation 25. the event that brought this ef-
fect F

2.4. Finish the sentences using your own ideas:

A. The causal event for choosing this major was ...
B. I can predict what will happen ...

C. When my pocket money shrinks ...

D. If I fail an exam ...

E. The person who can give me sound advice is ...
F. The story that invited reflection for me was ...
G. When I write a report the main data source is ...
H. The Dean asked me to provide an explanation for ...
I. The artist that draws great audiences is ...

J. I labeled the picture to ...

K. Quantitative information can be boring if ...

L. The report contained flawed content and ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. His concerts attract lots of people.

B. Information presented as numbers should be accompanied by
graphs.

C. He showed us the changes during a long period of time.

D. His explanation looked logical.

E. This factor is of critical importance.

F. You shouldn’t describe it in detail.

G. The number of students decreased.

H. Show me where the data was taken from.
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I. These two factors behave in a similar way.
J. This factor can change.
K. This company was established 20 years ago.

3. Speaking activities

3.1. Collect the information you find interesting from your
groupmates, showing trends over time, and design a graph or a se-
ries of graphs. Describe those graphs in a presentation in front of
the class.

UNIT 9. The main features of Business Intelligence
1. Reading activities

1.1. How do you usually make decisions? Do you do it emo-
tionally or analyze some facts or information first?

1.2. Read the text and match paragraph headings with para-
graphs:

A. Dynamic reports.

B. Data mining.

C. Static reports.

D. What is the meaning of BI.

E. Performance over time.

F. What we need for effective decision-making.

G. Types of Information Systems.

H. An example of using decision-making factors.

1.3. Which paragraph tells us about:

A. how enterprise systems work?

B. connection between Bl and Excel?
C. managerial look at decision-making?
D. an example about beer and diapers?
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E. rejection of bad quality clothing?
F. a fact-finding tour?

G. bad working conditions?

H. the most common form of BI?

1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. Setting goals, measurement system and timely information as
factors of decision-making.3

B. Bl as delivery of information for decision-making, including the
use of data bases.1

C. Dynamic reports as online interactive fact-finding tours.7

D. An example of setting goals, determining a measurement sys-
tem and information analysis.4

E. Bl systems as a type of information systems.2

F. How time factor helps to improve performance.5

G. Using data mining to find patterns and correlations.8

H. Using traditional business reports in various business sectors.6

1.5. Answer the questions on the text:

A. Why can using Excel be considered BI?

B. What is the subject of BI?

C. What are the types of Information Systems?

D. What do we need for an effective decision?

E. How can we measure product quality?

F. How can we reduce the rejection rate?

G. What is the most popular type of business report?
H. How are dynamic reports different from static ones?
I. What does data mining search for?

1.6. Summarize the main ideas of the text using Activity 1V as
aplan.
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What Is Business Intelligence?

1. Business intelligence (BI) is the delivery of accurate, useful in-
formation to the appropriate decision makers within the necessary time
frame to support effective decision making. By this definition all the
work we have done with Excel would qualify as business intelligence
since our deliverables contained accurate and useful information to
support effective decision making. However, business intelligence is
commonly under stood to include distilling and analyzing large data
sets such as those found in corporate databases. Extracting and analyz-
ing information stored in databases is the subject BI. It is very likely
that at multiple points in your work career you will be asked to engage
in just this type of analysis.

2. Business intelligence is part of the big picture information sys-
tems architecture. Most systems in existence can be classified either as
enterprise systems, collaboration systems, or business intelligence sys-
tems. The enterprise systems—taking orders for example—feed their
data to the data warehouse, which in turn is queried to support business
intelligence.

3. From a managerial standpoint, there are three factors necessary
to make an effective decision:

- Construct a set of goals to work toward.

- Determine a way to measure whether a chosen path is moving
closer or farther from those goals.

- Present information on those measures to decision makers in a
timely fashion

4. For example, let’s say our goals are to develop a clothing busi-
ness that produces high quality products while lowering costs. We fur-
ther determine that we will measure product quality by the percentage
of products rejected by inspectors at each station. (Think about those
quality inspector tags that you find in pockets of your new clothes. The
clothes you are wearing are the ones accepted by the inspector.) A rela-
tively high rejection rate is a red flag to management requiring further
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analysis. Is this an overzealous inspector? Is there any pattern to the
rejected products? Does one station in the factory tend to produce more
rejects than the others?

5. We also need to see performance over time. Is product quality
improving or getting progressively worse?

Let’s say that our analysis determines that the high rejection rate
comes from just one factory in Southeast

Asia. We report the problem to management. They dispatch a team
to review the plant. The review discovers child labor, abusive condi-
tions, and very low morale at the plant. The horrible conditions are
quickly re- versed and the rejection rate returns to average.

6. We will look at three types of business intelligence—static re-
ports, dynamic reports, and data mining. Static reports are by far the
most common form of business intelligence. Most businesses have
summarized standard reports already laid out and printed to assist in
managerial decision making. For example, universities use enrollment
reports to gauge which departments might need to hire more faculty.
Credit card companies will request reports of persons with high credit
scores to target credit card promotions. Similarly, the companies might
target college students with good future earning potential. Marketers
might look at sales figures for different stores and regions to determine
where there are opportunities to run a sales promotion.

7. Dynamic reports look similar to static reports but online and in-
teractive. A manager curious as to where a certain summary number on
his dashboard comes from can drill down to expose the detail that con-
tributed to that number. In essence it is a fact-finding tour where infor-
mation discovered in each step gives clues on where to search next for
information. For example, if sales in North America are down, then
drill down to discover a problem in the Midwest region. Then drill
down farther to discover a problem in the Cleveland, Ohio plant.

8. Data mining uses computer programs and statistical analyses to
search for unexpected patterns, correlations, trends, and clustering in
the data. In essence, it is fishing through the data to see if there are pat-
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terns of interest. One often cited example of data mining was the dis-
covery that beer and diapers are frequently purchased on the same trip
to the grocery store. Upon further inquiry marketers discovered that
Dad picks up some beer on his trip to the grocery store to buy diapers.
Marketers can use this information to place the two items in close prox-
imity in the store.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business and IT:

Accurate, appropriate, necessary, a definition, distilling, a time
frame, business intelligence, a data set, a corporate database, multiple,
(to) engage in, (to) feed data, standpoint, (to) make a decision, a timely
fashion, (to) store information, (to) measure quality, performance over
time, a rejection rate, (to) dispatch a team, low morale, data mining, (to)
gauge, earning potential, sales figures, curious, a summary number, a
fact-finding tour, (to) discover information, (to) drill down, clustering,
(to) cite, (to) purchase, close proximity, upon further inquiry.

2.2. Make up common collocations using the text:

A. atime 1. fashion

B. business 2. information
C.adata 3. quality

D. a corporate 4. over time
E. (to) feed 5. rate

F. (to) make 6. set

G. atimely 7. data

H. (to) store 8. morale

I. (to) measure 9. potential

J. performance 10. intelligence
K. arejection 11. number

L. (to) dispatch 12. tour
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M. low 13. frame

N. data 14. information
O. earning 15. figures

P. sales 16. a team

Q. a summary 17. inquiry

R. a fact-finding 18. database

S. (to) discover 19. proximity
T. close 20 mining

U. upon further 21. a decision

2.3. Match the words to their definitions or synonyms:

A. atime frame 10

1. a database related to a particular com-
pany

B. business intelli-

gence 4

2. precise

C.adataset6

3. making something clean or clear

D. a corporate data-
base 1

4. intellectual data analysis

E. accurate 2

5. being more than one in number

F. appropriate 14

6. amount of data

G. necessary 18

7. (to) get involved in

H. a definition 21

8. (to) provide information

I. distilling 3

9. in good time, without delay

J. multiple 5

10. a limited period of time

K. (to) engage in 7

11. (to) keep data

L. (to) feed data 8

12. (to) assess the level of quality

M. standpoint 20

13. how something or somebody worked
during a certain period of time

N. (to) make a deci-
sion 17

14. suitable for a particular case

O. a timely fashion 9

15. how often products didn’t match
quality standards
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P. (to) store infor-

mation 11

16. (to) send a group of specialists

Q. (to) measure quality
12

17. (to) decide what to do

R. performance over
time 13

18. needed

S. arejection rate 15

19. lack of enthusiasm towards work

T. (to) dispatch a team
16

20. position or point of view

U. low morale 19

21. an explanation of what something is
or means

V. data mining 27

22. an ability to make a profit

W. (to) gauge

23. results of sales over a certain period
of time

X. earning potential 22

24. eager to learn something

Y. sales figures 23

25. (to) find some data

Z. curious 24

26. (to) go deep

AA. a summary num-
ber 30

27. looking for some particular infor-
mation inside a big amount of it

BB. a fact-finding tour
35

28. (to) quote

CC. (to) discover in-
formation 25

29. (to) buy

DD. (to) drill down 26

30. a figure showing a collective number

EE. clustering 34

31. (to) measure

FF. (to) cite

32. being located very near to

GG. (to) purchase

33. after additional investigation

HH. close proximity
32

34. putting separated information bits
into chunks

I1. upon further inquiry
33

35. a task aimed at finding some infor-
mation

57




2.4. Finish the sentences using your own ideas:

A. Last month I purchased ...

B. The author whom I often cite is ...

C. I prefer to discover information ...

D. I am usually not curious about ...

E. A corporate database has to include ...

F. My standpoint on the problem of computer game
addiction is

G. Some clothes are not appropriate ...

H. A rejection rate of some product shows ...

I. When you prepare a report it’s necessary ...

J. If you data are not accurate ...

K. They decided to dispatch a team to ...

L. If the staff has low morale ...

M. The time frame for retaking the exam is ...

2.5. Paraphrase the sentences using the vocabulary from
the wordlist:

A. She was eager to know the result of the test.

B. It should be done in good time before the event.

C. After more investigation we found the truth.

D. We are interested to know how efficiently the plant works
during a certain period of time.

E. The staff are disinterested in the results of their job.

F. They sent a group of specialists to study the root of the
problem.

G. Can you show me how many goods we sold last month?

H. My point of view is that this position should be eliminated.

I. You should wear the clothes suitable for the occasion.

J. Let’s find out how much profit we can get from the sales of
this item.

K. Where do you keep all the data?
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3. Speaking activities

3.1. Search the Internet and prepare a report about static
and dynamic reports and the difference between them. Present
the results of your project to the group.

UNIT 10. The use of data bases in Bl
1. Reading activities

1.1. What do you know about databases? Have you ever used
or maybe even created one?

1.2. Read the text and match paragraph headings with para-
graphs:

A. Relational databases.

B. Drawbacks of one table databases.

C. Examples of databases.

D. Data entering and extraction.

E. Specific features of Class App store database.

F. How data is stored.

1.3. Which paragraph tells us about:

A. the danger of data duplication?

B. using spreadsheets for joining information?
C. student enrollment data?

D. data extraction using reports?

E. primary and foreign keys?

F. one-to-many relationship?

1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. Forms for entering and reports for extraction.
B. Databases are used by all sorts of organizations.
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C. Solving the problem of one table databases.

D. The system of parent and child tables.

E. The App table and the Sales table at the heart of the Class App
store.

F. Storing data in multiple files to avoid duplication.

1.5. Answer the questions on the text:

A. What kind of information do university enrollment systems
contain?

B. How is a database organized?

C. What do we need to get information in and out of a database?

D. Why is data stored in multiple files?

E. How are the 2 tables in Class App store linked?

F. How is data extracted from App Store databases?

G. What is the principal inconvenience of one table databases?

1.6. Summarize the main ideas of the text using Activity 1V as
aplan.

Databases

1. In all of the forms of Bl you must actually store data to analyze.
Organizations store their data in databases connected to their produc-
tion systems. Here are some examples:

- Banking transaction systems store data in databases containing
information about customers, accounts, and transactions against those
accounts.

- University enrollment systems store data in databases containing
information about students, faculty, courses, and enrollment in those
courses.

- Cell phone billing systems store data in databases containing in-
formation about customers, rate plans, and calls made.

2. What do these databases actually look like? They consist of ta-
bles of data that are related to each other. This is called a relational da-
tabase. Each table must have a unique identifier that is called a primary
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key. The database is organized into parent and child tables to avoid du-
plicating data. Data common to each child is stored in the parent table.
Diagrammatically a parent table points to its child tables. Each parent
record can have zero or more child records. To logically link the tables
together simply repeat the primary key as a foreign key in each corre-
sponding record of the child table. To get information in and out of a
relational database requires a relational database management system
(RDBMS) such as Microsoft Access.

3. The goal of the system is to facilitate transactions while safe-
guarding the integrity of the data. The theory behind database design is
one of the most elegant areas in all of information systems. If you con-
tinue in information systems, you will see it in detail. However, for our
purposes all we need to know is that data is typically stored in multiple
files even if the report that we get is contained in a single file. Why?
The simple answer is that we want to avoid duplicating data by storing
information common to each child in the parent table. Why do we care?
Because duplicated data opens up a possibility that one of the dupli-
cates will be different in an important way. For example you would not
want your bank balance to be sometimes one number, sometimes an-
other depending on which record happens to be called up by the data-
base.

4. The Class App store has at its heart a simple database. Nonethe-
less, that database supports some fairly sophisticated functionality. The
beauty of the Class App store is that it was created almost entirely
without writing code, by using Google Sites and Google Docs. The da-
tabase consists of two tables—an App table and a Sales table. The App
table captures registration information about each app. The Sales table
captures sales information—who bought what and when. Conceptually
the tables are linked by what is called a one- to-many relationship. One
app has many sales. Every database has one-to-many links of this sort.
The relationships are formed by the primary key to foreign key corre-
spondence.
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5. Once the architecture is established the next step is to get data in
and out of the database. Data is entered into a database using forms. For
the App table, use the Register App form. For the Sales table, use the
Purchase App form. Data is extracted from the database using reports.
The listing of apps on the Class App store home page is a report. When
the reports involve summary data, we would characterize that as mean-
ingful information. For example, listing the best selling apps and the
top rated apps qualifies as information. The number of apps purchased
by each student is also information—it reveals how many students have
completed the assignment. And there are a variety of reports that can
come out of even a simple database such as this. For example, a report
might list the best selling apps for men who are freshmen. One can be
quite specific as to the information extracted for analysis.

6. The problem with one table databases is that we are limited to
querying the data that happens to be in that table. For example, there is
no way to see which developers bought their own apps. The sales data
here shows only the buyer not the seller. The seller data is stored in a
different table. What we need is a way to join information between the
two tables. While joining information between tables is possible to do
with a spreadsheet, it is rather difficult and is error prone. The best
practice way to accomplish a join is using a database system such as
Microsoft Access.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business and IT:

A database, a banking transaction, a bank account, a table, an en-
rollment system, a billing system, a rate plan, a primary key, a foreign
key, (to) facilitate, data integrity, (to) open up a possibility, bank bal-
ance, (to) duplicate, sophisticated, (to) enter data, (to) extract data, (to)
list, a freshman, (to) query data, a spreadsheet, error prone, (to) accom-
plish.
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2.2. Make up common collocations using the text:

A. banking 1. system

B. bank 2. key

C. enrollment 3. integrity
D. billing 4. a possibility
E. rate 5. system

F. primary 6. balance

G. foreign 7. data

H. data 8. transaction
. (to) open up 9. data

J. bank 10. data

K. (to) enter 11. prone

L. (to) extract 12. plan

M. (to) query 13. account
N. error 14. key

2.3. Match the words to their definitions or synonyms:

A. a data base 7

1. how much money you have in your ac-
count

B. a banking transac-

tion

2. system of payment for phone services

C. a bank account

3. a system of charging money for phone
calls

D. a table

4. information viewed as a whole or based
on a common principle

E. an enrollment sys-

tem

5. (to) get the data out

F. a billing system

6. (to) get the data in

G. arate plan

7. a large amount of data stored in the
computer system

H. a primary key

8. money movement from one account to
another
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I. a foreign key

9. a system of taking on school-leavers to
a university

J. (to) facilitate

10. a first-year student

K. data integrity

11. a keyword unique for each record

L. (to) open up a

possibility

12. an arrangement between a bank and a
customer allowing a customer to pay in
and take out his money

M. bank balance

13. a column providing a link between 2
tables

N. (to) duplicate

14. a list of numbers arranged across and
down a page

O. sophisticated

15. (to) mention things one after the other

P. (to) enter data

16. vulnerable to error

Q. (to) extract data

17. (to) achieve or complete

R. (to) list

18. (to) make something possible

S. a freshman

19. a computer program that can show and
calculate financial information

T. (to) query data

20. (to) copy something exactly

U. a spreadsheet

21. complicated or complex and difficult
for understanding

V. error-prone

22. (to) assist or support

W. (to) accomplish

23. (to) check if the information is true or
not

2.4. Finish the sentences using your own ideas:

A. When you list something it’s better to do it ...

B. When my father was a freshman ...
C. If you want to know your bank balance, you should ...
D. A university diploma opens up such possibilities as ...

E. My mobile phone rate plan includes ...

F. He decided to query the data because ...

G. The spreadsheet app in Microsoft Office is called ...
H. My bank account is called current and I can ...
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I. The system is rather sophisticated, so ...
J. If you need to extract data from a data base ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. | need to access a large amount of data on this computer sys-
tem.

B. You should always check information from unreliable sources.

C I should check how much money is left in my account.

D. Now you are a first-year student.

E. This material is difficult to understand.

F. This discovery will make cheaper space launches possible.

G. This program makes multiple mistakes.

H. Why did you copy this file exactly?

I. I decided to change my mobile system of payment.

3. Speaking activities

3.1. Search the Internet to find out if there are database types
other than relational and report the results of your search to the
group in the form of a 8-minute presentation.
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CHAPTER III.
BUSINESS INFORMATICS FOR PRESENTATIONS

UNIT 11. The structure and delivery of presentations
1. Reading activities

1.1. How often do you have to make presentations? Do you find
it easy or difficult? Why?

1.2. Read the text and match the paragraph headings to the
paragraphs:

A. Weak points of PowerPoint presentations.

B. Tips for an effective presentation.

C. PowerPoint is used everywhere.

D. The role and function of presentations.

E. Connecting a report and a presentation.

F. The purpose and the circumstances of a presentation.

1.3. Which paragraph tells us about:

A. a possibility of presenting to the boss?

B. incorrectly made slides?

C. making presentations in sport?

D. relation between presentations and illustrations to a report?
E. making presentations at the college?

F. learning the content of the presentation?

1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. Presentations are used in different branches.

B. Your presentation should be strongly connected to your report.
C. Most presentations are bad.

D. Presenting project results is very important.
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E. Repeat as often as possible, memorize the content and don’t
give out the slide copies.
F. You should learn to make presentations while you are a student.

1.5. Answer the questions on the text:

A. Where else, besides business, do they make presentations?

B. What is the goal of most presentations?

C. What should a PowerPoint presentation complement?

D. Why is a presentation on project results so important?

E. How can making a presentation help you with your executive
summary?

F. Is it necessary to have an illustration on every slide?

G. What is the meaning of the adage?

H. Why is handing out slide copies pointless?

1.6. Summarize the main ideas of the text using Activity 1V as
aplan.

Designing Presentations

1. PowerPoint presentations have become the standard method of
presenting information in corporate America. This program is not only
used in corporations; however, even professional sports teams and the
military use PowerPoint to convey information internally.

2. Yet, there are still those who claim that PowerPoint is one of the
least effective forms of communication for many reasons:

- Most presenters use slides with words only and yet very few
words fit on a slide.

- Presenters tend to cram an entire idea—no matter how com-
plex—onto a single slide.

- Most presentations are thrown together with limited preparation,
and the goal of most presentations is to summarize and sell ideas rather
than to engage the audience in serious discourse.
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- Slides are only displayed one at a time. Therefore, the audience
has the difficult task of trying to remember what information appeared
on previous slides.

- Presenters tend to read their slides.

- Presenters tend to look at the screen when reading the slides
thereby avoiding eye contact with the audience.

3. The result are presentations that are visually bland, intellec-
tually insulting, and easily forgettable. During your college career,
you will use PowerPoint for almost every class in which you or a
group has to do a presentation. Presentations should explain materi-
al clearly and concisely while also prompting the audience to take a
certain course of action. A PowerPoint presentation should be a
complement to your schematic report. In fact, you should be able to
generate the PowerPoint presentation fairly quickly from your
schematic report.

4. You need to determine the purpose of the presentation and
possible circumstances or contexts in which the presentation might
be given. This is a time to showcase your ideas and highlight all of
the great things about your project. Be concise and powerful. This
may be the most crucial deliverable of the project— especially if
given to higher-ups who will have only skimmed the actual report.

5. Think of your presentation as an illustrated version of the
executive summary of your schematic report. If you look at it that
way, you have already done the work! Each idea from your execu-
tive summary should correspond to a slide. Pull ideas out of your
executive summary and illustrate them with exhibits from inside the
report. Each illustration should be accompanied by a sentence. The
sentence can come from the executive summary or from the rele-
vant slide in the report. You may even find that in the process, you
end up revising and improving your executive summary. Not every
slide needs to be illustrated, and not every illustration needs to be
included. A slide with a single sentence and no illustration may ac-
tually have great visual impact by contrast with the rest of the re-
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port. Furthermore, some of your illustrations may simply set up
foundation knowledge or due diligence and need not make it to the
presentation.

6. To finish up, create slides that bookend your presentation
with an agenda up front and a summary at the end. Follow the old
adage, tell them what you are going to tell them, then tell them,
then tell them what you told them. Here are some additional tips:

- Master the content. 90% of the words that come out of your
mouth will not be on the slide. You want the audience to look at
you not the slide. Furthermore, if you know your content, you can
look at the audience. If necessary, have note cards that you could
refer to in an emergency.

- Try to avoid handing out miniatures of your slides. Slides
created using the method above will be virtually meaningless with-
out the presenter. Hand out the schematic report or even just the ex-
ecutive summary instead.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to business:

(to) convey information, a form of communication, (to) cram an
idea, (to) throw together a presentation, (to) fit, (to) sell an idea, (to)
display a slide, (to) avoid eye contact, (to) tend, bland, concise, (to)
prompt, a course of action, schematic, circumstances, (to) highlight, an
exhibit, an executive summary, higher-ups, (to) revise, (to) have an im-
pact on, (to) set up a foundation, (to) bookend, an agenda, a tip, (to)
master, an emergency, (to) hand out.

2.2. Make up common collocations using the text:

A. (to) convey8 1. a presentation
B. a formb 2.an idea

C. (to) cram2 3. of action

D. (to) throw togetherl 4. eye contact

69



E. (to) sell2

5. of communication

F. (to) display

6. summary

G. (to) avoid4

7. an impact on

H. a course3

8. information

I. an executive6 9.an idea
J. (to) have 7 10. a foundation
K. (to) set up10 11. aslide

2.3. Match the words to their definitions or synonyms:

A. (to) convey infor-
mation 12

1. (to) match or correspond

B. a form of communi-
cation 21

2. (to) demonstrate a slide

C. (to) cram an idea 15

3. tasteless or not interesting

D. (to) throw together a
presentation 7

4. a direction or plan of what to do

E. (to) fit L

5. shortened and simplified

F. (to) sell an idea 24

6. a situation

G. (to) display a slide 2

7. (to) prepare a presentation fast and
carelessly

H. (to) avoid eye con-
tact 18

8. (to) attract special attention to

. (to) tend 13

9. a report of what has been done on the
project

J. bland 3

10. (to) review and to change

K. concise 22

11. bosses

L. (to) prompt 27

12. (to) deliver information

M. a course of action 4

13. (to) have a tendency, (to) be prone to

N. schematic 5

14. (to) influence or to affect

O. circumstances 6

15. (to) express an idea in a very concise
form

P. (o) highlight 8

16. a piece of advice
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Q. an exhibit 25 17. (to) prepare the basics of something
R. an executive sum- | 18. (to) try not to look somebody in the
mary 9 eye

S. higher-ups 11 19. (to) have full control of

T. (to) revise 10 20. a plan

U. to have an impact on | 21. a means of communication

14
V. (to) set up a founda- | 22. short

tion 17

W. (to) bookend 26 23. (to) distribute

X. an agenda 20 24, (to) present an idea in a very attrac-
tive way

Y. atip 16 25. a sample or an example

Z. (to) master 19 26. (to) support from both ends

AA. an emergency 28 | 27. (to) tell somebody what they do not
know

BB. (to) hand out 23 28. a critical situation

2.4. Finish the sentences using your own ideas:

A. In an emergency you should ...

B. The main forms of communication are ...
C. The person who has had an impact on me is ...
D. Before the exam you should revise ...

E. If you prompt in an exam ...

F. The teacher handed out our tests and ...
G. If a girl avoids eye contact with a boy ...
H. The food tasted bland and ...

I. The best way to convey information is ...
J. If you want to master English ...
K.InacrisisItend to ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:
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A. The plan of the meeting included 5 items.

B. He prepared a shortened version of the report on how the work
was going on.

C. He distributed the papers among the participants.

D. In such a situation the best solution is to let it go.

E. She didn’t look me in the eye.

F. He tried to present the idea in a very shortened way, but it didn’t
help.

G. My best piece of advice here is to work harder.

H. 1 would like to attract your attention to the following points.

I. This food is tasteless.

J. This film had a great influence on him.

K. He wanted to present the idea in the most attractive way.

L. This jacket is not my size.

M. She has a tendency to oversimplify things.

N. He wanted to tell me the answer in the exam, but he failed.

3. Speaking activities

3.1. Using the guidelines from the text, prepare a short presen-
tation (8-10 minutes) on your future plans. Present it in front of the
group.

UNIT 12. Slide design
1. Reading activities
1.1. Are you familiar with any rules of making slides? Can you
remember any examples of simple and effective slides?
1.2. Read the text and match the paragraph headings to the
paragraphs:

A. Slides with a full-page bleed.
B. Using CRAP principles for slides.
C. Signal to noise ratio.
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D. Choosing a proper background.
E. The rule of thirds.
F. Presentation Zen slides.

2.3. Which paragraph tells us about:

A. how much multimedia we should use?
B. the use of white space?

C. slides overloaded with text?

D. the picture superiority effect?

E. ensuring consistency among slides?

F. power points?

2.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. How to find a place on a slide for maximum visual effect.

B. Avoiding boring slides.

C. Adding dimensionality by putting the text on top of the slide.
D. The supporting role of slides in a presentation.

E. Minimizing the number of words in a slide.

F. The balance of signal and noise.

2.5. Answer the questions on the text:

A. What is wrong with text-heavy slides?

B. What can spice up your presentation?

C. What 3 principles does Garr Reynolds support?

D. How can we make picture a part of presentation’s communica-
tion signal?

E. What creates the maximum visual impact?

F. What is the easiest way to create dimensionality on a slide?

2.6. Summarize the main ideas of the text using Activity 1V as
aplan.
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Designing Presentations (2). Slide Design

1. PowerPoint comes with many different themes to apply to
your slides. In general, try to choose either a very light or a very
dark colored background. Anything in between will wash out in a
bright room. Themes cannot save a text-heavy slide. It is still a bor-
ing slide and the speaker may feel obligated to read it to the audi-
ence. Many students turn to a dark background theme with the hope
that it will convey more professionalism. However, as you can see, it
doesn’t solve the problem of a boring slide.

2. A better option is to move most of the words to your schematic
report and instead make your point in a dramatic visual fashion. Visual
slides take much longer to create but could differentiate your presenta-
tion from every other boring PowerPoint presentation making yours
more persuasive. You want your presentation to be professional and
engaging. To get there you will need the C.R.A.P. principles (Contrast,
repetition, Alignment, Proximity). You will also need stylistic en-
hancements that come under the heading of Presentation Zen. Finally a
little (and we do mean little) multimedia—embedded video or subtle
use of animation serves to spice up a presentation. The C.R.A.P. graph-
ic design principles apply to slide design as well. Contrast, repetition,
alignment, and proximity help organize information on your slide, fo-
cus attention, and create an overall professional look and feel.

3. Highly visual presentations with very few words are popularized
by Garr Reynolds in his book, Presentation Zen. Reynolds advocates
restraint, simplicity, and naturalness. The idea is that the slides natural-
ly support your presentation rather than serving as a narrative. You are
supposed to know your material. Presentation Zen slides are character-
ized by very large illustrations—often full page bleeds—and usually
just one sentence of text. This is called the picture superiority effect—
basically that pictures are more memorable than words. Three other
Presentation Zen principles are to aim for a high signal to noise ratio,
make good use of empty space, and align images using the rule of
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thirds. Every item on your slide should be there for a reason. You are
trying to inform the reader and transfer information. You should not
aim to decorate your slide with meaningless fluff.

4. In technical terms you want a strong communication signal and
very weak distracting noise in your slide. This is called a high signal to
noise ratio. Normally, words, numbers, and graphs are your communi-
cations signal—the information you are trying to convey. Pictures can
also be part of that signal if they are used reasonably—otherwise they
become part of the noise. Resist the temptation to fill every available
space on your slide with words or images. White space is good! White
space is pleasing to the eye and can represent balance and harmony.
However, too much white space might convey that you don’t have very
much to say about a particular topic, or that it is not important. Again,
it’s all about balance.

5. One of the advantages of using a full page bleed is that the pic-
ture is often larger than the slide. This gives you the option of position-
ing and cropping the picture for maximum visual impact. For many
years professional photographers have used the rule of thirds to com-
pose a picture, and you can too. Simply divide the slide horizontally
and vertically in thirds using the guides. The place where the lines meet
are called “power points.” Try to place your subject whether words or
images at the power points for maximum visual impact.

6. The problem with a full page bleed is that the text may be un-
readable on top of the image depending on the image. One easy solu-
tion is to place the text on top of a fill. The fill may be solid (opaque) or
semi-transparent if you would like the picture to show through. In ei-
ther case, the fill allows you to add dimensionality to your document in
much the same way that magazines layer text and graphics on their co-
vers. The easiest way to create this effect is to create a layout on the
master slide. Reposition the title so that it completely covers a strip at
the top or bottom of the slide. Then right-click and format the text box
adding a fill and adjusting the text color as necessary. To ensure con-
sistency among slides, turn OFF the auto fit text. Instead simply set the
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font size to 24 point. On individual slides you may have to arrange lay-
ers so that the text box sits on top rather than below the graphic.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to computer design:

A background, (to) wash out, (to) feel obliged, (to) make a point,
persuasive, alignment, proximity, embedded, subtle use, (to) spice up a
presentation, restraint, a superiority effect, a full page bleed, signal-to-
noise ratio, (to) resist the temptation, pleasing to the eye, (to) crop, a
power point, opaque, semi-transparent, dimensionality, a layout, a strip,
(to) adjust, consistency.

2.2. Make up common collocations using the text:

A. (to) feel 1. use

B. (to) make 2. effect

C. subtle 3. bleed

D. (to) spice up 4. a point

E. a superiority 5. point

F. a full-page 6. the temptation
G. signal-to-noise 7. to the eye

H. (to) resist 8. obliged

. pleasing 9. ratio

J. a power 10. a presentation

2.3. Match the words to their definitions or synonyms:

A. a background 1. the state of being arranged in a line or
parallel to something

B. (to) wash out 2. positioned inside something

C. (to) feel obliged 3. a position close to something

D. (to) make a point 4. the state of being reserved or holding to
limitations
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E. persuasive

5. correlation between relevant and irrele-
vant information

F. alignment 6. convincing

G. proximity 7. a page covered in some color background

H. embedded 8. (to) cut a part off a photo or a picture to
make it proper size

I. subtle use 9. (to) be difficult to see

J. (to) spice up a
presentation

10. difficult to see through

K. restraint

11. pleasant to look at

L. a superiority effect

12. easy to see through

M. a full-page bleed

13. (to) make your presentation more vivid

N. signal-to-noise ratio

14. a way of arranging things

O. (to) resist the temp-
tation

15. when you use something to measure

P. pleasing to the eye

16. a band

Q. (to) crop

17. the quality of being the same in chang-
ing contexts

R. a power point

18. the area behind the main thing you are
looking at

S. opaque

19. (to) adapt

T. semi-transparent

20. a measure of spatial extent, especially
width, length or height

U. dimensionality

21. (to) express an idea or an opinion

V. a layout

22. an important place or location

W. a strip

23. (to) disagree to do something that looks
attractive

X. (to) adjust

24. an effect when something dominates or
prevails over something else

Y. consistency

25. (to) feel that you have to
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2.4. Finish the sentences using your own ideas:

A. T always resist the temptation to go and buy ...
B. The thing I find always pleasing to the eye is ...
C. My favourite colour of background is ...

D. Before you start a car you need to adjust ...

E. I always feel restraint to tell people ...

F. The house has opaque windows because ...

G. To spice up a presentation you should ...

H. We need to crop this picture...

I. A subtle use of multimedia makes your presentation ...
J. The sign on the T-shirt washed out ...

K. I decided to change the layout of ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. | feel that | have to ask her out.

B. The shop is near the service center.

C. They wanted me to express my idea.

D. The whole page was red.

E. I could hardly see through the glass.

F. He used multimedia to measure.

G. She looked good in the picture against the sea.

H. All the cars were standing on one line.

I his version of the film has subtitles already included.
J. We had to cut the picture to fit it in the layout.

K. This presentation has too much irrelevant information.

3. Speaking activities

3.1. Search the Internet to find the information about Presen-
tation Zen principles. Prepare a short report and present it in front
of the group.
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CHAPTER V.
BUSINESS INFORMATICS FOR RECRUITMENT

UNIT 13. Writing a cover letter
1. Reading activities

1.1. Have you ever applied for a job? If yes, then what docu-
ments did you need to prepare?

1.2. Read the text and match the paragraph headings to the
paragraphs:

A. Why you need a cover letter.

B. Why a resume and cover letter format is important.

C. Why a cover letter is more convenient for telling a potential
employer about yourself.

D. When we need a cover letter and a resume.

E. Requirements for cover letters.

F. Two types of cover letters.

1.3. Which paragraph tells us about:

A. when a letter of inquiry is written?

B. applying for a business loan?

C. how long it takes employers to look through a resume?

D. the need to remind a potential employer about previous contact?

E. whom we should address a cover letter?

F. what kind of information you should emphasize in a cover let-
ter?

1.4. Put the sentences, summarizing the main idea of each par-
agraph, in the correct order:

A. The importance of a cover letter structure.
B. Show yourself to advantage in a cover letter.
C. The purpose of a cover letter.
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D. The situations in which a cover letter is required.
E. A cover letter preparation.
F. Letters of inquiry and letters of application.

1.5. Answer the questions on the text:

A. What are the two situations in which you might need a resume
and a cover letter?

B. What can spoil even the most impressive career achievements?

C. What should you do if your cover letter is a follow-up?

D. What information should you include in both types of cover let-
ters?

E. What is the main advantage of a cover letter over a resume?

F. Whom should cover letters be addressed to?

1.6. Summarize the main ideas of the text using Activity 1V as
aplan.

BI for Recruitment(1)

1. There are at least two situations in which you will need to pro-
vide a cover letter and resume. One is when applying for a job. Howev-
er, when you apply for a business loan you may also be asked for a re-
sume. After all the bank wants to gauge whether or not you have the
experience and talent to make the business a success.

2. Your job is to summarize, highlight, and organize your experi-
ences and skills so that it is easy for an employer or loan officer to see
what you have to offer. There are guidelines available to help you for-
mat your resume and cover letter in an organized and effective manner.
Even the most impressive professional experiences can come across
poorly if they are displayed on an unorganized resume. Initially, em-
ployers spend an average of less than one minute looking over a re-
sume, so you need to sell yourself well by having a resume that stands
apart from the rest. A resume is your first impression to a potential em-
ployer. During a job search, it is the most important tool you can use to
get your foot in the door for an interview with a desired employer.
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3. When sending a resume to an employer, it is often appropriate
to include a cover letter. The purpose of a cover letter is to introduce
yourself, explain your reason for contacting the employer, and to sell
yourself as a desirable candidate for employment. A cover letter may be
your first contact to an employer, or it could be a follow up from a pre-
vious meeting. If it is a follow up, remind the employer about your in-
teraction to help him or her recall the original meeting.

4. A cover letter should explain your reason for contacting an em-
ployer. There are two types of cover letters: letters of inquiry and letters
of application. A letter of inquiry is written when you want more in-
formation regarding potential job openings. A letter of application is
written when you know specifically which position you would like to
obtain and to inform an employer of your qualifications for employ-
ment. In both types of letters, you should include information that you
already know about the employer and/or position and why you are in-
terested in working for the company. This shows your interest and
demonstrates that you have taken the time to research the company.

5. A cover letter should be used to sell yourself more effectively to
a potential employer. In a resume, you have limited space to outline
yourself and your experiences. In a cover letter, you have much more
space to highlight your skills and what you can contribute to the com-
pany. You can use the letter to expand upon your best qualities or most
important experiences or achievements. You can also emphasize infor-
mation that di-rectly relates to the position for which you are applying,
furthering your chances for consideration. It also allows you to demon-
strate your written communication skills.

6. Cover letters should be personalized and should be prepared in-
dividually with each job application. They should be addressed to a
specific person, not just a company or department. You can find em-
ployee addresses in directories on the company website or through a
personal inquiry. CareerSearch® is a web-based employer research sys-
tem, and the VAULT Online Career Library are two other ways to re-
search companies and find contact information. Cover letters should be
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no more than one page long and should be produced on the same paper
as your resume and reference sheet. Also, be sure to double-check
grammar and spelling to avoid unprofessional errors, and use an orga-
nized and neat letter format.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to HR-management:

A cover letter, (to) apply for a job, (to) apply for a loan, (to) high-
light, (to) come across, (to) stand apart, a job search, (to) obtain a posi-
tion, (to) get one’s foot in the door, a follow-up, a letter of inquiry, a
letter of application, a job opening, (to) contribute, (to) expand on/upon
something, (to) further, communication skills, a directory, a reference
sheet, neat.

2.2. Make up common collocations using the text:

A. a cover 1.aloan

B. (to) apply for 2. a position

C. (to) apply for 3. skills

D.ajob 4. of inquiry

E. (to) obtain 5. opening

F. (to) get one’s foot 6. sheet

G. a letter 7.ajob

H. a letter 8. search

l.ajob 9. letter

J. communication 10. of application

K. a reference 11. in the door

2.3. Match the words to their definitions or synonyms:

A. a cover letter 1. knowing how to talk to people
B. (to) apply forajob | 2. (to) get a job
C. (to) apply for a loan | 3. a process of looking for a job
D.(to) highlight 4. tidy and pleasant to look at
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E. (to) come across

5. the next contact

F. (to) stand apart

6. (to) stress, (to) emphasize

G. a job search

7. a letter asking if a company has a job
for you

H. (to) obtain a posi-
tion

8. a vacancy

L. (to) get one’s foot in
the door

9. (to) add something useful

J. a follow-up

10. (to) say or write in detail

K. a letter of inquiry

11. (to) promote or help

L. a letter of applica-
tion

12. (to) achieve a recipient

M. a job opening

13. a list of people who could provide
recommendations

N. (to) contribute

14. a business letter, accompanying a
resume

0. (to) expand on/upon
something

15. (to) look different

P. (to) further

16. (to) ask a bank if they will lend you
money

Q. communication
skills

17. a letter asking to give you a particu-
lar job

R. a directory

18. (to) ask an employer if he will hire
you

S. a reference sheet

19. a list arranged in alphabetical order

T. neat

20. (to) get an opportunity with a com-
pany

2.4. Finish the sentences using your own ideas:

A. If you have good communication skills ...
B. A telephone directory has information ...
C. His neat handwriting shows ...
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D. You can contribute to the reputation of the university ...
E. In a letter of application you should mention ...

F. I am ready to expand upon such topics as ...

G. Some students stand apart from others because ...

H. People usually apply for a loan if ...

I. To get his idea across the speaker used ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. He asked the company to give him the job.

B. Ye can talk to all kinds of people.

C. I asked the bank to lend me some money.

D. I wrote a letter to a company asking if they have a job for me.

E. I looked up the list of telephone numbers to find the number of
the water supply company.

F. The typed document was pleasant to look at.

G. He looks different from his peers.

H. 1 would like to help this process move faster.

J. I saw a vacancy on the company website.

3. Writing activities

3.1. Study the websites of international companies to find va-
cancies and try to write a letter of application for one of them. Use
the tips given in the text.

UNIT 14. Writing a resume
1. Reading activities

1.1. Do you know how to write a resume? Do you have a re-
sume in Russian?

1.2. Read the text and decide which paragraph tells us about:
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A. the purpose of a resume? 4

B. preparing to write a resume? 1

C. mentioning your interests? 8

D. telling the employer about your studies? 5

E. naming the subjects you studied? 7

F. writing about the places where you worked? 6
J. adapting your resume for different jobs? 2

K. mentioning your name and address? 3

1.3. Mark the following statements as either true (T) or false
(F):

A. You should first prepare a resume and then add information
about what you can do. (T/F)

B. You will have to change your resume as your career develops.
(T/F)

C. One resume will do for different jobs you apply for. (T/F)

D. It is not necessary to mention the purpose of your resume in
your resume. (T/F)

E. The places where you studied and worked should be mentioned
in chronological order. (T/F)

F. You need to mention your duties when you write about previous
places of work. (T/F)

J. You mustn’t mention your sporting achievements. (T/F)

1.4. Answer the questions on the text:

A. What should you do before writing a resume?

B. In what way should you adjust your resume for specific jobs?
C. Where should you put your contact information?

D. How should you formulate your objective?

E. When should you mention your GPA?

F. What should you mention for each job you had?

J. What courses should you list?
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1.5. Summarize the main ideas of the text using paragraph
headings as a plan.

Bl for Recruitment(2)

Creating a Resume

A resume is an employer’s first impression of a potential employ-
ee. Before you start creating a resume, you will need to gather infor-
mation concerning your skills and experiences and decide on a career
goal.

Content

As you gain career experiences, you will need to update your re-
sume. You may also want to adjust your resume for specific positions
for which you are applying to include your knowledge and skills per-
taining to that particular job. Though each copy of your resume that you
hand out may differ slightly, most resumes need to have the same basic
content.

Contact Information

A resume should contain your personal contact information so an
employer can reach you for an interview. It should be displayed promi-
nently toward the top of your resume and should include your name,
address, phone number, a personal website (if you have one) and an e-
mail address. Be sure that you use a professional e-mail address.

Objective

Including an objective on a resume is optional. If you decide not to
include an objective, be sure to state this information in your cover let-
ter. An objective should be clear, concise, and should state what you
can do for an organization rather than what it can do for you. It should
also be updated for each position or employer.

Education

In this section, list all academic information in reverse chronologi-
cal order with the most recent listed first, including each school you
have attended, graduation or expected graduation date, degree(s) earned
and major(s), and your Grade Point Average (if it is over a 3.0).
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Work Experiences

Work experience should also be listed in reverse chronological or-
der and can include any volunteer positions, internships, co-ops, field or
practicum experiences, and major projects. For each listing, include the
employer name and location, position title, dates of employment, and at
least two points explaining your responsibilities.

Relevant Courses

You may list courses that apply directly to your career goals, but
list the full course title rather than the abbreviation.

Activities/Associations

This section should include your extracurricular activities and in-
terests. List any professional organizations, student organizations, ath-
letic teams, or other clubs to which you belong. You may also include
any honors or awards you have received or any professional workshops
you have attended.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to HR-management:

A career goal, (to) gain experience, (to) update one’s resume, (to)
pertain to, (to) display prominently, (to) contain, optional, (to) list in
chronological order, (to) earn a degree, Grade Point Average, work ex-
perience, dates of employment, extracurricular activities, (to) receive
an award, (to) attend a workshop.

2.2. Make up common collocations using the text:

A. a career 1. one’s resume
B. (to) gain 2. experience
C. (to) update 3. adegree

D. (to) display 4. Average

E. (to) list 1 5. activities

F. (to) earn 6. experience
G. Grade Point 7. prominently
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H. work

8. a workshop

I. dates

9. goal

J. extracurricular 5

10. an award

K. (to) receive

11. of employment

L. (to) attend

12. in chronological or-
der

2.3. Match the words to their definitions or synonyms:

A. a career goal

1. practical knowledge you have received
from your employment

B. (to) gain experi-
ence

2. (to) be related to

C. (to) update one’s
resume

3. not obligatory or mandatory

D. (to) pertain to

4. (to) include

E. (to) display promi-
nently

5. (to) get a certificate proving your quali-
fication

F. (to) contain

6. periods of time spent in a job

G. optional 7. the purpose of your work
H. (to) list in chrono- | 8. (to) include recent changes in your re-
logical order sume

. (to) earn a degree

9. additional courses which are not a part
of one’s educational program

J. Grade Point Aver-
age

10. (to) get a prize

K. work experience

11. (to) get practical knowledge from your
work

L. dates of employ-
ment

12. (to) go to a practical seminar

M. extracurricular
activities 9

13. (to) put something so that it is easy to
notice
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N. (to) receive an | 14. the average of a student’s marks over a
award period of time

O. (to) attend a work- | 15. (to) mention in the order corresponding
shop to the letters of the alphabet

2.4. Finish the sentences using your own ideas:

A. His GPA was lower than 3.0, so ...

B. If you do not have any work experience ...

C. You should know your career goal to ...

D. Students can gain work experience by ...

E. Our university provides such extracurricular activities as ...

F. If you want to earn a Master’s degree ...

G. He was a prominent sportsman and received a lot of awards ...
H. This subject is optional so ...

I. His test contained a lot of errors, so ...

J. This subject pertains to your future job and ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. He got a prize for good performance.

B. We have to go to this practical seminar.

C. This task is related to your course paper.

D. If you work during your vacations, you will get practical
knowledge.

E. This task is not mandatory.

F. The purpose of my work is to have my own company.

G. This information should be easy to notice.

H. His report included a lot of examples.

I. The items were mentioned from A through Z.

3. Speaking activities
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3.1. Using tips from the text, prepare your own resume. Try to
fit it in one page.

UNIT 15. Going through an interview
1. Reading activities

1.1. Have you ever been interviewed for a job? If you have,
what did it feel like?

1.2. Read the text and decide which paragraph tells us about:

A. giving specific examples of past experiences?

B. candidates’ ability to know beforehand what questions they
might be asked?

C. how to answer PAR questions?

D. when candidates are asked about their strengths and
weaknesses?

E. getting ready for an interview?

F. a candidate’s ability to resolve conflicts?

G. possible misunderstanding an interviewee’s question?

1.3. Mark the following statements as either true (T) or
false (F):

A. Most companies these days are still practicing traditional inter-
views. (T/F)

B. In traditional interviews candidates can be asked to tell the in-
terviewees about their life. (T/F)

C. In behavioral interview the focus is on a candidate’s character
in general. (T/F)

D. Behavioral questions can be mixed with traditional ones. (T/F)

E. Candidates are not expected to be creative. (T/F)

F. There is no need to prepare for a traditional interview. (T/F)

G. Reading the job description can be really helpful. (T/F)
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H. You can be asked to describe some concrete tasks and assign-
ments.

1.4. Answer the questions on the text:

A. Why do many companies nowadays use behavioral interviews?

B. What kind of questions are candidates asked in a traditional in-
terview?

C. What are behavioral questions based on?

D. How are behavioral questions usually placed?

E. What kind of preparation do you need to make before an inter-
view?

F. How can you guess some of possible questions?

G. What should you ensure before answering a behavioral ques-
tion?

H. Why is it a good idea to mention the problems you solved?

1.5. Summarize the main ideas of the text using paragraph
headings as a plan.

Bl for Recruitment(3)

Interviewing Guidelines

Most people are familiar with traditional interviews and can antic-
ipate what type of questions they will be asked in the interview process.
Many companies are now using behavioral interview questions in order
to discover an applicant’s skills and capabilities.

Traditional Interviews

In a traditional interview, applicants are asked about themselves
and their experiences found on their resume. Possible questions in-
clude:

- “Please tell me a little about yourself.”

- “What are your strengths and weaknesses?”

- “Why do you think you are the best candidate for this position?”
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Behavioral Interviews

In a behavioral interview, the skills and characteristics desired for
the chosen employee have already been decided, and the questions that
will be asked will be based on those qualifications and will require in-
terviewees to give specific examples of past experiences and how they
have handled those situations. This helps the employer see how candi-
dates are likely to perform in similar situations likely to occur in the
new position. These questions may be interspersed in conversation or
they may be in a set list of questions to be answered. An example ques-
tion may be, “Describe a difficult problem that you tried to solve. How
did you identify the problem and solve it?”

What Employees Look for During an Interview

Employers most commonly look for the following skill sets during
an interview:
Problem solving
Leadership and teamwork
Dealing with ambiguity and conflict
Listening and communication skills
Showing creativity, assertiveness, and decisiveness
Demonstrating initiative, and determination

How to Prepare for an Interview

Before an interview, you can prepare by planning to answer possi-
ble questions that may be asked. Since no two interviews are alike, it is
wise to prepare for both behavioral and traditional interview questions.
By reading the position’s description, you can often get a sense of what
types of questions will be asked and which of your skills you should be
prepared to discuss. Also, be sure to review your resume before an in-
terview to remind yourself of experiences you can talk about with the
employer.

Answering Behavior-Based Questions

Employers who ask behavior-based questions want interviewees to
describe specific projects, situations, or experiences that can apply to
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the open position. Before answering a behavior-based question, make
sure you understand the question and do not be afraid to ask for clarifi-
cation if something is vague or unclear. In each response, the inter-
viewer is looking for three main things:

o Problem or situation — describe the context of the situation

e Action — explain what you did

e Result — show the outcome or solution

PAR Examples

By including a problem or situation description, your actions, and
a solution in your answer, you can respond to interview questions on
PAR. Your responses will help the interviewer understand how you be-
haved in a certain scenario and determine if you would be a good fit for
the open position.

2. Vocabulary activities

2.1. Study the wordlist using a dictionary if necessary and find
the words related to HR-management:

To be familiar with, (to) anticipate, an applicant, strengths and
weaknesses, (to) handle a situation, (to) be likely to, (to) be inter-
spersed, a skill, (to) deal with ambiguity, assertiveness, determination,
wise, a position’s description, (to) get a sense of, (to) review, (to) make
sure, (to) ask for clarification, vague, (to) respond to a question, (to) be
a fit for.

2.2. Make up common collocations using the text:

A. strengths 6 1. description

B. (to) handle 8 2. a sense of

C. (to) deal 4 3. clarification

D. a position’s 1 4. with ambiguity
E. (to) get 2 5. a question

F. (to) make 7 6. and weaknesses
G. (to) ask for 3 7.sure

H. (to) respond to 5 8. a situation
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2.3. Match the words to their definitions or synonyms:

A. (to) be familiar with

1. (to) be able to control a situation

B. (to) anticipate

2. (to) be able to work in an unclear
situation

C. an applicant

3. confident behavior

D. strengths and weakness-
es

4. clever due to life experience

E. (to) handle a situation

5. (to) be mixed up with

F. (to) be likely to

6. what are your duties in this job

G. (to) be interspersed

7. (to) be able to feel

H. a skill

8. (to) know something well

. (to) deal with ambiguity

9. (to) guarantee

J. assertiveness

10. advantages and disadvantages

K. determination

11. a trained ability

L. wise 4

12. unclear

M. a position’s description

13. (to) know about something be-
fore it happens

N. (to) get a sense of

14. (to) ask to explain

O. (to) review

15. (to) answer a question

P. (to) make sure

16. (to) be suitable for

Q. (to) ask for clarification

17. a candidate

R. vague

18. trying to do something even
when it’s difficult

S. (to) respond to a ques-
tion

19. (to) look through once again so
as to remember

T.(to) be a fit for

20. there is a high probability for it
to happen

2.4. Finish the sentences using your own ideas:

A. I am familiar with programming so ...
B. To get the sense of the situation you need to ...
C. A candidate reviewed his resume to ...
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D. My grandfather was wise and ...

E. The teacher could anticipate what students will do ...

F. If we want to succeed, we need to make sure ...

G. His explanation was vague and ...

H. I asked for clarification because ...

I. They told me I was not fit for the job because ...

J. My most valuable skill is ...

K. They asked me about my strengths and weaknesses and ...
L. His assertiveness makes him ...

M. To handle such a difficult situation you have to ...

2.5. Paraphrase the sentences using the vocabulary from the
wordlist:

A. He will go forward even if there are few chances for success.
B. I know this area quite well.

C. I told them about what was good and bad about me.
D. I answered the gquestion at once.

E. His story was unclear and we asked him to explain it.
F. He looked through the papers once again.

G. His long life made him clever.

H. I read about my duties in this job.

I. Can you work when the outcome is not clear?

J. Serious questions were mixed with stupid ones.

K. There is high probability for a rain.

L. His behavior was very confident.

M. The candidate knew the procedure well.

3. Speaking activities

3.1. Work with your partner and act out a job interview for a
position of a junior system analyst, where one of you is a candidate
and the other — an interviewee, then exchange the roles. Make sure
you ask both traditional and behavioral questions. Some examples
of questions are in the text.
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