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IHEPEJIMOBA

Jlana HaBYaJIbHO-METOMUYHA PO3pOOKa 3 Oi3HEC-CIIKYBaHHS IpHU3HAYCHA I BUBUYCHHS
AHTIIHChKOT OI3HEC-MOBH  CTYJICHTAMH CIEIIaTbHOCTI “MeEHEe)KMEHT 30BHIIIHLOCKOHOMIYHOT
JiSTBHOCTI”, sIKI BABYAIOTh aHTIIIHCHKY MOBY MPO(ECiHHOTO CITIIKYBaHHS.

MeTta po3poOKH — MOTIUOJICHHS Ta PO3NIMPEHHSA MOBJICHHEBHX 3HaHb CTYICHTIB, 30araueHHs
CJIOBHHKOBOTO 3aIacy Ta OBOJIOAIHHS HaBHUKaMH MPO(eciHHOTO CIIKYBaHHS 1HO3EMHOI0 MOBOIO.

HaBuaibHO-MeTOAMYHY pO3poOKYy MOOYHZOBaHO 3a TEMATHUYHUM MPHHIMIIOM. Marepian
30pIEHTOBAHO HAa PO3BUHEHHS MOBHMX HABUYOK Ta 00 €HAHO Y JIEB’SATh YPOKIB 3 BiJIMOBIIHUX TEM,
SIKi HAQJIAIOTh CTY/ICHTaM MOJJIMBICTh BUPOOUTH HABUYKU YUTAHHSI, THCAHHS Ta MOBJIEeHHs. KoxHui
YPOK MiCTUTh CJIOBHUK AKTHBHOI JIGKCHKH, PETEIBHO CKJIAJCHUN OIS TOTO, MO0 CTYIACHT MIr
CaMOCTIHHO MPOAHATI3yBaTH MaTepial Ta MiATOTYBATUCS JO 3aHATTS 3 MiHIMAIBHOIO BUTPATOIO
qacy.

HapuanpHO-MeTOMMYHA PO3pOOKa aapecoBaHa CTYACHTAM, SIKi JOCATIU PIBHS BOJOIIHHS
MOBOIO Bl 3a €BpOIEHCHKOIO MIKAIOK HA MOYATOK 3aHATh, T4 YMOJIHMBIIOE OCSATHCHHS HUMHU
piBas B2 + (C1) mo 3akiHueHHi Kypcy.

HaBuanpHO-MeTOIMYHA PO3pOOKA pO3paxoBaHa JJIsl BUKOPHUCTAHHS, MOYMHAOYH 3 MEPIIOTO
abo apyroro cemectpy y HemoBHUX BH3, i moBHicTIO BimnoBigae Bumoram HoBoi [Iporpamu MOH
VYkpainu 3 aHriiiicbkoi MOBH JUTS IpodeciifHOTO CITiNKYBaHHS.




.Unit 1
MEETING PEOPLE

PRESENTATION
1. Look at the peoplein the photographs.

a Isit aformal or informal situation?
b. What arethey saying?

2. (T 2-4) Listen to three conver sations and match each oneto the correct picture.

N\

3. (T 2) Listen again and complete the conver sation.

Louise Carlos Velazquez, you to
Peter Brien. Peter, Mr. Carlos Velazquez of
Telefonica Moviles, in Argentina.

Mr. Velazquez

Peter ,

Louise Peter works for our New Y ork branch. He's

international accounts.

4. (T 3) Put this conversation in the right order. Write numbers in the boxes. Then listen
again and check your answers.

Sven  Surel do. How are you, Jim?

Jim Good. Let's go upstairs and get some coffee.
Anna  Sven! Welcometo L.A. Great to see you again.
Anna Just fine. Do you know my colleague, Jim Olsen?
Sven  Great to see you, too! How are you doing?

Jim Not bad.

] Sven  Good, thanks. How was your trip?

5.(T 4) Listen again and correct the mistakes in these sentences.
Bob, Lizand Jin-ha are in an-office, a fitness center
1. Lizand Jin-hawork together.

2. Jin-haisan engineer.
3. Liz'sdaughter worksin a supply chain forecasting.
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6. Work in groups. Practice making introductions. Introduce:

two people in aformal situation.

. two peoplein an informal situation.
yourself at a company reception desk.
yourself to a new colleague.

G WN R

Let meintroduceyouto ...

Pleasure to meet you.

Do you know ... ?

Hello. / Hi.

Good morning. My nameis ...

| don't think we've met. I'm ...

Excuse me. Areyou Mrs. Eustace? I'm ...

yourself to aforeign visitor you are meeting at an airport.

.. thisis...

Me, too.

.. thisis...

Good to meet you.

| have an appointment to see ...

LANGUAGE WORK

Getting information

1. Six people are visiting your company today. Look at their business cards and ask and

answer questions about them.

What's (What is) his/her name?

What nationality is he/she?

Who does he/she work for?

Where does he/she work?

What's his/her position in the company?

SKANESBANKEN

BIRGITTE SVENSSON
DEPUTY MANAGING DIRECTOR

NYBROKAJEN 7
S-15146 STOCKHOLM

TEL: +46 8 66 50 40
CELL: +46 736 80 03 87
E-MAIL: bsvensson@skanesbanken.se

Business Systems
Consultancy Services

DALE CROSBY

VICE PRESIDENT

1049 DERWENT DRIVE

SANTA BARBARA, CALIFORNIA

Tel: 805-963-9171 Celi: 805-962-8593
E-mail: Dale.Crosby@BSCS.com

EAST ASIA |
BUSINESS
SYSTEMS

Ernie Wong, Director

288 Keelung Road, Sec. 1,
Taipei City 110, Taiwan R.O.C.

Tel: 886-2-2725-5233  Mob: 886-938-329-790

Fax: 886-2-2757-6689 E-mail: E.Wong@msa.hinet.net

CHEMA Y PUNTO SA
MARGARITA VIDAL ROMERO
Public Relations Officer

AV CORRIENTES 1048

1464 BUENOS AIRES, ARGENTINA

Tel: +54-(0)11-4314-2687 Mob: +54-911-435-1214
E-mail: MVRomero@Chema.ar

~ PO.Box 85440
h 11612 Saudi Aral




2. A company called 1PQ is having a conference. Put the right word in each space to make
questions.

When Where Why What How Who Which

1 are those people? They're members of our solutions team.
2. arethey here? There's a conference today.

3. is the conference about? The RM110 data system.

4, many people are there? About 30.

5. divisions do they work in? Marketing and sales.

6. do we meet them? At 6 o'clock this evening.

7. isthe party? In the Marriott Hotel downtown.

3. Hereare some answers, but what ar e the questions?

I'm fine, thanks.

Michael Wang.

M-I-C-H-A-E-L.

I'm Taiwanese.

I'm from Taiwan.

FIMEX Ltd.

We export electrical appliances.

| work in payroll.

I'm an auditor.

Taiwanese, Mandarin, and English.

© 0N O b~ WDNEF
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Describing jobs

1. Study thewordsin bold typein these sentences.

I'm afinancial controller. (a/an + job)
an engineer.
| work for ATT. (for + employer)
I'min marketing. (in + type of work)
the chemicals business.
chemicals.

Complete this conversation. Use a, an, for, and in.

A What do you do for aliving?

B I'm pharmaceuticals.

A Redly? Who do you work ?

B Merck. I'm product manager. What about you?
A lwork Bechtel.

B Soyoure the construction business?

A Yes I'm engineer.




2. Ask and answer questions about the organization.

Whois responsible for in charge of cable systems? EmmaWood.
Who is she responsible to? The chief executive officer.
Who does she report to?

Patrick P. Amos Emma J. Wood | Jimmy Wong Vera O. Roberts
Multiplex Systems Cable Systems Laser Technologies Space Systems

Commuters

1. Ask and answer questions about these commuters.

Matthew Long, data analyst.
Works in Hatton Gardens, London.
Lives 4 miles away in Hornsey.
25-minute trip on bike. Has to
concentrate on the traffic.

Rosa Gonzalez, architect. Works
on 42nd Street, New York. Lives
2 miles away at Central Park
West and 86th Street. 15-minute
trip on rollerblades. Thinks about
- the day ahead or listens to her
J MP3 player.

Ahmed Sileen Nardo
Mohammed Optical Imaging,
Cellular Systems Inc.

Daisuke Tanaka and Hideo

Nakajima. Work for banks in
Otemachi, Tokyo. Live 20 miles
away in Chiba. 50-minute trip
by train. Read, send text
messages, or sleep.




What does Rosa do for a living?
Where does shelive?
Wher e does she work?

How long does it take to get there?

How far isit?

How does she get there?

What does she do on the way to work?

2. Now ask a partner similar questions about their trip to work.

Countriesand nationalities

1. Toshibais a Japanese company. The headquartersarein Japan.

nationality

What about these companies?

1 Honda

2 IBM

3 AlfaRomeo
4 Haier

5 Daewoo

2. Complete the chart.

Country
Japan
The U.S.

China
France
Switzerland

Germany
The Netherlands

country

6 L'Oreal

7 Barclays Bank
8 Nestle

9 Siemens

10 Philips

Nationality
Japanese

Italian
Korean

British




Per sonality profile

1. Read this article about a businessman called Ram Charan. What information is missing?
Suggest possiblewordsto fill the spaces.

Ram Charan is a business guru. He's '

years old and he comes from?_____ | but
he doesn’t live there now. Ram lives in
.  Hefllesabout' = = . .. . miles
each week.

Ram has a°® degree from Harvard
Business School. He writes®.___ and he

travels all over the world. He meets with
7 and helps them solve business
problems. Ram doesn’t have a website. He gets
his clients by ¢

Ram doesntowna’®_ . Hejusthasa
small black suitcase and his assistants Fedex
10 to him.

2. Work with a partner. One person uses the information below and the other uses the
information in File 1 (see Information Files).

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

How old is Ram Charan?
Where does he come from?

SKILLSWORK
Speaking

Work in twos or threes. Y ou are participants at an internationa conference. Toss a coin to move.

¢ Heads: move one square.
¢ Tails: movetwo sguares.

Follow the instructions on each sguare and start a conversation. The first person to finish is the
winner.

10




~ You arrive at

- the conference
~ hotel. Go to the

~ reception desk =~
and register.

Ask another
erson at the
conference what
their job is.

y

~ Name four
~ countries you
~ want to visit on
~ vacation.

It's time Ask another
to go home. Say person about
‘goodbye to your  the department
" new friends. or division they
@ = Work in.

Ask another ==
person about
their hobbies
and interests.

You see an old
friend. Greet

him/her.
Introduce two

people to one

\«Naiﬂe three
- countries which

~ youmeet

14

Writing

Read the profile of Lani Silber Weiss and then write another profile about yourself. Use the topics
below to help you.

name company responsibilities
nationaity position in the company hobbies
home town vacations

11
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I'm Lani Silber Weiss, and I'm the president and chief operating officer of the Potomac
Nationals, an American baseball team. | work at our stadium in Woodbridge, Virginia, not far from
Washington, D.C., and | run all the financial and accounting operations. So | do a lot of different
things, because | oversee the day-to-day bookkeeping and banking operations, and I'm also
responsible for our monthly and annual statements.

I'm always very busy and | don't get much free time, especially in baseball season. But when |
can, | like spending time with my friends. And when the season ends | like to go on vacation. | love
Europe, Mexico, and Africa, and I'd love to visit Asia some day.

(From V. Hollett. Business Objectives (Oxford: OUP), Unit 1)

VOCABULARY

Nouns

account — cuer (0aHKOBCKHI); CTaThs OyXTalTEPCKON OTYETHOCTH; (PUHAHCOBBIN (OyXraarepcKuii)
ordyer [/ paxyHok (OaHKIBCBKHif); crTarTss OyXraarepchbkKoi 3BiTHOCTI;  (hiHaHCOBUIA
(OyxrantepchbKuii) 3BIT

appliance — anmapar, mpudop, MPHUCIOCOOIEHHE, YCTPOMCTBO / amapat, IpuiIajl, IPUCTPii

auditor — ayauTop, KOHTPOJIEp OTYETHOCTH / ayAUTOpP, KOHTPOJIEP 3BITHOCTI

assistant — MOMOILHUK, aCCUCTEHT / IOMIYHUK, ACUCTEHT

branch — ¢unman, ornenenue; orpacis / Gidis, BimiIeHHS; raay3b

colleague — koimera, coTpyaHuk (B OJHOM opraHusanuu) / KoJjiera, CIIiBPOOITHMK (B OIHiM
YCTaHOBI)

department — otaen / Bimgin

development — pasBuTHe, paCIIMPEHUE; CTPOUTEIBCTBO / PO3BUTOK, PO3IIMPEHHS; OYIiBHUIITBO

distribution — pacnipenenenue / po3momin, po3MOBCIOIKEHHS

division — otnen / Bigmin

downtown — nenoBoii paifoH, aenoBas 4YacTh ropoja, OusHec-leHTp / IiNOBHMU paiioH, miloBa
YJacTHUHA MiCTa, Oi3HEC-TICHTP

employee — paboTHUK, CITysKalluii / mpaiiBHUK, CITyKOO0BEIb

employer — paboroaarens / po6oTOAaBEID

employment — ciyx6a; 3aHATOCTh, TPYAOYCTPOMCTBO / CITy>k0a; 3aiHATICTh, IPAIEBIAIITYBaHHS

equipment — o6opyaoBanue, TexHuka / 00JafHaHHsA, YCTaTKYBaHH, TEXHIKa

headquarters (syn. head office) — rnaBusIit oduc, mrad-kBaptupa / ronoBHuit odic, mrad-kBapTupa

industry — IpOMBINIIIEHHOCTE, HHAYCTPHUS; OTPACIb MPOMEBIIIIEHHOCTH / TPOMHUCIIOBICT, iHAYCTPIs;
TPOMHUCIIOBA Tajy3b

introduction — BBezeHWe, BHEAPEHHE, MPEACTABIEHNE, 3HAKOMCTBO /[  BIPOBAKEHHS;
NpECTaBIEHHsI, 3HAHOMCTBO

journey (syn. trip) — moe3aka, myreriecTBue / Moi3aKa, MOJ0POK

marketing — Toprosiisi, MapKeTHHT / TOPTiBIIsl, MAPKETHHT

objective (syn. aim, goa) — uesb, 3agada / MeTa, 3aBIaHHS

12




payroll — mnarexxHass BegoMocTh, (HOHJ 3apabOTHOM IUIAThI, pabouue W Ciykaique / IUIaTixHa
BiZIOMICTb, (hOH[T 3ap0OITHOI TIIATH; POOITHUKHU Ta CITYy>KOOBITI

personnel — mepcoHa, mTat, Kaapbl / epcoHal, MITaT, Kaapu

production — mpom3BOACTBO; m00BIYA; IPOM3BOAUTEILHOCT, [ BHPOOHMIITBO, BHIOOYTOK;
MPOAYKTHBHICTH

property — umy1ecTBo, COGCTBEHHOCTD / MaliHO, BIIACHICTD

responsibility — orBercTBeHHOCTH; 00s13aHHOCTE / BiANIOBIHAIBHICTH; 000B’I30K

sade — mpomaxa, couT (Sales — oobem mpomax, ToBapoobopor) / mpomax, 30yT (Sales — obcesr
IPOAAXKY, TOBApOOOIr)

solution — pemienne, MeTo pemeHust / pillieHHs, METOI PIlICHHS

statement — (odunmansHBIA) oTYeT (HAMp., O COCTOSHMM OAaHKOBCKOIO cueTa, O pe3yibTaTax
XO3SMCTBEHHON [esaTeabHOCTH ); Oroyuierens / (odimifiumii) 3BiT (Hamp., IIOAO CTaHy
0aHKIBCBKOTO paxyHKa, pe3yJIbTaTy roCIoAapChKOT AisTbHOCTI); O0JIeTeHb

subsidiary — punman, noyepuee npeanpustie / Gigist, ToUipHE MiATPUEMCTBO

trade — ToproBist, KOMMEPIIHS; TPOU3BOJICTBEHHAS IESITEILHOCTD / TOPTiBIIsL, KOMEPIIis; BUPOOHUYA
SUTBHICTD

unemployment — 6e3paboruiia / 6e3pobiTTs

Word combinations

accounting operation — yuerHast orepaius / 001iKoBa oreparfis

banking operation — GankoBckas omnepanus / GaHKIBCbKa OIeparis

business card — BusuTHas KapTouKa / Bi3UTHA KapTKa

chief executive officer (CEQ) — riaBHBIM HCIIOJHUTEIBHBIN AUPEKTOP (PYKOBOAUTED, KOTOPBIM
OTBEYAEeT 32 OCHOBHYIO YaCTh TEKYIIEH NeATeNbHOCTH KOPIOPAIUHY U HCIIOJIHEHHE PEeIIeHHUit
coBeTa [IHMPEKTOPOB, NpPU STOM 4YacTO 3aHUMAaeT TakkKe IOCT IMpelcenaTens CoBeTa
JMPEKTOPOB, TPE3UACHTA, 3aMECTUTENs MpenceaarTens CoBeTa W T. I1.), TeHEpPaTbHBIN
JUpeKTop / TOJOBHHI BHUKOHABUMU JHUPEKTOp (KEpiBHUK, BiMMOBIJaIbHUHA 32 OCHOBHY
YaCTHUHY MOTOYHOI JiSUTBHOCTI KOPIOpAIlil 1 BUKOHAHHS pillleHb pajy IUPEKTOPiB, IPU LOMY
TaKOXX 4acTo 3aiiMae mocaay roJI0BU pajy AUPEKTOPIB, MPE3UCHTA, 3aCTYITHHKA TOJIOBH Paan
1 T.11.), TeHEpaJIbHUN TUPEKTOP

chief information officer (CIO) — riaBHBIi MeHemkep MO HHGOOPMATH3ALUH, TUPEKTOP IIO
uHDOpPMAIIMOHHBIM TexHoIorusam; U T-qupekTop, TUPEeKTOp AenapTaMeHTa HHHOPMAIIMOHHBIX
TEXHONIOTUH, 3aMecTHTeNb TreHepanbHOro aupektopa no WT / romoBHuit MeHemkep 3
iHpopMaTH3amii, aupekTop 3 iHpOpMaliiHUX TexHoiyorid; IT-mupexTop, AMpeKTOp
JenapTaMeHTy iHGopMaIliiHIX TEXHOJOTIH, 3aCTYMHUK reHepaIbHOro aupekTopa 3 IT

chief operating officer (COO) — rnaBHbIl OnEpanMOHHbIN JUPEKTOP (PYKOBOIUTEIb, OTBEHAOIIHI
3a MOBCEIHEBHBIC OMEPALHU M TEKYIIYIO ACSITENbHOCTh KOPIOPALUH; TOJOTYETCH TIIaBHOMY
UCIIOJHUTENIBHOMY JIMPEKTOPY), HCIOJHUTENbHBIA AUpeKTop / TOJOBHHUII omepatiiHumit
JTUpEeKTOp (KepiBHUK, BiJNOBINANbHUA 3a TOBCAKACHHI oOmeparii i MOTOYHY [isUTbHICTH
KOpIopalil; mi3BITHAH TOJJOBHOMY BUKOHABUOMY THPEKTOPY), BUKOHABYHI TUPEKTOP

construction business — crpoutesnbHoe Aes1o / OyaiBenpHa cripaBa

deputy managing director — 3amMecTuTeNb UCIOJHUTEILHOTO JUPEKTOpa / 3aCTYIMHUK BUKOHABYOTO

JUPEKTOpa
foreign visitor — uHOCTpaHHBIN MOCETUTENh, TOCTh / IHO3EMHHUI Bi/IBiqyBay, ricTh
product manager — HayadbHUK MPOU3BOJCTBA; MEHE/DKEP MO MPOAYKIUH, PYKOBOIHUTEINb,

OTBETCTBCHHBIII 3a KOHCTPYUPOBAaHWE, NPOM3BOJACTBO W pEaNU3aLUI0 HW3AENUs; OpeH-
MeHeDKep / HaualnbHUK BUPOOHUIITBA; MEHEIKEp 3 MPOAYKLIi; KepiBHHK, BIAMOBIAATEHUHN 32
KOHCTpPYIOBaHHS, BUPOOHHUIITBO 1 peasti3aliro BUpo0y; OpeHa-MeHeKep

public relations officer — corpynuuk win cnyxamuii oTaena nHGOPMAIUH, COTPYIHUK OTAEA TI0
CBSI3IM ¢ OOINECTBEHHOCThIO [ CHiBpoOiTHUK abo ciayx0oBeup Bigminy iHbopmarii,
CHIBPOOITHUK BIAIUTY i3 3B’SI3KiB i3 TPOMAACEKICTIO
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research and development — nay4Ho-uccienoBaTeIbCKas U MPOSKTHO-KOHCTPYKTOPCKas pabora /
HAYKOBO-IOCIITHA Ta MPOEKTHO-KOHCTPYKTOPCHKA poOoTa

retail store— mara3uH po3HUYHOUN TOProBiu / Mara3uH po3apiOHOT TOPTiBIIi, KPAMHHUIIS

sales representative — Toproeulii npeACTaBUTENb / TOPrOBHIA PEICTABHUK

senior management — BbIcee PYKOBOJCTBO, BBICIIAS aJIMHUHHCTpAIMS, BBICHIMN YpPOBEHb
yrnpaBiaeHus:  (MpoQecCHOHANbHBIE — YIPABJSIONIME KOMIIAHHU, KOTOPbIE I[PUHUMAIOT
CTpaTeruvecKue W JOJNTOCPOYHBIC PEIICHHS; JTOT YPOBEHb BKIIOYAET TJIABHOTO
UCIIOHUTENILHOTO JIUPEKTOPa HWIIM Mpe3HJeHTa KOMIaHuu ) / BHUIE KEPIBHHUIITBO, BUILA
aJMIHICTpallis, BUIIMHA piBEeHb KepIBHUILTBA (MpodeciiiHi KepiBHUKM KOMIIaHii, IO
MPUAMArOTh CTpaTeriuHi 1 JOBrOCTPOKOBI pIillIEHHS; €W PIBEHh BKJIIOYAE TOJOBHOTO
BHKOHABUYOTO JIMPEKTOpa a00 Mpe3uIeHTa KOMITaHi1)

supply chain — kanan moctaBoK, CeTh MOCTABINMKOB / KAHAI ITOCTABOK, MepPEka MOCTadaIbHUKIB

technical director — Texunyeckuii qupeKkTop / TEXHIYHMI TUPEKTOP

vice president — BuIle-TpE3UAEHT, 3aMECTHTENb Ipe3naeHTa /[ Bille-PE3UICHT, 3aCTYIIHHK
npe3nieHTa

Verbs

employ — mpenocTaBiaTh pabOTy, HAHHMAaTh, JEpXKaTh Ha CIy:xOe / maBaru poOOTy, HaiMaTH;
TpUMATH Ha CIIYXO01

finance — ¢uHaHCHpPOBaTH, aCCHTHOBAThH, BKIIAIBIBATH JICHBIH, BBIACIATH CPEACTBA; 3aHUMATHCS
(buHAHCOBBIMH omepanusamu / (piHAHCYBAaTH, aCHTHYBATH, BKJIaIaTH IPOI, BUIUISTH KOIITH;
3aiiMaTrcs (PiHAHCOBUMH OTEpallisIMH

greet — mpUBETCTBOBATH, 37I0POBATHCs / BiTaTH

introduce — 3HAKOMHUTH, MPEACTABIATH (KOTO-1.); BBOJWTH, BHEAPSTH, YYIPEKIATh, BBO3HTH
(ToBapbl) / 3HAOMHUTH, PEKOMEHIYBATH (KOTOCh); BIIPOBA)KYyBAaTH, 3aCHOBYBATH, BBO3UTH
(ToBapm)

oversee (Syn. to SUpPervise) — crieauTh, CMOTPETH (3a YeM-I1.) / CIiIKyBaTH, HArJIAAaTH (3a YUMOCH)

produce (syn. to manufacture) — mpou3BOAWTH, BBIMYCKATh, BbIpabaTHIBATh, H3TOTOBIATH /
BUPOOJISTH, BUITYCKATH, BUTOTOBIISTH

run — pyKoOBOAWTb, YIPABIATH, BECTH (Je0, MPEANpUsiTHE U T. m.) / KepyBaTh; BecTH (CIpaBy,
HiANPHUEMCTBO 1 T.I1.)

sell — npoaasars, ToproBath / mpoaBaTH, TOPryBaTH

solve — pemath, paspemiaT (mpobiieMy, BOMPOC M T. I1.); HAXOMUTh BbIXOA / BHpIlIyBaTH,
po3B’s13yBaTH (MpoOIEeMy, IIUTAHHS 1 T.I1.); 3HAXOJUTH BUXI]

Verb phrases

be (work) in abusiness — paborars B k-1 chepe / mpairoBaTu B sAKiii-HeOy b ramys3i

be good/bad at smth/doing smth — xopomio/ma0xo pa3dupaTbcst B 4eM-TO, YMETh YTO-TO Aenath /
J00pe/ToraHo po3yMiTHCS Ha YOMYCh, BMITH LIOCh POOUTH

bein charge of — 3aBenoBath, pykoBOANTD, YIIPABIATSH / 3aBiAyBaTH, KEPYBATH

be (go) on vacation — ObITh B OTIyCcKe, Ha KaHUKYJaX / OyTH y BIAMYCTI, HAa KaHIKYyIax

be responsible for — 6r1Th 0TBeTCTBEHHBIM 3a YTO-11 / OYTH BiAIOBIAATEHIM 3a IOCH

be responsible to (syn. to report to) — oTuuTeiBaThCs TIepes K-71 / 3BITYBATH MEPE]] KUMOChH

earn/make aliving — 3apabarsiBath cebe Ha KU3HD / 3apoOIATH COOI HA KUTTS

have an appointment with/to see — umeTh Ha3HaYCHHYIO BCTpeUy ¢ / MaTH NPU3HAYCHY 3YCTPIY 3

work as— paboTaTh KeM-TO (0 JOJKHOCTH, podeccrn) / MpalroBaTH Ha SKilCh Tocai

work for acompany — padotate B KOMIaHHH / IPaLIOBATH B KOMITaHii

Adjectives, adverbs

annual (-y) — exxero/iHbIi, roJI0BOM; €KeroAHO / IOPIYHMMA, PIYHUIA; IOPIYHO

daily (syn. day-to-day) — exxemHeBHBIN, TIOBCEIHEBHBIN; €KEAHEBHO / IIOMECHHMMA, TOBCAKICHHHUI;
[[OIEHHO
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formal — oummaneusii / obinifiamii

informal — nedopmanbubiii, HeohunuansHblil / HehopManbHuit, HeodiiitHuH
international — MexxmyHapoAHbIHM / Mi>KHAPOIHUI

monthly — exxemecsiunbIit; exeMecsaHO / IOMICSYHUIMA; IIOMICSIIS

private — yacTHbI# / TpUBaTHHIH

Phrase bank

How are you (doing)? — xak mgena? / sik cipaBu?

How do you get there? — kak Tyma mobparscs? / sk Tyau gicratucs?

How far is it? — mackosibpko 310 maneko? Ha KakoM pacCTOSHHH 3TO HaxXOMUTCA? /| HACKIIBKHU IIe
naneko? Ha saxiit BizcTani e 3HAXOIUTHCA?

How long doesiit take you to...? — ckoIpKO BpeMeHH BaM TpedyeTcs, 4ToObI. ..? /\ CKiJIbKH Yacy Bam
moTpidHO, 1M100... ?

| don’t think we’ve met. — mo-MoeMy, MBI paHblile HE BCTPEYAINCH; S HE JyMaro, 4TO MBI 3HAKOMBI /
rajiato, MU paHille He 3yCTPidalInCh; He AyMalo, 10 MU 3HaiOMi

It’s nice/Great to see you again — mpUsATHO CHOBA BHIETH Bac / IPUEMHO 3HOB OaYMTH Bac

Let me introduce mysalf — mo3BonbTe MpeacTaBUTHCS / TO3BOJIBTE BiAPEKOMEHYBATUCS

Let meintroduce you to... — paspemnTe MpeaCcTaBUThL BaM. .. / T03BOJIBTE BIAPEKOMEHIYBATH BaM...

Nice/Good/Pleasure to meet you. — mpHUATHO MO3HAKOMUTHCS / TPUEMHO IO3HANOMHTHCS

Welcometo... — 1o6po moKanoBarth B. .. / JaCKaBO IPOCUMO JI0...

What are you in charge of ? - xakoBbI Baiu 00s3aHHOCTH? / SIKi Balili 000B’I3KH?

What are you responsible for? — kakossl Barm o0si3anHOCTH? / sKi Batili 000B’I3KK?

What do you do for aliving? — xem BbI paboTaere? / KM BH IIparoeTe?

What do you do? — kem Bbl paboTaeTe? / KUM BH IparmoeTe?

What is your position in the company? — Kakyio I0JPKHOCTh B KOMITAHMH BBI 3aHMMaere? / Ky
nocajay B KOMIaHii BU 3aiimaeTe?

What nationality are you? — kakoe Baiiie rpaxaaHcTBo? / sIKe Ballle TPOMAISIHCTBO?

Where do you come from? (=Where are you from?) — otkyaa Bel pogom? / Binkisist Bu pogom?

Who are you responsible t0? — B ubem momuuHEHHH BbI HaxoquTech? (KTO Balll HAYaIbHUK) / XTO
BaIll KEPiBHUK?

Who do you report t0? — B ubeM MOAYMHEHUH BbI HAXOAWTECh? (KTO Balll HAYAJIBHMK) / XTO Ball
KEpIBHUK?

Who do you work for? — B kakoii komnanuu Bl pabotaere? / B sikiii koMIaHii BU mpaioere?

Countries and nationalities
Brazil — Brazilian

China— Chinese

France — French

Germany — German

Great Britain — British

Italy — Italian

Japan — Japanese

Korea— Korean

Norway — Norwegian
Sweden — Swedish
Switzerland — Swiss

Talwan — Tawanese

the Netherlands (Holland) — Dutch
the USA — American
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PRACTISE YOUR VOCABULARY

Exercise 1. Match thewordsin column A with their Ukrainian equivalentsin column B:

branch BIZIIOBiAAIBHICTE, 000B 30K
distribution OymiBeabHA CIpaBa

sales representative BUIILIE KEPIBHUIITBO

property BI3UTHA KapTKa
unemployment BHKOHABYUI JUPEKTOP
construction business Gbimist, raxy3b, TOYipHE MM AIPUEMCTBO
senior management MaifHO, BIIACHICTh
responsibility PO3IIOLI, PO3IIOBCIOIKCHHS
department Bigmin

business card 0e3pobiTTsI

chief operating officer TOPrOBHH NPEACTABHUK

Exercise 2. Match thewordsin column A with the wordsin column B making up your active
word combinations:

chief operation

retail visitor
accounting manager

product director

make executive officer
foreign relations officer
research representative
technical chain

deputy store

sales and development
public president

supply aliving

vice managing director

Exercise 3. Read the definitions and supply the suitable words from your active vocabulary:

1. An arrangement made with a bank, which alows somebody to leave their money there until
they need it a

2. Buying or sdlling of goods and services among companies, states, or countries, also caled
commercet

3. One of the highest-ranking corporate executives or administrators in charge of total
management, who reports to the board of directorsc e o]

4. A division of alarge organization or company d

5. A job title for the board-level head of information technology within an organization
c [ 0

6. The people employed in an organization p

7. The center of acity, especialy the main business and commercial district d

8. A business company controlled by another company, which owns more than 50% of its shares
s

9. One of a company’s officers responsible for researching, selecting, developing, and placing a
company's products p m
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10. A shop selling goods to consumers, usualy in small quantities and not for resale r

S

Exercise 4. Match the definitions with the necessary words from your active vocabulary:

A person or company that hires people and pays them wages employer

A formal document presenting the financial condition and operating | senior management

performance of an enterprise

A team of individuals at the highest level of organizational distribution
management who have the day-to-day responsibilities of managing a

corporation

The transport and supply of goods from manufacturersto various payroll

people and places

A business |ocation that has branches or divisions reporting to it, and | statement

islegally responsible for those branches or divisions

A list of people employed by a company and the total amount of headquarters

wages and salaries paid to them

Exercise 5. Give Ukrainian equivalents of the following wor ds and word combinations:

a

administration, branch, department, distribution, division, employment, equipment,
headquarters, marketing, objective, payroll, personnel, statement, subsidiary, team, trade,
unemployment;

accounting operation, business card, chief executive officer, chief operating officer, construction
business, deputy managing director, foreign visitor, product manager, public relations officer,
research and development, retail store, sales representative, senior management, supply chain,
technical director, vice president;

be good at smth, be in charge of, earn a living, employ, go on vacation, greet, have an
appointment with, manufacture, oversee, produce, run, sell, solve, supervise, work in a business;
How are you (doing)?, How do you do?, How long does it take you to...?, I don’t think we’ve
met, Great to see you again, Let me introduce you to.., Pleasure to meet you, Welcome to, What
are you responsible for?, What do you do for aliving?, What is your position in the company?,
Where do you come from?, Who do you report to?, Who do you work for?

Exercise 6. Give English equivalents of the following words and word combinations:

a

b.

JOYipHE MiAMPUEMCTBO, 00CAT MPOJaXy, IepCOHaN, POOITHUKM Ta CIIyOOBIi, TPOMASHCTBO,
TOJIOBHUH 0(ic, BT, PO3IIOBCIOIXKCHHS, pOOOTOIaBEIIb,

TeHEpATFHUH JWPEKTOp, BIle-TIPE3UICHT, TEXHIYHUH IWPEKTOp, CIIBPOOITHHK BiUIITY IO
3B’3KaX i3 TPOMAJCHKICTIO, MPUHMAaTBbHS, HAYKOBO-AOCIIAHA Ta MPOEKTHO-KOHCTPYKTOPCHKA
poboTa, MaraswmH poO3ApiOHOI TOPriBii, TOPrOBHH IPEINCTAaBHHK, 3ACTYITHHK BHKOHABYOTO
IUPEKTOpa, BUKOHABUMI TUPEKTOP, BAIIE KepiBHUIITBO, I T-mupekTop;

(inaHcyBaTH, BITaTH, 3HAHOMHUTH, pO3B’s3yBaTH (TPOOIIEMY), HATJSIIATH, MPAIIOBATH B SIKiii-
HeOynp Tamy3i, MpaloBaTH Ha SKiCh mMocami, OyTH BIAMOBITaTBHMM 3a IIOCH, IOOpe
PO3YMITHCS Ha YOMYCB;

MIOPIYHUH, (hiHAHCOBHIA, HeODIIHHNUNA, IPUBATHUH, 110 JOPO3i, IO ICHHHIA;

B Kili KOMIaHI1 BU IpaIoeTe?, XTO Balll KEPIBHUK?, Ky MTOcaTy B KOMIaHIl BU 3aliMaeTe?, KUM
BH TIpaIftoeTe?, sKi Bamli 000B’I3KU?, TPUEMHO TTO3HAHOMHUTHUCS, JO3BOJBTE BiIPEKOMEHIyBaTH
BaM, JIACKaBO IIPOCUMO JI0, Ha SIKi{ BIJICTaHI IIe 3HAXOUTHCS?, K TYIH AiCTaTHCs?
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Exercise 7. Put this conversation into the correct order and completeit, trandating Ukrainian
phrasesinto English:

Elaine Pleasecall meElaine.

Paul Morning, Jenny. Sk cnpasu?

Jenny Yes, itis. [Jozeonv npedcmasumu mebe ... Excuse me, Mrs Redford. May | introduce you
to Paul Carroll?

Jenny  Good morning, Paul.

Paul Ipuemno nosnaiomumucs, Mrs Redford.

Jenny Fine, thanks, and you?

Paul And please call me Paul.

Elaine 3opacmyiime.

Paul Fine. Isthat Mrs Redford over there?

Exercise 8. A. Read this passage about a commuter. Think about what information is
missing.

Annie Clayden lives in Norwich but she works in ! a hundred miles away. She
leaves home at 2 in the morning and she travels to work by 51t
takes “but she enjoys the journey. She travels 6With

> and she doesn't get bored because

B. What questions can you ask to get the missing information?
1 Where ?
2 What time ?
3 How ?
4 How long ?
5 Who ?
6 Why ?
C. Hereisthe missing information. Now useit to complete the passage.

two and a half hours London three friends

they al play Trivial Pursuit 6.30 train

Exercise 9. Match these questionsto the correct reply.

1. Where do you come from? a. About half an hour.
2. How do you do? b. Spain.

3. How are you? C. I'm Swiss.

4. How long does it take? d. Cathay Pacific.

5. Who do you work for? e. No, I'm from Canada
6. What line of business are you in? f. I'm an accountant.

7. What nationality are you? g. Advertising.

8. How do you get to work? h. How do you do?

9. Are you American? i. By train.

10. What do you do? j. Fine thanks and you?
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Exercise 10. A. Match the sentences below to makeruleslike the one in the example.

Example: Managers don't make mistakes. They test their staff.

ouhrwhrE

Managers don't arrive late. A. They collect information

Managers don't read the newspaper. B. They think with their eyes shut.
Managers don't forget things. C. Theyinvest in new technology.
Managers don't sleep. D. They are unavoidably delayed.
Managers don't buy new toys. E. If they do, they're the managers' idess.
Employees don't have good ideas F.  Their employees forget to remind them.

B. Can you make any morerules?

Exercise 11. Write a personality profile about this person:

name Jack Croshy

age 37

nationality English

home town London

company ABC — property development, trading

location parent company — Berlin, Germany (works for a British subsidiary with the

headquartersin London)

position in the company Head of Financial Department

immediate boss CEO

responsihilities purchasing, customer accounts, financial services, banking operations,
annua statements

hobbies traveling, hiking, mountain biking

Exercise 12. Trandate into English:

1.

Jo3BONbTE BiMPEKOMEHIYBAaTH BaM MicTepa bieka, Hamoro reHepaibHOro IUPEKTopa. —
Paguii 3 Bamu mnosHaiiomMuTHcs, Mictepe biexky. Ha sky koMmmaHiio BH HOpaioere? —
4 mpaioro Ha MDKHApPOJIHY TOPTiBENbHY KOMIaHiro. Mu 3aliMaeMocs BUPOOHMIITBOM i
PO3IOBCIOKEHHSIM SIICKTPOHHUX MPWIAIIB Ta 1HIIOTo 00najHaHHs. Hamma JisapHICTE TaKoXK
3B’s13aHa 3 TUTAHHSAMM I[PUBATHOI BJIACHOCTI 1 HajgaHHSA (IHAHCOBHMX MOCIYr. A YHWM BH
3apo0iisieTe co01 Ha XuTTA? — S mpaior B OymiBHHYOMY Oi3Heci. [onoBHMI odic Hamioi
KoMIIaHii po3ramoBaHo y IlIBeiinapii, aie y Hac TakoX € AMOHCHhKA, IIIBEICbKA, TOJIAHIChKA,
iTaimiiiceka 1 dpannysska digii. S 3aliMaro nDocajgy BUKOHABYOTO AUPEKTOPA 1 Bille-IIpe3uaeHTa
KOMIIaHii 1 Hecy BiMOBI/IANBHICTH 32 PO3BUTOK HAIIOI CITPABH.

— 3apacryiite! He nymaro, mo mu 3HaiioMmi. J103BOJIBbTE BIIPEKOMEHIYBATHCS, MEHE 3BaTH
Jlxon Yaiit. 51 — ToproBuit npencraBHUK HiMenbkoi ¢inii kommnanii ABC, npartioro y Biaisi
MapKeTUHIY 1 MpojaaxiB. Y MEHE NpU3HAYEHO 3YCTPi4 13 3aCTYNHHUKOM TEHEpaJbHOTQ
mupekropa. — 3apacryite! S Jlxek bpayn. S mpaiforo ciBpoOiTHUKOM BiJUIUTY i3 3B’SI3KiB i3
IPOMAJICBKICTIO. A 11e Mil kojera Maik ['piH — rojoBa HayKOBO-TEXHIYHOTO BUIIIAY HAIIOl
¢bipmu. Bin odonroe koiekTuB i3 15 imkeHepiB. Y HpOTo O6arato 000B’s3KiB, 1 BiH Ayxke 100pe
PO3YMIETHCA HA CBOIH cripaBi. BiH IIOMIcCIIS 3BITYe Mepe TEXHIYHUM JTUPEKTOPOM.
Jo3BonbTe BiipekomenayBaruca. Mene 3Batu Bixropis ['oHcanec, MeHi 35 pokiB i 51 poJom i3
Bpasumii. S mOpamor TOJOBHHM OYXTaaTEepoM OpasHIIbCHKOTO BUIIIICHHS BEIHKOIO
IIPOMHMCJIOBOTO MMiAMPUEMCTBA, 10 BUPOOJISE Ta IpOAA€E MPOAYKTH XapuyyBaHHS. S Melkaro
JOCHUTB JaJieKo BiJ MicIl poOOTH, TOMY IOI3AKa Ha poOOTy 1 T0I0OMY KOXKHOTO THS 3aiiMae y
MeHe 3 ToanHM. S KepyIo Ta HArIA1ai0 32 BCiMa IMOBCSIKICHHUMH OaHKIBCEKUMM 1 00JIIKOBUMH
OIepaIlisiMi, a TaKoX Kepyro (manage) dhouaom 3apobitaoi mwiathi. Kpim Toro s BiAnosinaw
3a MiIrOTOBKY piYHMX (hiHAHCOBMX 3BIiTiB MiJMPUEMCTBA 1 MPAIIOI0 3 ayauTopamu. S 3BiTYIO
IepeJl BUIIMM KEPiBHUIITBOM KOMITaHIii. ¥ MEHE 3aBXIH JyXe 0araTo Crpas, i Xo4a y MEHE €
JIeKiJTbKa MIOMIYHHUKIB, Y MEHE JyXe MaJio BUTbHOTO 4Yacy. Konu s y BilyCTI, 51 TIOMOOJISIO
MTOJIOPOKYBATH 1 MPIFO BIJIBIIaTH SKYCh €K30THUHY KpaiHy, Hanpukiaa Kurail un TaiiBaHb.
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