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Предисловие

В последние годы многие предприятия и организации получили право непосредственного выхода на внешний рынок, открылись новые возможности для налаживания прямых торговых, экономических и производственных связей с организациями и фирмами разных стран, а также широких контактов в области научных исследований, разработки и передачи технологий.

Знание некоторых лингво-страноведческих особенностей той или иной страны, основных правил делового этикета поможет бизнесмену вести себя там сообразно её правилам, и главное – добиться успеха в задуманном предприятии.

Французское слово “etiquette” вошло во все языки мира и давно воспринимается без перевода. В дословном переводе с французского “этикет” – это ярлык, церемониал и, между прочим, этикетка. Этикет – это свод норм, правил общения людей между собой, поведение каждого человека в обществе – в той социальной сфере, где он живёт, с членами которой взаимодействует.

Современный деловой этикет регламентирует поведение людей на службе, в общественных местах, на улице, на различного рода официальных мероприятиях – приёмах, церемониях, переговорах и т.д.

В нынешних условиях, когда конкуренция во всём мире день ото дня усиливается, манера вести себя, или деловой этикет как таковой, всё чаще становится важным фактором, определяющим преуспевание или, наоборот, провал деятельности не только одного человека, но подчас и целой компании.

Соблюдение этикета, то есть умение должным образом вести себя, стало одним из главнейших способов вырваться вперёд и сохранить лидерство в мире бизнеса.

Целью данной методической разработки является обучение студентов основам делового общения в устной и письменной форме в типичных ситуациях: знакомство, заполнение анкеты и написание резюме при устройстве на работу, написание делового письма (в том числе электронного), и т.д.
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Unit 1

Etiquette

Introduction

There are some stories to read and discuss in this unit. Perhaps you will find them interesting, with many facts that are new to you. Discussing what you have read is very useful especially expressing your own opinion.

When conversing with your partner, who may ask you different and may be difficult questions, never say, “I can’t talk about such things even in Russian!” You must remember that you should speak in any case.

And what should you do if you really know nothing (or very little) about the things you are asked? The best thing is to try to explain why you cannot say much: you have never thought or heard about something or you are not interested in it. You should try to speak in a natural way, just like you do it in your own language.

That is why the following answers can be recommended here: “You asked me a difficult question.” or “I don’t know what to say.” or “Tell me, please, what you know about it yourself.” Of course, there can be other answers in which you will say what you think. You must also remember that you are quite able to discuss many things you have never read or heard about in English.

Warm up

Think of the reasons of your unwillingness or refusal when they occur to speak English to your teacher or to your group-mates at the English lesson.

1. Read and memorize the following words and word combinations:

1. establish 



устанавливать, учреждать

2. rules of behavior 


правила поведения

3. be connected (with) 


быть связанным (с)
4. determine 



определять

5. court 




двор

6. success 



успех

7. depend on 



зависеть от

8. get to know 



узнать
9. see off 



провожать
10. politeness 



вежливость
11. ambassador 



посол
12. spit 




плевать
13. cough 




кашлять
14. throw 




бросать
15. civic 




гражданский
16. sincerity 



искренность
17. good nature 



добродушие

18. modest 



скромный
19. useful 




полезный
20. remind 



напоминать
2. Guess the meaning of the following words:

ethics, diplomat, military, emotional, tactful, morality, individual, label, special, manners, form, respect, cigarette, type, business, reformer, person

Reading

1. Read the text “Etiquette” and explain what the word “etiquette” means?

Etiquette

The word “etiquette” comes from the French language. It means the established rules of behavior everywhere. This word is connected with the words “ethics” and “label”. Ethics determines the standards of behavior. Label was a special card with the main rules of behavior. The people, who lived at the court of the French King Louis the 14th, used these rules.

Our success and our relations with each other depend on our behavior. The first book “About Rules of Behavior” was published in 1204. Laying the table, good and bad manners at the table, forms of invitation, getting to know somebody, meeting people and seeing them off – such are some of the rules of the etiquette.

Some of them have changed many times, but the main ones are still the same, such as politeness, having respect for anybody and others.

The famous Russian reformer Peter the Great established the etiquette in Russia. The first woman ambassador A. Kollontay published special rules of behavior for the diplomats. Some of them were “not to spit on the floor, not to cough on anybody, not to throw cigarettes on the ground”.

There are different types of etiquette: civic etiquette, military etiquette, diplomatic etiquette, court etiquette, business etiquette and others.

There is a point of view that manners form the person. We can know about the emotional state of a man from his manners. Politeness means the respect towards another person. The real politeness means sincerity and good nature. The family is the best school of politeness, and the best teacher of politeness is a woman, because she is more tactful than a man.

2. Read the sentences and choose the answer. Explain the difference between ethics and etiquette.

a) The system of moral principles of social behavior of people, their duties towards the society, profession, motherland and each other. (This is ethics/etiquette)

b) Rules of formal relations or polite social behavior among people in a society or profession. (This is ethics/etiquette)

3. Say what you know about the history of etiquette.

4. Say a few words about the first woman-ambassador A.Kollontay.

5. What types of etiquette do you know?

6. Do you agree with the statement “Manners form the person?”

7. We say that a modest man shows his politeness by never talking about himself. What other things shouldn’t he do?

8. Why is it very useful to know the rules of behavior?

9. Why is it very important to be well-educated?
10. What can you say about your friends’ behavior? Perhaps some of them need to be reminded that they should know the etiquette, don’t they?

11. What is your own behavior? Do you think it is always correct?

12. What is the main idea of the text?

13. Read the statement. Translate it into English using the words below.

Личность характеризуется не только тем, что она делает, но и тем, как она это делает.

individual – личность 

be characterized – характеризоваться 

Do you agree with the statement? Can you give some situations illustrating it?

Notes: You must remember that you should speak in any case. That is why the following answers should be recommended here:

You asked me a difficult question.

I don’t know what to say.

Tell me, please, what you know about it yourself.

14. Read this story and answer the questions below.

У Дейла Карнеги в одной из его книг есть любопытная история. Один англичанин, не имевший работы и средств к существованию, ходил по улицам Филадельфии в поисках работы. Он зашёл в контору Пола Гиббонса, известного бизнесмена, и попросил выслушать его. Гиббонс недоверчиво осмотрел незнакомца, внешний вид которого явно говорил не в его пользу. Одежда была потрёпанной и поношенной, на всём его облике чётко проступали следы финансового краха. Частью из любопытства, а частью из жалости Гиббонс согласился его выслушать.

Сначала он собирался уделить ему не более минуты, однако минуты превратились в час, а разговор всё ещё продолжался. Окончился он тем, что Гиббонс позвонил Тейлору, одному из ведущих финансистов этого города. И тот пригласил незнакомца на ланч и нашёл ему подходящее место.

Как же сумел человек с явными следами краха, спрашивает Дейл Карнеги, добиться такого выдающегося успеха за столь короткий промежуток времени? Секрет, отвечает он, заключался в его английском или, точнее, в том, как этот молодой человек говорил по-английски. Оказалось, что в Америку он приехал после окончания Оксфорда, и поэтому его речь была настолько безукоризненной и изящной, что слушавшие его вскоре забывали о его истоптанных ботинках, изношенном пальто и небритом лице.

1) Would you make a deal with this young man? Give your reasons.

2) Whom would you prefer to deal with? Why?

15. Summarize what you have learned about etiquette using the following word combinations:

be of great practice significance-иметь большое практическое значение
for this reason-по этой причине

deserve special scrutiny-заслуживать особого внимания

permanent improvement in smth.-постоянное совершенствование в чём-либо

make a deal-заключить сделку

16. Read the text below and get some more information about the history of etiquette. Use the definitions of the words in bold type.

From the History of Etiquette


From time immemorial (1) rules of behavior (etiquette) 
1. for a very long time back

played important role in people life.

Romans liked to invite odd (2) numbers of guests. 

2. not exactly divisible by two

They believed that even (3) numbers meant conflict. 
3. that can be divided by two

Nowadays in Western countries an even number of men 

with no remainder

and women is referred (4) to help the flow of 

4. what is said

conversation. 






5. a person who entertains guests

In the ancient Middle East, a host (5) would pour (6) 
6. cause a liquid to flow in a

perfumed oil over the heads of his guests. This was 

continuous stream

to mark their passage(7) from the “dirty” outside 

7. act of going past, through or

to the “pure” inside. 






across

In ancient Greece and Rome, guests wore wreaths (8) 
8. flowers or leaves twisted

of flowers and leaves. They believed these would 


together in a circle

prevent drunkenness (9). 




9. the state of being drunken

In early Northern Europe, feasts (10) were male affairs. 
10. splendid meal with many

Men got very drunk. 






good things to eat and drink

Among the ancient Celts the thighbones (11) of a bird 
11. bone of the part of the leg

were reserved for the most important guests. Men 


between the knee and the hip

would fight to the death over thighbones. 


12. be unsuccessful

If a guest failed (12) to stick to the rules (13) of 

13. follow the rules

behavior in 19th-century Paris, a professional guest 

could be hired (14) to take his place. 


14. obtain or allow the use or

Modern dining forks were invented in Italy. They were 

services of in return for fixed

brought to Europe in the 17th century by Thomos Coryat. 

payment

When Coryat showed the fork to his friends they laughed

at the new invention (15). Only 50 years later people in 
15. something that was created

England began to use forks. 





or designed

Fingers (16) are very useful for handing food, but they 
16. one of the five members at

are get sticky (17) and dirty. 





the end of the arm

Knives were the first pieces of cutlery (18) to be used. 
17. that sticks or tends to stick

The first stone knives were made 




to anything that touches it

three million years ago. Some Stone Age wooden forks 
18. implements used at table

may date from as long ago as 7,000 BC. 


(esp. if made of  stainless steel)

It was once traditional for a male guest to be given an

envelope containing the name of the lady he was to

accompany to the table. The couple (19) would 

19. two persons or things, seen

then walk to the table together. 




together or associated

The first chopsticks (20) appeared in China during 
20. pair of tapering sticks used

the Shang dynasty (1600-1028 BC). They were 


by Chinese and Japanese for

considered to knives because they were 



lifting food to the mouth

used by scholars (21). Scholars were more highly 

21. person with much

thought of than warriors (22) who carried knives. 


knowledge

22. soldier; fighter

17. Answer the questions using the following prompts:

-an even number of men and women

-the thighbones of a bird

-wreaths of flowers and leaves

-perfumed oil

1) What countries are mentioned in the text?

2) How were the guests usually received:

a) in the ancient Middle East?

b) in ancient Greece and Rome?

c) by ancient Celts?

3) How are guests usually received in western countries nowadays?

18. Find in the text the equivalents to the following Russian word combinations:

чётное количество гостей, нечётное количество, течение разговора, на головы, из “грязного” внешнего мира в “чистую” внутреннюю среду, на банкете, венки из цветов и листьев, мужские дела, кости бедра птицы, сражаться до смерти, следовать правилам поведения, занимать место, ножевые изделия, каменные ножи, каменный век, сопровождать к столу

19. Mark the following statements as true (T) or false (F). Correct the wrong ones.

1) Romans liked to invite even number of guests.

2) In ancient Greece and Roman, guests at a banquet wore hats with feathers.

3) Romans believed that wreaths would prevent from gluttony.

4) Among the ancient Celts the necks of a bird were reserved for the most important guest.

5) In early Northern Europe, feasts were female affairs.

6) Modern dining forks were invented in Greece.

7) The first chopsticks appeared in Italy.

20. Finish the sentences.

1) From time immemorial…

2) Romans liked…

3) In the ancient Middle East…

4) In early Northern Europe…

5) Among the ancient Celts…

6) Modern dining forks…

7) The first stone knives…

8) It was once traditional for a male guest…

9) The first chopsticks appeared…

21. Retell the text.

22. Translate the text “General Rules of Behavior” and enumerate the main rules of behavior when meeting and greeting people.

General Rules of Behavior

Meeting and greeting clients

A day in the life of every businessperson is made up of a series of meetings and greetings. Whether you are making the initial contact with a client or a colleague, you want to get off on the right foot. Doings so will make the first encounter and subsequent ones go smoothly and easily. Getting off on the wrong foot can make for a difficult recovery. Save your energy for later and use these simple strategies for a successful start.

1. Stand up when you meet someone. This allows you to engage the person on an equal eye-to-eye. By remaining seating, you send a message that you don’t think the other person is important enough to warrant the effort it takes to stand. If you find yourself in a position where you can’t stand up offer an apology and an explanation.

2. Smile. Your facial expression says more than your words. Look as if you are pleased to meet the other person of what is in your mind. Put a smile on your face for the person standing before you.

3. Make eye contact. Looking at the people you meet says that you are focused and interested in them. If you are staring off somewhere else, you may appear to be looking for someone more to your liking to come along.

4. Introduce yourself immediately. As soon as you approach people you don’t know or are approached by them, say who are you. Don’t stand around as if someone else is in charge of introductions.

5. Include a statement about who you are when necessary. It is not always enough to say, “Hello, I’m Mary Jones”. Give more information. “Hell, I’m Mary Jones. I work for XYZ Corporation”.

6. Offer a firm handshake. Expend your hand as you greeting. The person who puts the hand first comes across as confident and at ease. Make sure that this physical part of your greeting is professional. Don’t offer bone-crashing grips or limp-wristed shakes. If you are confused about men and women shaking hands, don’t be. There once was a time when women didn’t shake hands with men. They have passed. Everyone in business shakes hands with everyone else.

7. Learn how to make smooth introduction. In business you often introduce less important people to more important ones. The way to do this is to say the name of the more important person first, followed by the words “I’d like to introduce…” and then give the other person’s name. Be sure to add something else about each person. So they will know why they are being introduced and will have some information which to start a conversation with.
8. Pay attention to names when you meet people. It is too common to be thinking about what you are going to say next and not focus on the other person. If you concentrate and repeat the name as soon as you’ve heard it, you’ll have a better chance of remembering it later.
9. Use first names of people whom you have just met only after they give you permission. Not everyone wants to be addressed informally on the initial encounter. Your goal within the first few minutes of meeting other people is to make them feel comfortable so that they will want to do business with you.
When you are confident of the rules of behavior, you will have a solid start for a long-term profitable relationship.

23. Read the text “Business Etiquette in Europe” and answer the following questions:

· What countries are mentioned in the text?

· In what occasions are these countries mentioned?

Business Etiquette in Europe

Becoming knowledgeable in every country’s “silent language” of etiquette is essential for developing good business relationships overseas. Etiquette is about being comfortable around people and making them comfortable about you. Remember to be courteous and thoughtful to the people around you, regardless of the situation. Consider other people’s feelings, stick to your convictions as diplomatically as possible. One of the first things you need to do is to mind your meeting manners.

Europe ranges from the cold northern countries of Norway and Sweden to the warm Mediterranean countries of Italy and Greece. Some customs and traditions vary as much as the topography, while others are shared across all of Europe.

Handshakes are standard business greeting gestures throughout Europe. However, the European handshake is usually exchanged before and after every meeting, no matter how many meetings you’ve already had. 

An exception is Great Britain, where, as in the United States, an initial handshake is often the one you’ll receive. Good manners are very important to the English. They often find Americans to be too casual, particularly with the English language.

European handshakes are more formal and less buddy-buddy than those in the United States. You will not find a lot of back-slapping at handshaking time. A quick grasp and release is the norm. In most European countries, handshakes are firm. An exception is France, where a lighter grasp is customary. Finally, it’s customary to let women and those who are in higher rank to extend their hands first in Europe.

Europeans don’t do business breakfasts. In France, Austria, Germany, Great Britain, the Netherlands, Norway, Denmark, Sweden, Finland, Portugal, and Spain, talking business over lunch is not a violation of etiquette. In Czechia, Italy, and Greece, on the other hand, you do not talk business over lunch unless your host initiates it.

Dinner in Europe is usually reserved for social entertaining. Depending on the country, you may start dinner as early as 6:30 p.m. or as late as 11:00 p.m., and on the contrary your spouse may be invited.

Here are some general dining rules:

1) I Norway, Sweden, Finland, and Denmark be on time for dinner. Elsewhere, being fashionably late is acceptable.

2) No gift from hosts is expected in Great Britain.

3) Do not take wine to a dinner in the Netherlands, France, or Belgium. It insinuates that you think the host’s cellar is lacking.

Punctuality and courtesy are the most important aspects of British business etiquette. For example, prompt acknowledgment of the receipt of a letter is expected. British executives are more likely to use letters and fax then the telephone for business communications.

In some countries, for instance, a small host gift is appropriate if you are invited to someone’s home for dinner. But not in Great Britain – here no host gift is expected. Across most of Europe, business gifts should not be too personal and should be wrapped professionally. Try not to use white wrapping paper, and use a brightly color ribbon.

In many European countries, asking people what they do or asking them a personal question as an opening conversational gambit is a serious mistake. Europeans are, for the most part, more formal about such matters than Americans are.

The English are reserved people and as a rule disapprove of loud or demonstrative behavior (except in very informal situations). While the English find Americans “friendly”, they do take offence at early familiarity. Personal space is important and people can feel uncomfortable if someone stands too close to them.
24. Read the text “Business Etiquette in the USA” and compare the English and American business etiquettes.

Business Etiquette in the USA

Americans are generally polite but they will stand up for what they believed. They can be surprisingly candid and they will respect people who are so. They are not shy in voicing an opinion but at the same time, they would not want to embarrass a guest or host in public knowingly. They love humor and sarcasm and can even joke about themselves.

Here are some top strategies to follow in American business etiquette:

Punctuality. Honor other people’s time. Start and end meetings on time. Arrive 5 minutes before scheduled time for all business occasions. If you know that you will be late, call to let your business partners know about this and offer them to reschedule the meeting. If you are invited for a meal, you should arrive promptly. Do not arrive earlier than the stated time, under any circumstances.

Introductions. Show your respect and courtesy to everyone, regardless of their position or standing within a company. Make sure that your grammar and voice tone are professional. When you meet someone for the first time, use a title and his or her last name until you are told otherwise. If you are not told of a person’s last name, simply use the first name or the nickname.

Dress and appearance. Make sure that your clothes fit you physically and that they fit the occasion and the setting. Business casual dress remains more formal than that you’d wear at home.

Table manners. Immediately after everyone is seated, place the napkin in your lap. At a group table wait for the host to start to eat. When sitting at a banquet table, begin eating when two people to your left and right hands are served. When done, place your napkin on the right of the plate and move your fork and knife to the “four o’clock” position across the plate to signal the server you are finished. If you invited the guest to a meal, you are responsible for the check.

Gifts. Business gifts are often presented after a deal is closed. In most situations, gifts are usually unwpapped immediately. Flowers, a potted plant, or a bottle of wine are good gift choices. If you open a small gift in person, you usually don’t need to send a follow-up note. If you are sent a gift, always let the gift giver know that you received it as soon as possible. For big gifts speak and write your thanks. For smaller gifts an e-mail, a fax, or a voice mail works fine.

Notes:

stand up (for) – защищать, отстаивать 

promptly – быстро, сразу, прямо

candid – справедливый, откровенный 

circumstances - обстоятельства

voice an opinion – выражать мнение 

otherwise – иначе, по-другому

embarrass – смущать, 



nickname – уменьшительное имя, кличка

ставить в неловкое положение

knowingly – намеренно, сознательно 

setting - окружение

honor – почитать, уважать 



lap - колени

scheduled time – условленное время 

deal – сделка, договор, соглашение

follow up - последующий

Etiquette Practice

Read, learn and act out the conversations:

1. A Visit of a Foreign Partner

John Brown, a Sales Manager for a British company, has just arrived at the International Moscow Airport from London. He is visiting a Russian company that wants to buy equipment produced by this company. Here are conversations between him and the staff of a Russian company (Mr. Ivanov, Mr. Petrov, Mr. Volgin, Miss Krivenko). Read the conversations and play them.

At the airport

Mr. Iv.: Excuse me, are you Mr. Brown?

Mr. Br.: Yes.

Mr. Iv.: I’m Oleg Ivanov, from TV Systems. How do you do? Have I kept you waiting?

Mr. Br.: Oh, no. The plane’s just arrived. Thanks for coming to meet me.

Mr. Iv.: Not at all.

At the office

Mr. Iv.: I’d like to introduce Mr. Petrov to you, our Director General.

Mr. Br.: Glad to meet you Mr. Petrov. 

Mr. P.: Glad to meet you too. Have you ever been to Moscow before, Mr. Brown?

Mr. Br.: No, it’s my first visit to Moscow.

Mr. P.: Let me introduce my staff to you. This is my secretary, Miss Krivenko.

Mr. Br.: Nice to meet you, Miss Krivenko.

Miss Kr.: Nice to meet you too, call me Ann.

Mr. P.: I also want you to meet Victor Volgin, our Sales Manager. And you’ve already met Mr. Ivanov.

Mr. Br.: What does Mr. Ivanov do?

Mr. P.: He is our Export-Import Manager. Please, take a seat.

Miss Kr.: Would you like a cup of coffee?

Mr. Br.: Yes, thank you.

Mr. V.: By the way, Mr. Brown, what is your profession?

Mr. Br.: I’m an engineer, but at Continental Equipment I work as a Sales Manager. Here’s my card.

Mr. P.: Let’s get down to business, Mr. Brown. We’re extending our business and want to buy equipment for producing some goods. Your company provides advanced technology and efficient service, which small companies can’t provide. That’s why we’re interested in your company.

Mr. Br.: Yes, I see. You’ll be pleased to hear that the service life of our equipment has been increased, and also prices have been reduced.

Mr. P.: Would you like to speak a bit slower, Mr. Brown? I’m not very good at English.

Mr. Br.: Sure. I’d like to visit your factory and study your requirements.

Mr. Iv.: Well, I’ll show you our factory tomorrow.

Mr. Br.: What time?

Mr. Iv.: How about 10?

Mr. Br.: That’s fine.

Mr. Iv.: Thank you Mr. Brown. Our driver is at your disposal during your visit. His name is Vladimir.

Mr. Br.: Thank you very much, Mr. Ivanov.

Mr. Iv.: Well, that’s all. Our driver’s waiting for you. He’ll take you to your hotel.

Mr. Br.: Goodbye everybody!

Expressions

1) Have I kept you waiting? 



Я заставил Вас ждать?

2) Director General генеральный директор

3) Let me introduce my staff to you. 


Разрешите мне представить Вам своих

сотрудников.

4) Let me introduce you to my staff. 


Разрешите представить Вас моим

сотрудникам.

5) Let me introduce myself. 



Разрешите представиться.

6) Sales Manager 




менеджер по сбыту

7) Export-Import Manager 



менеджер по импорту и экспорту

8) Take a seat. 




Присаживайтесь.

9) Here’s my card. 




Вот моя визитная карточка.

10) Let’s get down to business. 


Давайте перейдём к делу.

11) Well, that’s all. 




Ну что же, тогда всё.

12) Would you mind speaking a bit slower. 

Не могли бы Вы говорить немного

медленнее?

13) to be at smb.’s disposal 



быть в чьём-либо распоряжении

14) Glad to meet you. 



Рад с Вами познакомиться.
Comments

Greetings
В англоязычных странах наиболее «нейтральными» приветствиями, которые употребляются при обращении как к хорошо знакомым, так и мало знакомым людям, являются:

Good morning! – Доброе утро! (до 12.00)

Good afternoon! – Добрый день! (с 12.00 до 18.00)

Good evening! – Добрый вечер! (с 18.00 до 20.00)

Ответами на эти приветствия являются те же самые фразы.

При представлении людей друг другу наиболее формальной является фраза: “How do you do?” Это приветствие предполагает такой же ответ.

Часто употребляются фразы:Pleased (glad) to meet you. – Рад с Вами познакомиться.

Nice to meet you.

Спросить человека о том, как у него обстоят дела, можно следующим образом:

How are you? – или – “How are you getting on?”

Ответы на эти вопросы могут быть такими:

(I’m) all right. Thank you. – Спасибо. Хорошо.

(I’m) fine. Thanks. – Прекрасно. Спасибо.

So-so. – Так себе.

Saying Goodbye

Goodbye – До свидания. - Это самое нейтральное прощание.

Bye-bye. (Пока.) и So long. (До скорого.) - Употребляются при прощании с хорошо знакомыми людьми.

Часто также говорят:

See you later – Увидимся.

See you tomorrow (the day after tomorrow, on Monday, etc.) – Увидимся завтра (послезавтра, в понедельник и т.п.)
Thanks
Наиболее распространённые фразы, служащие для выражения благодарности:

Thank you very much. – Большое спасибо.

Thank you. – Благодарю Вас.

Thanks. – Спасибо.

Ответы на слова благодарности могут быть такими:

Not at all. (My pleasure. Anytime. Welcome. Don’t mention it.) - Не стоит. Пожалуйста.

It’s nothing. – Пустяки.
Apologies

Excuse me – Обычная форма обращения в англоязычных странах, служащая для привлечения к себе внимания

I’m (so/awfully) sorry. – Фраза употребляется в случае, если человек хочет извиниться за свои действия.
Tactics for the Chairmen

These words are mainly for the chairman (who chairs the meeting, and is in the chair, but they may also be useful for all people present, especially if there is no chairman.

Stopping people who talk too much:

Essential? Edward, do you think it’s essential? Sorry to interrupt you, Charles, but I’d like to know if the others agree. Perhaps you could write a paper on this, Charles?
Encouraging people to talk:

Would you like to comment, Nore? What do you think about this, Paul? Could you let Paul finish? I’d like to have his point of view on this. That’s an interesting point, Mrs. Orr. Thank you.

When personal disputes occur:

Let’s just concentrate on the arguments/issues. Jim, you have experience of this; I’d like to ask you a question.

2. Read the conversation “A Company Meeting” and point out the phrases mentioned in the previous section.

A Company Meeting

Chairman: I’d like us to reach a decision today about item 1. The issue is falling sales in the Italian market. Henry will explain the background to this, and the present situation.

Henry: Thanks. Well, as you know, in Italy we’ve always…

That’s how things are at the moment.

Chairman: Thank you, Henry. Now, let’s look at possible courses of action.

Bob: Could I just say something? The Italian market isn’t as important to us as the Russian orders. I was in Moscow last week, and learnt some pretty interesting things about the way things are moving out there.

Chairman: Let’s keep to the immediate subject, which is the Italian market.

Bob: My own feeling is this: the only way to sell in Italy is to go there and see the market for yourself, instead of asking our agents to do it.

Chairman: Sorry to interrupt you, Bob, but I’d like to know if the others agree. What do you think about this, Walter?

Walter: Well, I’d like to say that for the last two years we haven’t had a stand at the Milan Trade Fair. I understand that the Fair has produced lots of contacts in the past.

Chairman: That’s an interesting point, Walter. Let’s summarize what we’ve said so far. Bob thinks we depend on the agents too much, and Walter suggests that the Trade Fair is important.

Unit 2

Job Hunting

Warm up

Candidates for open positions may be recruited from within or outside the firm. In the selection process applications, resumes, interviews and references may be used to obtain information about candidates.

When do we need an application? Choose the correct answer:

a) when leaving the job;

b) when looking for a job;

c) when going abroad

1.Read and memorize the following words and word combinations:

1. apply for a job 


обращаться за работой

2. application 



анкета

3. submit 



представлять на рассмотрение

4. experience 



опыт
5. worthy 



достойный
6. scrutiny 



исследование, рассмотрение

7. familiarize 



ознакомить

8. backgrounds 



квалификация, биографические данные

9. fill in 




заполнять
10. valid driver’s license 


водительское удостоверение

11. dependant 



иждивенец

12. marital status 



семейное положение

13. supervisor 



руководитель

14. reference 



рекомендация

15. require 



требовать

16. seek a job 



искать работу

17. skill 




навык, умение
18. objective 



цель
19. a letter of inquiry (cover letter) 
сопроводительное письмо
20. attitude 



отношение, подход

21. prepare 



готовить
2.Guess the meaning of the following words:

collecting, factual, information, candidate, personal, history, identify, interviewer, typical, special, address, status, position, resume, firm, summary, qualification, structure, technique, motivation

Reading

1. Read the text “Job Hunting” and answer the questions:

-What does the term “application” mean?

-What is the most widely used selection technique in employment?

Job Hunting

Employment Applications
Everyone who applies for a job (an applicant) must submit an application. An employment application is useful in collecting factual information on a candidate’s education, work experience, and personal history. The data obtained from applications are usually used for two purposes: to identify candidates who are worthy of further scrutiny and to familiarize interviewers with applicant’s backgrounds. A typical employment application represents a special form to be filled in.

Sample Application Form

NAME 
Victor Klimenko
ADDRESS 
10 Gogol St.,Ap.7 

PHONE NO. (044)513-26-11 (home)

DO YOU HAVE A VALID DRIVER’S LICENCE 
Yes 
No

MARITAL STATUS 

married 
NO. OF DEPENDANTS 
1 daughter
EDUCATION 

higher

Name of School 

Year graduated 

Course Taken or Degree

Kiev University 

1990 



M. Sc. In Economics

LANGUAGES

Russian/Ukrainian 

Excellent 

Good 

Fair

English 


Excellent 

Good 

Fair

EXPERIENCE (Give present or last position first)

COMPANY 

Alpha 


ADDRESS 

17 Proreznaya St.

TYPE OF BUSINESS/INDUSTRY EMPLOYED (Month &Year)

Information Technologies 

From 
March 1990 
To 
July 1995

POSITION(S) HELD 


SUPERVISOR’S NAME

Manager 




Alexander Bach

DESCRIBE YOUR DUTIES

Negotiations, purchase of equipment

WHY DID YOU LEAVE

The company has moved to Sevastopol.

PERSONAL REFERENCES

Name 
A. Bach 
Address 
3 Tolstoy St. 
Phone No. 
221-1834 (home)
Resumes
Many job candidates submit resumes to employers, and some firms require them. A resume is a short summary of the candidate’s background and qualifications. It includes a description of the type of job the applicant is seeking. A resume may be submitted along with an employment application. In Britain a resume is often referred to as a curriculum vitae (CV). The structure of a resume must follow a certain order:

Letter of Inquiry (Covering Letter)

It’s extremely impolite to send a resume without a covering letter in the USA. A covering letter or cover letter must be written in the standard business style and in one page. A cover letter is an integral part of the American business-etiquette showing that the bearer of the resume sends it deliberately to get particular position. A cover letter makes possible for the bearer to show his/her certain abilities and skills.

Thank-You Letter

In all American companies there is a tradition to write a “thank you letter” after each meeting with the employer. If the company does not receive such letter it’ll mean that the person does not know the principles of business-etiquette. Now this practice is spread in Russia too.

Interviews

The employment interview is the most widely used selection technique.

Interviews provide an opportunity for the firm and the applicant to learn more about each other. Interviewers can ask different questions to learn something about the candidate’s attitude to the job and motivation.

Very often interviewers ask questions to different applicants and it becomes impossible to compare candidates’ qualifications. The problem can be solved through the use of structural interviews. A structural interview is an interview in which an interviewer asks a prepared set of questions.
2. Mark the following statements as true (T) or false (F).

1) An employment application is useful in:

a) leaving the work

b) collecting information on a candidate

c) seeking a job

2) The data obtained from applications are usually used:

a) to identify candidates who are worthy of further scrutiny

b) to get to know candidates’ characters

c) to familiarize interviewers with applicant’s backgrounds

3) A resume is:

a) a candidate’s testimonial

b) a detailed description of the job the applicant is seeking

c) a short summary of the candidate’s background and qualifications

3. Choose the correct endings for the statements.

1) It’s extremely impolite to send a resume without:

a) a letter of inquiry

b) a letter of invitation

c) a cover letter

2) A cover letter makes possible for the bearer to show:

a) his/her appearance

b) his/her certain abilities and skills

c) his/her views

3) If the company does not receive a “thank you letter” it will mean that:

a) the job does not suit the employee

b) the person does not know the principles of business-etiquette

c) the employee will call and thank the employer

4. Match the English and Russian instructions for writing a covering letter.

	1.State your reason for writing
	a) Поблагодарите за внимание. Сообщите, что надеетесь получить ответ.

	2.You will either inquire whether any positions are available or you will say which position you are applying for. If you are applying for a specific position identify the source of the information (a person, a newspaper, including date, etc.)
	б) Опишите своё образование и профессиональный опыт. Особое внимание уделите тем положениям своего резюме, которые наилучшим образом связаны с местом, на которое Вы претендуете.

	3.Describe your educational background and professional experience. Focus on those things from your resume that best relate to the position you are applying for.


	в) Укажите, что Вы прилагаете своё резюме и/или другие необходимые материалы. Выразите желание предоставить дополнительную информацию и пройти собеседование.

	4.Say you are enclosing your resume and/or other supporting material. State your willingness to provide more information and to be interviewed.
	г). Вы запрашиваете, имеются ли в наличии какие-либо вакансии, либо сообщаете, каким рабочим местом Вы интересуетесь. Если Вас интересует конкретное место, назовите источник информации (человек, объявление в газете с указанием даты и т.д.)

	5.Thank them for their consideration. Say you look forward to hearing from them.


	д) Сформулируйте цель письма


5.Read and translate the following cover letter. Pay attention to the underlined expressions.

	Ivanov Ivan Petrovich

Moscow, Leningradsky Avenue, 100

(4822) 35-35-35, +7-000-00-00

ivanov@example.ru
24.10.2010
	Manager of Human Resources

Atlantic, Inc.

Moscow, Gorky Str. 10

(4822) 45-45-45

hr@example.ru

	Dear Sir/Madam:

The analyst position, which was advertised on May 11 with the Career Opportunities Center at Tver State University, is a perfect match for my career goals. The position seems to fit very well with my education and experience as well. I am genuinely interested in Atlantic Company, not only because of its entrepreneurial culture and numerous strategic alliances in the industry, but also because of its mission to be a leader in applying cutting edge technology to solve complex business problems. Your position requires experience in computer systems, financial applications software, and end-user consulting. With an undergraduate major in management information systems, I have training on mainframes, minicomputers, and microcomputers as well as with a variety of software programs and applications. My practical experience in my university’s computer center as a programmer and as a student consultant for system users gave me valuable exposure to complex computer operations. 

Would you please consider my request for a personal interview to discuss further my qualifications and to learn more about this opportunity? I shall call you next week to see if a meeting can be arranged. Should you need to reach me, please feel free to call me at 683-4388. If I am not in, please leave a message on my answering machine and I will return your call within a day.

Thank you for your consideration. I look forward to speaking with you.

Sincerely,

(Written signature)

Ivan Ivanov


Employment Practice

1. Fill in the application form:

Application form 
Ref: 



Mitchell Hill Plc Merchant Bank

Post: 






11-15 Montague Street, London EC1 5DN

	Surname (Mr Mrs Mis Ms)
	Forename 
	
	

	Maiden name
	Age
	Date of birth
	

	Marital status
	No of children
	Ages 
	

	Address 
	
	
	

	Tel daytime
	Tel evening
	
	

	Education  School/univ/college
	From 
	To 
	Address 

	Secondary 
	19-
	19-
	

	Higher 
	19-
	19-
	


	Examination

Title 
	Grade 
	Subject(s)
	Date 
	Have you any of the following skills? Tick appropriate box:

	
	
	
	
	Typing

Shorthand

Word processing

Keyboard skills

Bookkeeping

Accounts

Telex

Customer contact

Driving license



	Languages 
	Fluent 
	Good 
	Fair 
	

	
	
	
	
	


	Employers

Name and address
	From 
	To 
	Position and duties
	Salary 

	
	
	
	
	

	Names of two referees besides employers
	

	
	
	
	
	Can we approach your employer for a reference?

Yes          No



	Hobbies/activities
	
	
	
	When will you not be available for an interview?

Date(s)




Date  




Signature

2.Read learn and act out the following conversations: 

a) You are seeking a seasonal job abroad. You have read the job ad in an issue of “Job” and found it interesting. You are calling about the job.

A: Hello, I’m calling about the job ad I’ve read in today’s issue of “Job”. I’m looking for a seasonal job in this area. Is it still available?

B: Yes, it is.

A: Could you tell me what kind of job it is, please?

B: We’re looking for young people to work as waiters and waitresses in our coffee shops in the Old Town.

A: that’s sound interesting. Do you require any qualifications from the candidates to do this job? To tell you the truth, I have never worked as a waiter.

B: Not necessarily. You should be friendly to the customers and we’ll show you how to serve them.

A: That’s good. Could I ask you one more question? I’d like to know how much I would be paid per hour.

B: 4 euros per hour.

A: Thanks a lot for the information. I’ll call back.

b) You are in England. You have read an advertisement about a temporary job as a receptionist in one of the hotels. You are calling about the job.

C: Milton Hotel, good morning. Can I help you?

A: Hello, I’ve read an advertisement about a temporary job as a receptionist in your hotel. I wonder if it is still available?

C: Yes, it is.

A: Is it necessary to have a work permit to do a temporary job?

C: What nationality are you?

A: I’m Russian. I’m a student and I’ve come to the UK for my summer vacation. I must be back home before 1st September.

C: You don’t need a work permit if you work for less than three months.

A: That’s great. Can I ask you one more question? What about working hours? Is it a 9 to 5 job or will I have to do shifts?

C: Your work hours will vary. Sometimes a few hours in the morning, sometimes in the evening.

A: That suits me. When can I start? Is tomorrow morning all right? At what time would you like me to come?

C: Come tomorrow at 8 am.

A: Thank you very much. I’ll be there at 8 sharp. Good-bye.

3.You are applying for a job. Try to find proper answers to the “interviewer’s questions.

Interviewer: Tell me in short about yourself.

You: …

I:  Tell me please about your work experience and qualifications.

You: …

I:  Why do you feel qualified for this job?

-Which is more important for you: status or money?

-What are your career goals?

-What are your best skills?

-What is your major weakness?

-Why do you want to leave your present job?

-(Why did you leave your last job?)

-How would you rate your present boss?

-What are your hobbies? Do you play any sports?

-What do you do in your spare time?

-Are you an ambitious person?

-What salary are you expecting?

Unit 3

Resume Writing

Warm-up

When do you need a resume? Choose the correct answer:

a) when you leave school

b) when you enter the university

c) when you want to find a job

1.Read and memorize the following words and word combination:

1. opening 



вакансия
2. employer 



наниматель, работодатель
3. tool 




орудие, инструмент
4. employee 



работающий по найму

5. sale 




продажа

6. responsibilities 


обязанности

7. accomplishments 


достоинства

8. contribution 


вклад

9. neat 




ясный, точный, лаконичный

10. performance 


действие, деятельность

11. capabilities 


(неиспользованные ещё) возможности

2. Translate the following word combinations:

today’s job market; the number of openings; resumes submitted every day; to get into the company; the employer’s tool; the most marketable skills; job responsibilities; neatly organized one-paged resume; past performance; future capabilities

Reading
1. Read the text “What’s a Resume” and answer the question:

What should a resume tell about?

What’s a Resume?

In today’s job market, the number of openings is limited comparing to the number of resumes submitted every day. The resume is the employer’s tool for choosing among candidates and the employee’s tool to get into the company.

So, if your resume is your sales tool – show your most marketable skills. It should not just summarize your job responsibilities. Focus on your accomplishments and contributions, emphasize your successes and strengths.

Employers prefer neatly organized one-page resumes, as they spend only 15 to 20 seconds on each resume. So, your resume should quickly tell about your past performance and future capabilities.
2.Choose the correct endings for the statements.

1) A resume is a kind of business correspondence

a) that is used for job-hunting matters

b) that tells about your experience and abilities

c) that helps employers to choose among candidates

2) The number of openings in a company is usually

a) more than the number of resumes submitted

b) less than the number of resumes submitted

c) the same as the number of resumes submitted

3) Usually the employers spend

a) no time looking through resumes

b) a lot of time looking through resumes

c) little time looking through resumes

4) A resume is primarily a tool for

a) employers to make the best choice among candidates

b) employees to get into the company

c) both

5) A resume should

a) only tell about your job responsibilities

b) be more than two pages

c) tell about your successes, achievements and strengths

6) Resume should cover

a) your past and present

b) only your past

c) your past and future

What Shouldn’t Be in Your Resume?

Don’t include personal information such as age, race, gender, height, weight, religion, origin, marital status, children, health, physical appearance, or your photograph.

Don’t handwrite your resume. Typewriters are all right, but a computer and printer should be used if possible.

Don’t tell an employer what you want from a job – only what you can contribute.

Don’t exclude a previous job just because it doesn’t relate to your career goal. If you don’t want to have a gap in employment record you can just mention it.

Don’t give the reasons why you left each place of employment.

Don’t touch on salary or wage questions.

Don’t tell about your hobbies and interests. Such information should be omitted if it doesn’t represent your career goal.

Don’t forget to put your name on the second page, if you have two-page resume.

Don’t use cheap paper. Don’t use bright colors, if you want to look conservative and business-like.

Don’t submit a resume longer than two pages. Never write it on two sides of the same paper.

Notes:
include - включать 



relate - относиться

gender - род 




goal - цель
origin - происхождение 


gap - промежуток

contribute - делать вклад 


wage - заработная плата

exclude - исключать 


omit - пропускать, не включать

previous - предыдущий 



3. Mark the following statements as true (T) or false (F). Correct the false ones.

1) A correct resume should include such personal information as gender, height, religion, marital status, children, health and so on.

2) The best way of typing a resume is using a computer and printer.

3) It’s better to have an employment gap than to mention a previous job that doesn’t relate to your objective.

4) Resumes can be printed on any kind of paper.

5) It’s better to print a resume on two sides of the same paper than to make it two-pages long.

6) A resume should be at least two pages long.

4. What information should be in your resume? Tick the right columns.

	
	always
	only in

special cases
	never

	Your name
	
	
	

	Your weight
	
	
	

	Your age
	
	
	

	Your address
	
	
	

	Your nationality
	
	
	

	Your hobbies
	
	
	

	Desired salary
	
	
	

	Previous jobs
	
	
	

	Your expectations from the job
	
	
	

	Personal interests
	
	
	

	Your race
	
	
	

	The reasons why you left the previous job
	
	
	

	Your name on the second page
	
	
	


5. Read the text “Resume Format” and answer the questions below.

Resume Format

There are three resume formats: chronological, functional and chrono-functional.

1. A chronological resume is good for people with strong employment history and a strong educational background for moving up the career ladder. Work experience and education are given in reverse chronological order.

2. A functional resume is used if you frequently change jobs or industries or return to work after a long break. Such a resume emphasizes your skills and qualifications. Employment experience and education are downplayed.

3. A chrono-functional resume highlights both skills and employment experience.

-How many resume formats are there?

-What are they?

-When is a chronological resume used?

-In what order are work experience and education given?

-When is a functional resume used?

-What does it emphasize?

-What does a chrono-functional resume highlight?

6. Study the chart to decide which resume formats are best for these groups of people. Tick the right columns: C – chronological; F – functional; CF – chrono-functional.

	
	C
	F
	CF

	Best for individuals with strong work history


	
	
	

	Best for individuals with a weak employment history


	
	
	

	Effective for people staying within the same sphere


	
	
	

	Appropriate for recent college graduates


	
	
	

	Highlights marketable skills and abilities together with strong work experience
	
	
	

	A good choice for career changes


	
	
	


7. Identify the format of each resume (A), (B) and (C) – chronological, functional or chrono-functional.
A

John Smith

115 Green Street

New York, NY 00998

(212) 555-5555

OBJECTIVE:

A position in software marketing.

SKILLS:

Fluent written and oral French. Knowledge of French culture and customs. Travel and study in Canada, France and Belgium.

EXPERIENCE:

1998 to present: Product Manager, Network Software, Inc, Mount Kisco, NY

EDUCATION:

Bachelor in Computer Science, 1997, Northwestern University, Evanston, IL.

REFERENCES:

available upon request.

B

John Smith

115 Green Street

New York, NY 00998

(212) 555-5555

OBJECTIVE:

A position in software marketing.

EXPERIENCE:

1998 to present: Product Manager, Network Software, Inc, Mount Kisco, NY. Managed sales of new software products. Directed all marketing activities, including direct mail marketing, product presentations and advertising. Increased sales by 25%.

EDUCATION:

Bachelor in Computer Science, 1997, Northwestern University, Evanston, IL.

REFERENCES:

available upon request.

C

John Smith

115 Green Street

New York, NY 00998

(212) 555-5555

OBJECTIVE:

A position in software marketing.

SKILLS:

Six years of experience in selling software products, directing marketing programmes and advertising. Fluent written and oral French. Knowledge of French culture and customs. Travel and study in Canada, France and Belgium.

EXPERIENCE:

1998 to present: Product Manager, Network Software, Inc, Mount Kisco, NY. Managed sales of new software products. Directed all marketing activities, including direct mail campaign, product presentations and advertising. Increased sales by 25%.

EDUCATION:

Bachelor in Computer Science, 1997, Northwestern University, Evanston, IL.

REFERENCES:

available upon request.

8. Translate the text “Resume Structure” using definitions of the words in bold type.

Resume Structure

Contact Information and Objective

The contact information tells about who you are,

where you live, what your phone number and e-mail

address are, and how your employer can reach (1)  

1. find somebody, especially

you. Probably, it’s the most important information in  

by telephone

your entire (2) document.  





2. including every part

The next piece of information is your “statement (3)  
3. a phrase that you say or

of objective” (4). Statements of objective are most useful  

write in order to give

and necessary when you submit a resume for a specific  

information of an opinion

position; when you are changing your career path (5); or  

4. something that you are

when you are a recent graduate with little hands-on (6)  

trying to get

experience.  







5. a plan of action or a way 

When writing your resume you have to remember your  
of achieving the career goal

reader. Don’t write an objective that is vague (7),  


6. possessing practical skills

don’t tell your reader what you want, it’s better to tell  

7. not clear in a person’s mind

what you want to offer (8) them.  




8. to say that you want to do

  








something for somebody

Professional Summary

Your professional summary (9) briefly lists not just  
9. statements that give only

what you have done, but what else you can do. It shows your  
the main points, not details

personal and professional characteristics, the skills, talents and  
10. something that a person

achievements (10) you can offer a company. This means  

has done successfully

that your summary emphasizes your most marketable (11)  
11. attractive to employers

skills and abilities which relate to the job you are seeking (12).  
12. looking for somebody or

It is optional for chronological resumes, but it’s an  

something

absolutely necessary thing for functional ones.

Employment History

The most serious error (13) made by many candidates  
13. a mistake that causes

is writing their employment history as if it were  


problems

a conversation or a story, using “I”- statements. Don’t 

forget that your resume is a formal document, , and if you

want to write your history in its most basic form, it should

follow the principle of “problem – solution (14) – results”.  
14. a way of solving

Use active verbs such as “managed” (15), “provided”,  
a problem

“directed”, “coordinated”, “participated” (16), etc.  

15. controlled a process

It’s better to write: “Managed client meetings” instead of  

16. took part in

“I was responsible for client meetings.”  an activity

Experience is important for a chronological resume.

Focus on your accomplishments and show results.

Experience is optional in a functional resume. Here you

may mention only dates, job titles, and company names and

locations. List your work experience position in reverse

chronological order.


Education

Give your education first if it has the greatest importance

for the position you are applying for, or if it is the most
recent (17) accomplishment in your career.  


17. that happened only

If you are a candidate with more than tow years of  

a short time ago

experience, list only degree (18), school, location, and date.  
18. the qualification of 

If you are a recent college or university graduate (19),  
students who successfully

emphasize your strengths: awards and honours, courses  

finish a university or

studies, educational programs you took part in.  


college course

  








19. a person who has

  








a university degree

Other Information of Interest

List hobbies and outside activities, volunteer work and

project participation only if they are directly relevant (20)  
20. closely connected

to the position which you’re targeting (21).  


21. trying to achieve

List any organizations of which you’re a member if they  
the goal

have some value (22) for the position which you’re  

22. the quality of being

applying (23) for.






useful or important










23. making a formal

request for a job

References


The last element of your resume is a list of people who  
24. say that you believe

can vouch (24) for your experience, education and abilities.  
that something is true or

Former (25) employers and teachers are the best to give  
good because you have

you references. Each reference should include name, position  
evidence for it

or title, business address, and telephone number. Be sure to  
25. that used to have

ask permission (26) of each referee before you include  

a position or status in

him or her into your resume.  




the past

  








26.allowing somebody

  








to do something

9. Choose the correct form of formulating the statement of objective.

A. I would like to obtain the position of Executive Secretary in your company

B. A Senior-level position in Sales Department

C. First of all I’d like to ask myself: what do I want to be? The answer is: a bookkeeper.

10. Select what can be included in a professional summary.

1) ability to develop effective solutions

2) driving license

3) computer training courses

4) strong organizational skills

5) enjoying traveling, swimming and skiing

6) good communication and interpersonal skills

7) ability to work under pressure

8) reading classical literature

9) good skills in typing

10) work as secretary to Sales Manager

11) good knowledge of English and French

12) good time management

13) higher education diploma

14) computer skills (Microsoft Office, Internet, E-Mail)

11. Choose from the variants to complete the statements.

1) The results of your activity should be shown in

a) chronological resumes

b) functional resumes

c) both types of resumes

2) It’s better to use

a) the verbs “be”, “get” (e.g. I was responsible for…)

b) active verbs as “ managed”, “coordinated” (e.g. managed office operations)

c) makes no difference

3) What is the correct dating of work experience in a resume?

a) 1991 – 1993; 1993 – 1997; 1997 – 2009

b) 1997 – 2009; 1993 – 1997; 1991 – 1993

c) both are correct

12 .Mark the following statements as true (T) or false (F). Correct the false ones.

A. Your education should come before your experience even if it’s not so important for the position you want to get.

B. Your education should come before your experience if you’ve already worked after graduating.

C. Even if you have more than two years of work experience, you should mention all your awards and honours.

D. If you’ve just graduated, emphasize all your educational strengths.

E. The reader is mostly interested in the most current information.

13. What is the main rule of including hobbies into your resume?

a)  if you have no education or work experience

b)  if they are relevant to the position you are applying for

c)  if they are your real hobbies

14. Complete the sentences choosing from the variants.

1) References should come

a) at the beginning of the resume

b) in the middle of the resume

c) in the end of the resume

2) Information about a referee should include:

a) name and address

b) name, position and title, address, phone number

c) name, position and title, address, phone number and comments on your experience and abilities

3) “References” is a list of

a) your previous employers

b) people who could prove your experience

c) your teachers

4) Instead of detailed information about references you could write:

a) “references are furnished on request”

b) “references are available upon request”

c) both

Resume Practice

1. What are the functions of these resume parts? Tick the right columns.

	
	Contact

infor-

mation
	Objective
	Experi-

ence
	Educa-

tion
	Skills
	Refe-

rence

	September 2001 to present: Sales

Assistant, S&S Clothes Store, 19

Lefferts Boulevard, Bayside,

New York 11202.
	
	
	
	
	
	

	Will be furnished on request
	
	
	
	
	
	

	Jeffrey Stevenson

25 Queens Boulevard,

Bayside, NY 11202

(212)824-4466
	
	
	
	
	
	

	The Bowker Business School, 500

Fifth Avenue, New York, New York 10011, June 2002 Certificate on Travel and Tourism Courses included: The World of Travel; Time Management; Travel Sales and Services.
	
	
	
	
	
	

	Effective in communication and time management, good typing skills, good knowledge of Spanish and French, computer literacy, driving license
	
	
	
	
	
	

	an entry-level position in the travel industry
	
	
	
	
	
	


2. What is the type of this resume? Choose from the variants:

a) A chronological resume for a person moving up a career ladder

b) A functional resume for a person who has decided to start his/her career according to his/her education

c) A chrono-functional resume for a job-changer within the same sphere of activity

3. Put the parts of the resume together to make a resume.

4. Before you start writing your own resume, fill in the chart with all necessary information. Then, decide on the format of your resume.

	Position you’d like to get


	

	Jobs you have had


	

	Responsibilities you have had


	

	Schools you have finished


	

	Special courses you have taken


	

	Extracurricular activities you have

participated in
	

	Organizations you have joined


	

	Awards and honours you have received


	

	Languages you speak


	

	Special skills you have


	


5. Write a resume of your own.

Unit 4

Business Letter Writing

Warm-up

1) Look at the sample letters (A) and (B), and identify which is formal and which is informal. Why?

A. Dear Kate,

I want to tell you how sorry I am about what happened yesterday. I didn’t mean to hurt you and I’m really sorry I made you feel sad.

Why don’t we meet next Sunday just to have a good friendly talk?

I hope you’ll forgive me. I want to say again how sorry I am.

Love,

Max 

B. Dear Mr Dawson:

I am writing to you with reference to our last meeting. I wish to apologize for my behaviour.

As you know, I was most disappointed by the rejection of my application to the educational programme last September, and that was the reason of my rude behaviour last week.

Please, accept my most sincere apologies. I hope we can get together again in the near future.

Yours sincerely,

Laura Smith

2) Think of possible reasons for writing a business (formal) letter.

1.Read and memorize the following words:

1. identify 

распознавать; устанавливать
2. achieve 

достигать
3. relevant 

относящийся к делу

4. accurate 

точный, правильный

5. applicant 

претендент, кандидат

6. recipient 

получатель

7. desire 

желать

8. response 

ответ
9. layout 

расположение, план

10. spell 

писать, составлять (по буквам)

2.Translate the following word combinations:
an experienced manager; formal communication; every educated person; all necessary relevant and accurate facts; a job applicant; the recipient of the letter; from this point of view; desired 

response; relevant facts; the layout of the letter; to spell correctly; accurate facts

Reading

Writing Strategies

Writing an effective business letter is an important skill not only for experienced managers and businessmen, but also for every educated person who wants to be successful in formal communication. There are five main steps in creating an effective business letter:

1. Identify your aims

Establish what you want to achieve from the letter. Create your letter based on your aims.

2. Establish the facts

Make sure you have all necessary relevant and accurate facts. For example, if you are a job applicant, you might include some resume facts, interview impressions or references.

3. Know the recipient of the letter

It works better if you write in the language of your recipient. Try to imagine yourself in the place of your recipient. Read tour letter from this point of view. It will help you to get your desired response.

4. Create a sample copy

Having established your aims and thought of the relevant facts with a view of the recipient – write down the main part of your letter.

5. Decide on the layout of the letter

The physical appearance of a letter consists of the paper and the envelope. It is essential that the name and address should be spelt correctly. Design your letter following the formal elements of business letters.

1. Match the steps and their functions.

	1) Identifying the aims means…
	A. thinking of the meaningful facts combined together

	2) Establishing the facts means…
	B. knowing his/her language, interests, knowledge

	3) Knowing the recipient means…
	C. thinking of the envelope and letter style design

	4) Creating a sample copy means…
	D. writing the main elements of the letter



	5) Deciding on the physical layout of the letter means…
	E. realizing what you want to get from the letter


Business Letter Style

The business letters style is usually considered in four aspects:

1. Format:

There are three main formats, accepted in formal written communication:

a) blocked – all the elements of a letter are left oriented;

b) modified blocked – the parts are left oriented except the date and closing which are placed in the center;

c) semi-blocked – looks like the modified blocked style, only each paragraph is indented.

2. Prose:

Clarity of communication is the primary goal. Don’t use any jargon or slang if your recipient doesn’t understand or share it. Short sentences are preferable, because they are easier to understand and interpret in the right way. Don’t ramble, dive precise and relevant information.

3. Manner:

Personalize your letters, be polite and friendly in all cases, whatever the subject of your writing is. Your letter should leave an impression that much effort and thought has been put into writing it.

4. Accuracy:

The final copy of your letter is to be polished and checked for spelling and punctuation.

Notes: 

to consider-рассматривать

to indent-начинать с красной строки

clarity-ясность


to ramble-говорить бессвязно, перескакивать с одной

мысли на другую

precise-точный


effort-усилие

2. Identify the functions, ticking the right columns.

	
	format
	prose
	manner
	accuracy

	Spelling and punctuation checking


	
	
	
	

	Using short, laconic sentences


	
	
	
	

	Using modified blocks


	
	
	
	

	Personalizing the letter


	
	
	
	

	Using semi-blocks


	
	
	
	

	Polishing the grammar and vocabulary of the letter
	
	
	
	

	Using proper vocabulary


	
	
	
	

	Being precise, avoiding non-meaningful phrases
	
	
	
	

	Trying to be friendly in all cases


	
	
	
	

	Using blocks


	
	
	
	

	Giving impressions of hard and meaningful work over the letter
	
	
	
	

	Checking sentences for their relevance


	
	
	
	


3. Translate the following text using definitions of the words in bold type.

Letter Layout


A business letter style usually consists of

the following elements:

1. Letterhead (1)  




1. the name and address of a person,

It includes your name, address, telephone number,  

company or organization printed at

fax number, e-mail address, web address.  


the top of the writing paper

2. Dateline

3. Name and address of the recipient

You can also add job title if necessary. Doublecheck (2)  
2. check for a second time or with

that you have the correct spelling of the recipient’s  
great care

name.

4. Salutations (3)  




3. the words that are used in a letter
The type of salutation depends on your relationship  
to address the person you are

with the recipient. Try to personalize your letter,  

writing to, for example “Dear Sir”

avoid (4) the “dear sir/madam” salutation.  


4. try not to do something

5. Communication

A number of paragraphs, where you give the reason of

your writing, all those facts and information which

represent the matter of your writing. Each paragraph

deals with one point only.

6. Closing

It’s a polite way to finish your letter using standard and

formal phrases. Don’t use familiar (5) closing if your  
5. very informal, sometimes in a

reader doesn’t know you well.  



way that is unpleasant

7. Signature

The signature should be clear and legible (6), it shows  
6. clear enough to read

You are interested in the letter and the recipient.

It should also be followed by your name printed.

8. Enclosures (7)  




7. other documents that are placed

If you attach (8) other material to the letter, put the  
in an envelope with a letter

words “Enclosure”, “enc.”, or “encl.”, two lines  

8. fasten or join

below your signature.

4.Mark the following statements as true (T) or false (F). Correct the false ones.

A. The letterhead includes your name, your address, your telephone number, any other contact information such as fax, e-mail, web-address, and your handwritten name.

B. The solution usually depends on how well you know the recipient of your letter.

C. The communication part includes a number of paragraphs with a polite closing phrase.

D. Your signature should be easy to read.

E. Enclosures come three lines below the signature.

How to Write an Address

	The sequence of writing an address in Great Britain:

· Title and name of the addressee

· Position in the company

· Name of the company

· Number of the building

· Name of the street

· Name of the city, town or locality

· Postal district abbreviation

· Postal service head-office abbreviation and number

· Name of the country


	Mr J. Simpson

Chief Manager

Chapman & Hall Plc.

11 New Fetter Lane

London EC4P 4EE

England 

	The sequence of writing an address in the USA:

· Title and name of the addressee

· Position in the company

· Name of the company

· Number or name of the building

· Name of the street

· Name of the city, town or locality

· Name of the state

· Postal index

· Name of the country


	Mr A. Arafel

Production Manager

McCraw-Hill Book Inc.

1221 Avenue of the Americas

New York, NY 10020

USA

	The sequence of writing an address in Russia:

· Title and name of the addressee

· Position in the company

· Name of the company

· Number or name of the building

· Name of the street

· Name of the city, town or locality

· Name of the region (if necessary)

· Postal index

· Name of the country


	Mr. A. Ivanov

Sales Manager

Britania Ltd.

145 Baikalskaya Street

Irkutsk, 664057

Russia


addressee-адресат
position-должность
locality-населённый пункт
postal district-почтовый участок
postal service head-office-главный почтамт
Notes

1) The title and name of the addressee go together, e.g. John Brown, Mr B Richards, Mrs C. Stanley, Ms S. Johns, Mr & Mrs Dugan, Dr Simon Green, Prof E. White, Messrs Hamilton and Jacobs.

2) The names of company types are usually abbreviated, as Plc – Public Limited Company; Inc – Corporation; Ltd – Private Limited Company.

3) If the letter is addressed to London, the name of the city ‘London’ should be followed by a shortened name of the corresponding postal district: e.g. EC – East Central; NW – North West; WC – West Central etc.

4) If the letter is addressed to the USA, the name of the city or town should be followed by the name of the state.

Postal Service Abbreviations of the American states:

	AK

Alaska 
	HI

Hawaii 
	ME

Maine 
	NJ

New Jersey 
	SD

South Dakota

	AL

Alabama 
	ID

Idaho 
	MI

Michigan 
	NM

New Mexico
	TN

Tennessee 

	AR

Arkansas
	IL

Illinois 
	MN

Minnesota 
	NV

Nevada 
	TX

Texas 

	AZ

Arizona 
	IN

Indiana 
	MO

Missouri 
	NY

New York
	UT

Utah 

	CA

California 
	IA

Iowa 
	MS

Mississippi 
	OH

Ohio 
	VA

Virginia 

	CO

Colorado 
	KS

Kansas 
	MT

Montana 
	OK

Oklahoma 
	VT

Vermont 

	CT

Connecticut 
	KY

Kentucky 
	NB

Nebraska 
	OR

Oregon 
	WA

Washington 

	DC

District of Columbia 
	LA

Louisiana 
	NC

North Carolina
	PA

Pennsylvania 
	WI

Wisconsin 

	DE

Delaware 
	MA

Massachusetts 
	ND

North Dakota
	RI

Rhode Island
	WV

West Virginia

	FL

Florida 
	MD

Maryland 
	NH

New Hampshire
	SC

South Carolina
	WY

Wyoming 

	GA

Georgia 
	
	
	
	


5. Match address elements and their samples.

1) Title and name of the addressee

2) Position in the company

3) Name of the company

4) Number or name of the building

5) Name of the street

6) Name of the city, town or locality

7) Postal district (GB)

8) Name of the state (US)

9) Name of the region

10) Postal index

11) Postal service head-office number and abbreviation (GB)

12) Name of the country

(A) 



(B) 



(C)

a) Market Street 

a) 900 



a) Russia

b) United Kingdom 

b) USA 


b) Dr Belov

c) Devonshire Bank 

c) Mr Black 


c) 132

d) Henton 


d) 20010 


d) 664050

e) Personnel Manager 
e) Washington 

e) Ecology

f) CV22 


f) Finance Director 

f) Irkutsk

g) 6DE 


g) Chesapeake Avenue 
g) Lenin Street

h) Mr Jones 


h) DC 



h) Managing Director

i) 12 



i) Johnson & Johnson

6. Write the addresses (A), (B) and (C) in the order.

Date Writing, Salutation and Closing in Business Letters

Date writing

It is always better to write the dates as words in international letters, because date formats vary in different cultures. For example, 06.05.04 could be 6th May in the UK or June 5th in the USA. The ways of writing the date in words in the UK and the USA also differ:

The British write:

10 December, 2008

Americans write:

December 10, 2008

Salutations

Always use the name written in the inside address, don’t forget to include the personal title. Leave one line blank after the salutation.

The rules of punctuation are important to follow in business letters. If you know the person well and your personal relations allow you to address him or her by the first name, it is acceptable to use only the first name in the salutation and put a comma after it. For example: Dear Mary,

In more formal situations, use the personal title and name followed by a colon. For example: Dear Mr. Davies:
It is acceptable to use the full name in a salutation if you cannot determine the gender. For example, if you are unsure of Chris’s gender, you can write “Dear Chris Morgan:” instead of “Dear Mr. Morgan” or “Dear Ms Morgan”.

Closing

The closing begins one line after the last communication paragraph. Leave four lines between the closing and your printed name for a signature. The closing is usually followed by a comma.

“Yours sincerely” is addressed to a person you’ve met or talked to. “Yours faithfully” is more formal and addressed to people you don’t know. “Sincerely yours” and “Yours truly” are American ways of closing letters.

Notes: 

blank-пустой
comma-запятая
colon-двоеточие
to determine-определять
gender-пол
to be unsure-быть неуверенным
7. Mark the following statements as true (T) or false (F). Correct the false ones.

A. You can use the first name of the addressee only if you know him/her personally.

B. The title and name are followed by a comma.

C. Two lines should be left after the salutation.

D. You better write the first name of the addressee as well if you don’t know or cannot determine the gender.

E. The closing is put one line after the body paragraphs.

F. Three lines should be left between the closing and your name.

G. The closing is followed by a comma.

H. There’s no difference between British and American ways of closing letters.

Language Tips

The next line after the start of the letter should begin with a capital letter. For example,

Dear Mr. Smith:

With reference to our recent telephone conversation…

Write 15th October, not the 15th of October – it’s not usually accepted in writing. If you start a sentence with a number, this number should be written in a word. E.g. Twenty-six people attended the meeting.

Don’t use short forms such as I’m, we’ll, hasn’t, I’d, or isn’t in formal writing. These forms are used in speaking and informal letters. In formal writing words are normally written out in their full forms.

Avoid using the ‘have got’ form as it sounds informal, use ‘have’ instead. E.g. I have (not have got) experience in translating scientific texts.

Avoid starting sentences with the words ‘And’ or ‘But’. It is not a proper style for a formal communication.

Print your name and job title together with your signature – some signatures are difficult to read. E.g.

Brian Smith

Brian Smith

Sales and Marketing Manager

Some word combinations might contain words that are unnecessary (redundant) in business letters. These are the ways of reducing them:

8:00 a.m. in the morning = 8:00 a.m.  

in spite of the fact that = although

at this point of time = now  



in the event that = if

both together = both  




just exactly = exactly

bring to an end = end  



letter under date of = letter of

during the time that = while  



make a decision = decide

enclosed herein = enclosed  



make a speech = speak

for the month of July = for July  


make a recommendation = recommend

for the purpose of = to  



make changes in = to change

for the sum of = for  




on the occasion of = on

give an answer = to answer  



send an answer = to reply

have an ability to = can  



take action = act

hold a meeting = meet  



take into consideration = consider

inform of the reason = tell why  


write your name = sign

8. Read the following letter and identify redundancies. Rewrite the letter in the proper way.

Dear Mr. Johns:

I am pleased to give an answer to your letter under date of 10 September on the occasion of invitation to make a speech at the Conference at 11 a.m. in the morning.

In spite of the fact that I am holding a meeting with students at that point of time, I have an ability to make a recommendation to my colleague, Mr. Patrick Wales in the event that I am absent.

I hope you will take him into consideration during the time of Conference preparations.

Please, give an answer in the event that you make a decision about his candidature.

Sincerely yours,

James Collins

James Collins

Business Letter Practice

1. You are going to write letters to these people. Write their addresses:

A. To Tatiana Polyanskaya, Managing Director of a Private Limited Company “Education & Travelling”. The head office is in Russia, Moscow, postal code 136657, on Tverskaya Street, building № 11.

B. To Professor Peter Kickdown, Director of a Corporation “Learn Fast Open University” in the USA, state North Dakota, town Greenville. The postal code is 44444. The building № 345.

C. To mark Crackton, Sales Manager of “British Files”. It’s a Public Limited Company. The office is in the North West of London, the Postal Service abbreviation is 8BA. The street is High Holborn, the number of the building is 265.

2. Fill in the following chart with dates in writing:

	Date 


	British 
	American 

	09.05.02
	
	

	02.10.10
	
	

	01.03.08
	
	

	07.12.09
	
	

	06.11.03
	
	

	08.06.11
	
	


3. Match the salutations with the corresponding closings:

	1. Dear Professor:
	a. Yours sincerely,

	2. Dear Dr Smith:
	b. Best wishes,

	3. Dear Lucy,
	c. Yours faithfully,


4. Tick the elements of a job application letter. Put the parts together to form a job-application letter.

	
	letter-

head
	date-

line
	name

and

address
	salu-

tation
	commu-nication
	closing
	signa-

ture
	enclo-

sures

	My work experience has helped me learn an ability to deal with the public, which is a valuable quality for a travel agent.
	
	
	
	
	
	
	
	

	June 7, 2008
	
	
	
	
	
	
	
	

	Sincerely yours,
	
	
	
	
	
	
	
	

	I apply to you for a part-time position as Assistant Travel Agent. This month I completed a two-year course of study in Tourism at Business State School.
	
	
	
	
	
	
	
	

	25 Queens Avenue

Bayside, New York 11202
	
	
	
	
	
	
	
	

	Dear Mr Gray:
	
	
	
	
	
	
	
	

	As you will see from my enclosed resume, I have taken courses in nearly every aspect of the travel industry.
	
	
	
	
	
	
	
	

	Enc: resume
	
	
	
	
	
	
	
	

	Ms Loretta Gray

The Gray Travel Agency

1402 Broadway

New York, New York 132
	
	
	
	
	
	
	
	

	Jane Smith
	
	
	
	
	
	
	
	

	Jane Smith
	
	
	
	
	
	
	
	

	I would like very much, Ms Gray, to put my skills to work for your travel agency.

You can reach me at

(718) 555-7788
	
	
	
	
	
	
	
	


Unit 4

E–Mail

Warm up

Think of the advantages of using Internet in written business communication.

1. Read and memorize the following words:

1. separate 

разделять
2. provide 

обеспечивать
3. dot 


точка
4. ensure 

убеждаться
5. misspell 

делать орфографические ошибки

6. concise 

краткий, чёткий

7. contents 

содержание
8. message 

послание, письмо

9. heading 

заголовок
10. screen 

экран
11. distinguish 
различать
2. Read and translate the following word combinations:

e-mail addresses; the user’s name; Internet Service Provider; the domain name; to provide your e-mail address; to be organized logically; mistakes and misspellings; a concise description; the contents of the message; to see on the screen; to distinguish the letter from the others

Reading

How to Work with E-Mail

1.Read the text “Before You Start Writing” and answer the question:

What is the correct order of working with e-mail? Put numbers 1-4 to the following steps:

1. Writing a reply

2. Checking the in-box

3. Writing and sending the message

4. Reading the message

Before You Start Writing

E-mail addresses usually look like this: abcd@mail.ru
abcd – your name or the user’s name given to you by your Internet Service Provider

@ - the “at” symbol; it separates the user’s name from the domain name (the text after the @sign)

mail – the name of the company that provides your e-mail address

.ru – the country or type of organization you have your e–mail with

( .com – commercial provider; .edu – academic provider; .ac.uk – academic provider in the UK)

E-mail addresses are organized logically: individual_account@organisation_name.organisation_type.country

The dots are used to separate the domain name into sections. When writing an e-mail address, ensure you make no mistakes or misspellings.

It’s always necessary to fill in the subject line with a concise description of the contents of the message. An e-mail subject heading is one of the first things that your reader will see on the screen. Sometimes, it’s the only way your reader can notice your letter and distinguish it from the others.

2. Write out the parts of e-mail addresses into the chart that follows.

	
	Individual

_account
	“At”

symbol
	Organization

_name
	Organization 

_type
	Country



	motomount@

uol.com.br
	
	
	
	
	

	tatyana_

dogaeva@

mail.ru
	
	
	
	
	

	john@british_

council.ac.uk
	
	
	
	
	


3. Choose the correct statement.

a)   Never write a subject heading, let your reader learn everything from the message.

b) Nothing terrible will happen if you don’t write a subject. Recipients always read all the messages they get.

c) The subject of your message should reflect the contents so that the recipient would read it for sure.
4. Read the text below and point out the main rules of Netiquette in brief.

What’s Netiquette?

There are some generally known rules for sending electronic messages, which are known as Netiquette:

2) Don’t capitalize your message. This technique is usually used for stressing some important points, when you want to emphasize your idea, or express emotions. If you capitalize every word it will be hard to read and even get on your reader’s nerves.

3) Remember that e-mail is a high-speed and multicultural form of communication, some people have to write and send hundreds of e-mails every day, so be tolerant of other people’s errors. The contents of your message is more important than brilliant spelling, but, nevertheless, before you send a message, read it once again or run it through a spellchecker.

4) Messages should be concise, brief and to the point. Imagine that it’s a telephone conversation, only you are typing, not speaking. Save your reader’s time and money. Some people also pay for the amount of text they receive. Warn the recipient if you want to attach a large file. You should also think carefully about what you write – it is a written record, not a telephone call!

Notes:

1. capitalize 


писать или печатать заглавными буквами

2. technique 


техника, технические приёмы

3. stress 


подчёркивать

4. emphasize 

выделять

5. get on one’s nerves 
действовать на нервы

6. tolerant 


толерантный, терпимый

7. error 


ошибка

8. nevertheless 

тем не менее

9. spellchecker 

текстовый редактор
10. brief 


короткий
11. the point 


по существу

12. type 


печатать
5. Mark the following statements as true (T) or false (F). Correct the false ones.

A. If you capitalize every word in your message, your reader will understand you better.

B. Capitalizing is used to stress the most meaningful or emotional points of a message.

C. Grammar, spelling and punctuation are the most important things in writing e-mail messages.

D. To save your reader’s time and money you should write brief e-mails

6. Translate the text using definitions of the words in bold type.

How to Make Your Message Meaningful

Sometimes, the most difficult thing in writing e-mails is

to express your emotions and be sure their true meaning

won’t be misinterpreted.(1) There are some commonly used  
1. understood wrongly

ways to make your message meaningful.

If you want to give mild (2) emphasis, you enclose it in  
2. not great or extreme

asterisks (*). For example: I *said* that I was going last

Thursday. or I said that I was going last *Thursday*.

Or you can also capitalize the first letter only to give light

emphasis (3). E.g. I thought my brother was There…  

3. extra force given to a word

Strong emphasis is expressed by using all capital letters  
or phrase

and exclamation (4) marks (!). E.g. NO!!! I’ll NEVER  

4. a short sound, word or

do that!!!!  







phrase spoken suddenly

If you extremely excited and really need to emphasize  
to express an emotion

something, you can write it like this: NO!!! I’ll

>>!!**NEVER**!!<< do that!!!! But, don’t use this too 

often, excepting some extreme cases.

E-mail messages also lack (5) facial expressions and body  
5. have none or not enough

language. While you are unable to accompany (6) your words  
6. go together with something

with hand or facial gestures (7), there are some ways to  

else

describe it in your message. These include “smileys”  

7. movements that you make

or “emoticons”.(See the table below)  



with your hands, your head

But don’t overuse smileys, internet expressions or acronyms –  
or your face to show some

not everyone will know what you are talking about.  

meaning

“Acronyms” are used to save space and attract the

recipient’s attention to some information. E.g.

ASAP: As soon as possible 

AAMOF: As a matter of fact

BTW: By the way 


AFIK: As far as I know

CU: See you (good bye) 

F2F: Face-to-face

FAQs: Frequently Asked Questions 
FOAF: Friend of a friend

HTH: Hope this helps 

FYA: For your amusement

TIA: Thanks in Advance 

FYI: For your information

IMO: In my opinion 


IOW: In other words

HSIK: How should I know 

IWBNI: It would be nice if

TTYL: Talk to you later 

KIS: Keep in simple

BBL: Be back later 


NRN: No response necessary

OTL: Out to lunch 


OS: Operating system

SRAM: Unwanted mail 

OTOH: On the other hand

B2B: Business to business 

R: Received

Smileys

	:-)

:-D

8-)

:-(

:-o

;->

:-#

:-t

:-/
	User is smiling.

User is laughing.

User is smiling and wearing glasses.

User is sad.

User made a mistake.

User is winking.

User will not say anything.

User is cross.

User is undecided.
	:-~)

:’-~(

=:-o

:-/

:-|

:->

:-=

l-l

:-&
	User has a cold

User has a cold and is crying.

User is very surprised.

User does not believe you.

Indifference

Devilish smile (heavy sarcasm)

User has a moustache.

User is asleep.

User is tongue-tied.


7. Match the means and their functions:

	1. emphasizing
	A. describe facial expressions

	2. smileys
	B. express emotions

	3. acronyms
	C. save space and draw attention


8. Memorize some words and expressions for Internet.

1) Attachment-  
A file linked to an e-mail message.

2) Bandwidth-  

A measure of how much information can be sent.

3) Bcc-  


Blind courtesy copy.

4) Bounce message-  
Error message returned by an e-mail system.

5) Forward-  

Pass along an e-mail to another address.

6) Mail box-  

Where your incoming messages are stored.

7) Sig quote-  

A quotation added to the signature.

8) Spam-  

Unsolicited e-mail messages (usually unwanted).

9) A flam-  

An emotional and often angry or rude message.

10) Burble-  

The speaker is considered incompetent or ignorant.

9. Guess the meaning of the following words:

formal, electronic, communication, norms, standards, business, format, users, salutations, neutral, address, group, addressee, colleagues, mark, emotional, line, start, subject, final, remarks, position, number, documents

10. Read the text “Writing Formal E-mails” and answer the questions below.

Writing Formal E-mails

In formal electronic communication messages are created according to the norms and standards of business paper writing. The following format is accepted by Internet users:

1. Salutations, which can be neutral – when you address a group of people and you don’t know the exact name of the addressee. Example: Dear colleagues, Ladies and Gentlemen, Dear editor,
or direct – when you know the name. Example: Dear Peter, Dear Mr Right, Dr Chan,.
It should be noted that in e-mail messages, an exclamation mark is used only if you want your letter to be more emotional. Usually it’s quite enough to write a comma, and then omit a line and start writing the message with a capital letter.

2. The body of a message, consisting of three parts: the aim of the letter; the development of the subject; final remarks.

3. Conclusion, where you give an electronic signature. The electronic signature could be brief (only first and last names), or may include name, position, place of work, e-mail address, postal address, phone number, fax number, etc.

4. Attachments. The e-mail should not be very long and could be easy to read, that’s why large documents should be attached to the letter.

-How are official electronic messages created?

-What kind of format is accepted by Internet users?

-What kinds of salutations can be?

-Is an exclamation mark used in e-mail messages?

-What does the body of a message consist of?

-What does the conclusion include?

-Why should large documents be attached to the letter?

11. Choose the correct word or word combination for the statements.

A. Dear John, - is an example of a neutral/direct salutation.

B. Usually we put comma/exclamatory mark after the salutation.

C. Conclusion/the body of a message includes such parts as the aim, developing the subject, final words.

D. All documents/large documents are attached to an e-mail message.
E-Mail Practice

1. Choose the suitable subject for the following message:

a) Hello!

b) Test on Writing Business Letters will take place next term.

c) Test on Writing Business Letters

	To: students@university.ru

From: Tatyana Dogaeva< tatyanadogaeva@mail.ru >

Subject:

	Hello my students,

Because of the holiday on Monday the test on Writing Business Letters will take place next term.

See you,

Tatyana Dogaeva


2. Write the subject heading for this message:

	To : john@hotmail.com
From: Jane Smith<janesmith@yahoo.com>

Subject:

	Hello John,

I’m arriving by train 234, compartment 6. Please meet me at the station. See you, Jane.


3. Write the phrase: “You have done everything yourself”.

a) as if you are calm but want to emphasize slightly that you’re a little bit offended that your recipient didn’t give you a chance to do this work.

b) as if you are very angry that it is your recipient who has done the whole work.

c) as if you are thrilled, shocked and insulted that everything has been done without you.

4. Match the messages and their emotional meanings.

	1. You wrote me you had been there.   :-D
	A. You ‘re telling lies, as usual.

	2. You wrote me you had been there.   :-(
	B. How amusing!

	3. You wrote me you had been there.   =:-o
	C. Ha-ha-ha!!!

	4. You wrote me you had been there.   :-)
	D. I’m sorry to hear this.

	5. You wrote me you had been there.   :-/
	E. Really?


5. Paraphrase the sentences using acronyms.

A. I send you this list. I hope the information will help you in your work.

B. Please send me your picture. Thank you very much in advance.

C. I hope you’ll write me as soon as possible.

D. Goodbye, Michael, I hope to see you again soon.

6. In what cases such salutations should be used? Tick the right columns.

	
	neutral
	direct
	informal
	formal

	Dear Anna,
	
	
	
	

	Dear Professor,
	
	
	
	

	Dear Mr Brown,
	
	
	
	

	My dear friends,
	
	
	
	

	Dear colleagues,
	
	
	
	


7. Identify the style of each e-mail (F-formal, I-informal) and write their subject headings.

	
	F
	I
	Subject heading

	Dear Jane,

I’m glad you’re coming soon, but UNFORTUNATELY, I can’t meet you at the station (((

Don’t worry, Alex is going to meet you *for sure*

See you

John
	
	
	

	Dear Professor,

I am writing to confirm my participation in the programme on Internet English, September 2009 – May 2010.

Sincerely yours,

Jane Smith

Janesmith@hotmail.com
Tel.: (3333) 555-555
	
	
	


8. Write the messages for the following situations. Exchange e-mails with your group mate and teacher.

(A)

Student A. You’re writing to your groupmate. You’d like to ask him/her if he/she is going to take part in “English World” Annual Competition. Inform him/her of the time and place it is going to take place.

Student B. You’ve received this message and your task is to react to this information (express your readiness to take part, or to refuse and say you’re sorry, ask for details, etc.). Use all possible ways of emphasizing in your message.

(B)

You’re writing to your teacher of English Linda Daniels. You’ve just received the announcement of the “English World” Annual Competition. You’re interested to know if you have a chance to take part in it. Ask for the time and place it is going to take place. Thank your teacher in advance.

Appendix

Texts for Additional Reading

The United Kingdom

Making Appointments

In theory, official working hours are normally 09.00-17.00 Monday to Friday. In practice, most employees work considerably longer hours; many will be at their desks by 08.30 and executives rarely leave before 19.00. Professionals like lawyers and consultants may not arrive before 09.30 but, on the other hand, they may not leave the office until the following day. Generally, the British prefer staying late in the office to taking work home with them, even if they do carry a briefcase (their “executive lunch-box”).

Government offices close for lunch between 13.00 and 14.00 but stay open until 17.30.

The opening hours for shops are almost completely deregulated, though there are some restrictions on Sunday trading, and many outlets are open 24/7 even outside the major urban areas. Banks are generally open 09.30-16.30 Monday-Friday.

Appointments should be made at least a few days in advance and, ideally, confirmed on arrival in the UK. It is best to avoid July and August when those with children are almost obliged to take their annual vacation. Easter is also popular for holidaying and there are two Bank Holidays in May that may catch unwary visitor (especially in a year when Easter falls in late April). UK industry closes down almost completely between Christmas and New Year.

The easiest times of arrange an appointment are probably mid-morning (say 11.00) and mid-afternoon (say 16.00). Breakfast meetings are rare outside London and other major cities and it is unlikely that an initial meeting will involve lunch (or dinner).

Punctuality is appreciated but no one really minds if you arrive a little late (up to 15 minutes) for a one-to-one meeting. Obviously, though, if several people are involved then there is a greater likelihood that someone will have another engagement to attend. On the other hand, you should not arrive too promptly for social events – but aim to arrive a respectable fifteen minutes after the specified time; thus if a dinner invitation states “7.30 for 8.00”, it means that you will be expected at about 7.50.

Public Behaviour

Britons, and the English in particular, are notoriously undemonstrative. The “stiff upper lip” is not just the stuff of fiction and emotional displays, positive or negative; they are generally frowned upon. Gestures such as backslapping and hugging are discouraged and a wide distance should be maintained between participants in a conversation. Maintaining eye contact may be necessary when you are trying to emphasize important points but you must avoid any temptation to “eye-ball”. Talking loudly is unacceptable and shouting is beyond the pale. Some old-fashioned interlocutors may not hear you if you have your hands in your pockets. The British do not gesticulate frantically.

Introductions can be tricky. Ideally the British prefer third-party introductions but in certain situations, like a drinks party, it may not always be possible and, though awkward, you may just have to go ahead and introduce yourself. Firm handshakes are the norm as part of a formal introduction; a gentleman should always wait for a woman to proffer her hand before squeezing it gently.

If the British use few words, it is because they prefer to mean those they do use. They are polite and courteous for the most part. They expect to be treated with respect, in return for which they will treat you with respect.

The United States of America

Making Appointments

Prior appointments are necessary. People in the United States write the month first, then the day, then the year (i.e., December 5, 2008 is written 12/5/06). Generally, the working week is Monday through Friday, 8:30 or 9:00 to 17-00 or 18-00. Many people, however, work overtime.

Punctuality is very important for business occasions. In many U.S. cities, traffic can cause considerable delays, so be sure to allow enough driving time for your appointment. If you know that you will be late, call to let your contact know.

If you are invited for a meal, you should arrive promptly. When invited to a cocktail party, it’s usually permissible to arrive a few minutes late. On these occasions, you do not need to call ahead, even if you are 30 minutes late.

Public Behavoiur

It is a good idea to practice driving before getting on the freeways, particularly during work hours. Driving can be an intense challenge, especially for a visitor. Practically all Americans drive their own car.

Smoking is not commonplace and is subject to restrictions in most public places. Before smoking, the best policy is to ask if anyone minds, or wait to see if others smoke. Restaurants often have a section where smoking is permitted. However, certain states, like California, now have laws against smoking in public places such as restaurants and bars.

A handshake is the customary greeting for both men and women. Americans tend to refrain from greetings that involve hugging and other close physical contact, except with family members and friends. The standard space between you and you’re your conversation partner should be about two feet. Direct eye contact conveys that you are sincere, although it should not be too intense.

When sitting U.S. citizens often look very relaxed. They may sometimes sit with the ankle of one leg on their knee or prop their feet up on chairs or desks. In formal business situations, however, you’re advised to maintain good posture and a less casual pose. Crossing legs knee over knee is not considered arrogant, as in other cultures. In the U.S. this position is common and considered professional.

When giving an item to another person, it’s common to toss it or hand it over with only one hand.

Germany

Making Appointments

Never underestimate the importance of punctuality in German business culture. Arriving even five to ten minutes later than the appointed time is perceived as late especially if you are a subordinate. Fifteen minutes would be considered a very serious faux pas and could mean a shaky start to any potential business relations.

Be prepared to make an appointment for most tings. Germans don’t usually feel comfortable discussing especially serious things “on the go” so don’t expect to be able to just drop into the office unannounced for any detailed discussions. Make your appointments well in advance. Give at least one or two weeks notice for an appointment made by telephone; allow at least a month for an appointment made by mail. If you don’t have much preparation time, it’s sometimes possible to arrange a brief, introductory meeting within a few days’ notice.

If you must be late for any reason, it’s important that you call and notify the person who is expecting you. Moreover, you should give a plausible explanation for the delay.

The preferred times for business appointments are between 10:00 a.m. and 1:00 p.m. or between 3:00 p.m. and 5:00 p.m.

Avoid scheduling appointments on Friday afternoons as some offices close by 2:00 p.m. or 3:00 p.m. on Fridays.

Be sensitive to vacation and festival periods here. Germans generally have six weeks of paid vacation, which means someone is almost always “on holiday”. Therefore, be prepared to take this into consideration when making appointments or planning visits. For instance, Germans commonly take long vacations during July, August, December and Easter when schools break up.

Public Behaviour

If you don’t speak German, be careful automatically addressing a person in English. Germans do not expect to be greeted by strangers, even when eye contact has been made in the office environment. The fact-oriented thinking is, “since I don’t know this person, there is no relationship, so there is no need to get onto superficial pleasantries”.

Generally, Germans prefer third-party introductions whenever possible. They will not expect to be approached by complete strangers, no will they, as a rule, do the same to establish some points of commonality through fluent small talk. Small talk is an elusive and difficult skill for most Germans, even in business, as the nature of their social relations does not require communication tools to support initial relationship-building between strangers.

The German culture is considered to be a “middle hierarchical” culture. That is to say, institutional hierarchy is well defined and strictly observed, and quite obvious in the individual’s communicative behaviour. Corporate rank demands a degree of privilege and respect from subordinates which can result in much less open channels of communication than found in cultures with flatter hierarchies, as in Scandinavia, and a very strong individualist orientation as in North America/Australia. Therefore, keep in mind that to whom, when and the way you are introduced will indicate how you are perceived and how Germans fit you into their corporate hierarchy.

Firm, brief handshakes at the time of arrival and departure are standard in both business and social relationships. Hugging and kissing on both cheeks are common only among good friends and family members. When arriving and leaving take the time to shake hands with everyone individually in a group.

Eye contact during introductions is serious, direct, and should be maintained as long as the person is addressing you. Even in public, eye contact between strangers can be direct and not necessarily smiling. It would be wrong, however, to assume that all stares in public are meant to be threatening. Nonetheless, do not expect direct eye contact to necessitate some greeting or acknowledgement; the Germans will likewise not expect anything from you. This is one of the most typical communication patterns immediately observed by visitors to Germany.

Israel

Making Appointments

Ensure that you make all of your business appointments in advance.

When you have requested appointment, it is standard practice for the Middle Eastern side to keep you waiting. Until your relationship is better established, stick to a limited schedule of one or two appointments a day.

Punctuality is not of top priority in most of the Middle East; this can be especially true for Palestinians. But unless you know the people you will be meeting with, there is no way of knowing whether they will be punctual or keep you waiting.

When dealing with traditional Arab businesspeople appointments are rarely conducted in private. Be prepared for your visit to be interrupted by phone calls and even visits from your contact’s friends and family. If faced with this situation it will be in your best interests to remain calm, patient, and accommodating.

Business hours vary widely. The days a business is open depend upon the religion of the proprietor. Most Jewish businesses close on Friday afternoons and Saturdays. Moreover, Islamic-owned organizations will be closed all day on Fridays, while Christian-owned establishments will be closed on Sundays. Bear in mind that Palestinians may be either Muslim or Christian.

The Jewish holiday, the Sabbath, begins at sunset on Friday and ends at sunset on Saturday. In Israel no business is conducted on the Sabbath. One common schedule for a Jewish-owned business would be 8:00 a.m. to 4:00 p.m., from Sunday to Thursday, and 8:00 a.m. to 1:00 p.m. on Fridays.

Respond to the invitation to visit by setting a time, date, and place.

Notes:

stick – придерживаться

Sabbath – священный день отдохновения (суббота – у евреев)

Public Behaviour

While in public carry your passport with you at all times.

The majority of Israeli businesspeople operating on international level are secular or non religious. Israel is comprised of multi-level cultures and ethnic groups. Therefore, do not expect all businesspeople to behave under the same codes of business etiquette. It is crucial to understand this point and to be flexible according to the various situations.

The utterance of “Shalom” or a cordial “Hello” followed by a handshake is a standard greeting.

Many Israelis speak at a close distance. There is also more physical contact, and conversations often involve touching. Nevertheless, women business travelers should avoid initiating physical contact of any kind, especially with Israeli men, who may misinterpret the intention behind it.

A traditional Orthodox Jewish male will not always introduce his wife. If he behaves as if she isn’t there, let it pass without comment and don’t try to draw her into the conversation. Do not offer your handshake to religious people of the opposite gender. Wait until they make the first move.

For Israelis constant gesturing is acceptable. But remember, pointing is considered rude. Refrain from any gesture that requires you to extend your thumb, as this will only cause offence in the Middle East (i.e. “thumb up”/”thumb down” signs, the hitchhiker’s signal, ect.).

In the Arab world the left hand is believed to be unclean. They use only the right hand to eat reserving the left hand for other bodily functions. However, if you are left-handed, and are eating with Arab colleagues or business partners, you should explain to them that you are left-handed and that in your case the rule is in reverse. It is acceptable to use both hands when it is absolutely necessary.

Showing the bottom of your foot to an Arab is considered gravely offensive. Before entering a mosque be sure to remove your shoes. Then, place the soles of the shoes together, so that they do not appear to point at anyone.

Women of all religions, including visitors, are expected to behave modestly in public especially when traveling in traditional areas.

In conclusion, like in any public place, behave according to the local people and make an effort to understand their culture. Do not try to bring your home to Israel; enjoy the local culture. “In Rome behave like the Romans”.

China

Making Appointments

Being late for an appointment is considered a serious insult in Chinese business culture.

The services of a host of a reputable Public Relations firm are recommended for detailed work involving meeting and negotiating with senior Chinese officials.

The best times for scheduling appointments are April to June and September to October.

Business and government hours are 8:00 a.m. to 5:00 p.m. Monday through Saturday. There is, however, a five-day work week in larger cities. Avoid planning to visit government offices on Friday afternoon because this is sometimes reserved for “political studying” for the officials. Store hours are 9:00 a.m. to 7:00 p.m. daily. Most stores in Shanghai, however, remain open until 10:00 p.m.

Most Chinese workers take a break between 12:00 p.m. and 2:00 p.m. practically everything “shuts down” during this period including elevator and phone services.

When scheduling your appointment be sensitive to holidays such as Chinese New Year. For May Day and National Day many businesses will be closed for up to a week. The date of these occasions varies from year to year due to official advice allowing the long holidays.

Public Behaviour

The Chinese will sometimes nod as an initial greeting. Bowing is seldom used except in ceremonies. Handshakes are also popular; wait, however, for your Chinese counterpart to initiate the gesture.

If you visit a school, theatre, or other workplace, it is likely that you will be greeted with applause as a sign of welcome. In turn, you should respond by applauding back.

Avoid making expansive gestures and using unusual facial expressions.

The Chinese do not use their hands when speaking and will only become annoyed with a speaker who does.

Members of the same sex may hold hands in public in order to show friendliness.

Do not put your hands in your mouth as it is considered vulgar. Spitting in public is no longer acceptable. It is a subject to a heavy fine now.

Blowing your nose with a handkerchief is also acceptable, but it is advisable to turn away from people while doing so.

Notes:

to acknowledge – приветствовать, здороваться

to hold hands – пожимать руки
Types of Business Letters

Cover Letters

What’s a Cover Letter?

Never send a resume without a cover letter when you apply for a job. But remember that the employer will receive hundreds of resumes and cover letters from people that are applying for a job you want to get. Your aim is to stand out from the other candidates.

A good cover letter explains why you are the best candidate for this position. It should motivate the employer to read your resume and invite you to be interviewed for the position you are seeking.

Basically, a cover letter expands on your resume and gives you a chance to write about yourself in a more personal way. Cover letters are not too formal – don’t write in a “rubber stamp” way. It should sound friendly and genuine. Employers are more likely to hire real people, not robots.

A cover letter should reflect your personality, but don’t forget about your audience. Catchy opening sentences are good for creative jobs and advertising, but won’t be appreciated if you apply for a position requiring serious analytical work.

Tips for Writing a Cover Letter

Send your letter to the high-ranked people in the company, who responsible for hiring the personnel.

Address each employer by name and title. Don’t send a “Dear Sir/Madam” letter – it’s too impersonal.

Start your letter with an attention-grabbing sentence that will make your reader take notice.

Keep your letter short to hold the reader’s interest. Three to five paragraphs are recommended.

Appeal to the self-interest of the person who you are writing to. Give clues that indicate that hiring you will be useful and profitable for the company.

Use simple vocabulary and proper grammar. State why the company interests you. Your letter should reflect your personality, but avoid being too aggressive or humorous.

Close with a statement that indicates some action. For example: I will call you in five days to set up an interview.

Check for grammar and spelling errors. This letter will give the first impressions of your writing skills and how you present yourself.

The Two Types of Cover Letters

There are two types of cover letters. One is used in submitting a letter in reply to an advertisement, it is known as a “standard” or “solicited” cover letter. Such a type is also used when someone has referred you to a company.

The second kind of cover letters is called a “broadcast”, or “unsolicited” cover letter. This type is used when you apply to a company that interests you, but when no known opening is available. This is a part of “the hidden job market”.

Solicited cover letters are easier to write for an obvious reason – you know what the employer wants, what criteria will be appreciated and you’re sure that your material is expected.

In unsolicited submissions, it’s more important to make your reader feel that what you have to say and what you offer is worthy of their time and attention.

Cover Letter Layout

(1) Your name

Mailing address

Telephone number

E-mail address

(2) Today’s date

(3) Your addressee’s name

Professional title

Organization name

Mailing address

(4) Dear Mr (or Ms) last name

(5) Start your letter with an attention-grabbing statement which will get you connected with your reader. Then state the position you are applying for and where you’ve heard about it. Immediately give the reasons why your background makes you the best candidate for this position.

(6) This section usually includes one or two paragraphs that give relevant information about your qualifications. But don’t just summarize your resume, it’s better to show how these qualifications can benefit the company you are applying to and what you could contribute. Based on the results of your research emphasize your knowledge about the company and your familiarity with the industry it is in.

(7) The last paragraph initiates your further action. Here, you should request an interview. Include your phone number and the hours you can be reached. Say “thank you” in the end.

(8) Sincerely yours,

Your handwriting signature

Your name (typed)

(9) Enclosure: resume

Thank-You Letters

What’s a Thank-You Letter?

It is a part of business etiquette to send thank-you letters. A thank-you letter can help you stand out from the other candidates. A thank-you letter should be sent before the hiring decision has been made, so it is best to mail it as soon as possible after the interview.

By sending a thank-you letter, you give the employer a chance to remember you, to distinguish you from other candidates, to remember your specifics. It is your opportunity to say any important information you didn’t discuss during the interview.

There are several situations that require a thank-you letter after an employment interview: when someone gives you job search assistance and after a company visit or other career exploration activity.

Thank-You Letter Layout

(1) Your address

(not your name)

(2) Date

(3) Name and address

you are writing to

(4) Greeting

(5) Fist paragraph: Thank the interviewer for taking the time to meet with you. Mention the date. Remind of the position for which you were interviewed.

(6) second paragraph: Restate your interest in the position. Emphasize your strengths, experiences, skills, accomplishments and slant them from the point of view of your employer.

(7) Third paragraph: Once again, thank the employer for the time and consideration. Close with a suggestion for further action, or say that you will give a phone call in a few days. Provide your phone number and the hours you can be reached.

(8) Closing

Signature

Request Letters

What’s a Request Letter?

It’s not only a businessman who has to write request letters. The reasons for writing a request letter can be various: to obtain information, to make reservations ( at hotels, restaurants, theatres), to ask for special favours (permission, assistance, financial support, appointment), to receive booklets, catalogues, price lists, sample products etc.

Tact and courtesy are essential if you want your reader to act immediately you must encourage them to do it. That’s why, all request letters should be specific, brief and reasonable, providing complete and accurate information.

Letters of Confirmation

Always respond to correspondence if you don’t want to lose a useful contact. Confirming a telephone call or a letter is a natural way to be effective in your contacts. Such confirmations can be made by telephone, but a formal letter effectively transmits clear, correct, and complete information, especially when it is required to make a large numbers of confirmations.

The letter of confirmation should contain:

1. Reference to the previous contact;

2. The reason for writing;

3. The matter of this contact (requesting, agreeing to a request, apologizing, giving news, etc.);

4. Reference to future contacts.

Letters of Congratulations

The occasions for congratulatory messages are numerous: promotions, appointments, and elections; achievements, awards and honors; marriages and births; holidays, anniversaries and retirements.

In any event, every letter of congratulations must be sincere and enthusiastic. Even if it is short, it should include personal remarks or references.

A letter of congratulations usually has three essential elements: an expression of congratulations; the reason for congratulating from a personal point of view; an expression of goodwill.

Letters of Invitation

Formal events, such as receptions, banquets, and other formal social gatherings require formal invitations. These invitations can be engraved or printed, or they can be handwritten on letter paper.

A general invitation should be cordial and sincere, designed as a usual letter; a formal one is less personal, centred, written in the third person.

Every kind of invitation must do the following things:

1.   Invite the reader to the gathering.

13. Explain the reason for the gathering

14. Give the date, time, and place of the gathering.

A formal invitation should include a RSVP notation that asks the reader to respond. This abbreviation means ‘respondez s’il vous plait’; that is “Please let us know if you plan to attend”.

Business Letters Samples

Writing a Resume When Applying for a Job

Recommendations and Advice

Resumes and prior preparation play an important role in getting the job you dreamed about as the job can be lost on the basis of an interview only. The interviewer usually sees the resume before he sees the applicant. The resume gives the first impression of the applicant to the employer. It should be neat and well organizes.

It starts with the applicant’s name, date of birth, marital status, address and telephone number, then it gives an employment objective, educational and training data, as well as previous work experience. The resume should clearly reflect the applicant’s qualifications for the work(s) he wants now.

First you should decide what to stress and what to leave out. All confusing, secondary information, facts and details which don’t count must be left out.

In your resume you should stress facts that describe your professional experience, advanced knowledge, you should tell about your strengths which will let you do the job you are applying for.

Usually some references are requested to confirm the information you give in your resume (or CV – Curriculum Vitae). It is recommended to attach them or write “References available on request” which means that you are ready to produce them any time you are asked to do that.

Here are the summarized points of what has been written here.

1.Personal data: name (family name, other names/ = first name and second name(s)/), age (date of birth), marital status (single, married, separated, divorced), number of children, address, phone number.

2.Objective/Position applied for: kind of position and professional responsibilities you are looking for.

3.Experience: names of jobs, places, dates, and descriptions of what exactly you did and were responsible for.

4.Education: list of educational institutions you attended (specifying the dates); subject areas you studied and degrees you got.

5.Other: any information which could be helpful (computer skills, special skills, languages you speak, driver’s license, hobbies, etc.)

6.References: names and addresses of two or three references (people who can recommend you for the position and confirm your characteristics). Or, you can write “References available on request”.

Resume

Name:                         Stephen Lo

Present address:          2315 South Sierra Drive,

San Diego, California,

CA 92128

Telephone:                  (619) 076-5581

Date of birth:               Oakland, California

Education:                   1977-84 Millard Fillmore Elementary School

Oakland, Calif.

1984-88 James Garfield High School,

Oakland, Calif.

Graduated with a B.S. in Business Administration

Employment history:

Summer vacations: 1987-1991. Camp counselor, Camp Redwoods,

Mendocino County, Calif.

Archery and swimming instructor.

1992-present: Administrative Assistant, Soledad Computers,

Pacific Beach, San Diego.

Foreign languages:      Chinese – excellent, Spanish – fair

I have a California driver’s license.

Letter of Application

Advising Applicants on Letter Writing

Remember that the first impression is very important. That is why you should think over everything which you are going to include into the text of your letter. Describe yourself, your qualifications, and your experience clearly, in a laconic way; find suitable words and do not make it too long. Type the letter neatly on good stationary. Check for spelling, grammar and stylistic mistakes. Use a dictionary or any reference grammar book if you are not absolutely sure about the word or grammar forms.

If the ad (advertisement) tells you to write for an application form you do not need to give detailed information in your letter.

Here are some samples from applicants’ letters.

1.      Dear Sirs,

I am applying for the post of shorthand-typist advertised by you in today’s Birmingham Morning News.

I am already employed, but only as a typist, and I wish to obtain a position in which I can use my shorthand and gain wider experience of secretarial work generally.

I very much hope that my application may be successful.

Yours faithfully,

… …

2.      Dear Mr. C. Brown,

Referring to your advertisement in the Liverpool Magazine, may I submit my qualifications as a candidate for the vacancy on your Staff.

I am enclosing my resume that will inform you of my work experience as a sales manager. I would greatly appreciate your granting me an interview at your convenience.

Yours sincerely,

… …

3.      Dear Sir:

Your advertisement for a computer programmer in The Leeds Newspaper interests me very much because five years of experience have qualified me to work for a company like yours.

I would be grateful if you could send me an application form and further information about the salary and working conditions. I would be very grateful if you would give me an interview.

I look forward to hearing from you.

Sincerely yours,

… …

Job Application

15th June 20..

The Manager

Air Space Freight Forwarding

100 Thornbury Road

NEWCASTLE

NO2 6ZE

England

Dear Sir or Madam

I am writing in reply to your advertisement in the European News of June 12th for the post of Sales Manager on your European Division.

I am aged 27, of German nationality, single, bilingual German/English and am currently employed as Freight Co-ordinator with Federal Express (Deutschland) in Dusseldorf where I am responsible for freight movements to and from the US and the UK. I have held this post for three years now and would welcome an opportunity to work in Britain.

I now have a total of 5 years’ work experience in freight forwarding, having completed a 2 ½-year training course as a freight forwarder with Kuhne & Nagel, Dortmund, where I stayed for a further two years after completing my training period before taking up my current post at Federal Express.

My current performance-related salary is in excess of …

I enclose a full curriculum vitae and the names of two referees as stipulated.

I look forward to your reply at your earliest convenience.

Yours faithfully,

… …

Fax Message

To:  

Ms Lydia Haverkamp

Fax No.  
+49(0)211 535553

From:  

John Smith

Fax No.  
+44(0)171 2804025

Date:  

21 Aug 20..

Pages:  
1

Dear Lydia

This is to confirm that I sent you the required documents yesterday.

Best regards

John Smith

Unsolicited Offer

June 20..

Schulz Import- und Export

Handelsgesellschaft mbH

Kurfurstenstr. 20

90459 Nurnberg

GERMANY

Gentlemen:

Subject: Door-to-Door Delivery

Don’t throw this letter away! It’s worth real money to anybody who’ll give us a chance to prove just how good we are!

Why worry about keeping to those delivery dates stipulated in your Sales Contract using the regular, state owned mail service when you can make use of a custom-made personalized, door-to-door delivery service right now! We have a fleet of trucks near your town and, likely as not, based near your block, just waiting to rush your goods to their destinations.

We have already made ourselves into a household name in the US and now, by popular request, we have extended our operation in Europe, East and west. We can provide transportation for anything from a string of pearls to pipeline – to any destination you care to name. Just call us on a local low-toll number and we’ll quote you right away. We specialize in rock-bottom priced, just-in-time delivery with full insurance cover.

We’re waiting to hear from you. Just pick up that phone and call us – you’ll never look back!

Sincerely yours,

…

Solicited Offer

May 21, 20..

Ex- und Import Industrieguter

Handelsgesellschaft mbH

Kernerplatz 4

70182 Stuttgart

GERMANY

Attn. Mr. Rolf Stein

Dear Mr. Stein,

Many thanks for your enquiry of May 10 regarding the importation of our new, environmentally friendly, CFC-free packaging material.

We will have no difficulty in manufacturing and supplying the shapes you describe in the drawings included with your enquiry, since we have a molding technique which enables us to customize packaging to customers’ specifications. So far, we have had an overwhelming response from all over the world to our new product and our production department is being expanded to cope with the increasing demand.

We enclose our catalog and current export price-list. All prices are exclusive of tax and are quoted FCA US airport. At present, delivery to a US airport can be made within 3-4 weeks of receipt of order. We look forward to executing your order and enclose our Order Form for customer convenience.

Sincerely yours,

…

E- Mail

From: PrecisionEngineering@webside.de
To: merkur.gmbh@germanet.de
Date: 15 Oct 20..

Subject: High Pressure Valves

Dear Mr. Merkur

Thank you very much for the samples of your high pressure valves, which we received on 15 April.

We were impressed by the quality of the valves but feel that they are rather expensive in comparison with similar equipment on offer from foreign competitors.

If you are able to reduce your prices by 10% we will place an order for 20,000 valves now and a further 10,000 in six months’ time.

We look forward to your reply with interest.

Yours sincerely

Harold Thomas

Precision Engineering Co

Envelope with Address (UK)

	LANCASHIRE

ENTERPRISES plc

Enterprise House

17 Ribblesdale Place Winckley Square

Preston PR 1 3 NA

Seaboard Industries Plc

Grand Avenue

HOVE

BN3 2LS




Envelope with Address (US)

	The InterStay Hotel

1114 Seventh Avenue

New York, NY 10033

Mr John D Enright

Computronic INC

PO BOX 8732

AUSTIN, TX 75110




Phrases for Business Communication

	Did you have a good trip?
	Поездка была хорошей?/Вы хорошо доехали?

	Where are you staying?
	Где вы остановились?

	How do you arrange your days here?
	Как вы проводите своё время здесь?

	Have you seen much of the city?
	Вы уже многое в городе видели?

	What are your impressions of…?
	Каковы ваши впечатления от…

	How much time do we have at our disposal?
	Сколько времени в нашем распоряжении?

	Are you leaving soon?
	Вы скоро уезжаете?

	Make yourself comfortable.
	Устраивайтесь поудобнее.

	Take your time. There’s no need to hurry.
	Не спешите. Не нужно торопиться.

	Please don’t worry.
	Пожалуйста, не беспокойтесь.

	We don’t want to give you too much trouble.
	Мы не хотим причинять вам лишние хлопоты.

	If I remember correctly…
	Если я правильно помню…

	I haven’t got the faintest idea (about…)
	Не имею ни малейшего представления (о…).

	I’m sorry to say that… is not something I know much about.
	К сожалению, не могу сказать, что я очень много знаю о…

	I’m afraid I have no idea.
	Боюсь, ничего об этом не знаю.

	I wish I knew.
	Жаль, что не знаю.

	I’m really very sorry about…Please accept my apologies.
	Очень сожалею о… Пожалуйста, примите мои сожаления.

	Nothing to apologize for.
	Не за что извиняться.

	To be honest, it’s chiefly curiosity on my part.
	Честно говоря, это в большей мере просто любопытство с моей стороны.

	I’ll try to find out.
	Попытаюсь узнать.

	We are going to consider your request and see what we can do.
	Мы рассмотрим вашу просьбу и подумаем, что мы сможем для вас сделать.

	I remember promising you to do that but we’re heavy with orders.
	Я помню, что обещал вам сделать это, но у нас сейчас много заказов.

	Did I get you right?
	Я правильно вас понял?

	Pardon, what did you say?
	Извините, что вы сказали?

	Sorry, I didn’t quite catch what you said.
	Извините, я не расслышал, что вы сказали.

	How did you put it?
	Как вы сказали?

	As far as I know…
	Насколько я знаю…

	If I’m not mistaken…
	Если я не ошибаюсь…

	That’s true.
	Верно.


	You’ve guessed right.
	Вы правильно угадали.

	Are you sure (about…)?
	Вы уверены (относительно…)?

	We are getting away from the subject.
	Мы отклоняемся от темы.

	Let’s drop that subject.
	Оставим разговор на эту тему.

	Let’s call it a day.
	На сегодня довольно.

	Thank you. I hope you haven’t become tired (bored).
	Спасибо. Надеюсь, я вас не утомил.

	Next time I tell you more.
	Следующий раз я расскажу вам больше.

	That’s all there is to it.
	Вот и всё (что можно сказать по этому поводу).

	I don’t quite agree with you here.
	Я не вполне согласен с вами в этом.

	I’d like to add that…
	Мне хотелось бы добавить, что…

	That’s why…
	Вот почему…

	You are quite right.
	Вы вполне правы.

	I’ll go along with that point of view.
	Я буду продолжать настаивать на этой точке зрения.


	I believe it is quite possible to arrive at a compromise in…
	Я думаю, что вполне возможно прийти к компромиссу в…

	Sorry I’m late. There was a traffic jam on my way here. – It’s all right.
	Извините за опоздание. Я попал в автомобильную пробку по дороге сюда. – Ничего.

	I do apologize for not coming yesterday. You must have been waiting for me.
	Извините, что вчера я не пришел. Должно быть вы меня ждали.

	I must beg your pardon for forgetting to telephone.
	Должен попросить у вас прощения за то, что забыл позвонить.

	I’m so glad you’ve come. Haven’t seen you for ages. How are you getting on?
	Очень рад, что ты пришел. Не видел тебя целую вечность. Как поживаешь?

	I haven’t seen him for quite a time. Will you give him my regards when you see him?
	Я его достаточно долго не видел. Когда увидишь его, передай от меня привет.

	Glad to meet you. I’ve heard much about you from our partners. Join us for lunch. I’d like to introduce you to my friends.
	Рад познакомиться. Много слышал о вас от наших партнёров. Пообедайте с нами. Я бы хотел представить вас своим друзьям.

	You have met each other before, haven’t you? It’s a small world!
	Вы уже знакомы, не правда ли? Мир тесен!

	In fact, it’s the worst year we’ve had for a long time. – I’m sorry to hear that. I hope things will soon improve.
	Действительно, этот год – самый плохой для нас за долгий период. – Печально это слышать. Надеюсь, дела скоро поправятся.

	Let’s hope for the best (and get prepared for the worst – just to be on the safe side!)
	Давайте надеяться на лучшее (но быть готовым к худшему – просто подстраховаться!)

	You’d better put us in the picture before we leave.
	Пожалуйста введите нас в курс дела до нашего отъезда.

	Mustn’t keep you any longer.
	Не буду больше вас задерживать.

	We’ve found a common language.
	Мы нашли общий язык.

	I’m glad we’ve settled our business and come to understanding.
	Я рад, что мы всё уладили и пришли к взаимопониманию.

	It’s time to say goodbye.
	Пора прощаться.

	Thank you for a lovely evening. It’s been a pleasure.
	Спасибо за прекрасный вечер. Мы получили большое удовольствие.

	We’ll be delighted to see you again.
	Будем очень рады снова увидеться.

	I am interested in (sociology, … ).
	Я интересуюсь (социологией, …)

	I am fond of (literature, music, … ).
	Я увлекаюсь (литературой, музыкой, …)

	I go in for sports.
	Я занимаюсь спортом.

	I am good at languages.
	У меня способности к языкам.

	I am keen on opera.
	Я (страстно) увлекаюсь/(очень) люблю оперу.

	I specialize in (programming languages, …).
	Я специализируюсь в (языках программирования, …)


	As for my personal qualities, I am rather self-motivated and energetic.
	Что касается моих личных качеств, то я достаточно самостоятельный и энергичный человек.

	By all means.
	Непременно.

	I’ll do my best.
	Сделаю всё возможное.

	I don’t mind at all.
	Нисколько не возражаю.

	I’m sorry to say that…
	К сожалению, должен сказать, что…

	I’m exactly of the same opinion.
	У меня такое же мнение.

	How should I best put it, …
	Как бы это выразить (словами), …

	I want to have things clear.
	Я хотел бы получить разъяснение.

	I’m a bit disappointed.
	Я немного разочарован.

	Will you say it again?
	Повторите, пожалуйста.

	I’ve enjoyed this talk /interview/ and meeting with you.
	Спасибо за беседу /интервью/ и встречу с вами.

	Thank you for offering me this position.
	Благодарю вас за то, что вы мне предложили эту должность.

	I have pleasure in accepting this position.
	С удовольствием принимаю эту должность.

	I thank you for the time you have given to me.
	Я благодарен за время, которое вы мне уделили.

	I’ll call you within a week/in a week.
	Я позвоню в течение недели/через неделю.

	I’ll look forward to seeing you/hearing from you.
	Буду ждать встречи/известий от вас.

	I regret to inform you that I am unable to accept the position, since I have received another, more attractive one.
	С сожалением сообщаю вам, что не могу занять эту должность, так как я получил другое, более привлекательное предложение.


Questions Commonly Asked to a Candidate during the Interview

(when applying for a job)

	When and where were you born?
	Где и когда вы родились?

	What’s your marital status? (Are you married or single? Have you got a family? What is your family like?
	Каково ваше семейное положение? (Вы женаты/замужем? У вас есть семья? Какая у вас семья?

	When did you finish (graduate) high (higher) school?
	Когда вы окончили среднюю (высшую) школу?

	You got a bachelor’s degree in business administration at college, didn’t you?
	У вас степень бакалавра в области делового администрирования, да?

	You didn’t get a master’s degree, did you?
	Вы не имеете степени магистра, не так ли?

	What did you major in at college? (What subjects did you give your preference to?)
	По какому предмету вы специализировались в колледже?

	Will you tell me about education and any special training you have had?
	Расскажите, пожалуйста, о своём образовании и полученных квалификациях?

	Are you working now?
	Вы сейчас где-нибудь работаете?

	What do you do? (What is your occupation?)
	Чем вы занимаетесь?

	What kind of work experience have you had?
	Какой практический опыт имеете?

	What company are you with now?
	В какой компании вы сейчас работаете?

	What companies did you work for?
	В каких компаниях вы работали?

	How long did you work for each company?
	Как долго вы работали в каждой компании?

	Have you always done the same sort of job?
	Вы всегда выполняли схожий круг работ?

	Have you worked in foreign countries?
	Вы работали заграницей?

	How long have you been working in your present job?
	В течение какого срока вы работаете в нынешней своей должности?

	What are your responsibilities? (What are you responsible for? What do you do there exactly?)
	Каковы ваши обязанности? (За что вы отвечаете? Что вы конкретно выполняете?)

	How did you find out about this position?
	Как вы узнали об этой должности?

	Why do you want to change your job?
	Почему вы хотите поменять работу?

	What kind of job are you looking for? Why would you like this job?
	Какую работу вы ищите? Почему вам нравится эта работа?

	Why are you interested in joining our company?
	Почему вы хотите поступить на работу в нашу компанию?

	Why do you feel qualified for this job?
	Почему вы чувствуете себя подготовленным к этой работе?

	What other skills do you have?
	Какую ещё квалификацию вы имеете?

	Do you enjoy working with others?
	Вам нравится работа с людьми?

	Are you willing to work overtime? What hours can you work?
	Вы готовы работать сверхурочно?

	Do you have any questions about the job?
	У вас есть вопросы относительно (будущей) работы?

	What kind of salary do you expect?
	Какую зарплату вы ожидаете?

	What are the spare-time interests? What do you (don’t) like doing and why?
	Чем вы занимаетесь в свободное время? Что вы любите и чего не любите делать и почему?

	What are your good/weak points?
	Каковы ваши сильные/слабые стороны?

	Why should I hire you?
	Почему я должен предложить работу именно вам?

	What are your three greatest strengths for the job?
	Назовите три своих главных качества, подходящих для этой должности?

	What qualities or qualifications make you feel that you will be successful in this field?
	Какие качества или полученная квалификация позволяют вам быть уверенным в успехе на этом поприще?

	What career (a number of promotions) do you expect to have in a few years?
	Какую карьеру (повышение по службе), по вашему мнению, вы можете сделать здесь через несколько лет?

	Why do you choose the school where you received your training?
	Почему вы выбрали именно то учебное заведение, где вы обучались?

	Do you think you could forget your training and learn a new system?
	Вы полагаете, что смогли бы пренебречь полученной подготовкой и подготовиться по новой системе?

	What have you learned from the experience you have had? How does it relate to the position here?
	Чему вас научил полученный опыт? Как его можно применить на этой должности?

	Are you looking for a part time or full time work? Temporary or permanent?
	Вы хотите работу с неполным или полным рабочим днём? Временную или постоянную?

	How do you feel about overtime work? Moving to another area?
	Как вы относитесь к возможности сверхурочной работы? К переезду в другое место?

	How do you get along with other people? Any trouble with communicating before?
	Как вы ладите с людьми? Были ли у вас трудности в общении?

	What type of people do you find most difficult to get along with?
	С какими людьми вам труднее всего найти общий язык?

	What personal characteristics do you feel are necessary to succeed in this field?
	Какие личные качества, по вашему мнению, необходимы для того, чтобы добиться успеха в этой области?

	What do you see as the (dis)advantages of working in this field?
	Какие преимущества и недостатки вы видите в этой работе?

	Which jobs have you enjoyed the most?
	Какая выполняемая ранее работа вам нравилась больше всего? Почему?

	What would your ambitions be if you worked for this company?
	Каковы были бы ваши устремления, если бы вы работали в этой компании?


Some Usually Accepted Phrases in Letter Writing

	Opening phrases

Dear Sirs,

We have received your letter of…
	Для начала письма

Уважаемые Господа,

Мы получили Ваше письмо от…

	We thank you for your letter of…
	Благодарим за письмо от…

	In reply (In response) to your letter of…
	В ответ на Ваше письмо от…

	With reference to (Referring to) our letter of…we wish to inform you that…
	Ссылаясь на ваше письмо от…сообщаем, что…

	We are pleased (We are glad) to inform you that…We have pleasure in informing you that…
	Рады сообщить вам, что…

	We are sorry (We regret) to have to remind you that…
	К сожалению, вынуждены напомнить Вам, что…

	We offer apologies for the delay in answering your letter.
	Просим извинения за некоторую задержку с ответом на Ваше письмо.

	We are sorry we are unable to meet your request…
	К сожалению, мы не сможем удовлетворить вашу просьбу о…

	Further to our letter of…
	В дополнение к нашему письму от…

	We have to remind you that…
	Мы вынуждены напомнить вам, что…

	We have pleasure in offering you…
	Имеем удовольствие предложить вам…

	We enclose (are enclosing) a copy of a letter from…about…(in connection with)
	Прилагаем копию письма фирмы… по поводу…(в связи с…)

	Binding Phrases

It is self understood…

It goes without saying…
	Связующие элементы письма

Само собой разумеется…

	We wish to draw our attention to the fact that…We would like you to note that…We wish to bring to you notice that…
	Обращаем Ваше внимание на тот факт, что…

	In view of the above (said)…
	Ввиду вышеизложенного…

	In connection with your request…
	В связи с Вашей просьбой…

	In connection with the above (said)…
	В связи с вышеизложенным…

	As to (as regards, with regard to…) your request (your order, your claim)
	Что касается Вашей просьбы (Вашего заказа, Вашей претензии…)

	The matter is…The point is…
	Дело в том, что…

	In our opinion… We believe… We think… We feel…
	По нашему мнению…

	In case of your refusal…
	В случае вашего отказа…

	To avoid delay in…
	Во избежании задержки в…

	In accordance with (under) the contract enclosed…
	В соответствии с прилагаемым контрактом…

	You state (write, are writing) in your letter that…
	В Вашем письме Вы заявляете, что…

	Further you write…
	Далее Вы пишете…

	Moreover…
	Более того…

	Nevertheless…
	Тем не менее…

	Besides…
	Кроме того…

	Closing Phrases

Your early reply will be appreciated.
	Выражения, используемые в конце письма

Мы будем признательны за быстрый ответ.



	We are looking forward to hearing from you.
	Надеемся получить Ваш ответ в ближайшем будущем. 

	We expect your early reply.

We expect to hear from you in the nearest future.

Please, inform us (let us know) in the shortest possible time (at your earliest convenience).
	Просим сообщить нам как можно скорее

	We would like to assure you…
	Мы хотели бы заверить Вас…

	We wish (would like) to maintain cooperation with you.
	Надеемся продолжить сотрудничество с Вами.

	Yours faithfully

Faithfully yours

Yours truly

Truly sincerely

Sincerely yours


	С уважением


Some Abbreviations for Countries (E-Mail)

at  

Austria 


fi  

Finland

au  
Australia 


fr  

France

ca  

Canada 


jp  

Japan

ch  
Switzerland 


ru  

Russia

cn  
China 



ua  

Ukraine

de  
Germany 


uk  

United Kingdom

es  

Spain 



us  

USA

Some Abbreviations for Organizations (E-Mail)

com  


Commercial business

edu  


Educational institution

gov  


Government

int   


International organization

mil  


Military

net  


Network organization

org  


Non-profit organization

Job List

Advertising Manager – a person who heads the department that advertises the product

Analyst – a person whose job involves examining facts or materials in order to give an opinion of them

Assistant – a person who helps or supports somebody, usually in his/her job

Bookkeeper – a person whose job is to keep an accurate record of the accounts of a business

Chief Manager – the person with the highest rank in a company or an organization

Clerk – a person whose job is to keep the records and accounts in an office, shop/store etc

Dean – a person in a university who is in charge of a department of studies

Director – one of a group of senior managers who run a company

Executive – a person who has an important job as a manager of a company or organization

Finance Director – a person responsible for running the company’s financial affairs

Managing Director – a person who heads a company and is responsible for its running

Marketing Manager – a person who heads the department that sells the product

Personnel Manager – a person who heads the department responsible for staff matters, such as the hiring of employees

Production Manager – a person who heads the department responsible for manufacturing the product

Programmer – a person whose job is writing programmes for computers

Receptionist – a person who sits in the lobby, answers the phone, and greets visitors

Research & Development Manager – a person who heads the department responsible for scientific research and the development of new products

Sales Manager – a person who heads the department that sells the product

Sales Representative – a person who works for a company and travels around selling its products

Secretary – a person who works in an office, working for another person, dealing with letters and telephone calls, typing, keeping records, arranging meetings with people, etc

Tourist Guide – a person who shows other people the way to a place, especially somebody employed to show tourists around interesting places

Travel Agent – a person whose job is to act for, or manage the affairs of a travel agency

