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BCTYI

Y npodecinHin nigrotosui cy4yacHoro ¢axiBua 0OOB’A3KOBUM €
BMBYEHHSA IHO3EMHMX MOB, TOOTO OBOSOAIHHA MEBHMM KOMMIEKCOM
MOBJIEHHEBMX KOMMETEHLIN, 30KpeMa 3 aHrnincbkoi MoBu. [Ona ManbyTHix
npocdpecioHaniB BONOAIHHA 4iNOBOK aHrnincekoto MmoBoto (business English) —
HeBig’eMHa cknagoBa ©axoBOI MiArOTOBKM, LLO 3YMOBSIEHO iHTerpauieto
YKpaiHn y CBITOBY AinoBy CNifilbHOTY, PO3BUTKOM AifIOBOI criBnpaui daxisuis
Pi3HNX KpaiH, OTXXe, po3LIMPEHHSAM cdpepu cninkyBaHHs. Cy4acHi nigxoau Ao
NpopeCiNHOI NIArOTOBKM i CTaHOBMEHHS ManbyTHBOro gaxisusa NoTpebyroTb
OAHOYacHO 3 haxoBMMWM AucumniHaMM OMaHyBaHHS aHrMiNCbKOI MOBM,
30KpemMa pO3BUTKY KOMMETEHLiM LWOoAO0 AifoBOro CrifikyBaHHA, PO3YyMiHHSA
3MIiCTy Ta CTPYKTypu QLinoBoro Auckypcy, ¢dopm i 3acobiB KOMYyHikaUin.
HaB4aHHS [OiNoBOro CninkyBaHHA aHrmMinCbKOK MOBOK O3Hadae TaKoX
PO3yMiHHA 6a3oBUX MOHATL i CTPYKTYp Yy Oi3Heci, a TakoX EeKOHOMIYHUX,
iHaHCOBMX, YMPaBMiHCbKNX, MapPKETUHIOBMX, KOMYHIKaUiMHUX Ta iHLWNX
npouecis i BUAiB AisiNIbHOCTI.

MeTow HaB4yanbHoro nocibHuka Business English for the Future
Professionals € po3BUTOK i BAOCKOHANEHHS HaBUYOK N YMiHb aHTITOMOBHOIO
AOinoBoro  Auckypcy — ansg  (opmMyBaHHS  nNpodpecinHOOpiEHTOBaHOI
KOMYHIKaTMBHOI MOBMIEHHEBOI KOMMNETEHUil Ana e(PeKTUBHOrO CninkyBaHHS Y
AiNnoBOMYy cepeLoBuULL.

HaB4yanbHMM MNOCIOHMK CKNageHo BiANOBIAHO [0 HaBYanbHOI
nporpamu 3 AifIoBOI aHrMiNCbKOT MOBWU Ta Cy4aCHUX METOAIB HaBYaHHS.

OpuriHanbHi aHrnomoBHi Tekctu (A i B) npusHaveHi ons aygutopHoi Ta
CaMOCTIMHOT poB0TU SIK HaBYanNbHUM MaTepian Ans Po3BUTKY HABUYOK YCiX
BUAIB YNTAHHA.

CTyaeHTM pisHMX cneuianbHOCTENW MOBWHHI 3Hamu [esiki OCHOBHI
NOHATTA Ta npouecun y cdepi EKOHOMIKM Ta MEHEKMEHTY, a TakoXX 6a3oBy
CINOBHUKOBY TepMiHOSorito 3a Oi3Hec-TemMaTuKow; eMimu 4iTatn Ta
nepeknagatu BiONOBIAHY iHopMaLUilo, a TakoX BUCNOBNIOBATUCA |
CMifKyBaTUCS 3a L€ TEMATUKOHO.



Theme I Business Activity

STARTING UP

This information is meant to give you general understanding of what
business studies are, and why it can be important for an individual to do
business studies.

SKIMMING IS READING QUICKLY —WITHOUT
READING EVERY WORD — TO FIND THE MAIN
IDEAS

o After having read quickly this piece below, try to answer the following
guestions:

¢ What is the text about?
e Why is it useful to do business studies?

Meaning of business studies

The study of business is about how individuals and groups of people
organise, plan, and act to create and develop goods and services to satisfy
customers.

Business is influenced by and produces impacts on the cultural,
ethical, environmental, political, and economic conditions of the day.

Business Studies will help you to make more informed decisions in
the everyday business of living. It gives you a better understanding of
the world of work. It encourages you to think about how and why people
start up in business and why you too might also consider starting a
business.

As well as developing the essential transferable or ‘soft’ skills that
employers demand, the following strengths are also cultivated through
business studies:



critical thinking and analytical skills, alongside familiarity with
evaluative techniques;

numeracy and the ability to research, interpret and use business and
financial data and information;

self-reliance, initiative and the ability to manage time, projects and
resources;

appreciation of the causes and effects of economic and other external
changes,

a creative problem-solving approach and sound, logical decision-
making skills;

effective and persuasive written and oral communication skills;
understanding organisational behaviour and structure.

These attributes are much sought after by employers, since they build
commercial awareness and allow new employees to start contributing
to the organisation quickly.

| THE PURPOSE OF BUSINESS ACTIVITY

VOCABULARY

1. Study the key words and collocations:

needs and wants noTpedu i baxkaHHs

unlimited wants HeobmexeHi baxxaHHs

unsatisfied wants He3agoBoONeHi ba)kaHHSA

limited resources obmexeHi pecypcu

factors of production hakTopn BUPpOBHMLUTBA

goods and services TOBapw Ta NOCyru

enterprise nignpuemMcTBo

entrepreneur nignpuemMeLlb

entrepreneurship NiANPUEMHULITBO

scarcity nediumT, HecTaya

opportunity cost anbTepHaTUBHI BUTpaTK (BUTPATH, SKi
Tpeba HexTyBaTn)

to provide for 3abesnedvyBaTn

rational PO3YMHUI, pauioHarbHUM

benefit KOpPWUCTb, Bnaro, 3uck

value LiHHICTb, BapTICTb



consumer
products
choice
make profit

crnoxuBsay

NPOAYKTK, BUpObU
BMOIp

oTpuMyBaTu NpnBYTOK

2. Match the words to their meanings:

1 entrepreneur \a) endowed with the capacity to reason;

2 choice

3 products

4 rational
5 make profit

6 limited resources
7 need

8 scarcity
9 goods

10 to provide for

11 want n

12 entrepreneurship
13 opportunity cost

14 benefit
15 consumer

b) a person who sets up a business or businesses,
taking on financial risks in the hope of profit;

c) something that is produced and sold in large
guantities, often as a result of a manufacturing
process;

d) obtain a financial advantage or benefit

e) a range of possibilities from which one or more
may be chosen;

f) shortage;

g) support smb (also financially) and make sure that
it is what needed:

h) things that are made to be sold;

i) the state of lacking basic necessities such as
food or clothes;

J) collective means represented by the reserves of
minerals, land, and other natural assets, which are
restricted in size, amount or extent;

k) the loss of other alternatives when one
alternative is chosen (the basic relationship
between scarcity and choice);

[) a person who purchases goods and services for
personal use;

m) a helpful or good effect, or an advantage/profit
gained from something;

n) a desire (or a need) for something;

0) the activities associated with being an
entrepreneur.


https://en.wikipedia.org/wiki/Utility
http://dictionary.cambridge.org/dictionary/english/helpful
http://dictionary.cambridge.org/dictionary/english/effect

3. Complete these sentences with word partnerships from Task 2.

e .... iIs a person who organizes and manages any enterprise,
especially a business, usually with considerable initiative and risk.

« People satisfy their needs and wants with .... .

« You must trust me, you have no other .... .

« Businesses need to ...., i.e. money, or they'll have to fire employees,
cut expenses, and maybe shut the business entirely.

« Things that are necessary for living such as food, clothing, shelter are

o Presently the company has .... .... and therefore, cannot make
renovation and bring improvements in the factory.
« They sell leather .... such as wallets, purses, and briefcases.

« Because resources are scarce but .... are unlimited, people must
make choices.

« The health .... of regular exercise and physical activity is hard to
ignore.

« If you have two choices - either an apple or an orange - and you
choose the apple, then your .... is the orange you could have chosen
but didn't.

« Every time we purchase goods or services, whether in a shop or on
the Internet, we act as .... .

READING
o Look at the words and phrases (a) to (i) below. They are key words in
the Economic Problem text (Text A). Scan for these key words in the

text and try to explain their meanings.

(a) needs and wants (b) goods (c) services (d) factors of production
(e) capital (f) entrepreneur (g) product (h) scarcity (i) opportunity cost

SCANNING IS READING QUICKLY FOR SPECIFIC
WORDS, DATES, NUMBERS, OR ANSWERS TO
SPECIFIC QUESTIONS



https://en.wikipedia.org/wiki/Risk
http://dictionary.cambridge.org/dictionary/english/sell
http://dictionary.cambridge.org/dictionary/english/leather
http://dictionary.cambridge.org/dictionary/english/wallet
http://dictionary.cambridge.org/dictionary/english/pocketbook
http://dictionary.cambridge.org/dictionary/english/briefcase

Scan Text A and find the sentence that explains:
- what unlimited wants are;
- the double reason of the economic problem.

o Next step - read the whole text to be able to answer the questions and
cope with other tasks.

TEXT A The economic problem: needs and wants

All humans have needs and wants. Needs are things we can't live
without, while wants are simply our desires that we can live without. We all
have unlimited wants, which is true, since all of us want a new PC, a car,
new graphics card, etc. that we actually do not need to live. Businesses
produce goods and services to satisfy needs and wants.

Although we have unlimited wants, there are not enough resources for
everyone. Resources can be split into four factors of production, which are:

e Land: All natural resources used to make a product or service.

e Labour: The effort of workers required to make a product or service.

e Capital: Finance, machinery and equipment required to make a
product or service.

e Enterprise: Skill and risk-taking ability of the entrepreneur.

Entrepreneurs are people who combine these factors of production to
make a product.

With these discussed, let's move on to the economic problem. The
economic problem results from limited resources and unlimited wants. This
situation causes scarcity, when there are not enough goods to satisfy the
wants of everybody. Because of this, we will have to choose which wants
will be satisfied (that will be of more benefit to us) and which won’t when
buying things. For example, you would have got a book if you didn't buy the
pen, or you would have a burger if you didn't buy the chips. Item that you
didn't buy is the opportunity cost. Make sure that the opportunity cost isn't
higher than what you bought!

10



In deciding to purchase or obtain one item we must give up other goods as
they cannot all be purchased. The benefit that we are giving up from not
having the next most desirable item is called ‘opportunity cost’. It is the
opportunity lost from not obtaining this item instead of the one we choose.

Land Labou
Limited q &= Unlimite
resource d wants
Capital Enterprise

We live in a world of great wealth and great scarcity. Very poor people
are unable to obtain the very basic requirements of life — food, clean water,
shelter — and they have great and unsatisfied wants. Even very rich people
may not be able to satisfy all of their wants for luxury goods and services. It
should be clear to us all that there are insufficient goods to satisfy all of our
needs and wants at any one time. It is the purpose of economic activity to
provide for as many of our wants as possible, yet we are still left wanting
more. This “shortage” of products and the resources needed to make them
lead to us all having to make choices. As we cannot satisfy all of our wants
we must choose which we will satisfy now and which we will forgo. If we are
careful and rational, we will choose those things that give us the greatest
benefit, leaving out those things of less value to us. This need to choose is
not exclusive to people as consumers. All economic units have to make
choices — governments, businesses, workers, charities and so on.

Businesses identify the needs of consumers or other firms. Then they
purchase resources — or factors of production — in order to produce goods
and services that satisfy these needs, usually with the aim of making a
profit.

1. Answer the questions.
1. Will you explain what “needs and wants” mean?

2. What for are goods and services produced?
3. Who produces goods and services?

11




4. What do four factors of production include?
5. What is the essence of economic problem?
6. What do unlimited wants bring to?
7. Can you draw any example of the ‘opportunity cost’?
8. Does an issue of choice result from the conflict of scarcity and
unlimited wants?
9. How should consumers behave to get the best benefit?
10. Why do businesses first study consumers’ needs and then try
to satisfy them? What is their purpose?
2. Match the Ukrainian words and phrases to their English equivalents:
dakTopu BUPOOHMLTBA the issue of choice
be3mexHi bakaHHSA opportunity cost
npobnema snbopy consumers
anbTepHaTUBHI BUTpaTH factors of production
oTpumyBaT NPUOYTOK scarcity of resources
cnoxmsaui unlimited wants
HecTaya pecypciB to make a choice
NiANPUEMHULITBO to satisfy needs
pobuTn BNBIp entrepreneurship
3a00BOJbHATM NOTPEbU to make profit
3. Make the correct choice in order to complete the sentence

2.

. Though people have unlimited wants ...

a. there are goods to satisfy everybody.
b. this situation causes scarcity.
c. there’re not enough resources and goods for everybody.

We all become ... when we buy or hire items in a private capacity for
our personal use.

a. businesses

b. consumers

c. charitable funds

12



3. Every time we purchase ... ... , whether in a shop or over the phone,
we form a consumer contract, even if nothing is put in writing.

a. limited resources
b. goods and services
C. opportunity cost
4. The factors of production include land, labor, .... .... .
a. making profit
b. small and medium businesses
c. capital and entrepreneurship.

5. Land and labour, known as primary factors, make .... possible.

a. production
b. the problem of choice
c. the choice

4. Read each scenario and tell whether you are purchasing goods or
services. Write the word ‘goods’ or ‘service’ in each line.

1. You get your hair cut. 1.
2. You buy a book from a garage sale. 2.
3. You buy your mother a flower

from a flower shop. 3.
4. You hire someone to cut your lawn. 4.
5. You visit the doctor for a checkup. 5.
6. You purchase a game to give 6.
as a birthday gift.

7. You pay your sister 20UAH to clean 7.
your messy bedroom.

8. You buy an ice cream cone from 8.
an ice cream truck.

9. You take an airplane when you 0.
go on a trip.

10. Your friend sells you his old 10.

basket-ball for 200UAH.

11. Give an example of a service purchased by you, your friend or anybody
else. (Do not use an example from above.)

12. Give an example of goods purchased by somebody.
(Do not use an example from above.)

13



5. Translate into English

1. ToBapn — uUe maTepianbHi pedvi, siKi 3a40BOMbHATL NOTpebn ngen.
2. Mocnyrn — ue Aii, Taki 9K cTpmkKa Bonoccs abo peMOHT aBToMobins, sKi
TakoXX 3a40BONbHATL noTpebu nwogen. 3. [onoBHe, WO NOTPIOHO
NOSAACHIOBATW AiTAM, Le Te, WO ToBapu i Nocnyrn noBuHHi 6ytn 3pobneHi —
BOHW He 3'dBNAITLCH YapiBHUM YMHOM Ha Nonuuax marasvHie. 4. Tosapu i
nocrnyrm BUrOTOBMAOTL 3 obmexeHux BUMpPOBHWMYMX  pecypciB. 5.
[Mignpuemeupb iHilitoe BUPOBHMLTBO TOoBapiB abo nocnyr Ansa 3a40BOSIEHHSA
noTpeb i 6axaHb crnoxusadis. 6. Bu BBaxaeTe, WO oBMeXeHi pecypcu €
Hacnigkom Ge3mexHux OaxaHb nogen? 7. Konn BM KynyeTe ToBapu, BU
4acToO BMpIWIYETE, AKMA 3 OBOX TOBapiB Kpawie Kynutu. 8. PauioHarnbHuin
crnoxuBad 3aBxau obupae Taki ToBapm abo nocnyru, Sk Ans HbOro
HanoINbWw KopucCHi. 9. Bubip pobnsaTb He TiflbkM OKpeMi CrnoXuBadi, a W
KOMMaHil Ta pi3Hi IHCTUTYLIT, BKINOYaoum ypsag.

"Opportunity cost: the next best alternative given up by choosing another

item."

Here is an example of making choice in everyday life. This is how the notion
of ‘opportunity cost’ can be easily explained. Say it in English in your own
words:

Anekc xo4e KynuTtu sik backeTbonbHUn, Tak i PyTOOoNbLHUA M'a4. Ane y HbOoro
€ rpoLi TiNbKM Ha oAuH. AKWo BiH BMBupae 6ackeTdONbHMA M’'a4, TO NOro
anbTepHaTUBHUMN BUTpaTammn byae dytbonbHUM M’'ay. Tpeba nam’ataTwy,
WO rpowi, ki cnnavyeHo 3a ToBap abo nocnyry, He € anbTepHaTUBHUMU
BUTpaTaMu.

o Study the terms, their definitions and the examples. Try to draw your
own examples of specialisation, business objectives, value added etc.

Term Definition Examples

Specialisation | Where resources are | Countries specialise, e.g. Qatar in
used to concentrate on | oil production. Labour within a
producing one | firm can specialise, too.

particular product.
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Term Definition Examples

Division of | Each worker does one | In a computer assembly factory,

labour specialised job. each worker will perform a

specialist task.

Business The targets or aims | Increase profits, increase sales,

objectives that a Dbusiness is|survive. Objectives can differ
working towards. between businesses. The

objectives of any business can
change over time, e.g. survival at
start-up and profits once it is
established.

Value added The difference | If a firm sells a product for $15,
between the selling | but the materials that were bought
price of a product and | in from other firms cost $6 only,
the cost of the bought- | then the value added is $9.
in materials needed to
make it.

Stakeholders | Groups of people with | Workers, customers, consumers,
a direct interest in the | shareholders, residents,
performance of a|government, banks. These groups
business. often have different objectives for

the business.

READING AND SPEAKING

o Below are lecture notes of a student on labour division. Skim the
notes and find the main points covered in it. What is it all about?
Into what logical parts can you split this piece up?
Track the word ‘production’. Follow the collocations with this word
throughout the notes.

o Read this information in detail and complete the tasks after it.

Division of labour or specialisation
Because there are limited resources, we need to use them the most
efficient way possible. Therefore, we now use production methods that are
as fast as possible and as efficient (costs less, earns more) as possible. The

main

production method

as specialization, or division of labour.

15
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Division of labour (specialisation) is when the production process is
split up into different tasks and each specialised worker or machine
performs one of these tasks.

Pro:

. specialised workers are good at one task. Efficiency and production
output are being increased.

. less time is wasted switching jobs by the individual.

. machinery also helps all jobs and can be operated 24/7.

Contra:

. boredom from doing the same job lowers efficiency.

. no flexibility because workers can only do one job and cannot do

others well, if needed.
. the production process stops when the worker is absent because
nobody can replace him.

(1) Review the pluses and minuses of labour division. Arrange the below
collocations in the corresponding groups. Be ready to explain your choice:

Pros: Cons:

=low work efficiency due to dullness =equipment can function around the
clock =increased production volume due to workers’ specialisation =no
workers’ replacement possible =time is used effectively

sthe work is done by one person only.

(2) Tell your speaking partner about the strengths and
weaknesses of specialisation. Exchange your opinions on the issue within
your group.

o Scan Text B to find the answers to these questions:
e What is business activity about?
e What are major business objectives?
e Who are stakeholders? Name the types of stakeholders.

o Look at the diagram below and explain to your group why business
activity is needed.

16



o Read the text in detail to cope with the tasks after it.

TEXT B Business activity and business objectives

Businesses identify the needs and wants of consumers or other firms.
Then they purchase resources — or factors of production — in order to
produce goods and services that satisfy the needs and unlimited wants,
usually with the aim of making a profit. They also employ people to have the
consumers who buy the products.

Factors of

production \

Employed people
consume goods
& services

Goodsand |
services

Business Objectives. All businesses have aims or objectives to achieve.
Their aims can vary depending on the type of business or these can change
depending on situations. Still there are the most common objectives of
different businesses, which include:

Making Profit: profit is what keeps a company going and is the main aim of
most businesses. Normally a business will try to obtain a satisfactory level of
profits so they do not have to work long hours or pay too much tax.

Increase added value: Value added is the difference between the price
and material costs of a product. E.g. If the price when selling a pen is $3
and it costs $1 in material, the value added would be $2. However, this does
not take into account overheads and taxes. The added value can be
increased by working on products, so that they become more expensive
finished products. One easy example of this is a mobile phone with a
camera that would sell for much more than one without. Of course, the extra
camera costs additional money but as long as prices rise more than costs,
the producer gets more profit anyway.

17



Growth: Growth can only be achieved when customers are satisfied with a
business. When businesses grow, they create more jobs and make them
more secure when a business is larger. The status and salary of managers
are increasing. Growth also means that a business is able to spread risks by
moving to other markets, or it is gaining a larger market share. Bigger
businesses also gain cost advantages, called economies of scale.

Survival: If a business does not survive, its owners lose everything.
Therefore, businesses need to focus on this objective the most when they
are starting up, competing with other businesses, or in case of an economic
recession.

Service to the community: This is the primary goal for most government
owned businesses. They plan to produce essential products to everybody
who needs them.

These business objectives can conflict because different people in a
business want different things at different times.

Stakeholders: Stakeholders are a person or a group, which has interest in
a business for various reasons and will be directly affected by its decisions.
Stakeholders also have different objectives, which can conflict over time.

There are six types of stakeholders, and these types can be classified into
two groups with similar interests.

e Group I: owners (employers), workers and managers (employees).

e Group Il: customers, government, community.

Task 1. Choose the one word or phrase that best completes the sentence.

1. Businesses provide to satisfy unlimited wants.

(A) workers (B) needs & wants (C) goods & services (D) interests

2. There are common business , Which all the companies aim to
achieve.

(A) objectives (B) profit  (C) stakeholders (D) interests

3. Making is one of the most important objectives of any business.

(A) business (B) profit (C) decision (D) services

4. Is the difference between the product price and its material cost.

(A) growth (B) the added value (C) profit (D) tax

5. A startup company needs to in order not to lose business.

(A) survive (B) pay high salaries (C) conflict (D) rely on competitors

18



Task 2. With the focus on the business stakeholders and the two groups
they shape, match them to their interests in business.
Speak in favour of your choices. (Note that some interests may be
common to different stakeholders.)

Group |: Profit/Money

owners high salaries, job security, growth, profit, increase of
workers added value, increase of salary and status, return on
managers capital, job satisfaction

Group II: Value

customers employment, taxes, GDP increase, high quality of
government goods & services, pollution of the environment,
community national output, security, reliability of service and

maintenance, social responsibility of business, safe
products, value for money*

* Crnie8iOHOWEHHS UiHU ma sikocmi

SPEAKING

I Business English Verbs (from Business English Verbs by David
Evans / Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn
Potter/ Penguin English — Pearson Education Limited, 2000.)

= |n pairs, read the dialogue. Then swap roles and repeat.
Pay attention to the business verbs (in bold).

Production

A: So, where are your products made?

B: Well, the outside of the box says that they’re produced in France, but
that’s not the whole story.

A: What do you mean?

B: Well, most of the parts are manufactured in China.
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A: And are they assembled in France?

B: Oh, no. The parts are put together in a factory in Taiwan.

A: So what do you do in France?

B: We package them in France — we put the products into their boxes — and
of course our head office is there, as well.

1. Replace the phrases with business verbs

(a) Our products are put into boxes by robots.

(b) This car details are produced by the new British company.

(c) Over 25% of their production has been put together in Mexico.

2. Match the words with similar meanings:

manufacture package fit together the parts
wrap up put together fabricate
assemble produce pack

SPEAKING

o In pairs, ask and answer the questions about:
e human needs and unlimited wants
e factors of production
¢ limited resources and the necessity of choice
e opportunity cost
e pro & con of specialization
e Dbusiness activity
e Dbusiness objectives

o Role play

= In your group decide who is acting as businessman/employer,
manager, customer, worker, community representative, governmental
official. Now let each stakeholder speak about his/her interests in
business and answer the questions of others.

ESSENTIAL VOCABULARY

production BUPOOHMLTBO
production method MeToq BUpOOHULTBA
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production process
to solve production problem
production factors

enterprise
entrepreneur
entrepreneurship

to make profit
opportunity cost
division of labour
specialization
added value
value for money
profit

to make profit

GDP (gross domestic product)
stakeholder

customer

owner

salary

job security

community

employment

Il TYPES OF BUSINESS ACTIVITY

VOCABULARY

BMPOOHMYMIA NpoLec
BMpilLYyBaTN BUPOOHMYY 3agady
dakTopu BUpobHMLTBA

(1) ginoBuTicTb; (2) NigNPUEMCTBO
nignpnemeLb
NiANPUEMHULTBO

OTpMMYyBaTh NpUBYTOK
anbTepHaTUBHI BUTpaTn
po3noain npaui

crneuianisauvia

AofaHa BapTiCTb
CMNiBBiAHOLLEHHS LiHX Ta SKOCTI
npubyTOoK

oTpumMyBaTn NpnbyTOK

BanoBWi BHYTPILLUHIA NPOAYKT
3auikaBneHa ctopoHa

cnoxusay

BNacHWK

3apobiTHa nnaTHsA
3abesneyeHicTb poboTOoHO
rpomaga

3aMHATICTb, HAaMaHHA Ha poboTy

1. Study the key words and collocations:

primary production

secondary production
tertiary production

to manufacture
manufacturing

nepBMHHE BMPOOHMLTBO, TOBTO
BUPOBHNLTBO CUPOBUHMU
npomucnose BUPOOHULITBO
chepa BupobHULTBA nocnyr
BUPOGNATU, BUTOTOBNATHU
npoLec BUpobHMLUTBaA
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natural resources
raw materials

free market
internal growth
external growth
state-owned assets
merging

to take over a business
to expand business
capital intensive business
labour intensive business
to privatise

privatisation

NPUPOAHI pecypcu
CYpOBMHA

BiSTbHUIA PUHOK
BHYTPILLUHE 3pOCTaHHS
30BHILLUHE 3pOCTaHHA
Aep>XaBHi akTNBK
3NnTTA

npueaHaTy iHWun GisHec
po3wmnpuTmn BisHec
KaniTanomictke BUpOOGHMLUTBO
TPYOOMICTKE BUPOOHULTBO
npueaTnu3yBaTu
npueaTtmnsauis

2. Match the words to their meanings

1 manufacturing
2 taking over

3 to expand business
4 assets

a) to enlarge business
b) industry that requires a large amount
of labor to produce its goods/services

Cc) service industries

d) getting control of a company by
\ buying its shares.
5 privatise a facility e) items of property owned by a person

6 tertiary production

7 internal growth

8 labour intensive production

9 raw materials

10 primary production

11 merger

12 capital intensive production

or company

f) unprocessed materials used to

produce goods, finished products, etc.

g) the production of raw materials for

industry

h) production

i) to transfer ownership of a business
from the public sector to the private
sector

j) the company growth through
developing its business

k) a combination of two things,

especially companies, integrated into

one

[) a business or industrial process
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requiring the investment of large
sums of money

3. Complete these sentences with word partnerships from Tasks 1 and

e .... is the process of transferring an enterprise or industry from
the public sector to the private sector.

e Fishing, forestry, and farming are industries of a .... sector.

e The tertiary sector provides .... for consumers or businesses.

e Usually.... are natural resources — for example oil, iron and wood are
used in the production of goods and products.

e .... production relies mainly on labour.

¢ Industries that are .... are — ail refining, shipbuilding, manufacturing of
cars, aircraft engines, etc.

e Fixed .... include equipment, vehicles, machinery, and even
computers.

°* ... , also known as organic growth, happens when a business
expands its own operations.

e Businesses can grow organically (internally) or externally, through a
process of .....

e Production of different articles on a large scale using machinery is
called .....

SPEAKING

o Study the terms, their definitions and the examples. Try to draw your
own examples of companies and organizations working in public and
private sectors; countries with free market or planned economies;
internal and external growth etc.

Term Definition Examples

Primary Industries that extract and | Mining, agriculture,

production exploit the natural | forestry, hunting and
resources of the earth. fishing.

Secondary Industries that manufacture | Car production, computer

production goods made from the raw | assembly, food canning
materials provided by the | and steel making.
primary sector.

Tertiary Industries  that provide | Travel agents, banking,
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Term Definition Examples

production services to consumers and | insurance, health services
other sectors of industry. and transport.

De- Relative decline in the | Most advanced

industrialisation

importance of a country's
secondary (manufacturing)
sector.

industrialised economies
are experiencing this.

Public sector

The sector of the economy
in which organisations are
owned and controlled by
the state (government).

In most mixed economies,
health services and
railway services are in the
public sector.

Private sector

The sector of the economy
in which organisations are
owned and controlled by
individuals.

In most mixed economies,
retailing and  farming
businesses are in the
private sector.

Free market
economy

All resources are privately
owned. Prices are
determined by supply and
demand.

There are no 'pure' free
market economies but the
USA and South Korea, for
example, have very large
private sectors compared
to the whole economy.

Planned economy

All resources are owned by
the government, which also
takes all major economic
decisions.

Former communist
countries in  Eastern
Europe had planned (or
command) economies.

Mixed economy

Has both a private and a
public sector.

Nearly all countries have
mixed economies, but the
balance between private
and public sectors is not
always the same.

Privatisation

The sale of state-owned
assets such as public
corporations to the private
sector.

In many countries, for
example, the UK and
Germany, water,
telephone and electricity
industries  have been
privatised.

Capital-intensive
businesses

Use a high proportion of
capital equipment to
produce their output.

Nuclear power plants,
large  automated car
factories.
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Term Definition Examples

Labour-intensive | Use a high proportion of | Fruit  picking, private

businesses labour to produce their | schools, call centres.
output.

Internal growth Business growth achieved | Retailer opening a new
by expanding the existing | shop, car factory
business. extending to raise

capacity.

External growth Business growth achieved | Hewlett Packard taking

by merging with or taking
over other businesses.

over Compag computers,
or Chrysler merging with
Daimler.

READING

o Look at the words and phrases (a) to (i) below. They are key words in
the text on levels of economic activity (Text A).
Scan Text A to:

» pick up these words and phrases and explain their meanings

(a) business production (b) primary production

(c) secondary production (d) tertiary production (e) natural resources
() manufacturing (g) labour force (h) transformation (i) catering
service (j) industrialization.

» find the sentences where it goes about:

e types of business production

e primary production sector businesses

e the percentage of the labour force involved in the secondary
sector in the USA.

o Read the text in detail in order to complete the tasks that follow it.

Text A
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The modern economy can be divided into three types of production
that reflect the economic development of the society. Let's discuss and
explore the interaction between the primary, secondary and tertiary sectors
of the modern economy. In order the products are made and sold to people
or organizations they must undergo three different production processes.
Each process is implemented in the three specific business production
types: primary, secondary and tertiary.

The primary production involves the extraction of natural resources
(raw materials) from the Earth. This extraction results in raw materials and
basic foods, such as coal, wood, oil, iron and corn. The primary production
process includes agricultural farming, animal breeding, mining, forestry,
hunting, etc. In the U.S. and similarly in the most developed countries in the
world, there is a decline in the proportion of the population that works in the
primary sector. Currently, only 3% of the U.S. nation's labor force is
engaged in primary sector activity. This is a big change from the mid-19th
century in which two-thirds of the labor force were engaged in this sector.

The secondary production involves the transformation of raw
materials into goods. It is a manufacturing process. This transformation
results in wood being made into furniture, steel being made into cars or
textiles being made into clothes, as examples. The types of industries
functioning in this sector are construction, car manufacturing, baking,
metallurgy, machine-building, etc., i.e. all industries, whether heavy or light.
The development into this sector can be attributed to demand for more
goods and food, which leads to industrialization. Though the primary sector
with its natural limit on how much can be extracted, influences the amount of
products manufactured by the second sector. When an economy moves into
the second sector, new farm techniques are used, and industrialization
changes the technologies of producing, distributing and selling goods.
Currently, about 20% of the U.S. labor force is involved in the secondary
sector.

The tertiary productionis the service sector. It involves the
supplying of services to consumers and businesses. This sector provides
services to the general population and businesses, including retail sales,
transportation, catering service, banks, insurance, etc. The service industry
makes up to 80% of the labor force in the developed countries. Hence, the
importance of this sector nowadays is quite explicit because it provides
employment to a great number of people.

1. Answer the questions.
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. What are the types of business production that correspond to the

three levels of economic activity?

. Is there economic interdependence of primary, secondary and tertiary

sectors? If yes, explain why.

. What is primary production?
. What activities does primary business sector include?
. What is the proportion of labour force involved in the primary sector of

the more developed countries? Why?

. How can you explain what the manufacturing process is?
. What is the role of industrialization in the development of secondary

production?

. What examples of industries functioning in the secondary sector can

you draw?

. What is the percentage of working population engaged in the USA

secondary production?

10. Can the tertiary sector be called the service sector?
11. Give examples of service industries.
12. Where does the service industry provide the highest employment?

2. Match the Ukrainian words and phrases to their English equivalents:

BUPOOHMLITBO aBTOMODINIB demand and supply

TPETUHHE BUPOOHULITBO to attribute to smth.

CUpoBMHA retail sales

poboya cuna natural resources

AiANbHICTb NEPBUHHOIO transformation

cekTopy

npupoaHi pecypcu raw materials

nonuT i Npono3unuis to influence the amount of
products

nepeTBOPEHHS employment of population

BAAMBaTK Ha obcar npoayKuil labour force

3aMHATICTb HAaCeneHHs tertiary production

po3apibHa Topriens car manufacturing

NOSACHIOBATN YNMOCH the primary sector activity

3. Make the correct choice in order to complete the sentence.

1. The primary sector of the economy harvests products directly from ...

a. the earth
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b. the economy
c. high technology

2. Things like hunting and fishing are parts of ...
a. farming production
b. the primary sector
c. employment

3. The service industry is generally defined as an industry that ...
a. transforms labour force
b. provides demand and supply
c. does work for a customer

4. The secondary sector takes raw materials from the primary sector
and ....
a. transforms them into services
b. manufactures them into goods
c. moves them into the third sector

5. Good example of secondary production business is ...
a. free market
b. new farm techniques
c. food producers who turn grains into yummy cereal and pasta.

6. ...... , restaurants, transportation, and many more are examples of the
service industries.
a. grocery stores
b. bakery
c. dairy

7. Inthe free market economy ... are defined by supply and demand.
a. resources
b. goods
C. prices

FYI: Some economists argue that there exists a quaternary sector.
Quaternary production sector is said to be the part of the economy that
consists of intellectual activities, such as scientific research, education and
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information technology. Workers in this sector include scholars, researchers,
librarians, etc.

4. Translate into English

5.

1. BisHec po3nidHae noTpebun cnoxmeadiB abo iHWKx ipm. 2. Komnaii

3aKynoBYyOTb pecypcu, To6To dakTopm BMPOOHUUTBA, i BUPOGNAOTb
ToBapu. 3. bidHec BMpobnsie ToBapu i NOCAyrM 3 METOK OTPUMAHHS
NpubyTKy. 4. A 3Hal0, WO IHOYCTPIS MNOCAYr OXOMME PecTopaHHUin
Oi3Hec, TpaHcnopT, 6aHku, po3apibHy TopriBnto, cTpaxoBuin 6isHec
Towo. 5. AKy CUPOBUHY BWUKOPUCTOBYE MNEPBUHHUA CEKTOP? O.
lMpakTnka nokasye, WO HemMae KpaiH 3 EKOHOMIKOK BiflbHOrO PUHKY B
yuctomy Burngagi. 7. Wo Take 3miwaHa ekoHomika? 8. Y 6inbL
PO3BMHYTMX KpaiHax npuMBaTHUMA CEKTOP CTaHOBUTb MNepeBaXxHy
YaCTUHY €KOHOMIKW. 9. BTOPUHHUI CEKTOP Lie APYrMrh KPOK Ha LSSy
Big 3emni oo cnoxwmBada. 10. 30ip Bpoxato pyKTiB, KON-LEHTPW,
NPMBATHI LLKONM — Le Npuknagn TpyaoMicTkoro BupobHmutea. 11. Tn
3HaeL, Lo O3Ha4Yae TePMIH «npmuBaTu3alia»?

Study the examples of companies and industries below. Now arrange
them in accordance with the types of business activity:

insurance, farming, fishing, brewing, oil extraction, clothes making,
transport, beekeeping, coal mining, banking, computer manufacturing,
hunting, retailing, forestry, wood-processing, baking, construction, catering,
vegetables picking, tourism, accommodation business, ore mining, private

clinic,

food production, hair styling, building materials manufacture,

cosmetology, shoe making.

PRIMARY SECTOR SECONDARY SECTOR TERTIARY SECTOR

4 4 4

READING AND SPEAKING
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Skim the text below and tell the class what it is about in few
sentences.

Divide the text into logical parts.

Track the word “industrialisation” and explain its wider meaning within
the given context.

Scan the text for benefits and problems of industrialisation in the
developing world.
Read the text in detail in order to cope with the tasks that follow it.

DEVELOPING or LESS DEVELOPED COUNTRIES (LDCs)

It is very important to recognise two features of the classification of

business activity. The importance of each sector in an economy changes
over time. Industrialisation is the term used to describe the growing
importance of the secondary sector manufacturing industries in developing
countries. In many countries of Africa and Asia, the importance of secondary
sector activity is increasing. This brings many benefits as well as problems.

Benefits:

Total national output (Gross Domestic Product) increases and this
raises average standards of living.

Increasing output of goods can result in lower imports and higher
exports of such products.

Expanding manufacturing businesses will result in more jobs.
Expanding and profitable firms pay more tax to the government.
Value is added to the countries’ output of raw materials rather than
just exporting these as basic, unprocessed products.

Problems:

The chance of work in manufacturing can encourage a huge
movement of people from the country to the towns, which leads to
housing and social problems.

Imports of raw materials and components are often needed, which
can increase the country’s import costs.

Much of the growth of manufacturing industry is due to the expansion
of multinational companies.
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(1) Agree or disagree with the statements below. Use the following
English colloquialisms: Indeed! Exactly! Right you are! | agree. |
disagree. That’s correct. It's absolutely incorrect. | think it is true. No
doubt. In my opinion .... | think it's not true. | doubt it. Not quite.

() Industrialisation is the term to describe the growing of the tertiary
sector in the more developed countries.

(b) The export of raw materials is very profitable for the country.

(c) From the economic point of view, it is important for developing
countries in Africa to continue industrialisation.

(d) The development of the secondary production industries brings
benefits as well as problems.

(e) The more expands the manufacturing business the more people are
employed.

(f) The government pays more tax to big firms.

(g) Unprocessed products do not have added value, that’'s why the profit
from their export is rather low.

(h) Housing becomes a big social problem when people move from the
villages to the towns.

(i) The expansion of multinational companies is a big problem for the
development of national businesses.

(2) Split into two groups, A and B. Group A students ask Group B students
about the benefits of the increasing secondary sector activity in developing
countries. Group B students ask Group A students about the problems
which this increasing activity brings. For this end, you may translate the
appropriate questions provided in Ukrainian and/or ask your own questions:

Group A students: Benefits:

— Lo onncye Tepmin «iHaycTpianizauisa»?

— #Aki nepeBary NPUHOCUTbL PO3BUTOK BTOPUHHOIO CEKTOPY BUPOOHMLTBA?

— Ak pO3BUTOK BTOPMHHOIO BMPOOHMLITBA BNIMBAE HA 3aMHATICTb
HaceneHHsa?

— Yowmy 3pocTaloTb CTaHAAPTU XKUTTA?

— Yn e 36inbLIEeHHSA ekcnopTy TOBapiB pe3ynbTaTOM 3pOCTaHHS
BUpOOHMLTBA?

— AK MOXHa 3HU3UTK iIMNOPT TOBapiB?

— BupobHu4nin 6isHec, WO po3LWNPIOETLCS, NPU3BOAMTL 40 30iNbLUEHHS
pob6ounx MicLb, YN HE Tak?
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— Aki KoMnaHiT cnnayvyTb ypsay Oinbwnm nogaTok?

Group B students: Problems:

— Aki npobnemu Ta pM3MKM BUHUKaKOTb Y 3B’A3KY 3 PO3BUTKOM
BUPOOHMUTBA?

— Yu moxe iHgycTpianisauis npuHecTn npobnemm KpaiHi?

—Yowmy ntogm 3 cena igyTb y MicTo? Aki npobnemu e CnpuymnHioe?

— Yn noTpibHo 36inbLWyBaTH IMANOPT CUPOBUHN B YyMOBaX
iHaycTpianisauii?

— Yomy 3pocTatoTb BUTPATU KpaiHM Ha iMNOpPT?

— AK 3pocTaHHA BUPOOHMYOro CEKTOPY 3anexuTb Bid po3BUTKy b6isHecy
MynbTUHALIOHANbHUX KOMMNAHIN?

— Yu BnnmBatoTb rnobanbHi kKoMnaHil Ha iHgycTpianisauito B Adpudi Ta
A3ii?

Below read about the status of business activity in the developed
countries.

What is the term “deindustrialisation” about?

Track the words and collocations in italics. Make sure you know their
Ukrainian equivalents.

What are the two main reasons of deindustrialisation? (Use the words
and collocations in italics in your answers, as they are contextual pivot
points).

MORE DEVELOPED COUNTRIES (MDCs)

In more developed economies, the situation is reversed. There is a general
decline in the importance of secondary sector activity and an increase in the
tertiary sector. This process is termed deindustrialisation. In the UK the
proportion of total output accounted for by secondary industry has fallen by
15% to 23% in 25 years. The reasons for this include:

Rising incomes associated with higher living standards have led
consumers to spend much of their extra income on services rather
than more goods. There has been substantial growth in tourism,
hotels and restaurant services, financial services and so on — yet
spending on physical goods is rising more slowly.

As the rest of the world industrialises, so manufacturing businesses in
the developed countries face much more competition and these rivals
tend to be more efficient and use cheaper labour. Therefore, rising
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imports of goods are taking labour markets away from the domestic
secondary sector firms.

Developing countries More developed countries
| |
Industrialisation Deindustrialisation
| |
a country is moving a country is moving from
from the primary sector the secondary sector
to the secondary sector to the tertiary sector

* In both cases, these processes both earn the country more revenue.

Reminder:
If you are looking for specific information (eg numbers
or names or answers to specific questions), you don’t
need to start at the beginning of a text and read every
word — it will take too long. You can find the answers

much more quickly by scanning, that is reading quickly
for specific words or ideas. Don’t use a dictionary.
when scanning.

o Look at the questions [a] to [e] below. Scan the text on privatisation
(Text B) for the words in bold. Read the relevant sentences and
answer these questions afterwards:

[a] What is the process of transferring industry from public to
private sector called?

[b] Is the public sector run by the government?

[c] Does privatisation mean a sale of governmental assets?

[d] Why are the practices in the private sector more efficient
than in the public sector?

[e] Is it correct that some services should be in the public
sector? Why?

o Read the text in detail and translate it into Ukrainian.

Text B Privatisation

33




Privatisation is the process of transferring an enterprise or industry
from the public sector to the private sector.

The public sector is the part of the economic system that is run by
government agencies. Privatisation may involve either sale of government-
held assets or removal of restrictions, which prevent private individuals and
businesses from participating in a given industry. Privatisation involves the
government selling national businesses to the private sector to increase
output and efficiency.

Privatisation is an ongoing trend in many parts of the developed and
developing world. Proponents of privatisation maintain that the competition
in the private sector fosters more efficient practices, which eventually yield
better service and products, lower prices and less corruption. On the other
hand, critics of privatisation argue that some services -- such as health care,
utilities, education and law enforcement -- should be in the public sector to
enable greater control and ensure more equitable access.

o Case studies are often used to show how some general rules or a
theory can be used in a real situation. This case study is from a text
book for business studies. It depicts in a nutshell the privatisation of
the railways in the late 1990-ies in Britain.

e Read the case study. Think about whether privatisation was a
strategy of the British government in the 80-ies or a single
instance of a railway company ownership transfer.

e In pairs, ask and answer the following questions:

- What process began in Britain in 19947

- What enterprise was privatised by 19977

- What state-owned businesses were sold off by the
government of Margaret Thatcher?

CASE STUDY

The privatisation of British Rail (BR) was the process by which
ownership and operation of the railways of Great Britain passed from
government control into private hands. Begun in 1994, it had been
completed by 1997. Historically, the British railways had been in state
ownership since 1948, with the operating arm BR controlled by the British
Railways Board (BRB). Under the Conservative government of Margaret
Thatcher elected in 1979, various state-owned businesses were sold off,
including various functions related to the railways - Sealink ferries
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and British Transport Hotels by 1984, Travellers Fare catering by 1988
and British Rail Engineering (train building) by 1989.

Task 1. Choose the one word or phrase that best completes the sentence.

1. The public sector by government bodies.

(A) was used (B) is sold off (C) involved (D) is run

2. The government sells off some national businesses to increase
(A) access (B) efficiency (C) restrictions (D) health care

3. Privatization may occur after a merger with takes place.
(A) another company (B) railway business (C) corruption (D) output

4. All owners want their businesses to .
(A) yield (B) expand (C) ensure (D) sold off

5. The British railways owned by the state increased their efficiency after
having been transferred to

(A) the public sector (B) the British government (C) the private sector
(D) the primary sector

Task 2. Below is a bullet pointed list of few arguments FOR and AGAINST
privatisation. Make a table with two columns in your notepad (as shown
below) and put down the arguments in the corresponding columns. You
need to weigh up carefully to be able to form and express your own opinions
and make your own judgements on the issue.

Arguments FOR privatisation Arguments AGAINST privatisation

e the decisions made by the public industries are based also on the
society needs, while private companies may consider it unprofitable

¢ the profit motive of private business leads to much greater efficiency

e decision making in state bodies can be slow and bureaucratic

e state owned industry is accountable to the country and society

e managers and the staff in private companies are directly involved in
the work they do and motivated by the results
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o failing private business must change or it dies and successful one will
expand having no government limits on growth

e sale of nationalized industries can raise finance for government to
spend it on other state projects

e many industries if privatised can exploit consumers with high prices

SPEAKING

I Business English Verbs (from Business English Verbs by David Evans /
Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn Potter/ Penguin English
— Pearson Education Limited, 2000.)

= |n pairs, read the dialogue. Then swap roles and repeat.
Pay attention to the business verbs (in bold).

Arrangements
A: Shall we set up a meeting to discuss the proposal?
B: That’s a good idea.
A: Can we make a date for some time around the beginning of September?
B: That sounds okay, but | don’t know exactly what I'm doing over the next
few weeks so | can’t confirm it now.
A: That’s no problem. Let’s pencil in a time and date, and I'll call you two
days before so that we can firm it up.

» Read the piece on formalities paying attention at the business verbs
(in bold)

Formalities

Reginald was chairing the meeting today, so it was very formal. At the
beginning he introduced every single person and asked us all to exchange
business cards — which was pointless, because we knew each other
already. Then he made sure that his secretary minuted every single point —
the poor woman didn’t stop writing for the whole hour. And when he closed
the meeting he spoke for so long that three people fell asleep.

1 Match 1-4 with a-d.

1 set up a) a time and date
2 make b) a date
3 exchange C) a meeting
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4 pencil in

2 Match the words with similar meanings.
chair
arrange

confirm
discuss

preside
firm up

d) business cards

debate
set up

o Together with your classmate make up a dialogue on setting up a
meeting at your university department. Think of the topic that will be
under discussion. Exchange your opinions on the candidacy of the
chairperson and the secretary, and their responsibilities at the
meeting. Use business English verbs.

o In pairs, ask and answer the questions about:
e primary, secondary and tertiary sectors
e pros and cons of privatisation
e the difference in business activities in the MDCs and

LDCs
WRITING

o Write down or type in your computer definitions of the terms
“privatisation” and “nationalisation”. Identify two advantages and
disadvantages of both processes and enter them into a table in your

Word file.

ESSENTIAL VOCABULARY

assets
profitable

primary production

secondary production /
manufacturing sector
tertiary production /
service sector

to manufacture goods
free market

mixed economy
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state-owned industries AepXkaBHi nignpuemcTaa

merging 3nnTTA

to expand business po3wnputmn 6isHec

capital intensive business KanitTanomictke BUPOOHULTBO
labour intensive business TpyaOMiCTKE BUPOOHULTBO
private sector NPUBAaTHUI CEKTOP (EKOHOMIKN)
public sector Aep>XaBHUN CEKTOP (EKOHOMIKM)
privatisation npueaTtmsauis

to foster efficient practices CnpusaTN ePEKTUBHUM
npakTukam

to transfer ownership nepegasaTu NpaBo BIIACHOCTI
equitable access PiBHUI OOCTYnN

developing countries KpaliHu L0 pO3BUBAOTHLCS

less developed countries (LDCs) MEHLL PO3BUHEHI KpaiHu

more developed countries (MDCS) BiNbL PO3BUHEHI KpaiHK

1 FORMS OF BUSINESS ORGANISATION

VOCABULARY

1. Study the key words and collocations:

legal organisation (structure) npaBoBa opraHisauiinHa CTpPyKTypa
economy €eKOHOMIKa

economies €KOHOMIKM (SIK EKOHOMIYHI cucTemMmn)
savings mym HakonuyeHHs

to be accountable to ... OyTn Nig3BITHUM (KOMYCb)

to provide full control of ... 3abe3neynTn NOBHUN KOHTPOSb Hag ...
state-run organisation AepxaBHa opraHisauig
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local government

to employ

employee

sole trader

partnership

to carry on a business
private limited company
public limited company
limited liability

business venture

share

to quote shares
on the Stock Exchange

to advertise shares for sale

shareholder
make a profit

decision making

MicLeBi opraHu Bnagm

HammMmaTun Ha poboTy

npauiBHKK, cniBpoBIiTHUK
iHOMBIgyanbHUI NignpuemMeLlb
napTHEPCTBO

BecTu bisHec

3aKpuTeE aKuiOHEPHE TOBapUCTBO
BiAKpUTE akuioHepHe TOBapUCTBO
obmerkeHa BignoBiganbHICTb

pu3nkoBaHe 6i3HeC-NoYMHaHHS,
NiaNPUEMCTBO

akuisi

KOTUpyBaTW akuii Ha poHOOoBIN Gipxi

peknamyBaTy akuii 4ns npogaxy
akuioHep
OTpMMYyBaTh NPUBYTOK

yXBarieHHS pilleHb

2. Match the words to their meanings

1 private

\

a) a person employed for wages or salary;
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2 share
an

3 employee

4 limited liability

5 savings

6 sole trader

7 business venture

8 partnership

9 make a profit

10 private limited

b) (of a service or industry) provided or owned by
individual or an independent, commercial company,
not by the government;

c) LTD, a type of privately held (small) business
entity that limits the number of shareholders to 50;
d) one of the equal parts into which a company's
capital is divided;

e) the state of being a partner or partners

f) a business enterprise in which the expectation
of gain is accompanied by the risk of loss or failure

g) to make money from business or investments

h) the simplest business structure of one person
acting as the individual legally responsible for all
aspects of the business;

i) the liability of an owner of a company is limited to
the amount invested and doesn’t include debts
incurred during the company’s operation;

]) a part of one's assets, usually deposits in

company savings accounts, or all of one's assets.

3. Complete these sentences with words and word partnerships from

Tasks 1 and 2:

« Small start up businesses can opt to run as ... ... , partnerships
or private limited companies.
« Being a public company allows a business to sell ... to investors in

order to raise capital.

o The company must invest into the development of rail networks to
meet the needs of everyone, not justto ... ... .

« A long-standing ban has been lifted and companies will now be able
to advertise their ... ... ... .

« The Amsterdam Stock Exchange is said to have been the first ... ... to
introduce continuous trade in the early 17th century.

e Shares are the
e ... ...process

...... into which a company's capital is divided.
is continuous and indispensable component of

managing any organization or business activities.
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« Aprivate ... ... Is a type of business entity in "private" ownership used
in many jurisdictions in contrast to "public" ownership, with some
differences from country to country.

« As a contracting company, we provide ... ... over the processes of
Client service and execution work.

« The recent tax reforms have made government more ... for its
spending to the civil society.

« It is an employer's duty to protect the health, safety and welfare of his
... and other people who might be affected by his business.

READING

o Look at the words and phrases (a) to (i) below. They are key words
and phrases in the text on private and public sectors (Text A). Scan
the text for these key words and phrases and try to explain how you
understand them:

(a) public sector of economy (b) private sector of economy

(c) entrepreneurial skill (d) central government (e) state-run organisation
(f) ‘strategic’ industries (g) privatisation (h) sole trader

(i) limited companies

o Next step - read the whole text to be able to answer the questions
after it.

Text A Private and public sector

Industry may be classified in other ways, for example by public or
private sector and by type of legal organisation. Some types of legal
structure are only found in the private sector.

What is the private sector of the economy? The private sector
comprises businesses owned and controlled by individuals or groups of
individuals. In nearly every country, most business activity is in the private
sector. The types and sizes of businesses in the private sector can vary
considerably. In developing economies the private sector is small. This is
because of the lack of entrepreneurial skill and the low levels of savings that
are characteristic of this sector in these countries.

What is the public sector of the economy? The public sector
comprises organisations accountable to and controlled by central or local
government (the state). In most countries, certain important goods and
services are provided by these state-run organizations as it is argued that
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they are too significant to be left to private businesses. These usually
include health and education services, defense, public law and order (police
force). In some countries, important ‘strategic’ industries are also state
owned and controlled, such as energy, telecommunications and public
transport. In recent years, there has been a trend towards selling these off
to the private sector, i.e. privatisation. The public sector employs more
people than the private sector.

Private sectfr businesses

Sole Partnerships Limited Cooperatives
trader companies

Private Public

(LTD) (PLC)

Figure 1. The private sector — legal structure

Sole traders. This is the most common form of business organisation.
One person provides the permanent finance and in return has full control of
the business and is able to keep all of the profits. Although there is a single
owner in this business organisation, it is common for sole traders to employ
others but the firm is likely to remain very small.

Partnerships. These are formed in order to overcome some of the
drawbacks of a sole trader. They are agreements between two or more
people to carry on a business together, usually with a view to making a
profit. The agreement to work together does not create a separate legal unit;
a partnership is just a grouping of individuals. When planning to go into
partnership it is important to choose business partners carefully — the errors
and poor decisions of any one partner is considered to be the responsibility
of them all. This also applies to business debts incurred by one partner — in
most countries there is unlimited liability for all partners should the business
venture fail. In the UK, it is possible to set up limited liability partnerships.

Limited companies.
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Private limited companies. The protection that comes from being a
company is therefore substantial. Small firms can gain this protection when
the owner(s) create(s) a private limited company. The word ‘Limited’ or ‘Ltd’
(‘Pte’ in some countries) tells us that the business has this legal form.
Usually the shares will be owned by the original sole trader, relatives,
friends and employees.

Public limited companies. These can be recognized by the use of
‘pIc’ or ‘Inc.’ after the company name. It is the most common form of legal
organisation for really large businesses, for the very good reason that they
have access to very substantial funds for expansion. A plc has all the
advantages of private company status plus the right to advertise their
shares for sale and have them quoted on the Stock Exchange. These
shareholders own the company, but they appoint, at the Annual General
Meeting, a Board of Directors who control the management and decision
making of the business.

Limited companies

There are three distinct and important differences between companies and
the two forms of ‘unincorporated’ business organisations that we have just
studied. These are:

Limited liability. The ownership of companies is divided into small units
called shares. People can buy these and become ‘shareholders’ - part
owners of the business.

Legal personality. .....

Continuity ...

1. Answer the questions.

. What businesses does the private sector comprise?

. Where does business activity chiefly develop?

. Why is the private sector small in developing economies?

. What services and institutions are normally included in the public
sector?

. Which of the two sectors exceeds in the number of employees?

. What is the most common form of business organisation?

. What kind of agreement is a partnership?

. Who are shareholders in private limited companies?

. Who control the management and decision making in public

A W DN PP
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limited companies?
10.What is the main difference between private limited companies
and public limited companies?

2. Match the Ukrainian words and phrases to their English equivalents:

obmexxeHa BignoBiganbHIiCTb
yXBaneHHS pillleHb

oTpumyBaT NPUOYTOK

3aKpuTe akuioHepHe TOBapUCTBO
akuit

3anyyaTu kowTK (Kanitan)
HaKOMUYEHHS

peknamyBaTy akuii 4ns npogaxy
npawiBHUK

3abesnevyBaTu KOHTPONb Haf ...
nignpuemeLb

MicUeBi opraHn Brnagm

decision making
savings

make a profit

sole trader

local government
provide control of ...
private limited company
raise capital

limited liability

shares

advertise shares for sale
employee

3. Make the correct choice in order to complete the sentence.

1. The private sector businesses are controlled by ...

a. individuals

b. groups of individuals

c. stock exchange

2. The private sector is ... in developing countries.

a. average
b. bigger
c. small

3. The public sector organizations are accountable to ...
a. local government
b. central government
C. private companies

4. Some significant goods and services are provided by ...
a. state owned organisations
b. non-governmental organisations
C. cooperatives
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. Selling industries off to private businesses is called ...
. partnership

. accumulation

. privatization

O T 9 O

. Sole trader finances his business and ...
. provides shares

. keeps the profit

. controls the management

O T 9 O

N

. Partnership is ...

o)}

. a limited company
. a grouping of individuals
c. a separate legal unit

(on

8. The abbreviation “Ltd” stands for ...

a. public limited company
b. private limited company
c. legal personality

9. Shareholders are the legal ... of the company.

a. managers
. owners
c. directors.

O

Translate into English.

1. EKOHOMIKa NoAiNseTbCca Ha AepXXaBHUN Ta NPUBATHUN CEKTOPMW.

2. [NpnBaTHUN CEKTOP CTBOPIOKTb KOMMAHIl, SKUMU BOMOAIOTb OKPEMI
nogu abo rpynun nogen.

3. Y npyBaTHOMY CeKTOpi — HanbinbLL PO3BUHYTA AifoBa aKTUBHICTb.

4.Y KpaiHax, L0 pOo3BUBaOTLCH, MPUBATHUN CEKTOP HEBENUKUN Ta
cnabkum.

5. [lep>xaBHUN CEKTOP EKOHOMIK/ KOHTPOMIOKTL LEeHTparnbHi opraHu
BnNagu abo micbka Bnaga.

6. Y Oedknx kpaiHax TenekoMyHikauiHi Nocnyru, Tak camo $K i
rpoMacbKun TPAHCMOPT, Ha4aTb AepXXaBHi KOMNaHIl.

7. Y BaraTbox KpaiHax CBiTy AepxaBHi KoMmnaHii Oynu npoaaHi
npuBaTHOMY Bi3Hecy.

8. lHauBiayanbHUA NigNpPUeEMELb € EOMHMM BITAaCHMKOM CBOro BGi3Hecy.
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9. lNapTHepcTBO — uUe cninbHa poboTa rpynn ocib, sika He €
tOPUANYHOO
ocoboto.

10. KomnaHii 3 o6mexeHow BiAnoBiganbHICTIO MNOAINATb Ha
aKkuioHepHi ToBapucTBa 3akputoro Tuny (Ltd) Ta BigkpwuTi
akuiOHepHi ToBapuCTBa, K NpaBusio - BenNuki kopnopadii (Inc.).

SPEAKING

o Name the types of companies with different legal organisation. What
stands behind the abbreviations Ltd and Inc.?
o In pairs, ask each other questions about the difference between:
e partnership and limited company
e sole trader and private limited company
e private limited company and public limited company

o Study the examples of private sector below and give your own
examples of private sector companies whether small or big:

Examples of the Private Sector

Small, privately owned business form the greater part of the private sector.
Despite this fact, this sector boasts a rich diversity of individuals,
partnerships, and groups — from small mom-and-pop stores (ManeHbkui
cimenHun marasuH) to multi-national conglomerates.

Examples of organizations in the private sector include:

« Sole Proprietors: Designers, Developers, Plumbers, Repairmen

« Partnerships: Dentistry, Legal, Accounting, Audit, Taxation

« Small and Medium-sized Businesses: Retail, Hospitality, Food,
Leisure, Legal Services

« Large Multinationals: Apple, Tesla, Disney, Procter & Gamble,
PepsiCo

« Professional/Trade Associations: Canadian Institute of Management,
American Management Association
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o Discuss with your groupmates information on the private sector input
in GDP (see the Box below), compare the percentage indicators per
country.

Size of the Private Sector

The Gross Domestic Product (GDP) of a country represents the final value
of all goods and services produced in a period of time.

In most developed countries, the private sector contributes a significant
percentage towards its total GDP. The data (as of 2004) is as follows:

United States 89.46%

Canada 87.72%

Australia  85.85%

Japan 84.38%

United Kingdom 83.65%

o Now look at the questions [a] to [e] below. Scan Text B for the
highlighted key words and word combinations. Read the sentences
with these words, then answer the questions:

[a] How can organization achieve a sustainable competitive
advantage?

[b] Is the hierarchical organizational structure in a business
traditional?

[c] Whom does a department manager report to?

[d] How do you understand the term “flatter” organizational
model?

[e] What is the model many large business companies try to
follow?

[f] What does the term “flat companies” mean?

[0] Is a “flat® company equivalent to a self-managed company?

[h] Can a boundaryless corporation be called virtual?

[i] What functions might a company outsource?

[[] When is traditional hierarchy needed?

[k] Who normally makes a decision?

[I] What is the main idea of modern organisation design?

o Read the text in detail and translate it into Ukrainian.
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Text B Organizational structure

An organizational structure defines how activities such as task
allocation, coordination and supervision are directed toward the
achievement of organizational aims. Organizations need to be efficient,
flexible, innovative and caring in order to achieve a sustainable competitive
advantage. Organizational structure in a business can make operations run
smoothly or poorly.

HIERARCHICAL ORGANIZATION

The traditional organizational
structure In a business is hierarchical,
[ | 1 | [ | meaning power flows vertically and
M ® upward, and employees are
ATETEXEEEXY departmentalized. All employees follow a
chain of command. For instance, the CEO
has final say on operations in all divisions,
but each department has a manager who runs day-to-day operations and
ultimately reports to the CEO. A common example is the military. Every
soldier answers to his commanding officer, while the president of any
country is at the top of the chain as commander-in-chief.

I “FLATTER” ORGANIZATION

Another, perhaps the most

practical and scalable FLATTER ORGANIZATIONS
organizational model, is the y— ' A
"flatter" organization. T v [

Unlike the traditonal (*¥* f ‘ T 7 )
hierarchy, which typically sees ‘ l | \ ‘
one-way communication and ' i- Rl Lo ' — ' at Rad

everyone at the top with all the
information and power; a "flatter"
structure seeks to open up the lines of communication and collaboration
while removing layers within the organization. As you can see there are
fewer layers and that arrows point both ways. For larger organizations this is
the most practical, scalable, and logical approach to deploy across an entire
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company. This is the model that most large (and many mid-size)
organizations around the world are moving towards.

In flatter companies, there is still a strong focus on communication
and collaboration, improving the employee experience, challenging the
status quo around traditional management models, and the like.

Il FLAT COMPANIES

The term “flat companies” mean that there are usually no job titles,
seniority, managers, or executives. Everyone is seen as equal. Flat
organizations are also often called or referred to as self-managed
organizations. The most famous
example of this comes from
Valve, the gaming company
responsible for classics such as
Half-Life, Counter-Strike, Portal,

FLATARCHIES

and many others. At Valve [_'7‘ | ' | "\ |
there are no job titles and . 2 . .
nobody tells you what to work r' Lo ' | ! ¥ 1 '1
on. Instead, all the employees (Rl Rad Rad B o o S0

at Valve can see what projects
are being worked on and can
join whichever project they want. If an employee wants to start their own
project, then they are responsible for securing funding and building their
team.

IV BOUNDARYLESS CORPORATION
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One of the most popular organizational structures is the boundaryless
or virtual corporation. For example, a company might outsource several
basic functions, such as customer service, to another company. Other
companies might allow workers to manager their projects. However, some
traditional hierarchy is needed, especially when a problem arises and
someone with authority needs to make a decision.

The main idea of modern organization design is to make
communication more dynamic and blend individual and organizational
solutions together into a cohesive whole. New designs focus on adaptability.
They rely highly on employee involvement, distribute authority based on skill
and have fewer rules and boundaries, resulting in a more organic structure.
Boundaryless structures achieve incredible flexibility by removing
geographical and communication boundaries. They form alliances with other
companies and collaborate in an attempt to remove the boundaries between
competitors.

Task 1. Choose the one word or phrase that best completes the sentence.

1. The private sector is bigger in countries.
(A) developing (B) developed (C) underdeveloped

2. Small businesses form the part of the private sector.
(A) greater (B) different (C) smaller
3. Selling industries off to private businesses privatisation.
(A) have to call (B) is called (C) which is called
4. Task allocation, coordination and supervision activities by
the organizational structure.
(A) is developed (B) are defined  (C) which defined
5. All employees a chain of command.
(A) use (B) develop (C) follow
6. In flatter companies a strong focus is made on and
collaboration.
(A) disintegration (B) communication (C) subordination
7. Such companies are interested to improve the experience.

(A) employee (B) sole trader (C) employer

8. A “flat” company means that usually no job titles, managers, or
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chief executives.

(A) there is (B) they are (C) there are

9. Modern organization design on dynamic communication and
high employee involvement.

(A) are considered (B) is focused (C) focusing

10. A manager runs day-to-day operations and ultimately to the
chief executive.

(A) informs (B) has informed (C) reports

WRITING

Task 2. Each organizational structure has its benefits and disadvantages.
Below are passages on benefits and disadvantages of different
organizational structures. In your notepad or computer divide the page into
two columns as shown below, and put down the arguments on benefits and
disadvantages of different company types in the proper column.

Benefits Disadvantages
\ 4 \ 4
1. ol 1. ..
2. e 2. i
3 3
4. ... 4, ..........

1. Traditional hierarchical company
- employees have a clear knowledge of their role and responsibilities within
the organization;

- the company makes predictable moves and is easily controlled;

- the company tends to have many rules that let managers use
predetermined guidelines for managing conflict.

- the traditional structure can slow down functions in a company in today's
global and Internet-driven economy;

- one-way communication;

- the top management have all the information and power.

2. “Flatter” company
- the most practical and scalable organizational model,

- removes layers within the organization;
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- a strong focus on communication and collaboration;
- improves the employee experience;

- no guidelines to manage conflicts;

- challenges traditional management models;

- not easily controlled.

3. Flat company
- cannot be as practical or scalable for larger organizations;

- smaller and some medium size companies are able to operate in this type
of an environment;

- challenging for organizations with thousands of employees;
- employees can see what projects are being worked on;
- employees can join whichever project they want;

- employees are responsible for securing funding and building their own
team if they want to start their own project.

4. Boundaryless corporation
- relies almost entirely on Internet, phone or email communication and
require little face time;

- no centralized control;
- no allocation of resources;

- network structure linking many separate organizations together to
complete a goal that benefits all;

- well-suited for rapid innovation;

- team or project-based organization with no rigid hierarchy;

- self-managed team is difficult to control and empower;

- a new style of management is required for a self-managed team;

- flexible by removing geographical and communication boundaries;
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- team-based structure is considered unstable.

SPEAKING

I Business English Verbs (from Business English Verbs by David
Evans / Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn
Potter/ Penguin English — Pearson Education Limited, 2000.)

» Read the fragments on the ways to express your opinion and have a
discussion. Read the dialogue about achieving agreement. Then
swap roles and read it again. Pay attention to the business verbs in
bold.

Opinions

| hate people who waste my time in meetings. So if you're just going to state
the obvious, it's probably better to keep your mouth shut. But if you really
want to make a point about something on the agenda, if you want to put
forward a new idea or if you want to propose a solution to a problem, then
I’'m very happy to listen. But whatever you do, don'’t interrupt me when I'm
talking.

Discussion

We’ve been discussing the plan all afternoon. Things started quietly. First
we talked over our roles in the project and then we debated the good and
the bad points of the plan. Unfortunately, everybody had a different opinion
on the budget, so we argued about that for ages. It took us over an hour
just to thrash out a solution on that one point.

Agreement

A: Ok. Let's summarise the position. This is what we've decided so far.

B: | agree with you on point one, that’s okay.

A: But we disagree on point two, so that’s still a problem.

B: We've compromised on point three — I've given a bit and so have you.
Can we please settle this whole thing now and go home?

A: It takes such a long time to hammer out a deal, doesn'’t it?

1. Complete the sentences with business verbs:

- When you have a different opinion from another person, you ... with
him/her.
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- When you want to speak while another person is talking, you ... him/her.
- When you give a little and the other person gives a little, you ... .

2. Match the words with similar meanings:

argue confirm debate discuss
firm up hammer outpropose
put forward talk over thrash out

o Exchange opinions with your groupmates on the inconvenient
schedule of lectures and classes. Discuss the ways to have it
improved. Use business verbs.

o Render the dialogue on agreement with your groupmate.

o In pairs, ask and answer the questions about:
o the difference between private and public sector
e types of organizational structure in business
e advantages of boundaryless (virtual) company

ESSENTIAL VOCABULARY

private sector of economy
public sector of economy
state-run organization
chain-of-command

limited company

sole proprietor

central government

local government

sustainable competitive advantage
hierarchy

top management

chief executive officer, CEO
a self-managed team
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NPUBaTHUN CEKTOP EKOHOMIKM
AepXXaBHUN CEKTOP EKOHOMIKM
AepXaBHa opraHisauis
cuctema nignopsakyBaHHS
KOMMNaHia 3 06MeXeHOo
BiANOBigaNbHICTIO
iHOuBIQYyanbHU NignpuemeLb
HauioHanbHUM ypsag

MmicLueBa Bnaga

CTilKa KOHKYpeHTHa nepesara
iepapxiqa

TOMN-MEHEIKMEHT, BULLE
KepiBHMLTBO

BUKOHaBYMN OUPEKTOP
caMmoKkepoBaHa KoMMaHis



a flat company

boundaryless organization

IV FINANCING BUSINESS ACTIVITY

VOCABULARY

“ropn3oHTanbHa” KoMnaHisa

opraHisauis, sika He Mae
rOpM30HTanNbHUX, BEPTUKANBHNX
ab0 30BHiLLHIX 0OMeXeHb,
HaKnageHux nonepenHbLo
BU3HAYEHOI CTPYKTYPOHD

1. Study the key words and collocations:

to finance expansion of business

the day to day running of the business

type of business
purchase of assets
the running costs
production capacity

to cut unit costs

to keep up with competitors

long term investment

to develop and market new products

to do marketing research

export market(s)
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oiHaHCyBaTK PO3LLUMPEHHS Bi3Hecy
LoaeHHe BegeHHs bisHecy

Tmn GisHecy

npnabdaHHA akTuBIB

NOTOYHI BUTPATU

BMPOBGHMYA NOTYXKHICTb

3HM3UTU BUTPATU HA OOMHULIO
npoayKuii

He BigcTaBaTy Bif KOHKYPEHTIB
AOBrOCTPOKOBI iIHBECTUUIT

po3pobnaTK i npogaBaTU HOBI
NPOAYKTU

NPOBOAUTM MAPKETUHIOBI
JOCnNigKeHHS

€KCMOPTHUN PUHOK



retail outlet po3apibHa ToproBenbHa To4ka

acquisition npnabaHHsA
relocation package periokauinHun nakeT
installation of machinery MOHTaX MaLLlWH

2. Match the words to their meanings:

1 the running costs a) the amount of money regularly spent on
salaries, heating, lighting, and rent, etc.

2 purchase of assets b) a country or group of countries to which goods
and services from another country are sold

3 long term investment c) a total expenditure incurred by a company to
produce, store, and sell one unit of a particular
product or service

4 production capacity d) a store that sells smaller quantities of products
services to the general public

5 export market e) to promote and sell products to customers

6 to market products f) agreement between buyer and seller to acquire
an organization's assets

7 to do research g) asset that a company intends to hold for more
than a year

8 acquisition h) manufacturing performance

9 retail outlet i) purchase of most or all of another company’s

shares to gain control of that company

10 unit cost(s) J) to conduct investigation

3. Complete these sentences with word partnerships from Tasks 1 and 2.
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e ... ... ... account differs largely from the short-term investment
account in that it will not be sold for years and, in some cases, may
never be sold.

e London-based CIT Bank specialises in property..., asset
management and development.

o ... .. is a volume of products that can be generated by a plant in a
given period by using current resources.

e A long-term ... is an account a company plans to keep for at least a
year such as stocks, bonds, real estate and cash.
e Poland has become the number one export ... for Ukrainian goods in

2019.

e A ... .. which generally sells food products and household items,
properly placed and arranged in specific departments is called a
supermarket.

e The Hitachi Transport System Group has advanced technology and
expertise to successfully carry out removal, transportation, and ... of a
wide variety of machinery.

e A company can cut ... ... by using less expensive materials or
increasing production efficiency, which decreases the cost of labour
per unit.

e Sole proprietorship is the most common ... of online ... due to its
simplicity.

e The... ... of a business are the amount of money that is regularly
spent on things such as salaries, heating, lighting, and rent.

Reminder:
Skimming means reading quickly in order to find
out the main idea(s) of the text

READING

o Skim the text below. Say what it is about.
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o Look at the words and phrases (a) to (i) below. They are key words in
Text A. Scan the text for these key words and try to explain their
meanings.

(a) finance (b) assets (c) purchase of assets (d) the running costs
(e) production (f) to market products (g) competitor (h) to do marketing
research (i) to enter a new market (j) acquisition (k) employee (l) supplier

o Next step - read the text in detail to complete the tasks that follow it.

Text A Why do businesses need finance?
Finance is the money available to spend on business needs.

Right from the moment someone thinks of a business idea, there
needs to be cash. As the business grows there are inevitably greater calls
for more money to finance expansion. The day to day running of the
business also needs money.

The main reasons a business needs finance are to:

Start a business. Depending on the type of business, it will need to finance
the purchase of assets, materials and employing people. There will also
need to be money to cover the running costs. It may be some time before
the business generates enough cash from sales to pay for these costs.

Finance expansions to production capacity. As a business grows, it
needs higher capacity and new technology to cut unit costs and keep up
with competitors. New technology can be relatively expensive to the
business and is seen as along term investment, because the costs will
outweigh the money saved or generated for a considerable period of time.
And remember new technology is not just dealing with computer systems,
but also new machinery and tools to perform processes quicker, more
efficiently and with greater quality.

To develop and market new products. In fast moving markets, where
competitors are constantly updating their products, a business needs to
spend money on developing and marketing new products e.g. to do
marketing research and test new products in "pilot" markets. These costs

58



are not normally covered by sales of the products for some time (if at all), so
money needs to be raised to pay for the research.

To enter new markets. When a business seeks to expand it may look to
sell their products into new markets. These can be new geographical areas
to sell to (e.g. export markets) or new types of customers. This costs money
in terms of research and marketing e.g. advertising campaigns and setting
up retail outlets.

Take-over or acquisition. When a business buys another business, it will
need to find money to pay for the acquisition (acquisitions involve significant
investment). This money will be used to pay owners of the business which is
being bought.

Moving to new premises. Finance is needed to pay for simple expenses
such as the cost of renting of removal vans, through to relocation packages
for employees and the installation of machinery.

To pay for the day to day running of business. A business has many
calls on its cash on a day-to-day basis, from paying a supplier for raw
materials, paying the wages through to buying a new printer cartridge.

1. Answer the questions.
What is finance?
What are the reasons for a business to have finance?
Is it necessary to have money to cover the running costs?
How is it possible to keep up with competitors?
What does the “new technology” imply?
Why is marketing research needed in business?
Are the research costs usually covered by sales of the products?
How do you understand the collocation “to enter new markets”?
What types of new markets do you distinguish?
Why are advertising campaigns needed in entering new markets?
. What is acquisition in business?
What are simple expenses to pay for?
What costs are paid for running business daily?

© 0o NOOAWNE
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2. Match the Ukrainian words and phrases to their English equivalents:
BUXOAUTU Ha HOBI PUHKU developing a new product

BUTPATU Ha JOCNIIKEHHS to purchase assets
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oiHaHCyBaTN PO3LLUNPEHHS
npnabaHHs

BeaeHHs bisHecy
KOHKYPEHT

npnabaTtn akTuem

notpebu 6isHecy

running of the business
business needs
research costs

to own business

to finance expansion

to enter new markets

maTm Bi3Hec acquisition
PO3POSIEHHSA HOBOTO NMPOAYKTY competitor
3. Make the correct choice in order to complete the sentence

1. The equivalent word for the money spent on business needs is ...

a. products
b. materials
c. finance

2. To start business one needs to finance the purchase of ... .

a. market
b. vans

Cc. assets and materials

3. There are different types of ... .

a. package
b. business
c. cartridge

4. In order to perform efficiently a business needs new ... .

a. technology
b. cash

c. employing people

5. Higher production ... allows cutting costs per unit.

a. research
b. expenses
C. capacity
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To keep up with ... a company should invest in developing and
marketing a new product.

a. machinery

b. wages

C. competitors

Business companies are permanently doing ... ... in order to update
their products.

a. simple expenses

b. advertising

c. marketing research

...... can be new countries or new types of customers.
a. new technologies
b. new markets
c. relocation packages

The setting up of a new retail outlet is preceded by a big ... ... .
a. product selling
b. advertising campaign
c. paying the wages.

Translate into English.

[Ana po3wmpeHHs BisHecy HEMUHYYe NOTPiOHe 3HaYHe piHaHCYBaHHS.
HoBi TexHonorii noTpibHi Ans 36inbweHHss BUPOOHNYNX NOTYXXHOCTEN.
MpnabaHHA HEPYXOMOCTI po3rnagacTbCs SK npuknag 4OBroCTPOKOBOI
iHBECTWULIT.

byab-gaka komnaHis nNoBMHHA MaTW rpowi AnNs NOKPUTTA MNOTOYHUX
BUTpaT.

Po3pobneHHss HOBOro  nNpoaykty notpebye  MapKeTUHroBoro
AOCNIOXKEHHSI Ta TECTYBAHHS NPOAYKTY.

Ansa Toro wobwn BUATN Ha HOBI PUHKK, Tpeba BMKOHATU MapKETUHIOBI
OOCITIOKEHHS.

Y 2018 poui ykpalHCbKi cifibckorocnogapyi BUPOOHMKM BUALLNK Ha 85
HOBWX EKCMOPTHUX PUHKIB.

Kopnopauist mae wykaTtu rpowi ansa npnadaHHs HOBUX aKTUBIB.
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9. [Ins npocyBaHHS HOBOro obnagHaHHA 6i3HeCMeH 3anycTuB MOTYXHY
peknamMHy KamnaHito.
10.Mnata 3a opeHAy NPUMILLEHHA | TpaHCNOPT Tak camo, fK i 3a
onarneHHs,
ereKkTpUKy TOLWO, HanexunTb 40 NOTOYHUX BUTpPAT.

SPEAKING

o Say, why a business needs to get finance.

o In pairs, explain to each other the main reasons for a business to be
financed. Ask each other questions on the issue.

o Look at the questions [a] to [f] below, they have words in bold. Scan
the text on business accounting (Text B) for these key words, read the
relevant sentences and after that answer the questions:

[a] What is business accounting?

[b] How can accounting be done in large organisations?

[c] What techniques is used by accountants to do recording?
[d] What are internal and external users?

[e] What is implied by “liabilities™?

[f] How do you understand the words “stakeholders’ equity”?
[0] How is a set of universal accounting standards named?

o Read Text B in detail.

B Business Accounting

What is business accounting? Business accounting is the systematic
recording, analysing, interpreting and presenting of financial
information. Accounting may be done by one person in a small business, or
by different teams in large organisations Accountingis the way
a business keeps track of its operations.

Business accounting consists of three basic activities: identifying,
recording and communicating the economic events of a company.
Accountants identify economic events such as transactions and
investments. Accountants use bookkeeping techniques to systematically
record economic events. Finally, accountants use financial statements to
present their records to people who use accounting information.

62



Sometimes, accounting might also mean analyzing and interpreting
financial statements and explaining the meaning of reported data.

Accounting Information Users

Two broad groups of people use business financial statements,
internal users and external uses. Internal users need accounting data to
help them run the company. Internal users include marketers, supervisors
and financial officers. Managerial accountants manage and report
information to internal users.

External users usually need accounting information for investment or
legal reasons. External users include investors, creditors and government
agencies. Financial accountants manage and report information to external
users.

Elements of the Accounting Equation

Business accounting financial records describe what a business is
owed and what it owns. What a business owns is called “assets.” What a
business owes is split into two categories, liabilities (credit debts) and
stockholders’ equity (investor debts). “Assets=Liabilities+Stockholders’
Equity” is the accounting basic equation that all accountants use to record
and report.

This equation is the same for a huge corporation as it is for the
restaurant around the corner. Accounting red flags should go up if assets
fail to equal liabilities and equity.

Generally Accepted Accounting Principles

The agencies that regulate U.S. accounting and financial markets,
the Securities and Exchange Commission, and the Financial Accounting
Standards Board, created a set of universal accounting standards known
as Generally Accepted Accounting Principles, or GAAP. GAAP ensure that
all accountants identify, record and report the same way. GAAP dictates
that accountants use the cost principle, meaning that accounting items are
always recorded at their initial cost.

GAAP also imposes assumptions, such as the monetary unit
assumption that describes transactions as data expressed in monetary
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terms, and the economic entity assumption that legally describes business
types.

Task 1. Choose the one word or phrase that best completes the sentence.

1. Any business controls its financial operations through
(A) monitoring (B) transactions (C) accounting

2. and communicating are the company’s business accounting
activities.
(A) investments (B) investing (C) recording

3. An accountant develops to provide the chief executive and
relevant authorities with the accounting information.
(A) input data (B) financial statement (C) bookkeeping

4. Accounting information is used by to run the company.
(A) creditor (B) agency (C) financial officer

5. Investors need financial information not only for investment but also for

(A) legal reasons (B) reporting (C) identification

6. The property and resources that a company owns are called
(A) standards (B) records (C) assets

7. Assets must equal and liabilities.
(A) stakeholders (B) equity (C) equations

8. GAPP is a complex of accounting standards to ensure a single
way of reporting.

(A) universal (B) readable (C) complicated

READING AND WRITING
Task 2.

o Case studies are often used to show how some general rules or a
theory can be used in a real situation. In the Box there is a case study
related to the worst corporate accounting scandals in the 2000s. It is
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an example of how accounting ethics and oversight is observed by
the US government.
e Read the case study below. Browse on the Internet for the
following information:
full names of the companies involved
the years of the accounting scandals
what happened in each particular company
penalty imposed on each company
e Write down or type in this information to share in class.

CASE STUDY

Ethics is fundamental to accounting because so many people depend on honest
and error-free financial statements. In 2002, several high-profile accounting
scandals involving AIG, Enron, WorldCom and others, crippled the economy.
The government responded by initiating the Sarbanes-Oxley Act of 2002 (SOX),
a law that holds company financial officers directly responsible for accounting
fraud and oversight. SOX law and other accounting laws combine with ethical
sensibilities to create accounting data that users can trust.

Task 3.

o Here are some basic accounting concepts and accounting
terminology. Once you become familiar with some of these terms and
concepts, you will feel comfortable navigating throughout certain
accounting information and materials. Some of the basic accounting
terms that you need to know include:

Bookkeeping, revenues, expenses, assets, liabilities, income
statement, balance sheet and statement of cash flows, accounting
debits and credits, transactions.

o Browse for the terms explanations and save them in your computer
to present in class. Here is an example:
Eg. Bookkeeping - recording financial transactions.
SPEAKING

I Business English Verbs (from Business English Verbs by David Evans /
Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn Potter/ Penguin English
— Pearson Education Limited, 2000.)

» Read the fragments on finance. Then swap roles and repeat.
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Pay attention to the business verbs (in bold).
Finance

Internal Memo

The truth is that our factories are much too old-fashioned — this company
needs to invest in new machinery. But where’s the money going to come
from — how are we going to fund this? In our position, the only practical way
to raise money is to issue more shares. And let's hope that people buy
them, because if they don’t, we’re almost certain to go bankrupt.

Dealing

A coffee percolator distribution company deals in shares. Normally they just
trade — in other words, they buy and sell. But it's not always as simple as
that. Sometimes they go long — they buy shares and keep them because
they think their value will rise. And sometimes they sell shares that they
haven’t bought yet because they think their value will fall — that’'s called
going short. Obviously, it's risky but they can always hedge by buying lots
of different kinds of shares and hope that if one goes down another will go

up.
1. Match the words with similar meanings:

deal put money go bankrupt
fail invest trade

2. Complete the sentences with the verbs:

- That company is selling shares it hasn’t got, it'’s ... ....

- The man buys and sells shares; it means he just ...

- In order to ... the new equipment we need to ... money.

- This company production is not cost-effective, so it can’t ... shares.

3. Replace the words in bold with business verbs or verbals:

- The board of directors solved the problem by putting money into the
supermarket chain.
- They didn’t sell shares when their value was falling, so the firm
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failed.

- The retailers buy and sell goods and services.

- He thinks he can avoid the risk and save his company by splitting it up.

SPEAKING

o Split into pairs or small groups. Say to each other what you know
about shareholding. The following questions can be helpful:

- What it means to be a shareholder?
- Who are common shareholders?
- Can employees be shareholders?

- Who can be shareholders?

- What are the three types of ownership structures?

- What are shareholders’ rights?

Note: If you have some difficulties answering the above questions, search

for the explanations on the Internet.

o Make up sentences of your own using the new words and phrases

from the Essential Vocabulary.

ESSENTIAL VOCABULARY

finance, n

to start a business

the purchase of assets
to generate cash
KOLLITK

cover the running costs

to perform processes with greater quality
to develop and market new products

to enter new markets
to sell products into new markets

the running of business
on a day-to-day basis
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novatu Gi3Hec

npuabaHHsa akTuBIB
reHepyBsaTtu rPOLLOBI

NMOKPUTH NOTOYHI BUTPATU

[iaTn BinbL AKiCHO
po3pobnaTK Ta npogasaTu
HOBI TOBapw

BUNTU Ha HOBI PUHKM
npogaesatn NpoayKuito Ha
HOBWUX PUHKaX

BeaeHHs b6isHecy

LLIOAHS



accounting
bookkeeping

balance sheet

to raise money

to go bankrupt

to issue shares
financial records
statement of cash flows

accounting equation

UNIT V BUSINESS MANAGEMENT

VOCABULARY

1. Study the key words and collocations.

to administer business

to control the affairs of the org-n

efficiently and effectively

goal-oriented

multi-dimensional

dynamic function
intangible force

a predetermined objective

to manage operations

a multi-disciplinary activity

interconnected to one another
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Byxrantepcbkuii 061K
ByxranTepiqa, paxiBHULTBO
GanaHcoBwui 3BIT, 6banaHc
30mpaTu KowTK
36aHKkpyTyBaTH

BUNYCKaTW akuil
iHaHCOBa AOKyMeHTauiqa
3BIT MpPO pyx [rpoOLIOBUX
KOLUTIB

GanaHcoBe piBHAHHSA

agmiHictpyBaTm bisHec

KOHTpONBAaTH
opranisauii

crnpasu

NPOAYKTUBHO | eDEKTUBHO

uinecnpsmoBaHo
GaraToBUMIpHUN
AVHaMiYHa yHKLUIA
HemaTtepianbHa cuna

3asganerigb
MeTa

BM3Ha4eHa

KepyBaTu onepauisMmm

MynbTUgMCUMNIIiHapHa
AISINbHICTb

B3aeMONoB ' A3aHi MiXK
coboto



top level management

Board of Directors

Chief Executive Officer (CEO)
Chief Financial Officer

middle level management

lower level management

strategies

policies
corporate ladder
departmental head

division manager

KepIiBHMLUTBO BULLIOIO PiBHS
paga oupekTopis
BUKOHaBYMIN OUPEKTOP
doiHaHCOBUI OMPEKTOP

KEepIBHMUTBO CepeaHboro
piBHS

KEPIBHULTBO HUXXYOrO PIBHSA

OCHOBHI HanpAMKu
AISNbHOCTI

NPUHUMNK | npaBuna
KopnopaTuBHi LWabni
KepiBHUK AenapTaMeHTy

Ha4YarnbHUK
/Bigainy

nigposainy

2. Match the words with their meanings:

1 manage and be responsible for the a) a course or principles of action

running of a business, organization,

etc.

2 policies

3 board of directors
4 strategies

5 multi-dimensional

b) of or involving several dimensions
or aspects

c) target-driven

d) career advancement

e) administer a business or
organisation

6 to work in a well-organised and f) policy designed to achieve a major

competent way

or overall aim

69



7 goal-oriented g) interlinked
8 multi-disciplinary h) non-executive directors
9 corporate ladder i) efficiently and effectively

10 interconnected (to one another) J) interdisciplinary

3. Complete these sentences with words and word partnerships from
Tasks 1 and 2:

e ... is the administering of an organization, whether it is a business,
a not-for-profit organization, or government body.

e ... ... ..., such as members of aboard of directors and a chief
executive officer set the strategic goals of the organization and make

decisions.

e The term "management” may refer to those people who manage an
organizationi.e., .....

e Branch managers, regional managers, department managers and

section managers are ... ... ... They communicate the strategic goals
of senior managementto ... ... ... managers.
°* ... ... is a group of people who jointly supervise the activities of

an organization such as a business, nonprofit organization, or
a government agency.

e The..... of a corporation or company typically reports to the board of
directors and is charged with maximizing the value of the business.

e Colleges and universities around the world offer bachelor's degrees,
graduate degrees, diplomas and certificates in ... .

e ... ... ... or "front line" managers are usually responsible
for controllmg and directing regular employees and assigning their
tasks.
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e All businesses are ... ... that is they are focused on reaching specific
objectives and work towards clear and measurable targets.

e Management is considered to be ... because it has three dimensions:
management of work, management of people and management of
operations.

READING

o Look at the words and phrases (a) to (i) below. They are key words
and phrases in the text on management (Text A).

o Scan for these key words and phrases in Text A and explain how you
understand them:

(a) definition (b) business environment (c) to achieve objectives

(d) continuous process (e) marketing (f) supervision (g) teamwork

(h) organisation’s performance (i) formulate and implement strategies

o While scanning also find in the text:
e definition of “management”
¢ the main distinctive features of management
e the management hierarchy that represents the position and
rank of executives and managers

o Now read the whole text attentively in order to answer the questions
after it.

Text A What is Management?

Definition: Management can be defined as the process of administering and
controlling the affairs of the organization, irrespective of its nature, type,
structure and size. It is an act of creating and maintaining such a business
environment wherein the members of the organization can work together,
and achieve business objectives efficiently and effectively.

Management acts as a guide to a group of people working in the
organization and coordinating their efforts, towards the attainment of the
common objective.

In other words, it is concerned with optimally using 5M’s, i.e. men,
machines, material, money and methods and, this is possible only when
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there are proper direction, coordination and integration of the processes and
activities, to achieve the desired results.

Characteristics of Management
Universal
Goal Oriented
Continuous Process
Management Multi-dimensional
Group Activity

Dynamic Function

(BUSINESS JARGONS) Intangible Force

= Universal: All the organizations, whether profit-making or not,
require management, for managing their activities. Hence
management is universal in nature.

= Goal-oriented: Every organization is set up with a predetermined
objective and management helps in reaching those goals timely,
and smoothly.

= Continuous process: It is an ongoing process which tends to
persist as long as the organization exists. It is required in every
sphere of the organization whether it is production, human
resource, finance or marketing.

= Multi-dimensional: Management is not confined to the
administration of people only, but it also manages work, processes
and operations, which makes it a multi-disciplinary activity.

= Group activity: An organization consists of various members who
have different needs, expectations and beliefs. Every person joins
the organization with a different motive, but after becoming a part
of the organization they work for achieving the same goal. It
requires supervision, teamwork and coordination, and in this way,
management comes into the picture.

= Dynamic function: An organization exists in a business
environment that has various factors like social, political, legal,
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technological and economic. A slight change in any of these factors
will affect the organization’s growth and performance. So, to
overcome these changes management formulates strategies and
implements them.

= Intangible force: Management can neither be seen nor touched
but one can feel its existence, in the way the organization
functions.

All the functions, activities and processes of the organization are
interconnected to one another. And it is the task of the management to
bring them together in such a way that they help in reaching the
intended result.

Levels of Management

A

Middle Leved
Management.

Lower Level Management
_(HRMP, Human Recourse Management Practice)

The three management levels form the management hierarchy, that
represents the position and rank of executives and managers in the chart.

1. Top-Level Management: This is the highest level in the
organizational hierarchy, which includes Board of Directors and Chief
Executives. They are responsible for defining the objectives,
formulating plans, strategies and policies.

2. Middle-Level Management: It is the second and most important level
in the corporate ladder, as it creates a link between the top and lower-
level management. It includes departmental and division heads and
managers who are responsible for implementing and controlling plans
and strategies which are formulated by the top executives.

3. Lower Level Management: Otherwise called as functional or
operational level management. It includes first-line managers,
foreman, supervisors. As lower-level management directly interacts
with the workers, it plays a crucial role in the organization because it
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helps in reducing wastage and idle time of the workers, improving the
quality and quantity of output.

Answer the questions.

What is management?

Does the process of administering and controlling depend on the
nature, type and structure of organisation?

How can business objectives be achieved effectively?

What are the main parameters of management?

Is the process of management ongoing or intermittent?

Explain, why the management process is multi-dimensional.

Does the group activity require management? Why?

How is the dynamic function of management displayed?

How can you explain what the intangible force of management is?

10 What are the management levels?
11. What is the task of management?
12. What are the top level management responsible for?
13. Which level is crucial in the management hierarchy?

Match the Ukrainian words and phrases to their English equivalents:

ANHaMiYHa dyHKLIS common objective

HayanbHWUK Big4iny implement plans

NPOLYKTUBHO policies

BignosigaTtn 3a ... interconnected

AOCArTU pesynbTraris efficiently

bi3Hec cepenoBuLLe dynamic function

B32aEMOINOB’'A3aHi be responsible for

KOHTpONBaTK, Harnsaatm achieve results

NPUHLMNK | NpaBuna supervise

cnifibHa MeTa head of division

BTiNtOBaTU NiaHn business environment

3.

Choose the letter of the underlined word or phrase that is not correct.

1. Management is essence for an organised life and necessary to run all

A B

types of organisations.

C
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2. Whether management is an art or science, will continue be a subject

A B C
of debate.
3. Practically, all CEQO’s are university graduates. Hence, the reason for
A

to include business degree programs in all academic institutions.
B C
4. Management is a sets of principles relating to the functions of planning,
A B C

organizing, directing and controlling.
5. Application of these principles efficiently and effectively is crucial in

A B
to achieve business goals.
C
6. The concept of management is as old as the human race
A B
themselves.
C

7. A village open market in a tribe or a large department store in
A
a modern city serving the same needs in a similar fashion.

B C
8. The basic form of management and organizational structure seems

A B
to have exist since the beginning of the organized human activity.

C
9. The Egyptian pyramids, built as early as 3000 BC., require the
A B
organised efforts of over 1,00,000 workers.
C

4. Make the right option to complete the sentence.

1. The modern organisation is very much ... and complex with many
technological innovations.

a. updated
b. sophisticated
c. general
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Management, as ..., is not only an essential element of an organized
society but also an integral part of life when we talk about managing
our lives.

a. a system

b. achieved

c. a result

The late President of the United States, John F. Kennedy once said
that, the role of management in our society ... ... in human progress.
a. are important
b. be ignored
C. is critical

A study of various people around the world shows good examples
... organizational structures and organizational evolution over the
years.

a.in

b. over

c. of

For example, let us look at the managerial role of a simple housewife
and how she uses the managerial ingredients in ... the home.

a. supporting

b. managing

c. functioning

She monitors and controls the household budget and ... and other
activities.

a. expenses

b. products

C. services

. of management in a systematic and scientific way as a distinct

body of knowledge is only of recent origin.

a. the research

b. knowledge

c. the study

Translate into English.
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1. MeHeoKMEHT Mae BaxnunBe 3HAYEHHS ONA OpraHi3oBaHOro Xuttda i €
HeoOXiaHUM ONs ynpaBriHHA BCiMa BUOaMun opraHisauin.

2. YNpaBniHHSA XUTTAM O3Ha4Ya€ OOCATHEHHS XXUTTEBUX LiNEN.

3. KepiBHMUTBO CTBOpIOE Ta MNIATPUMYE LiNIOBE cepenoBulle, B AKOMY
YfeHW opradisauii MOXyTb cniBnpauiBaTM |  NPOAYKTUBHO W
edeKkTUBHO gocaraTtn BisHec-Linen.

4. Yci opraHizauii, npubyTkoBi 4M  HenpubyTKOBi, NOTPebylTb
KepiBHMUTBA N4 ynpasniHHSA IXHBOK OiSSIbHICTHO.

5. Ina [OCArHEeHHs CninbHOT MeTU KomnaHis notpebye koopawHauii,
KOHTPOSO Ta Harnagy, a TakoX KoOMaHAHOT poboTu.

6. MeHeKMEeHT — LUe He TiNbKA KepyBaHHA MogbMWU, a W ynpassliHHA
Pi3HMMU npoLecamu 1 onepavismu.

7. byab-gka komnaHisa 4n opraHisauisi iCHye B OinNOBOMY CepefoBMULLi, B
AKOMY  (QYHKUIOHYKOTb  pPi3Hi  couianbHi, MOMITUYHI, NpaBoBi,
TEXHOJIOrYHI 1 eKOHOMIYHI dpakTopw.

8. YnpaBniHHA — Ue HemaTtepianbHa cuna, KKy MOXHa BigyyBaTn 4epes
npaBuUIibHY OpraHiszauito poboTn KoMnaHii.

9. MeHeMKMEHT HMXKYOro PiBHA Bigirpae BaXKnuBY poOfb B opraHisauil,
TOMY LLO Be3nocepeHbO BNMBAE Ha NiABULLEHHSA SKOCTI Ta KiSTbKOCTI

npoayKuii.

READING AND SPEAKING

o Below are definitions of management developed by different authors.
Run through them and say which definition:
- is the most applicable in your opinion;
- you like most of all and why.
o Now read the definitions attentively and summarize the main
characteristics of management in a short statement. Use the following
conversational cliches in order to:

start observation: as to ...; speaking of ...; with respect to ...; concerning
.., regarding/with regard to ... when it comes to ..., as far as ... is
concerned,;

express approval: there is no (little) doubt that ...; nobody doubts that ...;
it is right to say that ...;
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express doubt or disagreement: it looks unlikely that ..., it's rather
questionable if ...; there’s doubt as far as this is concerned, this doesn’t
seem to be so;

Many management thinkers have defined management in their own ways.
Here are some of them:

r a set of activities directed at the efficient and effective utilization of
I resources in the pursuit of one or more goals.” (D.D. van Fleet and T.O.
| Peterson)

“...working with human, financial and physical resources to achieve
organizational objectives by performing the planning, organizing, leading
and controlling functions.” (L.C. Megginson, D.C. Mosley and P.H. Pietri)

“Management is an art of knowing what to do, when to do and see that it is
done in the best and cheapest way.” (F.W. Taylor)

“Management is an art of getting things done through and with the people in
formally organized groups. It is an art of creating an environment in which
= people can perform and individuals can co-operate towards attainment of :
the group goals.” (Harold Koontz) ¥

:- Management is a problem-solving process of effectively achlevmg i
; organizational objectives through the efficient use of scarce resources in a : i
Ichanglng environment.” (R. Kreitner)
o In pairs or in small groups make your point regarding management:
- having a universal nature;
- as a continuous process that never ends as long
as the organisation operates;
- as a group for business coordination and
supervision.
o Below is Text B. Look through the text and say what it is about in one
or two sentences.
o Look at the questions [a] to [f], they have words in bold. Scan Text B
for these words, read the sentences containing them and then answer
the questions:
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[a] What ability management require except specialized
knowledge?

[b] How many functions of management are identified now?

[c] Whom do managers discuss the short- and long-term
goals with?

[d] Can the improvement of company sales be the
organisation’s goal?

[e] Is assigning work the important element of organizing?

[l What management function do motivating and
communicating imply?

[0] What should managers do to work towards the success of
a company?

o Find in the text the sentence that explains:
- what the planning function includes;
- how managers ensure the implementation of all functions.

o Read the text attentively and be ready to do the tasks that follow.

Text B Functions of Management

While most positions and departments within a business are tasked
with specific duties based on particular knowledge, expertise, or company
needs, managers can have a broader and more complex set of
responsibilities. More than just specialized knowledge, management
requires an ability to navigate numerous procedural, structural, and
interpersonal challenges in the process of guiding one's team to the
completion of various goals.

Originally identified by Henri Fayol as five elements, there are now
four commonly accepted functions of management that encompass these
necessary skills: planning, organizing, leading, and controlling.

Planning
One main role of a manager is creating a plan to meet company goals
and objectives. This involves allocating employee resources and delegating
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responsibilities, as well as setting realistic timelines and standards for
completion.

Managers deal with planning when they meet with company
leadership to discuss short- and long-term goals, and when they
communicate the specifics of a new project to their team.

This step inolves mapping out exactly how to achieve a particular
goal. Say, for example, that the organization's goal is to improve company
sales. The manager first needs to decide which steps are necessary to
accomplish that goal. These steps may include increasing advertising,
inventory, and sales staff. These necessary steps are developed into a plan.
When the plan is in place, the manager can follow it to accomplish the goal
of improving company sales.

Organizing

Along with planning, a manager's organizational skills can help to
ensure a company or departmental unit runs smoothly. From establishing
internal processes and structures to knowing which employees or teams are
best suited for specific tasks, keeping everyone and everything organized
throughout daily operations are important functions of management.

After a plan is in place, a manager needs to organize his or her team
and materials according to the plan. Assigning work and granting authority
are two important elements of organizing.

Managers also need to be able to reorganize in response to new
challenges. For example, it could mean significantly altering a team's
internal structure and roles in response to company growth.

Leading

Managers should be comfortable and confident commanding their
team members’ daily tasks as well as during periods of significant change or
challenge. This involves projecting a strong sense of direction and
leadership when setting goals and communicating new processes, products
and services, or internal policy.

Leadership can manifest itself in a number of ways. Leading involves
motivating, communicating, guiding, and encouraging. It requires the
manager to coach, assist, and problem solve with employees. Often,
managers may function as leaders even during small personal interactions
by modeling supportive, encouraging, and motivational qualities.

Controlling
To ensure all of the above functions are working toward the success
of a company, managers should consistently monitor employee
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performance, quality of work, and the efficiency and reliability of completed
projects. Control (and quality control) in management is about making sure
the ultimate goals of the business are being adequately met, as well as
making any necessary changes when they aren't. Manager needs to
continuously check results against goals and take any corrective actions
necessary to make sure that his area's plans remain on track.

Task 1. Choose the one word or phrase that can complete the sentence.

1. Managers need to have not only specialized knowledge but also a big
scope of different
A. results B. actions C. responsibilities

2. Planning, organizing, leading, and controlling are all the major
of management.

A. coordination B. plans C. functions
3. The plan by the manager has to meet the company’s goals and
objectives.

A. developed B. involved C. working
4. The goals, which managers normally with the company CEO
should be short-termed and long-termed.

A. break in B. discussed C. discuss
5. is one of the important functions of management.

A. functioning B. entertaining C. organizing
6. If the company , there is an urgent need to start changing its
structure as well as the roles of the team members.

A. has plans B. is growing C. has performed

7. When there is a challenge, managers may function as

A. leaders B. experts C. employees
8. Corrective actions and/or changes if the business goals are not
achieved.

A. were important B. will be C. are necessary
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9. the performance of employees is one of the manager’s tasks.

A. monitoring B. to start C. challenging
10. The effectiveness of a project heavily __ the manager work.
A. depend on B. depends on C. dependent on

Task 2. Say whether these sentences are True, False, Not given:

1. Manager ensures that the right person is appointed to the right job.

2. The controlling function of management involves a number of steps to be
taken to make sure that the performance of the employees is as per the
plan.

3. Planning, the first function of management, implies guiding, supervising
and motivating the subordinates.

4. Coordination is not the function of management; it is the essence of
management.

5. Once the plans are formulated, the next step is to organise the activities
of the team and resources.

6. A manager is not only a team leader, but he or she is also a planner,
organizer, cheerleader, coach, problem solver, and decision maker - all
rolled into one.

7. Managers never communicate the goals and objectives of a new project
to their teams.

FYI: In his original work “Administration industrielle et générale; prévoyance,
organisation, directing, coordination, controle” (1916), Henri Fayol (the
French management theorist) identified five primary functions:

=Planning »Organizing =Directing =Co-ordinating =Controlling

Lately scholars of management combined the directing and coordinating
function into one leading function.

SPEAKING
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o View the graphic below. What's the difference in functions of
management as suggested by Henri Fayol, and those given in the
graph?

o Explain your understanding of the Staffing function. What word is it
derived from and why? Share your opinion with the class.

Functions of Management

r\ organizing f\ directing r\
planning U staffing U controlling

e Staffing: After a manager discerns his area's needs, he may decide
to beef up his staffing by recruiting, selecting, training, and developing
employees. A manager in a large organization often works with the
company's human resources department to accomplish this goal.

o In his classic book, The Nature of Managerial Work, Henry Mintzberg
describes a set of ten roles that a manager fulfills. These roles fall into
three categories. Study Table 1 and specify the categories the
following roles correspond to:

« These roles involve human interaction.
« These roles involve the sharing and analyzing of information.
« These roles involve decision-making.

Table 1 contains a more in-depth look at each category roles that help
managers carry out all functions described eatrlier.

o Name the ten roles performed by managers.

o Say what activities each role comprises. Ask each other questions
about roles and activities they entail.
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TABLE 1 Mintzberg's Set of Ten Roles

Category Role Activity

Informational | Monitor Seek and receive information; scan periodicals and
reports; maintain personal contact with
stakeholders.

Disseminator |Forward information to organization members via
memos, reports, and phone calls.

Spokesperson | Transmit information to outsiders via reports,
memos, and speeches.

Interpersonal | Figurehead Perform ceremonial and symbolic duties, such as
greeting visitors and signing legal documents.

Leader Direct and motivate subordinates; counsel and
communicate with subordinates.

Liaison Maintain information links both inside and outside
organization via mail, phone calls, and meetings.

Decisional Entrepreneur |[Initiate improvement projects; identify new ideas
and delegate idea responsibility to others.

Disturbance Take corrective action during disputes or crises;
handler resolve conflicts among subordinates; adapt to
environments.

Resource Decide who gets resources; prepare budgets; set
allocator schedules and determine priorities.
Negotiator Represent department during negotiations of union

contracts, sales, purchases, and budgets.

SPEAKING

I Business English Verbs (from Business English Verbs by David Evans /
Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn Potter/ Penguin English
— Pearson Education Limited, 2000.)

» Read the excerpt below. Pay attention to the business verbs in bold.
Informing the public

As you know, we're doing everything we can to publicise the new products.
We're advertising them on TV and in the newspapers. A famous
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international tennis star is endorsing our products, so we've put her name
on everything. We've also sponsored a number of local sports events, so

we know that people will recognise our name all over the area.

= Choose the correct verbs in these sentences.

1 The company has publicised/endorsed their new product on the

web site.

2 Your PR manager can download/recognise our files from the

Internet.

3 Plywood Manufacture Ltd is advertising/sponsoring their products

on television.

ESSENTIAL VOCABULARY

to achieve business objectives
common objective

to manage activities

universal in nature

timely

human resource

human resource management
to formulate strategies
teamwork

to implement policies
supervise

commonly accepted functions
a problem-solving process
planning

organizing

leading

controlling

staffing

directing

coordinating

to share information

to accomplish the goal
decision-making

team leader

training

to delegate responsibilities

Jocartu BisHec-Linen

cnifibHa meTa

KepyBaTy iSrnbHICTIO
YHiBEpcaribH1U 3a CBOEK CYTTHO
CBOEYaCHO

NIOACLKUN pecypc

ynpassiHHA NIIOACBKUMK pecypcamu
pO3podNATN HANPSAMKWN OiSANIbHOCTI
KOnekTuBHa poboTa

peanisoByBaTu NPMHLUMNN | NpaBuna
KOHTPOMoBaTW; HarnsagaTu
3aranibHOBU3HaHI OYHKLUIT

npouec BUPILLEHHA Npobnem
nNnaHyBaHHS

opraHisadis (npouec)

ynpassiHHSA, KepiBHULTBO (Mpouec)
KOHTPOSTHOBAHHSA

KagpoBe 3abe3neyvyeHHs

KepyBaHHS

KOOpOMHYBaHHS

ainutucsi/obmiHoBaTMCS iIHOpMaLieto

DOCArTM MeTu/BuKoHaTU 3agavy
yXBarneHHs pilleHb
KepiBHUK/Nigep KomaHau
NiAroToBKa; HaBYaHHSA
aeneryesaTtu 060B'A3KN
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UNIT VI

VOCABULARY

MARKET AND MARKETING

1. Study the key words and collocations.

to engage in an economic transaction

a retail outlet

legal tender

wholesale market
internet-based store

an auction site

to communicate offering
to deliver offerings

to exchange offerings

a set of processes

an exchange process

to satisfy needs and wants

customer
currency
products of value
retail store

advertising

distribution
to make extensive use of
Master-of-Science program

market research
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Gpatn yyacTb Yy rocnogapCbKux
onepauisax
TOproea To4ka

3aKOHHWUI NNaTiXXHWA 3aci6
ONMTOBUN PUHOK
I[HTepHeT-marasuH

CaWuT ayKUioHYy

NOBIAOMSIATN NPO NPONO3NLLi0
HaZaBaTu NPono3nuii
obmiHOBaTUCA NPONO3nLiaMu
CYKYMHICTb npouenyp (npouecis)
npouenypa obmiHy

3210BOJIbHUTH
OakaHHA

notpebun Ta

KMiEHT, NOKyneub
BasnoTa

LiHHI NnpoayKTu/ToBapm
po3apibHUIN MarasuH

peknamMa; peknamyBaHHs

ANCTpnbyLisi, PO3NOBCIOIKEHHS
LLIMPOKO BUKOPUCTOBYBATU
Marictepcbka nporpama

OOCTIOXEHHSA PUHKY
(MapkeTHMHroBe [OOCHIIKEHHS)


https://en.wikipedia.org/wiki/Advertising
https://en.wikipedia.org/wiki/Distribution_(business)

market segmentation

market targeting

pricing and promotion

inbound marketing

brand management

copywriting
needs and demands

business-to-business marketing

business-to-consumer marketing

2. Match the words to their meanings:

pO3M0A4in PUHKY Ha CerMeHTu, 4o
SKMX  HanexaTb  Nokynui 3
OAHAKOBMM CMakoM i nornsgamu
Ha ToBapu, bpeHan

CTBOPEHHS pi3HUX cTpaTerin Ta
CXeM MpoCcyBaHHSA TOBapiB 3rigHO
3i CMakoM nOKynuiB MNeBHUX
CEermMeHTiB

LiHOYTBOPEHHA Ta MNPOCYBaHHS
ToBapy (pekramMmHa KamnaHis)

BXiOHWM MapKeTUHr (iHTepHeT-
MapKEeTUHT)

ynpasfiHHA 6peHaom
KOMipanTUHS
notpebwu i 3anuTun (BUMOrHN)

MapKeTUHr  BigHOCMH  «bBi3Hec
ans GisHecy»

MapKeTUHIr BiAHOCUH «Bi3Hec—
cnoXxunBay»

1 pricing a) dividing a large unit into various small units

2 distribution

3 customer c) money

4 segmentation

b) a retail store

d) advertising

5 brand e) purchaser
6 currency f) price determination
7 wholesale g) spreading
8 make us of h) trademark

9 promotion 1) in bulk

10 a retail outlet

]) take advantage of


https://en.wikipedia.org/wiki/Market_segmentation
https://en.wikipedia.org/wiki/Inbound_marketing
https://en.wikipedia.org/wiki/Brand_management
https://en.wikipedia.org/wiki/Copywriting

Complete the sentences with the words in the box:

=goods =transactions =market =segmentation

=buyers =targeting =research

e Markets may be represented by physical locations where .... are
made.

e Market ... refers to the process of creation of small groups (segments)
within a large market.

e ... is the second stage and is done once the markets have been
segmented.

o Market ... is the systematic gathering and interpretation of information
about individuals or organisations.

e A market is an arrangement between ... and sellers to exchange
goods or services for money.

e Ablack ... refers to an illegal market where transactions occur without
the knowledge of the government or other regulatory agencies.

e The market establishes the prices for ... and other services.

Reminder: Skimming implies running
through the text with the aim to understand
the main idea(s)

o Skim Text A and name the two notions that are in the focus.

Reminder: Scanning is reading quickly for
specific information — names, numbers,
words or ideas

o Scanning: track the word combinations with the words “market” and
“marketing”. Give their Ukrainian equivalents.

o Read the text in detail to complete the tasks after it.
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Text A What is a Market and Marketing?

A market is a place where two parties can gather to facilitate the
exchange of goods and services. The parties involved are usually buyers
and sellers. The market may be physical like a retail outlet, where people
meet face-to-face, or virtual like an online market, where there is no direct
physical contact between buyers and sellers.

Technically speaking, a market is any place where two or more
parties can meet to engage in an economic transaction - even those that
don't involve legal tender. A market transaction may involve goods,
services, information, currency, or any combination of these that pass from
one party to another.

Markets may  be represented by  physical locations
where transactions are made. These include retail stores and other similar
businesses that sell individual items to wholesale markets selling goods to
other distributors. Or they may be virtual. Internet-based stores and auction
sites such as Amazon and eBay are examples of markets where
transactions can take place entirely online and the parties involved never
connect physically.

The size of a market is determined by the number of buyers and
sellers, as well as the amount of money that changes hands each year.

What is marketing?

Marketing is defined by the American Marketing Association as "the
activity, set of institutions, and processes for creating, communicating,
delivering, and exchanging offerings that have value for customers, clients,
partners, and society at large". The term developed from the original
meaning which referred literally to going to market with goods for sale. From
a sales process engineering perspective, marketing is "a set of processes
that are interconnected and interdependent with other functions of a
business aimed at achieving customer interest and satisfaction".

Philip Kotler defined marketing as "Satisfying needs and wants
through an exchange process" and a decade later defines it as "a social and
managerial process by which individuals and groups obtain what they want
and need through creating, offering and exchanging products of value with
others".
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In the past, marketing practice tended to be seen as a creative
industry, which included advertising, distribution and selling. However,
because the academic study of marketing makes extensive use of social
sciences, psychology, sociology, mathematics, economics, anthropology a
nd neuroscience, the profession is now widely recognized as a
science, allowing numerous universities to offer Master-of-Science (MSc)
programs.

The process of marketing is that of bringing a product to market,
which includes these steps: broad market research; market targeting
and market segmentation; determining distribution, pricing and promotion
strategies; developing a communications strategy; budgeting; and visioning
long-term market development goals. Many parts of the marketing process
(e.g. product design, art director, brand management, advertising, inbound
marketing, copywriting etc.) involve use of the creative arts.

The 'marketing concept' proposes that to complete its organizational
objectives, an organization should anticipate the needs and wants of
potential consumers and satisfy them more effectively than its competitors.
This concept originated from Adam Smith's book The Wealth of Nations but
would not become widely used until nearly 200 years later. Marketing and
marketing concepts are directly related.

Given the centrality of customer needs, and wants in marketing, a rich
understanding of these concepts is essential:

Needs: Something necessary for people to live a healthy, stable and
safe life. When needs remain unfulfilled, there is a clear adverse
outcome: a dysfunction or death. Needs can be objective and
physical, such as the need for food, water, and shelter; or subjective
and psychological, such as the need to belong to a family or social
group and the need for self-esteem.

Wants: Something that is desired, wished for or aspired to. Wants are
not essential for basic survival and are often shaped by culture or
peer-groups.

Demands: When needs and wants are backed by the ability to pay,
they have the potential to become economic demands.

Marketing research, conducted for the purpose of new product
development or product improvement, is often concerned with
identifying the consumer's unmet needs.

B2B and B2C Marketing

90


https://en.wikipedia.org/wiki/Advertising
https://en.wikipedia.org/wiki/Distribution_(business)
https://en.wikipedia.org/wiki/Sales
https://en.wikipedia.org/wiki/Social_sciences
https://en.wikipedia.org/wiki/Social_sciences
https://en.wikipedia.org/wiki/Psychology
https://en.wikipedia.org/wiki/Sociology
https://en.wikipedia.org/wiki/Mathematics
https://en.wikipedia.org/wiki/Economics
https://en.wikipedia.org/wiki/Anthropology
https://en.wikipedia.org/wiki/Neuroscience
https://en.wikipedia.org/wiki/Market_segmentation
https://en.wikipedia.org/wiki/Product_design
https://en.wikipedia.org/wiki/Art_director
https://en.wikipedia.org/wiki/Brand_management
https://en.wikipedia.org/wiki/Advertising
https://en.wikipedia.org/wiki/Inbound_marketing
https://en.wikipedia.org/wiki/Inbound_marketing
https://en.wikipedia.org/wiki/Copywriting
https://en.wikipedia.org/wiki/Needs
https://en.wikipedia.org/wiki/Wants
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The two major segments of marketing are business-to-business (B2B)
marketing and business-to-consumer (B2C) marketing.

FYI: Market research is a broader look at markets, individuals, and organizations
while marketing research focuses more on marketing issues like promotion and

branding.

1.

1. Where do individuals and organisations normally exchange goods and

Answer the questions.

services?

O© 00 ~NO O b WD

. What is a physical market?
. What is a virtual market?

. How can you explain the terminological phrase “market transaction”?
. What steps does the process of marketing include?

. Is marketing process a science or industry?

. What parts of the marketing process require the creative approach?

. What idea is behind the marketing concept?

. What is the difference between customer needs, wants and demands?

10. Why is marketing research so important?

Match the Ukrainian words and phrases with their English equivalents:

OMTOBUN PUHOK

MapKeTuHroee AOCTIIKEHHSA

iHaHcoBI onepadii
PO3BUTOK PUHKY

OyTN BU3HaHUM
cknagaHHsa brogxeTy
KOHKYpEHT
BUKOHYBaTW 3aBAaHHS
3a10BOMbHATU NOTPEOU
NOTEHLINHUN KIIEHT
IHTEPHET-MapPKETUHT
BUKOPUCTOBYBaTU
AOBroCTPOKOBa MeTa

noTpebu Ta 6akaHHsA
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potential client
satisfy the needs
competitor

make use of
needs and wants

to achieve customer interest
financial transactions
marketing research
wholesale market

budgeting

deliver the offering

market development
complete the objectives

be recognized




3auikaBUTK nokynus inbound marketing
HagaTu NPono3uLito long-term goal

Make the correct choice (a, b, ¢) in order to complete the sentence

. Marketing is defined as ... for delivering and exchanging offerings.
a. a location

b. consumers’ interests

C. processes

. Wholesale market is the market for the sale of goods to ... .

a. a competitor

b. a retailer

c. a buyer

. Virtual marketing is a term used to describe online ... .
a. communication

b. development

c. advertising

. Common formats of virtual marketing ... email and social media
marketing, blogs, and other digital formats.
a. include
b. included
C. to include

. A business can use a variety of pricing strategies when ... a product
or service.

a. sold

b. selling

c. buying

. Brand management is a function of marketing that uses techniques ...
the perceived value of a product line or brand over time.

a. to increase

b. to complete

c. to research

. Online ... include business to business, business to consumer, and
consumer to consumer auctions.

a. marketing

b. goals

c. auctions
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8. Market ... divides customers and audiences into groups that share
similar characteristics such as interests, needs, or location.
a. offerings
b. segmentation
C. promotion

9. Understanding customer needs and demands is important for ... a

business.

a. expanding

b. losing
c. ordering

WRITING

o Look at the terms in the table. Reproduce this table in your gadget

and fill in the blank columns.

Term

Definition

Examples

goods

advertising

retail

promotion

online market

targeting

SPEAKING

o Give the examples of Internet-based stores and auction sites. If
needed, browse on the I-net for this information.

o Discuss the benefits and shortcomings of the online market in class.
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o Say what “market segmentation” and “market targeting” imply.
Exchange opinions with your classmates.

o Below is the excerpt on marketing by Michael Brenner, CEO and
Founder of Marketing Insider Group. Run through it and say what
marketing is to you. Is marketing limited to advertising? How do you
understand “the online and offline marketing”? Which of these two is
more popular nowadays and why?

“Let’s face it, to the average business person, marketing equals promotion.

Marketing is what you say and how you say it when you want to explain how

awesome your product is and why people should buy it.

Marketing is an ad. Marketing is a brochure. Marketing is a press release.

And more recently, Marketing is a Facebook page or a Twitter account.

Marketing, to many business people, is simply selling at a larger scale.”
(Michael Brenner in Strategy, 2019)

o Scan Text B to find the answers to the questions:
e What is “marketing mix”?
e Who introduced the concept of marketing mix?
e What is behind the 4 P’s?

o Track the term “promotion” and find out what activities it includes.

o Look at the questions [a] to [f], they have words in bold. Scan Text B
for these words, read the sentences containing them, then answer the
guestions:

[a] What are the 4 P’s?

[b] Who introduced the concept of the marketing mix?

[c] What is the foundation of the marketing plan?

[d] What is product?

[e] When is the decision on distribution channels made?

[f] Is the design and layout of the business company webpage
one of the online factors of promotion?

o Read the text attentively in order to cope with the tasks that follow it.
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Text B The Marketing Mix in the Digital Age or
The Four P’s of Marketing

The 4 P’s of Marketing are the four key elements comprising the
process of marketing a product or service. They involve the marketing mix,
which is a set of tools that a company uses to influence consumers into
buying its product. The marketing mix addresses the following factors:

« Understanding the needs or desires of consumers

« ldentifying the cause of the failure of the current product offering

« Finding ways to solve the problems and change public perception of
the product/service

« Creating distinguishing characteristics to increase competitive
advantage

« Understanding how the product interacts with consumers and vice
versa

In 1964, Professor Neil Borden from Harvard University introduced the
idea of the 4 P’s in one of his published articles called “The Concept of the
Marketing Mix.” He wrote that many companies could use the framework to
increase the likelihood of their success when advertising their products.

The marketing mix or the 4 P’s of marketing are considered to be the
foundation of the marketing plan. They represent the main decisions a
company will have to make when marketing its products or services:

Product - a product is any good or service that fulfills consumer needs or
desires. The type of product impacts its perceived value, which allows
companies to price it profitably. It also affects other aspects such as product
placement and advertisements. Companies can change the packaging,
after-sales service, warranties, and price range, or expand to new markets
to meet their objectives.

Price - the price of a product directly influences sales volume and,
consequently, business profits. Demand, cost, pricing trends among
competitors, and government regulations are crucial factors that determine
pricing. Price usually reflects the product’s perceived value rather than its
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real value. This means that pricing can be increased to promote exclusivity
or reduced to create access.

Place - place involves choosing the place where products are to be
made available for sale. The primary motive of managing trade channels is
to ensure that the product is readily available to the customer at the right
time and place. It also involves decisions regarding the placing and pricing
of wholesale and retail outlets.

Distribution channels such as outsourcing or company transport fleets
are decided upon after cost-benefit analysis.

Promotion - promotion involves decisions related to advertising,
salesforce, direct marketing, public relations, advertising budgets, etc. The
primary aim of promotion is to spread awareness about the product and
services offered by a company. It helps in persuading consumers to choose
a particular product over others in the market. Promotional efforts include
the following:

« Advertising: a means of selling a product, service, or idea through
communicating a sponsored, non-personal message about the
product.

« Public relations: involves management and control of the flow and
matter of information from one’s organization to the general public or
other institutions.

« Marketing strategy: involves identifying the right target market and
using tools such as advertising to penetrate the said market.

Promotion also includes online factors such as determining the class
of search functions on Google that may trigger corresponding or targeted
ads for the product, the design and layout of a company’s webpage, or the
content posted on social media application such as Twitter or Instagram.

4 P’s of Marketing

Product Price Place Promotion
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FYI. The concept of the 4P’s marketing mix was thought up well before the
internet became a part of everyday life, but it can be adapted pretty easily to
form the basis for developing a marketing strategy in today’s digital world. In
the digital marketing mix, the 4 P’s are the same, though the approach is
different. (Michael Brenner What is Marketing? - Strategy, 2019.)

Task 1. Choose the one word or phrase that best completes the sentence.

1. The marketing mix can be divided into four groups of tools commonly
known ... ... ....
A. as part of promotion B.asthe4P’s C.of4P’s

2. The four P’s are the product, price, ... and promotion of goods and/or
services.
A. market B. analysis C. place

3. Developing a new ... requires huge expenses.
A. product B. effort C. target

4. To enter the market with a new product the company needs to outline a
good marketing ... .
A. budget B. strategy C. time

5. ... Is the business or act of making something known to the public, usually
through some type of paid media.
A. management B. marketing C. advertising

6. Public ... can be defined as the practice of managing communication
between an organisation and its publics.
A. relations B. association C. promotion

7. Pricing is the act of determining the value of a productor ... .
A. service B. business C. communication

8. Though many advertisers today are focusing on digital marketing and
advertising, traditional ... media channels are still important.
A. outline B. offline C. online

9. Customers can visit a company’s website or social media pages to
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... more information about a product or service.
A. use B. gather C. bring

10. Magazines always give a specific hashtag for a product launch or
contain a call-to-action ... the company’s social media profiles.
A. to visit B. to publish C. to influence

Task 2. Say whether these sentences are True, False, Not given:

1. The price of a product doesn’t influence the volume of sales, which
results

in the increased business profits.
2. Giving URLs in an offline media campaign can help you track
campaign

success.

3. A company promotes the product or service by its advertising.

4. The idea of the marketing mix was introduced by an American professor
during his presentation in the Harvard University.

5. Product, price, place and promotion are the four P’s that make up the
framework to increase the success of the business.

6. To successfully come into the market a company needs to develop a
marketing strategy in particular the advertising campaign.

7. The concept of the marketing mix was introduced long before the internet
began to play an important role in people’s everyday life.

Task 3. Here are the descriptions of various types of digital marketing.
Match the type name from the list with its corresponding description. Use
the Internet resource if necessary.

Social media marketing Retargeting Content marketing
Search engine marketing Influencer marketing Email marketing
o — publishing content in different forms to build brand

awareness and the relationships with customers. Examples of this
type of marketing include blogs, posts on social media, infographics,
and video.
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o — also known as pay-per-click or PPC. Businesses pay to
have a link to their site placed in a prominent position on search
engine result pages.

o — using social networks like Facebook, Instagram, and Twitter
to build relationships with the existing customers and reach a wider
audience.

o — sending regular email communications to users who have
signed up to your list to build relationships and drive sales.

o — contacting existing or potential customers after they have
already had an interaction with the brand to get them to come back,
as for example placing an advert on their Facebook feed.

o — using individuals with a high profile and many followers on
social network channels to promote company’s product or service.

SPEAKING

o Do you think the online marketing is becoming more popular with the
business companies? If so, why? What are the advantages of the
online marketing? Exchange your opinions in class.

o Now compare your ideas with the information on types of marketing in
the Box below. Can you comment on or add to the topic?

Types of Marketing

Today we distinguish between offline (traditional) and online (digital)
marketing methods.

Offline marketing consists of traditional advertising in print, radio, and
television marketing, trade shows, fairs, conferences.

Online marketing encompasses content marketing (blogs, posts on
social media, infographics, and video), search engine marketing (pay-per-
click, PPC), social media marketing (Facebook, Instagram, Twitter), e-mail
marketing, retargeting, influencer marketing etc.

Although most businesses use a combination of online and offline
marketing methods the online marketing is taking over due to speed,
efficiency, smaller costs.
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SPEAKING

I Business English Verbs (from Business English Verbs by David
Evans / Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn
Potter/ Penguin English — Pearson Education Limited, 2000.)

= Read the excerpt below. Pay attention to the verbs in bold.

Getting Feedback

We always knew that our new computer game would be a winner. Our
market researchers reported an excellent response from everyone they
interviewed. We also got excellent feedback from our main market —
everyone was positive about it. The game was very well reviewed by the
top computer games magazines. But sales really took off after a popular
radio presenter gave the game a plug — he said some really good things
about it on his programme.

= Complete the sentences with business verbs.
1 They ... their product a plug in a TV show last night.

2 A famous racing driver is ... our new range of casual clothes.
3 Sales ... after all the good publicity.

ESSENTIAL VOCABULARY

marketing MapKeTUHr

currency BantoTa

exchange of goods and services obMiH TOBapiB i nocnyr
online market UM POBUIN MaPKETUHT
offline marketing odo-nanH MapKeTUHr
market transaction PUHKOBa onepadis

a retail market po3apibHNIA PUHOK
wholesale market ONTOBUM PUHOK
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parties

goods for sale

to achieve customer interest
budgeting

long-term goals
marketing concept
potential consumer
competitor
perceived value
pricing

regulations
cost-benefit analysis
promotion
advertising
marketing strategy
public relations, PR
social media

UNIT VIIL  COMMUNICATION IN BUSINESS

VOCABULARY
1. Study the key words and collocations.

to communicate with each other
communication skills

on a daily basis

interaction

(to have) in common

to convey a message

to build relationships

to maintain relationships

body language

listening skills
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TYT CTOPOHM
TOBapu Ans npogaxy
3aLlikaBUTK KIiEHTA
cKknagaHHsa brooxeTy
AOBrOCTPOKOBI Ljifni
MapKeTMHroBa KOHUEnLUis
NOTEHLINHUI CNOXNBa4
KOHKYPEHT

BiAYyTHA LiHHICTb
LIHOYTBOPEHHS
HOPMaTUBHI aKTu

aHanis BuTpar Ta Burog
CMPUSAHHSA Npoaaxy
peknamyBaHHS
MapKeTMHroBa cTpareris
3B'sI3KM 3 rPOMaCbKICTHO
coujianeHi Mefia Ta Mepexi

crninkysaTnca Mk coboto
edeKTUBHE CNiNKyBaHHS
Ha LWOAEHHIN OCHOBI
B3aemofis

(maTtn) cninbHe

mym OOHECTU OYMKY, ioeto
OyayBaTn CTOCYHKM
NigTPMMyBaTU CTOCYHKU
MoBa Tina

BMIHHS criyxaTu



to secure a job
to get one’s point across
to seal a deal

to miss out on a potential opportunity

to ensure
morale
interpersonal relationships

to maintain eye contact

self-confidence

mindful
a positive attitude

awareness

3abesneuntn cobi poboTty
OOHECTU CBOK TOYKY 30pY
yKnacTtu yrogy

BTPATUTU MNOTEHUiNHY
MOXIMBICTb

3abesneyvyBaTu
MOpanbHUM CTaH
Mi>XKOCOOUCTICHi CTOCYHKM

nigTpMMyBaTN 30pOBUIA
KOHTaKT

yrneBHEHICTb y cobi

YBa)XHUW, Nam’aTNnBUN
NO3UTUBHE CTaBNEHHSA

00i3HaHICTb

2. Match the words with their meanings:

1 interaction

2 self-confidence

3 communication

4 ensure

5 seal a deal

6 awareness

7 get one’s point across
8 relationships

9 interpersonal

10 morale

11 on a daily basis

a) make a bargain

b) knowledge or perception of
a fact or situation
c) convey one’s point of view

d) every day

e) cooperation

f) person-to-person

g) the exchanging of information
h) assuredness

) integrity

J) provide

k) links

3. Complete these sentences with word partnerships from Task 1 and 2:
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e Effective ... is much more than just exchange of information.

e ... language is a type of a nonverbal communication, which includes
gestures, facial expressions, eye movement etc.

e Many successful leaders and entrepreneurs credit their success to
effective ... sKills.

e These observations were made ... ... basis for at least three weeks.

e Environmental ... has increased dramatically over the past decade.

e Close relationships are sometimes called ... ... .

e They were about to ... ... when suddenly it was found out that a
mistake had been made in the contract.

e Having high or low ... is seldom related to your actual abilities, and
mostly based on the way you think about yourself.

e His qualifications have been recognized by the company owner, who
ultimately helped him to ... the managerial job.

e To ... ... means to make somebody know or understand the
information you communicate.

READING

o Scan Text A to pick up the word partnership “effective
communication” then answer the question:
e Whom is effective communication useful for?

o Name the communication skills which help to build interpersonal
relationships.

o Read the text attentively to cope with the tasks that come after it.

Text A What is effective communication and why is it necessary?

As humans, we are drawn to one another and communicate with each
other in a variety of capacities. There are several roles that each individual
fills on a daily basis, depending on the context of an interaction. What every
interaction has in common is the need forclear and effective
communication.

Effective communication is about more than just exchanging
information. It's about understanding the emotion and intentions behind the
information. As well as being able to clearly convey a message, you need to
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also listen in a way that gains the full meaning of what’s being said and
makes the other person feel heard and understood.

There are several elements that are involved in creating and
maintaining lasting and genuine relationships through communication, two
of which are recognizing body language cues and using effective listening
skills. In correctly making use of these elements, one can see an
improvement in the quality of social interactions, as well as increased
confidence in engaging with others in a social capacity. These benefits can
be essential tools in securing a job or building lasting relationships.

Effective communication is a vital tool for any business owner. The
success at getting one’s point across can be the difference between sealing
a deal and missing out on a potential opportunity.

One should be able to clearly explain company policies to customers
and clients and answer their questions about your products or services. It is
crucial to communicate effectively in negotiations to ensure you achieve
your goals. Success in any conversation is likely to be achieved through
both parties listening to and understanding each other.

Communication is also important within the business. Effective
communication can help to foster a good working relationship between a
business owner and the staff, which can in turn improve morale and
efficiency.

Key communication skills

Useful communication skills for building positive interpersonal relationships
include:

« active listening

« understanding non-verbal signals

¢ Maintaining eye contact

o assertiveness

« being mindful of people's individual space

« using positive body language

« dealing with different points of view.

Personal awareness skills that help with communication include:
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« understanding the benefits of a positive attitude
« awareness of how others perceive you
« self-confidence

e presentation - dressing appropriately for different occasions.

It also helps to consider the circumstances surrounding your
communications, such as the situational and cultural context.

1. Answer the questions.

1. Do people communicate with each other on a daily basis?
2. What does every interaction have in common?

3. What is effective communication about?

4. Is it sufficient for effective communication to be able to convey a message
clearly?

5. What elements of communication are involved in maintaining positive
relationships?

6. How is it possible to improve the quality of social interaction?

7. What tools can be useful in securing a job?

8. Why is it so important to communicate effectively in negotiations?

9. Why is communication so important within the company or organisation?

10. What are personal awareness skills that help to improve
communication?

2. Match the Ukrainian words and phrases with their English equivalents:
HaBUYKM CNiNKyBaHHSA be mindful of ...

TOYKW 30pYy maintain relationships
couianbHa giesaaTHiCTb company policies
nam’ataTu npo ... achieve the goal

HaBUYKN CryxaHHA negotiate

poBoYi CTOCYHKU points of view

cTpaTeris KoMnaHii social capacity
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NiaTPUMyBaTU CTOCYHKM listening skills

HeBepOanbHUIN curHan get one’s point across
OOHECTN CBOK TOYKY 30pY build positive relationships
BECTU NepeMOBUHN nonverbal cue

AOCArTU MeTU communication skills
nobyaysaTtn NO3NTUBHI BiHOCUHMN working relationship

3. Make the correct choice in order to complete the sentence.

1. Any conversation can be a success if both ... listen to and understand
each other.
a. points
b. parties
c. relations

2. Communication sKkills are needed for ... positive interpersonal
relationships.
a. building
b. understanding
C. negotiating

3. ... communication should reinforce what is being said, not contradict it.
a. verbal
b. nonverbal
c. skilled

4. According to a Forbes article, there are 10 steps to effective ...,
one of which is “Don’t interrupt and don’t impose your solutions”.
a. circumstances
b. listening
C. maintaining

5. Social skills are the skills we use to communicate and interact with
each

other through gestures, ... ... and our personal appearance.

a. body movements

b. body language

c. bodywork

6. Listening is an active process that ... analysis and processing.
a. involves
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b. accepts
c. interrupt

7. You learn more about people by asking them the right questions and
by ... ... to listen to their answers.
a. timely answering
b. following the time
c. taking the time

8. If you are negotiating with a supplier, you should ... the desire for
a ‘win-win’ scenario.
a. convey
b. understand
c. suggest

9. Always remember to speak clearly and smile, making ... ... with
the person you are speaking to.
a. a brief description
b. eye contact
c. a quick handshake

4. Are these sentences right or wrong?

1) Types of nonverbal communication include: gestures, body language,
using positive language and speaking style.

2) Aggression is usually perceived as hostile or unfriendly behaviour.

3) Using nonverbal communication tools and listening skills one can
easily secure a job.

4) To achieve the goal of sealing a deal business owner fosters good
working relationships with the staff.

5) Communication can be effective if people attentively listen to and
understand each other.

6) Self-confidence is one of the important personal awareness skills to be
used for the successful communication.

7) Interpersonal communication is face-to-face communication.

8) Personal appearance should be regarded as part of communication
and presentation skills.

WRITING
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o The two main ways to communicate with people are verbal and
nonverbal communication. Make yourself aware of both.

- Verbal communication is the use of words to convey a message.
The forms of verbal communication are written and oral communication.

- Nonverbal communication is the use of body language to convey a
message. Facial expressions, body language (gestures, posture), eye
contact, touch, space, voice.

o Based on your understanding fill out the table using the given
examples of the two ways of communication: radio broadcasting;
finger pointing; emailing; covering mouth; informal writing; face-to-
face conversation; head nod; speech; rolling eyes; texting; clenched
fists; smiling; writing formal letters; finger tapping; eye contact;
shrugs, standing up.

Verbal vs Nonverbal Communication

Verbal Communication
Nonverbal Communication

Oral Communication | Written Communication

SPEAKING

o Look at your filled-out table and say what negative body language
cues one should avoid while communicating in business and
everyday life, and why.

o Meeting new people, you introduce yourself. You tell people who you
are encouraging them to engage with you. Imagine you are involved
in some business, introduce yourself to your classmates. Don’t forget
to say a few words about your role or position, your business (trade,
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industry, service), a ‘memory hook’ (quick ear-catching phrase for
people to remember), something about the benefits of the product or
service you offer.

READING

o Scan Text B to find the answers to these questions:
e What is the purpose of communication network?
e What patterns of communication networking are most often
used?

o Look at the first diagram in the text. What do you think it stands for?
Exchange your opinion with the rest of the class.

o Read the text in detail to cope with the tasks that follow it.

Text B Communication Network.
Types of Communication Network.

Effective communication is a 2-way information sharing process that
helps employees to understand directions, complete tasks and become
successful. It provides a vital key to cooperation and productivity.

Communication network is a collection of methods that users employ
to pass on valuable information, or in other words, it is a pattern of contacts
among the members of organisation and flow of information among them.

Network helps managers to establish contacts in different patterns
through communication flows. The network depends upon the magnitude of
the organisation, nature of communication channels in the organisation and
the number of persons involved in the process.

There can be many patterns or types of communication network. Here
are the examples of the most frequently used networks:

= Vertical Network. It is a formal two-way communication pattern usually
employed between the superior and subordinate and vice versa. The
immediate feedback to the superior is most common in this type of
communication network.

Superior
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1

Subordinate

Circuit_(Circle) network. Following this communication pattern two
persons communicate with each other. One sends a message to
another. Upon receiving the message, the latter communicates the
feedback message to the first one. Therefore, it is called a circuit
network. This type is similar to Vertical type of communication though
the two interacting persons are not necessarily a superior and a
subordinate.

@y ]
B

(Circuit Network)
«Kono» Fig15.3 (shared by Vicky at YourArticleLibrary resource)

Chain __ Network. This communication network follows the
organisational hierarchy and chain of command. All the subordinates
receive commands or instructions from their manager. ‘A’ is the
superior in the organisational hierarchy, who gives directions and
instructions to the rest as shown in the diagram.

~

' ~
N gy\/
«JlaHutor» Fig, 154 Chain of Comenand (shared by Vicky at YourArticleLibrary
resource)

Wheel Network. Under this pattern of communication each
subordinate receives commands or instructions from one
superior/manager. This is a highly centralized type of communication
network where each subordinate receives commands from a single
authority or superior ‘A’ who expects the immediate feedback.
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= Star Network (All-Channel Network). Within this pattern of
communication network all members of the group communicate with
each other and exchange information. This network is a must for the
group communication where teamwork is required. This network
channel of communication is open to all members of the group. The
members communicate with each other without hesitation.

NES )

«3ipka» (baratokaHanbHa) Fost oriomed (shared by Vicky at YourArticleLibrary resource)

The effectiveness of the above networks of communication channels
depend upon their users i.e., the managers at all levels, their subordinates
and other members of the organisation and above all the seriousness and
level of responsibility with which all the employees make use of the facilities
provided to them by the organisation to accomplish its objectives.

Task 1. Make the right option to complete the sentence:

1. Communication network is the pattern of directions in which information
... in the organisation.
A. flows B. show C. emerging

2. Thanks to different types of communication flows managers set up
contacts with their ... .
A. persons B. subordinates C. friends

3. In a ... network, individuals communicate only with the immediate
neighbour, not with other members of the organisation.

A. wheel B. star C. circuit

4. The ... communication engages superiors and subordinates.
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A. Vertical B. Star C. Circuit

5. Marketing, management, finance, accounting, and other departments all
have ... with one another to reach company goals.
A.toinstruct B. to collaborate C. to feedback

6. Statistics reveals that only 27% of employees receive communication ... .
A. managing B. training C. emerging

7. The Star communication network is very important for the efficient
collaboration and ... .
A. teamwork B. responsibility C. accounting

8. Modern communication ... would enable the employees to keep in
touch with each other in real time.
A. software B. information C. motivation

9. In wheel pattern there is ... at the centre of all communication.

A. a group B. a subordinate C. aleader

Task 2. Say whether these sentences are True, False, Not given:

1. Organisational communication is an essential part of the successful
management practice of the company.

2. In the All-Channel network an employee has no chance to communicate
with the rest of the group.

3. The Chain network is a formal network that follows the strict chain of
command pattern.

4. Informal writing often includes colloguialisms and slang.

5. Letters are becoming increasingly rare in the modern world due to the
speed and ease of email communication.

6. The flow of information among the company employees including
managers and subordinates and the way they contact with each other is
called communication network.

7. Formal networks such as Chain and Wheel are limited to task-related
communications.
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Task 3. Translate into English:

- KomyHikauinHi mepexi — e MeToamn Ym cxeMu CnifikyBaHHSA, SKi JatTb
MOXXIMBICTb YSIEHaM opraHisauil 0OMiHIOBaTUCA BaXXNNBOLO iHbopMmauieto.

- € (pbopmanbHi Ta HedpopMarbHi KOMYHIKaLiNHI Mepexi.

- dopmarnbHuUi KaHan KoMyHikauii nepegae iHpopmadito, gka nos’sisaHa 3
LinaMu i cTpaTerielo opraHisadii, a Takox npouecamu, siki B Hin
BigOyBaloTbCA.

- [lo ueHTpanisoBaHOro TUMNY KOMYHIKaUIMHUX MePEeX HanexuTb Mepexa
«Koneco», e Bcq iHpopmaLis NnpoxoauTb Yepes3 0gHOro nigepa
(meHepxepa).

- HedbopmanbHa koMyHikauist BigbyBaeTbca (1o occur) mix cniBpobiTHUKaMu
no3a mMexamu KOMYHIKauinHUX Mepex, SKi BCTaHOBMNEHI B opraHizauil.

- Hanvactiwe B KOMNaHiAX W opraHidauigsx BUKOPUCTOBYKOTb TaKi
KOMYHiKaUinHi Mepexi, K BepTuKarnbHa, faHutoroesa, Koneco, Kinbuesa, a
TakoXX baraTokaHanbHa.

SPEAKING

o Summarize all you know about the different types of communication
networks in a short presentation. To this end look for some additional
information on the Internet.

o Points for discussion in group:
o Effective communication within the company is the
necessary requirement for the successful teamwork.
e Which in your opinion is the best communication network
type to ensure the efficient management within the
organisation? Why?

WRITING
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o Put together the list of centralized and decentralized communication
networks.

SPEAKING

I Business English Verbs (from Business English Verbs by David
Evans / Penguin Quick Guides Series Editors: Andy Hopkins and Jocelyn
Potter/ Penguin English — Pearson Education Limited, 2000.)

» Read the pieces below. Pay attention to the business verbs in bold.

Research and Development (R&D)

The process of developing a new product from an idea on a piece of paper
to the finished item on a supermarket shelf can take many years. Our
scientists are always experimenting with different combinations of
materials and our marketing team is always researching possible gaps in
the market. When they have found a new product and believe that there is a
market for it, we pilot the product by testing it in a small part of the market
and monitoring people’s reactions to it. If we get a good response, we then
design some attractive packaging and start to sell the new product around
the world.

Quality

We control our production process very carefully. Nothing leaves this
factory until it has been inspected by a team of top scientists. They check
to make sure that there are no defects in any of the products. If they find
something wrong, the product has to be reworked. We remove the
defective part and we replace it with a new one. Then our scientists check it
again. If they find a problem this time, the product cannot be sold and is
simply thrown away. Quality is very important to us.

= Match the words with similar meanings.

develop inspect monitor change take off
checkdesign research  rework explore

114



control remove replace remake

» Replace the phrases in bold with business verbs.

1. Scientists normally do a lot of different procedures to find
a new medicine.

2. They have been permanently testing and analyzing the programme
to check its efficiency.

3. The manager insisted that his subordinates should make changes to
the original version of the estimate.

ESSENTIAL VOCABULARY

communication network
pattern

effective communication
information exchange
intention

social capacity

benefits

negotiations

to foster relationships
business owner

staff

key skills

interpersonal relationships

non-verbal signal
assertiveness
be mindful of ...

situational and cultural context

direction(s)
complete the task(s)
to engage with ...

to pass information
information flow
subordinate

KOMYHiKaLiHa mepexa
CTPYKTYypa, cxema, Moaerb
edeKTMBHa KOMYHiKaLiqa
0OMiH iHghopMaLieto

Hamip

couianbHa aie3gaTHICTb
nepesaru

nepemMoBUHN

CMPUATU PO3BUTKY CTOCYHKIB
BNacHuK B6isHecy

nepcoHarn, wrar

OCHOBHi HaBUYKM
MiXXOCOOUCTICHI CTOCYHKM
HeBepOanbHUIN cUrHan
HaNoOpPUCTICTb

nam’aTaTu npo ...
CUTYaTUBHUN | KyNbTYPHUN KOHTEKCT
Hanpam(-u)

BMKOHAaTMW 3aBAaHHS
3ammartucs, bpatm ydyactb y ...
nepegasatu iHpopmaLdito
iHbopMaUinHMI NOTIK
nignernumn
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superior HavanbHUK

vice versa HaBnakm

diagram rpadoik, cxema, giarpama

chain of command cucTema/naHuoXoK NignopaakyBaHHSA
SUPPLEMENT

READING AND SPEAKING

o Run through the text on business etiquette. Say what issues from the

list below are under discussion:

. Violation of etiquette considered as an offence.

. Behaviour contrary to business etiquette won'’t help your career.

. What is business etiquette.

. The better communication, the stronger professional
relationships.

. Basic principles of business etiquette beyond the country
behaviour rules.

. Thoughtless words and actions leading to a negative outcome.

o Read aloud those sentences to underpin your opinion.

o Read the text in detail.

BUSINESS ETIQUETTE

Business etiquette is a set of rules or manners that is important in all
business dealings. Business etiquette is required because it improves
communication within and beyond the professional community. Creating a
mutually respectful atmosphere in the company makes people feel better
about their jobs and helps to establish better customer relationships as well.
Business etiquette can be somewhat formal than personal etiquette. Basic
business etiquette is essential if you want to acquire a good reputation and
pursue a career in business. Employees in management and higher
executive positions should remember to set a good example for other
employees in the business company or organisation.
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Business etiquette is about building strong professional relationships,

or to put it simply, building relationships with other people, which is possible
only through better communication.

Nowadays social media etiquette becomes a crucial part of business

as social media communication platforms such as Facebook or Linkedin are
evolving rapidly day by day.

Basic business etiquette varies from region to region and from country

to country, still there are some key principles and rules that are deemed to
be universal regardless of time or geography:

and

arrive on time

dress appropriately for work
speak kindly of others

avoid gossip or eavesdropping
show interest in others

don’t interrupt others

mind your mouth

introduce yourself and others
consume food and drink correctly.

Answer the questions.

1. What is business etiquette?

. Why is it required?

3. What is business etiquette needed for in the company or
organisation?

4. Is communication important for doing business?

. Why is social media etiquette becoming so important today?

6. What are the basics of business etiquette common to all despite the
country or region?

N

ol

Considering others’ needs and feelings first leads to good manners

common courtesy, which help to improve your business etiquette.
Here are the examples of courteous behavior. Fill in the gaps in the
given sentences using the words in the box:

emails write respect contact
avoiding courteous on time smile
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1) When you meet someone new, ... and offer a firm handshake.

2) When appropriate you ... thank-you notes and letters of appreciation to
the company partners and clients.

3) In business, people speak ... slang and curse words.
4) Being ... ... for a meeting is one of the business etiquette basics.

5) One should respond to the ... and voice mails within the specified
time period.

6) The main principle of business etiquette is to be always ... to your
colleagues and clients.

7) Treating people with ... is basic etiquette in both business and social
communication.

8) ltis courteous to keep an eye ... with the person you are talking to.

3. Electronic communication has added to the business etiquette
principles. Using electronic communication, one should distinguish
telephone etiquette, mobile phone etiquette, email etiquette. Sort out
from the list the examples of electronic communication behaviour and
insert them into the appropriate column of the table.

» take messages and deliver them properly to the correct person,;
» include a subject line;

= keep your message brief;

» gpeak clearly and distinctly;

» transfer the call to the correct colleague or manager;

= turn off your phone during a meeting;

» use a pleasant tone;

» don’t take a call in the middle of a business meeting;

= mind your grammar and spelling;

= never forward junk mail;

telephone etiquette mobile phone etiquette email etiquette

4. Based on your filled out table share and explain the allocation of
electronic communication rules to your groupmates.
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5. Individual behaviour and demeanor can be professional thus aligned
with the business etiquette and unprofessional displayed by the
inappropriate behaviour. Sort out the examples of professional (in line
with business etiquette) and unprofessional behaviour given below.
Tell the class what you think is professional and what unprofessional
conduct and why.

Professional conduct Unprofessional conduct

=doing all the talking =being polite and friendly to everyone =greeting people
by name =lack of respect to subordinates =engaging in gossiping

susing “please” and “thank you” when making requests =forwarding junk
mail =following a dress code =using a pleasant tone of voice =complaining
publicly =using formal writing style in correspondence =observing personal
hygiene =idle chatting =interrupting others =keeping your professional word
=*maintaining eye contact =using foul language =talking badly of colleagues
and customers =standing straight and naturally =listening attentively =taking
calls at the meeting =sending voluminous email messages =using correct
grammar and spelling

o Discuss the professional behaviour in business using the above
information in class. Explain your viewpoint if you disagree with some
of your groupmates.

o Summarize what you’ve learnt about business etiquette basics.

ESSENTIAL VOCABULARY

business etiquette AinoBun eTukeT

business dealings AinoBi BigHOCUHU

business etiquette basics OCHOBW [iN0OBOro eTUKETY
respectful atmosphere aTMocdepa B3aemonoBaru
formal dopmanbHun, odilinHuin
acquire a good reputation HabyTn pobpoi penyTtauii

119



pursue a career
set an example

social media etiquette
evolve

gossip
eavesdropping
courtesy

courteous behaviour
take a message
deliver a message
subject line

transfer the call

take a call

forward an email
maintain eye contact
voluminous message

npoaoBXyBaTH pobUTK Kap’epy
nogasatu Npuknag

eTUKET coLialibHUX Mepex
po3BMBaTUCA

po3nyckaTtu nniTkm
nigacnyxoByBaHHSA

YEeMHICTb

yemMHa nosefiHka

NPUNHATU NOBIAOMMNEHHS
nepenaTtu NoBiJOMITEHHS

Tema NoBiAOMMNEHHS
nepeagpecysaTu A3BIHOK / BUKITUK
NPUAHATY O3BIHOK / BUKINUK
nepecnaTtu enekTpoHHE NOBIOOMIEHHSA
niaTpyuMyBaTn 30POBUIN KOHTaKT
po3nore NoBiAOMEHHS
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MODULAR CONTROL
Review
V1
1. Read this information on careers in business. Get ready to discuss it.
CAREERS IN BUSINESS

Business is an increasingly important activity throughout the world today.
Consequently, the opportunities for a business career have grown in variety and
number. There are now five broad fields, or areas, of business that offer exciting
careers:

e Management

e Marketing
e Accounting
e Finance

e Computers and data processing

Within each of these fields are specific jobs in which you can specialize. For
example, within the field of marketing you can specialize in market research,
advertising, buying, selling, or distribution. The figure below shows general career
opportunities that are available in the various fields of business.

Business Fields and Careers

1 3 3

IMANAGEMENT] IMARKETING| IACCOUNTING| [FINANCE | |[COMPUTER&DATA

PROCESSING
| | | | |

General manager Researcher Bookkeeper Banker Computer operator

Personnel manager Advertiser Private accountant  Financial Computer

Production manager  Buyer Government analyst programmer

Financial manager Seller accountant Stockbroker  System analyst

Distributor

You may want to ask several questions while choosing a business career.
For instance, does the work interest you? Are there opportunities involved, such
as salary, chances for advancement, and demand (or need) for the job? Answers
to these kinds of questions and careful planning will help you choose a suitable
and successful career in business. There are various factors people usually
consider when choosing jobs, among them: personal satisfaction, opportunities for
advancement, salary, good hours, vacations, geographical location, type of work
performed, variety of tasks, etc.
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. Answer the questions related to the above information.

. What are the five fields of business?

. Which of these fields interests you the most?

. What questions should be asked before choosing a business career?

. What skills do you think a manager should have an aptitude for?

. What skills should a bookkeeper have an aptitude for?

. What are the factors people normally consider when choosing jobs?

. Can planning be helpful in choosing a suitable career?

. What are possible specializations in the field of marketing?

. Do you think you have the necessary qualities to make a successful career in

business?

10. What jobs and positions are possible in the field of computer science?

3. Match the Ukrainian words and phrases to their English equivalents:
B351TU Ha cebe KepiBHULUTBO KOMMaHIek good business judgement
NPUNUHUTU NOCTaYaHHS profitable

BAarne AinoBe CymKeHHs production problem
npubyTKOBUI president of the company
nocTavanbHUK to find replacement for
BUpOBHMYa npobnema labour costs

npauiBHUK production is up

LiHa pobiTHMYOI cunm experience

3HanTK 3aMiHy Ha nocagy to take charge of the company
AocBsig cut off supply
npe3vaeHT KoMnaHii supplier

BUPOBHMLTBO 3pOCcTae employee

4. Translate into English.

1. Yn moxxHa Tenep 3pobuTn ycniwHy kap’epy B Gi3HeCi?

2. € pi3Hi cdhbepun BisHecy, B AKX MOXHa 3pobutn Kap’epy.

3. MapkeTuHr o3Ha4yae JoCnNiAHNLBKY OiANbHICTb | pO3POONEHHSA peknamMmu.
4. byxrantepcbkuin obnik — Le BaxknuBa cknagosa 6yab-akoro Gi3Hecy.

5. Obpobka gaHuX n cknagaHHs 6asn gaHux € 3aBAaHHAM NPOrpamicTiB i

5.

CUCTEMHUX aHaniTUKIB.

Write a small piece (about 100 words) about the most important factors that in

your opinion should be considered while choosing a job. Rank these factors
according to their significance. Discuss the ranking you made with those
developed by your groupmates.

6.

Choose the field of business that interests you most of all. Speak about your

ambitions in business and your future job. Share your plans with the group.
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MODULAR CONTROL
Review
V2

1. Read this information on business operations. Get ready to discuss it.

BUSINESS OPERATIONS (1, 2)

Various businesses, especially large companies and corporations can run
efficiently in case they perform certain business operations. Common business
operation divisions include (1) production, (2) marketing, (3) finance, and (4)
human resource management.

PRODUCTION. Production includes those activities involved in
conceptualizing, designing, and creating products and services. In last 10-15 years
there have been dramatic changes in the way goods are produced. Today,
computers help monitor, control, and even perform work. Flexible, high-tech
machines can do in minutes what it used to take people hours to accomplish.
Another important development has been the trend toward just-in-time inventory.
The word inventory refers to the amount of goods a business keeps available for
wholesale or retail. In just-in-time inventory, the firm stocks only what it needs for
the next day or two. Many businesses rely on fast, global computer
communications to allow them to respond quickly to changes in consumer
demand. Inventories are thus minimized and businesses can invest more in
product research, development, and marketing.

MARKETING. Marketing is the process of identifying the goods and
services that consumers need and want, and providing those goods and services
at the right price, place, and time. Businesses develop marketing strategies by
conducting research to determine what products and services potential customers
think they would like to be able to purchase. Firms also promote their products and
services through such techniques as advertising and personalized sales, which
serve to inform potential customers and motivate them to purchase. Firms that
market products for which there is always some demand, such as foods and
household goods, often advertise if they face competition from other firms
marketing similar products. Such products rarely need to be sold face-to-face. On
the other hand, firms that market products and services that buyers will want to
see, use, or better understand before buying, often rely on personalized sales.
Expensive and durable goods - such as automobiles, electronics, or furniture -
benefit from personalized sales, as do legal, financial, and accounting services.

2. Answer the questions related to the above information.

1. What are common business operations?
2. Can big national and transnational companies do without financial and
human resources (HR) divisions?
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What is production?

What is the main dramatic change that has happened in the way goods are
produced?

How can businesses quickly respond to changes in consumer demand?
What is marketing?

Why is it important for businesses to conduct research?

What is marketing research aimed at?

Give examples of marketing techniques.

10 What goods and services benefit from personalized sales? Why?

3. Match the English words and phrases to their Ukrainian equivalents:

production OnTOBa TOPriBMS

to run a corporation BKIagaTu KOLITU B AOCHIOXKEHHS

customer BM3HA4aTn ToBapwu

services AOCTaTHIN 3anac ToBapiB Afis
CBOEYACHOro Npogaxy

consumer demand ynpaBnaTK Kopnopauieto

wholesale nepcoHanisoBaHi Npogaxi

retail BUPOBHULTBO

just-in-time inventory CTUKATUCS 3 KOHKYPEHLIED

to invest in research CNOXUBYMIA NONUT

to identify goods nocnyrm

personalized sales 3aMOBHWUK, KIiE€HT

to face competition po3apibHa Topriens

4. Translate into English.

1.

2.

3.

4.

5.

CyyacHi BUCOKi TEXHOSOTiT JonomaraiTb BUpObnsaTM npoaykuito 3a
JeKinbKa XBUMWH.

Anga Toro wobu 6yTn KOHKYPEHTOCMPOMOXHOK, KOMMNaHIA NOBUHHA
BKNagaTu KOLITW B JOCIIIKEHHS | peknamy.

diHaHcoBI Ta ByxranTepcCbki NoOCnyrn 3a3sBn4an HagaTbCA HA yMOBax
nepcoHani3oBaHol Npoaaxi.

[MpakTuka HasaBHOCTI Ha CKNnafi HeBenMKOro 3anacy ToBapiB gae 3mory
GinbLue iHBECTyBaTW B AOCNIAXKEHHS | PO3BUTOK.

MeHexep 3 BUpOOHMLTBA 3anponoHyBaB 36inbLWNTN BUNYCK NPOaYKLUil.

5. Think of the role of market research in doing business successfully. Should a
company develop its own marketing strategy? What for? What does marketing
strategy encompass? Write a short essay (up to 100 words) covering these issues.

6. There is an observation that some people live to work, and others work to live.
Speak out on these approaches. Do you think the difference lie in the employment
conditions? Share your opinion with your groupmates.
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MODULAR CONTROL
Review
V3
1. Read this information on business operations. Get ready to discuss it.
BUSINESS OPERATIONS (3, 4)

Business is an organized approach to providing customers with the goods
and services they want. The word business also refers to an organization that
provides these goods and services. Most businesses seek to make a profit, that is
they aim to achieve revenues that exceed the costs of operating the business.

Various businesses, especially large companies and corporations can run
efficiently in case they perform certain business operations. Common business
operation divisions include (1) production, (2) marketing, (3) finance, and (4)
human resource management.

FINANCE. Finance involves the management of money. All businesses
must have enough capital on hand to pay their bills, and for-profit businesses seek
extra capital to expand their operations. In some cases, they raise long-term
capital by selling ownership in the company. Other common financial activities
include granting, monitoring, and collecting on credit or loans and ensuring that
customers pay bills on time. The financial division of any business must also
establish a good working relationship with a bank. This is particularly important
when a business wants to obtain a loan.

HUMAN RESOURCE MANAGEMENT. Businesses rely on effective human
resource management (HRM) to ensure that they hire and keep good employees
and that they are able to respond to conflicts between workers and management.
HRM specialists initially determine the number and type of employees that a
business will need over its first few years of operation. They are then responsible
for recruiting new employees to replace those who leave and for filling newly
created positions. A business’s HRM division also trains or arranges for the
training of its staff to encourage worker productivity, efficiency, and satisfaction,
and to promote the overall success of the business. Finally, human resource
managers create workers’ compensation plans and benefit packages for
employees.

2. Answer the gquestions related to the above information.

What does the word ‘business’ mean?

What is the objective of business organizations?

Can revenues exceed the costs of business operations?

What stands behind the word ‘finance’?

How can business expand its operations to gain better profit?

Where do businesses normally obtain loans?

Why is the effective human resources division so important for a solid
business company?

NoOkWNE
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8. When do human resource management decide on the number and type of
employees required for the business company?

9. Why is it important to have trainings for the company staff?

10. What are the main responsibilities of the HR division?

3. Match the English words and phrases to their Ukrainian equivalents:

to make profit joxoam

to provide services 3any4dartu kanitan
revenues Habip nepcoHany
human resources BOMOAIHHA

for-profit business NiNbLroBMn naket

to raise capital HaNHATWU NpaviBHUKa
ownership oTpumyBaTu NpnbyTOK
recruitment HagaBaTW MOCIyrn

to hire employee nacbki pecypcu
benefit package npnbyTkoBuKn BisHec

4. Translate into English.

1. BiH mae HeobxigHi pucu onga Toro, Wwobu posnoyaTu ycniwHum 6isHec.

2. 3BWYaNHO rpoLUi € FOSIOBHUM MOTMBATOPOM, i BCi XO4YTb OTPUMYBATK FigHY
3apnnaTHio.

3. binbuwictb 6idHeciB HaMaraTbCa OTPUMyBaTN NPUBYTOK, TOBTO iIXHS MeTa -
AOCArTX goxoais, Aki 6 nepesuvyBann BUTpaTn Ha BeaeHHs GisHecy.

4. Bigain noacbKnx pecypcis BianoBigae 3a NPUNHATTA Ha poboTy [obpux
creuianicTiB, a TaKoX BPErynbOBYE BiAHOCMHM MiX pOBITHMKamMu Ta
MEHEe)KMEHTOM.

5. ®iHaHcoBa LiANIbHICTb Y LUMPOKOMY PO3YMIHHI O3HaYa€e ynpaBniHHS
rpowmma.

5. Write a short essay (up to 100 words) about how you see your future

profession. Are you interested in a well-paid job? Would you give preference to
interesting job or well-paid job? Would you like to travel a lot or rather spend all the
working hours in office or on the site? Are you seeking for prestigious work? Share
your approach to the future job with your classmates.

6. Discuss with the class the possibilities to set up one’s own business in Ukraine.
What essential skills and personal traits are needed in your opinion for running
business? Are different pressures and strains part of entrepreneurship? Is it
helpful to have some professional training to start business?
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