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Beryn 10 MeToAMYHMX peKOMeHaanii
MeTtoanuHi peKOMeHaIli 10 BUKOHAHHS MPAKTUYHUX 3aHATH 3 JUCIUTUIIHU

«IlybmiyHe  ympaBiiHHA Ta  aAMIHICTpyBaHHS»  CIyXadiB  MaricTpatypu
CHeLiaIbHOCTI MpU3HAYeH1 JJIsi (OPMYBaHHS y MaricTpiB 3araibHOl MpodeciitHo,
KOMYHIKaTUBHO1, COLIIOKYJIBTYPHOI KOMIETeHLIi B cdepl YnTaHHs, TOBOPIHHS Ta
MUCaHHSA, SK13a0€3MeUy0Th PO3BUTOK 1IHTEJIEKTY, HABUYOK KOMYHIKAIIii, CHIPUSIOThH
dhopMyBaHHIO MIKKYJIBTYPHOI CBIJIOMOCTI 1 PO3IMIMPEHHIO NMPOo(dECiiHNUX 3HAHb Ta
HAaBUYOK 3 1HO3eMHOi MOBHM y ¢axoBiii chepi. OCHOBHUMH 3aBIAAHHSIMH, IIO
3yMOBWJIM CTBOPEHHS METOAMYHUX pekoMmeHaaniin no kypcy  “IIpodeciiina
1HO3eMHa MOBa B IyOJIYHOMY YIIpaBIiHHI" BIAMOBITHO MO HAaBYAIbHOI MPOrpaMu
BH3HAUYECHO:
- BJIOCKOHAJICHHS PI3HUX BUJIB YUTAHHS MPOPECITHO-OPIEHTOBAHUX TEKCTIB;
- OBOJIOJIIHHS TEPMIHOJIOTIEIO, SIKOIO IOCIYyTOBYETHCA Taly3b €JIEKTPOHHOTO
ypsIIyBaHHS,
- 3aCBOEHHS IPAMATHYHUX CTPYKTYP HEOOX1THUX JJIsl pO3yMIHHS (PaXOBUX TEKCTIB
Ta JAIOBOTO CIJIKYBAaHHS;
- PO3BUTOK yCHOTO Ta MHCEMHOTO [IJOBOTO MOBJICHHS 3 MUTaHb JEP>KaBHOTO
yIOpaBIiHHS, €IEKTPOHHOTO YPSAyBaHHs, CTPYKTYpH YIIPaBIiHHS IEPCOHATIOM;
- 3HaHHS OCOOJIMBOCTEM MUCHMOBOTO CIUIKYBaHHS 1 BMIHHS CKJIaJaTH 1JIOBI
JIOKYMEHTH aHTJIIHCHKOIO0 MOBOIO.
MetoanuHi BKka3iBku ckiagaroThes 3 9 Tem (Unit), 1mo BiaNmoOBiIal0Th HACTYITHUM
TeMaMm: «IcTopis Jaep:kaBHOTO yIpaBIiHHSI»; « YTIPABIIHHSA TPYJIOBUMHU pECypcaMu
(VTP). CmisGecima ta aBTobiorpadis»; «bazosi konuenuii YTP. Ilpodecis Ta
Kap’epa»; «OCHOBHI BUAM MJISUIBHOCTI yHpaBiiHLIB. Jl1IOBE CHUIKYBaHHS;
«OpranizamiitHi acnektu Ta crpareris B YTP. JluoBa TenedoHHa po3MoBay;
«3akoHoAaBYa cucteMa Y KpaiHu. 3aKOHO/AaBYl CHCTEMH BUCOKO PO3BUHYTHUX KpaiH
cBiTy»; «TpymoBe 3akoHOomaBcTBO. JliloBa KopecmoHAcHIS»; «IHpopMariiini
CUCTEMHU B ympaBiliHHI. 3acoOu KoMmyHikallii»; «CydacHi [HTEpHET TEeXHOJIOT11».
Koxxen Unit moynHaeThcst i3 BIpaB, IO CIPSMOBaHI HAa 3aCBOEHHS HOBHUX
JIEKCUYHUX OJIUHUIb, HEOOX1THUX JIJISl pO3YMIHHSI Ta pOOOTH 3 TEKCTaMH 3a (haxoM.
MeTonuuHi peKkoMeHalli MICTSITh aBTEHTUYHI1 TEKCTU 3 JIEPAKABHOTO YIPABIIHHS
(Civil Service, Local Government, Legislative System of Ukraine, Labour
Legislation, The Importance of Managing Information, Software Applications in
Business Management,roio). ITicist TEKCTIB HagalOThCS BIPaBH, CIIPSIMOBaHI Ha
PO3BUTOK HAaBUYOK YWTAHHS, MUChMa, peepyBaHHs, HA pO3IINPEHHS CIOBHUKOBOTO
3armacy — TepMIHOJIOTIYHUX OJWHUILh, MOB'SI3aHUX 3 JIEPKAaBHUM YIIPABIIHHSIM.
Takox, koxen Unit MicTUTh BHOpaBH [UIsi PO3BUTKY KOMYHIKATHBHHX
HAaBUYOK, OXOIUTIOIOYM Taki TeMH, sk «[loBcskneHnne cminkyBanHs», «PoboTa Ta
npodecis», «Po3moBa mno Tenedony», «IIoHATTS aepkaBHOTO YIPaBIIHHSI,
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«IIpaneBnamryBanns. CmiBbecima», «lIpo 3akoHOmaBYy cuUCTeMy YKpaiHU»,
«CyuacHi Iutepner texHomorii. Hemomiku 1 mepeBarm», TOIIO, Ta BIPaBU
cupsiMoBaHI Ha (popMyBaHHS HAaBUYOK HAMKCAHHS JIJIOBUX JIUCTIB, CICKTPOHHUX
JHCTIB, aBTOO10Tpadii, TOIIO.

Oxpemy yBary y METOJUYHHX PEKOMEHMIAIISAX TMPHUAUICHO 3aCBOEHHIO
IrpaMaTUYHUX CTPYKTYP HEOOXIAHUX JJIsI pO3YMIHHS (paXOBUX TEKCTIB Ta JIIJIOBOTO
CIIIKyBaHHs, 30kpeMa « The Continuous Tense (Active, Passive). Participle I», «The
Perfect Tense (Active, Passive). Participle Il», «The Infinitive. Forms and Functions.
Infinitive Constructionsy, Too.

Jlo ckimagy METOOWYHUX pEeKOMeHAamii BXomsaTh JlomaTkw, siKi SBISIOTH
co0010 aHTTIOMOBHHUH CJIIOBHUK 1HTEPHET TEPMIiHIB, SIKI HEOOXIHI 71 BUKOHAHHS
3aBJlaHb OCTAHHBOTO YPOKY.

MeroanuHi pekoMeHanli po3paxoBani Ha 30 roiuH ayAUTOPHOI pOOOTH.



Unit1l

Micuyeee camoepadyeanns, e1eKmpoHHe ypAOYBAHH A, 0ePHCABHA CAYHCOA

1. Vocabulary

Exercise 1. Remember the following words and word combinations:

civil service - nepskaBHa IUBiNIBbHA CiTy:k0a, government - ypsia, employ - ciysk6a, legislation -
3akoHOgaBcTBO, local government- micuese ympasninus, Safety - Oesmeka, health- 3mopos's,
environment- noBkiis, transport - TpancopT, communications - komyHikariii, trade- Toprisis,
labor relations — tpymosi BigHocuHwu, t0 finance- ¢inancysaru, private ownership - ocobucra
BiacHicTh, Supply-3abesmeuysaru, inflation- imdusamis, to limit monopoly- obmexyBaTu
MOHOITOJTi0, 10 protect the consumer- 3axuratu criokuBaua, Self-government- camoBpsityBanHs,
coordinate - koopauHyBaTH Characterise - xapakrtepusysaru; relative -simnocuuii, intervention -
BTpy4YaHHs (B EKOHOMIKy), €nsure - rapaHTyBaTtd, €CONOMIC opportunities - exkoHoMiuHi
MoxJuBOCTi, fair - cmpaBemuBuii; dampen V — cTpumyBard, yrnoBiibHIOBaTH, Stimulate -
crumyiroBatd, growth - picr, federal - denepanbuuii, state - mepxkasa, mepxaBHuii, tax -
oOkiamaTi mojaTtkom, regulate - perysroBatu, agency - BizmomcTBo Nuclear power - aromna
EHepreTuKa.

Exercise 2. Guess the meaning of the following international words:

Individual, professional, examinations, person, administration, organizations, national, regulation,
elect, business, tradition, territorial.

Find in the text and translate more international words

Exercise 3. Give English equivalents:
Kpaina, wmicto, cemno, perioH, o0iacTb, €KOHOMiKa, TEMEpIIIHIM uac, iHIIiaTHBa, CHCTEMAa,

BIUTMBATH, METa, OIOJKET, IEMOKpPATIs, 3aKOH, (JiHAHCOBA HE3AJIEKHICTb.

I1. Reading

Exercise 4. Read and translate the text A:

The term civil service can refer to either: a) a branch of governmental service in which individuals
are employed on the basis of professional merit as proven by competitive examinations, or b) the
body of employees in any government agency other than the military.

A civil servant or public servant is a person in the public Sector employed for a government
department or agency. The extent of civil servants of a state as part of the "Civil Service" varies
from country to country. In the United Kingdom, for instance, only Crown employees are referred

to as civil servants whereas county or city employees are not.
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1)
2)
3)
4)

M 0D e

Many consider the study of civil service to be a part of the field of public administration. Workers
in "non-departmental public bodies” may also be classed as civil servants for the purpose of
statistics and possibly for their terms and conditions. Collectively a state's civil servants form its
Civil Service or Public Service.

An international civil servant or international staff member is a civilian employee that is employed
by an international organization. These international civil servants do not resort under any national
legislation (from which they have immunity of jurisdiction) but are governed by an internal staff
regulation.

Text understanding.

Exercise 5. Answer the questions:

What is civil service?

Who is a civil servant or public servant?

Who is an international civil servant?

How do you understand the term “civil service”?

Exercise 6. Complete the sentences.
A civil servant or public servant is...
An international staff member is....

In the United Kingdom only Crown employees ...
Many consider the study of civil service....

III Grammar.

I'pamatuyni yacu rpynu ContinuOUS mo3HavyaroTh [ii, 110 Bi0YyBAIOTHCS B TOYHO 3a3HAYCHHIA Yac
a00 BOJHOYAC 3 IHIIUMHU AisiMH. J0JaTKOBUMH XapaKTepUCTUKAMH TaKUX J1H € X He3aKIHYEHICTb,
JUHAMIYHOCTh 1 HAO4HICTh. JliecioBa y BcCiX 4acoBMX (opMax Ii€i IpynH CKIAAAOThCS 3
JIOTIOMIXKHOTO JTiECIIOBa «to bey» B BiINOBiAHII 0c000BiH (hopmi Ta CMUCIIOBOTO Ji€cioBa 3 -ing.
Hasenemo npukiaau pedenn y Present Continuous Tense: to write (mucatu) — I am writing (5
numry).  to look at (muButucer Ha) — He is looking at me (BiH nuBiTECS Ha MeHe).
[Tpu nonaBanHi CydikCa -iNg cripaBeIIMBI Taki MpaBuIIa MPaBoONKCYy: - SIKIIO CIOBO 3aKiHYYETHCS
Ha -ie, To mepen CydikCoMm -ing BoHO 3aMiHIOETHCs HAa —Y: 10 lie (Opexatn) — I am not lying to you
(51 To61 He Opemry); - Ilepen -ing B 3akpuTOMy CKIIaji KiHI[EBA MPUTOJIOCHA TOIABOIETHCH,
Hanpukian: to sit (Ciumaitu) — She is sitting (Bona Cuauts).

Jist Toro, o6 moxas3aTH, 1110 Jisl IPOXOJUTh Y MOMEHT MOBJIEHHS, BUKOPUCTOBYIOTh TE€HEPILIHIH
TpuBanuii 4ac. [liecmoBa y (opmi TemnepillHBOrOo TPUBAIOr0 Yacy 3a3BUYail BKHBAIOTHCA Y

PEUYCHHSX 3 0OCTAaBUHOIO «Now» («3apas»), «at the moment» («y 1eii MOMEHT»), ajie 4acTo I
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00CTaBUHU JIMIIIE JOMHCIIOIOTHCSA, a/P)Ke BOHM W Tak OYEBHJIHI 3 camoi (opMHU mdieciioBa:
— What are you writing? — I am writing a letter to my friend.

— o m (3apa3) mumem? — S numy (3apa3) JIHMCTa  MOEMY  JIPYTOBI.
CrBepuKyBalbHa (OpMa TENEpIilIHROTO TPUBAIOTO 4Yacy YTBOPIOETBCS 3a JOIMOMOTOIO
JOMTOMIXKHOTO JiecioBa «t0 be» B BigmoBigHiii ocobi Temepimuboro yacy (am, is, are) ta
CMHCIIOBOTO JIi€CIIOBa B iHIOBOW (opMi, sike ciiaye 3a migmeroM: She is reading a book. Bona
gyutae kHUTY. [1[00 mocTaBuTH 3aUTaHHS B TENEPIIIHEOMY TPUBAIOMY Yaci, MOTPIOHO J1i€CIOBO
«to be» mocraBuTH mepe miaMEToM, CMUCIIOBE Ai€CIOBO Y dopmi -iNg Ctigye 3a MmiaMeToM:

Is she reading a new book? Bona unrae HOBYy KHHTY?

Are you waiting for a bus? Tu dekaenr aBToOyca?

HeratusHa opma yTBOPIOETHCS 3a JOIMTOMOTOIO 3alepeueHHsI «nNoty MiCIIs JOIOMIXHOTO

JecoBa;

We are not playing football now. Mu e rpaemo y ¢yTtooi 3apas.

We are very busy. Mu mysxe 3aiiHSTI.

I[MpoisrocTpyeMO CTBEpIKYBaIbHY, HETATUBHY Ta UTabHy opmu B Present Continuous Tense:
+ He is standing. - He is not standing. ? Is he standing?

Bingmnosini: Yes, she is. No, she is not. (No, she isn't.)

Bunaaxu B:xuBanHga Present Continuous Tense:

1) Hamip, 3argaHoBaHa Jisl B MaHOyTHbOMY:

- What are you going to do tonight? - I1{o Tu 6yaer poouTtu BBeUepi?

- I'm going to visit my parents. - I moiny BizBinaTH OATHKIB.

2. Y 3Ha4eHHI Mail0yTHHOTO Yacy:

- I'm going to meet the friends tomorrow. (= I'm meeting ...) - 5 3yctpivyarocs 3 Apy3siMH 3aBTpa.
3. MaiibyTHe, 03HAaKH SKOTO € B TENIEPILIHBOMY:

- She's going to be a manager. - Bona 6e1y MeHeIKEpOM. .

The Past (Progressive) Continuous Tense (MuHyJInii TpUBaJIHii Yac)

MuHynuii TpUBaIMi 4ac yTBOPIOETHCS 3a TOTIOMOT'OI0 J1€CI0Ba «t0 bey» Ta CMHUCIOBOTO JIi€CIOBA
3 3aKkiHdeHHsAM _Ing. [Ipu oMy JTi€CTIOBO «to be» BKUBAETHCA y (HOPMi MUHYJIOTO Yacy («was»
nis 1, he, she, «were» st we, you, they): | was reading a book. 5 uuras kuury. We were playing
chess. Mu rpanu B maxw.

OcnoBuuM mnpusHaueHHsM the Past Continuous € mo3HaueHHs [ii, 110 NMPOTIKAJIM B TOYHO
3a3HaueHHH Yac y MuHysomy: Ann was working at ten o'clock yesterday morning. Aus mpairoBaia
BYOpa BpaHili o jaecAtiid ronuHi. (ToOTo o AecsTiit roauHI paHKy AHS 1€ HE 3aKiHYMJIA CBOIO
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po6Gory). It was raining when we went out into the street. Mo momr, Komu M BHHLIITH Ha
BYJIUIIIO.

HiecnoBo «to be» (was, were) B TaKMX PEUYCHHSAX € JOIMOMDKHHMM 1 CIIY>KUTh JJISl YTBOPEHHS
nuTaabHol Ta HeratuBHOI (opm. Il[o6 mocraButh 3anutanHs B the Past Continuous moTpioHO
MOCTaBUTH JIECIIOBO «to be» (y moTpiOHiii popmi: was / were) epes miamMeToM. A o0 yTBOPUTH
HeraTUBHY (opMy, MOTPIOHO TIOCTaBUTH 3amlepeueHHs «not» Tmicas JiecioBa «to bey:
+ She was playing at 3 o'clock. - She was not playing at 3 o'clock. ? Was she playing at 3 o'clock?
Yes, she was. No, she was not. (No, she wasn't.)

The Future (Progressive) Continuous Tense (Maii0yTHiii TpuBaJIHii yac)

Hiecnosay ¢popmi MaitOyTHEOTO TPUBAJIOTO YaCy BUPAXKAIOTH JIi10, IO BiJOYBAaTUMETHCSI B IEBHUM
MOMEHT YH Bi/Ipi30K yacy B MailOyTHpoMy. O3HaKOIO AiecioBa y (opMi MaiiOyTHBOTO TPHUBAIOIro
yacy € KOMOiHaIlisl TOTIOM1KHOTO JliecioBa «to be» B maitdyTHroMy yaci («shall bey» abo «will bey)
3 (hopMoOrO CMHCIIOBOTO JiecaoBa —ing:

I shall be expecting you at 5. I Oyxy uekaTu Bac o I’ SITii.

+ He will be sleeping.

- He will not be sleeping.

? Will he be sleeping?

Yes, he will. No, he will not. (No, he won't.)

Exercise 7. Form affirmative sentences.

1)1 tomy friend. (to talk)

2) He __ the beds. (to make)

3)We __ breakfast at 5:30 this morning. (to have)

4)She _ anice skirt. (to wear)

5) Tom's younger brother . (to cry)

6) You __ photos with my new camera, weren't you? (to take)

Exercise 8. Fill in the verbs in brackets in the Future Continuous.

1) Peggy to the party on Saturday. (to come)

2) We him tomorrow. (to meet)

3) This time next week he to South Africa. (to fly)

4) At 6 o'clock on Friday they the new contract. (to sign)
5) It when | reach Bangkok. (to rain)

6) Tomorrow at nine | a test. (to write)

7) Andy a video when I arrive tonight. (to watch)

8) You pizza soon. (to eat)


http://school.xvatit.com/index.php?title=The_Future_Simple_Tense

9) She when you telephone her. (to sleep)

IV. Comprehension

Exercise 9. Read the text B without a dictionary for 7 minutes and say what problems are
mentioned in the text:

Local Government is an administrative body for a small geographic area, such as a city, town,
county, or state. A local government will typically only have control over their specific
geographical region, and can not pass or enforce laws that will affect a wider area. Local
governments can elect officials, enact taxes, and do many other things that a national government
would do, just on a smaller scale. In every economy the work of different firms has to be
coordinated. In a market economy this coordination is achieved by means of markets. Nevertheless
the debate over the role for Government in a market economy is continuing and the issue is being
widely discussed at the present time. An economy based on free enterprise is generally charac-
terised by private ownership and initiative, with a relative absence of government involvement.
However, government intervention has been found necessary from time to time to ensure that
economic opportunities are fair, to dampen inflation and to stimulate growth. Government plays a
big role in the Ukrainian free enterprise system. State and local governments tax, regulate, and
support business. In our country there are agencies to regulate safety, health, environment,
transport, communications, trade, labor relations, and finances. Regulation ensures that business
serves the best interests of the people as a whole. The economy has a tradition of government
intervention for specific economic purposes — including controlling inflation, limiting monopoly,
protecting the consumer, providing for the poor. The government also affects the economy by
controlling the money supply and the use of credit. The aim is a balanced budget.

Exercise 10. Agree or disagree with the statements. Correct the false statements.

Local governments can not elect officials, enact taxes.

The government also affects the economy by controlling the money supply and the use of credit.
The aim is a balanced budget.

In our country there are no agencies to regulate safety, health, environment, transport,
communications, trade, labor relations, and finances.

An economy is not based on free enterprise is generally characterised by private ownership and
initiative.

The economy hasn’t a tradition of government intervention for specific economic purposes
Exercise 11. Translate the word combinations and make sentences with them.

intervention for specific economic purposes;

to ensure that economic opportunities are fair;

state and local governments tax;
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to affect the economy by controlling the money supply;

combining local and state interests;

executive power.

Exercise 12. Read the text C for 12 minutes. Find answers to the following questions.
1/What is Local government in Ukraine is guaranteed by?

2/What are local governments?

3/What principles do local governments in Ukraine employ of?

4/What is the structure of local government in Ukraine?

5/What do executive bodies of villages, townships, city and city-district councils have?

Define the main points of the text and summarize them.

Local government in Ukraine is guaranteed by state law and the ability of the territorial
community (residents of a village or a voluntary association of rural community residents of
several villages, towns, cities) independently (or under the responsibility of agencies and local
government officials) to solve local issues within the Constitution and laws of Ukraine. Local
governments are territorial communities of villages, cities (directly and through villages),
townships, city councils and their executive bodies and district and regional councils (which
represent the interests of communities of villages, towns and cities).

Local governments in Ukraine employ the principles of:

Democracy

The rule of law

Transparency

Collegiality

Combining local and state interests

Legal, organizational, material and financial independence (within the powers defined by law)
Accountability and responsibility to the territorial communities, their bodies and officials
Government support and guarantees of local self-government

Judicial protection

The structure of local government includes:

Local communities

Village, township and city councils

Village mayors

District and regional councils representing the common interests of villages and cities

In cities with district divisions, decisions of the local community or the city council may be made
at the district level. City-district councils form an executive body; the elected council chairman is
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chairman of its executive committee. Village, township and city councils are local authorities
which represent their respective communities, and carry out on their behalf the functions of local
government established by the Constitution of Ukraine.

Executive bodies of villages, townships, city and city-district councils have their executive
committees and departments established by the council's executive bodies. The executive bodies
of village, township, city and city-district councils are controlled and accountable to the relevant
councils. The implementation of delegated executive powers is also under the control of the
relevant executive bodies.

The village, township, or city mayor is the chief executive of the local community at the village
(or association of several villages), town or city level, elected by universal, equal and direct
suffrage by secret ballot every four years in the manner prescribed by law. The village or township
mayor leads the executive committee of the respective village, township or city council, and
presides at its meetings.

V1. Speaking.

Exercise 13. Sum up all the information you got on the topic. Speak on it using the plan:
The civil service in general.

A local government. Its peculiarities.

Government plays a big role in all the spheres of the life of the country.

Local government in Ukraine is guaranteed by state law and the ability of the territorial
community.

Local governments in Ukraine employ many the principles.

VII Writing
Exercise 14. Translate the following text in writing.
The City of Kiev has a unique legal status compared to the other administrative subdivisions of
Ukraine. The most significant difference is that the city is functionally independent of the province
which it located in. That is, Kiev is subordinated directly to the national-level branches of the
Government of Ukraine, skipping the provincial level authorities of Kiev Oblast, but hosting the
administrative and infrastructure bodies for the latter.The unique standing of the city's institutions
of self-governance reflects the role of Kiev as the capital of Ukraine and is also based on the city's
historical administrative status within the Soviet Union where Kiev held the position of a City of
republican subordination.
The head of the local government (the Mayor of Kiev) is elected, rather than appointed, and the
municipal government has greater latitude in local affairs that elsewhere in Ukraine. The President
of Ukraine appoints the Head of the Kiev City State Administration.Presently, the Kiev City
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Council Secretary and Deputy Mayor Galyna Gerega is the acting Mayor of Kiev,Mt? while
Oleksandr Popov is the Head of the City State Administration and the de-facto head of the city
government.Currently, the legal status and the local government of Kiev is regulated by the special
provisions of the Constitution of Ukraine as well as a combination of Ukrainian laws, namely the
Law on the capital of Ukraine - Hero City Kiev, the Law on the local state administration® and
the Law on local self-governance in Ukraine. Its special administrative status is recognized in the
Ukrainian Constitution in Chapter IX: Territorial Structure of Ukraine and is governed in
accordance with laws passed by Ukraine's parliament, the Verkhovna Rada. The scope and
structure of the Kiev local government and the status of the current Kiev City Council is the subject
of an ongoing bitter legal and political crisis. The oppositional parties that dominate the city after
the recent elections consider the City Council term of authority expired and effectively block

attempts at its convening through mass protest.
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1. Vocabulary

Exercise 1. Remember the following words and word combinations:

Human Resources Management - YrpasiiiHHS JIOJACEKUMHU pecypcamu, employee- npariBauk, to
commit- 3aificauty, achievement- mocsruenns, goal- mimi, to become aware- ycBimomiroBary,
understand- posymitu, evaluate- omintoBat, crucial- BaxmuBo, behavior- moseninka,
development- po3surok, efficiently- edpexrusnicts, to identify- Busnaunth, staff- mepcona,
important- BaxximBO, IMpProvement- moiMIICHHS, questionnaires- ankeru, qualified-
kBamiikoBanuii , capable- 3matuuii, experienced-mocBiquenuii , obligations- 3000B's3aHHs,

honest- yecuuii, uncomfortable- nespyunnii, difference- pizaums.

Exercise 2. Guess the meaning of the following international words:

Strategic, individual, organization, psychology, assist, personal, company, contribute, techniques,
problem, to realize, business, reputation, official.

Exercise 3. Using the text and the dictionary give all the English synonyms to the word
“job”. Explain the meanings.

I1. Reading

Exercise 4. Read and translate the text A:

Human Resources Management (HRM) is the strategic management of the employees, who
individually and collectively contribute to the achievement of the strategic objectives of the
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organization. Assuming that the employees of an organization are individuals with own mental
maps and perceptions, own goals and own personalities and as such they cannot be perceived as a
whole, HRM holds that the organization should be able to employ both individual and group
psychology in order to commit employees to the achievement of organizational goals.

Aiming to enable the organization to achieve its strategic goals by attracting, retaining and
developing employees, HRM functions as the link between the organization and the employees. A
company should first become aware of the needs of its employees, and at a later stage, understand
and evaluate these needs in order to make its employees perceive their job as a part of their personal
life, and not as a routine obligation. To that end, HRM is very crucial for the whole function of an
organization because it assists the organization to create loyal employees, who are ready to offer
their best. The HRM activities in modern organizations are typically performed in communication
with the General Management in an effort to provide a variety of views when a decision must be
taken. In that way, decision making is not subject to the individual perceptions of the HR or the
General Manager, but it becomes the outcome of strategic consensus.

The main goals / responsibilities of HRM are:

* To retain low employee turnover rate by inspiring people to work for the company
* To attract new employees

* To contribute to employee development

To achieve these goals, Human Resources Management trains and motivates the employees by
communicating ethical policies and socially responsible behaviour to them. In doing so, it plays a
significant role in clarifying the organization's problems and providing solutions, while making
employees working more efficiently.

On the other hand, challenges do not cease for the HRM. Modern organizations can survive in the
dynamic, competitive environment of today only if they capitalize on the full potential of each
employee. Unfortunately, many companies have not understood the importance of the human
capital in successful operations. The recruitment and selection of the best employees is a very
difficult obligation. Even companies that are voted in the top-ten places to work at, often endure
long periods of hard work to realize that human element is all an organization should care about.
New challenges arise even now for the organization, and it is certain that new challenges will never
cease to emerge. Therefore, the use of proper Human Resources techniques is a really powerful
way for organizations to overcome these challenges, and to improve not only their quantitative
goals but also their organizational culture, and their qualitative, cognitive aspects.

Staff skills assessment

A staffing skills assessment can help you identify skills gaps in your business. Your current staff
may have skills that you weren't aware of, or staff who have the capacity to take on additional
responsibility with more training. Or you might identify a need to employ a new staff member.
When you conduct a staffing skills assessment, you should consider the skills across your business,
rather than just looking at individual staff. You should also consider your future staffing
requirements and think about what skills are the most important in meeting your business goals.

The following are some useful tools for identifying skills gaps and training needs.
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Research

As part of your staffing skills assessment, look at your existing business documents. Review your
business goals and work out what skills staff need for certain roles or tasks.

Interviews

Start a staffing skills assessment by interviewing your staff. This will help you understand which
areas are working well and which ones need improvement. Interviews can help you work out which
staff are keen to take on more responsibility, and who could benefit from training - either to update
the skills they need for their current job or to help them with their career progression.

Performance reviews

Performance reviews help you work out how well your staff are meeting the expectations in their
job description. Conducting performance reviews gives managers and staff a good opportunity to
communicate freely and address any issues. You can also use staff performance reviews to reward
good performances and identify what training staff may need before they can be promoted.

Career planning and development

Career planning and development benefits both you and your staff. Your business will benefit from
qualified, capable and experienced employees who are available to take on more skilled and
responsible roles when required. Staff will benefit from identifying their career goals, possible
future job opportunities and personal improvement requirements. Career planning and
development should be part of the performance appraisal process.

Recognition of prior learning (RPL)

RPL is a way to recognise staff skills and knowledge, regardless of whether they were attained
through formal training or on the job. RPL can be used to achieve official qualifications. It benefits
staff by improving their qualifications and boosting morale. It can also benefit your business by
helping to keep good staff and improving your reputation by having a more qualified workforce.
Find out more about how recognition of prior learning may benefit you and your staff.

You might also consider:
« observing and evaluating staff members while they are performing their job
« conducting surveys and skills questionnaires to capture employee information
« holding group discussions with employees and supervisors.
Related links
o Read more about training staff.

o Find out about your legal obligations when training staff.

Text understanding.
Exercise 5. Answer the questions in English:

1. What does the acronym HRM mean?
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2. What are the main functions of HRM?
3. What are responsibilities of HRM ?
4. What are proper Human Resources techniques?
5. What is the most effective to your mind?
6. How do you understand the word “staft”?
7. What is RPL?
Exercise 6. Complete the sentences.
. Human Resources Management is.......
. The HRM activities in modern organizations are....

. Human Resources Management trains and motivates the employees by.....

. Interviews can help you work out......
. Performance reviews help you......

1
2
3
4. There are some useful tools for identifying skills gaps and training needs: .......
5
6
7. Staff will benefit from.......

8

. RPL can be used to....

IIT Grammar. I'pyna noxonanux 4acis (Perfect Tenses)

I'pyna moxonanux vaci (Perfect Tenses) Bupaxkae 1iro, siki 3aKiHUYETHCS JI0 SIKOTOCh MOMEHTY B
TENepilHpOMY Yaci, MHUHYJIOMY, MallOyTHbOMY a00 MaiOyTHHOMY IO BIJHOIIEHHIO O MHHYJIOTO.
JlokoHaH1 yacu 3BHMYaifHO BHPaXKalOTh HASIBHICTH SIKOTOCh PE3yJbTarTy [ii, MOB’SI3aHOI 3 HACTYITHUMHU
nofisiMu. BoHa yTBOPIOETHCSI 32 I0MOMOTOFO JIOTOMDKHOTO JTieciioBa have y BimrosimHoMy yaci Indefinite + 111
(hopMa OCHOBHOT'O JTIECIIOBA.

Present Perfect Bupasae niro, sika:

1) 3aBepiryroThest 10 MOMEHTY MOBJIeHHS. [Ipu 11bOMy Yac BUKOHaHHS [lii HE BKa3Y€ThCS, TYT
BakmmBHi (axt. " Have you seen Hamlet™?

2) SIk1o fist 3aBepIIMIacs, a BAPi30K Yacy HOro BUKOHAHHS 1€ HE 3aKiHYMBCS, TIPH [HOMY
BXKHMBAIOTHCS BUpasu (0OctaBuHK 4acy) today, this week, this month, this year, this summer, etc.

I have seen my friend this week.
3) S0 B peyeHHi € MPHUCIiBHUK HEO3HAUYCHOTO Jacy: NEVer, ever, just, already, since, not...yet, etc
He has just come. I have not seen him yet.
VYrBopenns Present Perfect:
have (Bci ocoou omauam 1 MHOXMHH ) has (3 ocoba omuunm) + 111 hopma oCHOBHOTO JieciioBa

OO6cTaBuHM Yacy, XapakTepHi /Ui TENepilIHbOT0 JTOKOHAHOTO yacy: just (1oitHo),already (Bxke),
ever (konmu-HeOyb),never (Hikonu),recently (HemonaBHo, ocTaHHIM Yacom),lately (HemomaBHoO,
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octaHHiM yacom),yet (ie),since (a Toro uacy sk),for (mporsrom),today (cboromni),this week
(month, year) (IIbOTo THXHSI, MiCAILIS, POKY),s0 far (Toku 1110).

Past Perfect Bupaxae airo, sika 31iiCHAIACS 10 1HIIOI Ail B MUHYJIOMY 200 JI0 IKOTOCh MOMEHTY B
munysomy.YTBopenns Past Perfect: had + Il opma 0CHOBHOIO JIi€CIOBa B yCiX 0c00aX OMHHMHH i
MHOXUHU

We had finished our work before you came yesterday.

They had finished their work by 5 o'clock yesterday.

Yr1Bopenns : Future Perfect
will have - Bci ocoOu oxuunu 1 MmoxuaH + III hopma ocHoBHOTO fiecioBa have
They will have finished their work by 5 o'clock tomorrow.
3anepeueHHs YTBOPIOETHCS IIJISIXOM JI0IaBaHHs yacTku NOt mo miecnis have,had, will have.

I have not seen my friend this week. We had not finished our work before you came yesterday.
They will not have finished their work by 5 o'clock tomorrow.

[TutaHHs yTBOPIOIOTHCS MUIIXOM nepeHecerns have,had, will have nepen mizmerom.
Exercise 7. . Put the verbs in brackets into the Present Perfect tense.

1. Ms. Parker travels to Washington, D.C., frequently. He (fly) there many times. 2. Bob and Jane
are old friends. They (know) each other for a long time. 3. He never (meet) Nancy’s parents. He
hopes he will get the chance to meet them soon. 4. I don’t like this weather. It (be) cold and cloudy
for the last three days. 5. Your English is getting better. You (learn) a lot of English since you
came here. 6. Joe (not be) in Hong Kong, but he would like to go there someday. 7. My wife and
I came here two months ago. We (be) in this city for two months. 8. I (not write) my sister a letter
in a long time. | should write her soon.. | never (write) a letter to the President of Ukraine. 15.
Greg is working on his composition, but he (not finish) it yet. He'll probably finish it in a couple
of hours. 16. I (not call) Irene yet. I'll call her tomorrow.

Exercise 8. Put the verbs in brackets into the Past Perfect tense.

1. It was six o’clock. All the shops (close). 2. He (not sleep) very well the night before he came to
see us. That’s why he looked so tired. 3. My wallet wasn’t in my bag. Somebody (steal) it before
I decided to by that coat. 4. The match was over. The “Dynamo” (win). 5. We got home at
midnight. It (be) a wonderful day. 6. By 1960 most of Britain’s colonies (become) independent. 7.
When we arrived at the party Tom wasn’t there. Tom (leave) the party before we arrived. 8. The
ball hit the back of the net before the goalkeeper (move). 9. The chairman didn’t speak until he
(hear) all the arguments. 10. When father came home the baby already (be asleep).

Exercise 9. Put the verbs in brackets into the Future Perfect tense.
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1. By this time next year | (save) $250. 2. | (finish) reading this book by tomorrow evening. 3. By
this time tomorrow we (have) our injections. 4. By the end of next year | (be) here for twenty-five
years. 5. I’ll still be here next summer but Tom (leave). 6. | (finish) this job in twenty minutes. 7.
By the time we get to the party everything (be) eaten. 8. By the end of the term we (cover) all the
topics for our exam. 9. When mother comes back the children (finish) all the housework. 10. By
the time we get to the stadium our team (score) and we shall not see the goal. 11. The train (leave)
before we reach the station. 12. The police (hear) of the theft by this time. 13. We (eat) all the
potatoes by the beginning of winter. 14. If we don’t hurry it (be) dark before we get to the village.
15. When we reach Paris we (do) half of our journey. 16. On the fourth of next month he (be) in
prison for ten years. 17. Next month my mother (be) in Italy for two years.18. | suppose that when
| come back next summer they (get) married. 19. On September 24" the (be) married for twenty-
five years. 20. At this rate you (run) out of apples by the end of this week. 21. | hope they (repair)
this road by the time we come back next summer. 22. By the end of next week my wife (do) her
spring cleaning and we’ll all be able to relax again. 23. I make jam every week. I (make) about
100 kilos by the end of the summer. 24. In two months’ time he (finish) his preliminary training
and will be starting work. 25. He spends all his spare time planting trees. He says that by the end
of next year he (plant) 2000. 26. I’ll be back again at the end of next month. — | hope | (pass) my
driving test by then. If T have, I’ll meet your train. 27. Come back in half an hour. I (do) my packing
by then and we’ll be able to have a talk. 28. He’s only 35 but he’s started losing his hair already.
He (lose) it all by the time he is fifty. 29. By the end of my tour I (give) exactly the same lecture
53 times. 30. Did you say you wanted help picking apples? I could come on 1 October. — We (pick)
them all by then.

IV. Comprehension

Exercise 9. Read the text B with a dictionary for 10 minutes and say what rules are mentioned

in the text:

TEN BASIC RULES FOR AUTOBIOGRAPHY WRITING SUCCESS!

1. Be honest. This is partly so that when you write your manuscript, you won't have any trouble
properly documenting even the smallest details, as you might if you just embellish parts of your
story. But it's mostly because your life is plenty interesting (especially that hilarious story about
you and the raccoon!) and there is absolutely no need for exaggeration.

2. However, writing autobiography means never having to say you're sorry . . . or
embarrassed! Always write the whole truth, but never think an autobiography means that the
world has a right to your innermost being or your most private and personal thoughts, unless that
is really your purpose. If you want to write something way too personal and somewhat
uncomfortable for others to read, remember that's what Facebook and Twitter were created to do!
Well, that and provide an easy way to recommend this website to your social media friends.

3. Be your funny self - but only if you really are funny. But whatever you are, don't try to be
anything else because you will alter your natural writing style too much. If you are dull and dry as
toast, go with that. Write the quintessential autobiography for other tedious people to read. Hey, if
it's who you really are, then tell the world to simply learn to live with it. That way, ten thousand
years from now no one will have to wonder what you were really like because your life story
written in your own true voice will have told them already - you were as dull as a doornail and
mighty proud of it, too! Plus, several millennia from now only dull and mindless data crunching
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machines will still be reading books and you'll have a best seller on your hands. Naturally, a fellow
like me will already be long forgotten because | only write what pleases me.

4. Write what pleases YOU. That may strike you as somewhat egotistical, but this is really the
number one rule of writing autobiography (makes you wonder why it's listed as number four here
then, doesn't it?) and it means that you should put together a story that YOU think is interesting. |
mean, think about it! If you don't find your own version of your life story to be rather absorbing,
what in the world makes you think the rest of us will? Sorry. Am | being too caustic here?

5. Try not to be too caustic. Even the villains in your life deserve some respect. And you could
change your mind about them some day. Or they could change their personality. No, really, that
happens sometimes. And anyway, the ones who don't deserve respect and never will usually have
little villain attorneys very much like themselves who are just waiting to sue somebody for
defamation.

6. Be sure you avoid cliches . . . like the plague! After all, who wants to read an autobiography
that isn't a bit unexpected in parts and loaded with new and intriguing viewpoints? Exactly right,
no one. Certainly no one important. Here's what you need to do: Decide what key points really
make your life story of particular interest to others and you will almost certainly be surprised at
the difference in the focus of your overall effort. Make those key interest points your chapter titles
and you are halfway home. However, like my older sister keeps reminding me, always be mindful
of rule #7.

7. Start with an outline. | should have put this rule as number one. Or perhaps number three.
Five maybe? Anyway, without an detailed outline, you might end up writing too much about one
portion of your life and miss the larger picture; said larger picture being both more interesting and
also larger. An outline that includes all of the main events of your autobiography is good. Twenty
pages on your first snow sled is bad. Got it? Okay! Plus, you'll definitely want to save that Rosebud
sled story until the very last paragraph. Trust me, | know things.

8. Write your very best the first time through. Most of us think we'll simply get the whole story
down in words any way we can and then imagine we'll just go back and polish it up during a final
editing. | organize my work tools this way by just leaving them around the garage with plans to go
back and put it all in order later. You should see my garage! You should try to just get into my
garage!! There may be exceptions, but my strong feeling is that it's far easier to come up with just
the right wording as you go rather than later when you edit the effort.

9. Keep your writing confidence up. Your ability to write is more than adequate for your
autobiographical effort. Never doubt it. | have recently come to realize that most people are far
better writers than they think they are. And | am certain that you are far better at forming sentences
than you imagine. In fact, | don't know why we're even having this conversation since we're both
obviously so gifted with words.

10. Don't lose sight of the commercial side of writing. Did | mention four of my books are now
available on Amazon Kindle? And even if you don't plan to market your effort, pretend that you
are in order to maintain that "writer's edge" needed to sustain you through to the end. Nonetheless,
always use a spell checker, watch those dangling participles, and go write like the wind!

Exercise 10. Read the autobiography and answer in English.

ABTOBIOI'PA®IA
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A, IBamenko Karepuna AmnapiiBHa, Hapomunacs 9 TpaBHs 1985 poky B cemi JlebemiBka
Bumroponcekoro paitony KuiBcekoi obnacti. Ykpainka, rpoMasiHka YKpaiHu.

3 Bepecua 1992 poky mo munas 2003 poxy HaBuanach y JleGeniBChkiil cepenHiil mkoui, jae
oJieprKaa aTecTaT Ipo CEPEIHIO OCBITY.

Y munnai 2003 poky Berynmia a0 HaykoBo-HaBYanbHOTO 1HCTUTYTY ITIJITOTOBKH KaJpiB
KpuMiHaIbHOT MUTiIIT KHTBCHKOTO HAI[IOHAILHOTO YHIBEPCUTETY BHYTPIIIIHIX CIIPaB Ha (JaKyJIbTET
MITOTOBKH KaJpiB KpUMIHAJIIBHOI MUJTiIi. 3apa3 HaBYaloCh Ha 3 Kypci, MPOXKUBAIO B TYPTOKUTKY

Ha TEPUTOPIi IHCTUTYTY.

barpko, IBamenko Annpiii MakcumoBu4, 1960 poxy HapopKeHHS, MpoXUBae B M. Bumropoi,
Ipawoe TupekTopoM Buiropoacekoi cepeanboi mxoau Ne 2.

Maru, IBamenko (Txauyk) Bikropis AmnartomniiBHa, 1965 poky HapoJUKEHHS, NMPOXXUBAE B M.
Bumroponi, mpaiitoe BUMTENeM YKpaiHChKOI MOBU Ta JiTepaTypu BHIITOpoackkoi cepenHbol

mkoau Ne 5.

bpar, IBamenko Cepriit AnapiiioBuy, 1990 poky HapopKeHHSs, yueHb BHINTOpOICHKOT cepeqHboi
mikos Ne 5.

Hi s, ni moi Onm3bKi pigHi M0 KPUMIHAIBHOI YM A MIHICTPAaTUBHOI BiJIOBIJAILHOCTI HE
HPUTSTYBAJINCS.

[TactioptHi mani: cepis MANe 69334, Bunanniit BBC M. Bumropoma 16.10.2001.
Homamns anpeca: Byn. Kuisebka, 24, kB. 216, M. Bumropoa, 52002.
26.10.2006. (mimmumc)

Questions.

1. What is the woman’s full name?

2. Where and when was she born?

3. What do we know about her education?

4. What does Kate tell us about her family?

5. What additional information does Kate’s autobiography contain?

Exercise 11. Read the Interview in pairs. Translate it.

Interviewer: Good afternoon, please have a seat.
Interviewee: Thank you.

Interviewer: How are you doing today? Did you have any trouble finding the office?
Interviewee: I'm fine thank you, and I had no trouble at all getting here.

Interviewer: Great. Well let's get started. Could you tell me a little about your educational
background?
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Interviewee: Yes, | graduated from UCLA in 1995, with a Bachelors degree in journalism. After
that | enrolled in NYU's master's program for journalism, graduating in 1998.

Interviewer: | see. Now, how about your work experience?
Interviewee: After | left NYU, | worked for a year at the Daily Newspaper.

Interviewer: And after that?
Interviewee: From there | moved to San Francisco and was employed by the Bay Area
Chronicle, covering local and state politics.

Interviewer: What was the biggest story you covered while you were there.

Interviewee: | covered several that | thought were important, but | would have to say the
investigative piece | did on the cover-up of the governor's staff involvement in the embezzlement
of education funds was the biggest.

Interviewer: How did you like it at the Chronicle?
Interviewee: Overall, | liked it a lot. The people were great and my boss was supportive and
understanding.

Interviewer: According to you resume, you left there three months ago. What have you been
doing since then?

Interviewee: Mainly taking care of our baby, she just turned three months old. But now I'm ready
to go back to work.

Interviewer: What brought you to Denver?
Interviewee: My husband’s company transferred him here last month.

Interviewer: One final question. Why did you apply here? Denver has three daily newspapers to
choose from.

Interviewee: | felt that this paper is better suited for my conservative thinking, my unique writing
style, and my diverse areas of interest when covering political news.

Interviewer: Well, thank you for your time. We'll be making a selection in a couple of days and
will call you one way or the other.
Interviewee: Thank you for seeing me. Have a pleasant day.

Exercise 12. Answer the questions according to the Interview:

. Where did she graduated in 1995?

. What was her course?

. How about her master's degree?

. What was the biggest story that she covered?

. What did she do for three months after quitting her job?

. Where is she right now?

. How do you call someone who's being interviewed?

. How do you call someone who's asking questions during an interview?

coNOoO Ol WN K-

V1. Speaking.

Exercise 13. Make up the dialog at the Interview using the following questions.
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Read and answer. below for common questions you may be asked during an interview,
questions to ask the employer.

Common Interview Questions

e Tell me about yourself.

e Why are you interested in working for this company?

o Tell me about your education.

o Why have you chosen this particular field?

o Describe your best/worst boss.

e Inajob, what interests you most/least?

o What is your major weakness?

o Give an example of how you solved a problem in the past.

e What are your strengths?

o How do others describe you?

e What do you consider the most important idea you contributed or your most noteworthy
accomplishment in your last job?

e Where do you see yourself in three years?

e Think about something you consider a failure in your life, and tell me why you think it
happened.

e How do you think you will fit into this operation?

« If you were hired, what ideas/talents could you contribute to the position or our
company?

o Give an example where you showed leadership and initiative.

« Give an example of when you were able to contribute to a team project.

e What have you done to develop or change in the last few years?

« Do you have any questions for me?

Questions to Ask the Employer

e What are the responsibilities and accountabilities of this position?

o How well is the position defined? Can its duties be expanded?

« Please describe an average day on this job.

o What is the history of the position? Why is it vacant?

e What aspects of this job would you like to see performed better?

o What are the key challenges or problems of this position?

e Where can | go from here, assuming that | meet/exceed the job responsibilities?

o How would you describe the ideal candidate?

e What are the employer's short- and long-range objectives?

o What are some outside influences that affect company growth?

o Where does the company excel? What are its limitations?

e When and how will | be evaluated? What are the performance standards?

e With whom would I be working? Who would be my supervisor? Who would | supervise?

o What is the department's environment like?

e When will you make the hiring decision? May | call you for the decision? When is a
good time?

VII Writing
Exercise 14. Write your own autobiography using the following one.
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My name is Z=[#]{&; my English name is David. | am applying for the vacancy of the
JUNIOR NETWORK PROGRAMMER which you advertised on the Employment
Web Page of April 23rd.

| hold a bachelor's degree with a major in Economics which was awarded to me by Fu-
Jen University in Taipei in 1997. Although | am a novice in the workforce, | am
qualified for this position according to the requirements which were described in your
advertisement. First, | have good command of English, because my university minor
subject was English. Moreover, my TEFL test scores were 600. These two facts provide
the evidence that | have a quite adequate command of English to work in an
international company like yours.

Second, although computer science is not my major subject at the university, the
courses | have taken like Data Management, C-Language and Calculus have prepared
me for software programming in the field of finance and investment. My grades in these
three courses were all above 80. In addition to my computer programming, | was
employed at the university's computer center where | assisted the instructors in teaching
students how to search web sites on the internet, and how to send e-mail messages by
using Outlook software. Moreover, | helped students design their web page by
familiarizing them with both PowerPoint and Front Page software. Third, | was not only
active in the university but also a participant in a 1998 International Conference of Web
Technology Development in Taiwan. The experience brought me into contact with
professional societies and helped me improve my social skills when interacting and
communicating with professional people. This experience also taught me how to work
with people efficiently. As far as my private life is concerned, | am from a middle-class
nuclear family which is composed of four members: my parents, my younger sister and
I. My father is a businessman who deals with international trade. My mother used to
work in a bank, but she retired recently. My sister studies nursing and she is going to
work in a hospital. My family life is calm and steady. My parents love their children
and hold great expectation that their children can establish their own career
independently and live a happy life. Fortunately, up to now | have not disappointed
them. | have completed my required military service as an airforce sergeant. My hobbies
include movies, music and sports. | am an enthusiastic, initiative and interesting person
although | can be straightforward and not very prudent in complicated situations.
However, | learn from experience quickly.l can confidently say that | am ready for my
future. But I am looking for a good opportunity in which I can make a contribution to
the welfare of the company which I will work for. Along with this experience, | hope
to develop myself to keep pace with the changes of the era in my profession.

Unit 7

Ynpaeninna mpyooeumu pecypcamu (YTP.) Cnisoecioa ma asmobiopaghin

Exercise 1. Remember the following words and word combinations:
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Motivation- TumoBaris, accomplish- nocsruenns, influence- prumus, defined- Busuaueno, external
factors- 3oBuimHi ¢akTopu, to exist-ichyBaru , consciousness- ceimomicts, to figure out-
3'sicoByBatH, t0 Inspire- Haguxary, intrinsically satisfying and extrinsically encouraging factors-
BHYTpIIIIHE 3aJI0BOJICHHS 1 30BHI oOHaxiinumBi ¢akropu, challenging- ckmamuwmii, sSignificance-
snayenns , SKill and knowledge- naBuuku i 3HaHHS.

Exercise 2. Give English equivalents:

ComianbHi (haKTOpH, KUTTS, IPUHMATH PIllICHHS, MOTHUBAILis, 1Tii, pyIIiiiHa cuia, podoTa, moTpeOn
Ta OYiKyBaHHs, poOoYe MicIle, pO3yMITH, CIIPHSITH.

Exercise 3. Translate the word combinations and make sentences with them.

biological factors person'’s consciousness

intellectual factors to inspire employee motivation at work
social factors to create a work environment

emotional factors, to understand the significance of motivation

Exercise 4. Read and translate the text A:

Motivation is an employee's intrinsic enthusiasm about and drive to accomplish activities related
to work. Motivation is that internal drive that causes an individual to decide to take action.

An individual's motivation is influenced by biological, intellectual, social and emotional factors.
As such, motivation is a complex, not easily defined, intrinsic driving force that can also be
influenced by external factors.

Every employee has activities, events, people, and goals in his or her life that he or she finds
motivating. So, motivation about some aspect of life exists in each person's consciousness and
actions.

The trick for employers is to figure out how to inspire employee motivation at work. To create a
work environment in which an employee is motivated about work, involves both intrinsically
satisfying and extrinsically encouraging factors. Employee motivation is the combination of
fulfilling the employee's needs and expectations from work and the workplace factors that enable
employee motivation - or not. These variables make motivating employees challenging.

Employers understand that they need to provide a work environment that creates motivation in
people. But, many employers fail to understand the significance of motivation in accomplishing
their mission and vision. Even when they understand the importance of motivation, they lack the
skill and knowledge to provide a work environment that fosters employee motivation.

Exercise 5. Answer the questions in English:

1. What is motivation?
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2.What factors influence people?

3. What is the trick for employers?

4. Why is it important to think about motivation while managing?

Exercise 6. Look at the picture. Compare personal and work needs of a person. Answer the

questions after the picture in English.

PERSONAL WORK

Creative Self- Challenging

success actualization job
needs

Status Incentives
. . Social
Friendships activities

Financial

Seniority

stability

1. What are the lowest and the highest psychological needs?

2. How do they realize in personal and work needs?

3.What are more important needs?

4. How do managers use psychological needs of people in their work?

5. What are the most important needs?

6. How does self-actualization realize in personal and work life of the staff?

7. How do esteem needs realize in personal and work life of the person?

8. How do social needs realize in personal and work life of the person?

9. How do safety needs realize in personal and work life of the person?

10. How do physiological needs realize in personal and work life of the person?

I Grammar. The Infinitive. Forms and Functions.

[HdiniTHB — 116 HE 0coOoBa (opma JiecioBa, sika TUTLKH HAa3WBA€E JIIO 1 BiJIMOBiae Ha 3aIUTAHHS O
pooumu?, wo spobumu?. to write nucamu, to answer gionogioami.

B anruniiicekiii MoOBi iH(}IHITHB Ma€e OaHy HpocTy 1 m'sTh ckiaaaHux ¢opm. IHDiHITHB nepexigHux
nieciB Mae popmu yacy i cTaHy, a HENepeXiAHUX — TUIBKH Yacy (AMB. TAOJIULIO) :

Dopmu Active Passive
iH¢iHiTHBa
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Indefinite to write to be written

to come
Continuous to be writing —
to be coming
Perfect to have written to have been written

to have come

Perfect to have been writing —
Continuous
to have been coming

®yukuii indinituBa B peyenni: [HQiHITHB i3 3a1eXKHUMHU BiJ] HBOTO CIOBaMH YTBOPIOE iHQIHITHBHY
rpymy:to learn the poem by heart BuBumTH Bipm Hamam'sath, to explain the rule to the staff -
MOSICHUTH  TPABHJIO NPAI[iBHUKAM.

[adiniTuB uu iHQIHITHBHA TpyHa MOXKE BXXHBATUCS B PEUCHHI B POJII MiMETa!
To know him is to trust him. (Wilde)3Hatu foro — 3HauuTH JOBIpSITH HOMY.

[Tigmer, BupakxeHnit iH()iHITUBHOIO IPYIOI0, YACTO CTABUTHCS MICIHISI IPUCY/IKA PEYCHHS; Y IbOMY pasi
nepe/ NPUCyIKOM BXXKHBAEThCs BBiIHE it (a00 dopmanbhuii migmet). It wasn't safe to cross the bridge at

night. (Greene) IlepexonuTu uepe3 MicT BHOUi OyJ10 HeEOE3MEUHO.

IH(DIHITUB BXHBAETHCS B POJIi MpeuKaTHBa (IMEHHOT YaCTHHU CKJIQJICHOTO TpHcyaka): The point
to achieve the aim. T'on0BHE — IOCATTH METH.

[H}iIHITHB BXXHUBAETHCS B POJIi YACTWHHU MI€CTIBHOTO CKJIAQIEHOTO MPHUCYAKA: a) 3 MOJAITbHUMHU
JIECIIOBAMU:

We must stay at home. Mu NOBUHHI 3aJIMIIATUCS BIOMA.
You should have been here last night. VYuopa BBeuepi BaMm ciin 0ya0o OyTH TYT.
Something had to be done. [loch Tpeda Oys10 3pooHTH.
What are we to do? [Ilo Mu Maemo poouTH?

0) 3 ieciioBaMH, 1110 MAIOTh MOJIajIbHE 3HAYCHHS (TOOTO BXKHBAKOTHCS Y CIIOYYCHHI 3 iH()IHITUBOM 1HIIOTO
nieciioBa): to want xotitu; to wish 6axarw; to intend Matu Hamip;

I want to paint. 51 xody mamoBatu.

He tried to see the men. Bix HamaraBscs moOaunTH LUX JTFOAEH.
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B) 3 JI€CIIOBaMH, L0 O3HAYAIOTh MMOYATOK ad0 MPOMOBKEHHs Ail: to begin, to start moumHaTH(cs); to
continue MpoxoBKyBaTH(c-5) Ta iH.:

She began to talk. = Bona mouana roBopuTH.
[H}IHITHB BXXUBAETHCS B POJIi IOAATKA JIO AIECTIB Ta MPUKMETHHKIB!
He asked me to wait ~ Bin nonpocuB MeHe TIO4YeKaTH.
I shall be happy to accept your invitation. (Hornby)
Sl Oyny macnuBHii TPUUHSATH Ballle 3aNPOIICHHS.
[H}iHITUB BXKMBAaETBCS B PO O3HAYCHHS:
I have no right to ask. (HeyT) 41 He Maro mpaBa 3aNUTyBAaTH.
Suddenly she felt the need te speak. (Wilde) PamrroM BOHa Bimuysia motpedy rOBOPHTH.

[HdiniTHB y GyHKLIT 03HAYEHHSI YacTO Mae MOJAIbHE 3HAYCHHS, BUPAXKAIOUH MOXKIHUBICTE 200
MTOBUHHICTD; y TAKWX BHUIAKaX iH(IHITAB MEpeKIaAaeThCs Ha YKPATHCHKY MOBY HiJIPSTHUM O3HAYATBHAM
PEUYCHHSM:

We made a list of the things to be taken.
Mu CKJIaH CIIMCOK pevei sKi Tpeda 0yIio B3sATH 3 COOOI0.
The car to be used did not belong to Sparcer. (Dreiser)

ABTOMaIInHa, IKOI0 MajH ixaTy, He Hajiexana Crnapcepy.

IndiniTiB y QyHKIIT O3HAYEHHS MOXE BKa3yBaTH HA MNPU3HAYCHHS MPEIMeTa, BUPAKEHOTO
IMEHHUKOM a00 3aiMEHHUKOM, JI0 SIKOTO BiIHOCHUTHCS 1H(IHITHB:

Have you got anything to eat? VY Bac € mo-Hedyab noictu?
She brought me a book to read, BoHa npuHecia MeHi MoYMTaTH KHUKKY.

IndiniTuB-o3Hauenns micas ciiB the first, the second, the last ta in. mepexiamaerbcs Ha
YKpalHChKY MOBY 0COOOBOIO (IIpeIMKaTUBHOO) (HOPMOIO /Ti€CIIOBA!

He was the first to come.  Bin mpwiioB neprmm.
[HdiniTHB BXKUBAETHCS Y PYHKLIT 0OCTAaBUHU METH:

I have come here to meet her. (Hemingway)

S mpuiinioB croau, MO0 3yCTPITHCS 3 HEFO.

To earn a living, he became a salesman. (Carter)

1106 3apoOuTH Ha IPOXKUTTS, BIH CTAB MPO/IABIIEM.

[H}iHITHB BXXUBAETHCS B POl OOCTABUHU HACHIJKY:
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She is old enough to go to work (Dreiser)

Bona Bxxe mocuTh Topocita, o0 iTH MpaIfoBaTH.

It was too hot to go out into the town. (Hemingway)
Bymno HanTo *apko, mo0 iTi B MiCTO.

[epen iH}iHITHBOM y poJIi MigMeTa, IMCHHOI YaCTHHH TPUCYJIKA, TOJIATKA i O3HAUCHHS MOXYTh
BxkuBatucs 3aimenamku What, whom, whose, which, mpucrisamkn where, when, how, why i
crnionryynuku Whether Ta if. Taki iH}IHITUBHI TPYITH BXKUBAIOTHCS HavacTime y GyHKIIT jomaTka:

I knew where to look for her. (Dickens) 4 3HaB, ne 11 mykaTu.

I don't know how to do it. 51 He 3HaK, SIK I 3POOUTH.
We don't know what to do with these people. (Heym)

Mu He 3HaeEMO, 1110 POOUTH 3 IIUMU JIFOIbMHU.

Exercise 7. Open the brackets.

1. They seemed (to quarrel): I could hear angry voices from behind the door.

2. They are supposed (to work) at the problem for the last two months.

3. The only sound (to hear) was the snoring of grandfather in the bedroom.

4. Her ring was believed (to lose) until she happened (to find) it during the general cleaning. It
turned out (to drop) between the sofa and the wall.

5. They seemed (to wait) for ages.

6. | hate (to bother) you, but the students are still waiting (to give) books for their work.

7. He seized every opportunity (to appear) in public: he was so anxious (to talk) about.

8. Is there anything else (to tell) her? | believe she deserves (to know) the state of her sick
brother.

9. He began writing books not because he wanted (to earn) a living. He wanted (to read) and not
(to forget).

10. I consider myself lucky (to be) to that famous exhibition and (to see) so many wonderful
paintings.

11. He seems (to know) French very well: he is said (to spend) his youth in Paris.

12. The enemy army was reported (to overthrow) the defence lines and (to advance) towards the
suburbs of the city. 13. The woman pretended (to read) and (not to hear) the bell.

14. You seem (to look) for trouble.

15. It seemed (to snow) heavily since early morning: the ground was covered with a deep layer
of snow.

Keys for self-checking 1. to be quarrelling. 2. to have been working. 3. to be heard. 4. to be lost, to find, to have
been dropped. 5. to have been waiting. 6. to be bothering, to be given. 7. to appear, to be talked. 8. to tell, to know.
9. to earn, to be read, not to be forgotten. 10. to have been, to have seen. 11. to know, to have spent. 12. to have
overthrown, to be advancing. 13. to be reading, not to have heard. 14. to be looking. 15. to have been snowing.

Exercise 8. Open the brackets.

1. He seems (to read) a lot.

2. He seems (to read) now.

3. He seems (to read) since morning.

4. He seems (to read) all the books in the library.
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5. We expect (to be) back in two days.

6. He expected (to help) by the teacher.

7. The children seem (to play) since morning.

8. 1 am glad (to do) all the homework yesterday.
9. She seems (to work) at this problem ever since she came here.
10. I am sorry (to break) your pen.

11. I want (to take) you to the concert.

12. I want (to take) to the concert by my father.
13. She hoped (to help) her friends.

14. She hoped (to help) by her friends.

15. I hope (to see) you soon.

Keys for self-checking 1. to read. 2. to be reading. 3. to have been reading. 4. to have read. 5. to be. 6. to be helped.
7. to have been playing. 8. to have done. 9. to have been working. 10. to have broken. 11. to take. 12. to be taken.
13. to help. 14. to be helped. 15. to see.

IV. Comprehension
Exercise 9. Look at the picture. Remember, what do you know about HRM. Think about
the main ways of HRM. Discuss the following items.

. What is HRM?

. Why is it important to consider the points from the picture?

. How do you think, what point is the most important?

. If you are a manager, what ways of HRM do you use?

1
2
3
4
5. Why is it important to develop people’s talents?
6. How do you understand HR planning?

7. Why is it important to train and teach the staff?
8. What are the main goals of the HRM?

9. Labor relations. Is it necessary?

10. Make the list of advises to the young manager using the picture.

30



erformance
& reward
managent

Training & Succession &

Talent
anagement

evelopment ‘ career
planning

Personnel Labor

ministratio | ' relations

: Recruitment,
selection & HR planning
introduction ;

Exercise 10. Read the text B with a dictionary for 10 minutes and say what rules are
mentioned in the text.
Part one: Create a pleasant atmosphere. Your employees spend a large chunk of their lives

working in their office, so you should try to make the office look as friendly and appealing as
possible. If you create a friendly and comfortable atmosphere for your employees, then they will
be more eager to go to work every day.

Take advantage of your wall space. Your employees will spend a lot of time staring at your

walls, so this is a great place to catch their attention and motivate them into doing better work. 3

Use food as incentive. Don't underestimate the power of having some food around the office.

People will be much more excited to come to work if they know that there will be some food

waiting for them.

Institute casual dress days. Casual dress days will make people more excited to go to work, and

will make them feel more comfortable in the work environment. You can institute a casual Friday,

or randomly choose to add extra casual days to the calendar.

Part Two: Recognizing and Rewarding Your Employees

Recognize your employees on an individual basis. If they've done something truly outstanding,

then you should take the time to let them know. Instead of telling people that everyone is doing

great, take the time to pull a specific person into your office, or to write an email or a note along

with that person's check, to let him know that his worKk is truly outstanding.

Recognize your employees as a group. You should take the time to let your team know that they

are doing solid work as a unit, and show that you appreciate their efforts at all times. Taking just

a few minutes out of your day to praise your employees for good team work can motivate them to

work much harder.
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Reward your employees for hard work. Setting up a system of rewards is an excellent way to

motivate your employees. Whether you set up a contest to see who can accomplish something the

fastest on a certain day, or if you have a competition to see who can generate the most revenue by

the end of the month, any contest that has a reward, even if it's silly, will keep your employees

motivated to produce solid work.

Part Three: Developing Great Relationships in the Workplace

Get to know your employees. You may feel like you're too busy to take the time to get to know

your employees -- well, think again. If you develop a stronger relationship with your employees,

you'll not only have a better sense of what makes them tick, but they'll also like you more and will

be more motivated to work for you as a result.

Create social events. Having a few social events on the calendar will help people in your office

get to know each other. People will be much more excited to come to work and to do their work if

they are friendly, or even friends, with their coworkers.

Use theme days to your advantage. Theme days are a great way for people to get to know each

other and be more excited about coming to work. During theme days, people are more relaxed,

and have an easier time getting to know each other while working.

Exercise 11. There is a list of professions.

Accountant- Window cleaner- Bricklayer- Actor / Actress- Baker- Architect- Butcher- Electrician-
Author —Doctor- Bus driver- Farme- Pilot- Carpenter- Dentist- Optician- Waiter / Waitress- Traffic
warden- Judge- Travel agent- Chef / Cook- Designer- Factory worker- Dustman / Refuse collector-
Gardener- Tailor- Cleaner- Translator- Fireman / Fire fighter- Hairdresser- Lawyer- Fisherman-
Taxi driver- Florist- Veterinary doctor (Vet)- Journalist- Teacher- Lecturer- Mechanic- Tailor-
Lifeguard- Librarian- Secretary- Model- Shop assistant- Postman- Soldier- Pharmacist-
Receptionist- Plumber- Scientist- Photographer- Politician- Policeman / Policewoman.

Find the definitions for them and learn. Eg. Nurse- a person trained to help a doctor look after
thesick or injured.

-a person that works with the money and accounts

of a company.

- a person that acts in a play or a movie.

- a person that designs buildings and houses.

- They write books or novels.

- They make bread and cakes and normally work in abakery.
- a person that helps to build houses using bricks
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- a person that drives buses.
-a person that works with meat. They cut the meatand sell it in their shop.
-a person that makes things from wood including houses and furniture.
-a person that prepares food for others, often ina restaurant or café.
-a person that cleans/tidies an area or place (such as in an office).
-a person that can fix problems you have with your teeth.
-a person who has the job of designing things.
- A person you go to see when you are ill or have some type of health problem.
-a person that collects trash / rubbish from bins in the street.
- a person that works with electric circuits.
-a person that works in a factory.
- a person that works on a farm, usually with animals.
- a person that puts out fires.
-a person that catches fish.
-a person that works with flowers.
-a person that keeps gardens clean and tidy. Theytake care of the plants in the garden.
-they cut your hair or give it a new style.
-a person that makes news reports in writing or through television.
-a qualified person that decides cases in a law court.
-a person that defends people in court and gives legal advice.
-a person that gives lectures, usually in a university.
-a person that works in a library.
-a person that saves lives where people swim (at a beach or swimming pool).
-a person that repairs machines, especially car motors.
-a (usually attractive) person that works in fashion, modeling clothes and accessories.
-a person that checks your eyes and try and correct any problems with your sight.
-a qualified person that works with and dispensesmedicine.
-a person that takes photos.
-a person who flies a plane.
-a person that repairs your water systems or pipes.
-a person who works in politics.
-a member of the police force. They (try and) prevent crime.
-a person that delivers mail to your house.
-a person that is at the reception (entrance) of a company.
-a person that works in the science industry. They do many experiments.
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-a person employed in an office who types letters, keeps records etc.

-a person that works in a shop or store selling products.

-a person who works for the army.

-a person that makes clothes for others, many times producing exclusive items of clothing.
-a person who drives a taxi.

-a person that passes knowledge to students, usually at school.

-a qualified person that looks after sick animals

-a person that translates from one language to another.

- a person that patrols areas to check that peopledo not park in the wrong place.
-a person that organizes and sells holidays and flights for others.

-a person that works in a food outlet, looking after customers and serving food.

-a person that cleans windows, normally the windows of big buildings.

V1. Speaking.

Exercise 12. Make up the dialog between the manager and the employee (choose any
profession from the list) at the Interview using the questions from the previous unit and the
information of this unit. Act the dialogs in pairs.(25-30 lines)

VI Writing

Exercise 13. Translate the following text in writing.

We often hear the term Human Resource Management, Employee Relations and Personnel

Management used in the popular press as well as by Industry experts. Whenever we hear these
terms, we conjure images of efficient managers busily going about their work in glitzy offices. In
this article, we look at the question “what is HRM ?” by giving a broad overview of the topic and
introducing the readers to the practice of HRM in contemporary organizations. Though as with
all popular perceptions, the above imagery has some validity, the fact remains that there is much
more to the field of HRM and despite popular depictions of the same, the “art and science” of
HRM is indeed complex. We have chosen the term “art and science” as HRM is both the art of
managing people by recourse to creative and innovative approaches; it is a science as well because

of the precision and rigorous application of theory that is required.

As outlined above, the process of defining HRM leads us to two different definitions. The first

definition of HRM is that it is the process of managing people in organizations in a structured and
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thorough manner. This covers the fields of staffing (hiring people), retention of people, pay and
perks setting and

management, performance management, change management and taking care of exits from the
company to round off the activities. This is the traditional definition of HRM which leads some
experts to define it as a modern version of the Personnel Management function that was used
earlier. The second definition of HRM encompasses the management of people in organizations
from a macro perspective i.e. managing people in the form of a collective relationship between
management and employees. This approach focuses on the objectives and outcomes of the HRM
function. What this means is that the HR function in contemporary organizations is concerned
with the notions of people enabling, people development and a focus on making the “employment
relationship” fulfilling for both the management and employees.

These definitions emphasize the difference between Personnel Management as defined in the
second paragraph and human resource management as described in the third paragraph. To put it
in one sentence, personnel management is essentially “workforce” centered whereas human
resource management is “resource” centered. The key difference is HRM in recent times is about
fulfilling management objectives of providing and deploying people and a greater emphasis on
planning, monitoring and control.

Whatever the definition we use the answer to the question as to “what is HRM?” is that it is all
about people in organizations. No wonder that some MNC’s (Multinationals) call the HR
managers as People Managers, People Enablers and the practice as people management. In the
21st century organizations, the HR manager or the people manager is no longer seen as someone
who takes care of the activities described in the traditional way. In fact, most organizations have
different departments dealing with Staffing, Payroll, and Retention etc. Instead, the HR manager
is responsible for managing employee expectations vis-a-vis the management objectives and

reconciling both to ensure employee fulfillment and realization of management objectives.
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Unit 4

3akonooasua cucmema Ykpainu. 3akonooaeui cucmemu 6ucoKo po36uUHEHUX Kpain ceimy

1. Vocabulary

Exercise 1. Remember the following words and word combinations:

Representative - npejcTaBHUMK; YNOBHOBa)XEHHUIA; Jenerat, government - ypsin, independence -
He3alexHicTh, indivisible - nemoxinepuuii, legislative body — 3akonomaBuwmii ycranosa, Citizens -
rpomajsiHu, Secret vote — taemue rojocyBanss, equal - piBuuii, secret — raemue, direct- mpsmuii,
oesnocepenni, ballot - 6anorysanws, establish - ycranosmoBatu; Biamrosysaru, armed forces
— 30poini cuim, Crimean Autonomous Republic - Apronomua Pecniy6uika Kpum, Constitutional
Court - Koncrurymuiiiauii Cyn, decision - pirennsi, elections — subopu.

Exercise 2. Guess the meaning of the following international words:

Presidential, all the countries, representative democratic republic, the Constitution, deputies,
proportionally, multi-mandate national constituency, election blocks, support, last week, share,
development.

Find in the text and translate more international words.

Exercise 3. Give English equivalents:

[TporonomryBatu, TepuUTOpisl, ypsil, MpaBO TOJOCY, MaHJAAT, OUIBLIICTb, 3arajiomM, BHUOOpIII,
00’€eIHYyBaTH, IIOJICHHUH, MOAIOHUMN, CYCIITIBHUMI, TPOMaISTHCHKUH, CYI.

I1. Reading

Exercise 4. Read and translate the text A:

Text A Legislative System of Ukraine

Politics of Ukraine take place in a framework of a presidential representative democratic republic
and of a multi-party system. The government of Ukraine underwent rapid change in the early
1990s. The independence of Ukraine was proclaimed on the 24th of August, 1991. Its sovereignty
IS now recognized by all the countries of the world. Ukraine has its own state symbols,
Constitution, currency and government. According to the Constitution of Ukraine its territory is
one and indivisible. There is the Crimean Autonomous Republic in Ukraine, 24 administrative
districts and the cities of Kyiv and Sevastopol.

The only legislative body of Ukraine is the Parliament - The Verkhovna Rada of Ukraine. People's
deputies of Ukraine are elected by the citizens of Ukraine on the basis of equal and direct universal
suffrage through secret vote. The election system is mixed - majority and proportional. Altogether
450 deputies are elected. 225 of them are elected at single-mandate constituencies on the basis of
relative majority, and another 225 are elected proportionally at multi-mandate national
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constituency from the lists of candidates coming from political parties and their election blocks.
Only the laws of Ukraine act on its territory. The elections to the Verkhovna Rada are held every
4 years on the last week of March. The deputies are elected by equal, secret or direct ballot.

The powers of people's deputies of Ukraine are established by the Constitution and laws of
Ukraine. People's deputies of Ukraine may voluntarily unite themselves into deputies' groups
(factions) of no less then 25 members. Deputies' groups are formed both at party and non-party
basis. Deputies' groups formed at party basis are called ‘factions'. Non-party deputies may join a
faction if they support the program of relevant party. Deputies' groups formed at non-party basis
unite deputies who share the same or similar views of national, social and economic development.
The highest executive body is the president. He can veto any decision of the Verkhovna Rada. The
president is the commander-in-chief of the armed forces of Ukraine. He also represents the state
in the international relations.Another part of the executive branch is the Cabinet of Ministers,
which is headed by the Prime-Minister. The Cabinet of Ministers coordinates the daily
administration of the government and may introduce bills to the VVerkhovna Rada. The judiciary
power belongs to the Constitutional Court and regional courts.

Text understanding.

Exercise 5. Answer the questions:

1.When was the independence of Ukraine proclaimed?

2. How many administrative districts do you know? What district do you live in?

3. Who is the head of the state?

4. What is the highest legislative body of Ukraine?

5.What is the supreme judicial body?

Exercise 6. Complete the sentences.

1.The independence of Ukraine was proclaimed.........

2. The only legislative body of Ukraine is.......

3. Ukraine has its own .....

4. The election system is........

5. People's deputies of Ukraine are.....

6. The elections to the Verkhovna Rada are......

Exercise 7. Agree or disagree with the statements. Correct the false statements.

1. The government of Ukraine didn’t undergo rapid change in the early 1990s.

2. According to the Constitution of Ukraine its territory is divisible.

3. The election system is mixed — majority.

4. The only legislative body of Ukraine is the president.

5. The elections to the Verkhovna Rada are held every 6 years.
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6. The powers of people's deputies of Ukraine are established by the Verkhovna Rada.

IV. Comprehension
Exercise 8. Read the text B without a dictionary for 7 minutes and say what problems are

mentioned in the text:

Text B. Legislative Systems of different countries

A legislature is a kind of deliberative assembly with the power to pass, amend, and repeal laws.
The law created by a legislature is called legislation or statutory law. In addition to enacting sup
laws, legislatures usually have exclusive authority to raise or lower taxes and adopt the budget and
other money bills. Legislatures are known by many names, the most common being parliament
and congress, although these terms also have more specific meanings.

In parliamentary systems of government, the legislature is formally supreme and appoints a
member from its house as the prime minister which acts as the executive. In a presidential system,
according to the separation of powers doctrine, the legislature is considered an independent and
coequal branch of government along with both the judiciary and the executive.

The primary components of a legislature are one or more chambers or houses: assemblies that can
debate and vote upon bills. A legislature with only one house is called unicameral. A bicameral
legislature possesses two separate chambers, usually described as an upper house and a lower
house, which often differ in duties, powers, and the methods used for the selection of members.
Much rarer have been tricameral legislatures; the Massachusetts Governor's Council still exists,
but the most recent national example existed in the waning years of caucasian-minority rule in
South Africa.

In most parliamentary systems, the lower house is the more powerful house while the upper house
is merely a chamber of advice or review. However, in presidential systems, the powers of the two
houses are often similar or equal. In federations, it is typical for the upper house to represent the
component states; the same applies to the supranational legislature of the European Union. For
this purpose, the upper house may either contain the delegates of state governments, as is the case
in the European Union and in Germany and was the case in the United States before 1913, or be
elected according to a formula that grants equal representation to states with smaller populations,
as is the case in Australia and the contemporary United States.

Exercise 9. Agree or disagree with the statements. Correct the false statements.

1. A legislature is a kind of deliberative assembly with the power to pass, amend, and repeal laws.

2. Legislatures are unknown by many names, the most common being parliament and congress.
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10.
11.
12.

13.

3. In parliamentary systems of government, the legislature is formally supreme and appoints a
member from its house as the prime minister which acts as the executive.

4. In most parliamentary systems, the lower house is the more powerful house while the upper
house is merely a chamber of advice or review.

5. A legislature with only one house is called bicameral.

Exercise 10. Translate the word combinations and make sentences with them.

specific meanings the delegates of state governments
vote upon bills equal representation
presidential system exclusive authority

an upper house and a lower house the European Union
differ in duties South Africa

III Grammar.

PedepyBanns (Summary) — 1e MakCUMaibHE CKOPOYCHHS TEKCTY SIK JpKepela iHpopMarii npu
ICTOTHOMY 30€pekeHHI HOro OocHOBHOTO 3Mmicty. [lpm pedepyBaHHI TEKCTy BHIIyHalOTh yce

APYropsiaiHe 1 3aJIMILIAIOTh JIMIIIE OCHOBHY CYThb.

3PA3OK IVIAHY 10 PE®EPYBAHHSA
3 MOBHUMMU KJIIILIE

The article is placed in the issue of...

It 1s titled / subtitled...

It is a brief report / a feature story / an editorial / a front page article on the subject of ...

The subject / contents of the article is ...

The article reports on / covers / describes / tells about / recounts / presents / enlarges upon / casts
light on / is devoted to / is dedicated to / concerns / is concerned about / points out...

It raises / touches upon / reveals / lays / bare the problem of / deals with / contains the description...
It poses the question about...

It hints at / suggests...

It expresses / implies the positive / negative / attitude towards. ..

It stresses / emphasizes / accentuates...

The author’s attention is focused on...

The author’s standpoint is critical /dubious / open / hidden / blazed / uncompromising / diplomatic
/ well-balanced / indignant. ..

The author appeals to the reader’s sense of justice... / is concerned with... / dwells on... / draws
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14.
15.
16.
17.
18.
19.
20.
21.
22.

the reader’s attention to... / comments on...

The reader is stimulated to make his own judgments on...
It is stated that...

It is also mentioned...

It is emphasized that...

The author convinces the reader of...

The author achieves / misses his goal...

The article is a truthful / brave challenge to...

The general impression it produces is...

In brief / general / conclusion...

Exercise 11. Make the summary of the following text using the preivous points.

For ages Ukraine has assumed many names. Among these names are Oriana, Roxolania, Scythia,
Sarmatia, and the State of Anths. In the 9th century AD, the name "Rus" first appeared in Kyiv
chronicle where it referred to the King and his men. According to Arab and Byzantian written
sources, in the 12th century AD Rus was on the Taman Peninsula (Tmutorokan). Thereafter,
Chervona (Red) Rus (or Halychyna), Bila (White) Rus (the territory of present-day Bielorus), and
Western Rus Lands (Volyn) were referred to as Rus Provinces. Generally, the name "Rus" had
been applied to all the lands of Kyiv Rus since the 6th century AD.In 1334, Mala (Small) Rus was
the name first used in referring to the Halytsko-Volyn Principality as a successor of the Great Kyiv
Rus, which survived after the Mongol-Tatar invasion. Later, the name spread to the entire
Ukrainian territory.

At the same time, the name "Ukraina" (Ukraine) was used widely as an unofficial version of "Rus".
This name was first come upon in the Kyiv Manuscript (Ipatiev's version) where it was used to
describe Pereyaslav, Kyiv and Chernihiv. Halych Ukraine is mentioned in the Halych-Volyn
Manuscript in 1187 and 1213. In 1650, a French engineer and traveler, G.L. de Beauplan,
published a book titled, "Description d'Ukraine” where he used the word "Ukraine™ to describe
Halychyna and Podilia (low lands). During Cossack times, since the 16th century, Cossack lands
which included the lands along the Dnieper (Naddniprianshchyna) were called Ukraine. The
Cossacks' State headed by Bohdan Khmelnytski was also called Ukraine. This is corroborated in
the documents of many hetmans (Cossack leaders, or headmen) - from Khmelnytski to Ivan
Mazepa and P. Orlyk. Ukraine became popular in Western Europe after 1661 owing to publications
by G.L. de Beauplan.Beginning in the 19th century, the name Ukraine was used to denote the
entire territory where Ukrainians lived. Thus, all other names irrespective of their origin and length
of use were removed.

41



After the declaration of the Ukrainian National Republic (1917), the Ukrainian Hetman State
(1918), the Western Ukrainian People's Republic (1918), and Carpathian Ukraine (1939),
"Ukraine™ became the official name of the country. In 1919, Ukraine was called the Ukrainian
Socialists Soviet Republic, and from 1937-1991 it was referred to as the Ukrainian Soviet Socialist
Republic.

Finally, the historical name "Ukraine" was given back to the country after it declared its
independence in 1991. On June 28, 1996, this official name was corroborated into the Constitution
of Ukraine.

The territory of Ukrainian State is 603,700 km2, or 5.7% of European territory and 0.44% of
world's territory. Its territory is bigger than those of France (544,000 km2), Spain (505,000 km2),
Sweden (450,000 km2), Germany (356,000 km2) and Poland (312,000 km2). Due to its
advantageous location in the center of Europe and wide network of air, railroad, sea and
automobile transport, Ukraine is a transit country for passengers and cargo from many countries.
Ukraine is comprised from the Autonomous Republic of Crimea and 24 oblasts: Vynnytsya,
Volyn, Dnipropetrovsk, Donetsk, Zhitomir, Zakarpattya, Zaporizhzhya, Ivano-Frankivsk, Kyiv,
Kirovograd, Luhansk, Lviv, Mykolaiv, Odesa, Poltava, Rivne, Sumy, Ternopil, Kharkiv, Kherson,
Khmelnitsky, Cherkasy, Chernihiv, Chernivtsy.

The cities of Kyiv and Sevastopol have a special status set by the laws of Ukraine. Ukraine has
490 rayons (regions), 446 cities, 907 towns and 10,196 villages. Ukrainian territorial system is
based on unity and integrity of national territory, combination of centralization and
decentralization of state power, balance of social and economic development of regions taking into
account their historical, economic, geographic and demographic features as well as ethnic and
cultural traditions.

Ukraine has well-developed scientific and industrial base. The national economy includes such
spheres as heavy machine building, ferrous and non-ferrous metallurgy, shipbuilding, automotive
industry (buses, cars and trucks), manufacturing of tractors and other agriculture machinery, diesel
locomotive manufacturing, manufacturing of machine-tools, turbines and aircraft engines,
production of power plants', oil extraction and chemical equipment and so on. Ukraine is also a
powerful manufacturer of energy.Several fields of Ukrainian economy demonstrate high
technological level of development. The country is producing carrier rockets, satellites and space
research equipment. Ukraine is a considerable producer of military equipment, including tanks,
military transport aircrafts, optical equipment. Antonov aircraft, lighter-aboard ships, walking
excavators, precise machinery, and electric welding equipment are produced using state-of-art

technologies and comply with the top world standards.
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Exercise 12. Find the article in English periodicals which deals with the legislative system of
Ukraine. Make the summary of the article in English in written form.

V1. Speaking.

Exercise 13. Sum up all the information you got on the topic. Speak on it using the plan:

1. Politics of Ukraine.

2. The only legislative body of Ukraine.

3. The differences between unicameral, bicameral and tricameral legislatures.

4. Main functions of The Verkhovna Rada of Ukraine.

VI Writing

Exercise 14. Translate the following text in writing.

- The State Flag of Ukraine

Various types of flags were used in various periods of Ukrainian history. The earliest mention of
the modern national colors of Ukraine dates back to the period of Hetman State and is found in
the Lviv Chronicle of the 17th century. Supposedly, the coat of arms of the city of Lviv, in
yellow and blue colors, was granted to the city by Prince Lev. Yellow and blue also appeared in
the coat of arms of the "Ruthenian VVoyevodstvo (Province)" which was part of Poland in the
14th and 15th centuries. The description of some military flags from the times of the Hetman
State (after the Periaslav Council of 1654) mention azure as the color of the flag cloth bearing
different embroidered emblems and mottoes. Along with azure, often in combination with
yellow, the favorite colors of the Kozak state were crimson and red.

The heraldic conception of national colors that had been passed down from ancient times had been
lost. Instead, blue was justified as being the color of the sky and yellow as the color of the wheat
fields. On March 22, 1918 the Ukrainian Central Rada simultaneously adopted the yellow-and-
blue flag and the trident as the national coat of arms. On November 12, 1918, the government of
the Western Ukrainian National Republic also adopted these colors for its state flag. In accordance
with the resolution of the Ukrainian National Rada of June 27, 1949, the state flag of the Ukrainian
National Republic consisted of two equal horizontal stripes: blue at the top and yellow at the
bottom.

When Ukraine declared its independence in 1991, it adopted a new National Flag on January 28,
1992 - a horizontally 2-striped flag. The upper stripe, blue, signifying the open sky and the bottom
yellow stripe, symbolizing the wheat fields of Ukraine.

- The State Emblem of Ukraine

The national emblem - the coat of arms, the flag, and the seal - alternated during the millennium
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of Ukrainian history owing to various political, social, cultural, and other factors - a phenomenon
common to many European nations.

The contemporary national coat of arms of Ukraine, Azure or trident, is the most ancient as well
as most dignified of all the Ukrainian insignia of nationwide significance. Its emblazonment
represents a synthesis of a preheraldic device of the ruling dynasty in the tenth century and of the
oldest Ukrainian national heraldic tinctures from the 13th century.

The problems associated with the origin and of the original meaning of the Ukrainian trident have
still not been solved by scholars. The archaeological finds of tridents in Ukraine go back to the 1st
century AD.

Undoubtedly this emblem was a mark of authority and a mystic symbol of one or of several of the
ethnic groups which inhabited ancient Ukrainian territory and which came to compose the
Ukrainian nation.

The trident, left to Volodymyr the Great by his ancestors became a hereditary preheraldic badge
of all his descendants and rulers of medieval Ukraine - the Grand Princes of Kyiv and the Princes
of all other constituent principalities of the vast Kyivan Realm. Tridents and bidents are found on
many objects of that period: coins, stones, and bricks of significant buildings (i.e., palaces, castles,
cathedrals), armor, signets, seals, official jewelry, ceramics and manuscripts.

After the renascence of independent Ukraine on January 22, 1918, the trident was adopted, by a
law of March 22, 1918, as the national device of the Ukrainian National Republic. It was adopted
in the form of a Great and a Small Coat of Arms representing the classic trident of Volodymyr the
Great in an ornamental wreath. The trident was emblazoned in official use (e.g., in uniforms of
armed forces, and service flags).

- The State Anthem of Ukraine

The Ukrainian State Anthem, Shche ne vmerla Ukraina ("Ukraine Has Not Yet Perished" - or
"Ukraine Lives On") is of quite recent origin. Rev. Mykhailo Verbytskyi (1815-70), composer of
many UKkrainian songs realized the need for an anthem at the first Ukrainian concert in
Peremyshl, in Western Ukraine, to honor the poet Taras Shevchenko. In the same year a poem,
"Shche ne vmerla Ukraina" appeared in the Lviv magazine Meta ("The Goal"), written by Pavlo
Chubynsky (1839-84). However, the magazine mistakenly accredited the poem to Shevchenko.
Rev. Verbytskyi was impressed by the poem'’s simplicity yet strong patriotic appeal, and set it to
music.

The popularity of the song rapidly spread throughout the country. In 1864 it was sung at the
conclusion of a program in Permyshyl honoring Taras Shevchenko. Shche ne vmerla Ukraina was

first published in 1885 in the Lviv music anthology "Kobzar". Finally, in 1917 it became the
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rallying song of the Ukrainian revolution and was officially adopted as the state anthem of the

Ukrainian Republic.
According to Article 20 of the Constitution of Ukraine (adopted on June 28, 1996) the State
Anthem of Ukraine is the national anthem with the music of M. Verbytskyi and words, confirmed

by law and approved by a constitutional majority of the Verkhovna Rada of Ukraine.
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1. Vocabulary

Exercise 1. Remember the following words and word combinations:

Social process - couianbHuii mporec, an enterprise - mianpuemcTso, planning - muanyBaHHS,
organizing - opranizaiiisi, actuating — Bukonanus, controlling - korTposmorouwmii, convenient -
3py4Hui, gap - pospus, accomplishment - nocsruenns, necessary - meooxiano, identification of
activities - Bu3HaueHHs 3axo0/iB, assignment of duties - posmoin 000B's3KiB, recruitment - Haiim,
selection -Bin0ip, remuneration - BuHaropoa, oruiatu mpaiii, performance appraisal - arecrariis,
supervision - Harmsia, zeal - 3aB3saTTs, wastages - 36utku, the function of manning - ¢ynxmii

KOMIUJICKTYBAaHHA.

Exercise 2. Give English equivalents:
BianoBiganbHicTh, 16 (MeTa), PYHKIIiS, piBEHB, BIUTMBATH, BUKOHYBAaTH, YHUKATH, MaTH CIIPaBY,

MOTHBAIlisl, CIIIIKYBaHHS, HEOPO3YMIHHSI, YCHE CIUJIKYBaHHS, MTUCbMOBE CIIJIKYBaHHS.

Exercise 3. Translate the word combinations and make sentences with them.
Functions of management, highly inseparable, a future course of action, to achieve desired goals,

an intellectual activity, human and non-human resources, to predict deviations.

II. Reading
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Exercise 4. Read and translate the text A:

Management has been described as a social process involving responsibility for economical and
effective planning & regulation of operation of an enterprise in the fulfillment of given purposes.
It is a dynamic process consisting of various elements and activities. These activities are different
from operative functions like marketing, finance, purchase etc. Rather these activities are common
to each and every manger irrespective of his level or status.

Different experts have classified functions of management. There are five fundamental functions
of management Planning, Organizing, Staffing, Directing and Controlling. For theoretical
purposes, it may be convenient to separate the function of management but practically these
functions are overlapping in nature i.e. they are highly inseparable. Each function blends into the
other & each affects the performance of others.

1. Planning

It is the basic function of management. It deals with chalking out a future course of action
& deciding in advance the most appropriate course of actions for achievement of pre-
determined goals. Planning is deciding in advance - what to do, when to do & how to do.
It bridges the gap from where we are & where we want to be. A plan is a future course of
actions. It is an exercise in problem solving & decision making. Planning is determination
of courses of action to achieve desired goals. Thus, planning is a systematic thinking about
ways & means for accomplishment of pre-determined goals. Planning is necessary to
ensure proper utilization of human & non-human resources. It is all pervasive, it is an
intellectual activity and it also helps in avoiding confusion, uncertainties, risks, wastages
etc.

2. Organizing

It is the process of bringing together physical, financial and human resources and
developing productive relationship amongst them for achievement of organizational goals.
To organize a business involves determining & providing human and non-human resources
to the organizational structure. Organizing as a process involves:

Identification of activities.

Classification of grouping of activities.

Assignment of duties.

Delegation of authority and creation of responsibility.
e Coordinating authority and responsibility relationships.

3. Staffing

It is the function of manning the organization structure and keeping it manned. Staffing has
assumed greater importance in the recent years due to advancement of technology, increase
in size of business, complexity of human behavior etc. The main purpose of staffing is to
put right man on right job. Staffing involves:

e Manpower Planning (estimating man power in terms of searching, choose the person and giving
the right place).

Recruitment, Selection & Placement.

Training & Development.

Remuneration.

Performance Appraisal.

Promotions & Transfer.
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4. Directing

It is that part of managerial function which actuates the organizational methods to work
efficiently for achievement of organizational purposes. It is considered life-spark of the
enterprise which sets it in motion the action of people because planning, organizing and
staffing are the preparations for doing the work. Direction is that aspect of management
which deals directly with influencing, guiding, supervising, motivating subordinate for the
achievement of organizational goals. Direction has following elements:

Supervision
Motivation
Leadership
Communication

Supervision- implies overseeing the work of subordinates by their superiors. It is the act
of watching & directing work & workers.

Motivation- means inspiring, stimulating or encouraging the subordinates with zeal to
work. Positive, negative, monetary, non-monetary incentives may be used for this purpose.

Leadership- may be defined as a process by which manager guides and influences the
work of subordinates in desired direction.

Communications- is the process of passing information, experience, opinion etc from one
person to another. It is a bridge of understanding.

5. Controlling

It implies measurement of accomplishment against the standards and correction of
deviation if any to ensure achievement of organizational goals. The purpose of controlling
is to ensure that everything occurs in conformities with the standards. An efficient system
of control helps to predict deviations before they actually occur. Therefore controlling has
following steps:

. Establishment of standard performance.
e  Measurement of actual performance.
o Comparison of actual performance with the standards and finding out deviation if any.
e Corrective action.

Text understanding.

Exercise 5. Say “true” or “false”.
1. Management has not been described as a social process involving responsibility for economical
and effective planning & regulation of operation of an enterprise in the fulfillment of given
purposes.
2. There are five fundamental functions of management.

3. Each function does not blend into the other & each affects the performance of others.

4. Planning is determination of courses of action to achieve desired goals.
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5. Organizing a business involves determining & providing human and non-human resources to
the organizational structure.

6. Staffing is not the function of manning the organization structure and keeping it manned.
7. Staffing involves only remuneration.

8. Direction is that aspect of management which deals directly with influencing, guiding,
supervising, motivating subordinate for the achievement of organizational goals.

9. Motivating is the act of watching & directing work & workers.

10. The purpose of controlling is to ensure that everything occurs in conformities with the
standards.

Exercise 6. Read the text B without a dictionary for 7 minutes and say what
problems are mentioned in the text:

Communication is neither transmission of message nor message itself. It is the mutual exchange
of understanding, originating with the reciever. Communication needs to be effective in business.
Communication is essence of management. The basic functions of management (Planning,
Organizing, Staffing, Directing and Controlling) cannot be performed well without effective
communication. Business communication involves constant flow of information. Feedback is
integral part of business communication. Organizations these days are verly large. It involves
number of people. There are various levels of hierarchy in an organization. Greater the number of
levels, the more difficult is the job of managing the organization. Communication here plays a
very important role in process of directing and controlling the people in the oragnization.
Immediate feedback can be obtained and misunderstandings if any can be avoided. There should
be effective communication between superiors and subordinated in an organization, between
organization and society at large(for example between management and trade unions). It is
essential for success and growth of an organization. Communication gaps should not occur in any
organization.

Business Communication is goal oriented. The rules, regulations and policies of a company have
to be communicated to people within and outside the organization. Business Communication is
regulated by certain rules and norms. In early times, business communication was limited to paper-
work, telephone calls etc. But now with advent of technology, we have cell phones, video
conferencing, emails, satellite communication to support business communication. Effective
business communication helps in building goodwill of an organization.

Business Communication can be of two types:

1. Oral Communication - An oral communication can be formal or informal. Generally
business communication is a formal means of communication, like : meetings,
interviews, group discussion, speeches etc. An example of Informal business
communication would be - Grapevine.

2. Written Communication - Written means of business communication includes - agenda,
reports, manuals etc.

Exercise 7. Complete the sentences.

1. Communication needs.....
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2. The basic functions of management are....

3. Communication plays a very important role in......

4. Business Communication is......

5. Business Communication can be of two types.....
I11. Comprehension

Exercise 8. Look at the picture. Answer the questions after the picture in English.

The medium /_Fape

A

The message

Value /_Clarity of Line management

Reflection
:G&ommtlm and organisation of the business

t Speed? ﬂ —---
: ﬁfi;arim Role of ICT Business Communication

1 Personalfimpersonal?
1 Cost v Benefits?

Langua
{ Technical content

Mot recognising the receivers needs

Inadequate feedback

!"!?.‘.‘.l Emotional interference . .
r@j Emoticns - anger, frustration etc
| \Dlgme of knowledge and expertise of beth sender and receiver
1 To Whom?

Quantity of information

l\lnaggoglialﬂ medium

Lack of trust/honesty

Cultural differences
\Poor listening skills

ierarch

1. How do you think, what role is played by ICT in business communication?

2. One of the most important things in business communication is the message.What are the types
of messages? Why is it important to understand clearly and to explain correctly the message in
each particular situation of business communication?

3. There are many barriers in the communication. Name them. What is the hardest barrier to
overcome?

4. How do you understand the value of business communication?

5. Business communication depends on the addressee. How will it differ in different situations?
6. What mediums of business communication are mentioned on the scheme?

7. What medium of business communication is the most suitable for you as a manager?
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IV Grammar. JICMPUKMETHMK (THE PARTICIPLE)

Hienpuxkmernuk (the participle) — 1e HeocoboBa ropma mieciaoBa, IO Ma€ BIACTHBOCTI
JECIIOBA, TPUKMETHUKA TMPUCTIBHUKA. B aHTIIHCHKIA MOBI € JBa MIEIPUKMETHUKA —
dernpukMeTHUK Temepimuboro dacy (Present Participle a6o ‘'articiple I) i miempukMeTHUK
munyJjoro gacy (Past Part-:iple a6o Participle 11).

YTBOPEHHSA JICIPUKMETHHUKIB

Present Participle yTBoproeThcs 3a 1OMMOMOT00 iHYEHHS -ING, SIKE A0JAETHCS 10 1H(IHITHBA
niecnoa 6e3 to — asking

Past Participle (Participle Il) mp yTBOpro€ThCs 3a T0MOMOTO0 3aKiHYeHHs -ed, 110 101 10
in¢iniTuBa 6e3 yactku t0, TOOTO Tak camo, K i cTBepKyBainbHa Gopma Past Indefinite mux
niecnis: to ask — asked

OOPMHU JIENTPUKMETHHUKIB

B anrmiiicekiii MOBI JIi€NMPUKMETHUKH MawTh (opmu Temnepimuboro uacy (Present
Participle), munymnoro gacy (Past Participle) i mepdextny (Perfect Participle), a takox
(bopMHU TAaCHBHOTO 1 aKTUBHOTO CTaHY.

®opma fie- Iepexinni miecnosa Henepexinui
IIPUKMCETHHUKA J1€cioBa
Active Voice |Passive Voice |Active Voice
Present asking being asked  |going
Participle
Past asked gone
Participle
Perfect having having been  |having gone
Participle asked asked

@yHKIIT JIENPUKMETHUKA B pEUYEHHI

[Touknoan

Ilenexnan

1. Osnauenna

1. The student asking a question
wants to know the answer.

1 Crynenr, sxuii 3a/1a€ TUTaHHSA
XO4€ 3HATH BIJITIOBIb.

2. The student beingasked |2. CtyaeHT, SIKOro 3aImMTyIOTh, BUMTHCS HA
belongs to the Cybernetics (aKkybTeT KIOEPHETHKHL.

department.

3. The student asked answered 3. CTyZeHT, SIKOT0 3alUTaIH, IPABWIHBHO
correctly. BIZINOBIB.
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2. Obcmasuna 1. When asking theteacher |1 3amuTyroum BumTENs, CTYACHT
the student stood up. migasses. (Koswu 3anuTyBaB BUHTENS,
CTYJICHT TI1THSIBCSI).

2. Having asked hisquestion|2. 3amuraBiIu, CTYICHT CiB Ha

the student satdown. micre.

3. Being asked the student felt |3. Komau cryaeHTa 3anuTyBaiu Bid
shy. BiJT4yB 30€HTE)KEHHS.

4.  When asked he refused to 4., Komm iioro 3amurand, BiH
answer the question. B1IMOBUBCH BIIIOB1ATH Ha
5. Having been asked he refused |3anuranms.

to answer. 5. Iicast Toro, sIK MOro 3amuTalin, BiH

BIZIMOBHBCS BIAIIOBIIaTH.

Exercise 9. Compare Present Participle m Past Participle. Translate into

Ukrainian.
Present Participle Past Participle
1. the developing staff 1. the developed staff
2. the charging object 2. the charged object
3. the changing conditions 3. the changed conditions
4. the testing technic 4. the tested technic
5. the controlling signal 5. the controlled signal
6. the improving efficiency 6. the improved efficiency

Exercise 10. Choose the correct form of the participles used as adjectives in the following
sentences.

1. The (breaking/broken) dishes lay on the floor.

2. The (interesting/interested) tennis match caused a great deal of excitement.

3. When James noticed the (burning/burnt) building, he notified the firing department
immediately.

4. The (exciting/excited) passengers jumped into the lifeboats when notified that the ship was
sinking.

5. The (smiling/smiled) Mona Lisa is on display in the Louvre in Paris.

6. The wind made such (frightening/frightened) noises that the children ran to their parents’
room.

7. We saw the (advancing/advanced) army from across the town.

8. Mrs Harris’s (approving/approved) smile let us know that our speeches were well done.
9. Our representative presented the (approving/approved) plan to the public.

Exercise 11. Use the participles instead of the parts of the sentences given in bold type, where
possible.

1. Tom looked at Jesse attentively and tried to measure the resemblance to his brother-in-law as

he remembered him.

2. The Gadfly was taken prisoner in the war, when he was fighting for the Argentine Republic.
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3. As | knew her to be ill, I was not surprised when | saw how pale and thin she looked.
4. It is an autobiographical book which was completed by the author in the 1940.

5. The boy decided to buy the book with the money which he had saved for the purpose.
6. He was grateful to the owner of the filling station who had offered him the job.

7. As he had not been invited to the party, she had to stay at home.

8. The girl who was brought by Rosemary to her beautiful house burst into tears.

9. The leaflets which exposed the true nature of the war, were posted all over the city.
10. When Mr. Gorin had got the appointment at New York University he felt that he was the
happiest man in the world.

11. As | had seen the photographs of the place, | had no desire to go there.

12. When she entered the room suddenly she found the boys smoking.

13. The speaker refused to continue as he was infuriated by the interruptions.

Exercise 12. Replace the phrase underlined with the structure have something done.

1. I didn’t recognize Sheila. The hairdresser dyed her hair.

2. I’ve been getting a lot of annoying calls, so the telephone company is going to change my
number.

3. Gabrielle broke her leg six weeks ago but she’s much better now. In fact the doctor should be
taking the plaster off tomorrow.

4. Since Rowland made a lot of money, he’s not content with his little cottage, so an architect’s
designed him a fine new house.

5. This room gets too hot when the sun shines so I’'m getting someone to fit the blinds on the
windows.

6. I heard that Mrs Green didn’t trust her husband so she hired a detective to follow him!

7. We don’t really know what Shakespeare looked like. | wish he had asked someone to paint his
portrait before he died.

8. My sister had always been self-conscious about her nose so she decided to go to a clinic for an
operation which will straighten it.

Exercise 13. Join each of the following pairs of sentences, using either present participle, a
past participle or a perfect participle.

1. The criminal removed all traces of his crime. He left the building.

2. He thought he must have made a mistake somewhere. He went through his calculation again.
3. He stole the silver. He looked for a place to hide it.

4. We were soaked to the skin. We eventually reached the station.

5. I had heard that the caves were dangerous. I didn’t like to go any further without a light.

6. I didn’t like to sit down. | knew there were ants in the grass.

7. She wore extremely fashionable clothes. She was surrounded by photographers. She swept up
to the microphone.

8. We barricaded the windows. We assembled in the hall.

9. The speaker refused to continue. He was infuriated by interruptions.

Exercise 14. Speak about yourself using the tables below.

Introducing Yourself Responding

Hi. I’'m Pleased to meet you.
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I’'m Lewis Stevenson.

Hello. My name is James Bond.

Hi. My name’s Hello, James. I’'m Linda Brown. Nice to
meet you.

Talking About Yourself
My name’s

I’m a/an

| work for

I live in

I’'m from

Asking Personal Questions

What is your name? -

What do you do? -

Where do you live? -

Where are you from? -

Where do you work? -

Who do you work for? -

Exercise 15.

a). Put the following words in the correct places 1-10 in the following form below.

Christian Name Married or single Town/Village
Age Country
Children Job Address V
Nationality

Surname

1. Brown
2. Jack
3. thirty-three
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4. Address 78 Main Road
5. London

6. England

7. Canadian

8. married

9. 2 boys, 1 girl
10. public servant

B. Write the questions to the following answers.

1. Brown

2. Jack

3. thirty-three

4. What is your address? 78 Main Road
5. London

6. England

7. Canadian

8. married

9. 2 boys, 1 girl
10. public servant

Exercise 16. Read about Mary Lane’s typical day and fill in the gaps with the words below.

brush get dressed finish leave home set
buy get home have breakfast lie start work
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catch get up have dinner listen to turn off
eat goto have lunch meet wake up
fall asleep go to bed have break phone watch TV
find out rings have a shower read
| usually (1) at 7.00 when my alarm clock (2) .13 it
and then usually just (4) there in bed for another five or ten minutes before I finally (5)
. 1 go to the bathroom, (6) , (7) my teeth and
then (8) :
I usually (9) - toast, two boiled eggs and a cup of coffee — at about 7:30.
While 1 (10) I normally (11) the news on the radio.
I (12) at about 7:50. On my way to work | always (13) a
daily newspaper.
I (14) the eight o’clock train to work and usually (15) the
newspaper on it.
| (16) at 9:00 and (17) at 5:00. At eleven o’clock
we (19) for tea or coffee and I always (19) at

12:30 — | usually go with some friends to an Italian restaurant which is not far from our office.

I (20) from work at about six o’clock and (21) at 7
p.m. Most evenings | stay at home and (22) .Sometimes, 1 (23) _ my friends
at the pub or (24) the cinema. Twice a week | (25) my mother for
a chat and to (26) how everyone is.

I nearly always (27) at midnight and the last thing | do before I (28)

is to (29) the alarm clock.

Exercise 17. Match the phrases or situations in column A with the correct responses in column B.

A B
1. How do you do. a) Not at all.
2. How are you? b) Oh, sorry!
3. It’s my birthday today. c) That’s all right.
4. 1've just got married. d) How do you do.
5. (Someone sneezes.) e) Thanks. You too,
6. Thank you very much. f) Bless you!
7. 1’'m sorry I'm late. g) Many happy returns!
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8. I'm taking my driving test tomorrow. h) Good luck!

9. Have nice weekend. 1) Congratulations!

10. (You step on someone’s foot.) J) Fine, thanks. And you?
11. Pleased to meet you. k) Yes, that's right.

12. Hello, are you Peter? I) Not too bad, but too busy.
13. How is life? m) Pleased to meet you too.

Exercise 18.Match the phrases or situations in column A with the correct responses in column B.

A B
1. (It is the 25" of December) a) Hi!
2. Do you mind if I smoke? b) Stop, thief!
3. I’ve failed my driving test. ¢) Yes, I’d love to.
4. Hi! d) Happy New Year!
5. (It is midnight on the 31% of December.) e) Say ‘Cheese’!
6. May | take my coat off? f) No, not at all.
7. (Someone steals your bag.) g) Merry Christmas!
8. I'm leaving, then. h) Oh, hard luck!
9. Would you like to go to the cinema tonight? i) Bye, Paul. See you soon.
10. (You want someone to smile for a photograph.) | j) Yes, please do.

Exercise 19.Complete the following sentences about yourself

| was born in (place)
in (when)
| went to school in (place)
at (type)

My parents came from
After leaving school, | studied (subject)

at

adegreein (subject)
| did acourse in (subject)
an apprenticeship in (subject)
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After that |

My first job was in

as a(an)
More recently | have been working as (job)
in (where)
with (company)

V1. Speaking.

Exercise 20. Make dialogues using the following expression.

Thank you very much. -

Nice to see you. -

Have a good trip. -

| am very sorry! -

Hope to see you again. -

How are you? -

How is your family? -

Good-bye. -

Exercise 21. Speak about five fundamental functions of management Planning, Organizing,
Staffing, Directing and Controlling.

VI Writing
Exercise 22. Translate the following text in writing.

Most of us have encountered the various types of managers in an organization or otherwise, in
many walks of our lives. Managers are mostly typecast according to the different types of
management styles, personality, function and involvement. The role of a manager, on a general
note, is to get things done by others by making optimum use of available resources, exercising
authority over and taking responsibility for all such resources that are allocated to be under his/her
supervision. In short, to perform all the functions of management! All said and done, let's take a
look at the various kinds of managers and their unique characteristics based upon their roles,
functions, personalities and typecast quirks!

Types of Managerial Personnel in a Company

Typically, based upon organizational functions, you will find the following manager types in a
standard commercial organization.

Purchase Manager who is responsible for procuring raw materials in a manufacturing company.
Production Manager who is responsible for managing the manufacturing process.

IT Manager who is responsible for supervising all computing and IT communication related issues.
Marketing Manager who is responsible for supervising the promotion and advertising of the
company's products/services.
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Sales Manager who looks after the sales department and sets targets for sales personnel and
appraises their performance on the basis of the extent of target achievement.

Finance Manager who is responsible for the financial management of the organization.

Human Resources Manager who is responsible for the HR department and oversees all human
resource management functions like recruitment, payroll, attendance, employee exit, etc. besides
displaying all basic management skills.

Product Development Manager who is authorized with the management of the technical division
of new product design and product innovation.Other than these, a standard company may have a
general manager and an operational manager, depending upon the type and scale of its operations.
Software development and testing companies also have two types of project managers - functional
project managers who are deeply involved with every technical aspect of the project and activity
or resource managers who manage the operational and people part of the project, leaving the
technical aspects to his subordinate IT professionals.

In most companies these days, we can see another school of managers called case managers. These
case managers are chiefly vested with the responsibility of attending to employees' medical well-
being There are, broadly, two types of case managers - medical case managers who are responsible
for getting medical aid for emergency medical contingencies of he employees and liaison case
managers who act as the mediator between the medical professionals and the employer
organization.

Types of Managers Based Upon Management Styles

There can be the following sorts of managers based upon the four most prominent types of
management styles. Each subheading underlines different aspects of management styles and
techniques.

The Authoritarian Manager is one who is the sole decision maker for his management unit and
prefers his subordinates to perform their tasks exactly as outlined by him. In a way, this type of
manager makes work easier for the employee as the latter knows exactly what is expected of
him/her and the way in which the task is to be performed. The thinking part is left to the boss while
the doing part lies with the subordinate. This type of manager displays management skills of strong
leadership and direction but may lack the knack for delegation.

The Democratic Manager is that person who believes in majority consensus and takes any decision
only after consulting his/her subordinates. This type of manager displays participative
management style by allowing his subordinates' participation in the decision-making process,
giving them a sense of belonging and deeper involvement in the organizational fabric.
The Paternalistic manager is the one who acts like a parent figure to his subordinates and makes
sure to regularly bond with his subordinates to listen to their professional issues and lend a helping
hand to ease their operational difficulties. A paternalistic manager encourages his subordinates to
work as a family and be supportive of the collective effort for the bigger organizational well-
being.The Laissez Faire Manager communicates the tasks to be performed by his subordinates and
sets targets and deadlines for the completion of such tasks. Thereafter he leaves the method to the
subordinates. As long as the employees complete the task in line with the organizational standards
and within the specific deadline, it doesn't matter what methods are employed by them to do so.
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Unit 5

Op:zanizayiuni acnexkmu ma cmpamezia ¢ YTP. /[linoea menegponna pozmosa

1. Vocabulary

Exercise 1. Remember the following words and word combinations:

to replace - saminmtu, personnel management - ympaBmiHHS mepcoHaioM, recruitment -
pekpytunr, advertisements -pekmama , description - omwmc, requirements - Bumoru, Safety -
Oesmneka, disciplinary issues — mucuurutinapai  nwurtanns, redundant - wmammumkosui, payroll

section — Bimain mwiaTih>xkHUX BigoMocTe, similar - cxoxi.

Exercise 2. Give English equivalents:
OyHKIIis, Oprasizailis, podode miciie, yupaBiiHHs, cliBOeciia, moTpedu, He0OXiJHICTh, PO3BUTOK,

OKpEeMHId, yCITiX, po0oTa, 3HAHHS, YMIHHS, HABUYKHU.

Exercise 3. Translate the word combinations and make sentences with them.

Screening and selecting applicants, the organisation responsible for the management and
motivation, to identify development needs of employees, worker-oriented job analysis and task-
oriented job analysis, specific certification, priority.

I1. Reading

Exercise 4. Read and translate the text A:

Personnel functions

The term personnel department refers to the function of the organisation that is responsible for the
management and motivation of people in the workplace. Increasingly today the term Human
Resource Management has come to replace personnel - because personnel management is seen as
an old fashioned way of managing people, giving priority to organisational rather than individual
development needs.Typically personnel work is concerned with:

1. The recruitment and selection of new employees, e.g. helping to prepare job advertisements and
job descriptions for new posts, and helping to organise the interview process.
2. The induction of new employees where they are introduced to the company, and aspects of the
job they will be doing as well as essential requirements such as health and safety training.
3. Training and development. Training focuses on the needs of the organisation whereas
development is more concerned with identifying and meeting the needs of individual employees.
4. Organising the appraisal process to identify development needs of employees.
5. Representing the organisation as a go between on disciplinary issues e.g. when a worker has
continuously been late for work. Dismissing and making workers redundant where necessary.
6. Managing payment systems, although this will probably be the responsibility of a separate
payroll section.
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7. Taking responsibility for the motivation of employees by outlining motivational work practices.
8. Organising the termination of work, and retirement of employees, as well as job redundancies
where appropriate.

A job analysis can be focused on two venues: worker-oriented job analysis and task-oriented job
analysis. Worker-oriented job analysis or job specification deals with the necessary knowledge,
skills, and abilities/attributes to successfully complete the job. Task-oriented job analysis,
sometimes called work-oriented job analysis, is concerned with what the employees does (relevant
job-related behaviors) and how it is done (required machinery, tools, interaction with people, and
information). Some experts are now suggesting that Competency Modeling, which is similar to
Job Analysis, may be more advantageous depending on the organization’s needs.

The job analysis process involves collecting detailed information about the duties, responsibilities,
skills, competencies, required outcomes, and work environment of a particular job. It may include
the following activities:

e Analyzing the duties, tasks, and responsibilities that must be accomplished by the
employee filling the position;

« Communicating the most important work outcomes needed from the position;

« Atrticulating the required qualifications (e.g., training, knowledge, skills, and personality
traits) of candidates;

« Determining whether specific certification, licensing, or credentialing is required;

o Conducting internet research to view sample job descriptions written for similar jobs;

« Reviewing and possibly observing the job responsibilities of coworkers and deciding on
the nature of their relationships to the new employee; and

o If necessary, talking to employees and supervisors at other organizations that have similar
positions.

The process of finding and hiring the best-qualified candidate (from within or outside of
an organization) for a job opening, in a timely and cost effective manner. The recruitment
process includes analyzing the requirements of a job, attracting employees to that job, screening
and selecting applicants, hiring, and integrating the new employee to the organization.

Text understanding.

Exercise 5. Say “true” or “false”.

1. A job analysis can not be focused on two venues: worker-oriented job analysis and task-oriented
job analysis.

2. Personnel management is seen as an old fashioned way of managing people.

3. The recruitment process does not include analyzing the requirements of a job.

4. Training focuses on needs of employees.

5. Typically personnel work is concerned only with the recruitment and selection.

Exercise 6. Answer the questions in English:

1. What is personnel work concerned with?
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2. What is recruitment and selection of new employees?

3. What does training focuse on?

4. How do you understand “disciplinary issues”?

5. What two venues can a job analysis be focused on?

6. What does the job analysis process involve?

7. How do you understand the word “recruitment”?

III Grammar. The Gerund.

[epynmiii — HeocoOoBa opma aieciioBa, ska Ma€ 3aKiHUEHHS - INQ — Ta 03HAYa€ MPOIIEC.

e.g. asking - 3anuryBanss, reading -4yutaHHs.

®opMHu repyHis

Active Passive
Present askina beina asked
Perfect having asked having been asked
[puroiam:
1. 1 like asking.- MeHi moo0aeThes 3aIUTyBaTH.

2. |l don't like being asked stupid questions. — Mesi He TOA00AETHCS, KOIM MEHI CTaBIAThH

0e3riy3/i 3alMTaHHs.

3. I remember having asked you about it. — 5I mam’sitaro, 110 3anMTYBaB TEOE PO IIE.

4. 1 remember having been asked about it. — 51 mam’sitaro, 1110 MeHe 3aMUTAIM PO IIE.

@yHKUil repyHais

DyHKILis

BaxuBanHs Mpuxaan

IMepexnan

1. ITigmeT (Subject)

1 micrie B peveHHi Comparing, selecting,
sorting and determining are
the main logical operations.

HopiBusHHS, BigOip,
COPTYBaHHS, BU3HAYCHHS —
1€ OCHOBHI JIOT14HI
oreparii.

2. Imenna yactuHa
MpHUCYIKa
(Predicative)

[Ticnsa miecniB to be, | Our task is finding a way to
to mean solve this problem.

Hame 3aBnaHss mossrae B
ToMy, o0 3HAlTH crocih
BUPILIUTH I[F0 POOIIEMY.

3. Jonarok (Object)

a) 6e3 mpuitMennuka | | suggest discussing the
micns  giecnmiB:  to | topic.

like, to suggest, to
remember, to enjoy,
to mind, to be worth,
etc, | insist on discussing
b) to depend on — | the topic.

3ajexaru Bif, to rely
0N — nmocujiaTucs Ha,
to insist on —
Hamojdratu Ha, to
object to -
3alepevyBary, to

A MPOIIOHYIO
0OrOBOPUTH TEMYIO

S namonsraro  Ha
00OTOBOPEHHI TEMH..
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result in —
MIPUBOAKTH 110, t0 be
capable of — Oyru
3matauM, to  be
interested in -
nikaButucg, to be
responsible for -
BIJIIIOBIJATH 3a

4. Osnauenns | micins  adcrpaktaux | | like the method of | Meni Mo100a€ThCs
(Attribute) IMCHHHKIB processing data METOJ1 0OpOOKH TaHUX.
5. OO6craBuna | 3aBxIu 3| In testing the device | ITpu nepesipii
npuiiMeHHrKamMu N, | many  defects  were | mpucrporo 6araro
on, upon, before, | removed. nedexTiB Oyi10
after, by, without na YCYHEHO.
moJatky abo B KiHII
pEUYCHHS

Exercise 7. Translate the following. Find and underline the gerund.

1. I understand perfectly your wishing to start the work at once.

2. Everybody will discuss the event, there is no preventing it.

3. At last he broke the silence by inviting everybody to walk into the dining room.

4. On being told the news, she turned pale.

5. The place is worth visiting.

6. Watching football matches may be exciting enough, but of course it is more exciting playing
football.

7. She stopped coming to see us, and | wondered what had happened to her.

8. Can you remember having seen the man before?

9. She was terrified of having to speak to anybody, and even more, of being spoken to.
10. He was on the point of leaving the club, as the porter stopped him.

11. After being corrected by the teacher, the students' papers were returned to them.
12. 1 wondered at my mother's having allowed the journey.

Exercise 8. Translate the following. Find and underline the gerund. Define the form of it.

1. Thank you for having sent me such beautiful flowers.

2. He was accused of having sold important state secrets.
3. He denied having sold them.

4. He insisted on being innocent.

5. He was afraid of being put into prison.

6. The noise in the next room prevented me from thinking.
7. 1 think of going to the south in summer.

8. The boy denied being constantly scolded and punished.
9. I insist on speaking to him.

10. I was looking forward to seeing my brother.

11. I don't feel like playing lotto today.

12. She succeeded in making a very good translation of this difficult text.

Exercise 9. Open the brackets.

1. He was always ready for (to help) people.
2. He was very glad of (to help) in his difficulty.
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3. On (to allow) to leave the room, the children immediately ran out into the yard and began (to
play).

4. In (to make) this experiment. they came across some very interesting phenomena.
5. The results of the experiment must be checked and rechecked before (to publish).
6. David was tired of (to scold) all the time.

7. The watch requires (to repair).

8. The problem is not worth (to discuss).

9. Jane Eyre remembered (to lock) up in the red room for (to contradict) Mrs. Reed.
10. Why do you avoid (to speak) to me?

11. She tried to avoid (to speak) to.

12. The doctor insisted on (to send) the sick man to hospital.

13. The child insisted on (to send) home at once.

14. Do you mind him (to examine) by a heart specialist?

15. He showed no sign of (to recognize) me.

16. She showed no sign of (to surprise).

17. He had a strange habit of (to interfere) in other people's business.

18.1 was angry at (to interrupt) every other moment.

Exercise 9. Read and translate the dialogues orally.

A: "Hello? This is Steve."

B: "Hi Steve, this is Mary from ABC Company. I'm returning your call.”

A: "Hi Mary. How are you doing?"

B: "I'm doing great thanks."

A: "Thanks for returning my call. I couldn't figure out why the ending balance on fiscal year
2003 didn't match the beginning balance on of 2004."

B: "When | checked, it was matching. How much is the difference?"

A: "The amount is exactly $42,000."

B: "Oh. | know what the problem is. We opened another bank account at the end of fiscal year
2003. I might not have included the new bank statements when | sent over the information."
A: "That makes sense. I'm just glad it wasn't out of my miscalculation. Can you send over the
statements? | should be done by end of day since everything looks good."

: "Sure. I'll fax them to you immediately. Is 555-123-4567 the number | should fax it to?"

: "Yes. That is the correct number."

:"I'll do it right now."

: "Thank you for your help."”

: "'l should have sent them over to you the first time. | apologize for that."

: "No problem."

: "Thank you."

: "Thank you. Bye."

>WUW>W>W>Tm

A: "Hello, ABC Company."
B: "Hi, this is Janet from Consult R Us. May | speak with Alex please?"
A: "He's in a meeting right now. Would you like to leave a message?"
B: "Yes. Can you have Alex call me back when he is available? My name again is Janet, and he
can reach me at 555-987-6543."
A: "It's Janet at 555-987-6543. Can | tell him what this is regarding?”
B: "He sent over a fax, and the last page didn't print out. I will need for him to resend the fax to
me."
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A:"T'll let him know."

B: "Thank you."

A: "Thank you for calling ABC."
B: "Good bye."

A: "Bye."

A: "Microsoft, this is Steve."”

B: "Hi Steve, this is Richard from Third Hand Testing. I'm calling in regards to the MSN
assignment. Do you have a minute to answer a couple of questions?”

A: "Sure. What can | help you with?"

B: "We originally agreed on 5 testing procedures, but our program manager received a mail
indicating 4 testing procedures. Is 4 the correct number?"

: "Yes it is. We found that we can do the last one here."

: "Great. Does the timeline change because we reduced one of the testing procedures?"
: "We don't have to change the timeline. Our original timeframe was very aggressive."
: "That makes our job a little easier.”

: "Do you have any other questions?"

: "No. That's all I had. Thanks for your time."

: "No problem.”

: "Ok. Good bye."

: "Bye."

>T>W>W>TP>

V1. Speaking.

Exercise 10. Sum up all the information you got on the topic. Speak on it using the plan:

1. Typically personnel work is concerned with many points.

2. Types of job analysis.

3. The importance of job analysis.

4. The job analysis includes different activities.

5. The recruitment. Its purpose.

Exercise 11. Make 2 dialogues using the following expression. Act the dialogues in pairs.(25-30
lines)

Useful telephone vocabulary and phrases in English.

Making contact : e Hello/ Good morning / Good afternoon ...
e This is John Brown speaking
e Could I speakto ......... please?
e I'dlike tospeakto ..... .....
e I'mtrying to contact ..........
Giving more e I'm calling from Tokyo / Paris / New York / Sydney ...
information: e I'm calling on behalf of Mr. X ...
Taking a call : e X speaking.

e Can | help you?
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Asking for a name /
information :

Asking the caller to wait

Connecting :

Giving negative
information :

Telephone problems :

Leaving /
Taking a message :

Who's calling please?

Who's speaking?

Where are you calling from?

Are you sure you have the right number / name?

Hold the line please.
Could you hold on please?
Just a moment please.

Thank you for holding.
The line's free now ... I'll put you through.
I'll connect you now / I'm connecting you now.

I'm afraid the line's engaged. Could you call back later?
I'm afraid he's in a meeting at the moment.

I'm sorry. He's out of the office today. /

He isn't in at the moment.

I'm afraid we don't have a Mr./Mrs./Ms/Miss. ... here
I'm sorry. There's nobody here by that name.

Sorry. | think you've dialled the wrong number./

I'm afraid you've got the wrong number.

The line is very bad ... Could you speak up please?
Could you repeat that please?

I'm afraid | can't hear you.

Sorry. | didn't catch that. Could you say it again please?

Can | leave / take a message?

Would you like to leave a message?
Could you give him/her a message?
Could you ask him/her to call me back?
Could you tell him/her that I called?
Could you give me your name please?
Could you spell that please?

What's your number please?

SITUATION

EXAMPLES

Introducing yourself. Phrases to use | When calling a general number:

when you place the call.

- May | speak with Marina Smith?
- Hello, this is John Block calling for Marina
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Smith.
- Is Marina Smith in? (informal)

When the person answers the call directly:

- Hi Marina, it’s John calling.

- Good afternoon, Marina. This is John Block
from ABC company calling.

Answering the phone. There are
many different ways to answer your
phone.

For calls to your direct line:

- Good morning, this is Marina.

- Good afternoon, XYZ firm. How may | help
you?

- Marina speaking.

- XYZ firm, Marina speaking.

For calls to your direct line, when the person
asks for you by name:

- Speaking (caller says: “Is Marina there?” and
Marina replies: “speaking”).

- This is she / this is he (caller says: “Is Marina
in?” and Marina replies “This is she”).

For calls to a general number:
- Thank you for calling XYZ. How may | direct
your call?

Connecting someone. When you
answer the phone and it is for
somebody else.

- One minute, I’ll transfer you now.

- Please hold and I’ll put you through.
- Let me see if Jim is available.

- One moment, please.

- Hang on a minute. (informal)

When you need to put somebody
on hold

- Jim is on another line at the moment. Would
you like to hold?

- I’'m sorry, I have a call on my other line. Can
you please hold?

For customer service calls
- All of our operators are currently busy. Please
stand by for the next available operator.

When you don’t understand the
caller

- Could you please repeat that?

- I'm sorry, I didn’t catch what you just said.
- Can you please speak a little more slowly?
- Can you please speak a little louder?

Clarifying what your caller says

- Can you please spell that for me?

- How do you spell your last name?

- And that company name again was, JAQ
Industries?
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- Let me repeat your information to make sure |
got it right.

Taking a message for someone

- I'm sorry, John’s not here at the moment. Can I
take a message?

- John is in a meeting at the moment. May | ask
who’s calling?

- John is at lunch. Would you like to leave a
message?

- John has left for the day. Would you like to be
put through to his voice mail?

Leaving a message for someone

- Please tell him that Susan called and ask him to
call me back. My number is 999-343-3423.

- Please ask him to call Susan when he gets in.

- He already has my number.

- He’s not in? Please put me through to his voice
mail.

- When do you expect him back in the office?

- | need to speak with him on an urgent matter.
Please have him call me as soon as he gets in.

Ending a conversation

- It’s been great talking with you. I’ve got a
meeting now so | better run.

- Thanks for calling. I’ll speak with you again
soon.

- I’ve got another call coming in. Good talking
to you.

- | better let you go.

- It’s 5 o’clock already. I better let you go.

- Let’s touch base on this again in a few days.

SPECIAL SITUATIONS

Leaving a voice mail

- Hello, this is Marina Smith calling to
follow-up regarding your order with XYZ
company. Can you please call me back at
999-344-3344.

- Hello, this is John Block from ABC. I'm
calling regarding the upcoming conference
in Miami. I’ll try you again later today.

- Hi, it’s Marina. Please call me back when
you get a minute. (informal)

Recording a voice mail message on your | - Hello, you’ve reached Marina Smith at

machine

XYZ company. I’m sorry I’'m not available
to take your call. Please leave a message
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and I’1l call you back as soon as I can.
Thank you.

- Hello, you’ve reached John Block at
ABC. It’s Monday, May 22, and I will be
out of the office all day. I will be checking
my voice mail from time to time and will
return all urgent calls. Thank you.

If you’re going on vacation

- Hello, this is Marina Smith at the XYZ
company. | will be on vacation from
Friday, May 12 through Monday, May 22.
Please leave a message, and Il call you
back when I return. Thank you.

Phrases for cell phone calls The fading signal

- ’'m sorry, I’m losing you. Can you call
me back?

- | can barely hear you. Let me call you
back on my other phone.

- We’re breaking up. I’'m having trouble
hearing you. Let me call you back later.

The lost call

- Hi, it’s Marina again. Apparently we got
cut off.

- Hi, it’s John again. Sorry | lost you. My
cell phone dropped the signal.

SPELLING OUT NAMES OVER THE | - My last name is Czarnek. C as in cat, Z as
PHONE. Often you will need to spell in zebra, A as in apple, R as in Robert, N
something out over the telephone, such as | as in Nancy, e as in egg, K as in king.

a last name. It will help your listener is you

offer words for each letter. Give words or | - My registration number is 459N4AF.
names that are very common for each That’s 459, N as in Nancy, 4 A as in
letter. Apple, F as in Frank.

VIl Writing

Exercise 12. Translate the following text in writing.
Personnel management involves two categories of function:
1. Operative Function-The operative function essentially belong to such activities

concerned with procuring, developing compensating, utilizing and maintaining an
efficient work force.
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e Procurement-Procurement means recruiting the required number of employees with due
qualification and experience keeping in view the importance of achieving the objectives
set before the organisation. It is mainly concerned with hiring the right people, in the
right place, at the right time.

o Development- Development means activities meant to increase the efficiency and skills
of the workers through training and education of employees.It includes activities like
training, seminars, group discussions, education etc.

o Compensating-Includes activities which deal with the method and standard of
remuneration and terms of employment.

« Ultilizing- Utilizing means using the services of the employees to the best possible extent.
It includes incentives schemes and includes schemes for sharing the profits from higher
productivity.

« Maintaining- Aims at maintaining good working condition for the employees. it includes
preparation and implementation of health schemes, safety systems etc.

2 Managerial Functions- The managerial functions includes activities like planning,
organizing, and co- ordinating, directing and controlling the employees. They are
performed by all types of manager including personnel managers.

« Planning- A plan is a pre-determined course of action to accomplish the set objectives, it
specifies what and how operative personnel functions are to be performed.

« Organizing- Organizing calls for grouping of personnel activities, assignment of different
activities to differentindiviuals.

« Co-ordination- co-ordination is concerned with harmonious and unified action directed
towards a common objectives. It ensures that all groups and persons work efficiently,
econimically and in harmony. Person-to-person communication is most effective for co-
ordination.

« Directing- Directing involves managing managers, managing workers and the work
through the means of motivation, proper leadership, effective communication as well as
co-ordination. A personnel manager must develop the ability to command and direct
others.

e Motivating- Motivation is the key to successful management of any enterprise. A
personnel manager must inculcate in the workers a keen appreciation of an organizations
policies.

o Controling- Control is the process of measuring actul results with some standard of
performance, finding the reason for deviations of actual from desired results and taking
corrective action when necessary. Thus, controlling enables the realization of plans.
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1. Vocabulary

Exercise 1. Remember the following words and word combinations:

labour legislation - Tpynose 3akononascTBo, to deal with - maTu cripaBy 3, be familiar with - 6ytu
3Haiiomum 3, to stifle - mpumymmmty, to be successful - 6ytu ycminmaum, payment - oruiara, part-
time work - wemoBHui poOouuit aeHb, restrictive rules - oomexysanbHi mpaBmia, Socially
acceptable conditions - comianpHo npuitHATHI ymMoBH, Working conditions - ymoBu mpari, social
security - comianbHe 3a0e3neueHHs, welfare - 3abesnedenns, labor law - Tpynose npasa, enforce -

JA0TPHUMAaHHA.

Exercise 2. Give Ukrainian equivalents to the words make sentences with them.
individual and collective labour legislation, to be successful, protection, small and medium-sized
enterprises, the autonomy of the social partners, union, parity, positive trend, disadvantage, social

norms, potential.

Exercise 3. Translate the word combinations and make sentences with them.
3HailoMul, Cya, 3aKOH, 3aXUCT, CKIQJHHM, 3apruiaTHs, MNpocriiika, KOHTPAKT, aBTOHOMIS,

€KOHOMIUHUH PO3BHUTOK, COLliaJIbHI HOPMH, MPaBUIIA, TIAIPUEMCTBO, B3aEMOBITHOCHHHU.

II. Reading

Exercise 4. Read and translate the text A:

The term "labour legislation’ is used to cover all the laws which have been enacted to deal with
“employment and non-employment” wages, working conditions, industrial relations, social
security and welfare of persons employed in industries.
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The standards governing both individual and collective labour legislation are set out in a large
number of individual and special laws. However, in order to be successful in the quest for legal
certainty, the employer or his adviser must not only be familiar with this almost incomprehensible
forest of laws but also with the highly complex jurisprudence of courts of first instance and the
German federal labour court as well as of the German constitutional court and the European Court
of Justice. The example of the law on protection against dismissal and practice regarding related
complaints demonstrates that legal certainty is usually difficult to achieve or is secured through
the payment of settlements. As a result, small and medium-sized enterprises are often wary of
recruiting new workers even when they have healthy order books. Furthermore, labour legislation
has a tendency to stifle individual initiative by imposing ever tighter requirements. For instance,
despite the positive trend in part-time work, a bureaucratic statutory right to request part-time
working arrangements has been put in place. The labour market potential of modern forms of
working such as fixed-term contracts and temporary agency work cannot be realised due to
restrictive rules. In the area of collective labour legislation, unwieldy co-determination procedures
and rigid rules on the participation of employee representatives in the supervisory board work to
the detriment of Germany as a location for business. In addition, the autonomy of the social
partners is at risk due to the practice of strikes by union branches and jurisprudence on the law
governing labour disputes, which distorts the parity between the two sides to the disadvantage of
employers.

Labour law (also labor law or employment law) mediates the relationship between workers
(employees), employers, trade unions and the government. Collective labour law relates to the
tripartite relationship between employee, employer and union. Second, individual labour law
concerns employees' rights at work and through the contract for work. The labour movement has
been instrumental in the enacting of laws protecting labour rights in the 19th and 20th centuries.
Labour rights have been integral to the social and economic development since the Industrial
Revolution. Employment standards are social norms (in some cases also technical standards) for
the minimum socially acceptable conditions under which employees or contractors will work.
Government agencies (such as the former U.S. Employment Standards Administration) enforce
employment standards codified by labour law (legislative, regulatory, or judicial)

I11. Text understanding.
Exercise 5. Answer the questions:
1. What is the term ‘labour legislation” used for?
2.Where are individual and collective labour legislation set out?
3. What is Labour law stand for?
4. What is the difference between collective labour law and individual labour law?
5. What do we know about the history of labour movement?
6. How do you understand employment standards?
Exercise 6. Complete the sentences.
1. The term ‘labour legislation’ means.......
2. The standards governing both individual and collective labour legislation are.......
3.The main purpose of Labour law is .......
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4. Collective labour law relates to.......
5. The example of the law on protection against dismissal and practice regarding related......
6. Employment standards are.......

7. The labour movement has been instrumental in the enacting of laws protecting labour rights

8. Individual labour law concerns........

9. The main aim of the work of unions is ........

Exercise 7. Agree or disagree with the statements. Correct the false statements.

1. The term ‘labour legislation’ is used to cover all the laws which have been enacted to deal with
“employment and non-employment”.

2. Employment law mediates the relationship between workers and the government.

3. Collective labour law doesn’t relate to the tripartite relationship between employee and union.
4. Labour rights have been integral to the social and economic development since the Industrial
Revolution.

5. Employment standards are social norms for the minimum socially acceptable conditions under
which employees or contractors will work.

6. Government agencies don’t enforce employment standards codified by labour law

7. The labour market potential of modern forms of working such as fixed-term contracts and
temporary agency work can be realised due to restrictive rules.

Exercise 8. Read the text B without a dictionary for 7 minutes and say what problems are
mentioned in the text:

Text B
Principles of Social Justice, Social Equality, Social Security, National Economy and Labour

Legislations

e Labour Legislations contain the principles of social justice, social equity, social security
and national economy in their concept.

e Social justice implies two things. First, equitable distribution of profits and other benefits
of industry between owner and workers. Second, providing protection to workers against
harmful effect to their health, safety and morality.

e Social equality provides the flexibility in labour legislations to adjust to the need of the
industrial society.

e Social security envisages collective action against social risks which constitute the crux of
the labour legislation.

¢ National Economy provides the standards to be set for the labour legislations.

e Human Rights principles and human dignity postulates provide the broader base for the
concept of labour legislations.
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e Thus, these principles are the fundamentals for understanding the concept of Labour
jurisprudence.

OBJECTIVES OF THE LABOUR LEGISLATIONS
e (1) Establishment of justice- Social, Political and Economic
(2) Provision of opportunities to all workers, irrespective of caste, creed, religion, beliefs,
for the development of their personality.
(3) Protection of weaker section in the community.
(4) Maintenance of Industrial Peace.
(5) Creation of conditons for economic growth.
(6) Protection and improvement of labour standards.
(7) Protect workers from exploitation.
(8) Guarantee right of workmen to combine and form association or unions.
(9) Ensure right of workmen to bargain collectively for the betterment of their service
conditons.
® (10) Make state interfere as protector of social well being rather than to remain an onlooker.
(11) Ensure human rights and human dignity.

Exercise 9. Make the word combinations of the following words and translate them.

National rights
human conditons
service legislations
Protect profits
economic justice
industrial effect
labour growth
distribution of | Economy
social workers
harmful society

Exercise 10. Complete the sentences and translate them.
1. Labour Legislations contain.......

2. Social justice implies two things.......

3. National Economy provides.......

4. Social security envisages..........

5. The concept of Labour jurisprudence is........

6. The objectives of the labour legislations are .......

Exercise 11. Look through the information. Study and translate the sample of the letter.
Odirmitine a0 ai70BUH JIUCT 3a3BUYAN TPU3HAUCHE TSI MTIATPUMKH JUTOBUX BITHOCUH M1

¢dipMamu 1 iXHIMH criBpoOiTHUKaMU a0o KiieHTaMu. /[i10BuUil TUCT Mae Macy pi3HOBUIB.
Hampukian:
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Iopsayuuii muct
PexomMeHnnariitnuii mucT
CynpoBinnuii nuct
["apanTiiftHAIA TUCT
Jluct npe3uaeHty
Ciyx00Be TuCT
[ndopmarniitamii auct
BiranpHe nuct

e Jlucr BUMoOra

e Jlucr ckapra

e Jlucr 3anponeHHs

Cmpykmypa 0inoeux aucmie an2iiiiCbKow Mo6oio
JIi10B1 TMCTH aHTIIIHCHKOI0 MOBOO CKJIAIAl0ThCA 3 HACTYIHUX YaCTHH:

3aroJIOBOK
JaTa JTucTa

HallMEHYBAaHHS Ta aJpeCy OJIepKyBaya
BCTYITHE 3BEPHEHHS

OCHOBHHH TEKCT JINCTA

3aKitouHa (hopMyJia BBIUIMBOCTI
[iamnmce

BKa31BKY Ha JOJaTKU

VY [i0oBUX JUCTAX aHTJIIMCHKOK MOBOIO, SIK IIPABUIIO, YHUKAIOTh MepeHocy ciiB. [llupuna nomns
3 JIiBOTO OOKY JINCTA TIOBHHHA CTAHOBHUTHU HE MEHIIIE 2 CM 3-32 HEOOX1THOCTI TAMIUBKY JIUCTH.

Tema

VY 3arojoBKy BKa3ylOTh HaMEHYBaHHS Ta aJpecy opraHizailii BiiMpaBHUKA Ta Psf MOAPOOUIIb:
ajzpeca JuIs Tenerpam, Homep (akcy, Homepa TenedoHis.

3pa30k 3aroyioBka Gpipmu:

All communications to be addressed to the company and not to individuals
Early Bird Warning Systems

75, Carlton Street, London E. C. 4

Mama nucma

Jara BignpaBieHHS JUCTa 3a3BUYail MUILETHCS B MPaBOMY KYTKYy IIiJ] 3arojloBKOM. ICHYIOTBH
HACTYIHI CIIOCOOW MO3HAYEHHS J1aTH B IUIOBUX JIUCTaX aHTIIIHCHKOIO MOBOIO:

12th September, 2010
12 September, 2010
September 12th, 2010
September 12, 2010
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[Tepen yucniBHUKaMU, IO MO3HAYAIOTh PIK, 3a3BHYAll CTaBUTHCSA KOMa, a OCh Kpamka B KIHITI
IIO3HAYCHHS JaTHu HE 060B'H3KOBa.

Ha3zea ma adpeca ooepicysaua
Hasga ta anpeca oprasnizariii abo npi3Buiie ocoOu oiepKyBaya JUCTa MUIIEThCS Ha JIiBI CTOPOHI

OyraHka JrucTa. SKIo JUCT aapecoBaHO OKpeMiit 0co0i — YOJIOBIKOBI, TO Mepe HOTo Mpi3BUILEM
CTaBUTKCS clIOBO Mr. (CKOpOUYEHHS CJIOBa MIiCTeEp):

Mr. Tom Black
SIkiio mucT agpecoBaHo 3aMiXKHIN KIHKI, TO BXXKUBAETHCA CJI0BO Mrs. (CKOpOYEeHHS CJIOBa Micic):
Mrs. Mary Green

[Tpu anpecyBaHHI JTMCTIB HE3aMIDXKHIM JKIHKaM BXKUBAETHCA CIIOBO Miss (Mic), 3a SIKUM CIiAye iM'st
azpecara:

Miss Anna White
[Ticnst HaliMeHyBaHHS Oprasizailii abo mpi3BUIlA aJipecaTta Ha OKPEMOMY PAJIKY BKa3YETHCSI HOMEP

OyaMHKY Ta Ha3Ba ByJuIll (HoMep OyIWHKY BKasyeThcs mepmum). Jlami Ha oKkpeMoMy pSAKY
NUILETHCS Ha3Ba MiCTa.

A-T Trade Food & Beverages,

17, Canon Street,

London, EC3 4BR,

England

Bcmynue 36epuenna i 3aknouna ¢popmyna egiunugocmi

JI1710B1 IMCTH aHTTIHCHKOK MOBOIO 000B'SI3KOBO MOBUHHI MICTUTH BCTYITHE 3BEpPHEHHSI 1 3aKIFOUHY
(dbopMyIly BBIWIIUBOCTI.

BcerynHe 3BepHEHHs MUIIETHCS Ha JIIBIM CTOPOHI JIMCTA MiJ] BHYTPIIIHBOIO aJJPECO0 Ha OKPEMOMY
pAIKY, a 3aBepliajibHa (OpMyJia BBIUIMBOCTI — Ha MpaBiii CTOPOHI, B KIHIII OCHOBHOI'O TEKCTY,
TaK0X Ha OKPEMOMY PSAIKY.

[Tommpeni popmysn BCTYITHOT'O 3BEPHEHHS:

Dear Sirs, [llanoBHi manoBe (cTporo oiriitHo)

Dear Sir, [1lanoBHuii mane (cTporo ogimiitHo)

Dear Mr. Black, llanoBuuit mane bnek (MeHm odiriitHo)

Dear Madam, l1lanoBHa naHi (cTporo o¢imiifHo)

Dear Mrs. Green, [llanoBna micic ['pin (Menme odiriitHo)
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Dear Miss White, [1lanoBHa mic YaiiT (MeHIte odiliiitHo)

Konu BianpaBHuK JmMcta Oaxkae, mo0 JMUCT OyJI0 MPOYMUTAHO TMEBHOK OCO0OI0 B opraHizarfii
OJIepKyBaya, TO Mepei BCTYITHUM 3BEPHEHHSIM a00 1] HUM CTaBUTHCS HACTYITHUUN HAITHC:

Attention: Mr. T. Black / Attention of Mr. Black

[Tommpeni 3akitouni Gpopmyu:

Yours faithfully

Faithfully yours

3 moBaroto (cTporo odiriiHo)

Yours truly

Yours sincerely

Yours

[I{upo Bam (MenIr odiriiHo)

ITignuc

[Tigmuc y AUTOBUX JIMCTaX AaHTIIMCHKOK) MOBOIO 3HAXOJUTHCS HA IMpaBiid CTOPOHI OJIAHKA IIiJ
3aKkimouHo0 Qopmoro. Ha mepuriit cXoauHIN MiJ 3aKIOYHOI0 (OPMYJIOI CTAaBUTHCA Ha3Ba
oprasizarlii, HaapykoBaHa Ha KoM toTepi. [1i Ha3BOI0, Ha TOMY XK PSIIKY CJTiJI HAAPYKOBATH Ha3BY
rmocaay ocoOu, 10 IiAIucaa JIUCT.

Bkasziexa na 000amok 6 0i08ux 1ucmax aHzailicbKorw Moo

JIi10B1 TUCTH aHTTTHCHKOI0 MOBOIO MOXKYTh MICTUTH JOJATKH. SIKIIIO 0 TUCTA AOAAaHO AKi-HeOy b

MaTepiaju, TO B JIBOMY KYyTi JIMCTa HIKYE MIIUCY nUIeThes ciaoBo Enclosure «1ogaroxy. ko
JMCT MICTUTB J1Ba 1 O1JIbIIE TOJIATKIB, TO BKA3YETHCS iX KIJIBKICTb.
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AOPECA BIAMPABHUKA | Wicked Wax Co. Ltd
22 Charlton Way
London, SE10 8QY

PRQOK’

Mr Johnny Welsh AapPeca otPumyBAYA 4ucno 30 October 2012
49 Baker Street
London
NW2 2LK
GREAT BRITAIN
PANOK |
Dear Mr Welsh MPUBITAHHA |
PANOK |
Subject: 2009 BUSINESS CONFERENCE, 10/11 DECEMBER 2009 Tema |
PAAOK | 3MICT NIUCTA |
| have pleasure in inviting you to attend our special conference to be held at Sheraton Hotel, London on
Thursday/Friday 10/11 December 2009.
PAnoK |
This intensive, practical conference for businessmen aims to:
PﬂnOK|
e increase your business productivity

e enable networking with business partners
PAROK |

The seminar is power-packed with a distinguished panel of professional speakers who will give expert
advice on many useful topics.

PAROK |
If you would like to join us please complete the enclosed registration form and return it to me before 30
August with your fee of £50 per person.

2 PAOKA |

Sincerely nNPOWAHHA

MNianuc

|bxbmv &

Den Stock, President

V1. Speaking.

Exercise 12. Sum up all the information you got on the topic. Speak on it using the plan.
1. The meaning of labour legislation

2. Individual and collective labour legislation.

3. Labour legislation in our country.

4. The objectives of the labour legislations.

5. Business letter. Pacularities and purposes.

VIl Writing
Exercise 13. Write the letter to your business partner on business topic.

78



Unit 8

Ingpopmauiiini cucmemu ¢ ynpaeninni. 3acoou KomyHikauii

1. Vocabulary

Exercise 1. Remember the following words and word combinations:

Benefits - mepesaru, framework - ctpykrypa, capability - moxnusicts, dimension — BenuunHa,
mipa, recordkeeping -o6uik, bookkeeping - 6yxrantepis, advantage - nepesara, to assimilate -
acuMminmoBatrcs (mMoeqHyBatu), current - morounwii, to reduce -3menmryBaru, disposal -
BuancHHs, relevant data — mosiakosi (Biamosiani) mani, background data — monepenni nani, asset
— MaitHo, akTuBH, compliance — 3roxa, norpumanss, alignment — BupiBHIOBaHHS (BIAMOBIIHICTS),

upgrade - OHOBHTH.

Exercise 2. Give Ukrainian equivalents:
MOoxnuBICTh, 3[aTHICTb, TEXHOJIOT1i, 1H(QPACTPYKTYypa, LIHHICTh, 3arOCTPIOBATH, MOKPAIIECHHS,
MOIIYK, BiAMOBIAHICTH, BiAMOBIAIbHICTh, €(EKTUBHICTb, BUKOHAHHS, OpTaHi3ailis, KyJIbTypa,

NpUBAaTHUH, i1HOpMaIis.

Exercise 3. Translate the word combinations and make sentences with them.
Information system, maximize the value, space in offices, to assimilate new technologies and take
advantage of their many benefits, the use of information, solve filing problems, local authorities,

to reduce the liabilities, business environment, to obtain and assemble pertinent information.

I1. Reading

Exercise 4. Read and translate the text A:

A good management information system will only reap the benefits if the companies gain insight
to better align strategies and identify critical relationships and gaps along four key company
dimensions — people, process, culture and infrastructure. A good information system provides a
framework for companies to evaluate themselves relative to these dimensions. By understanding
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and improving alignment with these critical dimensions, companies can maximize the value and
impact of information as a strategic corporate asset to gain competitive advantage.

The following are the most important reasons to have a good management information system:

1. To control the creation and growth of records. Despite decades of using various non-paper
storage media, the amount of paper in our offices continues to escalate. An effective records
information system addresses both creation control (limits the generation of records or copies not
required to operate the business) and records retention (a system for destroying useless records or
retiring inactive records), thus stabilizing the growth of records in all formats.

2. To reduce operating costs. Recordkeeping requires administrative dollars for filing equipment,
space in offices, and staffing to maintain an organized filing system (or to search for lost records
when there is no organized system).

3. To improve efficiency and productivity. Time spent searching for missing or misfiled records
is non-productive. A good records management program (e.g. a document system) can help any
organization upgrade its recordkeeping systems so that information retrieval is enhanced, with
corresponding improvements in office efficiency and productivity. A well designed and operated
filing system with an effective index can facilitate retrieval and deliver information to users as
quickly as they need it.Moreover, a well managed information system acting as a corporate asset
enables organizations to objectively evaluate their use of information and accurately lay out a
roadmap for improvements that optimize business returns.

4. To assimilate new records management technologies. A good records management program
provides an organization with the capability to assimilate new technologies and take advantage of
their many benefits. Investments in new computer systems whether this is financial, business or
otherwise, don't solve filing problems unless current manual recordkeeping or bookkeeping
systems are analyzed before automation is applied.

5. To ensure regulatory compliance. The only way an organization can be reasonably sure that
it is in full compliance with laws and regulations is by operating a good management information
system which takes responsibility for regulatory compliance, while working closely with the local
authorities.

6. To minimize litigation risks. Business organizations implement management information
systems and programs in order to reduce the risks associated with litigation and potential penalties.
This can be equally true in Government agencies. For example, a consistently applied records
management program can reduce the liabilities associated with document disposal by providing
for their systematic, routine disposal in the normal course of business.

7. To safeguard vital information. Every organization, public or private, needs a comprehensive
program for protecting its vital records and information from catastrophe or disaster, because every
organization is vulnerable to loss. Operated as part of a good management information system,
vital records programs preserve the integrity and confidentiality of the most important records and
safeguard the vital information assets according to a "Plan” to protect the records.

8. To support better management decision making. In today's business environment, the
manager that has the relevant data first often wins, either by making the decision ahead of the
competition, or by making a better, more informed decision. A good management information
system can help ensure that managers and executives have the information they need when they
need it. By implementing an enterprise-wide file organization, including indexing and retrieval
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capability, managers can obtain and assemble pertinent information quickly for current decisions
and future business planning purposes.

9. To preserve the corporate memory. An organization's files, records and financial data contain
its institutional memory, an irreplaceable asset that is often overlooked. Every business day, you
create the records, which could become background data for future management decisions and
planning.

Text understanding.

Exercise 5. Answer the questions:

1. Why is it important to have a good management information system?

2. What are the most important reasons to have a good management information system?

3. Why is it important to control the creation and growth of records?

4. How can a good management information system improve efficiency and productivity?

5. How can a good management information system minimize litigation risks?

6. Why is it important to preserve the corporate memory?

7. A good management information system can help ensure that managers and executives have

the information they need when they need it. Why is it important?

Exercise 6. Complete the sentences.

1. A good information system provides.......

2. An effective records information system addresses.....

3. A good records management program provides........

4. Investments in new computer systems don't solve......

5. A good management information system can help......

6. Every business day you.......

7. A consistently applied records management program can.......

8. A well designed and operated filing system with an effective index can........

Exercise 7. Agree or disagree with the statements. Correct the false statements.

1. A good information system doesn’t provide a framework for companies to evaluate themselves
relative to these dimensions.

2. An effective records information system addresses only creation control.

3. Recordkeeping requires administrative dollars for filing equipment, space in offices, and
staffing to maintain an organized filing system.

4. A well designed and operated filing system with an effective index can not facilitate retrieval

and deliver information to users as quickly as they need it.
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5. Every business day, you create the records, which couldn’t become background data for future
management decisions and planning.
6. Business organizations implement management information systems and programs in order to

reduce the risks associated with litigation and potential penalties.

Exercise 8. Read the text B without a dictionary for 7 minutes and say what problems are
mentioned in the text:

Business software or business application is any software or set of computer programs that are
used by business users to perform various business functions. These business applications are used
to increase productivity, to measure productivity and to perform business functions accurately.

Some business applications are interactive i.e. they have a graphical user interface or user interface
and user can query/modify/input data and view results instantaneously. They can also run reports
instantaneously. Some business applications run in batch mode i.e. they are set up to run based on
a predetermined event/time and business user does not need to initiate them or monitor them.

Some business applications are built in-house and some are bought from vendors (off the shelf
software products). These business applications either are installed on desktops or on big servers.

The term covers a large variation of users within the business environment, and can be categorized
by using a small, medium and large matrix:

e The small business market generally consists of home accounting software, and office
suites such as OpenOffice.org or Microsoft Office.

e The medium size, or small and medium-sized enterprise (SME), has a broader range of
software applications, ranging from accounting, groupware, customer relationship
management, human resource management systems, outsourcing relationship
management, loan origination software, shopping cart software, field service software, and
other productivity enhancing applications.

o The last segment covers enterprise level software applications, such as those in the fields
of enterprise resource planning, enterprise content management (ECM), business process
management (BPM) and product lifecycle management. These applications are extensive
in scope, and often come with modules that either add native functions, or incorporate the
functionality of third-party computer programs.

e The essential motivation for business software is to increase profits by cutting costs or
speeding the productive cycle. In the earliest days of white-collar business automation,
large mainframe computers were used to tackle the most tedious jobs, like bank cheque
clearing and factory accounting.

o Factory accounting software was among the most popular of early business software tools,
and included the automation of general ledgers, fixed assets inventory ledgers, cost
accounting ledgers, accounts receivable ledgers, and accounts payable ledgers (including
payroll, life insurance, health insurance, federal and state insurance and retirement)
ledgers.

e The early use of software to replace manual white-collar labor was extremely profitable,
and caused a radical shift in white-collar labor. One computer might easily replace 100
white-collar 'pencil pushers', and the computer would not require any health or retirement
benefits.

« Building on these early successes with IBM, Hewlett-Packard and other early suppliers of
business software solutions, corporate consumers demanded business software to replace
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the old-fashioned drafting board. CAD-CAM software (or computer-aided drafting for
computer-aided manufacturing) arrived in the early 1980s. Also, project management
software was so valued in the early 1980s that it might cost as much as $500,000 per copy
(although such software typically had far fewer capabilities than modern project
management software such as Microsoft Project, which one might purchase today for under
$500 per copy.)

In the early days, perhaps the most noticeable, widespread change in business software was
the word processor. Because of its rapid rise, the ubiquitous IBM typewriter suddenly
vanished in the 1980s as millions of companies worldwide shifted to the use of Word
Perfect business software, and later, Microsoft Word software. Another vastly popular
computer program for business were mathematical spreadsheet program such as Lotus 1-
2-3, and later Microsoft Excel.

In the 1990s business shifted massively towards globalism with the appearance of SAP
software which coordinates a supply-chain of vendors, potentially worldwide, for the most
efficient, streamlined operation of factory manufacture.

Yet nothing in the history of business software has had the global impact of the Internet,
with its email and websites that now serve commercial interests worldwide. Globalism in
business fully arrived when the Internet became a household word.

Exercise 9. Match the parts of the sentences and translate them.

1.Business application is any software that is built in-house and some are
bought from vendors

2.Some business applications are interactive i.e. installed on desktops or on big
servers

3. Some business applications are they have a graphical user
interface.

4. These business applications either are Lotus 1-2-3, and later Microsoft
Excel.

5. Another vastly popular computer program for | used by business users to perform

business were mathematical spreadsheet program such | various business functions.

as

Exercise 10. Decrypt the abbreviations.

SME, ECM, BPM, CAD-CAM, DSS, MIS, WWW.

Exercise 11. Make the summary of the following text.

Decision Support Systems — DSS

o

1
‘R

——— .

The best decision support systems provide high-level summaries and drilldowns to details.
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Decision Support Systems (DSS) are a specific class of computerized information system that
supports business and organizational decision-making activities. A properly designed DSS is an
interactive software-based system intended to help decision makers compile useful information
from raw data, documents, personal knowledge, and/or business models to identify and solve
problems and make decisions.

Typical information that a decision support application might gather and present would be:

e Accessing all of your current information assets, including legacy and relational data
sources, cubes, data warehouses, and data marts

o Comparative sales figures between one week and the next

« Projected revenue figures based on new product sales assumptions

o The consequences of different decision alternatives, given past experience in a context that
is described

Information Builders' WebFOCUS reporting software is ideally suited for building decision
support systems due to its wide reach of data, interactive facilities, ad hoc reporting capabilities,
quick development times, and simple Web-based deployment.

Information Builders and iWay Software Professional Services specialize in building custom-
tailored Web decision support systems. We offer service packages designed for quick
implementations, and we use the latest technologies to incorporate leading-edge capabilities into
our solutions — including a wide range of wireless and mobile options.

Exercise 12. Study and translate the information. Make the plan of your own Online
Meeting. Make step by step instructions.

How To: Organize a Successful Online Meeting

If you run your business from different cities and possibly countries, you understand the need for
online meeting and web conference software. Programs like GoToMeeting and Infinite
Conferencing have revolutionized meetings for large companies and organizations. The USPS,
United States Post Office, has many rural, out of the way locations. These post offices use similar
software programs for training and mass meetings. These programs are very simple to create,
schedule and organize a meeting.

84


http://www.informationbuilders.com/products/webfocus
http://www.informationbuilders.com/consulting
http://www.informationbuilders.com/consulting/implementation_services
http://web-conferencing-software.bestreviews.net/how-to-organize-a-successful-online-meeting/
http://web-conferencing-software.bestreviews.net/gotomeeting-reviews/
http://web-conferencing-software.bestreviews.net/how-to-organize-a-successful-online-meeting/web-conference-room/

The problem with these meetings is the same problem of any meeting: How do you get people to
attend your meeting, and how do you keep your audience engaged and interested throughout
the meeting?

Inviting Participants

Many of these online meeting programs offer email invitation features that you can use to invite
the people you would like to join your meeting. Many know how to send mass emails, and with
the advancements of email programs and integrations with these conferencing tools you can invite
people with just a few clicks. Highlight, cut and paste the meeting URL into the body of your email
when you send your invitations. These programs will instantly take the participant to the virtual
room for the meeting so all the participants have to do is click the link within the email.

Web-based and java-enabled, it is simple to use these software programs.
Each software will ask for some basic information such as what time and
date you want your meeting and will then generate a URL for the
meeting. You may then cut and paste the meeting link into an email org
other electronic message for people to attend.

When people click the link, a java-based window opens with a few controls

like microphone, keyboard, pen, text boxes and highlighters. The

moderator, the one who created the meeting, is able to control these

applications for the meeting guests. Normally a presentation is used along with the meeting
software so those in attendance will have a guide to follow what is being shared in the meeting.

Practice a Lot

It may seem silly, but rehearsing what you want to say is a good idea. It will make your meeting
flow more smoothly and allow you time to clear any bugs out of your presentation. Your goal,
after all, is to have your audience listening to you actively and not passively. Your presentation is
an outline of information not the entire meeting. With an online meeting, you are guaranteed to
lose them if you are doing nothing more than reading exactly what is on the screen. Practicing
what you want to say and use your presentation as an outline not the entire meeting.

Schedule Carefully, Less is More

Your business runs at the speed of business. The longer you keep your employees in a meeting the
less interested they will be. Keep your meeting short, sweet and if you have a schedule, stick to
the schedule. Try to leave things out in your presentation where possible, it will help you to make
your meeting interesting from the first second to the last.

Exercise 13. Look through the information. Study and translate the sample of the business
e-mail.

E-mails are instant and easy to access, and the words you choose should also be easy to understand
quickly. In business, e-mails have replaced letters in much communication. The style is similar,
but there are some differences.

How to start a business e-mail

Here we will offer you some ideas on how to start a business e-mail.
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"Dear Sir/Madam” is the most formal way to start an e-mail to someone whose name you don't
know. If you do know the name, "Dear Mr Cheung" will probably be the most formal opening you
need. When you are writing to someone for the first time, your opening sentence could be, "I am
sending you this e-mail to inquire if ... " If you are replying to an e-mail, you could start with,
"Thank you for your (recent) e-mail. I am sorry for the delay in replying to you, but I am pleased
to informyou ... "

It's possible to be less formal but still polite. When writing to a colleague or a client who you have
had a long working relationship with, you don't need to start with "Dear" because that is too distant
and unnecessarily formal. You can simply start with their name: "Ms Chan, thanks for your e-
mail”.

The more often you e-mail someone or the better you know them, the shorter the e-mails will
become. So it's typical to start an e-mail to a colleague or contact you know well as follows: "Got
your e-mail yesterday, thanks.” Or "Hello Elaine, I'm glad to hear you got our order and will be
able to make the delivery on time".

How to end a business e-mail

There is a fairly strict and standard way to end a business letter but when it comes to closing an e-
mail, things are a little different. It's unusual to end a business e-mail with "Yours faithfully" or
"Yours truly”. Unusual but not wrong - it's just that somehow they seem too formal and
inappropriate.

If you want a reply from the person you are writing to, then the best and most universally
acceptable sentences to use are either, "I look forward to hearing from you soon™, or "I hope to
hear back from you within the next few days". You can easily exchange "I" for "We".

But a word of warning, don't alter this wording. Don't be tempted to write something like, "l am
hoping to hear back from you very soon.” That is wrong, grammatically and in a business sense.

And | have seen some people write things like, "'l am looking forward to hearing from you soon,"
or "we are looking forward to your quick reply." They are also both wrong.

Once you have written that sentence, it is easy to ruin the whole effect of the e-mail by using the
wrong closing words. Choose them carefully. So for example, if it's an e-mail to a colleague you
communicate with regularly and you are on first name terms, then after a sentence such as "I hope
to hear from you in the next few days", all you have to write is your name.

On the other hand, if you are writing to a client or colleague who you don't know well, then |

would recommend that you also include a line such as "Best regards™ or "With best wishes". And
when you don't know the person, my advice is to write your first and surname at the very end.
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g Appointment for the Erlina President between Dec 4-7, 2007 - Messa... Q@@
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G From... | Leslie Nidelman
AR G Edward Maples
G cc...

G Bec... Linda Smith

Subject: Appointment for the Erlina President between Dec 4-7, 2007

Dear Mr. Maples,

As per our earlier conversation, | am writing to schedule an appointment for our
company's President, Ms. Nuvalle who is coming from New York on December 3.
YWould any time be convenient between December 4 and December 77

| would appreciate you letting me know as soon as possible the exact date and time
so that we could continue planning Ms. Nuvalle's visit.

With best regards,
Leslie Nidelman

CEO

Etrlina, Inc.

215 Ridgeway St.

Mew Orleans, LA 70170

tel: (504) 532 7731, fax: (504) 532 7732
Inidelman@etlina. org, www. erlinainc.com

=[B|la = | | »]
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V1. Speaking.

Exercise 14. Sum up all the information you got on the topic. Speak on it using the plan.
1. A good management information system.

2. The most important reasons to have a good management information system.

3. Business software or business application.

4. Decision Support Systems.

5. The difference between business and personal e-mails.

6. Advantages and disadvantages of on-line meetings.

V11 Writing.

Exercise 15. Write the e-mail to your business partner on business topic and the e-mail to
your friend. Mind the difference.

Exercise 16. Translate the following text in writing.

A management information system (MIS) provides information that organizations require to
manage themselves efficiently and effectively. Management information systems are typically
computer systems used for managing five primary components: 1.) Hardware, 2.) Software, 3.)
Data (information for decision making), 4.) Procedures (design,development and documentation),
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and 5.) People (individuals, groups, or organizations). Management information systems are
distinct from other information systems, in that they are used to analyze and facilitate strategic and
operational activities.””) Academically, the term is commonly used to refer to the study of how
individuals, groups, and organizations evaluate, design, implement, manage, and utilize systems
to generate information to improve efficiency and effectiveness of decision making, including
systems termed decision support systems, expert systems, and executive information systems.
Most business schools (or colleges of business administration within universities) have an MIS
department, alongside departments of accounting, finance, management, marketing, and
sometimes others, and grant degrees (at undergrad, masters, and PhD levels) in MIS. A
management information system gives the business managers the information that they need to
make decisions. Early business computers were used for simple operations such as tracking
inventory, billing, sales, or payroll data, with little detail or structure (see EDP). Over time, these
computer applications became more complex, hardware storage capacities grew, and technologies
improved for connecting previously isolated applications. As more data was stored and linked,
managers sought greater abstraction as well as greater detail with the aim of creating significant
management reports from the raw, stored data. Originally, the term "MIS" described applications
providing managers with information about sales, inventories, and other data that would help in
managing the enterprise. Over time, the term broadened to include: decision support systems,
resource management and human resource management, enterprise resource planning (ERP),
enterprise performance management (EPM), supply chain management (SCM), customer
relationship management (CRM), project management and database retrieval applications.

Management information systems provide a variety of information products to managers. Periodic
Scheduled Reports are a traditional form of providing information to managers via a specified
format designed to provide managers with information on a regular basis. Exception Reports are
produced only when exceptional conditions occur. Exception reporting reduces information
overload instead of overwhelming decision makers with periodic detailed reports of business
activity. Demand Reports and Responses are available when the managers require immediate
access to vital information. Web browsers, DBMS query languages, and report generators enable
managers to get this information and not force them to wait for periodic detailed reports of business
activity. Push Reporting is information that is pushed directly to the manager’s respective
networked workstation. Webcasting software is being more frequently utilized to broadcast
selective reports and other vital information.
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Unit 9

Cyuacni Inmepnem mexnonocii

wie
Design

1. Vocabulary

Exercise 1. Remember the following words and word combinations:

Capable — 3patuwuii, 3parHicts, apparent - ouesuano, dwelling — w0, Miciie 3HaAXOMKCHHS,
disseminate - mommproBatu, non-exhaustive - vemouui, stock market - ponmosuii purok, to slack
- CTIIOBLIbHIOBATH, appropriate - Heooxiguuii, compulsory -o6os's3koBuii , sophisticated gadgets -
ckiaaHi mpuctpoi, eliminate - ycysatu, congestion — ckymuenns, 3atop, exponential - mokasoswuii,
population - nacenenns, bandwidth - npomyckna 31atHicTh, aCCeSS - moctyi, high-speed - Bucoka
mBuaKicTs, Scalability and performance - macmiraboBaHicTh i MPOAYKTHBHICTH, UpP-to-date -
cyJacHwuid, supplement - nomosHenHs1, 1oaatok, databases - 6a3u manux, obtain - orpumarw.
Exercise 2. Give Ukrainian equivalents:

Technology, important documents, interactive communications, innovative solutions, employees,
managers, information, to discuss, benefits, shortcomings, advantage, high traffic, peak hours,

applications, transactions.

Exercise 3. Translate the word combinations and make sentences with them.
CyvacHuii pUCTpPill, TEXHOJIOTis, TOBCAKACHHE )KUTTS, €ICKTPOHHA TOIITA, IEPEBAry, HEAOTIKHY,

MEpCHACCIICHH, 3B’SI3KH 3 TpOMa,Z[CBI(iCTIO, 3MCHIIYBATH PU3UKHU.

Exercise 4. Give all the possible synonyms to the following words. Use the dictionary if you

need.
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Up-to-date, capability, to perform, communication, benefit, to attend.
I1. Reading
Exercise 5. Read and translate the text A:

Technology plays a vital role in people's everyday life. The internet is one such example — its
beginnings as a platform for exchange of important documents has transformed into a multi-mass
media capable of initiating interactive communications among a large group of people, literally
from every part of the world. As its benefits become more apparent, many firms have come up
with innovative solutions to work from home and people are increasingly pursuing work that can
be done in the comfort of their dwellings. Instead of having to conduct meetings to instruct
employees, managers can now disseminate the same information through electronic mail; it is no
longer necessary for project mates to come together to discuss but harness the power of instant
messaging and online FOREX values and stock market readings allow traders to carry out trading
almost anywhere. The list is certainly non-exhaustive.While the possibility of exploring more far-
reaching benefits heralds an exciting future and promises numerous benefits as shown below, there
are certain shortcomings that have been identified such as the lack of supervision eventually
leading to slack in work and performance. In managing such a dilemma, it is more appropriate to
create a culture where there is a balance of having the privilege to work from home and attend
compulsory meetings, rather than brushing off the potential to utilise sophisticated gadgets to our
advantage. When people work from home, they effectively eliminate travel time. This increases
productivity and reduces the loss precious of man-hours in having to put up with congestion.
Exponential rise in global population as well as an increased rate of migration to cities has resulted
in overcrowding in many metropolitan cities such as Hong Kong and New York, leading to high
traffic congestion during peak hours. Today's enterprises depend on the Internet to conduct
business. To be effective, Internet access must provide the bandwidth and reliability your
applications need. Managed Internet services can be an excellent access choice when you need
dedicated access to the Internet.

Managed Internet services offer high-speed online access that can help keep you connected to with
applications, data, customers and employees. With a variety of access speeds and management
options, managed Internet services can provide the scalability and performance needed to support
your business applications and transactions.

Exercise 6. Complete the sentences fnd translate them.

1. Technology plays......

2. Managed Internet services offer.......

3. Exponential rise in global population as well as an increased rate of migration to cities has ...
4. The internet has transformed into .....

5. Managed Internet services can be .....

6. Today's enterprises depend on .......

7. Instead of having to conduct meetings to instruct employees, managers can ......
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Exercise 7. Agree or disagree with the statements. Correct the false statements.

1. Technology doesn’t play a vital role in people's everyday life.

2. Many firms have not come up with innovative solutions to work from home and people are
increasingly pursuing work that can be done in the comfort of their dwellings.

3. Managers can now disseminate the same information through electronic mail.

4. When people work from home, they effectively eliminate travel time.

5. Internet access must not provide the bandwidth and reliability your applications need.

IV. Comprehension
Exercise 8. Read the text B without a dictionary for 7 minutes and say what problems are

mentioned in the text:

The use of the Internet by parliaments and parliamentarians is increasing swiftly. The U.S.,
Canada, and the European countries were amongst the first to provide information on
parliamentary activities via the Internet. In Canada, the federal, provincial, territorial and many
municipal governments now offer a wide range of information and services through this medium.

Listed below are some of the general applications of the information highway as they relate to
Parliament:

o Parliaments are now using Internet technology as part of their "intranet" (whereby
information is available only to parliamentarians and their staff but not to the general
public) to schedule meetings, and other administrative tasks.

e The public in numerous countries, including Canada, now has access to copies of
legislation, parliamentary proceedings, and committee meeting minutes directly on the
Internet from the parliamentary WEB sites. The information is normally very up-to-date,
although this varies greatly among legislatures; in Canada, Hansard is available the day
following the proceedings it describes.

« Some parliamentary committees use Internet e-mail addresses at which the committee clerk
can receive submissions. Many Canadian parliamentary committees have their own WEB
page where they post progress bulletins and other pertinent information.

« Usenet discussion groups can also allow the public to record views on various issues being
reviewed or studied by parliamentary committees.

e The Internet can be used to make electronic material more readily available or to post
comments in a discussion group; in some cases real-time discussion can take place.

Listed below are some of the ways in which individual parliamentarians use the information
highway:

o Parliamentarians provide information to their constituents through individual WEB sites
as a supplement to their paper news bulletins.
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« E-mail has become a basic communication tool between the parliamentarian and the media
and constituents. The newer computer networks, such as that of Canada’s parliament, fully
integrate internal e-mail with e-mail from the Internet. Thus, the parliamentarian can send
an e-mail to the next office or around the world.

e The Internet is an invaluable research tool, providing access to a wide range of useful
information from government sources (Canadian and foreign as well as federal, provincial
and municipal), academia, electronic journals and magazines, private industry,
publications and numerous special interest groups and discussion groups. Unfortunately,
sorting the "wheat from the chaff" can be difficult and time-consuming.

e The Internet can also give parliamentarians access to commercial on-line databases
covering a wide range of information. These are normally reliable information sources but
access can be very expensive and formulating the question that will obtain the best
information can be difficult.

e Intranet and extranet technology can permit the full integration of a parliamentarian’s
offices in Ottawa and in the constituency.

e Many Canadian federal political parties now have their own dedicated WEB sites,
accessible only by other party members (another example of intranet communication
technology).

Exercise 9. Match the parts of the sentences and translate them.

1) In Canada governments now offer | a) access to commercial on-line
databases covering a wide range of
information.

2) The Internet can also give |b) the full integration of a

parliamentarians parliamentarian’s offices in Ottawa

3) E-mail has become a basic | c) WEB page where they post progress

communication tool between bulletins  and  other  pertinent
information.

4) Intranet and extranet technology can | d) the parliamentarian and the media

permit and constituents.

5) Many Canadian parliamentary | e) a wide range of information and

committees have their own services through this medium.

Exercise 10. Using additional information after this unit, decrypt the abbreviations.

ADSL, FAQ, HTML, URL, BBC.

Exercise 11. Make the summary of the following text.

BBC: The British Broadcasting Corporation (BBC) is a British public service broadcaster

headquartered at Broadcasting House in the City of Westminster, London. It is the largest

broadcaster in the world, with about 23,000 staff. Its main responsibility is to provide impartial
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public service broadcasting in the United Kingdom, Channel Islands and Isle of Man.The BBC is
a semi-autonomous public service broadcaster that operates under a Royal Charter and a Licence
and Agreement from the Home Secretary. Within the United Kingdom its work is funded
principally by an annual television licence fee, which is charged to all British households,
companies and organisations using any type of equipment to record and/or receive live television
broadcasts; the level of the fee is set annually by the British Government and agreed by Parliament
BBC News is the largest broadcast news operation in the world with more than 2,000 journalists
and 48 newsgathering bureaux, 41 of which are overseas.

Last year BBC News reported from more than 150 countries and produced more than 45,000 hours
of programming - that works out at an average of 120 hours of news broadcasting for every day of
the year.

BBC News is also a global news provider reaching more than 260 million viewers through the
international TV news channel BBC World and more than 150 million listeners via BBC World
Service. These services are not funded by the license fee but by grants for the World Service and
commercial income for BBC World.

The bulk of programming comes from the news centre in Television Centre, West London - the
largest such operation in the world. Political programming, including the BBC Parliament channel,
IS based in the heart of Westminster at Millbank while international radio programming comes
from the home of World Service - Bush House in central London.

BBC News does not produce the BBC's UK regional news programmes and services but works
very closely with BBC Nations and Regions across all media to ensure that we reflect the diverse
picture of life in communities throughout the UK.

Alongside journalists, BBC News employs 700 people in the Resources department, providing a
comprehensive range of dedicated location, editing, graphics and studio facilities, and operational
staff for BBC News, including IT and engineering services.

V1. Speaking.
Exercise 12. Sum up all the information you got on the topic. Speak on it using the plan.

1. Technology plays a vital role in people's everyday life.

2. Advantages and disadvantages of modern technology.

3. Internet in the work of managers.

4. You are the manager. Explain the usage of modern technologies and Internet in your work.

VI Writing
Exercise 13. Translate the following text in writing.

Advantages of the Internet

The Internet provides various opportunities. Some of the things that you can do via the Internet
are:

* E-mail: E-mail is an online correspondence system. With e-mail you can send and receive instant
electronic messages, which works like writing letters. Your messages are delivered instantly to
people anywhere in the world, unlike traditional mail that takes a lot of time.
* Access Information: The Internet is a virtual treasure source of information. Any kind of
information on any topic under the sun is available on the Internet. The ‘search engines’ on the
Internet can help you to find data on any subject that you need.
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*Shopping: Along with getting information on the Internet, you can also shop online. There are
many online stores and sites that can be used to look for products as well as buy them using your
credit card. You do not need to leave your house and can do all your shopping from the
convenience of your home.

*Online Chat and Social Networking: There are many ‘chat rooms’ on the web that can be accessed
to meet new people, make new friends, as well as to stay in touch with old friends. You can also
share news, photos and videos on social network sites (SNS), where your friends are able to see
them in the timeline.

*Downloading software, music and video: This is one of the most happening and fun things to do
via the Internet. You can download games, music, videos, movies, and loads of other entertainment
software from the Internet, most of which are free.

Disadvantages of the Internet

There are certain cons and dangers relating to the use of Internet that can be summarized as:

* Personal Information: If you use the Internet, your personal information such as your name,
address, etc. can be accessed by other people. If you use a credit card to shop online, then your
credit card information can also be ‘stolen’.

* Violence and obscenity: This is a very serious issue concerning the Internet, especially when it
comes to young children. There are thousands of obscene sites on the Internet that can be easily
found and your browser built-in access limiters often fail to track them. Some promote violence,
extreme nationalism and racism.

*Spamming: This refers to sending unsolicited e-mails usually containing ads. E-mail boxes even
can get blocked being loaded by spam.

*Pop-up pages: whenever you click on the web address you are at risk of getting to some ugly site
containing pornography or violence.

*Scamming: People can scam you, especially when you buy online.
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APPENDIX 1
INTERNET TERMS

Overview of Internet

What is the Internet? The Internet is a major network made up of smaller networks that agree to
communicate using a common set of standards. The Internet currently has world wide coverage
with 16 million host computers in January 1997 The actual number of users is difficult to
determine with any accuracy but one estimate is that there are 57 million world-wide users.

What Kind of Information Is on the Internet? Most information available free on the Internet
consists of government documents, works with expired copyrights, works in the public domain,
and material that the authors are making available on an experimental basis. As the Internet has
grown, so has the interest from commercial concerns. Electronic mail and electronic cash for
purchases on the Internet are common and allow on-line retailing with product specs, icons, and
photos to help buyers.

What are the Main Uses of the Internet? The Internet makes it possible to use e-mail, conduct
on-line conversations, access databases, retrieve files and participate in a variety of discussions all
over the world. The most used service remains the e-mail, where every user on Internet has a
unique identification. The second most common use is for the world wide web sites: over 1.1
million sites existed in June 1997

Commonly Used Internet Terms

Asymmetric Digital Subscriber Line (ADSL) -- A digital phone-line technology that supports
high-speed connections to the Internet using ordinary copper telephone wires. ADSL is
"asymmetric" because uplink speeds (64 Kbps) differ markedly from downlink speeds (up to
6 Mbps). ADSL is currently available only in selected markets.

Archie -- A network service that searches File Transfer Protocol (FTP) sites for files based on
relatively simple search criteria.

Browser -- Software that provides an interface to the World Wide Web, with Netscape and
Microsoft Explorer being the two most popular systems.

Central Services Organization (CSO) -- A service that facilitates searching for users and
addresses in databases.

Domain Name Service (DNS) -- The on-line database that correlates Internet IP addresses (for
example, 128.10.3.42) to human-readable domain names such as parl.gc.ca. The database isn't
stored on any one computer; rather, it is distributed among thousands of name servers spread
throughout the Internet.

Extranet -- An extranet is similar to a corporate intranet but extends out over the Internet. It allows
selected companies (or organizations) to access the company's system across the Internet, while
keeping others out.

Frequently Asked Questions (FAQ) -- A document with answers to frequently asked questions.

FAQs are widely available on-line and cover a broad spectrum of topics ranging from gourmet
cooking to the inner workings of TCP/IP.
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File Transfer Protocol (FTP) -- A common method of transferring files across networks.
Finger -- A service that responds to queries and retrieves user information remotely.

Gopher -- A text-based, menu-driven information service that allows users to retrieve information
without having to know the locations of the resources. The use of gophers has greatly diminished
with the rapid increase in the use of the WWW.

Hit -- As used in reference to the World Wide Web, "hit" means a single request from a web
browser for a single item from a web server; thus in order for a web browser to display a page that
contains three graphics, four "hits" would occur at the server: one for the HTML page, and one for
each of the three graphics. "hits" are often used as a very rough measure of load on a server.

Home Page (or Homepage) -- Home Page has several meanings. Originally, it meant the web
page that a browser is set to use when it starts up. Today, the more common meaning is the main
web page for a business, organization, person or simply the main page out of a collection of web
pages, e.g. "Check out so-and-so’s new Home Page."

Host -- Any computer on a network that is a repository for services available to other computers
on the network. It is quite common to have one host machine provide several services, such as
WWW and USENET.

Hypertext Markup Language (HTML) -- A text-based page description language that uses tags
to describe formatting idioms and allows richly formatted documents to be created using everyday
text editors. HTML is the language used to create Web pages.

Internet Network Information Center (InterNIC) -- The administrative organization that is
responsible for, among other things, allocating domain names and distributing RFCs. The InterNIC
is currently run by Network Solutions and AT&T.

Internet Protocol (IP) -- The protocol responsible for transmitting packets of data over the
Internet and routing them to their destinations. Tagging a packet with an IP address identifying an
Internet host and transmitting it using IP is analogous to addressing an envelope and dropping it
in the mail. IP plays the role of post office, allowing the networks and routers involved in the
delivery process to talk to each other as the packet finds its way to the addressee.

Internet Service Provider (ISP) -- A business or organization which is connected to the Internet
and allows access to their clients (users) to the Internet. Typically service providers provide their
users with an email site/address, access to usenet, Internet web sites, file transfer facilities, free
storage space on the service provider’s computer (typically up to 5 Mbytes free of charge), and
frequently free creation and use of each client’s own web site.

Intranet -- The term intranet was used to describe the first wave of Internet software deployment
within companies and organizations such as the Canadian Parliament. Many intranets are built
around Web servers delivering HTML. Companies and organizations are seeing that the same
benefits apply over the extranet, letting them share information with external partners over the
Internet itself.

Network News Transfer Protocol (NNTP) -- A common method of transferring articles over
Usenet.
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Request for Comments (RFC) -- An on-line document containing proposals, standards, and other
information regarding Internet technologies. RFCs are available by anonymous FTP from a variety
of locations, including InterNIC's own ds.internic.net.

Telnet -- A program that allows users following very standard procedures to use computers located
on other networks connected to Internet.

Uniform Resource Locator (URL) -- A standardized way of representing different documents,
media, and network services on the World Wide Web. This unique addressing system is critical to
locating information sources on the Internet.

Usenet -- The global news-reading network with a very wide range of interests. The range of
interest groups increases daily and includes groups in many languages.

Virtual Reality Modeling Language (VRML) -- The 3-D counterpart to HTML, VRML is a
scriptlike language that permits rich 3-D scenes to be described in simple text files and displayed
in VRML-capable Web browsers.

Webmaster -- The administrator responsible for the management (and often design) of a World
Wide Web site.

Whois -- A service for tracing the name of a particular user on Internet.

WAIS -- Wide Area Information Servers is a service that allows users to search intelligently for
information among the Internet's databases.

World Wide Web -- The initiative created a universal, hypermedia-based method of access to
information on Internet. This has quickly become the dominant form of accessing information on
the Internet. A www site at its simplest is a small document with links to other documents which
can be directly addressed from anywhere on the Internet. This means that almost any small
computer located in someone’s home or office can be connected (via telephone, cable or satellite)
with their service provider who connects the site to the entire Internet. Similarly, one service
provider can offer its users their own web site free of charge with very few means of actually
knowing what is on the service provider’s computer.

APPENDIX2
GENERAL INFORMATION TECHNOLOGY TERMS

Bandwidth -- A simplified means of describing the quantity of information that can be
transmitted. A wider bandwidth implies a higher data transmission rate.

Baud -- A term used to express the number of bits per second of information being transmitted.
When very large transfer rates are used, the convention is to use bits per second, abbreviated to
bps.

Bit -- An abbreviation for Blnary digiT, this is a single character in a binary number; unit of
information capacity.

Byte -- A sequence of 8 binary digits. Using ASCII, a byte can represent 256 different
characters/symbols.
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Computer Network -- A complex consisting of two or more computers capable of interacting and
communicating with each other. The amount of data a network can transmit varies greatly
depending on the technology used, such as fibre-optics.

Data base -- A collection of computerized data covering a specific domain of knowledge that can
be retrieved through an interactive dialogue with a computer system.

Gigabyte -- A representation of 1024 Megabytes or 1,048,576.00 Kilobytes. Often written Gb or
Ghytes.

Hardware -- Physical equipment (e.g., the terminal, computer monitor, etc.)

Kilobyte -- A simplified representation of 1024 bytes, often written Kb or Kbytes. A page of text
can normally be stored in 2 to 4 Kb while an image of a page of text can take 60 to 120 Kb.

Local Area Network -- A generic term applied to computer networks operating in a relatively
small geographic area.

Line -- A channel or conductor capable of transmitting signals.

Megabyte -- A representation of 1024 Kilobytes, often written Mb or Mbytes. To place this term
in perspective, large sophisticated computer programs frequently measure their storage needs in 5
to 30 Mb, while a large uncompressed high quality digital photograph can take up to one Mb of
storage.

Modem -- An abbreviation of MOdulator-DEModulator. A device used in data transmission for
converting the computer (digital) signal into a telephone signal (Analogue signal) and vice versa.
In 1997 modems with a transmission rate of 56 Kbps (or 1,000s of bits per second) are available
commercially for a relatively low cost.

Software -- The internal programs or routines prepared to allow a computer to perform specific
tasks. Several different categories of programs exist, operating systems and application programs
are two of the main types.

RAM -- An abbreviation for Random Access Memory which is used in all computers for
temporary storage of data and instructions to be processed by the computer.

T-1 to T-3 -- These are special categories/standard of commercial telephone lines capable of
carrying a large amount of digital data. T1 can carry 1.544 Mbits of data per second (Mbps); T-2
is equivalent to four T-1s, with a bandwidth of 6.3 Mbps; while T-3 is equivalent to 28 T-1, with
a bandwidth of 44.3 Mbps. Further, T-3 can be multiplexed into one dedicated high-speed line of
up to 560 Mbps; such a stream will usually be transmitted over fibre-optic cable or via a microwave
signal.

Teleconferencing -- Two main variations of teleconferencing exist.

Video teleconferencing: A video conference with several users is provided by video cameras and
monitors set up in house or in a public conferencing centre. It requires a high-bandwidth (TV
capacity) network that uses coaxial cable, optical fibres, microwave or satellite transmission.
Conventional computer networks cannot handle video. Video conferencing is slowly being
integrated into data networks which in time will all provide this capability.

98



Audio teleconferencing: A telephone conference with several users is provided internally by an
organization's PBX and externally by the telephone companies.

Videoconferencing -- Video and audio communication between two or more people via a
videocodec (coder/decoder) at either end and linked by digital circuits. Formerly needing at least
T-1 speeds (1.54 megabits per second), systems are now available that offer acceptable quality for
general use at 128 Kbit/s.
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