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IlepeamoBa

[nTepHariionanizaiisi CyCrniJIbHOTO KUTTS CIOHYKae (haxiBIiB y ragy3i yIpaBIiHHS
Ta aJMIHICTPYBaHHS BHMBYAaTH 1HO3€MHY MOBY. BoHa nerepmiHye coLiajgbHO-
€KOHOMIYHMI, HAYKOBO-TEXHIYHHUM 3arajibHOKYJIbTYPHUN MPOTPEC CYCNUIbCTBA. Yce 1e
MJBUIILYE CTaTyC 1HO3EMHOI MOBH B raiy3i 3HaHb 07 YmpaBiiHHS Ta aAMIHICTpyBaHHS
cretianbHOCTI 071 OOGMIK 1 ONMOJATKYBaHHSA, ajKe Jep)kaBa MOTPeOye KOMIETEHTHHUX
¢daxiBIiB 13 JOCTaTHIM pIBHEM 3HaHb 3 1HO3EMHOI MOBH, MNpPOQECiOHANIB, 3aHUX
abcopOyBaT HOBUM Ta TMPOTPECUBHUN JIOCBiJI, TOTOBUX JO TE€HEPYBaHHSA Ta
3aMpoBa/KEHHS] OPUTTHAJIIBHUX 17eH, a TaKOX O aKTUBHOI MDKHApPOJHOI CHIBIIpall Ta
(dhopMyBaHHS Kpaloro CTaBJICHHS 10 YKpaiHU Ha CBITOBIM apeHi.

JI0 OCHOBHHX NEpEeLIKO/ 3A1MCHEHHIO YCIIIIHOI iHTepHamioHami3anii 3BO MoxHa
BIJIHECTH HEJOCTaTHIA o0csar iHdopmarii, dhiHaHCYBaHHS, BIIMIHHOCTI B OpraHi3alii
HABYAJIBHOTO MPOLIECY Ta HABYAJIBHUX IJIaHAX, ajie HAalOUIBIIO MEPENOHOI0 BBAXKAIOTh
MOBHHMI Oap’ep.

VY «English for Tax Accountants)» moe1HaHO TEOPETUUHUN Ta MPAKTUYHHUI acCIEKT
npodeciitHol AiSIBHOCTI y Tally3l OOJIIKy Ta OINOJATKYBaHHS 3 BUBYCHHSM 1HO3EMHOL
MOBH 3a MPOQECITHUM CIPSAMYBaHHIM. 3A1HCHEHO CIIPO0y OOTPYHTYBaHHS BaKJIMBOCTI
3HAHb AHTJIHCHKOI MOBU Yy CY4aCHOMY CBITI; PO3KPUTO CYTHICTb TJI00QJIbHOT MOBU HayKH
Ta il OCOOJMBOCTI; MpPOAHANI30BaHO I BHUCBITIEHO IMpOlleC OpraHizaiii HayKOBOTO
MIOITYKY; CXapaKTepU30BaHO PIi3HI BUIU JIOCTIKEHb;, HABEJICHO MPUKJIAIN YIPaBIIHHS
TISUTBHICTIO, PO3MOJAUTY BIAMOBIJATBHOCTI 32 3000B’S3aHHSMU KOMIAHIl; 3/IHCHEHO
JIOCUTh JCTalbHUN KOMIApAaTUBHUM aHali3 BUJIB Ta MAacCIITa0IB MisUTbHOCTI KOMIIaHIii,
3’SCOBAaHO HAWOLIBII  JMOIIIBHI (HOPMH  BIACHOCTI, $KI BHU3HAYAIOTh CTYMiHb
BIJIMOBIJIAJILHOCTI Ta PO3MOAINA NPUOYTKY, CUCTEMY OINOJATKYBaHHS W MOXIJIMBICThH
omTuMi3ailii BIAMOBIAHO O OpTaHi3alliifHO-TIPaBOBOi (OPMHU TOCTIOJApIOBaHHS, cdepy
JISTTBHOCTI T4 CyMy I1HBECTHIIN; MPE3eHTOBAaHO OOOB’SA3KOBE 3a0€3MeuUeHHs KOMIaH1i
npodeciiHuMU KaJpaMH; BHUCBITIICHO TMepeayMOBH (OpMyBaHHS YIPaBIIHCHKOTO 1
TEXHIYHOTO TIEPCOHAy Ta CTBOPEHHS KOMAaHIW MJii KOHTPOJIO 3a (hiHaHCaMH,
TpaH3aKI[IsIMU i MAPKETUHTOM; TIOJIAHO IIJISIXH TOI0JIAHHS KOH(PIIKTHUX CUTYAITii.

HaBuanbHe BHIaHHS pO3pOOJCHO 3 YypaxyBaHHSIM CYYacHHUX JAUJAKTHYHHUX
MPUHIIMIIB BUKIIAJIAHHS JIJ0BOI 1HO3€MHOI MOBHM BIIMOBIAHO J0 BHUMOT IpodeciiiHOol
MIJITOTOBKKU 3/100yBaviB TPETHOro (OCBITHbO-HAYKOBOT'0) PIBHS BHUIIOI OCBITH Tally3i
3HaHb 07 YnpaBniHHS Ta aaMiHICTpyBaHHs cnerianbHocTi 071 OO0k 1 0onoJaTKyBaHHS.



Foreign Language Knowledge
as a Huge Advantage in the Business World

Task 1. Read and translate the text.

Nowadays being able to speak a second language is a huge advantage in the
multicultural world, with multilingual speakers having more than one way of viewing the
world, earning more and even having better mental health.

English is the third most spoken language in the world (beaten only by Chinese and
Spanish). Approximately 1.5 billion people speak English: more than 350 million speakers
use it as a mother tongue, and the rest study it as a foreign language [1]. It is the language
of the web, with html, CSS, PHP and all other computer languages written in English. If
you look at the source code of a Chinese website, it is still written in English! Similarly,
all air traffic control is done in English.

English is also the global language of many businesses, even outside of the UK, the
USA, Canada, Australia, Ireland and New Zealand. English is also the official language
of India, the Philippines, many sub-Saharan African countries, various Caribbean and
Pacific island nations. If you have an international meeting in France, for example, odds
are that you will be asked to speak English. The largest international companies, such as
Daimler-Chrysler, Nokia, Renault, Samsung, Technicolor, and Microsoft in Beijing have
all said that English is their common corporate language. Many smaller companies have
the same policy [21].

Good English skills are like a one-way ticket to business success. If you want a
decent job anywhere in the world, you need to be proficient in English.

If you are a non-native speaker of the language or just someone who has difficulties
with it, you may be wondering, “Why should I put time and energy into perfecting my
English for business? Why must I give it greater significance than any other language I
know? Why is it a standard of judging whether someone is fit for a job or not?”.

Deciding whether English is important for business not a question of giving the
language greater importance in general. It is simply a question of survival and successful
communication [16]. In a world with ever-growing levels of globalisation and
interconnectivity, the importance of prompt and appropriate forms of communication
increases rapidly. With trade relations between companies from all over the world, the
need for a common language to communicate in is undeniable. English is the language
mostly used between any internationally acting company and agent. This is not only true
for companies that do business within the English-speaking world, but also for companies
from other countries that use English as their chosen language to communicate in — their
lingua franca. Therefore, the knowledge of English that is specifically used within
business contexts is very important. Improving your personal skills of business English
can have a high impact on your career, whether you are just at the beginning of it and start
learning or whether you want to improve your already existing skills.



Business English is considered a special branch within the general studies of English
due to the use of specialised vocabulary and jargon. A good grasp of the knowledge of
English in general as well as a deep understanding of special forms are needed to build
successfully a career in an international environment. This knowledge is important for
both written and oral forms of communication, such as email, letters, phone calls,
meetings, presentations and speeches.

There are many scholars and journalists that argue in favour of the approach that
there are more similarities between general English and Business English than there are
differences. This is probably very true, as you will have to know the basic rules of English
grammar, both in written and spoken forms, and you also will have to know a basic amount
of vocabulary to hold even the easiest conversation. Certain core skills in general English
are required, such as fluency, listening, reading and writing in order to be able to improve
your business English.

Most certainly, you are asking yourself the question in how far business English
varies from general English if there are more similarities than differences. Even if you
have tremendous English skills, you might lack specific knowledge of English that is used
in a business and trade environment. Business English focuses on skills that are applicable
to the workplace, on special vocabulary that you might encounter during phone calls,
negotiations, meetings, proposals, and also on general topics that occur within
international trade relations [18].

Thus, Business English is the language for doing international business. As a
consequence, companies need those employees who are in relation with foreign clients or
suppliers having the skills in English which enable them to do their work efficiently. Even
if employees have good knowledge of the English language, they still need to acquire the
language to their professional area (logistics, human resources, economics, etc.) [4].

With China’s growing economic might, is Mandarin becoming the preferred
language of business? Not anytime soon, says a newly released study. Instead, English
will maintain and grow its dominance, moving from “a marker of the elite” in years past
to “a basic skill needed for the entire workforce, in the same way that literacy has been
transformed in the last two centuries from an elite privilege into a basic requirement for
informed citizenship”. The new study of 1.6 million online test-takers in more than 50
countries was conducted by Education First (EF), a company that — it should be noted —
specializes in English language training. The study is somewhat comforting for English
speakers, who have struggled to master a foreign language. Indeed, the National Journal
reports that only 10% of native-born Americans can speak a second language, compared
to 56% of the European Union’s citizens.

The ability to speak a second (or third) language is clearly important for becoming a
global leader, as I’ve previously written. But — for better or worse — it seems that English
may be the most essential language for global business success at the moment. Indeed,
even in powerhouse China, more people are currently studying English than in any other
country. An incredible 100 000 native English speakers are currently teaching there.
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Here are the most intriguing takeaways from EF’s study, which have potential
implications for future global development.

Women speak better English than men — in almost every country worldwide.
Increasing numbers of women are attending college, and they’re often over-represented
in humanities classes compared to men. The net result? Women are speaking better
English, and may find themselves well positioned to succeed in the global economy.

International sectors use English, and local sectors don’t. If someone works in travel
and tourism, for an international consulting firm, or in telecom, there’s a good chance they
speak English. For instance, the Finnish telecom concern Nokia and the German business
software company SAP both use English as their official language. In retail, not so much
(which 1s why it’s so devilishly hard to communicate with shop clerks while travelling).

European countries speak great English, Asian countries are in the middle, and
everyone else lags. English speakers: do you ever get the sense that Scandinavians speak
better English than you do? You’re probably right (as evinced by my attempt, years ago,
to order an ice cream in Norwegian from a teenage streetcart vendor in Oslo, only to have
him fire back — in perfect English — that 1 “probably ought to stick to English”).
Scandinavians and the Dutch are the English-as-a-Second-Language superstars; as you
move south through Europe, rates of proficiency decline but are still good. Asian
countries, led by Singapore and Malaysia, scored solidly in the middle rung. And if you’re
planning to visit Panama, Saudi Arabia, Thailand, or Libya, which bring up the rear, make
sure you have your Google Translate app with you.

The hegemony of English is no excuse for monolingual native speakers to slack off.
But at least we’ll know, as we struggle to write our “adorable” emails in a foreign tongue,
that our global colleagues will be making the same effort in reverse — and hopefully, in
the end, we’ll all understand each other a bit better [5].

Studying Business English at the university will boost your existing skills or help
you build up completely new knowledge. Language classes have the advantage of
focusing on your personal needs. The learning outcome will in most cases be much higher
than when you try and improve your skills by yourself. However, there are, of course,
other tips and tricks that you can follow to improve your knowledge. A combination of
these tips and tricks will most likely be the most effective way to master English in a
working environment.

First of all, you can read English newspapers either as a print version or online.
English language newspapers are widely accessible in most countries, some even as
subscriptions. You can also follow news sites online. For example, BBC News has a
specific section dedicated to business. You will encounter specialised vocabulary and
jargon used in these articles. However, you should notice that reading a newspaper in a
foreign language might not an easy task for beginners and requires a certain basic
knowledge of the language.

Secondly, you can also watch English language TV programmes and movies. With
streaming sites, such a Netflix or others, it is particularly easy to find material in English.

7



Furthermore, programmes or movies that are set in a specific field of work will present
you with very particular vocabulary that is used in that field.

Moreover, you can force yourself to speak English by visiting English speaking
countries. This will help your general understanding and speaking abilities. You can
practise these skills beforehand in group classes or individual classes which might make
you a little less nervous when the actual situation occurs [18].

Task 2. Answer the questions.

1. Why do some people consider speaking a second language as a huge advantage?

2. How many people study English as a mother tongue and as a foreign language?

3. Where and when is Business English required?

4. Can you enumerate the nations where the English language 1s official?

5. What international companies use English as a common corporate language?

6. Why is the importance of prompt and appropriate forms of communication by
Business English means is increasing rapidly today?

7. What do linguists mean by core skills of general English necessary for improving
your business English?

8. Is Mandarin Chinese becoming the preferred language of business? Why?

9. How many citizens of the European Union and native-born Americans can speak
a second language?

10. How many native English speakers are currently teaching in China?

11. Who speak English better: men or women?

12. In which way can we improve mastering Business English in a working
environment?

Task 3. Complete the sentences.

. Approximately 1.5 billion ...

. English is the language of the web ...

. English is the official language of ...

. Daimler-Chrysler, Nokia, Renault, Samsung and Technicolor ...

. Good English skills are like ...

. You need to be proficient in English, if you ...

. Due to the use of specialised vocabulary and jargon ...

. The National Journal reports that ..

. The ability to speak a foreign language is clearly important for ..

10. Both the Finnish telecom concern Nokia and the German busmess software

company SAP ...
11. Today American English is particularly influential due to ...
12. English will maintain and grow ...
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Task 4. Fill in the gaps.

allocate efficiently in order to
colloquial emerging prevalent
communication-friendly employees replace
decline improbable responsibility

1. Due to the fact that Business English is so important, companies require increasing
numbers of their to have knowledge of this language. 2. This knowledge is
no longer the preserve of people in positions of ; technicians who have to
phone for support in another country and receptionists who receive foreign delegations
also need to be able to do certain parts of their jobs in English. 3. Companies therefore

a proportion of their training budgets to business English courses. 4. This
more diverse demand has led to the development of training courses which specialise in
exactly what the delegate needs to know be able to function correctly at work.

5. The primordial objective of the business person using international business
English is to communicate and effectively. 6. Native speakers with their fast
delivery, expressions and unclear pronunciation are feared in the business
place as they have become the most difficult people to understand. 7. The result of this is
that native speakers may have to start learning how to speak a more form of
their own language — i.e. international English.

8. According to a recent BBC article, US economic, military and political dominance
is likely to over the next two decades. This change shows that the situation
that made English into the international Business language is going to change in the future.
9. Will this mean that another language will English as the new language of
international business communication? 10. It is as Chinese, for example, is
such a difficult language to learn and does not have the same world-wide spread as
English. 11. Another economy, India, already uses English substantially in
everyday life. It is also true to say that International English is easier to learn than other
forms of English such as British English or American English. 12. The result is that this
standardised international version of English will become more and more in
international business.

Task 5. Solve the crossword.

Across:

1. A person employed for wages or salary, especially at non-executive level.

2. A person’s condition with regard to their psychological and emotional well-being.

3. The state or fact of continuing to live or exist, typically in spite of an accident,
ordeal, or difficult circumstances.

4. Make an effort to achieve or complete a difficult task or action.

5. A person who greets and receives guests, clients, visitors, and deals with their
bookings.
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6. Special words or expressions used by a profession or group that are difficult for
others to understand.
7. Assistance, approval, encouragement, or comfort.

Down:

1. The main language that you learn as a child.

2. Formal discussions in which people or groups try to reach an agreement, especially
in a business or political situation.

3. The words that someone speaks to an audience.

4. A condition or circumstance that puts one in a favourable or superior position.

5. A powerful effect or a great influence.
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Different Types of Business

Task 1. Read and translate the text.

A business is an organization or enterprising entity engaged in commercial, industrial
or professional activities. Businesses can be for-profit entities or non-profit organizations
that operate to fulfil a charitable mission or further a social cause. Business is also the
organized efforts and activities of individuals to produce and sell goods and services for
profit.

Generally, a business begins with a business concept (the idea) and a name.
Depending on the nature of the business, extensive market research may be necessary to
determine whether turning the idea into a business is feasible and if the business can
deliver value to consumers. The business name can be one of the most valuable assets of
a firm; therefore, careful consideration should be given when choosing it. Businesses
operating under fictitious names must be registered with the state.

Businesses mainly form after the development of a business plan, which is a formal
document detailing a business’s goals and objectives, and its strategies of how it will
achieve the goals and objectives. Business plans are almost essential when borrowing
capital to begin operations.

It 1s also important to determine the legal structure of the business. Depending on the
type of business, it may need to secure permits, adhere to registration requirements, and
obtain licenses to operate legally.

The most common structures are sole proprietorships, partnerships, corporations and
limited liability companies, with sole proprietorships being the most prevalent. A sole
proprietorship, as its name suggests, is a business owned and operated by a single person.
There is no legal separation between the business and the owner; therefore, the tax and
legal liabilities of the business are that of the owner. A partnership is a business
relationship between two or more people who join to conduct business. Each partner
contributes resources and money to the business and shares in the profits and losses of the
business. The shared profits and losses are recorded on each partner’s tax return. A
corporation is a business in which a group of people act together as a single entity; most
commonly, owners of a corporation are shareholders who exchange consideration for the
corporation’s common stock. Incorporating a business releases owners of financial
liability of business obligations; however, a corporation has unfavourable taxation rules
for the owners of the business. For this reason, a relatively new business structure, a
limited liability company (LLC), is available. This structure combines the pass-through
taxation benefits of a partnership with the limited-liability benefits of a corporation.

Business sizes range from small owner-operated companies, such as family
restaurants, to multinational conglomerates, such as General Electric. Larger businesses
may issue corporate stock to finance operations. In this case, the company is publicly
traded and has reporting and operating restrictions. Alternatively, smaller businesses may
operate more independently of regulators.
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A company may describe its business by communicating the industry in which it
operates. For example, the real estate business, advertising business or mattress
production business are industries in which a business can exist. Because the term
“business” can be interchanged with day-to-day operations as well as the overall
formation of a company, the term is often used to indicate transactions regarding an
underlying product or service. For example, ExxonMobil transacts business by providing
oil [3].

Task 2. Answer the questions.

1. How can you define “business™?

2. What is the difference between for-profit and non-profit organizations?

3. When does a business generally begin?

4. Which document contributes to detailing a business’s goals and strategies for
achieving them?

5. Why is it important to determine the legal structure of the business?

6. What are the most common business structures?

7. Why are sole proprietorships the most prevalent in some cases?

8. Who exchanges consideration for the corporation’s common stock?

9. Can you enumerate the benefits of a limited liability company?

10. In which case is a company publicly traded?

11. How can you define a business relationship between two or more people who
join to conduct business

12. In which way may a company describe its business?

Task 3. Complete the sentences.

. A business is an organization or enterprising ...

. Extensive market research may be necessary to ...

. One of the most valuable assets of a firm ...

. The legal structure of the business determines ...

. A business owned and operated by a single person is known as ...
. Each partner contributes ...

. Unfavourable taxation rules are typical for the owners of ...

. shared profits and losses are recorded ...

. People act together as a single entity ...

10. The pass-through taxation benefits are given to ...

11. The term “business” can be interchanged with ...

12. Smaller businesses may operate more independently of regulators than ...

O 0 1O\ DN Wi —

Task 4. Read the sentences. The italicized words are probably familiar to you in
general English. But can you think of a different meaning for each word in business
English? Change the form if necessary.
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1. Wellington is the capital of New Zealand.

2. People who consume too much food become overweight.

3. After her return from vocation, she feels much better.

4. The magnum has been fired four times.

5. It will do you good to take some activities.

6. We can buy fresh fish in the market on Tuesdays.

7. They went to see an admirable production of Romeo and Julia at the theatre last
weekend.

8. He 1s hoping to get promotion in his job next year.

9. I'm afraid I won’t eat raw oysters.

10. Is here a bus service on Saturdays?

Task 5. Read the extract of a magazine interview with Dave Ortiz, the owner of
Sport Way. Fill in the gaps using the italicized words from the previous exercise and
changing the form where necessary.

1. I am the director of Sport Way, a company which sells sports .2.In
my opinion, businesses must understand the wants of . 3. 1 believe that
workers who are idlers should be . 4. Leisure and sports are hastily growing

industries. 5. As a consequence, the for sports equipment is
increasing. 6. Many sports shops are conducting a rather effective campaign
for our running shoes these days. 7. In order to produce more sports shoes, my factory
requires more materials. 8. Moreover, the department needs to
raise the number of shoes which are made. 9. I am also seeking businessmen to invest
more in my company. 10. Surely, they will be able to receive good
on their investments.

Launching and Managing a Business

Task 1. Read and translate the text.

A business can be organized in one of several ways, and the form its owners choose
will affect the company’s and owners’ legal liability and income tax treatment. Here are
the most common options and their major defining characteristics.

The default option is to be a sole proprietor. With this option there are fewer forms
to file than with other business organizations. The business is structured in such a manner
that legal documents are not required to determine how profit-sharing from business
operations will be allocated.

This structure is acceptable if you are the business’s sole owner and you do not need
to distinguish the business from yourself. Being a sole proprietor does not preclude you
from using a business name that is different from your own name, however. In a sole
proprietorship all profits, losses, assets and liabilities are the direct and sole responsibility
of the owner. Also, the sole proprietor will pay self-employment tax on his or her income.
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Sole proprietorships are not ideal for high-risk businesses because they put your
personal assets at risk. Nolo, a company whose educational books make legal information
accessible to the average person, gives several examples of risky businesses, including
businesses that involve child care, animal care, manufacturing or selling edible goods,
repairing items of value and providing alcohol.

If the risks in your line of work are not very high, a good business insurance policy
can provide protection and peace of mind while allowing you to remain a sole proprietor.
One of the biggest advantages of a sole proprietorship is the ease with which business
decisions can be made.

An LLC is a limited liability company. This business structure protects the owner’s
personal assets from financial liability and provides some protection against personal
liability. There are situations where an LLC owner can still be held personally responsible,
such as if he intentionally does something fraudulent, reckless or illegal, or if she fails to
adequately separate the activities of the LLC from her personal affairs.

This structure is established under state law, so the rules governing LLCs vary
depending on where your business is located. According to the IRS, most states do not
allow banks, insurance companies or nonprofit organizations to be LLCs.

Because an LLC is a state structure, there are no special federal tax forms for LLCs.
An LLC must elect to be taxed as an individual, partnership or corporation. You will need
to file paperwork with the state if you want to adopt this business structure, and you will
need to pay fees that usually range from $100 to $800. In some states, there is an additional
annual fee for being an LLC.

Y ou will also need to name your LLC and file some simple documents, called articles
of organization, with your state. Depending on your state’s laws and your business’s
needs, you may also need to create an LL.C operating agreement that spells out each
owner’s percentage interest in the business, responsibilities and voting power, as well as
how profits and losses will be shared and what happens if an owner wants to sell her
interest in the business. You may also have to publish a notice in your local newspaper
stating that you are forming an LLC.

Like the LLC, the corporate structure distinguishes the business entity from its owner
and can reduce liability. However, it is considered more complicated to run a corporation
because of tax, accounting, record keeping and paperwork requirements. Unless you want
to have shareholders or your potential clients will only do business with a corporation, it
may not be logical to establish your business as a corporation from the start — an LLC may
be a better choice.

The steps for establishing a corporation are very similar to the steps for establishing
an LLC. You will need to choose a business name, appoint directors, file articles of
incorporation, pay filing fees and follow any other specific state/national requirements.

There are two types of corporations: C corporations (C corps) and S corporations (S
corps). C corporations are considered separate tax-paying entities. C corps file their own
income tax returns, and income earned remains in the corporation until it is paid as a salary
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or wages to the corporation’s officers and employees. Corporate income is often taxed at
lower rates than personal income, so you can save money on taxes by leaving money in
the corporation.

If the corporation has shareholders, corporate earnings become subject to double
taxation in the sense that income earned by the corporation is taxed and dividends
distributed to shareholders are also taxed. However, if you are a one-person corporation,
you don’t have to worry about double taxation.

S corporations are pass-through entities, meaning that their income, losses,
deductions and credits pass through the company and become the direct responsibility of
the company’s shareholders. The shareholders report these items on their personal income
tax returns, thus S corps avoid the income double taxation that is associated with C corps.

All shareholders must sign a special IRS form to make the business an S corp for tax
purposes. The IRS also requires S corps to meet the following requirements: be a domestic
corporation; have only allowable shareholders, including individuals, certain trusts and
estates; not include partnerships, corporations or non-resident alien shareholders; have no
more than 100 shareholders; have one class of stock; not be an ineligible corporation (i.e.,
certain financial institutions, insurance companies and domestic international sales
corporations) [12].

As for a general partnership is the most informal partnership structure. In many
states, a general partnership is formed whenever two or more people start doing business
together, and no formal registration is required. In a general partnership, the owners are
personally liable for the debts of the business. Profits, liability and management
responsibilities are shared equally among the partners unless otherwise specified in a
partnership agreement.

A limited partnership, or LP, is a more complex business structure. An LP is
composed of general partners and limited partners. Limited partners are passive investors
who may provide startup capital and receive profits from the business, but they do not
have a say in how the partnership is managed. The general partners are responsible for
making management decisions. An LP must have at least one general partner and one
limited partner, and some states may limit how many limited partners an LP may have.
General partners in an LP remain personally liable for the debts of the partnership, but
limited partners are not liable. As a result, limited partners must be careful to not involve
themselves in management decisions or they may be treated as general partners and will
be liable for the debts of the business.

In a limited liability partnership, or LLP, every partner may act as a general partner
and a limited partner. All partners in an LLC are allowed to participate in the management
of the business, and no partner is liable for its debts. LPs can be formed by anyone, but in
many states, LLPs can only be formed by professionals, such as lawyers and doctors, to
help limit malpractice liability.

All partnerships are considered “pass through” entities by the Internal Revenue
Service. This means that the partnership does not pay business taxes on its income;
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instead, the partners report the business income on their personal taxes. Depending on the
type of partnership, the income may be treated differently by the Internal Revenue Service.
General partners report partnership profits as earned income, while limited partners
generally report profits as dividend income. Another important difference is that limited
partnership interests are considered securities, which is not the case with a general
partnership or LLP. As a result, different tax consequences may arise when selling an
ownership interest as a limited or general partner [13].

Task 2. Answer the questions.

1. How does the choice of the business form affect the company and its owners?

2. What is necessary to do to set up a limited company in the USA?

3. Why are sole proprietorships not ideal?

4. When are businesses considered as the risky ones?

5. What are main advantages of a limited liability company and a sole proprietorship?

6. How can you characterize an ideal form of business organization?

7. How much do you need to pay if you adopt the LLC structure?

8. What is the difference between a corporation and a partnership?

9. How many types of corporations do you know?

10. Who usually uses LLPs and why?

11. In which case do businessmen share their profits, liability and management
responsibilities equally?

12. When is corporate income taxed at lower rates than personal income?

Task 3. Complete the sentences.

. The form of business organization will ...

. A sole proprietor structures the business in such a manner ...
. All profits, losses, assets and liabilities ...

. A good business insurance policy can provide ...

. The ease with which business decisions can be made ...

. The limited liability company’ business structure protects ...
. The there are no special ...

. For establishing a corporation or an LLC you need to take such steps as ...
9. General partners in an LP remain ...

10. If the corporation has shareholders ...

11. S corps avoid ...

12. The abbreviation “IRS” stands for ...
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Task 4. Fill in the gaps.

creditors liability liquidation private public
dividends trading price property shareholders

16



1. When a limited company has started , people do not invest in shares
by g1V1ng more capital to the company. 2. People buy them from one of the
3. Ifitisa limited company, a shareholder can only sell shares if all the other
shareholders agree. 4. If it is a limited company, shares can be bought and
sold freely, usually at a Stock Exchange. 5. If the company is doing well and paying high
, then you might pay more than the nominal value of the shares. If it is doing
badly, you might pay less than the nominal value of the shares. 6. The you
pay at the Stock Exchange (or to a shareholder) for your shares is their market value. 7. If
the company fails, it will stop trading and go into . 8. This means that all the
company’s and equipment (its assets) must be sold and the money from the
sale will be used to pay its debts to its creditors. The shareholders may lose the money
they paid for the shares. 9. If the company still does not have enough money to pay all its
debts, the shareholders do not have to pay any more money. In other words, the
shareholders’ for debts is limited to the value of their shares. 10. On the other
hand, if you are an owner of a business which is not limited, for example a sole
proprietorship (owned by one person) or a partnership (owned by between 2 and 20
people) and your business fails, you will go bankrupt. In this case you might have to sell
your own private possessions (your house, car, furniture, etc.) to pay all your
In other words, sole proprietors and partners have unlimited liability for their firm’s debts

Exercise 5. Complete the sentences. All the necessary clues you may find in the
texts above.

1. The money shareholders put into a business to buy equipment and property so that
it can start is called :

2. One of the owners in a partnership is

3. The price paid for the shares when the enterprise starts trading is their
value.

4. To put money into a bank account or a business in the way it will make a profit is
to .

. The sole owner of a business is

. To sell and buy goods is
. Something belonging to a business or a person which they can sell
. The owners of a limited company are :

0. 1s your legal duty to your creditors.

10. The owner will go , 1f a sole proprietorship fails,

I1.Ina company a shareholder can sell or buy shares only if the other
shareholders approve .

12.Ina limited company people buy and sell the shares freely.

13. People usually buy and sell shares of public limited companies at a
exchange.

o0 3 O\ D
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Obvious Ways of Business Differentiation

Task 1. Read and translate the text.

One of the most obvious ways in which businesses differ is their size. Most of us
know some businesses that are very small — one-person businesses or micro-businesses of
fewer than five people. Examples may include a single person running, for example, a
web design company, a hairdresser’s or a small catering business, or a small retailer, such
as a craft shop or a florist, employing just one or two other people. Small and medium-
sized enterprises actually make up over 90% of the number of businesses in most countries
(although they do not employ over 90% of all employees or make over 90% of all business
deals). At the other end of the scale are businesses that are very large — multinational
corporations employing thousands of people and operating in many different countries.
We are familiar with at least the names of some, such as Microsoft, Samsung, Siemens,
Renault, and many more both well-known and less well-known large corporations.

It is less obvious how we should measure the size of a business. There are several
different measurements available, not all of which are suitable for measuring the size of
all types of business. For example, measuring a business’s size on the basis of how much
profit it makes assumes that it is a for-profit enterprise. Measuring the stock market value
of a business assumes that its shares are traded on the stock market, which is by no means
true for all businesses.

Two measures that are applicable to nearly all businesses are number of employees
and annual turnover, that is the total value of sales made over the period of a year. These
two measurements are not always in accord with each other: there are some businesses
with very few employees that nonetheless produce quite a large annual turnover. For
example, a single person trading shares on the stock market could make a very large
turnover in a year if they were very successful. The European Commission uses a
combination of numbers of employees and turnover to define the size of a business:

* Large enterprises employ 250 people or more and have an annual turnover of more
than €50 million.

* Medium-sized enterprises employ fewer than 250 people and have an annual
turnover of no more than €50 million.

* Small enterprises employ fewer than 50 people and have an annual turnover of no
more than €10 million.

* Microenterprises employ fewer than 10 people and have an annual turnover of no
more than €2 million.

Businesses with fewer than 250 employees are often collectively classified as small
and medium-sized enterprises (SMEs).

In some ways the challenges for small and for large businesses are not so different.
All businesses need to make sure they offer goods or services that people want to buy,
that they have enough income to cover their costs and something left over, and that people
working for them are motivated, well qualified and work well together. In other ways,
however, small businesses operate very differently from large businesses.
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* Small businesses are often owned and managed by the same person. This “owner-
manager” may be the founder of the business, or sometimes a relative, perhaps a son or
daughter of the founder. Owner-managers are often more emotionally involved in their
business than the managers of large enterprises owned by anonymous shareholders.

* Because of the small size, managers are often very closely involved in the day-to-
day running of the business. They also tend to know many — often all — employees
personally. This is different in a large business, where top managers cannot possibly know
all their employees personally. It also often makes for a different, more personal
management style.

» Small businesses have flatter hierarchies. In a small organisation there is no need
for many layers of management. In a very small business, it may be just the “boss” and a
number of employees. Again, this tends to make for more informal management styles. It
can also be useful in terms of innovation, as people across the business can find it easier
to work with each other and new ideas can be developed and implemented more quickly
than in larger organisations, which are often more bureaucratic. This is one reason why
many innovations come out of small businesses (often new ones) rather than larger ones,
although this is of course not always so.

» Smaller businesses often have more limited financial resources. They need to be
very careful how they spend their money and that they have enough money coming in
each month to pay staff and all their bills. This also means that they sometimes do not
have the money to make further investments, even if these investments would repay
themselves in a relatively short period of time by saving costs (e.g. investment in new,
energy-efficient machinery) or bringing in more money (e.g. investment in product
development to attract more customers).

* Smaller businesses also usually have limited management resources. A single
manager, or a very small management team, only has so much time to attend to all the
business and the same will be true of a small number of employees. This can be a problem
as it can limit a business’s ability to seek out new opportunities — for example developing
new product ideas — or address new challenges — for example dealing with new
competition or new business legislation — simply because nobody has time to do so.

There is much more that could be said about the differences between large and small
businesses and also about the differences between businesses of a similar size. For the
moment, it is enough to be aware that size does matter in business and management, not
because bigger or smaller is better but because they pose different challenges and different
opportunities.

Businesses also differ obviously by what they do. It is very common to distinguish
businesses by industry or sector. An industry is a group of businesses that are related in
terms of their main activity, for example manufacturing cars or selling groceries. Smaller
industries (for example, the car manufacturing industry) can be grouped into larger
industry sectors (for example, the manufacturing sector in general). An individual
business is classified as belonging to a certain industry on the basis of its main activity.
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So, for example, a car manufacturing business may also have a small financial services
arm (to provide finance to customers to help them buy a new car) but that financial
services arm would probably only be about 10% of the business’s overall activity, whereas
car manufacturing might be 80%. Therefore, this business would be classified as
belonging to the car manufacturing industry, and not financial services.

Economists often distinguish three broad sectors of the economy:

* The primary sector involves extracting and harvesting natural products from the
earth (for example, agriculture, fishing and mining).

* The secondary sector consists of processing (for example, the processing of food
stuffs produced by agriculture), manufacturing and construction. That is to say, the
secondary sector takes the products from the primary sector and does something more
with them.

* The tertiary sector provides services, such as retail services, entertainment or
financial services.

Some people also distinguish a fourth sector, which is made up of intellectual
activities, such as education.

It is useful to distinguish these broad economic sectors as we can see that there will
be important differences between a business operating in the primary sector and one that
provides a service. Nonetheless, it would also seem obvious that there may be big
differences between businesses within the same broad economic sector. A farm and a coal
mine will be very different although they are both in the primary sector; and a business
that makes, say, potato chips and one that builds railway tunnels will also differ along
many lines. There are quite a number of different classifications of industries and some of
them go into very fine detail. Some of these coding systems have been developed to help
government agencies to classify industry groups; others have been developed by financial
ratings agencies to help financial investment companies make investment decisions. There
is no need to go into detail on any of these classification systems here. What is important,
however, is to be aware that the industry a business is in will have an important influence
on how that business operates. For example, the operations of a fisheries business, a
manufacturing plant or a service provider such as a telesales company, will be very
different in terms of complexity, the kind of technology used and the level of investment
required to set it up. There are also big differences in marketing a primary agricultural
product to food manufacturers and marketing a service such as, say, carpet cleaning to
consumers. While a variety of businesses in different industries face similar issues in some
respects, many of the particular opportunities and challenges are strongly shaped by their
industry context [1].

Task 2. Fill in the gaps.

shares divided called profit limited
received announces contribution shareholders interest
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1. Four pals, Adrian, Robert, Dave and Steve, have started a company
in the USA. 2. They perform as and investors. Robert invested 40 000
dollars. Steve put in 20 000 dollars. 3. Adrian’s was 110 000 dollars, the
capital of Dave being 30 000 dollars. 4. The company is

ARDS Ltd.
$ 200 000
(200 000 x $ 1)

5. Adrian owns 55% of the . 6. He is the majority shareholder and has a
controlling . The company’s capital (the money it uses for buying goods and
equipment) 1s 200 000 dollars.

7. The company’s capital is into 200 000 shares of 1 dollar each.

8. 1 dollar is the nominal value of each share. Dave owns 30 000 shares. The nominal
value of his shares is 30 000 dollars. After a year, the company makes 30 000 dollars
. This is divided between the shareholders. 9. The company a
dividend of 20 cents per share (40 000 dollar profit — 200 000 shares).
10. Dave 6 000 dollars (30 000 shares x 20 c.).

Task 3. Answer the questions.

1. Can you give examples of a single person running business?

2. What is the percentage of small and medium-sized enterprises?

3. How many people do multinational corporations employ?

4. What names of multinational corporations are you familiar with?

5. How can you define the size of a business? Speak about wo measures that are
applicable to nearly all businesses.

6. What similar challenges do small and large businesses face?

7. Why do small businesses operate very differently from large businesses?

8. How many sectors of the economy can we distinguish?

9. What capitals did Adrian, Robert, Dave and Steve invest in the limited company?

10. Who was the majority shareholder among the founders of the company?

11. Why did Adrian have a controlling interest in the company?

12. What dividend did the company announce after a year of activities?

Task 4. Look through the “Obvious Ways of Business Differentiation” (pages 18—
20) one more time. Read and say whether the statements are true or false.

1. A small retailer, a web design company, a hairdresser’s, a small catering business,
a vegetable stand and a drugstore are examples of micro-businesses.

2. An annual turnover can be defined as the total value of sales made over the period
of a year.
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3. The size of annual turnovers is one of two measurements, which makes a company
multinational.

4. Large organisations feel a real need for many layers of management.

5. Economists distinguish only three sectors of the economy as a generally accepted
classification.

6. Activities associated with primary economic activity include forestry, grazing,
hunting and gathering, fishing, and quarrying.

7. The secondary sector of the economy is also known as the service industry, which
sells the goods produced by the primary sector and provides commercial services to the
population and to businesses.

8. Sole proprietorships can raise their capital by offering shares to the general public
and trading their shares on the stock exchange companies, but they cannot offer shares to
the general public.

9. We call a sole trader an individual, who runs and owns the whole business on
his/her own.

10. Because limited liability companies have separate finances and are legally
distinct from their owners, shareholders have limited liability — meaning that shareholders
and owners are not personally liable for any debits or losses incurred by their business.

Task 5. Solve the crossword.

Across:

1. The work of buying or selling products or services for money.

2. An important piece of work that a person or group of people has to do for a
government or large organization to help people who are poor or ill, or who need advice
and support.

3. Items of property owned by a person or company, regarded as having value and
available to meet debts, commitments, or legacies.

Down:

1. A person who purchases goods and services for personal use.

2. A regular gathering of people for the purchase and sale of provisions, livestock,
and other commodities.

3. An official document giving someone authorization to do something.

4. Wealth in the form of money or other assets owned by a person or organization or
available for a purpose such as starting a company or investing.

5. A situation in which some people do not have work and do not have an income.

6. A thing that is compulsory; a necessary condition.

7. Dismiss an employee from a job.

8. Someone who owns shares in a company.

9. An act or course of action to which a person is morally or legally bound; a duty or
commitment.
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The World of Careers

Task 1. Read and translate the text.

Business is a very comprehensive term. It covers the activity which helps small and
large organisations to generate money and stay profitable. Most jobs comprise some of
business aspects despite whether you work as an accountant, a lawyer, a scientist or an
engineer.

The main specialist business functions are human resources (HR), management
consultancy, marketing, sales and public relations (PR). All these roles enable
organisations to stay in profit.

People working in the human resources department deal with recruitment and
contracts, pay and benefits, coaching and development. They find the right person for a
vacancy and agree the terms of the employment; make certain maternity and paternity
pay, sickness pay, holidays, pensions; tell the staff about changes in industry practices,
help the staff gain new skills. Another name for the human resources department is the
personnel department.

Management consultancy aims at solving problems for clients. In this case a
“problem” does not mean something negative: it can be the desire to make more profit or
expand into a new business area. Consultants tend to spend their time: researching —
collating information and carrying out research; conducting analysis — working out
solutions; team-working — participating in brainstorming; advising — presenting findings
to colleagues and clients; implementing changes — mentoring the employees, monitoring
the progress and writing up results and solutions for a further reference.

Marketing tries to explain why customers choose certain services or products and
what they want to receive from those choices, then find the ways to engage the clients’
interest to ensure that your company’s service or product is chosen above others.
According to the Chartered Institute of Marketing (CIM) “Marketing is the management
process responsible for identifying, anticipating and satisfying customer requirements
profitably”. Thus, people working in marketing are involved in the following activities:
monitoring and market research, branding and identity, design and packaging, advertising
and copywriting, promotion of goods, services and relationships, social media.

Sales teams make money for an enterprise by selling its goods or services to
consumers (B2C) and businesses (B2B). A sales department brings the costs (from the
rent of the premises to staff salaries) into business funds. Not all sales jobs are considered
with working in a call centre or a shop. People working in sales meet existing and new
customers, give presentations, communicate with clients to secure a sale, search new
customers for the business, create marketing teams to examine and monitor competitors’
products in the marketplace. Sales teams should have a good understanding of the business
and products to ensure they are offering the right solution, service or product to their
clients in the right place and at the right time. Sales executives may work via the phone,
face-to-face or email. They can operate at local, national and international levels.
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Public relations are usually associated with maintaining and improving the
reputation of an enterprise by influencing how other people perceive it. By communicating
with the public, promoting and building a positive image PR managers determine the
enterprise’s response to a possible crisis. PR people are involved in research and
copywriting, drafting newsletters and press releases, meetings with journalists to persuade
them to cover new public events and opportunities, writing social media content and
blogging, online advertising.

A junior PR executive starts his/her career researching materials for press
conferences, liaising with journalists and monitoring the success of a PR campaign by
keeping track of any subsequent coverage in the media. A senior PR executive may be in
charge of several members of a team and has responsibility for managing budgets, getting
new customers to use the enterprise’s services and for successful maintaining and
enhancing the enterprise’s reputation [20].

The people who work for an enterprise are workers, personnel, staff, employees or
workforce. All these terms mean people carrying out the work in an enterprise, rather than
those organizing and leading it.

An enterprise’s activity may be spread over various sites. As a rule, an enterprise’s
most senior managers work in its headquarters or head office. Some managers may even
have their own offices, but in most enterprises, the personnel works in open-plan offices
— large areas, where many employees work together with their counterparts. The everyday
work supporting an enterprise’s activities — administration — is usually conducted in these
offices by the support staff or administrative staff. For instance, in technical support there
are the people giving a technical help to buyers of the enterprise’s products. When workers
are not satisfied with conditions or pay, they may take industrial action: a strike, walk-out
or stoppage (they stop working for a time); go-slow (employees continue to work, but
more slowly than usual); an overtime ban (they refuse to work more than the normal
number of hours). Labour unions in the USA are known as organizations defending the
interests of workers, the British call them trade unions.

In case you have decided to develop your own business plan, the first thing you need
to do is to pull together a “management team” with serious thought given to the chief
positions which need to be filled and who have to fill them.

The path of least resistance should be avoided — that is, placing relatives and close
friends in key positions simply because of who they are. To justify placing someone in a
certain position of your management team there are two criteria: Does the person have the
necessary training and skills to do the job? Does the person have the track record to prove
his/her talents?

A management team evolves over time. Members of the management team may wear
several hats until the business grows and can afford the additional team members [60]. A
business plan actually defines the management structure. The management structure
outlined in your business plan will also convince your investors that you have the needed
skill sets to succeed. Investors always want to make sure you have the necessary resources
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to plan, organize, control and lead your business in a proper way.

Then assuming that you have already gained all the technical staff in place, set up a
management team with good experience and track records in finance, operations and
marketing. It affects your business plan’s work. In fact, 98% of small businesses fail
because of weaknesses in their management staff.

The staff you will need to run your own business will depend much on the size and
type of your business, and the scope of what you can offer. As a general guideline you
will need technical staff to create and develop your product or service, staff to manage
your finances, staff to market your product and service, staff to oversee your operations
and administrative staff [13].

Large businesses usually have the following top management positions: Chief
Executive Officer (CEO) or President (this person is the driving force behind the
company; he / she makes things happen, puts together the resources to support the
company and take the product to the market place); Chief Operating Officer (COO) / Vice
President of Operations / General Manager (an inside manager / organizer / operations
person, who will make sure the company operations flow smoothly and economically; is
responsible for making certain that necessary work is done properly and on time); Vice
President of Marketing / Marketing Manager (markets the products to the customer);
Chief Financial Officer (CFO) / Controller (seeks money; looks for investors and deals
with banks and lenders; this function can also be assigned to another team member — the
General Manager). The role the Controller performs is to manage money and watch over
the company’s assets; Vice President of Production / Production Manager (ensures that
manufacturing processes run reliably and efficiently).

In a small business staff people wear “several hats”. They have many duties. Below
there is an example outline of the key personnel in a small business.

Operations manager has overall responsibility for the operation and financial success
of the business. This leader handles external relations with vendors, lenders and
community leaders. Frequently, this person is also in charge of either production or
marketing for the business. This individual sets in motion the strategic plan, vision and
goals for the business.

Quality control, safety, environmental manager performs a key function in any
industry. This person has the responsibility for monitoring product, water and air quality,
training of workers and filing all necessary weekly, monthly, quarterly and yearly reports.

Accountant / bookkeeper / controller plays another key role. He/she individual filling
this role is generally responsible for monthly income statements, balance sheets, collection
of receivables, payroll and managing the cash.

Office manager may serve as purchasing agent, human resource director and “traffic
cop” with salespeople and vendors. This employee may also handle some marketing duties
and oversee everything not involved in production.

Receptionist handles phone calls, greets visitors, answers the mail, does the billing
and performs many other duties required by the office manager.
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Supervisor / foreperson / lead person is the second-in-command, who in case of the
owner’s absence usually oversees production. This position requires an overall
understanding of all aspects of the business and dealing with new employees, setting up
schedules and training.

Marketing manager handles all aspects related to selling and promoting the product.

Duties of purchasing manager may be filled by the general manager and the office
manager. Very often the lead person / supervisor is also involved.

Shipping and receiving manager is assigned to the task of packaging, ordering
transportation for delivery, receiving incoming material and warehousing of finished
goods and stock. Several people may be involved in this, including the foreperson, office
manager or accounting clerk.

Each company has the professional staff resources such as a lawyer, an accountant,
a computer consultant, and, possibly, a local doctor or access to a medical facility [19].

Task 2. Answer the questions.

. Why is “business” considered as a very comprehensive term?

. How many business functions do you know?

. What activities is the human resources department engaged in?

. What is another name for the human resources department?

. When does a problem mean nothing negative?

. Why does marketing try to explain the customers’ choices?

. How can you determine the notion “marketing”?

. Where are the people working in marketing involved by enterprises?
. For whom do sales teams make money?

10. What do PR managers do?

11. How do we call people carrying out the work in an enterprise?

12. Where do most senior managers work?
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Task 3. Complete the sentences.
. Business organization will cover the activity which helps ...
. The human resources department finds the right person for ...
. Management consultants spend most time ...
. Marketing 1s the management process ...
. Sales people meet existing and new ...
. Sales executives usually work via ...
. Sales teams can operate at ...
. PR managers are generally associated with ..
. Workers, personnel, staff, employees or Workforce are .
10. If you have decided to develop your own business plan
11. The Chief Executive Officer makes ...
12. People wear “several hats”
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Task 4. Fill in the gaps.

adaptable  ambitious  attentive to details  creative  energetic
good with figures  outgoing  patient  persuasive  sensitive

1. Mr. Evans often gets annoyed with his assistant. He is not very .2. We
just refuse to install new software programmes. We are not at all .3. Heis
always tired, even in the morning when he wakes up. He is not very . 4. Our
promotion manager is not good at coming up with original ideas. Frankly speaking, he is
not a person. 5. At the moment I am not interested in getting a better job. As
you may see, | am not atall . 6. Tommy cannot even work out 2+2
without a calculator! He is not . 7. Jennie always says wrong things and gets
people irritated. She is not a person. 8. The partnerships manager and the
head of human resources never win arguments in meetings with the general director. They
are not enough . 9. She never corrects her spelling mistakes. She seems not

. 10. Howard seldom talks to his colleagues. Most of the time he just sits
silently at his desk. He is not

Task 5. Choose the right description for each notion.

— — — — — — — — — — — — — — — — — — — — — — —

management =
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1. Office workers may wear this. a) blue collar
b) white collar

2. Various forms of protest at work. a) industrial action
b) strike
a) strike

3. When people stop working to protest.
b) overtime ban
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4. Occasions when workers stop working
to protest.

5. One of the people working for an
organization.

6. All the people working for a company.

7. Workers who use their hands.

8. The place in a factory where the
production lines are.

9. When workers intentionally produce
less.

10. When people stop work to complain
about something.

11. Another name for the human resources
department.

12. Manual workers may wear this.
13. Everyone working for a company is on
this.

in the UK
in the US.

14. These are trade
and labour

15. Everyone except top managers.

16. Workers seen as a group.
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a) go slow
b) walk-outs

a) employee
b) person

a) labour
b) staff

a) manual workers

b) employees

a) human resource department
b) shop floor

a) stoppage
b) go slow

a) stoppage
b) go slow

a) shop floor
b) personnel department

a) blue collar
b) white collar

a) payroll
b) union

a) unions
b) workforce

a) workforce
b) labour

a) labour
b) union



Basic Rules of Business Etiquette

Task 1. Read and translate the text.

Business etiquette is a profitable and practical social skill which plays a significant
role in career success, increasing professionalism and building better relationships. With
workplace civility, employees thrive in a positive environment where all people are treated
with respect and courtesy and, thus, can to focus on their work. Moreover, the ability to
relate to and engage successfully with managers, co-workers and clients is a key
interpersonal skill which employers value highly. Employees who arm themselves with
the principles of business etiquette distinguish themselves in the workplace and display a
confident professional persona.

A lack of value and respect for one another in the workplace has a cost. Employees
who are upset about the way they are treated in the workplace are less productive. In
addition, employees may respond to discourtesy or disrespect by decreasing contact with
an offending individual. If the situation continues unresolved, people may seek another
position.

Contributing factors for rude unprofessional behaviours include: increased stress
levels at work, longer hours in the office, heavy workloads, pressures to do more in less
time, customer demands, struggles with work/life balance, external triggers (e.g., personal
issues, commute hassles, etc.), working in close proximity, a lack of understanding or
sensitivity concerning the diversity in the workplace (e.g., age, gender, culture, work
styles, perspectives), depersonalization of the communication process through the
extensive use of e-mail, emotional contagion — studies indicate that emotions are
contagious, and negative emotions lead to a greater emotional contagion than positive
emotions. These factors decrease both business productivity and employee job
satisfaction.

Mindfulness is vital to success in the business world. It is essential to be conscious
of how your behaviour affects others. People may be unaware of their behaviour and its
consequences. In many cases, behaviour that is perceived as disrespectful or discourteous
is unintentional and could be avoided by mindfulness and the consistent application of the
principles of business etiquette. In a business environment first impressions are lasting; a
second chance may not be possible. The knowledge and practice of etiquette offers a
valuable advantage in creating and maintaining a positive impression.

Building and maintaining positive work relationships is an important facet of
workplace success. These positive relationships can play a key role when it comes time
for management to assign coveted projects and award promotions, raises and bonuses.

Y our behaviour is the foundation upon which positive relationships are created. The
following principles of business etiquette should define all of your business relationships:
respect, courtesy, collaboration, non-aggression.

Most people understand that they need to treat superiors and clients with respect.
They may not, however, be as mindful of their relationships with peers and subordinates.
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Keep in mind that work environments can change rapidly. You never know who you may
be called upon to work with in the future. The best practice is to establish and maintain
good working relationships with all you come into contact with. By being mindful and
consistently applying the principles of business etiquette you build positive work
relationships, increase your opportunities for success and make your workplace a more
pleasant place.

Among the skills essential for building positive work relationships can be
distinguished the following: communication, conflict resolution, support and
appreciation, magic words.

Communication:

* Be a good listener. Use verbal and non-verbal cues to demonstrate you are focused
on what the other person has to say.

* Think before you speak. Consider what you want to communicate and choose your
words carefully. Be mindful of how you speak — do not raise your voice, use harsh tones
or use profanity. Speak like a professional and you will be perceived as one.

* Do not interrupt.

* Avoid miscommunication — clarify by summarizing and repeating back what you
heard. Ask questions if you do not understand.

» Aim for face-to-face communications as opposed to voice-mail or e-mail.

* Be diplomatic.

* Emphasize the use of courtesy and respect in all communications.

Conflict Resolution:

* Focus on the problem not the person. Approach a conflict as situation-related not
as opposed to person-related.

*Be positive and goal oriented. Offer solutions and suggestions for fixing the
problem.

* Be clear and specific. Do not say, “Brian, I cannot do anything with this report. It
is all wrong. Fix it!” Instead say, “Brian, the Q1 data was used but we need Q2 data, can
you make that change to the report today?”

* Be proactive instead of reactive. Respond with solutions rather than complaints.

* Be slow to anger, particularly regarding insignificant issues. Being perceived as
cool-headed and rational adds weight to your responses.

* Keep an open mind. Listen to the other person’s viewpoints without arguing or
interrupting and strive for a win-win solution.

* Accept feedback — whether positive or negative — with poise and without becoming
defensive. It speaks volumes about your professionalism.

* Never criticize an employee or co-worker in front of others.

* If you find yourself in a disagreement with someone, don’t air your differences in
public. Find a private location to discuss the issue.
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Support and Appreciation:

* On group projects be sure to credit and compliment everyone who contributed.

* Speak well of your co-workers and acknowledge their accomplishments.

* Never take credit for someone else efforts.

» Acknowledge co-workers’ birthdays, promotions, engagements, weddings, new
children or the death of a loved one. Such thoughtfulness leaves a lasting impression.

Magic Words are too often forgotten in business but what a difference they can make.
Use them: “please”, “thank you”, “good job!”, “great idea”, “pardon me”, “I am sorry”.

There are also some etiquette challenges that are typically faced in the workplace:
distracting behaviours, common / shared areas, personal consideration.

Recent studies have shown that distracting behaviours which interfere with work
performance rated highest among employees’ “pet peeves.” An office loud talker is one
of the biggest irritants, followed closely by loud or annoying cell phone ring tones.

Consider the following suggestions:

* Be aware of how loudly you are speaking. Do not shout over cubicle walls.

* Set your cell phone to silent or vibrate.

* Be mindful of where you conduct work-related conversations to ensure they do not
disturb the work of others.

» Keep personal conversations outside workspaces (or better still outside the office).
Keep personal telephone calls and e-mails brief and to a minimum.

* [f you play music in your workspace, be sure only you can hear it.

Workplace common / shared areas, such as kitchens and lunchrooms, can be the
biggest source of co-worker tension. Help maintain supplies, wash and return items to
their proper places, clean spills and wipe countertops and tables as needed. When leaving
food items in a shared refrigerator, mark all items with your name and date and remove
all items at the end of your work week.

Restrooms run a close second as potential sources of conflict. After use, wipe the
countertop and sink of any spilled water or soap. Be sure the toilet area is clean for the
next user. Notify the proper attendant if supplies are low or out and if there are any
maintenance issues.

When eating at your desk or in shared areas avoid eating food with a strong odour
that may permeate the office.

Keep shared office equipment in working condition. Refill paper and fix or notify
the proper person if office equipment is not working properly. Return equipment to the
original settings if you have to change them — such as when printing multiple copies, using
legal size paper or making two-sided copies.

As for personal consideration, do not borrow items from a co-worker’s desk without
permission and return borrowed items in working condition. Keep your personal
workplace clean and neat. Generally, less is better when it comes to office and cubicle
decor. Use discretion when displaying personal items such as family photos and mementos
so as not overdo or clutter your work area.

"’ 19
M
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Try to be always on time. If you encounter an unavoidable delay, make every attempt
to contact any person or group who may be waiting for you. Always allow extra time if
you have to travel.

Another wonderful thing is sharing professional information. Gossiping and sharing
overly personal information impede your success at work [2].

Task 2. Answer the questions.

. What is the definition of the business etiquette?

. When are employees more productive in the workplace than others?
. Why is it sometimes difficult to control our body language?

. Which ability do employers value highly and why?

. How much does a lack of value and respect cost?

. Why is mindfulness vital to success in the business world?

. What are the essential principles of the business etiquette?

. Which communication skills are needed for building positive work relationships?
. How can you resolve conflict situations?

10. What can you suggest for avoiding distracting behaviours?

11. In which way can you maintain a professional appearance?

12. What will you do if you forget someone’s name?
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Task 3. Complete the sentences.
. Business etiquette is ...
. Employees who are upset about ...
. Contributing factors for rude unprofessional ...
. In many cases discourteous behaviour is unintentional ...
. The skills essential for building positive work relationships ...
. Magic words are too often forgotten in business ...
. One of the biggest irritants is ...
. Among the biggest source of co-worker tension ...
. The way we dress sets .
10. Our physical appearance .
11. Words only account for ...
12. When speaking with someone, try ...
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Task 4. Fill in the gaps.

assistant encounter faux pas offending proper
considers equals genderless peers respect
counterpart extend nuances powerful Statement

1. What is the difference between the rising star whose career is picking up speed
and his who cannot seem to get the engine to turn over? 2. The star has
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mastered the of business etiquette — the subtle but critical behaviours that can
make or break an important meeting, influence a first impression or affect a potential
client. 3. H. Klinkenberg, the director of Etiquette International, that the
differences between business etiquette and social etiquette are quite simple. 4. Business
etiquette is . 5. The traditional chivalrous etiquette of holding the door open
for a woman is not necessary in the workplace and can even have the unintended effect of
her. 6. In the work environment, men and women are . 7. Your
guiding principle should always be to treat people with consideration and
8. The way to make an introduction is to introduce a lower-ranking
person to a higher-ranking person. 9. If your CEO is Mr. Gray and you are introducing
administrative Maria Taylor to him, the correct introduction would be
“Mr. Gray, I would like you to meet Maria Taylor”. 10. If you forget a person’s name
while making an introduction, do not panic and proceed with a such as: “I
am sorry, your name has just slipped my mind”. 11. Omitting an introduction is a bigger
than salvaging a botched introduction.
12. The physical connection you make when shaking hands with someone can leave

a impression. 13. A firm handshake made with direct eye contact sets the
stage for a positive . 14. To avoid any confusion during an introduction,
always your hand when greeting someone. 15. Men and women are

in the workplace.

Task 5. When you start working, it is important to understand basic business
etiquette. Look through the following suggestions, which are generally appropriate for
most organizations, and put them in the correct columns.

Business Etiquette Do’s Business Etiquette Don’ts

1. Be late for work. Call if you must be late. Consistent lateness and even
rescheduling of your work hours can be grounds for dismissal.

2. Treat your superior with respect, but do not act afraid or submissive. Treat all
people with respect, regardless of status, gender, race, ability and background.

3. Bring up controversial topics (politics and religion).

4. Consider yourself adequately prepared for a successful job search when you are
ready to say the following with confidence: “I have prepared an effective resume and
cover letter. I have practiced and developed effective interviewing skills. I have explored
different job search strategies. I have identified different industries and organizations
which are good potential employers™.

5. Show a positive attitude. Avoid gossiping and complaining, be cheerful and
constructive in your dealings with others.
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6. Listen: When you are talking to people, look directly into their eyes from time to
time. Show your interest in the other person by using open-ended questions and
acknowledging what you are hearing.

7. Use slang or crude language.

8. Be friendly and cooperative.

9. Be negative and complain.

10. Dress for success — dress neatly and appropriately for the job. Observe how other
staff members dress and follow the suit.

11. Interrupt people while they are speaking.

12. Use your cell phone while at work.

13. Watch your language — learn the office jargon, refrain from using slang and
profanity. Concentrate on expressing yourself clearly in both written and verbal
communications.

14. Be willing to learn new skills.

15. Whenever you are without an immediate assigned task, offer to assist others
where needed. Personal business should be conducted on your own time, not company
time.

16. Invade others’ personal space; maintain a physical distance of 2-3 feet, because
coming too close to another person may be considered aggressive or rude. Standing too
far away may be considered aloof.

17. Keep your supervisor informed of the status and completion of the work.
Periodically ask your supervisor: “How can I improve?” Make sure others become aware
of your accomplishments, but do not boast.

18. Follow organization rules — learn, follow and respect all organization rules,
especially those dealing with ethics and confidentiality.

19. Talk about personal issues (boyfriend/girlfriend, parties and so on) in the
workplace.

20. If you do not know, ask! However, respect the time and commitments of others
and wait for an appropriate time to ask for assistance.

21. Network — get to know the people you are working with.

22. Engage in excessive socializing, which would limit your productivity and that of
your co-workers.

23. Have unrealistic expectations. Never be patient and never prove yourself before
you get higher responsibilities.
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Cultivating Corporate Cultures

Task 1. Read and translate the text.

Corporate culture refers to the beliefs and behaviours which determine how a
company’s management and employees interact and handle outside business transactions.
Very often corporate culture is implied, not expressly defined, and develops organically
over time from the cumulative traits of the people the company hires. A company’s culture
is reflected in its business hours, dress code, office setup, turnover, employee benefits,
hiring decisions, treatment of customers, client satisfaction and many other aspects of
operations.

Alphabet Inc. (GOOGL) 1s famous for its employee-friendly corporate culture. It
explicitly defines itself as unconventional and offers perks such as flextime,
telecommuting, tuition reimbursement, free employee lunches and on-site doctors. At its
corporate headquarters in Mountain View, California, the company offers on-site services
such as car washes, oil changes, fitness classes, massages and a hair stylist.

Awareness of corporate or organizational culture in businesses and other institutions
such as universities emerged in the 1960s. The term corporate culture developed in the
early 1980s and became widely known by the 1990s. Corporate culture was used during
those periods by managers, sociologists and other academics to describe the character of
a company. This included generalized behaviours and beliefs, company-wide value
systems, management strategies, employee communication and relations, work
environment and attitude. Corporate culture would go on to include company origin myths
via charismatic CEOs, as well as visual symbols such as logos and trademarks.

By 2015 corporate culture was not only created by the founders, management and
employees of a company, but also influenced by national traditions and cultures, company
products and size, economic trends and international trade. There is a variety of terms that
relate to companies affected by multiple cultures, especially in the wake of globalisation
and the increased international interaction of today’s business environment. As such, the
term “cross culture” refers to “the interaction of people from different backgrounds in the
business world”; culture shock refers to the confusion or anxiety people experience when
conducting business in a different society than their own; and reverse culture shock is
often experienced by people who spend lengthy times abroad for business and have
difficulty readjusting upon their return. To create positive cross-culture experiences and
facilitate a more cohesive and productive corporate culture, companies often devote in-
depth resources to combating the occurrence of the above, including specialized training
that improves cross-culture business interactions.

Just as national cultures can influence and shape a corporate culture, so does a
company’s management strategy. In top companies of the twenty-first century, such as
Google, Apple Inc. (AAPL) and Netflix Inc. (NFLX), less traditional management
strategies which include fostering creativity, collective problem solving and greater
employee freedom have been the norm. It has been argued that this is also the key to these
companies’ success. Progressive policies such as comprehensive employee benefits and
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alternatives to hierarchical leadership — even doing away with closed offices and
cubicles —are a trend that reflect a more tech-conscious and modern generation. This trend
marks a turning away from aggressive, individualistic and high-risk corporate cultures
such as that of former energy company Enron.

High-profile examples of alternative management strategies that significantly affect
corporate culture include holacracy put to use at shoe company Zappos (AMZN) and agile
management techniques applied at music streaming company Spotify.

Holacracy is an open management philosophy which, amongst other traits, eliminates
job titles and other traditional hierarchies. Employees have flexible roles, and self-
organization and collaboration is highly valued. Zappos instituted this new program in
2014 and has met the challenge of the transition with varying success and criticism.

Similarly, Spotify, a relatively young but very successful company, uses the
principles of agile management as part of its unique corporate culture. Agile management,
in essence, focuses on deliverables with a flexible, trial-and-error strategy that often
groups employees in a start-up environment approach to creatively tackle the company’s
issues at hand.

Corporate cultures can be shaped intentionally or grown organically. They reach to
the core of a company’s ideology and practice and affect every aspect of business
(employee — customer — public image). The current awareness of corporate culture is more
acute than ever. The Harvard Business Review identifies six important characteristics of
successful corporate cultures in 2015. First and foremost is “vision”: from a simple
mission statement to a corporate manifesto, a company’s vision is a powerful tool. For
example, Google’s modern and infamous slogan: “Don’t Be Evil” is a compelling
corporate vision. Secondly, “values”, while a broad concept, embody the mentalities and
perspectives necessary to achieve a company’s vision. Following Google’s corporate
restructuring under the conglomerate Alphabet Inc. in October 2015, Alphabet took “Do
the right thing” as its motto, also forming the opening of its corporate code of conduct.

Practices are the tangible methods, guided by ethics, through which a company
implements its values. For example, Netflix emphasizes the importance of knowledge-
based, high-achieving employees and, as such, Netflix pays its employees at the top of
their market salary range. “People” come next, with companies employing and recruiting
in a way which reflects and enhances their overall culture. Lastly, “narrative” and “place”
are perhaps the most modern characteristics of corporate culture. Having a powerful
narrative or origin story, such as that of Steve Jobs and Apple, is important for growth and
public image. The “place” of business, such as the city of choice and also office design
and architecture, is also one of the most cutting-edge advents in contemporary corporate
culture [6]. Thus, culture affects every aspect of the company, from the public’s
perception of the brand to the employees’ job satisfaction to the bottom line. While no
two cultures are exactly alike, there are defining characteristics which tend to place
organizational cultures into one of five types: team-first corporate culture, elite corporate
culture, horizontal corporate culture, conventional corporate culture, progressive
corporate culture.
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Companies with team-first corporate cultures make employees’ happiness their top
priority. Frequent team outings, opportunities to provide meaningful feedback, and
flexibility to accommodate employees’ family lives are common markers of a team-first
culture. Netflix is a great example — their recent decision to offer unlimited family leave
gives employees the autonomy to decide what is right for them.

Team-oriented companies hire for culture fit first, skills and experience second. They
know that happy employees make for happier customers. It is a great culture for any
customer service-focused company to embody, because employees are more likely to be
satisfied with their work and eager to show their gratitude by going the extra mile for
customers.

Zappos 1s famous for its fun and nurturing culture, as well as its stellar customer
service. As their CEO once famously said, “Zappos is a customer service company that
just happens to sell shoes”. And the way they keep employees satisfied with their job is
by not only letting them express themselves with whacky desk decor (which everyone
loves), but by giving employees the autonomy to help customers the way they see fit,
rather than following strict guidelines and scripts. Customers appreciate the
straightforward, personable service. Possible pitfalls: The larger the company, the more
difficult it is to maintain this type of culture.

Companies with elite corporate cultures are often out to change the world by
untested means. An elite corporate culture hires only the best because it is always pushing
the envelope and needs employees to not merely keep up, but lead the way (think about
Google). Innovative and sometimes daring, companies with an elite culture hire confident,
capable, competitive candidates. The result is fast growth and making big splashes in the
market.

Their customers are often other businesses which need their products to remain
relevant and capable in a new environment. SpaceX is a high-profile example of an
innovative (and relatively young) company doing big things in aerospace manufacturing
and space transport. Employees report feeling elated to literally launch rockets, but
expectations are extremely high and 60 to 70-hour work weeks are the norm. Still,
knowing that they are doing meaningful, history-making work keeps most employees
motivated. Possible pitfalls: intensity can lead to competition between employees and
people feeling pressure. Perks like team outings, peer recognition programs and health
initiatives can combat this.

Horizontal corporate culture is common among start-ups because it makes for a
collaborative, everyone-pitch-in mind-set. These typically younger companies have a
product or service they are striving to provide. They are more flexible and able to change
based on market research or customer feedback. Though a smaller team size might limit
their customer service capabilities, they do whatever they can to keep the customer
happy — their success depends on it.

Titles do not mean much in horizontal cultures, where communication between the
CEO and office assistant typically happens through conversations across their desks to
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one another rather than email or memos. This is the experimental phase, where risks are
necessary and every hire must count. Basecamp is the perfect example of a successful
company which maintains a start-up-like mind-set. Basecamp has announced that it will
focus exclusively on its most popular product and maintain its relative small size rather
than grow into something much bigger and broader (Jason Fried: “Stay Small, Grow
Slow, and Do One Thing Really Well”). Possible pitfalls: Horizontal cultures can suffer
from a lack of direction and accountability.

Traditional companies have clearly defined hierarchies and are still grappling with
the learning curve for communicating through new mediums. Companies where people
wear a tie and slacks are of the conventional sort. In fact, any dress code at all is indicative
of a more traditional culture. There are a numbers-focused approach and risk-averse
decision making. Your local bank or car dealership likely embodies these traits. The
customer, while crucial, is not necessarily always right.

But in recent years, these companies have seen a major shift in how they operate.
That 1s a direct result of the digital age, which has brought about new forms of
communication through social media and software as a service. Facing this challenge can
be a big opportunity for learning and growth, as long as it is not resisted by management.

Founded in 1892, GE is about as traditional as they come and is well-known for its
cut-and-dry management practices. Just recently, however, it eliminated its traditional
performance review in favour of more frequent conversations between management and
employees and is even launching an app to help facilitate feedback. It is the perfect
example of an old-school company embracing technology and change. Possible pitfalls:
This very cut-and-dry approach leaves little room for inspiration or experimentation,
which can result in a lack of passion or resentment from employees for being
micromanaged.

Uncertainty is the definitive trait of progressive corporate culture, because
employees often do not know what to expect next. Mergers, acquisitions or sudden
changes in the market can all contribute to a progressive culture. “Customers” are often
separate from the company’s audience, because these companies usually have investors
or advertisers to answer to.

But it is not all doom and gloom. A major transition can also be a great chance to get
clear on the company’s shifted goals or mission and answer employees’ most pressing
questions. Managing expectations and addressing rumours that pop up through constant
communication are the best things a company can do to prevent employees from fleeing
or cowering. Change can be scary, but it can also be good, and smart employees know
this. They embrace change and see it as an opportunity to make improvements and try out
new ideas. And hopefully, they rally their colleagues to get on board.

LinkedIn’s $1.5 billion acquisition of Lynda.com is one recent example of companies
in transition. Ultimately, it’s a match that makes sense — the companies’ goals are in
alignment with one another, and LinkedIn’s users benefit from the partnership. LinkedIn
still has a lot to prove to its stockholders (their shares fell after the company attributed its
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annual revenue forecast to the acquisition), and it recently reorganized its sales team and
changed its advertising methods. But by being straightforward and showing how these
changes will ultimately lead to greater benefits, both LinkedIn and Lynda.com can thrive.

Possible pitfalls: Progressive culture can instil fear in employees for obvious reasons.
Any change in management or ownership — even if it is a good thing for the company — is
not always seen as a good thing. Communication is crucial in easing these fears. It is also
a good opportunity to hear feedback and concerns from employees and keep top talent
engaged [14].

Task 2. Answer the questions.

DN AW -

detail.

6.
7.
8.

9.

. What is corporate culture?

. How can you define the employee-friendly corporate culture?

. When did the history corporate culture begin?

. Who creates and influences corporate culture?

. How many examples of contemporary corporate cultures do you know? Speak in

What are the most important characteristics of successful corporate cultures?
In which way can corporate cultures be shaped?

How can you characterise team-first corporate cultures?

What is typical for horizontal corporate cultures?

10. Where do people wear a tie and slacks as a part of their dress code?
11. What helps people facilitate feedback?
12. Why does culture shock sometimes happen?

Task 3. Complete the sentences.
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9.

. A company’s culture is reflected in ...

. Alphabet Inc. is well-known for its ...

. Holacracy is an open management philosophy ...

. Agile management, in essence, focuses on ...

. The Harvard Business Review identifies ...

. Companies with team-first corporate cultures make ...
. An elite corporate culture hires ...

. SpaceX is a high-profile example ..

“Stay small, grow slow and do one thmg really well” is .

10. Companies with conventional corporate culture use a Very cut-and-dry approach,
which leaves .

1. Uncertainty is the definitive trait ...

12. Changes in management of progressive companies are ...
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Task 4. Fill in the gaps.

attitudes  contribution retain  loyal corporations  conduct
values unhealthy attract  performance  turnover charge
1. Every organization, from small businesses to large , has a culture.
2. The culture refers to the values and of employees. 3. In a business with an

culture employees act as individuals, performing their duties to meet their
own needs, such as a paycheque or health benefits. 4. A healthy corporate culture
each employee in the organization regardless of his job duties, which results
in employees working as a team to meet the company’s and their own personal needs.
5. Healthy corporate culture improves the of a business in a number of areas.
6. In a company that values workers for their to the business, employees
experience high morale and a positive attitude toward the organization. 7. Workers with a
positive attitude are to the organization, which reduces employee turnover.
8. Worker has a high cost to a business, with increased costs for recruitment,
hiring and training. 9. A healthy corporate culture can help a company
valuable employees and reduce human resources costs. 10. Companies with a healthy
corporate culture gain a positive reputation among potential workers, which may
talented and skilled workers to the organization. 11. In addition to attracting
high-quality workers, a well-regarded business reputation allows the company to
a higher price for products and services and increases the value of the
company in the financial market. 12. Customers may prefer to business with
a business that has a solid corporate reputation as well.

Task 5. Read the text and do the test choosing the right meaning for the words in
bold italics.

Small talk does not mean unimportant talk. It is big talk, which can lead to big deals.
In the business world it is the starters, not the dessert. Businessmen always small talk
before they talk shop. Why? The reason is maybe because the English language appears
as a multicultural tongue shared by 20% of the Earth’s population. This means you often
talk to a person with other values, someone with a completely different mindset. Small
talk is like a hand we reach out across the cultural divide.

So how can we do that? Well, the trick is to make it personal without being private.
In this case politics and religion are non-starters. Safer topics embrace sports, health,
accommodation, travel, holidays, the weekend, leisure time activities, family and the
weather of course.

Recently at an Italian airport check-in I could not help overhearing a group of
Austrian businessmen talking to their Canadian partners in the opposite line. The topic of
their conversation was the weather. But that was not a topic of the conversation. That was
a tome of conversation, the last word on the subject, a Cambridge doctorate of
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philosophical complexity. Fifteen solid minutes: forecast, review, backwards, forwards.

This seems oddly enough because it is not what we really have in mind when we ask
the innocent question “How is the weather?”” in English small talk. Do you consider people
in their right mind actually enjoy discussing the most mundane subject in the universe?

Thus, do not dwell on the niceties of that low-pressure front sweeping Florence and
move smartly onto the next talking point. So, the weather is not a Shakespearian
monologue, but a conversational ice-breaker. Small talk gives you a chance to suss out
your partners’ attitudes and to locate their accents, paving the way for the real subject of
cultural identification.

1. Talk shop means to talk about:
a) shopping,  b) your work;,  c) unimportant matters.

2. Mindset here means:
a) human brains,  b) a way of feeling something;
c) way of considering things.

3. Overhear means:
a) hear something without being involved in a conversation;
b) be hard of hearing;
¢) be very good at hearing.

4. A tome of conversation means:
a) large heavy book on a subject of conversation;
b) a long and serious conversation,
¢) an unimportant conversation.

5. Mundane means:
a) ordinary and not interesting or exciting;
b) happening very often;  c) happening very rarely.

6. Dwell on something means:
a) listen carefully and attentively;
b) spend a lot of time talking about something;
¢) pay attention to the topic of conversation.

7. Suss out means:
a) see;  b) hear; c) understand.

8. Pave the way means:
a) cover the area with asphalt;  b) show the direction,
c) make something possible or more likely to happen.
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	1. Four pals, Adrian, Robert, Dave and Steve, have started a __________ company in the USA. 2. They perform as __________ and investors. Robert invested 40 000 dollars. Steve put in 20 000 dollars. 3. Adrian’s __________ was 110 000 dollars, the capit...
	ARDS Ltd.
	$ 200 000
	(200 000 x $ 1)
	5. Adrian owns 55% of the __________. 6. He is the majority shareholder and has a controlling __________. The company’s capital (the money it uses for buying goods and equipment) is 200 000 dollars.
	7. The company’s capital is __________ into 200 000 shares of 1 dollar each.
	8. 1 dollar is the nominal value of each share. Dave owns 30 000 shares. The nominal value of his shares is 30 000 dollars. After a year, the company makes 30 000 dollars __________. This is divided between the shareholders. 9. The company __________ ...
	10. Dave __________ 6 000 dollars (30 000 shares x 20 c.).
	Task 5. When you start working, it is important to understand basic business etiquette. Look through the following suggestions, which are generally appropriate for most organizations, and put them in the correct columns.
	1. A company’s culture is reflected in …
	2. Alphabet Inc. is well-known for its …
	3. Holacracy is an open management philosophy …
	4. Agile management, in essence, focuses on …
	5. The Harvard Business Review identifies …
	6. Companies with team-first corporate cultures make …
	7. An elite corporate culture hires …
	8. SpaceX is a high-profile example …
	9. “Stay small, grow slow and do one thing really well” is …
	10. Companies with conventional corporate culture use a very cut-and-dry approach, which leaves …
	11. Uncertainty is the definitive trait …
	12. Changes in management of progressive companies are …
	1. Every organization, from small businesses to large __________, has a culture. 2. The culture refers to the values and __________ of employees. 3. In a business with an __________ culture employees act as individuals, performing their duties to meet...
	Small talk does not mean unimportant talk. It is big talk, which can lead to big deals. In the business world it is the starters, not the dessert. Businessmen always small talk before they talk shop. Why? The reason is maybe because the English langua...
	So how can we do that? Well, the trick is to make it personal without being private. In this case politics and religion are non-starters. Safer topics embrace sports, health, accommodation, travel, holidays, the weekend, leisure time activities, famil...
	Recently at an Italian airport check-in I could not help overhearing a group of Austrian businessmen talking to their Canadian partners in the opposite line. The topic of their conversation was the weather. But that was not a topic of the conversation...
	This seems oddly enough because it is not what we really have in mind when we ask the innocent question “How is the weather?” in English small talk. Do you consider people in their right mind actually enjoy discussing the most mundane subject in the u...
	Thus, do not dwell on the niceties of that low-pressure front sweeping Florence and move smartly onto the next talking point. So, the weather is not a Shakespearian monologue, but a conversational ice-breaker. Small talk gives you a chance to suss out...
	1. Talk shop means to talk about:
	a) shopping;     b) your work;     c) unimportant matters.
	2. Mindset here means:
	a)  human brains;     b) a way of feeling something;
	c) way of considering things.
	3. Overhear means:
	a) hear something without being involved in a conversation;
	b) be hard of hearing;
	c) be very good at hearing.
	4. A tome of conversation means:
	a) large heavy book on a subject of conversation;
	b) a long and serious conversation;
	c) an unimportant conversation.
	5. Mundane means:
	a) ordinary and not interesting or exciting;
	b) happening very often;     c) happening very rarely.
	6. Dwell on something means:
	a) listen carefully and attentively;
	b) spend a lot of time talking about something;
	c) pay attention to the topic of conversation.
	7. Suss out means:
	a) see;     b) hear;     c) understand.
	8. Pave the way means:
	a) cover the area with asphalt;     b) show the direction;
	c) make something possible or more likely to happen.
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