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HNEPEIMOBA

3acBOEHHS OCHOBHMX TEOPETHYHHUX 3acaj MpakTukymy «Corporate
English» BinOyBaeThcsl TiepeBayKHO Yepe3 BUKOHAHHS MPAaKTHYHUX 3aBJIaHb
mig 4yac 3aHATh. BoOHM chpsiMOBaHI Ha O3HAWOMIICHHA Ta ONAaHyBaHHI
JIEKCUKH 3 MEIUYHOI MPOOJEMAaTHKU, a TaKOXK PO3B’S3aHHS IOCTABICHHUX
MUTaHb HAa OCHOBI OTPHMAaHUX MPAKTHKO-OPiEHTOBAaHMX 3HaHb. lle
CIpUSATHME PO3IIMPEHHIO CIEKTpa HaBHYOK 3700yBadyiB OCBITH Ta
3a0€3MeYnTh MOXKIIMBICTh ©()EKTHUBHOI caMopealtizallii BiAMOBIIHO 10
Cy4JacHHMX BUMOT 0 MaiOyTHiX ¢axiBIIiB.

PoGora 3 mpaktukymom «Corporate English» cnpustume po3BuTKy
IHIIOMOBHMX KOMYHIKAQTHBHMX yMiHb JIO DIBHS, SKWUH 3a0e3nedye
BUKOPHUCTAHHS aHTJIIHCHKOI MOBH B IIMPOKOMY KOJi peallbHUX CHUTYyallii
Menu4HO1 cdepu, 3abe3rneueHHs] 3aCBOEHHS CTYJICHTAMU aHAJOTIYHOT
TEPMIHOJIOTIT 32 YMOBM JOMiHYBaHHS TParMaTH4YHOi, COIIOKYJIBTYPHOI 1
(axoBo-mipodeciitHOi KOMITETEHIIi.

Bnacnigok po6oTu 3 MpakTUKYMOM 3700yBadi 3aKpiIuIsITh yMIHHS:

— e(DeKTHMBHO TpaIlOBaTH 3 TMOJAHOK TEMAaTUKOI: J00HpaTH
HeoOximHy iHdopMalilo 3 pi3HHUX JPKepesl, KPUTHUYHO aHali3yBaTh U
iHTepIpeTyBaTH 1i, BIOPAAKOBYBaTH, KiacudikyBaTH 1 BMITH 1i
3aCTOCOBYBATH B MPAKTUYHUX CUTYallisIX;

— yCHOI iHTerpamii: OpaTH aKkTUBHY ydYacTb y HepOpMaIbHUX 1
(dopMaTbHUX TUCKYCISX Ta PO3MOBax MoOyTOBOTO, MPO(ECIHHOTO 3MICTY;
PO3YMITH 9y>Ki TyMKH Ta MPOIO3HIIii, KOMEHTYBaTH, OLIHIOBATH Ta POOUTH
BHCHOBKH; OyJyBaTH BHUCIIOBIIOBAHHS 3 3ay4aHHSIM JICKCHYHUX CTPYKTYP
Ta KOMIUIEKCIB, HA0OYTHX MPOTSATOM BHBUCHHS KYpCY;

— ayIitoBaHHS: PO3YMITH TEKCTH, TIOB’sI3aHi 3 TEMaMH, SIKI BHBYAOThCS;
CripuilMaTy 3arajloM Ta B JeTajlsiX iH(QOpMaLilo 3arajlbHUX TEM HaBiTh 3a
JOJTATKOBUX 3BYKOBHX TEPEIKO/] 1 Bapialliid aKIeHTIB;

— YCHOTO MpPOAYKYBAaHHS: YITKO Ta JETaJbHO BUCIIOBIIIOBATH JIyMKH
1010 PI3HOMAHITHUX AKTyaJIbHUX TE€M, BUKOPHCTOBYIOUH ITUPOKHHA CIIEKTP
MOBHHUX 3aco0iB, BHCIIOBIIIOBATH CBOE€ CTAaBJCHHS JIO TMEBHUX CHUTYaIlili;
JIaBaTH YiTKI ONMHCH 3 JOCHIJKEHOI TeMH, POOUTH pe3loMe, y3aralbHEHHS;
aJIeKBaTHO Ta KOMIIETEHTHO pearyBaTH Ha CIIOHTaHHI KOMEHTapi;
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— OBOJIOJIIHHS HEOOXiJHMM JIGKCHYHUM MaTepiaJioM i3 Tem, Mo
BHUBYAIOTHLCS, JJIs BUIBHOTO Ta MOCTiIOBHOTO BUKJIAJACHHS CyTl MPOOIEeMHIX
MUTaHb, OB’ sI3aHUX i3 3aMPOINIOHOBAHUMHU TEMaMH.



CORPORATE ENGLISH

LESSON 1)

1. Company Structure. Vocabulary. Here are twenty words often
used to talk about company structure.

n. department responsible for
1 | Accounts Dept. administering a company’s financial
affairs
2 |A.GMUK abbr. Annu’al General Meeting of
a company’s shareholders
n. a group of people chosen to
3 |board of directors | establish policy for and direct or
control a company
n. person who heads a Board of
4 | chairmanUK Directors; head of a company;
chairperson
. n. a member of the board of
5 |director .
directors
. n. person who manages the affairs
executive . . .
6 of a corporation — chief executive
officerUS
officer n.
7 | headquarters n. a company’s principal or main
office or centre of control
n. person responsible for day-to-
8 | manager day running of a dept.; executive
officerUS
managing n. senior director after the
9 directorUK chalrman 'respon81ble for day-to-
day direction
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n. dept. responsible for putting

10 | Marketing Dept. | goods on market, inc. packaging,
advertising etc
11 | organisation chart n. a table or plan showing

a company’s structure graphically

Personnel Dept.

n. department responsible for
recruitment and welfare of staff or
employees

n. the highest executive officer of

13 | presidentUS a company; head of a company
14 | Production Dept. n. de.partmen‘F responsible for
physical creation of product
n. department responsible for
15 | Purchasing Dept. | finding and buying everything
needed by a company
n. department responsible for
R&D
16 Research and Development of
Department
(new) products
n. the place where visitors and
17 | reception clients report on arrival at
a company
18 | Sales Department n. department responsible for

finding customers and making sales

n. person who holds or owns

19 | shareholder shares in or a part of a company or
corporation
n. any of several executive officers,
20 |vice presidentUS | each responsible for a separate

division
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2. Read the text, summarise the information:

Organizational structure is typically a hierarchical
arrangement of lines of authority, communications, rights and
duties of an organization. It determines how roles, power and
responsibilities are assigned, controlled and coordinated and how
information flows between the different levels of management.

Structure doesn't only allow an organization to run smoothly; it
also helps prescribe how an organization runs. In fact, organizational
structure can help dictate culture, values, and success.

An organization can be defined as an entity comprising
multiple people working towards a common goal, linked to an
external environment.

Organizational structure, then, is a visual diagram of an
organization that describes what individuals do, whom they
report to, and how decisions are made.

Imagine a bee colony, which can consist of up to 80,000 bees.
The pristine, precise octagonal lattice work of its honeycomb
hive, wealth of golden nectar, and survival of each bee depends
on the structure, coordination, and communication within the
colony. Queen, worker, drone: each bee has clearly defined role.

At the foundation of a company’s organizational structure is its
mission; it’s the reason it does what it does. A good organizational
structure will support a company’s mission, and it will attempt to
meet the needs of various stakeholders. Even though some knee-
jerk capitalists will state that the mission of their company is to
make money, there must be more to it than this.

For example, Apple had a lofty mission to «put a dent in the
universe.» Apple set its organizational structure around a strong
leader in Steve Jobs, who, many would argue, did exactly that.

Sound organizational structure helps set priorities. How
resources are earmarked communicates what is and isn't important to

— — — 7
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an enterprise. Most companies set priorities, high-to-low, with their
overall brand image as their very top concern. Other priorities might
include strategic initiatives, sales, growth, operational efficiencies,
security, and regulatory compliance.

The bigger the company, the more complex its structure
tends to be. Very large corporations tend to be multinational
and often have a number of different branches and subsidiaries.
Although there is great diversity in how such large companies
are organized, they usually follow a general basic pattern.

The board and shareholders

Most very large corporations these days are owned by the public.
This means that ownership of the company is divided into shares
that people can buy and sell. Because good corporate governance
is very important to shareholders, most companies have a board of
directors that oversees the company and protects the shareholders’
interests. The board reports on the businesss success and progress to
the shareholders via an annual and/or quarterly report.

Upper management

At the head of every large corporation you’ll find the big shots
in the C-suites! This is a group of executive officers like the CEO,
COO and CFO, who have responsibility for making the strategic
decisions that will give value to the shareholders. Just below these
top executives are the different presidents, vice-presidents and
directors in charge of the company’s various divisions. A typical
large corporation might have five divisions, with marketing,
accounting, finance, IT and HR being the most common.

Middle management

Next in the typical hierarchy are the middle managers, who
are the link between the upper management and the lower levels
of an organization. These are the people involved in the day-to-day
running of a company, who perform a valuable role in implementing

8 — — —
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the executive strategy. Like the executives, middle managers need to
have good leadership and decision-making qualities.

Lower-level employees

You could say that these are the people who do all the actual
work! They range from blue collar workers who assemble goods on
afactoryline, to receptionists who answer the phones, and customer
service and sales reps who interact with the public. Although low-
level employees are paid less, they are vital to the success of an
organization. Indeed, some big corporations ask their upper-level
employees to work among the ranks of low-level workers so that
they understand better how the organization operates.

Thestructure ofa companyis often closely connected toits culture.
In a small company it’s easier to be dynamic and innovative, whereas
in a large company things are often slow-moving and bureaucratic.
Similarly, if the company is hierarchical (many levels), then people at
the bottom aren't allowed to take initiatives without permission from
their seniors; decision-making and communication are top-down. If
the structure is flat (few levels), then the flow of information can be
more bottom-up. In all cases you hope that the company culture is
honest, open and transparent (= not trying to keep things secret).

Task 3. Find the abbreviations in the text? Explain their
meaning

Work in groups. Using the template of the company structure,
create your own start-up or business company.
a) What kind of company do you want to work for?

b) In which department?
¢) What do you think your first position will be?

d) Do you expect to have one immediate boss, to work
for more than one superior or to be part of a team?

— — — 9
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TEMPLATE: Giving the history of your company
We were founded / set up / established in 1981.
We merged with X company in 1990.
We set up a subsidiary in the UK.

The subsidiary was sold off two years after and the remaining
company was split into five different divisions.

We floated on the stock exchange last year, and we are
now listed on the London Stock Exchange.

Talking about your products and services
We make / produce packaging material.
We manufacture car engines.

We supply paper products.

We launched a new washing powder last month. It has
revolutionised the washing process. We have pioneered
new ways of reducing energy costs in domestic appliances.

Weare researching new products for thehomeentertainment
industry. We hope to roll them out early next year.

We are developing new software for the Internet.
Our R&D department is working closely with our
international partners.

Company performance

We are the market leaders in three countries.
We have expanded our operations.

Our company has grown by one-third.

We make annual profits of $1 million.

Our turnover is in excess of $2 million.
Company structure

At the head is the President, or CEO.
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Below the President is the Managing Director, who has
overall responsibility for the day-to-day running of the
company.

The company is divided into different departments,
each with its own director. The Marketing and Sales
department consists of the sales team, and customer
services. The Administration department also includes
Human Resources.

We employ more than 2000 people worldwide.
Responsibilities

I report to the Marketing Manager.

I deal with customer enquiries.

We work closely with the sales team, who are in charge
of customer accounts.

We co-operate with our offices worldwide.
We have more than one branch in some countries.
We are responsible for our own markets.

Departments

The list of departments below is typical for many business — each

one corresponds to a business function. Companies also have other
departments related to their own particular business activity.

12

e Production might also include Purchasing and
Quality Assurance (QA).

® Operations refers to all the internal processes of
a company and might include, for example, Logistics.

e Sales might also include Business Development.
e Customer Services might include Technical Support.

e Marketing might include Market Research.
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e Communications refers to all promotional activities
including a strong focus on Public Relations (PR).

e Finance has many subdivisions, such as Financial
Control, Treasury, Accounts and Payroll (= managing
salary payments).

e Human Resources (HR).

e Information Technology (IT).

® Research and Development (R&D).
[Describing the activity of a department]

My department deals with marketing.

My department is responsible for administration. We
organize tests/studies/research.

We work with customers/suppliers/subsidiaries/other
companies in the group.

[Describing the staff of a department]
There are (20) people in the department.
Pierre Ducros is in charge of the department.

I am one of the managers/technicians/secretaries/
engineers.

[Describing the equipment/premises of a department]
We have a large office/three laboratories/a small
building.

We use computers/fax/e-mail a lot.

We have a well-equipped laboratory/a lot of technical
equipment.

Risks

The majority of businesses fail (= go out of business). There
are many reasons, which include:
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e The founder can’t get a loan, perhaps because of
insufficient collateral (= property you agree to give
the bank if you fail to give back the money you
borrowed).

® The company can’t meet its monthly repayments to the
bank.

e The company fails to get enough customers.

e Competition from other companies.

e Changes in the market (demand for the products falls).
e Poor management of cash flow and/or insufficient capital.

e Management problems (eg the founder finds it
difficult to delegate work to other people).

e Failure to integrate an acquired business after a takeover.

4. Rearrange the letters to make words. Use the definitions in
brackets to help you.

1. enrtrepeenur — entrepreneur (someone who starts
a company and makes business deals)

2. citapal —.............. (money used to start or invest in
a business)

3. funoder —.................. (someone who starts an
organization)

4. prmeeiss —.................. (the buildings that a company
uses)

5.puchrase —................... (formal buy something)

6. tunvorer — .............oc..e (the money a business makes
= revenue)

7.seahrs —......c.cocooiiinin. (the equal parts ofa company

which people can buy and sell)

14 - — -
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8. actisiquion —.............oeenen. (buying another company;
= take-over)

9. cotellaral —..............o.oills (property or money that
you promise to give the bank if you cannot pay back a debt)

10. damend —...........oeinnln. (the desire or need that

customers have for a product)
5. Underline the correct word in italics.

1. My brother is a plumber. He's autonomous / self-
employed.

2. The people who own a private company might include
the founder of the company, some family members,
and perhaps a few business associates / companions.

3. In a public company anybody can buy the actions / shares.
4. A public company is listed / posted on a stock exchange.

5. Our railways were recently privatized. I think the
service was better before, when they were a public
company / state-owned enterprise.

6. The Purchasing Department is responsible for buying
parts and raw materials / making the final product.

7. If you have a complaint, please contact Consumer
Services / Customer Services.

8. All recruitment and selection is done by our Human
Relations / Human Resources Department.

9. Innovation is the key to our success and we have
recently expanded the Research and Design / Research
and Development Department.

10. In the Legal Department we have three lawyers /
advocates trained in commercial law.
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11. It's the CEO’s job to control / run the company.

12. Our Business Development Officer is responsible
for / the responsible for finding new business
opportunities.

13.1 can’t take that decision. It will have to be referred to
higher people / more senior people.

14. That decision will have to be taken at a higher level /
a more superior level.

15. In the department there are six Sales Representatives
and their line director / line manager.

16. The Sales Department has to liaise / liaison closely
with Marketing.

17. She is part of / makes part of a team of designers.

18. I am the Financial Controller, and I relate directly /
report directly to the Finance Director.

6. For five minutes, get groups of students to act out a typical
situation

o Humour. Ask to what extent humour enters into business
relationships — or even jokes. In some countries, such as
Britain, joking is often used to relieve tension. In others, such as
Germany, that might be regarded as flippant or unprofessional.
Sean O’Casey, the Irish playwright, said that the Irish turn a crisis
into a joke and a joke into a crisis.

o Women in business. In which cultures is this unlikely?
Where are women having an increasingly prominent role in
business? (Italy and the UK are examples, although less than 10 %
of company executives in the UK are women.) In some countries,
despite legislation aimed at improving career opportunities for
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women, few reach the top (Norway, for example, although the
field of politics is an exception) ..

o Alcohol and business. In cultures where alcohol is taboo,
this is, of course, not an issue. However, while it is not unusual to
have a glass of wine or a beer with lunch in Europe, it is very bad
form to drink too much. In Italy, a nation of wine drinkers, it is
very unusual to drink outside meal times, whereas in Sweden it
is not unusual to have a beer with colleagues after work.

o Coffee. In many countries, coffee and business seem
inextricably linked. Coffee seems to be what cements relationships,
everywhere from Saudi Arabia to Argentina, via North America
and Norway. Tea. In China and Japan, tea is more popular.

o Eye contact is important. Not maintaining eye contact
indicates someone who is unfriendly, insecure, untrustworthy,
inattentive and impersonal. But it is considered rude to stare.
Americans signal interest and comprehension by bobbing their
heads or grunting.

7. Translate:

1. Ilig cmpykmyporo (Bif maTuH. structura — mobymosa,
po3MillleHHA) pO3yMilOTh BHYTPILIHIO OYJ0BY YOTOCH, IeB-
HUJ B3a€EMO3B 30K CK/Ia[OBUX Liijoro. Biibui TO4HO — 1ie
BHYTPIIIHIN ycTpilt poboTm cucremyu, TOOTO CYKYIIHICTb
€lIeMEHTIB CUCTeMM Ta CTa/IUX 3B A3KiB MDK HMMU

2. CTBOpeHHs OpraHisalifHoOl CTPYKTypy He IIOBMHHO IIO-
YMHATICSA 3 BEPXY, TOOTO Bij Aupexiii i ;o BukoHaBLiB. Ha-
BIIaKM, CIIOYATKY IPOEKTYIOTbCS KOHKPETHI poboTH, 3’51C0-
BYETBCSA IX 3MiCT, 00cAT i BUMOTY 10 HUX. | myiie HanpukiHIi
IPUIIMAETHCA pillleHHS MIOfI0 CTPYKTYPHOI KOHpiryparii.

3. llixaBuM npuK/IagoM MobynoBM opraHisalliil € KOMITaHii,
1110 3aJIMAIOThCA NPAMUM IIPOJjaXKeM CBOEI PO YKIIil 3a J10-

— = — 17
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IIOMOT'0I0 PO3MOBCIO/PKYBauiB. Taki kommaHii 6yayoTh cBOI
AUCTPUO I0TOPCHKI MepeXki Ha MificTaBi IMBI/IbHO-IPaBOBUX
JIOTOBOPIB, 5IKi BOHU 0€3110CepeHbO YKIANAI0Th 3 JleCATKa-
MU i HaBiTb COTHAMM TUCY Pi3MYHUX OCi0, 5Ki CTaOTh 3r0-
IOM iHAVBIyaTbHUMY HiJIPUEMLIAMM.

4. CTpyKTYypHi B3a€MO3B’sI3KM B OpraHi3allisiX 3HAXOJATHCS
B IIeHTpi yBaryu 6araTbox ZOCTiTHMKIB i kepiBHUKIB. [Iy141 TOTO,
06 epeKTMBHO AOCATamuca I, HeoOXigHe pO3yMiHHSA
CTPYKTYpM pOOIT, migpo3AiniB i pyHKIIOHATPHIX OXVMHUIIb.
5. OpraHnisanis po6otu smopeit 6araTo B Y4OMy BIUIMBA€E Ha I1O-
BefIiHKY IpaniBHMKiB. CTPYKTYPHI Ta IIOBEiHKOBi B3a€MO3B 13-
KIf, B CBOIO 4epry, JOIIOMararoThb BU3HAYMUTY LI OpraHisaii,
BIUVIMBAIOTD Ha BiTHOCHHM i IIOBEiHKY ITPALIiIBHIKIB.

6. He moTpebye mokasis Toil akT, 110 KO>KHA OpraHisaiis
€ JJOCUTDb CKJIaJHa B TEXHIYHOMY Ta €KOHOMIYHOMY IUIaHi
HOTO CIIOCO0y B3a€MOJIII i CIIONy4YeHH TAaHOK I CK/IaJjOBUX,
3a7IEXUTH YCIIX MiZIIPUEMCTBA BLI/IOMY.

7. Opranisanisa CTPYKTypy YNPaBIiHHA — L€ CIOTYYHMIA
€JIEMEHT, AKUIl MO3BOJIAE€ BCIM PO3PiSHEHMM IipO3Ainam
3I{JICHIOBATY CBOIO pOOOTY Y3TOMXKEHO, B €VHOMY KIIIOUi
IIOCTABJIEHOI IIepel OpraHi3alli€lo 3aBAaHHA.

8. IIiIKOM JIOTiYHO, 110 KOXKHOMY HifIIPMEMCTBY, IO 3ali-
Ma€eThCsl KOHKPETHUM BMJOM JisTIBHOCTI HeoOXiHa IeBHa
opraHisaljiiina CTpyKTypa, sKa BifnoBigama 6 came Takum
BUMOTAM, fAKi Ipex ABIAITbCA [O ILbOrO HiIpUEMCTBA
B 110T0 crierudiyHNX yMOBaXx.
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LESSON 2)

SOCIALIZING AT WORK

1. Answer the following questions.

1. Do you think many people socialize with their
coworkers?

2. Do you think most of this socializing happens inside
or outside of the office? Or both?

3. Can it be beneficial for the career to socialize with
colleagues? Name the reasons.

4. Should employees be careful not to socialize too
much with their coworkers?

5. How much is coworker socializing good for your career?
6. Can socializing be detrimental for your job?
7. Whatare some smart ways to socialize with coworkers?

8. What do you think are the pros and cons of socializing
in the workplace?

9. Continue the sentences: Ideal relationships are ...
Bad relationships at work make people feel...

Good relationships at work make us feel...

2. Read the passage. Is socializing at work really important?
What reasons does the writer give for it? Add two more
reasons to the list.

Well, it does depend on what type of work you are in, but
I think socializing is a good skill to have. I'm not surprised when

— — — 19
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the people person type of employees get promoted. I mean, in
most jobs you have to liaise with other people — have good
interpersonal skills. While some people spend little time at
their desks, they have solid relations with other departments,
customers, co-workers, etc.

Very useful to have! I find troubleshooting easy because I'm
fully aware of what’s going on in the organization. While I leave
my desk only for short breaks, I'm visited all the time by other
people for a chat. It is really made my life easy knowing everyone
and getting the inside gossip on what is going on. OK, some of
it is pure entertainment but work-related info is always useful.

3. Read and translate the text:

Socializing at Work

Getting along with the people you work with is essential to
effective and productive teamwork. A good start is having a positive
attitude that makes you the kind of a person people want to be
around. Additionally, finding allies — coworkers you can count on
for direction and honest feedback will be helpful to your fitting in. To
be sure that your «social» behaviour on the job is working for you.

Here are a few guidelines:

Take an interest in everyone, don’t exclude people or become
part of a «clique».

Attend company activities such as sporting events, dinners,
staff parties.

Avoid gossiping, talking behind someone’s back or taking
«sides» in internal conflicts.

Do not partake in discussions or «<humour» that is sexist,
racist, or otherwise offensive.

Do not accept or be a passive observer of any form of
workplace harassment.
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Do not ask coworkers to buy products from you, and be
assertive if you don’t want to buy them.

Accept coworkers as they are and avoid passing judgement
on their lifestyle choices.

Tips for Conversation

First, don't make assumptions about what people may be
interested in. Not all men follow hockey, not all women are into
fashion and not everyone who wears baggy pants loves rap.

Second, listen to what your coworkers talk about and join
in when it is something that interests you. Don’t try to fake
knowledge — ask questions instead.

Third, and most important, don't bring details of the most
personal aspects of your life, especially problems, into the
workplace.

Close Relationships

Coworkers do sometimes become close friends — or more.
To keep this from becoming an issue, consider these guidelines:

Try to understand the reasons your boss, or other coworkers
may object.

Do not let friendship get in the way of being a part of the
whole team.

Do not use work time to discuss outside plans or activities.

Approach any romantic situation cautiously, being aware of
company policy and any potential harassment.

4. Answer the following questions to the text:

1. What is essential to effective and productive
teamwork?

2. What is the best advice about «social» behaviour on
the job is working for you?
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3. What are the three tips for the efficient conversation
with your coworkers?

4. What should employees always remember about close
relationships at work?

5. Work in pairs. You are socializing with someone from
another subsidiary or organisation at a party. Prepare
a dialogue including the following:

greet your partner
say what has been happening in your department recently
include two items of gossip

respond to each other’s news and gossip

6. Role-play. You are at a conference and you want to make
some useful contacts.

Student A: Complete your role card. Introduce yourself and
network with another person. Then move on and meet someone
else. Youarea TV presenter and have worked for several TV channels
(...) and hosted TV shows including (...). You have interviewed
many famous people, such as (...). Your hobbies and interests are
(...). You want to produce a new documentary series about unusual
people. Youd like to write a book, maybe with a co-author.

Student B: Complete your role card. Introduce yourself and
network with another person. Then move on and meet someone
else.You are an adventurer. You have travelled around the world
for (...) years and visited all these placesc(...). You have climbed
Everest as well as (...). Your hobbies and interests are (...). Youd
like to find sponsors for your next big adventure to sail around
the world. One day you want to set up sports and education
programmes for young people.
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Student C: Complete your role card. Introduce yourself and
network with another person. Then move on and meet someone
else. You are a former sports star (sport?...). You have won (...).
You have retired from professional sport and now you (...). Your
hobbies and interests are (...). You are thinking of becoming a TV
sports presenter. You give a lot of money to children’s charities.

Student D: Complete your role card. Introduce yourself and
network with another person. Then move on and meet someone
else.You are a writer. You have written books about (...) and articles
for various publications including (...). You have lived in different
countries (...). Your hobbies and interests are (...). You aren’t sure
what to write your next book about. You are looking for someone
interesting to speak at your children’s school.

7.Read about the categories of difficult people to deal at work with.

What category do you belong to?
a hardcore bully
an ego-centered princess
a passive-aggressive
a baby
negative Ned or Nancy
a people pleaser
a non-player
Hardcore bully
Hardcore personalities are hostile, abusive and intimidating.
They always have to be right and will charge like angry bulls if
you challenge or cross them.Take a deep breath. Let them blow off
steam and express their anger and frustration. But do not let them
get abusive. Address them by name to maintain control. Then state
your position clearly and avoid the temptation to argue. You won't
win a battle with them, especially in a public forum.
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Princess

Princesses are experts and appear to know more than others
should about a particular subject. Facts are power to them and
since they know the facts, they feel superior. They want to be
special and center stage. Make sure you know more facts and
information. They love to show oft and have others appreciate
their knowledge. Use their knowledge strategically.

Passive aggressive

Passive aggressive personality types take potshots. They undercut
your authority by using sarcasm, which they often disguise as a joke.
They will not be direct with their criticism. Try to turn their attention
and comments to the issues not the personalities involved. Once they
realize that you won't put up with their sniping, they usually stop. They
do not want to be center stage, so tend to avoid open confrontation.

The baby

Babies see everything negatively. They complain and act defeated.
Since they often believe no one thinks they are important, start your
interactions by listening to what they say. Steer them toward the facts,
which are usually much less negative than what they believe. Direct
the baby’s attention to the more positive aspects of the situation. When
baby asks a negative question, turn to the rest of the group to answer.
Don't give them much eye contact.

Negative Ned or Nancy

Negative Ned isn't just negative, he distrusts anyone in power.
He believes that his way is the only right way and his motto is
«I told you so. Stay positive, but realistic. Refuse to argue with
them and stick to the facts.

People pleaser

While these people are easy to like, they can be difficult
personalities to deal with. They over commit themselves and their
staff because they cannot say «NO». Carefully limit how much you
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ask of them to eliminate the disappointments caused by missed
deadlines. In meetings, they may tend to volunteer for way too
much. Try: «You're working on so many worthy projects... who else
would like to sign up for this one?» Affirm their contributions and
help them say «no».

Non-player

These people are the most difficult personalities to deal with.
They don’t reveal their true motives, and you end up in a guessing
game trying to find out what makes them tick. It is vital to get
them to participate in meetings, so they don't leave with their
hidden agendas and work counter to the team. The most effective
strategy is to draw them out with open-ended questions.

8. Discuss on how to build good relationships at work. Use the tips:

Vocabulary:
obstacle [ 'obstokl] nepenrkoaa
law of reciprocity [lo: ov rest prositi] 3aKOH B3a€MHOCTI
blind side [blaind said] HUTIIKOM
Tips:
Bring suggested solutions with the problems to the meeting
table.

Don't ever play the blame game.

Never blind side a coworker, boss.

Keep your commitments.

Your verbal and nonverbal communication matters.
Recognizing and respecting individual differences.
Engage the law of reciprocity.

Go out to lunch or for a drink.

Find out their challenges and obstacles (it’s not always
personal).
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9. Match the descriptions of the clients with appropriate
solutions on how to deal with them:

1. Th Ultra-Hands-On Client

You know the one: They call
the second they send you an
email to make sure you got
it. They follow up before the
deadline on a project to make
sure it’s on track.

In the office, they’re known
as the Micro-manager. But
since youre a consultant, its
a bit weird that they try to get
so involved. After all, theyre
paying you to do what you do
best, right?

2. Th Untrusting Client

This is the one who isn’t quite
sure youre able to handle
the task or understand their
company as well as they
do. Theyre right to be a bit
territorial. But it's your job
to reassure them that you're
skilled in what you do, and
get them to let go of their firm
grip on things.

A. lot of times, it’s about
control in this situation. And
you can’t fight someone’s will
to be in control. To that end,
include your client in the
process.

Ask for feedback and get
their opinion — unless you
start to get the sense that they
think youre doing so because
youre unsure of yourself.
In that case, show extreme
confidence in what you do. If
it’s early in your relationship,
point them to other clients
that can give you a shining
recommendation.

B. Make them feel like you're
there to lighten their load.
Stress the importance of them
focusing on what they do best
(run their company) while
you do the silly, boring work
they hired you to do.
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3. The «I Can Do It Better
Mpyself» Client If your client

wasnt so busy running
their business, theyd be
writing, designing and/or

programming whatever you

do.

They took a survey course in
that field in college 10 years
ago, so they know what they’re
doing. (But do they really?)
So they try to impart their
opinion on everything you do.
It’s getting in the way of you
actually getting quality work
done, and sometimes their
opinions — aren't shared by
the general public.

10. Read the text.

boiisan Onecs

C. My advice here is to
establish boundaries.

I've had such a client call
me on the weekend — yes,
the weekend. I fimly let
them know Id be available at
8 AM on Monday to discuss
the nonurgent marketing
emergency they felt they were
having. You can also give
yourself some breathing room
on deadlines so you can meet
them before the client has
a chance to check up on you. If
you tell them you’ll complete
a project on Friday and you
know they’ll call on Thursday;,
finish it on Wednesday to
avoid them breathing down
your neck.

Resolving conflict rationally and effectively

In many cases, conflict in the workplace just seems to be a fact
of life. We've all seen situations where different people with different
goals and needs have come into conflict. The fact that conflict
exists, however, is not necssarily a bad thing: as long as it is resolved
effectively, it can lead to personal and professional growth. In many
cases, effective conflict resolution can make the difference between

positive and negative outcomes.

The good news is that by resolving conflict successfully, you
can solve many of the problems that it has brought to the surface.
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The discussion needed to resolve conflict expands people’s
awareness of the situation, giving them an insight into how they
can achieve their own goals without undermining those of other
people.

Styles of resolving conflicts:

Competitive: People who tend towards a competitive style
take a firm stand, and know what they want. They usually operate
from a position of power, drawn from things like position, rank,
or persuasive ability.

Collaborative: People tending towards a collaborative style
try to meet the needs of all people involved. These people can
be highly assertive but unlike the competitor, they cooperate
effectively and acknowledge that everyone is important.

Compromising: People who prefer a compromising style
try to find a solution that will at least partially satisfy everyone.
Everyone is expected to give up something, and the compromiser
him — or herself also expects to relinquish something.

Accommodating: This style indicates a willingness to meet
the needs of others at the expense of the person’s own needs. The
accommodator often knows when to give in to others, but can be
persuaded to surrender a position even when it is not warranted.

Avoiding: People tending towards this style seek to evade the
conflict entirely. This style is typified by delegating controversial
decisions, accepting default decisions, and not wanting to hurt
anyone’s feelings.

11. Write pros and cons of resolving conflicts by using the
styles of resolving conflicts mentioned above:
Competitive Collaborative Accommodating Avoiding Compromising

Pro
Con
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IN THEORY, YOU
SHOULD SAY SOMETHING
LIKE - 'MTOO ANGRY
NOW I'LL BE BACK

12. Use one of the conflict resolving styles given above to role
play the conflict situations between:

a QA specialist and a junior software developer
a customer(boss) and a junior software developer
two team members

Phrases you can use:
Problem-solving phrases to deal with angry customers.
I understand how annoying that must be.

I don’t know, but I'll find out for you.

I'd be happy to help you with this.

I really appreciate you letting me know about this problem.
I will take responsibility.
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Please give me an opportunity to try and resolve this for you.
We appreciate hearing about your experience.
Please accept my sincere apology.

I am sorry for any misunderstanding you may have
experienced.

I'm so sorry that you feel this way.

As a solution, may I suggest that.

Thank you for letting me know about this situation.
Thanks for letting me resolve this issue.

I agree with many of your points.

Conflict resolution examples and problem solving phrases
for your colleagues in the office.
I understand your point of view, but I see it differently.
We may have a misunderstanding, so let me explain my
point of view.

What can I do to support you / to help you.

I didn’t mean to hurt your feelings.
13. Learn the Idioms.

bend over backwards
To bend over backwards means to do everything possible to
achieve something.

change one’s mind
To change ones mind means to change one’s decision.

common ground

Common ground refers to mutual understanding between
two parties.

get down to business

To get down to business means to stop making small talk and
talk about the topic at hand.
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hit below the belt
To hit below the belt means to say something to unfairly hurt
someone.

hold/bite one’s tongue
to hold/bite one’s tongue means to remain silent.

lay one’s cards on the table
To lay one’s cards on the table means to be honest about one’s
motivations, intentions, etc.

meet someone halfway
To meet someone halfway means to make a compromise with
someone.

not have a leg to stand on
If someone doesn’t have a leg to stand on, they don’t have
a valid argument.

on the fence
Someone on the fence about something is unable to decide.

out of the question

If something is out of the question, it is not worthy of
consideration because of difficulty or an unwillingness to do it.

play one’s cards right

To play one’s cards right means to make the right moves to get
what is desired.

see eye to eye

If people see eye to eye, they are in agreement about an issue.

short end of the stick

Someone who gets the short end of the stick has been treated
unfairly and has gotten the worse part of an agreement, deal,
assignment, etc.

sleep on it

If someone sleeps on it, they wait until the next day to make
a decision.
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stand one’s ground

To stand ones ground means to maintain one’s position and
not give in.

the ball is in one’s court

If the ball is in someone’s court, it means it is their turn to
decide or act.

until someone is blue in the face

Until someone is blue in the face communicates that someone
can say something over and over again but won't change the
other person’s mind.

upper hand
The person with the upper hand has a position of control or
advantage over someone else.

water under the bridge
Water under the bridge refers to problems or disagreements
in the past that are no longer relevant now.

Do the task:
1. We are very different people, and we almost never see eye
to

2. 'm the only one in my department who has to work late
today. It looks like I got the short end ofthe .

3. I don't think being indirect will work. Lets lay our ___
on the table and tell them exactly what our demands are.

4. We've bent over __ to ensure were offering good
customer service.

5.1was _____ the fence about whether to accept the offer.
After several days, I finally decided to accept it.

6. We could argue about this until we’re in the face,
but I don’t think we're going to change each other’s minds.
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7.1 know you were angry, but mentioning his recent divorce
was hitting below the .

8. Which country do you think has the upper in the
peace talks?

9. Public officials stood their _____ and refused to give in to
the union’s demands.

10. It's a big decision. Why dont you gohomeand _____ onit.
You can tell me your decision in the morning.

11. I listened to his argument, but I knew there was no way
he was goingto ____ my mind.

12. I know we've had our share of disagreements, but that’s
all water underthe  now.

13. You can file a complaint if you want, but you don't have
a to stand on. It's your word against his — no one else was
there.

14. We've made Conrad an offer. Now all we can do is see if
he accepts it. The ball is in his .

15. I was really angry, but I managed to my tongue and not
say anything in front of the rest of the team. (two possible answers)

16. I think we can easily resolve this disagreement if you
compromise with us and us halfway.

17. Our leaders failed to reach an agreement. It seems they
didn’t have any ground to stand on.

18. We made small talk about soccer and the weather before
getting down to and discussing the deal.

19. I'm willing to travel internationally, but relocating is
of the question. I don’t want to live in another country.

20. If we play our right, this could be a very profitable
deal for us.
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14. Translate into English, using the idioms.

1. Iloxy BOHM criepedanncs, My HaMarajncs BUPiNTH
npobreMy, ane, BpaxoBywuy crenudiky ix
xapakTepis (OfjVH 3aHy/a, a iHINMII epeKIioHIcT),
Bci Hami 3ycwuis Oyny MapHMMY, MU He Maju
CIIIBHOTO MiATPYHTA.

2. Komm mm mpuimum BpaHni mo odicy, Ham 60c
PO3MOBJIAB IVBHMM TOHOM. Ile Bce TOMY, 1110 TOTyBaB
JUIA BCIX CHIiBpOOITHUKIB clopnpus, ajme My JIO
OCTaHHbBOTO MOMEHTY He 3Ha/M AKMii came. Ot areHr!

3. Iloxu miBYMHA BifiBOJIiKaja yBary KIi€HTa, XJI0IElb
B35IB J10TO0 rpolli i cTpiMronos Bu6ir Ha By/InIiio, Iie
OyB cIpaBXHiil yap 1o penyTarii 6aHKY.

4. KiieHT HamonsAraB Ha TOMY, OO MU 3MiHWIN
BUIJISA]] TOJIOBHOI CTOPiHKY BeO CalITy, OCKi/JIbKM Hi
KOJIbOpOBa raMa, Hi KOHTEHT J10T0 He B/IAlITOBYBaB.

5. Mii1 xosera momomaras KIi€HTOBI 3p0O3yMiTu cxeMu
po60TH, KON 51 IVJTa KaBY. AJle, KOJIN sl IOBepHY/Iacs,
JIOBEJIOCSI 3HOBY BECTH PO3 SICHIOBAJIbHY Iis/IBHICTD,
00 HifIKOTO pO3yMiHHs I/IMOMH MTPOOIeMN y K/Ti€HTa
He OyI10.

6. [TporsiromM I'siTM TOAMH BiH HamaraBCs HaB s3aTU
Me€HI CBOIO TOYKY 30pY, ajie A TpPMMaJjia CBOI IMO3MIIiI.
I1s1 6e3rmyspa po3aMoBa TpuBana 6u 6e3kiHedHo, aje
CeKpeTapKa, BBIpBaBLIMCh Hade BUXOP, OrOIOCUTIA
TepMiHOBe 3i0paHHs B MiTiHI-pyMi.

7. Ha MO0 IyMKy, HaM He BYICTa4a€ TOJIOBHOTO YMHHIKA
IO yCIiXy HALIOI KaMIIaHil, TOMY IIPOIIOHYIO 3aBTpa
HOOPETHIITOPMATY 1 3HANTI KOMIIPOMIC.



36

boiisan Onecs

8. /1 He MOy rapaHTyBaTy BaMm HeraiiHuil pe3yibrar,
CTIIBKM BOM BXe CIUIMJIO, IO 3apa3 BECTU YECHY
Ipy IPOCTO HEMOXX/INBO.

9. 3amicTp TOrO, 10O CIlepevaTHCs 3 KITIEHTOM,
JIOTIOMOXXY JIOMY i Hi B AIKOMY pa3i He peneryit, 60
CBOIM HEraTMBi3MOM TU BIJIAKY€LI NOTEHLINHUX
KJIiEHTIB.

10. Ik BaXXKO B HallMX YMOBaX BECTU YECHYy IpY,
TaK XO4YeTbCsA YacoOM He BUK/IAfaTU BCi KapTu,
a KpaJilbKOMa CKOPUCTATUCA CUTYaLI€lo0.
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LESSON 3)

LEADERS

Warming up: Answer the questions.

Do you always turn down offers to cooperate?
Have you ever denied responsibility for your mistake?
Would you deny your laziness?

Do you always reject the requests of your colleagues?
spouses? children?

Have you ever declined coffee:)?

Continue the sentences

Leader is ...
I am (not) a leader because...

Are the leaders born or made?

Read the synonyms of the word «leader».

head manager employer coach
president ruler chief authority
principal big cheese boss

Read the features a leader should possess and add to the list.

openness [ oupnnis] BiJKpUTICTD
integrity [In'tegriti] Li/TiCHICTD
dedication [dedr ker/n] mocBsueHHs

assertiveness [o's3:t1vnos] HacTMpPIMBicTDb
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generosity [d3ena 'rositl] BeMMKOAYIIHICTB, IeApicTh
creativity [kri:er'tiviti]  TBopuicTb

humility [hju: ‘militi] MIOfSTHICTh, CKPOMHICTb

a sense of humor mo4yTTs rymopy

fairness [ 'feanis] crnpaBeguBicTH
Read the text and get ready to discuss:

Over the last decade or so management theorists have been
arguing that in a turbulent environment organizational effectiveness
can no longer be dependent on (traditional) management alone.
Much will depend on leadership. Defining management as coping
with complexity by planning, organizing, budgeting and staffing,
leadership is concerned more with managing strategic change,
which involve articulating a vision and deciding the direction
in which the organization should be heading. Often leaders were
visualized in the heroic mold, as someone possessing the power and
charisma to transform organizations by creating, expressing and
communicating a vision, and through these personal characteristics
able to change the values and assumptions of organizations.

Others argue that in order to be effective (especially on local
level) there must be leadership on both the political and the
managerial side. At the end of the 1990s that concern for (the lack
of) effective leadership still remains, centred on the dearth of high-
profile leaders and the role that politicians play in the decision-
making process. In general the effectiveness of managerial leadership
is highly dependent on political leadership.

Leadership is usually considered to be an important factor in
the motivation of employees. It is necessary to be a good leader in
order to be a good manager, but the words are not synonymmous.
Managers possess power as a result of their organizational
position; leaders possess power as a result of the concurrence of
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their followers. Some managers are leaders in the sense that their
relationship with subordinates is such that subordinates comply
with their requests not just out of fear for the consequences, but
because they are willing followers.

How to become an effective team leader

1. Don't Settle for Mediocre: It’s not fun to fire people, so
employers often settle for the first so-so person they hire. However,
this practice can lead to weaknesses within a team. Once you
realize a member of the team is performing at a mediocre level,
call him out, but more importantly, support him to do better. If
there’s no improvement, it’s time to find a new rock star for your
team.

2. Be a Thought Leader: Top talent is too good to work
for middling companies with weak brands. The more you can
position yourself as an authority in your industry, the more talent
will naturally be attracted to your business. I try to contribute to
at least two publications each month to share my expertise with
others, and those articles show up when potential hires research
my company.

3. Trust is Crucial: A team member can be highly intelligent
and a hard worker, but if you can’t trust that person, it’s time
to let him go. If you keep that person on, you'll have a bigger
problem to deal with when disaster strikes. Your daily operations
could take a big hit if you retain employees you can't trust.

4. Forget the Money... at First: Hire a person whose main
motivation is to build a team, or someone who has a passion for your
business in general. Money is extremely important, but when it’s the
main thing on someone’s mind, it can be a distraction. It's important
for your employees to care about the success of your business, and if
all they see are dollar signs, their hearts may not be in it.
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5. Personal Lives are important: Recognize that your team
members have personal lives. It's easy to take small steps to celebrate
birthdays, weddings, or other significant moments in their lives. If
you see an opportunity to help a team member outside of work, it
pays to take it. It helps build loyalty with your employees, and they
tend to pay it forward with other team members.

6. Maintain Systematic Processes: Once you've achieved
success in a certain area, create a process that mimics that
success over and over. A great read on this topic is «The
Checklist Manifesto.» In it, a hospital created checklists to create
a systematic process for maintaining good health in the building,
and they decreased infections by 66 %. Checklists increase the
effectiveness — and success — of a team.

7. Diversity Brings Innovation: There’s a reason diversity is
a common topic among employers. To build a great team, you need
diverse thinkers. A variety of races, ages, and sexes can help a team
think outside the box and hit problems from many different angles.
Plus it makes your office a more interesting place to work.

8. Play to People’s Strengths: Find out what your employees
are great at, but don't forget about their weaknesses. Each team
member should be spending time doing what he or she does best,
but you should recognize weaknesses and help your employees
improve. Don't miss out on creating an allaround rock star
employee just because he really «kills it» at one thing.

9. Great Teams Read Together: Leaders are readers, so if youre
going to createleaders within the team, they should consistently read.
We're always sharing articles and books among our team. It keeps us
on top of recent trends and helps stimulate strategic thoughts.

10. Invest in Your First Five Hires: The more time you invest in
training your first five hires, the less time you have to spend training
the ones who join the company later. Make it a point to set aside time
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with each member to support him or her so everyone is prepared to
show that same support to new employees as your company grows.

11. Give Recognition: Recognize people when they do
something extraordinary. It not only gives people a sense of
accomplishment, it inspires others to make efforts to go above and
beyond their normal duties as well. We give a Championship Belt to
a team member each week to recognize that person for doing
something incredible. Even small efforts can make your employees
feel appreciated and inspire them to do even more.
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Managers Leaders

« are appointed and have
formal authority within an
organization;

o has a formal position;

o can expect people to follow
proper, official orders;

may be elected, appointed,
or merely emerged from
within a group;

may or may not have
formal position;

may be able to move
people to doo things far
beyond the call of duty
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Match the words in column A with the ones in column B (see
the text)

A | B
1. heroic a) leadership 1.
2. assumptions  b) change 2.
3. political ¢) mould 3.
4. strategic d) characteristics | 4.
5. personal
5. personal e) of leaders characteristics
6. dearth f) of organizations | 6.
LEADERSHIP SKILLS
Read the following

Leadership is a very important part of effective management.
The concept of leadership has changed over time. Leadership
affects the motivation and the performance of subordinates. As
leaders, supervisors communicate vision for their organizations
and engage their subordinates in reaching that vision. To do so
requires gaining the confidence of workers and developing ways
to accomplish the goals of the organization.

Characteristics of Leaders

Sense = Communication | Interpersonal Listening Integrity
of vision skills skills ability and
skills

o Leaders need to foster understanding among
members of the organization.

o Leaders have to share power and empower others.

o Leaders must overcome the tendency to want to control
and shed the aura of superiority in order to be successful.
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o Leaders are likely to have a coherent set of goals for
their group to focus on.

o They are likely to be good communicators. It is
important to talk to your staff.

« Listening is extremely important in a leader.

o Itis essential for a leader to have honesty, frankness,

truthfulness, integrity and ethics.

Behaviour of Leaders
There are three main styles of classic approach to leadership:
authoritarian, laissez-faire, democratic.

Fig. 6.1. Styles of Leadership

STYLES OF LEADERSHIP

laisez-faire

authoritarian

democratig

o The authoritarian style is totally boss centered and leaves
no room to discretion and input by subordinates. Control and
coercion are the methods of supervision.

o The laissez-faire style is just the opposite, with no
direction of any kind. The group is left to itself to function
without direction or encouragement.

encourage.

behaviours.

o In the democratic style, the leader is there to help and

The democratic leader focuses on what needs to be
accomplished, provides guidance in a very informal way, and
uses positive reinforcement such as praise to encourage desired
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The effectiveness of any leadership style seems to depend
on two major factors: the personality of the leader and the
situation, including the subordinates and their perspectives.

:
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Strategies of Leaders

Leaders must be able to evaluate their situation and
understand themselves to be effective in leading
the organization.
Leaders’ major concerns are:
Accomplishing the tasks of the organization
Relating to the people who make up the organization
Leaders must act to gain consensus from
subordinates.
Leaders must be hard workers. Good example helps
in establishing leadership.
Leaders must empower people to work creatively

Leaders must take risks and empower their employees
to take risks

Leaders must help their subordinates learn from
the failures as well as success. They need to be
supportive of their workers and stand behind them
when mistakes are made.

Leaders must involve people in the process of
managing and decision making.

Leaders must be able to delegate to employees.
People need freedom and discretion to be able to do
what is expected of them.

Leaders should recognize employees and do so
publicly. («Praise in public and criticize in private»)

Leadership Lessons

Refuse to be limited by job descriptions. Surprise people
with your initiative and your hunger for excellence.
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Adapt your tactics and your objectives to
circumstances and to available resources. Learn
to multiply the forces at hand. Never neglect an
opportunity to leverage your current resources.

Earn the loyalty of those you lead by identifying with
their needs, their strengths, and their weakness.

Dare to be unconventional. Achievement will
vindicate you.

Your organization depends on who you are and what
you do — be excellent to yourself and others.

Bigger is not necessarily better. Consider the
effectiveness of small, tightly integrated teams
tackling well defined tasks quickly and efficiently.

Never be afraid to dream, but always think in terms
of realizing how to realize your dream.

Ask for help and always from those best qualified to
help you.

Invest in people.

Take nothing for granted. Assess, analyze, determine
where change is needed, then make the necessary
changes.

Curiosity should be encouraged and rewarded.

Explain yourself and invite others to explain
themselves

Refuse to stop learning.

Surround yourself with great advisors. Listen to
them. Stay open to them. Then make your decision.

Always lead with eye toward the future.
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Match the words in column A with the appropriate ones in
column B

A B

Example: a) power 1. to delegate to
1. to delegate employees
2. to foster b) forces 2.

3. to share ¢) the task 3.

4. to accomplish | d) understanding | 4.

5. to multiply | e) to employees | 5.

6. to provide f) guidance 6.

A B

1. set a) to leadership 1.

2. approach b) teams 2.

3. hunger c) of goals 3.

4. well-defined d) for excellence 4,

5. integrated e) tasks 5.

Choose three words or phrases that match each style of
leadership.

Open, modern,
Autocratic | girective directive.
Leadership hierarchical,
creative, traditional

Group-oriented,

. communist,
Democratic
. team-based,
Leadership .
communicative,

simple charismatic
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Open,
non-existent, co-
operative, creative,
strong modern

Laissez-faire
Leadership

Political,
personality-driven,
goal-oriented,
inspirational,
bureaucratic

Charismatic
Leadership

© Randy Glasbergen
glasbergen.com

o

“To be an effective team leader, you need
patience, strength, insight, tenacity and courage.
If that doesn’t work, bribe them with doughnuts.”
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Check vyourself. Answer the following questions.

1. What are

the two major
factors which the
effectiveness of
any leadership
style depends on?

2. What are the
three main skills
of a leader?

Read and translate the issue handling phrases. Make up
a dialogue, using the phrases.

I do understand the inconvenience you have faced

I will be happy to assist you

Rest assured that we will do all

I completely understand the reason why

I will ensure that

What I will do for you right away is...
I assure you I will try my best...

I'm sorry for the inconvenience that you have faced, what
I can do for you s ...

All youneed todois to ...
As soon as you receive...
You will only be charged...
We have a variety of ...

Its a good service where instead of , you can
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Read and translate the text. Try the team building activities
mentioned in the text:

Importance of Team-Building Activities

by Crystal Vogt

According to Inc. Magazine, many small businesses find
high-performing teams critical because «people must work
closely together, wear many hats and work effectively across the
organization to get tasks accomplished quickly enough to remain
competitive». Because teamwork is so critical to a business
success, team-building activities are vital.

Build Trust

Team-building activities can help develop trust among your
employees. Trust is a critical component to business, especially when
teamwork is required on a daily basis to achieve objectives and grow
companies. According to John Castro, the CEO of Merrill Corporation,
«Trust is critical in business because it can make or break a team, and
business can no longer survive without teams.» Mutual trust fostered
by team-building activities can allow your employees to depend more
on one another and be more productive and efficient as a result.
One team-building activity that can build trust pairs employees and
requires them to maintain eye contact for at least 60 seconds without
looking away. According to cloud collaboration company Huddle, this
activity can make employees «become more comfortable and trusting
of each other through the practicing of eye contact.»

Ease Conflicts

Depending on the varied personalities of your employees,
unnecessary conflicts and disputes might arise. Team-building
activities can play an important role in easing conflicts between
coworkers by allowing employees to bond with one another and
become more accustomed to each others’ personalities. To ease
conflicts, use team-building activities that allow coworkers to get
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to know one another on a personal level. These type of exercises
might include having each employee share three interesting
personal facts about herself with the group.

Increase Collaboration

Team-building activities can establish a stronger bond
between coworkers who might blame one another when problems
arise within shared business projects. This bond can help in
increasing collaboration among employees during daily business
activities. According to Inc. Magazine, an effective team is one
with «a penchant for collaboration and a keep awareness of
interdependency.» Assign team-building activities that require all
employees to participate at once.

Effective Communication

Through team-building activities, employees can learn how to
better communicate with one another because they probably will be
faced with activities that need to be solved as a group. For example,
one activity could include giving one sheet of paper to each of your
employees. Split your employees into two groups and ask them to
competeinmaking thetalleststructure outof the paper provided. These
two groups will be forced to pool their resources and communicate to
build the tallest paper structure. This type of communication practice
can translate into more productive and efficient daily work and allow
employees to function better as an overall team. During team-building
activities, encourage your workers to verbalize issues as they arise in
a calm and professional manner.

Work in groups of two: Continue the sentences about team
building

The main benefit of teams is ...

One important reason teams make sense for
an organization is ...

In order for a team to work the team leader must...
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The number one thing that weakens teams is ......
The key factor for a team’s success is......

In order to make a team effective, team members must
agreeto.......

An important indicator of team empowerment is...

Fill in Team Interaction Chart and tell us about Key
Interpersonal Skills your (a good) team should practice:

Key Interpersonal Skills Some things to work on

Example: «Think before you «Be aware on NOT

speak.» interrupting as others speak.»
1.

2.

3.

4

What team building activities do you consider to be imposing/
useful/entertaining? Comment on the following activities:

Dress code.

Mandatory English classes.
Obligatory congratulations.
Corporate parties.

Playing sports.

Trips with colleagues.
Kissing and hugging.

Debate:

What is your attitude towards team building activities! Read
two controversial quotes and comment on them and then say your
arguments either for or against team building activities:

— Coming together is a beginning. Keeping together is
progress. Working together is success. Henry Ford
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— Wearingthe same shirts doesn’t make a team. Buchholz
and Roth

How to solve problems in a team: game

Step 1. Say your problem (it may concern your
relationships at work)

Step 2. Choose the problem to be discussed in a group
Step 3. Brainstorming

Step 4. Choose the best decision

Step 5. Discuss the decision of the opposite group

Step 6. Comment on the decision offered by the opposite
team

Game: Desert Island

IV. Translate the sentences.

1. EpexTnBHa KOMaH/a — Ta, sIKa CXMWIbHA JO CIiBIIpaIli,
3 BiTUY TTAM B3a€MO3a/IeKHOCTI, asle, IpM IIbOMY KO)KeH He 3a0-
yBa€ IIPO CBOIO Ay TEHTUYHICTD Ta OCOOVCTICHY LIiHHICTB.

2. BsaemHa jioBipa cripusie 6ib1I0i IPOXYKTUBHOCTI i TOBa-
PUCBKiit aTMOcdepi KOMaH/N.

3. Jlna mokpaljeHHS KOMaHAY HeOoOXiTHO 3a0XO4yyBaTu
POOGITHUKIB TPOBOAMTY YacC PasoM.

4. O60B’A3KOBI TPEHIHTM 4N 3aHATTSA 3 AHIVIIICBKOI MOBU
TaKOX € HeOOXiTHVIMM i1 IOKPAIlleHHS BiTHOCKH y KOTEKTUBI.

5. IokpamyBaty 3rypTOBaHICTh KOMaH[U Ta i OOVOBUI
IyX — € 000B’A3KOM KOXXHOTO JTifiepa.

6. IIpodecionaniam mepcoHany cTae OfHUM i3 cTpareriu-
HIX, K/IIOYOBVIX YMHHUKIB CTA/IOTO PO3BUTKY He Ti/bKM Oi3Hecy,
ase i lep>kaBHOI CITyKOm.
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7. Komany GopMyIOThCs TOJI, KOV JTIOIM i3 CITBHUMU YIIO-
HOOAHHAM, 1 CTaB/IeHHAMM O2)KAI0Th IIPUIATH i IPAIIOBATI Pa3oM
VISl JOCATHEHHA CIIUIbHOI MeT. KOMaHy rpaloTh 1y>Ke BOKINBY
POJIb SIK B OpTaHi3allil, TaK i B )KUTTi OKPEMO B3SITOI 0COOMCTOCTI.
Hait6inpi sickpaBo MifKPeCTI0€ BKIMBICTh CIIIBHOI pob0TH
y komaHpi Bupas [enpi Poppa: «3i6parncs pasoMm Iie oyaTok. 3a-
JIMIIATICA Pa3oM Lie mporpec. IIpaijroBaTy pasoM 1ie ycmix».

8. Komanju cTaroTh K/II0YOBUM iHCTPYMEHTOM /Il OpTaHi-
3anil po6OTM B CydyacHOMY KopropaTuBHOMY cBiti. Komanan
MaTh IOTeHLias, 100 Bifpady HAKOIMYUTU PeCcypcu, op-
raHi3yBaTy Ipaljio, BUKOHAT! IIOCTaB/IeHy poOOTY i pO3iiTuCs.
Komanpy € epekTMBHMM IHCTPYMEHTOM MOTMBALii IIEPCOHAITY.

9. Ilepumit etan po3BUTKY KoMaH Ay (POpPMYBaHH:) MOXKHA
pospinuTy Ha 4 crapii:

1. Ilideomoexa, Konu eupiulyemocs AKy pobomy
HeoOXiOHO B8uKOHamMu; 4u HeoOXiOHA KomaHoa Ons
BUKOHAHHSA 3A60aHHS; AKY CMPYKMYPY YNPAGNiHHA
NOBUHHA MAMU KOMAHOA; BUHAYAIMbCA Uil
KOMAHOU.

2. CmeopenHss pobouux ymos, moOmMo 30ilicHIOEMbCS
3abesneueHHs  ycima — HeoOXIOHUMU — mamepianamu
1 00710HAHHAM 07151 BUKOHAHHST POOIIM A 2aPAHINYBAHHS
1020, U0 KOMAHOA CKAA0AEMbCS 3 /odetl, sKi OiicHO
Heo0XiOHi 07151 BUKOHAHHS POOOMIL.

3.Ilo6ydosa komanou — cmaois, HA AKIT 6USHAUAIOMbCS
Mexci Mux, Xmo € UneHOM KOMAHOU; NPUX00Smb
00 3200u U{O00 Npouecy BUKOHAHHSA 3A60AHD;
6U3HAYAIOMb PAMKU NO0BE0IHKU, AKi HeoOXiOHi 071
YCiX uneHie KoMaHou.
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4. Cnpusinus y pobomi 30iticHIOEMbCA uepe3 BMPYHaHHs
07 upiuleHHsT npobsem; NONOBHEHHI KOMAHOU
mamepianvHumu  pecypcamu; 30iliCHEHHA 3aMiHU
MUx, XMo 3a1Utine KoMaHoy.

Takum uuHOM, KOMAHOA NPOXOOUMb €600
8i0p060U0T 2pynu, AKA CMEOPIOEMbCA O BUKOHAHHS
Mo20 YU iHUI020 6UDY OIAILHOCI, 00 KOMAHOU 6UU4OT
AKOCHI.

10. Ipyrui1 eTaM po3BUTKY KoMaHay — mTypM. [1if yac nporo
eTarry WieHy KOMaH/y Hoyam rparoBati. KoHQik T MOXXyTh BU-
HVKATY TO, KOJIV JIFOZIV IIPMHOCATD Pi3Hi ifiel 1010 TOro, K JOCAT-
T MeTy. B 11e11 9ac, BOHM IIOMiYaroTh BifMiHHOCTI, a He CXOXi pucu,
1110 TIPU3BOJUTD [0 TOTO 110 JieAKi WiIeHN IMOKIJAITh KoMaHy. Ha
IIbOMY eTami AyXke BaX/IuBa KoMyHiKauis. Hampyxenicts Oyme
30iIbIIYBaTICS, @ ITyO/TiYHe BUSHAHHS CTA€ BOXX/IVBIM €/IeMEHTOM
B3a€EMOIII.

11. Tperiit eTan po3BUTKY KOMaH/I1 — HOpMyBaHH:. Lleii etan
XapaKTEPU3YETbCA TUM, IO JIOAM IIOYMHATH YCBiJOMIIOBATH
CIIIbHI pyCK Ta CTWII B3aeEMOfi, criiibHY MeTy. OT>ke, BOHM, SIK IIpa-
BIWJIO, OijIblIlle B3a€EMOJIOTD, IIPOBOJATD Yac 3 KOPUCTIO Y XOPOLLit
armocdepi. []141 sMilTHeHHsT KOMaH/M, IV HeOOXiTHOCTI, y po6oumit
IIPOLIEC MOYKHA 3aIIPOBAZMUTY TPEHIHIYM Ta HaBYaHHH, 10 TIOBMHHI
3A0XOTUTH WIEHIB KOMaH/ KOM(OPTHO IPALIOBATY OIVH 3 OHVIM.

12. YeTBepTnii eTan — BUKOHAHHA — XapaKTEPU3Y€ETbCA TUM,
1110 YWIEHY KOMaH/IM € MirOTOB/IEHNMY, KOMIIETEHTHVMM, 8 TAKOXK
MAKOThb MOXX/IMBICTb IPUIIMATI CBOI B/IACHI PillleHHA LIOJO IIPO-
6neM, AKi BUHMK/IN. Y 1iefl 9ac yci Cuimv TOBVHHI CIIPSIMOBYBATHCA
Ha PO3BUTOK KOMAaHJIJ, @ He JIMIIe Ha CIiIbHY poboTy. Komanpa €
3piMM yTBOpPeHHAM. UYleHu po3yMiloTh CBOI porti i 060B’s13kM Ta
BK/IQJIAlOTh Oi/IblIIe 3yCHIIb Y BUKOHYBaHi IIPOLIeCH.

13. ITAaTnit eTanm — pO3MYCK — 3aK/IIOYHMIA eTall Bin xapak-
TEPUSYETbCA TUM, 1[0 3aBIaHHsA BUKOHAHE, I[i/Ib JOCATHYTA, a YJIe-
HJI ITIOKVHY/I KOMaHJTYy.
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LESSON 4}

SOFT SKILLS. HARD SKILLS. TOP PERFORMER
ATTRIBUTES

1. Watch the video for more info:

https://www.youtube.com/watch?v=0FFLFcB9xfQ

https://www.youtube.com/watch?v=7458h3BpBPs

https://www.youtube.com/watch?v=K4mY1MNqpNI

What information is about hard, and what is about soft skills?

__ skills are teachable abilities or skill sets that are easy
to quantify. Typically, you'll learn these skills in the classroom,
through books or other training materials, or on the job.

__ skills, on the other hand, are subjective skills that
are much harder to quantify. Also known as «people skills» or
«interpersonal skills,» these skills relate to the way you relate to
and interact with other people.

2. It is necessary to know:

During the job application and interview process, employers
look for applicants with hard skills and soft skills. Successful
candidates will make sure to put both skill sets on display. In
order to do so effectively, it helps to understand the difference
between these two types of skills.
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Hard Skills

- SKIELS

Hard skills are teachable abilities or skill sets that are easy
to quantify. Typically, you'll learn hard skills in the classroom,
through books or other training materials, or on the job. These
hard skills are often listed in your cover letter and on your
resume and are easy for an employer or recruiter to recognize.
Hard skills are also called «resume keywords,» which are words
recruiters use to search applicant tracking systems for candidates.
For a resume to be highly searchable, it should include the exact
hard skills found in the job description.

You need Hard skills (the narrow professional skills) to
solve particular problems in their daily business activity. For
a translator, an example of a hard skill is the ability to work with
CAT tools, and for a mechanical engineer, it could be the talent
to handle a sander. You can study Hard skills in a few weeks and
measure their effectiveness. Hard skills are required for specific
professional tasks and are based on technical knowledge.
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Hard skill include:
» Proficiency in a foreign language

o A degree or certificate
» Typing speed
o Machine operation

« Computer programming

The 7 essential translator skills — your core competency

These are the basic translator skills you need to work as
a professional translator.

1. Advanced language knowledge

You can't translate something unless you understand it.

And if you don't understand the text fully, you risk
misinterpreting it and delivering a translation that's not
completely accurate.

So good translators need to understand all meaning —
including all the subtle nuances implied in the text.

That level of understanding requires advanced, near native
level, knowledge of your source language.

Nothing less will do.
2. Excellent writing skills

To be a good translator you must be a very good, and not
merely adequate, writer in your target language.

You must have a way with words, the ability to write with flair.

And you'll likely need to do that across a variety of text styles —
promotional and marketing, formal/legal, casual, technical, etc.
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To some extent you either have excellent writing ability and
expression or you don’t.

But it’s also a skill you can hone and improve with experience
and application.

3. In-depth cultural knowledge

Good translators have a deep understanding of both source
and target cultures.

Thats general cultural knowledge like values systems and
how people view the world.

And culture-specific aspects like pastimes, customs, etc.

You'll often need cultural knowledge to grasp the significance
or implication of text youre translating.

And understanding the differences between your source and
target language cultures will alert you to text that won't work well
or will have reduced impact when translated.

4. Sound research skills

Translators are always researching things — wording,
meanings, vocab, jargon, background info.

The more efficiently you can do it the better
5. Best practice translation and review processes

Translation is mentally challenging, and it’s dead easy for the
odd shortcoming to slip through.

A little inaccuracy here, less than ideal wording there.

That's why good translators stick like barnacles to proven
translation processes.

You need to too.
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6. Sound translation judgement

Good translators make consistently good translation
decisions.

On vocabulary and structures to use, when to be more literal
/ freer, what and how much to research, etc.

Much of this is instinctive, but with the right effort any
translator can markedly improve this basic skill.

7. Computing and CAT skills

You'll need to have good command of commonly used office
programs — Word, Excel, PowerPoint, etc.

And you should be an expert on your chosen TM software.

PROBLEM
- SOLVING

CURIOSITY

“1%arT
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Soft Skills

Soft skills, on the other hand, are subjective skills that are
much harder to quantify. Also known as «people skills» or
«interpersonal skills,» soft skills relate to the way you relate to
and interact with other people. Soft skills are personal habits and
traits that shape how you work, on your own and with others.
Effective communication, for example, is a key soft skill many
employers seek. Some others include dependability, effective
teamwork and active listening. Soft skills are essential to your
career and as you search for jobs. While hard skills necessary
to successfully perform technical tasks in a job, soft skills are
necessary to create a positive and functional work environment.
For this reason, employers often seek individuals who possess
proven soft and hard skills. Some employers may prefer to select
candidates who have a stronger set of soft skills over hard skills,
as soft skills are at times more difficult to develop.

Soft skills include:

« Communication

o Flexibility

o Leadership

o Motivation

o Patience

o Persuasion

o Problem solving abilities
o Teamwork

o Time management

o Work ethic
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8 personal qualities every good translator will have

1. Attention to detail

Without this quality, translators won't consistently produce
fully accurate, well-worded translations

2. Good organisation

Successful translators manage their time well, have good
recordkeeping and are efficient in what they do.
3. Self-motivation
The energy and discipline to do what you have to do, and go
the extra mile when you need to, can only come from you.
4. Dependability
Clients must be able to rely on you to respond promptly to
communications and meet translation deadlines.
5. Adaptability
The quality to take non-standard translation projects and

unusual client requests in your stride. And to consider reviewer
critiques and suggestions with an open mind.

6. Integrity
To play by the «rules» — maintain confidentiality, observe
business and professional ethics, respect your client/supplier
relationships.
7. Curiosity

Translators who are naturally curious find all texts interesting,
so enjoy every translation project. And people who enjoy their
work tend to do a better job.

8. Professional pride

The quality that will spur you to always produce high quality
work and present yourself in a professional manner.
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Top Skills Employers Look For

While certain hard skills are necessary for any position,
employers increasingly look for job applicants with certain soft skills.
Thats because it’s generally easier for an employer to train a new
employee in a hard skill (such as how to use a certain computer
program) than to train an employee in a soft skill (such as patience).

Analytical skills, communication skills, interpersonal skills,
and leadership skills are among the top skills employers look for
from prospective employees.

Employers are increasingly looking for candidates with
hybrid skills, which are a combination of soft and technical skills.
Candidates with this skill set are very competitive in a continually
evolving, technologically-focused economy. If you possess the top
skills employers seek in candidates for employment, incorporate
them into your resume and cover letters and mention them during
job interviews.

Emphasize Both Hard and Soft Skills

Since they’re both important, emphasize both your hard and
soft skills during the job application process. This way, even if
you lack a hard skill required by the company, you can emphasize
a particular soft skill that you know would be valuable in the
position. For example, if the job involves working on a number
of group projects, emphasize your experience and skill as a team
player and your ability to communicate with team members.

How to Highlight Your Skills To make sure potential employers
are aware of your skills, highlight them on your resume and cover
letter. Weave in mentions of your skills during job interviews.

o Incorporate Skills Into Your Resume: On your resume,
include a skills section that lists out relevant skills. You
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can also point to your skills in the job description. For
instance, if you're applying for a job where you need legal
knowledge and the ability to communicate with clients
successfully, you can include similar experience in job
descriptions.

o Include Relevant Skills in Your Cover Letter: Your
cover letter is also an opportunity to highlight both sets of
skills. When it comes to soft skills, however, rather than
saying you have a soft skill, demonstrate that you have
it. For instance, rather than saying «I have leadership
skills,» say, «At my role at Company ABC, I steered the
sales team to record numbers, creating a bonus structure
that generated strong results.»

o Share Your Skills During Job Interviews: During
interviews, the STAR interview response technique can
help you show oft soft skills. STAR, which stands for
Situation, Task, Action, Result, is a way to answer
behavioral interview questions («Describe a time
when...») that involves recounting a work-related
challenge, what role you played, what you did to affect
the outcome, and what the result of the action you took
was on the situation.

3 @ e
Skilling me

softly
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3. Read the vocabulary list and make sure you know the
meaning of the skills. Tick which skills are hard and soft.

Skill Translation Hard Soft
1. Leadership skills
2. Adaptability and
flexibility

3. Problem-solving

4. Analyzing

5. Project management
6. Proofreading/
editing

7. Event management
8. Decision-making

9. Creativity

10. Team-working

11. Knowing Foreign
Languages

12. Data Analysis

13. Time management
skills

14. Willingness to
learn

15. Copywriting

16. Creating internal
newsletters

17. Developing ideas
18. First aid skills

19. Effective
communication
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Skill Translation Hard Soft

20. Translation

21. Accepting
feedback

22. Confidence

23. Delivering
presentations

24. Driving

25. Research skills
26. Creative thinking

27. Basic Language
Skills

28. Using database
software

4. Write your 5 soft and 5 hard skills on a separate sheet of
paper. Hand it out. Guess whose skills are read by the teacher.

OR:

Then each person should say what three soft skills you have,
if they guess, they get a point. The winner will be the person who
will collect the biggest number of points.

Now prove one of the soft skills you have with a short story.
Say how to achieve the soft skill which you possess.

5. Discuss.

What type of skills is more important at work, hard or soft?
What skills are easier to develop? And to measure?

6. Answer a typical question to reveal soft skills.

1. What would you do if your team rejected all of your
ideas?
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2. How do you calm angry customers?

3. If youre presenting ideas during a meeting and your
audience seems disengaged, what would you do to
get their attention?

4. What's the best way to make decisions when working
on a group project?

5. How do you motivate your team members during
challenging projects? Please give an example from
your experience.

6. If you were assigned multiple tasks at the same time,
how would you organize yourself to produce quality
work under tight deadlines?

7. What are the three things that are most important to
you in a job?

8. Tell me about a time when you were asked to do
something you had never done before. How did you
react? What did you learn?

9. Have you ever worked for an extremely talkative
manager?! How did you ensure you were
communicating effectively?

10. Howwould you explainacomplicated technical problem
to a colleague with less technical understanding?

7. Work in pairs. Ask and answer the questions with your
partner. One of you is HR, another is a prospective employee.
What skills are necessary for a good career:

Communication
Tell me about yourself in 2 sentences.

Explain to your 95-year old grandmother what you do for aliving.

Use up to 5 sentences to sell me a pencil.
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Your colleague is publicly belittling your work achievements.
What do you do?

Do you prefer written or verbal communication?

Which one is more important to you and why: to be a good
listener or a good communicator?

Teamwork
Which one do you prefer and why: teamwork or working alone?

How important are team events for you?

Tell me how you would overcome a situation where a team is
doing badly because members aren’t getting along.

Your teammates are all in agreement on how to approach
a task but you disagree. How do you react?

What does team spirit mean to you and how would you go
about building it?

How would you deal with a teammate who wasn't doing
their share of work?

Leadership
You know your manager is 100 % wrong about something.
What do you do?

Your team members are quitting one after another. What do
you do?

How do you go about delegating responsibilities to a team?

What do you expect from a manager?

Flexibility/adaptability

What is the most difficult change you've encountered in your
career?

Do you like surprises?

How do you go about rearranging your schedule if something
unplanned occurs?
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Give me an example of when you've had to deal with a short
notice request.

Do you like routine work?

Problem-solving
Give me an example of when you've successfully solved a problem.

Give me an example of a time when you’ve had to be creative
or unconventional in solving a problem.

Tell me about a time when you had to analyze information to
successfully solve a problem.

Tell me about a time you identified a problem and solved it in
its early stages.

Describe a time when you had to solve a problem in a crisis.

Creativity

If your life was a book, what would it be called?

How would you spice up meetings to boost creativity?

Give me an example of a business being creative in order to
be successful.

In what ways have you encouraged your work team to be

more creative and innovative?

Interpersonal skills
What are the key ingredients to building good relationships
with others?

How do you deal with situations where there is tension
between you and a colleague?

Describe how you would communicate difficult or unpopular
information to someone?

Tell me about a time when you built a good relationship with
someone you didn’t particularly like.
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Time management

Do you multitask?

Which one better describes you: ‘done is better than perfect’
or ‘everything has to look perfect’?

How do you prioritize your work if you have a number of
looming deadlines?

Tell me about a time when you've struggled to meet deadlines.
What did you do?

Your manager assigns you a big task right before the end of
the day. How would you reply?

Motivation and enthusiasm

How do you stay motivated when working alone on a project?

How do you stay motivated when working on a project that
doesn’t interest you?

How do you generate enthusiasm on days when youd prefer
not to be at work?

How do you deal with colleagues who are lacking in
enthusiasm?

Which one of these is the most important aspect for you at
work? Career development, perks, and benefits, salary, or nice
coworkers?

What do you hope to achieve during your first six months here?

Organizational skills

Give an example of when your planning led to effective
results.

How do you stay organized when you are working on
multiple projects?

How do you keep track of your progress when working on
projects?
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How often do you go to your desk, files and electronic files to
clear out what you no longer need?

Negotiating

Describe a difficult negotiating situation you've been in.
What was the outcome?

How would you change an institutional «this is how we
always do it» attitude if you felt there was a better approach?

How would you go about negotiating something with
a manager or supervisor?

What is the most effective technique for winning someone
over when negotiating?

Handling stress

What are your techniques for handling stress?

Tell me about your most stressful work situation. How did
you deal with it?

What are good ways of preventing things from getting too
stressful in the first place?

What work-situations get you most stressed?

Decision-making

Give an example of when you've had to make a decision
under pressure. How did you deal with it?

Do you like the responsibility of decision-making or would
you prefer to leave it to someone else?

What's the toughest decision you've had to make at work?
How did you decide?

What do you do if you realize you've made a bad or wrong
decision?

What do you find are the most difficult decisions to make?

Confidence
Your project fails miserably. How do you deal with it?
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Have you ever done something at work through believing in
yourself, although your co-workers or bosses told you not to do it?

What do you do to increase your confidence in situations
where it is lacking?

How do you prevent yourself from becoming over-confident?

Presentation skills
How do you prepare for delivering a presentation?

What would you do if you noticed that your audience looked
bored during a meeting?

Describe a time when you had to announce bad news to
your team.

When is it appropriate for speakers to use humor?
Let’s reveal the material.

When searching for a job, it is useful to be able to describe

your sKkills. Job skills are often described in two categories: hard
skills and soft skills.

Hard skills are those you learn through on-the-job or
institutional training. These include skills specific to a particular
occupation, such as those involved in planning and teaching
for teachers, or the ability to use specialized tools for a dental
technician.

Soft skills are those that can be used in any occupation.
These skills are often called transferable skills because you can
transfer them from one job to another. Often, these are the skills
that you use and develop in everyday situations, not necessarily
in relation to work. Soft skills include organizational and team
work skills, as well as qualities such as initiative and attention to
detail.
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8. Self Check Up

A skill can be used in any job. A ___skill is learned for
particular jobs. Being able to work well with othersisa ___ skill.
A teacher who knows how to plan a lesson hasa ___skill.

Indicate whether the following are hard or soft skills:

pay attention to detail — skill | usedental technician tools — skill

translate the novel — skill | problem-solving —  skill
doresearchonthelnternet—skill | repair a car —  skill
communicateeffectively—skill | install ~carpeting —  skill
resolving conflict — skill | facilitate meetings — skill
build a fence — skill | make contributions in
meetings — skill

operate a cash register — skill | make decisions —  skill
design a bridge — skill |landscape a yard — skill
maintain small talk — skill | waitontablesinarestaurant—skill
write an email or business nursepatientsinahospital —skill

letter — skill

1) Get ready with a short speech giving tips how to develop
a certain soft skill (you may choose any).

9. Translate:

TBeppi HaBUYKM — 1l TEXHIYHI MOXKIMBOCTI a60 Habip Ha-
BIMYOK, fAKI JIETKO BU3HAYNTY KIZIbKICHO i AKi MO>XHa HA0YHO IIPO-
OEMOHCTPYBaTu. SIK mpaBmiio, iX MOXXHA BUBYUTH, BiBifyH04n
KypcH, ceMiHapy, YMTAlouy KHUTY i OTpUMABIIN CIeyidiaHmit
nocsif. I[Tpukmaay «TBepAnX» HABUYOK:

3HaHHA iIHO3eMHOI MOBU

[IIBuAKicTD HAOOPY TEKCTY
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IIporpamyBanHA
[Tepexnmanp,.
3 TOYKM 30py NpalleB/alITyBaHHA Half4acTille came 1ii Ha-

BIYKM € OCHOBHUMU, aJ[Ke daxiBel[b B AKilICh 00/1acTi TOBUHEH
B IIE€PILY Yepry BOMOAITY CIelia/IbH/MY BMIHHAMMU.

3 iHmmoro 60Ky rHy4Ki HABMYKY — IIe KOMIIIEKC HecIIelliami3o-
BaHIIX, aJIe BOX/IVIBUX JyL Kap €pM i YCIiXy B >KUTTI Hajmpodeciit-
HIUX HaBMYOK, fAKI BiJIIOBIJAIOTH 32 BUCOKY IPOAYKTUBHICTD 1 €
«HACKPI3HMMI», TOOTO He TOB fI3aHi 3 KOHKPETHO0 IIPEIMETHOIO
obmactio. BoHy cy6’ekTVBHi i IX BaYKKO BUMIpATIL.

IIpukragym M’ AKX HABUYIOK:
BignosiganpHicTh

OucouInTiHOBaHICTh
JligepcTBO

Tajim MeHeI>KMEHT
Bupimmenns npo6rem
Kpurtnyne Mmucnenus
TeprnauicTpb
Komanpina npans4

Hespaxxaroun Ha Te, 110 3apa3 BCe YacTillle MOXKHA IIOYy T
caMe TIPO «M sIKi» HaBUYKI, 1] He 03HAYAE, L0 «TBEPIi» He Ma-
10Tb IiHHOCTI. [lIBMpIIe, HaBIakM: B MOXKeTe OyTU OpraHiso-
BaHMM 1 BIJIIOBifla/IbHNM, aJjie AKILO KPiM LIbOTO He BOJOJIETE
crierjiaIbHUMY podeciiilHuMy HaBUYKaMU, TO He 3MOXKeTe pe-
a/1i3yBaTICA IIOBHOIO MipOIO.

Soft skills wacTo «06MaHIOIOTH» TIOAMHY, sIKa BUBYAE iX, ajiKe
IPOYNTABIIN OFHY KHUTY 00 IPOCTyXaBILY JIEKIIiI0, MOXKE 371a-
THUCA, IO HAaBMK OCBO€HO. Lle mBUAKO, ajie CBill TOYHMII IIPO-
rpec, MepeBipuTy CKAaZHO. A OChb TaKUil «TBePAMil» HaBUK 5K
BOJIOJIiHHA iHO3€MHOI0 MOBOIO — Iie Te, L]0 HOTPiOHO JOBro
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i HamonernuBo BuBYaTH. Vloro KopucTh Moxke OyTy Habararo
Bi[4yTHiIla, ajle Ha pO3BUTOK OYyAyTh NOTpiOHI MicAli i HaBiTH
poku. BinbLIicTh »Ke MAKMX HaBMYOK BJMMATalOTh IPaKTUKN

10. If you have leisure, read it with pleasure. Add your own
variants for improving and developing soft skills.

What are some unique hobbies that can help you hone
your soft skills? Below is a list of some unusual hobbies that can
provide you with the skill set you need for your next job.

1. Playing the Banjo

Ongoing creative activities are great for staying calm and
relaxed. Many people in high-stress positions find that playing
instruments such as the ukulele and the banjo can help them to
manage many of their negative feelings, such as stress. The good
news for those who have never picked up an instrument is that
instruments, like the banjo, are relatively easy to pick up on as
an adult, even if you have never had any formal training. Playing
music is also known to help your body to release endorphins,
further aiding you in relaxing and remaining calm in stressful
situations. By being able to control stress, you are more likely to
be able to handle high-stress situations, such as angry customers,
without losing your cool.

2. Telling Campfire Stories
Everyone loves a scary story told from the light of a campfire, but
what you may have failed to realize is by telling these stories, you are not
only engaging your creative side but working on your public speaking
skills. These types of stories teach you to engage your audience better
and make eye contact to create a rapport and build a story up, bringing
it to a climax and resolution, much like a compelling speech should.

- — — 75



boiisan Onecs

3. Twister

Though most often thought of as a game for kids, more and
more adults are finding the game a twister a fun and entertaining
game to work on their flexibility and get a few laughs in the
process. While the game may seem like following simple
instructions and having fun, it does require a certain amount of
negotiation and teamwork, to keep from falling and to complete
the task. It also helps you to be more comfortable with being in
close personal space with others without closing oft.

4. Poker

Maybe not considered a weird hobby, but not one that
everyone considers a hobby, poker is one of the best games played
for those who are looking to hone their ability to read nonverbal
cues. Poker relies heavily on getting the right cards, but even more
so on the ability to read the other people at the table. Throughout
play, you will be watching the other player for tells, which are
nonverbal cues that can help you determine what cards they may
have in their hands.

6. Karaoke
Karaoke is definitely a hobby that can instill confidence in
people who may normally be shy or reserved. Even people who
have a difficult time speaking in public may find themselves
loosened up enough to try their hand at singing. What is an
added bonus is that most of the patrons watching are supportive
of whether your voice will land you any future gigs or not. By
being able to open up in front of a supportive audience, you will
be able to improve confidence and also ease yourself into public
speaking.
7. Improv
Improv acting touches on a number of skills that you will need
to be successful in any future job. With improv, you need to listen
to what each previous actor has previously said and make quick
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decisions on how to continue the story to keep it flowing. You
also will need to engage with the audience by exuding confidence
even though your part was made up on the fly. Improv is very
quick-paced and allows you to turn these skills into a second
nature so you will utilize them without even realizing it.

8. Cooking Vlogs

Cooking requires the careful following of measurements,
timing, and cooking skills. With cooking and recipe exchanges
becoming popular online, cooking vlogs are becoming a unique
hobby that people looking to share their knowledge on the
internet are beginning to partake in. Starting your own cooking
vlog is a great way to work on leadership and training skills, as
you will need to present your recipe in a way that those watching
can easily follow and achieve the same result.

9. Salsa Dancing

For those looking for a physically active hobby that can
help them with both their listening and teamwork skills, might
find salsa dancing a way to bring some fun and excitement to
a weekend evening. Salsa is intense and requires you to not only
listen and learn a series of steps but to trust your partner and
allow them to lead. This can be a good hobby for those who have
a hard time letting others take the lead or building trust with
those they work with.

10. Couponing

Some people may never even heard of couponing as a hobby,
but it is one that is taken seriously by many people looking to
maximize their savings or conquer supermarket conglomerates.
Couponing is an ideal hobby for those looking to improve their
math skills, but it improves more than that. Couponing requires
attention to detail, research skills, and strategy to combine
coupons with sales to save as much as possible.
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11. Fantasy Football

Another hobby that involves research skills and strategic
planning is a hobby rapidly gaining popularity known as fantasy
football. You will have to formulate a strategy to get the best players
for your team while utilizing teamwork and negotiating skills to
obtain these players during the fantasy draft portion each year. To
help put together your winning team, you will need to be able to
rely on research and forecasting skills to put yourself in the best
situation. Note that there are many other strategy games.

12. Adult Coloring

This is not your childhood coloring books. The hobby of
adult coloring uses extremely detailed drawings that require
focus, precision, and a steady hand to color in and create the
final piece. Many people find the process of coloring relaxing and
cathartic. The hobby also helps you to intensely focus on a task,
using small steps, to create the bigger picture.

13. Paintball

Teamwork and strategy are key components to success in
the world of paintball. While this hobby may be a once-in-
awhile event for many people, true hobbyists of the sport are
members of teams who participate in regular competitions
and weekend events. You will also be able to work on your
listening skills by following instructions by the team leader
and participating in the determined strategy to be victorious
in your matches.

14. Escape Rooms

One hobby that combines many of the most sought-after soft
skills is escape rooms. Team members will be able to complete
puzzles and decipher clues to find their way out of the room
in sixty minutes or less. Solving clues will require listening,
problem-solving skills, communication, strategy, and teamwork

78 - — -



CORPORATE ENGLISH

in order to be successful. You will also have to be able to remain
calm and trust your teammates so that you can work with each
other instead of against each other.

Hobbies are a great way to get your mind off work while still
honing the skills you need to be successful in any career that
you choose. If you are looking to improve on your soft skills,
considering giving one of the hobbies above a try.

Top Performer Attributes
Watch and clarify the key issues, highlighted by the speakers:
https://www.youtube.com/watch?v=]jwQZYHQ2Vwerlist=LLItsN
cpOgQ76wNW _kpsETOQerindex=3et=160s

1. Listen to the song and fill in the gaps: https://www.youtube.
com/watch?v=mk48xRzuNvA

Yeah, You could be ......

You can be ......

You can be....... banging on your chest
Youcould ............ the world

You could beat the ...

You could talk to God, go banging on his door
You can throw your ....

You can be the clock

You can move a mountain

You can ....rocks

Youcanbea....

Don’t wait for luck

Dedicate yourself and you can find yourself
Standing in the hall of ....

And the world’s gonna know your name
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Cause you burn with the brightest ....

And the world’s gonna know your name

And you’ll be on the walls of the hall of ....
You could go the distance

You could run the...

You could walk straight through hell with a...
You could be the ...

You could get the...

Breaking all the records that thought never could be broke
Do it for your people

Do it for your ....

Never gonna know if you never even try

Do it for your country

Do it for you name

Cause there’s gonna be a day

When your, standing in the hall of ...

And the world’s gonna know your name
Cause you burn with the brightest...

And the world’s gonna know your name

And you’ll be on the walls of the hall of ....

Be a champion, Be a champion, Be a champion, Be
a champion

On the walls of the hallof ............

2. Comment on the quotes:

In order to be a star performer you have to have someone to
play against.
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To be a top performer you have to be passionately committed
to what you are doing and insanely confident about the ability to
pull it off.

3. Read a part of the text and summarize in 1 sentence the
main idea, say it to the group. After you finish, analyze your
performance and list top performer attributes you have and
what you need to improve:

Top Performers Attributes

1. They are high trust individuals; character and competence.
To be successful, people have to be able to trust you. This goes well
beyond the basic foundations of being honest, not stealing, etc.
Your track record has to answer tough questions for others...Can
he really do what he promised? Trust is the foundation for strong
relationships which are critical to creating and sustaining high
performance.

2. They manage themselves. The best performers are driven to
succeed and they are self aware, focused on their own consistent
improvement, and have a thirst for growth and learning. They
look first at themselves as the potential source of «the problem»
and recognize that they must change their approach or develop
new skills to achieve a better outcome.

3. They are open to criticism. Being open to criticism, they ‘re able
to accept negative feedback about themselves and their work without
reacting overly emotionally. They take any negative feedback as an
opportunity to learn.

4. They align personal goals with company goals. Achieving
the company goal, or solving the company issue, gets them one
step closer to their own personal goals.

5. They take the toughest assignments. You have most
certainly heard the terms to describe these people...» problem
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solver, troubleshooter, etc»...who always are willing to rise to the
challenge and take on the assignment that no one else wants.

6. They make decisions based on facts. True, every decision
will not have all the facts you would like. Also true, decisions made
on gut feel alone can have huge consequences. Top Performers
are great decision makers and have a unique blend of using their
instincts to guide them without allowing their emotions to get
the best of them and lead to a poor decision.

7. They see the big picture. They have the ability to zoom in
and get deeply immersed into the details to get things done, and
then zoom completely back out to maintain the proper perspective
of how the issue at hand impacts the larger situation (company,
stakeholders, future, etc).

8. They are positive — «can do; let’s go». A Top Performer
has an unshakable confidence that allows them to view almost
everything as something they can handle or overcome. Words
like can't, try, too hard, etc, are not in their vocabulary.

4. Vocabulary work. Use appropriate word below in its correct
form to fill in the gaps:

Tough
sustain
consistent
outcome
align
troubleshooter
gut feeling
perspective
consequences
handle
overcome

He was hopeful about the of the meeting.
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I thought he the situation very well.

He seems to find it difficult to relationships
with women.

Her work is sometimes good, but the problem is shes

not

The company is going through a

time at the moment.

your budget to your plans.

You're approaching the problem from a completely different

He became the most respected in IT business.

My

The delay may have serious

He

was that she was a good web designer.

all obstacles in his path to the top.

5. Grab a pen and give yourself a mark for each one that applies to
you. If you ticked 12 items and more, you are a top performer:

. You are clear on your goals for the month and the

year.

. You plan your day before you start work
. You have all your work tasks on a To Do List.

. You review that To Do List at least daily.

You are absolutely clear on your most important
activities.

. Most of your day is spent on the most important

activities.

7. You are calm and focused at work.

8. You do your emails in blocks, not as they come up.
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9. You work quickly and effectively.

10. You talk to yourself in a positive, encouraging
manner.

11. You know your 3 top values and live them.

12. You take time each day to visualize yourself
performing well.

13. You do what is hard and stay positive when things
are tough.

14. You maintain a sense of humor and enjoyment while
working.

15. You are fully committed to your company.

16. You regularly do more than what is asked.

17. People can count on you. You stick to deadlines.

6. What to do to increase your performance. Comment and
say how to tackle it.

84

« Set Milestones.

o Organize, Plan and Prioritize.

o Stay Focused and Avoid Distractions.

« Manage Interruptions. Don’t lose your temper.
o Do one Thing at a Time (Don’t Multitask!).

o Don't Leave Things Unfinished.

o Read Something New Every Day.

« Communicate Effectively.

» Have a break when you need one.
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LESSON 5)

JOB INTERVIEW
1. Read about some general ideas about job interview:

Job interview — is a process in which a potential employee
is evaluated by an employer for prospective employment in
their company, organization, or firm. During this process, the
employer hopes to determine whether or not the applicant is
suitable for the role.

In different countries, different conventions apply to
the process of job application and interviews. In most parts
of the world, it's common to submit a typed or printed CV
(curriculum vitae — British English) or resume (American
English). It contains all the unchanging information about you:
your education, background and work experience. It usually
accompanies a letter of application, which in some countries is
expected to be handwritten, not word-processed.

https://www.youtube.com/watch?v=6a06cGTcnUg — video
for watching

The contents of a CV can be roughly categorized as:
1) personal information (address and telephone number), 2) job
objective, 3) education, 4) experience, 5) skills, 6) extracurricular
activities, 7) references.

Many companies expect all your personal information to be
entered on a standard application form. There are different kinds of
interviews: traditional one-to-one interviews, panel interviews where
one or two candidates are interviewed by a panel of interviewers and
even «deep-end» interviews where applicants have to demonstrate
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how they can cope in actual situations. The atmosphere of interview
may vary from the informal to formal and interviewers can take
a friendly, neutral or even hostile approach.

Different interviewers use different techniques and the only
rules that applicants should be aware of may be «Expect the
unexpected» and «Be yourself»!

Progress interviews are interviews where employees have
a chance to review the work they are doing and to set objectives
for the future. Such interviews usually take place after a new
employee has been working with a company for several months,
and after that they may take place once or twice a year.

Go to the interview alone; do not take your friends or
children with you. Plan to arrive about ten minutes before the
appointment time. Wear appropriate clothing; a neat appearance
will make a good impression.

During the interview look directly at the interviewer and
answer all of her (or his) questions as specifically as you can. Ask
any questions that you have about the job, such as hours, salary
or job benefits. Write down these questions before you go to the
interview. Before you leave, there should be a clear understanding
about all aspects of the job.

At the end of the interview, express your thanks and be sure that
the interviewer knows how to contact you if she wants to hire you.

Complete the sentences

1. The job interview is important because. . ............

a) All the applicants for a single position have to have
interviews

b) The applicants must show that she or he is capable

¢) The applicants must be on time
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2. When an applicant smiles during an interview, it is
considered. . ............

a) polite and friendly
b) funny
¢) a mistake

3. Job hunters read books and take courses. . ...........

a) After they have successful job interviews
b) If they are well-prepared
c) To prepare themselves for their job interviews

4. It is important to be punctual for a job interview because.

a) Even women shake hands
b) It is considered impolite to be late

c) Job applicants should always be neat and clean

5. It is a good idea to talk about your skills and abilities
during the interview, but it not a good ideato..............

a) talk proudly
b) look directly into the eyes of the interviewer

) lie

Say if the statements are true or false

1. In different countries, the same conventions don’t
apply to the process of job application and interviews.

2. The resume contains all the unchanging information
about you: your education, background, family,
weight, stature and work experience.

3. Many companies expect all your personal information
to be entered on a special application form.
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4. There are two kinds of interviews. ........... (can
you name them)?

5. The atmosphere of interview may vary from the
informal to formal and interviewers can take
a friendly, neutral or even hostile approach.

6. Different interviewers use standard techniques.

7. Applicants should be aware of may be «Expect the
unexpected» and «Be a perfect actor».

2. Answer the questions:

88

1. Have you had a job interview?

2. What should / shouldnt people do during an
interview?

3. What questions does an interviewer usually ask?

4. What questions can an interviewee ask during an
interview?

5. What is one of your strengths?

6. If you are feeling unmotivated, who helps you get
yourself going?

7. What subject in school turned out to be your favorite?

8. If you could magically do one thing, what would you
do?

9. What always makes you feel good about yourself?

10. If you won a five-minute shopping spree at any store,
where would you choose?

11. If you won a million dollars, what might you change
about your life?

12. How might people improve their self-esteem?
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13. Agree or disagree with the tips of advice concerning
your interview:

— Arrive about 10-15 minutes earlier.

— Greet the interviewer with a smile and a firm
handshake.

— Make your CV accessible online or on a USB
stick in case you forget to bring extra copies.

— Prepare some questions to ask the interviewer.

— Use this opportunity to ask more questions
about the role and the company.

— Take your time answering questions, using
examples.

— Turn your mobile phone off.

— Focus on your strengths using relevant examples.
— Belate.

— Lie.

— Bad mouth previous employers.

— Appear to be focused only on the salary and
benefits.

— Discuss controversial topics such as politics,
religion etc.

— Argue with the interviewer.

— Swear.

— Chew gum in the interview.

— Answer phone calls during the interview.

What kind of difficult questions have you been asked at an
interview? Rank the following questions in order of difficulty
(1 = most difficult).

a) What are your strengths and weaknesses?
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b) How would your colleagues/friends describe you?
c) What can you offer our organisation?
d) Why do you want the job?

e) Would you ever lie to get what you want?

3. Read the stories about job interviews. Have you ever had
such experience in your life?

No Pain, No Gain

When I started in the financial services industry and had
my first interview at Smith Barney, I felt totally prepared. Super
fabulous resume? Check. Snazzy suit for my interview? Check.
Prep-work done? Check. I was thrilled to be living in New York
at the time and excited to get moving on my career.

What I wasn't prepared for was my foot falling asleep midway
through the interview. You wouldn't think this was such a big deal,
but as I had just been sitting for 45 minutes in the same position,
I had completely cut of the blood supply to my right foot.

Thankfully my interviewer had already offered me the job,
but as I stood to shake her hand, I put some weight onto my foot
and spectacularly toppled over and crashed into the chair next to
me, consequently spraining my ankle. I have never seen anyone
look as shocked or at loss for words as my interviewer in that
moment as I righted myself and started apologizing profusely.

I limped away with as much dignity as I could master, saying

I would be in touch with my answer. As I hobbled out all I could
do was laugh at myself and the absurdity of the situation.

Damn You, Auto-Correct
I had just finished interviewing with a company for
a nonprofit job that I really wanted. I decided to be super-
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proactive and email the executive director a few hours after my
interview. I was out and about, so I emailed her from my iPhone.

While I thought I wrote «I can hardly contain my excitement
about the possibility of working with your organization,»
autocorrect changed «excitement» to «excrement.» It was
far and away the worst auto-correct disaster I have ever had.
I immediately called the executive director back to apologize
profusely. She was laughing so hard on the other end that I knew
my auto-correct nightmare wouldn’t hijack all of my chances for
getting the job.

While I didn't end up getting the job there, I did remain
connected with the executive director. She said she would «never
forget me.» There’s no way I'll ever forget it.

Fainting Fail

Sarah Stevens was applying to be a developmental aide at
a preschool for children with special needs. She was walking
around the school with the hiring manager when she began to
feel dizzy and hot. Seconds later, she was lying on one of the kid’s
nap mats and was being offered a cup of orange juice. Sarah said:
«Incredibly enough, I got the job. When I later asked her why, when
I had actually PASSED OUT mid-interview, she said that when
I came to and got a little juice in me, I looked her dead in the face
and said: «So tell me more about your program.» She said that
anyone who could keep their sh*t together after something like that
had what it took to work with special needs kids.»

The Strangest Interview

This job applicant heard back from a position she had applied
for at a restaurant and was asked to pass by the following morning to
see the manager. To her surprise when she got there he wasn't in so
the lady at the front desk called him on his phone and he said that he
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had forgotten about the arrangements and for the candidate to go and
meet him on the golf course that he was at. She thought it was strange
but decided to go. The day went from bad to worse as she couldnt
find him anywhere; when she eventually did she walked the course
in her heels and answered some stupid interview questions while he
continued to hit some balls. She told the Muse that when she got home
«there was a message waiting for me from his boss saying that I was
not to accept any offers until he could speak to me in person. Now,
I was totally baffled! A few days went by, and the big boss called again
and wanted to speak with me. Turns out, the manager was a drunk,
and they fired him. They then offered me his job. I did take the job
and worked for them for a couple of years.»

A petty interviewer

«A military vet (since retired), I had completed my bachelor’s
and master’s degree and [was] seeking a position where I might help
others. My first civilian job that I interviewed for was a social service
generalist at the [Department] of Family and Children Services. The
interview was going well until the interviewer asked the dreaded
‘where do you see yourself in five years’ question. Granted, I realized
I had to start at the entry level, but with a master’s of sociology and
a master's of management and human relations, demonstrated
job knowledge, and excellent evaluations, I would qualify for the
specialist position, which was the next step on the ladder, and said
that. I noticed the interviewer looked funny at my reply. Noticing
her name tag indicated she was a specialist, I asked how long she
had worked there, and how long it took her to be promoted. She
answered she had worked at DES for 14 years and that she had
been promoted the past year. Although she asked me a few more
questions, I could tell this interview was actually over.»
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4. a) Tell your partner about your strengths answering the
questions of the interviewer: «Tell us about yourself.» Try to
advertise your hard and soft skills.

Listen to it: https://www.linguahouse.com/esl-lesson-plans/
general-english/the-job-interview

b) Role-play:

Choose two or three students who will apply for a job of
a teacher of English and two interviewers (the rest of the students
are watching, listening and voting for the best suitable for the
position applicant):

Tips for interviewers:
Can you tell me a little about your background?

What kinds of jobs or training did you have in the past?
What does being a child mean to you?

Are you currently employed?

Can you describe a typical day/week on the job?
What did you like least about your old job?

Why should we hire you and not somebody else?
What do you consider to be your greatest weakness?
Why are you interested in this job?

How much do you expect to be paid?

What are your strengths?

What teaching methods do you consider the best?

What are your strengths?

When your interviewer asks you this question, they want to
know all your positive qualities. These positive qualities need to
relate to what they want and are looking for.
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So before you head into your interview, make sure you do
your research as to what kind of person suits this job, especially if
youre a newbie (new) and entering the workforce for the first time.
Treat this question as a chance to advertise yourself — you are the
product, now market yourself. The thing to remember here is not
to just list a number of adjectives (anyone can do this). Instead, use
examples to support your point.

For example, you could answer with any of the following:
To be punctual — to be on time.

I'm a punctual person. I always arrive early and complete
my work on time. My previous job had a lot of deadlines (time
when you must finish something by) and I made sure that I was
organized and adhered to (respected) all my jobs.

To be a team-player — to work well with others. 1 consider
myself to be a team-player. I like to work with other people and
I find that it's much easier to achieve something when everyone
works together and communicates well.

To be ambitious — to have goals. I'm ambitious. 1 have
always set myself goals and it motivates me to work hard. I have
achieved my goals so far with my training, education and work
experience and now I am looking for ways to improve myself and
grow.

To take initiative — to do something without having to be told
to do it. When I work, I always take initiative. If I see something
that needs doing, I don’t wait for instruction, I do it. I believe that
to be get anywhere in life, you need this quality.

To be proactive — To do things and make them happen. I'm
proactive. When I think about things, I do them. I like to see
results and it's important in this industry to be proactive and
responsible for your own actions.
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To keep your cool — To stay calm in all kinds of
situations. I think it’s really important to be able to stay calm
when you're working as a reporter. It can get really stressful, but
one of my greatest qualities is that I can keep my cool and I don’t
allow the pressure to get to me, which helps me achieve all my
goals and remain focused. Here are a number of other words that
can help you answer this question:

To concentrate  Confident

Focused (Adj) well (ad) Not shy
Problem-solver  Can find Team You're able to take
(N) answers to building thelead and be

problems easily  skills (N) the leader of the
group.

Negotiate (V) Tobeabletoget To have To work hard,
abetter deal that a good follow the rules
is favorable to work ethic  and respect your
you (V) duties of the job.

REMEMBER: It’s really important that you give good, solid
answers and back them up with evidence otherwise it’s just
going to sound like you've memorized what you're saying. Some
companies won't directly ask you what your strengths are, they
could ask the same thing, but using different words, such as:

o  Why do you think we should hire you?

o  Why do you think you're the best person for this job?

o  What can you offer us?

«  What makes you a good fit for our company?

What are your weaknesses?
What? I don't have any weaknesses! Of course you do — no one’s
perfect. Everyone has weaknesses, but what they’re checking for here
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is how you try to fix your weaknesses and they also want to know how
self-aware (how much you know about yourself) you are.

Another trick here is to turn those weaker qualities into
positive qualities. For example, your weakness is that you spend
too much time on projects which makes you work slower. Turn
thatinto a positive by saying: I sometimes am slower in completing
my tasks compared to others because I really want to get things
right. I will double or sometimes triple-check documents and
files to make sure everything is accurate (correct).

Another great trick is to talk about a weakness (like being
disorganized) and mention some methods that you are using
to help overcome this: e.g. I have created a time-management
system, which allows me to list all my duties and organize my
deadlines so I have a clearer idea of what I need to do.

5. Why did you leave your last job?

If you're applying for your first job, this question is not for you.

However, if you've worked before, the interviewer wants
to find out why you left your old job. Did you leave because
you were fired? (Your old boss asked you to leave for doing
something wrong). Did you quit? (Resign — Did you choose to
stop working?) Or were you laid off? (Made redundant — no
longer needed because the job is no longer available?)

If you chose to leave your old job, avoid saying anything
negative about your old workplace or boss (even if this is true).
The person or people interviewing you will just look at you in
a negative way. You can say the following:

o I'mlooking for new challenges.
o I feel I wasn’t able to show my talents.
o I'mlooking for a job that suits my qualifications.

o I'mlooking for a job where I can grow with the company.
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6. Answer some weird questions a recruiter can ask you:

https://www.youtube.com/watch?v=mMXvMf 2EKs — watch it
https://www.youtube.com/watch?v=5Tdyed BDcYo
https://www.youtube.com/watch?v=2Vz0WkHmHzE

How would you get an elephant into a refrigerator?

If you caught a colleague cheating on his expenses, what
would you do?

How would you cure world hunger?
Pepsi or Coke?
Why aren'’t you earning more at your age?

You are on your way to the office (which is rather far from
your home) and you are going to be late for a meeting.
You suddenly find out that you have forgotten your
purse at home. What are your actions?

If Germans were the tallest people in the world, how
would you prove it?

Does life fascinate you?
Please spell diverticulitis.

Explain to me what has happened in this country during
the last 10 years.

What do wood and alcohol have in common?

How do you weigh an elephant without using a weight
machine?

You are in charge of 20 people, organize them to figure
out how many bicycles were sold in your area last year.

If you were a brick in a wall which brick would you be
and why?

Room, desk, and car — which do you clean first?
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Just entertain me for five minutes, I'm not going to talk.

You're in a row boat, which is in a large tank filled with
water. You have an anchor on board, which you throw
overboard (the chain is long enough so the anchor rests
completely on the bottom of the tank). Does the water
level in the tank rise or fall?

Name 5 uses of a stapler without staple pins
If you could be any superhero, who would it be?

How many bottles of beer are drank in the city over
the week.

Rate yourself on a scale of 1 to 10 how weird you are.

You are in a dark room with no light. You need matching
socks for your interview and you have 19 gray socks
and 25 black socks. What are the chances you will get
a matching pair?

You have a birthday cake and have exactly 3 slices to cut
it into 8 equal pieces. How do you do it?

7. Want to know (or use) some of the most common interview
questions and answers?

Here's a comprehensive list, along with some of the best
answers

1. «Tell me a little about yourself.»
If you're the interviewer, there’s a lot you should already know:
The candidate’s resume and cover letter should tell you plenty, and
LinkedIn and Twitter and Facebook and Google can tell you more.

2. «What are your biggest weaknesses?»
Every candidate knows how to answer this question: Just
pick a theoretical weakness and magically transform that flaw
into a strength in disguise!
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3. «What are your biggest strengths?»
I'm not sure why interviewers ask this question; your resume
and experience should make your strengths readily apparent.

4. «Where do you see yourself in five years?»

Answers to this question go one of two basic ways. Candidates
try to show their incredible ambition (because that’s what they
think you want) by providing an extremely optimistic answer:
«I want your job!»

Or they try to show their humility (because that's what they
think you want) by providing a meek, self-deprecating answer:
«There are so many talented people here. I just want to do a great
job and see where my talents take me.»

5. «Out of all the other candidates, why should we
hire you?»

Since a candidate cannot compare himself with people he
doesn’t know, all he can do is describe his incredible passion and
desire and commitment and ... well, basically beg for the job.

6. «<How did you learn about the opening?»

Job boards, general postings, online listings, job fairs ...
most people find their first few jobs that way, so that’s certainly
not a red flag.

7. «Why do you want this job?»

Now go deeper. Don't just talk about why the company would
be great to work for; talk about how the position is a perfect fit for
what you hope to accomplish, both short-term and long-term.

8. «What do you consider to be your biggest
professional achievement?»

Here’s an interview question that definitely requires an
answer relevant to the job. If you say your biggest achievement
was improving throughput by 18 percent in six months but
you're interviewing for a leadership role in human resources ...
that answer is interesting but ultimately irrelevant.
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9. «Tell me about the last time a co-worker or customer
got angry with you. What happened?»
Conflict is inevitable when a company works hard to get
things done. Mistakes happen. Sure, strengths come to the fore, but
weaknesses also rear their heads. And that's OK. No one is perfect.

10. «Describe your dream job.» Three words describe
how you should answer this question: relevance,
relevance, relevance.

11. «Tell me about the toughest decision you had to
make in the last six months.»
The goal of this question is to evaluate the candidate’s
reasoning ability, problem-solving skills, judgment, and possibly
even willingness to take intelligent risks.

8. Read a leaflet from a recruitment agency giving some
advice about interviews. Choose the most suitable headings
for paragraphs A-D. There are three extra headings.

1) shock tactics 2) attitude 3) appearance 4) survey results
5) hypothetical questions 6) one person’s experience 7) advice

A

When it comes to interview questions, it pays to expect the
unexpected. This is a true story of one candidate’s experience.
This is how his interviewers greeted him:

‘We've been interviewing candidates all morning and we're
getting bored. Do something to impress us. Then the interviewers
got out their newspapers and started reading them. The candidate
said, ‘Well, I've been waiting in this office for more than two hours
because you've been running late. Actually I'm not impressed by
your organisation and not sure I want to work for you.

Goodbye’
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The interviewee walked out, was invited back the next day
and was offered the job.

B
How would you act in a situation like this? That interview

was rather extreme, but a lot of employers have turned to using
‘killer questions’ or ‘shock tactics, such as these:

‘“Tell me something about yourself that you have never told
anyone.

‘Which three famous people would you invite to a dinner
party and why?’

‘We have employed people from your university, and they
haven’'t been good. Can you tell us why you think youd do better?’

Killer questions often come early in the interview and are
aimed at throwing the candidate of guard. By surprising the
candidate with an original or difficult question, interviewers can
get an honest reaction and an unplanned response. They also
want to see candidates think through their responses calmly.

C

Interviewers also ask candidates other kinds of difficult
questions to see how they react under pressure. For example,
they may ask a hypothetical question related to work, such as:
‘Imagine you are an employee in customer services. What would
you do if an important customer were very rude to you?’

However, some experts think that hypothetical questions
are not useful because they only generate hypothetical answers.
They prefer candidates to talk about their past experience.

D

So, what should you do in these circumstances? Imagine: an
interviewer has asked you a ‘killer question’ and you just don't know
how to answer it — your mind is blank. Remember, the interviewer
isn't interested in your response as much as the way you respond. So,
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stay calm, take a few deep breaths and buy some time, e.g. Actually,
thats interesting. I haven't thought about it, but maybe Id...... Its
a good idea to practise asking and answering some of these questions
with friends. You can find some typical ‘killer questions’ on the front
of this factsheet.

¢) Which of the following ideas are mentioned?
1. Your answers to killer questions are extremely
important.

2. An interviewee left the interview before it was
meant to finish.

3. Difficult questions often come at the end of an
interview.

4. Some experts prefer candidates to talk about things
they have done rather than answer hypothetical
questions.

5. You should not hesitate when answering Kkiller
questions.

d) Find words in the leaflet for someone who:
1. is applying for a job.
2. asks questions at an interview.
3. has other people working for him/her.
4. is attending an interview.
5. is paid to work for an organisation or another person.
6. has special knowledge of a subject.

e) Discuss the following.
1. Do you think it is fair to ask killer questions?

2. Do you think hypothetical questions are useful?
3. How do you react under pressure?

4. Think of some killer questions and tell the name of
the student to answer them.
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8. Translate the following:

CniB6ecify 3 TOTeHLIIIHMM KaHAMAATOM Ha BAaKaHCIilo 3a3-
BIYall PO3IOYMHAE NIPESCTABHUK BTy KaJpiB, AKNI JOCUTD
IIMOOKO MOXKe He BHUKATH B yci HioaHcu. [lari ectadeTy Moxe
HepeiiHATY JTIOfYHA, AKa a00 YXBalTIOE OCTAaTOYHe PpillleHH:A
I[OJI0 IIPUIHATTSA Ha poboTy, abo ii ;yMKa Ba>k/ImBa JJIs MpUii-
HATTA OCTaTOYHOTO pillleHHA.

Yacro cmiBOeciiM TPOBOAATBCA KOJETIAIBHUM  CIIOCOOOM.
OnyH 3 IPKUCYTHIX Befe criBOecify, iHIi — 3a/1al0Th JOTATKOBI 3a-
MIUTAHHSL.

[TpakTuKyThCs TakOX TpyToBi ciiB6ecimy. e komu criiBbeci-
Iy TIPOXOIMTD Ipyma Kauaujaris. OL[iHIOETbCA NOBEiHKa B IPYII,
YMIHHSI CIIIKYBaTVCS Ha 3arajl, BUSAB/ATY iHiljiaTusy. [TotiM 6ymyTh
iHpVBiyaIbHi crIiBOeciny, asie BXKe 3 ONEPeIHbO BiliOpaHIMY KaH-
myparamin. [IposB/IAil aKTUBHY y4acTb, ajie He [Iill arpecyBHO 100
IHIIVX KaHWJATIB, JEMOHCTPYI KOPEKTHICTb.

OcranHiM 9acoM ciB6ecifiy mpoBoaATbCA Y hopMi IioBoi
TPy, CUTYaTMBHMX BIIPaB YN Bifleo 3aB/jaHb. Bci BOHM jonmoMara-
I0Tb OLIIHUTH, K TV CIIPABJ/IAEUICA 3 KOHKPETHUMM CUTYaLiAMIL.

Are, ckinbky He 6yr1o 6 BuziB criiBOeciy, akcioma Ne 1: mo criB-
Oecigy moTpibHO roTyBatKcs. [TiAroToBYNMIT eTar € 3aIOPyKOI0 TBO-
ro ycmixy. [lepir 3a Bce, mepeKoHarcs, o TV MOXKELI 9iTKO, CTHCIIO
1 JIOTiYHO IOSACHUTM BCE, 1110 HAIVICAHO B TBOEMY pestoMe. [lomymaii,
4) MOKEII TV HAaBeCTV KOHKPETHi IPUK/IA/Y BIACHUX JIOCATHEHD
(0co6mMBO THX, 11J0 MAIOTD 6€3M0CepeHE BiHOIIEHHS BaKaHCi).

[To6ymyit BIacHy IPOMOBY Tak, 1106 Oy/Io 3pO3yMiNo, K TH
3MOkelll e(heKTUBHO BUKOPUCTATY CBiil TTONEPEHil JOCBiI, BUKO-
HYyI0uM po60TY, Ha SIKY T! npeTeHayent. He 3a6yyp, Ha 3aBepIeHHS,
MOSICHUTY YOMY TM XOYelll IIPAIIoBATI caMe TYT i Ha Iili mocai.
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[Tam’siTait, 110 TBiN yac Oyze JOCUTH 0OMeskeHUM (371e6i/b-
oro criB6ecizia TpuBae Bif 30 XBUINH O TOOVHM), TU XBUJIIO-
BaTMMeIICS i MOXKeIll po3ryOuTucs, moch 3a0yTy abo moyarn
IOBTOPIOBATY BXXe CKadaHe. ToMy MiAIrOTOBKa i MpaKTMKa TBOET
IIPOMOBM Iy>K€ Ba>K/IMBi.

Tako)x BapTo BifmpaljoBatyl BiflloBifii Ha HaybinbII Bipo-
rigHi nuraHHA y Qopmi penerunii-cmiBbecimu 3 6aTbkamuy,
APY3AMU YU OGHOKYPCHUKAMI.

[TpucBsATH KOCTaTHBO 4Yacy MoOmyKy iHpopMarii mpo op-
rasisaliio, y Akiit To6i mpusHadeHo cmiBbeciny. O3HaioMcs
3 iHdopMmalliero Ha IXHbOMY CaiiTi, moYMTal MaTepiany Ipo HUX
y mpeci, nepeBip ixHi npodini B coljia/IbHNX MepeXxax, Hi3Haucs,
XTO IXHi OCHOBHi KOHKYpeHTH, crpo6yii 3HaiTu iHdopmarito
PO JIIOfieNt, sIKi OyAyTh IPUCYTHI Ha criBOecifi.

Hasopnmo fiesxi 3 HalimompeHilnX NUTaHb, Ha AKi BApTO
nifroTyBaTy Binmosifi 3asmanerinb. lle mo3BommTh TOOI MOUY-
BAaTJCS BIIEBHEHO IIif 4ac criBOeciny i 3BepHYyTH yBary Ha cBOl
CU/IbHI CTOPOHM Ta JOCATHEHHA:

PoskaxiTb kopoTko mpo cebe: Banry ocBity, monepenHiit
IOCBiJ po60OTH, KOMIIeTEHIIil Ta HABUYKM, s1Ki Bu Maere
JUIS1 BUKOHAHHS 1€l poOOTH.

Yomy Bu xouere oTpumaru 1o pobory?/Uomy Bnu
3aIliKaBJIeHi y Liil BAaKaHCiI¢

Yomy Mu Maemo obpary came Bac 3-momix iHImmx
KaHIMIATiB?

Sxi Bami cunbHi croponn?

SIxi Baui crabki croponu?

Sk moB’a3ani Bauri akagemMiuHi JOCATHEHHS 3 BUMOTaMI
IIOMO i€l BaKaHCII?

Bamre HamsHauHillle MOCATHEHHS Ha CbOTOJIHI¢

Y Bac € nmuTanHg g0 Hac?
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LESSON 6}

«Time you enjoy wasting is
not wasted time.»
(Marthe Troly-Curtin)

Time management. Procrastination.

1. A Scientific Guide on How to Stop Procrastinating

https://jamesclear.com/procrastination

Procrastination is a challenge we have all faced at one point
or another. For as long as humans have been around, we have
been struggling with delaying, avoiding, and procrastinating on
issues that matter to us.

During our more productive moments, when we temporarily
figure out how to stop procrastinating, we feel satisfied and
accomplished.

Human beings have been procrastinating for centuries. The
problem is so timeless, in fact, that ancient Greek philosophers
like Socrates and Aristotle developed a word to describe this type
of behavior: Akrasia.

Akrasia is the state of acting against your better judgment. It
is when you do one thing even though you know you should do
something else. Loosely translated, you could say that akrasia is
procrastination or a lack of self-control.

Here’s a modern definition:

Procrastination is the act of delaying or postponing a task
or set of tasks. So, whether you refer to it as procrastination or
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akrasia or something else, it is the force that prevents you from
following through on what you set out to do.

Why Do We Procrastinate?

Ok, definitions are great and all, but why do we procrastinate?
What is going on in the brain that causes us to avoid the things
we know we should be doing?

This is a good time to bring some science into our discussion.
Behavioral psychology research has revealed a phenomenon
called «time inconsistency,» which helps explain why
procrastination seems to pull us in despite our good intentions.
Time inconsistency refers to the tendency of the human brain to
value immediate rewards more highly than future rewards.

The best way to understand this is by imagining that you
have two selves: your Present Self and your Future Self. When
you set goals for yourself — like losing weight or writing a book
or learning a language — you are actually making plans for your
Future Self. You are envisioning what you want your life to be
like in the future. Researchers have found that when you think
about your Future Self, it is quite easy for your brain to see the
value in taking actions with long-term benefits. The Future Self
values long-term rewards.

However, while the Future Self can set goals, only the Present
Self can take action. When the time comes to make a decision,
you are no longer making a choice for your Future Self. Now you
are in the present moment, and your brain is thinking about the
Present Self. Researchers have discovered that the Present Self
really likes instant gratification, not long-term payoft.

So, the Present Self and the Future Self are often at odds with
one another. The Future Self wants to be trim and fit, but the
Present Self wants a donut. Sure, everyone knows you should
eat healthy today to avoid being overweight in 10 years. But
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consequences like an increased risk for diabetes or heart failure
are years away.

Similarly, many young people know that saving for
retirement in their 20s and 30s is crucial, but the benefit of doing
so is decades off. It is far easier for the Present Self to see the
value in buying a new pair of shoes than in socking away $100
for 70-year-old you.

This is one reason why you might go to bed feeling motivated
to make a change in your life, but when you wake up you find
yourself falling back into old patterns. Your brain values long-
term benefits when they are in the future (tomorrow), but it
values immediate gratification when it comes to the present
moment (today).

The Procrastination-Action Line

You cannot rely on long-term consequences and rewards
to motivate the Present Self. Instead, you have to find a way to
move future rewards and punishments into the present moment.
You have to make the future consequences become present
consequences.

This is exactly what happens during the moment when we
finally move beyond procrastination and take action. For example,
let’s say you have a report to write. You've known about it for
weeks and continued to put it off day after day. You experience
a little bit of nagging pain and anxiety thinking about this paper
you have to write, but not enough to do anything about it. Then,
suddenly, the day before the deadline, the future consequences
turn into present consequences, and you write that report hours
before it is due. The pain of procrastinating finally escalated and
you crossed the «Action Line.»

There is something important to note here. As soon as you
cross the Action Line, the pain begins to subside. In fact, being in
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the middle of procrastination is often more painful than being in
the middle of doing the work. Point A on the chart above is often
more painful than Point B. The guilt, shame, and anxiety that you
feel while procrastinating are usually worse than the effort and
energy you have to put in while youre working. The problem is
not doing the work, it’s starting the work.

If we want to stop procrastinating, then we need to make
it as easy as possible for the Present Self to get started and trust
that motivation and momentum will come after we begin.
(Motivation often comes after starting, not before.)

How to Stop Procrastinating Right Now

There are a variety of strategies we can employ to stop
procrastinating. Below, T'll outline and explain each concept,
then I'll provide you with some examples of strategy in action.

Option 1: Make the Rewards of Taking Action More Immediate
Ifyou can find a way to make the benefits of long-term choices
more immediate, then it becomes easier to avoid procrastination.
One of the best ways to bring future rewards into the present
moment is with a strategy known as temptation bundling.

Temptation bundling is a concept that came out of
behavioral economics research performed by Katy Milkman at
The University of Pennsylvania. Simply put, the strategy suggests
that you bundle a behavior that is good for you in the long-run
with a behavior that feels good in the short-run.

Here are a few common examples of temptation bundling:
only listen to audiobooks or podcasts you love while exercising.
Only watch your favorite show while ironing or doing household
chores. Only eat at your favorite restaurant when conducting
your monthly meeting with a difficult colleague.
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Option 2: Make the Consequences of Procrastination More
Immediate

There are many ways to force you to pay the costs of
procrastination sooner rather than later. For example, if you are
exercising alone, skipping your workout next week won't impact
your life much at all. Your health won't deteriorate immediately
because you missed that one workout. The cost of procrastinating
on exercise only becomes painful after weeks and months of lazy
behavior. However, if you commit to working out with a friend at 7
a.m. next Monday, then the cost of skipping your workout becomes
more immediate. Miss this one workout and you look like a jerk.

Another common strategy is to use a service like Stick to
place a bet. If you don’t do what you say you'll do, then the money
goes to a charity you hate. The idea here is to put some skin in the
game and create a new consequence that happens if you don’'t do
the behavior right now.

Option 3: Design Your Future Actions

One of the favorite tools psychologists use to overcome
procrastination is called a «commitment device.» Commitment
devices can help you stop procrastinating by designing your
future actions ahead of time.

For example, you can curb your future eating habits by
purchasing food in individual packages rather than in the bulk size.
You can stop wasting time on your phone by deleting games or
social media apps. (You could also block them on your computer.)

Similarly, you can reduce the likelihood of mindless channel
surfing by hiding your TV in a closet and only taking it out on big
game days. You can voluntarily ask to be added to the banned list
at casinos and online gambling sites to prevent future gambling
sprees. You can build an emergency fund by setting up an automatic
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transfer of funds to your savings account. These are all examples of
commitment devices that help reduce the odds of procrastination.

Option 4: Make the Task More Achievable

As we have already covered, the friction that causes
procrastination is usually centered around starting a behavior. Once
you begin, it's often less painful to keep working. This is one good
reason to reduce the size of your habits because if your habits are
small and easy to start, then you will be less likely to procrastinate.

One of my favorite ways to make habits easier is to use The
2-Minute Rule, which states, «When you start a new habit, it
should take less than two minutes to do.» The idea is to make it as
easy as possible to get started and then trust that momentum will
carry you further into the task after you begin. Once you start
doing something, it’s easier to continue doing it. The 2-Minute
Rule overcomes procrastination and laziness by making it so
easy to start taking action that you can’t say no.

Another great way to make tasks more achievable is to break
them down. For example, consider the remarkable productivity of
the famous writer Anthony Trollope. He published 47 novels, 18
works of non-fiction, 12 short stories, 2 plays, and an assortment
of articles and letters. How did he do it? Instead of measuring his
progress based on the completion of chapters or books, Trollope
measured his progress in 15-minute increments. He set a goal
of 250 words every 15 minutes and he continued this pattern
for three hours each day. This approach allowed him to enjoy
feelings of satisfaction and accomplishment every 15 minutes
while continuing to work on the large task of writing a book.

Making your tasks more achievable is important for two reasons.

— Small measures of progress help to maintain
momentum over the long-run, which means you're
more likely to finish large tasks.
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— The faster you complete a productive task, the more
quickly your day develops an attitude of productivity
and effectiveness.

I have found this second point, the speed with which you
complete your first task of the day, to be of particular importance
for overcoming procrastination and maintaining a high
productive output day after day.

How to Kick the Procrastination Habit
The Daily Routine Experts Recommend for Peak Productivity

One reason it is so easy to slip back into procrastination time
after time is because we don’t have a clear system for deciding
what is important and what we should work on first. (This is yet
another example of the system often being more important than
the goal.)

One of the best productivity systems I have found is also one
of the most simple. It’s called The Ivy Lee Method and it has six
steps:

1. Atthe end of each work day, write down the six most
important things you need to accomplish tomorrow.
Do not write down more than six tasks.

2. Prioritize those six items in order of their true
importance.

3. When you arrive tomorrow, concentrate only on the
first task. Work until the first task is finished before
moving on to the second task.

4. Approach the rest of your list in the same fashion.
At the end of the day, move any unfinished items to
a new list of six tasks for the following day.

5. Repeat this process every working day.
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Here’s what makes it so effective:

It's simple enough to actually work. The primary critique of
methods like this one is that they are too basic. They don't account
for all of the complexities and nuances of life. What happens if an
emergency pops up? What about using the latest technology to our
fullest advantage? In my experience, complexity is often a weakness
because it makes it harder to get back on track. Yes, emergencies and
unexpected distractions will arise. Ignore them as much as possible,
deal with them when you must, and get back to your prioritized to-do
list as soon as possible. Use simple rules to guide complex behavior.

It forces you to make tough decisions. I don't believe there is
anything magical about Lee’s number of six important tasks per day.
It could just as easily be five tasks per day. However, I do think there
is something magical about imposing limits upon yourself. I find that
the single best thing to do when you have too many ideas (or when
youre overwhelmed by everything you need to get done) is to prune
your ideas and trim away everything that isnt absolutely necessary.
Constraints can make you better. Lees method is similar to Warren
Buffett’s 25-5 Rule, which requires you to focus on just five critical
tasks and ignore everything else. Basically, if you commit to nothing,
you'll be distracted by everything.

It removes the friction of starting. The biggest hurdle to
finishing most tasks is starting them. (Getting oft the couch can
be tough, but once you actually start running it is much easier
to finish your workout.) Lee’s method forces you to decide on
your first task the night before you go to work. This strategy has
been incredibly useful for me: as a writer, I can waste three or
four hours debating what I should write about on a given day. If I
decide the night before, however, I can wake up and start writing
immediately. It's simple, but it works. In the beginning, getting
started is just as important as succeeding at all.
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It requires you to single-task. Modern society loves
multi-tasking. The myth of multi-tasking is that being busy
is synonymous with being better. The exact opposite is true.
Having fewer priorities leads to better work. Study world-class
experts in nearly any field-athletes, artists, scientists, teachers,
CEOs-and you’ll discover one characteristic runs through all of
them: focus. The reason is simple. You can't be great at one task if
you’re constantly dividing your time ten different ways. Mastery
requires focus and consistency.

Regardless of what method you use, the bottom line is this:
Do the mostimportant thing first each day and let the momentum
of the first task carry you into the next one.

How to Avoid Chronic Procrastination With Visual Cues
Another way to overcome the trap of chronic procrastination is
to use visual cues to trigger your habits and measure your progress.

A visual cue is something you can see (a visual reminder)
that prompts you to take action. Here’s why they are important
for beating procrastination:

Visual cues remind you to start a behavior. We often lie to
ourselves about our ability to remember to perform a new habit.
(«I'm going to start eating healthier. For real this time.») A few
days later, however, the motivation fades and the busyness of life
begins to take over again. Hoping you will simply remember to
do a new habit is usually a recipe for failure. This is why a visual
stimulus can be so useful. It is much easier to stick with good
habits when your environment nudges you in the right direction.

Visual cues display your progress on a behavior. Everyone
knows consistency is an essential component of success, but few
people actually measure how consistent they are in real life. Having
a visual cue-like a calendar that tracks your progress-avoids that
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pitfall because it is a built-in measuring system. One look at your
calendar and you immediately have a measure of your progress.

Visual cues can have an additive effect on motivation. As the
visual evidence of your progress mounts, it is natural to become
more motivated to continue the habit. The more visual progress
you see, the more motivated you will become to finish the task.
There are a variety of popular behavioral economics studies that
refer to this as the Endowed Progress Effect. Seeing your previous
progress is a great way to trigger your next productive action.

Two of my favorite strategies that use visual cues are The
Paper Clip Strategy, which is helpful for beating procrastination
day-after-day, and The Seinfeld Strategy, which is great for
maintaining consistency over longer periods of time.

1. Is procrastination a problem that affects all people
equally? Why?

2. Is it easy to overcome procrastination?

3. How can someone procrastinate less and increase
their productivity?

4. Can chronic procrastinators become successful
people?

2. Watch the videos and analyse the issues.

https://www.youtube.com/watch?v=UPcLkAqS_GE
https://www.youtube.com/watch?v=y6mGuFe5YNc
What is time management?

What is procrastination?

Time management is the art, science, and practice of gaining
better control (not absolute control) over the entire 24 hours in your
day to create both personal balance and increased productivity.
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Procrastination (from Latin’s «procrastinare») is the
avoidance of doing a task that needs to be accomplished. Sometimes,
procrastination takes place until the «last minute» before a deadline.
Procrastination can take hold on any aspect of life-putting off
cleaning the stove, repairing a leaky roof, seeing a doctor or dentist,
submitting a job report or academic assignment or broaching
a stressful issue with a partner. Procrastination can lead to feelings
of guilt, inadequacy, depression, and self-doubt. To procrastinate
can hinder productivity.

Answer the questions.
1. How do you manage time?

2. Do you often waste time? Do you regret about
wasting time later?

3. How bad is the procrastination habit?

4. TIs the fact that we all procrastinate at some time or
another true?

5. Do you often procrastinate? Why?

6. Give reasons why people often procrastinate.

7. What are your tips to stop procrastinating?

8. How do you spend each hour of the day? How would you
like to spend a typical day? Why/how are these answers
different? How do you spend your hours overall during

the week? How would you like to spend a typical week?
Why/how are these answers different?

9. What are your top three priorities on a day-to-day
basis? What should they be?

10. How much time do you spend «giving back» to others
(including your family, university, or community)? Do
you think you spend too much time caring for others?
Do you feel like you spend the right amount of time?
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If you don't feel like you spend enough time caring for
others, how might you spend more time?

11. When/how do you practice self-care? Is this enough
time? Too little? Too much?

12. If you could do anything with your time, what would
it be?
https://www.youtube.com/watch?v=n3kNIFMXslo watch for
better time management.

Take note of strategies. Laura Vanderkam list:
o Write the family holiday letter to identify your top
priorities
o Make a three category priority list and include your
priorities in your weekly planner before you include
other tasks and appointments

o Keep a time diary

o Maximize «in-between» moments by putting down your
phone and instead doing what matters most to you

Reflection questions:
« What can you do to plan your time so that it reflects
your most important priorities and so you feel good
about the way you spend it?

« What might be difficult in doing so?

« Who can support you in managing your time well?

3. Vocabulary Practice. Read and translate the expressions
and make up sentences.

o it’s just about time to —

« agood time for —

 to fix the time —

« to hit the big time —
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 toarrange for some time —
e to gain time —

« to waste/lose time —

« to get out of time —

o tobide one’s time —

o torun out of time —

+ to make up for lost time —

o to take up time —

4. Learn how to say «I am busy». Make your own sentences
using these expressions.

1.Iam busy + V(-ing)
I am busy working on the report.

2. Busy as a beaver
Syn. — busy bee.

Last weekend I was busy as a beaver, so I didn't have
a chance to have a good rest.

3. Swamped
Slang

I am so swamped with work!

4. Slammed
Slang

I am slammed with work today, so I can’t go to the
concert with you, sorry.

5. To be snowed under
overloaded with work

I am snowed under a lot of work and have no free time.

6. A lot on one’s plate
Sorry, pal, I already have a lot on my plate.
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7. Biz

«busy»

Apparently Amy is biz, so she doesn’t answer my calls.
8. Tied up

Sorry, I am a bit tied up right now, so I call you back
later.

5. Practise this tongue twister: «I am busy, busy, busy» said a little
busy bee. (as if you were angry, amused, astonished, hysterical,
shy (bashful), satisfied, disappointed, scared, combative
(quarrelsome), bored, miserable, happy)

Provide 5 or 6 answers for each of the following sentence stems:
If 1 didn’t procrastinate Id. . .

1. If I didnt struggle with procrastination how would
my life be different? What would I do difterently?

2. It I stopped procrastinating what new problems or
situations would I have to face that I don’t have to
contend with now?

6. Giving advice.

1. «Ialways have that nagging feeling that I've forgotten to
do an important piece of work. What should I do?»

2. «I can work for 8-10 hours straight, especially when
I'm working to a deadline. But I feel like I can't think
creatively and work effectively. What should I do?»

3. When you have a big deadline looming (an essay or
exam), how do you prepare for it? I can’t do a little work
each day, or should I wait until the last minute?

4. It’s impossible to work well under pressure? Save me!
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5. I find it so difficult to organize my time effectively?

What can I do?
OK. V'm going to finish S hours later...
my report in an hour, \ D‘DNIT G'ET
study for math, take o
wreak, ond then start PIN YTHING
next weeks reading. DONE.
or;q::"" —

excuses for Procfasﬁ nating

| don’t I+'s not due |
Feel like un'l'il later. |
I'm busy.
1’1l do it
afterthis.
2

My cat looks
hungry. |
should go
feed ner.

™ | still
‘ have time.

Il do it
+o1morrow

7. Procrastination Quiz

Useful Vocabulary:
frenzy — 6oxxeBinna

to tend to ignore — cXmnATHCD KO irHOpyBaHHSA

to have a tough time — maTu Ba>xkmit yac

- — — 119



boiisan Onecs

to stall out — 3arpumaTiCh, 3yNIMHUTUCD

to tackle the projects — Brmoparucs 3 mpoexTammn

to wing — iMIIpoBi3yBaTu

to feel constrained by... — BiguyBaTu cTpumanicTh

barely make smth — 5enp 3po6uTu moce

cubicle — HeBemyKka kiMHaTa

to dawdle — mocnimraru

dithering — xonuBaHHsA, TpeMTiHHA

There are plenty of reasons why we procrastinate, but one of

the first steps toward overcoming this often destructive tendency
is to evaluate your own behavior.

1. You have a major deadline approaching and lots of
work to finish.

a. I usually find things to distract myself until the last
minute and then finish just in time in a hair-raising
frenzy.

b. I work on things here and there but still find myself
rushing to finish at the last minute.

c. I set a schedule, work a little each day, and actually
end up finishing early.

2. How do vou feel about deadlines?

a. What's a deadline? Seriously, I just tend to ignore them.

b. They are annoying and I always feel like I'm
struggling to get things done in time.

c. I enjoy them. They help me stay focused and on track.
3. Doyou have a tough time getting started, particularly

with things that you don’t enjoy doing?
a. Yes! I sometimes spend hours just planning to get

started.
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b. Sometimes. Or I will start something and then
stall out before I finish.

c. Never. The soon I get started, the sooner I'll be done.

4. How do you react when something is difficult or if
you are not sure how to do it?

a. I usually just avoid doing it altogether.
b. I'll put it off until the last minute.

c. I'll do some research or ask for help and then get
started. I'd rather tackle the difficult projects right
away.

5. What approach do you use for staying on track?
a. I like to just wing it and I never make plans.

b. I hate feeling constrained by schedules so I like to
leave things open.

c. I make to-do lists for each project and set deadlines for
each step.

6. How often do you find yourself feeling stressed out
because you waited until the last minute to finish
a project?
a. Almost every day. I feel like I'm always behind on
something.

b. Sometimes, especially if I'm dealing with a big
project.

c. Rarely. I try to stay on top of things because I hate
dealing with last-minute stress and anxiety.

7. How often do you wait until the last moment to pay
bills?
a. All the time. Most of my payments are actually
a couple of days late. Oops!
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b. Sometimes I forget and barely make my payments
on time.

c. Never. I carefully track all of my payments and utilize
any automatic payment options that are available to help
me stay on track.

8. Which motto sounds most like you?

a. Why do today what I can put off until tomorrow»
b. «It’s easier to keep up than to catch up.»

c. «The best way to get something done is to begin.»

9. How often do you think about improving your time

management skills?
a. Frequently, but it just seems like a lot of work.

b. There are times I think I could probably do better.

c. Rarely. I'm a time management maven.

10. What’s your favorite way to waste time at work?

a. I think I spend more time playing online games,
checking my email, and playing on Facebook than
I spend working.

b. Sometimes I wander into another cubicle to chat
with a co-worker for a few minutes.

c. I sometimes switch to working on other work-
related tasks just so I can stay on top of things.

Scoring Your Procrastination Quiz Results

Mostly As: If you answered A on most of the questions, then
you probably have a fairly serious problem with procrastination.
Your habit of putting things off might be having a negative impact
on multiple areas of your life, including your personal life, work,
and social life. It may be a good idea to review a few tips that can
help you stop procrastinating as much.
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Mostly B’s: If you answered B on most of the questions,
then you probably don’t have a terribly serious problem with
procrastination. Sure, you might find yourself dawdling on
certain things, but you have managed to avoid making a habit
out of dithering. If you find that there are certain times of day
or tasks that you procrastinate more often, explore some tips on
overcoming those challenges.

Mostly C’s: If you answered C on most of the questions, then
you are not much of a procrastinator. You are good at organizing
your time. You enjoy tackling projects and crossing them off of
your to-do list. Keep this up and don’t let procrastination become
a bad habit in the future.

We all procrastinate just a little bit and it's not the end of the world.
It only tends to become a problem if it interferes with our work, social
and home life, or if it leads to a dangerous situation. Keep this quiz in
mind and do your best to avoid putting things off too long. You might
notice a significant reduction in stress when you do.

8. Watch this video and answer the questions: https://www.
youtube.com/watch?v=arj70StGLkU

Is there any difference between the brains of a non-
procrastinator and procrastinator?

What does each one look like?

What does the Instant Gratification Monkey care about?
What does the Rational Decision Maker care about?
What is Orange Zone?

What is Blue Zone?

Who is the Panic Monster? When does he show up?
How does the procrastinator’s system look like?

What are two kinds of procrastination?
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Create a time log for the coming week. At the end of the
week, compare the actual time log with the Time Management
Activity you completed at this lesson. Identify similarities and
differences between the actual log and their estimates. Have
a discussion focused on the following questions:

o What caused the differences you see between the
time you anticipated/estimated spending on each
activity and the time you actually spent on each
activity?

o How does it make you feel when you don't do what
you set out to do? Are there times when it feels
ok? Times when you feel badly? What makes the
difference?

» How can you strategize to make better use of your
time? How can you strategize to make sure you both
take care of others and yourself?

« How does good time management impact our ability
to help others and ourselves?

o What aspects of how you currently spend your time
are you most proud of? Least proud of? How much of
your time is currently spent taking care of yourself?
Others? Is this the «right» amount of time?

9. Translate the following.

1. A 4ac eTuTb, i HaM HeoOXi/JHO BUPIZHATY i 0OMEXUTH Ti
BUAM iAZIBHOCTI, IKi KpaflyTh HAIll Yac, 06 He BUTpadaTy vac
[apeMHO Ha coljia/nibHi Mepexi, TeneBisop i TenedoHHi A3BiHKN.
Hawm BiuHO 6pakye 4acy.

Ase, po3cTaBMBIIN IPiOpUTETH, MU MOXXEMO Bi/[BOIOBAaTU
Jac i MPUCBATUTY JIOTO CBOIII CIIPaBi: /IS TOTO, 1100 BECTH 1I10-
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HOEHHVK, CIIJIKYBaTUCh BXXVBY 3 POSYMHMMH 1 IIIKaBUMU JIIOJb-
MU, 3a/IHATHUCA CIIOPTOM, BUBYUTH Iapy MOB. I, HapewTi, onmu-
HUTNCS B TOTPiOHMIL Yyac B OTPiOHOMY MicIii.

2. Temn >XUTTA Cy4acHMX JIIOfiell CK/IAJJHO Ha3BaTU po3Mipe-
HVIM — Iie TIOCTiitHWIT leilinT 9acy i aBpau, peryispHe nepe6-
YBaHHA Y CTaHi, KOJIY He3pO3yMiso, 32 BUKOHAHHS SIKOi po60TH
XaIlaTyCA caMe 3apas. 3BiCHO, BCe 1ie HeTaTVBHO ITI03HAYAETHCS Ha
0COOVCTiT MPOAYKTUBHOCTI IpaliBHMKIB. [li3HariTecs, sK BIPO-
BAJIUTY B XKUTTS pallioHa/IbHe IVTAHYBAaHHs POOOYOro yacy, ajKe
KaJIpoBUKaM Ta (axiBILsM 3 YIIPaBJIiHHA IIEPCOHAIOM 000B’SI3KO-
BO IIOTPiOHO He /yIe 3pOOKTH Ije CAaMMM, a 1Ie i HABYUTHY IIbOTO
CBOIX CIIiBpOOITHMKIB.

TaliM-MeHeI>KMeHT — Ile TeXHiKa yIpaB/iHHA YacoM, fKa
BKJIIOYA€ B ce0e IMpaBuIa i MPYHIINIIN, 110 OTIOMAraioTh JIOAVHI
IIpaBU/IbHO OpPraHi3yBaTy CBiil Yac i JOCATTM MaKCHMaabHOI
edekTMBHOCTI B Oyab-sKilt cripasi. [Ipsmmit mepektaz faHOTO
TepMiHa «time management» 3 aHIIIICHKOI IIOBHICTIO IIepeJae
JIOTO CEHC i 3BYYUTD AK «YIIPABIiHHA YaCOM».

3. IIponecn TaiiM-MEHEIKMEHTY 49U yIPaBIiHHA YacoOM
0a3yI0TbCS Ha HACTYIHMX FOJIOBHMX IMPUHI[MIIAX:

— IpaBWIbHA IOCTAaHOBKa MeTy (rojoBHe abu BoHa Oysa
9iTKO BM3HAYEHOIO Ta JOCSDKHOIO);

— MoruBalia (6aXaHHS 36KOHOMUTI 4ac IIOBMHHO OyTU
YCBiJOMJIEHUM i ITOB’I3aHMM i3 32JJOBOJIEHHSM SIKMXOCh BaXK/IU-
BUX ITOTPeO);

— Ppes3y/IbTaTUBHICTD (YIpaBITiHHA 4acOM HeOOXifHO I
TOTO 100 3HATY Y, IPUHAVIMHI, 3HU3UTY AedilluT Yacy, BUKO-
HYIOUU [TeBHi 3aBJJaHH: 32 KOPOTIINII ITepiof).

KoxxHa mofyHa Mae Habip SIKMXOCh CXMIBHOCTEN, OTpUMa-
HJMX Ha TeHeTVYHOMY piBHi Ta BMPOOJIEHMX HPOTATOM >XMUTTA.
OpHi mopy BigJaOTh IepeBary CaMOCTITHOMY IUIAHYBAHHIO i
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PO3IOJIiTY Yacy, iHII T0YyBaloThCst KOMMOPTHillle, KO IM XTOCh
IOTIOMarae 1ie 3poOUTH B SIKOCTi IOCBITYEHOTO eKCIepTa Y HaBiTh
KOHTPOJIIOE 11i IIPOLIeCH SIK ix 6e3mocepe/Hiil KepiBHUK.

4. Cepesi OCHOBHMX NPUYMH BUHUKHEHHS IIPOKpPACTUHAL]

BUJIAIOTH:

126

Asmopumapuicmo 6amvkis. 3aTsAryBaHHs MOXKe Oy TH Bifi-
HOBI/I/If0 Ha aBTOPUTAPHMUI CTIU/Ib BUXOBAHHS OATHKIB.

Cmpax HesOaui. JlroguHa O6OITBCS, 1O He BIOPAEII-
Cs 3 TIOCTAaB/ICHNM 3aBJaHHAM, IOOOKWETHCA, 1[0 y Hel
He JJOCUTD 37iiOHOCTell, yMiHb ab60 uacy. «Bxe kpame
He poOUTM 30BCiM, HDK BUIIARaTH 6€3I1ys3no», — Ay-
Ma€ MIpokpacTuHaTtop. Huspka caMoolliHKa, HEBIIEB-
HEHICTb B c061 — OCh 1[0 3aBaKae.

Ilepgpexuyionizm. JlopyHa He MPUIIMAE CepelHiX pe3yib-
tariB. SIKI0 BXe OpaTucsA 3a CIpaBy, TO BUKOHYBAaTH il
6e3I0raHHo.

He3sposymini yini. K10 KepiBHUK He TIO3HAYUB, B AKOMY
HarnpsAMi Tpeba pyXaTucs, 3aTe IOSACHUB, 110 IPiOpUTETIB
HeMa€ i yce rojloBHe — JIIOAVHA ONMHAETbCA B IIOBHII
PO3TyO/IeHOCTI 1 IparHe BiTATHYTM BUKOHAaHHA He3po-
3yMinux 3aBmaHb. BoHa IIpOCTO He 3HaE€, 3 AKOTO HOKY
nifiniTy o mpo6meMn, a SIK HaTypa Hepilryda, 60iTbCs
Opatu Ha cebe BiIOBiTaIbHICTB.

Hesipni nepexonanns. JItonuHi 35a€Tbcs, M0 AKILO 3arHA-
T 1i B paMKy, BOHa MO>XKelll BUKOHATV po6oTy Habararo
Kpalje.

Jinv i sidcymmuicmp inmepecy. Ham BrmacTuBo BifKIagaTy
«Ha IIOTiM» HelliKaBi 1 Hy/IHi 3aHATTS, 0COOMMBO AKIIO MEeTh-
C4 TIPO TaKi MOTOPOLIHI peyi, K ITOXi/I 10 CTOMaToj10ra — LI10
CIIpaBy MU, AK IIPABIJIO, BiJK/IaZla€MO i BiIK/IaIAEMO.
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B. buxoBa, oCIimpKy04un 0cOOMMBOCTI CTYAEHTCHKOI ITPOKpa-
CTUHALI{l, CTBEPIPKYE, L0 NMPUYMHY 1 0COOMMBOCTI MPOSABY IPO-
KpacTMHALii y CTy[eHTiB i gopocmux € pisHumu. IIpokpactmHa-
Lid y CTYLEHTIB BUHMKAE, HAYACTillle, B CUTYALIAX 1 ClIpaBax, 1110
II0B’sI3aHi 3 iHTe/IeKTya/IbHOIO HAIIPYTOI0, BYMAralouyl CaMOOpraHi-
3allii i ITaHyBaHHA SiANbHOCTI, 1110 XapaKTepU3YIOThCA BiTepMi-
HOBAHOIO BIHArOPOJIOI0, 3 HEOCTATHHOK MOTHUBALIIEI0, HEOOXifHi-
CTIO B3a€EMOJIil 3 TIOIbMMU, SIKi BUK/IMKAIOTh HETaTUBHI eMOILIil.

[TpyyyHN MOABM CMHIPOMY IIPOKPACTMHALLII:

— He ymo6/1eHa po60oTa, Hy/jHa i HeITpUEMHA CIIpaBa, AKOI0
NOTpiOHO 3aiiMaTucs;

— HEBMIHHA PO3CTaBIIATH IIPIOPUTETH;

— HEACHICTb TOJIOBHMX >KUTTEBUX IIiJIeVl, BIACHUX CIIPAMY-

— HeBMiHHA opraHi3yBatu cebe i cBiit yac;
— BIiJICyTHICTb MOTMBAILIil;
— HEBIIEBHEHICTDb Y CBOIX CH/IaX.

HacnigkaMy HasABHOCTI NPOKpacTMHALII € cTpec, BiidyT-
T NPOBUHM, BTpaTa IMPOAYKTUBHOCTI, HEBJOBOIIEHHA HaBKO-
JMITHIX 4Yepe3 HeBUKOHAHHA 3000B’s3aHb. IIparnyum sasep-
IIVTH CIIPaBy B 0OMeXXeHNIT IPOMDKOK 4acy, /II0iHA BiTdyBae
cepito3Hmit emouirtHmit i ¢isuunmit crpec. HepBosa Hampyra,
IIOCTilIHe HEeOCUIIAaHHS, 3/I0BXMBAHHA KOpeIHOM, eHepreTnd-
HIVIMJ HaIlOsIMM — yCe Ije€ MOXKE€ MaTV HEIPMEMHI HaCiIKN JI/is
opranismy. Kpim TOro, mpokpacTuHamis € mificTaBoIO IS BU-
HUKHEHHs TI0YYTTs IIPOBVHM 3a He3poOieHy poboTy, BifcyT-
HICTh caMopeaiisallii, ynyueHHsA MOXXIMBOCTEN TOILIO i € Ha-
CJIiJKOM ITOTaHOTO CAMOKOHTPOJIIO.
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LESSON 7)

MOTIVATION

1. Look at the pictures and give the definition of Motivation.

\y - DEVELOPMENT
CHALLENGE 1
g \ 5 TIV Tl N POWER
GOAL *

SUPPORT
mm oy

DETERMINATION
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2. a) Warming-up questions:

Have you ever tried to lose weight? Have you ever tried
to quit smoking? What motivated you to start a diet? Can
someone destroy your motivation? Howd you define
motivation?

Do you feel motivated when learning something new?
Do you share goals and plans with others so that they will
help you maintain your motivation and drive?

How do you plan to motivate yourself to improve your
hard and soft skills?

Steve Jobs, the late co-founder of Apple said in his
autobiography that he asked himself this one question
each morning: «If today were the last day of my life, would
I want to be doing what I'm doing?

If you fail to achieve your goals, what will be the
consequences?

What is your personal philosophy?

Is competition good? Can motivation influence
competitive behavior?

Do you find that motivated people are more successful
than unmotivated people?

2. b) Use a motivate phrase to make your colleagues /
groupmates to:

Make the job faster, work more, work more productively,

speak fluently etc.

2. c¢) Agree or disagree:

1. Students are more motivated academically when
they have a positive relationship with their teacher.
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2. Choice is a powerful motivator in most educational
contexts.

3. For complex tasks that require creativity and
persistence, extrinsic rewards and consequences
actually hamper motivation.

4. To stay motivated to persist at any task, students
must believe they can improve in that task.

3. The Best, Last Motivation Article You’ll Ever Read:
Tactical Tips to Turn Self-Motivation into Habit

Patrick Ewers
I know what you're thinking: «Another motivation article?»

And I get it. I bet you've heard «set goals and memorize
affirmations» hundreds of times. You've probably read thousands
of motivational quotes, listened to hours of motivational videos,
and read what feels like every book, blog, and article out there.

And if none of those made a lasting difference, why read one
more? Simple: Because this is the one that’ll work.

Don’t get me wrong: There’s an important place for goals and
affirmations. But those require conscious effort, and anything
that requires conscious effort doesn't tend to last.

The science of motivation: The locus of control

Ever looked at someone and wondered how theyre so
motivated? Or maybe the opposite: Ever met someone and
wondered why they’re so lazy, defeated, or reactive?

According to psychologists, the answer is simple: A person’s
motivation (or lack thereof) is a result of their locus of control.

A locus (latin for «place» or «location») of control is the degree
to which someone believes they have control over their life.

Each of us habitually defaults to one of two loci of control:
Internal or external.
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Internal locus of control

Those with an internal locus of control believe they are in control
of their fate and, if they want change, they have the power to create it.

For example, when the entrepreneur failed to raise money for
his startup, he acknowledged that he didn’t deliver a compelling
enough pitch to investors. He resolved to find an experienced
mentor to guide him through the process next time.

External locus of control

Those with an external locus of control believe someone else is
in control of their fate and, if they want change, someone else has
to create it.

For example, when the entrepreneur failed to raise money for
his startup, he blamed the investors for failing to see the potential
in his product. He resolved to find «smarter,» more «visionary»
investors in the future.

If you struggle with motivation, you've probably been
operating from an external locus. The most motivated people,
on the other hand, use an internal locus; a genuine belief they
have the power to create the results they desire.

Here’s the good news: It’s possible to change. If you want to
be more motivated, you need a firmly-rooted internal locus of
control. Once you've got that, the rest will come naturally.

Here are four methods to find your internal locus of control
and master self-motivation, today.

1. Use rewards, consequences, and commitment devices

In The Power of Leverage, author Tony Robbins says
motivation is controlled by two needs: Avoiding pain and
experiencing pleasure.
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In practice, that means you can train yourself to become
more motivated by teaching your brain to associate pleasure with
motivation and pain with «unmotivation.»

The three most effective ways to do that are rewards, consequences,
and commitment devices. Let’s take a closer look at each.

Rewards

A reward is something you give yourself for staying motivated
and completing your goals. They should be personally meaningful
and enticing enough that you'll actually work to achieve them.

For example: If I reach out to five new prospects today, I'll
take my family to the beach this weekend.

The trick is following through on your rewards when you
meet your goals. If you promise yourself a beach day with your
family, make time for it.

Train your brain to associate motivation with pleasure.
Consequences

A consequence is something you lose by not staying
motivated or completing your goals.

They should be detrimental enough that you’ll want to avoid
them, but they don’t need to be extreme. Research has shown
that our brains often react to consequences in the same manner,
regardless of severity.

For example: If I don’t reach out to five new prospects today,
I'm going to skip this week’s Game of Thrones episode.

Like the rewards above, the trick is to follow through on
consequences. You want to ...

Train your brain to associate a lack of motivation with pain.
Commitment devices

A commitment device is a combination of both reward and
punishment.
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Yale’s economic department defines a commitment device
as, «an arrangement entered into by an agent which restricts his
or her future choice by making certain choices more expensive.»

For example: Give someone you trust $100. If you reach out
to at least five new prospects by the end of the day, you get your
$100 back. If you don't, you lose that $100.

The great thing about commitment devices is that theyre
scalable. If you're really struggling to stay motivated about a certain
task, raise the stakes and increase the value of the commitment
device.

2. Change the way you communicate with yourself

How you communicate with yourself about a task directly
influences your motivation to complete that task.

Motivated people engage in positive self-talk, while
unmotivated people engage in negative self-talk. Here are a few
examples of negative self-talk that lead to discouragement and
a lack of motivation:

o «I'm a terrible writer.»

o «This is going to take forever because its not
something I'm good at.»

o «This is such a waste of time; it’s going to turn out
terribly.»

If those are the kind of thoughts going through your head, it’s
no wonder you struggle to follow through. Instead of succumbing
to negative self-talk, the most motivated people say things like:

o «I'm excited for the increased revenue this is going to
create.»

o «I'm thankful for the opportunity to improve this
clients life.»
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o «I can’t wait for the reward at the end of this task.»
That might sound subtle, but ...

The journey from good to great is made up of small
changes, made consistently.
Next time you feel yourself engaging in negative self-talk,
interrupt the pattern by asking these three questions:
1. How does this task move me closer to my long-term
goals?
2. What other benefits am I going to gain by completing
this task?
3. What about this task am I thankful for?
The trick is giving each question the time it deserves. Don’t
move on until you've come up with a genuine answer for each.
By answering the three questions above, you give yourself

a reason to complete your task. Once there’s a compelling reason
behind your task, motivation is going to come a lot easier.

3. Surround yourself with the right people

Entrepreneur extraordinaire Jim Rohn often said ...

«You are the average of the five people you spend the most time
with.»

To test that theory, the Longevity Project studied an excess
of 1,000 people over the span of 80 years. Among their many
findings was the fact that ...

The groups you associate with often determine the type of
person you become.

Changing the company you keep can dramatically change
the type of person you are, so surround yourself with motivated,
driven, and ambitious people. Here’s how:
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1. Create a list of five people you consider highly-
motivated; those who know what they want and are
relentlessly determined to get it.

2. Next to each name, write down one way you could
be valuable to them. Not sure how? Be blunt and ask
them about their professional challenges, then tap your
resources for potential introductions or value payloads.

3. Execute on your value-generation strategy as quickly
as possible, then find another way to provide value;
something mutually beneficial that makes your
presence relevant. Keep this up and you'll eventually
become a vital part of their network.

4. Increase the visibility of your goals

Everyone knows they need clearly-defined goals; that’s
Motivation 101. What they don't realize is that the power of goals
isn’t in creating them; it’s in reviewing them.

When most people create goals, they write them down, stow
them away, and promptly forget about them. They let the urgency
of day-to-day operations distract them from dynamic growth and,
before they know it, six motivation-less months have passed.

Your long-term goals (or North Star Objectives, as we call them
at Mindmaven) should be so visible theyre consistently top-of-
mind. If they’re not, they won't be completed; it’s as simple as that.

Here are two ways to increase the mindshare of your goals:

1. Create a morning routine

Begin every day by reviewing your North Star Objectives.
There’s no «right» way to do this. You might meditate on them,
write them down, read them aloud, or envision them as already
complete; as long as you feel empowered and motivated by the
end, you're starting your day off right.
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2. Integrate your goals into your task management system

The biggest goal-killers are to-do lists. It’s easy to get so
caught up in the day-to-day operations of your business that you
go days, weeks, or even months without thinking of the future.
Counter this tendency by giving your long-term goals a constant
spot at the top of your task management system.

In the end, remember this:
Your goals are only as powerful as the mindshare they occupy.

If you want to turn them into reality, they need to be a part
of every aspect of your life.

The secret to long-term success

Getting motivated is easy; anyone can do that. The secret to
long-term success is staying motivated.

For motivation to last, it needs to become a habit; and
establishing a habit takes time. According to recent studies,
expect an average of 66 days.

During those 66+ days, lasting motivation will require a conscious
effort on your part and, like any new skill, youre probably going to
make a few mistakes in the beginning. Don't feel discouraged.

As long as you use the strategies above to correct yourself,
you’ll get there. Your brain is trained one day at a time, so stick
with it. The rewards are worth the effort, I promise.

4. Answer the questions:

1) What does «motivation» mean in Latin?

3) When do people feel motivated?

4) Do they feel motivated in the same ways?

5) What influences our behavior?

6) Why can motivation be a shortcut to success?

7) Does a carrot and stick approach motivate people to
work better? Why? What is better?

136 - —



CORPORATE ENGLISH

8) What is intrinsic (extrinsic) motivation? What are
people most motivated by, intrinsic or extrinsic factors?

9) If you were a teacher or a boss at work, what would
you do to motivate this group of people?

5. Choose the motivational phrases you like the most comment
on them? Do you have your personal ones to share?

«All our dreams can come true... if we have the courage to
pursue them.» — Walt Disney

«Hope is the thing with feathers that perches in the soul,
and sings the tune, without the words and never stops at all.» —
Emily Dickenson

«Aim for the moon. If you miss, you may hit a star» —
W. Clement Stone

«It does not matter how slowly you go, so long as you do not
stop.» — Confucius

«I find that the harder I work, the more luck I seem to have.»
— Thomas Jefferson

«Don’t wait for something big to occur. Start where you are,
with what you have, and that will always lead you into something
greater.» — Mary Manin Morrissey

«Keep away from people who try to belittle your ambitions.
Small people always do that, but the really great make you feel
that you, too, can become great.» — Mark Twain

«Go confidently in the direction of your dreams! Live the life
you have imagined. — Thoreau

«I have not failed. I've just found 10,000 ways that won't
work.» — Thomas A. Edison

«You are never too old to set another goal or to dream a new
dream.» — Les Brown
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«Don’t be afraid to give up the good to go for the great.»—
John D. Rockefeller

«Positive thinking will let you do everything better than
negative thinking will.» — Zig Ziglar

«Failure is simply the opportunity to begin again, this time
more intelligently.» — Henry Ford

«Motivation is everything. You can do the work of two people,
but you can't be two people. Instead, you have to inspire the next guy
down the line and get him to inspire his people.» — Lee Iacocca

«Never ask a man what he knows, but what he can do.» —
George Lorimer

«If you cannot do great things, do small things in a great
way.» — Napoleon Hill

6. Groupwork: Praise Yourself: What Is Good about You?

Objective. Share your best accomplishments, skills, traits
and qualities with others.
1) «What are you good at?»

2) «What is the best thing you ever accomplished?»
3) «What is the best thing you ever made?»

4) «What are your best qualities?»

5) «What are you proud of the most about yourself?»

Feedback What did you think of this exercise? Do you feel
stronger? Do you feel more at peace with yourself knowing that
you have done well so far in your life and that you have much to
be proud of? Do you feel positively about yourself?

7. Motivation at work:

Choose three things, which motivate you in your life, and
three things, which motivate you at work:

freedom
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good wages

security

riches (lucre)

the Jazz — fighting oft boredom

fame

personal loyalty to employees

power (control over others)

success at overcoming a difficult challenge
the need to justify someone else’s expectations
interesting work

full appreciation of work done

promotion and growth

good working conditions

What motivators should and shouldn’t bosses provide
employees with to have a nice team?

Transparent and regular communication about factors
important to employees.

Treating employees with respect.

Pressure employees to attend «social» events.
Providing regular employee recognition.

Feedback and coaching from managers and leaders.

Ask an employee to do something you already asked another
employee to do.

Providing employee perks.

Ask employees to evaluate their peers.

Positively managing employees within a success framework
of goals, measurements, and clear expectations.
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Reveal personalinformationin theinterest of «teambuilding.»
Make employees go without food at mealtime hours.

Ask employees to do something you don’t do.

8. Role play: Two employees are motivating the applicants to work
for them. Choose the company you would like to work for

9. Read about and look at Maslow’s hierarchy of needs:

Hierarchy of Needs Maslow identified five levels of needs in
his hierarchy: physiological needs, safety needs, social needs,
esteem needs, and self-actualization needs. Physiological needs
include the most basic needs that are vital to survival, such as the
need for water, air, food, and sleep. The next level of needs are
safety needs. These include needs for safety and security. Social
needs. Sometimes these are referred to as the love and belonging
needs. These include needs for belonging, love, and affection.
Esteem needs include the need for things that reflect on self-
esteem, personal worth and social recognition.

/ Transcendence

.":_:'_ _"'|.'.‘:..:..'.

Benglgn3' & Love Needs
Safety Needs
Physiological Needs
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10. Match the needs with their definitions:

a) very basic, instinctual desires; air, food, water, and sleep.
b) are personal fulfilment.
c) helping others reach full potential.

d) are the desire to obtain knowledge, meaning and
understanding.

e) are the first emotionally involved motivators in Maslow’s
hierarchy. They are subconscious. These include love,
intimacy, friendship, family and social cohesion.

t) are both conscious and subconscious in driving people’s
actions. They include achievements, independence,
status, confidence, respect and responsibility.

g) take a major role in work place motivation. Broadly
speaking, they are fulfilled by any monetary
motivation, such as pay.

h) are used to prioritise survival such as health, personal
well being, stability and security against accidents.

11. Listening. The Puzzle of motivation

http://www.ted.com/talks/dan_pink_on_motivation
https://www.youtube.com/watch?v=rrkrvAUbU9Y
A Comprehension Test on Dan Pink’s TED Talk on Motivation

Background to question 1: Dan Pink discusses a famous
problem-solving experiment called the candle problem. Researchers
give participants a candle, a box of thumb tacks (used to attach light-
weight objects to a wall), and a book of matches. They ask them to
see how quickly they can find a way to attach the candle to the wall
so that it will not drip its wax onto the table when it is lit. Some
participants are offered a reward (money) if they can find the solution
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faster than most people. Others are just asked to work as quickly as
they can. Which group would you expect to finish first? The actual
answer surprises many people. In fact, most of the rest of the talk is
devoted to explaining it. (Incidentally, the kind of «right-brained»
creative problem solving needed for the candle problem is also called
lateral thinking, or «thinking outside the box»— outside of what is
immediately obvious.

Now try the test:

1. Which group was the fastest at solving the candle problem?
A. The participants who were offered a reward.
B. The participants who were not offered rewards.
C. Different groups finished faster depending on the
country in which the experiment is done.
2. Why was the candle problem much easier to solve when
the tacks were already taken out of the box?

A. Tt was obvious the tacks could be used to fasten the
candle to the wall.

B, It was easier to pick up the tacks.
C. The participants didn’t waste time emptying the box.
D. The box was more noticeable.

3. What is Dan Pink’s basic point about what science knows
that business doesn’t?

A. People do better work when they are motivated.

B. People work better when they fear punishment if they
don’t meet a quota or goal.

C.People do better creative work when they are self-
motivated or believe the work is important.

D. People do better creative work when they are offered
a big salary and other rewards.

142 - — -



CORPORATE ENGLISH

4. Which of these is NOT an intrinsic reward?
A. freedom of action

B. working for a good cause
C. getting praise and recognition
D. a sense of accomplishment
5. When do rewards and other extrinsic motivations work best?

A. With creative problem-solving work.
B. With routine, well-understood tasks.
C.In very high pressure environments.
D. In relaxed, low-pressure environments.
6. What is the connection between extrinsic motivation and
creativity?
A.Too much pressure or desire over-focuses the mind
and prevents lateral, «outside the box» thinking.

B. Pressure sharpens the mind and encourages creativity.

C. Creative people need the promise of lots of money
and other rewards to do their best work.

7. What do economists mean when they say, «We find that

financial incentives can result in a negative impact on overall
performance?»
A. Money is the best incentive.

B. Money is a negative motivation.
C. People perform best when they are offered more money.
D. Offering more money can actually reduce results.
8. Which word is closest in meaning to ‘incentive?’
A. incentivitize (cTuMymIOBaTN)
B. motivate
C. valuable
D. reward
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9. Extrinsic means
A. inside
B. outside
C. attached

D. only loosely connected

10. Knockout is a boxing term for when a boxer wins by
knocking out the other boxer (hitting him in a way that makes him
unconscious — «out.») The boxing match between Ali and Frazier
(both famous boxers) was THE big game in boxing some years ago.

Why does Dan Pink mention all those boxing terms when he
talks about the difference between Encarta and Wikipedia — two
different types of encyclopedia?

A. He’s showing that the success of Wikipedia confirmed
the value of intrinsic rewards.

B.He’s saying that Wikipedia is a better fighter than
Encarta.

C.He’s saying that Encarta was knocked out and
destroyed.

D.Hes showing that making encyclopedias is as
competitive as boxing.
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LESSON 8)

STRESS! HOW TO HANDLE IT

1. Some stressful situations: storytelling Activity:

a) Bring four students to the front of the classroom. Three students
should sit down in a row; and one of the students should stand behind
them acting as a controller. The controller should have a stack of cards
in his hand containing nouns. The controller will hand a noun to one
of the three students who will start to tell a story. The student will
continue telling the story until the controller decides to hand another
noun to another student who will then take over the story.

b) Descriptive Drawing Activity
Pair up the students and give them each a picture face down.
They must describe the picture for their partner to draw.

https://www.youtube.com/watch?v=JwKW VkqdbpQ —
watch the video and elaborate on it

https://www.youtube.com/watch?v=QE8kNh52EeU — watch
the video and elaborate on it

2. Workplace Stress: A Silent Killer of Employee Health and
Productivity

By Corporate Wellness Magazine

«Having a job in many ways improves an individual’s health
and overall attitude toward life.» However, many people face
significant stress in the workplace that it outweighs any possible
benefits and even poses a threat to their health.
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The United States’ National Institute for Occupational
Safety and Health defines job stress as the harmful physical and
emotional responses that occur when the requirements of the job
do not match the capabilities, resources, or needs of the worker.
Job stress can, in turn, lead to poor health and even injury.

Many workers report experiencing work-related stress at
their jobs and this compromises their performance and health.
A recent survey by Northwestern National Life revealed that
about 40 % of workers reported that their jobs were extremely
stressful. In another survey by Yale University, 29 % of workers
reported feeling extreme stress because of their jobs.

Stress levels vary between professions and population
groups. Some workers are at a higher risk of stress than others.
Studies reveal that younger workers, women, and those in lower-
skilled jobs are at most risk of experiencing work-related stress
and its attendant complications.

Casual full-time workers, who are likely to have the lowest
job control and high job demands are most at risk of job strain.

The Impacts of Workplace Stress

Workplace stressors are classified as physical and
psychosocial. Physical stressors include noise, poor lighting,
poor office or work layout, and ergonomic factors, such as bad
working postures.

Psychosocial stressors are, arguably, the most predominant
stress factors. These include high job demands, inflexible
working hours, poor job control, poor work design and structure,
bullying, harassments, and job insecurity.

Workplace stress not only affects the worker, it also has
adverse effects on company performance well. The effects of
job-related strain are evident in workers’ physical health, mental
health, and their behavior.
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These effects occur in a continuum, beginning as distress in
response to stressors. Distress, in turn, leads to elevated blood
pressure and anxiety, which increase the risk of coronary heart
disease, substance abuse, and anxiety disorders.

The impact of stress on cardiovascular disease has been well
established: Studies have shown that workplace stress is a strong
risk factor for preludes to cardiovascular disease (obesity,
high blood cholesterol, high blood pressure) and of adverse
cardiovascular events, such as heart attack and stroke.

There is also a growing body of evidence that work-related
stress increases ones risk of diabetes. Other physical health
problems linked to workplace stress include immune deficiency
disorders, musculoskeletal disorders including chronic back pain,
and gastrointestinal disorders, such as irritable bowel syndrome.

Workplace stress also has adverse effects on workers’ mental
health, with an increased risk of anxiety, burnout, depression,
and substance use disorders. Workers who are stressed at work
are more likely to engage in unhealthy behaviors, such as cigarette
smoking, alcohol and drug abuse, and poor dietary patterns.

With these attendant health effects, workplace stress reduces
employee productivity, increases absenteeism and presenteeism,
increases the number of days taken off work for doctor visits, and
increases healthcare costs incurred by employers. Workplace
stress is also linked to higher accident and injury rates and higher
turnover rates, both of which increase administrative costs.

Workplace Interventions for Reducing Stress

Workplace stress is preventable and identifying the potential
sources of stress to employees in an organization is the first step in
addressing them. Effective interventions for reducing workplace
stress can be classified as primary, secondary, and tertiary.
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Primary interventions involve proactive measures to prevent
stress by removing or reducing potential stressors. This level of
intervention focuses on the sources of physical and psychosocial
stress in the workplace. Examples of primary interventions include:

Redesigning the work environment
Providing breaks and nap-times for employees

Increasing employee participation in decision
making and work planning

Increasing time and resources for completing specific
job tasks

Matching job description with employee skills and
qualifications

Creating clear promotion and reward pathways
Eliminating physical hazards
Substituting with safer equipment and technology

Establishing control measures to reduce worker’s
exposure to occupational hazards

Promoting the use of personal protective equipment

Secondary interventions are corrective and are focused on
altering the ways workers perceive and respond to stressors.
These interventions aim at improving worker’s ability to cope
with stress and detect stress-induced symptoms early. Examples
of secondary interventions include:

Training and education of employees
Cognitive behavioral therapy training for workers

Routine health surveillance — screening for high
blood pressure and stress symptoms

Tertiary interventions are forms of control at the level of the
illness. These are initiated for workers who are already experiencing
stress. Tertiary interventions involve providing treatment,
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compensation plans, rehabilitation programs, and return to work
programs for affected workers. Tertiary interventions include:

« Providing medical care and employee assistance
programs to affected workers

o Return-to-work plans including modification and
redesign of work
Workplace stressisasilent,and oft-neglected, factor which impairs
employee health and productivity. It not only affects the workers
but also contributes significantly to a decline in a company’s overall
success. Employers should begin to tackle this worrisome concern to
create a healthier, safer, and more productive work atmosphere.»

3. Answer the questions:

1. What is stress?

2. How can people fight stress?

3. Where do you usually have stressful situations?
4. Do you have stress at the university?

5. What can make you more susceptible to stress?
6. Can alcohol reduce stress?

7. What nutritions can help to cope with stress?

8. Does oxygen reduce stress?
4. Read the statements and say if they are true or false.

1. All stress is bad.

2. There is nothing you can do about stress, it happens
and you endure it.

3. No one else has as much stress as I do, that's why I'm
overloaded.

4. Nothing bad can happen to me from too much stress.
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5. Read the situations that can cause stress and name 5 the
most stressful of them for you:

— Misplacing keys

— Arguments

— Traffic jams

— Time pressures

— Lack of sleep

— Fear of something new

— Shopping

— Waiting

— Loneliness

— Queuing

— Gossip

— Difficult neighbours / groupmates
— Meal Preparation

— Total dissatisfaction

— University Politics

— examinations

— deadlines

— returning to study

— pressure of combining paid work and study
— difficulty in organising work

— poor time management
6. Speak about the most stressful situation in your life.

7. What would you do if:
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1. You have your hair cut in the hairdresser’s and you
don't like your new hairdo.

2. Your girlfriend is going to the party with you but she
has a very outrageous view.

3. Your significant other has just told you that she is in love
with someone else is moving out tonight and is getting
married next August but still wants to be friends.

4. You are an owner of a football team that has lost eight
games.

5. Someone is pushing in a queue / in a tram.

6. Your family just moved, so you switched to a new
university in the middle of the year. The stressful
parts are not knowing anyone, missing old friends,
and dealing with all new teachers.

7. You ask for a hike

8. Below there are 6 things thatleaders can do to manage stress
effectively:

Prioritize. Put your work in priority order and then work on
the high priority items first. Avoid spending a disproportionate
amount of time and energy on tasks that are less important. It
may be helpful to have a simple rating system where you assess
the priority level of each work item. Base this system on some
standard criteria that is important to your position.

Sort. Weed out those tasks and efforts that are no longer
productive. In other words, don't keep adding to your list of
responsibilities without freeing up time by removing or reducing
what you currently do.

Delegate. Remember that a good leader knows how to
delegate effectively. In short, you don’t have to do everything
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yourself. Review your work and if something can be done
efficiently by someone else, delegate. Be certain that you adhere to
sound delegation principles: task clarity, articulated expectations,
check for understanding, timelines, and support.

Remain Positive. Stress is part of leadership so don't let
it poison your work mindset or, more importantly, your self-
perception. Simply thinking positively will do a lot to ward oft
stress-producing negativity.

Stay active. As stress mounts it is important to engage in some
physical activity that you enjoy: walk, swim, golf, stretch, or anything
that will rev up blood flow. At times it seems almost impossible to
«break away» for these kinds of activities, but it is an important way
to control anger, depression, nervousness, and other manifestations
of leadership stress.

Organize your environment. As simple as it sounds, it is
helpful to take some time to organize your office. Clean up your
desk, file, rearrange furniture, sort, etc. A little organization can
give you a psychological boost.
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9. Translate:

Binomo, 1110 cTpecoBi curyatiii Ha po60Ti HeraTMBHO BIUIVBAIOTH
Ha 3[I0POB s TIOIVHIL. X Pe3y/IbTaTOM CTAI0Th JIENpeCii Ta CeprieBo-
CYAVHHI 3aXBOPIOBaHH:A. J[y)Ke 9acTo /IOy HaMararoThCs TIPUIY-
LTI CTPEC 32 IOIIOMOTO0 LIUTAPOK 1 a/IKOTO/TI0 — OJHAK TaKi CII0-
cobu ymmIIe MiIpUBaIOTh IXHE 370poB . IIpomonyemMo Tpu mopanm,
AKi JOIOMO>XXYTh BaM YCIIIIIHO JJOJIATY CTPECOBi cuTyalii Ha po6oTi.

[TepumM KpoOKOM [0 TIepeMOry Hajj cTpecoM Oyfie 3HaHHSA
METOJ|B, 1110 HaCIIpaB/i NPaLO0Th.

SIK CTBEpIKYIOTh aMepUKAHChKi IICUXO/IOrN, HailKpalle 6opo-
THCA i3 CTpecoM Ha poOOTi JOIIOMAraroTh CIOPT, MO/IUTBA, YUTaHH,
My3VKa, CIIUIKyBaHHA 3 APy3sAMM ab0 PifHMMY, Macax, IIPOTY/IAH-
Ka, MeiuTallis, yiora abo xo6i. HaviMeHm eekrrBHa 36post mpoTnt
CTpeCy — asapTHi irpy, NIOIIHT, KYPiHHSA, a/IKOTOJIb, KA, BifIeoirpy,
«cepinr» B IHTepHerTi, TeneBizop abo nepersapanHs GpibMiB (KO
BV IVBUTECS B €KPaH ITOHAJ 2 TOVIHN).

Kpox gpyrnit — 1e Bif9yTTA KOHTPOJIIO.

KaxxyTs, cTpec — 11e He Te, 110 3 BaMM BiOyBaeThcs, a Te,
AK BJ Ha 1e pearyeTe. Komyu My BifuyBaeMo, 1110 KOHTPOIIOEMO
CUTYalilo, TO He BifdyBaeMo cTpecy. HaBiTp ino30pHe BifuyTTA
KOHTPOJIIO 3[laTHE 110ro 3MeHIINTH. Jlo pedi, 1je IOACHIOE, YOMY
O0BAypM i LITaJIeHII] Bif4yBalOTh MEHIIIe CTPeCY, HDX Ti, XTO Ma€
YiTKMII IOIJIAJ HA CUTYaLio.

OTxe, peTenbHO IUIaHyIiTe CBill po6ounii feHb. MaiiTe diTke
PO3YMiHHA TOTO, 110 BijJ BaC O4iKYIOTh Ha POOOTI.

I TpeTe: TpOXU CTpecy He 3alIKOJUTD.

CwibHi cTpecy BOMBAIOTb KPeaTVBHICTD, ajle ¥ BifICyTHICTb
IeMIaliHiB — TeXX He HalKpaluil BapiaHT. Halikpaiumit pesynprar
y po6oTi Oyze, KO YacoBi paMKI €, ajie BOHM He HaJITO YKOPCTKI.
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Ao X nepep NpaniBHNKOM PETyIAPHO CTABIATbCA HENO-
CSDKHI i, BiH «BUropae» Ta BTpadyae MOTHBalio. Aje npu
IIOBHIN BiICYTHOCTI CTpecy JOMY CTa€ HYZHO 11 HeIiKaBo,
CTBEPXKYIOTD IICUXOJIOT.

10. Tell your groupmates what the best way to cope with stress is.
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LESSON 9

JOB BURNOUT

I. Try to name the things that you
have to do
love to do
hate to do

Answer the questions.

1) Give the definition to the word «Burnout». Have you
ever been a victim of job burnout?

2) How many hours do you work each week? Is this
a lot? Why do/don’t you think so?

3) What are the working conditions at your office/place
of employment? What would make your place of
employment a more enjoyable place to work?

4) Have you found yourself to be increasingly critical or
cynical about your job?
5) Are you using food, alcohol, or drugs to cope with

the stress from your job? Do they help to overcome
the difficulties?

6) How can you energize your life outside of work?
2. Read the article.

Job burnout: How to spot it and take action

Feeling burned out at work? Find out what you can do
when your job affects your health.
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Job burnout is a special type of work-related stress — a state
of physical or emotional exhaustion that also involves a sense of
reduced accomplishment and loss of personal identity.

«Burnout» isn'ta medical diagnosis. Some experts think that other
conditions, such as depression, are behind burnout. Some research
suggests that many people who experience symptoms of job burnout
don't believe their jobs are the main cause. Whatever the cause, job
burnout can affect your physical and mental health. Consider how to
know if you've got job burnout and what you can do about it.

Job burnout symptoms

Ask yourself:
» Have you become cynical or critical at work?

+ Do you drag yourself to work and have trouble getting
started?

« Have you become irritable or impatient with co-
workers, customers or clients?

« Do youlack the energy to be consistently productive?

« Do you find it hard to concentrate?

« Do you lack satisfaction from your achievements?

» Do you feel disillusioned about your job?

« Are you using food, drugs or alcohol to feel better or
to simply not feel?

« Have your sleep habits changed?

» Areyoutroubled by unexplained headaches, stomach
or bowel problems, or other physical complaints?

If you answered yes to any of these questions, you might
be experiencing job burnout. Consider talking to a doctor or
a mental health provider because these symptoms can also be
related to health conditions, such as depression.
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Possible causes of job burnout

Job burnout can result from various factors, including:

Lack of control. An inability to influence decisions that
affect your job — such as your schedule, assignments
or workload — could lead to job burnout. So could
a lack of the resources you need to do your work.

Unclear job expectations. If you're unclear about the
degree of authority you have or what your supervisor
or others expect from you, youre not likely to feel
comfortable at work.

Dysfunctional workplace dynamics. Perhaps you
work with an office bully, or you feel undermined by
colleagues or your boss micromanages your work.
This can contribute to job stress.

Extremes of activity. When a job is monotonous
or chaotic, you need constant energy to remain
focused — which can lead to fatigue and job burnout.

Lack of social support. If you feel isolated at work and in
your personal life, you might feel more stressed.

Work-life imbalance. If your work takes up so
much of your time and effort that you don’t have the
energy to spend time with your family and friends,
you might burn out quickly.

Job burnout risk factors

You might be more likely to experience job burnout if:

You identify so strongly with work that you lack
balance between your work life and your personal life

You have a high workload, including overtime work
You try to be everything to everyone

You work in a helping profession, such as health care
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+ You feel you have little or no control over your work

» Your job is monotonous

Consequences of job burnout

Ignored or unaddressed job burnout can have significant
consequences, including:

o Excessive stress

» Fatigue

¢ Insomnia

o Sadness, anger or irritability
o Alcohol or substance misuse
o Heart disease

» High blood pressure

« Type 2 diabetes

+ Vulnerability to illnesses

Handling job burnout
Try to take action. To get started:

o Evaluate your options. Discuss specific concerns
with your supervisor. Maybe you can work together to change
expectations or reach compromises or solutions. Try to set goals
for what must get done and what can wait.

« Seek support. Whether you reach out to co-workers,
friends or loved ones, support and collaboration might help you
cope. If you have access to an employee assistance program, take
advantage of relevant services.

« Try a relaxing activity. Explore programs that can help
with stress such as yoga, meditation or tai chi.

« Get some exercise. Regular physical activity can help
you to better deal with stress. It can also take your mind off work.
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o Get some sleep. Sleep restores well-being and helps
protect your health.

« Mindfulness. Mindfulness is the act of focusing on your
breath flow and being intensely aware of what you're sensing and
feeling at every moment, without interpretation or judgment.
In a job setting, this practice involves facing situations with
openness and patience, and without judgment.

Keep an open mind as you consider the options. Try not to
let a demanding or unrewarding job undermine your health.

3. Comment on the following. What fact is the worst for you?
Job burnout appears when you have...

Unclear, Impossible Requirements
High-Stress Times with No «Down» Times
Big Consequences for Failure

Lack of Recognition

Poor Communication

Insufficient Compensation

Poor Leadership
How to overcome the burnout, add your own ideas:

Do What You Enjoy

Add Something New to your Daily Routine
Lots of Sleep

Treat yourself ...

https://www.youtube.com/watch?v=_qKLAVTCSJE — watch it,
in order to clarify the trouble with burn out and find the solutions.
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4. Why do people have fatigue? Why can people get burnout?
Divide the causes of job burnout into three categories:

a) Work-related causes of burnout
b) Lifestyle causes of burnout
c) Personality traits which can contribute to burnout:
— Feeling like you have little or no control over your work
— Lack of recognition or rewards for good work
— Unclear or overly demanding job expectations
— Doing work that’s monotonous or unchallenging
— Working in a chaotic or high-pressure environment

— Working too much, without enough time for
relaxing and socializing

— Being expected to be too many things to too many
people

— Taking on too many responsibilities

— Not getting enough sleep

— Lack of close, supportive relationships

— Perfectionistic tendencies; nothing is ever good enough

— Pessimistic view of yourself and the world

— The need to be in control

— High-achieving
5. Listen and say what the symptoms of job burnout are.
https://www.youtube.com/watch?v=I1UqGY7uypYg
6. Listening «Dealing with Burnout — How to Beat It!»

https://www.youtube.com/watch?v=P9QcP6zg7-w
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Listen and answer the questions:
1. What does Mike compare the mental/ brain capacity
with? Do you agree with him?
2. What does Mike advise to do to deal with burnout?

7. Discuss in groups such situations.

1. The best student of your group got burnout. Role-
play a talk with him.

2. Your spouse, who gets much money, got burnout.
Give advice what to do.

3. Your friend, who is a last year student, got burnout!
Help him!
Choose a situation and make up a recovery plan for a week
SATURDAY:
SUNDAY:
MONDAY:
TUESDAY:
WEDNESDAY:
THURSDAY:
FRIDAY:

8. DILEMAS «JOB BURNOUT»

1. You Keep Running Into Conflict With a Difficult Co-
worker
You've tried to be nice, but every conversation with him devolves
into disagreement and strife, which makes it hard to get shared projects
done — and considering that we spend one-third of our waking time
with co-workers, youd like more harmonious relations.
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2. Your Boss Doesn’t Notice the Work You Do

You're churning out reams of work, winning over clients,
and generally being an all-around bad-ass, but none of it has
registered on your manager’s radar.

3. You've Made a Major Mistake That Truly Harmed
Your Team

You're human and you'll make mistakes now and then, but when
it's high-profile (like a damaging quote in a news article) or costly (like
losing a major account), it can be hard to know how to face your boss.

9.JOB BURNOUT INVENTORY

Circle which number best describes your feeling
1 — I almost never feel this way

2 — I occasionally feel this way
3 — I frequently feel this way

4 — I almost always feel this way

1. |Ilike to be in control 112(3|4
2. | Life should be fair 112(3|4
3. |I'have a hard time saying «no» 1/2]3]4
4. |Ilike things to be perfect 11234
5. | I have high expectations of myself 112(3|4
6. |Iworry about what people think 112|314
7. | If T want done it right, I do it myself 1(2]3|4
8. | Ifeel guilty easily 112(3|4
9. | Ishould not fail 112|314
10. | People should be nice to me 112|314
11. | I do not like to make waves 112(3|4
12. | I think people take advantage of me 112|314
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13. | I feel like my situation is hopeless 11234
14. | My life is running me 11234
15. | Things never seem to go my way 1234

Add the actual numbers circled in each column:

Grand total =

0-15 — You are a stress reject. You are a relaxed person and you
don't need training. .. unless you ever deal with stressed people.

16-25 — You are a stress novice. You experience a mild
amount of anxiety and stress.

26-35 — You are a stress expert. You are anxious, irritable
and stressed most of the time.

36-60 — You are a stress master. (burn-out) you are very
anxious and dissatisfied with yourself and others most of the time.

If you circled a 3 or 4 statements 1, 4, 5,7,9 — You tend to
be a Perfectionist.

If you circled a 3 or 4 statements 3, 6, 8, 10, 12, 14 — You
need to work on being more Assertive.

If you circled a 3 or 4 statements 2, 5, 7, 9, 10 — You have
unrealistic Expectations.

If you circled a 3 or 4 statements 2, 8, 10, 12, 13, 15 — You
tend to see yourself as a Victim.

What is the difference between stress and burnout? Analyse
the following.

SO... Are you on the road to burnout?

10. Translate:

Ha panmit 9ac He icHye OJHO3HA4YHOI BifTIOBiJi Ha 3amu-
TaHHA IIPO Te, 110 )X € TOJIOBHNM Y BUHMKHEHHI ITpodeciliHoro
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BUTOPAHHS, L]0 € OCHOBHOIO IIPMYMHOI0 — OCOOMCTICHI Xapak-
TE€PUCTUKI JIIOAVHY 9M OpraHisaniiini. CMHApOM BUTOpaHHA —
e ¢pisnyHe, eMoliiiHe a00 MOTMBAalliliHE BUCHA)KEHHSL.

Leit cuHApOM 3a3sBUYAl PO3LIHIOETbCA SK CTPec-peaKxiiisa
y BifiLIOBi/ib Ha BMPOOHMYI i eMOLiiiHI BUMOIH, 1110 OXOAATH Bif
3alBOi BifIJAHOCTI TIOAVHY CBOIiT pOOOTI i3 CYIyTHBOIO ITPY LIbOMY
3HEBATOI0 JI0 CIMeITHOro >XUTTA ab0 BifmounHKy. besniepepsHe abo
IIPOrpecyroye IOPYLIEHHA PIBHOBArM HEMMHYyYe IPU3BOIUTH IO
«11po(heciliHOrO BUTOpaHHsA». «BUTOpaHH:» € He IPOCTO pe3yybTa-
TOM CTPECY, a HAC/IIKOM HEKEPOBAHOTO cTpecy. Lleil ctan BUHMKae
BHAC/IiIOK BHYTPIIIHHOTO HAKOIMYEHHA HEraTVBHMX €MOLIiil 0e3
BiITOBiTHOI «po3psakm» abo «3BibHeHH:» Bix HUX. [To cyTi — 1e
mcTpec abo TpeTs CTafis 3araJIbHOrO a/JANTALiTHOTO CMHAPOMY —
CTaJlisl BUCHA)KEHHS.

Cepep cMMITOMIB, IIJ0 BUHMKAIOTD ITEPIIVIMY, MO>KHA BUPi3-
HUTM 3arajibHe 09y TTs. BTOMM, BOPOXKe CTAaBJIeHH: 10 poboTH,
3arajbHe HEBM3HA4YEeHE MOYYTTA 3aHENOKOE€HHA. CrpmilMaHHA
poOOTH SIK TAKOI, IO IOCTITHO YCK/IQJHIOETCS Ta CTA€ MEHII
pe3ynbTaTuBHOI. JII0MHA MOXXe JIETKO pO3THiBaTUCA, paTy-
BaTICs, TIOYyBaTH cebe BUCHAKEHOK Ta OYTY Ha/IAIITOBAHOIO
HaJI3BUYAMHO HETAaTUBHO JI0 BCiX MOJIiIA.

PesyybraTyt JOC/IPKEHb TOKa3YIOTb, 110 HAVOUIBIIT Yy T/IMBYMU
II0 BUTOPaHHs1, € Moo o (19-25 pokiB), sIKi py 3iTKHEHH 3 pe-
a/IbHOIO JIIVICHICTIO, IJO HE BifIOBIfA€ IX OYiKYBaHHIO, OTPUMYIOTh
€MOLIiVTHNI LIIOK Ta JIFOAM CTapIoro Biky (40-50 pokiB). [locuts va-
CTO MOYKHA CIIOCTepiraty K y YOJIOBIKiB, TaK i y )XiHOK, Impodeciiiae
BUTrOpaHHA y Billi 30 pokiB. MoXmBo, Mpy4MHOK € Kpusa 30 poKiB,
AKy TICUXOJIOTY YacTO HA3UBAIOTh «IIPOOIEMOI0 CEHCY >KUTTS».
AHajtizyrouy IpoiijieHNit XUTTEBNI IUIAX, TIOAVHA OAYNTD, SIK IPU
c(hopMOBaHOMY i 30BHi 6/1aTONOTyYHOMY >KUTTi BCe-TaKM HEJOCKO-
Hasa 1i ocobucTicTp. BinOyBaerbcs nepeoliinka IiHHOCTel 1 OyBae
TaK, 10 Kap €PHi JOCATHEHH: B IIbOMY Billi BTPaYaiOTh CEHC.
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EmoiiiiHe BUCHaOKEHHA POSI/LAJAETbCA AK OCHOBHA CK/Ia[jOBa
«11podecilTHOrO BUTOPaHH» Ta XapaKTePU3YEThCS SHIDKEHNM eMO-
LiitHIM OHOM, OATITY>KiCTIO 200 eMOLIITHIM ITepeHaCYeHHSIM.

[enepconarisanis nposBIsaeTbCs B feopMaliii CTOCYHKIB
3 iHmmMy mopbMu. B ofHMX BunajgKax 1e Mo>ke OyTy 3pOCTaH-
H 3aJI€XKHOCTI, a B iHINIMX 3pPOCTAaHHA HEraTUBi3MY, [MHIYHOCTI
HaJIallITyBaHb 1 MOYYTTiB 100 iHIINX TIOJEI.

Pepykiiisi 0coOMCTNX HOCATHEHDb IOJIATAE ab60 B TeHMeHLIl
10 HETaTMBHOTO OLIiHIOBaHHA cebe, CBOiX MpodeciliHuX JocAT-
HeHb Ta YCIHiXiB, Heratusi3Mi Moo cay»00Boi TiHOCTI i MOX-
NMBOCTel, ab0 y HiBemoBaHHI 0cOOMCTOI rifHOCTI, 06MeXKeHH]
CBOIX MOXX/IMBOCTEN, 000B’A3KiB I[O[I0 iHIINX, TOIIO.
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LESSON 10y

NEGOTIATIONS

1. Read the text and do the activities offered:

At first glance, you may think that English speakers have
a huge advantage over non-natives.

Continue the sentence:

a) English speakers have a huge advantage over non
natives because...

1)

2)

3)
However,

During a business meeting in English with non-native speakers,
everybody can understand each other with a basic, yet effective,
level of English. But when there is a native English speaker the
conversation becomes shorter, understanding lessens and nobody
wants to express themselves at the risk of showing their level of
English. Even worse, some wouldn't accept a challenge to catch
what a native speaker says or ask them to repeat. It's a big problem
for native speakers themselves. Natives have a difficult time fully
expressing their thoughts to non-natives. Luckily, native English
speakers are largely a minority, comprising just 12% of the worlds
population. And current English, as on the Internet orininternational
commerce, is nothing compared to Shakespeare (or even the English
taught in classrooms). Today, it’s a technical language, lacking style
and focusing on efficiency in global understanding.
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b) What is more important: to speak with mistakes and
use simple phrases but understand each other (which will
spoil the language)

Or constantly practice and improve English so that everybody
speaks well (but sacrifice fluency)

c) What islearning English: Agree / disagree and comment
(work in groups of 3)

a) Huge business

b) Fun

¢) Good Team Building

d) Memory practice

c) Tool for higher salary

d) Tool for communication.
e) Tool for travelling.

GOAL: How to sound understandable for all (natives and
non-natives)

2. Make a set of useful templates:

Asking for something, use:
1) CanIask you to... Couldyou...

a. byppre mo6’sa3Hi, HagaiiTe MeHi goctyn o ¢ariy,
SIK TiNbKM y Bac 3’ABUTbCA BibHA XBUIMHKA.

b. Xouy Bac mnompocutu BigmpaBuTM MeHi 1eit
IMOKYMEHT [0 KiHIls JHA.

c. Tu mir 6u MeHi ckasaTu TenedoH fupeKTOpa’?

d. ITepernm, 6ynb macka, MUCTa Bifi 3aMOBHMKA.

2) Do you mind if we............ Do you mind
ing......... Do you mind (noun)

a. Bu He mpotu, AKIO MM 3MiHMMO PO3KJIa,.
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Bu He 3anepeydyere, AKIO MU NIPUILIEMO HAa TOAVHY
mi3Himre.

A moxy Bignpasuty Bam e uepes yac.
Mu MmoxeMO BUKOHATHU Iie 3aBIaHHA ITi3Hillle.
Ty He pOTU NepeHeCcTy Yac 3yCTpivi Ha 2 TOMHMA.

Bu He nmpotu noo6ifaTu 3i MHOIO.

3) I am (was) wondering if...

4) Providing your idea. Offer and Suggest......

5) Answering the request/question

I prefer

Certainly
Definitely

Sure

I am going to do it...

Sorry, I have to refuse because...

I hope so. I think so. I guess so.

https://www.youtube.com/watch?v=j_mMowcNOFs —
upgrade your negotiating skills, watch it

3. We all communicate, all of the time. We’'re communicating
right now, in fact.

And not just us, if you're sitting in a room with other people
while reading this, then youre communicating with them too,
albeit quite poorly.

Being a naturally good talker and a good listener are
both incredible qualities to possess, as anyone who considers
themselves bad at either or both can attest to.
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Communications expert Carol Fleming says that there
is no hard and fast rule when it comes to becoming a great
communicator, but there are five tips to help get you there.

Empathy: If you want to feel like you're getting heard, then you
better be listening yourself. If you sit and listen — really listen — to
someone else, then they are far more likely to return the favour.

Small Talk: This can sometimes be a bit of a mind-melter, but
as Fleming puts it, it is more «about relationship, not content.»
So yes, you can literally talk about the weather in order to make
each other feel more comfortable before moving on to the proper
Deep and Meaningfuls.

First Impressions: Opinion is out on this way, but
subconsciously we are judging people all of the time, with the
biggest opinion being made — yep — in that first meeting. Even
before we open our mouths, we're being judged on how we enter
a room, how we stand, where we place ourselves with groups of
people. So making a good first impression is easier than making
a bad one, and then having the uphill struggle of having to change
it.

No Electronics: Mobile phones have made communication
easier, but also far less personal. We all already knew that, but
when it comes to having a proper conversation with a friend or
loved one (or even a stranger, for that matter), it’s simple. Put the
phones away.

Assume The Best: This is probably the hardest one to
conquer, but also the most rewarding. Fleming says that if you
assume the best about the person that you're talking to — that
they aren't lying or exaggerating what they’re saying, or that they
aren’'t anything less than a good person — then that feeling is
usually reciprocated, which leads to great communication!
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So there you have it. A lot of these seem pretty obvious, but
it can be amazing how quickly we can forget obvious stuff when
faced with the simple task of «having a conversation».

So if you want to be a better talker and a better listener, you
just need to be a little better at being actively aware of what you're
doing when the conversation is taking place.

4. Use common English phrases: https://www.youtube.com/
watch?v=bj5bt02nvt8

How is it going?

Long time no see!

What have you been up to?
Can’t complain!

How do you know?
Sounds good!

It’s very kind of you.
Thank you in advance!

N I S S S

. No worries.

10. What’s going on?
11.1 didn’t catch!
12.Fingers crossed!
13.Things happen!
14.Sorry to bother you.
15.You were saying?
16.Good for you!
17.You are kidding me!
18.You rock!

19.Can't argue with that!
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20.You got me there!

21.100 % right/wrong
22.Feel under the weather!
23.Get better! Get well!
24.More or less...

25.Never mind!

26.My bad!

27.Could you do me a favor!
28.1 owe you one!

29.Enjoy your meal/coffee!
30.Help yourself with!
31.How come!

32.Would you happen to know?

33.Right away/oft — Directly, at once.Example: Right
away, I can say that the idea is great!

34.Likewise — I feel the same!

35.1t totally slipped my mind. — I forgot!
36.1t’s up to you!

37.To be on track!

5. Practice — Chose a partner and role-play a situation.

1. Talk with your partner about the latest events in their
life.

How is it going?

Can’t complain!
You are kidding me!

How come that...
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2. Talk to your partner about your future plans.
Can I ask you...

Fingers crossed!
Thank you in advance!
You rock!

3. You feel not good!
Feel under the weather!

Get better! Get well!

Could you do me a favor!

I owe you one!

4. You are asked a piece of advice about where to spend
a weekend in Ukraine.

Would you happen to know?

It’s up to you.

Thank you anyway.

5. You are asking about the ongoing working day.
What have you been up to today?

It’s very kind of you.
I didn’t catch. You were saying?

6. You are asking for a link to a very interesting website
about technologies.

Could you do me a favour?
I owe you one!

Never mind!

My bad!

7. You haven't seen each other for long!
How is it going?

Long time no see!
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Good for you!

How do you know?

6. Role play the moment with small talk phrases:

s

o Ao

=

You didn't hear the last phrase of your colleague at
the meeting.

Youd like to ask a question but the person is busy.
You see someone drinking tea.

You don't believe what the person is telling you.
Your colleague is telling you about their achievement.

Someone is asking you a question and you don't
know what to say.

Your friend apologizes for forgetting to congratulate
you on your birthday.

You are asking for some help.

You would like to share some cookies, you brought
to the office, with your colleagues.

You didn’t catch the time of the meeting.

Youd like to discuss several issues regarding your
current project.

You forgot to do something people asked you about.
It is your fault.

m. You haven’t seen your friend for a long time.

7. Role-play a small talk.

What can you speak about?
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Weather, politics, accessories, gadgets, compliments, books,
food, environment, the trip, family, travelling, culture, music, religion,
holidays, sports, common stuff (people you both know, etc.)

Tip: Use the ARE format a method from communications
expert Carol Fleming

o Anchor: Find something you two have in common right

now. For example, «This workshop is really useful!»

o Reveal: Share something personal with the other

person. For example, «I attended the previous one
and got to know many interesting people».

« Encourage: Invite them to share something personal.

For example, «As far as [ understand, such events are
routine for you, aren’t they?»

https://www.youtube.com/watch?v=F1-vu53gwak — watch it

1.

You have to small talk to your colleague, a woman
whom you met at a restaurant.(saw her several times)
You have to small talk to your boss, whom you see
for the first time (in your office).

You have to small talk with your customer, whom
you've accidentally met in Barcelona.

. You have to small talk to an HR manager who is

going to interview you.

8. Read the text. Pay attention to the underlined words:

We all negotiate all the time: with our husbands and wives,
with our parents and our children, and with our friends and
colleagues: What time do the kids have to go to bed?; Whose turn is
it to go to the supermarket?; Can you help me with my presentation?
Of course, these situations don't always feel like negotiations, but
they have a lot more in common with professional negotiations
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than you might think. On the other hand, the situations that we
tend to think of as ‘typical negotiations, such as buying a used car,
haggling over the price of an overpriced souvenir in a tourist trap,
or selling your flat, are much less typical than they seem. In these
cases there’s no time or need to build long-term relationships. In
business, almost all negotiations are long-term.

Good negotiators build strong long-term relationships. In many
ways, this is even more important than the traditional ‘bargaining’
element of negotiations. If you leave the negotiation feeling defeated
or cheated, you're not going to negotiate with that person again. If you
find out later that the other person took advantage of your naivety,
again, you're not likely to want to do business with that person.

Relationship-building techniques:
1. Finding things in common;
2. Showing an interest;
3. Flattery;
4. Generosity;
5. Gratitude;
6. Personal touches.

But if you do find yourself in a negotiation with a professional
manipulator, what can you do to protect yourself? The three keys
are awareness, preparation and control. Firstly, simply be aware
of the situation and its risks. Think very carefully before making
any commitments. Secondly, find out as much as you can before
the negotiation, especially concerning prices — what price are
other people offering for similar products and services?

You also need to research your own needs very carefully,
including a deep understanding of what you don’t need. Thirdly,
make sure you don't lose control. Don’t be afraid to walk away
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from a negotiation if you're not sure, and take time to discuss
your concerns with friends and colleagues.

There are 2 negotiation types: distributive negotiations,
integrative negotiations.

Distributive negotiations — «Play your cards close to your
chest» — Give little or no information to the other side. The less
they know about our interests, our preferences, or why we want
to make the purchase, the better our position is. Try to get as
much information from the other side as it possible.

Integrative Negotiation — Everybody wins smth.

It’s true that integrative negotiations require a more developed
set of business negotiation skills. The word integrative means to
join several parts into a whole. Conceptually, this implies some
cooperation, or joining of forces to achieve something together.
Usually it involves a higher degree of trust and a forming of some
relationships. Both parties want to walk away feeling they’ve achieved
something good. It is often described as the win-win scenario.

9. Answer the questions:

1. In what situations do you negotiate? Who do you
negotiate with? Think about both — your work and
your private life.

2. What’s the difference between sales techniques and
negotiation techniques?

3. What makes a good negotiator?
4. How important are trust and liking in negotiations?

5.How can you avoid being manipulated in a negotiation
with a more experienced negotiator?

6. Speak on each type of negotiations.
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10. Translate the following sentences into your native language

1. Play your cards close to
your chest.

2. Purchasing products or
services are simple business
examples where distributive
negotiation bargaining is
often employed.

3. Many people don't like to
negotiate because they view
it as a hassle.

4. A distributive negotiation
usually involves negotiators
who start from never having
had a previous relationship,
like starting from the scratch.

5. Our and their interests are
usually self-serving.

https://www.youtube.com/watch?v=NeWWU6nTvEA watch
it, discuss the issues

https://www.youtube.com/watch?v=q-OwJGZ_]3I watch it
pay attention to some useful tips

https://www.youtube.com/watch?v=RfTalFEeKKE why
principles, not rules in negotiations

https://www.youtube.com/watch?v=qyL7TG6SzDU watch it,
comment on the story

11. Dialogues

Fiona Jackson is in Munich to negotiate the sale of up to five
large industrial packaging machines to a large manufacturing
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company. Read these three extracts from her conversation with
Hans Braun, the Director of Operations.

Answer the questions for each extract.

Extract 1

1. How do Hans and Fiona flatter each other? What
adjectives do they use?

2. How do they respond to each other’s flattery? What
grammatical structure do they both use?

3. Why do you think they focused on flattering each
other’s companies?

H: Ah, hello. Ms Jackson? I'm Hans, Hans Braun.

F: Good to meet you at last, Hans, after all those emails. And
please call me Fiona.

H: OK, welcome to Munich, Fiona. Sorry to keep you waiting,
by the way. I had an urgent phone call and couldn’t get away.

F: No problem. I was just admiring your brochure. It’s really
impressive. I didn’t know you had so many famous clients!

H: Thanks. Yes, well, we've got a great sales team, and we
really go for quality in a big way here, much more than some of
our cheaper competitors.

F: Well, it certainly seems to be an effective strategy, judging
by these recommendations.

H: Thank-you. Yes, they’re very positive, aren’t they? We've
also heard some great things about your company. I was looking
at your website yesterday, and I thought it was really interesting.
I loved the ‘Our story’ section, you know, the story about how
your founder started the business from nothing. Fascinating.

F: Yes, it's amazing, isn’t it? I'm glad you read that — it means
you've got a better idea about our approach to business.

178 - —



CORPORATE ENGLISH

Extract 2

4. What do you think of Hans’s opening question? How
else could he start a conversation to find things in
common?

5. How many things in common did they find?
6. What phrases do they use to show interest?

7. What techniques did they use to echo what the other
person said?

8. What example of generosity and gratitude is in the
conversation?

H: So, is this your first time in Munich, Fiona?

F: Well, yes and no. I came with my family when I was about
14, but ... well, that was a very long time ago. I don’t remember
much about it ... just museums and football.

H: Football? Are you a fan?

F: Not really. But my dad was ... I mean he still is, obsessed
with it. So he took us to matches all over Europe.

H: Wow. That’s really interesting! I'm also a little obsessed
with football, but I don’t drag my kids around to watch matches!

F: No, it wasn't so bad. It meant we got to see lots of interesting
places. How many kids have you got?

H: Three: two girls and a boy. They’re growing up fast. My
eldest daughter is at university already.

F: Really? You must be very proud. My kids are still very small, so
I've got all that to look forward to. What does your daughter study?

H: English, would you believe? She wants to study in Bristol
next year.
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F: Bristol? That’s interesting. My brother studied there. He
had a wonderful time. It’s a really nice city. I could ask him if he’s
got any advice, you know, where to go, where to avoid.

H: Well, that would be excellent. I'd really appreciate that.
You know what it’s like to be a parent — you never stop worrying
about your kids.

F: Absolutely. My son’s going on karate camp next week, his
first time away from mum and dad, and I'm really stressed about it.
He’s only nine.

H: Karate camp? Sounds interesting. I used to do a bit of
karate myself, many years ago. Is he good at it?

Extract 3
10. What is the main example of generosity in this
conversation?
11. How does Hans add a personal touch?
12. How does Fiona express gratitude? What do you
think of the two techniques she uses?

H: So I thought wed start with a tour of our factory, so you get
a really good sense of what we do here and what we need. I'd also
like to introduce you to a few of our key people here, if that's OK.

F: That’s great. It all helps me to get a better picture of how
we can help you.

H: That's what I thought. And then for lunch, I'd like to take you
to one of my favourite restaurants ... a short drive out of the city.

F: Oh ... that would be lovely, but please don't go to any
trouble. I'd be happy with a sandwich!

H: No, I wouldn’t dream of it. This project is very important
to us, so we want to treat you well! It’s a lovely restaurant, and I've
booked my favourite table.

So I hope you're hungry!
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F: Well, that’s very kind of you. In that case, you must let me
return the favour if ever you visit our factory in Edinburgh.

H: OK, that sounds nice. Thank-you.

12. Role-plays: Students read their instruction cards, then
roleplay the conversations in pairs.

Student A:

You are a good employee; you work hard, and you get good
results. Most of your colleagues got pay raises recently, but you
didn’t get one. Go and speak to your manager (student B), and
ask for a raise.

Student B:

You are the manager of the department. You recently gave pay
raises to some of your staff. However, you didn't give student A a raise,
because you are not particularly pleased with his/her work.

Student A:

You have been working extremely hard recently, and you are
absolutely exhausted. Go and ask your manager (student B) for
a few days off work.

Student B:

You are the manager. You have just discovered that a very
big order is coming in tomorrow! All your staff will need to work
very long hours for the next two weeks, to fill this order.

Student A:

Your manager (student B) has asked you to come and talk to
him/her. You’re not sure what this is about.

Student B:

Unfortunately, one of your employees (student A) has been
stealing stationery. You have asked this employee to come and
speak to you in your office. Give him/her a warning.
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Student A:

You work in a department with a lot of difficult people, and
unfortunately you argue with them a lot. It’s not your fault, it’s
theirs! Two weeks ago, your manager (student B) called you into
his/her office and told you to try to resolve the situation. You
have been trying really hard. Now your manager has asked you
to come into the office again.

Student B:

One of your employees (student A) is causing a lot of problems,
and many of his/her colleagues have complained to you about him/
her. Two weeks ago you spoke to student A about these problems,
but the situation has become even worse. You have decided to fire
student A.

Student A:

You recently started taking English lessons at a private
language school. However, the teachers are unqualified and always
late, the classrooms are small and dirty, and the ‘new’ textbooks
are obviously secondhand. You have paid for a course of 12 weeks.
Go and speak to the manager of the school (student B), and ask for
your money back!

Student B:

You are the manager of a private language school. One of
your students (student A) wants to complain about something.

Student A:

You and student B are married. You want to have dinner at
«Aprel» for your wedding anniversary...

Student B:

You think it’s too expensive. Try to convince your husband.

Student A:

You are the CEO of marketing company. One of your
managers is feeling overworked and wants to hire a full-time
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assistant to help her. She is a very hard worker and you want
to satisfy her needs. HOWEVER, some of the lazier managers
might get angry if you let her have an assistant.

Student B:

You are a very successful manager at a marketing company.
You are feeling overworked and stressed. You want to hire a full-
time assistant to help you. Negotiate with the CEO to get the help
that you need.

Part B. PROBLEMSHOOTING

1. Answer the questions:

1. How do you know when to shoot a problem on your
own or to ask for help?

2. What is the difference between problem-solving and
decision-making?

3. What is the main difference between systematic and
intuitive problem-shooting?

4. How does computer technology help in group
problem-solving? How does it hurt?

5. Are you more of an intuitive or systematic problem
shooter? How well does your typical process work
for you? What is it like for you when you have to
work with someone whose approach to problem
solving is very different from yours?

6. Is it possible for you to cope with complex situations
in a stressful environment?

Let’s discuss: It's been said that problem finders are dime
a dozen, but problem solvers are worth their weight in gold.
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2. The Seven Steps of Problemshooting

1. Identify the problem
Clearly state the problem. (Short, sweet and to the point.;)
2. Establish what you want to achieve

In one sentence answer the following question: How will
I know I've completed this project?

List criteria and constraints: Criteria are things you want the
solution to have. Constraints are limitations, sometimes called
specifications, or restrictions that should be part of the solution.
They could be the type of materials, the size or weight the solution
must meet, the specific tools or machines you have available,
time you have to complete the task and cost of construction or
materials.

3. Gather information and research

Research is sometimes needed both to better understand the
problem itself as well as possible solutions. Don’t reinvent the
wheel — looking at other solutions can lead to better solutions.
Use past experiences.

4. Brainstorm possible solutions

List and/or sketch (as appropriate) as many solutions as you
can think of.

5. Choose the best solution

Evaluate solution by: 1) Comparing possible solution against
constraints and criteria 2) Making trade-offs to identify «best.»
6. Implement the solution
Develop plans that include (as required): drawings with
measurements, details of construction, construction procedure.
Define tasks and resources necessary for implementation.
Implement actual plan as appropriate for your particular project.
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7. Test and evaluate the solution
Define how you might modify the solution for different or
better results.

3. Split into teams of 5, prepare a small and funny presentation
of your company which should include a slogan, logo, a few
words about the company business and people who are
working for the company.

4. Discuss in your group a strategy about how to make your
company competitive: Use the tips for help.

Know the competition. Find out who your competitors are,
what they are offering and what their unique selling point (USP)
is. This will identify the areas you need to compete in.

Know your customers. Customer expectations can change
dramatically when economic conditions are unstable. Find out
what matters to your customers now — is it lower price, more
flexible service, the latest products?

Differentiate. It’s essential to give your customers good
reasons to come to you rather than a rival.

Step up your marketing. Make more effort to tell people
who you are, what you sell and why they should buy from you. It
doesn’t have to be expensive; marketing can range from posters in
your window and leaflet drops through to advertising campaigns
in local media.

Update your image. Simple steps such as painting the front
of your premises can make your business look more modern and
inviting. But look also at business cards, stationery, your website,
branded packaging, clothing and so on.
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Look after your existing customers. They will be your
competitors’ target market. Provide better customer service by
being more responsive to their needs and expectations. If feasible,
consider offering low-cost extras such as improved credit terms,
discounts or loyalty schemes.

Target new markets. Selling into a greater number of markets
can increase your customer base and spread your risk. Consider
whether you can sell online or overseas, for example.

Expand your offer. What related products or services might
your customers be interested in? You might even consider
diversifying into another area — many cafes have successfully
offered Internet access, for example.

Be the best employer. Skilled, motivated staff make vibrant,
growing businesses. But attracting them means more than paying
a competitive wage — people are often more impressed by a good
working atmosphere and benefits such as flexible working and
structured career development.

Look to the future. Businesses that plan for growth are more
successful than those that are happy to stay still. Keep up with
developments in your sector, follow consumer trends, invest in
new technology and — crucially — have a clear idea of where
you want to be in one, three and five years’ time.

5. Make two lines, then quickly come up to the board and write
one item of your strategic plan, take turns doing it until you
have nothing to write. The team who will write the last sentence
is the winner.

Vocab for help:
competition KOHKYPEHLIid
competitor KOHKYPEHT
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rival [ 'rarval]

to compete in

unique selling point (USP)
customer expectation
economic conditions
leaflet drops

advertising campaigns
target market

feasible [ 'fizobl]

related products
diversifying [da1'v3:sifaiy]
motivated staff

a competitive wage

follow consumer trends
Role play

CYIIEPHMK
KOHKYpPyBaTH

YHiKa/IbHII IPEIMET IPOJAXKY
OUiKyBaHHA K/II€HTIB
€KOHOMIi4Hi YMOBU

JIUCTIBKU

PpeKIaMHi KaMIIaHil

LIi/IbOBUI PUHOK

MOXK/TMBUI

CYIyTHi TOBapu
ypi3HOMaHITHIOBATH
MOTVBOBAHUI IIEpPCOHAI

KOHKYPEHTOCIIPOMO>KHa 3apo0iTHa
IJ1aTa

CIIIIYIOTD CIIOXKMBYMM TEHIEHI[IAM

Copyright 2006 by Randy Glasbergen.

www.glasbergen.com

m’fﬁ@— .

“Let’s compromise. You do everything I say
and I’'ll say everything you do.”
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Your company is selling an IT product (services, apps,
computers, Internet services). Prepare a description of your
product in details (in your group, there is a spy, he / she should
collect all the information from you and share the details with
the Board of Directors of his company, now they should say as
many details about their competitor as possible).

6. Imagine that you are the one who won the competition,
say what you would do in the case.

If I won Presidential elections in Ukraine, I would...

If I won Presidential elections in the USA, I would...
If I were the best student of the university, I would....
If I were the best employee at Apple Inc., I would...

If I won a grant for creating an application to improve my
city I would...

If I were a billionaire I would...
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LESSON 1 L

HOW TO GIVE A KILLER PRESENTATION

https://www.speakconfidentenglish.com/prepare-
presentations/ — watch it, use the tips for your own presentations

7 Strategies to Prepare a Presentation in English

Strategy 1: Plan, Plan, Plan

Before you do or write anything, spend some time thinking
about what you want to say for this opportunity to present. You
can use these two questions to help you:

Where is your audience now (before your presentation)?

In other words: what do they currently know or not know? Is
there something they are missing?

Where do you want your audience to be after your
presentation?

What do you want your audience to know or do or think or
believe after your presentation?

Strategy 2: Know Your Who and Your What

Who is your audience? You want to know the kind of people
you will be speaking to so you can offer the right information,
use the right language and think about the best visual aids.

What is your purpose? Generally, presentations are used to
teach, to inform, to motivate, to persuade or to encourage action.
When you understand the purpose of your presentation, it will
be easier for you to use the correct language and the correct style.
It will also help you organize your presentation well.
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Strategy 3: Get Organized

Presentations in English generally have 3 parts:
o Opening (Introduction)

« Body (Main Points and Details)

» Closing (Summary)

In the next several weeks, you will learn exactly what you
need for each section of your presentation.

Important advice: Limit the number of main points in your
presentation from 3 to 5 (no more than 5!). You want your
audience to be well-informed but not overwhelmed.

Strategy 4: Show, Don’t Tell

In English, we love stories and pictures to help us remember
information.

What about you? Have you ever listened to a presentation
that has a LOT of numbers and statistics and data and dates? Do
you remember any of that information now? Most people say
«no» to that question.

In English, the expression «show, don't tell» means help your
audience understand your main points through stories, visual
aids and/or strong action words.

People remember stories, not numbers.

When you can, use a story or a great visual aid to help your
audience remember your key points.

For example: If you are presenting scientific information and
you want to use a number to talk about how many cells are in the
human body. According to an article by Smithsonian, there are
37.2 trillion cells in the human body!!! How many is that?

I have no idea!
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Instead you could use a picture to help you. Imagine the
largest sports stadium and every seat is filled. Show this picture
and now tell people how many full stadiums you need for 37.2
trillion.

With a picture, your audience can visualize this big number.
And it will be easier to remember.

Strategy 5: Talk, Don’t Read

This one is so important. Please, please, please do not read
your presentation.

For an audience, when someone reads a presentation it:
o Isboring
« Shows you didn't prepare well

Of course, you can use note cards to help you remember and
to stay focused. But talk to your audience. Look at your audience.
Move around. Be comfortable and natural.

Also, do not be afraid to go slow!

A good presentation does not mean speaking fast. Remember:
this is the first time your audience is hearing this information.
They need time to hear and to think about what you are saying.
You will help them (and you!) if you speak slowly.

Strategy 6: Think Ahead

One of the scariest parts of a presentation in the Q&A (=
question and answer) part of the presentation. Most people fear
they will not:

» Understand the words of the question
o Understand the accent of the person speaking
« Know what to say

« Remember the words they need
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A Q&A session doesn't always happen but if you have to do
this, here is how you can calm your fears:

Review your presentation. Think about your audience (remember
the Who Are They question!). Can you identify any likely questions?

Give your presentation to your peers, colleagues, friends,
and family. Ask them what questions they have. It is possible
they will have some of the same questions as your audience.

Strategy 7: Practice, Practice, Practice

You must practice. Say your presentation out loud many
times. Practice your presentation in front of your work colleagues,
your friends, your family.

The more you practice, the more prepared and confident you
will be.

Ask For Feedback? Will you do it? Is it important?

For better results and to know if youre improving, record yourself
or ask someone to watch you. Ask them to give you honest feedback.
Don't accept feedback like «that was great.» Insist they go into the
details. Offer them a pen and paper to take notes as you present.
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HOW TO LOOK CONFIDENT WHEN GIVING YOUR
PRESENTATION

Make eye contact. Making eye contact is the first step to
building trust with your listeners. «Eyes play a key role in human
social encounters,» according to one research report. «When
humans observe others’ faces, eyes are typically the first features
that are scanned for information.»

There’s a simple way to get better at this, but it takes a little
work: Record yourself practicing your presentation in front of
a small audience. Watch the recording, noting all of the times
you look at your slides instead of at your audience. Practice, and
record again. Every time you do, try to spend less time talking to
the slides and more time making eye contact with your listeners.
Rehearse until you have the presentation down cold.

Keep an open posture. Open posture means that there’s no
barrier between you and the audience. This includes your arms.
An uncomfortable speaker might unconsciously cross their arms,
forming a defensive pose without being aware that they’re doing
it. Confident speakers, by contrast, keep their arms uncrossed
with their palms turned up.

But your hands and arms are just one barrier. There are
others to eliminate.

A lectern is a barrier. Stand away from it. A laptop between
you and your listener is a barrier. Set it to the side. If you keep
your hands in your pockets, take them out. An open posture
takes up more space and makes you feel more confident. If you
feel confident, you'll look confident.

Use gestures. Confident speakers use gestures to reinforce
their key points. One study found that entrepreneurs pitching
investors were more persuasive when they used a combination
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of figurative language (stories, metaphors) and gestures to
emphasize their message.

Find areas of your presentation where gestures will come
across as natural, and use them to highlight key points or
emphasize a concept. If youre listing a number of items, use
your fingers to count them off. If you're talking about something
that’s wide or expansive, stretch your arms and hands apart. One
analysis of popular TED speakers, like Brené Brown and Tony
Robbins, found that they tend to bring their hands to their heart
when sharing personal stories. Your gestures will reflect your
feeling toward the topic you're discussing and invite the audience
to engage with you on a deeper, emotional level.

HOW TO SOUND CONFIDENT

Eliminate filler words. Avoid words that serve no purpose except
to fill the space between sentences. These are words like um, ah, like,
and the dreaded, you know? Excessive filler words can be irritating to
listeners, and make speakers sound unsure of themselves. Eliminating
them is also one of the simplest habits to fix.

Start by studying the verbal delivery of sports commentators.
The ones who are at the top of their game rarely use filler words.
Instead, before speaking, they think about what they want to
communicate next, and deliver their comments precisely and
concisely. Listen to Jim Nantz calling a golf event, Bob Costas
calling the Olympics, or Al Michaels calling a football game for
great examples. After years of practice, these announcers have
become skilled at delivering just the words they want you to hear.

How did they get there? By spending hours in front of the
television, reviewing videos of their performances.

Use this same strategy. Turn on the video or microphone of
your smartphone and record yourself presenting. Play it back.
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Your goal is to gain awareness around the filler words you use
most. Write them down, and practice again. When you catch
yourself about to use one, err on silence instead to develop
a smoother, polished delivery.

Take time to pause. Most people use filler words because
theyre afraid of silence. It takes confidence to use dramatic
pauses. A pause is like the period in a written sentence. It gives
your audience a break between thoughts.

A recent story in the New York Times, for example, calls
attention to the silence in between notes of a classical music
piece, explaining why short pauses draw so much attention. As
social beings, we are hard-wired to pay attention to breaks in the
flow of communication. «We recognize the pregnant pause, the
stunned silence, the expectant hush,» the author writes. «A one-
beat delay on an answer can reveal hesitation or hurt, or play us
for laughs.»

Pauses are interpreted as eloquence — in music and in public
speech. A simple way to learn the power of the pause is to choose
one or two phrases in your next presentation that express the key
message you want to leave your audience with. Pause before you
deliver those lines. For example, «The most important thing I'd
like you to remember is this...» Pause for two beats before you
complete the sentence. Whatever you say next will be instantly
memorable.

Vary your pace. Confident speakers vary the pace of their
verbal delivery. They slow down and speed up to accentuate their
most important points.

Audiobooks are recorded at a moderate pace of 150 to 160
words per minute. It's slow enough to be understood, but not so fast
that the listener has a hard time keeping up. TED speakers, similarly,
speak around 163 words per minute, right in the sweet spot.
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But here’s the trick. The best speakers speed up to around 220
words a minute when they want to embellish a certain story detail
and keep listeners engaged. When they want to accentuate a certain
message, they pause, then deliver their words at a slower pace.

Take TED speaker and human rights attorney, Bryan
Stevenson. He delivered a presentation that earned the longest
standing ovation in TED history. Stevenson is a masterful public
speaker. He constantly varies his pace to keep the audience
riveted. In one anecdote about meeting civil rights hero, Rosa
Parks, Stevenson sped up when he rattled off a long list of what
his non-profit intended to accomplish.

2. Warm up. Answer the questions.

. Have you attended many presentations?
. Have you given many presentations?
. Why are presentations given?

1

2

3

4. Are you an expert in giving presentations?
5. Would you like to become a good presenter?
6

. How does a presenter feel before, during and after
giving a presentation?

N

. What problems can there be in giving presentations?

8. What advice would you give to someone giving
a presentation for the first time?

9. What are some of the great speeches in history that
you can think of?

10. Who are the greatest speakers that you can think of
(past and present)?

11. What are the characteristics of a great speech?
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3. USEFUL PHRASES AND STRATEGIES FOR
PRESENTATIONS

INTRODUCTION

Welcoming and greeting the audience
Hello, everyone. I'd like, first of all, to thank the organizers of
this meeting for inviting me here today.

Good morning everyone and welcome to my presentation.
First of all, let me thank you all for coming here today.

Good morning, ladies and gentlemen. It's an honour to have
the opportunity to address such a distinguished audience.

Hello/Hi everyone. Thanks for coming.

Introducing yourself (name, position, responsibilities)
Let me introduce myself. I'm Olesia Boivan from Vasyl Stus
Donetsk National University...

Let me start by saying just a few words about my own
background. I'm a Professor (Associate) of the Department
of the Theory and Practice of Translation, Faculty of foreign
Languages, Vasyl Stus Donetsk National University.

For those of you who don’t know me already, my names ...
and I'm responsible for...

Saying what your topic/title/subject is
What I'd like to present to you today is...

As you can see on the screen, our topic today is...

The subject/focus/topic/title of my presentation/talk/speech is...
In this talk, I/we would like to concentrate on...

In my presentation I would like to report on...

I'm here today to present...

Explaining why your topic is relevant for your audience
Today’s topic is of particular interest to those of you who...
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My talk is particularly relevant to those of you who...
By the end of this talk you will be familiar with...

Stating your purpose/objective
The purpose/objective/aim of this presentation is to...

Today Id like to give you an overview of...

Id like to update you on/inform you about/put you in the picture
about/give you the background to/present the results of my research. ..

During the next 20 minutes we'll be...
This talk is designed to act as a springboard for discussion.

This morning I'm going to be talking to you about/ telling you
about/ showing you how to deal with/ taking a look at the recent
development in/ reporting on the results of the study we carried out. ..

What I'm going to do/What I intend to do is describe to you/
show you/tell you about...

Presenting the outline/organization/structure of your
presentation
I've divided my presentation into three main parts.

In my presentation I'll focus on three major issues.

We thought it would be useful to divide our talk into three
main sections.

We can break this area down into the following fields:...
The subject can be looked at under the following headings:...
We have organized this talk in the following way:...

This presentation is structured as follows:...

This talk will cover two current theories on the topic of...

Sequencing
My first point concerns...

I'll begin/start off by... Then I'll move on to... Then/Next/
After that, I'll be looking at...
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First/First of all, I'd like to give you an overview of...
Secondly/Then/Next, I'll focus on...

Thirdly/And then, we'll consider...
Finally/Lastly/Last of all, I'll deal with...

So, I'll begin by filling you in on the background to/ bringing
you up-to-date on/ giving you an overview of the history of/
making a few observations about/ outlining...

And then, I'll go on to highlight what I see as the main points
of/ put the situation into some kind of perspective/discuss in
more depth the implications of/ take you through/make detailed
recommendations regarding...

One thing I'll be dealing with is the issue of...
I'll end with...

And finally, I'd like to address the problem of/to raise briefly
the issue of...

Timing

This should only last 20 minutes.

My presentation will take about 20 minutes.

It will take about 20 minutes to cover these issues.

Handouts
Does everybody have a handout/brochure/copy of the
report? Please take one and pass them on.

I'll be handing out copies of the slides at the end of my talk.
I can email the PowerPoint presentation to anybody who wants it.

Don’t worry about taking notes. I've put all the important
statistics on a handout for you.

Questions
If you have any questions, feel free to interrupt me at any time.
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Please interrupt me, if there is something which needs
clarifying. Otherwise, there’ll be time for discussion at the end.

If you have any questions youd like to ask, I'll be happy to
answer them.

If you don’t mind, we'll leave questions till the end.

There will be time for questions after my presentation.

EFFECTIVE OPENINGS

To make an effective presentation, it is important to get your
audience interested in the first three minutes of your presentation.
You need to hook your audience and cause them to pay attention
to you. There are three ways to make an effective opening:

1. Give your listeners a problem to think about.
2. Give them some amazing facts.
3. Give them a story or some personal experience.

A problem

Suppose your company lost 30 % of its customer base over a three-
month period because a competitor introduced a new product with
some new exciting features. How would you respond to this situation?

How many of you have ever had trouble remembering
words? Just about everyone, right? Well, imagine a small machine
that can read your mind. When you think of a Chinese word or
phrase, the machine will wirelessly transfer the correct English
word or phrase to your mind. Do you think that’s possible?

Amazing facts

EX.: According to a new study, the virus causing the bird flu
sweeping Asia actually started in China over one year ago. An
ineflective vaccine was given to chickens. Thinking the chickens were
healthy, chicken farmers exported their chickens throughout Asia for
a year without knowing that many of them carried the bird flu virus.
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Statistics show that 1 in every 4 Americans have appeared
on television and 85 % of couples who lose a child (through an
accident or a health problem) get divorced.

A story

You may have heard about the 16-year-old girl from Russia who
has the ability to «see» broken bones or other medical problems
inside peoples bodies without the help of any instrument.

Have you ever been in a situation where you wanted to
change some personal habit or some physical characteristic?
I remember when I was 40 years old and still weighed 50 kg and
wanted to gain weight. A psychic (fortune-teller) told me to talk
to the cells in my body before every meal and ask them to hold
on to my food longer after I ate. I did it for six months and it
turned out that at the end of six months I had gained 6 kg — the
first weight I had gained since high school. (This is a true story.)

Problem technique
Suppose. . .. How would you. . .2

Have you ever wondered why it is that. . .2 You have?
Well, if I could show you. . . would you be interested?

How many of you have ever. . .2 Do you think that’s possible?
Amazing facts technique

Did you know that. . .?

According to a new study. . . .

Statistics show that. . ..

I read somewhere the other day that. . . .

Story/anecdote technique
You may have heard about. . ..

Have you ever been in a situation where. . .? I remember
when. . .. It turned out that. . ..
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THE MIDDLE/MAIN PART OF THE PRESENTATION
(SIGNPOSTING)

202

Saying what is coming

In this part of my presentation, Id like to talk about...

So, let me first give you a brief overview...

Indicating the end of a section
This brings me to the end of my first point.

So much for point two.
So, that’s the background on...
That's all I wanted to say about...
Summarizing a point
Before I move on, I'd like to recap the main points.
Let me briefly summarize the main issues.
I'd like to summarize what I've said so far...

Moving to the next point
This leads directly to my next point.

This brings us to the next question.
Let’s now move on to/turn to...

Let’s now take a look at...

Okay, let me now turn to the issue of...

Going back
As I said/mentioned earlier, ...

Let me come back to what I said before...
Let’s go back to what we were discussing earlier.
As I've already explained,...

As I pointed out in the first section,...

Can I now go back to the question I posed at the

beginning?
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Adding ideas
In addition to this, I'd like to say that...

Moreover/Furthermore, there are other interesting facts
we should take a look at.

Elaborating a point
Id like to look at this in a bit more detail.

Can I develop this point a bit further?
Let me elaborate on this point.
Let’s look at this problem in a bit more detalil...

Explaining terminology
...occupational hazards, that is to say dangers which
apply to certain job.

...occupational hazards, in other words dangers which
apply to certain jobs.

What I mean by occupational hazards is dangers which
apply to certain jobs

...occupational hazards. To put that another way,
dangers which apply to certain job.

Rhetorical questions
What conclusion can we draw from this?

So, what does this mean?
So, where do we go from here?

Indicators — they prepare the audience for introducing
a new point or just provide pauses before continuing

Okay / Righ t/ Right then / Good / Now / Now then /
Well now / Well then...

Interacting with the audience
Is everyone still with me?

Are you all following me so far?
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DESCRIBING VISUALS
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Introducing a visual

Let’s now look at the next slide which shows...

Now, let’s look at/let’s have a look at/take a look at/I'd
like you to look at...

To illustrate this, let’s have a closer look at...
The chart on the following slide shows...
The problem is illustrated in the next bar chart...

As you can see here, ...

Explaining a visual

First, let me quickly explain the graph.
As the graph/table shows/indicates. ..

I'd like us to focus our attention on the significance of
this figure here.

From Table 1 we can see/conclude/show/estimate/
calculate/infer that...

The chart compares...

You can see here the development over the past five
years.

Highlighting information

Id like to stress/highlight/emphasize the following
points.

Id also like to draw your attention to the upper half of
the chart.

If you look at it more closely, you'll notice there are
several surprising developments.

I'd like to point out one or two interesting details.
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Id like you to think about the significance of this figure
here.

I'd like to focus your attention on the underlying trend
here.

Whichever the reasons for this/Whichever way you
look at it/However you try to explain it, the underlying

trend is obvious.

The interesting/significant/important thing about... is...

Describing trends
Sales increased/shot up/grew/rose by...

Sales declined/reduced/decreased/dropped/fell by...

Sales increased/decreased slightly/slowly/gradually/
steadily/markedly/dramatically/steeply/sharply/

rapidly/suddenly...

There was a sudden increase/decrease in ...
In 2010, we saw a moderate fall.

This was followed by a gradual decline.

The increase reached a peak/levelled off...

CONCLUSION

Indicating the end of your presentation
I'm now approaching/nearing the end of my
presentation.

Well, this brings me to the end of my presentation/talk.

That covers just about everything I wanted to say
about...

As a final point, I'd like to...
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Finally, I'd like to highlight one key issue.
That completes my presentation.

Summarizing points
Let me just run over/through the key points again.

To conclude/In conclusion, I'd like to...

In short/In a word/In a nutshell/In brief/To sum up/To
summarize, it is generally/widely accepted/argued/

held/believed that...

First we looked at... and we saw that.... Then we
considered... and we argued....

I'll briefly summarize the main issues.

Therefore/Thus/On this basis/Given this, it can be
concluded/deduced/inferred that...

From the table/figures/data/results/information, it can
be seen/concluded/shown/estimated/calculated that...

Making recommendations
Wed suggest...

We therefore strongly recommend that...
In my opinion, we should...
Based on the figures we have, 'm quite certain that...

Close
Thank you for your attention.

Before I stop/finish, let me just say...
Thank you for listening.
I hope you will have gained an insight into...

Unless anyone has anything else to add, I think that’s it.
Thanks for coming.

Inviting questions
Are there any questions?
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If you have any questions, I'd be pleased to answer them.
We just have time for a few questions.

And now I'll be happy to answer any questions you may
have.

EFFECTIVE CONCLUSIONS

Using questions
After all, isn’t that why we’re here?

Let me just finish with a question: If we don’t do it, won’t
somebody else?

So, do we really want to miss this opportunity to get
ahead of our competitors?

Quoting a well-known person
To quote a well-known scientist, ...

As... once said, ...
To put it in the words of..., ...

I'd just like to finish with something former US president
Bill Clinton once said: “You can put wings on a pig, but
you don’t make it an eagle’

Referring back to the beginning
Remember what I said at the beginning of my talk
today? Well, ...

Let me just go back to the story I told you earlier.
Remember, ...

Let me go back to the story I told at the start of my
talk. Remember, the sales meeting in Vienna with the
disappointed Japanese businessmen? So, this just shows
you that knowing your entire product range is the key
to success.
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Calling the audience to action

So that’s the plan. Now let’s go and put it into practice!
So now it’s your turn.

Now let’s make a real effort to achieve this goal!

DEALING WITH QUESTIONS...

208

Clarifying questions

I'm afraid I didn’t quite catch that.
I'm sorry; could you repeat your question, please?
I'm sorry, but I missed that. Could you say that again, please?

I'm sorry, but I don't quite follow/understand/see what you
mean. Could you just explain that some more, please?

So, if I understood you correctly, you would like to
know whether...

If I could just rephrase your question. Youd like to know...

Let me just check that I have understood your question.
You're asking...

Checking whether the questioner is satisfied

Does that answer your question?
Is that clear/OK/clearer now?
Can we go on?

Is that the kind of information you were looking for?

Responses to good questions

Good point.

I'm glad you asked that/brought that up.

That’s a very good question.

That’s actually a question I frequently get asked.

That’s interesting.
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Admitting you don’t know
Sorry, I don’t know that oft the top of my head.

I'm afraid I'm not in a position to answer that question
at the moment.

I'm afraid I don’t know the answer to your question, but
I'll try to find out for you.

Interesting question. What do you think?

Sorry, that’s not my field. But I'm sure Peter Bolt form
Sales Department could answer your question.

I'm afraid I don’t have that information with me.

Responses to irrelevant questions
Well, I think that goes beyond the scope of my expertise/
presentation.

To be honest, I think that raises a different issue.
That’s not really my field.
I’'m afraid I don’t see the connection.

Negative responses to questions
Not quite.

Not necessarily.

Not as a rule.

Hopefully not.

I don’t think/believe so.
Hedging — not saying yes or no.
It depends.

On the whole, yes.

Not if we can help it.

To some extent.
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Postponing questions
If you don’t mind, I'll deal with/come back to this point
later in my presentation.

Can we get back to this point a bit later?

Would you mind waiting until the question and answer
session at the end?

Perhaps we could go over this after the presentation.

I'd prefer to answer your question in the course of my
presentation.

Closing discussion time
I think we have time for one more question...

If there are no other questions, I'll finish there. Thank you
very much.

4. Listen to the information and answer the questions.

https://goo.gl/PaBOJR

What are the two important things for the presentation?
Whatshould youdowhenyouarenervousatthe presentation?
What words shouldn’t you use?

5. Read the tips on what a person should do to be successful
at giving presentations. Can you add something important?

Know the needs of your audience and match your contents
to their needs.

Emphasize your strong points during your presentation.

How you are being perceived is very important. Dress
appropriately for the occasion.

Speak slowly, pronounce clearly, and show appropriate
emotion and feeling relating to your topic.
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Establish rapport with your audience. Speak to the person
farthest away from you to ensure your voice is loud enough to
project to the back of the room.

Body language is important. Standing, walking or moving
about with appropriate hand gesture or facial expression is
preferred to sitting down or standing still with head down and
reading from a prepared speech.

Maintain sincere eye contact with your audience. Use the
3-second method, e.g. look straight into the eyes of a person in
the audience for 3 seconds at a time.

Pause. Allow yourself and your audience a little time to
reflect and think.

Add humor whenever appropriate and possible.
DELIVERY

1. Speak clearly. Don’t shout or whisper — judge the
acoustics of the room.

2. Don't rush or talk deliberately slowly. Be natural —
although not conversational.

3. Deliberately pause at key points — this has the effect
of emphasising the importance of a particular point
you are making.

4. To make the presentation interesting, pay attention to
speed and pitch of voice.

6. Use your hands to emphasise points but don’t use too
much hand waving.

7. Look at the audience as much as possible, but don’t fix
on an individual — it can be intimidating.

8. Don't stand in a position where you obscure the
screen. Avoid moving about too much.
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9. Keep an eye on the audience’s body language. Know
when to stop and also when to cut out a piece of the
presentation.

6. Read an example of a dialogue and role play your own dialogue
on the situation: Your friend is going to make a presentation of
his course or diploma project, give him some advice.

— Is it hard to make a presentation?
— Yes!

— What skills are important to give an effective
presentation?

— Delivery skills!

— I am preparing a presentation of an IT company,
what advice will you give me?

— Prepare interesting information and don’t mumble.
— Do you remember your first presentation?

— I didn’t do any presentations in my life!
7. Listening

How to Do a Presentation — 5 Steps to a Killer Opener
https://goo.gl/LEDIs0
What are the 5 steps to deliver a killer opener?

What is one of the biggest mistakes people make when they
start their presentation?

What is the most calm and confident stance on the planet?

What happens when you captivate your audience within the
first 5 minutes of your presentation?

What is the purpose of introducing your agenda?
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8. Translate.
OcHoBa 6ynb-sKoi mpe3eHTanii — ifes Ta Winb.
Tomy posnodaTyt CTBOpeHH: IIpe3eHTallii C/Iifi He 3 TUTY/IbHOTO

CTIaiify uu BOOpY Iporpamit Jjist 0hOpMIeHHsT, @ caMe 3 IPOIICY-
BaHH ifief, Ky 6 BM XOTi/IM JOHECTV IO BAIIOI LIi/TbOBOI ayAUTOPil.

1. BusHayaemo ifgero npe3eHTanii

[TaM’saTaiiTe, 110 imes — Iie He Ha3Ba Ha TUTY/IBHOMY CJIayifii,
a MOsICHEHH:, YOMY Balll BUCTYII BApTHIi yBaru.

Ak BusHa4MTH iffero mpeseHTanii? 3aHOTYIITe BiiNOBifli Ha
MIUTAHHSI:

o B uomy cyTb Bamoi npoMoBu?

o JIKiipmel Ta ;yMKM BU IIparHeTe JOHECTU [0 Li/TbOBOI
ayguTopii?

o Illo Bama aygurTopis Mae 3amam’ATaT, KOJIU
3’IBUTbCA OCTAHHIM cmaiiy «[JAKyro 3a yBary»?

» YoMy BOHM IIOBVMHHI IOC/TyXaTV Balll BYCTYII IO KiHI|A?
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Imero BapTO mpe3eHTyBaT 32 UMM IIPVHLNUIIOM, IIOCTYIIOBO
ii po36ynoByoun.
2. InenTndikyemo ninp
Hannepine marite BigioBiib Ha 2 3anMTaHHA: «[]11 4Oro Bu
TOTYy€ETe Mpe3eHTalio?» i «XTo Balla L[iTboBa ayAUTOPiA».

3BEpHITb yBary Ha MOJE/b CIIOKMBALbKOI moBefiHK AIDA
(Attention, Interest, Desire and Action), sKa JOIIOMO>Ke BU3Ha-
YUTHCh, AKOI PeAKIIil BM X04YeTe JOCATHYTU Yepes CIIIKYBaHHA
3 ayUTOPI€EIO.

[IponuiiTh CBOI BifIIOBiAb MaKCUMa/lIbHO JeTanbHO. Ha-
IPUKIIAJ], 3al[iKaBUTY MOTEHIITHNX apTHEPiB 41 poOOTOHAB-
11iB, 3HaVITV (PiHAHCYBAHHS /IS CBOTO IPOEKTY i T.J.

3. CIpyKTypy€EMO KOHTEHT Maii0y THbOI Ipe3eHTamil

Y ¢opmyBaHHI Ta CTPYKTypyBaHHI KOHTEHTY 3aCTOCYITe
TPpM TOJIOBHI IIpaBmIa 30710TOro npoMosLA Bij Carimona Cine-
Ka — «I110, YOMY Ta AK?».

Harikpaiie 1110 KoM6iHaI[if0 BUKOPUCTATH TaK:

OYHITH 3 «Homy?» Ta «3apagy 4oro?», a notim — «Ilo?»
Ta «AK?».

CdopmyiiTe 3—4 KIII0Y0OBi ZYMKM, Ha OCHOBI IKUX BM BUOy-
JIyET€ CBOIO IIPE3EHTAIIiIO.

4. Manremo cropibopn,
Tak Ha3uBaeTbCA 3arOTOBKA BalllMX MaOYTHIX CIaiifiiB.

Cropibopz norpibeH, 06 3MaoBaTy MOy THi craigm —
YOPHOBMI BapiaHT IIpe3eHTallil.

HasiTb AKIIO BU He BMi€eTe Ma/I0BaTH, i BIIpaBa JOIIOMO-
JKe CKJIACTY IJIaH IIpe3eHTallil AK YaCTVHKM I1a3JIiB.

1. Bi3spMiTh apKyll Ianepy Ta KOIbOPOBi MapKepu

2. IlpomnpamtoiiTe KI04O0Bi ifiel npeseHTanil

214 - —



CORPORATE ENGLISH

3. 3anmuIiTh KOXKHY 3 HUX Y CE€pe/IMHi Koa

4. Jlami 3a NPUHIVUIIOM COHEYKa 3MasoiiTe abo X Ipo-
IALIITH yCe, IO MiICUINTD Ballli JYMKNA

5. 36epitp daktu, uubpu, indorpadikm, o3HaIOMTECH
3 OCTaHHIMU JOCTiIKEeHHAMU

5. O6upaemo cepBic, 3a JONOMOTOI0 SIKOTO CTBOPUTH
Npe3eHTaIio

SAKmo xo4yeTe BUPI3HATUCH 3-TIOMDK [leCATKA iHIINX, XTO
IIpe3eHTYBaTMMe CBOIO ifjelo, IPOEKT 4 3aBlaHHA — 3a0yabre
npo PowerPoint.

JJo HbOTO 3aBXXV BCTUTHETE IIOBEPHY TUCD.

OpHi 3 HaiimonynApHiMMX anbTepHatuB — Prezi, Keynote
ma Google Slides.

[ Bigeo nmpesenTaniit Bukopucrosyiite PowToon, Moovly,
Vyond, Plotagon.

O6epitp Toll cepBic, sAKuit Oyme MWIsA Bac Ha3pyYHILIMM
Y BUKOPUCTaHHI.

6. CTBOpIO€EMO IM3aliH Mpe3eHTallil
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O6epiTh KOMBbOPOBY MAMITPy Ta MPUPT, AKUI BU BUKOPU-
CTOBYBaTUMeTe y IIpe3eHTallil.

3BepHiTb yBary Ha Taki mpudtu Arial, Tahoma, Verdana.

lTono HeviTpanpayx wpndris Kupnmi, To 3acrocoByiite —
Open Sans, PT Sans, Roboto, Ubuntu, Cuprum.

ITam’saTaiiTe, W0 y Beiit mpe3eHTanii Mae 6yTu He 6inblre
5 KOMbOpiB Ta 10 TPHOX pisHUX WPpUPTIB.

Y npoMy BaM JOIIOMOXKYTb Taki cepsicu, Ak Adobe Color CC
ta Color lovers.

OkpeMy Ko/IbOpPOBY MAJITPY MOXKHA CTBOPUTU 3a JJOIIOMO-
rOI0 FeHepaTopa KOIbOPiB.

A mouepnHyTH uikasi ifmei mopgo odopmieHHS CraiiniB
MO>KHa Ha TakMX caiitax Ak Behance, Pinterest.

7. 3acTocoByeMO BidyanbHi edexTn

BusHaumBImNCh i3 cTMaeM Ipe3eHTalii Ta OCHOBHUM KOH-
TEHTOM, BUKOPUCTOBYIITe Bi3ya/bHi eQeKTy i po3MilljeHH
TEKCTYy Ta KAPTUMHOK Ha C/Iaiijax.

OpHak mam’sATaiite, 1[0 Ha KO)KHOMY CJIaiifii pO3MIlLyIOTh
He 6inbire 3-5 00 eKTiB.

[ITo6 06’epHaTy ABa CIAAY B OOVH 3aCTOCOBYIOTH «e(eKT
SIIUTTA».

Konu motpibHo posmictutu nurary abo fiekinbka KapTu-
HOK Ha C1aiifi — «edeKT My/IbTUBIKOH».

JKmo € JeKkinbka XapaKTepPUCTUK, 3aCTOCOBYIOTh «edeKT
MiH3W», KoM 3 MoMDK 10 XapakTepucTUK, BUMOKPEMIIIOIOTH 3
HalBaKIUBIIINX.

Binbre mpo e, sk 0popMIIIOBATH TEKCTHU Ha CIaiigax JisHa-
BAJITECh Y BifleO PO MPABUJIO TPbOX.

8. HampanboByemMo BIacCHUIA CTUID NPe3eHTalLii
binpuricth BioMux mrofel BUBOAATD CBOIO iflea/IbHy dop-
MYy CTBOPEHHS IIPE3E€HTaLIiiA.
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[Tpumipowm, Tait KaBacaki y cTBopeHHI npe3eHTalii Kopu-
cTyerbes npasmwioM «10/20/30», To6To 10 cmaitais, 20 XBUINH
i 30 posmip mpudra.

CriB JI>k06¢ 6yB NpUXMIBHUKOM Oi/bII MiHIMa/IiCTUYHOTO
CTWIIO — IpafiieHTHUI (OH, Be/UKi 300paXkeHHs, MiHIMYM TeK-
CTY Ta €/IEMEHTIB.

3 9acoM BU cpOpMYETe CBill CTUIb IIpe3eHTallii.

Yacrto y gusaiiHi c1aigiB MU IPUITYCKAEMOCH TUX CAMUX
noMIIoK. Yoro TOYHO He MOKHA POOUTIL:

He BM3sHaumTH K/II04OBY /110 Ta LIi/Ib Ipe3eHTallil
PosmMimmaTy 3abararo TekcTy Ha craiigax

Bubuparu 3amamuit wpudt, 3abarato pisHUX
mpudTiB abo HeunrTabenpHi MpUPTU

BuxopucroByBaTy KapTMHKM IIOTaHOI AKOCTI

Po6uty Temumit GoH i po3MilaTi TeMHMIT TEKCT Ha
HBOMY

BukopucroByBaru 6inplne 5-Ty SCKpaBUX KOITbOPIiB

HexrtyBarn IpaByUIaMu BEPCTKMU, TOOTO
BUKOPVICTOBYBATH pisHe popMaTyBaHHA Ta iHTepBa
3anmMiuaTy 3aMano «IOBITpsA» Ha C/laiifjaX, KON
KapTUMHKY Ta TEKCT PO3TALIOBaHi 6JIM3bKO OIMH [0
OJJHOTO

BukopucroByBaTy pi3Hi IIa6/IOHY Ta CTWII B OfHIN
Ipe3eHTalil

Homaemo 3abararo animanii. Ilpmmipom, pisHi
Iepexoay MXK craigamu

Hly6moBaTy TEKCT Ha CTaiiflaX Ta y BUCTYII

Ilincymyemo. Xopoma npeseHTallisd [OMOBHIOE Bally
PO3NOBi/ib, BUK/IMKAE EMOLIIIO0 Ta CIIOHYKA€E SiATH.
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Key Points of PUBLIC SPEAKING SKILLS

Chances are that you’ll sometimes have to speak in public as
part of your role. While this can seem intimidating, the benefits
of being able to speak well outweigh any perceived fears. To
become a better speaker, use the following strategies:

« Plan appropriately.
» Practice.
» Engage with your audience.
« Pay attention to body language.
o Think positively.
» Cope with your nerves.
o Watch recordings of your speeches.
Ifyou speak well in public, it can help you get a job or promotion,
raise awareness for your team or organization, and educate others.

The more you push yourself to speak in front of others, the better
you'll become, and the more confidence you’ll have.

The Importance of Public Speaking

Even if you don't need to make regular presentations in front of
a group, there are plenty of situations where good public speaking
skills can help you advance your career and create opportunities.

For example, you might have to talk about your organization
at a conference, make a speech after accepting an award, or teach
a class to new recruits. Speaking to an audience also includes online
presentations or talks; for instance, when training a virtual team,
or when speaking to a group of customers in an online meeting.

Good public speaking skills are important in other areas of
your life, as well. You might be asked to make a speech ata friend’s
wedding, give a eulogy for a loved one, or inspire a group of
volunteers at a charity event.
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In short, being a good public speaker can enhance your
reputation, boost your self-confidence, and open up countless
opportunities.

However, while good skills can open doors, poor ones can close
them. For example, your boss might decide against promoting you
after sitting through a badly-delivered presentation. You might
lose a valuable new contract by failing to connect with a prospect
during a sales pitch. Or you could make a poor impression with
your new team, because you trip over your words and don't look
people in the eye.

Make sure that you learn how to speak well!

Strategies for Becoming a Better Speaker, they may be useful.

The good news is that speaking in public is a learnable skill.
As such, you can use the following strategies to become a better
speaker and presenter.

Plan Appropriately
First, make sure that you plan your communication appropriately.
From the beginning, you need to intrigue your audience.

For example, you could start with an interesting statistic,
headline, or fact that pertains to what you're talking about and
resonates with your audience. You can also use story telling as
a powerful opener; our Expert Interviews with Annette Simmons
and Paul Smith offer some useful tips on doing this.

Planning also helps you to think on your feet. This is
especially important for unpredictable question and answer
sessions or last-minute communications.

Practice

There’s a good reason that we say, «Practice makes perfect!»
You simply cannot be a confident, compelling speaker without
practice.
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To get practice, seek opportunities to speak in front of others.
For example, Toastmasters is a club geared specifically towards
aspiring speakers, and you can get plenty of practice at Toastmasters
sessions. You could also put yourself in situations that require
public speaking, such as by cross-training a group from another
department, or by volunteering to speak at team meetings.

If youre going to be delivering a presentation or prepared
speech, create it as early as possible. The earlier you put it
together, the more time you’ll have to practice.

Practice it plenty of times alone, using the resources you'll
rely on at the event, and, as you practice, tweak your words until
they flow smoothly and easily.

Then, if appropriate, do a dummy run in front of a small
audience: this will help you calm your jitters and make you feel more
comfortable with the material. Your audience can also give you useful
feedback, both on your material and on your performance.

Engage With Your Audience

When you speak, try to engage your audience. This makes you
feel less isolated as a speaker and keeps everyone involved with your
message. If appropriate, ask leading questions targeted to individuals
or groups, and encourage people to participate and ask questions.

Keep in mind that some words reduce your power as
a speaker. For instance, think about how these sentences sound:
«I just want to add that I think we can meet these goals» or «I just
think this plan is a good one.» The words «just» and «I think»
limit your authority and conviction. Don’t use them.

A similar word is «actually,» as in, «Actually, I'd like to add
that we were under budget last quarter.» When you use «actually,»
it conveys a sense of submissiveness or even surprise. Instead,
say what things are. «We were under budget last quarter» is clear
and direct.
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Also, pay attention to how you’re speaking. If you're nervous,
you might talk quickly. This increases the chances that you’ll trip
over your words, or say something you don’t mean. Force yourself
to slow down by breathing deeply. Don't be afraid to gather your
thoughts; pauses are an important part of conversation, and they
make you sound confident, natural, and authentic.

Finally, avoid reading word-for-word from your notes. Instead,
make a list of important points on cue cards, or, as you get better at
public speaking, try to memorize what youre going to say — you
can still refer back to your cue cards when you need them.

Pay Attention to Body Language

If youre unaware of it, your body language will give your
audience constant, subtle clues about your inner state. If you're
nervous, or if you don’t believe in what you’re saying, the audience
can soon know.

Pay attention to your body language: stand up straight, take
deep breaths, look people in the eye, and smile. Don’t lean on one
leg or use gestures that feel unnatural.

Many people prefer to speak behind a podium when giving
presentations. While podiums can be useful for holding notes,
they put a barrier between you and the audience. They can also
become a «crutch,» giving you a hiding place from the dozens or
hundreds of eyes that are on you.

Instead of standing behind a podium, walk around and use
gestures to engage the audience. This movement and energy
will also come through in your voice, making it more active and
passionate.

Think Positively

Positive thinking can make a huge difference to the success
of your communication, because it helps you feel more confident.
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Fear makes it all too easy to slip into a cycle of negative self-
talk, especially right before you speak, while self-sabotaging
thoughts such as «I'll never be good at this!» or «I'm going to fall
flat on my face!» lower your confidence and increase the chances
that you won't achieve what you're truly capable of.

Use affirmations and visualization to raise your confidence.
This is especially important right before your speech or
presentation. Visualize giving a successful presentation, and
imagine how you’ll feel once it’s over and when you’ve made
a positive difference for others. Use positive affirmations such
as «I'm grateful I have the opportunity to help my audience» or
«I'm going to do well!»

Cope With Nerves
How often have you listened to or watched a speaker who
really messed up? Chances are, the answer is «not very often.»

When we have to speak in front of others, we can envision
terrible things happening. We imagine forgetting every point we
want to make, passing out from our nervousness, or doing so
horribly that we'll lose our job. But those things almost never
come to pass! We build them up in our minds and end up more
nervous than we need to be.

Many people cite speaking to an audience as their biggest fear,
and a fear of failure is often at the root of this. Public speaking can
lead your «fight or flight» response to kick in: adrenaline courses
through your bloodstream, your heart rate increases, you sweat,
and your breath becomes fast and shallow.

Although these symptoms can be annoying or even
debilitating, the Inverted-U Model shows that a certain amount
of pressure enhances performance. By changing your mindset,
you can use nervous energy to your advantage.
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First, make an effort to stop thinking about yourself, your
nervousness, and your fear. Instead, focus on your audience:
what you're saying is «<about them.» Remember that you're trying
to help or educate them in some way, and your message is more
important than your fear. Concentrate on the audience’s wants
and needs, instead of your own.

If time allows, use deep breathing exercises to slow your
heart rate and give your body the oxygen it needs to perform.
This is especially important right before you speak. Take deep
breaths from your belly, hold each one for several seconds, and
let it out slowly.

Crowds are more intimidating than individuals, so think
of your speech as a conversation that youre having with one
person. Although your audience may be 100 people, focus on
one friendly face at a time, and talk to that person as if he or she
is the only one in the room.

Watch Recordings of Your Speeches

Whenever possible, record your presentations and speeches.
You can improve your speaking skills dramatically by watching
yourself later, and then working on improving in areas that didn’t
go well.

As you watch, notice any verbal stalls, such as «um» or
«like.» Look at your body language: are you swaying, leaning on
the podium, or leaning heavily on one leg? Are you looking at
the audience? Did you smile? Did you speak clearly at all times?

Always Test The Technical Equipment Beforehand. For
obvious reasons!

-_ — — 223



boiisan Onecs

LESSON 12

ADVERTISEMENT

Here are some quotes about advertising. Which ones do
you agree with?

‘Advertisements contain the only truths to be relied on in
a newspaper. Thomas Jefferson

‘Telling lies does not work in advertising. Tim Bell
‘Advertising is legalized lying. H. G. Wells

“You can tell the ideals of a nation by its advertisements’
Norman Douglas

‘Let advertisers spend the same amount of money improving
their product as they do on advertising and they wouldn’t have to
advertise it Will Rogers

‘Ads are the cave art of the 20th century’ Marshall McLuhan
“The more facts you tell, the more you sell” Dr. Charles Edwards

‘History will see advertising as one of the real evil things of
our time. Malcolm Muggeridge

‘Living in an age of advertisement, we are perpetually
disillusioned. J. B. Priestley

‘What you say in advertising is more important than how
you say it David Ogilvy
1. Read the text: Define pros and cons of advertising.

Advertising by definition is a public announcement or sale
offer located in public area or medium expressed in print by
other visual means or presented orally.
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Before the advertising account managers can begin to plan
an ad, much research must be done. Who will buy this product?
Why do customers buy this product? Advertisers need to know
how many people of a certain age or sex live in this city. How
can advertisers find this information about people? They do
research. Social and behavioral scientists do research also. They
need to find information about people. There are many sources
of data and there are many ways to collect data.

In this age of computerization, many databases are available.
A database is a large amount of information stored in the computer.
There are databases that include information about the stock market,
business and many other fields. After the information is collected, it
is loaded in the computer memory so that researches can use it.

Advertising is the best way to let the consumer know the
product well. The more we advertise, the more people will
know the product. The bigger the demand, the more income
the producer gets. Money spent on advertising is money well
spent. Thus, it is a good idea to spend money on advertising.
Advertising assists a rapid distribution of goods at reasonable
prices. It draws attention to new ideas and so helps enormously
to raise standards of living. By helping to increase the demand for
goods, it increases the number of workers needed to supply the
goods and therefore, provides employment. It also helps to pay
for many services. Without advertisements, our daily newspaper
would cost a dollar or more, the price of our television license
would need to be doubled, and travel by bus would cost more.

Advantages of Advertising — 1. Promotion of Sales 2. Expansion
of Production 3. Enhances Goodwill 4. Large Turnover and Huge
Profits 5. Information about Different Options and Comparative
Prices 6. Creates Employment 7. Higher Standard of Living

Disadvantages of Advertising — 1. Adds to the Cost of
Production and Product 2. Leads to Price War 3. Deceptive
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Advertising 4. Leads to Unequal Competition 5. Creates
a Monopolistic Market 6. Promotes Unnecessary Consumption
7. Decline in Moral Values.

Advertisements help to increase the sale of goods and so
producers can sell goods at reasonable prices. They raise the
standard of living of people by drawing attention to new products
and ideas. They increase the demand for goods and more workers
are needed to produce goods so they provide employment. They
pay for many services such as transporters, porters and sellers.
Daily newspapers, television license fees and bus fees remain
cheap because of advertisements. They also keep up the quality
of the goods and services we use.

There are many advantages of print advertisements.
Newspaper readers are more likely to consider information in
advertisements seriously. Print advertisements are concrete,
and therefore, readers are able to pick the paper back up and
read it a second time, or whenever is convenient for them. All of
the information will always be right in front of them. But radio
and television give impermanent information and if you miss it,
you don't have a choice when you can hear it again. Newspaper
readers are usually older, better educated, and higher earning than
television and radio audiences. Magazines have all of the same
advantages of newspapers including a longer shelf life, which
means that it stays in use longer. Also, people share magazines
so more people are exposed to the ad, and the ads in magazines
have the potential to be more glamorous than newspapers.

Advertising can lower subscription costs, but again, it can
become a circular argument. Mad magazine publisher William
F Gaines explained this in 1972, arguing that if he accepted
advertising in his already-successful magazine hed have to
change the magazine’s appearance, and he wasn't sure that would
gain him any ground: «Wed have to improve our package. Most
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advertisers want to appear in a magazine that’s loaded with color
and has super-slick paper. So you find yourself being pushed into
producing a more expensive package. You get bigger and fancier

and attract more advertisers.
@ MAZLE BNDEZSON WM ANDEETOONS.LOM

—_—

ADYERES

“They found a way to cram advertising into verbs now?!”

Advertisements try to influence our emotions by making us
buy things we do not need or want. They make us believe that
our dreams will come true if we use their products. This is why
advertisements for home cleaning products often try to convince
ladies that they become perfect wives and mothers only if they
use those products. They imply that money can make our dreams
come true. But this is obviously not so. We cannot buy personal
good looks, intelligence, good friendships or a happy family. A lot
of advertisements are, therefore, a form of lying. They can also
make people feel depressed and discontented with their ordinary
lives, especially those people who have only a small amount of
money to spend on luxuries.

The majority of mainstream commercial publications accept
paid advertising, generally to help cover production costs and to
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provide their readers access to related resources and information.
Non-commercial publications, such as those published for
organizations, often do not include advertising, preferring to
maintain a neutrality in the commercial marketplace and to keep
production costs to a minimum.

A publication that accepts ads brings consumers and vendors
together, and this creates a vested interest in maintaining the
happiness of both parties. If the consumers remain happy they’ll
continue to subscribe, and if the vendors remain pleased they’ll
continue to advertise. Thus the publisher strives to support
a good climate for commerce within the market, which often
strengthens and supports the entire community, organization, or
other target audience.

«Fascinating Facts From the Evolution of Advertising»
— Advertising has existed as far back as 3000 BC!

— 63 % of consumers need to hear company claims 3-5
times before they actually believe it.

— The first newspaper ad was in 1650 to offer a reward
for 12 stolen horses.

— More than $500 billion a year is spent on advertising
worldwide.

— Advertisers often use a technique called «affective
condition,» which means they take a product and
place it next to other things consumers feel positively
about. For example, a detergent ad will juxtapose their
brand with babies, sunshine, flowers, or other similar
items. Repeatedly showing their brand with these items
makes consumers feel good about the detergent too.

— In advertisements for children, child actors are
typically older than the target audience. For example,
a commercial for 8-year-olds will show 11- or 12-year-
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old models playing with an 8-year-old toy. Advertisers
use older children as role models, as an image of what
younger children will want to be like.

— Microsoft allegedly paid the Rolling Stones $9
million to use their hit «Start Me Up» in its Windows
95 advertisements. Additionally, unknown songs by
new artists can become hits overnight because of
their association with a popular advertisement.

— A new kind of advertising called «viral advertising»
uses blogs and emails to promote a product. For
example, Dove’s «Evolution of Beauty» campaign was
anovernightviral sensation when more thanamillion
people watched a time-elapsed video(ymosinpHene)
of a model being made beautiful on YouTube.

Life could be boring without ads:

When General Motors introduced the Chevy Nova in South
America, it was apparently unaware that «<no va» means «it won’t
go». After the company figured out why it wasn't selling any cars,
it renamed the car in its Spanish markets to the Caribe.

o Not to be outdone by Coke when Pepsi started
a marketing campaign in Taiwan, the translation
of the Pepsi slogan «Come Alive with the Pepsi
Generation» came out as «Pepsi will bring your
ancestors back from the dead.»

« On the label of Boot’s «Children’s» cough medicine —
Do not drive a car or operate machinery.

« Scandinavian vacuum manufacturer Electrolux used
the following in an American ad campaign: Nothing
sucks like an Electrolux. But in America if something
‘sucks’ it means it is really bad.
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« Cook your food athome. No one goes to the restaurants
anymore, they are so crowded!

» Why go elsewhere to be cheated when you can come
to our department store?

» We sell unique tables for children with adjustable legs.

2. Answer the questions:

What is the definition of an advertisement?

What do advertisers need to know?

How can advertisers find this information about people?
What is a database?

Pros and cons of advertising?

AL

What are the most Fascinating Facts From the
Evolution of Advertising?

7. What is your favourite advert at the moment? Why
do you like it so much?

8. Have you ever bought anything just because you saw
it advertised on TV?

9. Whatfamousadvertising slogans can you remember?
Why are they so memorable?

10. What is the aim of most adverts these days — to
persuade you to buy the product, to inform you
about a new product or to remind you about a well-
known product? Give examples.

11. Do you think there are too many advertisements on
TV? How many do you think there should be?

12. Which adverts annoy you the most and why?

13. What influences you the most when you are shopping:
the price of a product, its appearance or the advertising
promoting it?
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14. How much do you think children are influenced by
adverts they see on television?

15. Do you ever find that the adverts are better than the
programmes?

16. What do you think are the good and bad parts of
working in advertising?

3. Useful vocabulary:

Advertising — communication intended both to inform
and persuade.

Ad — an informal word meaning an advertisement
Advert — the same as ad

Advertisement — an announcement in mass media about
a product, event, job vacancy, etc.

Advertiser — a person or company that pays for a product
or service to be advertised

Adman — a person whose profession is advertising
Commercial — an advertisement on television or radio

Study the following synonyms to the word advertise. What

are their Ukrainian equivalents?

Promote — to make sure that people know about a new
product or service by arranging special events.

Hype up — an informal word meaning to try to make people
think that something is much better than it really is.

Plug (give smth. a plug) — informal word meaning to try to
make people interested in your product or service, for example
by mentioning it in a TV or radio conversation when you are
supposed to be talking about something else.
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Push — an informal word meaning to advertise a new

product very heavily, with a lot of advertisements.

When did the first advertisement appear? Advertising

began in ancient times when most people could not read or write.
As manufacturing and communication technologies developed,
so did advertising. Printing was the first major technology to
affect it, and cable television and computers are not recent.

As a marketing tool, advertising serves several functions:

— To identify and differentiate products.

— To communicate information about the product.
— To stimulate a product’s distribution.

— To increase product use.

— To build brand preference.

Video https://www.youtube.com/watch?v=Pq4hiFOK6t1et=45s

Think and write down whether the advertising statements are
true or false
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1. Printing wasn’t the first major technology to affect
advertising.

2. Before the advertising managers can begin to plan an ad,
much research must be done.

3. General Motors, Coca-Cola, and the local
supermarket don’t pay money to the media to carry
the advertisement we read, hear and see.

4. Most advertising isn't intended to be persuasive.
5. Advertising is used to sell a wide variety of ideas.
6. Naturally, the sponsor doesn’t want to be identified.

7. Advertising can turn a poor product or service into
a good one.
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8. Most companies that advertise extensively haven’t
advertising managers.

4. Let’s talk:

1. Do you work in advertising? If so, describe your job.
If not what do you think are good or bad points of
working in advertising industry?

2. Have you ever produced an ad in your own language
or in English?

3. What do you think of the standards of ads in your
country? How could they be improved?

4. Have ads changed in the past few years in general?

5. What are the functions of advertising?

6. Which do you think are more effective: ads with longer
slogans or ads with very short, one-sentence slogan?

5. Look at the screen, be attentive. It’s going to be a kind of
a puzzle-presentation. Your task is to find out what word is
hidden on the screen.

6. Fill in the Gaps.

Pushing, is running, hyped up, promote, advertised,
market, a plug, advertisement

1.You must have seen those computer games — they have
been heavily on TV and all the Sunday papers.

2.To their new brand of shampoo, they are
selling it at half price for a month.

3.In order to a product well you need to be
aware of public demand.
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4. Like most Hollywood movies it was so
that when I saw it I felt rather disappointed.

5.The author used the opportunity of appearing on TV to
give his latest book

6.Revlon is really its new range of beauty
creams.

7.At this time of year, the papers are full of
for skiing holidays.

8.BMW an aggressive campaign to
publicize its models.

7. With your partner, put the words into correct order. There
are some famous expressions of some famous people.

«of arresting the human intelligence Advertising as the
science long enough to get money from may be described it.»

— Stephen B. Leacock

«Advertising if the goods are worthless is a valuable
economic of selling goods, particularly factor because it is the
cheapest way.»

— Sinclair Lewis
«work like hell, and early to rise, advertise Early to bed,.»
— Laurence J. Peter

«must establish a relationship a company with the In order
to sell a product or a service, consumer. It must build trust...»

— Jay Levinson

8. Make a list of products (goods or services) that are produced
or provided in your city or region.

alocal brand of drink ...l
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a grocery product (breakfast cereal, health food, etc.)

aplaceofentertainment (theatre,cinema)........................
an educational service ........................
Discuss these questions about some of the products you’ve
listed:
— What competition does this product face?
— What is the image of each product?
— What is the image of the company that produces it?
— How strongly or weakly is each of the products
marketed?

— Where is each product advertised?
9. Writing your advertisement, your slogans...

Choose your words carefully! Some have a positive effect
and excite interest — others send negative signals. New, free,
results and bargain all fall into the first category and advertising
is peppered with them. You won’t see words such as death, risk,
bill, accident, and fail, however, which are all examples of what
to avoid.

What does the advertisement need to do? AIDA is a useful
mnemonic, spelling out the four essential ingredients good copy
must contain.

An advert must be able to grab Attention in the brief instant
available. It then has to keep the reader’s Interest for long enough
to get your message across. Does it create Desire? Is so, you might
have a sale, but do not forget to tell the reader how to Act —
where to buy the product, who to phone!
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Source: https://ru.scribd.com/document/348393412/Delovoy-

Top 20 adjectives and verbs in advertising
Adjectives Verbs
1 new make
2 good/better/best get
3 free give
4 fresh have
5 delicious see
6 full buy
7 sure come
8 clear go
9 wonderful know
10 special keep
11 crisp look
12 fine need
13 big love
14 great use
15 real feel
16 easy like
17 bright choose
18 extra take
19 safe start
20 rich taste

10. Using the list, try to complete the following advertising

slogans. There may be more than one possible answer.
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1. The Music We All

(radio station)
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2. Gillette — The Best a Man Can (Gillette
razors)

3. Dreams are . Hear . Feel

4. Nokia N series. See . Hear
Feel . (Nokia telephones)

5. The bed on earth is not on earth (Iberia
airline)

6. a step in your career (SDA Bocconi
University)

7. You and us. Because global capabilities really are
a deal(UBS Investment Bank)

11.Complete the following table using the products and brand
names in the boxes.

Here are some of the techniques used in TV advertising. Can
you think of a current or recent TV ad that uses each technique?
EXAMPLE:

Testimonial get a well-known person to
recommend the product Ex.:
Humour make the customer laugh Ex.:

Comparison compare the product with a direct rival ~ Ex.:

Emotional appeal appeal to basic instincts like physical

attraction or family love Ex.:

Health suggest the product will make you feel better, live

longer, etc. Ex;
Esoteric make the ad bizarre and/or hard to understand

Ex.:

Special offers offer the customer free gifts or

discounts Ex.:
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Science mention test results, advanced technology, etc.

Ex.:

Lifestyle associate the product with a particular way of
living Ex.:
Product — tour operator, beer, newspaper, vermouth

(alcoholic drink,) coach company, chocolate, bank, magazine

Brand name — The Independent, Greyhound USA,
Cinzano, Thomas Cook, Barcleys, Mars, TIME, Miller

Slogan

Product

Brand name

1 It is, are you?

2 Go faster. Go for less.

3 Vibrant, rich, and extremely well-
balanced.

4 Don't just book it, Thomas Cook it.

5 Getting to the very top with very best.

6 A Mars a day helps you work, rest
and play.

7 Get TIME, ahead of time.

8 The champagne of bottled beer.

12. But in order to create the commercials or advertisement
you should write a slogan. Watch the video and listen to some

pieces of advice.

The example of a catchy slogan.

1. If you have leisure eat it with pleasure.

2. Chocolate «<ROSHEN» as sweet as your dream.

3. Changes are happening all around us day after day,
night after night. Some changes happen naturally,
some changes are made by people. Some changes may
seem scary but they are always exciting. The telephone
Samsung — the excitement of your reality.
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Imagine that you are advertising managers. You have to create
your own advertisement. It consists of a catchy slogan, using all the
information you've received during our discussion.

1. Mobile phones

2. Stus University, Corporate English
3. Lap-Top

4. Pot flowers.

5. Karaban.

How can advertising be important for you! What do you
think you will advertise? What resources will you use for it?

13. Discuss what you think was wrong with the following
advertising campaigns.

« A hair products company advertised new styling tongs
with the name ‘Mist’ They sold well all over the world
but were not a success in Germany. Why not?

« An electronics company produced a new vacuum cleaner
and advertised it with the slogan, ‘Nothing sucks like
(name of product). The vacuum sold well in English-
speaking countries but not in America. Why not?

A company selling nappies worldwide used the image
of a stork delivering disposable nappies to expectant
parents. The advert was a success in Europe and
America but a failure in Japan. Why?

14. PLAN THE CAMPAIGN Follow the steps below.

1. Describe the product.
2. Think of a name for the product.

3. Invent a slogan.
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4. Create a customer profile (age, sex, lifestyle, etc.).

5. Decide what product qualities to promote. What
makes it different from its rivals?

6. Choose the best technique(s) for selling the product.

7. Design and produce a printed ad that will attract the
customer’s attention.

8. Plan a TV or radio ad. Record it, if you are able to.
Keep it short, and consider using music.

15. Translate:

Y cepepuni rpygasa 2015 poKy HM3Ka BUIaHb IPO peKiia-
My BigsHaumnm KiHemartorpadidyHO peknamMHy poOOTY mIs
Openny ckorua Johnnie Walker mig HasBoro Dear Brother,
B AKill po3Ka3aHa icTopis gpyx6u gBox 6paris.

Voro aBropamut BusiBUMcs cTyfienTn bayien-Broprembeprckoi
kinoakagemii [lanierns Tuis i [lopian JleGepi, siki BUKOHAMN Iff0 PO-
00Ty 6e3KOIITOBHO i 6e3 rapaHTil TOrO, 1110 KOMITaHiA Bi3bMe 1i Wi
tpanciil. Bumanus Adweek Ha3Basio 1iel TPOEKT POIMKOM 3 Hail-
MOTY>KHIIIOK Ky/IbMiHaLi€r0 B 2015 polii i OCIIIKyBasIacs 3 pexxu-
cepaMy IIPO CTBOPEHHA MiHi-(pi/IbMy /11 a/IKOTO/IBHOTO OpeHY.

Pomyk mokasye, sk jBa OpaTy IilIKY IOJOPOXKYIOTh IO CKe-
JIACTIN i TyMaHHIi MiCLIeBOCTI IIOTIAHACHKOrO ocTposa CKail, fie
BOHY 00M/1Ba Hapo#Mucs. [epol IpOoXO#ATh 0 MOCTY i BUXOAATD
yepes JIic 10 CTaporo 3aHef0aHoro OYANHKY, je HEKBAIUIVBO IT FOTh
BiCKi. 3aKaJjpoBMil rO/I0OC B Iieil 4ac MOETUYHO PO3IOBifa€e Ipo
IIMOVHY IXHIX IIOYYTTiB OAVH [I0 OJJHOTO, IIPO CHPUITHATTS KUTTS,
B AKill YaC HECKIHYEHHO, i IIPO Te, 1[0 3HAYNUTD I10-CIIPaBXHbOMY
OyTy BiTbHUM.

Bouu npopoBxyroTh 1IAX i BUXOAATh Ha BEPIINHY CKeJli,
mic/iA 4oro ofvH 3 OpaTiB JicTae MOXOPOHHY YPHY i pO3Bilo€
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IIpax 3a BiTpoM. Ti/bKu B 11ejl MOMEHT IJIA7ja4d pO3yMie, 1110 BeCh
11eil yac repoil oJopoXKyBas MOOAVHII (a/1r03is Ha dinan dinb-
my «IIlocte mouyTTs»).

disnyHa i 7yXOBHa IOJJOPOX IIepea€ 3HaYe€HHA C/I0BA «CBO-
6opa» 11 repoiB, L0 JIOTIYHMM YMHOM BIUTITA€EThCA B (ioco-
¢iro 6penny Johnnie Walker, xonmumHimM cnoranom sxoro 6ys
Keep Walking.

Kypnanict Bugmanna Adweek B3fAB iHTepB’I0 B OZHOrO
3 TBOpIiB pommka — Jlopiana Jlebepua.

YoMy BM BMPIIININ NIPALIOBATH HAJ «CIEKYIATUBHOIO»
po6ortorio (Ti€ro, AKa He rapaHTye OIUIATH MPAIi Ta pecypciB)
B TAKOMY MacITabi?

Hopian Jle6epr;: Mu xoTinu cTBOpuTH eMomLiitHmit BinbM,
IIJ0 PO3IIOBifja€ iCTOPito ABOX OparTiB, AKi MOBEPTAIOTHCS 10 Hal-
BOX/IMBIINX Miclib cBO€i IoHOCTi. Ham mopobaerbest moenHy-
BaTV eMOL[IIHUI CTOPITE/UIHT 3 KpacUBUMM KiHeMaTorpadivHi-
VMY KapTUHAMMU.

Tomy My minym 3a BoMa 6paTamy, MPOVILIOBIIN iX IUIAX 10
ropax Illormanpii. My Hamaramicsi iHTerpyBaTy CIo)XeT B OpeH[.
IcTopisi cama 1o co6i 3acHOBaHa Ha peKTaMHOMY IIOBiJOM/IEHHI
Keep Walking. ®inan Bkpait HecriofiBanmit. PantoBmit moBopot
B KiHIIi GIIbMY CTBOpEHMII IS TOTO, 100 3[1IBYBaTH IIsA/ja4a — Off-
HOTO 3 OpariB TyT 6i/1bie HeMae. HaM XxoTinocst BifTBOpuTH BifuyT-
TA HeCTadi KOroch. Lle TakoXX € IpUYMHOI0 TOro, YOMY MJ HaMara-
nucst 36epiraTy HacTpili OHOTO reposi CYMHMM i ITOKa3yBam Kajpu
TAaK/M 4YVHOM, I1J00 BOHM ITpaliioBam i 6e3 momepsoro opara.

ITo mocmy>kuI0 HaTXHEHHAM /14 1i€l icTopii?

Mmu 3axOTinM CTBOPUTH iCTOPiIO, IKA 3a4eNNTh I7IAfa4Ya 32
90 cexyHp. S mymaro, 1110, KO/IU Bac LIOCH Yilisie, BU 30epiraere
e B maM ATi. ToMy B OAVH [leHb HaM B TOJIOBY IIPMIIIIIA IyM-
Ka IO IBOX OPATiB, AKi MPOXOASTH IO MICI[IX CBOEI MOTOTOCTI
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i pobnaTh me pasoM B octaHHiN pas. llloTnanmcpkmit mesax
i 6peny ineanpHO mimiinUIy a1 i€l cutyarnil.
Bu nokasamu po6ory 6penny?

HaMm nopgo6aeTbes cTape pekIaMHe ITOBiOM/IEHHSA MapKy —
Keep Walking. Boro Bupakae IyMKy IIpo Te, III0 He MOXHA 3y-
NVHATHACA, TIOKM He JOCATHEII CBOEl MeTu. BoHO BucTymae 3a
BYMHEHHA NIE€BHUX 3yCWIb, AKi BKIAJa€ NIOiVHA B AKECb 3aHAT-
TSI, — caMe Lje poOuIo OpeHsT 3HAYY VM.

Are HemaBHO Johnnie Walker momiHsAB noBimomieHHA Ha Joy
Will Take You Further («3ajoBonenns nmpocyHe Bac jami») i cTBo-
PUB PONVIK, B IKOMY Oe3/1id JIFofielt MiHIMaoThCst BrOpy ab0 /IeTATh
Ha MNOBITPAHMUX KyIAX. M BBa)Ka€MO, IO Bi3ya/JIbHO PO3Ka3aHa
icropis, fIKa CTBOPIOE €MOLIil, 3aBK/Iy CU/IbHIIIA 32 TY, /ie IIPOCTO
TI0Ka3ye Habip cuTyaliiii 6e3 BCKoro cropiteriinra. ToMmy My IoKu
He ITOKa3yBa/M KJIIEHTY POJINK, ajie J[lyMaeMO IIPO LIe.
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LESSON 13

WHAT IS A COMPANY CULTURE?

A company culture is a set of attitudes, values, beliefs, goals,
and other characteristics a company or organization follows to
create a gratifying working environment.

1. Read and choose the company you'd like to work for by its
corporate culture.

Employees of Twitter can also expect free meals headquarters,
along with yoga classes and unlimited vacations for some. These
and many other perks are not unheard of in the startup world.
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SquareSpace also offers robust benefits and perks, including 100
percent coverage of health insurance premiums, flexible vacations,
attractive office space, catered meals, stocked kitchens, monthly
celebrations, relaxation spaces and periodic guest lecturers.

Free meals, employee trips and parties, financial bonuses,
open presentations by high-level executives, gyms, a dog-
friendly environment and so on. Googlers are known to be
driven, talented and among the best of the best.

Facebook offers, as do many similar companies, lots of
food, stock options, open office space, onsite laundry, a focus on
teamwork and open communication, a competitive atmosphere
that fosters personal growth and learning.

Adobe products are synonymous with creativity, and only
through the avoidance of micromanaging are the people who
create those products truly free to create.

Bento for Business is an expense management software that
helps small businesses control employee spending with smart
employee debit cards. «Though we move at a fast pace, and it
might seem that we don't have time to sit and explain things,
every employee at Bento loves sharing, helping and lifting
others,» says John Turner, Full-stack Engineer at Bento. Bentos
motto — «Be Human» — illustrates the company’s dedication to
both professional and personal development.

Blackbaud, a provider of cloud-based software for the
philanthropic industry, built its company culture around a shared
passion for giving back. «You can't truly be successful at Blackbaud
unless you are passionate about serving the nonprofit community,»
says Brandon Phipps, Vice President of Sales and Market Development
at Blackbaud. The company walks the walk by organizing team-
wide service projects, providing time off to volunteer and offering
a company match for employee charitable-giving.
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Nerdery is a digital consultancy that helps mid- to large-size
clients in the healthcare, retail and manufacturing industries. That’s
a broad customer base, and to get the job done the company built
a team of people with a wide variety of backgrounds and experiences.
Creating one culture that's authentic to so many unique people may
sound impossible, but it’s actually just the opposite. «Trying to create
a culture from the top down never feels quite right,» says Jim Butts,
Principal Software Engineer and Team Manager at Nerdery. «So my
focus has been in supporting activities Nerds are passionate about and
encouraging everyone to share their interests — however obscure.»

2. Comment on the perks IT companies provide their
employees with, which are a part of corporate culture. Divide
them into two columns and add some to each column.

Important Not important

paid insurance, insurance
premiums

a pet/children — friendly

environment

free meals, stocked kitchens
attractive office space

gym

on-site laundry

competitive atmosphere
(month best worker)

dress code

monthly celebrations
avoidance of micromanaging
flexible vacations

lectures, seminars
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3. Read the text: What makes a culture? Fill the gaps with the
appropriate titles.

Vision Values Practices People Narrative Place

1. : A great culture starts with a vision or mission
statement. These simple turns of phrase guide a company’s values
and provide it with purpose. That purpose, in turn, orients every
decision employees make, good vision statements can even help
orient customers, suppliers, and other stakeholders. Nonprofits
often excel at having compelling, simple vision statements. The
Alzheimer’s Association, for example, is dedicated to «a world
without Alzheimer’s.» And Oxfam envisions «a just world
without poverty.» A vision statement is a simple but foundational
element of culture.

2. : Company’s values are the core of its culture.
While a vision articulates a company’s purpose, values offer
a set of guidelines on the behaviors and mindsets needed to
achieve that vision. McKinsey & Company, for example, has
a clearly articulated set of values that are communicated to all
employees and involve the way that firm vows to serve clients,
treat colleagues, and uphold professional standards. Google’s
values might be best articulated by their famous phrase, «Don't
be evil» and «ten things we know to be true.»

3. : Of course, values are of little importance
unless they are proved in a company’s practices. If an organization
says, «people are our greatest asset,» it should also be ready to
invest in people in visible ways. Wegman’s, for example, promotes
values like «caring» and «respect,» promising prospects «a job
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they’ll love.» And it follows through in its company practices,
ranked by Fortune as the fifth best company to work for. Similarly,
if an organization values «flat» hierarchy, it must encourage more
junior team members to dissent in discussions without fear. And
whatever an organization’s values, they must be the firm.

4. : No company can build a coherent culture without
people who either share its core values or possess the willingness
and ability to embrace those values. That’s why the greatest firms in
the world also have some of the most stringent recruiting policies.
According to Charles Ellis, as noted in a recent review of his book
What it Takes: Seven Secrets of Success from the World’s Greatest
Professional Firms, the best firms are «fanatical about recruiting
new employees who are not just the most talented but also the best
suited to a particular corporate culture.

5. : Marshall Ganz helped structure the organizing
platform for Barack Obamas 2008 presidential campaign. Now
a professor at Harvard, one of Ganzs core areas of research and
teaching is the power of narrative. Any organization has a unique
history — a unique story. And the ability to unearth that history
and craft it into a narrative is a core element of culture creation. The
elements of that narrative can be formal — like Coca-Cola, which
dedicated an enormous resource to celebrating its heritage and even
has a World of Coke museum in Atlanta — or informal, like those
stories about how Steve Jobs’ early fascination with calligraphy shaped
the aesthetically oriented culture at Apple. But they are more powerful
when identified, shaped, and retold as a part of a firm’s ongoing culture.

6. : Why does Pixar have a huge open engineering an
environment where firm members run into each other throughout
the day and interact in informal, unplanned ways? Why do tech
firms cluster in Silicon Valley and financial firms cluster in London
and New York? There are obviously numerous answers to each of
these questions, but one clear answer is that place shapes culture.
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Open architecture is more suitable for certain office behaviors, like
collaboration. Certain cities and countries have local cultures that may
reinforce or contradict the culture a firm is trying to create. Place —
whether geography, architecture, or aesthetic design — impacts the
values and behaviors of people in a workplace.

Also there are different types of corporate culture:

The Clan Culture: This culture is rooted in collaboration.
Members see themselves are part of one big family who are active
and involved. Leadership takes the form of mentorship, and the
organization is bound by commitments and traditions. The main
values are rooted in teamwork, communication and consensus.

The Adhocracy Culture: This culture is based on energy and
creativity. Employees are encouraged to take risks, and leaders are
seen as innovators or entrepreneurs. The organization is held together
by experimentation, with an emphasis on individual ingenuity and
freedom. The core values are based on change and agility. Facebook
can be seen as a prototypical adhocracy organization, based on CEO
Mark Zuckerberg’s famous admonition to, «Move fast and break
things — unless you are breaking stuff you are not moving fast
enough.»

The Market Culture: This culture is built upon the dynamics
of competition and achieving concrete results. The focus is
goal-oriented, with leaders who are tough and demanding. The
organization is united by a common goal to succeed and beat all
rivals. The main value drivers are market share and profitability.
A good example of the market culture is software giant Oracle
under hard-driving Executive Chairman Larry Ellison.

The Hierarchy Culture: This culture is founded on
structure and control. The work environment is formal, with
strict institutional procedures in place for guidance. Leadership
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is based on organized coordination and monitoring, with
a culture emphasizing efficiency and predictability. The values
include consistency and uniformity. Think of stereotypical large,
bureaucratic organizations such as McDonald’s, the military, or
the Department of Motor Vehicles.

Match the names of corporate culture types with their key
points:

1) The Clan Culture a) competition, achieving results, goal-
oriented, profitability

2) The Adhocracy Culture b) collaboration, big family,
traditions, teamwork

3) The Market Culture c) creativity, risks, innovations,
agility

4) The Hierarchy Culture d) structure, control, coordination,
monitoring, consistency

4. Discuss with your partner on three important corporate
culture points.

5. Watch the video and answer the questions below.

https://goo.gl/vg9eCG
What is a corporate culture?

What does Robert Murray say about his understanding
of corporate culture?

Who is corporate culture influenced by?

What factors does physical level of corporate culture
include?

What does the second level consist of?
What is the deepest level of CC?
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6. Work in groups of 3-4 people and create the idea of your own
start up and think over a corporate culture for your company

like

motto, slogan, emblem, place, narrative, activities, etc.

7. What kind of company do you work in?

250

Choose:
1. In your organisation, criticism:

a) is aimed at the task, not the person
b) is only given when asked for
c) is mostly negative and takes the form of blame

d) is avoided because people are frightened of hurting
each other

2. In your organisation, conflict:
a) is controlled from above
b) is controlled by rules, procedures and definitions of
responsibilities
c) is resolved by discussion of work issues
d) is resolved by discussion of personal needs and values

3. In your organisation, hierarchies:

a) are unnecessary because each person is working for
his or her own professional development

b) are necessary to show who has authority over whom
c) recognize the power and authority of leaders
d) are sometimes useful for getting the job done
4. In your organization, change:
a) comes from above

b) is a question of re-designing rules and procedures
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c) is a considered response to changes in objectives
d) is a constant process
5. In your organization, people are motivated:

a) by the possibility of promotion to positions where
they have more responsibility

b) by the opportunity to participate in valuable or
creative processes

c) by seeing that their work is appreciated

d) by pay or bonuses for goal achieved and problems
solved

6. In your organization, most learning takes place:
a) when people are finding practical solution to problems
b) though analysis and logical thinking
c) as an integral part of the process of working

d) when people make errors and are helped to identify
and correct them

7. In your organization, the most important personal quality
you can have is to be:

a) loyal
b) creative
c) professional
d) rational
8. In your organization, status is given:

a) to people who find creative ways to help the
organization

b) to people who contribute to achieving
c) to distant and powerful leaders

d) to close and powerful leaders
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a) human resources
b) creators
c)experts

d) members of family
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Incubators, Guided Missiles, Families and Eiffel Towers

The questionnaire classifies companies as four basic types.
Which type is your company? You will probably find it has
characteristics of more than one type, perhaps even all four. Add
up your score and then read the descriptions.

Question | Family Guided Eiffel Incubator
Missile Tower
1 B A D C
2 A C B D
3 B D C A
4 A C B D
5 C D A B
6 D A B C
7 A D D C
8 D C C A
9 D A A B
Totals
The Incubator

The function of the organisation is to enable people to fulfil

their potential.

Relationships grow between people as they work on tasks

together.

Leaders are treated with scepticism.
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A high value is placed on creativity.

Change can be fast and spontaneous.

There is an emotional commitment to the work being done.
Managers are enthusiastic.

Everyone is equal and there is as little formal hierarchy as
possible.

Most commonly found in Sweden. Typical of new start-ups
and partnerships: doctors, consultants, lawyers.

The Guided Missile
Everyone is equal, while having different roles.

The organisation is oriented to performing tasks and
achieving goals.

People must do whatever it takes to achieve the goals of the
organisation.

The organisation may break up or alter when its goals have
been achieved. Individual contributions are recognised and lead
to pay rises or promotion.

Managers set clear objectives.

A high value is placed on practicality. People take a pride in
their professionalism.

Most commonly found in the USA, Canada and the UK.
Typical of large, decentralised companies.

The Family
There are strong relationships between people at work.

The leader is seen as a father-figure.
Differences in status between people are seen as natural.
Everyone is valuable. Decisions are made at the top.

The main types of reward and punishment are the approval
and disapproval of superiors.
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People can act together because they understand each other
and the organisation.

A high value is placed on loyalty to the company and to
superiors.

Most commonly found in Spain, Italy, Greece, France,
Belgium, Japan and Singapore. Typical of small and medium-
sized firms.

The Eiffel Tower
There are explicit definitions of roles and relationships.

Authority belongs to roles, not to the people who occupy them.
Everyone is replaceable.

People have a strong sense of duty and responsibility.

The organisation functions because everyone obeys the rules.
Decisions are made at the top.

The hierarchy is complex and is described formally.

Leaders are distant.

Most commonly found in France, Germany, Austria and the
Netherlands. Typical of large, mature companies.
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HaBuanbHe BuganHs

Ormnecs boiiBan

CORPORATE ENGLISH
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