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BCTYII

Kypc «IlnozemHa MoBa (3a mpodeciiHUM CHpSIMYBaHHSAM)» CIPSAMOBAHUN Ha KOMIUIEKCHY
miAroToBKY (axiBLiB BCiX croemiambHOCTe. OBOJIOAIHHSA Ha HAJIEKHOMY piBHI HaBHYKAMU
CHIJIKYBaHHS 1HO3EMHOIO MOBOIO — HEBIJ €EMHHMH €JIEMEHT ITITOTOBKH BHCOKOKBaTi(hiKOBAaHUX
cnenianictiB. Ilig dac pagukanbHOl nepeOyA0BHM €KOHOMIKM HAlloi KpaiHW BHHHUKJIA MOTpeda B
HOBHUX CHoco0ax TOCHOJapIOBaHHsS, YIMPaBIiHHI Ta pPEryJIroBaHHI Oi3HECOM, KOHTaKTax 3
1HO3eMHUMH TIapTHEpaMH, 3JaTHOCTI CAMOCTIHHO YWTaTH 1 PO3YMITH 1HO3EMHY HAyKOBY,
MPaKTUYHY JITEpaTypy Ta mepioauky. B Ham yac BonoaiHHs iH(MOpMalii€ro, sKy HagaloTh JaHi
JDKepena € HEOOXiTHUM Uil 3alyuyeHHs 1HO3EeMHOTO JOCBiIY, KpaIloro PO3YMIHHS MHpPaKTUKU
013Hecy Ta pPO3BUTKY HayKOBHX TEHJAEHIIH 3a KOPIOHOM.

BuBdeHHs [aHOi NUCHUIUTIHM BXKJIMBE 3 TOYKH 30py IHTErpallii €KOHOMIKH KpaiHu B
€KOHOMIYHO PO3BHUHYTY CHUIBHOTY KpaiH CBITY Ta NEpexody /A0 3AIMCHEHHS EKOHOMIYHOI
TiSUTBHOCTI 3TIAHO MDKHAPOJHUX CTAaHIAPTIB. Bce e 3yMOBIIOE MiJBHINEHI BUMOTHU JO PIiBHS
BOJIOZIIHHS 1HO3€MHOIO MOBOIO.

Kypc «Ino3zemHa MoBa (3a mpodeciiiHiM COpsSMYyBaHHSAM)» Tependadac BUBYCHHS KOMILIEKCY
TeM npodeciifHOro CrpsMyBaHHs, YOCKOHAJICHH HAaBUKIB YMUTAHHA Ta CIPUUHATTS iH(popMallii Ha
CIIyX, YJIOCKOHAJICHHS HABHKIB CIIUIKYBaHHS MUIIXOM MPOBEACHHS OOTrOBOpPEHb, TUCKYCIH,
MIPE3CHTAIIIH.

Mera HaBuajabHOI AucuMIUIiHM «[HO3eMHa MoOBa (3a mpodeciiHUM CHpPSIMYBAHHSIM)»
MOJIATAE B TOMY, 11100 3a0€3MeUnuTH CTYJCHTIB 3HAHHSMHU, HABUUYKAMH T4 BMIHHAMHU, HEOOX1THUMU
Ui eeKTUBHOTO BHKOPHCTAHHS 1HO3€MHOI MOBH y ixHiil mpodeciiiniii mismpHOCTI. Lle o3Havae
dbopmyBaHHs mpodeciiHOi MOBHOI KOMIIETEHINI, $Ka JO03BOJISIE CTYJICHTaM CHIJIKYyBaTHCS
1HO3eMHOIO MOBOIO SIK B YCHIM, TaK i B TUCBMOBiH opmax y Mexax cBoei mpodeciiiHoi chepu.

1. IlixBueHHsi piBHS BOJIOAIHHSA iHO3€MHOI0 MOBOIO:

- OcHOBHa MeTa IOJISITa€ B JIOCSTHEHHI BHCOKOTO PIBHS BOJIOJIHHS 1HO3EMHOIO MOBOIO,
HEOOXI1THOTO JIJI1 BUKOHAHHS MpoQeciiHMX 3aBAaHb. BKiouae sk 3arajbHi MOBHI HaBUYKH, TaK 1
cieunivHi 1yt TpodeciifHoi ramysi cTyeHTa.

- [lornuOneHHs 3HaHb 3 IPaMaTUKH, JIEKCUKU Ta CTHJIICTUKH 1HO3€MHOI MOBH, 30KpeMa THUX
aCIEeKTIB, SIK1 Oe3MocepeIHbO CTOCYIOThCS PO eciiiHOT KOMYHIKaIIii.

2. ®opmyBaHHs NPo(eciiiHO OPIEHTOBAHOI MOBHOI KOMIIETEHILII:

- Merta nossirae y opMyBaHHI 3[aTHOCTI BUKOPUCTOBYBAaTH 1HO3EMHY MOBY JJI1 BUKOHAHHS
npodeciiinux QyHkuii. [le o3Hayae BOJIOIIHHS CHeliali30BaHOK TEPMIHOJIOTI€I0, 3HAHHS MOBHHX
KOHCTPYKII1H, SIKI BAKOPUCTOBYIOTbCS y MPOQECIMHUX Jianorax, JMCTyBaHHI Ta JJOKyMEHTaLlli.

- YMiHHS e(pEeKTUBHO CNUJIKYBAaTUCS 3 IHO3EMHUMH KOJIEraMu, MapTHEpaMu abo KIIiEHTaMH B
PI3HUX NpoQeciiiHMX KOHTEKCTaX, HANpHUKJIad, IPU MPOBEIEHHI MEeperoBopiB, Mpe3eHTaliil abo
Hapas.

3. Po3BuTOK HAaBU4YOK po6oTH 3 npodeciiiHoro iHdopmaniero:

- Merta nepenbauae po3BUTOK HAaBUYOK YHUTAHHS Ta PO3YMIiHHS IpodeciiiHoi JiTeparypH,
TEXHIYHOI JIOKyMEHTAallli, HAyKOBUX CTaTe|, IHCTPYKLINA TOLIO.

- CTyIeHTH MOBUHHI HABUMTHCS aHAJI3yBaTU Ta BUKOPUCTOBYBATH MPOdeciiiHl TeKCTH A
BUPIIICHHS IPAKTUYHUX 3aBJaHb, IOB'A3aHUX 3 IXHHOIO MallOyTHHOIO AiSUIBHICTIO.

4. IlinroToBKa 10 MiZKKYJIbTYPHOI Npo¢eciiiHOi KoMyHiKamii:

- Ille oxHi€ro BaXxJIMBOIO METOIO € MIATOTOBKA CTYJEHTIB 10 MIXKKYJBTYPHOI KOMYHIKallii,
BpPaxoBYIOUM OCOOJMBOCTI BEIEHHS cIpaB y pi3HuUX KpaiHax. lle mnependayae po3ymiHHS
KyJIbTYPHHUX BIAMIHHOCTEH y mpodeciiiHuX B3a€MOJIIAX Ta BMIHHS aJanTyBaTH CBOT KOMYHIKaTUBHI
cTpaTerii BIAMOBIAHO 10 LUX BiIMIHHOCTEH.

- POo3BUTOK MIKKYJIBTYPHOI UyTJIMBOCTI Ta TOJIEPAHTHOCTI, IO € BAKIUBUAM JJIs1 €()eKTUBHOT
CHiBMpali B MDKHAPOIHUX KOMaH/ax.

5. MiaroroBka a0 npogeciiiHoi AisIbHOCTI B MiZKHAPOTHOMY CepeI0BHIi:

- Mera AMCUMIUIIHU TOJSATAa€ TaKOX y MIATOTOBILI CTYAEHTIB J0 YCIHILIHOI iHTerpamii B
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MibkHapoaHe mnpodeciiiHe cepenoBuimle. Bona mependadae HagaHHS HABUYOK, HEOOXITHUX JUIs
y4acTi B MDKHAPOJHHMX TMPOEKTaxX, CIIBMpalll 3 IHO3EMHUMH KOJETraMH, Yy4acTi B KOH(EPEHINfX,
CeMiHapax, CTa)KyBaHHSX.

- CryneHTH NOBHMHHI OyTM TOTOBMMM JO BHMKOPHCTaHHsS 1HO3€MHOI MOBH B PI3HHMX
npodecifHUX CUTYyallisiX, TAKUX SK MiArOTOBKA JTOKYMEHTIB, 3BITiB, MPE3EHTALlIl, y4acTh y AIJIOBIN
IIEPENuCIli Ta eperoBopax.

6. Po3BuTOK caMOCTIITHOCTI y HABYaHHI Ta MOCTiHHOMY npodeciiiHOMY PO3BHTKY:

- OpmHi€ero 3 IJICH TUCHUIUIIHKA € PO3BUTOK YMIHHS CaMOCTIHHO IPAIOBaTH 3 1HO3EMHOIO
MOBOIO, BHBYAaTH HOBI TepMiHM Ta iH(OpMaIil0 y CBOiM ramy3i, a TaKOX BHUKOPHUCTOBYBATH
1HO3eMHY MOBY SIK IHCTPYMEHT JIJIS ITOCTIHHOTO MTPodeciitHOTo 3pOCTaHHS.

- Merta nonsirae B ToMy, mo0 CTYACHTH MOTJIA CAMOCTIHO BIOCKOHATIOBATH CBOI MOBHI
HaBUYKH YNPOJOBXK NMpo(eciiiHOi Kap'epyu Ta BUKOPUCTOBYBATU 1HO3EMHI pecypcu JUIsl pO3BUTKY Y
CBOIli CIENiaIbHOCTI.

IIpexmMeToM BHBUEHHS HAyaJbHOI JUCHMIUIIHM € BUBYEHHS JIEKCHKO-TpaMaTUYHHUX
KOHCTPYKIIIH aHTTIHCHKOT MOBH.

3aBaaHHsl BUBYCHHS AMCUMIUTIHU «lHO3eMHa MoBa (3a mMpodeciiHUM CIPSIMYBaHHSIM)»
oJIATaroTh y (opmyBaHHI MpodeciiiHoi MOBHOI KOMIIETEHTHOCTI CTYICHTIB Ta PO3BUTKY HABHUYOK
BUKOPUCTaHHA 1HO3€MHOI MOBM /Ui BHUKOHaHHA HpodeciiiHux 3aBaaHb. OCHOBHI 3aBIaHHs
JTUCIUIUTIHA MOYKHA PO3JUTHTH Ha KiJIbKa KIIFOYOBHX HAIPSIMIB:

1. Po3suToxk MmoBHMX HaBH4OK (Reading, Writing, Speaking, Listening):

- Po3mmpenHHs CIIOBHUKOBOTO 3amacy, 30KpeMa CHeIiaIbHOT TePMIHOJIOT11, 0 CTOCYEThCS
npodeciiiHoi cepu CTyaeHTA.

- Po3BHTOK HaBHYOK pO3yMiHHS TpodeciiiHoi JiTepaTypH, TEXHIYHHMX ab00 HayKOBHX
TEKCTiB, TOKYMEHTIB 1 CTaTei.

- YMiHHA (pOpMyIIIOBaTH MUCHMOBI TEKCTH DPI3HUX JXKaHPIB: CIYKOOBI 3alMCKH, 3BiTH,
JTUCTH, pedepaTu, HAyKOBI pOOOTH TOIIIO.

- Y10CKOHAJIEHHS] YCHOTO MOBJICHHS: 3/1aTHICTh 10 0OrOBOPEHHS MPOQECciiHUX TeM, yJacTi
B JMCKYCIisX, Mpe3eHTauii iHpopMmallii, BeACHHs eperoBopis.

- TpenyBaHHs HaBUYOK ayAilOBaHHS, OCOOJIMBO y Npo(deciiHUX KOHTEKCTax (po3yMiHHS
1HTEpB'T0, JIEKL1H, Mpe3eHTallill, IHCTPYKIIiif).

2. OpienTanis Ha npodeciiiny chepy:

- BuBuenHs crenugiuHUX MOBHMX KOHCTPYKLIH 1 ¢pa3, sAKI BHUKOPUCTOBYIOTHCS B
npodeciiHuX aianorax i JOKYMEHTax.

- Po3ymiHHS npodeciiiHOro eTuKeTy Ta KyJIbTYpPHUX OCOOJMBOCTEH CIIIKYBAaHHS B PI3HUX
KpaiHax.

- O3HalloMJIeHHs 3 TpoQeciHHUMH CTaHIapTaMU MOBJIEHHS 1 MMCbMa B MEBHIH raysi.

3. Po3BUTOK aHAJITUHYHHUX HABUYOK:

- AHaui3 TeKcTiB Ta iHpopMallii, 0 CTocyeThes mpodeciiiHoi chepH, 3 METOIO i BUIIEHHS
PiBHSI KPUTUYHOTO MHUCIICHHSI.

- PoGota 3 HaykoBMMHU CTaTTSMH, TEXHIYHMMHU 3BITaMH, IHCTPYKLISIMM Ta I1HIIUMHU
Marepiajgamu, o0 po3BUHYTH 3aTHICTh BUIUISTH OCHOBHI 171e1 Ta (hakTH.

4. MiskKKyJ1bTYypHA KOMYHIKaLis:

- ®opmyBaHHA BMIHHS BECTH MDKKYJIbTYPHUH [1ajor, BpPaxOBYIOUM HalllOHAJIbHI
0cO0JIMBOCTI Ta BiIMIHHOCTI Y BEICHHI1 CIIpaB.

- BuBYeHHS KyJIbTYpPHHX acCIEKTiB, TMOB'SI3aHUX 3 MpodeciiHO ISIBHICTIO B
MDKHApPOJHOMY KOHTEKCTI.

5. IigroroBka 10 NPaKTHYHOI0 32CTOCYBAHHS MOBH:

- BukoHaHHsI MpakTUYHUX 3aBAaHb, OPIEHTOBAHMX HA peayibHI CUTyalii y mpodeciiiHoMy
KUTT1 (HaIIPUKIIA[, MiArOTOBKA A0 cHiBOeci1, KOH(pEpEeHIliid, yyacTi B MKHAPOIHUX MPOEKTaXx).

- MopentoBanHs podeciiHUX CUTYalliid, 16 BUKOPUCTAHHS 1HO3€MHOI MOBH € HEOOX1THUM.
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Takum 4MHOM, TOJOBHE 3aBJaHHS JUCIHILUIIHY TOJIATAE B TOMY, 100 3a0€3MEUnTH CTYACHTIB
HEOOX1THUMH MOBHHUMH 1HCTPYMEHTAMH JIJIs YCIIIIHO1 MPo¢eCiiHOI MisUTbHOCTI Ha MIXKHAPOTHOMY
piBHI, pO3BUBATH 1XHI KOMYHIKaTHBHI HABUYKH Ta CIPHUATH 1HTErparii B rinodanbHuil mpodeciitnuii
MPOCTIp.

OTtxe, kypc «IHO3eMHa MoBa (3a MpOQECIHHUM CIPSMYBaHHSIM)» € BaKJIMBOIO CKJIaJIOBOIO
MIJITOTOBKM MalOyTHIX (axiBIiB, IO CHPHIE PO3BUTKY KIHOYOBUX MOBHHUX KOMIICTCHINH Ta
HAaBUYOK, HEOOXITHUX sl yCHIIIHOI mpodeciitHoi AisTbHOCTI Ha MDKHApOJIHOMY piBHI. 3aBIsSKH
iHTerpamii cy4acHMX METOJUK HaBYaHHS, NMPAKTUYHUM 3aBJAaHHSAM 1 yBa3l MO MIKKYJIbTYypHOT
KOMYHIKallii, CTYZICHTH OTPUMYIOTh MOXXJIMBICTh HE JIMIIEC BAOCKOHAJIMTU CBOI MOBHI 3HaHHS, a U
HaOyTH BIIEBHEHOCTI y CHUJIKYBaHHI 3 1HO3eMHHMMH NapTHepamu. lle mo3Bomsie iM eheKTUBHO
a/lanTYBaTUCS 1O BUMOT TJI00abHOTO PUHKY Tpalli, OpaTH y4acTh y MIXKHAPOJIHUX MPOEKTAaX, BECTH
MIePEroBOPH, TOTYBATH MpodeciiiHi JOKYMEHTH 1 MPEe3eHTYBATH CBOI i/Iei Ha BUCOKOMY piBHI. Taka
MiArOTOBKA BiJIKPUBA€ HOBI TOPU3OHTHU ISl Kap €PHOTO 3pOCTaHHA, CIPHSE IHTErparii y CBITOBY
Oi3HEeC-CIIUILHOTY Ta 3abe3nmedye KOHKYpEHTHI IepeBard B CyYacCHOMY JIMHAMIYHOMY
npodeciiHOMY CepeIOBHIIIL.
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Indopmaniiinuii 00csr HABYAIBbHOL AUCHUIIIHU
MOAVYJIb 1

3micToBuii monyab 1. CAREER CHOICES
1.1. Transferable Skills.
1. Vocabulary related to personal skills and qualities.
2. Writing a job description.
1.2. Career Advice.
1. Key vocabulary: Navigating Your Career Path. Tips for Success and Growth.
2. Useful vocabulary for giving advice and making suggestions.
3. Listening activities: Careers advice programme.
4. Speaking activities focused on advising how to improve an online profile.
1.3. Communication skills: Building rapport.
1. Functional language: Asking questions to build rapport.
2. Building rapport during a short conversation.
1.4. Business skills: Networking.
1. Functional language: Networking at a careers event.
2. Useful expressions to start, close and show interest in simple, face -to-face
conversations
3. Listening activities: Advice on networking.
1.5. Emails — Introducing yourself.
1. Functional language: Formal and informal language.
2. Model text: Email introducing yourself.
3. Grammar focus on using adverbs of degree.
4. Write an introduction email.

I'pamaTnunmnii matepiaa 3 moayJs 1.
1.1. The Present Simple Tense.
1.2. The Past Simple Tense.
1.3. The Future Simple Tense.
1.4. Po3ainu asist caMocTiiiHOTO BUBUeHHs: Irregular verbs.
1.5. Expressing Advice and Suggestions
1.6. Adverbs of degree.

3microBuii moayas 2. BUSINESS SECTORS
2.1. Japan’s economy.
1. Focus on terms related to business sector. Vocabulary: different sectors and industries
which drive economic activity.
2. Project: Research sectors and industries.
3. Listening activities: A) A podcast about business and the environment.
B) Wind farms.
2.2. The energy industry.
1. Comprehension reading: Big oil: From black to green.
2. Grammar focus on Past Simple and Past Continuous.
3. Essay writing: a short story.
2.3. Communication skills: Dealing with interruptions
1. Functional language: useful expressions to interrupt and manage interruptions in a
meeting.
2. Task: Discussion during a meeting.
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2.4. Business skills: Voicemail messages.
1. Listening activities: Four voicemail messages.
2. Focus on the functional language: Leaving a voicemail message.
3. Task: Leave a voicemail message.
2.5. Writing: Emails — Action points.
1. Model text: Email with action points.
2. Focus on functional language: Action points.
3. Focus on grammar: will and going to.
4. Task: Email with action points.

I'pamaTnunmnii MaTepiaJj 3 moay.s 2.
2.1. The Past Simple Tense.

2.2. The Past Continuous Tense.

2.3. Will and going to.

2.4. Po3ninu misg camoctiitHoro sBuByeHHs: Numerals.

2.5. Pozminm mist camocriiitroro BuBueHHs: Adjectives, Adverbs and pronouns;

Degrees of comparison.

3microBuii moayas 3. PROJECTS
3.1. Project management.
1. Focus on vocabulary related to project management.
2. Focus on grammar. Word building: verbs and nouns.
3. Project: A project debriefing and lessons learnt.
3.2. Large-scale projects
1.Listening activity: Three canals.
2.Focus on grammar. Comparatives and Superlatives. (Text “Three amazing Bridges.
Three ambitious tourist attractions”.
3.Speaking: Choosing the winning bid.
3.3. Communication skills: Giving instructions
1. Resolving a problem with a schedule change.
2. Functional language: Giving and responding to instructions, standing your ground.
3. Giving and responding to instructions.
3.4. Business skills: Meetings: Updates and action
Listening activities: A stand-up meeting.
Focus on functional language: Asking for and giving updates.
Task: An update meeting.
Writing: Email requesting an update.
Model text: Email requesting an update.
Focus on functional language: Asking for information.
Focus on grammar: (not) enough.
Email requesting an update.

PONMEPaW®NE

I'pamaTnunmnii MaTepiaJ 3 moay.as 3.
3.1. Word building: verbs and nouns.
3.2. Comparatives and Superlatives.
3.3. The Present Perfect Tense.
3.4. Posninu mig camocriiiHoro BuBueHHs: The Present Perfect Tense. The Past
Perfect Tense. The Future Perfect Tense.
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3microBuii Moayab 4. GLOBAL MARKETS
4.1. One size fits all.
1. A food company’s strategy for growth.
2. Vocabulary: Global markets: adjective and noun collocations; word building.
3. Adapt a product to a new market.
4.2. Online markets.
1. Reading: Who wants to be a sofapreneur?
2. Grammar: Present Simple and Past Simple passive.
3. Writing: A product description.
4.3. Communication skills: Managing conversations.
1. Video: Managing conversations.
2. Focus on functional language: Changing the subject and staying on track.
3. Task: A conversation between a client and a supplier
4.4. Business skills: Building consensus.
1. Listening activities: A meeting to build consensus.
2. Focus on functional language: Reaching agreement.
3. A discussion to reach agreement.
4.5. Writing: Letter confirming an order.
1. Model text: Letter confirming an order.
2. Focus on functional language: Confirming order details
3. Focus on grammar: Verbs + prepositions.
4. Write an order confirmation letter.

I'pamaTnunmnii Matepiaua 3 mony.s 4.

4.1. Adjective and Noun collocations.

4.2. Present Simple and Past Simple passive.

4.3. Posainu s camoctiiiHoro BuB4YeHHs: Future Simple passive.

4.4. Po3ginu g camocTiiiHOro BUBYeHHs: Present Continuous passive, Past
Continuous passive.

4.5. Po3ginu g camocrtiiiHoro BuB4YeHHs: Present Perfect passive, Past Perfect
passive, Future Perfect passive.

4.6. Verbs + prepositions.

MOJIYJIb 2
3microBuii Mmoayab 5. DESIGN AND INNOVATION

5.1. Innovative product design.
1. Eatsa —a new restaurant in San Fransisco.
2. Focuses on vocabulary related to innovative product design: technological
innovation. Describing innovative products.
3. Innovation in business.
5.2 Product testing.
1.Reading Comprehension: Text “A dream job in product development”.
2.Focus on grammar: Present Perfect Simple with just, already and yet.
3.Speaking: A typical day at work.
5.3 Communication skills: Managing information
1. Managing information.
2. Focus on functional language: Asking open and closed questions.
3. Getting feedback on presentation skills
5.4 Business skills: Selling a product.
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1. Listening activities: Two sales presentations.
2. Focus on functional language: Useful expressions to describe features and benefits
of a product.
3. Present a product.
5.5 Writing: Product review.
1. Model text: Product review.
2. Focus on functional language: Language of reviews.
3. Grammar: Order of adjectives before nouns.
4. Write a review.

I'pamaTnunmnii MaTepiaua 3 moayJs S.
5.1. Present Perfect Simple with just, already and yet.
5.2. Order of adjectives before nouns.
5.3. Po3minm miis camocTiiHOTO BUBUEeHHS: Future-in-the-Past.
5.4. Pospinu ans camoctiiHoro BuB4YeHHs: To be going to.
5.5. Posninu aas camoctiitnoro BuBueHHs: Used to.

3micTroBuii Mmoayas 6. SAFETY AND SECURITY
6.1. Safety at work
1. Health and safety at a company.
2. Focuses on words related to Health and safety.
3. Accident Questionnaire.
6.2. Being security-conscious.
1. Listening activities: Security measures in the workplace.
2. Focus on grammar: Modal verbs of prohibition, obligation and no obligation.
3. Writing: Email about new security measures.
6.3. Communication skills: Dealing with disagreement.
1. Dealing with disagreement.
2. Focus on functional language: Useful expressions to explain rules and requirements
and explain their position.
3. Convincing someone of your arguments.
6.4. Business skills: Dealing with conflict.
1. Listening activities: Discussion about a problem at work.
2. Focus on functional language: a range of expressions used to resolve a conflict in a
simple negotiation.
3. Resolving a conflict.
6.5. Writing: Instructions and warnings.
Model text: Instructions on using equipment.
Focus on functional language: Instructions and warnings.
Reading comprehension: Text “Looking for job in security? Get a job in security.”
Writing simple guidelines about what to do in different situations.
Focus on grammar: Linking words for time.
Guidelines for company staff.

SN -

I'pamaTnunmnii Matepiaua 3 mony.Js 6.
6.1. Modal verbs of prohibition, obligation and no obligation.
6.2. Linking words for time.
6.3. Pozninu nyst camocriitnoro BuBueHHs: Linking words: Sequence (beginning,
going further, concluding).
6.4. Posminu mst camocriiiHoro BuBueHns: Linking words: Addition.
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6.5. Pozninm qyist camocriiiHoro BuBueHHs: Past participle, Pronouns.

3micToBuii Mmoayas 7. CUSTOMER SERVICE
7.1. Airline customer service.
1. Customer service in the airline industry.
2. Focus on vocabulary related to customer service.
3. Design a premium service.
7.2. Hanging on the telephone.
1. Listening activities: Complaint about a service.
2. Focus on grammar: Verb + to-infinitive or -ing.
3. A complaint on a company forum.
7.3. Communication skills: Responding to customer concerns.
1. Solving customer problems.
2. Focus on functional language: Useful expressions to manage customer relationships
and support a colleague. Responding to customer concerns.
3. Deal with customer complaints.
7.4. Business skills: Generating and presenting ideas.
1. Listening activities: Training day on customer service.
2. Focus on functional language: Useful expressions to generate, discuss and present
ideas.
3. Generate and present ideas.
7.5 Writing: External ‘thank you’ email.
1. Model text: A ‘thank you’ email.
2. Functional language: Opening, giving details and closing a ‘thank you’ email.
3. Grammar: some (of), any, all (of), most (of), no, none (of).
4. A ‘thank you’ email.

I'pamaTuunuii matepian 3 moayJs 7.
7.1. Verb + to-infinitive or -ing.
7.2. Some (of), any, all (of), most (of), no, none (of).
7.3. Po3minu st caMoCTiHHOTO BUBYEHHS: Some, any, no, every and their derivatives.
7.4. Po3ainu mys camocriiinoro suBuenns: Indirect Speech.

3microBuii moayas 8. COMMUNICATION
8.1. Face to face?
1. Improving communication in the workplace.
2. Focus on vocabulary: Communication in the office. Digital communication.
3. Communication survey: methods of communication you use every day.
8.2. How to communicate.
1. Reading: Text “Three tips for effective workplace communication”.
2. Focus on grammar: First and second conditional to talk about likely and unlikely
situations.
3. Speaking: Solutions to communication problems.
8.3. Communication skills: Closing a deal.
1. Acquaintance with the ways to close a deal in simple negotiations.
2. Focus on functional language: Closing a deal.
3. Trying to close a deal.
8.4. Business skills: Talking about priorities.
1. Listening activities: Setting priorities.
2. Focus on functional language: a range of expressions to set and discuss priorities.
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3. Prioritising.

8.5. Writing: Short report.
1. Model text: A short report.
2. Focus on functional language: Introduction, findings and recommendations.
3. Focus on grammar: Past Perfect Simple.
4. Write a short business report.

I'pamaTuununii MaTepiana 3 moayJs 8.
8.1. First and second conditional.
8.2. Po3ainu mrs camocriiiHoro BuBueHHs: Zero and third conditional.
8.3. Past Perfect Simple.
8.4. Po3ninu s camocritinoro BuBueHHd: Past Perfect Continuous.
8.5. Po3minu miist camocriiiHoro BuBueHHs: Indirect Speech.
8.6. Indirect Questions.
8.7. Sequence of Tenses.
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Oco01mBOCTI caMOCTiliHOI po0OTH CTY/IeHTIB

CamocriitHa poOoTa CTYJeHTIB IPH BUBYEHHI AUCHUILTIHU «[HO3eMHa MoBa (3a mpodeciiftHuM
CIpSAMYBaHHSM)» BiJirpae HaA3BUYAaWHO BAXKIWBY poOJib y mporeci ¢GOpMyBaHHS MOBHHX
KOMIIETEHIIi}1, HeoOX1THUX I IXHBOI MallOyTHBOT TpodeciitHol AisbHOCTI. 3HaUYeHHS 1i€l poboTn
MO’KHA OIMCATH Yepe3 TaKi KIHUOBl ACHIEKTH:

1. ITornu0JieHHs i 3aKpilVieHHs 3HAHD

CamocriitHa po0OoTa I03BOJISIE CTYJIEHTAaM CaMOCTIMHO JOCITIKYBaTH Ta aHali3yBaTH
MaTtepial, KAl BOHM OTPUMAJIH I1iJ1 4ac MPAaKTUYHUX 3aHATh. Lle cripuse:

- 3aKpIIUICHHIO BUBYEHOIO Marepiaiy: MiJl 4ac CaMOCTIHHOIO ONpAIfOBAaHHS CTYAECHTH
Kpallle 3aCBOIOIOTh T'PaMaTHKY, HOBI CJIOBa, CIIELiaIbHY TEPMIHOJIOTIIO 1 )pa3eooriuHi 3BOPOTH.

- PO3LIMPEHHIO 3HaHb: I11J] YaC BUKOHAHHS CaMOCTIMHHMX 3aBJaHb CTYJEHTU HOITIMOIIOIOTh
CBOi 3HaHHA, CAMOCTIHHO HIYKalOTh JTOJATKOBY iH(OpMAIIiIo 3 pi3HUX JpKepen (IHO3eMHI HayKOBi
craTTi, mpodeciitHi myOJikarii, Bizeo).

- iHTerpamii 3HaHb y npodeciiiHy MisUTBHICTB: CTYIEHTH BUYaThCS 3aCTOCOBYBATH MOBY B
KOHTEKCTI MNpodeciiHuX cuTyamii, mo 1g03Bojisie iM pO3BUBATU cCHeUM(IUHI HABUYKH IS
MalOyTHBROT Kap'epu.

2. PO3BHTOK HABHYOK CaMOCTiHHOI0 HABYAHHS

Camocriiina poboTta crnpusie (HOpMyBaHHIO HAaBHYOK €(EKTHBHOI OpraHizamii BJIACHOTO
HaBYaJIbHOI'O MPOLIECY:

- CTYACHTH BUYaThCs IUIAHYBAaTH CBil Yac JUIsi BUKOHAHHS 3aBJaHb, PO3POOJIATH CTpaTerii
caMOHaBYaHHS, 10 JJO3BOJISE IM OYTH OiJIbIII CAMOCTIHHUMHM Y CBOEMY NMPOGECIHHOMY PO3BUTKY.

- y TpoIeci caMOCTIiHOI pOOOTH CTYJEHTH BYATHCS CTAaBUTH KOHKPETHI HaBUAJIBHI ITUTI Ta
JOCATaTH iX IIJISIXOM BUKOHAHHS PI3HMX 3aBJlaHb, TAKMX SIK MIJrOTOBKa pedepaTiB, Nepekiaan
TEKCTIB, CKJIQJIaHHs Mpe3eHTamiid abo y4acTh y AUCKYCIsIX.

3. PO3BUTOK HABUYOK KPUTHYHOTO MUCJIEHHS Ta aHAJII3Y

CamocrTiiiHa po0OOTa CTYACHTIB Iepenadadae HE TUIBKM MeEXaHIYHe 3amam'sTOBYBaHHS
iHopMaii, a i:

- aHaJi3 Ta IHTepIpeTalio 1HQopMallii: CTyJeHTH BUaThCA aHATI3yBaTH 1HO3E€MHI TEKCTH,
BIJJOKpPEMJIIOBATH BaXJIMB1 (AaKTH BiJl JIPYrOpsIHHX, POOMTH BHCHOBKM 1 KPUTUYHO OIIHIOBATH
1H(popMalLlito.

- OUIHKY mpodeciifHuX MaTepiaiB: BUKOPUCTAHHS peaJbHUX MpoQeciiiHuX pKepemn
(HayKOBI CTaTTi, TeXHIYHA JOKyMEHTAllisl, aHATITUYH] 3BITH) CTUMYJIOE CTYJEHTIB J0 TJIMOIIOro
PO3YMiHHS Ta OLIHKU 1HPOpPMALLii, 110 € BAXKIMBUM JJIS IXHBOI MPO(ECiitHOT iIBHOCTI.

4. P03BUTOK KOMYHiKATHBHUX HABHYOK

3aBISKM CaMOCTIMHIA pOOOTI CTYJEHTH MarOTh MOKJIMBICTH OlbIlle NMPAKTUKYBaTHUCSA B
3aCTOCYBaHHI 1HO3€MHO1 MOBH:

- HamuCaHHS ece, MIATOTOBKA 3BITIB, BUKOHAHHSA MEPEKIaiB 1 CkiIafaHHs oQimiifHnx
JIOKYMEHTIB CIIpHUsi€ BJOCKOHAJIEHHIO HAaBUYOK IMHCHbMa, SIKI € BaXJIUBUMH B TMpodeciiHOMy
CHIKYBaHHI;

- MpakTHKa YCHOTO MOBJEHHsS: IliAroroBka 10 caMOCTIMHUX Mpe3eHTalllll, BUCTYMIB Ha
ceMiHapax abo iHmMX npodeciiHMX 3axo/ax JOMOMAarae CTyJEHTaM PO3BHBATH HABUYKU YCHOTO
MOBJIEHHS 1 BUTBHO BUCJIOBJIFOBATH CBOI TyMKH Ha MPOQECiiiHy Temy.

5. 3a0e3ne4eHHsI THYYKOCTI HABYAJIbHOIO NpoLecy

CawmocriifHa po60Ta J03BOJISIE CTYEHTAM:

- 30CepeIUTHCA Ha BJIACHMX MMoTpedax Ta iHTepecax. KokeH CTyAEHT MoOke MPHUIUIUTH
Ounpllle yBaru THUM acleKTaM 1HO3€MHOI MOBH, SIKI € HaWOUIbLI peleBaHTHUMU JUIsl HOTo
npodeciiiHoi cepu, HaMpUKIad, IeBHIA TEPMIHOJIOTII a00 crienniyHUM BUAaM JOKYMEHTAILi1;

- posBuBatucsi y BiacHoMmy Temili. CTyOeHTH MOXYTh TpAIlOBaTH HaJ TIEBHUMH
3aBJaHHSMHU Y 3pyYHOMY Uil HUX TEMIIi, IOBTOPIOIOYM MaTepiaji CTUIBKM pa3iB, CKUIbKU MOTPIOHO
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JUISL KIOTO 3aCBOEHHS.

6. IlinroroBKa 10 peajbHUX NpodeciiHuX cuTyamii

CamocriiiHa po0OoTa J03BOJIIE€ CTYACHTaM MiArOTYBAaTHCS O PEaJbHUX CUTYallil, 3 SKUMHU
BOHU MOXYTb 3ITKHYTHCS B PO ECIiHIN TISITBHOCTI:

- IPOBE/ICHHS TIEPETOBOPIB, CKIaaHHs MPOodeciitHNX JTUCTIB a00 Mpe3eHTAalli;

- y TpoIeci caMoCTIHOI poOOTH CTYJEHTH MOXKYTh CTHKHYTHCS 3 PI3HUMH IIpoOIeMamMu
(HampuKIIa, CKJIAJHA JIGKCUKA, HE3pO3yMill TpaMaTH4HI KOHCTPYKUii). B Takux cuTyamisx BOHH
BUATHCS CAMOCTIMHO 3HAXOIUTH PIIICHHS, IO TOTYE iX 0 pPOOOTH Yy CKIAgHUX TpodeciitHux
yMOBaXx.

7. PO3BUTOK HABHY0K BUKOPUCTAHHS IHGOpMANIHHUX TEXHOJIOTIMH

CydacHi TeXHOJIOTIi BiAIrpaioTh BaXJIMBY pPOJIb Y BHBUEHHI iHO3eMHHX MOB. CamMocTiiiHa
poboTa BKITFOYAE:

- BHUKOPUCTaHHS  OHJIaH-pecypciB.  CTyIeHTH  HABYAIOThCS  KOPUCTYBATHCS
creniaxi30BaHUMU TUIATPOPMaMH, CIIOBHUKaMHU, 0a3aMH JJAaHHUX, a TAKOK PI3HUMH OHJIAHH-KypcaMmu
JJI BIOCKOHAJICHHS CBOIX 3HAHb.

- 3aCTOCYBaHHS MyJbTUMEIIHHUX MarepiamiB. CamocTiiiHa poboTa MOKe BKIIOYATH
Meperyisii  BiZeO, MPOCITYXOBYBaHHS ayjaioMaTrepialliB, yd4acTh y BeOiHapax a0o OHJaiH-
KOH(EPEHIIIAX, 10 J1a€ MOKIIMBICTh BUBYATH 1HO3EMHY MOBY B Pi3HUX (hopMaTax.

OTxe, camocTiiiHa po0OOTa CTYICHTIB € HEB1I'€MHOIO YaCTHHOIO MIPOIIECY BUBUCHHS IHO3EMHOT
MOBH (3a npodeciiiHIM cpsiMyBaHHsAM). BoHa 103BosIsie riaubIe 3acBOOBATH MaTepiall, PO3BUBATH
MOBHI HAaBWYKH, KPUTHYHE MHCICHHS, 3/IaTHICTh O CAMOHABUYaHHS 1 MIATOTOBKY JIO0 peaTbHUX
npodeciiHUX BUKIUKIB. 3aBASKU CAMOCTIHHIA POOOTI CTYJIEHTH CTAalOTh OLIbII HE3AJICKHUMH Y
HaBYAJIBHOMY IMpPOIECi Ta TOTOBUMH JO BHUKOPHCTAHHS 1HO3EMHOI MOBH Yy CBOil mpodeciiHii
TISUIBHOCTI.
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3aB1aHHd AJ151 CAMOCTIHHOI po0oTH

Ne 3aBaanHg
Moayas 1
3microBuii moayuasb 1. Career choices
1. Transferable Skills

1. Write a 300-word reflective essay on a personal experience where you utilized
transferable skills. ldentify the specific skills you used (e.g., communication, problem-
solving, teamwork) and explain how they helped you in the situation. Discuss how these
skills can be applied in different contexts, such as in academic settings, workplace
environments, or personal life. Include examples of how you plan to further develop these
skills in the future.

Guidelines:

- Provide a clear introduction, body, and conclusion.

- Use specific examples and experiences.

- Include at least two references to scholarly articles or credible sources on
transferable skills.

2. Create a portfolio showcasing your transferable skills. Choose three transferable
skills that are most relevant to your future career aspirations. For each skill, include the
following sections:

- Definition and Importance: Describe the skill and explain why it is important in your
chosen field.

- Personal Experience: Provide an example of when you have demonstrated this skill,
either in school, work, or extracurricular activities.

- Skill Development Plan: Outline a plan for how you will continue to develop this
skill over the next year. Include specific activities, courses, or experiences you will pursue.

2. Career Advice.

1. Conduct an informational interview with a professional in your desired career field.
Prepare a list of at least 10 questions to ask about their career path, daily responsibilities,
required skills, and advice for entering the field. After the interview, write a 500-word
report summarizing the insights you gained, focusing on the following aspects:

- Career Path: Describe the interviewee’s journey to their current position.

- Skills and Qualifications: Identify key skills and qualifications that are important for
success in this field.

- Advice: Summarize the advice they provided for someone aspiring to enter the field.

- Personal Reflection: Reflect on how this information influences your own career
planning and what steps you will take based on this conversation.

2: Choose a career that interests you and create a detailed pathway map outlining the
steps required to enter and advance in that field. Your map should include the following
sections:

- Education and Training: Identify the necessary educational qualifications and any
additional certifications or training.

- Entry-Level Positions: List common entry-level roles, their requirements, and typical
job responsibilities.

- Career Progression: Outline potential career advancement opportunities, including
mid-level and senior roles, along with required skills and experience.

- Professional Organizations and Networking: Identify relevant professional
organizations, conferences, and networking opportunities that can aid career growth.
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3. Building rapport.

1. Choose a partner and conduct a role-playing exercise to practice building rapport in
different scenarios. Select two of the following situations and perform a 5-minute role-play
for each:

- Networking Event: You meet someone from your desired industry for the first time.
Practice introducing yourself and finding common ground.

- Team Meeting: You are a new member of a project team. Practice building rapport
with the team leader and your peers.

- Customer Interaction: You are a customer service representative helping a
dissatisfied customer. Practice using empathy and active listening to build rapport.

After the role-playing exercise, write a 400-word reflection on the following:

- What were the challenges you faced in building rapport in each scenario?

- What specific techniques did you use to build rapport, such as active listening,
mirroring, or asking open-ended questions?

- What did you learn about your own communication style, and how will you apply
this knowledge in future interactions?

2. Read a case study about a successful leader or professional known for their ability
to build strong relationships. Write a 600-word analysis addressing the following points:

- Overview of the Case Study: Summarize the individual’s background and the
context in which they demonstrated effective rapport-building skills.

- Rapport-Building Techniques: Identify and describe at least three specific techniques
they used to build rapport with others, such as storytelling, finding common interests, or
demonstrating empathy.

- Impact on Relationships and Success: Analyse how these rapport-building
techniques contributed to their professional success and improved relationships with
colleagues, clients, or other stakeholders.

- Application to Your Own Life: Reflect on how you can apply similar techniques in
your own academic, personal, or professional interactions.

4. Networking

1. Develop a comprehensive networking strategy tailored to your career or academic
goals. In a 500-word plan, include the following sections:

- Goals and Objectives: Define your short-term and long-term networking goals. For
example, connecting with professionals in a specific industry, finding a mentor, or building
a professional online presence.

- Target Network: Identify key individuals, organizations, and events that are relevant
to your goals. This could include professionals in your desired field, alumni networks, or
industry conferences.

- Networking Methods: Outline the specific strategies you will use to connect with
your target network. Consider methods like attending industry events, joining professional
associations, using social media platforms (e.g., LinkedIn), and engaging in online forums
or discussion groups.

- Action Plan: Develop a step-by-step plan for the next three months. Specify concrete
actions such as attending a certain number of events, reaching out to a set number of
individuals, or contributing to relevant online communities.

- Follow-Up and Relationship Building: Describe how you will maintain and nurture
your new connections, including follow-up strategies and regular communication.

2. Attend a virtual or in-person networking event related to your academic or
professional interests. After the event, write a 600-word report covering the following
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aspects:

- Event Overview: Provide a brief description of the event, including its purpose, the
host organization, and the type of attendees present.

- Key Contacts Made: List at least three individuals you connected with. Include their
names, positions, and the nature of your conversation. If privacy is a concern, use general
descriptors (e.g., “a project manager in the IT sector”).

- Conversation Highlights: Summarize the key topics discussed with each contact.
Note any advice or insights they shared that you found particularly valuable.

- Follow-Up Plan: Describe your plan for following up with these contacts. Specify
the method (e.g., email, LinkedIn message) and timeline for each follow-up.

- Personal Reflection: Reflect on your networking experience. What did you find
challenging or rewarding? How did this experience impact your view of networking, and
what will you do differently in future events?

Emails — Introducing yourself.

1. Draft a professional introduction email to a person relevant to your academic or
career interests. This could be a professor, potential employer, industry professional, or
mentor. Your email should include the following elements:

- Subject Line: Create a concise and clear subject line that captures the purpose of
your email.

- Greeting: Use an appropriate and respectful salutation.

- Introduction: Briefly introduce yourself, including your name, current role (e.g.,
student, job seeker), and how you found the recipient’s contact information.

- Purpose of the Email: Clearly state the reason for reaching out, whether it’s to seek
advice, request an informational interview, or explore opportunities for collaboration.

- Value Proposition: Explain why you are interested in connecting with the recipient
and how you believe the conversation could be mutually beneficial.

- Call to Action: Suggest a follow-up action, such as scheduling a call or meeting, and
provide your availability.

- Closing and Signature: Use a polite closing statement and include your full name and
contact information.

2. Exchange your professional introduction email draft with a peer for review. Use
the following criteria to evaluate your peer’s email and provide a 300-word feedback report:

- Is the purpose of the email clear? Does the email stay within the recommended word
limit?

- Is the tone appropriate for a professional introduction? Are there any phrases that
could be more formal or respectful?

- Is the email well-organized, with a logical flow from introduction to closing? Are the
paragraphs well-structured and easy to read?

- Are there any grammatical errors, typos, or spelling mistakes?

- Provide constructive feedback on how the email could be improved, including
specific suggestions for any weak areas.

3micToBuii MmoayJib 2. Business sectors

6. Japan’s economy.

1. Choose a country and write a comprehensive report on its current economic
situation. Your report should include the following sections:

- Introduction: Provide an overview of the country, including its geographic location,
population, and brief historical background relevant to its economy.

- Key Economic Indicators: Analyse the country’s main economic indicators, such as
GDP, GDP growth rate, unemployment rate, inflation rate, and trade balance. Use recent
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data (preferably from the last 2-3 years) and include visual representations like charts or
graphs.

- Major Industries and Sectors: Identify the major industries that drive the country’s
economy. Describe their contributions to the GDP and employment.

- Economic Challenges: Discuss the primary economic challenges the country is
currently facing, such as high inflation, unemployment, public debt, or trade deficits.
Include any recent economic policies aimed at addressing these issues.

- Future Outlook: Provide an analysis of the country’s economic prospects over the
next 5 years. Consider factors like potential for growth, upcoming policy changes, or global
economic trends that may impact the country.

2. Create a comparative analysis presentation on the economies of two countries.
Choose countries with contrasting economic profiles (e.g., a developed country vs. a
developing country) and cover the following points:

- Economic Overview: Provide a brief introduction to both countries, including their
economic classification (e.g., high-income, middle-income, low-income) and current GDP
rankings.

- Key Economic Indicators Comparison: Compare key economic indicators such as
GDP per capita, unemployment rate, inflation rate, and Human Development Index (HDI).
Use a table or graph to present this data side-by-side.

- Strengths and Weaknesses: Highlight the economic strengths and weaknesses of
each country, focusing on factors like industrial capacity, resource availability, and
economic policies.

- Impact of Global Events: Analyse how recent global events (e.g., COVID-19
pandemic, trade wars, climate change) have affected each country’s economy differently.

- Policy Recommendations: Based on your analysis, suggest one or two economic
policies that could help each country address its economic challenges.

The energy industry.

1. Write an analytical report on the current state of Ukraine's energy industry.

- Describe the primary energy sources in Ukraine’s energy mix, such as coal, natural
gas, nuclear, renewables, and oil. Provide data on the percentage contribution of each source
to the total energy consumption and production.

- Outline the major power plants, refineries, and energy infrastructure. Highlight
significant projects, major gas pipelines, and renewable energy installations.

- Discuss the main challenges facing Ukraine’s energy sector, such as dependency on
energy imports, aging infrastructure, and geopolitical risks. Also, explore opportunities for
growth, such as investments in renewable energy, energy efficiency, and partnerships with
the EU.

- Summarize recent government policies and reforms aimed at improving energy
security and sustainability. Include information on legislation related to energy
independence, market liberalization, and renewable energy development.

- Provide an analysis of the future prospects of Ukraine’s energy industry over the
next decade, considering factors like geopolitical dynamics, EU integration, and potential
for renewable energy expansion.

2. Write a research essay exploring the role of the energy industry in the overall
development of a country of your choice. In your essay, address the following points:

- Provide an overview of the chosen country’s energy industry and its significance in
the national economy. Mention the primary energy sources (e.g., fossil fuels, nuclear,
renewables) and their contribution to the country’s GDP and employment.
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- Analyse how the energy sector influences economic growth and development.
Consider factors such as job creation, foreign investment, export revenues, and industrial
development. Use specific data and examples to support your analysis.

- Discuss the social implications of the energy industry, including access to energy,
quality of life improvements, and rural development. Address how energy infrastructure
projects can affect communities, both positively and negatively.

- Evaluate the environmental impact of the energy sector and the country’s approach
to sustainability. Consider issues like greenhouse gas emissions, pollution, and resource
depletion, as well as efforts to transition to cleaner energy sources.

- Explore the role of the energy industry in national security and international
relations. Discuss how energy resources or dependencies can influence the country’s
geopolitical standing and relationships with other nations.

- Provide an analysis of the future role of the energy sector in the country’s
development. Suggest strategies for improving the industry’s contribution to sustainable
development, economic diversification, or energy independence.

8. Dealing with interruptions.

1. Reflect on the types of interruptions you commonly face in your work environment
and develop a plan to minimize their impact.

- List the top five most frequent interruptions you encounter during your workday
(e.g., phone calls, email notifications, colleagues dropping by, etc.).

- For each interruption, assess its impact on your productivity and focus by rating it on
a scale from 1 (low impact) to 5 (high impact).

- Develop a strategy for each type of interruption to either minimize or manage it
effectively. This could include setting specific times for checking emails, using a "do not
disturb™ sign, or scheduling regular breaks to handle ad hoc issues.

2. Research and list three techniques for dealing with interruptions, such as the "two-
minute rule," "time blocking," or using a "buffer zone" between tasks.

9. Voicemail messages.

1. Identify three common situations where you might need to leave a voicemail
message, such as following up on a job application, contacting a client, or scheduling a
meeting.

For each scenario, write a script for a voicemail message that includes the following
elements:

- A polite greeting.
- Your name and reason for calling.
- Key information or request you want to convey.
- Your contact information and best time to reach you.
- A courteous closing.
10. Emails — Action points.

1. Write a concise email summarizing the action points from a recent team meeting or
group project discussion. Your email should clearly communicate the agreed-upon tasks and
responsibilities.

2. Imagine you have just completed a group project where certain team members were
responsible for specific tasks. Write a follow-up email to ensure that all action points have
been completed as planned.

3microBuii MoayJib 3. Business sectors
11. Project management.

1. Create a detailed project proposal for a hypothetical project that addresses a specific
problem or need in your community or school. In your proposal you should:
- create a clear and descriptive title for your project;
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- briefly introduce the project idea and its significance. Explain the problem or need it
addresses;

- list the specific objectives of the project. What do you hope to achieve?

- define the scope of the project, including what will be included and what will be
excluded;

- describe the methods you will use to execute the project. Include details on how you
will gather data, engage stakeholders, and implement solutions.

- create a timeline for the project, outlining key milestones and deadlines. (Use a Gantt
chart or a similar visual tool to illustrate the timeline).

- provide a preliminary budget for the project, including estimated costs for resources,
materials, and personnel. Justify each budget item.

- outline how you will measure the success of the project. What criteria will you use to
evaluate its impact?

2. Develop a risk management plan for a hypothetical project of your choice. Your
plan should cover the following elements:

- provide a brief description of the project, including its objectives and scope;

- identify potential risks that could impact the project. Categorize them into different
types (e.g., technical, financial, operational, legal);

- assess the likelihood and impact of each identified risk. Create a risk matrix to
visually represent the level of risk (e.g., low, medium, high);

- for each identified risk, outline specific strategies to mitigate or manage the risk.
Include contingency plans for high-risk scenarios;

- describe how you will monitor risks throughout the project lifecycle and how often
you will review the risk management plan;

- explain how you will communicate risk information to stakeholders, including how
and when updates will be provided.

12.

Large-scale projects

1. Select a well-known large-scale project (e.g., a major infrastructure project, public
works initiative, or international development program) and conduct a case study analysis.
Your analysis should include the following sections:

- introduction (name, location, and primary objectives). Explain why it is considered a
large-scale project;

- project background (the key stakeholders involved, funding sources, and initial
motivations for the project);

- project implementation (key phases of the project, including planning, execution,
and monitoring);

- impact assessment (short-term and long-term impacts of the project on the local
community, economy, and environment);

- conclusion (Summarize your findings and provide a reflection on the overall success
of the project).

2. Develop a project proposal for a hypothetical large-scale initiative that addresses a
significant social, economic, or environmental issue in your community or region. Your
proposal should include the following sections:

- project title;

- a brief summary of the project, highlighting its purpose, objectives, and expected
outcomes;

- the issue your project aims to address;

- specific objectives and measurable goals of the project.
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- project plan;

- budget;

- stakeholder engagement;

- assessment of the project's success, including the metrics you will use to measure
progress and impact.

13.

Meetings: Updates and action

1. Write a professional email providing an update following a recent team meeting.
Your email should summarize key discussions, decisions made, and outline action items.
(Summarize the key points discussed during the meeting. Highlight any significant insights,
decisions made, or challenges identified.)

2. Prepare a detailed agenda for an upcoming team meeting focused on project updates
and action planning. (Specify the date and time of the meeting. Indicate whether the meeting
will be held in-person, virtually, or in a hybrid format, and provide the necessary links or
room details. List the names or roles of individuals expected to attend.

Outline the key agenda items to be discussed.)

14.

Giving instructions

1. Write a detailed instructional guide for a specific task or process that you are
familiar with (e.g., setting up a piece of technology, cooking a recipe, or completing a
school project).

2. Create a short instructional video (3-5 minutes) demonstrating how to complete a
specific task or process.

15.

Email requesting an update.

1. Request for Progress Status: ask for a detailed update on the current status of the
project or task. You could specify particular areas where you'd like clarification or more
information, such as progress made, challenges encountered, and expected next steps.

2.Request for Timeline and Deadlines: ask for clarification on the timeline or an
update to the expected completion date. This is especially useful if there has been a delay or
if you're unsure when the next milestone will be completed.

3microBuii moayas 4. Global markets

16.

One size fits all.

1. Analyze Emerging Market Trends: conduct an in-depth analysis of emerging
markets (e.g., Asia-Pacific, Latin America) to identify key trends, growth opportunities, and
potential risks. Focus on sectors like technology, manufacturing, and energy.

2. Track and report on global economic indicators (e.g., GDP growth rates, inflation,
interest rates) from major economies (U.S., EU, China). Provide an analysis of how these
indicators might affect global trade and investment.

17.

Online markets

1. Conduct a market analysis of a specific online marketplace (e.g., Amazon, eBay,
Etsy) and write a report summarizing your findings:

- provide an overview of the chosen online marketplace, including its history, mission,
and primary focus;

- identify the target audience for the marketplace. Consider factors such as
demographics, interests, and purchasing behaviours;

- analyze the types of products available on the marketplace. Discuss the range of
categories, popular items, and any unique selling points;

- identify key competitors and compare their offerings, pricing strategies, and market
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positions. Discuss how the chosen marketplace differentiates itself from competitors;

- evaluate the user experience of the marketplace, including website design, ease of
navigation, search functionality, and customer service. Consider any user reviews or
feedback;

- discuss current trends affecting the online marketplace and any recent innovations or
features that enhance the shopping experience (e.g., Al recommendations, mobile apps, or
social commerce);

- summarize your key findings and provide insights into the future outlook of the
online marketplace.

2. Develop a detailed plan for launching a hypothetical online storefront on a chosen
platform (e.g., Shopify, WooCommerce, Etsy):

- describe your business idea, including the types of products you plan to sell and your
brand vision;

-summarize your findings from market research related to your chosen products and
target audience. Discuss trends, customer preferences, and competition;

-justify your choice of platform for your online storefront. Discuss the features that
make it suitable for your business needs (e.g., ease of use, payment options, customization);

- develop a marketing strategy to promote your online store. Include methods such as
social media marketing, email campaigns, SEO strategies, and paid advertising;

- detail how you will handle logistics, including inventory management, shipping, and
customer service. Consider any tools or software you might use;

- provide a basic financial projection, including startup costs, pricing strategy, and
expected revenue streams.

18.

Managing conversations.

1. Select a recorded conversation (e.g., a podcast, interview, or dialogue from a movie
or TV show) and analyse the communication techniques used by the participants. Identify
and describe at least three specific communication techniques used in the conversation (e.g.,
active listening, open-ended questions, body language). Provide examples from the
conversation to illustrate each technique.

Assess how effectively the participants managed the conversation.

2. Participate in a role-playing exercise where you practice managing a conversation
in a specific scenario (e.g., a job interview, a difficult conversation with a peer, or a
customer service interaction).

19.

Building consensus.

1. Introduce the concept of consensus building and its importance in group decision-
making. Explain the context in which you will apply your strategy (e.g., workplace, school
project, community group).

2. Describe how to identify key stakeholders involved in the decision-making process.
Discuss the importance of understanding their interests, needs, and concerns.

3. Outline strategies for promoting open and respectful communication among group
members. Include techniques such as active listening, encouraging diverse viewpoints, and
establishing ground rules for discussions.

4. Discuss problem-solving techniques that can aid in consensus building, such as
brainstorming, the nominal group technique, or multi-voting methods. Provide examples of
how these techniques can be implemented.

5. Address potential conflicts that may arise during the consensus-building process
and outline strategies for managing and resolving these conflicts effectively.

20.

Letter confirming an order.
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1. Write a professional order confirmation letter for a fictional business transaction.

2. Analyse a sample order confirmation letter (either provided by the instructor or
sourced online):

- discuss the structure and format of the letter. How is the information organized? Is it
easy to read?

- Evaluate how clearly the order details are presented.

- analyse the tone and language used in the letter. Is it professional and appropriate for
a business context?

- offer suggestions on how the letter could be improved to enhance clarity,
professionalism, or effectiveness.

Moayas 2

3micToBuii MoayJb 5. Design and innovation

21.

Innovative product design.

1. Develop a concept for an innovative product that addresses a specific problem or
need in society. In your concept development you should:

- describe the problem or need that your product aims to solve. Explain why this issue
is significant and provide relevant context or background information;

- present your product idea in detail. Describe its key features, functionality, and
design elements.

- identify the target audience for your product. Discuss their characteristics,
preferences, and how the product meets their needs.

- discuss the feasibility of bringing your product to market. Identify any potential
challenges, such as technical limitations, cost considerations, or market competition.

- summarize the main points of your product concept and reflect on its potential
impact and success.

2. Create a PowerPoint presentation pitching your innovative product design to
potential investors or stakeholders.

22.

Product testing.

1. Develop a comprehensive product testing plan for a hypothetical product of your
choice. (Provide a brief description of the product you will be testing, including its purpose,
target audience, and key features. Explain why testing is crucial for this product).

2. Conduct a mock product testing exercise with a small group of peers, friends, or
family members using a simple product (e.g., a mobile app, a piece of kitchen equipment, or
a prototype of a university project). After the testing session, write a product testing report.

23.

Managing information.

1. Write a report detailing an information management strategy for a hypothetical
organization. Introduce the concept of information management and its importance in
organizational effectiveness. Briefly describe the hypothetical organization, including its
size, industry, and the types of information it handles. Identify and categorize the key types
of information the organization needs to manage (e.g., customer data, financial records,
project documentation). Explain the relevance of each type and how it supports
organizational goals.

Describe measures to ensure the security and privacy of information, including data
encryption, access controls, and policies for handling sensitive information.

2. Analyse a real-world case study of information management (either provided by the
instructor or sourced independently). Provide a brief summary of the organization featured
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in the case study, including its industry, size, and key information management challenges.
Describe the information management practices implemented by the organization. Discuss
the tools, systems, and strategies they used to manage and protect their information. Identify
the main challenges the organization faced in managing information. Explain how these
challenges were addressed and what solutions were implemented to overcome them.

24.

Selling a product.

1. Create a sales pitch presentation for a product of your choice. Your presentation
should be designed to persuade potential customers to purchase the product. Highlight what
makes your product unique compared to competitors. Focus on the features or benefits that
set it apart and provide value to customers.

2. Write a detailed report outlining a sales strategy for launching and selling a new
product in a specific market. Provide background information on the industry and the
current market conditions. ldentify your target audience, analyse the competition, and
discuss potential challenges and opportunities in the market.

25.

Product review.

1. Write a comprehensive product review for a product of your choice. Your review
should be informative, balanced, and well-structured.

Describe the key features of the product in detail. Include specifications, design
elements, and functionality. Share your personal experience using the product. Discuss
aspects such as ease of use, performance, and overall satisfaction.

2. Write a detailed script for a 5-minute video review of a product of your choice.
Your script should be engaging, informative, and structured to provide a clear flow of
information. The following sections are desirable:

1. Introduction 2. Product Overview

3. First Impressions 4. Detailed Review

5. User Experience and Practical Use

6. Conclusion and Recommendation

3micToBuii MmoayJb 6. Safety and security

26.

Safety at work

1. Conduct a workplace safety risk assessment for a hypothetical or real workplace
environment. Describe the workplace environment you are assessing, including its industry,
size, and the types of activities performed there. Explain the importance of risk assessments
in ensuring workplace safety and compliance with health and safety regulations. ldentify
and describe at least five potential hazards present in the workplace. Hazards can include
physical, chemical, biological, ergonomic, or psychological risks. Summarize the key points
of your risk assessment. Reflect on the importance of proactive risk management in
promoting a safe and healthy work environment.

2. Design a training module on a specific workplace safety topic (e.g., fire safety,
proper lifting techniques, chemical handling). Your training module should include a
PowerPoint presentation with 10-12 slides and an accompanying trainer’s guide (400-500
words) that explains how to deliver the training.

27.

Being security-conscious.

1. Create a detailed Personal Security Awareness Plan that outlines strategies to
enhance personal safety and data security in everyday life. Define what it means to be
security-conscious in today’s world. Highlight the importance of personal security
awareness in both physical and digital environments. Identify at least five potential security
risks that individuals face daily. These can include both physical risks (e.g., theft, personal
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safety) and digital risks (e.g., phishing, identity theft). For each risk, explain its potential
impact on personal security and provide examples where applicable. Discuss the importance
of staying informed about new security threats and adapting your practices accordingly.

2. Analyse a case study that illustrates the consequences of not being security-
conscious in either a personal or professional setting. (Describe the main events, the people
involved, and the context in which the security breach or incident occurred. Identify and
explain the specific security lapses or negligent behaviours that contributed to the incident.
Consider aspects such as weak passwords, lack of awareness, failure to follow protocols, or
inadequate response to warnings. Highlight the key lessons that can be learned from the case
study. What should have been done differently to prevent the incident? What best practices
can be implemented to avoid similar issues in the future?)

28.

Dealing with disagreement.

1. Analyse a real or hypothetical case study where a disagreement occurred in a
professional or academic setting. Provide a brief summary of the disagreement, including
the context, the parties involved, and the main issue that led to the conflict. Describe how
the disagreement unfolded and any initial attempts to resolve it. Describe the conflict
resolution methods that were or could have been applied to address the disagreement.
Discuss approaches such as negotiation, mediation, or active listening. Highlight the key
lessons learned from the case study.

2. Write a detailed script for a role-play exercise that demonstrates how to effectively
manage a disagreement between two or more parties. Briefly describe the scenario in which
the disagreement takes place. This could be a workplace meeting, a group project
discussion, or a family decision-making situation. Provide background information on the
characters involved, their relationships, and the nature of the disagreement. Create dialogue
for at least three characters: two parties with opposing views and a mediator or neutral party.
Include their names, roles, and perspectives. Write out the conversation step-by-step,
showing how the disagreement develops. Use realistic language and include verbal and non-
verbal cues (e.g., tone, gestures) where appropriate.

29.

Dealing with conflict.

1. Organize and lead a meeting between conflicting parties to discuss issues openly
and work towards a resolution. Ensure that all viewpoints are heard and guide the
conversation towards constructive solutions.

2. Create a comprehensive conflict management strategy that outlines procedures for
addressing and resolving conflicts within the team or organization. Include steps for early
identification, mediation, and resolution techniques.

30.

Instructions and warnings.

1. Write a reflective 200-word essay on whether you would choose eco-tourism for
your next vacation. Discuss the benefits of eco-tourism, such as reducing your carbon
footprint and learning about nature and cultures.

2. Create a short story about a day spent in an eco-tourism destination. Discuss eco-
friendly activities you participate in, such as nature walks, wildlife photography, or helping
with conservation projects, (200 words).

Mopyas 4

3microBuii MoayJib 7. Customer service

31.

Airline customer service
1. Write a response email to a customer who has complained about their recent flight
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experience. The customer mentioned issues such as delayed departure, lost luggage, and
poor in-flight service. Your email should:

- acknowledge the customer's complaint and empathize with their experience;

- address each issue they mentioned (delayed departure, lost luggage, in-flight service)
with an explanation or apology;

- offer a solution or compensation (e.g., reimbursement, frequent flyer points) to
address their concerns;

- invite further communication if they have additional concerns or questions.

2. Develop a checklist for airline customer service agents to use when dealing with
passenger complaints. (Ensure a polite and welcoming greeting. Pay full attention to the
customer's complaint without interrupting. Show understanding of the customer's frustration
or inconvenience. Ask questions if needed to fully understand the situation. Provide clear
options to resolve the issue (e.g., rebooking, compensation). Confirm that the customer is
satisfied with the solution and thank them for their patience.)

32. Hanging on the telephone.

1.Write a short script for a professional telephone conversation between a customer
service representative and a customer. The customer is calling to inquire about the status of
their order, which is delayed.

2. Create a list of five tips for effective telephone communication in a professional
setting. Consider elements like tone of voice, active listening, and clear articulation. For
each tip, include a brief explanation (1-2 sentences) of why it is important and how it can
improve the call experience.

33. Responding to customer concerns.

1. Investigate recent customer complaints by reviewing relevant communication,
transactions, or product/service issues. Provide a detailed resolution plan and ensure follow-
up communication with the customer to confirm satisfaction.

2. Create a standardized protocol for responding to customer concerns and feedback.
The protocol should include timelines, escalation procedures, and tone guidelines to ensure
a consistent and professional approach across the team.

34. Generating and presenting ideas.

1. Conduct a 10-minute solo brainstorming session on a new product or service idea
that solves a common problem in daily life. Write a summary (150-200 words) of your
session, including:

- problem identified: describe the problem you aim to solve;

- proposed idea: outline your product or service idea in a few sentences;

3- unique features: list 2-3 unique features that differentiate your idea from existing
solutions.

2. Prepare a 60-second elevator pitch for an innovative idea you've generated. The
pitch should include:

- a brief introduction to the idea;

- a concise explanation of the problem your idea addresses;

- a clear description of your idea and how it solves the problem;

- a concluding statement inviting feedback or interest.

35. External ‘thank you’ email.

1. Write a short ‘thank you’ email to the interviewer after a job interview. (Thank the
interviewer for the opportunity and their time.
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Refer to a specific topic discussed during the interview to show your engagement and
interest. Briefly restate your enthusiasm for the role and how your skills align with the
company’s needs. Offer to provide any additional information and thank them again.)

2. Compose a ‘thank you’ email to a business partner or client after a successful
project collaboration. (Express your gratitude for their partnership and efforts. Mention a
specific achievement or positive outcome from the collaboration. Express your desire to
work together again in the future.)

3microBuii moayanr 8. Communication

36.

Face to face?

1. Evaluate the effectiveness of current internal communication tools and suggest
improvements or alternative platforms to enhance team collaboration and information
sharing within the office.

2. Develop a set of office communication guidelines that outline best practices for
email, meetings, and interdepartmental communication. Ensure the guidelines address tone,
response times, and methods for addressing urgent issues.

37.

How to communicate.

1. Create a list of five essential tips for effective communication in a professional
setting. For each tip, write a brief explanation (1-2 sentences) on how to implement it and
why it is important. Consider aspects such as clarity, active listening, body language, and
feedback.

2. Imagine you need to communicate a challenging situation, such as a project delay
or a budget cut, to your team. Write a short dialogue (around 150 words) that demonstrates
how you would present this information clearly and tactfully.

38.

Closing a deal.

1. Compose a short email to a potential client confirming the terms of a deal you’ve
agreed upon in a recent meeting. (Briefly recap the main points of the agreement. Clearly
state the terms and conditions that were agreed upon. Outline any immediate actions
required from both parties to finalize the deal. Express enthusiasm about the partnership and
thank the client for their trust.)

2. Develop a checklist of essential steps to follow before, during, and after closing a
deal. Include at least 5-6 key actions such as preparing final documents, clarifying terms,
and confirming commitments.

39.

Talking about priorities.
1. List your top five tasks for the week and prioritize them in order of importance,
explaining why each task is ranked as such.

2. Write a short dialogue (around 150 words) between a manager and an employee
discussing the prioritization of tasks for an upcoming project. Keep the dialogue concise and
focused on achieving a clear prioritization of tasks.

40.

Short report.

1. Choose a recent event relevant to your field of study (e.g., a conference, a product
launch, or a seminar). Write a short report:

- briefly describe the event, including its name, date, and purpose;

- summarize 2-3 key points or takeaways from the event;

- conclude with your personal reflections or the potential impact of the event on your
field.
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data;

- present the key findings, including any surprising or notable trends;
- provide a brief analysis or suggestion based on the survey results.

2. Conduct a brief survey among your classmates on a topic of your choice (e.g.,
preferred study methods, favorite online learning tools). Write a short report based on the
survey results:

- state the survey topic, the number of participants, and the method used to collect
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SOME TIPS HOW TO PERFORM THE SUGGESTED TASKS

1. REFLECTIVE Writing an effective reflective essay requires introspection,
ESSAY organization, and clear expression of personal growth or
understanding. Here are some tips to help you write a compelling

reflective essay:

1. Understand the Purpose

Reflective essays focus on your personal experience, thoughts, and feelings about a particular
subject or event.  The essay should demonstrate how the experience has changed or impacted you
— what you’ve learned, how you've grown, or how it shaped your views.

2. Choose a Meaningful Topic
Select an event, situation, or experience that has significantly influenced you, or that
provides rich material for reflection. If the topic is assigned, find a personal connection or aspect
that resonates deeply with you.

3. Create an Outline -
Introduce the experience or subject matter. Include a brief ,,l ’A‘\ l
background to set the context and provide the thesis (how the O m.
experience impacted you). -
Body: Organize this section chronologically or thematically. é

Description: Describe the event or situation you are reflecting on. \»
Analysis: Analyze your thoughts, feelings, and reactions. Be
specific about how the experience affected you.
Lessons Learned: Reflect on what you have learned from the
experience and how it changed you or your perspective.
Conclusion: Summarize your reflections, restate the impact of the experience, and perhaps
offer insights about how it will influence your future actions or thinking.

4. Analyze, Don’t Just Describe
Instead of just recounting events, dive deep into why they were significant to you and what
you’ve learned from them. Try to connect your experience to larger life themes, theories, or ideas if
applicable.

5. Keep It Structured
Stick to your outline and maintain a clear focus throughout the essay. Each paragraph should
have a clear point that relates back to your thesis.

Conducting an informational interview is a valuable way
2. INFORMATIONAL to gain insights into a particular career, industry, or
INTERVIEW organization by speaking with professionals who have relevant
experience. Here are some tips to help you prepare for and

conduct an effective informational interview:

1. Clarify Your Goals

Identify what you hope to gain from the conversation—whether it’s understanding a specific
job role, learning about the company culture, or getting career advice. Informational interviews are
about gathering information, not asking for a job. Make sure your primary focus is learning.
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2. Research the Person and Their Role

Learn about the individual’s background, their job title,
and the company they work for. This will help you ask
informed and relevant questions. Review their career path to
see if there are any aspects you want to explore in more
depth, such as skills they’ve developed or transitions they’ve
made.

3. Prepare Thoughtful Questions

Create a list of open-ended questions to guide the

conversation. Here are some examples:
- Can you tell me about your career path and how you got to where you are?
- What does a typical day look like in your role?
- What skills are most important in your field?
- What are some of the challenges you face in your job?
- How is the industry evolving, and what trends should | be aware of?
- What advice would you give someone looking to enter this field?
Prioritize Your Questions. Start with the most important ones, as the interview may be limited
in time.
4. Be Prepared to Lead the Conversation
While the interviewee may share insights freely, you should be ready to guide the
conversation by asking your questions in an organized way. If a topic doesn’t lead to much
information, gracefully move to your next question.

5. Reflect on What You Learned

After the interview, go over your notes and reflect on the key points or advice you received.

Think about how the insights you gathered will influence your career decisions, job search, or
personal development.

By approaching the informational interview with preparation, professionalism, and curiosity,
you can build valuable connections and gain useful insights that will help guide your career path.

Building rapport is essential for creating positive relationships,

3. RAPPORT whether in personal, professional, or social settings. The way you

BUILDING establish rapport can vary depending on the context. Here are some
tailored tips for building rapport in different scenarios:

In a Professional Setting (Workplace or Networking)
- Start with basic manners—qgreeting the person

warmly and addressing them by name.
- Show genuine interest in what the other person says. ‘* ;e
- )

Ask thoughtful follow-up questions and avoid interrupting.

- Try to identify shared experiences, interests, or goals. " - ‘E y
v =

Mirror their energy levels and formality while staying true to

your personality.

For example, discussing industry trends or mutual contacts.
- Share helpful information or advice. Offer assistance

- Pay attention to the other person’s tone and pace.
if appropriate, showing you’re not just there to receive but also to give.
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In a Job Interview

- Research the company and interviewer so you can discuss relevant topics that show your
genuine interest.

- A brief friendly exchange (weather, commute, or something light) before diving into the
interview can ease the tension and humanize the interaction.

- Be positive and enthusiastic about the role and company. Passion and excitement help
establish a connection.

- Mention something you admire about the company or interviewer’s experience. For
example, “I read about your work on [specific project], and it was really inspiring.”

- Asking thoughtful, company-specific questions shows you’re engaged and genuinely
interested in the role.

In a Sales or Client Meeting
- Ask open-ended questions to understand their challenges and goals, and listen carefully to
their responses.
- Tailor your conversation to the specific needs and concerns the client has mentioned.
- Demonstrate Empathy: acknowledge their pain points and express a genuine desire to help
solve their problems.
- Build trust by being upfront about what you can and cannot do. Avoid overpromising.

In a Social Setting (Meeting New People)

- Encourage conversation by asking about their interests, hobbies, or opinions. Avoid yes/no
questions.

- Find Common Interests: whether it’s travel, hobbies, or mutual acquaintances, finding
shared experiences or likes can build rapport quickly.

- Be willing to open up about yourself. Sharing experiences can help establish trust and
comfort.

- Light, appropriate humor can break the ice and make the interaction enjoyable.

In a Virtual Setting (Video Calls, Online Networking)
- Just like in-person, a little light conversation at the start (about the weather, current events,
or mutual contacts) can help create a relaxed environment.
- If any tech issues arise, be understanding and patient, which helps maintain rapport despite
disruptions.
- Show Enthusiasm and Engagement: since you’re on video, use more facial expressions and
nod to show that you’re actively listening and engaged.

In Cross-Cultural or International Contexts

- Be Culturally Aware: take the time to understand and respect cultural norms,
communication styles, and etiquette.

- Some cultures prefer formal language, while others are more relaxed. Adapt your language
accordingly.

- If language differences exist, keep your speech clear and avoid idiomatic phrases that may
not translate well.

- Acknowledge and appreciate cultural or personal differences. This can foster mutual respect
and trust.

- Asking about their customs or experiences can show curiosity and respect.

Tailoring your approach to the specific scenario, while being attentive, open, and genuinely
interested, will help you build rapport effectively in any setting.
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Writing business emails effectively is a critical skill in today’s
4. BUSINESS professional environment. Business emails are one of the primary
EMAILS means of communication in almost every industry, and mastering this
skill can greatly impact your career success. Here's why business

email writing is so important:

1. Professional Communication

Business emails allow you to communicate with colleagues, clients, partners, and
stakeholders in a professional manner. A well-written email reflects your attention to detail,
organizational skills, and overall professionalism. They help establish credibility and convey
respect for the recipient, which is crucial for building trust and strong working relationships.

2. Clear and Efficient Information Sharing

Emails enable you to convey essential information quickly and clearly. This is vital for
keeping projects on track, sharing updates, providing instructions, or resolving issues. Clear email
writing ensures that your message is easily understood, minimizing the risk of miscommunication
or misunderstandings that could lead to costly mistakes.

4. Record Keeping and Documentation

—
Business emails serve as a written record of communication, A\\_
which can be useful for future reference or accountability. They can EN\ 7\
document agreements, discussions, deadlines, and decisions, which helps
in maintaining clarity and transparency. Having a record of your
communication can also protect you and your organization in case of
disputes or when you need to review the history of a project.

(a_

5. Building and Maintaining Relationships

Well-crafted emails can help you build rapport with clients and ~ colleagues. By
personalizing your message, showing appreciation, and maintaining a respectful tone, you can
foster positive relationships even in a virtual or remote work environment. The tone and structure of
your email can influence how the recipient perceives you and your organization, making email
writing a key aspect of reputation management.

6. Time Management and Productivity

Writing concise and organized emails saves time for both the sender and the recipient.
Effective emails ensure that the message is communicated efficiently, reducing the need for follow-
up emails or additional clarification. By prioritizing clarity and brevity, you can help streamline
workflows and contribute to a more productive work environment.

7. Global Reach and Accessibility

Business emails enable communication across different time zones and geographical
locations, making them a vital tool for global businesses. They allow you to reach people anywhere
in the world at any time, facilitating seamless communication and collaboration. They are
accessible and can be easily archived, forwarded, or retrieved, making them a flexible and reliable
communication tool.
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Kuromupcbka
nojiTexHika

Types of Business Emails:
1. Formal Emails:

o Used for important or official communication with managers, clients, partners, or

suppliers.
o Examples: Proposals, formal meeting requests, or notices.

2. Semi-Formal Emails:

o Suitable for internal communication with colleagues or teammates.
o Examples: Project updates, follow-ups, or friendly reminders.

3. Informal Emails:

o Used in a relaxed work environment, typically with close colleagues or friends at

work.
o Examples: Quick updates, friendly check-ins, or casual invitations.

Structure of a Business Email:
1.  Subject Line:

o The subject line should be brief yet informative, giving the recipient a clear idea
of the email's content.
o Examples:

= “Request for Marketing Materials”

= “Update on Project Timeline”

» “Invitation to Join Our Webinar”

2. Greeting:

o Formal: “Dear [Name],” or “Dear Mr./Ms./Dr. [Last Name],”
o Semi-Formal: “Hi [Name],” or “Hello [Name],”
o Informal: “Hey [Name],” or “Hi there,”

3. Opening Line:

o Formal: “I hope this email finds you well.” / “I am writing to inform you that...”
o Semi-Formal: “I wanted to touch base about...” / “I hope you’re having a great

week.”
o Informal: “Just a quick note to say...” / “Hope you’re doing well!”

4.  Body:

o Structure: Divide the content into short, clear paragraphs. Use bullet points if
necessary.

o Start with the most important information and then provide details.

o Use simple and direct language, and avoid long-winded sentences.

o Include all necessary details but avoid overwhelming the recipient with too much

information at once.

5. Closing Line: Use a polite and clear summary of the email or suggest a next step.
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o Formal: “Please feel free to reach out if you have any questions.” / “I look
forward to hearing from you.”
o Semi-Formal: “Let me know if this works for you.” / “Thanks for taking a look at
this!”
o Informal: “Let me know what you think!” / “Talk soon.”
6.  Sign-off:
o Formal: “Best regards,” / “Sincerely,” / “Kind regards,”
o Semi-Formal: “Thanks,” / “Best,” / “Take care,”
o Informal: “Cheers,” / “See you,” / “All the best,”
Useful Vocabulary:
1.  Stating the Purpose:

1. Be

o Formal: “I am writing to inquire about...” / “Please find attached the documents
for your review.”

o Semi-Formal: “I wanted to let you know about...” / “Here are the details we
discussed.”

o Informal: “Just sharing some info on...” / “I wanted to give you a quick update

2

on...
Making Requests:

o Formal: “Could you please confirm...” / “Would you be able to provide...”
o Semi-Formal: “Can you share your thoughts on...” / “Could you send me...”
o Informal: “Any chance you could look into...” / “Do you mind sending me...”

Providing Information:

o Formal: “We would like to highlight the following points...” / “Attached is the
report you requested.”

o Semi-Formal: “Here’s what you need to know...” / “I've attached the relevant
files.”

o Informal: “Here’s the info you were asking for...” / “Attached is what you need.”

Expressing Thanks:

o Formal: “Thank you for your attention to this matter.” / “I appreciate your prompt
response.”

o Semi-Formal: “Thanks so much for your help!” / “Really appreciate it!”

o Informal: “Thanks a ton!” / “You’re the best!”

Closing Statements:

o Formal: “Please do not hesitate to reach out for further assistance.” / “I look
forward to our continued collaboration.”

o Semi-Formal: “Let me know if you have any questions!” / “Looking forward to
hearing from you.”

o Informal: “Hit me up if you need anything.” / “Talk soon!”

Tips for Writing Effective Business Emails:
Clear and Concise:
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o Keep your message short and to the point. Use simple, straightforward language.
o Auvoid filler words and jargon unless the recipient is familiar with the terms.

2. Use an Appropriate Tone:

o Match your tone to the formality of the recipient and the purpose of the email.
o Example: Use formal language for clients but a more relaxed tone with colleagues.

3. Proofread Your Email:

o Check for spelling, grammar, and punctuation errors before sending.
o Ensure that your email makes sense and flows smoothly.

4. Be Professional:

o Even in semi-formal and informal emails, maintain a level of professionalism.
o Auvoid using emojis or overly casual language in a business context.

5. Use a Clear Subject Line:

o Make sure the subject line clearly reflects the content of the email.
o Examples: “Project Update: Deadline Moved” / “Invitation: Annual Business Meeting”

6. Provide Clear Calls to Action:

o Let the recipient know exactly what you expect from them.
o Examples: “Please confirm your availability by Friday.” / “Could you review the
attached document and provide feedback?”

7. Follow Up if Necessary:

o Ifyou don’t get a response within a reasonable time, send a polite follow-up.
o Example: “Just following up on my previous email. Have you had a chance to review the
attached proposal?”

8. Use Formatting Wisely:

o Bold important points or use bullet points to make the email easier to read.
o Avoid overloading the email with formatting, as it can look cluttered.

9. Attach Files Properly:

o Mention any attachments in the email body.
o Example: “Please find attached the quarterly report.”

10. Be Mindful of Cultural Differences:

o If writing to someone from a different cultural background, be aware of formalities and
customs.

Presentations in business are crucial for effectively

5. communicating ideas, influencing decision-making, and engaging

PRESENTATIONS stakeholders. They provide a powerful platform to share information
clearly and persuasively, driving projects and strategies forward.
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Creating a successful PowerPoint presentation involves
understanding the structure, design, and delivery that will engage

=i your audience and effectively convey your message. It all begins with
- a well-organized structure that guides the audience smoothly through

your content. The first slide, the Title Slide, should clearly introduce
your topic, your name, the date, and any other relevant information.
This sets the stage for your presentation and gives your audience a
clear idea of what to expect.

The Introduction slide should provide an engaging overview
of the content you will be presenting. This is your opportunity to capture the audience’s attention
and outline the main themes or objectives of your presentation. The introduction should be concise
yet informative, laying the groundwork for what will come next.

The Main Content of your presentation should be broken down into 3-5 key points. Each
point should be allocated a separate slide, with content presented in a clear and concise manner.
Using bullet points rather than large blocks of text is crucial to ensure your audience can easily
follow your message. Each slide should focus on a single idea or topic to keep your presentation
organized and coherent. Additionally, visuals such as diagrams, images, or graphs can significantly
enhance the understanding of your content. These elements not only make your slides more
engaging but also help illustrate complex ideas more effectively.

As you move toward the end of your presentation, the Conclusion slide should summarize
your key points and provide a closing thought that leaves a lasting impression on your audience. A
well-crafted conclusion ties everything together and reinforces your main message. If your
presentation allows for it, consider adding a Q&A Slide to invite questions from the audience. This
can foster interaction and provide an opportunity for you to address any uncertainties or delve
deeper into your topic. Finally, your Thank You Slide should express appreciation to your
audience for their time and attention, along with your contact information if they wish to follow up.

How to Make It Successful:
v" Use visuals: Diagrams, images, or graphs to support your content.
v Keep slides simple: Use bullet points rather than large
blocks of text.
v' Consistent design: Use the same font and color scheme = =

throughout. a

v" Practice your timing: Ensure your presentation is within the % ﬁ
required time limit. , B

v" Where to Search for Information: | ,
> Online Business Journals: For credible sources and @& /
statistics.

» Company Websites: For specific business information.
» Google Scholar: For research papers and case studies.
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Crafting a compelling product review is a valuable skill,
especially in business settings where your ability to articulate your
experiences and provide balanced feedback can influence purchasing
decisions and establish your credibility. A well-structured product
review not only informs but also engages the reader or listener,
offering a clear assessment of the product's performance.

6. PRODUCT
REVIEWS

Structure of a Product Review

A well-organized product review typically consists of four main parts. In the Introduction,
you should name the product, describe its purpose, and briefly mention your experience with it.
This sets the stage for the reader or listener and gives them an understanding of what to expect.

In the Product Details section, provide a comprehensive overview of the product’s features,
benefits, price, and any other essential specifications. Be detailed but concise, and make sure to
highlight aspects that are most relevant to the audience.

When you discuss the Pros and Cons, aim to be objective and balanced. Present both the
strengths and weaknesses of the product.

Conclude with a Conclusion that summarizes your opinion of the product. State clearly
whether you would recommend it or not and explain why. You can also mention the type of
consumer who would benefit most from the product.

How to Make a Good Review

e Being specific is crucial when writing a product review. Avoid vague statements and
instead provide concrete details that illustrate your points.

e Using examples from your own experience can add authenticity and make your
review more relatable. If the product made a difference in a particular situation, describe it.

e Maintaining an objective and balanced tone is also important. Readers or listeners
will appreciate an honest assessment that includes both positive and negative aspects. If the
product has flaws, mention them, but avoid being overly critical unless the drawbacks
significantly impact the product’s usability.

e When presenting your review, it’s important to organize your points clearly. Follow
the same structure you used in the written review: introduction, product details, pros and
cons, and conclusion. This will help your audience follow along easily and understand your
message.

e Use emphasizing words to draw attention to key points.

¢ Keep your tone engaging and conversational to maintain your audience’s interest.

Conducting a case study is a powerful way to explore a real-
world business problem, analyze the strategies used to address it, and
understand the outcomes and broader implications. A well-executed
case study not only provides deep insights into a particular scenario
but also serves as a valuable learning tool, both for you and for others
in the field.

7. CASE STUDIES

Steps to Conduct a Case Study
The first step is to select a topic. Choosing a relevant and engaging business scenario is
crucial. Your topic should align with your field of interest or area of study, such as a company that
successfully launched a new product, overcame a major challenge, or implemented a unique
business strategy.
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Once your topic is selected, it’s time to conduct thorough research. Gather information
from credible and reliable sources like business journals, company websites, news articles, and
academic research papers.

When you begin to write the case study, structure it in
a way that presents the information logically and
compellingly. Start with an Introduction that clearly states
the issue at hand and explains why it is significant. The
introduction should set the stage for the rest of the study,
outlining what the reader can expect to learn. For example,
“This case study will examine the marketing strategy that
propelled Company X from a small startup to an industry
leader within five years.”

The Background section should provide details about
the company and the context of the situation. Describe the
company’s history, size, industry, and any relevant factors that contribute to the issue being
analyzed. This background information helps the reader understand the environment in which the
business operates and why the issue arose.

In the Analysis section, dive deep into the solutions or strategies used to address the issue.
Discuss each strategy in detail, including why it was chosen and how it was implemented. Use data
and evidence to support your analysis, and if available, include quotes from experts or people
involved in the case.

Next, explain the Outcome of the case study. Discuss the results of the strategies and their
impact on the company. Did the solutions lead to success, or were there unforeseen consequences?
Be specific and use measurable data to illustrate the outcomes.

Finally, wrap up your case study with a Conclusion that summarizes the findings and
highlights the broader implications. Explain how the case study’s lessons can be applied to other
business scenarios or how it contributes to our understanding of a particular business concept.

Tips for Conducting and Writing a Case Study
Being analytical is essential. Don’t just describe what
— happened; explain why it happened and what it means. Analyze
= the significance of each strategy and its impact on the company.
This deeper level of analysis will make your case study more

\‘ ! meaningful.
R : Using charts or tables can make your data more
S "‘ digestible and visually appealing. Graphs, for instance, can

illustrate growth trends or compare performance metrics before
and after a strategy was implemented. Visual aids are especially
helpful when dealing with complex data.

Always cite your sources to give credit to the original authors and to back up your claims.
This adds credibility to your case study and demonstrates your commitment to using reliable
information. Make sure to follow proper citation guidelines, whether using APA, MLA, or another
format.

By following these guidelines, you can create a compelling and insightful case study that
clearly conveys your findings and offers valuable lessons to others in the field.
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