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enpto yuyeObHO-MeTOmUUeckoro mocobus Employment and Sociology
aBigercs GopMupoBaHue NpodhecCHOHATbHO-KOMMYHUKATUBHBIX YMEHHUI U HaBBIKOB
OOLIIEHUS HA aHTJIMHCKOM SI3bIKE B paMKaXx MpeANUCaHHbIX yueOHON porpaMMon TeM
10 KaJIpOBOMY MEHEKMEHTY U COLMOJIOTUH.

Kypc paccunrtan Ha 68 yacoB (2 kpeaura) ayIuTOPHON pabOThl U COCTOUT U3 12
paznenos (units), 1o 6 TeM B KaXI0H, i1 U3yUYEHUS B TIEPBOM U BTOPOM HOJYTOAUSIX
Ha [V kypce dakynbrera « ColuanbHbIi MEHEKMEHT.

Kaxnpii  pasmen Bkimowaer B ceOs  BONpPOCHl it 0OCYXAEHUS,
npo(ecCHOHaTbHO-OPUEHTUPOBAHHBIA ~ TEKCT,  YNpPaXXHEHUS  HA  pa3BUTHUE
KOMMYHUKATHUBHBIX ~ YCTHBIX W TIUCBbMEHHBIX  HAaBBIKOB,  3aKpEIUICHUE
npodeccuoHanbHOM  JEKCHKM, a TakkKe 3aJaHus aini  (popMHUpOBaHUs
HCCJIE0BATEIbCKON, TBOPUECKOU, IIOUCKOBOW KOMIIETCHIIUAM.

B noco6ue BKIIIOUEHBI JOMOJHUTEIbHBIE MAaTEPUAIIBL: a) aHTJIOS3bIYHBIE TEKCTHI
no  cnemuanbHocth — «Coumonorusi» U «llyOnuyHoe — ympaBieHue
aIMUHHUCTPUPOBAHMUE» ISl CAMOCTOSITEJIBHOTO M3YYEHHS M IOCIEAYIOUIErO
OoOCYyXJIeHUs B ayAUTOPUH, KOTOpbIE TMpeAHa3HAYEHBbl MJisi OOCYXIEHUS U
aHHOTHUPOBAHUS; 0) CIpaBOYHBIE MAaTepUalbl 10 HANUCAHUIO AaHHOTAUW U APYTHX
JOKYMEHTOB;, B) CIpaBOYHbIE MaTepUalibl MO COCTABJICHUIO MPE3CHTALMM; T)
TEMaTUYECKHUI II10CcCapuil HOBBIX CJIOB B cpepe KaJApOBOTO MEHEHKMEHTA.

B pe3ynbTate 00yueHus: CTyACHT JI0JKEH:

- BJa/IeTh HAaBBIKAMH MPOQPECCUOHATBHO-OPUEHTUPOBAHHOTO OOIIEHHSI B paMKax
MIPEJIOKEHHBIX TEM;

- aKTUBHO MCMOJb30BaTh U MOHUMATh MPO(PECCUOHATIBHYIO JIEKCUKY;

- YMeTb JenaTh COOOIIEHUs M Mpe3eHTAlluu MO 3aJaHHOM MOJENd B paMKax
MIPEJIOKEHHBIX TEM;

- COCTaBJISITh AHHOTAIlMM K AaHIJIOA3BIYHBIM  CTAaThsIM  COLIMOJOTHYECKOMN
HaIlpaBJICHHOCTH;

- BJIaACTh HAaBbIKaMH COCTAaBJICHU A OCHOBHOU HpO(l)eCCI/IOHaJIBHOﬁ JOKYMCHTAIIUN.



PART I

UNIT 1
HR Manager: Role and Responsibilities

1. Ice breaking questions

Would you like to be an HR manager?
Is an HR manager’s job prestigious in your country, in the world?
What is the role of the HR manager in the company?

What kind of personal and professional traits should an HR manager demonstrate?
2. Read and discuss the following text
The following is the abstract from the Job Description of HR manager.

The Human Resources manager is directly responsible for the overall administration,
coordination and evaluation of the human resource function.

A. Essential Functions:

1. Plans, organizes and controls all activities of the HR management department.
Participates in developing department goals, objectives and systems.

2. Implements and annually updates compensation program; rewrites job descriptions

as necessary; conducts annual salary surveys and analyzes and develops

compensation package; monitors the performance evaluation program and revises as

necessary.

3. Administers benefits programs such as life, health, and dental insurance, pension

plans, vacation, sick leave, leave of absence, and employee assistance.

4. Develops, recommends and implements personnel policies and procedures;
prepares and maintains handbook on policies and procedures.
5. Conducts recruitment activities; conducts new-employee orientations; monitors

career-pathing program, employee relations counseling, writes and places

advertisements.




6. Establishes and maintains department records and reports. Participates in
administrative staff meetings and attends other meetings, such as seminars.

7. Evaluates reports, decisions and results of the department and recommends new
approaches, policies and procedures to improve efficiency.

B. Competencies

1. Human Resources Capacity.
2. Ethical Conduct.

3. Strategic Thinking.

4. Leadership.

5. Decision Making.

6. Financial Management.

C. Work Environment

This job operates in a professional office environment. This role routinely uses
standard office equipment such as computers, phones, photocopiers, filing cabinets
and fax machines.

3. Answer the questions using the information from the text

3.1. Based on text A. What are the essential functions of the HR manager? Try to
group the activities of the HR manager.

3.2. Based on text B. What kind of knowledge and competencies are necessary for the
HR manager job. Do you have these competencies? Do you plan to further improve
your competences in these fields?

3.3. Based on text C. What are the work conditions for the HR manager? Are you
familiar with all of the office tools mentioned? What other office tools are useful for
the HR manager?

4. Say if the following statements are True or False

1. The HR manager participates in developing department objectives.

2. The HR manager weekly updates compensation program.

3. Dental insurance, pension plans, vacation, sick leave, leave of absence are the main
responsibilities of the company’s secretary.

4. 1t 1s the job of the HR manager to introduce a new recruit to the company staff.



5. To write and place job advertisements is not the job of the HR manager.

6. The HR manager must have skills of strategic thinking, decision making, financial
management.

7. The HR manager operates in a professional office environment, actively using
standard office equipment.

5. Vocabulary study

5.1. Explain the meaning of the underlined words in the text.

5.2. Make a list of all the verbs from abstract A in the alphabetical order. Provide
synonyms to the selected verbs if possible.

5.3. Complete the following table providing the appropriate word-combinations from

text A.

administer

evaluate

conduct

develop

recommend

control

organize

implement

analyze

5.4. Complete the grid with the verbs from the text placing them vertically for
each letter in the word administration. See example.

s o | >




6. Skills development

6.1. Translate the following job advertisement into English

ArenrctBo «OLOy» (office labor optimisation) XMeIbHUAIIKUNA

3apriata - $ 450-500 OO6pazoBaHue - BBICIIIEE
[Tox - My)XunHa/>KeHIIIMHA OmbIT paboTse! - 1-2 roga
Bo3spacr - ot: 21 JomxHocTh - AHanutuk CMU

TpeboBanus k kanaAnAaTy / HHGOPMAIIUS O BAKAHCUU:

Tpebosanus:

* Briciiee oOpazoBaHue;

* OnbIT paboThI ¢ 6OJIBIIUMU 00bEMaMH HH(POPMALIUU;

* YMeHue J1en1aTh BIBOJIBI M €MKO UX M3JIaraTh YCTHO U MUCbMEHHO;
* OMNBIT COCTABJICHUS AHAIUTUYECKUX TEKCTOB U 0030pOB;

* HaBeiku pa6otsl ¢ Adobe Acrobat, MS Office, Photoshop.

Jli1st paGoThl HEOOXOIUMO UMETH:

1. CoOCTBEHHBIN KOMITBIOTED.

2. BBICOKOCKOPOCTHOI UHTEPHET.

Obsasannocmu:

* AHanu3 0obIIKUX 00BEMOB HH(pOPMAIINY;

* [ToagroroBka aHAIMTUYECKUX JOKYMEHTOB

* [IpoBeieHNE KaueCTBEHHBIX U KOJMYECTBEHHbIX UccaeaoBanuit CMU;
* N3yuenue 3apyOexHoro onsita B chepe ananuza CMU;

Jluunvle kauecmea:

* OTBETCTBEHHOCTh 32 IPUHUMAEMBbIE PEUIEHUS, CIOCOOHOCTH K
CaMOOpPIraHU3alUK;

* [Icuxonoruyeckasi ycTOWYMBOCTh, BOCIIUTAHHOCTB;

* BuumaTenbHOCTh, aKKYPaTHOCTh, TOPSAIOYHOCTD;

» CtpemiieHue K npodeccrnoHaibHOMY pa3BuTuio B chepe CMU.



Yenosusa:
* PaGoTa B uHTEpECHOM, MOJIOJIOM M IMHAMUYHO Pa3BUBAIOIIEMCS KOJJIEKTHUBE;
* YyacTue B IpoeKTax Juisl KPYIMHEHUIINX YaCTHBIX U FOCYAapCTBEHHBIX
KOpIIopanuu
* Bo3mokHOCTH [J1 KapbepHOTO U MPO(ECCHOHATBFHOTO POCTa;
* I'paduk paboThl — CBOOOTHBII.
6.2. Translate the advertisements for the following mini vacancies into English
Tpenunr menemkep / 2006-08-25
3apmuata: 500 USD, Mocksa

Tpe6OBaHI/IH2 MoskxHO 6€3 OoIIbITa, HO C AOIIOJIHUTCIIBHBIM O6paSOBaHI/ICM B 00J1aCTH

TpeHuHroB!!! I'pamoTHas peus.

Menemxkep no mnoadopy mepconana / 2006-08-24, 3apmnarta: 850 USD, Mocksa

TpebGoBanus: - Bo3pact 17-35 net; - npusiTHas JeI0Bas BHEITHOCTh, BEKIUBOCTh; —
COOJIIOJIEHNE JIEJIOBOTO PErIaMeHTa; — CTPECCOYCTOMUYMBOCTH;, — IMPUBETCTBYETCSA

OTIBIT PA0OTHI C JIIOJIBMU; — JKeJIaHue paboTaTh U 3apabaThiBaTh!

7. Research and creative activities

7.1. Prepare a structured talk on the role and responsibilities of the HR manager (a
secretary, a nurse, a hotel receptionist).

7.2. Summarize key information on one of the topics based on abstract B.

7.3. Prepare a talk on compensation and benefits of being an HR manager (or a

secretary, a nurse, a hotel receptionist).



UNIT 2

Job Description and Person Specification

*job description - JOJDKHOCTHASI MHCTPYKIIMS, OTIMCAHUE TIpejiaraeMoil JOKHOCTH;
*person specification - TMYHOCTHAs XapaKTEPUCTUKA.

1. Ice breaking questions

What is a vacancy advertisement? What kind of information is placed in a job
vacancy advertisement?

Have you ever searched for vacancy advertisements yourself? What positions were of

interest to you?
2. Read and discuss the following text

When the HR manager identifies the vacancy for the company, he uses a job
description and person specification template to describe the new position from
scratch. A job description describes the job; a person specification describes the
person needed to do the job. A person specification can, therefore, form the basis for

the selecting the most suitable person to fill the job.

What is a job description?

The best thing a company can do for its personnel is to develop an informative,
comprehensive, and standardized job description, which results in an accurate
portrayal of job responsibilities and duties. In order for a job description to be
worthwhile and effective, it must include the following components: 1) job title, 2)
job summary, 3) working environment, 4) work activities, 5) performance

expectations, 6) compensation and benefits, 7) job competencies.

What is person specification?

A person specification describes the requirements a job holder needs to be able to

perform the job satisfactorily. These are likely to include:

- Education and qualifications;

10



- Training and experience;

- Personal attributes / qualities.
How should a person specification be created?

The most common approach now used by recruiters is to identify what is known as

"competencies" to design a person specification. These are then classified as

"essential" or "desired" to determine which are the most important.

Competencies might include some or all of the following:

- physical attributes (e.g. state of health, age, speech);

- attainments (e.g., highest level of education completed, relevant professional
experience, ability to supervise/manage);

- aptitudes (e.g. verbal reasoning; numerical aptitude);

- interests (social activities; sport activities);

- personal circumstances (e.g. ability to work shifts; full or part time).

A person specification must be prepared and used with great care. It is

important to ensure that the list of essential or desired competencies does not lead to

unlawful discrimination against potential employees.

3. Answer the questions using the information from the text
3.1. How can you define a job description and person specification?

3.2. What information is included in a job description and person specification?

3.3. What are the essential and desired competencies? Provide examples.
4. Vocabulary study

4.1. Explain the meaning of the underlined words in the text.
4.2. Explain in the difference in the meanings of the following words: attributes —
attainments — aptitudes.

What are your own unique attributes, attainments, aptitudes?

11



4.3. Make up proper word-combinations based on the given text.

describe specifications
job requirements
perform the job holder
suitable satisfactorily
personal candidate
essential attributes
person competencies

4.4. What, do you think, are the essential, desired or optional competences for the

position of a sales manager, a fireman, and a professor of Sociology at university?

5. Study the following job description and person specifications template

Job Title: Salary:

Reporting to: Qualifications:

Location: Essential:
Nature/purpose of the job role: Desirable:
Main Duties: Knowledge and skills:
Hours of work:

5.1. Study the job description and person specification for the following position.

Administration/Business Sector: Administrative Assistant

Job Title: Administrative Assistant
Reporting to: Office Manager

Location: Head Office, Glasgow

12



Main Duties: You will be required to provide office based administrative support to

the team including internet research, planning travel and hotels, dealing with digital

diary appointments and our database.

The role will also include generating mailings, filing, answering the telephone and

maintaining other office systems. Communication with our associates and

stakeholders will be part of the role, along with varied and interesting ‘other duties’

as required by the Line Manager.

Hours of work: 8.30am - 5.00pm; 1 hour for lunch

Salary: £15,000 - £17,000 p.a. (*per annum) (depending on experience)

Qualifications:

Essential: Experience in the role of Administrative Assistant/Office Junior with

another company.

Knowledge and skills:

knowledge and understanding of basic office procedures;

be able to complete some routine and non-routine tasks in an office
environment;

be able to plan and organize both familiar and new tasks;

be able to use a problem-solving approach to respond appropriately to a wide
range of enquiries;

produce and respond to detailed written and oral communication in an office
setting;

use standard applications to process, obtain and combine information -
Microsoft Office, Excel, Word;

be able to work on own initiative or with others on tasks with minimum

supervision.

13



5.2. Summarize the job description and person specification for the above
position.

6. Skills development

Translate into English.

JIOJKHOCTHBIE 00s3aHHOCTH O(DHIIMAHTA.

OdunuaHT BBITIOHSET CIEAYIOIIHE TOJDKHOCTHBIC 00S3aHHOCTH:

- CEpBUPYET CTOJIHI;

- CBOCBPEMEHHO MEHSET CKaTePTH U CAI(PETKU MO0 MEPE UX 3arpsSI3HEHUS;

- MPUHUMAET 3aKa3 OT MOCETUTENICH, TOMOTaeT IOCETUTEISAM BEIOpATh Oroa U
HAITUTKH, OPHCHTHPYET MX IO BPEMEHH MPUTOTOBIICHHUS 3aKa3aHHBIX OJIIOI;

- pacmpeieNnsaeT 3aKa3 1o MECTy €ro BBIITOJTHCHHUS MEX Ty OapMEHOM U TTOBapOM;

- KOHTPOJIUPYET CBOCBPEMEHHOCTD IMPUTOTOBJICHUS M TOBAPHBIN BU OJIFO]T TTepe/
nojavei Ha CTOJ;

- IOJa€T 3aKa3aHHbIe OJII0/1a;

- BBIBOJUT OKOHYATEIBHYIO CYMMY 3aKa3a, IMOJacT MOCETUTETIO U IPOU3BOJIHT C
HUM TTOJIHBIH pacueT 3a 3aKas;

- MOICP)KUBACT YHCTOTY B 3aJI€;

- o(hopMIISICT 3aJT U CEPBUPYET CTOJIBI COOTBETCTBEHHO MPA3THUIHBIM COOBITHSM;

- IIPOBOJAUT €XKEeMECSIYHbBIN MepeydcT OCYIBbI.

7. Research and creative activities

7.1. Make up a monologue about a job description and person specification.

7.2. Use the Internet to compose a job description and person specification for one
of the following positions: hairdresser, PA (personal assistant).

7.3. Write a summary of article 1 in the EXTRA READING part.

14



Unit 3

Rewards and Benefits

1. Ice breaking questions
What is motivation? What motives you in pursuing your professional career?
What rewards do students get from their studying hard at the university? Speak about
your own experience.
What is the difference between material and non-material rewards? Give examples of
the former and the latter.
2. Read and discuss the following texts

A. Rewards make a difference when choosing a career. If you care about your
work, and if it continues to fascinate you, then you're going to get better at it. The
better you become, the higher you rise. The more your career develops, the more you
will be recognized for the difference that you're making. Some employees choose to
work hard, and they will be rewarded for it on merit.

Put together, salary and benefits packages are designed to attract, motivate and

recognize the work people do and the effort they put in.

Below you can see a list of the rewards and benefits companies provide for

their employees:

bonuses paid holidays legal advice
employee assistance private medical travel insurance
program insurance dental
maternity and kitchenette in the insurance

paternity leave
free seminars and
trainings

free snacks

travel opportunities

company car
sabbatical policy

office

personal pension
plan

gym membership
healthcare
discounts for
local retailers or
leisure activities

15

debt counseling
flexible time
work-life
balance
telecommuting.



B. Google emplovees’ benefits

It’s no surprise that the employee benefits of Google are among the best in the

land — free haircuts, gourmet food, on-site doctors and high-tech ‘“cleansing”

toilets are the most talked about. But the latest perk for Googlers extends into the
afterlife.

When confronted with the death “we tried to find ways to help the surviving
spouse of the Googler who’d passed away.” In addition to the 10-year pay package
that surviving spouses will receive, any children will receive a $1,000 monthly
payment from the company until they reach the age of 19 (or 23 if the child is a full-
time student).

What makes the death benefit notable isn’t just its generosity. The aim is “to
increase happiness, creativity and productivity”. “Obviously there’s no benefit to
Google, ... for the company it’s no-win situation” says Chief People Officer Laszlo
Bock. “But it’s important to the company to help our families through this horrific if

inevitable life event”.

C. Work-Life Balance

Work-life balance refers to the balance between a person's career and his

personal life. Many people work longer hours and use fewer vacation days, in part

because of globalization, outsourcing, and a loss of job security. As a result,

employees have less time for personal interests, personal development, and family.

Reduced productivity, depression, high levels of stress, and burnout result from such

an imbalance.

Although the employee makes the choice to work longer hours, the corporate
culture is also responsible. Companies should educate their workers on the
importance of a healthy work-life balance. It's also helpful to provide flex time,

maternity and paternity leave, telecommuting, or even recreation or exercise

facilities. If they don't, people will become money-rich, time-poor.

16



3. Answer the following questions using the information from the text

3.1. What is needed to get rewards from your work? Provide examples of the rewards

given in part A. Try to cluster or group the rewards mentioned.

3.2. Different potential rewards attract different groups of workers. Try to connect
clusters of rewards to group of workers. What rewards would be attractive to this or

that group of employees? What rewards would attract you?

3.3. What do you know about the Google company? What perks do they provide for
Googlers? What’s a death benefit?

3.4. What’s work-life balance? What are the reasons for maintaining a work-life
imbalance? What are the benefits of maintaining a work-life imbalance? Who is
responsible for work-life imbalance, according to the text? What can be done to

improve a work-life balance?

4. Say if the following statements are True or False
1. Salary and benefits packages are designed to motivate people to do the work.
2. The Google company does not gain from providing death benefit.
3. Google believes it is important to support an employee through horrific and
inevitable life events.
4. People work longer hours because they are worried about losing their jobs.
5. Employees might ignore personal interests if there is a poor work-life balance.
6. Only the company is responsible for the employees’ overwork.
7. All employees should have flex time and recreation facilities.
5. Vocabulary study
5.1. Explain the meaning of the underlined words in the text.

5.2. Make up proper word-combinations based on the given text.

reward and benefits
salary effort
put in on merit

17



gym balance
dental spouse
work-life membership
surviving productivity
maternity insurance
loss of snacks

flex leave
reduced life event
free job security
inevitable time

5.3. Complete sentences with the suitable words from the texts.

The better you become, the higher you rise. The more your career | the
more you will be . Some employees choose to work hard, and they will
be for it

What makes the death benefit notable isn’t just its . The aim 1is
“to ”. “Obviously there’s no benefit to Google... for the
company it’s situation” says Chief People Officer Laszlo Bock.

Companies should their workers on the importance of a
work-life balance. It's also helpful to provide =~ time, maternity and
leave, telecommuting, or even or exercise facilities.

6. Skills development

Translate into English.

Jlbecomul yKpaunckux oenymamos

Hemnyratsl BepxoBHOU Panbl UMEIOT 1BE KATETOPUM JIBIOT: JIbI'OTHI, KACAIOLIHUECS UX
MPOXKUBAHUS M COLTAPAHTUMN, U JIbIOTHI, Kacarollruecs AeMyTaTCKUX 00s13aHHOCTEH.
IIepeunriciiuM HEKOTOPBIE U3 HUX:

-OIJTAYMBAEMBIN OTITYCK Ha 45 NHEw;

-neHcus B pazMepe 70 mpoLeHTOB CyMMbI MECSYHOM 3apIlIaThl;

-B CJIyyae CMEpTH JenyTaTta HETPYIOCIOCOOHBIM YIEHAM CEMbU Ha3HAYAETCs MEHCHUs
3a IOTEPIO KOPMUJIBLIA;

-OecIiaTHOE MEIMIIMHCKOE 00CITYKMBAaHUE B CIIEI] 3aBEJICHUSX;

-roCoxpaHa ACIyTaTa U YJICHOB €TI0 CCMbH;

18



-TIOXOPOHBI 32 CUET MECTHBIX OPTAaHOB UCIIOJTHUTEIBLHOMN BIACTH;

-IpaBO UMETH 110 31 MOMOIITHUKA-KOHCYJITAHTA;

-OTJeJIbHBIN KaOuHeT B Pane;

-0ecIuIaTHOE MOJIB30BaHKE NMPABUTEIHCTBEHHOM CBS3BIO B MPEIeNIaX UX MOJHOMOYH;
-JIeMyTaTCcKass HEMPUKOCHOBEHHOCTh (Immunity) Ha BeChb CPOK OCYIIECTBICHUS

MOJTHOMOYMH.

7. Research and creative activities
7.1. Prepare a structured monologue about rewards and benefits.
7.2. Use the Internet to find information on rewards and benefits for: a designer, a

hairdresser, a university student.

19



Unit 4

Recruitment Procedure and Job Interview

1. Ice breaking questions

Where can an HR Manager find potential candidates?

Have you ever had a job interview?

When contacting a new person do you visit his or her Facebook site or VK?
2. Read and discuss the following texts

A. Recruitment — or hiring — refers to the overall process of attracting, selecting

and appointing suitable candidates for jobs within an organization. Human resources

managers and recruitment agencies are tasked with carrying out recruitment.

Recruiters employ various tactics to bring the best talent to their companies.
The following are the guidelines to help you in the hiring process.
Step 1: Review the Job Description
Step 2: Develop a Recruiting Strategy
Step 3: Review and Sort Resumes/Applications
Step 4: Conduct Telephone Interviews
Step 5: Conduct Face-To-Face Interviews
Step 6: Get another Opinion
Step 7: Narrow it down and Make the Final Selection
Step 8: Check References
Step 9: Make Offer and Introduce the new employee to the Organization.
B. There are many options for where to place an ad to find potential workers.
These options include using:
- local Newspapers, including local/neighborhood publications;
- newsletters of community churches, mosques, or temples, local organizations
or support groups;

- job service offices, employment, and temporary agencies;

- bulletin boards at grocery stores, apartment buildings, libraries, local

recreational facilities, Laundromats, clinics;
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- the student employment offices or nursing and social work programs at area
vocational schools, community colleges and universities;

- word-of-mouth. There are many job board sites on the 'Net that you can use
for employee recruitment.

C. There are two key stages to getting the job you want. The first is securing an
interview with a well presented and relevant CV and the second is your performance
in the interview. A CV, also known as a résumé, is a summary of your professional
background. Your CV should be one to two pages long and include an overview of
your work experience, studies, achievements or awards, special skills, and references.
Your contact information should always be included at the top of the first page.

The company will review your documents and contact you if you have gone
forward to the interview stage of the recruitment process. The employer already

knows your basic qualifications; during the interview, you have the chance to show

your enthusiasm for the job at hand and give the employer a sense of who you are as
a person. Don’t be surprised if some of the questions asked are not directly work-

related — be prepared to talk about your family and what you do in your free time.

3. Answer the following questions using the information from the text

3.1. What is recruitment? What are the main stages to recruit an employee?

3.2. What recruitment channels do you know? Can you name recruitment channels
other than those mentioned in the text?

3.3. When do you use a CV? What is the purpose of a CV? What information is
included ina CV?

3.4. What’s the purpose of an interview? How should you behave at an interview?
4. Vocabulary study

4.1. Explain the meaning of the underlined words in the text.
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4.2. Make up sentences with the given word-combinations.

bulletin of-mouth

relevant board

recreational facilities

conduct references

word- new employee

check CvV

look face-to-face interview
introduce candidate

suitable for

5. Study the following tips

5.1. Study the following tips to write your best CV. Which ones do you find
interesting and useful?

- A good CV will never be more than a couple of pages of A4.

- Check, check and recheck every single word and every grammar piece and every
punctuation mark.

- Give your CV to somebody else to read.

- Arrange your qualifications to illustrate ongoing career development.

- Most employers are looking for experience rather than personal details, so if your
hobbies have no relevance to the job vacancy, don't include them.

5.1. Study the following tips for an interview. Which ones do you find interesting
and useful?

- Research the organization, study their website.

- Prepare: Have confidence in yourself.

- Be on time.

- Know your resume.

- Present yourself professionally and conservatively, "dress for success".

- Have at least 3 questions prepared for the end of the interview.

6. Skills development

Study the example of a CV below. Produce your own CV.

*Pay attention that the freshest date in the Education and Professional Experience

sectors come first.
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Date and

place of
birth

Family
position

Education

Work
experience

Languages

Transferable
skills
Self-

management
skills

Ukraine, Kharkiv
Sportivny 34 - ap, 67
+38 (067) 72767816

E-MAIL: ivanova-
1.frg@yahoo.com

Ivanova Ivanna

May 23, 1987, Kharkiv, Ukraine

Single

2005 — present time: Student of full time student of Business
Administration Department Kharkiv University of Humanities

“PEOPLE’S UKRAINIAN ACADEMY”

Summer 2007 Turkey, Antalya, Papillon Belvil (Reception / Guest

relation);

Summer 2006 Ukraine, Crimea, “Mandarin” (camp counselor).

English (fluent)

Computer literate (Word, Internet, Outlook, VHP)

Responsible, sociable, communicative, intelligent, punctual, smart,

able to work in a team, with sense of humor.

7. Research and creative activities

7.1. Make up a monologue about recruitment procedure.

7.2. Suggest tips on how to write your best CV

7.3. Suggest the best ways of behavior at a job interview.
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UNIT 5

Employee Discipline and Termination

1. Ice breaking questions

Do you personally think it is important to maintain discipline in the workplace?
How can an employer maintain good employees’ discipline?

Do you believe in self-discipline?

What are the advantages of employees’ good discipline in the workplace?
What can motivate employees to be well-disciplined at work?

Have you ever fired an employee? Is it easy to fire an employee?

2. Read and discuss the following texts

A. Effective discipline can protect organizations. Everyone benefits when rules and

consequences of violations are carefully formulated, clearly communicated, and

consistently carried out. Many potential challenges are often resolved before they get
out of hand.

Employee termination is often the last step in an unsuccessful attempt to help a
worker meet work standards. Confronting employees during a disciplinary or
termination interview takes much interpersonal skill and preparation. Throughout this
kind of interview, it is important to distinguish between the employee as a person,

and any unwanted behavior, so as to avoid building artificial walls between the

supervisor and worker. If the employee needs to be disciplined or terminated, this is
best done while permitting the employee to preserve as much dignity as possible.

Management can help coach and mentor an employee into improving his or her
performance or behavior, but at the end it is the worker who must decide if the job is
worth the effort. The responsibility to improve behavior must remain with the
employee.

B. Reasons to fire an employee (terminate his/her employment):

. poor work performance (e.g., working at a reduced speed, poor quality,
tardiness, sleeping on the job, absenteeism, wasting time);

. poor co-worker relations (e.g., fighting on the job, lack of cooperation);
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. inadequate subordinate-supervisor relations (e.g., insubordination);

. inadequate supervisor-subordinate relations (e.g., favoritism, withholding of

key information, mistreatment, abuse of power);
. workplace violence (e.g., verbal or physical abuse, threats, bullying, mobbing);
. dishonesty, espionage and theft;
e violation of safety rules and other practices (e.g., not wearing safety equipment,
carrying weapons on the job, drug and alcohol abuse).
C. There are different degrees of "punishment" to deal with offenders. Tools to
respond to offenses include (1) communication of the standard, (2) disapproval, (3)
verbal warning, (4) written warning, (5) suspension, and (6) termination of
employment.
3. Answer the following questions using the information from the text
3.1. What is good discipline? What are the necessary attributes of effective
discipline? What happens during a disciplinary interview? What is the goal of
effective disciplining?
3.2. What are the reasons for firing an employee? Which one of all the offences
mentioned in the text do you think is the worst?
3.3. What are the ways of punishing an employee for wrong behavior?
4. Say if the following statements are True or False
1. Discipline ruins an organization.
2. To prevent misbehavior in the workplace, rules and consequences of violations
must be clearly communicated.
3. Employment termination is often the last step in an unsuccessful attempt to
help a misbehaving worker.
4. When firing it is important to distinguish between the employee as a person
and any unwanted behavior.
5. Inadequate supervisor-subordinate relations may mean that the supervisor

withholds important information.
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5. Vocabulary study

5.1. Explain the meaning of the underlined words in the text.

5.2. Explain the following categories of offense: poor effort, poor co-worker
relations, inadequate subordinate-supervisor relations, inadequate supervisor-
subordinate relations, workplace violence, dishonesty, espionage, theft, violation of
safety rules. What, in your opinion, is the worst offense?

5.3. Match the words with their definitions.

violation a. temporary dismissal
theft b. result

suspension | c. constantly
consequence | d. infringement, breaking
consistently | e. conduct

warning f. stealing
punish g. boss, employer
espionage h. fake, insincere
offense n. 1. self-respect
benefit n. j. forewarning
carry out 1. employee
dignity m. spying
artificial n. do good to

supervisor | o. discipline
subordinate | p. crime

6. Skills development

Translate the following explanatory note into English.

HavanpHuky
IPOU3BOACTBEHHOIO oTaena Ne 2
OObscHUTENbHAS 3aMCKa
O coBepiieHUU
JUCIUIUIMHAPHOTO POCTYIKA
22 suBaps 2018 r. g mpuObu1 Ha paboyee MecTo ¢ Omo3AaHueM Ha 2 yaca 45
MUHYT. [IpuunHOi Moero omo3gaHus SBUJACH OTMEHA 3JEKTPONOE3/1a, KOTOPBIM s
00bIYHO cieAyo A0 cT. biarogatHoe. MHe mnpunuioch A00MpaThCs PEHCOBBIM
aBTOOyCOM, KOTOpBII clemoBal MO MapLIpyTy € 3aJepKKaMHM H3-3a MPOOOK Ha
aBTonopore Ne23 1 npuObl1 K MECTY Ha3HaUY€HUS ¢ 45-MUHYTHBIM OIO3/IaHUEM.
CropaBku  JEXKYpPHOIO  aJMHUHHCTpaTOpa  JKEJIE3HOAOPOXKHOW  CTAaHIUU
bnarogatHoe u 1€XXypHOIro aBTOCTaHIIMU IIPUJIarato.
Macrep b.B. Anekcees
23.01.2018
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7. Research and creative activities
7.1. Study the following example of conducting a disciplinary meeting.

Let us assume that Rogelio after the first warning meeting came in late again a
couple of times, without providing a serious excuse. Rogelio’s tardiness has begun to
disturb some of the farm operations. From the conversation with Rogelio it is clear
that there has not been a major issue involved here, but nevertheless, the problem has
increased. Today, Rogelio arrived in late again.

Eduardo: Good morning Rogelio.

Rogelio: Good morning!

Eduardo: Hey, did you watch the game between México and Uruguay?

Rogelio: I sure did, that was some goal in the last five minutes of the game!

Eduardo: It sure was. Hey, is everything OK? I noticed you were late.

Rogelio: I am sorry I came in late, I had another problem with the alarm clock. I
don’t think I heard it go off.

Eduardo: Sorry to hear about that. We talked last time about the importance of
punctuality, Rogelio. Do you have any ideas of what you might do to deal with this
problem?

Rogelio: I think I am just going to have to be more careful.

Eduardo: Any specific ideas?

Rogelio: Well, I tried putting the alarm closer so I would hear it better, but I don’t
remember it going off.

Eduardo: So what do you plan to do?

Rogelio: Maybe I’1l just have to go to bed earlier.

Eduardo: Sounds like a good idea. Let me tell you what I do. I set two alarms when I
have something really important. I put one right close to me and try to get up with

that one. And then I put a back up alarm in the bathroom. That forces me to get out of

bed.
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Rogelio: Sounds like a good plan. I’ll try that. I really don’t like letting you down and
coming in late.

Eduardo: Rogelio, I wanted to let you know how much I appreciate your work. You
are one of our best pruners... and not just because you are fast, but also because of
your care for quality. I also appreciate your willingness to help others who don’t have
as much experience. Thanks.

Rogelio: Thank you. I’ll really try and make sure I don’t come in late again.

Eduardo: Thanks, Rogelio. It is important for you to be on time because once I give
everyone their pruning assignments, [ have several other matters to attend to. It also
makes it more difficult to calculate your pruning speed per hour for our daily records.
I will write down that we had this conversation and that we discussed the importance
of being on time and have you initial it, if you would. This will serve as an official
oral warning, and next time, if you come in late, I will need to give you a written
warning.

Rogelio: I understand, it won’t happen again.

Eduardo: I know. And thanks again for the effort you put into your work. It is always
a pleasure to look at the quality of your pruning. See you a little later, Rogelio.

7.2. Identify and write down the strategy the supervisor used in the disciplinary
conversation.

7.3. Produce your own dialogue between a supervisor and a subordinate, discussing
the misbehavior of the latter, and role play it with a group mate.

7.4. Give a talk about employee discipline and termination.

7.5. Write a summary of article 2 in the EXTRA READING part.
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UNIT 6
Corporate Social Responsibility

1. Ice breaking questions

Do you remember the last time you helped a person in need?

Can you name some generous people that you know? Is it good to be generous?

Do you participate in the activities of any charity organization?

Do you or your family members donate money or clothes to organizations that help

poor people?
2. Read and discuss the following text

A. Corporate social responsibility (CSR) refers to a business practice that

involves participating in initiatives that benefit society. Corporate Social
Responsibility is about giving back to the communities that keep your business afloat,
altruistic giving for the benefit of the others. The philosophy behind it is that what
you put into the world is exactly what you’re going to get out of it.

Today communities thanks to the technology are aware of global problems —

Ebola, persistent poverty, climate change. As consumers' awareness about global

social issues continues to grow, so does the importance these customers place on
CSR when choosing where to shop. Consumers aren't the only ones who are drawn to

businesses that give back. Susan Cooney, founder of crowdfunding philanthropy

platform Givelocity, said that a company's CSR strategy is a big factor in where
today's top talent chooses to work.

B. Here are a few of the broad categories of social responsibility that
businesses are practicing:
Environment: One  primary focus of corporate social responsibility is

the environment. Businesses, both large and small, have a large carbon footprint. Any

steps they can take to reduce those footprints are considered both good for the

company and society as a whole.
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Philanthropy: Businesses also practice social responsibility by donating to national
and local charities. Whether it involves giving money or time, businesses have a lot
of resources that can benefit charities and local community programs.

Ethical labor practices: By treating employees fairly and ethically, companies can

also demonstrate their corporate social responsibility. This is especially true of
businesses that operate in international locations with labor laws that differ from
those e.g. in the United States.

C. Famous business companies have unique opportunities to give back to
communities in a way that amplifies the intentions of their employees and company
mission.

Dell supports over 4,615 charities around the world. The Dell Social

Innovation Challenge provides funding and mentorship to college students to further

projects that help solve social problems. Dell’s disaster relief program

provides assistance to communities affected by natural disaster around the world.

IBM believes in Corporate Citizenship. Employees volunteer in environmental
efforts, community economic development, education, health, literacy, language and
culture.

3. Answer the questions using the information from the text

1. What is social responsibility? What is the philosophy behind altruistic giving?

3. What are some global social problems?

4. How does CSR influence employees, consumers?

5. What are the main focuses of corporate social responsibilities?

6. How do famous companies like Dell and IBM participate in CSR?

4. Say if the following statements are True or False

1. Corporate Social Responsibility is about altruistic giving for the benefit of others.
2. Today communities are absolutely unaware of global problems.

3. Contemporary consumers take into account company’s CSR when choosing where

to shop.
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4. IBM company support environmental efforts, community economic development,
education.

5. Dell company provides funding and mentorship to college students.

5. Vocabulary study

5.1. Explain the meaning of the underlined words.

5.2. Provide synonyms for the following words:

Community, participate, philosophy, persistent, poverty, altruistic, awareness,
donate, charity, reduce, footprint, benefit, amplify, treat ethically.

5.3. Match the words with their definitions.

participate teacher
afloat support
corporate catastrophe
mentor survive
poverty business
assistance take part
disaster being poor

7. Skills development
Comment on the following fact
80% of Japanese companies publish Corporate Responsibility reports, compared with
71% of British, 32% US, 23% Australian and 18% of South African companies.
7. Research and creative activities
7.1. Find information about CSR in Ukraine, Japan or some other country. Find out
which companies are serious about corporate social responsibilities.
7.2. Find out about CSR of McDonald’s and Coca-Cola. What exactly do the
companies do?

7.3. Write a summary of article 3 in the EXTRA READING part.
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PART I1

Unit 7

Charismatic Leadership

1. Ice breaking questions
What is a leader? What is a charismatic leader?
Can you name a few charismatic leaders in Ukraine, in the world? What makes them
charismatic?
Do you personally have charisma? Do you know any one among your friends who
has charisma?
2. Read and discuss the following text
The greatest leaders have it — that special quality which attracts people to these

magnetic personalities. If your desire is to become an effective leader, then you need

to develop an appealing personality that causes others to respond to you. This

magnetism or appeal that attracts us to people is called charisma.

Charisma can be a difficult subject to grasp: people think it is a mystical and

elusive. However, Webster’s Dictionary defines it as “a personal magic of leadership

stimulating special loyalty or enthusiasm.” Some American Presidents stand out

because of a charisma factor. Ronald Reagan possessed the ability to convey humor,
personal warmth, and relaxedness. John F. Kennedy knew how to give others a

feeling of hope. He radiated boundless energy and made many Americans feel

important and needed.

The charismatic person may be controversial, unusual, or entertaining, but

never boring. Do you want to increase your level of charisma? Develop your
creativity and your confidence. Creativity is the ability to say things in an unusual
way. Confidence is the ability to do things in an unusual way. Charismatic people can
do both. Develop these two traits and people will stand up and take notice.

Charismatic people not only want to win, they want others to win too. That creates
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productivity. How does a person become productive? Find your strength and then
find someone who needs your strength. Charismatic people use their strengths to help

other people feel good about themselves; they are people-centered.

According to Webster one definition of charisma is "great personal magnetism:

CHARM.," but character is "moral or ethical strength: INTEGRITY." There are a lot

of people who have charisma, but no character, or integrity. Many people have a
charming gift that can take them places where their character cannot keep them. Our
character is revealed by what we do when nobody is watching. Many people will do
the right thing when somebody is watching them, but they won't do the right thing
when nobody sees them.

3. Answer the questions using the information from the text

1. What is charisma? What are the traits of charismatic people? What charismatic
people do you admire?

2. What can be done to increase the level of charisma?

3. How does the dictionary define the word ‘charisma’?

4. In what ways were Reagan and Kennedy attractive to people?

5. How is charisma connected to integrity? How to test integrity?

4. Discuss in class

4.1. Are you confident and creative?

4.2. What can you do to become confident and creative?

4.2. Find in the dictionary different definitions of the word “charisma” to have a
better understanding of the word.

4.4. Can you think of some examples of charismatic leaders with integrity?

4.5. Can you think of charismatic leaders without integrity?

5. Vocabulary study

5.1. Explain the meaning of the underlined words.
5.2. Provide synonyms for the following words: stimulate, loyalty, creative,
charisma, integrity, traits.

5.3. Correct the mistakes in the spelling of the following words.
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Megnitism, charme, integrety, karisma, criativiti, confidance, loyelty.
6. Say if the following statements are True or False
1. Charisma is an easy word to grasp.
2. When charismatic people are around you are always bored.
3. Charismatic people are not very self-confident.
4. Charismatic people want to win.
5. Charisma cannot be developed.
6. Charisma should be connected to integrity.
7. Research and creative activities
7.1. Make up 5 mini presentations about a charismatic leader you admire. Mention
his or her biographical facts, professional achievements, what makes him or her
charismatic.
7.2. Test your integrity. Let's see how you would answer the following questions.
Do you always pay your fare riding in a trolleybus or tram?
Do you cheat during a test?
Do you break traffic rules?
Do you keep your promises?
Will you smoke if it might do harm to your child?
Have you ever stolen a bar of chocolate or any other product in the supermarket?

7.3. Study the following situations. What is the best way to act in situations like that?
1. When leaving the car park, you accidentally bump into a car parked next to
yours and damage it slightly. Do you:

a) leave a note of apology on the windscreen with your name and address?

b) wait for the other driver to come back?

c) leave the car park as quickly as possible?

d) do something else?

2. You are in the supermarket. You pick up a box of eggs and drop it
accidentally, breaking some of the eggs.

Do you:
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a) put it back on the shelf?

b) buy it anyway!

c) give it to an assistant and say, you found it like that?
d) do something else?

7.4. Prepare a presentation about one of the charismatic leaders of your choice.
Charismatic Leaders from History

Alexander the Great (356-323 BC)

Julius Caesar "Dictator for Life" (100-44BC)
Charismatic Women

Coco Chanel (fashion philosopher)

Rosa Parks (civil rights activist)

Charismatic Religious Leaders

Moses (13th/12 century BC)

King David I (c.1035 - 972 BC)

Siddhartha Gautama "Buddha" (563 - 483 BC)

Jesus Christ (0-33 AD)

On your choice

7.5. Prepare a talk on how to become confident.
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Unit 8

Sociology and Famous Sociologists

1. Ice breaking questions
What does Sociology study?
Can you name some famous people who developed Sociology?

What are they famous for?
2. Read and discuss the following text

A. In a nutshell, sociology is the scientific study of society. Sociologists use the tools
and methods of science to understand how and why humans behave the way they do
when they interact together in groups. Though social groups — or societies — are
made up of individual people, sociology is the study of the group rather than of the
individual.

Most people who call themselves “sociologists” work in universities and

colleges, where they teach sociology and conduct sociological research. They ask a

variety of questions about society, sometimes wanting answers just for the sake of
curiosity; however, many times their findings are used to shape decisions of
policymakers, executives, and other individuals. Many people who study sociology
go on to conduct sociological research outside of academia, working for government
agencies, think tanks*, or private corporations.

think tank®™ - wHCTUTYT, mTAd SKCHEPTOB, MO3rOBOM WEHTP; KOJUIEKTHB
YUEHBIX, HAYYHO-UCCIIE0BATEILCKUN HHCTUTYT
B. The history of sociology is considered to be one of the social sciences — along
with economics, psychology, anthropology, geography, and political science. The
social sciences were born in the 18th and 19th centuries, as people began applying the
scientific method to human life and behavior. Among the social sciences, sociology

has always been unique in its ambition to understand the entire social world —
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considering all its aspects in combination rather than in isolation. It’s a daunting task,

and one that sociologists are still struggling with today.

C. The most important early sociologists had clear ideas about how to study and
understand society. These ideas still form the basis for much sociological
investigation and discussion today. Karl Marx emphasized the importance of
physical resources and the material world. He believed that conflict over resources is
at the heart of social life. Emile Durkheim emphasized cooperation rather than

conflict. He was interested in the shared norms and values that make cooperative

social life possible. Max Weber took ideas from both Marx and Durkheim and
argued that both conflict and cooperation, both material resources and cultural values
are essential to social life. Over the past century, sociologists have continued to
debate the early sociologists’ ideas and have applied them to specific societies all

over the world.

3. Stage a discussion in class based on the information in the texts

3.1. What is the focus of Sociology? What are the main activities of sociologists?

Who can use the results of sociological studies? In what way can they be used?

3.2. When were sociological sciences formed? What does each sociological discipline
(economics, psychology, anthropology, geography, and political science) study?
What is the aim of Sociology?

3.3. What were some of the ideas of Karl Marx, Emile Durkheim and Max Weber?

4. Say if the following statements are True or False

1. Sociology is a study of the individual.

2. Sociologists try to understand how and why humans interact together in
groups.

3. Sociologists, when conducting sociological research, ask a variety of questions

about society.
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4. Think tanks are organizations with the focus on doing research and analyzing
findings.

5. Karl Marx focused on the importance of the spiritual world of the individual.

6. Emile Durkheim emphasized cooperation and common values.

7. Max Weber emphasized the importance of both material resources and cultural

values, both are essential to social life.

5. Vocabulary study
5.1. Explain the meaning of the underlined words in the text.

5.2. Make up word-combinations based on the given text.

think century
ambition importance
scientific to understand
interact study

shared tank
Emphasize together

19th norms

5.3. Explain the difference in the meanings of the following words: science -
scientific - society.
5.4. Explain the subject or focus of the following sciences: economics, psychology,

anthropology, geography, and political science.

7. Skills development

Analyze and discuss some amazing facts about humans.

e Laughing lowers the levels of stress hormones and strengthens the immune
system. Six-year-olds laugh an average of 300 times a day. Adults only laugh
15 to 100 times a day.

e The brain is much more active at night than during the day.

e The acid in your stomach is strong enough to dissolve razorblades.

e After eating too much, your hearing is less sharp.
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e Your nose can remember 50,000 different scents.

e Your eyes are always the same size from birth, but your nose and ears never
stop growing.

e We are about 1 cm taller in the morning than in the evening.

e It is not possible to tickle yourself. Even the most ticklish among us do not
have the ability to tickle ourselves.

e Women blink twice as many times as men do.

e Over 90% of diseases are caused by stress.

7. Research and creative activities
7.1. Make up a presentation about Karl Marx, Emile Durkheim and Max Weber,
including interesting biographical facts and their sociological ideas.

7.2. Write a summary of article 4 in the EXTRA READING part.
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Unit 9

Agents of Socialization

1. Ice breaking questions

How does your family help you to socialize in society?

What is the role of school and university in socializing?

In what way does church socialize a person?

How does the media influence a person’s integrating into society?
2. Read and discuss the following text

Sociologists use the term agents of socialization to refer to the various people
and groups that socialize an individual into his or her culture/s. Here are a few
different agents of socialization. Think about how they have affected the way you

think about yourself and the world around you.
v Your family is a primary group that was responsible for your earliest and

most important socialization. Your family has likely shaped everything from your

habits to your moral values to your sense of humor and — most fundamentally —

your sense of yourself. Who are you? What are the best and the worst things about
you? Your parents and other close relatives have their own answers to those
questions, and you can hardly have escaped being deeply affected by their views on
the subject.

v School is another prime agent of socialization. Teachers and administrators
typically make no bones about the fact that their socially designated job is not just to
transmit knowledge but to transmit culture. Government-run schools in many
societies are limited to officially transmitting civic culture rather than religious or
ethnic culture, but even then, schools drop a heap of socialization on every student

every day — from a nation’s founding ideals to which side of the hallway you’re

supposed to walk on. School is also a prime site of socialization by peers.

v/ Church (or sacred place) is a place where people go to connect with the
spiritual world, but also — often very deliberately — to be socialized. Religious

leaders and sacred texts often make strong prescriptions about everything ranging

from when killing is acceptable to when wearing lipstick is acceptable. Religious
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services often include solemn rituals and have dress codes marking them as unusually
important. People do sometimes switch religions, but they remain forever affected by

the socialization they have received in communities of faith.

v The socializing power of the media is a matter of permanent debate. People
are active viewers, listeners, and readers who watch, listen to, and read media for
many different reasons and learn different things from the same songs, shows, or
books. That said, people certainly learn many important cultural lessons from media,
sometimes as profound as the value of diversity, sometimes as mundane as the latest

dance craze.

3. Answer the following questions using the information from the text

3.1. What does the term “agents of socialization” mean? What is the main function of
the agent of socialization?

3.2. How does the family as a primary group affect you? What are other functions of
the family in socializing? What are the best and the worst things about you?

3.3. What are the socializing functions of school and university? What values does
your university instill in you?

3.4. How does church socialize a person? Can you think of any principles that your
religion teaches you?

3.5. What is the role of the media in socialization?

4. Say if the following statements are True or False

1. The family is responsible for the earliest and most important stage of
socialization.
Teachers and administrators are only responsible for transmitting knowledge.
Church provides for the fulfillment of the spiritual needs of the people.
Religious leaders do not decide on the dress code in religious organizations.
People never switch religions in their lives.

The media transmits cultural values.

A e B

Peers at school influence the mind of a person.
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5. Vocabulary study

transmit religions
spiritual socialization
sacred debate
switch prescriptions
permanent world
strong culture
agents of place

5.1. Explain the meaning of the underlined words in the text.

5.2. Make up proper word-combinations based on the given text.

5.3. Explain the difference in the meanings of: transmit knowledge and transmit

culture.

5.4. Arrange the key words from the text pertaining to the topics Family, School,

Religion, Media in the form of mind map.
6. Skills development

Analyze the facts presented in the text and discuss them in class.

Advertisers spend the most on the Drama genre.

The average cost of a 30 second advertisement on Primetime is $7,800.
The average person watches 3 and half hours of Youtube per month.
The average number of channels a person watches is 17.5.

The most watched TV night is Sunday. The least watched TV night is Friday.

7. Research and creative activities

7.1. Prepare a presentation about the agents of socialization.

7.2. Complete the table after finding out what values Family, School, Church, and

the Media instill in different countries. Let each student be responsible for one

country.

Family School Church Media

Ukraine
Germany
Iraq
India

7.3. Write a summary of article 5 in the Extra Reading part.
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Unit 10

Mainstream and Subcultures

1. Ice breaking questions

What is popular today in the world (clothes, ideas, movies, music)?

What subcultures can you name?

There is a certain accepted etiquette at a disco club. What behavior would you call
strange in a disco club?

Do you prefer following the crowd, or do you prefer following the minority, or would
you rather follow no one but be your own self?

2. Read and discuss the following text

A. Defining “Mainstream”

There are different ways of studying culture, different ways of producing
culture, and different ways of interpreting culture. There are some very widely shared
cultural norms and some very popular cultural products: things that just about
everyone likes or knows about. These things can be called mainstream culture. Parts
of mainstream culture include:

v Mainstream products: * Blockbuster movies and popular songs * Flags and other
popular symbols ¢ Sacred texts.

v Mainstream ideas and values: « Widespread religious beliefs ¢ Ideas about what
type of people are most important (men or women, white or black) ¢ Ideas about what
type of government is best (democracy, communism).

v Mainstream practices: * National holidays ¢ Rituals such as saying a prayer or a
national pledge, watching a popular sport, or voting * Dating and marriage practices.

Mainstream culture includes some of a society’s most cherished traditions and
widely shared values. Even in societies that have many different cultural traditions,
products, ideas, values, and practices in mainstream culture can provide common
ground that help everyone get along — and have something to talk about over the

backyard fence!
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B. Defining Subculture

The word subculture refers to a culture that is strikingly, often deliberately,
different from mainstream culture. Values and practices associated with a subculture
will often seem odd to mainstream people, and they may even cause outrage.

A good example of a subculture that caused outrage can be found in the 1970s
punk subculture in England. Members of that subculture adopted styles of dress that
were designed to shock mainstream Brits. Punks pierced their lips with safety pins,
spiked and dyed their hair, and — most offensively — used the British flag in
disrespectful ways.

Subcultures reject mainstream culture, but there can’t be such a thing as
subculture if there’s no mainstream culture to reject!

Subcultures can even have subcultures of their own — groups of people who
keep certain norms and practices of the subculture, but deliberately reject others.
When subcultures reach a certain level of popularity, they may be absorbed into

mainstream culture, thus ceasing to be different or shocking.

3. Answer the following questions using the information from the text

3.1. What does the term “mainstream” mean? What are the parts of the mainstream?

Give some examples of the mainstream culture

3.2. What does the term “subculture” mean? Provide examples of a subculture.
Describe the subculture of the punks. What happens when a subculture becomes

popular?

4. Say if the following statements are True or False
1. Widely shared cultural norms and very popular cultural products are included
into the mainstream.
2. Popular values, and practices in the mainstream culture unite people.
3. The word subculture refers to a bad version of culture.

4. Subcultures oppose mainstream.
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5. The Punk subculture originated in England in the 1970s.
6. Subcultures are opposed to mainstream culture.

7. A subculture can have subcultures inside a group.

5. Vocabulary study

5.1. Explain the meaning of the underlined words in the text. Provide synonyms for
them.

5.2. Make up word-combinations based on the given text.

pierced pledge
mainstream texts
sacred ground
national culture
Widespread outrage
cause values
Common lips
backyard fence

5.3. Provide examples of the mainstream traditions and subculture traditions.

6. Skills development

Study the list of the subcultures found in the Internet and arrange in the alphabetical
order. Which of the following A - Z subculture groups sound attractive to you?
Which subculture group would you like to join? What subculture, in your view, is
unacceptable?

A: Anarcho-punk

B: Beatniks, Bikers, Bohemianism, Bodybuilding

C: Cybergoth
D: Dark Culture, Deaf Culture

E: Emo
F: Fandom, Fetish subculture, Furries

G: Gamer, Goth, Gothic Lolita, Gopniki, Graffiti writers, Greaser
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H: Hacker culture, Hiphop, Hippie

I: Industrial

J: Juggling, Juggalo, Junglist

L: Leather culture

M: Mods, Metalheads

N: NS Black Metal, Nazi punks, New Age, Norwegian black metal,
Nudism/Naturism

O: Otaku,

P: Pokémon, Preppy, Punks

Q: Queer

R: Raggare, Rave, Rude boys

S: Scooterboys, Skater, Skinheads (Red skin, Trojan skin, White power skin),
Sukeban, Surfers, Swing kids

T: Teenybobbers, Teddyboys, Trekkies

V: Vampire culture

Z: Zazou

7. Research and creative activities

7.1. Speak about mainstream and subculture.

7.2. Make up a power point presentation about one of the most attractive subcultures.
You can use the list from exercise 6.

7.3. Write a summary of text 6 in the Extra Reading part.
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Unit 11

Crime and Deviance

1. Ice-breaking questions

What is a criminal? Why do people commit crimes?

What is the difference between a criminal and a “bad person™?
What is the worst crime in your opinion?

What crime, in your opinion, deserves a death penalty?

2. Read and discuss the following text

Every social group has its norms. Some of those norms are informal, meaning

rules that are not written down and not officially defined as rules. There is no official
agreement about what’s supposed to happen to you if you stray from these norms, but
if you ignore them, people will probably notice and might well punish you in one
way or another. Some examples of informal norms include:
v/ Having good manners, such as saying please and thank you, holding the door
for others, not eating with your mouth open.

v Keeping secrets among friends.
v Dressing according to generally accepted standards.
v Walking on the right (or, in some places, left) side of the hallway.

When you violate any social norm, sociologists call it deviance. No one is perfect
and so from time to time we demonstrate a deviant manner. Sometimes you feel bad

about being rude to a friend, or have inappropriate dress code — deviance is part of

social life.
Some norms are stronger: these are called formal norms. These are norms that
are publicly stated (usually put in writing), and that may have an officially

determined consequence. Some examples of formal norms include:
V' A family rule that you have to do your chores before going outside to play.
v A school rule that students have to wear a certain uniform.

v A state law that you can’t exceed posted speed limits on the highway.
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When formal norms are made by units of government and backed with the
threat of force, they’re called laws. Breaking a law is deviant — and it’s also a crime.
Because crime is just a specific type of social deviance, more damaging to the
individual and society. The consequences of violating laws may include fines,

imprisonment, or even death. What’s important to understand is that “deviance” or

deviant behavior may vary from one social group to another, and “crime” is

something that has to be sorted out by government agencies.

3. Answer the following questions using the information from the text

3.1. What does the term “norm” mean? What are the two types of norms? Provide
examples of informal norms and formal ones? What is the “price” for violating the

norms? What is deviance?

3.2. What is the difference between deviance and crime? Name some of the ordinary
types of crime and rare types of crime. What should be the punishment for these

types of crime?

3.3. How does the family as a primary group affect you? What are the main and the
other functions of the family in socializing? What are the best things in you instilled

by your family?

3.3. What is the function of Law? Is following the rules of law generally a good thing

or a bad thing? What is the purpose of punishment for violating the rules of Law?

4. Say if the following statements are True or False
1. Every society has its norms.
2. If you ignore norms you will be very strictly punished.
3. Having bad table manners is not a crime, it is deviance.
4. Not keeping the secrets of your friend is a crime.
5. Formal norms are publicly stated and an example of them is a school rule about
wearing a school uniform.

6. Violated formal norms backed by the government are called crime.
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7. The consequences of violating laws may include fines, imprisonment, or even

a death sentence.

5. Vocabulary study

5.1. Explain the meaning of the underlined words in the text. Provide synonyms for

them if possible.

5.2. Make up word-combinations based on the given text.

exceed secret
deviant laws
keep norms
informal speed
violate out
sort manner

5.3. Explain the meanings of the following words: crime - criminal — Crimea -

criminalist - criminalistics.

5.4. Arrange the key words connected with the topic CRIME from the text in the

form of a mind map.

6. Skills development

6.1. Explain each of the following types of crime.

Bribery
Child Pornography

Computer Crime

Credit Card Fraud

Drug Manufacturing

Drunk Driving

Forgery
Fraud

Harassment

6.2. Which one, in your opinion, deserves the most serious punishment, which

one deserves the lightest punishment?
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Kidnapping
Murder
Prostitution
Rape
Robbery
Shoplifting
Theft

Vandalism.




6.3. Find in the Internet the most widespread type of crime in your country? In
Germany? In China?

7. Research and creative activities

7.1. Think of the norms of your home country or a country of your choice. What
happens if those norms are violated?

7.2. Prepare a talk on one of the following types of crime (nature, famous
examples, punishment, etc.).

7.3. What is death penalty? Is death penalty accepted in your country? Is death
penalty, in your opinion, a good thing or a bad thing? Get ready to debate this

1SSue.
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Unit 12
Sociology of Facebook

1. Ice breaking questions

What social network do you regularly use?

Describe the content you post on Facebook or Instagram?

What kind of content, in your view, is not recommended to post on Facebook?
2. Read and discuss the following text

Social networking sites are a subject of fascination for sociologists and for just

about everyone who participates on them. These sites normally allow each user to
create an online profile which they can then link to their friends’ profiles. These sites
now involve hundreds of millions of users around the world — it is evidence of how
important social networks are in people’s lives.

The presentation of self

Sociologists observe how people play roles in society — like actors on a stage.
A user’s profile is a perfect example of this. Unlike in face-to-face interaction, a user
has perfect control over the “face” he or she presents on a social networking site. S/he
can choose which pictures to display, what information to reveal, and whose

acquaintances to acknowledge. Stressful moments on social networking sites come

from tension and cracks in this careful presentation of self. A friend might post an

embarrassing photo where you look awkward.

The diversity of social ties

Social networking sites clearly demonstrate that there are as many different
kinds of relationships as there are pairs of people in the world, and no matter how
many different options a networking site offers you, there will be a lot of
relationships that are awkward to manage. In the network you have very different
relationships with so many people, and they’re all your “friends.” At the same time if

a person keeps making inappropriate comments on your profile, you can de-friend

her.
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The spread of information through social networks

As if gossip didn’t spread quickly enough before the Internet, it spreads like
wildfire now. If one of your friends posts a picture of you making out with someone
you met at a party, all your friends will know about it immediately. The social
networks have made it easier to broadcast the latest scoop to a mass audience. All
you have to do is log in?
3. Answer the following questions using the information from the text
3.1. What does the social network provide? What activities can you do in social
networking sites (Facebook, Instagram etc.)?
3.2. How can you present yourself on Facebook? How can you communicate with
your friends through a social network? How diverse are the relationships in the
Facebook? What are the potential reasons for de-friending a Facebook friend?
3.3. What are the advantages and disadvantages of social networks?
4. Say if the following statements are True or False
1. Social networking sites allow you to create an online profile, which you can link

to your friends’ profiles.
2. The user has a perfect control over the “face” they present on a social networking
site.

3. There is no stress in social networking.
4. There are many different kinds of relationships on a social networking site.

5. Gossip spreads very quickly on a social networking site.
5. Vocabulary study

5.1. Explain the meanings of the underlined words in the text. Provide synonyms if

possible.

5.2. Make up word-combinations based on the given text.

post networking
inappropriate audience
mass an article
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social acquaintance
acknowledge photo
embarrassing comment

5.3. Find in the text the key words pertaining to the topic Social Network and arrange
them in the alphabetical order (e.g. a- acquaintance, b-..., c-).
6. Skills development
Analyze the facts stated in the above text and discuss them in class. What facts are
new to you? What tendencies can we observe? How can your university or business
profit by this information?

e There are more than 600 million users on WhatsApp

e Facebook messenger has more than 500 million users.

e 4.5 billion likes are generated daily.

e Instagram has more than 300 million users.

e 70 million photos and videos are sent daily through Instagram.

® 53% of internet users aged 18-29 use Instagram.
7. Research and creative activities
7.1. Prepare a talk on the Sociology of Facebook (Instagram).
7.2. Make a presentation of your Facebook or Instagram site. Demonstrate it and talk
about your profile, your friends; your recent posts, hobbies, photos, the events you
visited. What image of yourself do you transmit on your social network site?
7.3. Be prepared to participate in a debate on the advantages and disadvantages of
social networking sites.

7.4. Write a summary of text 7 in Extra Reading part.
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EXTRA READING

Text 1 (2500 characters)
How I became a sociologist

The story of how I became a sociologist may help you to understand what’s
unique about the sociological perspective, and to think about how sociology can
cause you to think differently about your job and your life.

When I was in high school and looking for a job, I quickly decided that being a
babysitter was a lot more fun than being a golf caddy. So I ended up babysitting for
many different families. Doing that work, I temporarily took the place of many
different parents with many different views on child-rearing: TV, or no TV? Strict
bedtime, or whenever the kids get tired? Organized activities, or free play? Needless
to say, every set of parents thought theirs was the “right” way to raise children. They
might check out a stack of parenting books from the library, but they would usually
end up sticking with the one that told them to do whatever it was that they were going
to do anyway.

I went on to study education in college, but my favorite course was one on the
history of education, where we learned about the many changes in people’s views of
children and how they learn. Again, I was struck by how in every time and place,
people were convinced that they had it all figured out. What made us so sure that we
finally had it “right”?

Eventually, I realized that I was interested not in the education of children, but
rather in the sociology of childhood — the study of different ideas about what
children should do, and what those changing ideas have to do with changes in other
areas of society. For my doctoral dissertation in sociology I studied the history of
children’s books and media: how changes in technology and child-rearing have
affected what we value in our children’s reading material. I systematically gathered
articles about children’s books and media and analyzed them to test my hypothesis

that, in our concern that kids aren’t reading enough, we have become much more
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open-minded about what we consider “good” reading material for children. I called
the dissertation From Captains Courageous to Captain Underpants.

Becoming a sociologist allowed me to pursue questions that I felt needed to be
answered: How do we decide what’s right and wrong whether it comes to kids’
books, or anything else? How do our society’s norms and values come to be? Why do
the people in one neighborhood have completely different ideas about child-rearing
than the people in the next neighborhood? Those are fundamentally sociological

questions. http://www.ssnpstudents.com/

Text 2 (2370 characters)

Key Challenges in HR Management

Corporations that can meet these challenges head on will build and sustain
competitive advantage.

Managing talent

Companies will need to assess not only the number but also the quality and type of
talent they need, in light of their strategic and business requirements. To retain
specialists, companies will need to tailor career tracks so that they reward and fully
utilise different types of employees with different interests and skills levels.
Managing demographics

With the workforce in Western Europe graying, European companies must take
actions to minimise two different risks: the loss of capacity and knowledge as
employees retire and the aging of the workforce. One of the most effective ways to
minimise a company’s exposure is implementing a comprehensive system of job
families across the company.

Becoming a learning organization

Companies must prepare their employees to cope with the complexities and
accelerated speed of an increasingly global economy. This action is particularly
important since some national education systems are failing to arm new workers with
the skills that they will require to keep pace. Companies will need to boost
significantly the number of on-the-job development programs such as job rotations.
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Simply spending more on training programs won’t automatically translate into
enhanced productivity. The Business and HR leadership teams must clearly define
and measure the return on investment that they expect from learning initiatives.
Managing work-life balance

In order to attract and retain highly talented individuals, companies will therefore
need to offer flexible work — unlocking hr’s potential arrangements. They will also
need to appeal to employees growing desire to derive a sense of greater purpose from
their work. Companies should implement or improve programs that afford employees
flexible working hours, opportunities to work from home and job sharing.

Managing change and culture transformation

As companies hire workers from around the world and enter new markets with
increasing speed, managing corporate and cultural change will become a critical
capability. Research shows that executives expect their HR functions to develop tools
and methodologies that help and guideline managers in communicating to employees

the need for change — and empower them to bring about such change.

Text 3 (2300 characters)
Karl Marx

Karl Marx was born in 1818 in Germany. He never called himself a sociologist
— that word was then too new to mean anything to most people — but he was a little
bit of just about everything else. He started out studying law, became involved in
philosophy and history, and later worked as a journalist and political activist. Marx’s
life and work were inspired by his disgust with the capitalist economic system,
especially with the way it kept millions of people toiling in dirty factories and
parched fields with very little to show for their work at the end of the day. He was
convinced there could be a better way, and he worked to support the Communist
Party, a group dedicated to creating a society where everyone shared and shared
alike. This troublemaking got Marx kicked out of Germany, France, and Belgium,

and he finally landed in England; he died in London in 1883.
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Marx, working with his close friend and colleague Friedrich Engels, wrote a
lot, but much of it took decades to be organized, published, and translated. It wasn’t
until the 1930s that people truly understood everything Marx was trying to say.

Sociologists consider Marx important for two main reasons: his general theory
of history and his specific ideas about power and exploitation. Marx’s theory of
history is often called materialism. For Marx, the most important forces in history
weren’t ideas; they were basically economic forces. Every stage in history, according
to Marx, was distinguished by its own mode of production, a way of organizing the
production and distribution of material goods. Each mode of production (ancient
slaveholding society, medieval feudalism, and so forth) has its own inherent conflicts
among different classes, and those conflicts inevitably lead to the failure of one mode
of production and the beginning of another.

Marx was particularly concerned with the mode of production that dominated
his time: industrial capitalism. Marx wrote about a number of different class groups
that he saw having roles in capitalism, but the two most important were:

v The bourgeois: the wealthy, powerful people who own the factories, the farmland,
and just about everything else.

v The proletariat: the people who don’t own much and are forced to work for the
bourgeois to feed their families.

Marx thought that capitalism was bad for everyone, but especially for the
proletariat. The proletariat, said Marx, are especially hurt by capitalism because they
are viciously exploited by the bourgeois. No matter how much profit a factory owner
makes in a day, if his workers don’t have anywhere else to work, all the owner needs
to do is pay the workers enough to keep them alive — the bourgeois factory owner

keeps all the extra profits, earned on the backs of the hardworking proletariat.
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Text 4 (2500 characters)

Emile Durkheim

The French scholar Emile Durkheim spent his life not just practicing sociology but
trying — quite successfully — to convince the world of sociology’s importance.
Durkheim was born in France in 1858, studied philosophy and social theory, and
ultimately founded the first European department of sociology. His life had much less
excitement than Marx’s, but he was full of new and provocative ideas about society.
Compared to Marx, Durkheim had a fundamentally different — and much more
positive view — of society. For Durkheim, humans are fundamentally social. In fact,
thought Durkheim, our social life — at home, work, play, and worship — is what
defines us, what gives us meaning and purpose. It’s what makes us truly human, and
that fact is what makes sociology — the study of society — so important. In his book
The Rules of Sociological Method, Durkheim set out his vision of what sociology is
and how it should be done. Specifically, he said that the job of the sociologist is to
study social facts: facts that are true of groups of people rather than individuals.
Those are the facts Durkheim thought sociologists should take as their special area of
concern.

Durkheim agreed with Marx that society was changing, but rather we were
becoming more differentiated from one another in all kinds of ways. Earlier in
history, when society was relatively simple, there were just a few different jobs
people performed: hunter, gatherer, farmer, priest. Now, there are thousands of
different jobs that need doing, and they’re very different from one another: software
engineer, preschool teacher, screenwriter. This functional differentiation, thought
Durkheim, was both necessary and — in broad terms — a good thing. Our shared
social values help us work together productively and, for the most part, peacefully.

To prove the usefulness of sociology as a discipline, Durkheim chose to study a
topic that would seem deeply personal, much more the domain of the psychologist or
philosopher than the sociologist: suicide. By demonstrating that sociology could help

us understand something so intensely private and individual, Durkheim showed the
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power of his newly invented sociological method. In his book Suicide, Durkheim
pointed out that though any individual person’s decision to commit suicide was, of
course, personal, suicides seem to have shared social causes. Durkheim observed that
some countries have higher suicide rates than others. Whatever combination of
factors cause people to commit suicide, they seemed to be greater in Sweden than in
Spain; further, they were greater among unmarried people than married people, and
greater among men than women.

In the end, Durkheim concluded that there were actually different types of
suicide that tended to happen for different reasons. For example, egoistic suicides
were more frequent in groups with weak social ties (for example, countries with
religious values emphasizing individualism) and altruistic suicides were more

frequent in groups with extremely strong social ties (for example, the military).

Text 5 (2600 characters)
Max Weber

Marx and Durkheim are easy to compare and contrast because their views
about what matters in society were so strikingly different. Marx thought it was all
about conflict; Durkheim thought it was all about cooperation. Marx was concerned
with the material world; Durkheim was concerned with the world of ideas and values.

Max Weber (pronounced VAY-ber) is much harder to identify. Weber thought
that social life is marked by both conflict and cohesion. Sometimes we fight,
sometimes we get along; the trick is to understand why and when. Max Weber’s best-
known book is called The Protestant Ethic and the Spirit of Capitalism contains
Weber’s argument that the values spread by Protestant theologians like John Calvin
were very influential in Europe’s transition from traditional society to modern
capitalism. Essentially, Calvin and other Protestant theologians argued for the values
of hard work, discipline, and savings. The belief that time is money, and money is
good (because an abundance of it suggests that God favors you particularly) is

foundational to the capitalist economy. It’s a brilliant sociological argument, and its
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core insight — the connection between a rigorous religious worldview and the
capitalist economic system — may have been partially inspired by the troubled
marriage of Weber’s parents.

Weber’s mother was devoutly religious, a strong believer in the moral value of
self-sacrifice, strict discipline, and hard work. Weber’s father, on the other hand, was
a worldly, wealthy man who unapologetically enjoyed the luxuries his money could
buy. Weber’s work addressed this paradox: that modern life has some of the ascetic
self-discipline of the monk — you must be at your desk from 9 am. to 5 p.m.,
fulfilling a precise list of duties — and yet it has afforded us luxuries and freedoms
unimaginable to people who lived in the pre-modern era. It may be dehumanizing to
work in exchange for money rather than to work growing food for your family, but
now you have money that you can spend on whatever you want: maybe food, maybe
a vacation. Whatever!

In The Protestant Ethic, Weber tells the story of a landowner who hires some
farmers to work his land. To motivate the farmers to work harder, the landowner
increases the amount he pays per acre mowed; however, the landowner discovers, to
his astonished frustration, that the farmers then proceed to work less hard because
they only want to make enough to live on and after their “raise,” it takes less work to
do it. If we all behaved that way, capitalism would never work. We’re the “good”
farmers who work harder for greater financial reward — but to what end?

According to Weber, modern society is marked by rationalization: Most things
are organized according to standard rules and systems that are meant to apply to
everyone, with society meant to run like a well-oiled machine. In your job, for
example, you don’t have the responsibilities you have and get paid the amount you do
just because you’re you — those things go with the job, and if you quit, the next

person to take your job would perform the same tasks and get paid the same amount.
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Text 6 (2300 characters)
Altruism

Altruism refers, in a word, to generosity. When you offer a service or a gift
with no thought of reward, that is pure altruism. When you offer something for a
small reward (like a t-shirt or a hug), that’s still generosity — even if it’s not pure
altruism. The existence of this kind of prosocial behavior may be the Achilles’ heel of
rational choice theory. Of course, most people are not Mother Teresa. In many cases,

when we give things away, we get other things in return. For example:
v/ A major donor to a museum or a college may be rewarded by having a building

named after them, and may be given a seat on a board of directors, yielding valuable
social and professional connections.
v/ When you give your boyfriend or girlfriend a birthday gift, you cause them to feel
more attached to you and thus gain security in your relationship — plus, when it’s
your birthday they will probably turn right around and give you a gift of comparable
value.
v/ When you volunteer your time to an organization, you are gaining potentially
valuable experience and the social prestige of being seen to give your time away.
Plus, you may be having fun and/or being directly rewarded with free services
or products from that organization.
All this being true, it’s still the case that often people do act altruistically in ways that
are hard to understand from a rational-choice perspective. People make anonymous
donations, stand by loved ones for years while they fight fatal diseases, and toil at
services that few see or appreciate.
In fact, some sociologists argue that living peacefully and constructively in society
requires constant acts of generosity on everyone’s part. If everyone actually tried to
get away with whatever they could, doing exactly what they pleased just so long as
the reward eclipsed whatever punishment they might face, society would fall apart.
Think about what it would be like if every storekeeper had to assume that every

single customer would steal if given any opportunity, or if no one ever let anyone else
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merge into a crowded lane on the freeway. No police force could hold a society
together if all its members were determined to act for their personal gain. So why
don’t they?

According to Durkheim, it’s norms and shared values that hold society
together. Society is not just about jumping on the back of the next guy so you can get
higher; it’s about cooperating to achieve goals together — and joining together to
celebrate those achievements. People internalize the norms of society so deeply that
they regularly act in ways that would seem to be contrary to any selfish motives and
fortunately, this leads to a working society that benefits everyone. To understand the

decisions a person makes, you have to understand the society they come from.

Text 7 (2300 characters)
Why Facebook is making people sad

According to a new study conducted by sociologists Hui-Tzu Grace Chou and
Nicholas Edge at Utah Valley University, research showed a correlation between a
Facebook user’s disposition about their life and the amount of time spent on the
social network. Approximately 425 students were asked to identify how much they
agreed or disagreed with statements like “Life is fair” and “Many of my friends have
a better life than me.” In addition, the students were asked about how much time they
spent on Facebook, their number of Facebook friends as well as how many of those
friends they had actually met in person. The researchers also attempted controlling
for factors like relationship status, gender, religious beliefs and race.

Seeing a pattern emerge, the two sociologists discovered that as people spend
more time on Facebook, they start to believe that others have a better life than they
do. Within the paper, Chou and Edge stated “Those who have used Facebook longer
agreed more that others were happier, and agreed less that life is fair, and those
spending more time on Facebook each week agreed more that others were happier

and had better lives. Furthermore, those that included more people whom they did not
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personally know as their Facebook “friends” agreed more that others had better
lives.”

Published in the Cyberpsychology, Behavior and Social Networking journal,
the study also concluded that people that spent less time socializing on Facebook and
spent more time with real-life friends were less likely to be unhappy. Since Facebook
users are far more likely to depict the happiest times of their lives through carefully
curated photos rather than catalog depressing events, many users are more likely to

believe that happiness is a constant in their friend’s lives. An earlier study conducted

last year by the American Academy of Pediatrics also found that children and

teenagers can develop ‘“Facebook Depression” when being overwhelmed with

positive status updates and photos of happy friends.
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WRITING FILE
Reference letter from a manager

Thomas Jones

123 Business Rd.
Business City, NY 54321
555-555.555
thomas.jones@email.com

February 15, 2018
To Whom it May Concern:

Jane Doe has worked for me as a Merchandiser Supervisor for the past two years.
While under my supervision, her responsibilities have included hiring, training, and
supervising store service personnel.

She has established an outstanding rapport with store managers and owners. Her
ability to get work done through the service personnel has been outstanding. Jane is
highly respected by the people who work under her supervision; she is organized,
thorough in her paperwork, and is always on time.

Jane has done an excellent job and I would highly recommend her for a position with
your organization.

Please let me know if I can provide you with any further information.
Respectfully,

Thomas Jones
Manager
Acme Retail
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Writing memo example

To effectively communicate with your coworkers, address your audience in clear,
concise language.

A General Office Memo

MEMORANDUM

To: All Staff

From: The Manager

Date: May 27, 2010

Subject: Inappropriate use of time on Google Doodle games
Coworkers,

It has come to my attention that many in the office have been spending time on the
Google home page microgames. This memo is a reminder to use your work hours for
work.

Gaming during office hours results in a nearly $700 weekly loss.

Of course, we don't want you to view our organization as a place of draconian rules. |
encourage a fun and competitive environment, and I recognize that we certainly won't
be profitable if you are unhappy or dissatisfied with your jobs. This is just a reminder
to be careful with your use of company time.

Thank you,

The Manager
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SUMMARY AND ANNOTATION WRITING GUIDE
(CnipaBOYHMK IO COCTABJICHUI0O AaHHOTALMH)

OO6mienpu3HaHHO, YTO aHHOTAIMEH (aHTJI. SKBUBAJICHTHI — summary, abstract)
SBIISIETCS KpaTKash XapaKTepUCTHKA COJEp)KaHWs CTaThU WJIH PYKOIHCH, T.H.
NEPBUYHOTO TOKyMEeHTa. B aHHOTammu B 0000IIICHHOM BUE PACKPBIBACTCS TEMATHKa
nyOnmukanuu 6e3 TMOJTHOTO PacKphITUS ee conepkaHus. CiemayeT MOHHMMATh, 4TO B
aHHOTAIIMH YKa3bIBAIOTCS JIUIIb CYIIECTBEHHBIC MPU3HAKU COACPIKAHUS JTOKYMEHTA,
T.€. T€, KOTOPBIC MO3BOJISIIOT BRISIBUTH HAYYHOE U MPAKTUYECKOE 3HAYCHUE i HOBU3HY
uccienoBanus. [Ipm ee cocTaBlieHWH HE CIIEyeT NEepecKa3blBaTh COACPKAHHE
JIOKYMEHTA, 1aBaTh OLIEHKY ¥ PEKOMEH/IAIIHH.

Crnenyet 3HaTh, 4TO 00BEM aHHOTAIMHM KoJjebneTcs oT 3-5 mpemnoxenuid. B
MEpBOM YacTH aHHOTAIMU (OPMYIUPYETCs OCHOBHAS TeMa CTaThH, BO BTOPOH —
U3JI0’KEHUE OCHOBHBIX TOJIOKEHUH, B TpeTheil — BBIBOMBI. O0s3aTebHON €€ 4epToi
SIBIISIETCS JIOTHYHOCTH CTPYKTYPHI.

Crparerusi HamWcaHWs AaHHOTAIIMHM BKJIIOYAaeT TpW JdTama. [lpum mepBom
O3HAKOMJICHUHM M OETJIOM MPOCMOTPE aHTIOSI3bIYHON CTaThu OoOpalaercss BHUMaHUE
Ha 3arojoBOK, TaOmuipl, rpaduku, pucyHkn. OHHU, Kak MPaBHIIO, YKa3bIBaIOT Ha
OCHOBHOE COJIEp)KaHHE CTaThH, 3aTparuBaeMble BOIPOCH.. Bo BpeMs BToporo Ooiee
BHUMATEJIFHOTO TMPOYTEHHUsI YCTAHABIUBACTCS OOIIHMIA 3aMBICEN CTaThH, BBIICISIOTCS
KITIOYEBBIC TOHATHUS, WACHTUOUIHUPYIOTCS pe3yabTaThl uccienoBaHus. [lpu
MOBTOPHOM YTCHHH HEOOXOJMMO MPOSICHUTH BCE HEMOHATHIE ()ParMEHTHI U TOOUTHCS
MOJTHOTO W TOYHOTO TIOHMMaHuWs Bced wuHpopmanuu. Ha nmanHoM »dTame
YCTaHABIMBAIOTCS 3HAYCHHUS HE3HAKOMBIX KITIOYEBBIX CIIOB MO KOHTEKCTY WIIH
cioBapro. KirodeBble croBa OOBIYHO BCTPEUAIOTCS B HA3BAHMHM TEKCTA, B IMEPBBIX
NPEJIOKCHUSIX TEKCTa, B TJaBHOM Te3uce aBTopa. OCYIIECTBIAETCS IEIOCTHOE
BOCTIpUSITUE MaTepuasia. Ha TperbeM »Tame MpOUCXOAWT MOJATOTOBKA M HAMKMCAHUE
MUCHhMEHHOTO TeKcTa. CHavalia peKOMEHAYETCS 3alHucaTh OCHOBHYIO WJCHO KaKIOU

BBIIICJICHHOﬁ npu 4YTCHUM 4YaCTH, BKIOYHUB TOJIBKO OCHOBHBLIC IIOJIOKCHHUA U
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MOJIJICP)KUBAIOIINE WX apryMEHTHI, B MpEAeNiaX OJHOTO TMPEJIOKCHHS 3alucaTh
KaXIbIH 13 HUX. TakuM 00pa3oM COCTaBISIETCS KPATKUH TJIaH BCETO TEKCTA.

B mpakThueckoM OTHOIICHWH YTOOBI HAMMCATh AaHHOTALMIO HAa AHTIIOSI3BIYHYIO
CTaThl0, €€ HeOOXOIMMO YCIOBHO pa3duTh Ha TpW 4acTu. Mcxoas u3 nHpopmanmy,
3aKJIFOUYEHHOW B 3aroJIOBKE W TMEpBOM ab3arie MOKHO ONPENEIHUTh TeMy, MpoOIeMy
CTaTbU M COCTaBUTH NepBoe mnpesoxenue. Hanpumep: The article deals with the
problem of ... . B nocieayomux IBYyX-Tpex ad3amax colepx uTcs uHbopMaius o
IaBHBIX MpoOieMax, BOMPOCax, pe3yiabTaTax WCCIEJOBaHHUA. BBIIBICHHBIC
KITIOYEBBIC TIOJIOKCHHUS CTAaThU JIOXKATCSA B OCHOBY IMOCIEAYIOIIUX JIBYX, TpeX
npeioxxennit. Hanpumep: Research results show that... . Special attention is given
fo... . llpu CMBICTIOBOM aHajHM3€ TEKCTa HEKOTOPHIC CHEIMATUCTBI PEKOMEHIYIOT
noMeuaTh a03allbl, CoJIepIKallie PeIeBaHTHYI0 HHPOpPMAIINIO 3HAKOM (+), a a03allbl,
HE COJIepIKalllie CYIICCTBEHHOW MH(popMaluu 3HaKoM (—). dparMeHThl, TpeOyrolue
MIPOBEJICHUS JIOMOTHUTEILHOIO aHalKn3a, oTMeuarTcs: 3HakoM (?). pyroit cmoco6
BBIJICTICHHUSI HEOOXOAMMON wH(OpMAaMK Il aHHOTAIlMM — TOAYEePKUBAaHUE
KITIOYEBBIX TPEJIOKCHH, OCHOBHON WIEHM KaXJI0ro ad3aia, BaXXHBIX (aKTOB, T.C.
Tex oOjacTedf, KOTOpble B JajbHEiIIeM BOWAYT BO BTOPUYHBIA TEKCT.
3akmounTeNbHbIE  (QOPMYITHPOBKUA CcOAepKaT WHPOpMAIMIO, HaWICHHYI0, Kak
MpaBWJIO, B TOCJIEIHEH YacTh CTaThU. ECIW TiaBHAs MBICIb B 3aKITIOYHTEIHHON
YacTH CTaThU HE C(HOPMYIHPOBAHA aBTOPOM, HEOOXOIUMO ITO CAENATh COCTABUTEIIO
aHHOTAIUH CaMOCTOSITEIILHO. [TpuBenem pUMEPHI 3aKJTFOYUTENHHBIX
bopmynupoBok: The conclusion is made that ... . Tlepen Tem, Kak NPeaCTaBIATH
aHHOTAIIMI0O B TOTOBOM BHJE, PEKOMEHAYETCS COCTABUTh YEPHOBOW BapHWaHT
aHHOTAIIMH U OTKOPPEKTUPOBATH (YOPMYIUPOBKH.

[lpy HammMcaHWM aHHOTAMHM OTPAaOATHIBAIOTCS CIEAYIONINE CYIICCTBEHHBIE
yMeHUs: uAeHTUGUUMpoBaTh KitoueBbie cioBa (key words); HaxoauTh TJIaBHOE
yTBEpKACHUE/ UCXOJIHOe ToJioxkeHue (thesis statement); HAXOIUTh apryMeHTHI B

MOJICP’KKY OCHOBHOT'O TIOJIOXKEHUS (Supporting points).

67



JanHoii (hopMe M3J10KEHUST HAYYHOI'O0 MaTepuaia CBOUCTBEHHO CTPEMIIEHHE K
JAKOHUYHOCTH, KPATKOCTH, T.H. CUHTAKCUYECKOW KOMIIPECCHH, KOTOpas MO3BOJISET
BMECTUTh MaKCUMyM HHQOpMalMM B MHHMMYM curHaina. CHHTakcudeckas
KOMIIPECCHUSI COKpAIAaeT U30BITOUHOCTh MPU COXpaHEHUH 00bema nHpopmanuu. OHa
NOCTUTAETCS 32 CUET MHOYKECTBA PA3JIMYHBIX CPENCTB, M MPEXKIE BCETrO, 3a CUET
IrPAMMAaTHUKO-CUHTAaKCUYECKUX ITOCTPOCHUIA.

['pamMMaTHKO-CHHTaKCHYEeCKOE O(QOpPMIICHUE aHHOTAIlMU XapaKTepHU3yeTCs
WCIIOJIb30BaHUEM HEOMPENICICHHO JIMYHBIX KOHCTPYKIMM TUIA if is considered, it is
analysed, it is reported, KOTOpbIE CIOCOOCTBYIOT OBICTPOMY BOCHPHUSITHIO
uH(popMaIK, a TaKXKe MACCUBHBIX KOHCTPYKIUH. JlJIg XapaKTepUCTUKU Pa3IUYHbIX
MPOLIECCOB MOT'YT OBITh HCIOJIb30BaHbl MPHUYACTHBIE O00OPOTHI, OOECIEeYMBAIOIINE
SKOHOMHIO 00bema aHHoTauuu. OCOOEHHOCTBHIO $3bIKA AHHOTAIMHM SBJISETCS
OOJIBIIIOE YHMCIIO TEPEUUCICHUM, KOTOpbIE TOSABISIOTCS B PE3ylbTaTe CKaTUsA
Joruyeckoro usznoxkenus. M30eraTh cieayeT ynoTpeOjeHuss aKTHMBHOIO 3ajora,
JUYHBIX U YKa3aTEJIbHBIX MECTOMMEHUH, CII0)KHBIX 00OPOTOB.

SI3bIKy aHHOTAllMM CBOMCTBEHHO MCIIOJIb30BAaHUE ONPEACIICHHBIX JEKCHUECKUX
cpenctB. B HayyHO#l CTUIMCTUKE BbIpaOOTaycs MEpPeUYeHb JEKCHUYECKHX €IMHHII,
XapaKTEepHBIX JJIsI aHHOTHUPOBAHHBIX TEKCTOB. Jlamee Mbl MPUBOAUM CIIMCOK CJIOB,

HauboJIee YacTo HCIIOJIB3YCMBIX IIPHU COCTABJICHUU aHHOTALIUIM.

a UMEHHO; TO €CTh — namely B Ipoliecce; B xoze — in the course of
6omee Toro — furthermore B pe3yJbTare — as a result

B HACTOsIIee BpeMs — at present BCJIEACTBHUE — in consequence of

B HEKOTOPOM OTHOULIEHUU — in certain B cBoe Bpems — in due time

respect B CBOIO OYepeib — in its turn

B OCHOBHOM — in the main B COOTBETCTBUHM C — In accordance with
B OCOOEHHOCTH; B YACTHOCTHU — In B TO BpeMs Kak; nmoka — while
particular B 1IesioM — on the whole

B MOPSJIKE; JJIsSl TOTO, 4TOOBI — in order BBUIY — in view of
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BMecTO — in place of

1o NMpuYMHe; B cuity — due to
nanpHenmui — further

710 HEKOTOpOH cTerneHu — to the extent
3a uckimodenneMm — with the exception
of

B 3aBUCUMOCTH OT — depending on
uMmeTh geno ¢ — deal with
BBIpakaThCs B — result in

KpOME TOT0; B IOTIOJTHEHHE K — in
addition to

Ha OCHOBAaHHH; Ha OCHOBE — on the
basis of

o0ecrneunBaTh; MpeIycMaTpuBaTh —
provide

oOpaiiath BHUMaHue — pay attention
oOycnoBiuBathes — be due to
OJTHOBPEMEHHO; HapsAy; BMECTE C —
along with

0coOBIH — particular

OTHOCHUTEIBHO — concerning

[0 CPaBHEHHMIO C — in comparison with
Mo00HBIN — similar to

noApo6Ho — in detail

noauepkuBas — emphasizing
MOJTy4aThCs B pe3yibTare — result from
MIPH TTOMOIIH; TIOCPEICTBOM; ITyTEM —

by means of
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IpH YCIOBHH, eciiu — providing,
provided

MpUHUMAas BO BHUMaHue — having regard
to

TIPUHSB BO BHUMaHUE — having
considered

paccmoTpeB — having examined

C HAMEpPEHUEM, OTHOCUTENBHO; C YIETOM
— with regard to

c HamepeHueM — with a view to
corjlacHo — according to

cchlIasiCh Ha — in reference to

TaK, 4ToOBI; MpH 3TOM — SO that

Takke — as well

TakuM 00pazom — thus

COOTBETCTBEHHO — accordingly

TaKuM Crocooom — in such a way
Takoi (Takue), 4to — such that

TaKoH ... Kak — such as

Tenepb; ceifvac; Bckope — presently
paccMaTpuBaeMbIit; 00CYKIaeMblii — in
question

yuuThIBaTh — take into account
yacTuuHO — partially

YTO Kacaercs — in respect of



CocTaBuTeNO0 aHHOTALUU CIEAYET Takke COOJI0AAaTh €IWHCTBO TEPMHHOB U
oOenpuHATHIX cokpamieHuil (i.e. — that is — 1.e.; e.g. — for example — Hanpumep),
n30erath UCTIOIb30BaHUS MpUIIaraTelIbHbIX, HAPEUHid, BBOJHBIX CJIOB, HE BIHUSIONINX
Ha CoJIepKaHHe.

Oco0oe BHUMaHUE CIEAYET YACTUTh CIEIUATBHBIM KIIUIIE, XapaKTePHBIM JIJIs
JAHHOTO JXaHpa Hay4dHOU nuTepaTypbl. Kiuine — 370 peueBoil cTepeoTHIl, TOTOBBIN
000pOT, WCMONB3yeMbIi B KaueCTBE JIETKO BOCIPOM3BOJIMMOTO B ONPEACIECHHBIX
YCIOBHSIX W KOHTEKCTax craHjgapra. KnummpoBaHHbIE (pa3bl 00JIET4aroT MpoIecc
KOMMYHHKAIINH, SKOHOMST YCWIINS, MBICIUTEIbHYIO YHEPTHIO U BPEMs COCTaBUTEIS
U aJipecaTa aHHOTAIUH.

Jlnist BBIpaOOTKM aBTOMATH3Ma COCTaBICHUS AaHHOTHPOBAHHOTO JOKYMEHTa
ClIeyeT MPUMEHITh TaOIUIly aKTUBHO HCIOJIB3YEMBIX KIUIIUPOBAHHBIX (pa3, B
KOTOPOW BBIP@XCHHsI CTPYIIUPOBAHBI B 3aBUCHMOCTH OT TOTO, K KaKOW 4YacTh

AHHOTAallUH OHH OTHOCATCA.

Taoauua ¢ppas 11d cocTaBIeHUS] AHHOTALMH

®dpa3bl, UCTIOJIB3YEMBIE
JUTSL M3J1I0KEHHS 001Ie i
(mepBoii)
XapaKTePUCTHUKHU CTaThU

®dpa3sbl, UCTIOIB3YEMBIC
TS M3J10KEeHU S
OCHOBHBIX IOJIOKEHUH
aHHOTAaIlMU

®dpa3sbl, UCTIOIB3YEMBIC
JJTS 3aKJII0YUTEIbLHOM
YaCTH aHHOTAIUU

The article deals with
The article considers
The article is devoted to
(is concerned with)

The author gives a review
of

The article 1s designed
for

It is reported (known,
demonstrated) that
The research includes
(covers, consists of)
The research results
show

The new theory is
developed (worked out,
proposed, suggested)
The new method
(technique) 1s discussed
(tested, described,
shown)

Special attention is paid
(given) to

The fact that _is stressed.
It is spoken in detail
about

Much attention is given
to

It is concluded that

The conclusion is made
that

The results obtained
prove that

The article is of great help
to

The paper summarizes _
At the end of the article
the author sums up
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Haubonee pacnpocTpaHeHHONW OIIMOKOM TpU HAMKWCAHUM JAHHOTO THIIA
JOKYMEHTA SIBJISIETCS] «BBIXBAThIBAHUE)» MPETIOKEHUN, (PParMEHTOB TEKCTa U3 CTAThU
OpUTMHAJla Y BKJIIOYEHHE HMX B TEKCT aHHOTanuu. ClienyeT MOMHUTh, YTO MJIA
HAIMCaHUsl aHHOTAIlUU HEOOXOJIMMO BBIIBUTh OCHOBHOM CMBICI CTaThH, ONMUPAsCh B
IIEPBYIO OuYepelb Ha 3arojlOBOK M KIKOYEBBbIE CioBa B abO3amax. [[is BbIpakeHus
KpPaTKOI'O CMBICJIA aHIJIOA3BIYHON CTaThbU HCHOJB3YIOTCS O€3JIMYHbIE KOHCTPYKILIUH,
MACCUBHBIN 3aJI0T U crenupUyecKue KIMIUPOBaHHBIE (Ppasbl.

CobmrofieHe pPEKOMEHJAMM 10 CMBICJIOBOMY C)KAaTHUIO TEKCTa, JIEKCHKO-
CUHTaKCUYECKOMY O(OPMIICHUIO AHIJIOA3BIYHBIX AHHOTAIMl /JaeT BO3MOKHOCTH
COCTaBJIATh KaUYECTBEHHBIE aHHOTALMU. B KaduecTBe yJayHbIX NPUBEIEM AHHOTALUU
cTyneHToB (akynprera busnec-ynpaBnenne u  ColManbHBI  MEHEIKMEHT,
CIAaBaBIIMX dK3aMeH Ha 4-oM Kypce B 2018 .

“The article deals with customer relationship management. It is known that retail
banks face a big challenge in providing the high level of service while still improving
their profitability and market share. It is spoken in detail about the performance of
bank branches in terms of profitability and customer service. Special attention is
given to the results of a survey distributed to all the customers. The conclusion is
made that findings indicate certain correlation of bank successful performance and
the country’s economic situation.”

“The article deals with differences in recruitment and selection in different
cultures. The special attention is given to recruitment and selection in Germanic
cultures. Also attention is given to the recruitment process in Latin and Far Eastern
cultures. The research results show that in Latin cultures more attention is given to
the personality, social skills and communication than in the Anglo-Saxon culture. The
conclusion is made that companies in the global world have identified specific
qualities that support their business requirements.”

B nmutepaType, OCBAIICHHONW BOMPOCY HAMMMCAHUSA aHHOTAIMH, HEIOCTATOYHOE

BHMMAaHUE YACISIETCS OCOOCHHOCTSM aHTJMUCKOM MYyHKTyallud U TIEPEHOCY CJIOB.
IIpuBeneM Tpu OCHOBHBIX ITPaBUiIa PACCTAHOBKH 3aMSTHIX.

l. B mpenyiokeHuu 3amnsTasi CTaBUTCS MNPU MEPEUUCICHUM JJIsI pPa3/iesieHUs
OJTHOPOJIHBIX WJICHOB MPEIJIOKEHUSA. 3andTas, B OTJIMYUE OT PYCCKOrO SI3bIKA, MOXKET
CTaBUTHCA (HO He 00s3aTEIBHO) NEpel MOCISAHUM U3 TPeX WK 0oJiee OJJHOPOIHBIX
YJICHOB U B TOM CJy4ae, €clid mepe] HUM CTOUT coto3 and. Hanpumep, The company

produces cars, airplanes(,) and trains.
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2. Ocoboe BHUMaHHE clieAyeT OOpaTUTh Ha TO, YTO B OTIMYUE OT PYCCKOTO
S3bIKA, B QHTJIMICKOM SI3BIKE 3allsiTasi HUKOT/Aa HE YHOTpeOseTcs mepe] COI30M
that, KOTOpBI COOTBETCTBYET PYCCKOMY umoO B JIOTIOJHUTEIBHBIX MPHIATOYHBIX
npeanoxenusx: It was shown that ...

3. Jng BbIAETCHUS TPUIOKCHHUS C TMOSICHUTEIHHBIMU CIIOBaMH, CTOSIIETO
1I0CJIE€ OIPENENIIEMOro CYIIECTBUTENLHOTO cTaBUTCs 3anstas. Hampumep, Bill Gates,

the CEO of Microsoft, announced the opening of the new joint venture

(http://www.alleng.ru).

B aHHOTanmMsaX MEpeHOCUTH CIOBA HEXKEIATEeNbHO, HO TaMm, TJIe 3TO aOCOJIIOTHO
HEOOXOAMMO, COOTIOIAIOTCS CIEAYIONINE MpaBUJa;

e  JICNATCS yABOCHHBIE COTJIACHBIC WJIH JIBE COTIIACHBIC, MAYIINE TOIPSA (Sup-

port, prog-ress);

° corjiaCHasgs MCKAY ABYMA TJIACHBIMU OOBIYHO MEPCHOCUTCA CO BTOPLIM

ciorom (be-fore, cate-gory);

o 1mpedukchl U cypdUKCH NpU MEepeHoce OTIAEISAITCS OT KOopHsS (un-

known, cold-ness);

° CJIOKHBIC CJIOBa IIpH ICPCHOCC PpasaciIAr0TCA Ha CBOHM COCTAaBHBIC

anemeHThI (philo-sophical, some-thing) (http://www.alleng.ru).

B 3aknrouenue OTMCTUM, YTO YMCHHUC COCTABJITH aHHOTAIIUU C YYCTOM BBI60pa
AJICKBATHOT'O JICKCUKO-TPAMMATHUYCCKOTO U CTHIIMCTUYCCKOTO MATCPpHUAJIa YKAa3bIBACT
Ha JO0CTAaTO4YHO BBICOKHH YPOBCHb BJIAACHUSA HWHOCTPAHHLIM A3BIKOM MW PA3BHUTUA

HaquO-HCCHCHOBaTCHBCKOﬁ KOMIICTCHIIUH.
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PRESENTATIONS GUIDE

(CnpaBo4YHbIe MaTepPHAJIbI 10 COCTABJICHUIO MIPEe3eHTALUIT)

Making a presentation: language and phrases

Good presenters always use language (sometimes single words, sometimes phrases)
which shows where they are in their presentation. These ‘signposts’ make it easier for
the audience to:

e follow the structure of the presentation

e understand the speaker more easily

e get an idea of the length and content of the presentation.

The sentences and phrases below follow the logical progression of a well-balanced
presentation.

Introducing yourself Hi everyone, I’'m Max from Accounts
and today I’d like to talk to you about...
Introducing the topic

Today I am here to talk to you about...

I would like to take this opportunity to
talk to you about...

I am delighted to be here today to tell
you about...

Today I would like to outline...

Structuring the presentation My talk is divided into XXX parts.

I’1l start with / Firstly I will talk about...
/ "1l begin with

then I will look at ...

next...

and finally...

I will be glad to answer any questions
that you may have at the end.

Length of the presentation I’1l take about ... minutes of your time.
I plan to be brief. I’'ll only take ...
minutes of your time.
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This should only last/take ... minutes.
My presentation will take/last
(about/roughly) ... minutes.

Beginning the presentation

I’1l start with some general information
on...

I’'d just like to give you some
background information about...

Before I start, does anyone know...?

As you are all aware / As you all
know...

Changing the topic/speaker

Right, let’s move on to...

This leads me to my next point, which
is...

I’d now like to look at / consider...

Now I will pass you over to /hand over
to Max Mustermann.

Does anyone have any questions before
I move on?

Conclusion

I’d like to conclude by...

That brings me to the end of my
presentation, thank for listening / for
your attention.

Thank you all for listening, it was a
pleasure being here today.

Well that’s it from me. Thanks very
much.

Inviting questions

Does have anyone have any questions?

I will be happy to answer your questions
now

If you have any questions, please don’t
hesitate to ask

If you have any further questions, I will
be happy to talk to you at the end.
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THEMATIC GLOSSARY OF THE NEW VOCABULARY IN
HR MANAGEMENT

Leadership/ Administration
Adminisphere — “Adminisphere” ... refers to the faceless tier of bureaucracy that

churns out memos stating the obvious or the irritating /administration + atmosphere /
Corporate gelding - well-paid, upper management employee made "tractable" by the
company through exalted salary, position, and benefits. Will not hesitate to foresake
his own personal values or betray friends in order to keep his corporate position
secure. e.g., When Eric was fired for doing the morally right thing, his immediate
superior (and good friend) just stood by like a corporate gelding.

Corpspeak- Words or phrases used by management or other bureaucrats at a
business that have no innate meaning and will leave you confused as to what the hell
they're trying to say. Examples include: synergy, intelligence, integrated, streamlined,
core competencies, skin in the game, etc.

C-Suite — a term used to describe corporate officers and directors. The term is
derived from the use of the letter C in most high-level positions, such as Chief
Operating Officer.

Toxic Leader — bosses who are “harsh,” “bossy,” and “autocratic.”

Power Seat — The Power Seat has to do with the power dynamics between where you
sit and the group.

virtual executive — Online CEO

HR Manager
Corporate Gestapo - HR manager

Hemorrhoid Police - An over the top, overly aggressive, politically correct in every
which way conceivable Human Resources Department that snuffs the heart and soul
out of a company.

Recruitment wizard -man-machine with human touch

Emplovee workspace

bini card - shortened form of "business " He gave me his bini card.

bio break - a bathroom break. Term is generally used in a business setting, such as
during meetings, presentations, etc. Do you guys need a bio break? Let's break for
ten, and then I'll continue the presentation.

Confab - Corporate speak for "to meet." Can also be used more casually. e.g., Hey,
let's confab out in the parking lot and smoke a couple of cigs.; a conference or
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meeting where business people gather with key decision makers. Don't interrupt us!
Can't you see we're in the middle of an important confab.

cassicle - a cubicle with a moat; a workspace so cluttered that it is very difficult to
enter. The conjunction of castle and cubicle. e.g., I know, I know, HR tried to fire old
Roland this morning. But they couldn't find him, much less a way into his cassicle.
cross-training -Cross-training is training an employee to do a different part of the
organization's work.

EOB - acronym for "end of business", i.e. the end of the business day.

free jobs - Where you put your resume on the internet and instead of employers want
you for the positions that are related in your skills/experience......you get marketing
and/or insurance salesman positions that are based only on commission/sales you
make that you work for free mainly in the beginning

go vertical - to take something vertical, i.e. to upper management.

Gulag-work - An adaptation of the word gulag, which was the name of the old soviet
labour camps. It's a noun used to describe any horrible chore that you can't get out of
doing. e.g., I'd love to meet up today, but I have heaps of gulag-work I gotta do.
Jobmare - Those nightmares people tend to have related to their occupations.

Job Piling — When people have more than one job or occupation, we call this job
piling.

spec out - to write a spec (specification.) Over the next week I'm going to spec out
the new UI framework.

vampire hours - When someone keeps vampire hours they are awake all night
and sleep all day.

Voluntold - The exact opposite of volunteering. Always used in reference to an
unpleasant task to which you have been assigned by your boss.

wirk - Wirk simply means internet work. Internet work is defined by job
opportunities that did not exist before the rise of the internet.

Work birthday - The anniversary of the day you started working at a particular
business.

Workzoned - it is when a girl rejects you due to working with her

Coworker

battery chicken - 1. Chickens "kept in small cages with no room to turn or groom
themselves." 2. An employee of a large corporation.

community facilitator - know how to build powerful networks

couch monkey - Someone who just sits around and doesn't do much, yet manages
to make your life miserable. e.g., The couch monkeys in HR won't let me take any

more vacation days.
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CW - Common used on Twitter, an abbreviated form of CoWorker.

cybercommuter (computing) Someone who telecommutes, using a computer
connected to an employer's network or via the Internet.

drone - an unenthusiastic worker, especially in an office setting. "Search
Committee 1", The Office (US TV), Season 7 Episode 25 (2011)

employable - Got the needed qualifications and experience to be employed
superconnector- A person who generates new ideas

Reward

auntie bonus - A regular payment for travel -- even if you don't travel or if you stay
with your aunt.

Babydaddy Welfare -"Unearned, untaxable INCOME paid to a babymama, which
comes from a babydaddy--often a hardworking one without any custody. Babydaddy
Welfare is a booming career opportunity in states such as Illinois! Don't work! Get
paid for making babies! Try to find babydaddies in higher-income states, such as
California, cuz the Babydaddy Welfare check is higher. You can spend the $$ ANY
WAY you want to!"

Marilyn Monroe day - day off, Named in reference to the night in May 1962
when Monroe famously sang Happy Birthday to President John F Kennedy, the
workers can take the day up to a week either side of their actual birthday.“It is often
"Marilyn Monroe Day" at one small business in Sydney, Australia.”
http://www.bbc.com/news/business-29724203

mid-weekend - The middle of the work week that feels like the weekend because

you're staying out late and partying whether you're employed or, more likely,
unemployed

moth wages- A low income from which it is difficult to pay for basic necessities.
(Variant of "The eagle flies," a military expression for payday, alluding to the size
difference between the two creatures.) e.g., "Wanna buy me a Bloody Mary, soldier?"
"Can't afford it on moth wages, missy."

YOLO day - spontaneous (paid ) days off per year for people to enjoy themselves
http://www.bbc.com/news/business-29724203

Employment
Career Capital - Career Capital is the value of competencies, knowledge and

individual personality attributes you have to produce economic value.
Entry-Level -A job that an employer posts for recently graduated students.
Funemployed - People who are unemployed and using the free time to have fun

and explore new areas in their lives while they wait for their next job opportunity.
77



Jobstopper - A Tattoo placed on the head, face, hands,or visible part of the neck that
would prevent someone from gaining employment.

Letter Bias- Higher Education's practice of hiring Ph.D.s with little or no practical,
real world experience, to educate over more qualified Masters and sometimes
Undergraduate candidates

Reployment -The act of re-employing someone (who was previously laid off) as a
temp worker, usually at a lower wage scale.

Solopreneur -an entrepreneur who works alone, a company of one, a solo
entrepreneur

unemployability paradox -When every posting for a job in a given field requires
several years of experience, making it impossible to get a job in that field unless you
already have one.

Wantrepreneur -someone who thinks about being an entrepreneur or starting a
business but never gets started

WFM - waiting for marriage, particularly in relation to certain types of jobs

Firing

Cubiculling- The selective weeding out of undesirable employees under the guise of
corporate downsizing.

hatchet man - the person whose job it is to fire or lay off fellow employees in a
company. It is usually a human resources employee, doing the dirty work for the
owner or president of the company. Bill wants to see me privately in the conference
room. That's never good news, he's the company's hatchet man!

Humane Downsizing -In response to a cash flow crisis, leaders downsize the
employee population, tighten collections, centralize functions, and get tough on
inventory control.

Jobsolence - A phenomenon caused by the unexpected shutting down of a
company/industry in one economy resulting in a disappearance of jobs en masse in
another economy

Pancake Breakfast -To be fired or laid off during a breakfast meeting, one on one or
by group.

pink slip - refers to the employee's copy of a notice terminating employment,
formerly colored pink.

Staycation - The equivalent of being unemployed for a week.
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