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“Before we begin our time-management seminar, did
everyone get one of these 48-hour wrist watches?”



Part 1

How coob 1S YOUR BUSINESS ENGLISH?

E——" ConTenTs

Chapter 1. Take five
Verbal idioms: go, put

Chapter 2. Take another five
Verbal idioms: live, carry

Chapter 3. Take five minus one
Verbal idioms: go, drop

And take time for a smile!

The first part of our test of management skills is concerned
with language, and especially business English. Our tests
will check various items of business English vocabulary in
different ways. Each test consists of eight questions.

Do all the tests and then check up at the end of each
chapter. There you will find the correct answers in a key.

TIME FOR A SMILE

“Can you tell me where the Virgin Islands are?” —
“I suppose they’re some distance from the Isle of Man.’

)
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Chapter 1

TAKE FIVE

“Twork 5 minutes, then take a 25 minute break.
But when I work, I work very, very hard!”

o

Jobs are important for all of us these days so wh at do
you know about jobs? Find the job:

1. The successful applicant will be very well spoken. He
will be smartly presented and representative. He should
have experience in dealing with customers. He’s able to
clinch the deal. The job is:

12



Chapter 1. TAKE FIVE 13

2.

Heis good at working with figures a nd d iagrams.
He must be mechanically creative. He should develop
things, which will be manufactured later. The job
is:

. He takes care of salaries and wages. Hisjob also in-

cludes training the staff and recruiting new people. The job
is:

You belong to a company, which promotes the image and
the products of a customer (company). You are responsi-
ble for a single customer. The job is:

You know your way around software. You should have
learned several programming languages. The jobis:

She must have a pleasant and open way with people she
does not know. A clear and friendly voice. The job
is:

He’s used to working with figures. Must check accounts
and prepare invoices. The job is:

. This person is the backbone of many departments. He

or she prepares the letters and documentation and ar-
ranges the itineraries. This employee is a sort of assist-
ant. The job is:

(2

Personal matters. There are one or two words for you to
translate into English. Still quite easy!

Director L ong: M r. H olmes, I 've c alled y ou f or th is
(ycnosaennas ¢ cmpeua) b ecause I wa nt to g ive you a
briefing. We've got a (ceo600noe mecmo) for the position
of training manager for the executive levels.

Mr. Holmes: Shall I write a (doaxcnocmnas uncmpyxuyus)
for the position?
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Director Long: No, for the moment we’ll put together an
(o6wsenenue) for the newspaper. And I'll get in touch with
a head; hunter for this post.

Mr. Holmes: When should we plan the interview in for ap-
proximately so that I can make a schedule?

Director Long: March 3rd or 4th, in six weeks. We should
have a (oxonuamenvuwiii cnucox npemendenmog) of two
or three by then.

Mr. Holmes: Which degree of the salary scale should the
job be in? Level six, for a (pyxosodumen» omoera)?

Director Long: No, in this case the position will carry a
(no pesyromamanm nepezosopos) salary. The (konmpaxm
o pabome no natimy) will be standard as for the executive
levels. Date of commencement April 1st, 2006.

©

Words at meeting: We all have to attend them. Some
people say they’re a waste of time. We don’t think so.
Which answer is correct?

1. The manager of the meeting is called the:

le ader
¢ hairman
dir ector

2. When something is decided at a meeting and everybody
votes for it, it is:
se lected 100 %
ca rried unanimously
held complete

3. The person who formally introduces a new member or
a point is the:
in  troducer
su ggestor
pr oposer
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4.

The chairman can bring the meeting to an end by say-
ing:

“Let’s bring it to a stop.”

“Let’s call it a day.”

“Let’s wind down.”

After the normal points in the meetings have been dis-
cussed further points have a special name:

any other business
ex traagenda

still to be discussed

The list of items to be gone through at a meeting is the:
order of the day

ag enda

lis ting

The me eting w as by thedirector, M r.

Chilton.

ch aired

ma naged

ru led

A summary of the points dealt with in a meeting are:
min utes

pr otocol

rep ort

4

Trading: Now it’s really getting tougher.

Can you translate the following sentences into Eng-

lish?

1. Ecawu getasu HeT Ha CKJajie, €e HeMEIJIEHHO 3aKa3bl-
BalOT BHOBb.

2. [leso mofi 1eT B TOPY, KaK TOJBKO HACTYIUT TeMnjas
Ioroa.

3. HIC — gononHUTENIbHBIN HAJIOT, KOTOPBIM 006/1ara-

ercs OOJIBIINHCTBO TOBapOB.
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Part 1. How GooD IS YOUR BUSINESS ENGLISH?

BbI 10K HBI BBIICHUTH, HACKOJIBKO BBICOKHM UMIIOPT-
HBIe U3JEPKKU.

«IIpsiMast OYTOBAS PACCHLIKA» CTAHOBUTCS BAXKHBIM
UHCTPYMEHTOM COBITA.

VM OBl BBICTABJIEH CJAUUIKOM OOJIBIION CYET.

MBI OTIIPaBUM MM HOCJIEAHEE HaIOMUHAHKE, & €CJIU
9TO He ¢ paboTraeT, 6 yIeM I pecJeoBaTh 1 X Y€ pes3
CYAL.

[TocTaBisiemMast ma pTUS 1 0JKHA I pUOBITH Ha [ €Hb
paHblle CPOKa MOCTaBKU TOBapa.

(5

Doing business means playing with contracts.

Do you know your words? Match the definitions:
The terms stipulated in the contract.

When you don’t deliver the goods on time you must
pay.
If there is a problem the two parties must go to court
to ...

. Afirst rough and not finalised contract.

5. Contract with fixed time conditions, but quantities and

time are variable.

The act of breaking a contract.

7. To ask for money back.

The two partners in the contract or agreement.

a. parties e. draft
b .reclaim f. arbitration
c. skeleton g. conditions

d. breach h. penalty
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TIME FOR A SMILE

At last Fred got an apprenticeship.
His future master explained to him: “At the beginning
you'll get 200; in half a year 350.”
“That’s nice,” said Fred, “I'll come back in half
a year then.”

“Is there a file compression program that will help me
to squeeze 12 hours of work into an 8 hour schedule?”

lZI Business GuLture Tips

e The CEO of a company is the Chief Executive Officer.
This is the administrator who makes the most important
decisions in an organization or business. CEO runs the
business with the help of officers of lower rank.
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Part 1. How GooD IS YOUR BUSINESS ENGLISH?

Though the majority of leadership and /or executive posi-
tions in European and American businesses are still held
by men, it’s becoming more common to meet women in
management positions. While conducting business with
an US or EU company, expect to interact with women
who hold powerful positions.

Weoftensay “Now that we’re all here” to get the at-
tention of a group and to signal that a meeting or pres-
entation is about to begin. This phrase can also call at-
tention to the fact that someone has arrived late, caus-
ing a delay in the meeting.

The person who requested the meeting will usually come
to the meeting with an agenda, which will be shared
with everyone present. This person will run, or lead, the
meeting, beginning by introducing everyone present if
people don’t already know each other. If the meeting is
by speakerphone, the people physically present will in-
troduce himself or herself for the benefit of the person
on the phone.

The phrase “let me” is used in a variety of ways. You
can use the phrase to introduce his next statement. To
be polite, the other people at the meeting should now
focus their attention on your words. You can use “let me”
as an introduction with many similar verbs. For exam-
ple, you may say: “Let me tell you about...” or “Let me
explain why...”

Americans sometimes say, “Let me see...” when they
are looking for information or trying to remember some-
thing. The phrase indicates that the speaker is going to

respond, but that he may need a moment to think or

look for something.

When we say th at someone “makes good” on some-
thing, we’re focusing on the achievement of success. For
example, you are referring to the fact that somebody has
built a successful and profitable business.
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e “Would you mind?” is a u seful courtesy phrase. Use it
to soften a request. It’s often shortened by dropping the
words “would you” as in “Mind if I take a look at that?”.

e “Hell, no!” is an expression of strong disagreement. It is
mildly vulgar, and can be offensive to some people.

e “If there’s nothing else” is a standard phrase that’s used
to give the participants in a meeting a c hance to m en-
tion any final points they want to bring up before the
meeting is ended.

e  When you say, “I'm afraid” you don’t mean that you are
fearful. Rather, you're expressing an apology for what
you're about to say. This is a polite way to disagree with
or to disappoint somebody.

@ Insipe INFORMATION

All our dreams can come true, if we have
the courage to pursue them.

—Walt Disney

P | Ioiomatic ENGLISH MADE EASY

We want to increase your word power. In each chapter you
find some verbal idioms. They are typical of idiomatic Eng-
lish. Some basic verbs like go are like fathers of a family of
verbal idioms.

go WATU, XOOUTb

go ahead with OBuUratbcs Bnepén; NpoaomKarhb;
Ha4ynHaTb

go around in circles Kn paTbca Tyaa-ciofa; 0encTBOBaTb
HaobyMm

go at 6pocaTbCs Ha KOro-To; SHEPIrUHHO

6paTbCs 3a geno
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go by peiic TBOBAaTb; PyKOBOACTBO-
BaTbCS; NPOXOANTb MUMO

go down cnycKaTtbCs, MOHMXaTbCs; 6bITb
no6exaeHHbIM

go down the drain 6ec  cnegHo NCYE3HYTb, MPONacThb,
npoBannTbCs

go for CTPEMUTLCS K YEMY-NTNOO; CTOUTD,
UMETb LEHY

go into something  nNpuHWUMAaTb y4acTue; paccMmaTpu-
BaTb; BXOAUTb

go on strike 06bsABNATL 3a6aCTOBKY, 3a6acTo-
BaTb

go off B3pbIBaTbCSA; 3aropatbCs; Npouc-
XOAUTb; YXOOUTb

go off at JencrteoBatb cropsiva, Heob6-

the deep end nymaHHO

go out BbIXOOWUTb; YXOOWUTb; BbIKNIO4YaTb

go out with nposo ONTb Bpems, BCTpeyaTbes
C KeEM-NN60

go through NPOXOANTb CKBO3b YTO-NNGO;

something nogseprarbcs

go through with ObITb MPUHATLIM; BbIHECTH,
ucnbitaTb

5
E | TEST YOUR VERBAL IDIOMS

The Promised Land

John: T don’t know whether I should really (1)
my emigration to Brazil. I'll lose all my friends and contacts
here. I'm not sure if I can (2) it.
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Brian: Listen, you can’t (3) what other people
say. Every case is different. Look at James! He went to Bra-
zil and he didn’t have any problems.

John: That example’s not worth (4) . He mar-
ried Manuela, his Brazilian girlfriend. That’s why he never
came back to Europe!

m IpiomaTic ENGLISH MADE EASY

put KNnacTb, MONOXUTb

put across nepeBoO3nTb, NepernpaBiATh;
NpoBEPHYThb (Aeno)

put away cbefarb; youpaTb, NpATaTh;
OTKNaAbiBaTh (OeHbrn)

put down 3anucelBaTb; 3anacarb; KnacTb;
oTKnagbiBaTb

put in (on) npunaraTb YCUIns; BKNOYaThb;
BBOAWTL (B OeNCTBME)

put off oTKNagbiBaTh; OTOABUraTh; BbIKIIIO-
yaTtb

put on HagesaTtb; MPUHUMATL BUA, NPUKK-
AblBaTbCA

put somebody 3acTaBuTb KOro-inbo nponTn

through hell ap CKue MyKU

put together coefuHATb; cobmpaThb; CONoCTaB-

put up with T

NATb

epneTb, MUPUTbLCA
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3
ZI TEST YOUR VERBAL IDIOMS

It’s all a matter of taste

Fat Freddy: I'm so hungry. I could eat a horse. I could

@) a ton of food and a barrel of orange juice.
Tommy T hin: Listen, I've got a sp ecial diet for you.
2 it on paper and don’t lose it. If
you (3) a little effort every
day your body you'll be as thin as mine after
a month.

Fat Freddy: Really! Do you want to torture me? Do you
want to (4) me just because I'm a
few kilos overweight? Really! Forget it! I'm fat and happy.
You are thin and you worry about food all the time. T only
worry about how to get food.

“The coffee machine is broken, the microwave is broken,
the toaster is broken, and the fridge is broken. I guess
that’s why they call it the break room.”
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TIME FOR A SMILE

Toni: I bought a barometer in Tokyo.
Tina: Who wants to know if it’s raining in_Japan?

7 Key 10 GHAPTER 1: TAKE FIVE

Exercise 1:
1.s alesman
2.en gineer
3. pe rsonnel manager
4. a dvertising manager/agent
5. p rogrammer
6. r eceptionist
7.a ccountant
8. s ecretary

Exercise 2:

1. app ointment

2.vac ancy

3.jo b description

4. a dvertisement/advert/ad

5. s hort list

6. de partment leader

7.n egotiated

8. contract of employment/employer; employee
agreement

Exercise 3:
1. ¢ hairman
2. ca rried unanimously
3. p roposer
4. let’s call it a day
5. any other business
6. a genda
7.c¢ haired
8. m inutes
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Exercise 4 (our suggestions):
1. When apartisout of stock it is reordered immedi-
ately.
2. Business will pick up as soon as the warm weather
begins.
VAT is an extra tax, which is put onto most goods.
You must find out how high the import charges are.
Direct mailing is becoming an important instrument
for selling.
They were charged too much on the invoice.
We'll send them a final reminder and if that doesn’t
work, we'll prosecute them.
8. The consignment has to arrive at the goods inward
one day early.

ok w

~N o

Exercise 3:
1g;2h;3f;4¢;5¢;6d;7b;8a.

Key 10 IpiomaTic ENGLISH MADE EASY

The Promised Land
(1) go ahead with
(2) go through with
(3) go by
(4) going into

It’s all a matter of taste
(1) put away
(2) put it down
(3) put alittle effort in everyday on
(4) put me through hell

TIME FOR A SMILE

Last word of a Chicago gangster:
“Who put that violin in my violin case?”
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@ VOCABULARY TO HELP YOU WITH THE TESTS

achievement
agenda
applicant
apprenticeship
approximately

arbitration

attend meetings noc

backbone
barrel
breach (of contract)

break (broke,
broken)

break
break room
briefing

Chief Executive
Officer (CEQO)

clinch the deal p

coffee machine ko
consignment
courtesy

deliver

direct mailing

OOCTUXEHME, ycrex

noBecTKa fHs

NPeTEeHAEHT, conckaTenb

06y4eHune, yHeHN4ecTBO

NPUGaN3NTENBHO, OKOSO

apbutpax, TpeTenckum cyq
ellatb cobpaHus

CMMHHOW XpebeT; onopa, 0OCHoBa

604Ka; 6appenb

HapyLleHue (goroeopa)

nomartb, paséueaTb; paspyLlaTb

nepepsIB, naysa
KYXHsl, cTonoeas (B odgmce)
WHCTPYKTaX, NOCTaHOBKa 3a4a4m

reHeparnbHbIVi OUPEKTOP; Npesu-
LEHT; NpefcenaTeNlb NpaBfieHus;
rNaBHbI aAMUHUCTPATOP KOMMaHWUM

oroeapvBaTtbCs; 3aKn4aTb
caenky

deBapka
napTusa ToBapa; rpys; KOHCUrHaums
npaeuna BeXMBOCTU, 3TUKET

NPOU3BOAUTL; BbINyCKaTh;
OoCTaBNATb

npsimMasl Nno4YToBas pacchblyka
(Twn peknamel)



26
draft

emigration
executive
figures

file compression
program

final reminder nocnep,

finalise

fridge
(ot refrigerator)

give someone a lift
get in touch with
guess

head-hunter

increase

invoice

itinerary
microwave

mildly

minutes

negotiated salary o
offensive

out of stock npo

overweight
parties

Part 1. How 600D IS YOUR BUSINESS ENGLISH?
YEepPHOBUK KOHTPaKTa; CHET,
nnaTtexHoe rnopy4eHue
aMuUrpauuna; nepeceneHne
OOJMKHOCTHOE N0, PyKOBOAUTENDb
undpsbl; faHHbIE
nporpaMma cxartusa gannos

Hee HanoMuHaHue
3aBepLUaTh, JOBOAUTL [0 KOHLA

XonoguinbHUK

noacanuTb, NoABe3TU KOro-nnéo
BCTYMNUTb B KOHTaKT
[orajblBaTbCs; NblTaTbCcs OTragaTb

X3[XaHTep, OXOTHUK 3a npodec-
cvoHanamu

YBENNYMBATbLCSH; pacTu

CUYET-haKTypa; BbiNnUcaTb CHET

nyTeBoguTenb, kapTa MapLupyTa

MukposonHosas (CBY) neyb

MSFKO, YMEPEHHO

nNpoTokKon (3acepaHuns, cobpaHus)
OoroBopHas 3apnnara

06UAHbIN, OCKOPOUTESNbHbIN

OaHHbIN, OTCYTCTBYIOLLUNA
Ha cknage

M36bITOYHbIN BEC

CTOPOHbI (B [OrOBOpPE)
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penalty

pick up no

promote
proposer
prove

pursue
receptionist
reclaim
recruit
responsible
rule

salary

schedule
short list oK
skeleton
smartly
speakerphone

squeeze
stipulate

successful

27
HakKasaHue; CaHKUUS; B3bIC-
KaHue; Tpacd; neHs

OHMMaTb, BO3pacTaTb;
HabupaTb 060pPOThI

npogsuratb; CTUMYynnMpoBaTb
TOT, KTO BblABUIraeT npepjioxxeHne

[OKa3blBaTb; MOATBEPX-
partb; npoboBaTtb

cnepoBaTb HAMEYEHHOMY Kypcy
cnyxatiun B NpuemMHon, cekpeTapb
TpeboBaTb 06paTHO, UCTPEOOBATL
HabupaTb, BepboBaTb, HAHMMATb
OTBETCTBEHHbIN

npaBwso; YNpaBnsTb, PyKOBOOUTb

oknap, XanosaHbe, 3apniara
(cny>xawmx)

rpacvk, nporpamma, pacrnumcaHue;
noBecTKa AHs

oHYaTesIbHbIN CMUCOK MPEeTeH-
[eHTOoB

CKeJleT; 0CHOBa; HabpOCOK, MnaH,
3CKU3

yMeno; KpacuBeo, 3/1eraHTHO;
OCTPOYMHO

YCTPONCTBO rPOMKOIrOBOpPSLLIEN
CBA3U

CXunmMaTb; caaBnmMBaTb; CTUCKUBATb

o6ycnosnueaTb, OroBapvBarhb, cTa-
BWUTb YCIOBMEM

yCneLHbIN, NpeycnesaoLLnii,
yaa4nmebin
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