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Задание  1. Чтение , перевод.
1.Business etiquette (устно)
Business etiquette is a set of manners that is accepted or required in a profession. Often upheld by custom, it is enforced by the members of an organisation. Those who violate business etiquette are considered offensive. The penalty for such behaviour frequently lies in the disapproval of other organisation members.
Business etiquette is important because it creates a professional, mutually respectful atmosphere and improves communication, which helps an office serve as a productive place. People feel better about their jobs when they feel respected, and that translates into better customer relationships as well. (Source)
Here are 12 universal etiquette rules I believe we should all follow no matter where we work.
[bookmark: _GoBack]1.  Introduce others
Always introduce people to others when the opportunity arises. I don’t know how many times I’ve been in a social work event with a group of people and have had to wait to be introduced. It felt so uncomfortable and I felt undervalued. If you want to make people feel valued, no matter how junior or senior, always introduce them to the others in a group.
2. Handshakes
A handshake is still the professional standard. It shows you’re polite, confident and approachable. But please make sure it’s a firm handshake. There’s nothing worse than a limp (soft) handshake. It tells the other person you’re weak and gives the completely wrong idea about you.
3. Always say ‘please’ and ‘thank you’.
This is a basic form of courtesy especially when dealing with English native speaking countries. Sending a thank you email is very acceptable (for example, after a business lunch or a job interview) and, if you can, a handwritten thank you note is a nice touch (gesture).
4. Don’t interrupt
You know the situation. You’re in a meeting and you can’t wait to give your opinion that you don’t allow your colleague to finish before interrupting them. Not only is that rude, it shows disrespect towards your colleague. It gives all the wrong signs about you. Remember, in business we want to be assertive, not aggressive.
5. Watch your language
Choose your words carefully and wisely. Rude and offensive language is never acceptable but neither is slang especially when communicating with clients and customers.
6. Double check before you hit send
Native and non-native speakers of English alike, we should all proofread and edit what we write in emails before we hit that send button. Grammar and spelling mistakes are not acceptable in formal emails with clients. Always have a quick read of what you’ve written to make sure that your meaning and tone are what you wish to express. And no smileys!
7. Don’t walk into someone’s office unannounced
This shows disrespect to the person. Always knock on the door or if the door is open, poke you head and ask if it’s ok to enter. Don’t just enter. This may sound logical but you’ll be surprised how many people forget this basic courtesy.
8. Don’t eavesdrop (listen in)
Everyone is entitled (deserves) to have their private conversations either face to face or on the phone. The same goes for email; don’t stand over someone shoulders while they’re writing an email and read it. I used to hate it when people did that.
9. Acknowledge others
When someone approaches you, wave your hand or nod your head. Don’t ignore them. If you’re in the middle of something. it’s ok to wait for you to finish before you talk to them. You could say something like “I’ll be with you in just a second/minute” to acknowledge them. If you pass someone and you’re rushing to get somewhere, a quick wave and hello is all you need. Busyness is not an excuse to ignore people.
10. Be on time
I’ve written about this before and this can be seen differently depending on cultures. In the UK, for example, being punctual (on time) is important. It shows that you value the other person’s time. Being late does not mean you’re busier; it only shows you to be inconsiderate.
11. No phone during meetings
It drives me insane when I see people taking calls, checking their emails or What’s App messages during meetings. If you’re expecting an urgent call during the meeting, be sure to inform the participants in the meeting so they know what to expect. Otherwise, hide that phone!
12. Show genuine interest
Nothing shows more respect than when you show interest in the person who’s talking to you. Good eye contact and actively listening to them tell them that you value what they have to say.
 2. Jobs
 It is impossible to give all the names of the jobs in the world. The list of them often changes. Some typical job titles are: a manager, a secretary, an executive, a research worker. People who do these jobs work in different businesses and for different companies. Some jobs don't require any special training, e.g. the job of a cleaner; other jobs require a lot of training and a few qualifications, e.g. the job of a lawyer, an accountant or a designer. People look for jobs which give them much money, career opportunities, job satisfaction. Some companies offer fringe benefits — swimming-pools, fitness centers, doctors, dentists. Many employers want to show that they help employees to balance their lives. A lot of people change their jobs if the pay is low, or they commute a long way to work, and for some other reasons. When a company decides to employ new people it often advertises jobs in a newspaper. A few people apply for this job. They send a letter of application and a CV with details of their education and experience. The company then invites candidates for an interview. A good company usually recruits responsible and experienced staff. There are different ways to work. A lot of people work nine-to-five, some have flexible working hours, a few work in shifts. Many employers and employees find flexible employment very progressive. This is especially good for women with children. Part-time work appeals to students because they are very busy at universities. Some people make the decision to leave their jobs and start their own businesses. A few of them start their business at home and then move it out, for example Disney, Amazon.com, Microsoft, Apple. You have the ability to run your business if you are decisive, organized, ready to take risk. But if you have little self-discipline, you do not plan ahead and you are not creative, you are not ready to start your own business. In any case, you are successful in a job of an employee or in your own business if you enjoy your work.
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