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Unit 1

How to present an efficient CV?

“Margaret Davis is going to give several tips how to write a proper CV.


Margaret Davis is an attractive, educated and conservative woman who believes in over-the-knee spanking as a lifestyle. For many years she has carefully interviewed …” Wait a minute! Spanking as a lifestyle? That’s not me. But what if a potential employer thought it was? Information is everything in today’s internet world. Job-seekers are advised not only to google the names of the people or companies they want to work for, but also to look for themselves n the internet (also known as “egosurfing”) because employers are likely to do s. As I discovered, there are a lot of Margaret Davises out there, some of whom have rather unconventional ideas of fun. It’s not a bad idea to find out about this in advance to save yourself from embarrassing questions later in a job interview. 


The internet has changed a great many things for job-seekers – and employers. Many companies now routinely use online application forms. Online CVs, posted on career websites as Monster.com are also now common. 


As a result, the etiquette of the job interview is changing. However, there’s nothing new about candidates sending letters or e-mails to thank their interviewers after a job interview. What’s new is e-mail thank-you notes containing emoticons, or with informal words like “hiya” and spelling like “thanx”.


Tory Johnson, president of the recruiting firm Women for Hire in New York, told The Wall Street Journal of her experience with an intern who used such informal language in an e-mail. Up to that point, the young woman was almost certain of getting the job. But, says Johson, “That e-mail just ruined it for me.”


Perhaps Johson needs to get used to the trend. Ever more job candidates are using text-messaging techniques to respond to job interviewers. “It’s driven by the communication technology that each generation has grown up with. It’s jus natural for them. They don’t realize that it’s perceived to be disrespectful,” says David H. Holtzman, author of Privacy Lost: How Technology Is Endangering Your Privacy. 


More and more employers now require online job applications, which normally go into the company’s data-base. Employers then search their databases for key-words that fit the skills and experience needed for the job. This method is attractive to employers because it reduces the time spent reading applications from candidates who do not meet the company’s requirements. 


The online application is also changing the way people look for jobs.  Julian Sear of Reed Personnel Services in Australia advises candidates to be selective. “Many online job-seekers try their luck by applying for dozens of jobs that don’t match their skills or career goals. Recruitment agents receive as many as 400 applications from all over the world on any given day, so the most discerning job-seekers are always the most successful.”


For multinational companies like Procter&Gamble says on its website, this helps the company “make an informed decision on whether your skills meet the requirements of the position you have applied for and whether P&G is the best environment to utilize your talents and achieve your goals”. The candidate who successfully completes the online application and questionnaire may then have to do problem-solving tests. It is only after completing these steps that the job-hunter is invited for a telephone or face-to-face interview. 


Social networking - for example, having a profile on sites such as Facebook – has also become an increasingly important tool for job searchers. “Social networking can enhance your professional reputation and increase your chances of being considered first when people are searching for new talent,” says Francisco Cordero, general manager of the social networking site Bebo in Australia and New Zealand. 


Video CVs (or video resumes, as they are called in the US) are another innovation. After gaining a foothold in the US job market, they are now beginning to enter the British scene. Yale University student Aleksey Vayner achieved internet notoriety in 2006 with a video CV with the title “Impossible is Nothing”. The video, which Vayner used to apply for a job with an international bank, showed him skiing, ballroom dancing and displaying his karate skills. 


Vayner may have thought he was being creative, but instead he was seen as unprofessional, and, at seven minutes, his video was far too long. Vayner’s amateur production became popular on YouTube and is often used today as an example of how not to produce your video CV.


As more and more young people grow up with computer skills and familiarity with YouTube and other internet video sites, video CVs are likely to become more common. Websites such as Careerbuilder.com and CVOne help people to make their own job-application videos for downloading or placing on the online companies’ servers.


“We love [video CVs] because we get to see people’s softer skills early on in the recruitment process,” Jason Atkinson, director at interim-management company Russam GMS, told The Guardian.


Other British employers are not yet convinced that video CVs are the way of the future. Although German job-seekers normally send photos with their CVs, this practice is discouraged in Britain and is practically unknown in the US, where employers fear they will be accused of discrimination if they do not hire or give interviews to people from ethnic minorities. 


Some employers have similar reservations about video CVs. Nick Eaves, finance director at recruiters Badenoch&Clark, told The Guardian: “We looked into video CVs, and though we loved the innovation and could see value in the technology, the climate created by things like age-discrimination legislation and ethnicity laws suggested to us that there could be an impact if video CVs were used.”


Another possible drawback is of a technical nature. If potential employers do not have compatible browsers and high-speed internet connections, they may not be able to view the videos. Time is also a factor, as videos normally run from one to three minutes. 


Online CV-posting services send candidates’ CVs to large job websites such as Monster or Yahoo!Jobs. Others, known as “blasting” services, will send a candidate’s CV to thousands of sites. Job-search expert Alison Doyle of About.com says there are a number of factors to consider before posting or blasting a resume. For example, does the time you save justify the expense? And do you really need to have thousands of recruiters receiving your CV?


Aleksey Vayner is not alone in thinking that an unusual CV is likely to catch a potential employer’s eye. But Karl Gregory, marketing director of iProfile, a British company that places CVs online, says that an unusual CV is not necessarily going to get job-seekers the attention they want. In fact, the opposite could be the case, as non-standard items such as photos or special formatting are likely to be lost in recruiters’ databases. Instead, Gregory says, it is more important for candidates to tell potential employers what hey have actually done. “We work with some of the biggest recruiters in the UK and they tell us that candidates regularly undersell their achievements,” Gregory Comments. “Addressing this issue could significantly boost people’s chances of getting through to the interview stage, as well as getting the salary they deserve.”

1. Answer the following questions

1. What role has Internet played in the process of job-search?

2. What innovations has Internet brought in the interview procedure?

3. What is peculiar about online application form?

4. Why is it more convenient for multinational companies to use online application forms?

5. What are pros and cons of video CV?

6. Why didn’t Vayner succeed with his video CV?

7. Which countries approve of the candidate’s photo in CV and which do not?

8. Is it more effective to have a creative CV or a standard one?

9. What information is presented in CV in Ukraine?

10. Can you admit some lies in your CV in order to get the job?

2 Translate into:

a)  Ukrainian
Application form, database, discerning, intern, emoticon, meet the requirements, text-messaging,  over-the-knee spanking, perceive smth to be, utilize, dozens of jobs, enhance, to gain a foothold, notoriety, interim-management company, drawback, to accuse of, blasting services;
b) English
збентежуючи питання, співбесіда при прийомі на роботу, анкета здобувача вакансії, розмістити у сітці Інтернет, смайлік, рекрутингова компанія,  практикант, написання СМС, сприймати неповажним,  база даних, відповідати вимогам, дюжина робочих місць, проникливий шукач роботи, запитальник, найкраща середа, використовувати талант, досягнути мети, співбесіда віч-на-віч, удосконалити репутацію, завоювати стабільне положення,  дурна слава, бальні танці, 
близьке знайомство, соціальна компетенція, звинувачувати у, законодавств, закон о захисті прав національних меншин, недолік, досягнення.
3.Match the words with their definitions. 

1. text-messaging

2. to enhance

3 interim-management company

4 blasting services

5 to gain a foothold

6 to perceive

7 intern

8 emoticons

9 to utilize

10 notoriety

a) the process of sending CV at random;
b) to apply;
c) to take smth as smth;
d) icon to convey your emotions in writing;
e) the process of short messages writing; 

f) to get the stable position;
g) trainee;
h) to improve;
i) the company that hires managers temporally;
j) ill fame.
UNIT 2

GOAL SETTING
At time of financial uncertainly, it is essential for companies to set the right goals. They need suitable goals and objectives both to weather the current storm and to ensure their longer-terms success. But the ability to set goals well is a core competence at all times. Goals provide a sense of purpose: what exactly am I doing and why? They also provide motivation: if you understand and support the goals, I can bring more energy and enthusiasm to the task. And goals help efficiently: if I know what I have to do, I can organize my working day better to achieve results on time, on budget and with desired quality.

In this article, we look at how to set goals and objectives and at the roles of leadership and culture. This will help you to think about your own professional and personal goals – and how best to achieve them.

Before you read on, take a few minutes to think about the following questions. Then compare your answer to the comments in the article.

The terms “goal” and “objective” are very often used synonymously in business life. But many management professionals would argue that there is an important distinction:

Goal: A relatively open and non-specific statement of a general purpose. For example: “I would like to see our company become a little more international.” 

Objectives: A precise and specific statement of what should be achieved. For example: “I would like to see an increase of ten percentage points in the proportion of our turnover generated by overseas clients by the end of next year.”

Setting goals and objectives is, therefore, a two-step sequence. First, general goals are identified and defined. Then, in a more detailed phase, the objectives are planned.

We can also break down the process of setting goals into two clear steps:

a) define general work goals. There are different ways to think about goals at work. You can think about your broad career goals: Do you want to work internationally; do you want to be a senior manager; do you just want to earn enough money to cover your basic needs? You can also focus on job-specific goals: What are the key responsibilities of your current position? For example, if you are a sales manager, your goals might be to increase turnover, win new clients and innovate with new products.  

On page 35, you can do an exercise in witch you write down your work goals;
b) prioritize your goals. The danger with goals is that we become too ambitious, have unrealistic expectations, and then fail to achieve anything. Prioritizing goals is a core skill. Witch ones are most important for your success? Thinking about this will help you to decide what to focus on to get tangible results. Key factors to think about when prioritizing are:

Relevance: Is a particular goal a “must” for you? Or is it just “nice to have”?

Urgency: Acquiring new skills or changing old habits can take a long time – and may lead to your becoming demotivated. So, you should try to achieve a balance between “quick wins” and your longer-term ambitions.

Environment: You may have to postpone some goals because of external factors. For example, taking that next step up the leadership ladder may not be possible if your company has cancelled all leadership trainings as a way of cutting costs. 

Once you have prioritized your goals, you need to develop objectives to achieve them. A well-known acronym for objectives is SMART. But your objectives should not just be SMART, but SMARTER:

Specific: The objectives need to be concrete and detailed. Be specific about the quantities, numbers and timing involved in your goals. 

Measurable: If objectives are not clearly measurable, we can never know if they have been achieved. This is both inefficient and demotivating. For example, if your objective is to train 100 people in a project-management program, you need to define what “train” means. Is it enough that people attend a seminar, or must they reach a (tested) level of proficiency? Remember: “If you can’t measure it, you can’t manage it.”

Achievable: To achieve goals, you need the right skills and resources (including manpower). You often also need support and commitment from senior management. Checking that objectives are achievable is a good way to find out whether there are environmental barriers to success. 

Relevant: Job-specific objectives should be in line with the broader strategic values and initiatives in your organization. If some of your key objectives  go against corporate strategy, you may have a problem. 

Timely: Deadlines must be set for what is to be achieved and by when. Without a clear timescale. Objectives quickly lose focus and become meaningless. 

And, for SMARTER goals, add “E” and “R”:

Exciting: Objectives should be engaging and they should excite people to commit time, effort and resources.

Rewarding: People should see a clear “WIIFM” (What’s In It For Me?). We work harder towards an objective if we have a clear understanding of the personal benefits (new skills, greater recognition, a bonus, for example). 

Think about your own career and job-specific goals. Use the SMART(ER) approach to defining your objectives so that you can reach these goals. Use the SMART(ER) approach to defining your objectives so that you can reach these goals. 

Setting goals and objectives is important not just for individuals, but also for those in management positions.  Good leadership means defining goals with and for others, whether this is a vision for the whole organization or training goals for a team member. It also means establishing SMART(ER) objectives, and working with teams and individuals to build commitment to achieve specific results. Here are five tips on how to generate such commitment. 

Get people to participate in the goal-setting process. This increases belief that the goals are achievable, and thus improves motivation. 

Let people know exactly what they have to do. This goes back to the SMART(ER) principles: people perform better when given specific objectives. Simply telling people to do their best is inefficient. 

Don’t make things too difficult/ Ambitious goals and objectives can be motivating and help to build commitment – but not if the level of difficulty is unrealistic. 

Provide any necessary support. Coaching, training and regular performance feedback can keep people directed towards the right targets and increase their motivation.

Show personal commitment. If leaders do not show interest in their staff and their goals, then they are poor role models. Employees need to feel that their leaders are committed to supporting success.

We know that there are very different attitudes to leadership across international business cultures. This makes it very difficult to offer generic tips.  For example, the concept of commitment and how it can be built may vary significantly across business cultures. 

In their recent book, “The Mindful International Manager”, Jeremy Comfort and Peter Franklin suggested a number of key questions to ask when setting goals in different business cultures:

a) how strong is the need for certainty? Intercultural experts argue that varying attitudes to risk and uncertainty lead to different patterns of goal setting. In cultures that prefer to remove uncertainty, leaders may spend a lot of time on planning and risk management. This leads to explicitly documented goals achieved through defined processes. But this approach may not be possible in cultures that see uncertainty as a natural part of life rather than a threat:

“Germans tend to like technically clear environments. They want to know what the goals of a project are, what resources they have and so on. They need a clear plan. There are people from other countries, perhaps the UK…, who like to experiment. They have a framework concept and then they start and build up experience, so they work a little bit with uncertainty. 


Ask yourself: How do different attitudes to uncertainty and risk affect goal setting in your organization?

b) who is responsible for setting goals? In top-down business cultures, it may be accepted that the formal leader is the person responsible for defining and communicating goals. After all, that’s what he or she gets paid for! But in more bottom-up cultures, goal setting may be seen as a collaborative process. Such processes are often slower, but they may collect more ideas and achieve greater commitment from those involved. This can be particularly important during change processes. Top-down goals are often given to those affected but then later rejected, which leads to delays in implementing new structures.


Ask yourself: How do different attitudes to responsibility affect goal setting in your organization? Is your organization more “top-down” or “bottom-up”.


c) how much information is needed? Attitudes to information can have a significant effect on goal setting within organizations. Some people need only to hear a vision or “big picture” to be convinced and inspired. Other people are far more pragmatic and need to have frameworks and details – the nitty-gritty of what is to be done, by whom and by when. Setting goals across cultures means balancing inspirational slogans with pragmatic details. 

Ask yourself: How do different attitudes to information affect goal setting in your organization? Are you someone who needs details or just the big picture?

d) what is the attitude to time? There are important differences in attitudes to time across all kinds of culture, from national and ethnic cultures to sports teams:

Focus on the past. Some cultures use experience as a basis for setting goals. They prefer to continue traditions and are slow to change established priorities.

Focus on the present. Most sports coaches stress the importance of “staying in the present” and not planning or hoping too far ahead, as this can lead to a loss of focus. 

Focus on the future. Some cultures value creativity, being optimistic and constantly innovating in goal setting. They may also like to achieve quick wins and could be reluctant to postpone benefits for too long. For example, the stereotype of US companies is that they focus on short-term profit (unlike, say, Japanese companies).

Ask yourself: How do different attitudes to time affect goal setting in your organization?

Managing this diversity when setting goals across cultures is a serious challenge for leaders. One option is to adopt and roll out a single approach worldwide. Another option is to allow managers to adapt their personal goal-setting style to their specific circumstances. Whichever option is implemented, leaders need to set up channels for feedback in order to understand whether the chosen approach is working in the specific contexts. Ask yourself: How far do you adapt your personal goal-setting style to your cultural context at work?

Many people make the mistake of focusing only on professional goals. But to be successful at work we also need to think about our private lives. Without a stable work-life balance, we may achieve success in the short term but not happiness in the longer term. 

Use the following ideas to think more broadly about what you want to achieve in life. Try to set goals in each category and then apply the  SMART(ER) approach for your objectives to achieve these goals:

Family and relationships: What roles do you want to play as a partner, parent, son or daughter, etc?

Education: What new skills would you like to acquire? How will you do so?

Creativity: Do you have any artistic goals – to paint, to dance, to write, for example?

Self: Is there any part of your mindset or behavior that makes you unhappy? What would you like to change?

Money: How much security do you want? How much do you want to earn and by when?

Health: Do you want to be healthier in some way? Do you want to do more sport? What are your plans?

Fun: What is fun for you? How do you plan to get enough of it?

Ethics: Do you want to make the world a better place? If so, how?

Dreams: Is there anything you must do before you die? If so, what is it, and when will you do it?

But remember setting goals is only the start of the process. The real work of achieving the goals – whether professional or private – now lies ahead. Good luck!
1. Answer the following questions

1. Why should businesses set goals?

2. What is the difference between the term “goal” and “objective”.

3. What steps does the process of goal-setting include?

4. What are SMART and SMARTER objectives?

5. Describe the role of leader in the process of goal-setting.

6. What attitudes towards time are there in the world?

7. Which one matches your country?

8. Which values are more valuable for you family or career?

9. What are you short-term and long-term goals?

10. What is the best motivation for you: praising or abuse? 
2 Translate into:
a) Ukrainian
objective, long-term success, core competence, commitment, distinction,  turnover, senior manager, core skill, urgency,  to acquire, quick wins, manpower, to be in line with, timescale, to be reluctant to do smth, diversity, challenge, channel, work-life balance, mindset, to roll out, to adopt, to adapt;
b) English;
важке завдання, обставини, тренер, стабільний, баланс між особистим життям та роботою, мислення, вводити, робити щось знехотя, короткостроковий, довгостроковий, пристосовуватися до, переняти, інвестувати, кінцевий строк, підхід, узгоджуватися із, рівень професіоналізму,  відкладу вати, швидка перемога, невідкладність, відмінність, сперечатися, ключова перевага, забезпечувати, старший менеджер, обіг, забов’язання, реальний (відчутний) результат, придатні цілі.

3 Translate into English
1. Придатні цілі необхідні  як для того, щоб перенести сьогоденну кризу, так і для того, щоб забезпечити довгостроковий успіх.

2. Головним вмінням є пріоретизування цілей.

3. Старший менеджер і менеджер з продажу забезпечують великий товарообіг.

4. Необхідно організувати свій день краще, щоб досягти мети вчасно, в рамках бюджету і з високою якістю.

5. Надбання нових навиків забезпечує реальний результат у роботі.

6. Треба обирати між «швидкими перемогами» і довгостроковою стабільністю.

7. Кінцевий строк встановлюється на усі завдання.

8. Важкою дилемою для лідера є  навчити підлеглих знаходити баланс між особистим життям та роботою.

9. Чи є щось у вашому мисленні або поведінці, щось, що робить вас нещасним?

10.Рівень професіоналізму впливаю на корпоративну стратегію.
UNIT 3
PROJECT PLANNING

The mantra for today's organizations is clear: do business faster, cheaper and to a higher quality. In other words, do things differently. For many organizations, project management is the most critical instrument for such change, as it provides an organizing framework and mentality to achieve re​sults within clear time and budget constraints.

In this article, we examine the fundamentals of pro​ject management and look at the key success factors. We also provide tips for effective project leadership and communication.

There are many different approaches to project manage​ment around the world. But most people would agree that projects have four key features: 

- A start date and an end date

- Specified resources for the project: budget, personnel, equipment, etc.

- An organization with clear roles and responsibilities, including a sponsor and project leader

- Clearly specified objectives or outcomes

The SMART approach to projects.

 Ask yourself the following questions to see how smart your project goals are: Specific: Are your objectives clear? 

Measurable: Can you measure precisely if your objec​tives have been reached?

Achievable: Is it possible to reach the specified objec​tive?

Realistic: Do you have the resources needed to achieve your targets?

Timely: Can you specify when the project results will be delivered?

Projects typically follow a number of phases after they have received formal authorization from a sponsor. A project sponsor is usually a senior manager who sets targets in line with the organization's main strategic objectives. The sponsor will also normally read the «project charter'', a document that describes the ргоject, and sign off a project budget. 

The Project Management Institute (PMI), a global organization that aims to define standards for project work, lists the following five phases:

a) initiating. In this phase, there is a review of the project's scope and goals, to make sure it is in line with the expectations of all stakeholders (the people within the organization who are affected by, or have an interest in the project). There is also a more detailed estimation of risks. The project team is recruited and there is a first discussion of roles and responsibilities;
b) planning. In this phase, detailed planning takes place to define the intended outcomes more exactly. The cost of the required resources is defined and a work break-down structure (WBS) is created. This makes clear who has to do what and by when. Detailed schedules provide a list of milestones and sub-milestones;
c) executing. This phase is about producing "deliverables" - the planned outcomes, features or functions - according to the agreed schedule. It also involves dealing with unexpected events;
d) controlling and monitoring. This phase runs in par​allel with the execution phase. Project activities are supervised to minimize deviation from the original plan. Where necessary, changes can be made to the project scope, schedule, budget and roles;
e) closing. This phase involves formal acceptance of the project deliverables by the user/client— the people who benefit from the results of the project. Ideally, there should also be time for a review of the project, both internally with team members, and externally with a range of stakeholders. PMI recommends a formal proj​ect closure document and a project evaluation report, although time pressure means this seldom happens.

In 1994, The Standish Group (tvww.standishgroup. com], a US research firm, published a survey of 28,000 IT projects, looking at key success factors. This showed that only 16 per cent of projects were completed on time and on budget and delivered all the agreed features and functions.

The Standish Group published a "recipe for success", describing the necessary conditions for a project to succeed. These are listed below, but in no specific order. Rank the factors by putting "1" by the one you think , is most important, and "5" by the one you think is least important. Then compare your decisions with the research results of Standish. 
FACTORS OF PROJECT SUCCESS 

• Minimized scope 

Your ranking: __ Standish ranking: __ 
A project whose scope is open can consume a lot of time  and resources. If the scope is limited, the project is more likely to succeed.

• Experienced project manager

Your ranking: __ Standish ranking: __
Research shows that over 90 per cent of successful proj​ects are led by experienced project managers.

• Clear business objectives

Your ranking: __ Standish ranking: __
If a project's objectives are clearly defined, energy and resources can be used more effectively, increasing the chance of success.

• User involvement

Your ranking: __ Standish ranking: __
Many projects fail because of a lack of user involvement. Although they deliver on time and on budget, the solution may be irrelevant and thus ignored.

•Executive support

Your ranking: __ Standish ranking: __
Sponsors who fail to support projects increase the proba​bility of failure, particularly in top-down business cultures.

As we have seen, effective leadership is a key part of a successful project. Here are some ideas and tasks to help you to improve your project-leadership skills.

a) create a mission statement for the project. This should communicate a clear vision with specific aims in 20 words or fewer. For example: "We aim to provide world-class learning and development services to all our employees."

Task: Write a 20-word statement for a past, current or future project.

b) create a "team task document". This should spe​cify the top three individual tasks of each team member, and the top three tasks for which the team will have to cooperate actively. Creating this clarity — and encour​aging a commitment to teamwork through an official "document signing" — can establish a firm basis for success.

Task: Write your own individual and team-role descrip​tion for a past, current or future project.

c) develop a continuous improvement culture. This should include open self-assessment and team feedback. Project teams often fail to reflect on what they could do better. Using a self-assessment tool such as the one be​low, team members can ask each other for feedback. Project leaders can also encourage members to take re​sponsibility for high levels of cooperation and perfor​mance. This is particularly important in international projects, when project leaders may not always be pre​sent. Such a process should be started at a kick-off meeting, where one not only looks at the vision, goals and organization of the international project, but where one also discusses the team members' expectations of each other.

Task: Using the tool below, rate your own performance and ask for feedback from your team.

Team-member effectiveness: a personal assessment

For each element, give yourself a mark on a scale of "1" (excellent) to "5" (unsatisfactory).

	General contribution

to the team


	1

	2

	3

	4

	5


	Contribution to team

trust and harmony


	1

	2

	3

	4

	5


	Clarity of communication

	1

	2

	3

	4

	5


	Ability to meet deadlines

	1

	2

	3

	4

	5


	Quality of deliverables

	1

	2

	3

	4

	5


	Creativity

	1

	2

	3

	4

	5


	Effectiveness with external

	1

	2

	3

	4

	5


	stakeholders

	
	
	
	
	


d) build a formal assessment process. The project leader can provide each team member with a "project-commitment document" that specifies the vision and goals of the project, detailed individual performance targets and a clear assessment system, with grading and information about the frequency of assessment interviews. International projects are often complex and ambiguous. So it is essential for project managers to hold team members accountable and to motivate them with clear performance targets.

Task: Set three relevant and measurable project perfor​mance targets for yourself.

e) understand and engage the project sponsor. Effec​tive project leaders must manage their sponsors effec​tively. This requires an understanding of the needs of se​nior managers. It also requires the ability to communi​cate in short and simple messages what the sponsors need to do by when, and the risks of not taking action. Task: Rate your relationship with your project sponsor on a scale of "1" (excellent) to "5" (unsatisfactory). If you feel the relationship could be improved, organize a meeting with your sponsor to discuss this.

Project leaders need to think about how they commu​nicate externally in order to promote the benefits of their projects to the various stakeholders within their organization. Here are some key rules:

- Don't communicate just for the sake of it. Profession​als today have no time to read a lot of data.

+ Do prioritize communication to those people who have a direct impact on the project's success. Commu​nicate the appropriate information at the right time.

- Don't overlook key persons affected by your project. 

+ Do know who you should communicate with in your organization. Create a comprehensive stakeholder map.

- Don't communicate the same messages to everybody. 

+ Do develop tailored messages for each stakeholder.

-Don't forget to collect necessary data from stakehold​ers in order to understand their needs.

+ Do discuss with stakeholders the validity of the infor​mation they have provided.

- Don't use only one channel, such as your company's intranet, to communicate important information. 

+ Do use a variety of channels (brochures, events, etc.}.

- Don't follow the communication plan inflexibly. 

+ Do adapt the frequency and style of your communi​cation in response to feedback from stakeholders.

Working in international teams adds an extra complex​ity to project communication: the challenge of distance.

Project managers need to develop creative routines to manage the risks involved in working virtually. These risks include lack of trust if there is insufficient face-to-face contact; differences in communication methods and tools across business units and countries; and missing deadlines because of the different workloads of the team members. A "three-R" strategy — Relationships, Rules and Reporting — can help to improve virtual commu​nication:

a) Relationships. Create and circulate a list of all key people in the project. This list should contain project-relevant information, such as role descriptions and technical competences. But it should also contain more personal information, such as a photo, a nickname, in​terests and talents.

b) Rules. Use standard templates for data collection, risk analysis, minutes, etc. Such standardization eliminates potential confusion and creates a common basis for ef​fective communication.

c) Reporting. Ask for regular written reports to enable tracking of the status of project tasks and activities. Agree on regular reporting via telephone or video con​ferences, and establish rules of behavior for such con​ferences.

The success of a project depends on effective commu​nication. My experience of working with project teams in recent years has been that the main challenge for many project leaders and members is to recognize their own communicative ineffectiveness and the damage it can do. Without a feedback culture within a project team, this ineffectiveness may never be recognized. As the Irish playwright George Bernard Shaw said: the single biggest problem in communication is the illusion that it has taken place. 
1. Answer the following questions

1. What are the key features of any project?

2. Explain SMART approach to projects.

3. Name the stages of a product cycle.

4. What are the success factors for projects?

5. What should leader do to accomplish a project?

6. What is “a team task document”?

7. Why should manager constantly improve an organizational culture?

8. What role does external communication play in the project planning?

9. Explain the term “three R “strategy.

10. What risks does working virtually include?

2 Translate into:
a) Ukrainian
framework, budget constraints, personnel, outcome, project charter, to sign smth off, scope. Stakeholder, work break-down structure, milestone, sub-milestone, to supervise, deviation, project closure document, recipe, mission statement, clarity, continuous improvement,  kick-off meeting, ambiguous, comprehensive, tailored, validity, brochure, workload, template, playwright.
b) English
масштаб, результат, устав проекту, персонал, підхід, обставини, критичний, спостерігати за, акціонер, ініціювати, рамки, нескінчений, виконувати, неоднозначний, відхилення, самооцінка, набирати команду, заключний документ про реалізацію проекту, оцінювати, рецепт, дослідження, проміжна ціль, етап праці,  встигнути в строк, долучати когось до, результати проекту, ясність, піддаватися впливу, настановна нарада, шкала, рекламний проспект, розсилати, сбір інформації, протокол, драматург, заради чогось, шаблон, прізвисько, об’єм праці, надійність.

3.Match the words with their definitions. 
1 budget constraints

2 to sign smth off

3 to recruit

4 evaluation

5 project closure document

6 survey

7 kick-off meeting

8 validity

9  nickname

10 tailored

a) review;
b) coordinating meeting;
c) document which signifies the project ending;
d) appraisement;
e) sobriquet;
f) to hire;
g) financial limitations;
h)adapted;
i) confirm;
j) reliability;
UNIT 4

COMEBACK MOMS

When a mothers' group gathered on I.aurie Wilt's veranda last summer over sand​wiches and iced tea, they wanted more than relaxed conversation. As their chil​dren played nearby, the women tested each other in imaginary job interviews, criticized each other's resumes, and told stones of difficult experiences in the job market.
All had had former careers — in consulting, market​ing, or finance — and all wanted to return to work after years at home. The career-coaching sessions "built confidence and helped us develop a stronger game plan," says Witt, who lives in Wellesley, Massachusetts. Three of the four women have since found jobs.
Few job-seekers face higher hurdles than at-home par​ents trying to return to the workforce. The number of married mothers at home full-time reached a recent high of 31.2 percent, according to government data. Many of these women now need, or want, to get back to work. In addition to the recession and employer bias against career dropouts, outdated skills and self-doubt make it harder for women to re-enter the job market.
Those who succeed are using intelligent job-finding tactics. Some are using neighborhood networks in new ways, asking other out-of-work professionals for career coaching. Some chose volunteer work strategically to increase their skills. Still others invest heavily in training. Returning parents "are taking a more sophis​ticated approach," says Carol Fishnian Cohen, an au​thor and co-founder of the Web site iRelaunch.com. They also need luck, of course, to find employers who aren't biased against people taking career breaks.
In her ten years out of the workforce, Laurie Witt, a former design manager for Nike, looked for volunteer work that would keep up her skills. For example, she chaired a $115.000-a-vear scholarship program and co-headed a 60-parent school group with a $65,000 bud​get. By 2007, when her children were 3, 10, and 12, "I was ready to take a break from all the volunteer work," she says. Getting started was tough. "I don't know where to begin," she told her husband, who brought home a book, Back on the Career Track co-written by Cohen.
Witt began telling people that she was job-hunting. "1 got a lot of 'Me, too!' reactions," she says, and so the veranda sessions began. She got a number of useful tips from the other women. The sessions also increased her confidence. She started cold-calling em​ployers for meetings, аnd began getting interviews. Even with the difficult economy, she had three job offers by November 2008 and became a regional-marketing manager at Watson Wyatt, a benefits, and human-resources con​sulting firm.
Patricia O'Connor, a Watson Wyatt managing consultant and Witt's boss, liked not only her Nike ex​perience, but also her vol​unteer work. The scholar​ship job showed Witt could "manage a lot of complexity" on her own, she says. Demonstrating skills and experience is important. It may not even matter whether you were paid in your last "job." In Witt's case, says recruiter Patricia Lenkov of Agility Executive Search, the volunteer work was enough to prove "continued development and a track record of success." Many at-home parents discover new interests and change careers when they return to work; only 39 percent take the same kind of job they left, says a 2005 study by the Wharton School of Business. Dur​ing Katherine Buebler's 16-year break caring for her three children, she discovered she enjoyed advising people on investments, and looked for a career in that area. As a former client-service director for a wealth-management concern, she had a good start.
But reaching her goal took more training and net; working than she had expected. After deciding in 2005 to return to work, she spent the next two years prepar​ing for the Certified Financial Planner exam. Then, just after Buehler passed the exam and entered the job market, the economy collapsed. She refused a first job offer in September 2008, because it was in sales and "in my gut, it didn't feel like the right fit." she says. As hiring slowed to a stop by December, Buehler worried that she should have taken the sales job. She did unpaid work, helping low-income families with their finances, and forced herself to keep networking.
Her efforts finally led to an interview in January, with Globe Wealth Advisors, an investment company in Deerfield, Illinois. Bert A. Getz, Jr., co-chief executive was impressed by Buehler's preparation, and, unusual​ly, saw the break on her resume as a plus. The open job was a new position, and "we wanted to start with a clean canvas. We didn't want someone coming in and saying, 'This is the way Goldman Sachs does it,'" says Getz. "Katherine comes with a fresh perspective." He hired her as a vice-president and head of compliance; both say it's a good fit.
More than half of workers returning from career breaks are hired by companies smaller than those they left, the Wharton study shows. Smaller employers are often less interested in conventional career paths. Checking out such firms "is even more important in this down market," author Cohen says.
Shavonne Blades was worried about Pam Krureck, one of 40 applicants for a sales job, even be​fore they met for a lunch interview. Blades, publisher of Yellow Scene, a Colorado regional magazine, felt that Kruteck's former career in advertising made her overqualified. "My first reaction was, 'Oh no, another media snob,'" she says.
But by the time they had finished lunch, Blades had changed her mind. She tried to frighten Kruteck, telling her: "Sales is a brutal job; there's a lot of rejection." But Kruteck was open to learning. Blades says Kruteck also convinced her by understanding the magazine's mission. She offered Kruteck the job.
Kruteck is taking a step down in pay and status. But she chooses not to see it that way. To her, the job pro​vides an opportunity to learn a new skill — sales. She also persuaded her new employer to let her work part-time, so she could spend time with her sons, 10 and 13. As long as I'm making money and you're making money, it shouldn't matter," she told Blades.
Although it is a step down, the job may actually be “a better position" for Kruteck because it's "a better fit" personally, says Tim Schoonover, chairman of OI Partners, a career-coaching firm. Patricia Lenkov is of the firm opinion that getting a foot in the door often pays off later: "One may have to take a step backward о ultimately advance." 
1. Answer the following question.

1. Why do at-home mothers face many hurdles while job-search?

2. What are the ways for mothers to return their professional skills?

3. Do you think that career break affects it in a positive or negative way?

4. Explain the term “cold calling”.

5. What are the main goals that volunteer work seeks?

6. Is it possible to combine being a good mother and making career? What is more important in your opinion?

7. Do men have advantages over women because they don’t go on maternity leave?

8. Is it possible to find a well-paid job for comeback moms?

9. Is it only a financial aspect that forces mothers to reenter the job market?

10. What is the appropriate age to have kids?

2. Translate into:
a)  Ukrainian

to advance, bias, to start with a clean canvas, career coaching, to chair smth, co-founder, to cold-call smb, dropout, game plan, in one’s gut, hurdle, to keep up, neighborhood network, networking, outdated, to pay off, recruiter, rejection, relaunch, scholarship, to take a step down, to be the right fit, volunteer, workforce;
b) English

зібратися з приводу, уявний, співбесіда, впевненість, перепона, дані, спад, застарілий, знову увійти, безробітний, матері, які повертаються до праці, стипендія, волонтерська робота, порада, робити дзвінки без попередження,  почати з нуля, резюме, посада, заступник президента, робоча сила, продуманий.

3. Translate into English
1. Співзасновник надав декілька порад своєму другові.

2. Забобони проти жінок, які виходять з декретної відпустки заважають їм знову увійти на ринок праці. 
3. Хлопець був невихованим та ледацюгою, саме через це його відрахували з коледжу. 

4. Мері довелося обдзвонити багато компаній, щоб знайти роботодавця, який погодився найняти її. 

5. Жінкам у відпустці по догляду за дитиною необхідно підтримувати рівень своїх професійних якостей. 

6. Для того, щоб мати вигоду у подальшій кар’єрі необхідно спочатку зробити шаг назад. 

7. Тім очолював засідання і він дуже підходив для цієї посади. 

8. Відмова найняти вас на роботу може сигналізувати про невірно складене резюме.

9. Не завжди кар’єрні очікування виправдовують себе. 
10. Жінки зібралися з приводу обговорення можливості виходу на роботу.
UNIT 5

MEETING THE CHALLENGES
If you ask business people how satisfied they are with their international meetings, you are unlikely to get a very positive response. But why is this? What makes it so difficult to run successful meetings? The problems can come from many sources. Some are related to language. Others involve technology — for example, in the area of conference calls. And some difficulties are due to poor organization. 
Many problems, however, simply come down to the question of people's attitudes. For example: a refusal to think in advance about potential problems; an inability or unwillingness to listen; a lack of creativity when dealing with complexity. 
In this article, we explore five of the most common difficulties experienced in international meetings and try to provide solutions for each of them. Before you read on, think about the following questions and then compare your answers to the comments in the article. 

Recently, I asked a selection of my clients to talk (anonymously) about the difficulties they experience in international meetings. Here are their problems and my suggestions for solutions:

 “I think cultural differences are the biggest difficulty in international meetings. Often, there’s the very basic problem that people have really different ideas about the meaning of the word “meeting”. When people have different basic expectations, you can have real difficulties managing a discussion.”


Comment: The fact that people understand the term “meeting” differently can indeed cause serious difficulties. People may have different views on whether a meeting is mainly a place to discuss and analyze issues, or more disagreements are welcomed, or is it a forum for building relationships and preserving harmony, where the word “no” is avoided if at all possible? And who leads the meeting - just the chairperson?


Suggested solution: Solving things here is fairly simple: discuss people’s understanding of the term “meeting”. The brainstorm or recommend some ground rules for the meeting and get everyone to commit to the rules. Finally, review the process at the end of each meeting, to make sure the rules are followed. Here’s how you might introduce this idea:

“Before we start the meeting today, it might be useful to think briefly about what we mean by the term “meeting” in order to avoid any misunderstandings. There may be different views on how we should do things in meetings, so I’d like to suggest some ground rules. First, although I’m the formal chair of the meeting, I’m very happy for everyone to propose the ideas on how we could discuss and decide things. Second, I really want to hear everyone’s views today, so can I ask you all to say something? In particular, please say whether you agree or disagree with the views expressed rather than staying silent. How does that sound?”


“For me, the biggest problem is that people arrive at meetings unprepared. They haven’t taken the time to think about the objectives, so we can waste a lot of time clarifying things before coming to a proper discussion of the issues. This is really irritating for me and, I think, unprofessional. 

Comment: These are strong words, indeed! There is no doubt that the workload and pressure have increased significantly in many workplaces. This means that there is less time for participants and chairperson to prepare in terms of defining clear goals, clarifying different interests or expectations, and structuring a logical agenda and distributing suitable information in advance. But if these basics are not carried out, the meeting is likely to be much less efficient. International meetings are often challenging arenas, in which the chair has to work hard to establish common interests and agreement on outcomes that are beneficial for all parties. Many international meetings fail because people spend time and energy defending their local interests rather than moving towards a common international vision. 

Suggested solution: Anticipate ways in which goals may be problematic for some important participants, or may be misunderstood by them. Then, e-mail these key players a short overview of your expectations of the meeting and propose a short telephone call to discuss the matter. It will take some time to write this e-mail and make the subsequent phone call, but you can save a significant amount of time and energy during the actual meeting. Here is a sample e-mail:

Dear Jim

I’m looking forward to seeing you at the meeting next week. Just to confirm my goal: I’m hoping to get agreement from your side to implement the latest SAP release in your business unit before the end of the year. I know that there may be some differences of opinion about the method of implementation, but the purpose of the meeting is really to get a basic agreement in principle and then to discuss levels of possible implementation. 

I’ll call you later this afternoon to talk this through so that we can discuss things more efficiently with the whole team when we actually meet.


Native speakers of English are my biggest problem. They have a natural language advantage, and they usually end up dominating meetings and influencing decisions unfairly. This creates bad feelings among those colleagues who are non-native speakers and see this dominate as deliberate. 

Comment: Who needs to learn English: native or non-native speakers? That might seem like a strange question, but, increasingly, I believe that native speakers need to learn how to speak “international English”, a lingua franca that must be understood by non-native speakers. This means speaking English at an appropriate tempo, with clear articulation, using high-frequency vocabulary and avoiding obscure cultural references. Native English speakers should also be sensitized to the risk of dominating international discussions. They need to be explicitly encouraged to take a facilitating and “asking” role rather than a directive and “telling” role.

Suggested solution: The first step is to create a set of guidelines for native English speakers in meeting. These guidelines for international English can be circulated, discussed and agreed upon at a meeting. They might look something like this:

As a native English speaker, I promise to:

· speak slowly enough for people to understand me;

· use simple and frequent vocabulary;

· articulate clearly;

· give brief inputs using short sentences;

· allow others to speak by not talking too much.

The last ten minutes of the meeting should be spent giving feedback and reviewing performance. If the non-native speakers can give a simple grading to each native speaker on each of these dimensions, it creates an incentive for people to try to improve in the next meeting. 

“People don’t listen to each other. In most of the meetings that I attend, I don’t see dialogue.  What I see is more like a collective monologue.”

Comment: The term “collective monologue” was coined by the Swiss educationalist and psychologist Jean Piaget. He noticed that often people don’t talk to each other but across each other, seldom truly listening to what the other person says. A common sign of this is the “yes, but…” syndrome, tendency to dismiss quickly what others have said in favor of your own idea, which, of course, seems far more cogent and accurate. 

Suggested solution: Finding a way out of this difficulty is the holy grail of communication training. That is why I recommend techniques such as clarification (What do you mean by?) or summarizing (Did I understand you correctly? You are saying that…?) as a foundation foe effective dialogue. In fact, there are two solutions required here: first, we need ways to make ourselves   listen to others, which is perhaps more challenging. To make progress here, we need to change attitudes we commonly have when we are listening in meetings:

This isn’t relevant.

What you are saying is wrong. 

When we start thinking like this, a red light should go on in our brains, telling us that we have stopped listening. Instead, we are prioritizing our own needs, believing that we are right and others are wrong, which is arrogant. So, listen to yourself listening in meetings: if you have these negative thoughts, recognize your arrogance and pay attention to the speaker. You will then have better discussions. 


Making other people listen to us is also partly our own challenge. It is very easy to create an environment in which people stop listening to us: for example, by saying things that are not directly relevant to them, by being too complex, talking for too long, or internationally by using inappropriate humor. 

Instead, we need to adapt our speaking styles to the people we are talking to. This might mean being more analytical for the people in R&D, or more feelings-based for the HR representatives. Going beyond these stereotypes, effective discussion demands that we tailor our communication style to different people. 

“Telephone conferences with a large number of people are a nightmare for me. Virtual meetings are so much more fragmented and less efficient than face-to-face meetings. One big problem is the audio quality, which often makes it more difficult to understand people. Another thing is not seeing the people, so you don’t have much idea what impact your ideas are having. 

Comment: International companies are using telephone conferences more and more in order to save money. Telephone conferences can help to reduce travel expenses as well as time away from the office. Yet, very few people have anything positive to say about such conference calls. The communication itself is more challenging and such calls offer far less potential for building relationships than face-to-face meetings. As a result, it is often more difficult to develop trust between the participants. 


Suggested solution: There are a number of things that need to be done here. There are obvious ones, such as saying who you are during the call before speaking - at least in the case of a telephone conference where the people don’t know each other’s voices very well. But there are also some more general points. First, it is important to recognize that virtual communication is best suited to providing information rather than discussing this information or arguing about it. This means that? As far as possible? It is  better to keep telephone conferences as a vehicle for briefing plus comment than to use them for major decision making.  


Second, limiting the number of participants in the telephone conferences makes communication easier. It is normally more efficient to have three virtual meetings with six people in each one than one meeting with 18 people taking part. And, third, it is an excellent idea to call people after the telephone conference just to check on their levels of understanding and commitment. This takes time, of course, but if you don’t do this, you are allowing unacceptable levels of risk to creep into your international communication culture. And it is likely that this risk will eventually cost you even more time than a few phone calls would. So, take the time in advance. 


Ultimately, many of the difficulties that are associated with meetings are simply a natural product of human interaction: the inability to listen, differences in linguistic and intellectual levels, alternative working and communication styles, and a lack of preparation and follow-up to the meeting itself. So, the human touch can be the answer. Think about the main challenges in your international meetings and then brainstorm solutions – alone and with others. Create an action plan to implement the best action points and a time frame to review success. 


If you don’t make time for dealing with difficulties and finding solutions, you’ll be experiencing the same difficult meetings this time next year. Now, that’s an incentive to act, isn’t it?

1. Answer the following questions.

1. How can cultural differences reduce the efficiency of meetings?

2. What problems are caused by people not being prepared for meetings?

3. What problems can native speakers of English cause in meetings?

4. How can you make people listen to each other in meetings?

5. What are the special difficulties involved in telephone conferences?

6. What is the influence of cultural differences on conducting the meetings?

7. What problem do native speakers represent?

8. Why is it important to listen to your partner?

9. What problems appear while conference calls are made?

10. Define the meaning of the term “meeting”.

2. Translate into:
a) Ukrainian

to be unlikely to, to be related, conference call, to come down, attitude, in advance, unwillingness, solution, issue, to preserve, to commit to, to review, briefly, chair, to clarify, strong words, speak up, workload, in terms of, deliberate, obscure, to be sensitized to, to facilitate, to circulate, cogent, accurate, holy grail, to coin, commitment, ultimately, follow-up, time frame, briefing, vehicle, anticipate;
b) English
пристосуватися до, научно-дослідна та проектно-конструкторська робота, вислів, переконливий, педагог, необхідний, заздалегідь, питання, взяти слово, місце дії, бути чуттєвим до, ряд правил, обсяг навантаження, стимул, в результаті, засіб, знаходити час для, короткий інструктаж, версія, порядок денний.

3. Translate into English
1. Людина може пристосуватися до всього.

2. Учасники конференції слідкували за ходом подій.

3. Не дивлячись на переконливі аргументи опонента, він волів уточнити деякі деталі.

4. Педагог значно вплинув на оцінки хлопчика у школі.

5. Результат іспиту досі неясний, тому що зараз проводиться завершальна робота.

6. Коротко надавши інструкцію, чоловік резюмірував висновки по порядку денному.

7. Відносно обсягу навантаження, він завжди намагався підтвердити стандарти підприємства.

8. Впровадження научно-дослідної та проектно-конструкторської роботи надало можливість фірмі зберегти оптимальний об’єм роботи.

9. Ряд правил забороняє представникам відділу кадрів розповсюджувати інформацію про персонал.

10. Святий грааль бізнесу представлений бізнес етикетом та точкою беззбитковості. 

Unit 6

IS TECHNOLOGY MAKING US STUPID?

We have become so dependent on technology that we are losing our ability to solve problems and remember the most basic information. Whenever we need to solve a problem, we turn to a machine. If we need an answer to a question, we look it up on the Internet. If we need a phone number, we look it up on our cell phones. I’ve seen people use a calculator to multiply single-digit numbers, like two times seven. When you rely on technology to think for you, you don’t think for yourself. 


The first thing to suffer is our memory. We store all the information we need on machines. We don’t try to remember birthdays because they are stored in our electronic organizers. We don’t try to remember appointments because they are noted in our calendars. We stop relying on our memories because we know we don’t need to remember anything anymore. 


Technology has harmed our communication skills, and, in particular, our language skills. We use electronic translators. We depend on word processors to correct spelling and grammar mistakes. In general, e-mal and texts are very badly written. We are either losing language skills because we’ve never learned them, or because technology makes learning obsolete. 


How many times have you been focusing on one thing, such as reading a book or having a conversation, when your cell phone has rung, and you’ve turned your attention to that, instead? We live in a state of being constantly interrupted by technology, and this prevents us from being able to focus on one thing at a time. 


When something has no quick, easy solution, we tend to move on to something else. We’ve become so reliant on technology that we have stopped challenging ourselves. 


Technology does not stimulate creativity. It kills it. It prevents us from original thinking. Instead of thinking for ourselves, we find it easier to look something up on the internet. What needs to be taught in school is the ability to moderate and balance the use of technological tools in order to develop and stimulate our brains to solve complex problems that computers cannot solve. Technology helps us to get information and results. It’s like an automobile that helps us to go faster, but we must still exercise our muscles to get around. We must learn to balance technology and our own natural abilities, to use our brains as well as our machines. 


Ill technology can be used either well or badly. Cognitive-extension technologies do things so that our brains don’t have to. They may change the nature of our intelligence, but there’s no reason to think that they reduce it. They can alienate us from the world around us, but only if we let them.


We have to remember that cognitive-extension technologies are not new. One of the oldest forms of recording our thoughts and memories in external form is the written language. It did result in a gradual loss of the kind of outstanding memory found in pre-literate cultures. But is anyone really going to say that we became more stupid after developing the written language?


Let’s replace the word “internet” with “library”. Now, if I were to tell my students at the beginning of a course: “I don’t want you to read anything. I want you to think originally,” this would show a very naïve idea of creativity. True creativity is only possible after you’ve mastered a certain body of knowledge. And for this you need a “library” of knowledge, which is what the internet is gradually becoming. 


I admit that I hate people using cell phones in restaurants. I find it sad that they have so little to say to the person they’re with. But is this really a matter of technology making us stupid? It seems more like technology giving us an excuse to be rude. This might be a matter of alienation, but it is not a matter of intelligence.


Does technology reduce our ability to focus our attention? It can do so in certain situations, but there is no reason why it should in general. When I’m writing a research paper, I often have many windows open on my computer, and I simultaneously compare, contrast, collate and filter information from a large number of sources. Far from reducing the demands on my attention, I am actually forced to concentrate harder. 


The claim that technology makes us stupid is based on the idea that intelligence is exclusively a matter of what your brain does, and that everything else is merely a “crutch”. This assumption is naïve. Ever since we started developing cognitive-extension technologies like written language, intelligence has always, at least in part, been a matter of what you can do with the world around you – a symbiosis of inner and outer processes. Thinking is not something we do exclusively in our head; it is also something we do in the world. 


Our brains may be the center of huge information networks stretching out into the world through the technologies we build, but there is no reason to suppose that our brains won’t always be at this center.
1. Answer the following questions.

1. Do we really depend on technology?

2. In what way does our memory suffer?

3. How does technology affect our communication skills?

4. What does the author mean saying that we’ve stopped challenging ourselves?

5. What is the connection between creativity and technology?

6. Give the definition to the cognitive-extension technologies?

7. What is pre-literate culture?

8. How often do you use cell pone?

9. Will you be able to do without technology in a modern world?

10. Give you forecast of technology in 100 years. 

2. Translate into
a) Ukrainian

alienate smb, alienation, assumption, body, cell phone, challenge smb, cognitive-extension technology, collate smth, crutch, founder, master smth, obsolete, to focus on one thing at a time, outstanding, pre-literate culture, to be reliant on smth, research paper, rude, single-digit, to store smth, symbiosis, two times, word processor

b) into English

вирішувати проблеми, в Інтернеті, мобільний телефон, помножити, однозначне число, навички спілкування, текстовий редактор, застарілий, робити по черзі, видатний, симбіоз, дописемна культура, засновник, пам'ять, технологія для розвитку когнітивних вмінь, дослідна праця, внутрішні та зовнішні процеси, припущення, сім помножити на два, зіставляти, підтримка.

3. Translate into English
1. Припущення, що людина залежить від технологій вже давно підтвердилося. 

2. Технології для розвитку когнітивних вмінь направлені на підтримку та розвиток розумових функцій людини.

3. Щоб все встигати у житті – треба все робити по черзі.

4. У дописемних культурах люди не мали змогу зафіксувати свої думки у часі. 

5. Відчуження від проблем екології може вилитися у глобальну екологічну кризу.  

6. Однозначні числа це цифри від 0 до 9.

7. Видатні вчені світу працювали над створенням текстового редактору. 

8. Внутрішні та зовнішні системи операційної системи відображаються у інтерактивному вікні. 

9. Інформація про кількість населення Украйни у 42000000 давно застаріла. 

10. При написанні дослідної роботи необхідно уникати плагіату. 
UNIT 7

THE WHO’S IRON LADY

Although she would no doubt say that swine flu should properly be called “H1N1”, there is something pleasing in the fact that the first thing Margaret Chan does when I enter her office is pick up a cut-out of a pig and carefully place it upright. Chan is director general of the World Health Organization (WHO), and the pink pig is left over from the Chinese year of the pig in 2007. It was so sweet, she says, that she couldn’t throw it out. 


A year earlier, Chan had become the first Chinese national to run a major UN agency. She is also the most powerful public-health official in history. 


Tiny, she wears that authority naturally, and she is refreshingly direct. “I have a reputation for being a straight talker, I will tell them the story like it is,” she says.  Also striking, for those who have seen it, is her penchant for bursting into song. During a tense moment at a summit about bird flu, she sang a few lines of “Getting to Know You” from The King and I.


Months later, on 11 June 2009, she was the first WHO director in 41 years to stand before the world and announce that a new virus had reached pandemic proportions. Scientists had warned her to be careful about raising the threat alert so high. But the strict definition of ‘pandemic’ is a new disease spreading uncontrollably through numerous countries. On 11 June, swine flu had been registered in 74 countries; when we meet in Geneva four weeks later, it had just been confirmed in 140 countries. 


Born in another year of the pig, 62 years ago, Chan began her career as a high-school teacher of home economics, Chinese and English. But when her boyfriend moved to Canada to study medicine, she followed him. Finding that she still saw him very little, she began to study medicine herself, in the same class. When they graduated, they returned to Hong Kong. In 1994, she was appointed as director of health there, with a staff of 7000. In 1997, she faced an outbreak of bird flu.


Chan learned then the importance of clear communication, and that over-reassurance can be as bad as no reassurance. She has in mind the moment when she was trying to tell people it was still safe to eat chicken. “They asked me, ‘Do you eat chicken? And I said, ‘Yes, I do. I eat chicken every day.” It’s the last sentence she regrets. No one would eat that much chicken, right?


What her critics didn’t know was that it was true: Chan did eat chicken every day, just as she has had a tuna sandwich for lunch every day for the five years she has lived in Geneva. Her job is so very big, so unpredictable, that she says these fixed points are important “to maintain my sanity”.


But in Hong Kong, the damage was done, and she finally ordered the killing of all 1,5 million chickens. By the time the SARS epidemic came round in 2003, she was experienced and tough enough to be called the “Iron Lady”. She was headhunted to improve the WHO’s response to infectious disease threats because, as the then director general told her: “You are the only person who has managed crises. I have many armchair experts. I need generals.” With H1N1, Chan’s war has begun.


Inlike seasonal flu, H1N1 normally strikes healthy 30-to 50-year-olds – developing countries have large, young populations often living in crowded conditions. As well as having no testing facilities, these countries will often have almost no access to antiviral medicines such as Tamiflu. “Is it fair,” demands Chan, “for these countries to go into a pandemic empty-handed?” So she has gone, cap in hand, to the companies that produce them. Roche, for example, has provided 5,6 million free doses of antivirals for the developing world.


“Vaccines are much more difficult because of the limitations in production capacity”, she says. “Most of the production capacity has already been booked up by wealthy countries. Again, I have to ask the question: do the developing counties have to wait at the end of the queue?” So, Chan is trying to persuade manufacturers to provide 10 per cent of their production capacity to developing countries. 


Chan is aware that, while H1N1 could work itself out with comparatively minimal damage, she could also suddenly find herself dealing with a far more deadly mutation. And that, of course, would be on top of the many other epidemics and crises demanding her attention. The health impact of climate change, foe example, “will be the defining issue of the 21 century”. She predicts massive rises in the number of people dying from malnutrition and diarrhea, and probably more wars.  More floods will mean more water contamination and more deaths from drowning. Malaria is likely to rise sharply. 


“The prediction is that, within the next ten to 20 years, food production in Africa will drop by 50 per cent. If that’s the case, how many more people will go hungry? Remember that malnourished, stunted children cannot reach their education potential, which will have a massive social and economic impact.”


Chan worries, too, about rises in non-infectious diseases (cancer, diabetes, and smoking-related illnesses) outside the well-fed West. “Sixty to 80 per cent of the disease burden in developing countries is now due to so-called lifestyle diseases,” she says. Then, of course, there are the ongoing battles against malaria, polio, measles, HIV and TB, where another crisis of global proportions threatens. “The challenge is drug-resistance TB. And this is really huge. If it gets out of control,’ Chan warns, “it will take us back to the pre-antibiotic era.”


And so her days begin at 7 a.m., on her tread-mills, and end in her office late at night. Her husband didn’t come with her to Geneva (there would be nothing for him to do, and she travels frequently), so she lives alone in a flat close to WHO headquarters. She doesn’t drive, and speaks so little French that, when the first came, she couldn’t even find a tin-opener in the shops. For 30 years her husband did all the cooking, so she had forgotten how – after a year-and-a-half she fell ill with anaemia. Living apart from him for the first time in many years is difficult. 

“When I talk about my husband – you know, he is so interesting, he is such a lovely man. I once said, ‘David, can I have a contract?’ He said, ‘What do you mean?’ I said, ‘Can I marry you again in the next life?’ It’s not easy. But it is the kind of sacrifice I think you have to make in the interests of global health.”

And it is a fixed term, ending in another two-and-a-half years. In the meantime, there are airplanes. The day after we met, Chan flew to Sharm-el-Sheikh to speak to the spouses of world leaders about maternal death rates. It was a  quick stop on her way home to Hong Kong for a couple of week’s holiday. Although, “With a pandemic,” Chan says dryly, “you can’t really be on leave”.

1. Answer the following questions.

1. What does WHO stand for?

2. What do you know about swine flu?

3. Do you support her decision to make it public that the new virus had reached pandemic proportions?

4. What education does she have?

5. Is it safe to eat fried chicken during the epidemic of bird flu?

6. What are the symptoms of H1N1?

7. What is her policy of providing developing countries with vaccine?

8. What is “a life-style disease”?

9. How are duties divided in her family?

10. What does she think about of her husband?

2. Translate into:
a) Ukrainian

swine flu, cut-out, WHO, tiny, penchant, threat alert, home economics, outbreak, over-reassurance, tuna, unpredictable, to maintain, sanity, Iron Lady, armchair expert, facilities, access, cap in had, vaccine, queue, production capacity, deadly, malnutrition, diarrhea, stunted, measles, drug-resistant, treadmill, anaemia, spouse, maternal;
b) English

самміт, черга, кір, стійкий до ліків, недоїдання, виробник, залізний, оснащення, доступ, чахлий, непередбачений, вакцина, перевага, душевна рівновага, пташиний грип, свинячий грип, вплив, у ролі прохача, діарея, анемія, бігова доріжка, материнський.
3. Translate into English
1. Тільки високо посадовці мали доступ до самміту.

2. Пташиний та свинячий грип у свій час набули розмірів пандемії.

3. Він надав перевагу роботі на дому, тому що це надавало йому душевну рівновагу.

4. Виробникам довелося збільшити виробничу потужність, щоб пережити час кризи. 

5. Інколи мені доводиться виступати у ролі прохача, що є дуже неприємним для мене.

6. Смертельна недуга змусила її випробувати навіть експериментальні вакцини. 

7. Вона працювала викладачем ведення домашнього господарства.

8. Недоїдання у дитинстві може призвести до серйозних порушень в організмі протягом усього життя. 

9. Кожен ранок її з  чоловіком можна побачити на біговій доріжці. 

10. Її материнський інстинкт спрацював навіть швидше за мозок.
