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IHEPEIMOBA

MeToauuHi BKa3iBKA IS NPaKTHUHUX 3aHATh 3 jaucuuiunian  «I[Ipodeciitna
aHTJIChKa MOBA» PO3PAaxOBaHUN Ha 3400yBayiB APyroro (MaricTepcbKoro) piBHs BUIIO]
ocBiTH 1 Kypcy cnemianbHOCTI J5 «Mopcbkuil Ta BHYTPIIIHIM BOJHUI TpPaHCIOPT,
OCBITHBO-TIpO(eciiinoi mporpamu «Ekcruiyaraliis cyaHOBOTO oOJjagHaHHS 1 3aco0iB
aBTOMATHKI» JAEHHOI Ta 3a04HOI (pOpM HaBUAHHS.

Hapuanpna aucrumiiina «IIpodeciiiHa aHrilichbka MOBa» € CKJIAJ0BOIO YACTHHOIO
HAaBUYAJIBHUX JUCIMIUIIH TMPAKTHYHOTO MHKIY cremianbHocTi J5 «Mopebkuit Ta
BHYTpPILIHIN BOXHUN TpaHCopT». MeTonuyHl BKa3iBKH IependadaroTh KOMIUIEKCHE
BUBUYCHHSI aHTJIIMCHKOT MOBH, y TIPOIIECI IKOTO MOBHI 3HAHHS 1HTETPYIOTHCS 3 PO3BUTKOM
MOBJICHHEBUX HaBHUOK Ta (POpMYyBaHHAM yMiHb mpodeciiiHoro criakyBaHHs. OcobnuBa
yBara TMpUJUIAETbCS 3aCBOEHHIO (DaxoBOi TEpMiHOJIOTIi, pPOOOTI 3 aBTEHTUYHHUMH
npodeciifHO OpIEHTOBAaHUMHU MaTepiajaMy, TEXHIYHOK JOKYMEHTAIl€I0 Ta Cy4aCHUMH
iHdopMaliinuMu  pecypcaMu 'y cdepl  €IeKTPOCHEPreTUKU, €JIEKTPOTEXHIKH Ta
elleKTpoMexaHiku. HaBuanbHa AUCHUIUTIHA BUKJIAJAETHCS 3 YPaxXyBaHHIM MIKHAPOIHHUX
PEKOMEHJIAIl MI0/I0 PIBHS BOJIOMIHHS 1HO3EMHOIO MOBOIO, CYYacCHUX BHMOT JIO
npodeciitHoi KoMyHIKaIlli Ta 0COOIMBOCTEN MailOyTHRO1 (haxOBOi MISITEHOCTI MaricTpis.

MeTtoanuHi BKa3iBKH CKJIAAIOTHCS 3 8§ pO3/UTIB: 3 TeEM MPOGECIHHOTO CIPSIMYBaHHS.

Meta MeTOAMYHUX BKa31BOK - 3a0€3ME€YUTH PO3BUTOK 1 BIIOCKOHAJICHHS IHIIIOMOBHOL
npodeciiiHoi KOMYyHIKaTUBHOI KOMIETEHTHOCTI 3100yBayiB BUIIOI OCBITH, (hOPMYBaHHS
HAaBUYOK pOOOTH 3 PO(DECIITHOIO JTEKCUKOIO Ta JIEKCUKO-TPAMATUYHUMH KOHCTPYKIIISIMHU,
OTMpaLIOBaHHA i MepekyIaay aHTJIOMOBHOI TEXHIYHOI IOKYMEHTallli Ta axoBoi JiTepaTypu
y cdepl eIeKTPOCHEPreTUKH, CICKTPOTEXHIKM Ta CICKTpOMEXaHlKu. Y mpoleci
JOCSITHEHHs 11i€1 MeTh 3700yBaul MaroTh HAaOyTH JOCTaTHBOTO PiBHS MpodeciitHol
KOMYHIKaTUBHOT KOMIIETEHTHOCTI, II[0 OXOIUTFO€ MOBHI, MOBJICHHEBI Ta KOMYHIKaTHBHI
HAaBUYKH, HEOOXIJHI 1Ji1 €(PEKTUBHOIO YCHOTO M MUCHMOBOIO CIUJIKYBaHHS, poOOTH 3
(daxoBoro 1HpopMaIli€ro Ta 3A1MCHEHHS MPOQPECIHHOT AISUTBHOCTI aHTTIHCHKOI0 MOBOIO.

[IpakTvyHl 3aBOaHHA JO pO3JAUIIB Mpu3HAuYeHl sl (OpMyBaHHS MOBHOI
KOMIIETEHIIIi, 3JaTHOCTI 10 KOPEKTHOTO IpaMaTUYHOr0 0(OPMIIEHHS YCHHUX 1 TUCBMOBUX
BUCIIOBJIIOBaHb, €()EKTUBHOTO 3aCBOEHHS 3/100yBauaMu HEOOX1THUX 3HAHb 1 BUPOOICHHS
CTIMKHMX HABUYOK (PaXOBOTO YCHOTO Ta MMCbMOBOTO CIIJIKYBaHHS, pOOOTH 3 aHTJIOMOBHOIO
JITepaTyporo.

MetoanuHi BKa31BKU MICTSATh JIEKCUYHI BIIPABH Ha MEPEKIIa]] 3 aHIJIIHChKOI MOBH Ha
YKpaiHCHKY 1 HABMNAKU Ta JIEKCUKO-TpaMaTU4HI BIIPABU JJI NIEPEBIPKU 3HAHb 3700yBayiB
BuIoi ocBiTU. [liA0ip 3aBAaHb BIAKPUBAE MIUPOKI MOKIMBOCTI JIsI BUKOPUCTAHHS
HABYAJILHOTO MMOCIOHUKA SIK Ha 3aHATTSX, TaK 1 JJIsl CAMOCTIMHOT poOOTH 3100yBayiB BUILIO1
OCBITH.






UNIT 1. Understanding the Business World. Electrical Engineering in the Modern
Business Environment.

Key words and phrases

Ownership BJIACHICTh

Goods TOBapH

Services MOCITYTH

Consumer CTIOKHBaY

Efforts 3yCUILIA

Production BUPOOHUIITBO

Accounting 00K

Essential BaXKJIMBUI

Purchase MOKYIIKa, TpUI0aHHS

To supply MOCTavYaTH

Processing KiHIIeBa 00poOKa

To indicate BKa3aTu

Cost I[1Ha, BapTICTh

Profit JIOX11T

Debt oopr

To hire HaliMaTu

To fire 3BUIBHATH

Employer IpareaaBelb, HauMay

Employee POOITHUK, CITy>KOOBEIb
Read the text

Business has a great influence on your life, probably much greater than you realize.
Finding an appropriate definition for the word business is as easy as acquiring a date with
your favourite rock star. Each business can be defined, or described, by its type of
ownership, the goods produced or services offered, the types of jobs provided, or by the
different functions that it performs in your community.

Most businesses produce either goods (products) or services. A person can be both a
producer and a consumer of the same product. As a consumer you use many goods and
services produced by a variety of businesses. Some of these goods and services are essential
to your daily living while others, in the luxury category, are ones that we want more than
we need. All of us have different needs and wants, and the efforts of businesses to meet
these needs and wants result in an abundance of choice for people. We rely on one another
for the goods and services that we as individuals cannot produce. This fact has created a
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society where consumers, producers, and businesses — both large and small — are
interdependent elements. Remove any element in this chain and there would be no more
business as we know it today.

There are many types of businesses but the functions common to most manufacturing
businesses communication and personnel. are production, marketing, accounting,
Production is one of the essential functions of business. It has many parts, and one of them
is purchasing. The purchasing department is responsible for buying the raw materials and
supplies necessary to produce the final product as well as to operate the plant. Processing
is another part of production, and is the actual changing of raw materials into finished
products. Often more than one business is involved in this. Some businesses make only parts
while another business assembles the parts into the finished product. The processing method
used depends on the final product. For example: bread and cakes need a baking process;
most plastic products need a melting process. Another function of production is grading of
goods — providing an indication of quality for consumers. Marketing, another of the essential
functions of business, involves many procedures, including packaging, storage, advertising,
transportation, and research. Most of the products that consumers buy have gone through
this marketing cycle. Each part of the process adds to the cost of the product or service, and
therefore influences the price that consumers must pay. Accounting departments control the
financial side of the business. The accountants are concerned with how the business finances
its operations, the profits or losses accumulated by the business, and how the business pays
its debts. Accountants also forecast the future by preparing budgets for a year or more ahead
that take into account events that are expected to affect the company. Good communications
systems are an extremely important aspect of all businesses. Communication of information,
both inside and outside of the business, has become critical to the operation of modern
businesses. Personnel departments are responsible for the hiring, training, evaluating, and
firing of employees, and for maintaining good employer-employee relations. Management
coordinates all these functions. The manager’s job involves planning, organizing, directing,
and controlling.

Exercise 1. Answer the following questions.

1. Why are consumers in the centre of the business world.

2. What is the difference between goods and services? Give three examples of each.
3. What is the difference between a need and a want? Give three examples of each.
4. What are the essential part of production?

5. What is the function of marketing in business?

6. Why do many businesses have a research department?

7. What functions must management team discharge?



Exercise 2. Give the Ukrainian versions for:

consumer, to rely on, to offer the services, to meet needs and wants, to supply the finished
goods, essential function, business, purchasing of goods, storage, price, to pay the debt,
interdependent.

Exercise 3. Give the English versions for:

BJIACHICTh, 3a0e3rnedyBaTH SKICTh, BUpPOOHMYMI Oi3Hec, 00poOKa, CKiIaa, pekiama,
HaliMaTH, CHPOBUHHUM MaTepiai, BUPOOHHYI MaTepiaiu, IJIATUTH IIHY, MaTH CIpPaBy 3
YUMOCh, OTPUMATH J0Xid, OpaTu 10 yBaru, 3BUIbHUTH mpariBHuka. Compose your own
sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
business —

consumers—

goods —

producer —

services —

advertising —

marketing —

profit —

storage—

communications—

Exercise 5. Put the following words in the correct order to make complete sentences
and remember some basic ideas about “Business and you”.

1.Majority/ meet/ the/ Without/ basic/ people/ needs/ employment/ of/ their/ could/ not.
2.A/ both/ the/ person/ product/ consumer/ of/ a/ can/ producer/ same/ and/ be/a.
3.Success/ depends/ The/ its/ business/ employees/ on/ a/ greatly/of.

4.Department/ budget/ business/ a/ The/ for/ accounting/ the/ prepares.

5.Manager/ which/ There/ employee/ are/doing/ when/ job/ must/ a/ times/ is/ criticize/ in/
a/ way/ an/ the.

Exercise 6. Complete the following text with the words and phrases from the box using
them in the appropriate form

The success of a business greatly on its employees. If like their jobs, receive
reasonable wages and , and find their work surroundings pleasant, they are usually
efficient workers. That means that employees work harder and produce more than they
would if they were not happy. The extra means more sales for the business, which



could mean more profit for the company and therefore more  for the employees. The
personnel department is for the overall performance of employees. One of the
tasks of employees in the department is that of accepting from potential
employees before these applicants are interviewed. The personnel department usually
decides who will be selected for the . Then the successful applicants must be trained
for particular jobs, and the training are also the responsibility of the personnel
department. There are many other duties in this department. Records of all employees are
kept here to help select employees for promotions or transfers. The personnel manager is
responsible for settling employee problems with the of the business. Negotiating
wage contracts between the employees and the employers, which can be a very difficult and
lengthy task, can also involve the personnel manager. In general, the personnel department
is responsible for obtaining qualified employees, them for specific tasks, and for
maintaining good relations between and employees.

Program, employee, personnel, to depend, employer, responsible, position, income,

owner, production, application, salary, to train.

Exercise 7. Comment on the following:
“A business exists to create a customer” (Peter Drucker).

Exercise 8. Agree or disagree with the following statements:

1. Entrepreneurs are the people who attempt to make a profit by starting their own business.
2. There are three functions common to most manufacturing businesses.

3. Services are items of value that have been produced.

4. Employment can be added to the list of basic needs for survival.

5. Businesses were formed to help satisfy the needs and wants of individuals and families.
6. Businesses are not interdependent.

7. The purchasing department is responsible for distribution the goods and services from the
producers to the consumers.

8. Businesses use research to develop new products, better-quality products, and lower-
priced products.

9. Advertising is a part of communications.

10. The success of any business depends greatly on its employees.

Exercise 9. Say what you have learned about:

1. types of goods; the difference between goods and services;
2. the differences between needs and wants;

3. the role of the personnel department;

4. components (parts) of the production process;
10



5. the functions of business which are the most common to manufacturing businesses;
6. the factors of business influence on your life.

Exercise 10. Give a free translation.

[Ticns mporoJionieHHs JIepKaBHOI HE3aJIeKHOCTI B YKpaiHi 013HeC pO3BUBAETHCS HA OCHOBI
pi3HUX (HOPM BIJIACHOCTI, 1110 POPMYIOTHCS BIJMIOBIIHO JI0 YUHHOT'O 3aKOHO1aBcTBa. [louan
pO3BUBATHCS 1y cdepl KOMEpIIii Ta MOCIYT, 3HAYHOK MIPOI0 OOMUHYBIIIM BUPOOHMIITBO.
[le cipuunHeHo: A) HEJOCKOHAIOK 3aKOHO/1aB400 0a3010; b) O6pakoM eKOHOMIYHUX 3HAHb
y CIpaBi Cy4aCHOTO MEHEIKMEHTY, HeJIOCTATHIM BOJIOJIHHIM HEOOXITHUMU HaBHYKAMH,
nocBioM; B) HeHaneKHUM yIIpaBIiHHAM, HAMaraHHsM MoyaTy 013Hec, SIKUi HEMAae MIaHCIB
Ha ycmix. OgHaK MOMWJIKOBO BBaKaTH, L0 PI3HI oprasizamiiiHi ¢opmu Oi3HECY MOXKYTh
po3BUBATHCS caMoOCTiiHO. [lepexin 1o peryiapoBaHOiT pUHKOBOI €KOHOMIKH MOTpeOye He
JUIIe BIJMOBIAHOI MpaBoBoi 0a3u, a ¥ HaJaHHS BIAMOBIAHOI JOMOMOTH ITUM (opMmam
013HeCy, a TaKOXK YMLJIOi OpraHi3ailii, KepiBHUIITBA (YIIPaBIIHHS) i KOHTPOJIIO.

Exercise 11. Write an essay on one of the following topics.

1. Why is it not possible to satisfy all the needs and wants of everyone? Would your needs
and wants change if you moved to a sunny, warm island in the Caribbean?

2. Assume that someone has given you $5000 to spend in any way that you choose. List at
least five different ways you would use this money and explain why.

3. Most of the fresh fruits that Ukrainians eat in winter are grown in Southern countries.
Research the production and marketing functions necessary for Ukrainians to have fresh
fruits in winter and present your findings in a report.

Exercise 12. Read the following texts and discuss them.

I met Richard about 10 years ago when I came to South America to work for Pan-
America Company. Richard worked for the same Company. He was a short pleasant man of
22, who easily made friends with people and I liked him.

Soon after I arrived, Pan-America Co signed a contract for the construction of a plant.
I made most of the calculations and Richard only helped me because he wasn’t very good
at this job.

In January a few representatives of the customers together with the President of the
company, Mr Prossert, arrived from the USA. The next day our company manager invited
all of them to go and see the construction of the plant. They decided to go there by train.
The manager asked Richard and me to pick up Mr Prossert at the hotel and take him to the
station.

On the way to the station Mr Prossert asked me a lot of questions and I often answered:
"I’m afraid I don’t know, sir. We haven’t made any calculations on that."
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Although I knew the job better than Richard I was very much surprised when Richard
began to speak: "I did these calculations last night," he said, "just for pleasure." "Oh," said
Mr Prossert, "That’s very interesting. Well, now, probably you could tell me about..."

And Richard could. He knew everything. He answered all the questions Mr Prossert
asked him. When we got to the station Mr Prossert said goodbye to Richard (However he
didn’t say good-bye to me.) On our way back to the office I told Richard what I thought of
him.

"Your information wasn’t true. Why did you give him that kind of information?" I said.
"You see, John, if the President of a big company wants to know something, why can’t I tell
him everything he wants." "But what is he going to think if he checks the information?" "Do
you think he’ll remember it? What he is going to remember is you and me. He is going to
remember that Pan-America Co has a clever young man, Richard by name, who could tell
him everything he wanted to know and the other man who couldn’t answer his questions".

Some time later I remembered all that. I read in one of the newspapers that Richard is
Vice-President of a big American Company. As to me I’m still doing my ordinary everyday
job for Pan-America Co.

Electrical Engineering in the Modern Business Environment
Key words and phrases

electrical engineering €JIEKTPOTEXHIKA

industrial environment

IMPOMHUCIIOBE CCPCAOBUIIC

business environment

O13HEeC-CepeIOBUIIIEC

electrical equipment

CIICKTPHUYHC 06Ha,IIHaHHH

power systems

E€HEPTeTUYH1 CUCTEMU

design and installation

MPOEKTYBAHHS Ta MOHTAXK

product development

PO3pOOICHHS POAYKIIiT

project management

yIPaBIIIHHS NPOEKTAMU

procurement

3aKyIiBJI/TIOCTaYaHHS

quality assurance

320€e3Me4YeHHs SKOCTI

technical consulting

TEXHIYHE KOHCYJIbTYBAHHS

strategic decision-making

NPUUHATTS CTPATETIUHUX PillIEHb

energy efficiency

eHeproe(peKTUBHICTh

renewable energy sources

BIIHOBITIOBaHI JKepena eHeprii

electrification

enekTpudikaris

manufacturing

BUPOOHUIITBO

operating costs

eKCIUTyaTalliitHi BUpoOu

reliability

HAJWHICTD
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market demand

PUHKOBUU IOIIAT

technical competence

npodeciiiHa TeXHIYHA KOMIIETCHTHICTh

communication skills

KOMYHIKaTUBH1 HABUYKHU

problem-solving skills

HABUYKHU BUPIIICHHS POOIeM

project-management skills

HABUYKH YIPaBIIHHS IPOEKTAMHU

non-specialists

HECIIEIAICTH

technical reports

TEeXHIYH1 3BITH

contractor

TIPS THAK

technical specifications

TEeXHIYHI cnenudikamii

international standards

MDKHAPOJIHI CTaHJAPTH

professional publications

npodeciiini myOmikarii

professional networks

npodeciiiai Mepexi

employment opportunities

MOJKJIMBOCTI IMpancBjaalllTyBaHHA

sustainability

CTaluu PO3BUTOK

environmental impact

BIIVIMB HAa HABKOJIMIOIHE CCPCTOBUIIC

energy consumption

CTIIOKMBAHHS €Heprii

smart grids

1HTEJIEKTYaJIbH1 €JIEKTPOMEPERKi

energy-storage solutions

pillieHHs 1711 30epiraHHs eHeprii

customer satisfaction

3aJ0BOJICHICTH KJIIEHTIB

competitiveness

KOHKYPEHTOCTIPOMOKHICTh

business awareness

pO3yMiHHS O13HEC MPOIIECiB

engineering practice

1HKEHEPHA MPAKTHKA

technical expertise TEeXHIYHA eKCIiepTru3a/mpodeciiiHa KOMIIETECHTHICTh

Electrical engineering has become one of the key disciplines shaping the modern
industrial and business environment. Traditionally, electrical engineers were primarily
associated with the design, installation and maintenance of electrical equipment and power
systems. Today, however, their professional responsibilities extend far beyond purely
technical tasks. Engineers increasingly participate in product development, project
management, procurement, quality assurance, technical consulting and strategic decision-
making.

The transformation of the electrical engineering industry is closely connected with
technological development and global economic change. The increasing demand for energy
efficiency, renewable energy sources, electrification and automation has created new
markets for engineering companies. At the same time, digital technologies have
fundamentally changed the way engineering projects are designed, implemented and
managed. Computer-aided design, industrial automation, the Internet of Things, artificial
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intelligence and digital monitoring systems enable companies to improve productivity,
reduce operating costs and increase the reliability of technical systems.

In this environment, engineering companies have become complex organisations in
which different departments must work closely together. Development and design engineers
cooperate with manufacturing specialists, quality managers, procurement departments,
marketing teams and field-service engineers. A new electrical product, for example, cannot
be successfully developed without considering not only its technical characteristics but also
its manufacturing cost, reliability, safety, maintenance requirements and potential market
demand.

The business environment also influences the skills required from modern electrical
engineers. Technical competence remains essential, but it is no longer sufficient. Engineers
are expected to communicate effectively with colleagues, managers, customers and
suppliers. They may have to explain complex technical information to non-specialists,
participate in negotiations, prepare technical reports, evaluate suppliers or contribute to
project planning. Consequently, communication, teamwork, problem-solving and project-
management skills have become an important part of engineering competence.

Globalisation has further increased the importance of professional English. Electrical
engineers frequently work with international standards, technical specifications, equipment
manuals and scientific and professional publications written in English. They may also
communicate with foreign manufacturers, contractors and customers. The ability to
understand and produce accurate professional English therefore gives engineers access to
international technologies, professional networks and employment opportunities.

Another important characteristic of the modern engineering business environment is
the growing emphasis on sustainability. Companies are expected to reduce energy
consumption, minimise environmental impact and develop more efficient technologies.
Electrical engineers can contribute to these objectives through the design of energy-efficient
electrical systems, renewable-energy installations, electric transportation technologies,
smart grids and advanced energy-storage solutions.

Thus, the modern electrical engineer is not simply a technical specialist. An effective
engineer must understand how engineering decisions influence production costs, product
quality, customer satisfaction, safety and the overall competitiveness of a company. The
ability to combine technical expertise with business awareness and professional
communication has become an essential requirement for successful engineering practice.

Comprehension Questions

1. How has the role of electrical engineers changed in the modern business environment?

2. What factors have contributed to the transformation of the electrical engineering
industry?
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9.

. How do digital technologies influence the design and management of engineering

projects?

. Why 1is cooperation between different departments important for the successful

development of a new electrical product?

. What factors, apart from technical characteristics, should be considered when developing

a new product?

. Why is technical competence alone no longer sufficient for a modern electrical engineer?
. What communication and interpersonal skills are increasingly important for electrical

engineers?

. Why has professional English become particularly important in the electrical engineering

industry?
How can electrical engineers contribute to sustainable development?

10. What technologies can help companies improve energy efficiency and reduce their

1.

environmental impact?
Why does an electrical engineer need to understand the relationship between technical
decisions and business performance?

12. What qualities and competencies does the text identify as essential for a successful

modern electrical engineer?

UNIT 2. Job Search and Career Development. Employment and Career
Opportunities for Electrical Engineers.

Key words and phrases

Post rnocajza

Resume (curriculum vitae) pestomMe
Accomplishments JIOCSITHEHHS

Employer poboTonaBelb
Employee IpaliBHUK, CITy>KOOBEIb

Employment contract, labour agreement | KOHTpaKT 3 MPaIiBHUKOM, TPYI0Ba

yroua

Salary 3apo0iTHA IIATHS
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Read the text

In most parts of the world it is common to submit a typed CV (curriculum vitae —
British English) or resume (American English). This contains all the unchanging
information about you: your education, background experience. This usually accompanies
a letter of application. Interviews may take many forms in business today: from the
traditional one-to-one interview to panel interview where several candidates are
interviewed by a panel of interviewers, to “deep-end” interviews where applicants have to
demonstrate how they can cope in actual business situations. Moreover, the atmosphere of
an interview may vary from the informal to the formal and from the kindly to sadistic.
Fashions seem to change quite rapidly in interview techniques and the only rules that
applicants should be aware of may be “Expect the unexpected” and “Be yourself”! In
different countries, different trades and different grades, the salary that goes with a job may
be only part of the package: perks* like a company car or cheap housing loans, bonuses
paid in a “thirteen months”, company pension schemes, generous holidays or flexible
working hours may all contribute to the attractiveness of a job. *perk - also perquisite, i.e.
money, goods, or advantages that one gets regularly and legally from one’s work in
addition to one’s pay The following may serve as the body of a model application letter:
“Dear Mr. Brown, I noted with interest your advertisement in today’s All About
Accounting. You will see from the enclosed curriculum vitae that I have five years
experience as a Personal Assistant, three of which have been in the field of marketing and
public relations. My responsibilities have included all types of secretarial work, arranging
and attending presentations, working with clients and solving problems that arise.
Although I have an excellent relationship with my present employers I feel that my
prospects with them are limited and that there would be more scope for my talents with a
larger, more dynamic company. If you consider that my qualifications and experience are
suitable, I should be available for interviews any time. Yours sincerely, .........ccccceevveernennn. 7
The following may serve as the body of a model resume:

CURRICULUM VITAE
Name Helena Antoniuk
Date of birth 25 February 1977
Present address 4, Kyivska vul., kv.114 Ternopil
Telephone number (035) 228 1245
Marital status Single
Education and qualifications 1994-1999 Ternopil Academy of National

Economy, Institute of Economy & Management

Diploma with honours 1984-1994
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Ternopil Secondary School Ne 3
School Leaving Certificate

Work experience 2001-till present Junior Economist, Sales Director’s
Office, “Leader 1td”

Responsibilities searching potential clients and carrying out negotiations;
forming the client base of the Sales Office; drawing out
reports for the work which has been done.

1999-2001 Secretary to Sales Director, “Leader 1td”
Responsibilities secretarial work including typing, shorthand;
correspondence; filing; answering customers’ calls; mail; general office
duties.

Other information

While studying I have attended various evening courses of German
(intermediate level) & French (elementary level). I’'m computer literate
and I can make minutes from shorthand notes

Interests bowling languages, mountain skiing, computer programs,
References

Prof.Verko, head of the Economy Department, TANE Miss
Harchinsky, Sales Director, “Leader 1td”

Exercise 1. Answer the following questions.

1. What is a resume?

2. What is an application letter?

3. What is an interview? What forms can it have?

4. What perks would you like to have from your job?

5. What responsibilities does a Personal Assistant have as it is described in the text?

Exercise 2. Give the Ukrainian versions for:

CV, resume, to submit, education, background experience, a letter of application,
interview, salary, housing loans, bonuses, attractiveness of a job, secretarial work,
arranging and attending presentations, working with clients, solving problems,
qualifications and experience.

Exercise 3. Give the English versions for: 3sepratucs 3a po60T010; HajlaBaTH PE3IOME;
JIOKYMEHTH, 1110 JI0JAI0ThCs; poOOTOAaBELb; IEPCIIEKTUBA; peKIaMa; 3ac001 MacoBOi
1H(popmarlii; JocBig poOOTH; BUpIIEHHS TPo0seM; 000B’A3KU; OUIKyBaTH
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HEOU1KyBaHOT0; OyTH caMUM cOo00I0; CXeMa HapaxyBaHHs MEHCIT; MO3MKa; MPUBAOINBICTD
poboTH.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):

work —

job —

resume —

employer —
employee —
responsibilities —
experience —

salary —

skills —

job advertisement —

Exercise S. Put the following words in the correct order to make complete sentences
and remember some basic ideas about using job advertisements effectively.

1. Remember / want ads / you / that / only / are / use / of / the methods / may / one.

2. Reading / the want ads / will / useful / information / all / you / learn / general.

3. Avoid / make / offers / ads / unrealistic / that / ads.

4. Analyze / which / to / interest / you / ads / are / of.

5. Determine / for / job / your / qualifications / that.

6. Act / effectively / cheerful / quickly / stay / and.

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Conditions of employment in Ukraine (a) by the Labour Code. The main
requirements under Ukraine’s employment legislation are as follows: ¢ Ukrainian labour
legislation requires employers to follow statutory requirements as to the working time,
overtime and time-off from work. In Ukraine, working time (b) to 40 hours a
week. An employer may introduce a six-day working week, in which case the working day
may not exceed seven hours. Shorter working time is ensured for some categories of
employees; * the amount of | shall meet the minimum threshold established by the
legislation in force (as of 1 January 2009 it is UAH 605). Wages and all other payments
due to employees shall be in UAH only; ¢ employees may at any time (d) the
employment relationship. The notice period is at least two (e) . In contrast,
employers may terminate the employment relationship only in cases that are expressly
envisaged by the Ukrainian Labour Code and provided that all applicable formalities are
met. The statutory termination notice is two months; ¢ an employee’s minimum annual
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holiday entitlement is 24 (f) days, However, it may be longer depending on the
number of years worked, working conditions and the employee’s (g) ; * normal
(h) age is 55 years for women and 60 years for men.

All enterprises must ensure employment of (1) persons according to quotas
specified in the law. The quota for any enterprise equals to 4% of the total number of
employees or one (j) where the enterprise employs from 15 to 25 (k)

Failure to employ handicapped within the quota can attract a (1) amounting to
the enterprise’s annual average salary per each working place for handicapped not (m)
by a handicapped person.

Individual, to govern, to occupy, monthly wage, retirement, to limit, handicap,
workplace, fine, calendar, week, position

Exercise 7. Comment on the following.

“Genius without education is like silver in the mine” (Franklin).

Exercise 8. Agree or disagree with the following statements.
“Golden rules” for writing CV

1. Adapt your resume to the information you have gathered about the employer and the job
you want.

2. Use action verbs, they will bring your resume to life (analyzed — ananizyBas administered,
managed — BiB cripaBH, KepyBaB; completed — 3aBepuB; created — cTBoproBaB; evaluated —
BH3HAYaB (KUIbKICTh, BAPTICTH), MiipaxoByBaB; implemented — BpoBakyBas; improved —
yIOCKOHaJOBaB; investigated — gocnipkyBaB, BHB4YaB; organized — opraHizyBas;
participated — OpaB yuactb; performed — BukonaB; planned — mianyBaB; proposed —
3anpononyBaB; provided — 3abe3neunB; researched — mocmimkysas; solved — Bupimms
(mpobniemy, 3amady); streamlined — mMojepHi3yBaB; supervised — 3aBimyBaB; supported —
MiTPUMYBaB).

3. Avoid pronoun “I’. Describe your skills and capabilities by using as many specific words
as possible.

4. Highlights your accomplishments and achievements.

5. Keep it simple and clear: 2 pages at most.

6. Be truthful. Don’t exaggerate or misrepresent yourself. Remember that the employers
check the information.

7. Don’t mention salary.

8. Avoid long sentences. Use the minimum number of words and phrases but avoid
abbreviations.

9. Looks are important, the resume should be typed with plenty of white space and wide
margins. Place headings at the left side of the page, and the details relating to them on the
right side.
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10. Make sure of date

11. Don’t sign or date the resume.

12. Always send an original of your resume. Don’t send a photocopy.

13. Keep copies of resumes on file for future reference. Once you have a job, update your
resume on a regular basis.

Exercise 9. Say what you have learned about:
1. resume and its all possible definitions;

2. application letter and its way of writing;

3. requirements for employment in Ukraine.

Exercise 10. Give a free translation of the following text.

HixTo Hi4OTrO BaM HE BUHEH, B TOMY YHUCJ1 1 poOOTY, 3a 1i OTpUMaHHs NOTPIOHO OOPOTHCH.
Pi3HMIIS MiK [ITACIMBIIEM Ta HEBJAXOI0 BU3HAYAETHCS THM, SIK BOHH BEAYyTh CBOI CIIpaBH, a
HE 30BHINIHIMU (paKTOpamH, Ha 3pa30K KpU3M Ha PUHKY mpaili. Yum Oulbliie yacy BU
BUTpPATUTE HA BU3HAYEHHS TOTO, YAM BHU BHUpI3HseTecs 3 19 iHmUX mroaei, saki Moriu O
BUKOHATH aHAJOTIYHY poOOTY, TUM BHII Balll maHcu. B xomHOMy pasi He mpuiiMaiite
pILIEHb BUXOJISTYH 3 TOTO IO € B HASIBHOCTI. 31 BC1€I0 HACTUPJIMBICTIO TIPArHITh CaMe A0 Ti€l
po0OTH, SIKY BU HalOUIbIIIE XOYeTe OTPUMATH. SIKIO0 B BU3HAYWIH i ce0e, Ky poOoTy
BU IIIYKA€TE, MOSACHITH I1€ CBOIM OTOUYIOYMM. YnM OliIbllie OUel Ta ByX BaM JI0NIOMarae, TuM
kpauie. Oprasizanii nparoyTh HaitmaTu nepemosxuiB. [lonaiite cede sik mogapyHOK 101 s
ixHpoi gipmu. He naii Bam bor BUrisaaTv *amroriiHUM xeOpakom! 3aiviuuBIIMCE O€3
poboTH, 3aiimaliTecs MOIIYKOM HOBOro Michs 24 roauHu Ha n00y. Xopomry poOoTy
OTPUMYE TUIbKH TOHM, XTO 3JaTHUI HAIMOJETIUBO ii mykaTu. Hamamryiitecs Ha Te, 0 BH
MOJKETE OTpUMAaTH THUCSYl BiAMOB. lle HOpmanmpHO. 3 MpaBUIBHUM HAaCTPOEM UYEpProBa
BiZIMOBa He Oy/Je BUOMBATH Bac 3 KOJIii 1 HACTYIMHA crpoda 000B’A3KOBO OyJe YCIINIHOIO
JU1s1 Bac!

Exercise 11. Write an essay on one of the following topics.

1. The information you’d advice to exclude from the resume.

2. Give a short description of a person you like in your professional life.

3. Describe a person whom you regard as successful and define the qualities needed to
achieve success.

Exercise 12. Read the following text and discuss it.

A manager who has an understanding of what the employee wants from work will have
a better chance of having more satisfied and productive employees. Studies of employee
motivation point out that people work for many different reasons. The reason or reasons a
person behaves a certain way is called a motive. Employee motivation is the reason an
employee works a certain way on the job. There are many explanations of what motivates
employees. One theory was developed by A. Maslow. Maslow’s hierarchy of needs theory
explains that an individual has many different levels of needs.
SELF-ACTUALIZING
Realizing of individual potential, creative talents, personal future fulfillment
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ESTEEM

Self-prospect, respect of others, recognition, achievement

SOCIAL

Friendship, affection, acceptance

SAFETY

Security, protection from physical harm, freedom from fear of deprivation
PHYSIOLOGICAL

Food, water, air, rest, sex, shelter (from cold, storm)

This theory suggests that when one level of needs is satisfied, the next level has the
greatest influence on a person’s behaviour.

Frederik Herzberg developed another theory of job satisfaction. It suggests that job
satisfaction and job dissatisfaction come from two different sets of factors. One set he
referred to as “motivating” factors, and the other set he called “hygiene” factors. The
motivating factors (recognition, achievement, responsibility, opportunity for advancement,
and the job itself) relate to internal satisfaction and influence employees to improve their
performance. The set of hygiene factors (salary, company policies, working conditions, and
relationships with other employees) are separate from the job itself. He suggests that hygiene
factors must be present in order to prevent job dissatisfaction, but it is those motivating
factors that influence employees to maximize their performance on the job.

These theories show that employee performance is a complex topic to understand.
Developing a work environment where the employee meets the needs of the business and
the business meets the needs of the employee is what the most successful managers work
at.

Which of the following would motivate you to work harder (higher salary; good team;
job security; holidays, opportunities to travel; good working conditions; interesting; creative
work; promotion opportunities; threat of redundancy; fringe benefits; hard working boss...).
Choose your top five and rank them in order of priority.

Scripture maintains that man does not live by bread alone, but the need hierarchy
suggests that man lives by bread alone when there is no bread. What does it mean?

Opportunities for Electrical Engineers

Key Words and Phrases

professional field npodeciiiHa rajays3b

electromechanical engineer 1H)KEHEP-EJIEKTPOMEX1HIK

installation and maintenance MOHTa) Ta TEXHIYHE 00CITyTrOBYBaHHS
power generation BUPOOHUIITBO €JIEKTPOEHEPrii

power transmission nepenaya eaeKTpoeHeprii

power distribution PO3MOJIiN €JIEeKTPOEHEPTii

renewable energy technologies TEXHOJIOT1] BITHOBJIFOBAHOT EHEPTETUKH
electrical infrastructure eJIEKTpHUYHa IHPPACTPYKTYypa

industrial automation IPOMMCIIOBA ABTOMATH3aIIis
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automated production lines aBTOMATHU30BaHI BUPOOHUYI JIiHI{
robotics pOOOTOTEXHIKA

commissioning BBEJICHHS B €KCILTyaTaIliio
troubleshooting MOIIYK Ta YCYHEHHS HECIIPaBHOCTEH
equipment reliability HaJIAHICTh 00J1aTHAHHS

safe operation Oe3reyHa eKCcITyaTaIis
energy-storage systems cucTeMu 30epiraHfs eHeprii
intelligent electrical networks 1HTEJIEKTYaJIbHI €JICKTPUYHI MEPexi
multidisciplinary team MDKAMCHUIITIHApHA KOMaH/1a
technical manuals TEXHIYHI MOCIOHUKH/IHCTPYKIIT
postgraduate education M1CIIAIUIIOMHA OCBITa

technical expertise TEXHIYHA KOMIIETEHTHICTh

emerging technologies HOBITHI TEXHOJIOT1i

international employment opportunities | Mi>KHApOIHI MOXKIIMBOCTI MpaIleBIAIITYBAHHSI

to pursue a career in electrical engineering — OyyBatu Kap’epy B €IE€KTPOTEXHIII

to be involved in the design and development of... — OpaTu yyacTh y IpO€KTyBaHHI Ta
PO3pOOJICHHI. .

to be responsible for the operation and maintenance of.. — BignmoBizatu 3a
EKCIUTyaTallllo Ta TEXHIYHE 0OCITyTrOBYBaHHS. ..

to work with advanced technologies — mpaitoBat 3 mepe10BUMHU TEXHOJIOT1IMHU

to improve the performance and reliability of equipment — mniaBuiyBaTH
MPOJAYKTUBHICTD 1 HAJIHHICTh 00JIaTHAHHS

to develop professional competencies — po3BuBaTu npodeciiiii KOMIETEHTHOCTI

to gain practical experience — 3700yBaTH MpaKTUYHUHN JOCBIJ

to meet technical requirements — Bi/roBi1aTH TEXHIYHUM BUMOTAM

to manage multidisciplinary teams — xepyBaTu MIXIUCIUIUTIHAPHUMHA KOMaHIaMH

to communicate with international partners — cnoiikyBaTtucs 3 MIDKHApOIHUMHU
napTHEpaMu
to remain competitive in the labour market — 3anumaTtucs KOHKypeHTOCIPOMOKHHUM Ha
PHUHKY Tparll

to adapt to technological changes — anantyBatucst 70 TEXHOJOTTUHUX 3MIH

to update professional knowledge — onoBroBaTH npodeciiini 3HaHHS

to take advantage of career opportunities — BUKOpHCTOBYBAaTH Kap €pH1 MOKJIUBOCTI
to enhance career prospects — NokpaiiyBaTy Kap’ €pHi epCIEeKTUBU

Electrical engineering is a broad and rapidly developing professional field that offers a
wide range of career opportunities. Electrical engineers are involved in the design,
development, installation, operation and maintenance of electrical and electromechanical
systems. Their expertise is required in many industries, including power generation and
distribution, manufacturing, transportation, automation, telecommunications, renewable
energy and marine engineering.

One of the major areas of employment is the energy sector. Electrical engineers can
work with power generation, transmission and distribution systems, as well as with
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renewable energy technologies such as solar, wind and hydropower. The growing demand
for energy efficiency and sustainable power systems is creating new opportunities for
specialists who can design and maintain modern electrical infrastructure.

Another important field is industrial automation. Modern manufacturing companies
increasingly use automated production lines, robotics, sensors and computer-based control
systems. Electrical and electromechanical engineers are responsible for designing,
commissioning, monitoring and maintaining these systems. They may also be involved in
troubleshooting and improving the performance and reliability of industrial equipment.

The maritime industry provides another significant area of employment. Marine
electrical engineers and electro-technical officers work with shipboard power generation
and distribution, electrical motors, switchboards, automation and control systems. They are
also responsible for the safe operation, inspection and maintenance of electrical equipment.
The development of smart ships and increasingly automated vessels requires engineers with
advanced technical knowledge and strong digital skills.

Electrical engineers can also pursue careers in research and development. They may
participate in the development of new electrical machines, energy-storage systems, electric
vehicles, control technologies and intelligent electrical networks. Research-oriented
engineers often work in cooperation with universities, research institutions, technology
companies and international engineering organisations.

Career opportunities are not limited to technical positions. Experienced engineers may
progress to positions such as project engineer, technical manager, engineering manager or
project director. These positions require not only advanced technical knowledge but also
leadership, communication, financial planning and project-management skills. Engineers
may be responsible for coordinating multidisciplinary teams, managing budgets,
communicating with clients and ensuring that projects meet technical and commercial
requirements.

In an increasingly globalised labour market, English proficiency is an important
professional advantage. Electrical engineers often work with international standards,
technical manuals, specifications and software developed by international companies. They
may also communicate with foreign suppliers, customers, contractors and colleagues.
Effective professional communication can therefore significantly increase an engineer's
career opportunities.

Continuous professional development is another essential aspect of an engineering
career. Technologies and industry requirements are constantly changing, so engineers need
to update their knowledge and develop new competencies. Professional training,
certification programmes, postgraduate education and participation in international projects
can help engineers remain competitive in the labour market.

The future of electrical engineering is closely connected with digitalisation, artificial
intelligence, renewable energy, electrification and automation. These developments are
expected to create new professional roles while changing existing ones. Engineers who
combine strong technical expertise with digital, communication and management skills will
be particularly well positioned to take advantage of emerging career opportunities.

Therefore, a successful career in electrical engineering requires more than a university
degree. It depends on continuous learning, practical experience, professional
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communication and the ability to adapt to technological and economic changes. For modern
electrical engineers, professional development is a continuous process that can open
opportunities both nationally and internationally.

Comprehension Questions

1.

)

7.
8.
9.

What areas of industry offer career opportunities for electrical engineers?

2. Why is the energy sector an important area of employment for electrical engineers?
3.
4. What are the main responsibilities of electrical and electromechanical engineers in

How does the development of renewable energy create new opportunities for engineers?

industrial automation?

. What career opportunities are available for electrical engineers in the maritime industry?
6.

What electrical and automation systems do marine electrical engineers and electro-
technical officers work with?

What opportunities does research and development offer to electrical engineers?

What managerial positions can experienced electrical engineers pursue?

Why are leadership and project-management skills important for engineers in senior
positions?

10. Why is English proficiency an important professional advantage for electrical engineers?
11. Why is continuous professional development essential for a successful engineering
career?

12. What technical and professional skills will help electrical engineers take advantage of

future career opportunities?

UNIT 3. The Workplace and Organizational Structure. The Structure and
Management of an Engineering Company.

Key words and phrases

Board of directors IpaBJIiHHSA, PaJia AUPEKTOPIB

Chairman of the board roJI0Ba MPaBIiHHS

Managing director reHepaIbHUN TUPEKTOP

Head of a company KEepIBHUK KOMITaHi1

Production department BUPOOHWUYUN BT

Research and development department BIJITIJT HAYKOBHUX JIOCITIJDKEHB Ta PO3POOOK

Personnel department BIJUTIJT KaJpiB

Day-to-day TTOBCSKICHHHM

Senior executive / manager top KEPIBHUK BUILIOTO PAHTy

executive / manager

Company, firm, group, organization, dipMa; npo oI, 10 3aiMar0ThCs

corporation, association KYIIBJICIO-TIPOAAKEM, OIIUPEHHIM
TOBapiB Ta HAJAHHSIM MOCIYT

Turnover 1) o6opot (turnover of capital — o6opoT
Karitany); 2) TeKy4iCTh, INTMHHICTh
(labour turnover — Texy4icTh po6040i
CHUJIN)
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Subsidiary company JOYipHE TMAMPUEMCTBO, € XOJTUHTOBA
KOMIIaHis BOJIOJI€ OLIBII, HiX ITOJIOBUHOO
HOMIHAJILHOT BapTOCTI ii aKIIOHEPHOTO
KarliTaixy 1 KOHTPOJIIOE CKIIaja paau
JTUPEKTOPIB

Read the text

The structure of organizations varies greatly according to the nature of the business.
There are several factors which influence on this structure:
¢ the number of locations and employees
¢ the economic sector
¢ the type of market in which they operate
¢ the type of customer
¢ the degree of management control required
¢ the complexity of the business activities

The company is run by a Board of Directors; each Director is in charge of a
department. However, the Chairman of the Board is in overall control and may not be the
head of any one department. The Board is responsible for policy decisions and strategy.
The Managing Director (sometimes called the Chief Executive, or President in the USA)
is the head of the company, who has overall responsibility for the running of the business.
Most companies have Finance, Sales, Marketing, Production, Research and Development
(R&D) and Personnel Departments. These are the most common departments, but some
companies have others as well.

Most departments have a Manager, who is in charge of its day-to-day running, and
who reports to the Director; the Director is responsible for strategic planning and for
making decisions. Various personnel in each department report to the Manager.

People at the head of an organization are often called senior executives or senior
managers, top executives or top managers.

In large organizations, administration of people is done by the personnel department,
although this expression is now sometimes rejected. Companies talk instead about their
human resources or HR.

The Human Resources department of a company is responsible for planning,
recruitment of new people, staff training and development, staff appraisal, welfare,
pensions administration and industrial relations. It works to ensure that the right people are
available to meet the company’s needs.

Some companies move their workers regularly between teams or departments. This
is called job rotation. Job security is knowing or feeling that a job will last for a long time.

Exercise 1. Answer the following questions.
1. What does the structure within which business can operate depend on?
2. What factors influence this structure?
3. What is the Board of Directors responsible for?
4. Who is the head of the company? What is he / she responsible for?
5. What is the Director responsible for?
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6. Who elects the Board of Directors?

Exercise 2. Give the Ukrainian versions for:

location, employee, decision, organization, operation, management, activity, director,
executive, development, chairman of the board, managing director, research and
development department, human resources, department, staff, job rotation, job security.

Exercise 3. Give the English versions for: crpykrypa opranizaiii, ciayxOo0Belp,
EKOHOMIYHHMI CEeKTOp, KJIEHT, YIPaBIIHCHKUI KOHTPOJIb, KEpyBaTH KOMIIAHIEIO, pajaa
JTUPEKTOPIB, TOJIOBA MPABIIHHS, KEPIBHUK KOMIMaHIi, BIAALA 30yTy, BUPOOHUYMMA BIIALI,
BT KaJpiB, CTpaTeriuHe IJIaHyBaHHS, MIAMOPSIIKOBYBAaTUCS MEHEIKEPY. MpUHMaTH
pILIEHHS, IEPCOHAI.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need:
vary —

customer —

be in charge of —

head —

make a decision —

department —

personnel —

director —

employee —

Board of Directors —

Exercise 5. Put the following words in the correct order to make complete sentences
and remember some basic ideas about “At the Company Office. Organizational
Structure”

1. she / the head / is / this / of / company.

2. training / are / for / company / courses / provided / all / personnel.

3. various / in department / each / personnel / report / Manager / to / the.

4. the / who / person / greets / a visitor / the receptionist / tells / to get / him / now / her /
or / to / right / the / office / is.

5. the / accountants / a / company’s / the / who / employees / are / check / financial /
affairs.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

“ ” means people, plus the skills and experience they bring to an organization.
Job titles such as ” or “Personal Assistant” define what people do. An
employer is a person or company that provides job. Boss is an informal word meaning
“someone in authority”, for example an employer or of a company, or simply
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someone in a superior position. The person who runs a specific part of an organization is
called a . An is usually a manager at quite a high level. People at
the head of an organization, as it was already mentioned, are , top executives or
. Someone who is in charge of making sure a job is well done e.g. on the factory
floor, or in retailing, is sometimes called a . People working for a company are
referred to as its workforce, employees, staff or and are its
Payroll is of all the people employed by a company, and the amount of money
paid to each of them.

personnel, manager, executive, Accounts Manager, senior executives, on ... the payroll
(B mrTaTHOMY pO3MHUCI), OWNer, supervisor, top managers, Human Resources, the list

Exercise 7. Comment on the following:
“Minds are like parachutes. They only function when open”. (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. Each management job must be a rewarding job in itself rather than just a keep in the
promotion ladder (city:x60Ba npabuna).

2. There must be a rational and just promotion system.

3. A man should never be appointed if he is more interested in the question: “What is
right?”

4. Directors should never appoint a man who considers intelligence more important than
integrity (MOPSAHICTB).

5. The sales manager is responsible for making appointments.

6. The managing director is responsible for the overall running of the firm.

7. The personnel officer is responsible for hiring staff and for staff welfare.

8. The typist types letters and other documents for the company.

9. A good commercial director shouldn’t know his firm from the inside, and all levels, plus
he doesn’t know the outside environment (tax policies, the sphere of economics, etc).

10. The receptionist answers the phone and greets visitors.

Exercise 9. Say what you have learned about:

1. peculiarities of the organizational structure;

2. factors which influence on the structure of organizations;
3. the main departments of the companies;

4. the responsibilities of the Board of Directors;

5. the main duties of the managers, directors and employees.

Exercise 10. Give a free translation of the following text.

OpranizaiiiiHa CTpyKTypa MIANPUEMCTBA - B3a€EMO3B’SI3KH, SIKI ICHYIOTH MIXK
MIIPO3/a1JIaMU TIAMPUEMCTBA 1 HOTO TpalliBHUKaMu; crioci0 1 ¢popma o0’ eqHaHHS JIIOICH
JUIS. JOCSTHEHHS CIUIBHUX BUPOOHMYMX 1 coIllaibHUX Iiield. BoHa ¢ikcyerbes y
rpadiyHUX cxeMax, IMTaTHUX PO3KJIalax TMEepCOHATy, TMOJOXKEHHSIX TMPO MiApO3Iiin
MIMPUEMCTBA, TTOCAAOBUX THCTPYKIIISIX OKPEMHX MPAIliBHUKIB.
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dopmasibHO OpraizaliiiHa CTPYKTypa MIANPUEMCTBA MOXKE OYTH NpEICTABIICHA,
TIPOiMIOCTPOBAHA CXEMOIO B3a€EMOIIT i KOOPAMHAIIIT TEXHIYHMX 1 TIOACHKUX eleMeHTiB. I
cxema BigoOpaxkae CKJaa BIAJLIIB, CEKTOPIB Ta 1HIMIMX (DYHKIIOHAIBHUX CIYyXkO, mpoTe
BOHA HE BPaxOBYE€ JIIOACHKUI YMHHUK (1MOBeAiHKY). CaMe Jto/ichKa MOBEIHKA BU3HAYAE
e(peKTUBHICTh (PYHKIIOHYBaHHS OpraHi3alliiHOI CTPYKTYpU MIJIPUEMCTBA  OLIBIIOIO
MIpOI0, HDX (opManbHUM po3moiin (QyHKHiM Mk migposaiiamu. Ha mgieBicTh Ta
e(eKTHUBHICTh OpraHi3aIiifHOI CTPYKTYpPH MiAMPUEMCTBA BILTUBAIOTh:

- B3a€MO3B’A3KH M1XK JIFOJbMHU Ta X poOOTOI0, MOCAIOBUMH 000B’A3KaMU;

- MOJIITUKA KEPIBHUIITBA 1 METOAM iX BILIMBY Ha MOBEIHKY IIEPCOHAY;

- TIOBHOBaXEHHS Ta (YHKII MpaliBHUKIB MIJAIPUEMCTBA Ha PIZHUX PIBHAX
yHOPABIIHHS.

Exercise 11. Write an essay on one of the following topics.

1. Your own propositions to take more effective use of your time.

2. You are ready to work as the Chairman of the Board. (Yes / No. Explain your own
choice).

3. Give some recommendations to be an efficient and reliable secretary or personal
assistant.

Exercise 12. Read the following text and discuss it.

Although the concept of organizational climate is somewhat nebulous, it is valuable
in understanding several aspects of organizational behavior. Organizational climate is the
overall favourability of member attitudes and perceptions with reference to specific
activities and features of an organization.

Organizations tend to have their specific culture: a peculiar mix of values, attitudes,
norms, habits, traditions, behaviors and rituals. Some organizations are well aware of their
culture and regard it as a powerful strategic tool, used to orient all units and individuals
toward common goals, mobilize employee initiative, ensure loyalty, and facilitate
communication. They aim at creating a culture of their own and making sure that all
employees understand it and adhere to it. The specific cultural values of an organization
may concern, for example:

- the organization’s mission and image (high technologies, innovative spirit, superior
quality);

- seniority and authority (respect for seniority; seniority as a criterion of authority);

- the treatment of people (concern for people and their needs, equitable treatment or
favouritism, privileges, respect for individual rights, training and developing opportunities,
how people are motivated);

- the importance of different management positions and functions (authority of
personnel department; importance of different vice-presidents’ positions; respective role
and authority of research and development);

- work organization and discipline (voluntary versus imposed discipline; punctuality;
use of time clocks;

flexibility in changing roles at work;

use of new forms of work organization);
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- decision making process (who decides; who has to be consulted; individual or
collective decision making; need to reach consensus);

- circulation and sharing of information (employees amply or poorly informed;
information readily shared or not);

- communication pattern (preference for oral or written communication; rigidity or
flexibility in using established channels, use of meetings; who is invited to what meeting;
established behaviour in the conduct of meeting);

- ways of handling the conflicts (desire to avoid conflict; preference for informal or
formal ways; involvement of higher management);

- performance evaluation (confidential or public; by whom carried out; how results
are used);

- socialization patterns (who socializes with whom during and after work; facilities
such as separate dining rooms or reserved clubs);

- management and leadership style (paternalism; authoritative, consultative or
participative style; flexibility and adaptability);

- identification with the organization (manager and stuff adherence to company
objectives and policies; enjoying working with organization).

Management of an Engineering Company
Key Professional Expressions

to coordinate technical specialists — xoopauHyBaTH pOOOTY TEXHIYHHMX CIEIIAIICTIB

to achieve strategic objectives — ynocsiratu crpaTeriyHux Iiaei

to allocate resources effectively — epexTuBHO pO3nOALIATH pecypcu

to work towards common objectives — mpairoBaTi 311 TIOCATHEHHS CIIJIBHUX TSN
to develop and implement technical solutions — po3poOisiT Ta BIPOBAIKYyBaTU
TEXHIYH1 PIILICHHS

to supervise installation and commissioning — KOHTpOJIFOBaTH MOHTa)K 1 BBEJCHHS B
eKCIUTyaTallito

to ensure compliance with standards — 3a0e3neuyBatu BiANOBIIHICTh CTAHIAPTAM

to coordinate the work of specialists — xoopauHyBaTH poOOTY CrieLiaIiCTIB

to monitor project costs and schedules — xoHTpomOBaTH BUTpaTH Ta rpadiKi MPOEKTY
to identify and manage risks — Bu3HauaTu Ta ynpaBiATH pU3HKaAMU

to communicate technical information clearly — uiTkO mnepegaBaTH TexXHIUHY
1H(pOopMaLio

to ensure quality and safety requirements — 3a0e3medyBaTd BUMOTH 10 SKOCTI Ta
Oe3neku

to improve operational efficiency — nigBuniyBatu onepaiiiiny e(eKTUBHICTb

to invest in employee development — iHBecTyBaTH B PO3BUTOK IPAIliBHUKIB

to maintain professional competence — nigTpumyBatu npodeciiny KOMIETEHTHICTh
to respond effectively to technological changes — edexktuBHO pearyBatu Ha
TEXHOJIOT14HI 3MIHU

29



Managing an engineering company requires a combination of technical expertise,
business knowledge and effective leadership. Unlike many other types of organisations,
engineering companies operate in an environment where technical decisions can directly
influence production costs, product quality, safety, reliability and customer satisfaction.
Effective management therefore depends on the ability to coordinate technical specialists
while also achieving the company’s strategic and commercial objectives.

The organisational structure of an engineering company usually includes several
departments with clearly defined responsibilities. Depending on the size and type of the
company, these may include engineering and design, production, procurement, quality
assurance, maintenance, sales and marketing, finance and human resources. Senior
management i1s responsible for establishing strategic goals, allocating resources and
ensuring that different departments work towards common objectives.

The engineering department plays a central role in the development and
implementation of technical solutions. Engineers may be responsible for designing
electrical systems, selecting equipment, preparing technical specifications, supervising
installation and commissioning, and ensuring compliance with relevant standards. They
must cooperate closely with production specialists, suppliers, contractors and customers
throughout the project lifecycle.

Project management is another essential element of engineering business. A project
manager coordinates the work of different specialists, establishes schedules, monitors costs
and ensures that technical requirements are met. Engineering projects often involve strict
deadlines and limited resources, so managers must identify potential risks and take
appropriate measures to prevent delays, cost overruns or technical failures.

Effective communication is particularly important in engineering management.
Managers need to communicate technical information clearly to both engineers and non-
technical stakeholders. They may conduct meetings, negotiate with suppliers,
communicate with customers and prepare reports concerning project progress. Professional
English is often essential when a company operates internationally or works with foreign
equipment manufacturers and contractors.

Quality and safety management are also fundamental responsibilities. Engineering
companies must ensure that their products, systems and services meet established technical
and safety requirements. Quality-control procedures, regular inspections, testing and
preventive maintenance help reduce the probability of equipment failure. In electrical and
electromechanical engineering, proper safety management is especially important because
technical failures can result in equipment damage, financial losses or risks to human life.

Modern engineering management is increasingly influenced by digitalisation. Project-
management software, computer-aided design, data analysis, remote monitoring and
artificial intelligence can improve decision-making and operational efficiency. Managers
must therefore understand not only traditional management principles but also the potential
of modern digital technologies.

Successful engineering companies also invest in employee development. Engineers
and technical specialists need to update their knowledge as technologies, regulations and
industry standards change. Training, professional certification, teamwork and participation
in international projects can improve both individual performance and the competitiveness
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of the company.

In conclusion, effective management of an engineering company requires a balance
between technical competence and business leadership. A successful manager must be able
to coordinate people and resources, control costs and quality, manage risks, communicate
effectively and respond to technological changes. The combination of engineering
knowledge, management skills and professional communication is essential for achieving
long-term success in the modern engineering industry.

Comprehension Questions
1. What skills and knowledge are required for effective management of an engineering
company?
2. Why can technical decisions have a significant impact on a company’s business
performance?
. What departments can usually be found in an engineering company?
. What are the main responsibilities of senior management?
. What functions does the engineering department perform in an engineering company?
. Why is cooperation between engineers, suppliers, contractors and customers important?
. What are the main responsibilities of a project manager?
. What problems can arise when an engineering project has limited resources and strict
deadlines?
9. Why is effective communication important for engineering managers?
10. Why are quality and safety management particularly important in electrical and
electromechanical engineering?
11. How can digital technologies improve the management of engineering projects?
12. Why is continuous professional development important for engineers and technical
specialists?

03N N bW

UNIT 4. Types and forms of business organisations. Electrical Engineering
Companies: Types and Structures.

Key words and phrases

Enterprise 1IPUEMCTBO

Bubble company (hiKTHBHA KOMITaH1s

Holding company KOMITaHisl, KOTPa BOJIOII€ KOHTPOJbHUM MAaKETOM aKIIii

Joint stock company aKiioHepHa Kommanis (Opwur.)

Limited liability aKI10HEpHE TOBAPUCTBO 3 0OMEKEHOIO BIMOBIIAIbHICTIO

company

Trading company TOPTiBeJIbHA KOMIIaHIsI

Unlimited company aKI[lIOHEpPHE TOBAPUCTBO 3 HEOOMEKEHOIO
BI/IITOB1AIbHICTIO

A single (sole) proprietor | 0JHOOCIOHUI BJIACHUK
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A partnership TOBapUCTBO
Entrepreneur NPUBATHUN 1 IPUEMEIH
Ownership BJIACHICTh
Shareholder aKI[lOHEp
(stockholder)

Read the text

A business organization is frequently referred to as a business entity. A business entity
is any business organization that exists as an economic unit. Business entities can be
grouped according to the type of business activity they perform.

1. Service companies perform services for a fee. This group includes companies such
as accounting firms, law firms, repair shops, and many others.

2. Merchandising companies purchase goods that are ready for sale and sell them to
customers. They include such companies as auto dealerships, clothing stores, and
supermarkets.

3. Manufacturing companies buy materials, convert them into products, and then sell
the products to the companies or to the final customer. Examples are steel miles, auto
manufactures, and so on. The business entity concept applies to all forms of businesses [
single proprietorship, a partnership, and a corporation.

A single (sole) proprietorship is a business owned by an individual and often managed
by that same individual. Single proprietors include physicians, lawyers, electricians, and
other people who are “in business for themselves”. In a single proprietorship, the owner 1s
responsible for all debts of the business. Operating as a proprietorship is the easiest way to
get started in a business activity. Other than the possibility of needing a local license, there
are not any prerequisites to beginning operations.

A partnership is a business owned by two or more persons associated as partners.
Partnerships are created by an agreement. Included in the agreement are such terms as the
initial investment of each partner, the duties of each partner, the means of dividing profits
or losses between the partners each year, and the settlement to be made upon the death or
withdrawal of a partner. Accountants, attorneys, and other professionals frequently operate
their firms as partnerships.

A corporation is a big business owned by a few persons or by thousands of persons.
The owners of the corporation are called shareholders or stockholders. They buy shares of
stock. If the corporation fails, the assets of the owners are protected from the creditors of
the corporation. The stockholders do not directly manage the corporation; they elect a
board of directors to represent their interests. The board of directors select the president
and vice president, who manage the corporation for the stockholders. In 1970s Britain there
were state-owned or government-owned companies in many different industries such as a
car manufacturing and air travel. Some industries had been nationalized and were entirely
state-owned, such as coal, electricity and telephone services.

In the 1980s, the government believed that nationalized companies were bureaucratic
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and inefficient, and many of them were privatized and sold to investor.

Exercise 1. Answer the following questions.

1. What types of business organization do you know?

2. What are the advantages and disadvantages of a partnership?

3. Who are “silent” partners in a partnership?

4. Why does a corporation require many owners?

5. Explain why barber shops are usually organized as sole proprietorships rather than
as corporations.

6. List five main items that must be included in a corporation charter.

7. Explain how the limited liability condition of a corporation protects the
shareholders.

8. What are advantages and disadvantages of limited company?

Exercise 2. Give the Ukrainian versions for:

a business organization, business activity, business entity, accounting firms, law
firms, dealerships, clothing stores, supermarkets, steel miles, auto manufactures, single
proprietorship, a partnership, a corporation, initial investment, shareholders or
stockholders, board of directors, state-owned or government-owned companies, to be
privatized.

Exercise 3. Give the English versions for:

JIJI0Ba aKTUBHICTh, OyXraiarepcbka (pipma, MiANpUEMCTBO, aKI[IOHEPHE TOBAPHUCTBO,
TOBApUCTBO 3 OOMEXKEHOI BIAMOBIJAIBHICTIO, BIACHUK, IMAapTHEP, akiioHEp, paja
JUPEKTOPIB KOMIIAHIi, Jep)KaBHAa KOMIIAHIA, IMpPUBAaTHA  KOMIIaHIis, MPUBATH30BaHa
KOMIIaHisl.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following
words (use the dictionary if you need):
a business enterprise —
single proprietorship —
a partnership —
a corporation —
shareholders or stockholders —
board of directors —
state-owned or government-owned companies —
entrepreneur —
service companies —
merchandising companies —
manufacturing companies —
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Exercise 5. Put the following words in the correct order to make complete
sentences and remember some basic ideas about business enterprises.

1. A business, / is / that / company, / or firm / services / an organization / goods / or /
sells.

2. A business / an enterprise / may be referred / to / also / as /to emphasize /
adventurous, / its / qualities, / risk-taking / may be referred to / free enterprise / and private
/ as / enterprise / is / and business / in general.

3. Large companies / as / especially / corporations, / in the US, / companies / in many
countries / are / large /multinationals / are referred to / operating.

4. An entrepreneur / a company / builds up / from / usually / nothing: / is / who /
someone / a start-up company.

5. The people / board of directors / its / responsible / for / a company / legally / are /
board /or.

Exercise 6. Complete the text with the words and phrases from the box, using
them in the appropriate form.

Entrepreneur is a person who and a business. This is a French
word that has been accepted into the English language. Its popularity probably has
something to do with its grand sound which befits anyone who has the to create
and run business. Sometimes the entrepreneur is regarded as a business person who
takes . This is not so. An entrepreneur is a business person who minimizes risks,
he or she does this by advance , , and meticulous of all
factors that could affect and possibly endanger her or his enterprise. When the entrepreneur
forgets to do advance and preparation, then he or she is a at best, and a
failure statistic at worst. Speaking about entrepreneurship, Professor K. Vesper of the
University of Washington says that “Business continue to be launched by people who
didn’t make it the first time round. A driving force in entrepreneurship ... is addictiveness.
Once people have a in a business of their own, they like it. They don’t want to
go back to working for someone else.”

Organize, initiative, planning, manager, investigation, research, risks, consideration,
gambler, taste of freedom

Exercise 7. Comment on the following.
“The employer generally gets the employees he deserves”. (Anonymous)

Exercise 8. Agree or disagree with the following statements.

1. Business is the production, buying, and selling of goods and services.

2. A business, company, or firm is an organization that sells goods or services.

3. A business may be referred to as an enterprise to emphasize its adventurous, risk-taking
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qualities, and business in general may be referred to as a free enterprise and private
enterprise.

4. Large companies are referred to as corporations, especially in the US.

5. Large companies operating in many countries are multinationals.

6. An entrepreneur is usually someone who builds up a company from nothing: a start-up
company.

7. The people legally responsible for a company are its board or board of directors.

8. When a private company is bought by the state and brought into the public sector, it is
nationalized.

9. When the state returns a company to the private sector in a sell-off, it is privatized.

10. A holding or a holding company is one that holds stakes in one or more subsidiaries.

Exercise 9. Say what you have learned about:

1. types of business organization and their peculiarities;
2. types of business activity;

3. pros and cons of different business organizations;

4. being an entrepreneur in Ukraine;

5. nationalized and privatized companies.

Exercise 10. Give a free translation of the following text.

biznec - migmpueMHHIIbKA, KOMEpIiHHA 4ud OyJb-sfiKa I1HINA MiSUIBHICTH, IO HE
CyNEepeUnThb 3aKOHY 1 CIIpsIMOBaHa Ha oTpuMaHHs TpuOyTKy. Y CIIA 6i13HeC po3BUBAETHCS
Ha OCHOBI 1HAMBIAYaJbHOI, HAPTHEPCHKOI Ta KOPIIOPATUBHOI (DOPM BIACHOCTI.

Ha impmBinyanpHi BIACHOCTI 3acCHOBaHMM Oi3HEC, B SKOMY BIIACHUKOM 1
MIJIPUEMIIEM € OJHA 0c00a, 110 OTPUMYE BC1 IOXO/IM 1 HECE BIAMOBIAIBHICTh 3@ BEJCHHS
cipaBu. Y CIHIA Takux BmacHukiB moHan 15 muH. (75% Bim 3arajbHOi KIJIBKOCTI
HIJIPUEMCTB), aJl€ BOHU OTPUMYIOTH JiHIIE 10 9% rpomoBux HaaxokeHb. s manoro
O13HEeCY XapakTepHl HE3aJie)KHUM MEHE/KMEHT, BJIACHUM KamiTajd, JIOKaJIbHUU pailoH
orepailiif, HeBeIuKi po3Mmipu. Bin Bimirpae 3HauHy poib y 3a0e3neyeHHl 3alHATOCTI,
MEBHOIO MIpOI0 3a0e3neuye HACHYCHHS PUHKY CIOXHBYMMH TOBapaMH Ta MOCIyramw,
CIpUsi€ PO3BUTKY KOHKYPEHIIii, € 3aCO00M JOCATHEHHS 0COOUCTOTO yCHiXy.

Ha ocnoBi mnaptHepchkoi (rpymoBoi) (opM BIIACHOCTI PO3BUBAETHCS Ol13HEC
n00poBITEHO O(DIMiiiHO 3apeecTpoBaHUX acomiariid aBox 1 Oumbme oci6. [laptHepun
CTBOPIOIOTH KOMIIaHi1, TOBAPHCTBA Ta 1HIII OpraHi3allii 1 CTaloTh CMIBBIACHUKAMU CITIIBHOT
BiacHocTi. [lapTHepcTBO cTaHOBUTH Maiixke 8% 0OCATY MiAMPUEMHULIBKOI ISITBHOCTI 1 4
% BCix mianpueMHULIBKUX q0Xx0/1B y CIIIA.

Ha xopriopatuBHiii gopmi BilacHOCTI 3acHOBaHMM Benukui Oi13Hec. Kopmoparrii
ctaHoBNATh Jmme 17% Big mignpuemctB 'y CILIA, mpore o6csr mpuOyTKiB IUX
opranizaiiii csarae 75-80% rpomoBux Haaxo/keHb. XKojaHa 3 Tpbox (opMm opranizaiiii
013HECy HE € yHIBepCaIbHOI0, KOKHA 3 HUX MA€ CBOI MEPEBaru 1 HeIOIIKH.

[IpaBo BiacHOCTI Ha YyacTKy y craTyTHoMy Qoui (basic capital) ropuauanoi ocodu
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(legal person) peryiaro€eTbCsi KOPIIOPATUBHUM NMPABOM. BOHO poO3risiiaeTbes K CyKyIHICTb
HOPM, IO PETYJIOIOTh 1sUIbHICTh TOCIOIaPCHKUX TOBAPHUCTB.

Exercise 11. Write an essay on one of the following topics.

1. Make the list of advantages and disadvantages of having private company in Ukraine.
2. Business is a combination of war and sport.

3. The main principles of being a successful entrepreneur.

Exercise 12. Read the following text and discuss it.

Merchandise exports are goods sent out of a country whereas merchandise imports
are goods brought in. Since these are tangible goods that visibly leave and enter countries,
they are sometimes referred to as visible exports and imports. The terms exports or imports
are used frequently yet in reality the reference is only to the merchandise exports or
imports.

Exporting and importing of goods are the major sources of international revenue and
expenditure for most countries. Among companies engaged in some form of international
business, more are involved in importing and exporting than in any other type of
transaction.

Importing and / or exporting is usually but not always, the first type of foreign
operations in which a firm gets involved. This is because at an early stage of international
involvement these operations usually take the least commitment and least risk of a firm’s
resources. Exporting or importing are not typically abandoned when firms adopt other
international business forms. Although this may sometimes occur, exporting and importing
usually continue, either by business with other markets or to complement the new types of
business activities.

Service exports and imports refer to international earnings other than those from
goods sent to another country. Receipt of these earnings is considered a service export,
whereas payment is considered a service import. Services are also referred to as invisibles.
International business comprises many different types of services.

Travel, tourism, and transportation. Earnings from transportation and from foreign
travel can be an important source of revenue for international airlines, shipping companies,
reservations agencies, and hotels. On a national level, such countries as Greece and
Norway depend heavily on revenue collected from carrying foreign cargo on their ships.
The Bahamas earns much more from foreign tourists than it earns from exporting
merchandise.

Performance of activities abroad. Fees are payments for the performance of certain
activities abroad, such services as banking, insurance, rentals (e.g., the Star Wars film),
engineering, and management. Engineering services are often handled through turn-key
operations, contracts for the construction of operating facilities that are transferred to the
owner when the facilities are ready to begin operations. Fees for management services are
often the result of management contracts, arrangements through which one firm provides
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management personnel to perform general or specialized management functions for
another firm.

Use of assets from abroad. Royalties are the payment for use of assets from abroad,
such as for trademarks, patents, copyrights, or other expertise under contracts known as
licensing agreements. Royalties are also paid for franchising, a way of doing business in
which one party (the franchisor) sells an independent party (the franchisee) the use of a
trademark that is an essential asset for the franchisee’s business. In addition, the franchisor
assists on a continuing basis in the operation of the business, such as by providing
components, managerial services, or technology.

Firms often move to foreign licensing or franchising after successfully building
exports to a market. This move usually involves a greater international commitment than
in the early stages of exporting. The greater involvement occurs because the firm
commonly has to send technicians to the foreign country to assist the licensee or franchisee
in establishing and adapting its production facilities for the new product.

Direct investments. Direct investment takes place when control follows the
investment. This can amount to a small percentage of the equity of the company being
acquired, perhaps even as little as 10 percent. The ownership of a controlling interest in a
foreign operation is the highest type of commitment to foreign operations in the given
country. Direct investment operations may be set up in order to gain access to certain
resources or access to a market for the firm’s product.

When two or more organizations share in the ownership of a direct investment, the
operation is known as a joint venture. In a special type of joint venture, a mixed venture, a
government is in partnership with a private company.

The multinational enterprise, or MNE, has a worldwide approach to foreign markets
and production and an integrated global philosophy encompassing both domestic and
overseas operations. The term multinational corporation, or MNC, is also quite common
in the literature of international business. Another term sometimes used interchangeably
with MNE, especially by the United Nations, is transnational corporation, or TNC.

Electrical Engineering Companies: Types and Structures

Useful Professional Expressions

to design electrical systems — npoekTyBaTH €IEKTPUIHI CHCTEMH

to manufacture electrical equipment — BupoOATH €IEKTPOTEXHIUHE 00TaHAHHS

to install and commission equipment — BCTaHOBJIIOBAaTH Ta BBOJWTH OOJaJHAHHS B
EKCIUTyaTallio

to provide technical support — HajiaBaTu TeXHIYHY TIATPUMKY

to carry out maintenance and repair — 3xilicHIOBaTH TexXHIYHE OOCIYrOBYBaHHS Ta
PEMOHT

to ensure reliable operation — 3a6e3neuyBaTi Ha1liHY POOOTY

to comply with technical standards — BiamoBinaTu TEXHIYHUM CTaHIAApTaAM
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to meet safety requirements — BimoBiaTH BUMOTaM O€3MEKH

to work under a contract — npauroBaTH 3a KOHTPAKTOM

to supervise installation works — xoHTpoJIIOBaTH MOHTaXKH1 POOOTH

to prepare technical documentation — rotyBaTy TeXHIUYHY JOKYMEHTAIIiIO
to select appropriate equipment — oOupaTu BiIIOBIIHE 00Ia HAHHS

to solve technical problems — BupiuryBatu TexHiuHiI podIeMu

to monitor project progress — KOHTPOJIIOBaTH X1 BUKOHAHHS MPOEKTY

to meet deadlines — moTpuMyBaTHCS BCTAHOBJICHHX TEPMIHIB

to control project costs — KOHTPOJIIOBATA BUTPATH 32 MPOEKTOM

to communicate with customers — crnijikyBaTUCs 13 3aMOBHUKaMU

to adapt to technological changes — ananTyBatucs 10 TEXHOJOTTYHUX 3MIH
to improve operational efficiency — nigBuuryBati e(peKTUBHICTH pOOOTH
to develop innovative solutions — po3po0saTH IHHOBAIIIHI PIICHHS

Electrical engineering is a broad and rapidly developing sector that includes the design,
production, installation, maintenance and operation of electrical and electromechanical
equipment. Electrical engineering companies differ in their size, ownership, organizational
structure, business activities and target markets. Some companies manufacture electrical
equipment, while others provide engineering, installation, maintenance or consulting
services.

One of the main types of electrical engineering companies is a manufacturing
company. Such companies design and produce electrical equipment, including electric
motors, generators, transformers, switchboards, cables, control systems, sensors and power
distribution equipment. Manufacturing companies usually have engineering, production,
quality control, procurement, logistics, sales and service departments.

Another important type is an engineering and design company. Its main activity is to
develop technical solutions for electrical and electromechanical systems. Engineers may
design power supply systems, electrical installations, automation systems, industrial control
systems or shipboard electrical systems. These companies often work on projects for
industrial plants, transport infrastructure, power stations, ships and other complex facilities.

Installation and contracting companies specialize in the installation, commissioning
and modernization of electrical equipment. Their employees install cables, switchboards,
generators, motors, control systems and other equipment. They may also carry out testing,
troubleshooting and commissioning before a system is put into operation. Such companies
often work under contracts with manufacturers, shipyards, construction companies or
industrial enterprises.

A further category is a service and maintenance company. Its main responsibility is
to ensure the reliable and safe operation of electrical and electromechanical equipment.
Typical services include preventive maintenance, inspection, repair, testing, diagnostics and
replacement of spare parts. In the maritime sector, service companies may provide technical
support for shipboard generators, motors, switchboards, automation systems and electrical
protection equipment.
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Electrical engineering companies can also be classified according to their
organizational structure. A small company may have a relatively simple structure, with
the managing director supervising several key employees or departments. A large
international company usually has a more complex structure with several management
levels and specialized divisions.

A typical large electrical engineering company may include senior management, an
engineering department, a production department, a procurement department, a
quality and safety department, a logistics department, a sales and marketing
department, a finance department and a human resources department. Each
department performs specific functions, but effective cooperation between them is essential
for the successful completion of projects.

The engineering department plays a particularly important role. Electrical engineers
are responsible for technical design, calculations, equipment selection, preparation of
specifications and technical documentation. They may also supervise installation and
commissioning and provide technical support to customers.

The structure of a company depends largely on its business model and the complexity
of its projects. Modern electrical engineering companies increasingly use project-based
structures, in which specialists from different departments work together as a project team.
A project manager coordinates the work, monitors deadlines and costs, communicates with
the customer and ensures that technical and contractual requirements are met.

In today's competitive market, electrical engineering companies must constantly
improve their technologies and professional expertise. Digitalization, automation,
renewable energy, smart grids, artificial intelligence and the Internet of Things are creating
new business opportunities. At the same time, companies must comply with technical
standards, safety requirements and environmental regulations.

Therefore, the success of an electrical engineering company depends not only on the
quality of its technical products and services but also on effective management, professional
communication, qualified personnel and the ability to adapt to technological and market
changes.

Comprehension Questions

. What factors can be used to classify electrical engineering companies?

. What are the main activities of a manufacturing electrical engineering company?

. What types of equipment can manufacturing companies produce?

. What is the main purpose of an engineering and design company?

. What services are typically provided by installation and contracting companies?

. What are the main responsibilities of a service and maintenance company?

. How can small and large electrical engineering companies differ in their organizational
structures?

8. What departments can usually be found in a large electrical engineering company?

9. What are the main responsibilities of the engineering department?

10. Why is cooperation between different departments important for the successful

completion of a project?
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11. What is a project-based organizational structure, and what role does a project manager
play in it?

12. How are digitalization, automation, renewable energy and artificial intelligence
influencing modern electrical engineering companies?

UNIT 5. Customs formalities. Customs Formalities and Shipboard Electrical

Equipment.
Key words and phrases
In advance 3a3qaJ1eriapb
Check-in desk MICII€ peecTpalrii
Hand luggage py4YHUii Oarax
Departure lounge 3aJ1 U1 B1I DKIDKAIOUUX IMACAKUPIB
Flight attendant OOPTIPOBITHUK
Passport control NacCOPTHHUIA KOHTPOJIb
Customs officer MUTHHK
Channel IPOXiJT
Duty-free shop MarasuH TOBapiB, 3BIJILHEHUX B1J] MUTA
Amount KUTBKICTh
Receipt KBUTAHIISA
Duty N0JIATOK, MUTHUH 301p
Declaration MUTHA JeKIapartis
Citizenship I'POMAJISTHCTBO
Submit MUIATaTh
Read the text

When you are going somewhere on business by plain you should be at the airport an
hour in advance to check in for the flight. You go to the check-in desk where a clerk checks
your ticket and luggage. Your suitcase goes to the plane, but you take your hand luggage
with you. If you are on an international flight they check your passport and — ray your bags
by cameras.

Then you wait in the departure lounge till they call your flight and tell you which gate
number to go to. After that you get on the plane and the flight attendant shows your seat.
Passengers arriving to the airport should pass the customs where you will be asked the
following questions:

— Your passport, please. How long are you planning to stay in the country?
Three weeks. Could I prolong my entrance visa in case of necessity?
Sure. The receiving party shall take care of it.

Well, bags on the table and your customs form, please.

How much do they weight?
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- 23 kilos. I’'m sorry, but you’ll have to pay an excess luggage charge.

- Oh! It’s only three kilos overweight.

- Yes, sir...that’s &6... Thank you. Have you anything to declare?

- What?

- Alcohol, cigarettes, fresh fruit, plants...?

- Uh, no. Only for personal needs.

- Open your suitcase, please. Any gifts?

- Only one bottle of vodka.

- All right. It’s duty free. As you probably know, it’s forbidden to bring more than two
bottles of alcohol and two block of cigarettes to England. And no limitations as to
currency. Here’s your form.

- Thank you. You are welcome. The next please.

Exercise 1. Answer the following questions.

1. Which of the means of transport is the best for business purpose?

2. Why do people usually arrive at the airport an hour or an hour and a half before the take-
off time?

3. What kind of place is the departure lounge?

4. What are the responsibilities of the customs officer?

5. What must each arriving traveler or responsible family member provide?

6. What is the Customs Declaration?

7. Where do travelers complete the immigration form 1-94?

Exercise 2. Give the Ukrainian versions for:
to go on business, in advance, flight attendant, check-in desk, to x-ray, excess luggage, to
prolong the visa, to declare, customs desk.

Exercise 3. Give the English versions for:

MICIIE peecTpallii, MacIOPTHUN KOHTPOJIb, PYYHHM Oara)<, oCoOMCTI MOTpeOu, MUTHHUK,
HAJUIMIIIKOBA Bara, MoCaJ0YHUN TaJlOH, MUTHI 300pH, 3BUIBHEHHUI BiJ ONMOJATKYBaHHS,
BaJIIOTA.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):

to prolong — entrance visa —
check-in desk— customs form —
passport —

currency —

boarding pass — immigration form —
a flight attendant — departure lounge —
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Exercise 5. Put the following words in the correct order to make complete sentences
and remember some basic ideas about flying by plane.
1. Passenger / boarding-pass / and / clerk / the / A / him / man / the / showed / and / a / his
/ passport / ticket / gave.
2. U.S. Citizens / immigrant / and / resident / visas / persons / form / except / This /
Canadian / transit / must / in / be completed / all / or / aliens / returning / with / by / citizens
/ aliens / visiting.
3. this / purpose / business / The / trip / primary / is.
4. During / form / business / each / The / States / flight / declaration / traveller / air / entering
/ the / is / the / to /given.
5.Arrival / should / two / Departure / completed / Record / The / Record / parts / and / in /
which / both / is / of / be / form.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.

On June 13, new customs were introduced for travellers departing from the Kyiv
Boryspil . Green Channel. In accordance with Ukrainian , residents of
Ukraine can bring in/out up to UAN 1,000 cash and no more than USD 3,000. Nonresidents
can bring in a maximum of USD 1,000 or equivalent foreign , while all
hryvnias must . Red Channel. Residents and non-residents must declare any
cash sum exceeding the abovementioned figures. A customs declaration form
must also if you bring in national currency over UAN1,000. Any item subject
to declaration must be entered on the customs ; the customs will ask to
see your passport and air ticket. He/she may also you to open your luggage.

Procedures, form, to take out, currency, to fill out, to ask, airport, official, to declare,
law.

Exercise 7. Comment on the following
It is easy to be wise after the event”.

Exercise 8. Agree or disagree with the following statements.

1. It’s not necessary to show your passport and air ticket to the customs official.

2. Immigration cards are available at the Arrivals Hall of the Boryspil Airport terminal
prior to the immigration counters.

3. The Declaration form 1-94 is given to U.S. Citizens, Canadian Citizens and all non-
residents entering the United States by plane.

4. You should arrive at the airport half an hour in advance to check in for the flight.

5. In the Immigration form type or print legibly with pen in all capital letters.

6. Ukraine International Airlines doesn’t allow transportation of small pets.

7. Customs declaration demands to give the address of your staying in the country you are
planning to visit.

8. A passenger is not allowed to carry a lethal weapon when flying by a civilian airliner.
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Exercise 9. Translate into English.

MUTHA JEKJIAPAIILA
[lepen nmpubytTsim no CILIA kokeH macaxkup abo TroyioBa POJMHU MOBUHEH 3allOBHUTH
MutHy nexapariito. biibiiicTe 3anuTanp y aekiaapailii noTpedyroTh BIAMOBIAL ,,Tak” YU
LHI”. dopma mae OyTu mianmucaHa Ta JaroBaHa. bynb-iacka, 3amoBHIONTE Qopmy
JIPYKOBAHVMMMU JIITEPAMU 4yopHuM ab0 CHHIM YOPHUJIOM aHTIIHCHKOIO MOBOIO.
MutHa nekiapailisi HaIa€ThCsl KOKHOMY TMacaXupoBi, 1o B’ Dxmkae go CHIA, mig dac
MOJILOTY.
1. IIpi3Buiie, imM’s1, M0-0aTbKOBI
2. Jlata HApOKEHHS
3.KinbKicTh 4JI€HIB POAUHU, IO JIETATh 3 BAMHU
4. Anpeca nepedyBanus B CILIA, micto, mrat
5. KpaiHna, B gKiii BUJJaHO NacCHOPT
6. Homep macnopra
7. Kpaina nocrifiHoro nepeOyBaHHs
8. Kpainu, B sixkux Bu nepeOyBanu 10 npudytts B CLIIA
9. ABlakomImaHisl Ta HOMEp percy
10. 'onoBHa MeTa Moi3aku — Gi3HeC
11. 5 Be3y 3 coboro: a) GppykTH, pocinuHH, i’Ka, komMaxu 0) M’sCO, TBAPUHU B) 30YTHUKH
XBOPOO, MIKPOOPTaHi3MH, 3Mii I') TPYHT
12. 4 xoHTaKTyBaB 3 BEJIMKOIO POTaTor0 XyA00010
13. 51 maro BaJdrOTy 4M TUTATIXHI JOKyMeHTH Ha cymy moHax $100.000 abo ekBiBaJieHT B
1HO3EMH1/ BaJIIOTI
14. A maro xoMepuiiiHi TOBapu (IIPEAMETH Ha MPOoAaX ad0o TOBapH HE JUIsi 0COOMCTOTO
BUKOPHUCTAHHS)
15. Pe3uneHtu — 3arajibHa BapTICTh BCIX TOBApiB, BKIIOYHO 3 KOMEPLIMHUM TOBAapOM,
npua0aHUM 3a KOPJOHOM (pa3oMm 13 mojapyHkamu), mo s BBoxxy B CIIA. TlpuGym —
3arajpbHa BapTICTh BCiX TOBapiB, sAKi 3antmaroThes y CIIA micins Bi3uTy nojgaBaya Gopmu,
BKJIFOYHO 3 KOMEPLIMHUMH TOBAPaAMHU.

Exercise 10. Write an essay on one of the following topics.

1. The flight you have made lately. What did you do when you arrived at an airport.

2. Famous international airports.

3. You are going to fly to London to take a part in an international conference. Make a
reservation for the plane.

Exercise 11. Read the following text and discuss it.

The British public loves railways, even as it hates the way they are run. For railway
fans, privatisation should, in principle, offer three huge advantages. First, it should
encourage the rooting-out of inefficiency. By some measures British Rail compares well
with other European railways; only the Dutch railway beats it on costs per kilometre
travelled. But waste remains endemic: when a railway in a small country employs 35,000
civil engineers, something is amiss.
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Second, private operators should bring an infusion of new marketing skills. British
Rail is notorious for its anti-consumer culture: scruffy staff, poor communications, queues
and crowds. It is improving, but not fast enough. Railmen sneer that competitors will just
bring a lick of paint, in-carriage television and pretty hostesses. But if that is what
customers want, they must get it, or they will switch to cars and flying.

Third, privatisation should mean more and better investment. After privatisation,
investment would no longer be restricted by artificial Treasuryimposed limits. The change
has had happy results in other privatised industries.

Will the government’s chosen means of privatisation deliver these theoretical
benefits? If, like British Gas, British Rail had been privatised in 1985, it would have been
sold as one lump. If, like electricity, it had been privatised in 1988, it would have been
broken into separate regional rail companies, each with a monopoly. The privatisers of
1993 are thinking more radically. They are no longer content to turn nationalised industries
into regulated monopolies. They want the maximum of competition, diversity and choice.

A new body, Railtrack, will be set up to run track and signalling. Freight services
will be sold outright. Passenger services will be split into franchises. A government-
appointed director of franchising will decide broadly what services there should be. Since
most lines lose money, he will offer subsidies to those who will run them. Private operators,
including companies set up by British Rail managers and staff, will be able to bid for the
franchises.

Unanswered questions abound. On journeys involving changes of trains, will one
operator accept another’s ticket, and on what terms? How much flexibility will the
individual operator have over fares? How will Railtrack decide train priorities between fast
Inter-City trains, slower regional trains and freight? Will freight be charged the (low)
marginal cost of using track, or will it be expected to bear a share of the basic network
costs, which might price it out of business?

Many of these questions will be answered only as the new structure takes shape. Some
American cities are franchising commuter services. Services and track have been split in
Sweden; though Swedish Railways has won most of the franchises, costs have come
tumbling down. The Germans are proceeding, slowly, on a similar basis. The split between
track and service providers looks set to spread across the European Community.

Privatisation may take 12 years to complete. If things go well, more competition may
be injected sooner. More lines could be opened up to head-tohead competition between
operators. The track authority itself could be privatised. But the whole plan does nothing
to allow fairer competition between rail and road. As long as drivers can use overloaded
roads at small marginal cost to themselves, they will remain tempted to travel by car. The
answer lies in a system of road pricing, with vehicles charged for the roads they use and
the congestion they cause.

Customs Formalities and Shipboard Electrical Equipment.
Professional Expressions
to complete customs formalities — BuKOHyBaTH MUTHI (POPMaATBHOCTI
to clear goods through customs — mpoiiTi MuTHE 0hOPMIIECHHS
to prepare customs documentation — roTyBaT MUTHY JOKYMEHTAIIIO
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to submit a customs declaration — nmomaBaTH MUTHY JEKJIapallito

to provide accurate information — HajaBaTH TO4YHY 1H(GOpPMAIIitO

to declare the goods — nexmapyBatu ToBapu

to classify the goods correctly — mpaBuibHO KiacudikyBaTH TOBapH

to determine the customs value — BHU3HaUaTH MUTHY BapTiCTh

to pay customs duties and taxes — criauyBaTH MUTHI 300pU Ta MOJATKU

to inspect a shipment — mepeBipsATH BaHTaX

to verify the information — nepeBipsatu iHpopmarlio

to transport equipment across national borders — mepeBo3uTH 00JaJHAHHS uepes
Jep>KaBH1 KOPJIOHU

to deliver spare parts to a vessel — J0CTaBIsITH 3aNIaCHI YaCTUHU Ha CYIHO

to arrange transportation — opraHi3oByBaTH TPAHCIIOPTYBAHHS

to provide technical documentation — HagaBaTH TEXHIUYHY TOKYMEHTALIIIO

to meet customs requirements — BiJIMOBIAATH MUTHUM BUMOTaM

to comply with customs regulations — qoTpuMyBaTHCSI MUTHHUX TTPaBUI

to release the goods — BumyctuTH TOBap / BaHTaX

to prevent delays — 3amno0iraTi 3aTpumMKam

to resolve a documentation problem — BupinryBatu npo6ieMy 3 JOKyMEHTAIIIE0

Useful Collocations

customs clearance procedure — mporierypa MUTHOTO 0(DOPMIIEHHS

customs documentation — MUTHa JOKyYMEHTAIlis

shipping and commercial documents — TpaHCIIOPTHI Ta KOMEPILIHI TOKYMEHTH
electrical spare parts — eneKTpHU4Hi 3allacH1 YaCTUHU

urgent delivery — TepMiHOBa AOCTaBKa

technical specifications of equipment — TexHIYHI XapaKTEePUCTUKHU O00JIaTHAHHS
incomplete documentation — HemOBHA JOKyMEHTAII1s

additional costs — momaTkoBi BUTpaTH

customs inspection — MUTHHUN OTJISI

special transportation requirements — creriajabHl BAMOTH JI0 TPAHCIIOPTYBaHHS
safe and timely delivery — Oe3mneuHa Ta cBoeyacHa JJOCTaBKa

reliable operation of the vessel — HaniiiHa ekcruTyaTariis cyiHa

The international maritime industry depends on the regular movement of ships,
equipment, spare parts and technical materials between different countries. When electrical
and electromechanical equipment is transported across national borders, it may be subject
to customs control and various formalities. Understanding these procedures is important
for marine electrical engineers, technical managers, ship operators and suppliers.

Customs formalities are the procedures required when goods are imported into or
exported from a country. Their main purpose is to control the movement of goods across
national borders, ensure compliance with customs regulations and determine whether
customs duties or taxes must be paid. Shipboard electrical equipment and spare parts may
require customs clearance before they can be delivered to a vessel.

The customs process normally begins with the preparation of the necessary shipping
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and commercial documents. These may include a commercial invoice, packing list,
certificate of origin, bill of lading or other transport document, customs declaration and,
where applicable, technical certificates or permits. The documents must contain accurate
information about the goods, their quantity, value, origin and destination.

A commercial invoice provides information about the seller, buyer, description and
value of the goods. A packing list specifies the contents of each package, including the
quantity, weight and dimensions. A certificate of origin indicates the country where the
goods were manufactured. These documents enable customs authorities to identify and
classify the shipment correctly.

Electrical equipment must often be assigned an appropriate customs classification
code. The classification determines how the goods are treated for customs purposes and
may affect the applicable duty rate, taxes and import requirements. Incorrect classification
or incomplete documentation can result in delays, additional costs or other problems during
customs clearance.

The type of shipboard electrical equipment being transported can vary considerably.
Typical shipments may include electric motors, generators, transformers, switchboards,
circuit breakers, cables, batteries, sensors, control units, navigation equipment and
automation components. Spare parts for main and auxiliary machinery are also frequently
transported to ships in foreign ports.

When urgent repairs are required, electrical spare parts may need to be delivered
directly to a vessel. This type of delivery is often time-sensitive because the ship may have
a limited stay in port. Delays in customs clearance can therefore affect maintenance
schedules, cargo operations and the vessel's departure.

The shipowner, ship operator, supplier, freight forwarder and customs broker may all
be involved in the process. The supplier is responsible for providing correct commercial
and technical information, while the freight forwarder organizes transportation. A customs
broker may prepare and submit customs documentation on behalf of the importer or
exporter. The ship operator or ship's agent coordinates the delivery with the vessel and port
authorities.

Customs authorities may inspect the shipment to verify the information provided in
the documents. They can check the quantity, description, value and origin of the goods. In
some cases, technical documentation may also be required to confirm the characteristics
or intended use of the equipment.

Proper packaging and labelling are particularly important when transporting electrical
equipment. Equipment must be protected against moisture, mechanical damage and other
environmental factors. Batteries and certain electrical components may also be subject to
special transportation and safety requirements.

After the required checks have been completed and any applicable duties or taxes
have been paid, the goods can normally be released by customs. They can then be
transported to the port and delivered to the vessel. If the documentation is incomplete or
inconsistent, customs clearance may be suspended until the problem is resolved.

For marine electrical engineers, knowledge of customs procedures is useful because
engineers often participate in ordering spare parts, preparing technical specifications and
communicating with suppliers and service companies. They may need to provide accurate
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equipment descriptions, model numbers, serial numbers, quantities and technical
specifications.

Effective communication is essential throughout the process. Errors in equipment
descriptions, incorrect quantities or missing documents can lead to delays and additional
expenses. Therefore, marine electrical engineers should be able to communicate clearly
with suppliers, ship agents, logistics companies and customs representatives in English.

In conclusion, customs formalities are an important part of international maritime
logistics. Efficient customs clearance helps ensure that electrical equipment and spare parts
reach ships safely and on time. A good understanding of documentation, customs
classification, transportation procedures and professional communication enables marine
electrical engineers to contribute effectively to the reliable operation and maintenance of
ships.

Comprehension Questions

What are customs formalities, and what is their main purpose?

Why are customs procedures important when transporting shipboard electrical equipment
across national borders?

What documents are normally required for customs clearance?

What information is provided in a commercial invoice?

What information does a packing list contain?

Why is a certificate of origin important for customs authorities?

Why must electrical equipment be assigned an appropriate customs classification code?
What types of shipboard electrical equipment and spare parts may be transported to a
vessel?

Why can delays in customs clearance cause serious problems for a vessel?

What are the responsibilities of the supplier, freight forwarder, customs broker and ship
operator?

Why are proper packaging and labelling important when transporting electrical equipment?
Why is effective communication in English important during the customs clearance and
delivery process?

UNIT 6. Internet. www. Doing business on the Internet. Internet and Digital
Technologies in Marine Electrical Engineering.

Key words and phrases

Enquiry 3aIMT, 3alTUTaHHS

Corporate website KOpPIIOpaTUBHA BEO-CTOPIHKA

Publicity pekiama, pekjaMyBaHHs, TporaryBaHHs
E-commerce / online trading €JICKTPOHHA TOPTIBIISA

Time-saving method METO/I, 110 3a0IIAIKY€E Yac

Network Mepexa

Browser Opay3ep, mporpama
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Surf the Net MaHAPYBaTH 110 MEPEXK1 y MOIIyKax
iH(popMallii, 3a1iCHIOBaTH cep]iHT TO
Mepexi

Download 3aBaHTaXXYyBaTH

The World Wide Web (WWW) | BcecBiTHS Mepexa

Web page BeO-CTOpiHKA

Transmission nepeaaya

Subscriber A0OHEHT, IMAIMUCHUK

Identifier imeHTudikarop, iM’s KopucTyBada

Domain name iM’s1 TOMEeHa, TOOTO TUI OpraHizarii,
SIK1/ HAJIC)KUTHh KOMIT FOTEP

Read the text

The Internet is a network of networks. A computer network is a group of computers
that have been connected so they can communicate with each other. They can send
messages to each other and can share information in the form of computer files. There’s
nothing astounding about computer networks. Many small companies have networks that
connect anywhere from two or three computers to thousands of them. But the Internet isn’t
just a network. It’s a network of networks. The Internet might make it possible for you to
communicate with all these people on all these computer networks through electronic
“mail”. When you connect to the Internet, you have the opportunity to connect to thousands
of different systems. Those computers contain government archives, university databases,
local-community computing resources, library catalogs, messages about any subject you
can imagine, and millions of computer files (over two million at last count) containing
photographs, documents, sound clips, video, and whatever else you can put into digital
form. Business people can doing business on the Internet.

Companies can use their presence on the Web to access the growing number of
websites of interest. There are different ways in which businesses can benefit from its
functions:

- Businesses use e-mail to deal with customers, to make and respond to enquiries
quickly and to communicate with employees.

- A corporate website may be used for publicity, for selling or for sharing information.

- E-commerce or “online trading” has proved to be very successful for some
companies. One of the advantages of this form of trading is that users can come to the
website 24 hours a day.

- Marketing on the Web can be achieved by setting up a website and making it
attractive to visitors.
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- The Internet is a powerful tool for gathering data. Companies can use it to look up
other companies and their products, access financial information, find market information,
foreign exchange rates and so on.

- Using computer networks to transmit audio and video data between two or more
people in different locations (video-conferences) is a time-saving method of
communication.

- Many companies place their recruitment needs on their own websites or on the
websites of recruitment agencies.

- Large corporations place their annual reports on their websites in order to provide a
service to their shareholders.

Exercise 1. Answer the following questions.

How can companies use their presence on the Web?

What do businesses use the e-mail for?

What may a corporate website be used for?

What is one of the advantages of the E-commerce?

Which way can marketing be achieved on the Web?

What is a time-saving method of communication?

Which way can companies use the Web for recruitment purposes?

Nk D=

Exercise 2. Give the Ukrainian versions for:

presence, response, publicity, trading, location, recruitment, quickly, successful,
advantage, attractive, “brick and mortar” trade, network, transmission, electronic mail box,
corporate website, E-commerce, browser, computer modem, user, download, PC,
hardware, laptop, software, virus.

Exercise 3. Give the English versions for:

poOOUTH 3alUT, CIUIKYBATHCS 3 MpallBHUKAMHU, KOPIOpPATHBHA BEOCTOPIHKA, IUIUTUCA
iH(poOpMaIli€lo, €NeKTpOHHA TOPTiBiIs, IepeBara, 30MpaTh JaHi, BallOTHUHA KypC,
KOMIT FOTEpHa Mepexa, BIJICOKOH(EPEHIlisI, METOJI, IO 3a0IaJKy€e 4Yac, pIYHUMA 3BIT,
HaJaBaTH nochyry, akuioHepu. Compose your own sentences using the words and word
combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):

network —

Internet —

intranet —

browser —
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web page —

World Wide Web —
electronic mail —
Internet service —
computer modem —
group of users —

Exercise 5. Put the following words in the correct order to make complete sentences
and learn some basic ideas about “Doing Business on the Internet”.

1. The Internet / millions / the world / ever / opens up / been / communication / makes /
vast / and / users / the easiest / opportunities / resources / business / for / of / around / and
/ it / has.

2. The Internet / from / you / is / holding / of data / can / a worldwide / vast / access / a PC
/ network / directly / that / quantities / of computers.

3. An intranet / which / the same / as / is / uses / a network / the Internet / technology.

4. The World Wide Web / the most / users / as the Web (WWW) / to be / also / considered
by / aspect / is / of / referred to / the Internet / many / exciting.

5. The pages / form / interesting / a vast / of the Web / accessible / of topics / cover / and
easily / presented in / range / an attractive.

Exercise 6. Complete the following text with the words and phrases from the box
using them in the appropriate form.
The most widely-used function on the Internet is (electronic mail). E-mail is
the transmission and distribution of information through personal computers linked to the
telephone system, which allows to send a message directly to another
subscriber that will appear in their . Using e-mail, you can
with an Internet account, and most businesses today have an electronic mailing address.
E-mail is cheap and easy to use. In business, e-mail provides cheap and rapid
between the employees of an organization, and between a company and its
clients and suppliers. An e-mail address contains , 1.e. the user name. After that

to anyone

comes the symbol “@” (pronounced “at”), followed by the domain name, which identifies
the server that is used to send your mail, the category of organization and the

The different elements of the are separated by dots. There is no at
the end. Example: chef(@coral.com.cy

chef

@

coral

.com

.cy

identifier

“at” symbol

name of
organization

type of
organization

country

This

is said in the following way: chef, at coral, dot com, dot Cy.
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mailto:chef@coral.com.cy

country code, electronic mail box, communication, e-mail, full stop, an identifier, send
messages, subscribers, domain name, e-mail address.

Exercise 7. Comment on the following:
“Everybody’s business is nobody’s business”.

Exercise 8. Agree or disagree with the following statements.

. Both toy companies are doing well; their sales are neck and neck.

. She is a very active manager and has a finger in every pie.

. The Internet system is very much like the phone system.

. The Internet is becoming more and more popular here.

. It 1s very easy and inexpensive to connect to the Internet.

. Computer use continues to grow and develop in all spheres of our life.

. A PC is a personal computer which is the standard computer for most individual users.
. Hardware is the actual machinery of a computer, the circuits, wires, and drives.

. Software contains the instructions that tell a computer what to do at every step along the
way.

10. A virus is an error that is introduced into a program with the intention of causing a
malfunction.
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Exercise 9. Say what you have learned about:

1. doing Business on the Internet;

2. the Internet as a powerful tool for gathering data;

3. the information on the Web as it is displayed in websites;
4. e-mail as a cheap and easy thing to use;

5. companies which use the Web for recruitment purposes.

Exercise 10. Give a free translation of the following text.

[IpoOGnaemMu OXOpOHU I1HTEJIEKTYyaJbHOI BIIACHOCTI CHOTOAHI BUWIUIM B CBITI Ha
MEepIINA TJIaH 1 CTajdd BXKE HE MPOCTO IOPUAMYHUMH ab0 KOMEPIIMHUMU THTAHHIMHU.
VYHacII0K BCEOCSKHOI 1HTEJIEKTyasi3alli cy4acHOl CBITOBOiI €KOHOMIKHM BOHHU Jeaaui
OUIbIlIE CTAlOTh MOJITUYHOI MPOOJIEMOIO, TIOB’SI3aHOI0 3 €KOHOMIYHOIO O€3MEeKOI0 Ta
BUMAararoTh CTpATEeTIYHUX M1IXO0AIB A0 iX BUPIIICHHS.

[Ipomecn iHTeneKTyami3alii JOCATIM HAA3BUYAMHO BHUCOKOI 1HTEHCUBHOCTI,
HEMHUCIIUMO] 1Ie AeCATHIITTA ToMy. HUH1 y CBITI I1t0Th NOHAJ 4 MIIH. MATEHTIB; LIOPOKY
nonaaetbest mpuodsn3Ho 700 THC. 3a4BOK HAa naTeHTyBaHHs; y 2006 polii J0X1]1 B MPOAAKY

JileH31i Ha 3armaTeHToBaH1 00’ ekTu ctaHoBUB 100 MipI. T0J1., IO BACCATEPO OlIbIIe, HiXK
2005 poky.
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Cnil miaKpecIuTH, M0 MPOTATOM OCTAaHHBOTO JECATIINTTS B YKpaiHi BigOyBaBCs
JIOCUTH IHTEHCUBHHM ITPOIIEC CTAHOBIICHHS CUCTEMHU OXOPOHH 1HTEIEKTYaIbHOT BIIACHOCTI.

Ha cporoani cucrema opraHiB peryjrOBaHHS c(epu OXOPOHHU IHTENEKTYyalbHOI
BJIACHOCTI B YKpaiHi nepeOyBae B 3aBepiuaibHii (a3l popmyBaHHS i yKe CIPOMOKHA
BMKOHYBATU CBOi OCHOBHi (yHKIii. [i perymorors 37 3akoHiB i monan 100 mig3akoHHUX
aKTiB, sl AKX MOLIMPIOETHCS IIOHAMMEHIT Ha 16 caMOCTIMHUX 00’€KTIB aBTOPCHKOTO
mpaBa B Tajly3l HayKu, JITEpaTypu W MUCTEITBA, TPU BUAM OO0 €KTIB CYMDKHHX IIpaB,
JIeB’SITh BHJIIB IPOMUCIOBOI BJIACHOCTI ¥ Ha cdepy 3axucTy BiJ HEI00pOCOBICHOI
KOHKypeHlii. OgHaKk e(pEeKTUBHICTh CUCTEMH 3HIDKYE LUIMH KOMIUIEKC MpoOjeM, M0
BUMArarTh HEBIKIATHOTO PO3B’I3aHHS.

Exercise 11. Write an essay on one of the following topics.
1. Advantages and disadvantages of online services.

2. When do we use E-commerce?

3. The popularity of the Internet system today.

Exercise 12. Read the following texts and discuss it.

The Internet is a network of networks. A computer network is a group of computers
that have been connected so they can communicate with each other. They can send
messages to each other and can share information in the form of computer files. The
Internet connects more than 18,000 of these networks, and more are being added all the
time. On those networks are millions of computers, computer terminals and users — about
two million computers and as many as 30 million users, according to some estimates. And
it’s growing by around 1,000 computers a day. It’s no wonder that the president of ISOC
(the Internet Society) recently suggested that the Internet could reach 1 billion people in
the not-toodistant future.

There’s nothing astounding about computer networks. Many small companies have
networks that connect anywhere from two or three computers to thousands of them.

But the Internet isn’t just a network. It’s a network of networks. Lots of different
networks have been joined to produce the world’s largest group of connected computers.
Some of the networks are run by government bodies, some by universities, some by
businesses, some by local community library systems, and some are even run by schools.
Most are in the United States, but many are overseas, in countries ranging from Australia
to Zimbabwe. The Internet might make it possible for you to communicate with all these
people on all these computer networks through electronic “mail”.

When you connect to the Internet, you have the opportunity to connect to thousands
of different systems. Those computers contain government archives, university databases,
local-community computing resources, library catalogs, messages about any subject you

can imagine, and millions of computer files (over two million at last count) containing
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photographs, documents, sound clips, video, and whatever else you can put into digital
form.

When you log on or log in to a computer system, you tell the system who you are and
it decides if it wants to let you use its services. A log-on (or log-in) procedure usually
entails providing some kind of account name and a secret password.

In law, intellectual property (IP) is an umbrella term for various legal entitlements
which attach to certain names, written and recorded media, and inventions. The holders of
these legal entitlements are generally entitled to exercise various exclusive rights in
relation to the subject matter of the IP. The term intellectual property reflects the idea that
this subject matter is the product of the mind or the intellect, though the term is a matter of
some controversy.

Intellectual property laws and enforcement vary widely from jurisdiction to
jurisdiction. There are inter-governmental efforts to harmonise them through international
treaties such as the 1994 World Trade Organization (WTO) Agreement on Trade-Related
Aspects of Intellectual Property Rights (TRIPs), while other treaties may facilitate
registration in more than one jurisdiction at a time. Enforcement of copyright, as well as
disagreements over medical and software patents, have so far prevented the emergence of
a cohesive international system.

Intellectual property laws confer a bundle of exclusive rights in relation to the
particular form or manner in which ideas or information are expressed or manifested, and
not in relation to the ideas or concepts themselves. The term "intellectual property" denotes
the specific legal rights which authors, inventors and other IP holders may hold and
exercise, and not the intellectual work itself. Intellectual property laws are designed to
protect different forms of subject matter, although in some cases there is a degree of
overlap. Copyright may subsist in creative and artistic works (e.g. books, movies, music,
paintings, photographs, and software) and give a copyright holder the exclusive right to
control reproduction or adaptation of such works for a certain period of time. A patent may
be granted for a new, useful, and non-obvious invention, and gives the patent holder an
exclusive right to commercially exploit the invention for a certain period of time (typically
20 years from the filing date of a patent application). A trademark is a distinctive sign
which is used to distinguish the products or services of different business. An industrial
design right protects the form of appearance, style or design of an industrial object (e.g.
spare parts, furniture, or textiles). A trade secret (which is sometimes either equated with,
or a subset of "confidential information") is secret, non-public information concerning the
commercial practices or proprietary knowledge of a business, public disclosure of which
may sometimes be illegal. Patents, trademarks, and designs rights are sometimes
collectively known as industrial property, as they are typically created and used for
industrial or commercial purposes.
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Various schools of thought are critical of the concept and treatment of "intellectual
property"; indeed, some argue that use of the term "property" in this context is itself
misleading. Some characterise IP laws as intellectual protectionism. There is ongoing
debate as to whether IP laws truly operate to confer the stated public benefits, and whether
the protection they are said to provide is appropriate in the context of innovation derived
from such things as traditional knowledge and folklore, and patents for software and
business methods. Furthermore, due to the non-rivalrous nature of intellectual property,
defining the unauthorized use of intellectual property as a crime of theft presents its own
unique problems. In common law, theft requires deprivation of the rightful owner of his or
her rights to possess, use, or destroy property. Example: When Joe steals Jane's bicycle,
Jane cannot use or have access to it. But since intellectual property, i.e., ideas, and various
transcriptions into written words, audible sounds, or electronic media, are so easily
reproduced, no such deprivation to the owner occurs. Example: When Joe steals a copy of
the music Jane recorded, Jane is not denied access to enjoy her copy. In this sense, many
forms of intellectual property meet the non-rival test for public goods: the use of the good
by one individual does not reduce the consumption of that good by others.

Internet and Digital Technologies in Marine Electrical Engineering
Professional Expressions
to collect and transmit data — 30upaTu Ta nepegaBaTH JaHi
to monitor the condition of equipment — KOHTpOJIOBaTH CTaH 00JIaHAHHS
to monitor electrical parameters — KOHTPOJIIOBaTH €JIEKTPUYHI TApaMETPU
to detect faults at an early stage — BUSBIIATH HECIPABHOCTI Ha PaHHIM cTafdll
to identify abnormal conditions — BHUSBJISTH aHOMaJIbHI YMOBU POOOTH
to prevent equipment failure — 3amo6iratu BigMOBI 00aTHAHHS
to carry out predictive maintenance — 3AIHCHIOBAaTH MPOTHO3HE TEXHIYHE
00CIyroByBaHHs
to analyse operational data — aHasni3yBaTu eKCIUTyaTalliiiHi JlaHi
to improve system performance — miiBUIIyBaTH €(hEKTUBHICTh POOOTH CUCTEMU
to simulate system operation — mMoeat0BaTH poOOTY CUCTEMHU
to provide remote technical support — HajgaBaTH AUCTAHIINHY TEXHIYHY MIATPUMKY
to exchange technical information — oOmiHIOBaTHCS TEXHIYHOO 1H(POpMAIIIEIO
to diagnose technical problems — mgiarHocTyBaTé TeXHIYHI TpOOIEMH
to take corrective action — BKMBAaTH KOPUTYBAJIbHUX 3aXO0/1B
to optimize energy consumption — ONTUMI3YBaTH CIIOKUBAHHS €HEPTil
to reduce fuel consumption — 3MeHIIyBaTH CHOKMBAHHS MaJIUBa
to improve energy efficiency — migBUIIyBaTH €HEProePEKTUBHICTh
to protect critical systems — 3axuIiaTé KPUTUIHO BAXKIIMBI CUCTEMU

to prevent unauthorized access — 3amo6iraTi HECAaHKI[IOHOBAHOMY JOCTYITY
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to respond to cyber threats — pearyBaTu Ha kibep3arpo3u

to integrate electrical and automation systems — 1HTErpyBaTu €IE€KTPUYHI CHCTEMHU Ta
CHUCTEMHU aBTOMATHU3AIlI{

to ensure reliable operation — 3abe3nedyBaTi HaAIMHY POOOTY

to increase operational safety — migBuiyBatu 0e3neKy ekcrtyaTarii

to reduce operating costs — 3MEHIITyBaTH €KCILTyaTalliiHi BUTpaTH

to improve the reliability of shipboard systems — migBuIlyBaTH HaAIMHICTh CYyJIHOBUX
CUCTEM

Useful Collocations

real-time monitoring — MOHITOPHHT y PEKHUMI PEATILHOTO Yacy

condition monitoring — MOHITOPUHT TEXHIYHOTO CTaHy

real-time data — gaHi B pexuMi peajbHOTO Yacy

sensor-based monitoring — MOHITOPUHT HAa OCHOBI JJAHUX JATYUKIB

early fault detection — paHHe BUSBICHHS HECTIPABHOCTEH

predictive maintenance strategy — cTparterisi HpOrHO3HOTO TEXHIYHOT'O 00CIYTrOBYBaHHS
digital control system — 1udpoBa cuctema KepyBaHHS

shipboard network — cynHoBa mepexa

remote diagnostics — AuCTaHIlIi{HA J1arHOCTHKA

cybersecurity measures — 3axoau Ki0epOe3neku

energy-efficient operation — eHeproedexTuBHa eKCIUTyaTalis
data-driven decision-making — npuiHATTS pilIEeHb HA OCHOBI JAHUX
critical shipboard equipment — KpUTUYHO BaKJIUBE CYHOBE OOJIaTHAHHS
reliable and safe operation — HajiliHa Ta Oe3MeYHA €KCILTyaTalIlis

The rapid development of digital technologies is transforming the maritime industry
and changing the way ships are designed, operated and maintained. Modern vessels are
equipped with complex electrical, electronic and automation systems that generate large
amounts of operational data. The Internet and digital communication technologies allow
this data to be collected, transmitted, analysed and used to improve the safety, efficiency
and reliability of ship operations.

One of the most important technologies used in modern marine engineering is the
Internet of Things (IoT). IoT connects sensors, equipment and control systems to digital
networks, allowing devices to exchange information automatically. On board a vessel,
sensors can monitor the condition of generators, electric motors, switchboards, batteries,
pumps and other equipment. The collected data can be transmitted to monitoring systems
and analysed by engineers.
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Remote monitoring is another important application of digital technologies. It allows
engineers and shore-based technical personnel to monitor the condition of shipboard
equipment without being physically present in the engine room or electrical workshop.
Information about voltage, current, temperature, vibration, power consumption and other
parameters can be displayed on digital dashboards. This helps engineers identify abnormal
conditions at an early stage.

Digital technologies also support predictive maintenance. Traditional maintenance is
often performed according to a fixed schedule, while predictive maintenance uses data
from sensors and monitoring systems to determine when equipment may require inspection
or repair. For example, unusual vibration or an increase in motor temperature may indicate
a developing fault. Engineers can analyse these changes and take corrective action before
a serious failure occurs.

Another important development is the use of digital twins. A digital twin is a virtual
representation of a physical system or piece of equipment. It can be used to simulate the
operation of electrical and electromechanical systems under different conditions.
Engineers can use digital twins to study system performance, identify potential problems
and evaluate possible modifications without affecting the actual equipment on board.

Modern ships also use advanced ship automation systems. These systems integrate
electrical equipment, propulsion systems, navigation equipment, alarms, sensors and
control devices. Automation reduces the need for manual intervention and enables crew
members to monitor many shipboard processes from centralized control stations.

The Internet also makes it possible to provide remote technical support. When a
technical problem occurs, shipboard engineers can communicate with specialists located
ashore. They can exchange technical data, photographs, diagnostic information and
equipment documentation. In some cases, shore-based experts can analyse the problem and
recommend appropriate corrective actions.

However, increased connectivity creates new risks. Cybersecurity has become an
essential part of modern marine electrical engineering. Ships use interconnected networks
and digital control systems, which can potentially be affected by unauthorized access,
malware or other cyber threats. Electrical engineers and other crew members must
therefore follow cybersecurity procedures, use secure communication systems and protect
access to critical equipment.

Digitalization also improves energy management on board. Monitoring systems can
analyse electricity generation and consumption and help engineers identify inefficient
operating conditions. By optimizing the operation of generators, batteries and electrical
loads, ships can reduce fuel consumption, operating costs and environmental impact.

Another area of development is artificial intelligence (AI) and advanced data analysis.
Al-based systems can process large volumes of operational data and identify patterns that
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may not be immediately visible to human operators. Such technologies can support fault
detection, predictive maintenance, energy optimization and decision-making.

Despite these advantages, digitalization requires highly qualified personnel. Marine
electrical engineers need not only traditional knowledge of electrical machines, power
systems and automation but also an understanding of digital networks, sensors, data
analysis and cybersecurity. Continuous professional development is therefore becoming
increasingly important.

In conclusion, the Internet and digital technologies are becoming an essential part of
modern marine electrical engineering. 10T, remote monitoring, predictive maintenance,
digital twins, automation, Al and cybersecurity are changing the way shipboard electrical
systems are operated and maintained. Engineers who can combine traditional technical
knowledge with digital skills will play an important role in developing safer, more efficient
and more sustainable ships.

Comprehension Questions

How are digital technologies changing the operation and maintenance of modern ships?
What is the Internet of Things (IoT), and how can it be used on board a vessel?

What types of shipboard equipment can be monitored by sensors?

What information can engineers obtain through remote monitoring systems?

How does predictive maintenance differ from traditional scheduled maintenance?

How can engineers detect a developing fault before serious equipment failure occurs?
What is a digital twin, and what advantages does it provide for marine electrical engineers?
How do ship automation systems improve the operation of electrical and electromechanical
equipment?

How can remote technical support help engineers deal with technical problems on board?
Why has cybersecurity become increasingly important in marine electrical engineering?
How can digital technologies help ships improve energy efficiency and reduce operating
costs?

What new knowledge and skills do marine electrical engineers need in the era of
digitalization?

UNIT 7. Business correspondence. Professional Correspondence in Marine
Electrical Engineering.

Key words and phrases

Envelope KOHBEPT

Lay-out miaH (JIrcTa)
Margin 1oJie (CTOPIHKH)
Connectives 3B’s13y104i CJIOBa

57



Colon JBOKpAIKa

Reference IMOCHJIAaHHS, TOBIIKA
Conclusion BHCHOBOK

To inquire 3’SICOBYBaTU

Body text TEKCT JINCTa

Heading 3aroJI0BOK JIMCTA
Advertisement pEKJIaMHE OTOJIOIICHHS
Subsequent HACTYITHUHN

Remark 3ayBayKE€HHSI

Complementary close KOMILJIEMEHTApHE 3aKiHYCHHS

Read the texts

The business letter is the basic means of communication between two companies. It
is estimated that close to 100 million business letters are written each workday. It is a
document typically sent externally to those outside a company but is also sent internally to
those within a company.

Most business letters have a formal tone. You should write a business letter whenever
you need a permanent record that you sent the information enclosed. Because you generally
send business letters to other professionals, always include a formal salutation and closing.

Purpose of a Business Letter.

You will write business letters to inform readers of specific information. However,
you might also write a business letter to persuade others to take action or to propose your
ideas. Business letters even function as advertisements at times. Consider the letters long-
distance phone companies send to those not signed up for their services or the cover letter
to your resume. Both of these serve to promote or advertise.

Business letters can be challenging to write, because you have to consider how to
keep your readers’ attention. This is particularly the case if your readers receive large
amounts of mail and have little time to read.

Writing business letters is like any other document: First you must analyze your
audience and determine your purpose. Then you gather information, create an outline, write
a draft, and revise it. The key to writing business letters is to get to the point as quickly as
possible and to present your information/ clearly.

Determining your Audience Type.

Writers determine their audience types by considering:

Who they are (age, sex, education, economic status, political/social/religious beliefs);

What level of information they have about the subject (novice, general reader,
specialist or expert);

The context in which they will be reading a piece of writing (in a newspaper, textbook,
popular magazine, specialized journal, on the Internet, and so forth).

You'll need to analyze your audience in order to write effectively.

Structure and Presentation.

Business letters in different countries are identical. As a rule a business letter written
on the firm form, consists of such elements: sender's address; date; references; inside
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address (or receiver's address); salutation; subject; introductory paragraph; body of the
letter; complimentary close; signature; connectives.

Let's examine some features of a simple business letter.

Sender's address. In correspondence that does not have a printed letterhead, the
sender's address 1s written on the top right-hand side of the page. In the UK, in contrast to
the practice in some countries, it is not usual to write the sender's name before the sender's
address.

Date. The date is written below the sender's address, sometimes separated from it by
a space. The month in the date should not be written in figures as they can be confusing;
for example, 11.1.93 means 11th January 1993 in the UK but 1st November 1993 in the
USA. In the USA the date may indicate the month first, then the date and then the year, so
15 April 2002 will look as 04.15. 2002 or 04/15/2002. Nor should you abbreviate the
month, e.g. Nov. for November, as it simply looks untidy.

Inside (or receiver's) address.

This is written below the sender's address and on the opposite side of the page. If you
know the surname of the person you are writing to, you write this on the first line of the
address, preceded by a courtesy title and either the person's initial(s) or his/her first given
name, e.g. Mr J.E. Smith or Mr John Smith, not Mr Smith.

Courtesy titles used in addresses are as follows: Mr is the usual courtesy title for a
man. Mrs is used for a married woman. Miss is used for an unmarried woman. Ms is used
for both married and unmarried women and it is a useful form of address when you are not
sure whether the woman you are writing to is married or not.

Receiver. Writing and translation of addresses used to make some difficulty since
Slavic and English layouts are not the same. Now one should mind that they have become
almost the same for both home and international correspondence in Ukraine.

Compare the following:

leanoegy A. A. Ms Paul Smith
TI'ono06i komnanii ,, Caumana-Tpeinoinz” (The) Sales Manager of
435, eyn. /lanunescvkozo Union Trading LTD
61007, Xapxie-7 7 Carswood Street Redhill
Ykpaina Surrey TQI1 6 BD

Great Britain

In English the number of the building precedes the name of the street without comma.
In translation it is not recommended to render Ukrainian or Russian Bymiuis, 1iona,
ynuna, miomaas by English street, square, etc. and vice versa to avoid confusion in mail
delivery. So, Bymus JlanineBchkoro in English will be Vulytsia Danylevskogo, not
Danylevsky or Danylevskogo Street as well as Carswood Street will be Kapcsyn Crpir,
not Bynuist Kapcsy .

Salutations. A letter written to a man should be addressed to, for example, Mr. D.
Smith or to D. Smith Esq. (Esquire). A letter to a woman, should be addressed to, for
example, Mrs. C. Jones or Miss C. Jones. Dear Sir opens a letter written to a man whose
name you do not know. Dear Sirs is used to address a company. When you do not know
the name of the person for whom your letter is intended, the salutation takes the form of
Dear followed by a courtesy title and the person’s surname. Initials or first names are not
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generally used in salutations: Dear Mr Smith, not Dear Mr J. Smith or Dear Mr John Smith.
If the person you are writing to is known to you, you should begin with, for example, Dear
Mr. Thompson, Dear Mrs. Warren, etc. Otherwise you should begin Dear Sir(s), Dear
Madam, or Gentlemen: (Am.). Note that Gentlemen is followed by a colon. Co. and Ltd.
are the usual abbreviations for Company and Limited. However, it's better to address your
letter to some individual—The Managing Director, The Personnel Manager, The Secretary,
The Branch Manager, The Export Manager — followed by the name of the company.

The body of the business letter usually includes:

a) Reference,

b) Information,

c¢) Purpose,

d) Conclusion.

You should begin your letter with a reference to a letter you have received, an
advertisement you have seen, or an event which has prompted the writing of your letter.

e.g.: Thank you for your letter of May 3 rd. In your letter of January 13th you inquire
about

It was a great pleasure to receive your letter of July Ist that .... I recently called your
agent in this country to ask about.... but he was unable to help me.

It is sometimes necessary to add some detailed information related to the reference, in
a subsequent paragraph.

Purpose is the most important part of the letter, where you are expected to state clearly
and concisely what you want and answer carefully and clearly all the questions that you
have been asked.

Conclusion usually consists of some polite remark to round the letter off. e.g.: I look
(I am looking) forward to hearing from you soon. I sincerely hope you will be able to help
me in this matter. I should greatly appreciate an early reply. Please accept our sincere
apologies for the trouble this mistake has caused you.

We apologize sincerely for the trouble caused to you, and will take all possible steps
to ensure that such a mistake does not occur.

Then usually follows the complementary close. If you begin your letter with Dear
Sir(s) or Dear Madam you may end it with the words "Yours faithfully". If you address a
person by name the words "Yours sincerely" are preferable. There is a modern tendency
however to use "Yours sincerely" even to people you have never met.

The signature: sign your name clearly, in full, as it should appear on the envelope of
the letter addressed to you. Always type your name after your handwritten signature and
your position in the firm after your typed signature.

The connectives play an outstanding role in writing a business letter. They are used
for better comprehension of the contents.

e.g.: Owing to, Unfortunately, However, We should be delighted, We do hope, It is
possible that, We should be pleased, For this reason, We regret about, Taking into account
that, Hopefully.

Summarizing all the above said it should be stressed that any business letter can be
written using the following general scheme:

1. Heading (writer’s address, date of the letter)
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2. Inside address (name and address of the person or company receiving the letter)
3. Greeting (Dear Sir:)

4. Body of the letter (reference, information, purpose, conclusion)

5. Closing or complimentary close (saying good-bye)

6. Signature.

Exercise 1. Answer the following questions.

1. How often do you write business letters?

2. What are the main parts of any business letter?

3. How should the letter be signed?

4. What is the accepted form of salutation?

5. What are language requirements for letter writing?

6. Why is it important to make clear the purpose of writing a letter?
7.What is the difference between the formal and informal letter?

Exercise 2. Give the Ukrainian versions for:
to receive the letter, the body of the business letter, to cause trouble, salutation, to take
steps, advertisement, to be unable, purpose, to take into account, the body text.

Exercise 3. Give the English versions for:

MaTH Hamip, HOCUJIAHHS, YITKO C(POPMYITIOBATH, BUCHOBOK, MPUUHATH BUOAUEHHS, MTIIHUC,
BXKUTH 3aX0/11B, KOHBEPT, KOMIUIEMEHTApHE 3aKiHYEHHS, IKupo Bami.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
business letter —

address —

salutation — connectives —
signature — conclusion —
heading — sender —
envelope —

title —

Exercise 5. Put the following words in the correct order to make complete sentences
and remember some basic ideas about the rules of writing the business letters.

1. Advertisement/ job/ people/ and/ I/ sitting/ home/ you/ want/ write/ you/ letters/ read/
it’s/ at/ a/ ring/ should/ use/ no.

2. Information/ me/ require/ hesitate/ please/ If/ to/ any/ not/ additional/ contact/ do/ you.
3. Accept/ Manager/ I/ offer/ Sales/ pleased/ the/ am/ your/ of/ post/ to/ of/.

4. In/ personal/ lay-out/ differs/ The/ respects/ the/ letter/ of/ some/ letter/ that/ the/ from/
business/ of/.

5. Some/ round/ consists/ off/ Conclusion/ the/ usually/ polite/ letter/ remark/ of/ to.
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Exercise 6. Comment on the following
“If a man doesn’t make new acquaintances as he advances through life, he will soon find
himself left alone”

Exercise 7. Agree or disagree with the following statements.

1. In business letter print your signature and your name with the big letters.

2. There are no contractions in a formal letter.

3. It is becoming more frequent to address women as Ms. in business letters, whether you
know they are married or not.

4. The complimentary close is the most important part of the business letter.

5. The connectives are used for better comprehension of the contents.

6. The Letter Heading usually consists of two or three words, not more.

7. There is no any difference in writing the formal and informal letter.

8. If you do not know the name of the person for whom your letter is intended you may
write as Mr. X or Mrs. X.

9. There are five parts which are necessary in any business letter.

10. It is not so important to observe the rules in writing business letters.

Exercise 8. Say what you have learned about:

1.the purpose of business letters as one of its component;

2. the rules of writing business letters;

3. the phrases which are used at the beginning of business letters, in the middle and at the
end;

4. the usual abbreviations used in business letters.

Exercise 9. Give a free translation of the following text.

1) llTanoBHi noopoxaii! ToprosensHe npencraBHUITBO YKpainu B CIIIA nosigomuiio Hac,
mo Bu € eaunumu imnoprepamMu 0aBOBHSIHOT TKAHWHHU y 3aX1IHOMY perioHi YKpaiHwu.
Hama xommnanis 3aliMaeTbcs MPOTATOM OaraThOX POKIB MPOJAKEM TaKOi MPOAYKIIT
¢dbipMaM 3 TOMIUTTS MOCTUILHOT OUTH3HU Ha cxigHoMYy y30epexoxi CIIIA. Mu 3arikaBieHi
B 3aKYIIBJl TaKuX TOBapiB Oe3mocepeaHbO Ha MICIIX iX BHUPOOHHUIITBA. MU XOTuIHM O
BCTAaHOBUTU 3 Bamu NiJIOBI CTOCYHKH, Ta, 32 yMOB Bamioro GaxaHHs, Hall AUPEKTOP
mictep A. bpancroyn 6yB 6u rotoBuit Buixatu 10 Kuesa, o6 Bectu 3 Bamu nepeMmoBUHU
IIOJI0 KYMiBJIi pi3HOTO aCOPTUMEHTY OABOBHSIHUX TKaHUH.

2) IllanoBui moOpoxii! Ilupo Bmsuni 3a Bam nuct 3 moBimomieHHsSM Tipo Bamry
3alliKaBJICHICTh HAIIMMU ToBapaMu. Mu OyaemMo panl 3ycTpiTUCA 3 MicTepoMm A.
bpancroyHoM B Oynb-IKWi 3pydHMIA 711 HHOTO Yac. Mu OyieMo TakoX BASYHI, K10 Bu
3a3/1aJeriib MOBIJOMUTE MPO JAeHb NpuOyTTs Mictepa A. bpancroyn no Kuesa amns toro,
100 MU 3yCTPLUITA HOTO B a€pOIopTy. Y BIAMOBIIHOCTI 10 Bamoro mpoxaHHs My Ha/TiclIaan
Bam chorogHi OkpeMHM MakeTOM B3IpI[ 3 HAIIOTO OCTAaHHBOTO KaTaJory TOTOBOI

MPOAYKIIi.
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Exercise 10. Write an essay on one of the following topics:

1.You work at a big chemical plant as a Product Manager. Inform the wellknown company-
producer of chemical equipment that you would like to receive their quotation and the latest
catalogue. Use the words and word combinations provided below.

Company: Blake & Co, Conduit Street, 40, London, Great Britain.
We are the leading manufacturers for this article. We should be much obliged if
.................... to consider our request ......ccccceeceveeieeennn.. t0 - contact
...................................................... in this context ..........ccccccevviiviieesieesseeeneeee. YOUTS
sincerely We heard that your company is a reliable partner

2.You work at a big bank as a Computer Specialist. Let the companysupplier of the
computers know that their terms of payment and delivery suit you, but you cannot place
an order with them as their prices are too high. Use the following words and word
combinations.

Company: Apple Computers, Inc., 32 5th Avenue, New York, USA.
Further to our discussion ....................
We wish to inform you. We highly appreciate...
full contract value
to make a decision
unfortunately, ...
competitive prices
terms of delivery
to reduce the prices.
Yours sincerely

3. You are working at a big company as a Personal Assistant to Managing Director. In a
month two representatives of your company will arrive in Vermont, the USA and plan to
be there for a week. Try to write your own letter of inquiry to the best hotel in the city and
the letter of inquiry to book seats on a plane.

Exercise 11. Read the text to find out the types of English business letter.

Here are some basic business letters which you will find useful for typical English business
correspondence: Official letters, Informal letter, Letters of Thanks, Letters of
Congratulation, Letters of Condolence, Letters of Introduction, Making a Sale, Placing an
Order, Making a Claim, Adjusting a Claim, Making an Enquiry. Writing a Cover Letter
when Applying for a Job. There are some examples of these letters.

Letters of Thanks

If you have received the hospitality of a friend, for a weekend or longer, courtesy requires
you write a note of thanks within two or three days after your return home. The fact that
you soon and enthusiastically thanked your hostess before leaving does not count. You
must express your appreciation in writing. This is a so-called «duty» note which is expected
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of you (which you must write). It has become known as a «bread-and-butter» letter because
it thanks hostess for the hospitality she has provided.

Here is an example:

Dear Mr Deksen,

Thank you very much for assisting Michael Hobbs while he was in Oslo. I know he was
already written to you expressing his gratitude, but I would like to add my own
appreciation.

The introductions you made for him and the contacts and information he gained will be
extremely usefull in our Scandinavian export programme. If I can offer you any similar
service in the future, please contact me.

Yours sincerely.

Letters of Congratulation

Letters of congratulation should be cheerful messages. They may be brief and formal, or
they may be chatty and informal — depending on the circumstances. It may be
congratulation on winning an honour or distinction, etc.

Dear Mr. Walley,

My warm congratulations to you on your election as President of the State Medical
Association. It is a fine tribute from your colleagues, and a reward you richly deserve for
your many years of splendid service to the profession and to the people of the state.

My very best wishes to you.

Sincerely yours, Peter Rasin

Letters of Condolence

A letter of condolence should be written promptly as soon as you hear the news and before
shock of it has worn off. Put down simply and truthfully what you think and feel at that
moment. Remember that the three most essential qualities of a good condolence letter are
tact, sincerity and brevity.

Dear Mr Stanton,

I was shocked to hear about the death of your partner, Mr John Brendon, and offer my
condolences. He was a fine person and a well-liked man who will be sadly missed by all
who knew him.

Please pass my sincerest sympathies on to his family, and assure them that all his
associates will have only the fondest memories of him.

Yours sincerely.

Letters of Introduction

Note that a letter of introduction is offered, not requested. Make it a point never to write a
letter of introduction unless you know both persons intimately and well. Write the letter
briefly and to the point. The letter should give the name of the person being introduced,
the reason or purpose for the introduction, and any other information that is relevant or
important. A letter of introduction may either be handed to the person for whom it is
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written, to be presented personally, or it may be sent through the mail. If it is to be delivered
personally, the envelope should be left unsealed. However, a second and private letter may
be written and sent by mail, giving more information about the person who is on the way
with a letter of introduction.

For example: to be presented in person.

Dear Mr. Deksen,

The bearer of this letter is Mr. Michael Hobbs, our overseas sales manager, who is visiting
Oslo on our behalf to investigate our export possibilities to Norway. Thank you for your
letter of 10 April in which you offered to help him.

I will appreciate any assistance you can give, or suggestions you make.

Yours sincerely.

Official letter

Dear Mr. Bright,

A mutual friend, Mr. George Splint, has advised me to get in touch with you. I am working
on a thesis on English history of the seventeenth century. As you are an expert on this
period I would be most grateful if we could meet.

1 should be very glad if you would have dinner with me at the Kensington Garden Hotel
at 7 p.m. on Wednesday, June 27th.

Yours faithfully, Peter Resin.

Professional Correspondence in Marine Electrical Engineering

Professional Expressions

to write a professional email — nucaTtu npodeciiinuii e1eKTpOHHUHN JIUCT

to request technical information — 3anuTyBaT TeXHIYHY 1H(POPMAIIIIO

to report an equipment failure — moBioMIIATH TIPO BIAMOBY 00JIaTHAHHS

to report a technical fault — moBigoMIsATH IPO TEXHIYHY HECTTPABHICTh

to request spare parts — 3anuTyBaTH / 3aMOBJISITH 3aIlacH1 YaCTUHU

to arrange maintenance work — opraHi3oByBaTH TE€XHIYHE 00OCITyTOBYBaHHSI

to arrange a repair — OpraHi3oByBaTH PEMOHT

to provide technical details — HagaBaTu TexHIUHI JeTal

to provide additional information — HagaBaTu 101aTKOBY 1H(pOpPMaIiO

to describe the nature of the problem — onucyBaTtu xapakrep npodiaemu

to identify the cause of a failure — Bu3HauaTH MPUUKMHY HECTTPABHOCTI

to carry out diagnostic tests — MpOBOJUTH J1IarHOCTUYHI BUITPOOYBAHHS

to specify the required quantity — 3a3HauaTi HEOOXiqHY KUTBKICTh

to confirm the delivery date — migTBepmKyBaTH 1aTy JOCTABKH

to arrange delivery to the vessel — opranizoByBaTu JOCTaBKY Ha CYJTHO

to request technical assistance — 3anuTyBaTH TEXHIYHY JOTIOMOTY

to arrange attendance on board — opranizoByBatu npuOyTTS crieriagicTa Ha 60pT
to confirm the main points discussed — miaATBEpIKyBaTH OCHOBHI OOTOBOPEH1 MTUTaHHS
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to attach relevant documents — jqomaBaTy BiAMOBIIHI JOKYMEHTH

to ask for clarification — mpocuTu yrouHeHHs

to meet the deadline — noTpuMyBaTHCSI BCTAHOBJIECHOTO TEPMIHY

to prevent misunderstandings — 3ano0iraTi HEMOPO3yMIHHIM

to ensure clear communication — 3a0e3ne4yBaTH YiTKy KOMYHIKAIiO

to comply with safety procedures — goTpumyBaTuCs npoueayp 6e3nexku

to ensure the reliable operation of the vessel — 3a0e3neuyBaTu HaAiiHy eKCIUTyaTallil0

Cy/aHa

Professional correspondence is an essential part of communication in the maritime
industry. Marine electrical engineers and electro-technical officers regularly communicate
with shipowners, ship operators, technical managers, suppliers, manufacturers, shipyards,
service companies and port representatives. Clear and accurate correspondence helps solve
technical problems, arrange maintenance, order spare parts and ensure the safe and reliable
operation of shipboard electrical systems.

The most common form of professional correspondence is the business email. Emails
are used to request technical information, report equipment failures, order spare parts,
arrange repairs, confirm deliveries and discuss maintenance activities. Since technical
information can affect the operation and safety of a vessel, professional emails should be
precise, concise and logically structured.

A professional email normally consists of several parts: a clear subject line, an
appropriate greeting, an introduction, the main message, a request or proposed action, and
a professional closing. The subject line should briefly indicate the purpose of the email.
For example, “Request for Generator Spare Parts” or “Technical Assistance Required —
Main Switchboard” allows the recipient to understand the purpose of the message
immediately.

The opening paragraph should clearly explain the reason for writing. An engineer
may write that a particular piece of equipment has malfunctioned, that spare parts are
required, or that additional technical information is needed. The writer should provide
relevant details such as the equipment type, manufacturer, model, serial number and the
nature of the problem.

When reporting a technical fault, the information should be presented in a clear and
objective manner. The engineer should describe the symptoms, possible causes and actions
already taken. If measurements or diagnostic results are available, they should be included.
For example, information about voltage, current, temperature, pressure, vibration or alarm
indications may help the technical department identify the cause of a failure.

When requesting spare parts, the email should contain accurate information about the
required items. The sender should specify the name of the component, part number,
quantity and, where necessary, technical specifications. It is also important to indicate
whether the request is urgent and where the parts should be delivered. This is particularly
important when a vessel is operating on a tight port schedule.

Professional correspondence is also used to arrange maintenance and repair work. An
engineer may contact a service company to request attendance on board, provide details of
the equipment requiring repair and agree on a suitable date and location. The email may
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also include information about the vessel's estimated time of arrival and departure, access
requirements and safety procedures.

Another important function of correspondence is confirming information and
agreements. After a telephone conversation or online meeting, it is good practice to send a
written confirmation of the main points discussed. This helps prevent misunderstandings
and provides a clear record of decisions, responsibilities and deadlines.

Technical correspondence often involves attachments. These may include equipment
manuals, technical drawings, photographs, test reports, specifications, certificates, invoices
or quotations. Attachments should be clearly named and mentioned in the email so that the
recipient understands their purpose.

Professional emails should use an appropriate level of formality. Informal
expressions, unnecessary abbreviations and emotional language should generally be
avoided. Engineers should use polite and professional phrases when making requests,
asking for clarification or discussing problems. At the same time, technical correspondence
should not contain unnecessary information that could make the main message difficult to
understand.

In international maritime communication, English is widely used as the working
language. Therefore, marine electrical engineers need to be able to communicate technical
information accurately and efficiently in English. They should understand common
business expressions, technical terminology and the conventions of professional email
writing.

Effective professional correspondence saves time, reduces the risk of
misunderstanding and supports cooperation between different parties. For marine electrical
engineers, the ability to write clear technical emails is not simply a language skill but an
important professional competence that contributes to the safe, efficient and reliable
operation of a vessel.

Comprehension Questions

1. Why is professional correspondence important in the maritime industry?

2. Who do marine electrical engineers and electro-technical officers commonly
communicate with?

3. What are the most common purposes of professional emails in marine electrical
engineering?

4. What are the main parts of a well-structured professional email?

5. Why should the subject line clearly indicate the purpose of an email?

6. What information should an engineer provide when reporting a technical fault?

7. What information should be included when requesting electrical spare parts?

8. Why is it important to indicate whether a spare parts request is urgent?

9. What information may be included when arranging maintenance or repair work on
board?

10. Why is it useful to confirm the main points of a telephone conversation or online
meeting in writing?

11. What types of documents can be attached to a professional technical email?
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12. Why 1is the ability to write clear technical emails considered an important
professional competence for marine electrical engineers?

UNIT 8. Negotiations. Contract. Technical Negotiations and Contracts in
Marine Engineering.

Key words and phrases

Negotiations EPEMOBUHU
To negotiate a contract YKJIACTH KOHTPAKT
Negotiator YYaCHHK IIEPEMOBHUH
Chief negotiator KEpIBHUK Jeerartii
To settle BUPIIIYBaTH, TOMOBIISITUCS
To carry on (to conduct, to hold) negotiations | BecTu nepeMOBUHH
Business meeting JIIJIOBA 3yCTpIY

Read the text

Negotiation is an interaction of influences. Such interaction, for example, include the
process of resolving disputes, agreeing upon courses of action, bargaining for individual
or collective advantage, or crafting outcomes to satisfy various interests. Negotiations is
thus a form of alternative dispute resolution.

Negotiation involves two basic elements: the process and the substance. The process
refers to how the parties negotiate: the context of the negotiations, the parties to the
negotiations, the relationships among these parties, the communication between these
parties, the tactics used by the parties, and the sequence and stages in which all of these
play out.

The Substance, however, refers to what the parties negotiate over: the agenda, the
issues, the options, and the agreement(s) reached at the end.

A negotiation process can be divided into six steps in three phases:

Phase 1: Before the Negotiation Step 1: Preparing and Planning: In this step, first you
should determine what you must have and what you are willing to give (bargaining chips).
Gather facts about the other party, learn about the other party’s negotiating style and
anticipate other side’s position and prioritize issues.

Phase 2: During the Negotiation Step 2: Setting the Tone: You should never speak
first because the other party might offer you more than you would have asked for.

Step 3: Exploring Underlying Needs: It is also important to listen for facts and reasons
behind other party’s position attentively and explore underlying needs of the other party.
If conflict exists, try to develop creative alternatives. If you are in a difficult situation, don’t
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say anything. Take time out. Remember, you will not give anything away if you don’t say
anything.

Step 4: Selecting, Refining, and Crafting an Agreement: It is a step in which both
parties present the starting proposal. They should listen for new ideas, think creatively to
handle conflict and gain power and create cooperative environment.

Step 5: Reviewing and Recapping the Agreement: This is the step in which both
parties formalize agreement in a written contract or letter of intent.

Phase 3: After Negotiation Step 6: Reviewing the Negotiation: Reviewing the
negotiation helps one to learn the lessons on how to achieve a better outcome. Therefore,
one should take the time to review each element and ask oneself, “what was going well?”
and “what could be improved next time”. Briefly, negotiation is a process in which two or
more parties try to reach a satisfactory solution to a shared problem. To be more specific,
it 1s a process where the actors define their own obligations, costs, and benefits to achieve
a common result.

Negotiation is a process of exchange (information, threats, favours, etc.) that goes on
until compromises beneficial for all parties involved start to become apparent.

Exercise 1. Answer the following questions.

1. What does the term “negotiations” mean?

2. Name two basic elements of negotiations.

3. What is the objective of any negotiations?

4. What steps does a negotiation process include?

5. What step in a negotiation process is the most important one?

Exercise 2. Give the Ukrainian versions for:

resolving disputes, bargaining for advantage, agenda, issues, options, agreement,
negotiating style, needs, starting proposal, better outcome, process of exchange the
information, satisfactory solution.

Exercise 3. Give the English versions for:

MEPEMOBUHU, B3aEMOJIISI, CYNEPEUYKH, JOCITHYTH TOMOBJICHOCTEH, CTWUJIb IEPEMOBUH,
MPOTIO3HUIIIT, 3aJaroKyBaTh KOHMIIKT, MHUCbMOBHM KOHTPAaKT, JHUCT TPO HaMIpH,
JIOCSITHYTH Pe3yJIbTaTy, OOMiH iHPOpPMAIIi€l0, CTaTH SBHUM.

Compose your own sentences using the words and word combinations above.

Exercise 4. Write a synonym or a short explanation for each of the following words
(use the dictionary if you need):
negotiations -
disputes -
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agreements -

solution -

proposal -

bargaining -

party (in negotiations) -
business meeting -
contract -

objective -

benefits —

Exercise 5. Put the following words in the correct order to make complete sentences
and remember some basic ideas about Ukrainians business dealings.

1. When / of / Americans / Ukrainians, / making business decisions, / tend / contracts and
prices /to focus on / personal relationships. / comparing, / on the other hand, / compare
/ the depth /

2. Most Ukrainians / are / with / friends. / prefer / people / to do business / who / close /
3. For Americans, / is / the centre / sessions. / the contract / usually / piece of / negotiating
/ For the Ukrainian, / often / the relationship / is / and / are / merely thought of / as polite
ceremonies, / and starting points / contracts and protocols / for further negotiation. / the
focal point, /

4. Because Ukrainians / have trouble / (or do not want to) / often / consider / to be friends,
/ saying no, / their business partners / and will promise things / they cannot / deliver. /
Ukrainians business leaders /

Exercise 6. Complete the text with the words and phrases from the box, using them
in the appropriate form.

Meeting is an part of your work in business. They are held for three main
: 1) to carry out training, 2) to transmit information, 3) to solve a problem. Read
the following and try to follow them in your life.

Before you call the meeting:

- decide if the meeting is the method of achieving the objective;

- put the objective in writing;

- collect all the information necessity;

- select items for discussion;

- anticipate difficulties, members and prepare documents and courses of notion
to overcome the difficulties expected;

- prepare the agendas with no more than 5 objectives.

During the meeting:

- state the purpose of the meeting;
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- outline the objectives it is hoped to achieve;

- do not impose your views on the group;

- direct toward the objectives;

- develop participation by contrasting different viewpoints;

- watch the clock and note of members who appear to be loosing interest;
- where opinion is divided a vote is to be taken.

After the meeting:

- the secretary of the meeting prepares “minutes’;

- minutes must be an account of the substance of the meeting. No opinions, no
discussions, no irrelevant talk. They should be ;

- minutes should follow the agenda of the meeting.

Reasons, recommendations, specific, best, accurate, essential, discussion, awkward,
reaction, brief

Exercise 7. Comment on the following.
“Necessity never made a good bargain”. (B. Franklin)

Exercise 8. Agree or disagree with the following statements.

Tips for better meeting:

1. Hold meetings early in the day and don’t allow phone calls to interrupt the proceedings.
2. Pay particular attention to meeting; chairs should not be plasticcovered but fabric-
covered and firm.

3. If you know you are going to have a difficult person at the meeting, sit that person on
your fight or left. If this person is allowed to sit opposite you, the meeting will often be
split into two.

4. Get everyone to contribute to the discussion but don’t put people on the spot by asking:
“What do you think, Jane?”.

5. Place your watch on the table in front of you so that people can see you are going to run
to time; start on time; finish when you say you will.

6. Avoid letting people know what you think before they have made their views known.

Exercise 9. Say what you have learned about:
1. a negotiation as an interaction of influences;
2. three phases of negotiations;

3. a negotiation as a process of six steps;

4. rules of successful meetings;

5. Ukrainians business dealings.
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Technical Negotiations and Contracts in Marine Engineering

Key Vocabulary

contractual conditions

JIOTOBIPHI YMOBH

contractual requirements

JIOTOBIPHI BUMOTH

quotation

KOMepIIiiiHa TPOoMno3ullisi / I[IHOBA MPOIO3HUIIis

technical specification

TEeXHIYHA crieruQiKaIis

power rating

HOMIHAJIbHA TIOTYKHICTh

compatibility

CYMICHICTb

operating conditions

YMOBH €KCILTyaTarlii

delivery terms

YMOBHU ITOCTABKHU

delivery schedule

rpadik MOCTaBKH

warranty period

rapaHTiiHui nepion

payment terms

YMOBH OIINIaATH

advance payment nepeaoriaTa

liability BIIIIOB1IQJIbHICTD
defect nedeKT/HeCpaBHICTb
acceptance NIPUAMAHHSA

factory acceptance test (FAT)

3aBOJICHK1 IPUIMaJbHI BUITPOOYBaHHS

dispute

CIIip

contractual obligation

JOTOBIpHE 3000B’SI3aHHS

total cost of ownership

CYKyITHa BapTiCTh BOJIOAIHHS

Professional Expressions

to enter into negotiations — BCTyIaTU B IEPETOBOPHU
to negotiate the terms of a contract — y3ro/i>kyBaTi yMOBU KOHTPaKTY

to discuss technical requirements — oOroBopioBaTi T€XHIYHI BAMOTH

to define technical specifications — Bu3Ha4aTH TeXHIUHI XapaKTEPUCTUKU

to meet technical requirements — BiJITOBITATH TEXHIYHUM BHMOTaM

to provide a quotation — HajiaBaTU KOMEPIIHHY TTPOMO3UIIII0
to submit an offer — mojgaBaTH MPOIMO3UILITO
to make a proposal — poOuTH TPOMO3UIIIIO

to negotiate the price — BecTH MEPETroBOPH 11010 IIHU

to agree on the delivery date — moromxyBaTu 1aTy MOCTaBKU

to agree on payment t€rms — IOT0/UKYBaTH YMOBH OILIATH

to specify warranty conditions — BU3Ha4aTH rapanTiiiHi yMOBU

to comply with safety standards — BignmoBigaTi cTanmaptam O6e3meKu

to verify equipment compatibility — nepeBipsiT CyMiCHICTh OOJIaHAHHS

to carry out an inspection — IPOBOJUTH NEPEBIPKY
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to conduct acceptance tests — MpOBOAUTH MpHitMaIbHI BUTPOOYBaHHS
to report a defect — moBimomutsiTH TIPO ePexT

to replace defective equipment — 3aMiHIOBaTH HEeCTIpaBHE 00JIaTHAHHS
to provide technical assistance — HajaBaTH TEXHIYHY JOIOMOTY

to fulfil contractual obligations — BUKOHYBaTH JOTOBIPHI 3000B’ I3aHHS
to accept responsibility for — O6paTu Ha cebe BiIMOBIIAIBHICTD 3a

to resolve a dispute — BupinryBaTu crip

to sign a contract — MiAMUCyBaTH KOHTPAKT

to comply with the contract — BUKOHYBaTH yMOBHU KOHTPAKTy

to establish clear responsibilities — 4iTko BU3HA4YaTH BiAMOBIAAIBHICTh
to ensure long-term cooperation — 3a0e3mneuyBaTi JOBIOCTPOKOBY CITIBIIPAIIIO
Useful Negotiation Phrases

ITouaTok meperosopis:
We would like to discuss the technical requirements. — Mu x0T 6 00rOBOpUTH TEXHIYH1

BHUMOTHU.

Let us clarify the main points of the agreement. — JlaBaliTe yTOYHUMO OCHOBHI
MOJIO’KEHHS YTOJIH.

We are interested in purchasing this equipment. — Mu 3aiikaBiieHi B Ipua0aHHI I[OTO
oOJ1aTHaHHS.

IIponmo3uuii Ta yroOYHeHHS:

Could you provide a detailed quotation? — Yu mornu 6 Bu HamaTu netanbHy IIHOBY
MIPOTIO3HIIIFO?

Could you clarify this technical specification? — Yu moryim 6 Bu yTouHuTH 1110 TEXHIUHY
XapaKTEPUCTHUKY?

Would it be possible to reduce the delivery time? — Yu MOXIMBO CKOPOTUTH TEPMIH
ITOCTaBKMU?

We would like to propose an alternative solution. — Mu xoTinu 6 3anponoHyBaTH
aIbTEpPHATUBHE PILICHHS.

Y3romxeHHs:

We agree on the proposed price. — Mu moropKyemMocs 13 3alporoHOBaHOIO IIHOTO.

We can accept these delivery terms. — Mu MoxkeMO PURHATH 111 YMOBHU OCTABKH.

Let us include this condition in the contract. — JlaBaiiTe BKJIIOUMMO II0 YMOBY IO
KOHTPAKTYy.

We have reached an agreement. — Mu nocsariu JOMOBIEHOCTI.
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3aBepuieHHsA:

We are ready to sign the contract. — Mwu roToBi mianucaT KOHTPAKT.

We look forward to successful cooperation. — Mu criogiBaeMocsi Ha yCHIIIHY CHIBIIPALIIO.
Please confirm the agreed terms in writing. — Byap nacka, niaTBepaiTh HOTOKEHI YMOBH
B MMHUCHMOBIH (opmi.

Technical negotiations and contracts are an important part of professional
communication in the maritime industry. Shipowners, ship operators, technical managers,
shipyards, equipment manufacturers, suppliers and service companies regularly negotiate
the supply, installation, maintenance and repair of marine equipment. For marine electrical
engineers and electro-technical officers, the ability to discuss technical requirements and
contractual conditions in English is an important professional competence.

Technical negotiations usually begin when a company needs to purchase equipment,
order spare parts, arrange repairs or obtain technical services. Before negotiations start, the
parties should clearly identify their requirements. In the case of electrical equipment, these
requirements may include power rating, voltage, frequency, dimensions, materials,
compatibility, operating conditions, safety standards and certification.

During negotiations, both parties exchange information and make proposals. The
buyer may ask the supplier to provide a quotation, technical specifications, delivery
schedule and warranty conditions. The supplier, in turn, may explain the characteristics of
the equipment, production time, delivery options and service conditions. Engineers often
participate in these discussions because they are responsible for assessing whether the
proposed equipment meets the technical requirements.

One of the key elements of a negotiation is price. However, the lowest price does not
necessarily represent the best offer. Engineers and technical managers should consider the
quality and reliability of the equipment, delivery time, warranty period, maintenance
requirements, availability of spare parts and technical support. The total cost of ownership
may be more important than the initial purchase price.

Delivery terms are another important issue. The parties should agree on the delivery
date, place of delivery, method of transportation and responsibilities for transportation and
customs procedures. This is particularly important in the maritime industry because ships
often operate according to strict schedules. A delay in delivering critical spare parts may
result in additional costs and operational problems.

Technical specifications must be discussed in detail. The buyer should make sure that
the equipment is compatible with the existing shipboard electrical system. For example,
when purchasing a generator, motor, transformer or switchboard component, engineers
need to verify electrical parameters, dimensions, connection requirements and operating
conditions.

74



Warranty conditions are also an important part of negotiations. The contract should
specify the warranty period and explain which defects or failures are covered. It should
also establish the responsibilities of the supplier in case the equipment fails during the
warranty period. The parties may agree on repair, replacement or technical assistance.

After the main conditions have been agreed upon, they are normally included in a
contract. A technical supply or service contract should clearly identify the parties, describe
the equipment or services, specify the price and payment terms, establish delivery
conditions and define the responsibilities of each party.

A contract may also contain provisions concerning quality, inspection, testing,
certification and acceptance. For electrical equipment, the customer may require factory
acceptance tests or additional testing after installation on board. The contract should
indicate the procedures for reporting defects and resolving technical problems.

Payment terms must also be clearly defined. The parties may agree on an advance
payment, payment after delivery, payment after acceptance or another arrangement. The
contract should specify the currency, payment deadline and required documentation.

Another important contractual issue is liability. The contract should determine who is
responsible for delays, defective equipment, damage, non-compliance with specifications
or failure to perform the agreed services. Clear contractual responsibilities can reduce the
risk of disputes between the parties.

Successful negotiations require more than technical knowledge. Engineers need to
communicate clearly, ask precise questions, explain technical requirements and identify
possible problems. They should also be able to distinguish between essential requirements
and negotiable conditions. Professional and respectful communication helps establish
long-term cooperation with suppliers and contractors.

In international maritime business, negotiations are often conducted in English.
Misunderstandings may lead to incorrect equipment selection, delays, additional costs or
safety risks. Therefore, marine electrical engineers should be familiar with professional
terminology related to specifications, prices, delivery, warranties, payment and contractual
obligations.

In conclusion, technical negotiations and contracts provide a framework for
cooperation between shipowners, suppliers, manufacturers and service companies. Well-
prepared negotiations and clearly written contracts help ensure that electrical equipment
and technical services meet the required standards, are delivered on time and operate
reliably. For marine electrical engineers, the ability to participate effectively in technical
negotiations and understand contractual conditions is an essential part of professional
competence.

Comprehension Questions

1. Why are technical negotiations and contracts important in the maritime industry?

2. Who are the main parties involved in technical negotiations in marine engineering?
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3. What issues should be considered before technical negotiations begin?

4. What information may a buyer request from a supplier during negotiations?

5. Why is the lowest price not always the best option when purchasing marine electrical
equipment?

6. Why are delivery terms particularly important in the maritime industry?

7. What technical characteristics should engineers check when purchasing electrical
equipment?

8. Why are warranty conditions an important part of a technical contract?

9. What information should normally be included in a technical supply or service
contract?

10. What are factory acceptance tests, and why can they be required for electrical
equipment?

11. Why is it important to clearly define liability and contractual obligations?

12. Why do marine electrical engineers need good communication and negotiation skills
in English?
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InTepHer pecypcu
1. ABS (American Bureau of Shipping) — npaBuiia, mociOHUKY Ta myOmiKalii 3 6e3meKu
Ta KOHCTPYKITIH
URL:https://ww2.eagle.org
AMepuKaHChKe KiacudikalliiiHe TOBapUCTBO — CTaHIAPTH Ta PEKOMEHALII].
2. DNV (Det Norske Veritas) — crangapTd Ta CTaTTI 3 MOPCBHKHX TEXHOJIOTIH Ta
€HEPreTUKH
URL:https://www.dnv.com
Hopsesbke knacudikaiiiiine TOBapuCTBO — TEXHIYHA JOKYMEHTAIIS.
3. Engineers Edge — noBigkoBa iHdopMalis 3 MalIMHOOYIyBaHHS Ta TEXHIYHI
KAJIbKYJISITOPH
URL:https://www.engineersedge.com
6. The Motorship — HOBHHM Ta aHaNIITUKA 3 CYAHOBUX JIBUTYHIB Ta €HEPreTUKU
URL:https://www.motorship.com
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	Exercise 7. Comment on the following.
	“Genius without education is like silver in the mine” (Franklin).
	Exercise 8. Agree or disagree with the following statements.
	“Golden rules” for writing CV
	1. Adapt your resume to the information you have gathered about the employer and the job you want.
	2. Use action verbs, they will bring your resume to life (analyzed – аналізував administered, managed – вів справи, керував; completed – завершив; created – створював; evaluated – визначав (кількість, вартість), підраховував; implemented – впроваджува...
	3. Аvoid pronoun “I’. Describe your skills and capabilities by using as many specific words as possible.
	4. Highlights your accomplishments and achievements.
	5. Keep it simple and clear: 2 pages at most.
	6. Be truthful. Don’t exaggerate or misrepresent yourself. Remember that the employers check the information.
	7. Don’t mention salary.
	8. Avoid long sentences. Use the minimum number of words and phrases but avoid abbreviations.
	9. Looks are important, the resume should be typed with plenty of white space and wide margins. Place headings at the left side of the page, and the details relating to them on the right side.
	10. Make sure of date
	11. Don’t sign or date the resume.
	12. Always send an original of your resume. Don’t send a photocopy.
	13. Keep copies of resumes on file for future reference. Once you have a job, update your resume on a regular basis.
	Exercise 9.  Say what you have learned about:
	1. resume and its all possible definitions;
	2. application letter and its way of writing;
	3. requirements for employment in Ukraine.
	Exercise 10. Give a free translation of the following text.
	Ніхто нічого вам не винен, в тому числі і роботу, за її отримання потрібно боротися. Різниця між щасливцем та невдахою визначається тим, як вони ведуть свої справи, а не зовнішніми факторами, на зразок кризи на ринку праці. Чим більше часу ви витратит...
	Exercise 11. Write an essay on one of the following topics.
	1. The information you’d advice to exclude from the resume.
	2. Give a short description of a person you like in your professional life.
	3. Describe a person whom you regard as successful and define the qualities needed to achieve success.
	Exercise 12. Read the following text and discuss it.
	A manager who has an understanding of what the employee wants from work will have a better chance of having more satisfied and productive employees. Studies of employee motivation point out that people work for many different reasons. The reason or re...
	SELF-ACTUALIZING
	Realizing of individual potential, creative talents, personal future fulfillment
	ESTEEM
	Self-prospect, respect of others, recognition, achievement
	SOCIAL
	Friendship, affection, acceptance
	SAFETY
	Security, protection from physical harm, freedom from fear of deprivation PHYSIOLOGICAL
	Food, water, air, rest, sex, shelter (from cold, storm)
	This theory suggests that when one level of needs is satisfied, the next level has the greatest influence on a person’s behaviour.
	Frederik Herzberg developed another theory of job satisfaction. It suggests that job satisfaction and job dissatisfaction come from two different sets of factors. One set he referred to as “motivating” factors, and the other set he called “hygiene” fa...
	These theories show that employee performance is a complex topic to understand. Developing a work environment where the employee meets the needs of the business and the business meets the needs of the employee is what the most successful managers work...
	Which of the following would motivate you to work harder (higher salary; good team; job security; holidays, opportunities to travel; good working conditions; interesting; creative work; promotion opportunities; threat of redundancy; fringe benefits; h...
	Scripture maintains that man does not live by bread alone, but the need hierarchy suggests that man lives by bread alone when there is no bread. What does it mean?
	Opportunities for Electrical Engineers
	Key Words and Phrases
	Comprehension Questions
	Comprehension Questions


