The Orenburg State Institute of Management.

The Orenburg State Institute of Management was founded by the order of the Russian Federation government on the 13 of December 1999. The OSIM has the State License, issued on the 23 may 2000. It is an institution of higher education. The purpose of the Institute is to train specialists in the sphere of management, economics and finance. The rector of the Institute is Oleg Alexandrovich Sviridov.
The institute is closely connected with the municipal institution of secondary education gymnasium № 6 which provides the extensive learning in mathematics and economics. There is a preparatory department for those who want to enter the Institute. The OSIM consists of two faculties: the faculty of economics and the faculty of management. The Institute trains specialists of the following fields:
- the economics and management of enterprises
- accounting and audit
- the management of organization
- the state and municipal management.
The dean of the faculty of economics is Gorbachev, the dean of the faculty of management is Yumasheva (the head of the faculty) The Institute offers different forms of education. The full-time students study 5 years, the part- time students have to study 6 years. There are about 1200 full-time students in the Institute and about 700 part-time students. Our students can receive free of charge and commercial education.
The academic year starts on the first of September and consists of two terms. During this time students attend lectures and seminars. At the end of each term students have sessions when they pass tests and examinations. There are winter and summer vocations after the sessions.
The administration building of the Institute is situated on 16 Volgogradskaja street; another building of the Institute is on the Prostornaja street building № 14/2. The Institute has all modem conveniences and it is fully equipped. All the classrooms are light, spacious and modernly furnished. There is an excellent hall, a library, a canteen in the institute.
The teaching staff of the Institute is composed of highly qualified specialists: professors, senior teachers and assistants.
The first pair starts at 8:30. Usually students have four or five pairs. They learn different subjects such as high mathematics, information technologies, history, low and another.
First impressions.

According to psychologists, people form first impressions based first on how you look, then on how you sound, and finally on what you say.

Your physical appearance – how you look – makes up 55 % of a first impression. This includes facial expressions, body language, and eye contact, as well as clothing and general appearance.
The way you sound makes up 38 % of the first impression. This includes how fast or slowly, loudly or softly you speak, and your tone of voice. People listen to your tone of voice and decide whether you sound friendly or unfriendly, interested or bored, and happy or sad. What you say – the actual words you use – counts for only 7 % of the message.

People form first impression within 10 seconds of meeting you. And first impressions don’t change easily. If someone gets the wrong impression of you, it can take a long time to change his or her mind.
Sometimes it is hard to make sure that you always give a good first impression. One problem is that in different parts of the world, the same behavior may give people a different impression. In some countries, looking directly at someone is polite. It shows you are alert and confident. In other countries, looking directly at someone is considered aggressive. It is more polite to look away. Standing close to someone is considered friendly and supportive in some countries. In others, you are expected to keep your distance.
Giving a good first impression depends on many things. Everyone behaves in different ways, but when you are not sure you are giving a good impression, the best thing to do is ask yourself, “What would I think of someone who acted this way?”
Good manners – good business.

Nobody actually wants to cause offence but, as business becomes ever more international, it is increasingly easy to get it wrong. There may be a single European market but it does not mean that managers behave the same in Greece as they do in Denmark.

In many European countries handshaking is an automatic gesture. In France good manners require that on arriving at a business meeting manager sakes hands with everyone present. This can be a demanding task and, in a crowded room, may require gymnastic ability if the farthest hand is to be reached.

Handshaking is almost as popular in other countries – including Germany, Belgium and Italy. But Northern Europeans, such as the British and Scandinavians, are not quite so fond of physical demonstrations of friendliness.
In Europe the most common challenge is not the content of food, but the way you behave as you eat. Some things are just not done. In France it is not good manners to raise tricky questions of business over the main course. Business has its place: after the cheese course. Unless you are prepared to eat in silence you have to talk about something – something, that is, other than the business deal which you are continually chewing over in your head.
Italians give similar importance to the whole process of business entertaining. In fact, in Italy the biggest fear, as course after course appears, is that you entirely forget you are there on business. If you have the energy, you can always do the polite thing when the meal finally ends, and offer to pay. Then, after a lively discussion, you must remember the next polite thing to do - let your host pick up the bill.
In Germany, as you walk sadly back to your hotel room you may wonder why your apparently friendly hosts has no invited you out for the evening. Don't worry, it is probably nothing personal. Germans do not entertain business people with quite the same enthusiasm as some of their European counterparts.
The Germans are also notable for the amount of formality they bring to business. As an outsider, it is often difficult to know whether colleagues have been working together for 30 years or have just met in the lift. If you are used to calling people by their first names this can be a little strange. To the Germans, titles are important. Forgetting that someone should be called Herr Doktor or Frau Direktorin might cause serious offence. It is equally offensive to call them by a title they do not possess.
In Italy the question of title is further confused, by the fact that everyone with a university degree can be called Dottore – and engineers, lawyers and architects may also expect to bi called by their professional titles.
These cultural challenges exist side by side with the problems of doing business in a foreign language. Language of course, is full of difficulties - disaster may be only a syllable away. But the more you know of the culture of the country you are dealing with, the less likely you are to get into difficulties. It is worth the effort. It might be rather hard to explain that the reason you lost the contract was not the product or the price, but the fact that you offended your hosts, in a light-hearted comment over an aperitif. Good manners are admired: they can also make or break the deal.

How not to behave badly abroad.

Traveling to all corners of the world gets easier and easier. We live in a global village, but how well do we know and understand each other? Here is a simple test. Imagine you have arranged a meeting at 4 o clock. What time should you expect your foreign business colleagues to arrive? If they are German, they’ll be bang on time. If they’re American, they’ll probably be 15 minutes early. If they’re British, they’ll be 15 minutes late, and you should allow up to an hour for the Italians.
When the European Community began to increase in size, several guidebooks appeared giving advice on international etiquette. At first many people thought this was a joke, especially the British, who seemed to assume that the widespread understanding of their language meant a corresponding understanding of English customs. Very soon they had to change their ideas, as they realized that they had a lot to learn about how to behave with their foreign business friends.
For example: the Japanese prefer not to work while eating. Lunch is a time to relax and get to know one another; and they rarely drink at lunchtime.
American executives sometimes signal their feelings of ease and importance in their offices by putting their feet on the desk whilst on the telephone. In Japan, people would be shocked. Showing the soles of your feet is the height of bad manners. It is a social insult only exceeded by blowing your nose in public.
The Japanese have perhaps the strictest rules of social and business behavior. Seniority is very important, and a younger man should never be sent to complete a business deal with an older Japanese man. The Japanese business card almost needs a rulebook of its own. You must exchange business cards immediately on meeting because it is essential to establish everyone status and position.
When it is handed to a person in a superior position, it must be given and received with both hands, and you must take time to read it carefully, and not just put it in your pocket! Also the bow is a very important part of greeting someone. You should not expect the Japanese to shake hands. Bowing the head is a mark of respect and the first bow of the day should be lower then when you meet thereafter.
Traveling by air.

The rules for passengers who are going abroad are similar in most countries, but sometimes there might be a slight difference in formalities.

If, for instance, you are supposed to begin with going through the customs, you’d better fill in the customs declaration before you talk to the customs officer. An experienced custom officer usually “smells” a smuggler, but he may ask any passenger routine questions, for instance, “Have you got anything to declare?” or “Any spirits, tobacco presents?” The usual answers would de, “Yes, I’ve got some valuables, but I’ve put them all down in the declaration”, or “I’ve got two blocks of cigarettes for my own use” or something of that kind.
Then you go to the check-in counter where your ticket is looked at, your things are weighed and labeled. The next formality is filling in the immigration from and going through passport control. The form has to be filled in in block letters. You write your name, nationality, permanent address and the purpose of your trip. In most countries there is also a security check when your carry-on luggage is inspected. Anything that might be dangerous or disturbing to other passengers must be handed to one of the crew and only returned to the owner after the plane has reached its destination.
After fulfilling all these formalities you go to the departure lounge where you can have a snack, read a paper, buy something in the duty-free shop and wait for the announcement to board the plane.

Some of these formalities are repeated when you arrive at your destination. The customs declaration and the immigration form are often filled in on board the plane. At the airport you may be met by a dog that will make sure that you are not carrying drugs, and the immigration officer might want to know at whose invitation you are coming and whether you have a return ticket.
There is another inconvenience you have to be prepared for when traveling long distances by plane. It is the jet-lag.
On the phone.

If you don’t have much experience of making phone calls in English, making a business call can be a worrying experience. If you have to call someone you already know, you may actually enjoy making the call – but remember that long-distance calls are expensive.
Or you may have to make a first-time business call to a prospective client: not easy in English! Making a phone call to a stranger can be quite stressful, especially if they speak English better then you.

Most business people, unless they feel very confident, prepare for an important phone call in a foreign language by making notes in advance. And during the call they make notes while they’re talking to help them to remember what was said.
Although it’s quick and convenient to phone someone, to give them information or to ask questions, the disadvantage is that there is nothing in writing to help you to remember what was said. It’s essential to make notes and often when an agreement is reached on the phone, one of the speakers will send a fax to confirm the main points that were made.
As it’s so easy to be misunderstood when talking on the phone it’s a good idea to repeat any important information (especially numbers and names) back to other person to make sure you’ve got it right. Always make sure you know the name of the person you’re talking to. If necessary, ask them to spell it out to you, so that you can make sure you’ve got it right – and try to use their name during the call. And make sure they know your name too.
It’s important to sound interested, helpful and alert when answering the phone. You may have to make or receive calls to or from regular customers and prospective customers, so a good telephone manner not only makes an impression in business, but it also helps to make money.

Golden rules.

1. Give your letter a heading if it will make it easier for the reader to understand your purpose in writing.

2. Decide what you are going to say before you start to write or dictate a letter, because if you don't do this the sentences are likely to go on and on and on until you can think of a good way to finish. In other words you should always plan a-head.

3. Use short sentences.

4. Put each separate idea in a separate paragraph. Number each of the paragraphs if it will help the reader to understand better.

5. Use short words that everyone can understand.

6. Think about your reader. Your reader...

… must be able to see exactly what you mean: your letters should be CLEAR

… must be given all the necessary information: your letters should be COMPLETE

… is probably a busy person with no time to waste: your letters should be CONCISE

… must be written in a sincere, polite tone: your letters should be COURTEOUS

…should not be distracted by mistakes in grammar, punctuation or spelling: your letters should be CORRECT.

Twelve telephone tips.
1. Fax ahead if you want to make sure the other person has time to prepare for the call.

2. Make sure you have with you all the documents you'll need before you dial the number.

3. The other person may not understand you easily, so try to speak slowly and CLEARLY.

4. The other person can't see your reactions, so always CONFIRM-that you' have (or have not) understood each point that's been made. Don't pretend you have understood when you haven't.

5. The other person can't see what that a nice person you are, so make sure you sound POLITE and AGREEABLE.

6. The other person hasn't got all day, so make sure your call is BRIEF.

7. The other person is getting an impression of your firm while talking with you, so make sure that you sound EFFICIENT - your firm's image may; be at stake, even if you're just taking a message.

8. Don't rely on your memory: make notes during a calf and rewrite these notes immediately afterwards as a record of the call.

9. Smile while you're talking. Your listener can hear your smile.

10. Don't try to be funny - you may be misunderstood.

11. Don't interrupt the other person: let them finish what they want to say.

12. Send a follow-up fax or letter to confirm any important details (especially prices and numbers), so that you both have a written record of them.

Different ways of communicating in writing.
In a LETTER, the emphasis is on a high quality appearance. Letters have to be typed or word-processed accurately on the company's headed paper with a smart, clear layout. International mail tends to be slow and in some countries the post is unreliable. Important documents or valuable items can be sent by registered mail - or they can be sent by courier.

A FAX is a facsimile copy of a document which is transmitted, by normal telephone lines to another fax machine. Some faxes are exactly like letters, some are printed on special fax forms rather like memos, others are simply handwritten messages. The sender of a fax can't be certain if the message has been received perfectly - sometimes lines get missed or are illegible. A fax is not usually a legally binding document.

EMAIL (electronic mail) is a way of sending messages between computers. The message appears on a screen and can be printed out if necessary. To make email more 'personal' some people use punctuation to add happy {;-) or unhappy {:-{ faces to their messages!

In a .TELEX readers often overlook some errors, of spelling and grammar. Abbreviations such as TKS (Thanks) and RODS (Regards) fare common in telexes. The sender knows when each telex has been transmitted and received. A telex can be a legally binding document.

Internal mail within a company or between branches of the firm is usually in the form of. MEMOS: these may be brief handwritten notes or longer, word-processed letters. Most firms use special memo pads for internal messages. A memo to a senior English-speaking member of staff may need as much care as a letter to a client. The style that is used depends on the practice within the company and on the relationship between the people involved.

Business letter.
There are nine important parts in a typical 'standard' business letter - the example that follows shows these parts. Many firms use their own 'house style' which their staff are expected to follow, and which may not be quite the same as this example.
1. Letterhead or sender's address (printed at the top or in the top right-hand corner). Letterhead includes the name of the company, address of the company, telephone/fax numbers, e-mail…
2. Date. There are 2 variants of writing a date: English and American. In English variant we first right date, then month and then year. In American variant we first right month, then date and then year.
3. Receiver's name, title and address. In English address we first write number of the building, then name of the street, name of the city, zip code and name of the county.
4. Salutation. The salutation starts with the word “Dear”. If you don’t know a person, you should write “sir” or “madam”. If you know a person, you can use “mr.” or “ms.” plus surname, or name and surname.
5. Heading. Some letters may have heading, some – not.
6. Body of letter. It consist of 3 part: the beginning, the middle part and the ending. Body of the letter must be direct, correct, brief. At the end of the body of the letter we sometimes write a courtesy line (for instance “thank you for cooperation”, “I look forward to hearing from you”) If there is a line space between each paragraph, the new paragraph needn't be indented

7. Complimentary close. It depends on the salutation. If you know a person, you write “yours faithfully”, if you know a person, you write “yours sincerely”
8. Signature. In must be made by hand, in ink and in the same way.
9. Name and position of the sender.
Three sectors of economy.

We generally describe the economy as consisting of three sectors:

· The primary sector: agriculture, and the extraction of raw materials from the earth and building; for example: digging iron ore, pumping oil and mining coal.

· The secondary sector: manufacturing industry, in which raw materials are turned into finished products (although of course many of the people working for manufacturing companies do not actually make anything, but provide a service – administration, law, finance, marketing, selling, computing, personnel, and so on), for example: advertising products, calculating prices, distributing added value, milling metal, marketing products, assembling, cutting metal, packaging products, pressing metal, welding metal, vehicle manufacturing, food processing, beverages, electronics, aerospace, engineering, chemicals, computers.

· The tertiary sector: the commercial services that help industry produce and distribute goods to the final consumers, as well as activities such as education, health care, leisure, tourism, insurance, transport, retailing, banking, hotels, restaurants, catering, telecommunications, airline and so on.

Different kinds of companies

There may be occasions when you have to talk about the company you work for. This may be when you're actually showing someone around the place of work or premises. Or you may need to explain to someone how your company or your department is organized.

Companies are a very important part of a country's economy. In many countries there are nationalized companies belonging to the state, as well as private companies. A private company might be a small firm with just one owner or a very large firm with thousands of shareholders 'owning' the firm.

Large companies may be organized into several large departments, sometimes even divisions. The organizational structure of some companies is very hierarchical with a board of directors at the top and the various departmental heads reporting to them.

Some firms may only produce one good or service. Others may produce many different products; in fact they may seem to be like a collection of 'businesses' inside one company. As a company gets bigger it may expand geographically. Many large firms are multinationals with manufacturing plants and trading locations in several different countries spread around the world.

The physical surroundings of most modern places of work, especially offices, are becoming more and more similar. Office furniture and equipment tends to be similar.

The 'atmosphere' of the workplace can influence the effectiveness of a company's employees.

Work relations with other people at the place of work include relationships with fellow employees, workers or colleagues. A great part of work or job satisfaction comes from 'getting on' with others at work.

Company organization.

Board of directors is at the top of the company. The Managing Director runs the company and is accountable to the Board of directors.

The company consists of four main departments: Production, Finance, Marketing and Administration. The heads of departments report to the Managing Director.

Head of Production department is a Production manager. Production department is made up of two units: Planning, head of which is Planning manager, and R&D, head of which is R&D manager.

Finance department includes two units: Accounts and Controlling unit. Chief Accountant is head of Accounting unit. Financial controller is head of Controlling unit.

Sales manager is under Marketing manager. Sales manager is a head of Sales unit, which enter in Marketing department. Advertising manager and PR manager are under Sales manager.

Administration department contains Personnel unit. Personnel manager is in charge of Personnel unit. Personnel unit includes Training section, head of which is Training manager.

Work and motivation.

In The Human Side of Enterprise, Douglas McGregor outlined two opposing theories of work and motivation. What he calls Theory X is the traditional approach to workers and working which assumes that people are lazy and dislike work, and that they have to be both threatened (for example, with losing their job) and rewarded. It assumes that most people are incapable of taking responsibility for themselves and have to be looked after. Theory Y. on the contrary, assumes that people have a psychological need to, work and want achievement and responsibility.

Later theorists argued that Theory Y makes much greater demands on both workers and managers than McGregor realized. Abraham Maslow pointed out that there are always weak and vulnerable people, with little self-discipline, who need protection against the burden of responsibility. Even strong and healthy people need the security of order and direction.

It is logical to suppose that things like good labor relations, good working conditions, good wages and benefits, and job security motivate workers. But in Work and the Nature of Man, Frederick Hertzberg argued that such conditions do not motivate workers. They are merely “satisfiers” or, more importantly, “dissatisfiers” where they do not exist, “Motivators”, on the contrary, include things such as having a challenging and interesting job, recognition and responsibility, promotion, and so on.

Many people now talk about the importance of a company's shared values or corporate culture. Such values are more likely to motivate workers than financial targets.

Management.
Peter Drucker, the well-known American business professor and consultant, suggests that the work of a manager can be divided into planning (setting objectives), organizing, integrating (motivating and communicating), measuring, and developing people.

First of all, managers set objectives and decide how their organization can, achieve them. This involves developing strategies, plans and precise tactics, and allocating resources of people and money.

Secondly, managers organize. They analyze and classify the activities of the organization and the relations among them. They divide the work into manageable activities and then into individual jobs. They select people to manage these units and perform the jobs.

Thirdly, managers practice the social skills of motivation and communication. They also have to communicate objectives to the people responsible for attaining them. They have to make the people who are responsible for performing individual jobs form teams. They make decisions about pay and promotion. As well as organizing and supervising the work of their subordinates, they have to work with people in other areas and functions.

Fourthly, managers have to measure the performance of their staff.

Lastly, managers develop people-both their subordinates and themselves.

Meetings.
Business people spend quite a lot of time in meetings, and meetings come in all shapes and sizes, ranging from formal committee meetings to informal one-to-one meetings.

There are several reasons why meetings are held:

• reaching decisions in a meeting means that all the participants can feel more committed to the decision

• more information is available

• different and unexpected ideas can be contributed

• meetings can lead to more imaginative and informed decisions - often more courageous decisions than one person might feel brave enough to make.

Some of the drawbacks of meetings are:

• more time is required than if one person made the decisions

• there's more talk (and this is sometimes irrelevant and repetitive)

• there's more group pressure

The way a committee operates often depends on the chairperson: he or she may control the proceedings very strictly, or let everyone speak whenever they want. An effective chairperson should be flexible.

Most meetings have an agenda. For a formal meting, this document is usually circulated in advance to all participants. For an informal meeting, the agenda may be simply a list if the points that have to be dealt with. The purpose of an agenda is to speed up the meeting and keep everyone to the point. The agenda for a formal meeting must be organized in logical order.

Agenda usually have this format:

1. Minutes of previous meeting

2. Matters arising

3. Items

Any other business (AOB)

Minutes usually report details of the time, date and duration of the meeting and the names of those present, but the content of the repot itself may be detailed or brief, depending on the anticipated readership.

