Syllabus:
1. Introduction to Business 
2. Business Organizations and Company Structures 
3. Business Etiquette 
4. Recruitment
5. Writing CV and Letter of Application 
6. Job Interviews 
7. Money Matters 
8. Correspondence 
9. Telephoning 
10. Giving a Successful Presentation 
11. Meetings 
12. Negotiations 
13. Production and Advertising  
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PRESENTATION ASSIGNMENT:
Invent your own imaginary company/e-shop/business project and describe its organizational structure. If you do not happen to be business-minded, you can also present an existing company.
1.      What is your company called?
2.      What does it do?
3.      What kind of public image do you have?
4.      How many people do you employ?
5.      Where are your headquarters?
6.      Do you have offices in other countries? If so, where?
7.     What are your most promising products?
8.     Are there any foreseen problems and how can you deal with them?
9.    Who is your target group? What sort of potential customers do you aim at?
[bookmark: _GoBack]The presentation in pairs will take the form of a colloquium and will take place in the exam period (supposedly in January). It should not be longer than 8-9 min including the discussion and it shall be peer-assessed.
