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Opora CIZOJAZYCNA PRIPRAVA AJ 1 je uréena pro studenty pre-
zenéni formy studia a svym rozsahem odpovida vyuce anglického jazyka
za prvni semester na ekonomickych fakultich. Opora je rozvrzena do
sedmi zakladnich tematickych okruhli — Internships abroad, Greetings
and Introduction, Customer service, Writing letters and emails, Job in-
terviews — Applying for a job, CVs a obsahuje také anotaci, véetn¢ kli-
covych slov. Kazda lekce je koncipovana do nékolika celkii — uvodni text
nastifiuje danou problematiku, je doplnén slovni zasobou a dalSimi cvi-
¢enimi, ktera téma procvicuji, ptipadné dale rozsituji. Kazda lekce se veé-
nuje gramatickému jevu, ktery je dulezity pro uspésné zvladnuti produk-
tivni komunikace v obchodnim prostfedi, vSe je doplnéno cvicenimi a
zavéreCnym testem. Prvni ¢ast si klade za cil procvicit a zdokonalit si
znalosti v anglickém jazyce v oblasti staZze v zahrani¢i. Druha ¢ast Mee-
ting people and making conversation se vénuje procvi¢ovani vedeni jed-
nani ve firemnim prostfedi. Dalsi ¢asti se zabyvaji péci o zdkaznika, jak
nejlépe zajistit spokojenost klienta, a to jak ve formé pfimého kontaktu,
ale také v pisemné formé — dopis, email. Zavérecné kapitoly jsou véno-
vany pfijimacimu fizeni — od hledani pracovniho mista, zddosti o zamé&st-
nani, az po vedeni pfijimaciho pohovoru, véetné modelovych otazek.
Celkovym vystupem opory Cizojazy¢na piiprava AJ 1 je zvladnuti od-
borného anglického jazyka ve vySe zminénych korporatnich situacich, a
také posileni komunikativnich dovednosti v modernim profesnim podni-
katelském prosttedi.

PhDr. Janusz Karpeta
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UVODEM

Tento text piedstavuje studijni oporu jednoho modulu pro prezen¢ni/kombinované stu-
dium ptedmétu Cizojazy¢na ptiprava Anglicky jazyk 1 v bakalarském studiu na Obchodné
podnikatelské fakult¢ v Karviné, Slezské univerzity v Opave.

Ptfedmét je urcen pro studenty prezencni/kombinované formy studia a svym rozsahem
odpovidéa pozadavkim kladenym na vyuku anglického jazyka v daném semestru.

V ramci této studijni opory se studenti seznami se 7 tematickymi celky, které popisuji
problematiku zahrani¢ni staze, péce o zdkaznika, véetné korespondence, zamétuje se na
inzeraty, uchdzeni se o misto a psani Zivotopisu.

Studijni opora umoziuje studentovi i ptes vzdalenost od ucitele a spoluzakli uspesné
studovat. Je rozdé€lena do sedmi kapitol, které svym rozsahem odpovidaji 13 vyukovym
bloktim jednoho semestru prezenc¢niho studia a je koncipovana tak, aby obsahem i rozsa-
hem odpovidala narokiim kladenym na studenta prezen¢ni formy studia.

Prezenéni/kombinované vysokoskolské studium anglického jazyka je pro studenta ne-
smirn¢ obtizné, vyzaduje pravidelné a systematické studium. Dal$imi podpirnymi zdroji
ke studiu mohou byt profesni u¢ebnice anglictiny a také doporucend studijni literatura.

Pfi samotném studiu opory doporucujeme seznamit se nejprve se znackami, zkratkami
a symboly pouzivanymi ve studijni opofe. Komplexni seznam naleznete na konci této

opory.

Informativni, naviga¢ni a orienta¢ni symboly Vam pomohou pfti rychlém nahlédnuti do
dané problematiky. VS§imejte si 1 poznamek, eventudlné¢ odkazi na publikace, ucebnice
apod., kde si podrobnéji miizete nastudovat napt. ptislusné gramatické pasaze.

Pti praci s oporou vam prejeme hodné tspéchu.

Autofi
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RYCHLY NAHLED STUDIJNi OPORY

Studijni opora Cizojazycna ptiprava AJ 1 je rozd€lena do sedmi kapitol, které predsta-
vuji zdkladni tivod do problematiky studia obchodni anglictiny. Kazdé kapitola je rozdélena
na lexikalni ¢ast a ¢ast gramatickou. V kazdé kapitole se objevuji shodné prvky — napt.
uvodni text, slovni zasoba, zavérecny test apod. Ke snadnéjsi orientaci studenta slouzi tzv.
distanéni prvky — Priivodce studiem (obsahuje slovni zasobu k témati), Otazky, Odpovédi,
Samostatny ukol apod. V priabehu lekce si student mize zkontrolovat uroven znalosti po-
moci testd, které jsou vkladany dle potieby, a rovnéz kazda kapitola je zakonCena souhr-
nym testem, ktery provéii zvladnuti dané problematiky.

Kapitoly 1 a 2 se zabyvaji tématy Gaining experience - Internships abroad a Meeting
people and making conversation s cilem pfipravit studenty k uspé$né prezentaci sama
sebe, pfipadné firmy a Gspésné vést obchodni jednani.

Kapitoly 3, 4 a 5 jsou vénovany tématu Customer satisfaction — Customer service a
Contacting customers, se zaméfenim na uspéSnou komunikaci se zakaznikem, vcetné
psané formy, s cilem vytvofit pocit spokojenosti u zakaznika a nésledné¢ si jej udrzet.

Kapitoly 6 a 7 zabyvajici se Job interviews and career nastifiuji pfijimaci proces do
zaméstnani, od hleddni a vyhodnocovani inzeratt, psani zadosti o zaméstnani spolu s mo-
tivacnim dopisem, zivotopisu. Vzhledem k tomu, Ze v soucané dob¢ jsou pfijimaci poho-
vory Casto vedeny v anglictiné, zaméfime se také na nejcastéji pouzivané otazky pii poho-
vorech.
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1 GAINING EXPERIENCE - INTERNSHIPS ABROAD

momvmmegeroy =]

Kapitola je vénovana problematice zahrani¢nich stazi, v€etné ptipravy na staz — hledani
ubytovani, dopravy, vyfizovani dulezitych dokladii apod. Dozvite se rovnéz, na které zale-
zitosti se musite zamétit vzhledem k interkulturnim rozdilim — napft. stravovani. Zamétite
se také na faze pfi planovani pobytu v zahrani¢i. Kapitola je doplnéna gramatickymi cvi-
¢enimi, kterd procvicuji danou tématiku.

ooy |

V této kapitole se nau¢im:

e slovni zasobu vztahujici se k zahrani¢ni stazi
e nezbytné kroky pro uspésné zvladnuti zahrani¢ni staze
e aplikovat prislusné gramatické ¢asy

eovisiommaemoy [

career, gain experience, internship, job market, participant, placement

1.1 Vocabulary

Approximately priblizné

Aspiration usilovani, touha

be tailored to usity na miru
Budget rozpocet, finance
Commute dojizdét (do prace)
competetive edge konkuren¢ni vyhoda
Complete ukoncit, absolvovat
Doom konce, zanik, zly osud
educational background dosavadni vzdélani
Ensure ujistit

Experience zkuSenost




GAINING EXPERIENCE — INTERNSHIPS ABROAD

Furnished zarizeny (ndbytkem)
Gain ziskat
gloom skleslost, beznadéj, smutek
graduate absolvent
guide through poradit, pomoci
highly regarded vysoce uznavany
homestay pobyt v domacnosti rodiny v cizi zemi
host hostitel, poradajici strana
internship praxe, zacvik (v povolani)
labour market pracovni trh
links to kontakty, vazby
needs potieby
network sit
note (po)vsimnout si néco
offer nabizet
option moznost, volba
participant Ucastnik
participate zUcastnit se
placement umisténi
rent pronajimat, nadjem
request prosba, prani
seem jevit se, zdat se
stable stabilni
support podporovat
take into account vzit v Uvahu
transfer presun
unless kdyz, pokud ne
vary lisit se, rlznit se

1.2 Text

INTERNSHIPS IN AUSTRALIA

OVERVIEW

Despite global economic doom and gloom, Australia seems to be one of the only places
on earth where things are stable! A strong labour market Down Under means jobs are easier
to come by, and as a result it's the perfect destination for graduates and students looking to

gain practical experience and professional workplace training.

Our internships will give you just that, and will help you to get your foot in the door by
offering the chance to gain practical experience in highly regarded businesses across Aus-

tralia.

Whatever your field of expertise or training, whether you are a recent graduate or still
studying we’ll set you set up and ready to gain experience alongside Australian professio-
nals. The internship programme can be tailored to individual needs, taking into account

10
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your educational background and career goals/aspirations. Internships run for 8 to 12 weeks
and you’ll get a specially developed training plan before you leave. In Australia you’ll have
a mentor who will guide you through your placement to ensure you get the most from your
experience.

PLACEMENT BACKGROUND

e Kick start your career with practical work experience in one of our 500 host com-
panypartners Australia-wide

e A tailored Internship to meet your training needs and career aspirations

e Staff in the UK and Australia with excellent links to a large network of top busines-
ses throughout Australia

e A mentor in Australia to guide you through the placement to ensure you get what
youneed from the experience

e A high proportion of our internship participants go on to secure full-time employ-
ment within six months of completing their placement — give yourself a competitive
edge inthe job market

WHAT'S INCLUDED?
e A quality internship placement with an Australian company
e Airport transfer on arrival
e Orientation with your personal mentor on arrival
e Visa assistance (visa fee not included)
e A mentor both in the UK and in Australia
e A professional training plan
e Full support throughout your placement
e International Career Readiness Certificate
WHAT'S NOT INCLUDED?
e Accommodation and food (we can help with this)
e Flights

e Transport to your workplace

11
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e Travel insurance (we can help with this)
e Visas

MINIMUM AGE

The minimum age on these programmes is 18, the maximum age is 30.

ACCOMMODATION

Please note that accommodation is not included in the price of the internship as the costs
of renting houses or appartments vary according to the city your internship is located.

Many participants on this programme choose to live in a comfortable homestay while
you are completing your program in Australia. This is the most cost effective form of ac-
commodation and a great option as you will make Australian friends faster, meet students
and travellers from around the world and develop an understanding of the Australian cul-
ture. We work with over 5000 families throughout Australia. You will stay with a family
close to your place of work. In larger cities this will be a maximum of 1 hour commute,
although this is rare.

The homestay accommodation option includes:A fully furnished bedroom inclusive of
a study desk, a chair and a lamp. All gas, electricity and water services are supplied at no
extra cost. Bed linen, towels, toilet paper and soap are to be supplied by the host family.

The costs for homestay accommodation are as follows:Homestay with meals- 4 weeks:
£999 (for those who would like to get settled before finding alternative accommodation).

MEALS

Meals are not included unless you request to live with a homestay with meals.Typically
our participants budget approx. 500 — 1500 AUDS$ per month for other living costs, e.g.
food, public transport, entertainment etc.

Zdroj: RealGap: From£1,299, 8 weeks, Australia. [online]. RealGap, 2013. [cit. 2013-07-04]. Dostupné z:
http://www.realgap.co.uk/internships-in-australia#highlights

[7] s

What are placement requirements?

What is included in the internship program?
What is not included in the internship program?
What is the age requirement?

How is accommodation and food arranged?

12
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1.3 Lexis

1. Put the following tips for planning your gap year programme in
correct order:

a) Willl be safe? 1.
As long as you're sensible, you almost
certainly will be. Gap year adventures
aren't 100 per cent foolproof, but then
neither is a trip to your local cinema or
shopping mall. Sometimes things don't go
quite to plan, but one of the things that
gap year adventures teach people is how
to cope in unfamiliar situations.If you're a
first time traveller, then our 'Experience’
trips will probably be right up your street-
they involvea group touring around the
country (with a guide) together, and this
can definitely make people feel more
comfortable.

Real Gap has programmes in over 30
countries - so there really is something
for everyone! Why not chase the sun
around the globe - leave home for some-
where more tropical and plan your jour-
ney to follow your favourite season! You
could make a list of all the places that re-
ally interest you. Are you sporty, cultural,
artistic, a party goer? All of these ele-
ments of your personality will help us
partner you up with the trip that'd most
suit you.

b) Volunteering, working, learning, tra- 2.

velling...?

Planning your adventure is so much fun!
There are a ridiculous amount of options
available to you- so that's where our guys
come in handy. Our Travel Advisors seri-
ously know their stuff- so if you want
some advice about where you should go
just give them a call!
c¢) How much will it cost? 3.
The million dollar question! Thankfully,
the answer isn't a million dollars! Gap
year adventures can be asexpensive as
you want them to be, and can be done
ona budget. We also have the option to

13



GAINING EXPERIENCE — INTERNSHIPS ABROAD

work abroad on your travels, so you can
rack in the cash whilst you're exploring.
For example, you could take up the
working visa in Aus and then move onto
South East Asia afterwards where the
cost of living is considerably cheaper!
d) Longor short? 4,
It depends whether you want to do it all
at once, or one continent/country at a
time! We understand that some people
have a school or uni schedule to contend
with, or if you're working a holiday all-
owance, and so we can tailor to make
your plan of action to suit you.
e) Real Gap's Gap Year Planner 5.
So, you want to plan a gap year?! Great cho-
ice chum, you're not going to regret it! Here
at Real Gap Experience, we're all about brin-
ging the once in a lifetime experiences and lo-
cations to you, so you can see and do what
you want during your very own gap year.
Don't have a year you can take off? Don't
worry, our trips start from a one week dura-
tion, and so you can go on your own mini ad-
venture, whenever!

Zdroj: RealGap: Planning a gap year. [online]. RealGap, 2013. [cit 2013-07-04]. Dostupné z:http://www.real-
gap.co.uk/gap-travel-advice/planning-gap-year

2. Translate the following sentences into English:

1. Mam zéjem o praxi v zahranici. 1.
2. Muzete mné poslat podrobnosti emai- 2.
lem?

3. Jak dlouho trva vyrizeni vsech formalit? 3
4. Musim si zaZzadat o vizum? 4.
5. Koho mam kontaktovat po prijezdu? 5.
6. Na jaky ucet mam prevést penize? 6
7. Jak velké kapesné si mam vzit s sebou? 7

3. Match the words with the correct definitions?

1. internship a) a person who re- 5. host e) a student or tra-
ceives or entertains inee who works, so-
other people as metimes without
guests pay, at a trade or

occupation in order
to gain work experi-

ence
2. participant b) a vacation or 6. homestay f) a person who ta-
other period abroad kes part in some-
spent staying in the thing

14
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3. gap year

4. budget

home of a local fa-
mily

c) an experienced
and trusted adviser

d) a hope or am-
bition of achieving
something

7. aspiration

8. mentor

g) an estimate of in-
come and expendi-
ture for a set period
of time

h) a period, typi-
cally an academic
year, taken by a
student as a break
between secondary
school and higher
education

1.4 Grammar

1.4.1 REVIEW OF TENSES 1

V anglicting jsme se jiz seznamili se zékladnimi pravidly tvoreni a pouziti ¢ast. V na-
sledujici prehledné tabulce prinasime nejdilezitejsi shrnuti pravidel a poucek tykajicich se
tvofeni a pouziti pfitomného Casu.

v

Cas

Pfitomny prosty
(Present Simple)

Pfitomny prabéhovy
(Present Progressive)

Priklad kladna véta,
zapor, otazka

He does business a
lot. He doesn‘t do
business a lot. Does
he do business a lot?

He is meeting his
business partners. He
isn‘t meeting his
business partners. Is
he meeting his
business partners?

Kdy se pouziva

Aktuadlni fakta.
Obecné platna tvr-
zeni. Opakujici se
udalosti. Udalosti dle
rozvrhu. MUze vyja-
dfovat i budoucnost
(jizdni fady).

Déje pravé probiha-
jici ve chvili, kdy se o
nich mluvi. Maze vy-
jadrovat i planova-
nou budoucnost,
trendy a prechodny
déj.

Typicka ¢asova ur-
ceni

always, often, sel-
dom, sometimes,
usually, never, every
day/week/month

just, now, just now,
right now, at the mo-
ment, Look!, Listen!

Zdroj: Ajslovicka.cz: Anglické casy — prehled. [online]. Anglicka slovicka, 2011 — 2013. Dostupné z:
http://www.ajslovicka.cz/clanky/anglicke-casy-prehled.html

Nyni nésleduji dalsi ptiklady k vySe uvedenym frazim.
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I travel a lot in my job. I am a trader.

They are not going to the conference.

Is she giving a presentation next week?

1.4.2 GRAMMAR-EXERCISES

16

1. Which time expressions are correct:
1. Thave been a businesswoman for/since I was 30.
2. We had a great time for/during my internship in the UK.
3. I'was a marketing manager since many years/for many years ago.
4. Our company has not heard from them since/for two years.

2. Use the suitable expressions never, ever, already, just, yet in the
following :

1. Peter, where is he? He has ... left. He must be in his car now.
2. Peter? He has ... left. In fact, he left several hours ago.
3. Have you ... been to a gap year programme?

4. Let’s Go Abroad, a new gap year agency in London, has ... obtained so many appli-
cation forms.

3. Correct the mistakes in the following sentences:
1. Thave living in Basel since last winter. ...

2. We had sell our first company 25 years ago before we started a new one. ...
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3. Our new human resources manager has been interviewed some new job applicants
since 8 o’clock this morning. ...

4. Our secretary have written 5 letters this afternoon. ...

5. They will comes to meet us at the airport. ...

6. Are they going to sending us their latest proposal for that project soon? ...
7. Twere a student with this company many years ago. ...

8. Tom had already leave when we came to his office. ...

9. Sales have gone up by 3% last year. ...

10. We have just send it off. You should expect it in a few hours. ...

1.5 Speaking

Imagine you are planning to take part in a gap year programme offered by the agency
you have found. Describe it to your friends and stress the positive aspects of that pro-
gramme in relation to your professional development.

R 7]

1.6 Test
1. QOur boss ... this upset in many years!

e has not been
e was not being
e was not

2. Eve was at the golf club yesterday, but she ... Tim.

e has not seen
e did not see
e did not saw
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3. Fred ... golf and tennis for two years when he was at school in Swit-

zerland.

plays
has played
played

4. ... reading the report yet?

had you finished
have you finished
did you finish

5. Our team thought about your business plan, and I think we

it.

accept
will have accepted
will accept

6. Our top managers .... the coming conference in Moscow.

will participate in
participate
participates

7. Our new boss Erika has already planned everything. She
anything in the next meeting.

is not
will not
is not going

8. Sales ... by 6% so far this year.

went down
have gone down
had gone down

9. The automobile trade fair in Zurich ... every year.

was held
will be hold
is held

10. I ... for GE, it is a great company to work for.

... accept

... to miss
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e work
e had worked
e have worked

oo o]

1.7 Key

1.7.1 LEXIS-EXERCISES

1. Put the following tips for planning your gap year programme in
correct order:

e) Willl be safe? le
As long as you're sensible, you almost
certainly will be. Gap year adventures
aren't 100 per cent foolproof, but then
neither is a trip to your local cinema or
shopping mall. Sometimes things don't go
quite to plan, but one of the things that
gap year adventures teach people is how
to cope in unfamiliar situations.If you're a
first time traveller, then our 'Experience’
trips will probably be right up your street-
they involvea group touring around the
country (with a guide) together, and this
can definitely make people feel more
comfortable.

Real Gap has programmes in over 30
countries - so there really is something
for everyone! Why not chase the sun
around the globe - leave home for some-
where more tropical and plan your jour-
ney to follow your favourite season! You
could make a list of all the places that re-
ally interest you. Are you sporty, cultural,
artistic, a party goer? All of these ele-
ments of your personality will help us
partner you up with the trip that'd most

suit you.
f) Volunteering, working, learning, tra- 2.d
velling...?

Planning your adventure is so much fun!
There are a ridiculous amount of options
available to you- so that's where our guys
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come in handy. Our Travel Advisors seri-
ously know their stuff- so if you want
some advice about where you should go
just give them a call!
g) How much will it cost?
The million dollar question! Thankfully,
the answer isn't a million dollars! Gap
year adventures can be asexpensive as
you want them to be, and can be done
ona budget. We also have the option to
work abroad on your travels, so you can
rack in the cash whilst you're exploring.
For example, you could take up the
working visa in Aus and then move onto
South East Asia afterwards where the
cost of living is considerably cheaper!
h) Longor short?
It depends whether you want to do it all
at once, or one continent/country at a
time! We understand that some people
have a school or uni schedule to contend
with, or if you're working a holiday all-
owance, and so we can tailor to make
your plan of action to suit you.
e) Real Gap's Gap Year Planner
So, you want to plan a gap year?! Great cho-
ice chum, you're not going to regret it! Here
at Real Gap Experience, we're all about brin-
ging the once in a lifetime experiences and lo-
cations to you, so you can see and do what
you want during your very own gap year.
Don't have a year you can take off? Don't
worry, our trips start from a one week dura-
tion, and so you can go on your own mini ad-
venture, whenever!

5.a

Zdroj: RealGap: Planning a gap year. [online]. RealGap, 2013. [cit. 2013-07-04]. Dostupné z:http://www.real-

gap.co.uk/gap-travel-advice/planning-gap-year

2. Translate the following sentences into English:

1. Mam zajem o praxi v zahranici.

2. Mizete mné poslat podrobnosti emai-
lem?

3. Jak dlouho trva vyrizeni vdech formalit?
4. Musim si zaZzadat o vizum?

5. Koho mam kontaktovat po prijezdu?

6. Na jaky ucet mam prevést penize?

7. Jak velké kapesné si mam vzit s sebou?

20

1. I am interested in an internship
abroad.

2. Can you send me the details via
email?

3. How long does it take to process all
the formalities?

4. Do | need to apply for a visa?

5. How shall I/do I contact on arrival?
6. Which account do | transfer money
into?

7. How much pocket money shoudl |
take with me?
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3. Match the words with the correct definitions?

1. internship e) 5. host a)
2. participant f) 6. homestay b)
3. gap year h) 7. aspiration d)
4. budget 9) 8. mentor c)

1.7.2 GRAMMAR-EXERCISES
1. Which time expressions are correct:
1. Thave been a businesswoman SINCE I was 30.
2. We had a great time DURING my internship in the UK.
3. I'was a marketing manager FOR MANY YEARS AGO.
4. Our company has not heard from them FOR two years.

2. Use the suitable expressions never, ever, already, just, yet in the
following :

1. Peter, where is he? He has JUST left. He must be in his car now.
2. Peter? He has ALREADY left. In fact, he left several hours ago.
3. Have you EVER been to a gap year programme?

4. Let’s Go Abroad, a new gap year agency in London, has ALREADY obtained so
many application forms.

3. Correct the mistakes in the following sentences:
1. Thave BEEN living in Basel since last winter.
2. We had SOLD our first company 25 years ago before we started a new one.

3. Our new human resources manager has been INTERVIEWING some new job ap-
plicants since 8 o’clock this morning.

4. Our secretary HAS written 5 letters this afternoon.

5. They will COME to meet us at the airport.
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[®)

7.

8.

9.

. Are they going to SEND us their latest proposal for that project soon?

I WAS a student with this company many years ago.
Tom had already LEFT when we came to his office.

Sales WENT UP by 3% last year.

10. We have just SENT it off. You should expect it in a few hours.

1.7.3 TEST

22

1. Our boss ... this upset in many years!

has not been
was not being
was not

2. Eve was at the golf club yesterday, but she ... Tim.

has not seen
did not see
did not saw

3. Fred ... golf and tennis for two years when he was at school in Swit-
zerland.

plays
has played
played

4. ... reading the report yet?

had you finished
have you finished
did you finish

5. Our team thought about your business plan, and I think we ... accept

it.

accept
will have accepted
will accept
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6. Our top managers .... the coming conference in Moscow.

e will participate in
e participate
e participates

7. Our new boss Erika has already planned everything. She ... to miss
anything in the next meeting.

e isnot
e will not
e is not going

8. Sales ... by 6% so far this year.

e went down
e have gone down
e had gone down

9. The automobile trade fair in Zurich ... every year.

e was held
e will be hold
e is held

10. I ... for GE, it is a great company to work for.

e work
e had worked
e have works

|

Kapitola Gaining experience — Internships abroad se zaméfila na jeden ze zpisobt zis-
kavani zkuSenosti ve svém oboru v zahrani¢i v ramci studijni stdze. Naucili jsme se slovni
zasobu, ktera se vztahuje k dané problematice, podivali jsme se na faze ptipravy na vyces-

tovani do zahrani¢i, v€etné potiebnych dokladi, soustiedili jsme se na dalsi zvlastnosti a
nezbytnosti, které musi ucastnik staze pojmout.
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2 GAINING EXPERIENCE - MEETING PEOPLE AND MA-
KING CONVERSATION

[Ellwemrvmeoprory ]

Kapitola je vénovana Gspésné firemni komunikace se zamétenim na firemni jednani.
Ptedstavuje zakladni slovni zdsobu tématu Meeting, kterd je nezbytna pro Gsp&$né pusobeni
v mezinarodni prostiedi, véetné frazi, které ptispéji ke zlepseni firemni kultury pti obchod-
nich jednénich.

Hletewprory ]

V této kapitole se nau¢im:

e zakladni pravidla Gspésného firemniho jednani

¢ slovni zésobu k tématu Meeting

e psat ozndmeni o jednani

e pouzivat fraze pfi jednani — napf. vyjadiovat souhlas/nesouhlas, sdélovani nazoru,
souhlasu/nesouhlasu apod.

|
_

agenda, agree, interrupting, meeting, memo, minutes

2.1 Vocabulary

absent nepfitomny

to accomplish dosahnout

to address oslovit

to adjourn odlozit, prerusit
agenda program, porad jednani
AGM (annual general meeting) valnd hromada

to allocate rozdélit, pridélit

AOB (any other business) rizné

apologies omluva

to ballot hlasovat

24
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board of directors predstavenstvo
boardroom zasedaci sif sprdvni rady
to brainstorm hledat nové napady
casting vote rozhodujici hlas
chairperson/chair predseda

to clarify objasnit, vyjasnit
clarification objasnéni, vyjasnéni
closing remarks poznamky na zavér
to collaborate spolupracovat

to commence zacit

to comment vyjadrit se
konference porada, jednani
conference hall zasedaci sin
confidential dlvérny

consensus shoda, souhlas
deadline konény termin

to designate jmenovat, vybrat, urcit
formality formalita

grievance stiznost

guest speaker hostujici mluvci

to implement zavést, provést
mandatory povinny

minutes zapis, oficalni zprava
to motion predlozit navrh
objectives cile

opening remarks poznamky na zacatku
participant Ucastnik

proxy vote hlas v zastoupeni
punctual dochvilny

to recommend doporudit

show of hands hlasovani zdvizenim ruky
unanimous jednohlasny

vote hlas

2.2 Meetings

Many young managers still may it find difficult to encounter different meetings
with their staff members. In the following interview, the journalist is talking to a senior
manager who has a lot of experience in that field of corporate communication.

Journalist: My first question is how do managers call a meeting in businesses or are
they called to a meeting?

Senior manager: There are a number of ways that you may call or be called toa
meeting.Some meetings are announced by e-mail, and others are posted on bulletin boards.
If a meeting is announced at the end of another meeting, it is important to issue a reminder.
A reminder can also come inthe form of an e-mail or notice. Verbal announcements
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or reminders should always be backed up by documented ones. The date, location, time,
length, and purpose of the meeting should be included.

Journalist: So, what is then the second step?

Senior manager: In order to keep the meeting on task and within the set amount
of time, it is important to have an agenda. The agenda should indicate the order of items
and an estimated amount of time for each item.

Journalist: Managers’ job is to delegate different tasks. Is it possible with the mee-
tings?

Senior manager: Sure, it is. The person in charge of calling and holding a meeting may
decide to allocate certain roles to other staff members. Someone may be called upon to take
the minutes, someone may be asked to do roll call, and someone may be asked to speak on
a certain subject. This should be done either in person, or in an e-mail.

Journalist: Yes, I see. So how should a manager start a meeting?

Senior manager: Whether you are holding the meeting or attending the meeting it is
polite to make small talk while you wait for the meeting to start. You should discuss things
unrelated to the meeting, such as weather, family, or weekend plans. Following that,
once everyone has arrived, the chairperson, or whoever is in charge of the meeting should
formally welcome everyone to the meeting and thank the attendees for coming.

Journalist: How do you check that everyone is in the meeting?

Senior manager: If the meeting is a small group, it is probably unnecessary to take
attendance out loud. The person who is taking the minutes will know everyone personally
and can indicate who is present and who is absent. In a larger meeting, it may be necessary
to send around an attendance sheet or call out names.

Journalist: How do all participants know what is going to be discussed?

Senior manager: Some people who hold meetings prefer to pass around copies of the
agenda, and others will post a large copy on a wall, or use an overhead projector. No matter
which format is used, attendees should be able to follow the agenda as the meeting
progresses. Before beginning the first main item on the agenda, the speaker should provide
a brief verbal outline the objectives.

Journalist: Who should take the minutes?

Senior manager: Anyone, including you, may be assigned to take the minutes at
a meeting. Often someone who is not participating in the meeting will be called upon to be
the minute-taker.

Journalist: Does the slogan “Time is money” hold true in the meeting?

26
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Senior manager: One of the most difficult things about holding an effective meeting
is staying within the time limits. A good agenda will outline how long each item should
take. A good chairperson will do his or her best to stay within the limits. 4 Meetings

Journalist: When do managers need to turn to voting?

Senior manager: When issues cannot be resolved or decisions cannot be easily made,
they are often putto a vote. Most votes occur during meetings. Votes can be open,
where people raise their hands in favour or in opposition of the issue. In an open vote, the
results are evident immediately. Other votes, such as who should be elected to take on a
certain role, are private or closed. During private votes, attendees fill out ballots and place
them in a box to be counted. The results may not be counted until after the meeting.

Journalist: And finally, the meeting is about to end, how do you close the meeting?

Senior manager: There are different reasons why a meeting comes to an end.
Time may run out, or all of the items in the agenda may be checked off. Some meetings
will end earlier than expected and others will run late. The odd time, a meeting may be cut
short due to an unexpected problem or circumstance.

Journalist: What else should be mentioned at the end of the meeting?

Senior manager: The end of the meeting is also the time to thank anyone who has not
been thanked at the beginning of the meeting, or anyone who deserves a second thank you.
Congratulations or Good-luck can also be offered here to someone who has experi-
enced something new, such as receiving a promotion, getting married, or having a
baby. In the closing remarks, the chairperson, or participants may want to discuss the date
and time for the next meeting, when the minutes will be available, or when a decision
should be made by. This is also the time to give contact information, such as how to send
a question by e-mail or who to call regarding a certain issue.

Journalist: Thank you very much for your time!

Zdroj: Business English: Preparing for a Meeting. [online]. EnglishClub, 1997, 2013 [cit. 2013-01-21]. Dostupné
z: http://www.englishclub.com/businessenglish/meetings-preparations.htm

|

What is the typical structure of the corporate meeting?
What does the senior manager mean by the agenda?
Who looks after the minutes?

What are some of the good qualities of the chairperson?
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What happens at the end of the meeting?

2.3 Lexis
1. Complete the email and use the following expressions below:
competitors, duties, meeting, attend, expecting, make arrangements, purpose
To: jana.k@hotmail.com
cc: dana@hotmail.com; tomas@hotmail.com; nela@hotmail.com
From: peter@hotmail.com
Subject: Meeting
Hi Everyone,

We will be having a ... next Monday from 1:00 PM-3:00 PM in Room 7.All supervisors
are expected to ... . The ... of the meeting is todiscuss the upcoming trade fair. As you
probably have heard, thiscould be one of our busiest trade fairs to date. There are already
five hundred... coming to the trade fair from all European countries and even from NorthA-
merica. We are also ... some Asian representatives too. Please... to have other staff mem-

bers cover your ... duringthe meeting.
Thank you,
Peter

2. Translate the following sentences into English:

1. Dovolte, abych zahijil dnesdni poradu...

2. Prvnim bodem jednani bude...pak bude nasle-
dovat...

3. Nyni budeme hlasovat...kdo je pro, proti, kdo
se zdrzel hl asovani?

4. Ma nékdo dalsi navrhy?

5. Zapis z porady vam poslu emailem...

3. Match the words with the correct definitions?

1. absent a) the person who leads or
2. confidential b) not present

3. board of directors c) in complete agreement
4. adjourn d) due date for completion
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5. consensus e) close a meeting presides at a meeting

6. chairperson f) private

7. deadline g) group of elected members of an organi-
zation/company who meet to make decisi-
ons

8. unanimous h) general agreement

4. Translate the following statements into Czech:

1.0n the agenda today... 6.Sorry to hold the meeting up.

2. Okay everybody, thanks for coming. 7. | just wanted to see what kind of feedback
you’'ve got.

3. Just a couple of things on the agenda. 8.Anybody got anything else they want to
raise before we wrap up?

4.If we could go through them in order... 9.1 really strongly disagree.

5.Right then... let’s get down to business. 10. Any other business.

2.4 Grammar and phrases

2.4.1 AGREEING, DISAGREEING, GIVING OPINIONS, INTERRUPTING
AND SUGGESTING IN ENGLISH

Bé&hem porad Ize v anglictiné volit z celé fady jednotlivych sloves, spojeni ¢i jinych
vyrazil pro presné vyjadieni:

a) nazord: In my opinion..., in my view..., if you want to know my opinion..., the way
Iseeit..., I feel..., I think..., I believe..., I suppose..., I assume..., I guess..., it seems,
appears to me that... .

b) souhlasu: I agree..., I can go along with that..., I think we are in agreement on
that..., I share your view... .

c) nesouhlasu: I do not think it is a good idea..., I cannot go along with you there...,
I am afraid I cannot agree with you..., I am sorry but I do not agree at all...,
I absolutely disagree..., I think you are wrong... .

d) pteruseni: May I interrupt you for a moment?..., I am sorry to interrupt you...,
break in, but..., May I come in at this point?..., Excuse me, may I ask a
question?..., I do not want to interrupt, but..., I would like to add something here if 1
may..., If I might just add something here... .

d) navrhii: I would like to make a proposal..., I would like to make a suggestion..., I
suggest..., I propose..., I would like to put forward a different proposal..., Would not it
be a good idea that we..., Let us first have a look at..., Why do not we...?
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Nyni nasleduji dalsi ptiklady.

I believe we can sign the contract today.

I am afraid; I do not go along with your quotation.

Let us put forward another proposal, which you might find quite acceptable.

7]

2.4.2 GRAMMAR EXERCISES

.

. Compelete the suitbale prepositions:

1. T agree ... their price.

2. ... my opinion, you are wrong.

3. Derek, do not break ... , I need to finish my thought!

4. Could we have a vote ... it?

5. Today I would like to go ... the main points quickly, we are running out time.
2. Use the suitable word in English:

1. May I (vyrusit) ...... for a while?

2. Could we (prejit k dalsimu bodu jednani)...... ?

3. Our team has to absolutely (nesouhlasit) ...... with your proposal!
4. How is going to keep the (zapis z jednani) ...... today?

5. Now, let us have a (hlasovat) ...... on the new project!

6. Who is in (pro) ...... and who is (proti) ....... please raise your hands!
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7. (Zdrzel se nékdo hlasovani) ...... ?
8. Today we are meeting to (hledat nové napady)......
9. Please treat this information (tajng) ......

10. We have come (jednohlasng) ...... to the conclusion that we would buy another 10%
in their business.

3. Complete the minutes with the suitable word:

a) confirmed, b) commence, c¢) opinion, d) significance, e) vote, f) unanimous, g)
objected, h) opted for, i) chairman

Minutes of the meeting held at the Head Office of MacKenzie, on Jan.1

1. The ... opened the meeting, 2. ... the minutes of the last meeting andstressed the 3.
...of coming to a decision, then he asked Mrs. Susan to 4. ... the discussion by giving the
others his .... on the new project. Fortunately, everyone 5. ...a quick decision, so all parti-
cipants did not have to 6. ... on accepting the procedure in terms of implementing the new
project. No one 7. ... and shortly afterwards the 8. ... decision was taken.

A |

2.5 Speaking

1. In pairs conduct a meeting, in which you will discuss different issues. Try to
argue for and against. Give your opinion as well.

R 7]

2.6 Test

1. Bruce, the chairperson, ran out of time and he was forced to ... the conference.

e accomplish
e adjourn
e confirm
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2. Thomas will ... as soon as all of the board members take a seat.

e commence
e brainstorm
e move

3. The meeting will ... two hours.

take place
o take
break

4. In a meeting it is possible to ... that a counterpartis telling the truth by obser-
ving his/her body language.

infect
detect
effect

N

. Susan, if you have a ... please wait until Sophie has finished speaking.

e comment

implement
detent

6. Our top managers we'll be discussing this year's profits at the ...

e AOB
e AGM
e AMM

7. In her ... the chairwoman thanked everyone for doing such a good job this week.

agenda
motion

closing remarks

8. Before we ... I want to remind everyone to sign the attendance form on the way

out.
e cooperate
e collaborate
e wrap up

9. I was away on business in Turkey last month, so ... was assigned.
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® proxy-vote
e participant
e Dballot

10. The board members of AVEX Company couldn't come to a ... so they had to
hold a vote last week.

e motion
e completion
e consensus

e o]

LEXIS - EXERCISES

To: jana.k@hotmail.com

cc: dana@hotmail.com; tomas@hotmail.com; nela@hotmail.com
From: peter@hotmail.com

Subject: Meeting

Hi Everyone,

We will be having a meeting next Monday from 1:00 PM-3:00 PM in Room 7.All super-
visors are expected to attend. The purpose of the meeting is todiscuss the upcoming trade
fair. As you probably have heard, thiscould be one of our busiest trade fairs to date. There
are already five hundred competitors coming to the trade fair from all European countries
and even from NorthAmerica. We are also expecting some Asian representatives too. Ple-
ase make arrangements to have other staff members cover your duties duringthe meeting.

Thank you,
Peter

2. Translate the following sentences into English:

1. Dovolte, abych zahdjil dnes$ni poradu... Let me commence / start / begin /
open our today’s meeting...
2. Prvnim bodem jednani bude...pak bude nasle- | The first item on the agenda will be... then

dovat... will follow...
3. Nyni budeme hlasovat...kdo je pro, proti, kdo | Now, we are going to have a vote... who is
se zdrzel hl asovani? in favour, who is against, any abstentions?

33



GAINING EXPERIENCE - MEETING PEOPLE AND MAKING CONVERSATION

4. Ma nékdo dalsi navrhy?

Has anyone / does anyone have further
proposals / suggestions?

5. Zapis z porady vam poslu emailem...

| will send y ou the minutes by email...

3. Match the words with the correct definitions?

1. absent b)
2. confidential f)
3. board of directors g)
4. adjourn e)
5. consensus h)
6. chairperson a)
7. deadline d)
8. unanimous c)

4. Translate the following statements into Czech:

1. Na dnesSnim programu jednani je...

6. Omluvam se, Ze zdrZuji poradu.

2. Diky vSem, Ze jste dorazili.

7. Chtél jsem vidét, jakou mate zpétnou
vazbu.

3. Nékolik véci na program jednani.

8. Ma jesté nékdo néco, nez budeme koncit?

4. Kdybychom si je mohli projit po radé...

9. Opravdu musim velice nesouhlasit.

5. Tedy dobra... pojdme na véc.

10. Razné.

GRAMMAR - EXERCISES
1. Complete the suitable prepositions:
1. I agree with their price.

2. In my opinion, you are wrong.

3. Derek, do not break in, I need to finish my thought!

4. Could we have a vote on it?

5. Today I would like to go over the main points quickly, we are running out time.

2. Use the suitable word in English:

1. May I interrupt for a while?

2. Could we move to the next item on the agenda?

3. Our team has to absolutely disagree with your proposal!

4. How is going to keep the minutes today?

5. Now, let us have a vote on the new project!
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6. Who is in favour and who is against please raise your hands!
7. Any abstentions?

8. Today we are meeting to brainstorm.

9. Please treat this information confidentially.

10. We have come unanimously to the conclusion that we would buy another 10% in
their business.

3. Complete the minutes with the suitable word:

a) confirmed, b) commence, ¢) opinion, d) significance, e) vote, f) unanimous, g)
objected, h) opted for, i) chairman

Minutes of the meeting held at the Head Office of MacKenzie, on Jan.1 1. The 1) chair-
man opened the meeting, 2. a) confirmed the minutes of the last meeting and stressed the
3. d) significance of coming to a decision, then he asked Mrs. Susan to 4. b) commence
the discussion by giving the others his ¢) opinion on the new project. Fortunately, everyone
5. h) opted for a quick decision, so all participants did not have to 6. ¢) vote on accepting
the procedure in terms of implementing the new project. No one 7. g) objected and shortly
afterwards the 8. f) unanimous decision was taken.

TEST

1. Bruce, the chairperson, ran out of time and he was forced to ... the conference.

accomplish

adjourn
confirm

2. Thomas will ... as soon as all of the board members take a seat.

e commence
e brainstorm
e move

3. The meeting will ... two hours.

take place
e take
break

4. In a meeting it is possible to ... that a counterpartis telling the truth by obser-
ving his/her body language.
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infect
detect
effect

N

. Susan, if you have a ... please wait until Sophie has finished speaking.

e comment

implement
detent

6. Our top managers we'll be discussing this year's profits at the ...

e AOB
e AGM
e AMM

7. In her ... the chairwoman thanked everyone for doing such a good job this week.

agenda
motion

closing remarks

8. Before we ... I want to remind everyone to sign the attendance form on the way
out.

cooperate
collaborate

e wrap up
9. I was away on business in Turkey last month, so ... was assigned.

e proxy-vote

participant
ballot

10. The board members of AVEX Company couldn't come to a ... so they had to
hold a vote last week.

e motion
e completion
e consensus
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B A |

V kapitole Gaining experience — Meeting people and making conversation jsme se za-
m¢fili na oblast firemni kultury, ktera souvisi s komunikaci. Naucili jsme se, jak vést ob-
chodni jednani firmy podle pravidel, v€etn¢ ustalenych frazi, které se bézné pouzivaji pii
podobnych jednanich.
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3 CUSTOMER SATISFACTION — CUSTOMER SERVICE

[Elwenrmineomsery ]

Kapitola se vénuje principtim péce o zakaznika s cilem uspokojit jeho oc¢ekavani, pii-
padné jej pfedcit a tim si jej ziskat a nasledné udrzet.

Hlewenaprary ]

V kapitole se nau¢im:

e slovni zésobu k tématu Customer service
e zakladni principy péce o zdkaznika
e zopakuji gramatiku — napf. fradzova slovesa

_

customer, customer service, principle, satisfaction, success

3.1 Vocabulary

be tailored to

byt usity na miru

cause

zpUsobit, pfic¢ina

circumstance okolnost
conceivable myslitelny, pfipadny
condition podminka

defeat porazka, prohra
deliver dorucit, poskytovat
discover objevit, zjisit

effort snaha

encourage povzbudit, pobidnout
ensure zajistit

experience zazit, proZzit

failure neuspéch, nezdar
flawless bezvadny, bezchybny

from scratch

od zacatku

grasp

pochopit, porozumét
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implement provést
jaw sanice, Celist
manner zpUsob
measure méfrit
mission poselstvi
paramount nejdllezitéjsi
perceive vnimat
perception vnimani
primary zakladni
principle zasada
probability pravdépodobnost
provide poskytovat
recovery zotaveni, zlepseni
result in mit za nasledek
reward odmeénit, odména
satisfaction spokojenost
seamless jednolity, souvisly
seek hledat
serve slouzit
service sluzba
strive snazit se
successful Uspésny
support podporovat
trump prebit trumpfem
victory vitézstvi
wealth bohatsvi

3.2 Text

PRINCIPLES FOR COMPLETE CUSTOMER SERVICE

Ken Wallace, M. Div., CSL has been in the organizational development field since 1973.
He is a seasoned consultant, speaker and executive coach with extensive business experi-
ence in multiple industries who provides practical organizational direction and support for
business leaders. Tel:(800)235-5690 Claim your Leadership Self-Evaluation Checklist and
your 5-Day Mini-Course on how to get off your mark and into the life of your dreams, "Get
It Done By Tomorrow!" by visiting the Better Than Your Best website. http://better-
thanyourbest.com.

HERE ARE THE 15 PRINCIPLES FOR COMPLETE CUSTOMER SERVICE:

1. The primary cause of success for any organization is service to its cus-
tomers.

2. Everyone in the organization provides service for its customers, even if
they never see those customers or know their names.
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10.

1.

12.

13.

14.

15.

Perception is reality in the minds of every customer when it comes to
experiencing service satisfaction.

Every customer is different in some way from every other customer; dis-
covering and understanding these differences results in a high probability
of delivering service in a manner that is perceived to be satisfying to each
customer; service to each customer that is tailored to individual needs is
the primary objective of any successful organization.

Serve every customer as you would serve the person you most love.

Every successful organization strives to ensure that its internal systems
are designed and implemented to deliver flawless and seamless service
to every customer under all conceivable conditions and circumstances.

Service to customers is based not just on systems, processes and proce-
dures but also on personal effort and creativity of those who serve. En-
courage, support and reward personal initiative in exhibiting creative
ways to serve others both inside and outside the organization.

Successful organizations serve well those who serve customers — internal
customers (employees) are served as well as external (paying) customers;
creatively taking care of those who take care of customers is a priority.

Solicit feedback from customers at all times and then listen, especially
when it hurts.

Seek always to do it right the first time; if this is not done, then do it very
right the second time. Service recovery after initial service failure is par-
amount to grasping victory from the jaws of defeat.

Continuously measure how well customer service is translating into cus-
tomer satisfaction. Statistics tell stories — are these stories what you want
told to your customers?

Policies trump processes and procedures. All processes and procedures
should be designed and implemented in the service of the organization’s
stated reason for existence — its mission to serve its customers.

Use the Kaizen philosophy: set goals to improve everyday in every way.

Employ Lagniappe: delight customers by providing more than they ex-
pect.

Always be willing to start from scratch in thinking about how to better
serve customers. Effective customer service policies, processes and sys-
tems can be viewed as wealthproducing assets. Not every asset, however,
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can be efficiently used to turn a profit. Using the right assets in the right
way produces wealth.

Zdroj: CSM: 15 Principles for Complete Customer Service. [online]. Copyright Customer Service Manager.com,
2010. [cit. 2013-07-04]. Dostupné z: http://www.customerservicemanager.com/15-principles-for-complete-customer-ser-
vice.htm

R 7]

What is the key to success of a company in relation to customers?
What are internal systems in companies for?

What is the role of feedback in the context of customers’ service?
What is the role of Kaizen philosophy?

What is Lagniappe good for?

3.3 Lexis

1. Match the words with their explanations:

1. asset a) a small gift givento a 1.
customer by a merchant at
the time of a purchase

2. perception b) a large amount of money 2.
or valuablepossessions that
someone has

3. satisfaction c) a pleasant feeling thatyou 3.
get when you receive some-
thing you wanted, or when
you have done something
you wanted to do

4. wealth d) a belief or opinion, often 4,
held by many people and
based on how things seem

5. Lagniappe e) a useful or valuable qua- 5.
lity, skill, or person

2. Translate the following sentences into English:
1. uspokojit pfani zakaznika

2. podporovat, odménovat a motivovat za-
méstnance
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3. zavést interni systémy
4. ziskavat zpétnou vazbu od zakaznik
5. poskytovat profesionalni sluzby zakaznikim

3. Build different words in English:

Verb Noun

1.satisfy

2. service
3.implement

4.. encouragement
5.measure

6.... perception

3.4 Grammar

3.4.1 SELECTED PHRASAL VERBS IN ENGLISH

Uvod a prezentace frazovych sloves je uvedena v kapitole 4.

The sales went down by 3%.

Our marketing team caught up with the latest trends.

Luckily we pulled it off.

3.4.2 GRAMMAR-EXERCISES
4. Complete the suitable prepositions:

1. The burglars broke ... last night into our headquarters.
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2. Currently we are selling ... many discounted goods.

3. Who is going to buy ... the stocks of the whole company soon?
4. My best workers Adam and Eve never let me ...

5. Ok, we should make it ... after all this quarrel.

6. The company is gone bankrupt, we need to sell it ...

7. John was a few minutes in the company and then he made ...

8. The machine is in a terrible condition, it keeps breaking ...

5. Try to write at least three phrasal verbs for the following verbs and
translate them into Czech:

1. break ...
2. make ...
3. let...
4. sell...
5. buy...
6. Match the phrasal verbs with their explanations in English:
1. break up a) take over ownership of; of 1.
corporations and companies
2. make off b) get rid of all one's mer- 2.
chandise
3. buy up c) allow to enter 3.
4. letin d) come to an end 4,
5. sell up e) run away; usually includes 5.
taking something or some-
body along

3.5 Speaking

Summarise in pairs the main ideas for providing the best customer service.
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3.6 Test

44

off

up
down

n
up
down

down

up
n

n
off
down

n
down
off

up
off
away

1. The new computer broke ... again last week.

The burglars broke ... and stole the latest financial documents.

The biggest oil tycoon in South America is buying ... all competitors’
stocks.

The new boss did not want to let us ... and said he was too busy.

The most reliable staff workers are those who never let you ...

. After some time the negotiating teams decided to make it ... after a

protracted argument.

. At the end of the summer many shops start to sell ... their seasonal

goods.
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e down
° up
e out
8. Some Eastern-European companies buy ... some potential investors.
[ ] up
o off
e in
9. Some IT companies have gone bankrupt, so the management needs
to sell them ... at a lower price.
o off
e out
[ ] up
10. The CEO and his wife broke ... after twenty years.
e down
° up
e in

[oEa | el

3.7 Key

3.7.1 LEXIS-EXERCISES
1. Match the words with their explanations:

1. asset a) a small gift given to a l.e)
customer by a merchant at
the time of a purchase

2. perception b) a large amount of money 2.d)
or valuablepossessions that
someone has

3. satisfaction c) a pleasant feeling thatyou  3.c)
get when you receive some-
thing you wanted, or when
you have done something
you wanted to do
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4. wealth d) a belief or opinion, often 4.b)
held by many people and
based on how things seem

5. lagniappe e) a useful or valuable qua- 5.a)
lity, skill, or person

2. Translate the following sentences into English:

1. uspokojit prani zakaznika to satisfy a customer’s wish

2. podporovat, odménovat a motivovat za- to encourage, reward and motivate em-
méstnance ployees

3. zavést interni systémy to establish internal systems

4. ziskavat zpétnou vazbu od zakaznik( to get/solicit feedback from customers

5. poskytovat profesionalni sluzby zdkaznikim  to provide professional customer service

3. Build different words in English:

Verb Noun

1.satisfy satisfaction
2.serve service
3.implement implementation
4. encourage encouragement
5.measure measurement
6.perceive perception

3.7.2 GRAMMAR-EXERCISES
1. Complete the suitable prepositions:
1. The burglars broke in last night into our headquarters.
2. Currently we are selling off many discounted goods.
3. Who is going to buy.up the stocks of the whole company soon?
4. My best workers Adam and Eve never let me down
5. Ok, we should make it up after all this quarrel.
6. The company is gone bankrupt, we need to sell it up
7. John was a few minutes in the company and then he made off

8. The machine is in a terrible condition, it keeps breaking down
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2. Try to write at least three phrasal verbs for the following verbs and
translate them into Czech:

1. break up (rezejit se, rozbit, ukoncit), break down (porouchat se selhat, zhrouti se),
break off (ulomit)...

2. make off (utéci, ujet), make up (tvorit, vymyslet, vynahradit), make out (pochopit)...

3. letdown (zklamat, nechat na holi¢kéach), let off (zbavit, uvolnit, odpalit), let in (pustit
dovnitf)...

4. sell up (rozprodat), sell off (rozprodat), sell out (vyprodat)...

5. buy up (vykoupit, skoupit), buy off (podplatit, uplatit), buy in (zadsobit se,
skupovat)...

3. Match the phrasal verbs with their explanations in English:

1. break up a) take over ownership of; of  1.d)
corporations and companies

2. make off b) get rid of all one's mer- 2.e)
chandise

3. buy up c) allow to enter 3.a)

4. letin d) come to an end 4.c)

5. sell up e) run away; usually includes  5.b)
taking something or some-
body along

3.7.3 TEST
1. The new computer broke ... again last week.
o off
° up
e down

2. The burglars broke ... and stole the latest financial documents.

e in
[ ] up
e down
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3. The biggest oil tycoon in South America is buying ... all competitors’

stocks.
e down
[ ] up
e in
4. The new boss did not want to let us ... and said he was too busy.
e in
o off
e down
5. The most reliable staff workers are those who never let you ...
e in
e down
o off
6. After some time the negotiating teams decided to make it ... after a
protracted argument.
° up
o off
e away
7. At the end of the summer many shops start to sell ... their seasonal
goods.
e down
e up
e out
8. Some Eastern-European companies buy ... some potential investors.
° up
e off
e in
9. Some IT companies have gone bankrupt, so the management needs
to sell them ... at a lower price.
e off
e out
° up
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10. The CEO and his wife broke ... after twenty years.

e down
° up
e in

Kapitola se vénovala principim péce o zdkaznika s cilem uspokojit jeho o¢ekavani, pii-
padné jej ptredcit a tim si jej ziskat a nasledné udrzet. Déle jsme procvicili slovni zadsobu
k tématu Customer service, zakladni principy péce o zdkaznika a zopakovali jsme si gra-
matiku - frazova slovesa.
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4 CUSTOMER SATISFACTION - FORMAL LETTERS IN
ENGLISH

[Ellwemrvmeoprory ]

Kapitola se vénuje firemni korespondenci a jejim pravidlim, kterd jsou dllezita pro
uspéSnou firemni komunikaci v mezinarodni prostfedi a jsou prezentovana na psani ob-
chodnich dopisti. Naucime se, jak spravné strukturovat obchodni dopis, jaka se pouzivaji
osloveni, jak oddélovat jednotlivé ¢asti dopisu, jak jej spravné ukoncit apod.

Hletewprory ]

V kapitole se nau¢im:

e slovni zésobu k tématu Formal letters
e pravidla psani obchodnich dopisii

[Hlweovasiommpnoy ]

attachment, enclosure, formal letter, recipient, salutation

4.1 Vocabulary

attachment pfiloha

block format zarovnani do bloku

body hlavni ¢ast

bullets odrdazky

certified mail potvrzend, doporucena posta
coherent souvisly, jasny, srozumitelny
concise strucny

confidential dlvérny

diplomacy diplomacie

diplomatic diplomaticky

direct mail reklamni posta

double space dvojité radkovani

enclosure pfiloha

formal formalni

50




Janusz Karpeta, Martina Chylkové - CIZOJAZYCNA PRIPRAVA AJ 1

format format, struktura, usporadani

heading zahlavi

indent odsazeni

informal neformalni

inside address informace o ptijemci

justified margins zarovnané okraje

letterhead hlavicka

logo logo, emblém

margin okraj

memorandum, memo pisemné interni sdéleni

modified block format upravené zarovnani do bloku

on arrival notification, e.g. confidential oznaceni charakteru dopisu, np. divérné
apod.

postage postovné

proofread korektura, udélat kontrolu

punctuation interpunkce

reader-friendly srozumitelny pro ¢tenare

recipient prijemce

right ragged nezarovnany okraj textu vpravo

salutation osloveni

sensitive information citlivd informace

semi-block format format s odsazenymi odstavci, nezarovnany
vlevo

Sincerely s Uctou

single spaced jednoduché radkovani

Spacing radkovani

Tone charakter, ton

transitions, e.g. furthermore... prechodovy prvek v textu dopise, np. dale...

4.2 Writing a business letter

The term "business letter" makes people nervous. Many people with English as a second
language worry that their writing is not advanced enough for business writing. This is not
the case. An effective letter in business uses short, simple sentences and straight-
forward vocabulary. The easier a letter is to read, the better. You will need to use smooth
transitions so that your sentences do not appear too choppy.

Salutation

First and foremost, make sure that you spell the recipient's name correctly. You should
also confirm the gender and proper title. Use Ms. for women and Mr. for men. Use Mrs. if
you are 100% sure that a woman is married. Under less formal circumstances, or after a
long period of correspondence it may be acceptable to address a person by his or her first
name. When you don't know the name of a person and cannot find this information out
you may write, "To Whom It May Concern". It is standard to use a comma (colon in North
America) after the salutation. Itis also possible to use no punctuation mark at all.
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Here are some common ways to address the recipient: Dear Mr Powell, Dear Ms Macken-
zie, Dear Frederick Hanson:, Dear Editor-in-Chief:, Dear Valued Customer, Dear Sir or
Madam:, Dear Madam, Dear Sir, Dear Sirs, Gentlemen:, etc.

First paragraph

In most types of business letter itis common to use a friendly greeting in the first
sentence of the letter. Here are some examples: I hope you are enjoying a fine
summer., Thank you for your kind letter of January 5th., I came across an ad for your
company in The Star today., It was a pleasure meeting you at the conference this
month., I appreciate your patience in waiting for a response., etc. After your short opening,
state the main point of your letter in one or two sentences: I'm writing to enquire about...,
I'm interested in the job opening posted on your company website., We'd like to invite
you to a members only luncheon on April 5th., etc.

Second and third paragraphs

Use a few short paragraphs to go into greater detail about your main point. If
one paragraph is all you need, don't write an extra paragraph just to make your letter look
longer. If you are including sensitive material, such as rejecting an offer or informing an
employee of a layoff period, embed this sentence in the second paragraph rather than ope-
ning with it. Here are some common ways to express unpleasant facts: We regret to
inform you..., It is with great sadness that we..., After careful consideration we have
decided..., etc.

Final paragraph

Your last paragraph should include requests, reminders, and notes on enclosures.
If necessary, your contact information should also be in this paragraph. Here are some
common phrases used when closing a business letter: I look forward to..., Please
respond at your earliest convenience., I should also remind you that the next board
meeting is on February 5th., For further details... If you require more information..., Thank
you for taking this into consideration., I appreciate any feedback you may have., Enclosed
you will find..., Feel free to contact me by phone or email.

Closing

Here are some common ways to close a letter. Use a comma between the closing and
your handwritten name (or typed in an email). If you do not use a comma or colon in your
salutation, leave outthe comma after the closing phrase: Yours truly, Yours sincerely,
Sincerely, Sincerely yours, Thank you, Best wishes, All the best, Best of luck, Warm re-
gards, etc.

Writing Tips
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Use a conversational tone. Ask direct questions. Double-check gender and spelling of
names. Use active voice whenever possible. Use polite modals (would in favour of
will). Always refer to yourself as "I". Don't use "we" unless itis clear exactly who
the pronoun refers to. Rewrite any sentence or request that sounds vague. Don't forget to
include the date. Day-Month-Year is conventional in many countries; however, to avoid
confusion, write out the month instead of using numbers (e.g. July 5th, 2007)

Zdroj: EnglishClub: Learn English: Business English: Business Letters. [online]. 1997, 2013 [cit. 2013-01-29].
Dostupné z: http://www.englishclub.com/business-english/business-letterswrite.htm

R 7]

What is a business letter according to the article?

What are the main parts of a business letter in English?

What are some writing tips for a proper business letter in English?
How do you start and close a business letter in English?

What information should be included in the main body of a business letter in English?

4.3 Lexis

1. Match the words with the suitable definitions:

1. attachment a) the content of the letter; | 1)
between the salutation and
signature

2. direct mail b) a word or phrase thatin- | 2)

dicates what the text below
will be about

3. heading c) greeting in a letter 3)

4. proofread d) the set up or organi- 4)
zation of a document

5. salutation e) marketing letters 5)
addressed to alarge audi-
ence

6. format f) read through a finished 6)
document to check for
mistakes

7. body g) extra document or image | 7)

that is added to an email




CUSTOMER SATISFACTION — FORMAL

LETTERS IN ENGLISH

2. Add the opposites to the following adjectives:

1. ponderous a) public 1. 1)
2. formal b) undiplomatic 2)
3. coherent c) reader-friendly 3)
4. confidential d) prolix 4)
5. diplomatic e) informal 5)
6. concise f) incoherent 6)

3. Which word is different?

1. salutation opening sreeting closing
2. sender addressee receiver recipient
3. paragraph body section part

4. insincerely sincerely yours truthfully sincerely

4. Translate the following expressions into Czech:

1. Dear Madam

6. Please respond at your earliest convenience.

2. | appreciate your patience in waiting for a re-
sponse.

7. For further details...

3. I'm writing to enquire about...

8. Enclosed you will find...

4. We regret to inform you...

0. | look forward to...

5. After careful consideration we have deci-
ded...

4.4 Grammar

10. Sincerely yours

4.4.1 PREPOSITIONS IN BUSINESS LETTERS

V obchodni korespondenci je nutné dodrZzovat gramatickou spravnost v oblasti piedlo-

v

piedlozky v obecném pouziti,

wewvr

predlozky spojené napevno se slovesem,
piedlozky spojené napevno s podstatnym jménem,
pfedloZky spojené napevno s piidavnym jménem.

Nyni nésleduji jednotlivé ptiklady ke zminénym pravidlim.
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I went to a business trip to Amsterdam a week ago

We have not paid for the goods yet.

The acknowledgment of the order.

His company was quick in responding to our complaint.

=7l

4.4.2 GRAMMAR - EXERCISES
1. Try do guess the correct prepositions and fill them in:

Farnham Green, Warnside, Upminster, UB23. Tel: 091 8976. Fax: 091 9008. E-
mail: manhot@xx.itl www.man.itx

15 January 2013

The Sales Manager,

Melody Modes Ltd.,

Carrham, Upminster UE12.

Your Ref: KPS/C3, Our Ref: Con/13/1
Dear Sir,

Thank you for your letter ... 12 January regarding our conference facilities for your sales
convention in July this year.
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I have pleasure ... enclosing our current conference brochure and tariff. You will note
that we offer a variety ... venues inside the hotel itself, ... groups of between 20 and 150pe-
ople, ... a choice of catering facilities and with or without accommodation. This year we
are also able to arrange functions in marquees in the hotel grounds, ... a more limited range
... catering, but again with or ... hotel accommodation.

We have two lecture rooms, with audiovisual equipment - overhead projectors and video
and DVD facilities - which might be ... interest ... you. There are also product displayfaci-
lities ... the hotel.

If you require all or some ... your delegates to be accommodated ... the hotel, I recom-
mend early booking, as July is one ... our peak months. We offer 4-star accommodation,
every room ... ensuite facilities, minibar, television, personal safe, trouser press. We have
two restaurants, four bars, a fully equipped gymnasium, and an indoor/outdoor swimming
pool.

I'look forward ... hearing from you further, and I shall be happy to supply any additional
information you might require; you will be very welcome ... visit the hotel to see ...
yourself the facilities we offer.

Yours faithfully,
Hector Manning
General Manager

Enc.

Zdroj: Cambridgecollege: BUSINESS ENGLISH & LETTER WRITING. [online]. [cit.2013-01-29].Dostupné z:
http://www.cambridgecollege.co.uk/coursesattachments/blwmod1.pdf

T

4.5 Speaking

1. Repeat with your partner the main rules for writing a business letter in English.

[7]

TEST

1. Business letters should be ... and ... to read.
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simple ... easy

oversimple ... easy

complex ... ponderous

2. In business letters it is advisable to use ... voice.

imperative
e passive
active

W

. The first paragraph of a business letter should be comprised entirely of ...

a friendly greeting and stating a main point in your letter
"small talk"

personal affairs

4. The first and second paragraph...

go into greater detail about your main point

conclude your general aspect of your main point

shorten your main point

n

. The last paragraph should include ... .

plans, wishes, and goodbyes

requests, reminders, and notes on enclosures

intention, notices, and notifications

6. In a business letter, it is advisable to refer to yourself as to ...

GCThey”
GCWe”

° G‘I”

7. A(n) ... letter in business uses short, simple sentences and straightforward
vocabulary.

e competent
o effective
e impotent

8. In business correspondence it is advisable to use Mrs. if you are 100%
sure that a womanis ... .

e married
e single
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e divorced
9. Generally in business letters ... are used.

e Ms. for girls and Mr. for boys
e Ms. for women and Mr. for men
e Mrs. for all women and Mr. for men

10. It is advisable to use ... modals in a business letter.

e polite
e (irect
e indirect

]

KEY

LEXIS - EXERCISES

1. Match the words with the suitable definitions:

1. attachment a) the content of the letter; | 1)g
between the salutation and
signature

2. direct mail b) a word or phrase thatin- | 2)e
dicates what the text below
will be about

3. heading c) greeting in a letter 3)b
4. proofread d) the set up or organi- 4)f
zation of a document
5. salutation e) marketing letters 5)c
addressed to a large audi-
ence

6. format f) read through a finished 6)d
document to check for
mistakes

7. body g) extra document or image | 7)a
that is added to an email

2. Add the opposites to the following adjectives:

1. ponderous a) public 1. 1)c
2. formal b) undiplomatic 2)e
3. coherent c) reader-friendly 3)f
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4. confidential d) prolix 4)a
5. diplomatic e) informal 5)b
6. concise f) incoherent 6)d

3. Which word is different?

1. salutation opening greeting closing
2. sender addressee receiver recipient
3. paragraph body section part

4. insincerely sincerely yours truthfully sincerely

4. Translate the following expressions into Czech:

1. Vazena pani 6.Prosim dejte ndm védét co mozna nejdfive.
2.Vazim si Vasi trpélivosti ohledné odpovédi.  [7.Pro dalsi podrobnosti...

3. PiSu, abych se poptal na ... 8. V pfiloze najdete...

4.Litujeme, ale musime Vam sdélit... 9.Tésim se na...

5. Po peclivé zvazeni jsem se rozhodli... 10. S dctou

GRAMMAR - EXERCISES
1. Try do guess the correct prepositions and fill them in:

Farnham Green, Warnside, Upminster, UB23. Tel: 091 8976. Fax: 091 9008. E-
mail: manhot@xx.itl www.man.itx

15 January 2013

The Sales Manager,
Melody Modes Ltd.,
Carrham, Upminster UE12.

Your Ref: KPS/C3, Our Ref: Con/13/1

Dear Sir,

Thank you for your letter of 12 January regarding our conference facilities for yoursales
convention in July this year.

I have pleasure in enclosing our current conference brochure and tariff. You will note
that we offer a variety of venues inside the hotel itself, for groups of between 20 and 150
people, with a choice of catering facilities and with or without accommodation. This year
we are also able to arrange functions in marquees in the hotel grounds, with a more limited
range of catering, but again with or without hotel accommodation.
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We have two lecture rooms, with audiovisual equipment - overhead projectors and video
and DVD facilities - which might be of interest to you. There are also product displayfaci-
lities within the hotel.

If you require all or some of your delegates to be accommodated in the hotel, I recom-
mend early booking, as July is one of our peak months. We offer 4-star accommodation,
every room with en suite facilities, minibar, television, personal safe, trouser press. We
have two restaurants, four bars, a fully equipped gymnasium, and an indoor/outdoor
swimming pool.

I look forward to hearing from you further, and I shall be happy to supply any additional
information you might require; you will be very welcome to visit the hotel to see for
yourself the facilities we offer.

Yours faithfully,
Hector Manning
General Manager

Enc.

TEST

1. Business letters should be ... and ... to read.

simple ... easy

oversimple ... easy

complex ... ponderous

2. In business letters it is advisable to use ... voice.

imperative
e passive
active

W

. The first paragraph of a business letter should be comprised entirely of ...

a friendly greeting and stating a main point in your letter
"small talk"

personal affairs

4. The first and second paragraph...

go into greater detail about your main point

conclude your general aspect of your main point
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shorten your main point

9]

. The last paragraph should include ... .

plans, wishes, and goodbyes

requests, reminders, and notes on enclosures

intention, notices, and notifications

6. In a business letter, it is advisable to refer to yourself as to ...

‘CThey’,
‘CWe’,

° “I”

7. A(n) ... letter in business uses short, simple sentences and straightforward
vocabulary.

e competent
o effective
e impotent

8. In business correspondence it is advisable to use Mrs. if you are 100%
sure that a woman is ... .

e married
e single
e divorced

9. Generally in business letters ... are used.

e Ms. for girls and Mr. for boys
e Ms. for women and Mr. for men
e Mrs. for all women and Mr. for men

10. It is advisable to use ... modals in a business letter.

e polite
e direct
e indirect
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[ [smmiaproy ]

V kapitole Customer satisfaction — business letters jsme se zabyvali korespondenci v po-
dobé obchodnich dopist. Zaméfili jsme se na pravidla, ktera se dodrzuji pfi jejich tvorbé —
osloveni, zakonc¢eni, osnova, zkratky apod.
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5 CUSTOMER SATISFACTION - BUSINESS EMAILS

monrmmegeroy [

Kapitola se vénuje firemni korespondenci a jejim pravidlim, kterd jsou dulezita pro
uspéSnou firemni komunikaci v mezindrodni prostfedi a jsou prezentovdna na psani ob-
chodnich emaild. Naucime se, jakou slovni zasobu aplikovat pii v souasné dob¢ nejpro-
duktivngj$i formé komunikace. Zamétime se také na pouzivani zkratek, které jsou jeden
z prvkl nezbytnych pro spésné zvladnuti této formy firemni komunikace.

owerarmory ]

V kapitole se nau¢im:

e slovni zasobu k tématu Business emails
e pravidla psani obchodnich emalt
e zkratky pouZivané v mailové korespondenci

attachment, copy, email, junk mail, recipient, reply, sender

5.1 Vocabulary

@ (at) @ zavinac

afford dovolit si

appear objevit se
appropriate vhodny

attach pfipojit ptilohu
avoid vyhnout se né¢emu
bcc skryta kopie

casual pfirozeny, neformalni
cc kopie

check zkontrolovat

clear srozumitelny

copy kopirovat
courteous zdvorily

63



CUSTOMER SATISFACTION - BUSINESS EMAILS

delete smazat

dot tecka

download stahnout
efficient ucinny, schopny
forgive odpustit, prominout
formality formalnost
forward preposlat
impolite nezdvofily
include zahrnovat
initiate zahdjit

inquiry dotaz, otdzka
line radek

polite zdvofily
punctuation interpunkce
purpose ucel, cil

put sb. at ease uklidnit koho
receive pfijmout
recipient pfijemce

reply odpovédét
reply to all odpovédet vSem
run on zdlouhavy

send odeslat

send and receive odeslat a pfijmout
sender odesilatel
sentence véta

spelling pravopis

step krok

5.2 How to write a perfect professional email in English

Although emails are often seen as less formal than printed business letters, in the
business world you cannot afford to let your language appear to be informal. Email may be
faster and more efficient, but your client or business partner will not easily forgive
correspondence that is too casual. Not to fear! Read on to discover simple secrets that will

add a high level of professionalism to your English emails.

Begin with a greeting

It's important to always open your email with a greeting, such as "Dear Lillian,".
Depending on the formality of your relationship, you may want to use their family name as
opposed to their given name, i.e. "Dear Mrs. Price,". If the relationship is more casual, you
can simply say, "Hi Kelly," If you’re contacting a company, not an individual, you may
write "To Whom It May Concern:"

Thank the recipient
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If you are replying to a client's inquiry, you should begin with a line of thanks.
For example, if someone has a question about your company, you can say, "Thank
you for contacting ABC Company." If someone has replied to one of your emails,
be sure to say, "Thank you for your prompt reply." or "Thanks for getting back to me."
If you can find any way to thank the reader, then do. It will put him or her at ease, and it
will make you appear more courteous.

State your purpose

If, however, you are initiating the email communication, it may be impossible to include
a line of thanks. Instead, begin by stating your purpose. For example, "I am writing to
enquire about ..." or "I am writing in reference to ..." It's important to make your purpose
clear early on in the email, and then move into the main text of your email. Remember to
pay careful attention to grammar, spelling and punctuation, and to avoid run-on sen-
tences by keeping your sentences short and clear.

Closing remarks

Before you end your email, it's polite to thank your reader one more time as well as add
some courteous closing remarks. You might start with "Thank you for your patience
and cooperation." or "Thank you for your consideration." and then follow up with, "If you
have any questions or concerns, don't hesitate to let me know." and "I look forward to hea-
ring from you."

End with a closing

The last step is to include an appropriate closing with your name. "Best re-
gards,""Sincerely," and "Thank you," are all professional. It's a good idea to avoid closings
such as "Best wishes," or "Cheers," as these are best used in casual, personal emails. Fina-
lly, before you hit the send button, review and spell check your email one more time to
make sure it's truly perfect!

Zdroj: Englishtown: Community. [online]. [cit. 2013-01-30]. Dostupné z: http://www.englishtown.com/commu-
nity/Channels/article.aspx?articleName=184-email

jortze &

What is the main difference between a business email and a business letter?
How do you begin a business email when addressing it to a company and a friend?
What are some common expressions to be used for thanking the recipient?

How to state your purpose in a business email?
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What are some common closing remarks in a business email and how do you end it?

5.3 Lexis

1. Match the words with their definitions:

1. reply to all a) get rid of an email you do
not want

2. reply b) send a copy to someone
else

3. delete c) send an answer to the per-
son who

4. cc d) send a blind copy to

5. bcc sent an email

e) send an email you have re-
ceived to sent an email, and
everyone who

6. forward .

f) send an answer to the per-
son who received a copy of it

7. attach

g) send a document, e.g. a
picture, with an email

2. Complete missing expressions in the following email:

a) Looking forward, b) Please let me know, ¢) Thanks for, d) Please find
attached, e) forward

Petra,

1. ... your email asking for budget breakdown for our current marketing campaign. 2.
... an Excel with detailed figures for this. 3. ...
I am copying Michael and Susan in on this. Please 4. ... it to the rest of the marketing

team if you feel that is a good idea.

5. ... to your reaction.

Best wishes,

Brian

3. Explain the most common abbreviations in emails:

if you cannot read the attachment.

1. HTH a) not my problem 1.
2. FYI b) as far as | know 2.
3.FW c) to be forwarded 3.
4. NMP d) for your information 4.
5. TBF e) hope this helps 5.
6. AFAIK f) forwarded message 6.
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5.4 Grammar

5.4.1 COMPARATIVE AND SUPERLATIVE FORMS WITH ADJECTIVES

Ptidavna jména maji v anglicting tfi stupné: zdkladni tvar, druhy stupen a tfeti stupen.
Druhy stupen se tvoifi pomoci +er (faster, quicker, nicer), tfeti stupen pomoci the + est (the
fastest, the quickest, the nicest). Dlouha pfidavna jména se stupiiuji pomoci opisi, a to
slovy MORE (more interesting, more beautiful, more intelligent) a MOST (the most inte-
resting, the most beautiful, the most intelligent). V anglicting se vyskytuje nékolik vyjimek:

e good, better, best

e bad, worse, worst

o far, farther, fartherst
o far, further, furthest
e many, more, most

e much, more, most

o little, less, least

o few, fewer, fewest

V druhém stupni pii porovnavani vlastnosti predmétti pouziva anglictina slivko THAN.

V ptipadé¢, Ze srovnavame stejné vlastnosti predméti, pouziva anglictina spojeni AS ...
AS.

K dal$im mens§im zmé&nam dochazi napiiklad v téchto piikladech:

long (dlouhy) longer (delsi) longest (nejdelsi)

big (velky) bigger (vétsi) biggest (nejvétsi)

nice (hezky) nicer (hezci) nicest (nejhezci)

large (velky) larger (vétsi) largest (nejvétsi)

clever (chytry) cleverer (chytrejsi) cleverest (nejchytrejsi)
funny (legracni) funnier (legracnéjsi) funniest (nejlegracnéjsi)
dry (suchy) drier (sussi) driest (nejsussi)

thin (hubeny) thinner (hubenéjsi) thinnest (nejhubenéjsi)

Nyni nasleduji dalsi ptiklady k uvedenym pravidlim vyse.

Your last offer is better than the first one.
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This is one of the worst situations that can happen in our company.

The language in his email is less complicated than hers.

) [sawosramvoo ]

5.4.2 GRAMMAR - EXERCISES

1. Use the correct forms of the adjectives:

kW=

boring ...
smart...
old-fashioned ...
brave...
limited...

2. Complete the suitable comparative and superlative forms of the adjectives:

e

S.
6.

Our department is (big) ... than yours.

Computers are (expensive) ... than telephones.

Emails are the (cheap) ... way of modern communication.

Dealing with foreign clients may be (difficult) ... than with the ones
you know well.

This is the (quick) ... method of payment.

The (easy) ... thing to do is to forward that message as soon as possible.

3. Say which of the tips you are supposed to use and which ones you are not in

business emails:

sed to:

In business emails you are suppo- | DO! DO NOT!

mar

1. check your spelling and gram-

2. use slang or swear words

off

3. include a greeting and a sign

4. type in upper case

5. use smileys and emoticons
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6. copy every email to the whole
office

7. include proper punctuation

8. write an angry email

9. include a subject line

10. always use humour in emails

5.5 SPEAKING

1. Repeat the main rules for writing a business email in English.

R 7]

TEST

[

. Could you please ... that email you received from the boss.

forward me
forward to me

forward it to me

2.1 am so sorry but I have not obtained your ... in your last email.

e copy
e enclosure

e attachment

3. Contemporary enterprises have a system, which ... their employees' email.

e mentors
e monitors
e advises

4. At the beginning of your email message, it is common to thank for the counter-
part’s ...

e replication
e replay
e reply
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5. Businesspeople pay always attention to their businesslike language in all ...
communications.

electronics

electric

electronic

=)

. Paul was upset yesterday and sent our quotation ... to another company.

by-chance

by-accident
e by error

7. In email correspondence when you send someone a "hidden" copy of an email
it is known as:

e deceiving
e cc-ing someone
e bcc-ing someone

8. Our secretary may have ... your last email by mistake.

deleted
delete
destroyed

9. We are so sorry but your email ended up in my ... folder.

trash mail
bad mail

junk mail

10. When you send your business report to Susan, make sure to... the boss as well.

e forward
® copy
e send

] esrevea
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LEXIS

1. Match the words with their definitions:

1. reply to all a) get rid of an email you do 1.f)
not want

2. reply b) send a copy to someone 2.c)
else

3. delete c) send an answer to the per- | 3.a)
son who

4. cc d) send a blind copy to 4.b)

5. bcc sent an email e) send an email you have re- | 5.d)
ceived to sent an email, and
everyone who

6. forward . f) send an answer to the per- | 6.e)
son who received a copy of it

7. attach g) send a document, e.g. a | 7.g)
picture, with an email

2. Complete missing expressions in the following email:

a) Looking forward, b) Please let me know, ¢) Thanks for, d) Please find

attached, e) forward

Petra,

1. C your email asking for budget breakdown for our current marketing campaign. 2. D

an Excel with detailed figures for this. 3. B if you cannot read the attachment. I am
copying Michael and Susan in on this. Please 4. E it to the rest of the marketing team if you
feel that is a good idea.

5. A to your reaction.

Bests wishes,

Brian

3. Explain the most common abbreviations in emails:

1. HTH a) not my problem l.e)
2. FYI b) as far as | know 2.d)
3. FW c) to be forwarded 3.1)
4. NMP d) for your information 4.a)
5. TBF e) hope this helps 5.¢)
6. AFAIK f) forwarded message 6. b)

GRAMMAR-EXERCISES

1. Use the correct forms of the adjectives:

1.

boring ...more, the most boring
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smart...smarter, the smartest

old-fashioned ...more old-fashioned, the most old-fashioned
brave...braver, the bravest

limited...more limited, the most limited

nbkh D

2. Complete the suitable comparative and superlative forms of the adjectives:

1. Our department is bigger ... than yours.
2. Computers are more expensive ... than telephones.
3. Emails are the cheapest ... way of modern communication.
4. Dealing with foreign clients may be more difficult ... than with the ones you know
well.
5. This is the quickest ... method of payment.
6. The easiest ... thing to do is to forward that message as soon as possible.

3. Say which of the tips you are supposed to use and which ones you are not in
business emails:

In business emails you are suppo- | DO! DO NOT!

sed to:

1. check your spelling and gram- DO

mar

2. use slang or swear words DO NOT

3. include a greeting and a sign DO

off

4. type in upper case DO NOT

5. use smileys and emoticons DO NOT

6. copy every email to the whole DO NOT

office

7. include proper punctuation DO

8. write an angry email DO NOT

9. include a subject line DO

10. always use humour in emails DO NOT
TEST

1. Could you please ... that email you received from the boss.

forward me

forward to me

forward it to me

2.1 am so sorry but I have not obtained your ... in your last email.
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e copy
e enclosure

e attachment
3. Contemporary enterprises have a system, which ... their employees' email.

e mentors
e monitors
e advises

4. At the beginning of your email message, it is common to thank for the counter-
part’s ...

e replication
e replay
e reply

5. Businesspeople pay always attention to their businesslike language in all ...
communications.

electronics

electric

electronic

[=))

. Paul was upset yesterday and sent our quotation ... to another company.

by-chance

by-accident

by error

7. In email correspondence when you send someone a "hidden" copy of an email
it is known as:

deceiving
e cc-ing someone

bcc-ing someone
8. Our secretary may have ... your last email by mistake.

deleted
delete
destroyed

9. We are so sorry but your email ended up in my ... folder.

trash mail
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e bad mail
e junk mail

10. When you send your business report to Susan, make sure to... the boss as well.

e forward
¢ Copy
e send

[ [swmmisproy ]

V kapitole Customer satisfaction — business emails jsou shrnuta pravidla pro spravné
psani obchodnich maill, které jsou momentalné vyznamnym prostiedkem firemni komu-
nikace. Zaméfili jsme se na slovni zasobu a jevy, které je nezbytné ovladat pro Gspésné
zvladnuti tohoto zpiisobu komunikace.

|
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6 JOB INTERVIEWS AND CAREER - JOB APPLICATION

monrmmegeroy [

Tato kapitola se bude zabyvat problematikou pracovnich inzeratl, zvladnuti odpovédi
na pracovni inzerat, a také zvladnuti standartnich situaci a nejpotiebnéjsi slovni zasoby
z oblasti pracovniho pohovoru, v€etné vzorovych otdzek. Zamétime se na techniky a tipy
pro uspésné zvladnuti pracovniho pohovoru jak verbalniho, tak neverbalniho charakteru.

A =

Po nastudovani kapitoly budu umét:

o Usp&sné piedist a reagovat na inzerat v anglickém jazyce,

e Zvladnout potifebnou slovni zasobu a fraze z oblasti pracovniho pohovoru,

e Techniky a tipy, které pfispéji k uspéSnému zvladnuti pracovniho pohovoru,
e Nastuduji zékladni otazky pouzivané pfi pracovnich pohovorech.

. |
_E

application, applicant, apply for a job, gesture, strength, weakness

6.1 Vocabulary

agree souhlasit

agreement dohoda, souhlas
appear zdat se, jevit
approach pristup

attentive pozorny

breathe dychat

calm klidny

confident sebejisty, sebevédomy
cross one’s arms kfizit paze
defensiveness branéni, obrana
demonstrate ukazat, demonstrovat
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disappear zmizet
emphasize zdUraznit
engaged zapojeny, angazovany, zaujaty
eye contact ocni kontakt
firm pevny, jisty
gently pozvolné, mirné, lehce
gesticulate gestikulovat
grin Sklebit se
handshake podani ruky
impression dojem
intense silny, prudky, ostry
joker vtipalek
limp-wristed slaby, chaby
nervous nervozni
nod kyvnout
overdo prehnat
pitch vyska, poloha (hlasu)
posture drzeni téla
prevent vyhnout se, zamezit, zabrénit
properly vhodné, patficné
provoke zlobit, drdzdit, provokovat
rapport vztah
relaxed uvolnény
rush spéchat, hnat se
sprain vyvrtnout, vymknout
stare zirat, civét
strength silna stranka
subtly jemné, nepatrné
unnerving nervujici, deptajici, zdrcujici
upright vzpfimené, rovné
weakness slaba stranka
wrist zapésti
6.2 Text

TEN ESSENTIAL INTERVIEW TACTICS

1. Don’t sit down until invited, and when you do, sit with an upright posture. This helps
you to appear attentive and engaged in the conversation. It also helps you breathe
properly too.

2. Smile, most of the time. Don’t grin like the Joker; smile naturally! Smiling suggests
that you’re relaxed, confident, and that you want to be there!
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3. Return a firm handshake — but not too firm. Spraining the interviewer’s wrist is a
bad start. A firm handshake shows strength of character. A limp-wristed handshake
will leavea bad impression.

4. Relax... or appear to be relaxed. Breathe like you normally do. Easier said than done,
when you’re nervous.

5. Try to remember to not sit with your arms crossed — this will suggest defensiveness
and it could change the approach your interviewer takes towards you. It’s surprising
how easy it is to forget, and cross your arms in an unnerving situation.

6. Gently gesticulate (move your hands to emphasize your words) as this helps inter-
viewers remember what you say.

7. Keep up eye contact with interviewers but don’t stare! Some people find this a bit
intense and can provoke a nervous response.

8. Speak clearly, and don’t rush your sentences. This will prevent your voice from rai-
sing its pitch and you appearing nervous.

9. Mirror your interviewer’s posture subtly as it demonstrates agreement. It’s a tactic
that can help develop rapport.

10. Nod your head regularly to show agreement — gently though. Don’t overdo the nod-
ding!

Zdroj: SimonStapleton.com: 10 Essential Body-Language Tactics for your Interview. [online]. Simon Stapleton,
2012. [cit. 2013-07-04]. Dostupné z: http://www.simonstapleton.com/wordpress/2010/04/14/10-essential-body-language-
tacticsfor-your-interview/

N 7]

What are non-verbal tips for a successful job interview?

What are verbal tips for a successful interview?

What signals should an applicant send to the interviewer?

What signals should an applicant avoid during the job interview?

What are some other mistakes an applicant should avoid during the job interview?
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6.3 Lexis

7. Which of the phrases are used for asking for clarification (A), play-
ing for time (B), structuring your answer (C), giving concrete
examples (D), and validating your answer (E)?

1. That is a very inetresting question ...

2. 1 am sorry, could you expand on what you
mean by ...

3. Let me give you an example of what | mean ...
4. Is that what you wanted to know? ...

5. I would like to answer your question in the
following way...

8. Translate the following sentences into English:

1. Zajimam se o ..., jsem hrdy na ...dokazu si 6. Mam zkusenosti s podobnou praci.

predstavit ...

2. Jsem dobry v ..., budu pfinosem pro firmu. 7. Firmé md{zu nabidnout ...

3. Umim zvladnout stres..., dokazu fidit tym 8. Ucim se rychle.

lidi.

4. Mezi me silné stranky patti ... 9. Rad absolvuji Skoleni a dalsi vzdélavaci pro-
gramy.

5. Toto nepovazuji za mou slabou stranku. 10. Mam logické mysleni, jsem spolehlivy, do-

chvilny a rad resim problémy.

9. Which word is different?

1.confident self-assured assertive unconfident
2.concentrating heedless focused attentive
3.frown beam smile smirk
4.defensive self-protective aggressive self- justifying

10. Write nouns to the following verbs:

verb noun

1.to approach

2..... invitation
3..torelax

4... emphasis
5..to refuse

6.... suggestion
7.to demonstrate

8.to accept
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6.4 Grammar

6.4.1

REVIEW OF TENSES 2

V anglictin€ jsme se jiz seznamili se zakladnimi pravidly tvoreni a pouziti ¢asii.V nésle-

tvoteni a pouziti budouciho Casu.

e

Cas

Budouci prosty (will)
Future simple

Budouci prosty
(going to) Future
simple

Budouci pribéhovy
(Future progressive)

Predbudouci prosty
(Future perfect sim-

ple)

Pfedbudouci priibé-
hovy (Future Perfect
Progressive)

Priklad kladna véta,
zapor, otazka

| will be in myoffice. |
won’t be in my office
Will you be in your
office?

| am going to buy
some shares. I'm not
going to buy some
shares. Is he going to
buy some shares

| will be waiting. |
won’t be waiting.
Will you be waiting?

He will have spoken.
He won’t have spo-
ken. Will he have
spoken?

You will have been
waiting for hours
when... You won't
have been waiting
for more than 3
hours when... Will
you have been
waiting for more
than 3 hours ... when
he finally arrives?

v

wewvr

Kdy se pouziva

Udalosti v budouc-
nosti. Pfedpoklady a
odhady. Spontanni
rozhodnuti.

Pevna rozhodnuti,
odhodlani Typicky
véty, které by v € za-
¢inaly "Chci ...","Hod-
[dm ...", "Mam v
umyslu ...".

Udalost, ktera bude
probihat v budoucnu,
v pfesné daném oka-
mziku. Uddlost, kek-
teré zcela jisté brzy
dojde.

Totéz jako predpfi-
tomny pro déje ode-
hravajici se pred bu-
doucim déjem nebo
bodem v budouc-
nosti. NejCastéji ve
vétach typu: "Zitra to
bude 5 let...". V praxi
malo pouZivany.
TotéZ jako predpfi-
tomny, ale ve vztahu
k budouci ¢asové ro-
viné. V praxi velmi
malo pouzivany.

Typicka ¢asova urceni

tomorrow, in 2120, in
20 minutes, next
week/month/year/Tu-
esday

Tomorrow, in 2120, in
20 minutes, Next
week/month/year/Tu-
esday

tomorrow, in 20 mi-
nutes, next
week/month/year/Tu-
esday

by Tuesday, in a week

when, by the time, for
..., the last couple of
hours, all day long

Zdroj: Ajslovicka.cz: Anglické casy — preklady. [online]. Anglicka slovicka, 2011 - 2013. Dostupné z:
http://www.ajslovicka.cz/clanky/anglicke-casy-prehled.html
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Nyni nasleduji dalsi ptiklady k vySe uvedenym frazim.

Paul will travel a lot in my new job.

They they will send them the invitation to the coming conference.

We will have not finished the job in a week.

6.4.2 GRAMMAR-EXERCISES
Select the correct tense:
. T........... learn German for ten years now.

2. But last year I (not / work) ........... hard enough for German, that is why my
marks(not / be) really that good then.

3. As I (pass / want) ........... my German exam successfully next year, I (study)
........... harder this term.

4. During my last summer holidays, my parents (send) ........... me on a language-
course to Berlin.

5. Tt(be)........... great and I (think) ........... I (learn) ........... a lot
6. BeforeI(go)........... to Berlin, I (not / enjoy) ........... learning German.
7. ButwhileI(do)........... the language course, I (meet) ........... lots of young people

from all over the world.

8. There I (notice) ........... how important it (be) ........... to speak foreign languages-
nowadays.
9. Now I (have) ........... much more fun learning German than I (have) ........... be-

forethe course.
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10. At the moment I (revise) ........... German grammar.

11. And I (begin / already) ........... to read the texts in my German textbooks again.

12. I (think) ........... I(do)........... one unit every week.

13. My exam (be) ........... on 1 June, so there (not/be) ........... any time to be lost.

14. If I (pass) ........... my exams successfully, I (start) ........... an internship in Octo-
ber.

15. And after my internship, maybe I (go) ........... back to Berlin to work there for a
while.

16. As you (see/can) ........... , I (become) ........... a real Berlin fan already.

6.5 Speaking

Enact a short dialogue in pairs, in which you will train the ten tips regarding the suc-
cessful job interview from the introductory article.

7]

6.6 Test
1. I...for many different jobs.
e have applied
e applied
e was applied
2. This month, we ... several new job vacancies.
e have considered
e are considering

e considered
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3. Timothy ... his new job next month.
starts
has started
is starting

4. 1Itis more than obvious that hiring the new CEO ... a positive impact
on on the growth of the company.

had had
has had
is having
5. The part of the new employment contract is currently ...
negotiating
being negotiated
negotiating

6. The outcome of the first round of the job interview ... known until
next week.

will be
1s not
will not be

7. The new job advertisement ... attract new potential employees, I
think we should change it a bit.

does not
did
does
8. This job is an opportunity ... more directly with potenial customers.
connecting

to connect
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e connect

9. The human resources department ... various job interviews on a
daily basis.

e is organising
e organised
e organises

10. The three successful canditates ... by the top management next Mon-
day.

e are being appointed
e will have been appointed

e will be appointed

e o]

6.7 Key

6.7.1 LEXIS-EXERCISES

1. Which of the phrases are used for asking for clarification (A), pla-
ying for time (B), structuring your answer (C), giving concrete
examples (D), and validating your answer (E)?

1.That is a very inetresting question . B
2.1 am sorry, could you expand on what you A
mean by ...

3.Let me give you an example of what I mean C

4.1s that what you wanted to know? E
5. I would like to answer your question in the
following way...

ve]

2. .Translate the following sentences into English:

1. lam interested in ..., | am proud of ...I can 6. | have experience with similar work.
imagine ...
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2.lam good at ..., | will be beneficial for the
company.

3.l can handle the stress..., | can manage a
team of people.

4. My strenghts are ...

5. 1 do not consider this my weakness.

3. Which word is different?

7. | can offer the company ...
8. I learn quickly .

9. | like attending/completing training and
other educational programmes.

10. | have a logical mind, | am reliable,
punctual and | like solving problems.

1.confident self-assured assertive unconfident

2.concentrating heedless focused attentive

3.frown beam smile smirk

4.defensive self-protective aggressive self- justifying
4. Write nouns to the following verbs:

verb noun

1.to approach approach ...

2.toinvite... invitation

3.to relax relaxation

4.to emphasize... emphasis

5.to refuse refusal....

6.suggest... suggestion

7.to demonstrate demonstration ...

8.to accept acceptance

6.7.2 GRAMMAR-EXERCISES

1. Select the correct tense:

1. T have been learning German for ten years now.

2. But last year I was not working hard enough for German, that is why my marks(not

/ be) really that good then.

3. As I want to pass my German exam successfully next year, [ am going to study-

harder this term.

4. During my last summer holidays, my parents sent me on a languagecourse to Berlin.

5. It was great and I think I have learned a lot.

6. Before I went to Berlin, I had not enjoyed learning German.
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7. But while I was doing the language course, | met lots of young people from all over
the world.

8. There I noticed how important it is to speak foreign languagesnowadays.

9. Now I have much more fun learning German than I had beforethe course.

10. At the moment I am revising German grammar.

11. And I have already begun to read the texts in my German textbooks again.

12. I think I will do one unit every week.

13. My exam is on 1 June, so there is not any time to be lost.

14. If I pass my exams successfully, I will start an internship in October.

15. And after my internship, maybe I will go back to Berlin to work there for a while.

16. As you can see, | have become a real Berlin fan already.

6.7.3 TEST
1. I...for many different jobs.

e have applied
e applied
e was applied

2. This month, we ... several new job vacancies.
e have considered
e are considering
e considered

3. Timothy ... his new job next month.
e starts

e has started
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is starting

4. Itis more than obvious that hiring the new CEO ... a positive impact
on on the growth of the company.

had had
has had
is having
5. The part of the new employment contract is currently ...
negotiating
being negotiated
negotiating

6. The outcome of the first round of the job interview ... known until
next week.

will be
is not
will not be

7. The new job advertisement ... attract new potential employees, I
think we should change it a bit.

does not
did
does
8. This job is an opportunity ... more directly with potenial customers.
connecting
to connect
connect

9. The human resources department ... various job interviews on a
daily basis.
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e is organising
e organised
e organises

10. The three successful canditates ... by the top management next Mon-
day.

e are being appointed
e will have been appointed
e will be appointed
]
V kapitole Job interview — Job application jsme se zaméfili na pribéh piijimaciho fizeni
od hledani vhodné pozice az po vlastni pohovor u budouciho zaméstnavatele. Naucili jsme

se slovni zasobu, kterd je dulezita pro uspésné zvladnuti pohovoru. Vénovali jsme se také
komunikaci neverbalni. Nastudovali jsme tipy jak uspét pfi zadosti u zamé&stnani.

L]
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7 JOB INTERVIEWS AND CAREER - CV

[[renimme oy ]

Kapitola se zamétuje na uspeSné zvladnuti vytvotit vlastni Zivotopis, ktery je nedilnou
soucasti pfijimaciho procesu.

Cofoweworor ]

V kapitole se nau¢im:

e jak spravné vytvofit a ¢lenit Zivotopis
e jak spravné prezentovat sviij Zivotopis v anglickém jazyce
e naucim se Cist v pracovnich nabidkach

o klast otazky

[ [eomssiommpmmory ]

cv, degree, education, experience, part — time job, qualification, skill

European Sales Director

Salary: EUR 55.000

Location: Prague, Czech Republic

Age range: 35-50

Qualifications: Qualified T specialist preferred

Degree in IT or Business Administration or
similar Good level in two European lan-
guages, incl. English and Czech
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Are you motivated, enthusiastic and flexible? Based in London, we area leading British
manufacturer of computer equipment. We are looking for someone with wide experience in
the computer industry to manage our new East-European sales operation. You should have
at least 5 years in the computer industry, of which five years in management. Please e-mail
CV and covering letter to jobs@computernet.com.

Dear Sir or Madam

I am writing to apply for the post of European Sales Director advertised on your website.
I am 46 years old, British, with an IT degree from the University of Manchester (1989),
and a Master in Business Administration from the University of London (2002).

I joined my present company, TOP Computers, in 1997. After two years as Marketing
Manager for Ireland, I moved to Munich to take up my present position as Regional Direc-
tor for Eastern Europe. Before joining TOP Computers I was in charge of several subsidi-
aries at New Computers, where I spent six years. I also have four years’ experience as a
computer specialist, first with IBM, then with Microsoft.

Concerning my language ability, I am fluent in English and German, and I am currently
following an intensive course in Czech. I am hard-working, creative, and ambitious, and
after a number of years with the same company, I would appreciate the opportunity of a
new challenge.

I look forward to hearing from you

Yours faithfully

George Middleborough

V textu ,,Applying for a job* dopliite vhodnou slovni zasobu:

This year I am finishing my university studies at the University of ... I would like to
apply for a post with your company... My work experience is... I have had an internship
with... I have worked part-time... My knowledge is... My skills are... I command... I
can... [ am capable of ... My qualities are... My strength is... [ am good at... I look forward
to hearing from you... Do not hesitate to contact me immediately... [ will be available on...
I appreciate your...

provoocesroew  |[f]
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7.1.1 SLOVNi ZASOBA K TEXTU “APPLYING A JOB”

Nyni nasleduje slovni zasoba k tématu ,,applying for a job”. Jako prvni v poradi uvad-

sime anglicky vyraz, za nimz nasleduje jeho ¢esky ekvivalent.

Ability schopnost

Aplicant uchazec

Candidate kandidat

Fixed term contract of employment smlouva na dobu urcitou
Degree titul

Duties povinnosti

Employment zaméstnani

Indefinite contract of employment

smlouva na dobu neurcitou

Job application

Zadost o praci

Knowledge znalosti
Overtime prescas
Probation period zkuSebni doba
Qualified kvalifikovany
Remuneration odménovani
Salary plat

Sick leave nemocenska
Skills dovednosti
Strenght silna stranka

To apply for a post

uchéazet se o misto

To advertise

vypsat inzerat

To attend the interview

zUcasnit se pohovoru

To invite candidates for the interview

pozvat kandidaty k pohovoru

To make a final selection

provést zavérecny vybér

To perform tasks

vykonavat ukoly

To shortlist

byt zafazen do uzsiho vybéru

To terminate the contract

ukoncit smlouvu

To work full time

pracovat na plny Gvazek

To work part time

pracovat na ¢astecny Uvazek

Vacation leave

dovolena

Work experience

pracovni zkusenosti

Zlowaer ]

7.1.2 OTAZKY K TEXTU ,,APPLYING A JOB*

It is well-paid?

b=

need?

What job is it for?

Where will the person work?
What qualifications, experience, and personal qualities will the person
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5. Ifyou are interested in the position, what do you have to do?
|
7.1.3 ODPOVEDI K TEXTU ,,APPLYING A JOB*

Complete the answers to the questions above:

Rl Bl Il B e

7.2 Lexikon

e

7.2.1 CVICENI K LEXIKONU

Select the correct word:

1. We emphasis on work experience in a foreign coun-
try.
e make
o lic
e put
2. In the job advertisement knowledge of two foreign languages is
e need
e required
e offered
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3. The applicants should interest in the advertised
job.
show
motivated
prove
4. We offer a
good paid job
best paid job
well paid job
5.1 promotion important.
treat
feel
consider
6. We expect our job applicants to be
high motivated
highly enthusiastic
discouraged
7. Tcould the following abilities and skills.
carry
utilize
suit
8. Our team is support, encouragement and reinforce-
ment.

looking after
looking up
looking for

9. 1 have already handed in my notice and I would like to
better promotion opportunities and career develop-

ment.

posses
perform
find
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What is the most suitable word?

1. Brian O’Neill can his knowledge in the IT depart-
ment.
e prove
e dispose
e manifest
2. We are going to this order with the Irish company.
e put
e place
e change
3. Weattach to reliability and powers of self-assertion
e value

e significance
e importance

N [

7.2.2 KLiC K LEXIKONU

1. We emphasis on work experience in a foreign coun-
try.

e make

o lic

e put

2. In the job advertisement knowledge of two foreign languages is

e need
e required
e offered

3. The applicants should interest in the advertised
job.

e show
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e motivated
e prove

4. We offer a

e good paid job
e Dbest paid job
e well paid job

5.1 promotion important.

e ftreat
o feel
e consider

6. We expect our job applicants to be

¢ high motivated
e highly enthusiastic
e discouraged

7. Tcould the following abilities and skills.
e carry
e utilize
e suit
8. Our team is support, encouragement and reinforce-
ment.

e looking after
e looking up
e looking for

9. I have already handed in my notice and I would like to
better promotion opportunities and career develop-

ment.
® posses
e perform
e find

What is the most suitable word?

10. Brian O’Neill can his knowledge in the IT depart-
ment.
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e prove
e dispose
e manifest

11. We are going to this order with the Irish company.
e put
e place
e change

12. We attach to reliability and powers of self-assertion
e value

e significance
e importance

7.3 Grammar

D

7.3.1 GRAMMAR EXERCISES

Andrew Kowalski, a businessperson working for DEF Company, is answering que-
stions about his recent business trip. Make the questions and use the past simple verb
forms: What? Why? What time? Who? When? How? Where?

Example: I did my job. — Did you do your job?

1. Istayed at the Bavarian Inn Hotel.

2. Tarrived on Wednesday.

3. 1 visited Dietrich Moller.

4. Itravelled by car.

5. Thire a car because the headquarters of the company was 45 km outside the
city centre.
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6. We discussed a renewal of the existing contract.

7. Tarrived back yesterday in the afternoon.

8. I started work this morning at 8.30.

9. I called Dietrich Mooler at 10.45.

10. He signed the contract with our company yesterday.

Select the most suitable verb form:

1. Have you ever in the same line of business before?
a) work
b) working
c¢) worked
2. This is the shortest business trip I made.

a) have never
b) have ever
c) sometimes

3. “Do not forget the cover letter!” — it.

a) I’ve already posted
b) I posted
c¢) I am posting

4. Have your business partners to London?

a) ever be
b) ever been
c¢) never been

5. Thave just the report for the coming business mee-
ting tomorrow.

a) to finish
b) finished
¢) finishing
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6. The budget for our department yet.

e a) haven’t been brought forward
e b) hasn’t been brought forward
e ¢) wasn’t brought forward

7. Our company in this region for years.

e a) operates
e D) have been operated
e ) has operated

8. “Where is the CEO?”- “I reckon he’s to the head
office.
e a)been
e b) gone
e ¢C)come
9. Patricia — our human resources manager - in New
York all her life.

e a)is working
e b) has worked
e ¢) works

7.3.2 KLIiC KE GRAMATICE

oo o]

Andrew Kowalski, a businessperson working for DEF Company, is answering que-
stions about his recent business trip. Make the questions and use the past simple verb
forms: What? Why? What time? Who? When? How? Where?

Example: I did my job. — Did you do your job?.

Where did you stay? | stayed at the Bavarian Inn Hotel.

When did you arrive? | arrived on Wednesday.

Who did you visit? | visited Dietrich Moller.

How did you travel? | travelled by car.

Why did you hire a car? | hired a car because the headquarters of the
company was 45 km outside the city centre.
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What did you discuss?

We discussed a renewal of the existing con-
tract.

When did you arrive back?

| arrived back yesterday in the afternoon.

When did you start work?

| started work this morning at 8.30.

What time did you call Dietrich Moller?

| called Dietrich Moller at 10.45.

When did sign the contract?

He signed the contract with our company yes-
terday.

Select the most suitable verb form:

Have you ever

a) work
b) working
c) worked

2. This is the shortest business trip I

a) have never
b) have ever
c) sometimes

3.

a) P’ve already posted
b) I posted
¢) [ am posting

4. Have your business partners. . . ... ...

a) ever be
b) ever been
c¢) never been

5. Thavejust...........
tomorrow.
e a) to finish
e b) finished
e ¢) finishing

6. The budget for our department

a) haven’t been brought forward
b) hasn’t been brought forward
c) wasn’t brought forward

98
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in the same line of business before?

(13

to London?

the report for the coming business meeting
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7. Ourcompany........... in this region for years.

e a) operates
e D) have been operated
e ) has operated

8. “Where is the CEO?”- “I reckon he’s........... to the head office.
e a)been
e b)gone
e C)come
9. Patricia — our human resources manager-.......... in New York all
her life.

e a)is working
e b) has worked
e c¢) works.

D

Read the following CV and answer the questions below:
CURRICULUM VITAE

Name: Paula Argenti

Date of birth: 1 st February 1973

Nationality: Italian

Marital status: Married

QUALIFICATIONS

1987 Obtained Degree in Human Resources, University of Bologna

1994 Obtained Diploma in Marketing Studies— London Institute of Marketing (2-year
correspondence course)

PROFESSIONAL EXPERIENCE

1987 — 1989 University of London BusinessSchool Research scientist in Business
Studies
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1989 — 1991 European Commission, Brussels, Participated in European Community
Business Development Programme, coordinating and financing projects between business
in in the UK and other European companies.

1991 — 1998 IT Computers, Milan, Italy As Head of Subsidiary (3 years), I was respon-
sible for the development of a new range of IT products. I then worked as Marketing Ma-
nager for Italy (4 years).

1998 — now IT Technologies, Paris IT Technologies sells IT products over the Internet.
I joined the company as an IT consultant. Since 2000 I have been Marketing Manager for
Europe.

LANGUAGES

English / Italian (native speaker)
French (fluent)

INTERESTS

Skiing, tennis, Modern European literature, architecture

1. What is the applicant’s name and professional background?
2. Describe and stress the main career achievements.

3. What work experience does he have?

4. What languages does she command?

5. What are her hobbies and interests?

[]lerovoncesromen ]

Po zodpovézeni otdzek se pokuste sami hovofit o pani P. Argenti. Potom se pokuste
zformulovat vas vlastni zivotopis. Mizete pouzit nékterych bodl ze samostatného ukolu 2.

o sawosramvarar ]

Dopliite své vlastni idaje a vytvorte sviij Zivotopis: Complete your CV data:
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PERSONAL DATA
SURNAME:

FIRST NAME:

ADDRESS:

PRIVATE PHONE NUMBER:
COMPANY PHONE NUMBER:
DATE OF BIRTH:

PLACE OF RESIDENCE:
FAMILY STATUS:
EDUCATION: SCHOOLS,
WHICH I HAVE ATTENDED:

FORMER JOBS:

T

Complete the sentences below with the adjectives from the box. If necessary, use
the English-Czech dictionary.

Sensitive  outgoing good with figures  patient energetic ambitious
adaptable attentive to detail creative persuasive

1. Paul just refuses to use the new software program. He’s not at all ..................
2. Peter never corrects his spelling mistakes in emails. He’s not
3. Eva’s not good at coming up with original ideas. She isn’t really a
.............. person.
4. Brian’snot interested in getting a better-paid job. He’snot at all

6. David never wins arguments in negotiations with our boss. He’s not a
.......... person.
7. Diana’s always tired, even first thing in the morning. She’snot very
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8. Daniel can’t work out 5 + 5 without a calculator! He’s not ..................

9. Olivia always says the wrong thing and gets people angry. She isn’t a
....... person.

10. Paula often gets angry with her boss. She isn’t very ..................

7] e

1. Paul just refuses to use the new software program. He’s not at all adaptable.

2. Peter never corrects his spelling mistakes in emails. He’s not attentive
to detail.

3. Eva’s not good at coming up with original ideas. She isn’t really a cre-
ative person.

4. Brian’s not interested in getting a better-paid job. He’s not at all am-
bitious.

5. Patrick never speaks to anyone. He just sits in his office. He isn’t at all
outgoing.

6. David never wins arguments in negotiations with our boss. He’s not a
persuasive person.

7. Diana’s always tired, even first thing in the morning. She’s not very
energetic.

8. Daniel can’t work out 5 + 5 without a calculator! He’s not good with
figures.

9. Olivia always says the wrong thing and gets people angry. She isn’t a
sensitive person.

10. Paula often gets angry with her boss. She isn’t very patient.

CVICENI 1

Prepare the most suitable answers to the following questions, which are very likely to
appear during the job interview:

What experience do you have that relates to this position? Describe how your skills and
education match the job requirements.

Answer Tip: Be sure your answer includes many of the skills listed in the job description.

What are your strengths and weaknesses?
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Answer Tip: Prepare at least 3 to 5 examples. (At the actual interview, choose one or
two that feel appropriate.) Focus on professional strengths that relate to the position. Don’t
feel you have to gloss over a weakness, but do explain how you’re addressing it.

Tell me about yourself.

Answer Tip: Don’t discuss any personal topics. Talk about aspects of your background
that relate to the job, and that would make you a good fit.

Why do you want to work for this organization? Why are you interested in this position?

Answer Tip: Research the organization in advance and use the research in your answer.
It's important to know basics about the organization. Interviewers also want to know you’re
excited about the position, so show enthusiasm for it!

Tell me about a project or challenge that didn’t go well, and how you handled it.

Answer Tip: This is a big one. Expect to be asked this question. Be prepared to tell a
story about a real challenge.

Here are some further questions, which occur in the interview:
What motivates you?

Why did you choose this career?

How do you work under pressure or stress?

What do you consider your greatest achievement?

Tell me about a mistake you made and what you learned from it.
Give me an example of your organizational skills.

What's most creative idea you’ve ever had?

How will you evaluate your success after you graduate?
Describe your work ethics.

Tell me about someone you have a lot of respect for.

Give me an example of a time you learned something new.
What does diversity mean to you?

Give me an example of a time you provided excellent customer service.

What do you like best about our company/organization?
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What do you think would be most challenging about this position? Most rewarding?
What five adjectives best describe you?

Why did you choose the major you did?

Give me an example of a time you worked on a team and what role you played.
Give me an example of a time you set a goal at work or in school.

How did you accomplish your goal?

Were you satisfied with the outcome?

Tell me about extracurricular activities you participated in, what role you played, and
what you gained from them.

Tell me about a situation where you had to resolve a conflict with another person.
What did you like most about your previous job? Least?
Describe your work style. What work environment best suits you?

Describe the best supervisor you’ve ever had. If you could make one suggestion to that
supervisor, what would it be?

If I called a previous supervisor or a professor, what would they say about you? What
would they say are areas you could improve in?

What are your short- and long-term career goals? What are you doing to achieve those
goals?

Where do you want to be in 3 to 5 years?!

CVICENI 2

Read the following job advertisement and prepare an appropriate response in a written
form and apply for the specified job:

OFFICE MANAGER — Full or Part Time

P'UNIVERSITY OF MINNESOTA: Guide to Effective Interviewing. In: [online]. [cit. 2012-09-18].
Dostupné z: http://www.clacareer.umn.edu/interviews/index.html
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Small team growing fast and needing organization
Based in Brno with flexibility for some home-based work
A local organization with global clients

ABC Company is a fast-growing, young software company. We need an office manager
with skills, experience and savvy to be the backbone of day-to-day operations.

To thrive in this role, you'll need to love variety, work independently, communicate well
and be super organized, even when you're working from home! We are looking fora moti-
vated individual with a proven track record in office administration. You may have experi-
ence from a different field than small business or technology but will be have a proven
ability to work under pressure and prioritize. The right candidate will play an integral part
in the future expansion of our company.

This is a unique opportunity and the role design can be flexible to fit the strengths and
interests of the right candidate (including the days and hours to be worked).

Key responsibilities involve:

diary management, travel itinerary, scheduling and event co-ordination deal with any
queries via phone, email and general correspondence

set up systems and procedures as required

manage procurement of all office supplies of stationery, supplies, equipment and furni-
ture invoice clients and manage accounts payable

personal administration duties for directors

There will also be ad-hoc and project work such as you'd expect in a growing, dynamic
company!

You will need:

strong business and finance administration knowledge

basic accounting skills with a high degree of accuracy

knowledge of MYOB would be very useful but not essential (we’ll train you)

ability to produce business correspondence, proofread for grammar, spelling, and
punctuation with a high degree of accuracy

some sales support experience is desirable, but not mandatory

experience managing the calendar of a busy office (or home!)
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the desire to make a real difference in a small company, and to have some fun along the
way

CVICENI 3

First, read the CV guidance, and then do the quiz below in pairs. Subsequently,
each pair should explain their decision based on the tips stated below:

CV guidance

A CV needs to grab the reader's attention quickly and hold them, by providing sufficient
detail and relevant information to interest them enough to invite you for an interview. The
reality is that you have less than 30 seconds to make an impression with your CV.

There is no one set format for the perfect CV, but you should generally keep it to a
maximum of two sides of A4 paper in a legible font size (around size 11 for text, larger for
headings) and type (Arial, Verdana, Times New Roman). It should always be concise, neat
and up-to-date.

Short bullet point sections work well to get the key information across quickly, you can
expand on any information when you get to interview stage. Generally speaking your work
experience in the sector should be near the top, although if you are newly qualified you
may want to place more emphasis on your other key skills.

Here are some simple guidelines that should be followed to ensure that your CV is pre-
sentable and markets you to a prospective employer most accurately.

Your CV should include the following basic information:
Personal details

It is essential that you include your name, address, contact telephone number and email
address.

Career profile

This should be short and snappy (3 or 4 lines) and it is a really good opportunity to sell
yourself. You can include your professional status with career highlights, skills, strengths
and career ambitions.

Employment history

List in chronological order your work experience, with current/most recent position first
and in the most detail. Include a brief description of any other roles and bullet point your
key responsibilities/achievements.

Education & qualifications
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List the most recent qualifications first and only list relevant education (no school qua-
lifications unless you have just graduated).

Interests & achievements

Include a brief list of your main hobbies and interests to show that you are an interesting
and likable person. However, this is not essential so if space is an issue leave it out.

References

Do not give details -simply state 'available on request'.

DOs: DON'Ts:

Be honest Under / over sell yourself
Include your key achievements Leave gaps in your work history
Spell check and proofread. Exceed 3 page?

CV true or false quiz

1. Do you think that a single spelling/grammar mistake on a CV can stop employers
from contacting you?

TorF

2. 2. Do you think that all CVs should follow the same format?

TorF

3. Do you agree with the statement that a CV should always be two pages long?
TorF

4. In your opinion, do you think you should include a link to your LinkedIn, Twitter,
Facebook or any other social media accounts on your CV?

TorF

5. Do you think it is best to use full sentences and paragraphs throughout your CV?

2 Capita Resourcing: CV guidance. [online]. [cit. 2012-10-21]. Dostupné z: http://www.capitaresour-
cing.co.uk/cvguidance
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TorF
6. Do you consider using in your CV all types of font sizes and types acceptable?
TorF

7. Do you think it is essential that you include your name, address, contact telephone
number and email address?

TorF

i

SO PN L e W
I e

[ [swosramvoor ]

7.4 TUTORIAL
Pro potieby tutoridlu si pfipravte nasledujici tkoly:

e Pfipravte si vlastni Zivotopis
e Predstavte ostatnim vami pfipraveny zivotopis.

[7]
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7.5 Test ,,Applying for a job*

1. This year I will complete the Faculty of Management

e with success
e in success
e successfully

2. Let me ask you more details about your latest job
advertisement
e at
e of
o for
3. 1 usual skills, which are necessary for the adverti-

sed job performance.

e dispose of

e collect
e have
4. I would be delighted if you could the date of the
coming job interview.
o et

e intervene
e brief me on

5. Mrs.Payne worked for our company. She is a very friendly and
team member.

e problematic
e awkward
e supportive

6. We appreciate commitment and willingness to help.
e of your
e for your
e your

7. Mr. Lewinsky can in French and Spanish.

e make himself understood
e make himself clean
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110

make himself understand

&. Please treat this information

like private
as confidential
like confidential

9. It is recommended

record contact with our representatives immediately.
not to hesitate and contact our representatives immediately.
to take off contact with our representatives immediately.

10. We enthusiasm and zeal from our future staff mem-
bers.
consider
compensate
expect
11.T could my skills, knowledge and experience to
your company.
bring
carry
transmit
12. We offer our loyal employees different
money
perks
bonus
13. Our international team reinforcement on the local
market.
is seeking
is looking
is searching
14. I would like to my internship in this British company.
do
apply
move
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15. We believe it is important for us to have em-
ployees.

customer-unfriendly

customer-friendly

customer’s friend

16. Only the candidates with have the biggest chance
to succeed in a job interview.

long abroad experience

long inborn experience

long international experience

assertion
assertive
assertively

to
at
for

taken
given
repeated

for
of
about

with
under

17. Our company is looking forward to employees.

18. Mrs. Smith, one of your former employees, is applying
a post with our company in Edinburgh.

19. Erik has been several job offers by an employee from
your recruitment agency.

20. I would like to ask you the company structure in your

company.

21. We are looking for young, enthusiastic team members, who can work
pressure.
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e Dbelow

22. Mr. Nowak and Mr. O’Neill were

e shortlisted
e shortlist
e shortened

23. When she lost her job, she received a big payment.

e redundant
e redundancy
e advance

24. Pete came to see me last week to ask me for a to

another branch.

e transferring
e transfer
e transhipment

25. Susan seemed to enjoy working in our company. Everyone was surpri-
sed that she from the company.

e resignated
e resigned
e resigning

26. The Human  Resources  Manager is  responsible  for
of new staff.

e recruit
e recruitment
e taking

27. My colleague decided to take so he could spend
more time with his family.

e late retirement
e carly retirement
e 0ld retirement

28. The traditional company in Londonderry twenty pe-

ople when they closed down.
e did redundant
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e made redundant
e called redundant

29. The new CEO from Wales a new head office in the UK.
® runs
e isin charge
e operating
30. Our company is in team building training.
e involved
e included
e consisted
31. We are looking for someone who will be Marke-
ting.

e responsible with
e responsible after
e responsible for

32. Our Sales Director is all operations in this country.

e with charge of
e atcharge of
e in charge of

33. Maggie works for Administration and Personnel. She
recruitment and training.

e dealsin
e deals off
e deals with

=

7.5.1 KEY ,,APPLYING FOR A JOB*"

1. This year I will complete the Faculty of Management

e with success
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e in success
e successfully

2. Let me ask you more details about your latest job
advertisement
e at
e of
e for
3. 1 usual skills, which are necessary for the adverti-

sed job performance.

e dispose of

e collect
e have
4. 1 would be delighted if you could the date of the
coming job interview.
o et

e intervene
e Dbrief me on

5. Mrs.Payne worked for our company. She is a very friendly and
team member.

e problematic
e awkward
e supportive

6. We appreciate commitment and willingness to help.
e ofyour
e for your
e your

7. Mr. Lewinsky can in French and Spanish.

e make himself understood
e make himself clean
e make himself understand

8. Please treat this information

e like private
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as confidential
like confidential

9. It is recommended

record contact with our representatives immediately.
not to hesitate and contact our representatives immediately.
to take off contact with our representatives immediately.

10. We enthusiasm and zeal from our future staff mem-
bers.
consider
compensate
expect
11.1 could my skills, knowledge and experience to
your company.
bring
carry
transmit
12. We offer our loyal employees different
money
perks
bonus
13. Our international team reinforcement on the local
market.
is seeking
is looking
is searching
14. I would like to my internship in this British company.
do
apply
move
15. We believe it is important for us to have em-
ployees.

customer-unfriendly
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e customer-friendly

e customer’s friend

16.

Only the candidates with have the biggest chance
to succeed in a job interview.

¢ long abroad experience

¢ long inborn experience

e long international experience

e assertion
e assertive
e assertively

e to

e at

e for

e taken
e given
e repeated
e for

o of

e about
e with

e under
e Dbelow

116

17.

18.

19.

20.

21.

22.

Our company is looking forward to employees.

Mrs. Smith, one of your former employees, is applying
a post with our company in Edinburgh.

Erik has been several job offers by an employee from
your recruitment agency.

I would like to ask you the company structure in your
company.
We are looking for young, enthusiastic team members, who can work

pressure.

Mr. Nowak and Mr. O’Neill were
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shortlisted
shortlist
shortened

23. When she lost her job, she received a big payment.

redundant
redundancy
advance

24. Pete came to see me last week to ask me for a to
another branch.

transferring
transfer
transhipment

25. Susan seemed to enjoy working in our company. Everyone was surpri-
sed that she from the company.

resignated
resigned
resigning

26. The Human  Resources  Manager is  responsible for
of new staff.

recruit
recruitment
taking

27. My colleague decided to take so he could spend
more time with his family.

late retirement
early retirement
old retirement

28. The traditional company in Londonderry twenty pe-
ople when they closed down.

did redundant
made redundant
called redundant

29. The new CEO from Wales a new head office in the UK.
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e runs
e isin charge

e operating
30. Our company is in team building training.
e involved
e included
e consisted
31. We are looking for someone who will be Marke-
ting.

responsible with

responsible after

responsible for

32. Our Sales Director is all operations in this country.

with charge of

at charge of

in charge of

33. Maggie works for Administration and Personnel. She
recruitment and training.

deals in
deals off
deals with

|
V této kapitole jste se vénovali - jednotlivym ¢astem Zivotopisu, - inzeratim v anglicky
psaném tisku, - otazkdm u pftijimaciho pohovoru, - zakladnim pravidlim pfti psani zivoto-

pisu. Naucili jste se: - napsat pisemnou zadost pfi uchazeni se o misto, - sestavovat zivoto-
pis, - jak se pfipravit na typizované otazky a mozné odpovédi pii pohovoru.
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SHRNUTIi STUDIJNi OPORY

Po absolvovani predmétu byste méli umét: - zékladni slovni zasobu souvisejici sjednot-
livymi tématy, orientovat se pfi absolvovani zahranicni staze, umét vést a Gspesné formu-
lovat své ndzory pfi jedndnich se zahrani¢nimi partnery, umét jednat se zékazniky, psat
obchodni dopisy a emaily, vypisovat vybérova fizeni na Vami vybrané pozice ve firme,
reagovat na inzeraty v anglicky psanych nabidkach, - formulovat dopis, v némz se uchazite
0 misto, pfipravit se na typizované otazky a mozné odpovédi u pfijimaciho pohovoru,
piednést 1 pisemné napsat svlij Zivotopis.
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PREHLED DOSTUPNYCH IKON

Cas potiebny ke studiu

Kli¢ova slova

Pruvodce studiem

Rychly néhled

Tutoridly
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Kontrolni otazka
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Samostatny tkol

Pro zajemce
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Cile kapitoly

Nezapomeiite na odpoc¢inek

Pruvodce textem

Shrnuti

Definice

Pripadova studie

Véta

Korespondenéni kol

Otazky

Dalsi zdroje

Ukol k zamygleni

Pozn. Tuto ¢ast dokumentu nedoporucujeme upravovat, aby byla zachovana spravna
funk¢nost vloZenych maker. Tento posledni oddil miize byt zamknut v MS Word 2010

prostiednictvim menu Revize/Omezit Gpravy.

Takto je rovnéz omezena moznost ménit napiiklad styly v dokumentu. Pro jejich Gipravu

nebo pfidavani €1 odebirani je opét nutné omezeni Uprav zrusit. Zamek neni chranén hes-

lem.
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