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LANGUAGE AT WORK
Business English is full of interesting idioms and specific vocabulary that can be confusing if it’s new to you. A lot of business English expressions don’t have the same meaning when translated literally so it’s important to understand the meaning of the whole expression rather than just the individual words.
New business expressions
A number of new business expressions have been created using various prepositions and adverbs such as in, out, on, off, back and away.
Following a meeting, the takeaways or take-away points (щось, що беруть з собою) are things you have learned. “What are the takeaways from the presentation?” In a breakout session (секційні засідання), you might continue a conference discussion in smaller groups: “Let’s have a quick breakout session on this point.” Or you might want to continue the conversation offline, which means to do it later or privately: “Maybe we would discuss this offline.”
Reaching out to people used to mean offering them emotional support. Now, you might reach out to (звернутися до когось) people in your company by contacting them for assistance. “I`ll reach out to the technical support team and ask them for the statistics on repairs.”
Actions that customers or clients may see are on stage (на сцені; тут: публічний): “Her stage behavior is unacceptable. She talks on the phone instead of helping customers. We`ve had several complaints.”
When you gain support, you get buy-in (згода): “We need everyone’s buy-in or our restructing plan.” But pushback (опір) is resistance against what is seen as a stronger force: “He`s getting lots of pushback from the people in this group.”
You can see: “Flowers for conference room, coffee to keep everybody on their toes, a water cooler for Monday morning catch-ups and laptops to your employees can work from wherever: $2. 900.” This is a typical example of a MasterCard ad. It lists the prices of things people typically buy with the credit card, followed by the “priceless” (безцінний) benefit that the card brings them. In the first part, the “the” is left out of “flowers for (the) conference room”, much like a note that one writes to oneself. “To keep everybody on their toes”(тримати на ногах) is an idiomatic expression meaning “to make people focus their attention  on what they are doing.”
In US companies, the water cooler (кулери для води) is traditionally a place where employees gather to talk about TV shows or sporting events they`ve watched and to exchange office news and gossip. People have the most to talk about after the weekend, on a Monday morning. To “catch up” (бути в курсі всіх подій) is to bring yourself up to date on information; here it is used as a non-standard noun “catch-ups”, to show the informal nature of the activity. Using the word “wherever” instead of “anywhere” indicates informal usage.
So this MasterCard ad is saying that doing all the things listed may add up to a particular sum of money, but having the freedom to decide these things for yourself is worth much more than the cost.
Uses of metaphors 
In business, metaphors are often used.
Below the radar
This term has its origins in the world of aviation, particularly military aviation. A plane that flies below (or under) the radar cannot easily be identified by the enemy. The term “radar screen” is also often used in business and management, as in: “He put it on my radar screen.” In other words, “He brought it to my attention” or “She told me about it.”
Glass ceiling
This term, which originated in the 1980s, is used to describe an invisible but effective barrier that prevents women (and sometimes minorities) from reaching upper management. A variation on the idea of the glass ceiling is the “glass cliff”. This refers to the practice of placing women in control of financially troubled companies.
Corporate university
The world`s first corporate university was established by General Electric in 1956. It offered company managers 13-week programs in finance, sales, economics, marketing, public relations and leadership. Today, there are hundreds of corporate universities. Teachers may come from within companies, or include outside trainers and university professors. Corporate universities concentrate on skills that can be used in the workplace.
Grade
The word “grade” has a number of meanings in English, many of which relate to standards of quality, as in: “The best grades of coffee are expensive.” In the US and Canada, “grade” is the name for a school year, as in: “Tom is in the sixth grade/grade six.” In the US, “grades” indicate the quality of a student`s work: “Many always gets good grades.” (In Britain and Canada, the word “marks” is used.)
Metaphors are widely used in office talk:
That one
It is a typical use of a sentence tag – something idiomatic and repetitive added to the end of a complete sentence. We are familiar with question tags such as “isn`t it? “That one” is a signal that the person talked about – is a bit difficult or unusual in some way.” Examples: “She is a very funny girl, that one. He`s a bit strange, that one.”

I take it
This phrase is used to check understanding. As you haven`t really understood what your partner has said, you are signaling that you have interpreted his words in a positive way.
Strike out
To “strike out” is to make an unsuccessful maneuver in baseball. An everyday usage, it simply means “to be unsuccessful”.
Steps to end a call in a positive way
We are often very stressed at work, and telephone calls always, seem to come when we are doing something important. We try to deal with the caller quickly so we can get back to our work. Of course there is nothing wrong with being efficient. But the way you end a call is very important.
You don`t want your caller to feel that you are trying to end the call too quickly. During the call, you try to establish a good feeling with the caller. This can easily be destroyed if the call ends badly. Here are five steps to end a call in a positive way:
1. Confirm key points
Summarize the key details and agreements made. Get the other person to confirm these. Ask if you have left anything out. This is especially important when you are working  in a foreign language. It gives you the chance to correct any misunderstandings or omissions. “So I`ll find out about the exact costs and send you an e-mail by Saturday, You`ll then make a decision whether to take the seminal by the beginning of next month. Ok? Is that right? Good. Was there anything I`ve left out?
2. Say “thank you”
Say “thank you” to your callers for their time, for their help, for their calls, for their questions or for their orders. This shows respect for their efforts and appreciation for their part in the call. Show that the call has been a successful one.
“Well, thank you very much for taking the time to go through this with me. I think we`ve cleared up any questions and we both know what the next steps are.”
3. Look forward
Look forward to the next time you contact each other. Be specific about dates and times if you can. Ask for help in making future contacts. Get permission to contact the caller later if necessary.
“I look forward to hearing from you in the first week of April, then. If I need to get in touch before that, what is the best time to call? And is this the best number to call?”
4. Be positive
End positively. You want the caller to put down the phone and think. 
“That was a good call. What a pleasant person to deal with.” Mention something that came up in the small talk during the call.
“Have a good weekend.”
“Enjoy your holiday.”
“Have a good time at the cinema tomorrow.”
Try to avoid saying, “Have a nice day.” This has become overused and sounds rather mechanical – as if you didn`t really mean it.
5. Say “goodbye”
Show dearly that the call is over. There is nothing worse than an awkward silence at the end of a conversation – it can ruin an otherwise good call.
“Right. That`s all, I think. Nice talking to you. Bye.” Remember that saying words like “right” or “Ok” or “so” shows that you want to finish. “Nice talking to you” is short for “It was nice talking to you”, and is a pleasant way of creating good feelings. “Bye” is friendlier and less formal than “Goodbye”.
If you really want to make a good final impression, be the last to put the phone down. Wait until the other person hangs up, and then replace the receiver. It allows the other caller to say something he has suddenly remembered, and it avoids a “cut-off” feeling. So listen for the click at the other end before hanging up.
Using language at work we should remember that expressing yourself politely is the most important thing. Use “please”, “thank you” and “sorry”. Avoid being too direct; never say, for example, “You can`t smoke here!” Don`t answer a question with just “yes”  or “no”; say, for example, “Yes, certainly!” or “No, I`m afraid not.” A smile and a friendly voice will also defuse a potentially critical situation.

References
1. Comfort J. Effective Socializing DVD/ J.Comfort. -  Oxford University Press, 2006.
2. Covey S.  The 7 Habits of Highly Effective People: Powerful Lessons in Personal Change/ S.R. Covey. -  Free Press, 2004. -372p.
3. Dignen B. Communication for international business : the secrets of excellent interpersonal skills / B. Dignen, I. McMaster. – Collins. – 224p.
4. Dignen B. English for Socializing Minimax, Down to Business Editor/ B.Dignen. - Falcon Press,1999.
5. Phillips S. R. Creating Effective Relationship: A Basic Guide to Relationship Awareness Theory/ Steven R. Phillips. - Personal Strengths Publishing, 1996. – 129p.
6. Mascull B. Business Vocabulary in Use: Intermediate/Upper Intermediate/             B. Mascull, - Cambridge  University  Press,1998. - 176p.
7. Margerison C.J. Conversation Control Skills for Managers/ Charles J. Margerison. - Mercury Business Books,1987. – 208p.
8. Meise J. International English for Office Communication/ J. Meise. – Cornelsen & Oxford University Press, 2002.- 120p.
9. Powell M. In company. Upper – Intermediate. Student`s Book/ M.Powell. -  Macmillan, 2010. – 184p.
10. Taylor K. 50 Ways to Improve Your Business English/ K. Taylor. – Summertown Publishing, 2006. – 192p.

Красічинська Оксана Романівна;
тел. 0672592625;
Okrasin.kor@gmail.com;
Львівський національний аграрний університет;
[bookmark: _GoBack]ст. викладач кафедри іноземних мов

Гавришків Наталія Богданівна;
тел. 0990977252;
hnat26@i.ua;
Львівський національний аграрний університет;
ст. викладач кафедри іноземних мов






