INTRODUCTION TO BUSINESS 
Department of Russian and Foreign Languages and Literature, MISIS
Dates:
24 March – 26 May 2014
Weeks:
10
Total Hours:
20
Instructor:
Natalia Igorevna Sukhorukova

E-mail:
sukhorukovani@gmail.com 


Required Admission Level of English:

B2 – C2 (upper-intermediate to advanced). 

To join the course, you are to be interviewed by the instructor who makes sure your current level of English is sufficient.
Course Description and Objectives
Within 20 academic hours of seminars (and unlimited number of hours spent on your home assignments), you will learn the basic concepts and build business vocabulary through reading, listening and discussion. Your will also improve your communication skills, namely: learn how to write effective CVs and cover letters, how to go through/conduct a job interview effectively, how to make a pitch and draft a formal business letter.
Course Expected Learning Outcomes
Students who successfully complete the course should be able to do the following:
· demonstrate knowledge of the basic business concepts covered within the framework of the course;
· understand and translate texts on business subjects (both written and audio);

· compose standard business documents on a given subject (CV, cover letter, formal business letter);

· discuss business problems applying course vocabulary (make pitches to customers and investors; successfully participate in debates).

Class Participation

This course is very intense, therefore your diligence is vital. Your participation in class is expected to help both your learning and that of your peers. You must come prepared for each class having completed the assignment (reading, writing and exercises). Students are expected to contribute to the class discussion each class period. 
Your Course Portfolio

Your written assignments (e.g. business letters), as well as scripts of oral assignments (e.g. job interview) should be collected and kept in a folder that by the end of the course will constitute your personal “Course Portfolio”.
Readings and Course Materials
Your major textbooks for this course are as follows (electronic versions will be provided by your instructor):

1. “Business and English” by L. A. Gzokyan;
2. “Intelligent Business Advanced" - Coursebook (CB), Skills Book (SB), Workbook (WB), by Irene Barrall, Nikolas Barrall, - Pearson Education Ltd., 1st published 2011;
3. "Market Leader Advanced Business English Student’s Book", by Iwonna Dubicka, Margaret O'Keeffe, - Pearson Education Ltd., 1st published 2006.
Course Schedule – Spring 2014 
Pls. see attached 
Additional Reading
Students who want to extend their knowledge (on a voluntary/ additional basis) can use the following books:

· English for Business Studies (Ian Mackenzie, Cambridge University Press, 1997)

· Market Leader Upper Intermediate (D. Cotton, D. Falvey, S. Kent, Pearson Education Limited, 2001 and/or New Edition, 2006, last print 2009)
· Business Vocabulary in Use (Mascull B., Cambridge University Press, 2002).

· Business Vocabulary in Use, Advanced (Bill Mascull, Cambridge University Press, 2004)

· English Vocabulary in Use, Advanced (Michael McCarthy, Cambridge University Press, first published 2002, 8th print 2006)
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