QUESTIONS FOR ORAL EXAM BUSINESS ENGLISH 1 – SCHOOL YEAR 2018/2019

1. What is business etiquette?

2. What does business etiquette include?

3. Why are introductions important for business people?

4. What are some situations in which you have to introduce people?

5. What are the differences between good and bad introductions?

6. What are some of the ways to make a good impression when meeting new people?

7. Name different types of handshake

8. How should an appropriate handshake look like?

9. Name some rules for making introductions

10. How should a name tag look like – which information should it contain

11. Where should you wear name tags

12. Where should you put your business card

13. How should a business card look like

14. How many cards should you give to a potential client. Why?

15. What do you talk about with someone you don’t know well?

16. What do you do when a conversation is going poorly?

17. Why is small talk important for business people?

18. What are some common casual conversation topics?

19. What topics should you avoid discussing in small talk?

20. When might you have to end a conversation before someone has finished talking?

21. What are some phrases people can use to end a conversation politely?

22. Why are telephone operations important to many businesses?

23. What are some common things employees say when answering company phones?

24. What does a telephoning include?

25. What is a telephone message card?

26. What can we find on a telephone message card?

27. How many phases are there in telephoning? Name them

28. How are you going to introduce yourself when you phone somebody?

29. What is an extension?

30. What reasons might people have for leaving telephone messages at a business?

31. What are some important things to remember when taking a telephone message?

32. How many phases are there in leaving the message? Name them

33. What does leaving the message include?

34. How are you going to leave a message?

35. What should a telephone message card include? 

36. What are some common schedules?

37. What tools can be used to make and distribute schedules?

38. What are some of the ways of conducting virtual meetings?

39. Explain videoconferences

40. Explain VoIP

41. Explain chat conferencing

42. What is the difference between web chat rooms and Instant Messaging?

43. How do you log on to an IM server?

44.
Explain virtual reality environments

45.
What are some of the netiquette rules on the Web?

46.
What are the challenges and responsibilities of running a meeting?

47.
What are some behaviors that would be considered rude at a meeting?

48.
What do you need to do if you cannot attend a meeting?

49.
What do you do if you have an objection during a meeting?

50.
What are some items that might be discussed in a management meeting?

51.
How should a person behave in a professional meeting?

52.
How many phases should one successful meeting have? Name them

53.
What does preparing for the meeting include? Explain.

54.
What does opening the meeting phase include? Explain.

55.
What does the phase following the agenda include? Explain.

56.
What does the phase closing the meeting include? Explain.

57.
How can you inform your staff about the meeting?

58.
What does a notice on the bulletin board include?

59.
What is a reminder?

60.
What is an agenda?

61.
What are the minutes?

62.
What should be included in the reminder?

63.
What should be included in the agenda

64.
Why is it important to have and to set an agenda before the meeting?

65.
What does the small talk include?

66.
Which topics are included in the small talk phase?

67.
What does a person who takes the minutes do?

68.
Who should take the minutes?

69.
What is the minute taker responsibility?

70.
What is the name of the person who leads the meeting?

71.
Who opens the meeting?

72.
What is the first thing that a chairperson should do after he opens a meeting?

73.
What should a minute taker review?

74.
How do we call a person who is in charge of the meeting?

75.
How do we call a person who is in charge of taking the minutes?

76.
What is the most important thing about holding an effective meeting?

77.
What should we do when issues can`t be resolved or decisions can`t be easily made?

78.
What do we do during the meeting if we don`t agree with something?

79.
How many types of votes exist? S Name them.

80.
Explain the open votes.

81.
Explain the closed votes.

82.
How is it called when a motion is voted and agreed?

83.
How is it called, when a preposition is voted and disagreed upon?

84.
What does wrapping up at the end of the meeting include?

85.
What does the follow up at the end of the meeting include?

86.
What should a chairperson do at the meeting?

87.
Can you have a part time participants at the meeting

88.
Who are the part time participants at the meeting

89.
Must the minute taker include every word in the minutes
90.
Is it important for the minute taker to know the participants` names

91.
What should a chairperson do at the end of the meeting?

92.
Is it important to be prompt and have a deadline at the meeting?

93.
When is the best time for the meeting? Explain why

94.
When is the best time to schedule a future meeting?

95.
What are the benefits and challenges of business travel?

96.
What is an itinerary?

97.
What can a traveler do if he or she loses a passport?

98.
What other things do you need to take with you on a business trip?

99.
What are some travel classes?

100.
What are some forms of transportation that might be used for business travel?

101.
What documents do you need when traveling? 

102.
What things are not allowed on an airplane?

103.
What must passengers arriving on international flights do?

104.
Define baggage claim ticket.

105.
Name some types of seats in an airplane.

106.
What are some common types of business correspondence?

107.
What tone is appropriate for different kinds of correspondence?

108.
What are the two types of communication? (Correspondence)

109.
How many parts are there in an e-mail

110.
Explain for what stands to/cc/subject

111.
Give an example of salutation when you write an e-mail for which you know who is going to read

112.
Give an example of salutation when you write an e-mail for which you don`t know who is going to read

113.
How should you introduce yourself when you write an e-mail

114.
What should you write after you introduce yourself in an e-mail

115.
What should you write after purpose of your e-mail

116.
What is the most important part in an e-mail

117.
What is an attachment

118.
 What does business correspondence include?

119.
 What is memo?

120.
 How can you send a fax?

121.
 Four considerations of a business letter

122.
 Name some formats of a business letter 

123.
What is a cover letter

124.
Name the parts of the cover letter

125.
What are the different ways someone can own a business?

126.
How does a business’s size determine its structure?

127.
What is a company?

128.
How can we make a difference between companies?

129.
Explain the private sector

130.
Explain the public sector

131.
Explain non limited companies

132.
Explain limited companies

133.
Make the difference between limited and non-limited companies

134.
What does the abbreviation LTD stand for

135.
How many types of partnership exist?

136.
General partnership

137.
Limited partnership

138.
What does the abbreviation LLP stand for

139.
What does the abbreviation LLLP stand for Limited liability partnership

140.
What are franchises

141.
What is Trust

142.
What is Joint Venture

143.
What does Tenants in Common represent

144.
Sole Proprietorship

145.
What are some different types of work?

146.
What are some pros and cons of different types of work?

147.
How many types of employment exist?

148.
Full-time permanent work

149.
Part-time permanent work

150.
Casual work

151.
Self- employed work

152.
What does commission-based employment stand for?

153.
Explain apprenticeships and traineeships

154.
How long is probationary employment? When it is needed?

155.
What does piece work stand for?

156.
Explain voluntary work and where we can find it?

157.
What are some benefits given to an employee?

158.
How many types of organizational structures exist? Name them.

159.
Compare functional and divisional structure.

160.
Explain matrix structure

161.
Explain team structure

162.
Explain network structure

167.
Explain CFO

168.
Explain COO

169.
Explain CEO

170.
Explain VP

171. Make the difference between blue collar and white collar employees

201.
Explain the procedure of an interview

202.
Name some types of interviews

203.
What documents should you send when applying for a job?

204.
What information is typically included in a resume?

205.
What are the two types of CVs?

206.
Compare American and European standard of CV.

207.
How can a person prepare for an interview.

208.
Types of test on an interview?

209.
Types of questions on an interview

229.
What is e-business

230.
What is e-commerce

231.
What are the advantages of e-business

237.
Name some types of e-business

238.
Explain B2B

239.
Explain B2C

240.
Explain C2C

241.
Explain B2E

242.
What are some of the general management responsibilities?

244.
What are the qualities of a good manager?

245.
Name some types of management styles

246.
Explain Authoritarian style

247.
Explain Paternalistic style

248.
Explain Democratic style

249.
What types of people work well in groups?

250.
What are some of the ways of improving team’s productivity?

251. Define Trade

252. Define Export

253. Define Import 

254. Define Entrepot 

255. Define Manufacturer 

256. Define Distributor

257. Define Wholesaler 

258. Define Retailer 

