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INTRODUCTION

This guide is a self-study companion for Master's students in
Mechanical Engineering. It is designed to accompany your practical classes
and focuses on bridging the gap between technical expertise and professional
interaction.

The guide provides a variety of activities to give you choice and
flexibility in your learning.

There are two sections considering the level of language proficiency:
Upper-Intermediate and Pre-Intermediate.

Skills You Will Develop

Effective Communication: You will learn to articulate complex
technical ideas clearly and concisely in person and in writing. The guide
provides practical examples for arranging meetings and giving project
updates, which are crucial for professional effectiveness.

Professionalism and Etiquette: You will practice using appropriate
language and tone for various business scenarios, such as making small talk
at international conferences and maintaining a polite and respectful
demeanor.

Project Management Fundamentals: The guide introduces core project
management concepts, including timelines, milestones, and risk assessment.
This vocabulary and understanding will allow you to participate effectively
in project planning and evaluation.

Ethical Decision-Making: By studying real-world cases like the Ford
Pinto, you will learn to identify ethical dilemmas and understand their
potential impact. This helps you develop a strong professional compass,
preparing you to make sound judgments in your career.

This guide will help you in your professional activity by equipping
you with the skills to confidently and effectively interact with colleagues,
clients, and partners. Whether leading a project, presenting an idea, or
navigating a difficult conversation, the language and frameworks provided
will help you succeed. It will help you move from being a purely technical
expert to a well-rounded professional who can take initiative, lead a project,
and contribute to a collaborative environment.



UPPER-INTERMEDIATE

Module 1. Foundational Professional Communication Skills
Content Module 1. Professional Networking and Formal
Business Etiquette

Self-study for Content Module 1 is based on [1, pp. 6-11].

Topic 1.1. Creating a first professional impression: verbal and
non-verbal aspects.

Create or update your professional profile on LinkedIn (or another
platform). Write 3-4 sentences describing your key professional qualities and
experience, using vocabulary from the class. Leave a short comment on two
of your groupmates’ profiles.

Functional language

analytical, strategic, technical, proficient, innovative, resourceful,
diligent, adaptable, detail-oriented, collaborative, team-oriented;

to analyze, to innovate, to lead, to supervise, to mentor, to collaborate,
to coordinate, to achieve, to initiate, to streamline, to optimize, to increase,
to reduce, to launch, to spearhead, to deliver.

Recommended video [2].

Topic 1.2. Effective business communication: exchanging contact
information and establishing business relationships.

Option 1.

Give a short presentation about your company / a firm you would like
to work for, including the following information:

e where it’s located and what it does;

o how vital the company is and its staff size;

e current projects and changes happening at the moment;

o development prospects;

e what clients like about your company.



Functional language

General Presentation Phrases

¢ “Good morning/afternoon, everyone. Today I’d like to tell you about
[Company Name], a company I find particularly interesting.”

e “Let's begin with...” or “Moving on to...” or “Next, I'll talk about...”

Company Overview (Location and Function)

e “The company is based in ..., with its main headquarters located
at...” or “It has branches/offices in ...”

e “[Company Name] specializes in [its field, e.g., manufacturing
heavy machinery].” or “They produce/design/develop [List of
products/services].”

Company’s Importance and Staff Size

e “[Company Name] is a major player in the [Industry] sector.” or "It's
a key provider of [products/services] in the [region/global] market.” or “It’s
one of the leading companies in [its field].”

e “The company employs over [number] people globally.” or “They
have a staff of around [number] employees.”

Current Projects and Changes

e “Currently, they're working on a new project to [describe the
project].” or “One of their ongoing projects involves [describe the project].”

¢ “Recently, the company underwent a major change, with a focus on
[e.g., sustainability/digital transformation].” or “A significant change
happening right now is [describe the change].”

Development Prospects

¢ “Looking ahead, the company plans to [describe the future goal].”
or “They have ambitious plans to expand their operations into [new market].”
or “They are focusing on innovation to ensure future growth.”

e “The prospects for growth look very promising, especially in [a
specific area].” or “They are well-positioned for future success due to their
focus on [e.g., R&D, new markets, or technology].”



What Clients Like

e “Clients appreciate the company’s commitment to [e.g., quality,
customer service, or innovation].” or “They are known for their [e.g.,
reliability, high-quality products, or excellent support].”

¢ “The company has a strong reputation for [e.g., ethical practices,
sustainable production, or customer focus].”

Option 2.

Write a business email of introduction to a fictional or real foreign
company specializing in mechanical engineering.

In the letter, introduce yourself, your specialization, and the purpose
of your contact (e.g., a request for information on an internship or
collaboration).

Topic 1.3. Arranging and confirming business meetings: phone
calls and online correspondence.

Develop a 2-minute dialogue for a phone conversation. Student A
schedules a meeting with a foreign partner to discuss technical project
details, and Student B confirms the meeting. Use phrases to provide a polite
conclusion to the conversation.

Functional language

Arranging the Meeting (Student A)

¢ “I’m calling to arrange a meeting with you to discuss ...” or “Would
you be available to meet sometime next week to discuss the project's
technical details?”

e “Would Tuesday at 10 AM work for you?” or “Are you free on
Thursday afternoon?”

e “We could meet at our office or have a video call.” or “How about
we schedule a video conference?”

Confirming the Meeting (Student B)
e “Yes, that works for me. I can confirm Tuesday at 10 AM.” or
“Thursday afternoon sounds good. I’ll make sure I’'m available.”
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¢ “I’'m free all of next week, so just let me know what time is best for
you.” or “I have a flexible schedule on Wednesday.”

Concluding the Conversation (Both)

e “Perfect. So, that’s [Day] at [Time] to discuss [Topic].”

e “Thank you for your time.” or “Thank you for being so
accommodating.”

e “I'look forward to our meeting.” or “I’m looking forward to speaking
with you then.”

e “Have a great day.” or “Talk to you soon. Goodbye.”

Recommended video/podcast [3].
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Content Module 2. Managing Motivation and Psychological
Aspects of Business Communication

Self-study for Content Module 2 is based on [1, pp. 12-17].

Topic 2.1. Lexical analysis of motivational factors in professional
life: from theory to practice.

Write a short essay (150-200 words) on “What motivates me in my
(future) profession.” Use at least five new words and phrases learned in class.

Functional language

Introducing Your Motivation

¢ “My primary motivation stems from ...”

e “What truly drives me is the opportunity to ...”

¢ “I am deeply motivated by the chance to ...”

e “The prospect of [something] is a powerful motivator for me.”

Discussing Professional Growth

¢ “The chance to continuously develop my skills is paramount.”

e “I am motivated by a desire for lifelong learning and personal
growth.”

e “I strongly believe in taking initiative and pushing beyond my
comfort zone.”

Focusing on Impact and Contribution

¢ “I am motivated by the prospect of making a tangible impact.”

¢ “I find it incredibly rewarding to see a project through from
conception to completion.”

 “What motivates me is being part of a team that innovates and solves
complex problems.”

¢ “I want to contribute to something bigger than myself.”
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Topic 2.2. Strategies and tactics for successful communication:
using small talk to build professional relationships.

Option 1.

Prepare 5-7 topics for small talk at an international conference for
engineers. Explain why these topics would be appropriate and how they can
help you establish contact.

Option 2.

Prepare a role-play. Record it.

You are partners creating your own company.

1. Determine the type of company (service-oriented or product-
based) and the number of employees you will need.

2. What benefits, rewards, and incentives will you offer your
employees?

3. What impact will they have on the employee and the company?

4. How will you ensure your employees receive some intangible
incentives?

Topic 2.3. Concluding business communication.

Option 1.

Make an audio recording of a phone conversation (3-4 minutes) where
you discuss a current work project, using Present Simple and Present
Continuous to describe routine tasks and ongoing events. Conclude the
conversation by summarizing the key agreements.

Option 2.

Share your talk on the topic “Ten magically motivating words.”
Record it and share the link.

Time limit: 3 minutes.

Recommended video/podcast [4].



13

Module 2. Project Management and Presentation Skills
Content Module 3. Project Management and Teamwork
Self-study for Content Module 3 is based on [1, pp. 18-23].

Topic 3.1. Project management terminology: planning,
monitoring, and control.

Using project management terminology, write a description of your
existing or a fictional project.

Functional language: timeline, milestones, scope, risk assessment,
planning gaps, communication breakdowns, budget, to lead a project, to go
over budget, to fall behind schedule, to run into problems, to meet a deadline,
within budget, on schedule, on time, take on a project.

Topic 3.2. Organizing and conducting business meetings:
requesting and providing updates on project progress.

Option 1.

Prepare a script for an “update meeting.”

The script should clearly state project progress, challenges
encountered, and proposed solutions.

Functional language

Opening the Meeting

e “Good morning/afternoon, everyone. Thank you for joining the
meeting.”

e “The purpose of this meeting is to provide an update on the progress
of the [Project Name] project.”

¢ “I’ll review our current status, discuss some challenges we’ve faced,
and then propose some next steps.”
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Project Progress

¢ “I am happy to report that we are on track with [Project Name].” or
“We have completed [Milestone 1] and are now focusing on [Task 2].”

¢ “We have made excellent progress on [Specific Task].” or “Our team
has managed to streamline a process that has significantly improved
efficiency.”

e “We are currently on schedule to meet our deadline of [Date].”

Challenges and Solutions

e “However, we have run into some problems with [Specific Issue].”
or “One of our main planning gaps has been with [Specific Gap].”

e “The main communication breakdown occurred when...” or “We’ve
discovered a potential risk related to [Specific Risk].”

e “Our proposed solution is to [Solution 1].” or “To address this, we
need to take on a new approach by [Solution 2].”

¢ “We need to get this approved before [Date].” or “I’ll need a decision
on this by the end of the day.”

Closing the Meeting

e “To recap, we are on schedule, but we need to address [Specific
Challenge] by implementing [Proposed Solution].”

e “Our next steps are to [Next Step 1] and [Next Step 2].” or "I will
circulate the meeting notes with all the action points shortly.”

¢ “Thank you all for your input. I appreciate your hard work.”

¢ “If you have any questions, please don't hesitate to ask. Goodbye.”

Option 2.

Using words and phrases from this unit, discuss what was done right
in a project and what needed to be changed. Suggest how the project could
have been managed better.

Functional language

What Was Done Right

e “The team did an excellent job of meeting the deadline for the
initial phase.” or “We were able to complete the project within budget,
which was a major success.”
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e “Our timeline was meticulously planned, allowing us to hit all our
milestones on time.”

e “The project manager’s ability to lead a project with such a large
scope was awe-inspiring.”

What Needed to Be Changed

¢ “We ran into problems with the final delivery, which caused us to
fall behind schedule.”

e “There were several communication breakdowns between the
design and engineering teams.”

e “Our initial risk assessment didn't account for [unexpected issue],
which led to some significant planning gaps.”

Suggestions for Improvement

¢ “In the future, we need to create a more detailed risk assessment to
anticipate potential problems.” or “We should have a more comprehensive
plan to avoid planning gaps.”

¢ “We could have managed the project better by having weekly update
meetings to ensure consistent communication.”

¢ “To avoid over budget, we could have allocated more resources for
[Specific area] from the start.”

Option 3.
Using ideas from the unit text and your own experience, make notes
on managing a project successfully. Prepare a short presentation.

Option 4.
Share your talk on “Five most common problems on projects.”
Record it and share the link.

Topic 3.3. Communication with colleagues: discussing tasks,
resolving difficult situations, and providing constructive feedback.

Option 1.

Analyze one of your past team projects (academic or professional) and
write a short report (150-200 words), using Present Perfect and Past Simple.
Describe what has been done (Present Perfect) and when it happened (Past
Simple).
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Option 2.

Think about five goals or plans you had over the last six months.

Tell your partner which ones you achieved and when, and give details.
What prevented you from achieving the goals (if applicable)?

Recommended video/podcast [5].
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Content Module 4. Innovation and Presentation of Technical
Solutions

Self-study for Content Module 4 is based on [1, pp. 26-31].

Topic 4.1. Vocabulary for describing innovative technologies and
ideas. Case study analysis in mechanical engineering.

Find and briefly describe in English (100-150 words) one innovative
technology in mechanical engineering (e.g., 3D metal printing, industrial
robots, artificial intelligence in manufacturing).

Topic 4.2. Developing and presenting an idea, product, or service:
structure, language patterns, and effective public speaking techniques.

Option 1.

Prepare a short presentation about a new idea, product, system, or
service you know about or are interested in.

Make sure to:

¢ Introduce yourself and your idea/product/service.

e Talk about the benefits.

o Compare the current situation with the new idea/product/service.

Option 2.

Develop the structure of your project presentation, using language
patterns and effective public speaking techniques. Prepare slides with key
points for the first 3-minute part of the speech.

Topic 4.3. Practical presentation: applying acquired skills to
present your technical solution or scientific project.

Option 1.
Make a video recording (3-5 minutes) of your presentation prepared
for the previous class.



18

Use at least five modal verbs (can, could, should, must, might) to
express abilities, recommendations, and possibilities in the recording.

Option 2.

Share your talk on the topic “Are you a ‘Yes, but...” ora ‘Yes, and...’
person?”

Record it and share the link.

Recommended video/podcast [6].



19

Content Module 5. Professional Ethics and Organizing Business
Events

Self-study for Content Module 5 is based on [1, pp. 32-37].

Topic 5.1. Ethics in the business environment: core principles and
terminology.

Find an English-language case (real or fictional) about an ethical
dilemma in the engineering field.

Write 150-200 words describing the situation and proposing possible
solutions from an ethical standpoint.

Recommended reading [7].
Recommended podcast/video [ 8].

Topic 5.2. Planning and organizing business events: seminars,
conferences, and corporate events.

Option 1.

Your company has organized an open house to give clients an idea of
its activities. Create a list of:

o what you plan to show guests on that day;

e recommendations on what to do or pay attention to;

o what you hope to engage your guests with.

Option 2.

Create an invitation template for a seminar “Innovations in
Mechanical Engineering,” using a formal business style.

Write two response options separately: one confirming attendance and
the other politely declining.

Recommended video/podcast [9].
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Topic 5.3. Business correspondence etiquette: responding to
invitations (confirming, declining, expressing gratitude).

Option 1.

Describe a hypothetical situation where you, as an engineer, face an
ethical dilemma (e.g., finding a defect in a product that could affect safety,
but fixing it would delay the project deadline).

Write a business email to management, justifying your decision and
proposing solutions.

Option 2.
Make an audio recording of a talk on “Rule 47: A set of personal
standards.”
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Content Module 6. Professional Development and Career
Topic 6.1. Career planning and employment strategies.

Option 1.

Write your resume (CV) and a cover letter in English.

The resume should include information about your education, work
experience (even if it's academic projects), technical skills, and personal
qualities.

The cover letter should be adapted for a fictional international
mechanical engineering company vacancy, explaining why you are a good
fit for the position.

Option 2.

Prepare answers to 5-7 typical interview questions and record them in
audio or video format.

Pay attention to clear pronunciation, the structure of your answers, and
the use of professional vocabulary.

Option 3.

Find 3-4 job openings for mechanical engineers, design engineers, or
other specialties that match your profile on foreign job search websites (e.g.,
Linkedln, Glassdoor, Indeed). Briefly describe the candidate requirements
and compare them with your own skills.

Recommended podcast/video [10].
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PRE-INTERMEDIATE

Module 1. Company and Communication

Content Module 1. Basic Company Facts

Self-study for Content Module 1 is based on [11, pp. 6-11].
Topic 1. Company facts

Company Fact File: Write 5 sentences about your dream/target
company, using the Present Simple (e.g., It employs 500 people. It produces
software.).

Topic 2. Making contact: introductions and presentation

Role-play Script: Write a mini-dialogue (4-6 lines) for introducing a
colleague (A) to a client (B). Use phrases for making introductions.

Topic 3. Clarifying information and checking understanding

Confirmation Email: Write a short email (3 sentences) to a client to

confirm meeting details (time, place, purpose), using phrases for verifying
information.
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Content Module 2. Business Contacts and Telephone
Communication

Self-study for Content Module 2 is based on [11, pp. 12-17].

Topic 4. Describing the job and work environment

My Job Profile: Describe four key responsibilities of your current or
desired job, using action verbs and sentences in the Present Continuous to
describe a current project.

Topic 5. Professional communication by phone

Spelling Practice: Choose five complex names (e.g., a foreign client's

surname) and write down how you would spell them out over the phone.
Topic 6. Job functionality
Voicemail Message: Write the text of a voicemail message you would

leave for a colleague, explaining what you are currently doing and when you
will call back.
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Content Module 3. Presentation of Products and Services
Self-study for Content Module 3 is based on [11, pp. 18-23].
Topic 7. Characteristics of company products and services
Product History: Write three sentences about how a product (or
company) you know was created or launched, using verbs in the Past Simple.
Topic 8. Presentation of research results or an invention
Feature Spotlight: Choose any product and write down the three most
important benefits (advantages/benefits) you would present to a client.
Topic 9. Maintaining a business conversation: showing interest

Active Listening: Write four phrases (other than Oh, really?) to
demonstrate interest in a professional conversation (How to show interest).
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Module 2. Business Relations and Career
Content Module 1. Company Structure and Clients
Self-study for Content Module 1 is based on [11, pp. 26-31].
Topic 10. Company structure

Organigram Challenge: Formulate three questions to learn about the
hierarchy in a new company (e.g., Who does the HR Manager report to?).

Topic 11. Welcoming and accompanying visitors

Welcoming Script: Write four phrases you would use to greet a visitor
in your office and offer a drink/assistance.

Topic 12. Confirming information

Question Game: Formulate five closed questions (with a "yes/no"
answer) about your job for your partner to confirm or deny.
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Content Module 2. Customer Service and Feedback
Self-study for Content Module 2 is based on [11, pp. 32-37].
Topic 13. Basics of customer service

Comparison Sentences: Compare two competitors (companies,
products) or two types of service, using three sentences with comparisons
(e.g., Our delivery is faster than...).

Topic 14. Dealing with complaints: acceptance and resolution

Complaint Response: Write two apology phrases and one solution
proposal sentence for resolving a typical customer complaint (e.g., delayed
delivery).

Topic 15. Softening messages and giving feedback

Softening Sentences: Change 3 direct, harsh phrases (You are wrong.
Give me the report now. | don't agree.) into more polite and softer ones.
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Content Module 3. Professional Career and Employment
Procedure

Self-study for Content Module 3 is based on [11, pp. 38-43].
Topic 16. Employment procedure and professional experience

My Experience: Write three sentences about your professional
experience using the Present Perfect (e.g., | have designed three marketing
campaigns.).

Topic 17. Job interview: preparation and procedure

Option Evaluation: List three criteria most important to you when

choosing a job, and explain your choice in 1 sentence.
Topic 18. Positive communication skills

Positive Reframing: Rephrase 2 negative statements (e.g. | haven't
finished the report, It's impossible to do it) into positive/neutral ones.
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