Absolutorium 2011/2012

Okruhy z části Anglický jazyk
1. Presentation

definition of presentation, types of presentations, preparation, parts of a presentation, describing graphs, charts

2. Marketing and marketing mix (product, price)

definition of marketing, buyers, sellers, market, market research, competitors, product lifecycle, goods, price

3. Marketing mix (place, promotion, packaging) 

marketing channels, retail outlets, advertising, company's salespeople, other promotional activities, direct marketing, packaging

4. Company structure, types of companies 

internal structure, departments and their functions, types of business ownership

5. Business correspondence

sender's address, references, date, receiver's address, courtesy titles, salutation, the body of the letter, complimentary close, signature block, optional parts

6. Enquiries, Offers

types of business letters, enquiry, types of offer, prices and discounts, transport and insurance costs, terms of payments – abbreviations

7. Orders, Complaints

types of business letters, placing an order, acknowledgement of order, advice note, delays in delivery, refusing an order, writing general complaints, replying to letters of complaints, accounting errors and adjustments

8. Letter of application, CV

types of letters of application, advertisements, application form, CV, job interview, making a decision, headhunters

9. The European Union

EU institutions, members of the EU, the flag and anthem, EU principles, Euro

10. Travelling on business 

reasons for travelling, advantages and disadvantages of travelling, means of transport, what you need when going abroad, commuting to work, school, my attitude to travelling, safe travelling abroad, seven dos and don'ts for a successful business lunch

11. Export, Import

importation process, documents, payments, trade organisations, abbreviations. 

12. Insurance 

process of insuring (proposal form...), fire and accident insurance, claims.

13. Telephoning and using mobile phones 

types of telephones, telephoning, fax, mobile phones, mobile phone etiquette

14. Banking 

jobs, types of accounts, credit cards

15. Methods of payment

invoices and statements, methods, delayed payment, requests for payment. 

16. Some basic facts about computers

history of computers – generations, types, computers in business, education, sports, banks, travelling, entertainment,. ...    using in multimedia applications, networks.

17. Configuration

What is a computer?, computer hardware, types of computers. 

18. Inside a computer

central processing unit, main memory, units of memory, binary code. 

19. Input devices

peripherals, about the keyboard, computer mouse, scanner.

20. Output devices

monitors, types of printers

21. Storage devices

purpose of using, floppies and hard disks, three main types of optical disks.

22. Main types of software

system software, operating systems, system utilities (anti-virus programs, ...); applications software. 

23. MS Windows, Multimedia

main elements of GUIs, three main types of windows systems, main components of multimedia system, the use of multimedia. 

24. MS Word

What is a word processor?, important features offered by word processor, cut and paste technique, MS office.

25. Electronic communication

communication systems (E-mail, Fax), computer networks (LANs, WANs), Internet. 
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