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Abstract. In order to effectively communicate in a professional setting, it is essential for
managers to have a mastery of the language specific to their field. One tool that can be used for
professional communication is verbal politeness, which involves using appropriate words and
phrases to show respect for the listener and soften unfavourable information. These linguistic units
promote a culture of professionalism and ethical business relationships and are a key indicator of a
manager's speech competence. A psycholinguistic study examined the usage of polite language by
aspiring managers. The participants were 218 undergraduate and graduate students enrolled in the
Management program across various universities in Ukraine's oblasts. The organizational
psycholinguistics research aimed to assess the extent to which aspiring managers incorporate
professional language units such as polite words and phrases in their speech. We analyzed the
references of 1,308 respondents to determine how politeness language units corresponded to the
structural parts of the document. By studying 928 selected language units of politeness, we could
assess the level of politeness markers. This indicator reflects future managers' skill level in applying
synonymous ranges of politeness. The analysis found out that respondents used various linguistic
units to soften the impact of unfavourable information when conveying it to others. These units
formed synonymous ranges based on context and semantic content. Only half of the students
showed a wide range of knowledge and skills in appropriately using polite language. Thus, aspiring
managers need to improve their knowledge and practical skills in using a variety of linguistic units
of politeness in business documents. Therefore, we recommend implementing programs to improve
communication levels for those pursuing higher education in management.

Keywords: politeness, professional communication, manager, language means of politeness.

Bnacenko Ouena, Maiictpyk Bikropia. Jlinrsictuuni crparerii  mpodeciiinoi
BBIWIMBOCTI B MOBJIEHHI Mail0yTHiX MeHeIxkepiB: aHadi3 y KOHTeKCTi oprasisamiiHoi
NCUXOJIHIBICTHKH.

AHoTauig. /{11 edexTuBHOro cHuIKyBaHHS B NpodeciiHOMY CepemoBHIll MEHeIKepaM
BOKJIMBO JOCKOHAJIO BOJIOAITH MOBOIO, XapaKTEepHOIO sl cdepH iXHbOi AismbHOCTI. OmgHNM 3
IHCTPYMEHTIB, SKUH MOxe OyTH BHKOPHCTAaHHH Ui Mpo¢eciifHOTo CHUIKYBaHHS, € BepOalbHa
BBIWIMBICTh, sIKa nependadae BUKOPUCTAHHS BIAMOBITHUX CHIB 1 (pa3, COPSIMOBAHHUX Ha BUSIB
MOBaru JI0 ciiyxada i IMOM'SKIICHHS HeBUT1IHOI 1 Hboro iHdopmartii. I{i JiHrBicTHYHI OgUHUII
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Linguistic Strategies for Professional Politeness Among Aspiring Managers

CIpusitoTh (POPMYBAHHIO KYJIBTYypHU NMPo¢decioHaNI3My Ta ETUYHHUX JIIJIOBUX CTOCYHKIB 1 € KITIOUOBUM
MOKa3HUKOM MOBJIEHHEBOI KOMIIETEHTHOCTI MeEHe/kepa. [ICHXOMIHTBICTHYHE JOCIHIKEHHS
BHUBYAJIO OCOOJIMBOCTI BXKMBAHHS BBIWIMBOI JIGKCUKM MailOyTHIMH MEHEIKepaMu. Y HbOMY B3SUIO
ydacth 218 cTynmeHTiB MaricTpaTypu Ta OakamaBpary, SKi HaBYalOThCS 3a CHEIIaIbHICTIO
"MeHeKMEHT" B yHIBepcuTeTax pi3HUX obOnacteil Ykpainu. [lochimkeHHs 3 opraxizauiiHoi
MICUXOJIIHTBICTUKHM MaJIO 33 METY OLIHUTH, SKOI0 MIpOI0 MalOyTHI MEHEKepHU BUKOPUCTOBYIOTh Y
CBOEMY MOBIIEHHI Taki mpodeciiiHi MOBHI OJIMHUIII, K BBIWJINBI CIIOBA Ta CIOBOCIIONYYEHHS. byno
npoaHamizoBaHo Tekctu 1308 pecnoHIeHTIB, a0W BH3HAYWUTH, HACKIIBKA MOBHI OJIWHUII
BBIWIMBOCTI BiAMOBIAAIOTh CTPYKTYPHUM YacTHHAM JoKyMeHTa. [IpoananizyBaBim 928 BiniOpaHux
MOBHHUX OJIMHMIIb BBIWIMBOCTI, MH 3MOTJIM OL[IHUTH PIBEHb MMOKA3HUKIB BBIWINBOCTI. Llel moka3zHuK
BiJIoOpakae piBE€Hb BOJIOJIHHA MalOyTHIMH MEHEKepaMu CHHOHIMIYHHUMH PsIaMUd BBIWIMBOCTI.
CHHOHIMIYHI PSIIU CIIIB Ta CJIOBOCIOIYYEHb BBIWIMBOCTI Oysn c(hOpMOBaHI Ha OCHOBI KOHTEKCTY iX
Y)KUBaHHS Ta CEMaHTHYHOTO HAIIOBHEHHS. AHAI3 IMMOKa3aB, IO PECIOHJCHTH BUKOPUCTOBYBAIU
Pi3HI MOBHI OJIMHHUIII JJISI 3MEHIIICHHS BIUIUBY HECHPHUATIMBOI iH(popMartii mia yac ii JoHeCeHHs 10
iHIMX. JIKIne moJoBUHA CTYACHTIB MPOJEMOHCTPYBAIM IIMPOKUN CIIEKTP 3HAHb Ta HABHUYOK MO0
BUKOPHUCTAHHS  BBIWIMBOro  MoOBJeHHsA. Omxke, MalOyTHIM  MEHemKepaM  HEOOX1JTHO
BJIOCKOHATIOBATH CBOi 3HAHHS Ta NPAKTUYHI HABUYKH BHKOPUCTAHHS PIZHOMAHITHUX MOBHUX
OJIMHHIIb BBIWIMBOCTI B IUTOBUX IOKYMEHTaX. TOMy MU PEKOMEH]IyeMO BIPOBAKYBaTH IPOTpaMu
3 MiJBUIICHHS KOMYHIKAaTUBHOTO PIBHA [UIsi TUX, XTO 3400yBae BHILYy OCBITY B Talys3i
MEHEDKMEHTY.

Knrwouoei cnosa: ssiunugicme, npoghecitine MosieHHs, MeHeoHcep, MOBHI 3acOOU BBIUNUBOCTI.

Introduction

Various scholars have researched different strategies for business
communication (Anthony & Garner, 2016; Orwig, 2020; Halmari, 1993; Vettorel,
2019). In the field of psycholinguistics, verbal business communication is an essential
aspect of organizational psycholinguistics (Myskin, 2021), with politeness being a
crucial element of such communication (Brown, 2015; Freytag, 2019; Fuertes-
Olivera & Nielsen, 2008; Halbe, 2011; King, 2011; Kim & Lee, 2017; Pearson, 1988;
Pilegaard, 1997; Ronan, 2022; Schnurr & Chan, 2009). According to Brown (2015,
p. 326), politeness is the aspect of language use that most clearly reflects human
sociality as expressed in speech. Each researcher analysed a specific area of
politeness, such as Ronan (2022), who studied Irish English politeness and noted that
few high imposition directives should be used in this variety to preserve the
interlocutors' face needs (pp. 175, 178). The results of her research showed that
Imposition strategies are the most frequently used strategy.

In her work, Brown (2015) accurately distinguished two types of politeness.
These two types correspond to different emotions that should be considered when
communicating with others. The first type is "negative politeness"”, which is used
when the message may be unwelcome. One should use respectful, restrain, and
avoidance expressions in such cases. The second type is called "positive politeness”
and is used when maintaining long-term relationships with people is essential
(p. 326). In these situations, one should use social closeness, caring, and approval
expressions. Schnurr and Chan (2009) noted that social norms play a significant role
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in determining appropriate ways of integrating power and politeness in the workplace
(p. 131). Broader cultural expectations influence these norms. Politeness is an
essential indicator of professional speech competence. It reflects an individual's
ability to use language means that demonstrate respect for the interlocutor or mitigate
threats to their social face. According to Avramenko et al. (2015, p.32), one should
speak delicately without offending others to communicate effectively.

According to Pentyliuk et al. (2011), professional speech requires politeness,
courtesy, attentiveness, and restraint. Each situation demands specific language, like
using the phrase "With pleasure! Gladly! Please..." to express agreement,
"unfortunately, I can't..." for rejection, and "give me, please..." for a request. Sternin
(2003) also noted that verbal politeness involves the use of standard etiquette
formulas, such as "Hello™ and "Goodbye." Moreover, Zaveriushchenko et al. (2019)
suggested using forms of politeness, like "dear" and "highly respected." Bolotnikova
(2018) suggests the latter being a distant vocative of politeness (p. 6).

Furthermore, avoiding giving direct negative evaluations of the interlocutor's
actions, thoughts, and suggestions is crucial. Instead, one should comment on them in
a way that allows the interlocutor to "save face." If refusing the interlocutor's offer, it
should be done in a non-categorical form, explaining the reason for the rejection and
suggesting whom the interlocutor can approach to solve the problem. The most
critical aspect of using words of politeness is emphasizing positive aspects in
communication and choosing pleasant topics for all participants in the conversation
while demonstrating a positive, friendly mood.

The idea of "politeness theory" introduced by Brown and Levinson back in 1987
suggests that it is vital to maintain and save each other's face during dialogue.
Avramenko et al. (2015) pointed out that when writing, it is crucial to be polite, as
written messages can come across as rude and aggressive (p. 93). This is because
written communication lacks the informal information that could soften the negative
message. Therefore, choosing each word and phrase carefully is essential when
writing business documents. Various studies have confirmed the importance of
mastering the appropriate use of language means of politeness for managers to
acquire a high level of professional speech. This research aimed to analyse the
politeness indicator of the professional speech competence of future managers, which
shows their degree of using language means out of the synonymous range of
politeness language means and their level of mastery of skills in their use under
different situations.

Method

For managers to communicate effectively in a professional environment, they
must deeply understand the language specific to their field. Verbal politeness is a
powerful technique they can employ to enhance their communication, which involves
utilizing appropriate terms and phrases to show respect for their audience and
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mitigate negative information. These linguistic units are essential to cultivating a
culture of professionalism and ethical business relationships, serving as a critical
indicator of a manager's communication proficiency.

A psycholinguistic study was conducted to examine the usage of polite language
by aspiring managers. The participants were 218 undergraduate and graduate students
enrolled in the Management programme across various universities in Ukraine's
oblasts.

The objective of the research was to assess the extent to which aspiring
managers incorporate professional language units such as polite words and phrases in
their speech. The research used context and situational analyses that examine the
specifics of using functional characteristics of language units in certain text types.

The task completion required writing a letter of rejection to an enterprise or
person while maintaining a positive relationship. Students were instructed to follow a
specific structure consisting of six parts and use six different sets of polite language
that demonstrate their proficiency in using common expressions of politeness. The
frequency of these language units within each set was analyzed.

The study involved analyzing references from 1,308 respondents to determine
the correlation between politeness language units and the structural components of
the document. We focused on 928 selected language units of politeness to evaluate
the politeness indicator, which provides insight into the proficiency level of future
managers in using synonymous ranges of polite language. These ranges were
established based on semantic content and areas of application. Our analysis of the
politeness indicator of professional speech competence revealed the ability to soften
the psychological impact of unfavourable information conveyed to an interlocutor.
This indicator reflects knowledge of a range of polite language means and the skill to
apply them appropriately. We also assessed the specific weight of linguistic means
used within the synonymous range for this application area. Primary information was
collected, and then individual information was aggregated using manual and machine
processing methods. Statistical research methods were used to process all
respondents' choices and relative indicators.

Results and Discussion

The psychological phenomenon of an individual's professional speech has
always piqued the interest of researchers. By studying the mechanisms behind
generating and perceiving professional speech, we can gain insight into an
individual's mental activity. Through psycholinguistic analysis, we can also explore
the connection between the professional language of future managers and their
thinking, which reflects the development of their linguistic professional
consciousness. The letter of rejection follows a specific structure consisting of six
semantic blocks. These blocks include the address, information about familiarization
with the offer, the result of familiarization, rejection, the possibility of further
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cooperation, and the end. To determine an individual's skills in using language means
of politeness, we categorize all the means of politeness into six groups of
synonymous ranges. The distribution criterion is the area of application and semantic
content. Based on the letter of rejection structure, we can identify six semantic
synonymous ranges, including the address, thanks for the offer, information about
examining the offer, rejection, the possibility of further cooperation, and the end of
the letter.

Table 1
The Analysis Results of the Synonymous Range of Words and Phrases of Politeness
Used by Participants When Addressing

No. Phrases of politeness N of Specific N of
respondents weight to the respondents
whoused N of who used
these respondents  these
phrases who used phrases (%)

phrases of
this
synonymous
range (%)

1 [ITanoBHMi(HA)... / “Dear...” 163 74.8 74.8

2  Ilawe(Hi).../ “Mr./Ms...” 34 15.6 15.6

3  Ilanosuwmii(Ha) mau(Hi)... /

“Dear Mr./Ms...” 19 8.1 8.7

4  BenbMHIIaHOBHUI(HA)... 5 9 9

/“Highly respected...” ' '
Total 218 100 100

When starting a letter, the address used can set the tone for how the rest of the
information is perceived. Several polite phrases can be used, such as "Dear...",
"Mr./Ms....", "Dear Mr./Ms....", "Dear Sirs," "Dear colleagues,” "Dear Sir/Madam...",
"Deeply respected...”, and "Highly respected....". A survey showed that 45% of
respondents used these synonymous ranges of politeness when addressing, and all
respondents used polite words or phrases. The most commonly used address was
"Dear..." (75% of respondents). Expressing gratitude politely is important, especially
when the information being conveyed is negative.

Table 2 shows the different synonymous ranges of politeness respondents use
when thanking for an offer.
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Table 2
The Analysis Results of the Synonymous Range of Politeness Words (Phrases) Used
by the Respondents as a Gratitude for the Offer

No. Phrases of politeness N of Specific N of
respondents weight to the respondents
who used N of who used
these respondents  these
phrases who used phrases (%)

phrases of
this
synonymous

range (%)

1 Jlskyemo 3a Bairy
npormnosuiito... /“Thank you 81 59.6 37.2
for the offer...”

2  Jlakyemo 3a Bamiy yBary.../
“Thank you for your 24 17.6 11.0
attention...”

3 [I{upo BasuHI 3a Balry
yBary.../ “We sincerely 12 8.8 55
appreciate your attention...”

4  Ilwupo psxyemo Bam... / “We

express our sincere gratitude 8 5.9 3.7
to you...”

5  Jlsxyemo 3a Bari 3ycuuis. ../
“Thank you for your 5 3.7 2.3
efforts...”

6  Hyxe aakyemo Bam... /
“Thank you very much...”

7 JlaxyeMmo 3a Ball BHECOK... /
“Thank you for your 2 1.5 9
contribution...”

8  JlaxyeMmo 32 MOXJIMBICTD. ../

2 1.5 9

“Thank you for the 2 1.5 9
opportunity...”
Total 136 100.0 62.4

Various polite phrases can be used to express gratitude for an offer, such as
"We express our sincerest gratitude for...", "We thank you sincerely for your...", and
"First of all, let me thank you for...". However, the text could benefit from providing
more context and examples to clarify the meaning of these phrases and when to use
them in different situations. Additionally, using active rather than passive voice could
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make the writing more engaging and concise. Including practical tips on expressing
gratitude and appreciation in a professional setting would also make the text more
valuable and useful for readers looking to improve their communication skills.
According to the results, respondents used only half of the synonymous range of
polite words and phrases when thanking for an offer, and the most common
expression used was "Thank you for your offer...".

Out of all the respondents, only 62.4% utilized the polite expression when
informing about their familiarity with the offer. The most frequently used phrase was
"Thank you for your offer..." by 59.6% (n=81) of the total number of participants
who opted for polite phrases. To make the result of familiarization with the offer
more effective, it is recommended to include an optimistic evaluation of the
addressee using polite words and phrases, as shown in Table 3.

Table 3
Synonymous Range of Words (Phrases) of Politeness Used by the Respondents When
Formulating the Result of Familiarisation with the Offer

No. Phrases of politeness N of Specific N of
respondents weight to the respondents
who used N of who used
these respondents  these
phrases who used phrases (%)

phrases of
this
synonymous
range (%)

1  VYBaxxHO 03HAHOMUBILHKCE. ../

“Having carefully studied...” 43 473 19.7

2 ‘I?GTGJ?BHO BHUBYMBIIIH. . ./. i} o5 275 115

Having carefully examined...
3  Mu yBaxHO BUBYHIH... /“We 15 16.5 6.9

have carefully examined...”
4 Mu 13 3a10BOJICHHSIM
O3HAHOMIITHCH. .. /“We were 3 3.3 1.4
pleased to examine...”
5  Bucoko onintoroun... /“Highly

. ” 3 3.3 1.4

appreciating...
6  YBaxHo npouuTaBiuu.../

“Having read carefully...” 2 2.2 0.9

Total 91 100.0 41.7

In order to express familiarity with an offer politely, several phrases can be used
interchangeably. These include "After careful consideration of your offer...", "We
have reviewed your offer...", "Thank you for your offer, we appreciate it...", "We
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have taken note of your high level of qualifications...", "After a thorough examination
of your offer...", "We were pleased to have the opportunity to review your offer...",
"We highly appreciate your offer...", "After careful review of your offer...". The
research found that half (50%) of respondents utilized these polite phrases when
expressing familiarity with an offer.

Table 4 displays our research findings on the use of polite language in rejection
letters. Only 41.7% of the respondents used polite phrases when communicating their
decision. Among those who did, the most commonly used phrase was "Having read
carefully..." which accounted for 47.3% of the total number of participants who used
politeness. It is crucial to note that the primary goal of a rejection letter is to
communicate a negative result while minimizing any negative emotional impact on
the addressee. Therefore, it is essential to formulate the rejection in a way that is
objective and adequate without causing any unnecessary discomfort or offence.

Table 4
Synonymous Range of Words (Phrases) of Politeness Used by the Respondents When
Formulating the Rejection

No. Phrases of politeness N of Specific N of
respondents weight to the  respondents
who used N of who used
these phrases  respondents  these

who used phrases (%)
phrases of

this

synonymous

range (%)

1  Ha xanp, 3myieHi.../
“Unfortunately, we have 67 54.5 30.7
to...”

2 3MylIeHi BiIXWwinTH. ../
“We are forced to 34 27.6 15.6
reject...”

3 Ha Benukuii xxanb,
noBigomisgeMo. ../ “We 14 11.4 6.4
regret to inform you...”

4 Ha Benmkwuii >xanb,
MOBIOMIIIEMO. .. / “We 6 4.9 2.8
are sorry to inform you...”

5  Ilupo xankyrodw... / 9 16 0.9
“Sincerely regretting...” ' '
Total 123 100.0 56.4
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When turning down an offer, it is crucial to use courteous language. To do so,
one can choose from a variety of polite phrases such as "Regrettably, we are unable
to accept your offer...", "We're sorry to inform you, but we won't be able to...", "I
apologize, but we're obligated to..", "We sincerely regret, but due to the
circumstances...”", "Unfortunately, we have to...", "We are compelled to decline...",
"We regret to inform you...", "We're sorry to say...", "Sincerely regretting...", "We
regret to inform you that we are unable to...", "Unfortunately, we are unable to...",
"However, unfortunately...”, "It's a shame, but we can't at the moment...", "Sadly,
given the complications...". According to research, only 36% of these polite phrases
were utilized by respondents when declining an offer.

While a majority (56.4%) of respondents did include some form of politeness in
their rejections, the most commonly used phrase was "Unfortunately, we have to..."
(54.5% of respondents who used polite phrases). It is essential to include the
possibility of changing circumstances and reconsidering the decision in favour of the
addressee when writing a letter of rejection. Table 5 displays the results of the
analysis of polite words and phrases used by respondents when discussing the
potential for future collaboration.

Table 5
Synonymous Range of Polite Words (Phrases) Used by the Respondents When
Formulating the Possibility of Further Cooperation

No. Phrases of politeness N of Specific N of
respondents weight to the respondents
who used N of who used
these respondents  these
phrases who used phrases (%)

phrases of
this
synonymous

range (%)

1 Mu criomiBaeMOCh Ha TOJANIBIITY
cripnpairo... / “We look
forward to further
cooperation...”

2 I3 Hamiero Ha MOAAITBITY
cripmpaiio... / “We hope for 26 18.3 11.9
further cooperation...”

3  bynemo panu mobadyuTy HOBI...

/ “We will be glad to see

” 18 12.7 8.3
new...

65 45.8 29.8
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4 I3 Haxiero, oviKyeMO Hagal Bij
Bac... / “Looking forward to
hearing from you in the
future...”

5  bynemo BasuHi... / “We would
appreciate...”

6  CnoaiBaroch, y NOJANBIIOMY MU
3moxkemo... / “I hope that in the 6 4.2 2.8
future, we will be able to...”

7 I3 HAJIEI0 PO3TIISIHYTH
HacTynHy... / “We would be 1 0.7 0.5
glad to consider the next...”

8 I3 3MiHOIO cuTyarlii, MJIEKAEMO
HaJI0 Ha MOJIAJIBIITY
cuipnparo... / “With the
change in the situation, we look
forward to further
collaboration...”

Total 142 100.0 65.1

14 9.9 6.4

11 7.7 5.0

Based on the research, it was found that a majority of respondents (62%) utilized
a variety of polite words and phrases when expressing the potential for future
collaboration. Some common examples included expressions like "We look forward
to further cooperation”, "Looking forward to hearing from you in the future”, "We
will be glad to see new...", "We will be grateful ..." and "I hope that in the future we

will be able to ...". Other similar options included "We would be glad to consider the

next...", "With the change in the situation, we look forward to further
collaboration...”, "We look forward to cooperating with you...", "We hope that you
will consider it possible...", "We would be glad if you ...", "We are interested in the

possibility of further cooperation...”", *We look forward to new offers from you...",
and "We would be happy to consider your other offers...".

In formulating the possibility of further cooperation, most respondents,
specifically 65.1% or 142 individuals, utilized politeness. Among the polite phrases
used, the most frequent was "We look forward to further cooperation...”", which was
used by 45.8% or 65 of those who utilized polite language. The analysis results of the
sixth synonymous range of words and phrases of politeness utilized by the
respondents at the end of the letter are presented in Table 6. Lastly, the letter ends
with a closing speech phrase of politeness followed by a signature, wherein the final
word or phrase of politeness is expressed before the signature.

275



Olena Vlasenko, Viktoriia Maistruk

Table 6
Synonymous Range of Polite Words (Phrases) Used by the Respondents When
Formulating the End of the Letter

No. Phrases of politeness N of Specific N of
respondents weight to the respondents
who used N of who used
these phrases  respondents these

who used phrases (%)
phrases of

this

synonymous

range (%)

1 3 HOBaFOI(,),... / “Best 203 93.2 93.2

regards...

2 3 BAAUHICTIO. ../

“Gratefully yours...” 1 >0 >0

3 3 moOaxkaHHSIM

MOJAJIBIINX YCIIXiB. ../ 9 9 9
“Wishing you further '
success...”

4 upo Bami(a)... /

I . 2 9 9
Sincerely yours...
Total 218 100.0 100.0

It is customary to end a letter with a signature. However, it is also common to
precede it with polite words or phrases such as "With all due respect,” "With deep
respect,” "With gratitude and respect,” "Regards and best wishes," "Sincerely," "Best
regards," "Wishing you further success," or "Sincerely yours." In our study, we found
that half of the respondents used these polite words or phrases in their letters of
rejection, and all of them used polite words or phrases at the end of their addresses.
The most commonly used phrase was "Sincerely," which 93.1% of the respondents
used. Figure 1 shows the degree to which respondents used words or phrases of
politeness in different parts of their letters of rejection.

The research shows that politeness is only consistently used when addressing
and finishing, with most respondents using the standard phrases "Dear..." and
"Sincerely,..." respectively. However, using a synonymous range of words was only
partially complete. When familiarising with the offer and the possibility of further
cooperation, there was a lower usage of polite language, with only around half of the
respondents using a synonymous range of words.
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Figure 1
The Weight Assigned to Respondents Who Utilized Polite Language in Their Written
Rejection Letters

End 100% |
Possibility of further cooperation 65% |
Refusal 56% |
The result of familiarization with the offer 42% |
Information on fa;;néirarization with the 62% |
Address 100% |

0% 20% 40% 60% 80% 100% 120%

The standard phrases "Having read carefully..." and "We hope for further
cooperation..." were commonly used, indicating a need for more practical skills in
polite language and a limited variety of linguistic expressions under the document's
structure.

According to the study, the use of polite language in the structural parts of a
letter of rejection and familiarisation with an offer needs improvement. The study
found that only 36% and 50% of respondents fully utilised the synonymous range of
polite words and phrases for rejection and familiarisation, respectively. Moreover,
many respondents used limited language references, indicating a need for more
theoretical knowledge and practical skills in this area. It is essential to improve the
use of polite language and avoid phrases such as "Unfortunately, we have to..." and
"Having carefully studied..." when writing the structural parts of a letter of rejection
or familiarisation with an offer.

Conclusions

After conducting a linguistic analysis of the use of polite language by future
managers, it was found that the frequency of using synonymous language units
correlates with the level of professional speech competence. Through analysing the
individual verbal responses of the respondents, it was observed that all participants
expressed their cognitive responses using polite language. However, most
respondents used standard phrases without exploring the variety of synonymous
ranges. This suggests a limited ability to demonstrate linguistic strategies of
politeness among the studied aspiring managers.

All participants expressed their cognitive response to the meeting and bid
farewell using polite language. However, the majority of respondents used standard
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phrases rather than a diverse range of synonyms, suggesting limited linguistic
expression among the group. It is important to note that the use of polite language in
other sections of the letter of rejection still requires refinement. Approximately half
of the participants (ranging from 42% to 65%) omitted polite language in their
written variations of the document. Upon examination of the corresponding range of
synonyms, it became evident that standardized phrases were commonly used (ranging
from 43% to 81%), indicating a constraint in linguistic references.

The information presented in the data suggests that the politeness indicator
needs to be improved, reflecting the participating students’ professional
communication competence. This may be due to a lack of knowledge and practical
skills in using different language units and following the structure of a business
document. Therefore, we recommend that further studies in organizational
psycholinguistics be conducted to address this issue. We also suggest that programs
be implemented to improve the level of professional speech of master candidates who
have completed higher education in the Management speciality.
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