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Unit 1

Read the text:
Choosing a career.

Sometimes we say that someone we know is “a square peg in a round
hole”. This simply means that the person we are talking about is not suited for
the job he is doing. He may be a bookkeeper who really wants to be an actor
or a mechanic who likes cooking. Unfortunately, many people in the world are
“square pegs”: they are not doing the kind of work they should be doing for
one reason or another. As a result they are probably not doing a very good job
and certainly they are not happy.

Choosing a career is one of the most important decisions you make in
your life. Find the right career and you will be happy and successful. For that
reason we should try to find out what we are cut out for. There are
individuals, of course, who from their early childhood know what they would
like to be. But the majority of us do not get around to making a decision about
an occupation or career until somebody or something forces us to face the
problem.

Choosing an occupation takes time and there are a lot of things you have
to think about as you try to decide what you would like to do. It pays,
therefore, to explore your choice of occupation from every angle, collect as
much information as you can, actually try different kinds of work before
making your mind.

Unfortunately, not everyone takes this trouble. Those who don’t, can
make costly mistakes. For example, some people simply follow in the
footsteps of a parent or a relative. One young man became a doctor because
that was his father’s profession.

Yet he couldn’t stand the sight of blood. Watching an operation made him
sick to his stomach. One day he had to amputate a leg, and, after making the
first cut, fainted in the operating room. A young woman became an accountant
although she hated Maths. Her uncle encouraged her by promising a job in his
company. It took her several years and several disasters with the company
books, before she realized her mistakes.

Procrastinating, postponing a decision is another error people make. It'll
get started tomorrow, or next week, or next year. These people refuse to face
the problem, hoping it will go away. But if you don’t take the first step now,
how can you plan for the future, take the right courses in school, get in the
right programs. Procrastinators just drift, missing many opportunities.

It goes without saying that professions available to us are almost infinite.
Well then, how do you find a career? Start with yourself. Analyze your
problem. Determine what information you have. Then go after information
you need. Talk to people of different professions, read special journals and
reference books. Find out where your interests lie. Then make sure you know
your talents and abilities. Everyone has skills, but yours may be undetected.
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JneMeHThI orJiaBjeHUsA He HanAaeHbl.Evaluate yourself. You can do this
through aptitude tests and interviews with specialists.
Source: Abbs Brian&Freebairn Ingrid. Blueprint Upper Intermediate.

Longman.
Exercise 1. Give the Russian equivalents to the following words
and word combinations:
A square peg in a round hole, to be suited for, a bookkeeper, for one
reason or another, as a result, to be cut out for, majority of us, to get
around to doing something, an occupation, to force somebody, to face the
problem, therefore, to explore a choice, from every angle, to collect
information, to make one’s mind, to make costly mistakes, to follow in the
footsteps of a parent, the sight of blood, to make somebody sick to one’s
stomach, to faint, an accountant, although, to encourage, several disasters,
to procrastinate (time), to postpone a decision, an error, to take the first
step, to take the course, to miss an opportunity, it goes without saying,
infinite, to determine, reference books, undetected skills, aptitude tests.
Exercise 2. Give the English equivalents to the following words
and word combinations:
ByxranTep, cJieioBaTeJbHO, CO BCeX CTOPOH, BHUJ KpOBU, OIIMOKA,
CIPaBOYHUKH, YIYCTUTh BO3MOXHOCTb, UeJIOBEK He Ha CBOEM MECTE, TECThI
Ha MpoQeCcCHOHANbHYI0 NPUTOJHOCTh, B pe3yJIbTaTe, PO/, 3aHITHUH, COOGUPATh
“HbOpMaLUIO, 3aCTaBJATh, X0TH, TAHYTh( BpeMs ), caMo cob6oi pasymeeTcs,
HalTH BpeMsi, YTO6bI YTO-TO CAeaThb, NOJXOAAUIMH JIJis, 1aZlaTh B 0GMOPOK,
BBbI3BIBATb  TOIIHOTY,  HECKOJbKO  HeCYaCTHH,  CTaJKHBaThCad C
(HEmPUSATHOCTSIMU), UJITH 1O CTONAM pPOJAUTEJIsI, OTKJIAJbIBATh pelIeHue,
OOJIBIIMHCTBO , 10 OAHOM MPUYHHE UM APYTOH, MOOMIPATH, ONIPeAEIATh,
olmr6Ka, KOTopasi Joporo 060uLIack , IPOAHATIM3UPOBAThb BbIGOP.
Exercise 3. Answer the following questions:

a. What person can be characterized as “ a square peg in a round hole”?

b. Why is choosing a career said to be one of the most important life
decisions?

c. What are the typical mistakes made by people who are to choose their job
for life?

d. How can you avoid making such mistakes?

e. Name three things you must think about if you are to do a job- hunt in the

right way?
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Exercise 4.Provide the summary of the text.
Exercise 5. Read the statements below and say whether you
agree or disagree. Prove your viewpoint.
a. Enjoying your work is more important than making a lot of money.
b. Working with a lot of people is better than working alone.
c. Working from home is better than working at an office.
d. Working indoors is better than working outdoors.
Exercise 6. Look at the list of adjectives:
boring, demanding, dull, exciting, fascinating, hard, repetitive, routine,
satisfying, stimulating, tiring, tough, uninteresting, unstimulating.
Say which of them can be used if we want to stress that:

The work is interesting and gives you positive feelings -
The work is not interesting -
The work involves doing the same things again and again -
The work is difficult and makes you tired -

Fill in the adjectives from the list:

1.I like working with figures, but my job is much less
and

than people think. The work involves a lot of human contacts

and teamwork, working with other managers.(accountant)

2.You've got to think in a very logical way. The work can be mentally

but it is very to write a program that works.
(software developer)
3.1love my job. It’s very and not at all : no two

days are the same. It’s good to see the children learn and develop.(teacher)

Creative speaking.
Work duties
Exercise 1. What do you do?
People may ask you about your job. You can answer in different ways.
- What do you do? I'm ( +job)
- I'm a civil engineer.
- I'm an accountant.
- What's your job?
- I work for ( + name of the company )
- I work for Union Bank.
- [ work for Chrysler.
- What do you do for a living?
- I work in (+ place or general area)
- I work in a bank.
-  work in marketing.
Exercise 2. Answer the questions:



1. What do you do? lam a
2. What do you do?  work in
3. What do you do? I work for
NOTE: "work” is usually an uncountable noun, so you can’t say “a work”. If you
want to use the indefinite article, you must say “ a job”.
Exercise 3. What does that involve?
When people ask you to explain your work/job, they may want to know
your main responsibilities or something about your daily routine.
- Main responsibilities: I'm in charge of ...
- I'm in charge of all the deliveries.
- I'm in charge of the sales staff.
[ have to deal with/handle ...
-  have to deal with complaints.
-  have to handle lost packages.
Irun...
- [ run the coffee bar.
- I run the restaurant at the museum.

NOTE: We often use “ responsible for/in charge of” for a part of something
(ex. a department, some workers etc.) and we use “run” for control of all
something (ex. company, store, etc.)
- Daily duties, routines: [ have to go/attend...
- I have to go to a lot of meetings.
[ visit/see/meet with...
-  meet with clients on a regular basis.
[ advise...
- I advise suppliers.
My job involves...
- My job involves doing a lot of paperwork.
NOTE: After “involve “ use a gerund (verb + ing).
Exercise 4. Give the description of the following professions:

. Managing Director

. Human Resources Director
. Finance Director

. Chief Accountant

. Secretary

. Public Relation Manager

. Marketing Director

. Production Manager

RO UTDAWN -
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Vocabulary and speech exercises:
1.Working hours.

Exercise 1. Read the text below and do the tasks based on it:

For many people in Britain, these are 8.30 - 9.00 a.m. to 5.00 - 5.30 p.m.
Consequently people often talk about a nine-to-five job (= regular working
hours). Some people have flexi-time (=they can start an hour or so earlier or
finish later); and some have to do shiftwork (=working at different times, e. g.
days one week and nights the next week). Some people also work over-time
(=work extra hours). Some people are paid to do /work over-time, others are
not paid.

Some other expressions connected with working hours are:
To work under a flexi-time system, to work in shifts, to be on the day/night
shift, to clock in and to clock out, to telework/to telecommute.

Exercise 2. Fill in the gaps with one of the expressions:

1.We all have to and every day. In this company even
the managers have to do it, which is unusual!
2.I'm an office worker in an insurance company. It’s a with regular

. The work isn’t very interesting but I like to be able to go home at

areasonable time.
3. I'm a commercial artist in an advertising agency. Working from home using
a computer and the Internet is becoming more and more popular, and the
agency is introducing this: it’s called or .
4. 1 work in a car plant. I work . I may be one week and

the next week. It’s difficult changing from one shift to another. When
I change shifts, [ have problems changing to a new routine for sleeping and
eating.
5. 'm in computer programming. There’s a system of in my
company, which means we can work when we want, within certain limits. It’s
ideal for me as [ have two young children.

2. Pay
Exercise 1. Read what these people say about the way they

are paid and do the task based on the information.
A. My name is Luigi and I'm a hotel manager in Venice. [ get paid a salary
every month. In summer we are very busy, so we work a lot of extra hours, or
overtime; the money for this is quite good. Working in a hotel, we also get nice
perks, for example free meals!
B. I'm Ivan and I work as a waiter in Prague. I like my job even if [ don’t earn
very much: I get paid wages every week by the restaurant. We get the
minimum wage: the lowest amount allowed by law. But we also get tips,
money that customers leave for us in addition to the bill. Some tourists are
very generous.
C. I'm Catherine and I'm a saleswoman based in Paris. I get a basic salary, plus
commission: a percentage on everything I sell. If [ sell more than a particular
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amount a year, | also get extra money - a bonus, which is nice. There are some
good fringe benefits with this job: I get a_company car, and they make
payments for my pension, money that I'll get regularly after I stop working. All
that makes a good benefits package.

Exercise 2. Match the form of revenue (1 — 11) with the right
recipient (a-k).

1. grant a. author

2. salary b. senior manage

3. wage c. laid -off employee

4. commission d. government

5. fees e. blue-collar worker

6. dividend f. retired employee

7. royalty g. sales representative

8. stock option h. student

9. pension i. consultant

10. tax j- shareholder

11. redundancy pay k. white-collar worker
Unit 2

Read the text:
Text 1.”So, your choice is working for a company...”

START PREPARING NOW

What can you do now to ease the transition from a student to a
professional? There are numerous ways to get your foot in the door (that is to
establish contacts with potential future employers) before you actually start
looking for work. The more employers who know you before you start
applying for a job, the greater your chance of being hired. Here are some tips
that you can use to prepare yourself in advance.

1. Start files on companies you are interested in, so that you are well-
informed about the companies that may eventually be interviewing you.

2. Read professional journals, the business sections of newspapers, and
business magazines. This will give you an idea of available jobs and the kind of
education and experience they require. It will help you tailor your courses and
your experience to make you a competitive candidate.

3. Join clubs on campus that are related to your areas of interest, and
invite potential future employers to speak to club members. Take advantage
of the opportunity to establish personal contact with the speakers when they
come to speak.
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4. Connect your school projects with potential employers so that those
employers can see you in action. If you do a good job, they will find you are a
more interesting candidate than someone they have never seen.

5. Informational interviews can also help you to get a foot in the door. For
example, in order to write an article for the college newspaper, you might
interview directors of personnel about the present job market: expected
trends, what they are looking for in a new graduate, what specialists are in
demand, and so on. When you complete your article, send a copy of it with a
note of thanks to a person you interviewed.

6. Talk to friends working in your field of interest to find out what is

happening in the job market. Let people know in advance that you will be
looking for a job in the fall or spring of 20____.

Source: Cotton David, Falvey David, Kent Simon. Market Leader. Pre-
Intermediate. Longman.

Exercise 1. Give the Russian equivalents to the following words
and word combinations:
To ease a transition, numerous ways, establish contacts, employers, to apply
for a job, to hire, some tips, in advance, start files, eventually, to interview, to
give an idea, available jobs, to require experience, to tailor a course, a
competitive candidate, be related to, to take an advantage of an opportunity,
to get a foot in the door, in order to, personnel, expected trends, a graduate, to
be in demand, to complete an article, to find out, a job market, to let people
know, in the fall .

Exercise 2. Give the English equivalents to the following words
and word combinations:
3apaHee, [l TOro, YTOObI, IEPCOHAJ, PBIHOK TPYZA, BBINYCKHUK, OCEHBIO,
MPOBOJHUTH cobeceJloBaHUE, BOCIOJIb30BaThCS 61aronpUATHON
BO3MOXHOCTbIO, B  KOHIle KOHIIOB, MHOTOYHCJEHHble  CIIOCOOBI,
paboTo/jaTesi, HaHAThb, YCTAHOBUTh KOHTAKTbI, MOJABaTh 3asiBJEHUE O
npuéme Ha paboTy, ObITh CBI3aHHBIM C, HEHABSA3YHBBIHA COBET, HY>K/IaThCs B
OTIBITE, CO3/1aTh (aii/l, BakaHTHbIEe paGouKie MeCTa, BbIICHUTb, UMETh CIIPOC.

Exercise 3. Be ready to discuss the following:
1. Job-finding strategies.
2. Technics for getting your foot in the door.

Exercise 4. Examine the following structures:

So that — Tak 4TO6BI, TaK YTO, (A1 TOr0) YTOOHI
In order to - a4 TOro, YTO6LI; YTOOLI
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Exercise 5. Read and draw up the similar samples like this:
1. The doctor is examining the patient so that he could find out what’s wrong

with him.

2.The company made a detailed survey in order not to lose profit.

Writing a CV or resume
CV - British style (curriculum vitae)

Name Mark James Wallace

Address 22 Rocks Lane, Bristol BS8 9DF

Telephone 0117945649

Mobile 07799238182

Email mjwallace@vjbworld.co.uk

Nationality British

Date of birth 11 March 1979

Profile A highly motivated, well-travelled and creative
graduate with practical design experience in a large
company

Education

1996-2001 Cardiff University: BA in Graphic Design

1990-1997 Clifton School, 3 A levels: Art (A);

Employment
2001 - present

Design and Technology (A);
Mathematics (B); 9 GCSEs

EMS Corporate Imaging, Design Dept.,
Riverside House19 Charles St. Bristol

Skills Computer literate: familiar with a number of design
and DTP packages.
Clean driving licence.

Interests Tennis, photography and travel

References available on request.

Resume — American style
JENNIFER ROBERTS

1320 Forest Drive
Palo Alto, CA94309

email: jroberts@mailbox.com
telephone: (650) 498-129
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Objective To obtain a position as a German-English translator with a
firm in the Bay Area.

Education Master of Arts in Translation,

2000-2002 Stanford University

1994-1998 Bachelor of Arts (cum laude)

Major: German, Minor: Russian,
Georgetown University
Experience Freelance technical translator,
2002-present German-English, mostly for hi-tech
industries in California

2000-2002 Teaching assistant (German),
Stanford University
1998-2000 English teacher, Cambridge Institute,
Heidelberg, Germany
Languages Fluent German, conversational Spanish
Personal interests include sailing, playing the accordion, cooking
Reference Dr M Rosen, Chair, Dept of Modern

Languages, Stanford University,
Palo Alto, CA94305

Text 2.
Job interview
Read the text and say why the narrator thought that Nina
wouldn’t get the job.

When I first met Nina, I disliked her at once. She was wearing skintight
pedal pushers, a flashy, floppy top, and sneakers with no socks-bizarrely
inappropriate even at our very informal company. Soon, Nina doggedly
pumping me for information about the new department I was running, where
she hoped to get a permanent job. Not a chance, I thought. Not if I have
anything to say about it.

However, [ didn’t. Within a few days she was ‘trying out’ for me. I gave
her a moderately difficult, uninteresting and unimportant project that I didn’t
need for months. It took that long for her successor to untangle the mess she
had made out of it. Although I couldn’t have predicted exactly what Nina
would do, in three minutes flat I had assessed her as someone who couldn’t be
relied upon to get a job done.

We all make snap judgements about strangers. Within seconds after we
meet someone, we take in a host of details and draw rather large conclusions
from them. We may decide in an instant whether it is someone’s nature to be
warm or cold, friendly or hostile, anxious or calm, happy or troubled.
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Unconsciously, we often ask and quickly answer certain questions: Will I
enjoy talking to him at this party? Will she make an interesting friend? Will
she/he make a good boss/sales manager/secretary/spouse/ for me? If we get
to know the person better, we may change our minds. But we may not have
the chance.

From Nina’s inappropriate dress and aggressive behavior toward me, I'd
decided she was pushy, insensitive, and had poor judgement. [ also had a lot of
vague impressions I couldn’t explain. It was as if a warning bell went off in my
head. Its message: this person was not to be trusted; her behavior would be
unpredictable; she was motivated by an idiosyncratic agenda of her own that I
would never understand.

[ was using a combination of observation, inference and intuition.
Source: Jones Leo. Cambridge Advanced English.

Text 3. Read the text, use the word given in capitals below the
text to form a word that fits in the numbered gap. There is an example
at the beginning (0).

HOW TO MAKE A GOOD INITIAL IMPRESSION

If you're job-hunting in Britain, it’s (0) essential to know the conventions
for writing a good Curriculum Vitae (CV). This is usually a sheet of paper on
which you list your personal details, (1) and experience. Many
employers request a CV rather than issuing a standard (2) form
when they are looking to fill (3) posts. The CV can, however, also
be useful if you want to write to employers letting them know that you're
available should a suitable (4) arise. (5) and
simplicity are the key features of a good CV.

Employers may have to look through hundreds of them when they are on a

(6) drive, and any that are overlong or have a poor layout are
likely to be discarded immediately, (7) of the content. It is
(8) to use good-quality, heavy, plain paper and a clear bold

typeface in black ink. Information should be presented in the form of concise
sentences, possibly arranged into bullet points under (9) .
Another important consideration is (10) , as nobody is likely to
be impressed by CVs containing spelling or punctuation errors. So make sure
you check it carefully.

1. QUALIFY 6. RECRUIT
2. APPLY 7. RESPECT
3. SPECIFY 8. ADVISE
4. VACANT 9. HEAD

5. CLEAR 10. ACCURATE
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¢ Make a note of the advice given in the text about CVs. If you were
a boss, which piece of advice would you think is the most
important? Why? What does it tell you about the applicant?

Text 4. 1.Read the first part of the article and then decide which

of the points (1-10) are DOs and which are DON’Ts.

2. Read the next part of the article and decide which of the points are
(11-20) DOs or DON’Ts.

How to create a good impression at your first interview.
With unemployment so high, and often scores of applicants chasing every

job, you have to count yourself lucky to be called for an interview. If it's your
first, you're bound to be nervous. (In fact, if you're not nervous, maybe your
attitude is wrong!) But don’t let the jitters side-track you from the main issue -
which is getting this job. The only way you can do that is by creating a good
impression on the person who is interviewing you.

1.

2.
3.

o U1

Find out as much as you can about the job beforehand. Ask the job centre or
employment agency for as much information as possible.

Walk into the interview chewing gum, sucking on a sweet or smoking.

Jot down your qualifications and experience and think about how they
relate to the job. Why should the employer employ you and not somebody
else?

. Choose your interview clothing with care; no one is going to employ you if

you look as though you’ve wandered out of a disco. Whether you like or not,
appearance counts.

. Make sure you know where the interview office is and how to get there.
. Be on time, or better, a few minutes early.
. Bring with you school certificates, samples of your work or letters of

recommendation from your teachers or anyone else you might have
worked part-time for.

. Bring a pen, you will probably be asked to fill in an application form.

Answer all the questions and write neatly. The interviewer will be looking
at the application during the interview; he or she must be able to read it.

. Have a light meal to eat; and go to the toilet. If you don’t, you may well be

thinking about your insides during the interview.
10. Have a drink beforehand to give your courage.
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Text 5. THE INTERVIEW.

The interview is designed to find out more about your and to see if you
are suitable for the job. The interviewer will do this by asking you questions.
The way you answer will show what kind of person you are and if your
education, skills and experience match what they are looking for.

1. Forget to shake hands with the interviewer.

2. Make a real effort to answer every question the interviewer asks. Be
clear and concise. Never answer “Yes” or “No” or shrug.

3. Smoke or sit down until you are invited to.

4, Give the interviewer a hard time by giggling, yawning, rambling on
unnecessarily or appearing cocky or argumentative.

5. Admit it if you do not know something about the more technical
aspects of the job. Stress that you are willing to learn.

6. Show some enthusiasm when the job is explained to you. Concentrate
on what the interviewer is saying, and if he or she asks if you have any
questions, have at least one ready to show that you're interested and have
done your homework.

7. Stress poor aspects of yourself, like your problem of getting up in the
morning. Always show your best side: especially your keenness to work and
your sense of responsibility.

8. Sell yourself. This doesn’t mean exaggerating (you’ll just get caught
out) or making your experience or interests seem unimportant (if you sell
yourself short, no one will employ you).

9. Ask questions at the close of the interview. For instance, about the pay,
hours, holidays, or if there is a training programme.

10. After the interview, think about how you presented yourself: could
you have done better? If so, and if you do not get the job, you can be better
prepared when you are next called for an interview. Good luck!

Source: Leo Jones. New Progress to First Certificate. Cambridge University
press.

Exercise 1. Highlight these words and phrases in the first
paragraph of the article. Then work out their meaning from their
context - don’t use a dictionary.

1. scores of
a)afew b)alarge number of c)hardly any
2. chasing
a) escaping from b) running after c)applying for
3. count yourself
a) congratulate yourself for being b) feel proud that you are
c) consider yourself to be
4. the jitters
a) over-confidence b) nervousness c) lack of experience
5. side-track
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a) distract b) emphasise c) interest
6. issue
a) argument b) purpose c) difficulty

Exercise 2. Highlight these words and phrases among the DOs and
DON'Ts. Then work out their meanings from their context without
using a dictionary.
1. giggling (in point 14)
a)arguing b) coughing c¢) laughing in a silly way

2. rambling on (14)

a) talking for too long b) going for a walk c) hesitating
3. cocky (14)

a) nervous b) proud) c) over-confident
4. done your home work (16)

a) practised being interviewed b) worked hard at school

c) found out as much information as possible about the company
5. get caught out (18)

a) be found to be lying b) be in danger c) be wasting your time
6. sell yourself short

a) are too nervous b) are too modest c) don’t talk enough

Exercise 3. Discuss these questions:

1. What kind of people are the intended readers of the article?
2. Which do you think are the three most important points?
3. Can you add one more DO and one more DON'T to this list.

Render the following text:
KiioueBoii coTpyaHMK - onpeje/ieHue.

Key words:

1 a¢pdekTrBHas paboTa - an efficient job

2. ynpaBJATh - to manage

3. yTBepx/JieHHe - a statement

4. TpaKTOBKa - an interpritation

. IOJIOXKUThCS Ha KOro-u60 - rely on smb, count on smb
. BeCOMBIY BKJIaJl - a major contribution

. 3apabaTeIBaTh - to earn money

. Kpegno - credo

O© 00 N O Ui

. IITaT KOMIIAaHUM - a company's staff, personnel
10. onpegenuTs - to identify, spot

11. nogunHéHHBIE - subordinates

12. KOJIJIEKTUB - a team
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13. ciieTHUYATS - to gossip

14. BEINOJIHUTD pacnopsi>keHHUe - to carry out an order
15. BBINOJIHUTB NPOChOY - to meet a request

16. He3aBUCHUMO OT - regardless of

17. KOHKYpEeHTHI - competitors

18. u3BJIeYb M0JIB3Y - to benefit

19. HacTaBHUK - a trainer

20. BBINOJHATL 006513aHHOCTH - to execute duties

Ki1ro4eBo# COTPYAHUK - 3TO pAaOOTHUK, OT pe3yJIbTaTOB TPy/Ja
KOTOpOro 3aBUCUT 3dpdeKTUBHasA paboTa 060N KOMIAHHUMU. KoneuHo,
ato He 100% 3aBUCMMOCTb, KaK OT PYKOBOAUTEJIS, HO, KaK MpPaBUJIO,
KJII0YEBOM COTPYAHUK 6Ge3 NMpoO6JIEM MOXKET MPEACTABIATb COO0N LiesIbli
otzeJ. [IpUHATO CYUTATB, YTO KJII0YEBbIE COTPYJHUKHU- 3TO TON-MEHEKEPHI,
HavyaJIbHUKH OT/EJIOB U BCe, KTO yNpaBJseT.

YacTryHo, 3TO BepHoe yTBepxkJeHue. Ho, pagu cnpaBeAMBOCTHU
TPaKTOBKM HaJi0 3aMETUTb - KJII4YeBOHW COTPYJHMK, 3TO TOT, KOTOPBINA BCE
JleJlaeT OTJIMYHO.

KiroueBo# COTPYZHUK - 3TO TOT, HA KOTOPOTO MOXHO IOJIOXKUTBCS, B
KOTOPOM MOXKHO OBITh YBEpPEHHBIM, KaK B CAMOM cebe.

KiroueBo# COTPYAHUK - 3TO TOT, KOMY NPUHAJJIEXKUAT CaMblil BECOMBIN
BKJIa/] B JIIOOOM MPOEKT.

KiroueBoll COTPYyAHUK - 3TO TOT, KOTOPbIM 3apabaThiBaeT AJis
KOMIIaHUH 60JIbllle BCETo JleHer.

KiroueBolt COTPYJHUK - 3TO TOT, KOTOPBI HapaboTas CBSI3M KakK B
KJIMEHTCKOM Cpejie, TaK U B TOCYZAPCTBEHHBIX CTPYKTYPaX.

IMeHHO NO3TOMy KJ/IYeBbIMHU COTPYJHMKaMH MOXXHO Ha3BaTb He
TOJIBKO T€X, KTO XOPOIIO PYKOBOJUT, HO U TeX, KTO TaJaHTJIMUBO paboTtaeT. K
3TOMY 4YMCJy NPUHAZJ/IEXAT ClelluaJUCThl C peJKUMH 3HaHUSAMH, HaBbIKaMH,
ONBITOM, YMEHHEM - TO, YEMy CJIO)KHO OOY4YUTb HOBOTO pabGOTHHKA B
KpaTyaiIlive CPOKH.

HecmoTpsi Ha Kpefo BceX HayaJbHUKOB, YTO He3aMEHHMBIX HET, Ha
caMOM /[ieJie, OHU CYIIeCcTBYIOT. [IpocTo [/ 3aMeHbl OJHOTO KJIIOYEBOTO
COTPY/AHUKA MOHAZ06UTCSA KAK MUHUMYM TPO€e 0ObIYHBIX PAGOTHUKOB.

Kak pacno3sHaTh KJII04eBOro COTpyAHUKa?
Ecau mraT KoMnaHuu HE6OJII)I.[IOI‘/’I, TO BbIYHUCJ/IUTb CAMOTI'O ITI0JIE3HOI'O B
KOJIJIEKTHBEe pabOoTHUKA He COCTaBJsieT HUKaKuX MpobseM. Ho uTo genaTs,
€CJIM KOJINYEeCTBO NOJYNHEHHbIX H3MepAeTCA HECKOJIbKUMHU COTHAMHA JIlO,E[EIZ,
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KOTOPBIX PYKOBOJAUTEJb JIUYHO He 3HaeT? CeslaB HEKOTOpble HabJII0IeH S,
MOXKHO 6e3 Mpo6JsieM HAaUTH 3TOro caMoro “KJw4yeBOro” yjeHa KOJIJIEKTHBA,
3aMeHa KOTOporo 060MJEéTCsl KOMIIAaHUU JJOPOXKe BCETO.

KittoueBo# COTPYIHUK - 3TO:
1. PaGoTHUK, KOTOPBII XOPOILIO OPUEHTUPYETCS B 06CTaHOBKE JieJl KOMIIaHUU
Y BCer/ia B Kypce BCeX Jiell.
2. ToT 4yeJsioBeK B KOJLJIEKTHBE, KOTOPOI'o 60Jiblile BCEro OOCYK/JAl0T, 0 HEM
TOBOPAT W [JaXe CIUIETHUYAKT. B 06IeM, y KaXJoro COTPyAHUKA B
OTHOIIIEHUH HETo eCTh onpe/iei€EHHast IMOIUs, 6e3pa3IuYUs HeT.
3. ToT cOTpYLHUK, C KOTOPBIM Yallle BCETO COBETYIOTCS , K MHEHHUIO KOTOPOT0
MPUCAYIIUBAKTCS He TOJBKO KOJIJIETH, HO U BBIIIECTOsIIlee PYKOBOACTBO.
4. ToT nNOAYMHEHHBIH, KOTOPBIA He OOUTCS BHICKA3aThb CBOE MHEHHE,
HecorJlacue, KpUTHKY WJIH HEJOBOJIbCTBO.
5. TOT 4/eH KOJIEKTHBA, C KOTOPbIM OCTaJIbHbIM COTPYJAHUKAM pabOTaTh
KOMQOpTHee Bcero. ITa 6J1ar0CKJIOHHOCTb, BhIPAXKAeTCs B COTVIAaCHU OMOYb,
BBIMOJIHUTD pacnopsbKeHUe WM MPOChOy K/IYeBOro paboTHHUKA GbiCTpee
BCETO U NPOYHE YeJT0BEUYECKUE NPOSIBJIEHUS J0OPOXKeNIaTeNbHOCTH.
6. TOoT cnenuasmuCT, KOTOPBIA MO MPaBy CYUTAETCS JIUJAEPOM, HE3aBUCUMO OT
3aHHMaeMOM JO/DKHOCTH.

IloyueMy Tak Ba)KHO Pacno3HATh KJIIOYEBOr0 COTPYAHUKA?

Jl1s TOTO, UTOOBI IEPEHSTh ¥ TAKOTO CIIellUaJHCTa [0JIe3Hble 3HaHUS.
Kak 6b1710 CKa3aHO BbIIIIE, KJIIOYEBbIE COTPYAHUKH- 3TO Te, KOTOPbIE
006/1aJ1a10T BOCTPe6OBAHHBIMH U IIeHHBIMH HaBbIKaMHU.

HauBHO fymMaTh, 4TO TaKOM clenHalvuCcT OyeT paboTaTh B KOMIAHUHU
JlO TIEHCHH. Y IIeHHBIX paGOTHUKOB Ha PbIHKE TPy/a BcerJia BbI6Op 60JIbIle, U
€ero He MPEeMUHYT NEPEMAHUTh KOHKYPEHTBI.

[ToaTOMy, TIOKa LIEHHbIA W TMOJIE3HBIH COTPYJHHK paboTaeT B Ballel
KOMIIAaHWH, CTapaiiTech U3BJeYb U3 €ro Npe6bIBaHUS MaKCHMYM I0JIb3bI:

- CpesaliTe ero HaCTaBHUKOM HOBHUYKOB.

- TlocTapaiiTech 6e3 AaBJeHHs CHAeJaTb TaK, YTOObl ero 3HAHUS MU
MeTO/bI PaboThI ObLJIK 33/[0KYMEHTHUPOBAHBL.

- YuuTech y Hero camu. Eciiv K/1104eBOM COTPYAHUK MOKUHET KOMIIaHHUIO
Korjga-mu6o, a 3To 006s3aTeJbHO CAYYUTCS, BO3MOXHO, WMEHHO
PYKOBOJUTEJIO NMPUAETCS HEKOTOPOE BpeMsl BBINOJIHAThL €ro 0053aHHOCTHU
WJIY TIOMOTaTh MOAYWHEHHBIM, IIOKA HE HAUIETCA JOCTONHAs 3aMeHa.

Source: www.e - executive.ru

Do you agree with the article message? Give your reasons.


http://www.e/
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LETTER WRITING

Applying for ajob
22 Rocks Lane
Bristol BS8 9DF

20 April 2010
Ms Patricia Wright
Personnel Department
Multimedia Design
4 Albion Road
London SE1 8DD

Dear Ms Wright

I am writing to apply for the post of assistant designer advertised in the
Evening Post of 18 May. Please find enclosed a copy of my CV.

Since graduating from Cardiff University [ have been working for EMS
Corporate Imaging on a contract basis. | have become particularly interested
in interactive and multimedia work and now wish to develop my career in
that direction.

I would welcome the chance to work as port of a small dynamic team
where I could make a significant contribution while developing my skills yet
further. I would be happy to show you a portfolio of my work.

I am available for interview next week and look forward to hearing from
you.

Yours sincerely

Mark Wallace

Mark Wallace

Enc.CV

Notes:

1. Write your own address in the top right-hand corner.

2. The date can go on either the left or the right.

3. In your application use the word post, position or vacancy, not ‘job’.

4. Use Sir or Madam if you do not know the name of the person you are
writing to, and use the person’ title (Mr, Ms, etc.) and their surname if you do.
5. Avoid contractions: (I am rather than I'm).

6. Sign your name and print it in full afterwards.

7. In British English end your letter Yours sincerely if you have begun it with
a person’s title and family name. If you have begun Dear Sir or Madam, then
end your letter Yours faithfully.

Paragraph 1

Explain which job you are applying for and how/where you heard about it.
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Paragraph 2
Briefly describe your most relevant qualifications and/or experience.
Paragraph 3
Explain why you want the job and why you think you would be good at it.
Paragraph 4
Say how you can be contacted and/or when you are available for interview.
Other useful phrases for a job application:
Paragraph 1
- I noted with interest your advertisement for a ...in today’s edition of...
- I am writing in response to your advertisement in...for the position of ...
- I would like to apply for the vacancy advertised in...
- With reference to your advertisement in
- [ am interested in applying for the post of ...
- As you will see from my CV...
- I have enclosed a copy of my CV, from which you will see ...
- Please find enclosed a copy of my CV.
Paragraph 2
- [ am currently studying ...at...
- After graduating from ..., I...
- Since leaving university, I have...
- On leaving school, I...
- Having gained a degree, I...
- While [ was working at...
- During my employment at...
- I am currently employed as...
Paragraph 3
- This post interests me because...
- I would welcome the chance to gain more experience of...
- I would be grateful for the opportunity to improve my skills.
-  have extensive experience of...
Paragraph 4
- If you consider that my experience and qualifications are suitable...
- [ am available for interview any afternoon and would be pleased to discuss
the post in person.
- [ will be available for interview from ...to...
- [ can arrange to attend an interview whenever convenient for you.

* Write down your own examples using the following phrases.
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Render the following text:
Kopnu PR. HcTopus 3apoxaeHus.

Key words:

. obpamenue Kk Konrpeccy - the appeal to the Congress
. 3apoXJeHue - origin

. leITeJIbHOCTb - an activity

. OCHOBATb yupex/JeHue - to establish

. y4eOHBIN IJ1aH - a curriculum

. IpeiANpYHUMaTeJIb - an entreprenuer

. B3aUMo/leficTBHe - cooperation

. IPUMEHUTDb TPAKTHUKY- to apply practice

O© 00 N O Ul A W N -

. ONyGJIMKOBATh CepUlo cTaTel - to publish article series

10. nofBepraTb yHUYTOXKakLIeH KpuTHKe — to make a slashing
criticism of smb, smth

11. koHKypeHTHas 60pb6a - competitive

12. MmarHar - a magnate

13. BrI3BaTh 00LIECTBEHHBIN pe30HaHC - to draw a wide response
14. HEYUCTOMJIOTHBIA METO/bl KOHKYPEHTHOM 60pb6HI - sharp
practices of competitive struggle

15. nogMoyeHHas penyTanus - a tarnished reputation

16. moABepraThCcs Haka3aHUIo - to incur a punishment a

17. TeHeBoM 6u3Hec - shadow business

18. oT/iMuUTeENbHBINA 0cO6eHHOCTH- distinctive peculiarities
19. B yacTHOCTH - in particular

BrepBrie BbipakeHue «Public relations» ynorpe6un B 1807 roay
npe3ugeHT CIIA Tomac [xedpdepcoH B cBoéM «CeabMoM oOpalleHUH K
KoHrpeccy». 3apoxaeHrue caMOCTOSITE/IbHOTO BUJA AEeATEIbHOCTH U HAYKH
PR orHocuTca k Havany XX crosetusa. Emé B 1900 opy TapBapackuii
YHUBEPCUTET HCNOJIb30Baj] 6OpO NaGJMCUTH, a B YHUBepCUTeTe LITaTa
[lencunbBanus B 1904 roay 6bL1 co3/1aH COOCTBEHHBIM 0dHC MAGJIUCUTH .

B 1918 rogy kypc PR 6bl1 BK/IIOYEH B yueOHBIN MJIaH YHUBEPCUTETA
wraTta WauHoiic, a B 1922 roay - B Helo-Hopckom yHuBepcuteTe. [lepBas
kHura o PR yBugena cer B 1923 ropy. Eé aBtop - 3aBapg bepnays-
mwieMaHHUK 3urMmyHjga @peiiga. Kaura HaseiBasnack «Crystallizing Public
Opinion». A k Havasny 1930-x rogoB B CoepuHéHHbIX lllTaTax PR ciaoxunnce
Kak PyHKuusa MeHemxMeHTa. C aToro BpemeHu PR cTanu mpeBpamaTbcs B
CaMOCTOSITEJNbHYI0  chepy  OGu3Heca, OOCAYKMBAWOLYID  PaCTYILYIO
MOTPe6HOCTD NpeApUHUMAaTeE el BO B3aMMOJIeHCTBUM U ( UM ) BJUSIHUM HA
o61ecTBeHHOE ( MHEHHE WU TPeIIoYTeHUsI TOTpebuTe s ).
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Uctopuro Hayku moj Ha3BaHueM «Public Relations» mnpunsiTo
oTcuuThiBaTh ¢ 1902 roja, Korja BIepBble OblLIa NMpPUMEHEHA IMPAKTHKA
kaaccudyeckux PR. AMepukaHckas xypHanucTka Uaa Tap6est onybankoBaa
cepulo craTei noj o6muM HazBaHueM «Mcropus «Ctanaapt-0Oia KomnaHu».
A Bnapenbuem sTod ¢upmbl 6b1 cam [xkoH /[l Pokdesnnep - BceMUpHO
V3BecTHasl aMepuKaHCKas JiereHja. Tap6ess NojBepria YHUUYTOXaroleH
KPUTHKE HEYUCTOIJIOTHbIE METO/IbI KOHKYPEHTHOU 60pb0Obl, MpUMeHsIeMbIe
PYKOBOJACTBOM KOMIAHHMY, a 3a0[iHO U JIMYHbIe KauecTBa CAMOT0 HeQTAHOTO
MarHata. BbI3BaHHBIM CTaTbAIMM OOILECTBEHHBbIM pe30HAHC ObLI CTOJIb
3HAUUTeJIeH, YTO penyTalus <«KUBON JIereHJbl» OKa3ajacb CepbEé3HO
MOJAMOYEHHOH. JTO He CMOIJIO He CKa3aTbC Ha YCHEIIHOM BeJeHUU JeJl.
Havasnce HEMPUATHOCTH C KOMIIAHbOHAMH , PE3KO0 YXYALIUJINCh OTHOILEHUS
BHYTpH ¢upMel. CeMeliHas xu3Hb Pokdesnepa Aana TpemnHy. Bokpyr aTux
nyoJUKalui paspasusics HacTosiui ckaHfan. Ha ¢oHe cepbésHoro
ob6uectBeHHOro Bo3MyuleHus1 Konrpecc CIIA npuHSA 3HaMeHUTOe
AHTUTPECTOBCKOE 3aKOHO/AATEIbCTBO.

[Tocsie yero - nmoABeprIMCh HAKA3aHUIO PSAJL KOMIAHUH, 3aMeYEHHBIX B
«TeHeBOM» Gu3Hece. Pokdesiep, 6yAy4d YMHBIM 4YeJIOBEKOM U ONBITHBIM
O6M3HecMeHOM, NPUHAJI cjefylollee pemieHde. OH HaHAJ JKypHaJlUCTa -
XOpOLIO M3BeCTHOro B JesoBblX kpyrax CIHA AuBu Jlu. Jlu cTtan aBTOpoM
psifia cTaTel, MOCBALIEHHBIX HE MpeJIpUHUMaTe/ 0 MarHaty Pokdesiepa, a
Pokdesnnepy - oTLy ceMeHCTBa , [PUMEPHOMY MY3KY U JIIOGSIEMY MaIlOyKe.
MaTtepuabl 6bLIM pa3MellleHbl B CaMbIX H3BECTHBIX razeTax TOTO BpeMeHHU.
CeHTHUMEHTa/IbHble aMepUKaHLbl YBUZEIU B «CTapuHe /pko» TO, UTO XOTeJr
BU/ZIETb — IIPUMepP J0OPONOPsA0YHOr0 rpaklaHMHa, IHEPTUYHOI0 JIeJI0BOT0
yeJi0OBEKa - NpPUMep JJs NojApakaHus. AWBUH JIM C 4YeCTbIO BBIMOJTHUII
NOCTaBJIEHHYIO NlepeJi HUM 3aJa4y, TeM CaMbIM «KUH PR Obl BbINyIleH U3
OYTBIIKU» .

B 1948 roay B CIIIA co3paetcs O61ectBo PR, a B 1955 roay B JloHA0HE
- MexayHapogHas accoyuanus PR ( International Public Relations - IPRA ),
KOTOpasi HblHE O6'beUHSIET CIelHaJuCcTOB U3 65 ctpaH. B 1970-x romax PR
[oJlyyaeT pacnpocTpaHeHHe BO BCEM MHUPe.

CTpeMuTe/ILHO pa3BUBaeTcs 3Ta cpepa U B Poccuy, a Takke B cTpaHax
BoctouHo#t EBponbr u CHT.

OTeyecTBeHHBIH onbIT PR MMeeT cBOM OT/IMYUTEIbHBIE 0COOEHHOCTH.
B 4acTHOCTH, MTPUXOAUTLCS JIULIb YAUBAATHCS TEMIIAM KaueCTBEHHOTO POCTa
3TOH oTpacJiy 3a nocjaesnue 3 - 5 set. B HacTos1ee BpeMs AeCATKH BbICIIHX
y4eOHBbIX 3aBeJleHMN Poccum BelyT NMOATOTOBKY CIeLHaJUCTOB. BoT yxe
HeCKoJIbKO JieT JelctByeT Poccuiickaa Accoumauuss no CesaA3aAM C
O6wectBeHHOCThIO ( PACO ). I'nibpaus paGOTHUKOB MPeCC-CIYXKO U CIIyKO
«[Tabnuk pusneimnH3» Poccuu.

B 1999 roay cosgana Accouuanusi KOMIAHUH - KOHCYJIbTAaHTOB IO
cBsizsiM ¢ ob6mectBeHHOCThl0o ( AKOC ), koTopasi 6bL1a npuHsata B ICO -
MexayHapoAHbI KOMUTET acCcouydaldil KOMIAHUW - KOHCYJIbTaHTOB B
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codepe PR Ha [lepBoM BceMupHOM popyMe 3TON OpraHU3aLUY, IPOLIe/IIeM B
llIBeiinapum B ceHTsA6pe 1999 roma. B 3atom xe roxgy B Poccuiickoit
Accounanuu MapketuHra ( PAM ) o6pasoBad /JlenaptameHT PR -
TeXHOJIOTUH.

Source: aBTOp cTaThu - KaHHa Pycenkasi, mpodeccCHOHaNbHBIA UMUK —
aHaJIUTHK, ICUXOJIOT.

Unit 3

CAREER LADDER
Read the text and answer the questions.
Job Hopping — Advantages and Disadvantages of Switching Jobs
Frequently.

- Job hopping - changing from one job to another within a period of
months - is becoming more and more popular.

One of the main reasons for this is that the structure of work is changing.
Employers are looking for workers who can get a job done. After such a task
orkers move on to another job. Part-time and flexible work leads to people
having more than one job.

In addition, rising unemployment and salary freezes have forced people
to move to other jobs. In other cases, many career workers are in search of a
new challenge somewhere else.

Many employers, however, often see job hoppers as a disadvantage to
their firm. They think that a person cannot hold on to a job for a longer period
of time will not do a firm any good. A person who changes jobs every few
years or even months is not respected by a company that values loyalty.

On the other side, employers like to hire people, who have had several jobs, as
they are able to adapt quickly to new working environments.

Research shows that people who stay with a company for a longer time
actually have better chances climbing the career ladder. The same research
also shows that moving around more quickly can actually increase an
employee’s salary. Long-time workers often accept low salary increases just
because they don’t want to change to another company.

Young people, especially, change jobs more often because they have
become used to it. Older workers who have stayed with a company for a few
decades have no experience in changing jobs and do not know what awaits
them.

Top earners in entertainment, politics or the economy can move around
freely without having to be afraid of money losses. They can get just about any
job they want and more pay.

Many workers ask themselves when the right time arrives to switch jobs.
This depends on several factors, including what economic sector you are in. In
the world of high - tech, jobs change quickly. People come and go, often
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staying only for a few months. In contrast, the workers in the farming
business are_valued for their loyalty and therefore stay longer.

Length of employment at the same firm differs from country to country.
While an average worker in America changes jobs every 5 years, their British
counterparts switch every 9 years. Italian workers stay with the same
company for an average of 13 years.

Labor laws play an important part in hiring and firing workers. In Europe
it is much more difficult to get rid of unwanted workers than in the USA.
Cultural views, as in Japan, often play an important role. Japanese workers are
loyal to their companies and often stay for many decades, or even their whole
life.

Yet, there are several advantages in job - hopping. You get a wide range of
experience in different fields, and experience of different working
environments. In some cases, a person gets a fulfilling job after they have tried
out several others.

On the other side, job hoppers often don’t show motivation at work. They
are never satisfied with what they get. Switching jobs can be stressful and
contribute to bad moods.

Source: English on line.

Words:
Challenge - something difficult that you want to do
Counterpart - someone who has the same job somewhere else
Hire = employ
In addition = also
In contrast = on the other side
Length- how long something is
Salary freezes - when you do not automatically get more money every few
years
Switch = change
Unemployment - situation in which you are out of work
Yet = but
Exercise 1. Answer the following questions:
1. What does job hopping mean?
2. What is one of the major causes of switching a job?
3. What causes people to move to other jobs?
4. What are the pros and cons of people who tend to switch jobs frequently?
5. What are the factors making people change their jobs?
6. How does length of employment vary from country to country?
7.In what country are the most loyal employees to companies they work for?
Exercise 2. Give definitions to the following words and word

combinations.

a.a part time job

b. unemployment

c. salary freezes
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d. challenge

e. loyalty to a company
f. careerladder

g. experience

h. labor

Exercise 3. Give the English equivalents for the following
phrases.

Yacras cMeHa MecTa paboThbl, paboToaTe Ny, IepexoJUTb Ha JPYyTyio
paboTy, YaCTUYHO 3aHATHIA PaboO4YMi JleHb, paboTa ¢ 'MOKUM rpaduKoM, B
nobaBieHne, pacrymas 0Oe3paOoTHia, 3aMOpaknBaHue 3apabOTHOM IUIaTHl,
cepbE3HOE HCIBITaHWE, OJHAKO, NMPEUMYLIeCTBa - HEJOCTAaTKH, IPEJaHHOCTB,
HAaHUMAaTb - YBOJIBHATH, HOBasg pabodas 0OCTaHOBKA, WCCIICOBAHUE, KaphepHAs
JIECTHUIIA, TIOBBIMICHUE 3apabOTHOI IUIATHI, COTJIAIIATBCS, OCOOEHHO, OIBIT,
paOOTHMKM C BBICOKOH 3apIuiaTod, IepexoauTh ¢ paboTel Ha pabory,
MPOJODKUTENBHOCTh  TPYJOBOH  AEATENBHOCTH, CpEeIHECTATHCTHICCKHIH
CIyXaIllMi, KOJJIETa, 3aKOHBI, pPETYJIUPYIOIHE TPYAOBYIO AEATEIBHOCTS,
N30aBUTHCS OT HEXXENIATEIILHBIX PA0OOTHUKOB.

Exercise 4. Provide the text summary.

Render the following text in English:

Kak 6bIcTpO Hal'TH pa6oTy?

Key words:

1. cTasIKUBaThCs € Ipo6ieMaMu - to come across problems

2. 3HaTb U3 JIUYHOTO omnbITa - to know from experience

3. «3a 1 mpoTuUB» - the pros and cons

4. yBoJIUTH - to dismiss

5. 3aperucTpupoBaThCs B CIyx6e 3aHATOCTH - to register in the
Employment Agency

6. peaJsiaraTh BakaHcuM - to offer vacancies

7. moco6ue no 6e3paboTtuile - unemployment benefit

8. 3ax0IMThb Ha CalTHI - to visit a website

9. 06HOBJIAITH CIIMCOK NpeAsioXKeHUH — to renew a list of offers

C 3To#l mpo6IeMOH CTAJIKUBAETCS GOJIBIIMHCTBO JHOJEH, OKa3aBUIUXCS
10 TeM WJIM WUHBIM NPHUYHHAM (€3 MOCTOSTHHOTO M CTaOUJIBHOro 3apaboTKa.
O1HO3HAYHOTO pelleHus JAaHHOTO BOMPOca He CYIeCTBYET, OCKOJIbKY
Ka/IbIM BbIXOJ, U3 3TOU CUTYallMU UILET M0-CBoeMY. f paccKaXky BaM, UCXO/isl
W3 JIMYHOTO OMbITA, KaK MOXKHO GBICTPO HAUTH paboTy.

Kaxxapiéi, kTo He uMeeT paboTy - MeuTtaeT eé HaWTH. [IpakTH4YecKH
KaXX/Jbli, KTO eé MMeeT — MeyTaeT eé NMOMeHATb. [[03TOMy BOT MOH COBeT.
[Ipexxze 4yeM MeHATb paboOTy B HaZeXJe HalWTH HOBYIO, XOPOILIO MOAYMaKTe,
B3BeCbTe BCE «3a» U «IMpOTUB». [lOCKOJIbKY MO CTaTUCTUKe caiTa Head
Hunter kaxx/Jblii BTOpOH TOCKYeT 110 MPOLLIOHN paboTe U coTpyAHUKaM. Eciu
Bbl BCE-TAaKH PEIIWJINCh Ha 3TOT, NPSMO CKaXKeM, OTYassHHBIM ILIar WJIu
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0Ka3aJIUChb YBOJIEHHBIMHU WJIM COKPALEHHBIMU — ClefiyiTe MOUM HEXUTPBbIM
COBeTaM, U BbI ObICTPO HalIéTe padboTy!

Kak ke Bcé-Taku GbICTPO HAlTU paboTy?

1. He 6pocaiiTech cpa3y Ha NOUCKU HOBOM paboTkhI, 110 cebe 3HAIO — HU K
yeMy XOpOIleMy 3TO He IPUBeET!

2. Ecsiu mosBosisieT BpeMsl M GUHAHCOBOE N0JI0XKEHHE, OTJ0XHUTE Napy-
TPOUKY HeJesb. YcrnokoiTe HepBbl. [locTapaliTech HalTU B CJI0XKHUBILEHCA
CUTyalluul MOJIOKUTeJbHble MOMEHTBI: HalpuMep, 4YTO C 3TOTO Yaca
HauMHaeTCsl HOBbIM BUTOK Balllel 60Jiee UHTEPECHOMN U HACBILEHHOM KU3HMU.
JpyruMu cioBaMu: «Bcé, 4To He JesnaeTca - K JiydileMy!» KjeanbHbIN
BapHUaHT B 3TOM CJIyyae, KOHEYHO, KyJla-HUOY/Jb Cbe3JUThb B OTIYCK, HO 3TO
yKe UHJMBHUAYAJbHO.

3. PacckakuTe 0 c/ly4yHBIlIEeMCsl BCEM CBOUM POJACTBEHHMKAM, [PY3bsM
Y 3HAKOMbIM, IONPOCUTE IMOMOLIM B TpyAoycTpoicTBe. He wuck/04eHo,
KOHEYHO, YTO B 3TOM cJlyyae cpaboTaeT noropopka: «HuuTo Tak He pajyer,
Kak rope OJIMDKHEro», HO BaM TO TOYHO HeYero TepsTh! YBepeH, UTO
OOJIBLIIMHCTBO C TMOHMMaHWEM OTHECYTCS K Balled NpocbGe U OKaXYyT
cofeiicTBue. KcTaTy, ecnu npejiokeHUN He MOCTYIUT, Yepe3 napy HeJelb
HaNOMHHTe 0 cebe ellé pas, IOTOM el pas. [lesly 3TO He IOMellIaeT, a 3a0/JHO
[IPOBEPUTeE, KaK APy3bsl NO3HAIOTCA B GeJie...

4, CTaHbTe Ha Y4€T B MECTHYIO Cayx0y 3aHaTocTH. TaMm /ABa pasa B
Mecsll, BaM 6yAyT npejJsaraTbh aKTyaJbHble BaKaHCHH, B 3aBUCUMOCTHU OT
BalllMX MOXeJaHWH N0 AOHDKHOCTHU M MeCTy HaXOoXJeHHUs paboTel. BakaHcui
Ha CaMOM /[iejle He TaK YK M MHOrO, [ia M 3apIJaThbl 3a4acTyl0 TaKHe
MH3epHble, YTO HauMHaellb 3aJyMbIBaTbCs O I]eJ1eCO006Pa3HOCTH 3TOrO
MeponpusaTHsa. Ho MuHUManbHOe noco6ue mo 6e3paboTHLe — 3TO BCE-TAKU
JIeHbI'H, 3TO NOAJEePXKUT Bac MaTepHanbHO. KpoMe Toro, 6y/ieT BO3MOXXHOCTD
MOJIyYUTh OeClJaTHO HOBYI Npodeccuto, ecad, KOHEYHO, H3bSIBUTE
KeJlaHUe.

5. BeguTe aKTUBHO U MOUCK PabOThl CaMHU. 3aperUCTPUPYHTECH U
HalnWIIKMTe CBOE pe3loMe Ha CaMbIX KPYHHBIX CalTax MO MOUCKYy paGoThl -
Head Hunter u Super. Job. 3To no3BoJMUT BaM 3asiBUTb O cebe Kak
CrenyaJyucTe Ha BCIO CTPAHYy U ObITb B KypCe aKTya/IbHbIX BaKaHCHH IO
Ballled cnenuaabHOCTH. KpoMme Toro, Ha 3TuX cailTax ecTb Macca(mpasja
IJIATHBIX)CEPBUCOB 10 TNPOJBIKEHHIO pe3loMe U MpsSIMOA CBSISH C
paboTogarensaMu. Jla, KCTaTH, He 3a0blBaiiTe peryyaspHO 3aXOAWUTb Ha 3TH
CalThl U 0GHOBJIATH CIIMCOK NPEJJI0OXKEHUHN 110 BAllIMM 3alIPOCaM.

6. PasouiuTe cBOM pe3loMe 10 KOMIIAHUAM, B KOTOPBIX Bbl XOTeJIH GBI
pa6oraTb. Kak mnpaBusio, Ha caiiTe J060H opraHUsalMd ecTb pasjel
«BaKaHCHM», I'Zle BbIBEIIEH CIIMCOK CHEIMaJbHOCTENH, B KOTOPBIX KOMIAHUSA
Hy»XJaeTcs. Jlaxke eciM MHTepecylolye CIelUaJlbHOCTH Bbl He HAlIH, BCE
PaBHO OTChLIANHTE pe3loMe, KOTOPOe MonaJéT B «0aHK BaKaHCUM» U OyAeT y
paboTozaTesisi BCerja MnoJi pyKou.
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7. BcnoMHHTe npo cBOé X066u. Bo3MOXKHO, 3aHATHE, KOTOPOMY BbI
NOCBSILAIN BCé CBOE CBOGOAHOE BPEMS, MOXKET CTAaTh OCHOBHBIM CIOCOGOM
3apaboTka. U Torga Bbl CMOXeTe IOCBAIIATb CBOeMY X006M BeCcb pabodyuit
ZeHb. [lo-MoeMy, BesinKoJIeNHO!

Hy u, noxanyy, nocienHee. Bcepbé3 3ajgyMaliTech Haj TeM, YeM Bbl
3aHMMa/INCh [0 TOCJeJHEero BpeMeHH. MoxkeT ObITh, MpHILIA MOpa
IIOMEHSATb CBOY KU3HEHHbIe IPUOPUTETHI U B3TJIIHYTh Ha MUP N10-HOBOMY?

Source: aBTOp cTaThbu - Bnagumup 3apyliKHH, UCTOPUK.

Exercise 4. Read the text: “Paul’s career” and do the following
exercises.

* Getting a job
When Paul left school, he applied for a job in the accounting department of a
local engineering company. They gave him a job as a trainee. He didn’t earn
very much but they gave him a lot of training and sent him on training
courses.
* Moving up
Paul worked hard at the company and his prospects looked good. After his
first year, he got a pay raise and two years later, he got a promotion and was
promoted. After six years, he was in charge of the accounting department with
ten employees under his supervision.
*Leaving the company
By the time Paul was 30, he decided that he wanted a fresh challenge. He was
really interested in working abroad so he resigned from the company. He
didn’t want to gquit but he wanted something new. He started looking for a
new job with a bigger company. After a couple of weeks, he managed to find a
job with an international company which involved a lot of foreign travel. He
was very excited about the new job and at first, he really enjoyed the
travelling but...
* Hard time
After about six months, Paul started to dislike the constant moving around
and after a year, he hated it. He hated living in hotels and he never really made
any friends in the new company. Unfortunately, his work was not satisfactory
either and he was dismissed. After he was fired, Paul found things much more
difficult._ He was_unemployed for over a year. He had to sell his car and move
out of his new house. Things were looking bad and in the end, Paul had to
accept a part-time job at a fruit and vegetable stall in a market,
e Happier times
To his surprise, Paul loved the market. He made lots of friends and enjoyed
working out in the open air. After two years, he took over the stall. Two years
later, he opened a second stall and after ten years, he had fifteen stalls. Last
year, Paul retired at the age of 65.

Source: Paul R.Timm, Brigham Young University.
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Exercise 5. Write a single word synonym for each of these words
or phrases:
. Given the sack
. Out of work
. Left the company
. Given a better position
. Stopped working forever
. Future possibilities
. Workers in a company
. Working only some days/hours

Exercise 6. Find the logical answer on the right:
. Why did they fire him?
. Why did they promote you?
. Why did he apply for the job?
. Why did he resign?
. Why did he go on the course?
Exercise 8. Answer these questions:

. Have you ever quit a job?
. Have you had much training from your company?
. Has the company sent you on any training courses?
. Have you gone abroad to work?
. Have you been promoted since you started in the company?

OO UL WN -
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G WN R

Unit 4.
Exercise 1. Read the text and share your ideas about physical
attractiveness and careers. Do they depend on each other or not?

Don’t hate me because I’m beautiful

AT WORK, as in life, attractive
women get a lot of the breaks. Studies have
shown that they are more likely to be
promoted than their plain-Jane colleagues.
Because people tend to project positive traits
onto them, such as sensitivity and poise,
they may also be at an advantage in job
interviews. The only downside to hotness is
having to fend off ghastly male colleagues;
or so many people think. But research by
two Israelis suggests otherwise.

Bradley Ruffle at Ben-Gurion
University and Ze'ev Shtudiner at Ariel

University Centre looked at what happens
A:N;; when job hunters include photos with their

by %
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curricula vitae, as is the norm in much of Europe and Asia. The pair sent fictional
applications to over 2,500 real-life vacancies. For each job, they sent two very
similar résumés, one with a photo, one without. Subjects had previously been
graded for their attractiveness.

For men, the results were as expected. Hunks were more likely to be called
for an interview if they included a photo. Ugly men were better off not including
one. However, for women this was reversed. Attractive females were less likely to
be offered an interview if they included a mug-shot. When applying directly to a
company (rather than through an agency) an attractive woman would need to send
out 11 CVs on average before getting an interview; an equally qualified plain one
just seven.

At first, Mr.Ruffle considered what he calls the “dumb-blonde
hypothesis”—that people assume beautiful women to be stupid. However, the
photos had also been rated on how intelligent people thought each subject looked;
there was no correlation between perceived intellect and pulchritude.

So the cause of the discrimination must lie elsewhere. Human resources
departments tend to be staffed mostly by women. Indeed, in the Israeli study, 93%
of those tasked with selecting whom to invite for an interview were female. The
researchers' unavoidable—and unpalatable—conclusion is that old-fashioned
jealousy led the women to discriminate against pretty candidates.

So should attractive women simply attach photos that make them look
dowdy? No. Better, says Mr. Ruffle, to discourage the practice of including a
photo altogether. Companies might even consider the anonymous model used in

the Belgian public sector, where CVs do not even include the candidate's name.

Taken from “The Economist”. March 2012.

Exercise 1.1. Give the Russian equivalents to the English ones: to get a
lot of breaks, plain-Jane, sensitivity, poise, hotness, a mug-shot, to grade, dumb-
blond, pulchritude, to fend off, unpalatable.

Exercise 1.2. Give the English equivalent to the Russian ones:
YPaBHOBEIIEHHOCTb, HEMpPUSATHBIM, Tiymas ONOHAWHKA, AypHyIka JDkeiiH,
¢dororpadus, KpacoTa, YyBCTBUTEIBHOCTD, MCIIOIb30BATH MHOTO OJAaroNnpUsSTHBIX
LIAHCOB, PACIPEACIAT, OTTOHATD, IIPUBJICKATEIbHOCTD.

Exercise 1.3. Put all types of questions to the text (not less than 10).
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Exercise 2. Work in pairs and do the test. Ask and answer the
guestions, and keep a note of your partner’s answers. If you haven’t
got ajob yet, imagine how you would react. Give reasons for your
answer to each question.

1. Do you find it easy to concentrate on one subject?

a.Not at all, | like to think about a variety of things.
b. I try hard but sometimes it’s difficult.
c. Yes, | have no problem doing this.

2. Do your leisure interests ever distract you from your work?

a. No, never.
b. Sometimes.
c. Yes, often.

3.You are planning a weekend with your family and friends. On Friday
afternoon something urgent comes up. What is your reaction?

a. You try to find someone else to do it for you.
b. You forget your weekend and get on with what you have to do.

¢. You decide it will have to wait as you already have plans for the
weekend.

4.You get a new job and discover that the local college is running a training
course that will be very useful in your work. How do you react?

a. You’re not very interested in doing it.
b. You decide to do the course even if you have to pay for it yourself.
c. You will go, but only if your new company pays for it.

5.Where do you see yourself in five years’ time?
a. You’ll probably be in the same position as now.
b. You hope you’ll be in a better position.
You intend to advance your career considerably in the next five years.
6. Do you talk about your job/studies outside work/college?
a. Sometimes.

b. Very frequently.
c. No, I ‘switch off” from work as soon as I can at the end of the day.
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7. Do you think intelligence leads to success?

a. Intelligence alone does not lead to success.
b. Yes, you have to be intelligent to be successful in life.
c. It’s a big part of success.

8. One of your colleagues gets promoted. How do you feel?

a. You’re a bit jealous.

b. You’re pleased for your colleague.

€. You’re upset. You want to find out why it wasn’t you and what went
wrong.

9. Do you believe in the saying ‘practice makes perfect’?

a. No, nobody’s perfect.
b. Yes, the harder you work at things, the better you become.
c. People don’t have enough time to practice things these days.

10. Is it useful to look back at the past?

a. No, you can’t change what has happened.

b. Yes, it’s very important to look back and analyse our mistakes so that we
don’t repeat them.

¢. Maybe sometimes, but everyone can be wise about the past.

11. What do you think about hard work?

a. It’s the way to get what you want.

b. 1t’s okay if you are paid well for it.

c. It’s very tiring.

12. Where does your motivation come from?
a. From your family.

b. From your boss.
¢. From inside yourself.

Scores
1 a0 b1l
2 az2 b1l
3 al b2
4 a0 b2

c2
cO
cO
cl
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5 a0 b1 c2
6 al b2 cO
7 az2 b0 c2
8 al b0 c2
9 a0 b2 cl
10 a0 b2 cl
11 az2 b1 cO
12 al b0 c2
Assessment

20-24 if you are not already a success, there is no doubt that you will be one day.
You have got all the qualities necessary for success, including ambition,
determination and imagination. Take care not to become a workaholic - if you do,
it will affect your family, yourself and, in the end, your happiness.

8-19 You want to be successful and have got many of the necessary qualities. But
perhaps you need a little more self-confidence to believe that you can and will
succeed. Perhaps you dream about success, but do not really believe it will happen.
Making those dreams come true is not easy, but it is certainly possible.

0-8 You need a lot of hard work to make a success of your chosen career, but is
this really what you want in life? Perhaps you believe that happiness is more
important than success. Maybe you prefer a happy family life, a steady job and a
regular salary. Remember everyone is different and happiness does not come from
trying to become something that you do really want to be.

Taken from “Cutting Edge” Intermediate.

Exercise 3. Read and title the text.

Our society is made up of all kinds of organizations, such us companies,
government department, unions, hospitals, schools, libraries and the like. They are
essential to our existence, helping to create our standard of living and our quality
of life. In all these organizations there are people carrying out of the manager
although they do not have that title. The vice-chancellors of a university, the
president of a student’s union or a chief librarian are all managers. They have a
responsibility to use the resources of their organization effectively and
economically to achieve its objectives.

Managers are to forecast, plan, organize, coordinate, control and motivate
other workers. In most companies the activities of managers depend on the level at
which he/she is working. Top managers, such us the chairmen and directors, will
be more involved in long range planning, policy making and the relations of the
company, the sort of product lines it should develop, the way in should face up to
the competition, the means of diversifying etc.

On the other hand, middle management and supervisors are generally
making the day-to-day decisions, which help an organization to run efficiently and
smoothly. They must response to the pressure of the pressure of the job, which
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may mean dealing with unhappy customers, chasing up supplies, meeting, an
urgent order or sorting out technical problems. Managers at this level spend a great
deal of time communicating, coordinating and making decisions affecting the daily
operation of their organization.

In carrying out management functions, such us planning, organizing,
motivating and controlling, a manager will be continually making decisions.
Decision-making is a key management responsibility. Some decisions are often the
routine kind. They are decisions, which are made fairly quickly and are based on
judgment. Other decisions are often intuitive ones. Before making a decision, the
manager will carefully assess the options, considering the advantages and
disadvantages of each one. Thus any manager is to be a bit challenging person.

Taken from “New English File”. Intermediate.
Exercise 3.1. Put all types of questions to the text (not less than 10).

Notes

Essential — HeoOxomuMbrit

Forecast — mporao3upoBats

Diversify — BkaasiBaTh B pa3IndHbIC IPEATPHUSTHSL
Efficiently and smoothly — s dexrusno u rmagko
Pressure of the job — 3arpyaHuTenbHBIC 0OCTOATENBCTBA HA paboTe
Existence - cymectBoBanue

Motivate - nanpaBisTh

Long range planning — nosnroBpeMeHHOE MIIAHUPOBAHUE
Chasing up supplies — moucku mocTaBok

Assess the options — omeHuBaTh BAPHAHTHI

Exercise 4. Complete the text using the words:

appointed reports combined defined
in charge reviewed supervised supported

Large British companies generally have a Chairman of the Board of
Directors who oversees operations and is the head of the company, and the
Managing Director (MD) who is responsible for day-to-day running of the
company. In smaller companies the roles of Chairman and Managing Director are

. Americans tend to use the term President rather than Chairman, and
Chief Executive Officer (CEO) instead of Managing Director.

The CEO or MD are by various executive directors or vice-

presidents, each with clearly authority and responsibility
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(production, marketing, finance, personnel, and so on). Directors are responsible
for strategic plnning and for making decisions.

Top managers are (and sometimes dismissed) by a company's
Board of Directors. They are and advised and have their decisions and
performance by the Board. Managers are of day-to-day

running of the department and report to the Directors.
Various personnel in each department report to the Manager. For example,
a Sales representative to the Sales Manager.

Board Members

A

A v

| Administrative Officer Accounts Officer

I Program Manager

Project Coordinator Project Coordinator Project Coordinator
(Health) (Livelihood) (Education)
] I |
. v v . v . v Il '
Field Field Field Field Field Field Field field f ield
Worker || Worker || Worker Worker || Worker || Worker Worker || Worker || Worker

Exercise 5. Match each word on the left with the correct explanation
on the right.

person managing the affairs of a

Accounts Dept. .
corporation

department responsible for

vice- president”® administering a company's financial
affairs
AG.M.%¢ a member of the board of directors

department that puts goods on market,

board of directors . . .
inc. packaging, advertising etc

senior director after the chairman

hairman®® . .
chairma responsible for day-to-day direction

director department responsible for physical




creation of product

executive officer”s

department responsible for recruitment
and welfare of staff or employees

headquarters

department responsible for finding and
buying everything for a company

manager

the highest executive officer of a
company; head of a company

managing director’®

department responsible for Research
and Development of (new) products

Marketing Dept.

a table or plan showing a company's
structure graphically

organisation chart

a company's principal or main office or
centre of control

Personnel Dept.

the place where visitors and clients
report on arrival at a company

president”®

Annual General Meeting of a company's
shareholders

Production Dept.

person who heads a Board of Directors;
head of a company; chairperson

Purchasing Dept.

department responsible for finding
customers and making sales

R & D Department

group of people chosen to establish
policy for and control a company

reception

any of several executive officers, each
responsible for a separate division

Sales Department

person who holds or owns shares in or a
part of a company or corporation

shareholder

person responsible for day-to-day
running of a dept.; executive officer”®

Taken from “English for secretaries”. College under the Ministry
Foreign Affairs of Russian Federation.

Exercise 1. The business structure you choose will have legal
and tax implications. Learn about the different types of business
structures and find the one best suited for your business. Explain

your choice.




35

Types of business structures:
Sole Proprietorship
A Sole Proprietorship is one individual or married couple in business alone.
Sole proprietorships are the most common form of business structure. This type of
business is simple to form and operate, and may enjoy greater flexibility of
management, fewer legal controls, and fewer taxes. However, the business owner
is personally liable for all debts incurred by the business.

General Partnership
A General Partnership is composed of 2 or more persons (usually not a
married couple) who agree to contribute money, labor, or skill to a business. Each
partner shares the profits, losses, and management of the business, and each
partner is personally and equally liable for debts of the partnership. Formal terms
of the partnership are usually contained in a written partnership agreement.

Limited Partnership
A Limited Partnership is composed of one or more general partners and one or
more limited partners. The general partners manage the business and share fully in its
profits and losses. Limited partners share in the profits of the business, but their losses
are limited to the extent of their investment. Limited partners are usually not involved in
the day-to-day operations of the business.

Limited Liability Partnership (LLP)

A Limited Liability Partnership (LLP) is similar to a General Partnership except
that normally a partner doesn’t have personal liability for the negligence of another
partner. This business structure is used most by professionals, such as accountants and
lawyers.

Limited Liability Limited Partnership (LLLP)

A Limited Liability Limited Partnership is a Limited Partnership that chooses to
become an LLLP by including a statement to that effect in its certificate of limited
partnership. This type of business structure may shield general partners from liability for
obligations of the LLLP.

Corporation
A Corporation is a more complex business structure. A corporation has
certain rights, privileges, and liabilities beyond those of an individual. Doing
business as a corporation may yield tax or financial benefits, but these can be
offset by other considerations, such as increased licensing fees or decreased
personal control. Corporations may be formed for profit or nonprofit purposes.

Nonprofit Corporation
A Nonprofit Corporation is a legal entity and is typically run to further an
ideal or goal rather than in the interests of profit. Many nonprofits serve the public
interest, but some engage in private sector activities.
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Limited Liability Company (LLC)

A Limited Liability Company (LLC) is formed by 1 or more individuals or
entities through a special written agreement. The agreement details the
organization of the LLC, including provisions for management, assignability of
interests, and distribution of profits and losses. LLCs are permitted to engage in
any lawful, for-profit business or activity other than banking or insurance.

Massachusetts Trust
A Massachusetts Trust is an incorporated business with the property being
held and managed by the trustees for the shareholders. The trustees are considered
employees since they work for the trust.

Trust
A Trust is a legal relationship in which one person, called the trustee, holds
property (the trust estate or trust property) for the benefit of another person, called
the beneficiary.

Joint Venture
A Joint Venture is formed for a limited length of time to carry out a business
transaction or operation.

Tenants in Common
A Tenants in Common allows 2 or more people to occupy the same business
while retaining separate identities in regard to assets or liabilities resulting from
business activities.

Municipality
A Municipality is a public corporation established as a subdivision of a state
for local governmental purposes.
Association
An Association is an organized group of people who share in a common
interest, activity, or purpose.

Exercise 2. Read and translate the text orally. Translate the first
paragraph in writing.
Retaining Good Staff

An organization’s capacity to identify, attract and retain high-quality, high
performing people who can develop winning strategies has become decisive in
competitive advantage. High performers are easier to define than to find. They are
people with limitless energy and enthusiasm. They are full of ideas and get things
done quickly and effectively. They inspire others through the force of their
example. Such people can push their organizations to great heights. However high
performers generally leave because organizations do not know how to keep them.
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Money remains an important motivator but organizations should not imagine that it
is the only one that matters. In practice, high performers take for granted that they
will get a good financial package. They seek motivation from other sources.

High performers are very keen to develop their skills and their curriculum
vitae. Offering time for regeneration is another crucial way for organizations to
retain high performers. Work needs to be varied and time should be available for
creative thinking and mastering new skills. They do not want to feel that success
they are winning for the organization is lost because of the inefficiency of others or
by weaknesses in support areas. Above all, high performers — especially if they are
young — want to feel that the organization they work for regards them as special. If
they find that it is not interested in them as people but only as high performing
commodities, their loyalty is minimal. On the other hand, if an organization does
invest in its people, it is much more likely to win loyalty from them and create a
community of talent and high performance that will worry competitors.

Taken from “Inside out”. Upper — Intermediate.

Exercise 2.1. Put all types of questions to the text (not less than 10).

True, false, not stated.

1) Work doesn’t need to be varied.
2) High performers are very keen to develop their skills.
3) High performers are very ambitious people.

Exercise 3. Match each word on the left with the correct
explanation on the right.

1. to be keen on smth a) a strong feeling of interest and
enjoyment about something and

2. enthusiasm eagerness to be involved in it

3. high performers b) creative people

4. loyalty c) the quality of remaining faithful to
5. organization principles, country etc.

d) to like smth
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6. motivation e) eagerness and willingness to do
something without needing to be told

7. to take for granted or forced to do it

8. regeneration f) an ability to do something well,
especially because you have learned

9. skill and practised it

10. competitor g) a group such as a business that has

been formed for a particular purpose

h) a person, team, company etc. that is
competing with another

i) making something develop and grow
strong

j) to value someone or something too
lightly

Exercise 4. Render the text.

B mobom OwusHece oueHb BaKHO, 4YTOOBI paboTa MEHEIKEpOB Oblia
pe3yNbTaTUBHON. PyKOBOIUTENN TOJKHBI OBITH CITOCOOHBI IOCTUTATh CBOMX IIeIeH
U NPUHAMATH BEPHBIEC pelIeHHs. bOIbIIMHCTBO PyKOBOJUTENEH NETOBUTHI TOIBKO
Ha cloBaX, HO He Ha jene. [IpobiemMa cocTOMT B TOM, YTO Ha MEHEIKEPOB
OKa3bIBaeTCsl JaBjieHHe, CHuwkaromee 3pdexktuBHOCT HX padotel. C  oxHOI
CTOPOHBI, X paboTa paznpoOiieHa. B OOJBIIMHCTBE CIy4aeB MM TPUXOJAUTCS
BBITIOJIHATH OJHOBPEMEHHO HECKOJIBKO 3aJaHWid, OJJHH W3 KOTOPBIX — OOBbIYHAs
TEKy4YKa, B TO BpeMsl KaK JIpyriue — 0coO0OH BaKHOCTH. 31ieCh M OOHapYXUBaeTcs,
YTO 1A pEHICHUA ﬂeﬁCTBHTeHLHO BAXXHBIX HpO6HeM HE XBaTa€T BPEMCHHU. KpOMe
TOTO, TPy3 3a00T 4acTO HACTOJIBKO HETOCWICH, YTO PYKOBOAWTEIH 3a0BIBAIOT O
TOM, KaKue JIeNa I0-HACTOSIIEMY BaXHBI.

PykoBoanTens crankuBaeTcs M ¢ Ipyroil mpobiemoii. JlenoBoe oOmieHune ¢
JIIOAbMU OTHUMACT JIbBUHYIO HOJIIO pa60qero BPEMCHU, IJId COOCTBEHHBIX HYX
BPEMEHH OCTAeTCsl COBCeM Majio. Kak TONbKO pyKOBOAMTEND cOOEpeTCs B3ATHCS 3a
OTYeT, HEOXKUIAHHO IMO3BOHHUT KIUCHT. EJBa OH MOBECHT TPYOKy, Kak B oduc
MO3BOHUT NoOoNTaTh bUilT U3 oTaena npoaax. PykoBoauTenb ycneeT moCBATUTD
OTYETY HECKOJBKO MHUHYT, 3aT€M €My ITO3BOHHUT MEHEIKEp IO KaJpam, 4TOOBI
y3HaTh, HE CMOXET JIM OH 3aBTpa AHEM HobecenoBath ¢ TeM-To. M Tak nanee.
PykoBoanTENb TOCTOSIHHO JJOJDKEH OTBEYATh HAa YbH-TO BOIIPOCHI, 3 BPEMS YXOJIHT.
Huuto He MeHseTCs K JIydIIeMy [0 Mepe €To MPOJIBIKEHUSI BBEPX I10 CITy>KeOHOM
nectaune. CtaHOBUTCS Jaxe Xyxke. UYem Oosee 3HAYMTENBHYIO JIOJDKHOCTH OH
3aHMMaeT, TeM OoJIblllee KOJIMUECTBO JI0JeH K HeMy oOpalaercs, rmocsrast Ha ero
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pabouee Bpems. HM3-3a ocobeHHOCTeW pabOTBl, PYKOBOJIWTENIO HEJIETKO
MPOAYKTUBHO TpyauThcs. OueHb TPYAHO OTIMYUTH BaXKHBIC Jeja OT MEHee
Ba>XHbIX. PyKOBOl[I/ITeHI) TMOCTOAHHO OMIYIIAE€T, YTO Y HETO0 OTHHUMAIOT CIMIIKOM
MHOTO BPEMEHH, HO YacTo JIOsIM OYeHb TPYAHO OTKa3aTh. Beernma Haiimercst 4to-
TO WITH KTO-TO, KTO OTOPBET €ro OTAeNA.

Xopolire PYKOBOAMUTEIN YYaTcs OPraHM30BbIBaTH CBOe Bpems. OHU He
3aHUMAKOTC HEBAXHBIMH JCJIaMU. OHI/I HUKOTr'Zla HEC 336LIBaIOT, 4YTO MDOTEpU
BPEMEHHU HEBOCTIOJIHUMBI.

Taken from “How to Manage, Editor Ray Wild” William Heinemann. London.

Notes:

Get the right things done — npuHUMATH BEepHBIE pENICHUSI
Reducing their efficiency — camxats ux 3¢ pexTHBHOCTD
To tackle that report — B3sTbest 3a oTueT

No sooner has he hung — exBa i on moBecut TpyOKy
Respond to the demands — otBeuars Ha Bompock!

To turn people away — oTKa3ath JTHOIIM

To divert him from business — oTopsats ero ot jgena

To be fragmented - 6bITh pa3apobIeHHBIM

Easier said than done — na cioBax, HO He Ha €€

Trivials — rexyuka

To be under pressure — uCIBITBIBATE IPY3 3a00T

To take up a lot of time - oTHUMATB TEBHHYIO OJTFO BpeMEHH

To climb higher in the organization — mponBurarbcsi BBEpX IO CIIy)KeOHOM
JICCTHUILIC

More demands will be made upon his time — Gonbmie momeii GyayT mocsrate Ha
ero pabouee BpeMst

Nature of the manager’s work — oco6eHHOCTH pabOTHI MEHEIKEPa

To be effective — paGorars npoayKkTHBHO

To distinguish between important and less important — otin4aTe BasKHOE OT MEHEe
Ba)KHOTO

To manage time — opraHu30BBIBaTH BpeMst

Exercise 5. Read business letter and insert missing phrases.

Communications  Public relations
Assistant firm
lack of to leave for check local traffic  look forward to

on time to apologize for
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professionalism meetings reports

Dear Mr. Thomas,

I would like missing my interview on Wednesday, June 10 at 8:00
AM. A freeway accident stopped traffic completely for thirty minutes 0
the office, but that is no excuse. | should have left my home even earlier to ensure
I would arrive

As a I understand that Extreme Public Relations Company values
professionalism, which includes timeliness. Whether in a staff meeting or a client
consultation, I understand that you would expect your employees

I am currently taking steps to ensure that | am not late for a meeting again. | plan
even earlier than | already do to ensure |1 am on time regardless of delays.

I will also always before planning my driving route.
I demonstrated a on Wednesday. However, | would like to request
another opportunity to interview with you for the position of at Extreme

Public Relations Company. | know that, despite my embarrassing error on
Wednesday, | am an ideal candidate for the position, due to my extensive
experience and my ability to achieve quantitative results for my clients.

I will call you later this week to see if we can schedule a time to meet again.
Again, | am very sorry for my actions. | meeting you and demonstrating
to you why I am a strong candidate for the position.

Best,

Danial Craft
555-555-5555

Unit 6.
Exercise 1. Choose the best variant for each sentence.
1. The design stage typically lasts two months.
for
NO PREPOSITION
AorB

2. We'll let you know about our decision tomorrow.
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until

by
AorB

3. | like working Bill. He's really laid-back.
on

with

along

4. The design process this product is fairly complicated.
for
in
along

5. Please inform me your decision.
in
AorC
of

6. This is an issue that came up the early stages of the project.

during
along
with

7. The demand for our product has risen by 50% the last two years.
over
among
with

8. John will be in charge all the technical aspects.
to
for
of

9. Are you working the project that | assigned you to?
with
on
in

10. 1 work downtown Chicago/ | work the center of the city.
in
on
at
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Exercise 2. Read and translate the text.

The Oscars

“BIRDMAN?” flew away with the Oscars this year. Alejandro Gonzalez
Ifarritu’s hallucinatory backstage farce won the Academy Awards for Best Film,
Director (pictured), Screenplay and Cinematography. If it weren’t for Eddie
Redmayne’s uncanny transformation into Stephen Hawking in “The Theory Of
Everything”, it is likely that Ifarritu’s leading man, Michael Keaton, would have
won in the Actor category, too. In the circumstances, it’s easy to feel a pang of
disappointment for Richard Linklater, the writer-director of “Boyhood”. His
beautiful, surprisingly feminist chronicle was neck-and-neck with “Birdman” in
the awards ceremonies that preceded the Oscars, but ultimately “Boyhood” had to
make do with Patricia Arquette’s Best Supporting Actress trophy. In the voters’
minds, perhaps, the struggles of an ordinary Texan family were less compelling
than the headaches of being a fading Hollywood movie star.

In general, the Oscars fell the way they were expected to—as they usually do
these days, now that there are countless websites and algorithms devoted to their
prediction. Wes Anderson’s dessert-trolley-for-the-eyes, “The Grand Budapest
Hotel”, was the evening’s other big winner, for Score, Production Design,
Costume and Make-up. Julianne Moore (“Still Alice”) and JK Simmons
(“Whiplash”) thoroughly deserved their Best Actress and Best Supporting Actor
victories, even if Ms. Moore was really being honored for her work in numerous
earlier, better films than “Still Alice”. Hers was a classic “Right Actor, Wrong
Role” Oscar, to rank alongside Al Pacino for “Scent Of A Woman” and Paul
Newman for “The Color Of Money”.

There were only two salient injustices—and again, they weren’t unexpected.
“The Imitation Game” won for Best Adapted Screenplay, despite its failure to
convey what the Bletchley Park code-breakers actually did, and its inclusion of
risibly fake clashes between the boffins and the brass (“We need six more
months!” “You’ve got one month!”). Meanwhile, the decision to give the Best
Animated Feature award to Disney’s cynical, forgettable attempt to launch a
superhero cartoon franchise, “Big Hero 6, only emphasized how absurd it was
that the far superior “Lego Movie” wasn’t even nominated.

If the ceremony raised any broader question, it is whether we have finally
seen the demise of the Hollywood Oscar-bait movie. For decades, the Best Picture
category was dominated by high-sheen, middle-brow, supposedly uplifting,
politically liberal epics, from “Gandhi” to “Dances With Wolves” to “The English
Patient”. They were usually based on novels or true stories, they tended to be on
the dull side, and, in the 1990s, they were often driven to award-nabbing glory by
the campaigning of Miramax’s head honcho at the time, Harvey Weinstein. If you
were the kind of person who only went to the cinema once a year, you could see
such a film and come away with the comforting assurance that Hollywood (and its
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British counterpart) was still making well-crafted, largely humourless
entertainment. But times have changed: in recent years, the Best Picture line-up
has skewed ever more low-budget, quirky and unpredictable. Anybody who
plumped for “Birdman” as their annual cinema outing would have stumbled out of
the cinema wondering what on earth they had just seen.

Ironically, Hollywood is now reliant on indie movies and foreign imports
when it wants to congratulate itself: of this year’s eight Best Picture finalists,
“American Sniper” was the only film to come from a major studio, and Sunday’s
prize-winners were virtually indistinguishable from those at the Independent Spirit
Awards on Saturday (although “Boyhood” did better at the Independent Spirits).

One reason for the sea change is that in 2009 the Oscars expanded the Best
Picture shortlist from five titles to a potential ten, making room for some riskier
contenders. Another factor is that cutting-edge cable television dramas have
whetted audience appetites for more daring fare. Less romantically, however, the
key factor is that Hollywood’s studios are now shovelling their money into
superhero franchises, having given up on any project that won’t sell a zillion
dollars of plastic figurines to a global audience. A stodgy three-hour biopic
directed by Ron Howard just doesn’t represent the same international investment
as an “Iron Man” sequel.

Many a hand-wringing article has been written, bemoaning the demise of the
mature, mid-level Hollywood movie. But when you look at the runners and riders
at this year’s Academy Awards, you have to ask whether the studios’ cowardice is
actually a positive thing. Whether you prefer Mr Ifarritu’s formal fireworks, Mr.
Linklater’s low-key humanism, or Mr. Anderson’s neurotically precise whimsy,
it’s clear that that the glut of superhero blockbusters hasn’t stopped innovative,
experimental, personal films being made—and those films are now getting the sort
of mainstream media coverage that they wouldn’t have done back when stuffily
prestigious Oscar bait was hogging the Best Picture shortlists. The Academy’s new
indie-friendly attitude may have resulted in “Birdman” being this year’s main
winner, but cinema-goers can count themselves lucky, too.

Taken from “Time”. 2015.

Exercise 2.1. Answer the following questions:

Have you ever seen an Oscar awarding ceremony?

If you have, do you think it’s a great show?

When and where does it take place?

Are you a cinema fan?

Do you prefer watching films at home or at the cinema?

ok~ wbdPE
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6. What are you favourite movies? Why?

7. What movie (actor or actress) in your opinion deserve an Oscar prize, but
did not get it?

8. What films mentioned in the text have you seen? Why?

9. Which one did you enjoy most?

10.What other prestigious awarding ceremonies in the sphere of cinema do you
know?

11.Are you aware of the Russian Oscar prize winners?

Exercise 3. Read this joke and give your comments on it. Do you
think it’s possible to have reliable friends in business?

Friends in business

A rich businessman was dying. Before his death he wanted to tell his partner
who was in business with him some important things. So he asked his family to
leave him with his partner alone. The rich man thought that his friend George was
a reliable partner and a very good friend. When they were alone the man said: “I’'m
dying, George. I’ve always been bad to you. When you were away on business two
years ago | took a big sum of money from the safe and never put it back. I disliked
you all my life. | sold the secret of one of your plans to another company for a
hundred and fifty thousand dollars. Oh, George, I’'m very sorry.” “That’s all right,”
said George. “I was not so reliable as you thought I was. It was I who put poison
into your tea at lunch yesterday.”

Taken from “Short stories and jokes”. Edition Ne4. “Filomatis” 2008.
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