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BBenenue

OOyueHrne WHOCTPAaHHOMY S3BIKY MpEANOJaraeT cieayomue (opmbl

padoThI:

AYAUTOPHBIC I'PYIIIIOBLIC 3aHATHUA IO PYKOBOACTBOM IIPCIIOAABATCIIA;
00s13aTeNbHas CAMOCTOSTSIIbHAS pa60Ta 10 3aJaHUIO IIPCIIOAaBATCIIA,
BBITIIOJIHACMAsA BO  BHCAYAUTOPHOC BpCMsI, B TOM YHUCIIC C
HCIIOJIb30BAHUCM KOMIIBFOTCPHBIX TeXHOHOFHﬁ,

WHAWBUAYaAJIbHAsA CaMOCTOATCI/IbHAA pa60Ta CTYACHTOB Ha 3aHsATHUH
oA pyKOBOACTBOM IIPEIIOAABATCIIA.

Ocoboe BHMMaHUE YACISCTCA CaMOCTOSITCJIbHOM pa60Te CTYOICHTOB C
QJICKTPOHHBIMHU y‘-I€6H0-M€TO,[[I/I‘-I€CKI/IMI/I MaTcpuajiaMu.

CamocrosTenpHas pa60Ta CTYACHTOB B IIPpOLCCCC OCBOCHHA HHOCTPAHHBIX
SI3BIKOB BKJIIOYAET B ceOs:

e BBHINIOJIHEHHE YUEOHBIX 33JJaHUI Ha 3aHATHAX;

® BBHIIOJIHEHHE YYEOHBIX 3aJaHUM B  KOMIIBIOTEPHOM  KJacce MOJ
PYKOBOJCTBOM IIPENOAABATENS U CAMOCTOSITEIIBHO;

® BBINOJHEHUE JTOMAIIHUX 3aJaHUN;

® IIOWCK JOTOJHHUTEIBHBIX MaTepuanaoB B IHTepHeTE;

® [IOJArOTOBKY IIPE3CHTALUM.



OcHoBHOM LICJIBIO Kypca  SABJISETCSA OBJIAJICHUE CTyJAECHTAMU
KOMMYHHUKAaTUBHOW  KOMIIETEHLIMEH, KOTOpas B  JaJbHEMIIEM  IO3BOJIUT
MI0JI30BATHCS MHOCTPAHHBIM SI3BIKOM B PA3IUYHBIX 001acTsIX MPodecCHOHATEHON
NEATETLHOCTH, B HAYYHOW M MPAKTHYECKOW paboTe, B OOIICHUU C 3apyOeKHBIMH
napTHepaMu, JJIs CaMOOOpa30BaHUsI U IPYTUX LIEJICH.

Hapsany ¢ nmpaktudeckor nenbro, Kype «VHOCTpaHHBIM S3BIK» pEATU3yeT
oOpaszoBaTeIbHbIE U BOCIIUTATEIbHBIC 11U, CTIOCOOCTBYS PaCHIMPEHUIO KPYro3opa
CTYJICHTOB, TIOBBIIICHUIO UX OOIIECH KYIbTYpHl, a TAK)KE KyJIbTYpbl ITOBCEIHEBHOTO
U JICJIOBOTO OOIIEHHUS, BOCIHUTAHUIO TOJEPAHTHOCTH M YBAXKCHHUSA K IIEHHOCTSIM
JPYyTUX CTpaH W HapoAoB. B ClOXUBIIEWCA CUTyallud MPEACTABIACTCA BEChbMa
AKTyaJIbHBIM U CBOCBPEMEHHBIM M3YUYCHUE ITUCUUIUIMHBI «JleJT0BOM MHOCTPAHHBIN
s3bIK». TakuM oOpa3oM, IeNbl0 JIAHHOTO Kypca SBJIsETCS  OOy4deHHe
MPAaKTUYECKOMY  BIIQJICHUIO SI3BIKOM  JICJIOBOTO  OOILEGHUSI JJISI  aKTUBHOTO
MPUMEHEHUSI MHOCTPAHHOTO S3bIKa B MPO(PECCHOHATHLHON AEATEILHOCTH.

PeaJ'IHBa]_II/IH OCHOBHOU Ocian O6yq€HI/IH HHOCTPAHHOMY A3BIKY IIPCAIIOJIAracT
OBJIAICHUC CICAYIOIINM KOMILICKCOM 3HElHPII>i, YMGHI/Iﬁ N HaBBIKOB:

- WHOSI3bIYHBIE PEYEBbIC YMEHHUS YCTHOTO M MHCBMEHHOTO OOILEHUS, TaKHe Kak
YTEHUE OPUTHHAIILHOMN JINTEPATyphl Pa3HbIX (PYHKIIMOHAIBHBIX CTHIICH U KaHPOB,
yMEHUE TMPUHUMATh y4yacTHe B Oecelle MOBCEIHEBHOIO M MPO(ECCHOHATBLHOTO
XapaKTepa, BBIPAKEHHE pa3JIMYHBIX KOMMYHUKATHUBHBIX HaMEpPEHUH, BIaJICHUE
OCHOBHBIMH BHJAMH MOHOJIOTMUECKOTO BBICKA3bIBAHUS, COOJIOJEHUE MPaBUI
pPEYEeBOro 3THUKETa U TOHUMAaHUE Ha CIIyX, BJIaJICHHE OCHOBHBIMU BUJIaMHU JIEJIOBOTO
MUChMa;

- 3HaHHWE SI3BIKOBBIX CPEACTB M (POPMUPOBAHHUE S3BIKOBBIX HABBIKOB B 00JIACTU
(bOHETHKHU, TEKCUKH U TPAMMATHKU;

- YMEHHE MO0JIb30BaTbCsl CIOBAPHO-CIPABOYHOM JUTEPATYpOHd HAa MHOCTPAHHOM
A3BIKE U DJIEKTPOHHBIMU CIIOBAPSIMU;

- 3HAaHUE HAIIMOHAIBHOMN KYJIbTYpBI, @ TAKXKE KYJIbTYypbl OOIIEHUS U 0COOEHHOCTEN
JIEJIOBOTO OOILEHNUS B CTPAHAX U3y4aeMoro 3blKa;

- YMEHHUE OCYIIECTBISATh CAMOCTOATENbHBIN TBOPUECKUI MOUCK MH(GOpMAIMU Ha
WHOCTPAHHBIX SI3bIKAX JJIs TPO(PECCUOHANBHBIX LIETIEH.

B xoxe uzydenust nucuMIuinabl « IHOCTpaHHBIN SA3BIK» CTaBITCS CIELYIOLIME
3aJa4uM:
- COBEPIIEHCTBOBAHUE MOJIYYCHHBIX HABBIKOB U YMEHHH BO BCEX BUJAX PEUECBOM
JICSITCIbHOCTH,
- hopMHpPOBAHNE HABHIKOB M YMEHHUI CaMOCTOSTENIbHON PabOThl M IPUMEHEHUS UX
HA IPAKTHUKE.



ITucomo

[lucbMO Kak NPOAYKTUBHOE YMEHHE BKIIIOYAET CIIEIYIOUIME YaCTHBIE
YMEHUSA:
® HamucaTh TEKCT B COOTBETCTBUU C ITOCTABJICHHOM 3a/1a4eil;
® COOTBETCTBOBATH 3a/IaHUIO C TOUKU 3pEHUS CTPYKTYpPhl U 00BbEMA TEKCTA.

BI/II[BI PCUCBBIX HpOHSBGI[GHHﬁZ ACJIOBOC IIMCHbMO, PC3IOMC, AHKCTA.

Conepxxanue 00y4YeHUsT [HCBMEHHOW pEYM COCTOMT B  Pa3BUTHH
KOMMYHUKATHBHBIX YMEHHA. K KOMMYHUKAaTUBHBIM YMEHHUSAM, HEOOXOIUMBIM TIPU
00y4YeHUH MICHbMEHHOM pe4r, OTHOCSTCS CIEAYIOIIHUE:

® 3amofHATH OyiaHku (yKa3plBaTh WMs, (aMUIUIO, TI0JI, BO3pacT,
IPaKIaHCTBO, a/IPEC);

MUCaTh CTAaHJAPTHHIC TUCHMA;

BECTH JICJIOBYIO TIEPEIUCKY;

MIACATh 3asIBIICHUS;

3aMoJHATH (HOPMYJIIPBI PA3IMYHOTO BUA,

u3naraTh CBeleHHs O cebe B (opme, MPUHATON B CTpaHe/cTpaHax
M3y4aeMoro si3bika (aBroouorpadus/pesrome), yMeTh TOHUMATh peyb 10
Tenedony.

T'oséopenue u ayouposanue

CTYI[CHTBI AOJIKHBI BJIaACTh CICAYIOMUMU YMCHUAMU:!

® yYMETb MOJJEPKaTh AUAJIOT MO Tenedony;

® [IOHMMATh 3By4Yalld€ AaYTCHTUYHBIC TEKCTbl W BBINOJHATH 3aJaHUS,
CBS3aHHBIE C IIPOBEPKOY IIOHUMAaHUsA Ha CIIyX;

® UCIOJIb30BaTh (DOPMBI PEUEBOrO ITUKETA.

Conepxxanre 00y4yeHUsT MOHOJIOTMUECKOW pEYM COCTOMT B OBJIAJCHUU
pa3HBIMM  BHJAMH  MOHOJIOTA, BKJIIOYas  BbICKA3bIBAHUSA IO  IOBOMY
MMPOYUTAHHOTO. J[J1s1 3TOro mpeaycMaTpruBaeTCs pa3BUTHE CIEAYIOIIUX YMEHUN:

- Jenath COOOIEHHUs, coJepKalue HauOoyiee BaXHYH HWH(OpMaIuoo 1o
Teme/mpobieme;

- pacckasath 0 cebe, cBoei mpodeccuoHaIbHOM IeITeTbHOCTH;
- YMETh MOHSATH Ha CIIyX peyb Ha MHOCTPAHHOM SI3BIKE 10 TeIeOHY;
-yMETb MOAICPKATh JUAIIOT 10 TeNe(OoHY;

- KpaTKO nepcaaTb OCHOBHOC COACPKAHUC, OCHOBHYIO MbLICJIb IIPOYUTAHHOI'O
HJIA YCJIBIITAHHOTO.



YUmenue

B pesynbraTe 0OyueHHS y CTYACHTOB JOKHO C(HOPMHPOBATHCS YMEHHE
YUTaTh CO CJIOBapeM M 0e3 CI0Baps TEKCThI MO CHEIUAIbHOCTH, OOBIBICHHUS,
ankeTsl. [Ipu 00ydeHMH MOMCKOBOMY UTEHHUIO C BHIOOPOYHBIM H3BICYCHHEM
uHbOpMaIlMU pa3BUBAETCS YMEHHE OBICTPO HAaXOAWTH HYXHYIO MH(OPMAIIHIO,
OITyCKasi HECYIIIECTBEHHBIE JAETaH.

OcHOBHBIE YMEHUS TIPU JAHHOM BUJIE YTEHUSI:

- OIIpCaAcCIATL TCMY, BBIACIIATE OCHOBHYIO MBIC]Ib,

- BLI6I/IpaTI> N3 TCKCTa OCHOBHEIC q)aKTBI, OITyCKas BTOPOCTCIICHHBIC,

- IIPOTHO3HUPOBATDh COACPIKAHNC TCKCTA I10 3daI'0JIOBKY, HA4YaJly TCKCTA,

- A0oraabiBaTbCsa O 3HAYCHHMH KIIIOYCBBIX CJIOB H O6XOI[I/ITI> HC3HAKOMBIC CJIOBA,
KOTOPBIC HEC IIPCILITCTBYIOT IIOHUMAHUIO OCHOBHOT'O COACPIKAHMA.

B pesynbrarte nzyyenus qucuMIuinabl « MTHOCTpaHHBIN A3BIK» CTYACHT JTOJIKEH:

HIICC,OgK Ymenust 3nanus
OK1, OK2, |- MIOHUMAaTh OOLUI CMBICI - IIpaBUjIa OCTPOECHUS IPOCTHIX
OK4, OKS, |yeTko npOoU3HECEHHBIX Y CIIOKHBIX MPEIJIOKEHUN Ha
OK9, IIK1.1, |BbICKa3bIBaHMi HA IPO- npodeccuoHanbHbIE TEMBI;
I1K1.2, ¢deccroHanbHbIE OBITOBBIE TEMBI; - OCHOBHBIE
[1K1.4, TIK1.7 |- MMOHMMATh TEKCTHI Ha 0a30BbIE | 00IIEYNOTPEOUTEIBHBIC TI1aroIbl

U ipoheCcCUOHATIbHBIC TEMBI;

- CTPOUTH MPOCTHIC
BBICKA3bIBaHUS O cebe U 0 cBOeH
MpoQeCCHOHAIBHON JESATENHHOCTH,
- y4acTBOBATh B IMAJIOTaxX Ha
ob1re 1 mpoecCHOHAIbHBIE TEMBI,
- KpaTKo 0OOCHOBBIBATh U
OOBSCHSTH CBOM JICHCTBHUS;

- MUCaTh MPOCTHIE CBSI3HBIC
COOOITIEHUS HA 3HAKOMBIC UJTH
UHTEpeCyIoIIne IpoQeccuoHalbHbIe
TEMBI,

- BecTH Oeceny (BKIrOUast
Tese()OHHBIE TIEPEroBOPHI) HA
WHOCTPAHHOM SI3BIKE Ha
MTOBCETHEBHBIC U
npohecCHOHANLHBIE TEMBI;

- BCTpEYATh OCETUTETIEH;

- OCYIIECTBISITH TPEBET-
TIOJIIEPKKY JICTTOBBIX TTOE3/I0K;

(OpITOBas M podeccuoHaIbHAS
JIEKCHKA);

- JIEKCUYECKUI MUHUMYM,
OTHOCSIIUICS K ONMHCAHUIO
IPEIMETOB, CPEJCTB U MPOIIECCOB
PO eCCHOHAIBHON JeATETHHOCTH;

- 0COOEHHOCTH NMPOU3HOIICHUS
CJIOB;

- MpaBHJIa YTEHUS TEKCTOB
npodeCCHOHATLHON HAIIPaBICHHOCTH;
- (bpa3bI-KIuIIIe 11 BeIeHUs
Oece/ibl ¥ IEPENCKN Ha HHOCTPAaHHOM
SI3BIKE;

- 0COOEHHOCTH TIEPEBO1a
JIOKYMEHTOB C HHOCTPaHHOTO SI3bIKA;

- MpaBHJIa OPTaHU3AINH PHEMa
IMOCETUTEIICH;

- MOPSAIOK MOJITOTOBKH JI€JIOBOU
MOE3/IKH.




Bbino/iHeHHe KOHTPOJILHBIX 321aHUN U 0popMJIeHUE
KOHTPOJIbHBIX padoT

o KoHTponpHBIE 3amaHus 1O AHTIIMACKOMY S3BIKY IPEACTABIEHBI B IISATH
BapuaHTax. Homep BapuaHnTa ciieyet BEIOMpATh B COOTBETCTBUH C MEPBOIl OyKBOM
(daMuInuu CTyJEHTA.

HavanbHas OykBa dhaMUIUU CTYI€HTa Ne BapuanTa
A,B,B, I, ] 1
E,K,3, K 2
J,M,H, O, II, P 3
C,T,V,® X, I] 4
Y, I, 11, 5, 10, A 5
o KoHTponbHBIE 3amaHus BBITIOJHSIOTCS HAa KOMIIbIOTepe. Ha TuTympHOM

mucte (cm. [Ipunoxxenune) ykaspiBaeTca pamMuiIns CTyIE€HTa, TEMa, HOMEp IPYIIIIbI,
HOMEP KOHTPOJBbHOU paOOThl U (haMIIIMsI IPENOJaBaTelisl, y KOTOPOTO 3aHUMAETCS
CTYJICHT.

o KonTponbHble 3amaHusi JOJKHBI  OBITh  BBINOJIHEHBI B TOU
NOCJIEI0BATEIbHOCTH, B KOTOPOI OHU JIaHbI B HACTOSIIIEM [TOCOOHH.

o BbInonHEHHYI0 KOHTPOJIBHYIO paboTy HEOOXOIUMO CHaTh MPENOJaBaTENIo
JUTSl IPOBEPKHU U PELICH3UPOBAHUS B YCTAHOBIIEHHBIE CPOKH.

o Ecnu koHTponbHas paboTa BEITIOJIHEHA 0€3 COOTIOICHUS U3JI0KEHHBIX BBIIIIE
TpeOOBaHUI, OHA BO3BPAIIAETCS CTYJICHTY 0€3 MPOBEPKH.

BoinosiHeHue padoThl HaX OLIUOKAMM

[Ipy monmydeHMH TPOBEPEHHOM KOHTPOJBHOW pabOThl HEOOXOIUMO
MIPOAHAM3UPOBATh OTMEUEHHBIE ONIMOKKM M eIle pa3 MpopadoTaTh y4eOHbIN
Matepuan. Bce 3amgaHusi, B KOTOPHIX OBUIM CJENaHbl ONIMOKW WM JOIMYIICHBI
HETOYHOCTH, CJIEAYET elIe pa3 BBHIMOIHUTH B KOHIE JAHHOW KOHTPOJIHLHOU paOOTHI.
Bo Bpems 3adeTa yauTHIBaOTCS pe3yJIbTaThl BBIMOIHEHUS! KOHTPOJILHOW paboTHI.




KonTpoJsbHas padora

Bapuanr 1.

I. IlpouuraiitTe W YCTHO ImepeBeIUTe HA PYCCKUN S3bIK BeCb TEKCT.
IlepeBennTe NMCHLMEHHO NEPBBbIN ad3al.

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.
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.

I1. Onpenenure , ABJAIOTCH JIM YTBEPKACHUSA:
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a) HCTHHHBIMH
b) nokHBIMU

€) B TeKcTe HeT uHGopMannu

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.

Baecute Bamu oTBeTHI B TA0JMILY

2.

II1. Haiaure jieKCHYeCKUe IKBUBAJICHTHI K BbIPA'KEHUAM U3 TEKCTA.
IlepeBeauTe ci10Ba M BHIPAsKEHUS M3 MEPBOIr0 CTOJOMKA HA PYCCKUM
SI3BIK.
Buecute Bamm oTBeThI B TA0IMILY.

1

2.

9.

. to be keen on smth

enthusiasm

. high performers

. loyalty

. organization

. motivation

. to take for granted
. regeneration

skill

10. competitor

a) a strong feeling of interest and
enjoyment about something and
eagerness to be involved in it

b) creative people

c¢) the quality of remaining faithful to
principles, country etc

d) to like smth

e) eagerness and willingness to do
something without needing to be told
or forced to do it

f) an ability to do something well,
especially because you have learned
and practised it

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

10




1) making something develop and grow
strong

j) to value someone or something too
lightly

IV. Onpenesure 0CHOBHYIO HI€10 TEKCTA.

a) Winning success
b) Identifying high performers
c) Motivating high-calibre staff

V. Pacnogaoxure ¢pasbl AUajora B NPaBHIBLHOH I0OCIEA0BATEIbHOCTH
(coenmaute Huppsl u OykBbl). BHecute Bamm orBerbl B TadJAMIYy.
IMepenumuTe UAJOr B NPABUWJILHOM MOPSAIKE.

a) Could I have two telephones?

b) Ok. What would you like to order?

c) Sure. It’s one hundred fifty dollars.

d) Good morning. Spyline Products. Sales.

e) Hello, I’d like to place an order, please.

11




VI. Pacnojsioxxure 4YacTv [1eJIOBOI0 NHCbMAa B MNPaBUJIbLHOM IOPSIAKe.
(coennnuTe OYKkBbHI M MGpbI). BHecute oTBerhl B Ta0auny. Ilepenummure
NMCbMO B IPABUWILHOM MOCJIEI0BATEILHOCTH.

a) Dear Mr. Fountain
b) 6 Lakeside Road

UK
5% March
Customer number: AF2789

c) I am writing to complain about the computer that I bought from your
company last week. I am unhappy with the computer. I’d like you to send
one of your technicians to my house as soon as possible to fix it. I hope to
hear from you in the near future, and can be contacted at any time on the
mobile number above.

d) Mr. Fountain
Springbourne Technologies
Unit 7, Riverside Business Park
Wilham

e) Yours sincerely

Chris Brown

12




Bapuanr 2.

I. IDIpouuraiiTe W YCTHO mNepeBeAUTe HA PYCCKUH S3BIK BeCb TEKCT.
IlepeBeanTe NMCHLMEHHO NMEPBbIN ad3all.

Job Ads

Checking out job advertisements is popular with executives worldwide. But
though the activity is universal, is the same true of the advertisements? Are
executive positions in different countries advertised in the same way? First, what
UK job seekers consider an essential piece of information what the post pays — is
absent from French and German adverts. Most British advertisements mention not
only salary, but also other material incentives including a car and fringe benefits.
French or German advertisements rarely refer to these. The attention given to
rewards in the UK indicates the importance of the job and its responsibility. In
France and Germany, that information is given by the level of experience and
qualifications demanded. Salary can be assumed to correspond with this.

If French and German adverts are vague about material rewards, they are
precise about qualifications. They usually demand ‘a degree in..’, not simply ‘a
degree’. In Germany, for example, a technical director for a machine tool company
will be expected to have a degree in Mechanical Engineering.

French advertisements go further. They may specify not just the type of
degree, but sometimes a particular set of institutions.

All this contrasts with the vague call for ‘graduates’ which is found in the
UK. British companies often give the impression that they have a particular type of
applicant in mind, but are not sure about the supply and will consider others. Their
wording suggests hope and uncertainty.

In the UK qualifications beyond degree level make employers nervous, but

in France or Germany it is difficult to be ‘overqualified’.

13



I1. Onpenenure, ABJAOTCS JIU YTBEPKIACHUS:

a) HCTHHHBIMH
b) n0o:kHBIMU
€) B TEKCTe HET MH(popMaAuK

1. Job advertisements are the same in different countries.

2. Job advertisements differ in three European countries.

3. Job advertisements differ in Europe and the US.

Buecute Bamm orBeThI B TA0IMIY

1. 2. 3.

II1. Haliaure JieKkCHYeCKUe IKBUBAJICHTHI K BbIPA'KEHUAM M3 TEKCTA.
IlepeBeauTe cj10Ba M BHIPAsKEHUS M3 MEPBOI0 CTOJOMKA HA PYCCKHN A3BIK.
Buecure Bamu orBeTnl B TA0JIMILY.

a. an additional advantage
1. job advertisement given with a job besides

wages

b. Smth that encourages you

2. executive to work harder

c. set of information about a

3. job seeker job that is available

d. a manager in a company
4. salary who helps to make

important decisions

e. someone who has

) ) completed a universi

5. 1ncentive p o ty
degree training

f. diploma that qualifies a
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person to do or be smth

6. fringe benefit
g. aperson, company or

7.  experience organization that employs

people

h. someone who is trying to
8. qualification find a job

1. knowledge or skill that

9. graduate you gain from doing a job

J. money that you receive as
payment from the

10. employer
organization you work for

Buecute Bamu orBeThI B TA0IMIY

l. 2. 3. 4+ 5. 6. 7. 8. 9. 10.

IV. Onpenenure 0OCHOBHYIO H/ICI0 TEKCTA.

1. Job advertisements are the same in different countries.
2. Job advertisements differ in three European countries.

3. Job advertisements differ in Europe and the US.

V. Pacnogaoxure ¢paspl auajora B NPAaBHJIbHON IOCJIEI0BATEIbHOCTH
(coenmaute uwuppsl U OykBbl). BHecute Bamm orBerbl B Ta0JAMIY.
IlepenuiunTe 1MAJIOr B IPABUJIBLHOM MOPSIKeE.

a) Thanks very much.
b) Is there someone I can speak to about applying for the course?

c) Hello, is Martha there?
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d) I’m sorry she’s in a meeting.

e) I’ll transfer you to Silva.

VI. Pacnosioskure 4acTH AeJI0BOr0 NMCHMA B IIPABUJIBHOM MOPSIAKE
(coennnute OyxkBbl U HU(PHbI). BHecuTe oTBeTHI B Ta0MUNy. I[lepenummure
NMCbMO B IPAaBWIBHOM MOCJIeI0BATEILHOCTH.

a) Dear Mr. Smith

b) 25 Wellington Rd
London NW10 4PZ
United Kingdom
17 September, 2013

c) Bank of England,
Threadneedle St,
London, EC2R 8AH

d) As I explained to her on the phone, my account has in fact always been
in credit.

She promised that she would look into the problem and get back to me.
However, I have heard nothing from her since.

I hope that you will be able to help me as soon as possible.

e) Awaiting your reply.
Yours sincerely,

Andrew Bogart

16




f) Following the recent telephone conversation that I had with Mrs. Adams, I
am confirming the complaint that I made to her concerning the £ 60

overdraft charge that your bank has mistakenly debited from my account.

Bapuanr 3.

I. IIpouyuTaiiTe U YCTHO NepeBeUTEe HA PYCCKHH A3BIK BECh TEKCT.
IlepeBenure nMcbLMEHHO NEPBbINA ad3ail.

How to Make the Most of a Job Interview

If you’ve done your paperwork right, managed to arouse an employer’s
interest and landed a job interview, your real work is just beginning. It’s one thing
to impress somebody on paper or over the telephone, but it’s another thing to
impress in the flesh. A job interview is a business appointment in which
everything counts in conveying a good impression. Experts will tell you that
advance preparation is the key to interview success. Before you go to a job
interview, find out all you can about the company. Depending on the results of
your research, you are supposed to prepare an interview outfit that will make you
look your very best. In most places you are not expected to wear a Chanel suit, but
even if you are fresh from school don’t think that your favorite blue jeans, an
oversized sweater and a T-shirt will be right for projecting a businesslike image.

Many personnel managers will confess that they often turn candidates
down for poor appearance; however, your looks alone will not help you get a job
unless you are well prepared for the interview. It makes perfect sense to go through
your resume once again and make sure you know the dates of important events.
Another thing you can do is go through your personal achievements to make up
your mind what you might want to present to an interviewer as an impressive
argument in your favor. Before the interview, give yourself a good rest , budget
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your time well, prepare everything you need in advance, so as not to panic and get
lost at last minute!

Every organization has its own culture and traditions, but there are some
things to consider that may help everyone.

You know that in many positions your lack of experience is a big
disadvantage. You can also compensate for your lack of experience with your
qualifications, enthusiasm, ability to learn quickly, and most of all your sense of
responsibility.

It’s natural therefore that if you really want to get this job you must show
yourself as a mature individual who is not acting on impulse, but is quite serious
about his/her choices. Fight for your place in life: change negative into positive:
you are young but you are strong and can learn fast.

I1. Onpenenure , ABJASOTCH JIM YTBEPKACHUS:

a) HCTUHHBIMH
b) oxHBIMU
€) B TeKcTe HeT HHGoOpMannu

1. This is an interview for candidates who have done their paperwork
successfully.

2. Many personnel managers often turn candidates down only for lack of
experience.

3. Things like jeans and T-shirts are not suitable for a business office.

Buecure Bamu oTBeThI B TA0/IMILY

II1. Haliaure JieKCHYeCKUe IKBUBAJIEHTHI K BHIPA'KEHUAM U3 TEKCTA.
IlepeBeanTe €JI0Ba M BbIPaKeHHs U3 MEPBOr0 CTOJI0OMKA HA PYCCKHMI A3BIK.
Buecute Bamu oTBeTHI B TA0JIMILY.
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1. to arouse an employer’s interest a) to get an invitation for a job

2. to land a job interview b) the way to succeed at an interview

3. to interview success c) to reject a candidate

4. to turn a candidate down d) not feeling confident or relaxed

5. to impress in the flesh e) to examine smth. very carefully

6. to convey a good impression f) to be like an adult person

7. to make up one’s mind g) to impress in person

8. to get lost h) to draw the interest of the
employer

9. to go through
1) to make a good impression
10. a mature individual
j) to decide

IV. Onpenenure OCHOBHYIO H/I€I0 TEKCTA.

What counts in conveying a good impression during a job interview?

1. Advance preparation is the key to success.

2. Appearance does count.
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3. Everything counts.

V. Pacnosoxure ¢pasbl AUAJ0ra B NPABUIBLHOM IOCIEA0BATEIbHOCTH
(coenmnutre uMppbl u OykB). Buecure Bamm orBersl B TadJMLYy.
IlepenumuTe IUAJOT B NPABUJIBHOM MOPSIIKeE.

a) Right. Good-bye.

b) Good morning. AIC Computing.

c) No, thank you. I’ll call later.

d) Sorry, sir. Mr. Roberts is not available. Is there any message?
e) Hello. May I speak to Mr. Roberts?

VI. Pacnosoxure 4YacTd [AeJ10BOr0 NHCbMAa B NPAaBUJILHOM MOpsAKe
(coenmnuTe OykBbl M uMppb). BHecure Bamm orBerbl B TA0AMIY.
IlepenumuTe NMCHbMO B IPABUJIBHOM MOCJIEA0BATEIbHOCTH.

a) Dear Ms. Kaassen,

b) Ultrasonic Ltd.
Warwick House, Warwick St., London SW2 1JF
United Kingdom

c) Yours sincerely,
Kay Reynolds
Sales Manager

d) Bredgade 51
DK 1110
Copenhagen
Denmark
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e) In relation to your order received today, we cannot supply the quantities you
need at the moment. Please confirm as soon as possible if a part-delivery would be
acceptable, with the rest to follow later.

Bapuanr 4.

I. IIpouyuTaiiTe U YCTHO NepeBeUTEe HA PYCCKHHU A3BIK BECh TEKCT.
IlepeBenure nucbLMEHHO NEPBbINA ad3ail.

Different Cultures

In the Global Economy, it is more important than ever to know how they do
things in other countries. Perhaps the key to a successful business trip is a genuine
respect for other cultures. For the business traveller, the famous saying is certainly
true: “Think globally, act locally”. Timing is everything in business. Western
businesspeople, in particular, are obsessed with it — after all, “time is money”. But
even in Europe, attitudes to timekeeping can still be regarded as local customs. In
Germany or Switzerland, you should never arrive fifteen minutes late for a
meeting, while in France, that is quite acceptable. If you agree to meet your Italian
colleague at 12 o’clock and they arrive half an hour late, they probably won’t give
you an excuse but will almost certainly have a great idea. And, as for the British,
one cynical businessman has observed that they pretend to be German but, in fact,
they would like to be Italian!

Cultures also view gifts very differently. In Anglo-Saxon countries, for
example, businesspeople do not expect to receive presents from visitors, and
anything more expensive than a small corporate gift like a pen could cause
embarrassment. But in Asia, particularly in Japan and the Middle East, gifts have a
much greater importance in establishing a personal and business relationship. Even
there, gifts do not have to be very expensive, although they should be of a high
quality.

But cultural stereotypes are rarely helpful when dealing with individuals. Nor
all Americans are pushy and loud; not all English people are reserved and formal.
The same is true of any culture. There are Italians who do not gesture and Japanese
who never apologize. So, when you travel overseas, try to leave behind all ideas
based on jokes and movies. Keep an open mind and you will meet individuals far
more than cultural stereotypes.
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II. Onpenenure , ABJAIOTCH JIH YTBEPKIACHHUSA:

a) HCTHHHBIMH
b) no:kHBIMU
€) B TeKCTe HET MH(popMauK

1. Giving and receiving gifts is an important part of business life in the Middle
East.

2. You should always take an expensive gift when you visit an American
company.

3. It’s embarrassing for Russian people to receive gifts.

Buecute Bamu oTBeTHI B TA0JMILY

1. 2. 3.

II1. Haiaure JieKCHYeCKue IKBUBAJIEHTHI K BbIPA'KEHUAM U3 TEKCTA.
IlepeBeanTe €JI0BA M BHIPAKEHHsI U3 MEPBOI0 CTOJIOMKA HA PYCCKM A3BIK.
Buecure Bamu oTrBeThI B TA0JIMILY.

1. cultural stereotypes a) world economy

2. to establish relationship b) to build human relations
3. of high quality ¢) ethnic traditions

4. global economy d) of superior grade

5. to apologize e) take a dim view of smth
6. agift f) to be sorry

7. a custom g) a present
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8. stay objective h) a tradition
9. restrained 1) keep an open mind
10. to give up all believes j) reserved
1 2 3 4 5 6 7 8 9 10

IV. Onpeaesure OCHOBHYIO HI€I0 TEKCTA .

1. Every country has its own culture, tradition and signs of difference.
2. Think globally, act locally.

3. When you do business abroad, it is important to give expensive gifts
to businesspeople.

V. Pacnosoxure ¢pasbl AUaJ0ora B MNPABUIBHOM IOCIEI0BATEIbHOCTH
(coenmnuTre wuppsl M OykBbl). BHecute Bamm orBersl B Ta0JaMIYy.
IlepenummuTe 1MAJIOT B NPABWJILHOM NOPSAIKeE.

a) Thank you very much. Bye!

b) Hold the line, please. .... I’'m sorry, she’s in the meeting now. Can I take the
message?

¢) Thank you. I will give her the message.
d) Oh, hello. Id like to speak to Alan, please

e) Good afternoon, Sales and marketing.
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VI. PacnoJsoxkure 4YacTH [eJ0BOr0 MNHUCbMAa B INPAaBUJIBLHOM MOPSAKeE
(coenunuTe OykBbl M HM(pHI). BHecuTe OTBETHI B TA0/IMILY.

[epenuummure
NMCbMO B IPABUWILHOM MOCJIEI0BATEILHOCTH.

a) Dear Ms.Wilson,

b) Ms. Wilson
JBD Bank
56 Cheapside
LONDON EC4Y 2WD

23 June 2013

c) 25 Wellington Road
LONDON NW10 4PZ

d) I look forward to hearing from you.

Yours sincerely,
James Smith

d) I have good personal skills, and I am very interested in banking. I am good at

communicating with people. I am currently working part-time in a bookshop, so I
have experience of dealing with customers and handling money.

e) I am writing to apply for the job of customer advisor, as advertised on your
website on 13, June.
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Bapuanr S.

I. IlpouuraiitTe M YCTHO IepeBeIUMTe HA PYCCKUN HA3bIK BeCb TEKCT.
IlepeBennTe NMCHLMEHHO NEPBbIN ad3al.

Recruitment

1. The process of finding people for particular jobs is recruitment or,
especially in American English, hiring. Someone who has been recruited is a
recruit or, in American English, a hire. The company employs or hires them; they
join the company. A company may recruit employees directly or use outside
recruiters, recruitment agencies or employment agencies. Outside specialists called
headhunters maybe called on to headhunt people for very important jobs,
persuading them to leave the organizations they already work for. This process is
called headhunting.

2. Applying for a job
Fred is a van driver, but he was fed up with long trips. He looked in the situations
vacant pages of his local newspapers, where a local supermarket was advertising
for van drivers for a new delivery service. He applied for the job by completing an
application form and sending it in.

Harry is a building engineer. He saw a job in the appointments pages of one of the
national papers. He made an application, sending in his CV (curriculum vitae — the
“story” of his working life) and a covering letter explaining why he wanted the job
and why he was the right person for it.

3. Selection procedures

Dagmar Schmidt is the head of recruitment at a German telecommunications
company. She talks about the selection process, the methods that the company uses
to recruit people: “We advertise in national newspapers. We look at the
backgrounds of applicants: their experience of different jobs and their educational

qualifications. We invite the most interesting candidates to a group discussion.
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Then we have individual interviews with each candidate. After this, we shortlist
three or four candidates. We check their references by writing to their referees:
previous employers or teachers that candidates have named in their applications. If
the references are OK, we ask the candidates to come back for more interviews.
Finally, we offer the job to someone, and if they turn it down we have to think
again. If they accept it, we hire them. We only appoint someone if we find the right

person.”

I1. Onpenenure, IBJSIETCS JIM YTBEPKACHHUE:

a) HCTUHHBIM
b) M0:KHBIM
€) B TeKcTe HeT uHpopManuu

1. A company may recruit employees directly or use outside recruiters, recruitment
agencies or employment agencies.

2. In life of any person there is a moment when he must take a very important
decision — to find a job which will bring satisfaction and money simultaneously.

3. Harry, a building engineer, found a job in the appointments pages of his local
newspapers.

Buecure Bamu oTBeThI B TA0/IMILY

1. 2. 3.

II1. Haiigure JiekcMUYeCKre IKBUBAJIEHTBI K BbIPAXKEHUSM U3 TEKCTA.
IlepeBenure cji0Ba U BBHIPAKEHUS M3 IEPBOI0 CTOJI0MKA HA PYCCKUM A3BIK.
Buecure Bamu oTrBeTnl B TA0JIMILY.

1) company a) a person who is applying for a
position
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2) to hire

b) a number of persons united for
business or commerce

3) qualification

c) activities that people do for
themselves or for other people to satisty
their wants

4) to appoint

d) to employ someone

5) CV (curriculum vitae)

e) the process of choosing one person or
thing from a group

6) applicant

f) a document that gives details of a
person's experience and qualifications

7) selection

g) an examination passed at school or
university

8) recruitment

h) to name or assign to a position

9) covering letter

1) the process of finding people for
particular jobs

10) services

J) a letter written to en employer in

response to a job advertisement

1. 2. 3. 4. 5. 6. 7. 8. 0. 10.
IV. Onpenenure 0OCHOBHYIO H/I€H0 TEKCTA .
a) Individual interviews with applicants
b) The process of finding people for particular jobs
c) Advertising for vacancies
V. Pacnogaoxure ¢paspl auajora B NPaBHJIbHON IOCJI€I0BATEIbHOCTH

(coenunure uKUPpHI

u OykBbl). BHecure Bamu oTBeTbI

B Taduumy.

Hepermane AAAJIOr B IIPABHJIBHOM NMOPHAAKE.

Steve Marshal and Ben Long work for an engineering company. Steve has just
returned from London, where he was at the trade fair.

a) Hi, Steve. Excellent. We made some good contacts.

b) I hope so. We’ve had some good news this week.
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c) No, we didn’t get any contracts. But I’'m sure, we’ll get some soon.
d) Hello, Ben. How was the trade fair in London? Any contracts?

e) Contacts? I asked if you’d got some contracts.

VI. PacnoJsoxkure 4YacTH [eJIOBOI0 MNUCbMa B MPABHJIBHOM IOPSIAKE
(coenunute OykBbl M HM(ppHI). BHecurTe oTBeThl B Ta0muy. Ilepenmmure
NHCbMO B IIPABUJILHOM MOCJI€10BATEILHOCTH.

a) I am writing to apply for one of the positions as salesperson which you
advertised in the Evening Standard on May 23. I am particularly interested in
working for a company which can provide me with sales experience. I look
forward to receiving your reply.

b) William Ketterling
Personal Manager

Yule and Campbell UK Ltd
Unity House

57 London Road

Reading RG6 1UH

c) 24 Belsize Gardens
London NW3

25 May

d) Yours sincerely,
Helen Wilcox

e) Dear Mr. Ketterling,

1. 2. 3. 4. 5.
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