ЗАДАНИЕ
по дисциплине «Деловой иностранный язык»
для гр. Турз-19
(4 семестр)


ПРАКТИЧЕСКИЕ ЗАНЯТИЯ

Unit 3. At the office. Telephone conversation
I. Learn the words and phrases:
1. Speaking 					 – Я слушаю! (Вас слушают!)
1. You've got the wrong number 		 – Вы ошиблись номером
1. Will you call (me) back?                        – Перезвоните. (Вы опять мне позвоните?)
1. Number, please!                                     – Какой номер вы вызываете? (вопрос телефонистки) 
1. long-distance call                                   – разговор по междугородному телефону 
1. trunk call                                                 – разговор по междугородному телефону
1. Trunks                                                     – междугородная 
1. Hold the line.                                          – He кладите (не вешайте) трубку.
1. put a call through                                    – соединять, связываться по телефону
1. Directory Enquiries                                – справочная
1. Dial a number                                         – набирать номер     
1. The line is busy (engaged).                    – Телефон занят.
1. Can I have a word with him?                 – Можно мне поговорить с ним?
1. Who's this, please?                                 – Кто у телефона? 
1. Who's speaking?                                     – Кто говорит? 
1. Mr. Green speaking.                               – Говорит г-н Грин.
1. Is that Mr. Green?                                  – Это г-н Грин?
1. Sorry, you must have                              – Извините, Вы должно   
                                                                      быть
the wrong number.                                    ошиблись номером.
1. It's the wrong number.                            – Это не тот номер.
1. Sorry to have bothered                           – Извините за беспокойство. 
  (troubled) you.
1. The line is engaged. 		           – Номер занят. Вы можете
  Can you hold on?                                       не вешать трубку?
1. I'll see if he is in.  			          – Я посмотрю, на месте ли он.
1. I'm afraid he's out at the moment. 	 – По моему, его сейчас нет.
1. I'm afraid he is not available. 		 – Боюсь, его сейчас нет.
1. I don't expect him in until 			 – Я не жду его раньше
Monday afternoon.                                    понедельника во второй                                           /                                                                  половине дня.
1. Can I take a message? 			 – Передать ему что-нибудь?
  (Will you leave a message?) 
1. Could you take a message? 		 – Вы не могли бы передать
  ( Could I leave a message?)                       ему кое- что?
1. Is there any message? 			 – Что-нибудь передать ему?
1. digit 						 – цифра
1. emergency call 				 – вызов скорой помощи 

 Match the words and phrases in column A with those in column B.
	A
	B

	1. It’s the wrong number
2. Hold the line
3. The line is busy
4. I’m afraid he is not   .   .  .     available
5. Directory Enquiries
6. Dial a number
7. Can I take a massage?
8. I’ll see if he is in
9. Put a call through
	0. набирать номер
0. справочное
0. это не тот номер
0. связываться по телефону
0. не кладите трубку
0. боюсь, его сейчас нет
0. я посмотрю на месте ли он
0. телефон занят
0. передать ему что-нибудь



1.  Read and translate the text.
Text "Telephone Conversations"
   Telephone is the most frequently used means of communication in business because it's the quickest way to get or pass on information. Primary negotiations are very often carried out over the phone. Nevertheless, important telephone conversations concerning prices, terms of payment or claims, are usually con firmed by a letter.
   To save time at the beginning and at the end of telephone conversations standard phrases are used. They are given below:
— «"Green & Co". Can I help you?» — Фирма «Грин и Ко». Чем могу помочь? 
— «Could I speak to Mr. Green, please?» — He могу ли я поговорить с г-ном Грином?
   When pronouncing the telephone number each digit is  spoken separately, i.e.  no figure above nine is used.  In USA "zero" may replace "oh".  The figures  are usually grouped rhythmically in pairs   (pairing from the  right). If the two digits  of a pair are the  same,  it is usually spoken as  "double three"   etc.  An exception is  the GB emergency call 999 which is  always "nine'nine'nine".
In numbers which include a code number,  the code  is  to be  separated
by a pause:                                                 
01-629 8344 – oh one//six two nine/eight three/double four.
 Make up your own questions to the text .

III. Dialogues.
1. Read all dialogues and translate them.
0. -  Hello.  Is this five-seven-oh-one-two-four-oh (570-12-40)? 
-  Speaking. 
-  Could I speak to Mr. Jones? 
-  One moment, please. Who shall I say is calling? 
-  Mr. Barnes.
0. -  Is this 253-22-74? 
-  Sorry, wrong number. 
-  Sorry. 
-  That's all right.
0. -  Pan Electronics. Can I help you? 
-  Yes, I'd like to speak to Miss Rathbone. 
-  I'm sorry, Miss Rathbone is out now. Will there be any message? 
-  Please, tell Miss Rathbone, Mr. Richardson from Manchester called 
    about a  new contract. Could you ask her to call me back? 
-  Yes,   of course.
0. -  Operator? 
-  Number, please. 
-  I want to make a long-distance call to Scotland. 
-  You want Trunks.   Hold the line and I’ll put you through.
0. -  Is that  Trunks?  I want Glencoe   6240,   please. 
-  Hold the line...   I'm trying to connect you. 
-  Thank you. 
-  Put in the coins. 
-  All right - I am doing it now. 
-  You're through, caller. You have 3 minutes. 
-  Thank you. Hello. Hello, Jimmy?
0. -  Chicago 18233.                                                             
-  Hello. This is Tom Piper here. Is Mary there?                   
-  Hang on a minute. I’ll see.                                                   
-  O.K.                                                                                     
-  Hello. I’m sorry, but Mary's out.                                      
- Oh. Could you take a message?                                       
- Yes, of course. Just a minute. I need a pen.              
0. - Hello. Directory Enquiries. Cal I help you.                     
- Yes. Can I dial direct to Zurich?                                   
- Yes, sir, you can.                                                      
- What's the code number, please?                     
- It's 010411.                                                     
- Thank you.
0. - Hello. International Service. Can I help you?       
- Yes, please. I'd like to make a three-minute  call to Madrid. 
- What's the number, please?                                             
- Madrid 65 43 21. 
- What's your number, please? 
- Oxford  56767. 
-Please  put 21.56 in the box and I'll call you back. 
- Thank you.

2. Supply the missing remarks.
0. - Hello, is this 459-22-37?  
- .................................................... 
- Gould I speak to Mr. Slack? 
- .................................................... 
- Mr. Peters from Smith and Go. 
- ....................................................
0.  - Travel Agency. Reception. 
 - .................................................... 
- The manager is out at the moment. Shall I take a message for him? 
- ....................................................
0.  – Mr. Brown's office. 
 - .................................................... 
- Certainly, sir. Will tomorrow 10 o'clock be all right with you? 
- ....................................................
0. - Operator. 
- .................................................... 
- Number in Moscow, please. 
- .................................................... 
- Hold the line, I'll try to put you through.

3. Translate into English.
1. - Это 356-78-93? 
- Нет, вы ошиблись номером. 
- Извините. 
- Ничего.
1.  - Междугородная. 
- Я бы хотел позвонить в Читу. 
- Номер телефона в Чите? 
- 35-39-54. 
- Не кладите трубку, я вас сейчас соединю.
1.  - Пан Электроникс. Чем я вам могу помочь? 
- Мне бы хотелось поговорить с мистером Ротманом, 
- Кто звонит? 
- Питер Джоунс, 
- Минуточку, мистер Джоунс, я вас соединяю.
1.  - Алло. Это 1-2-1-5-0-1-8? 
- Yes, who is speaking, please? 
- Меня зовут Ричард Фокс. Можно поговорить с мистером 
  Кларком? 
- Wait a minute, ... Clarke is speaking. 
- Привет, Мартин. Это Ричард Фокс, 
- Я рад тебя слышать, Ричард. Как поживаешь? 
- Fine, thanks. How are you? 
- Все также. Спасибо. Как твои родители? 
- My father is doing fine. My mother is ill. 
- Очень сожалею. Могу я помочь? 
- I am afraid not. Thanks. I say, Richard, I would like to meet you. 
- Я тоже хотел бы тебя повидать. Давай встретимся сегодня 
   вечером. 
- Nо objections on my part. Where shall we make it? 
- Давай встретимся в нашем ресторане. Ты помнишь, где он 
   находится? 
- Sure. I'll be waiting for you at the restaurant at half past seven, ОК? 
- Давай встретимся ровно в восемь у входа в ресторан. 
- That's settled. Till 8 o'clock. Good-bye. 
- Good-bye.
1. - Простите за беспокойство. Можно мне поговорить с ...? 
- Кто у телефона? 
- Говорит Зимин. 
-.Вы ошиблись номером.
1. - Говорит Петров из Москвы. Соедините меня, пожалуйста, с г-ном  Стивеном. 
- Я посмотрю, на месте ли он. Простите, его сейчас нет. 
   Передать ему  что-нибудь? 
- Нет, спасибо. Я позвоню ему еще раз тогда. До свидания.
1. - Слушаю. 
- Кто у телефона? 
- Секретарь г-на Грина. Что вы хотите? 
- Вы не могли бы передать ему кое-что? 
- Говорите, я записываю.
1. - Кто говорит? 
- Говорит г-жа Соколова из Берлина. Соедините меня, 
   пожалуйста, с  Коваленко. 
-.К сожалению г-на Коваленко сейчас нет. 
- Когда, по-вашему, он вернется? 
- Не ранее понедельника. Ему передать что-нибудь? 
- Нет, спасибо. До свидания.

IV. Make up your own dialogues.


Advertising

I. Read  and learn the words:
1. advertisement = ad (col)                      - объявление, реклама
1. classified ad	                                      - колонка объявлений в газете
1. to sell – sold – sold                              - продавать
1. expenditure on something                   - трата, расход
1. the sum spent on                                  - сумма потраченная на …
1. to persuade 	                                      - убеждать
1. to create	                                      - создавать
1. to tempt	                                      - искушать
temptation	                                      - искушение
1. to benefit 	                                      - получить выгоду
1. associations                                         - ассоциации
1. to raise pleasant ideas                          - пробуждать приятные мысли
1. assumptions                                         - приобретения
1. to stimulate trade                                 - стимулировать торговлю 

II. Read the text and say what is the most important feature of
ads in Britain?
Advertising.
The first advertisements were plain statements that such and such a product was sold at such and such a place at such and such a  price.
Nowadays the yearly expenditure on advertising in Great Britain is around £500 million, which is equivalent to more than half the sum spent on education!
Advertisements are designed to persuade and create temptation and desire. Psychologists discover that a man's hidden desire for power leads him to buy the petrol whose publicity emphasizes its power properties. The advertising copy-writer knows that some words mean more than they seem to mean, and that he can benefit from the associations which cling to certain words. Actually, most advertisements rely on persuasive language. The phrases "a holiday chocolate" and "a sunshine drink", although they tell very little about the products they describe, help to sell them by raising pleasant ideas in people's mind.
The logic of an advertisement's claims should always be examined. Unwarranted assumptions are sometimes made and statistics quoted which are too incomplete to prove their points. But not all advertisements are bad nor all advertising evil, for advertisements inform as well as persuade, stimulate trade and are said to help maintain full employment. None the less claims should not be accepted without careful and critical reading. 
1. Find words of the same roots as:
equivalent, expenditure, designed, associations, publicity, assumption, unwarranted.

2. Phrases, using the vocabulary of the text.
money, spent  annually on - 
is the same as -
are made to -
convincing words -
to boost up, to increase -
a person, who composes advertising texts -
are glued to, are connected with -
public opinion, popularity –

3. Study the example. "Nowadays the yearly expenditure on
advertising is equivalent to half the sum spent on education."
1. Make sure you clearly understand the meaning of this sentence.
1. Make up similar sentences, based on prompts:
- the force of the explosion/5 pounds of dynamite
- money spent on rent/my monthly salary
- annual taxes/our school's budget
- 90° Fahrenheit/about 30° Celsius
- her expenditure on clothes/half the sum spent on
- the height of the mountain/4000 meters

4. Here are examples of some ad mottos. Find the products they advertise.

	1.
	Spreads straight from the fridge.
	a)
	Washing powder

	2.
	We're getting there.
	b)
	Shampoo

	3.
	Persil washes whiter.
	c)
	Army

	4.
	Your country needs you.
	d)
	Margarine

	5.
	Just washing go.
	e)
	railway service

	6.
	Your flexible friend.
	f)
	cream cakes

	7.
	Naughty but nice.
	g)
	credit card




III. Read these text and say how street markets in the USA differ from those in Britain.
The Art of Advertising.
Whether the art of advertising is a real art or not, you can judge for yourself while reading these 2 ads from different booklets:
a) New York by Helicopter.
        Breathtaking tours of the Manhattan skyline. Welcome to New York, the most fascinating city in the world. Helicopter Flight Services, Inc. offers the most unforgettable way to experience all the fabulous sights of New York from a bird's eye view. Our climate-controlled helicopters in addition to our impeccable safety record, personalized service, and "NO-WAIT" scheduling will provide you with the most impressive flight of you life. Choose from one of our three flights ranging from 22-54 km at $69. See the map  for  our  convenient  location  at  60th  Street and the East River. Call 
1-888-WE-FLY-NY for reservations and do not forget your camera.
b) A City bank card – now and in the future!
Other credit cards may offer some of these features but only City bank offers all of them. No wonder so many students graduate with a City bank card, because there is no
-No Annual Fee
-Special Student Rate
-Travel and Retail Discounts
-City bank Photo card
-Worldwide Acceptance
-Emergency Cash Advances
-24-hour Assistance


Getting a Job


I. Read  and learn the new words.
1. abilities (talent)			- дарования, способности
2. calling for 				- призвание
3. career goals 				- цели претендента при получении работы
4. job-hunting  			- поиск работы
5. job hunting file			- банк данных
6. advertisement classified ad 		- объявление, реклама, объявление по рубрикам
7. fee 					- гонорар, плата за услуги
8. resume 				- описание образования, работы и опыта 
 выполненное в специальной форме для   
 поступления  на  работу  
9. vacancy 				- вакансия
10. work  				- работа , должность, занятие
      job
     employment
     occupation
11. job qualification 			- качества (образование + опыт работы, 
 которыми должен обладать претендент)
12. apply ( to smb for smth ) 		- обращаться за работой (помощью, 
 разрешением)
13. application  form 			-  анкета
14. an applicant			 - кандидат, претендент
15. employ 				- предоставлять работу
      employer			               - работодатель
      employee 				- служащий
      unemployment			- безработный
      employment 			- занятость
16.salary(wages, pay, earnings)	- зар.плата
17. bonus 				- премия
18. fringe benefits			- дополнительные  выплаты
19. insurance 				- страховка
20. notify 				- уведомить об увольнении
       give notice
21. dismiss 				-  уволить с работы
       kick out
       get the sack (call)
22. become redundant 		- попасть под сокращение штатов
23. quit (leave the service) 		- уволить
24. resign from one’s job, position	- уходить в отставку, отказаться от должности
25. colleague 				- коллега
26. experienced			 - опытный
       qualified				 - квалифицированный
       skilled
       talented				 - талантливый
27. a white collar job (amer.)		 - «чистая» работа
28. technical job			 - работа в промышленности           
29. high salaried job 			 - высокооплачиваема я  работа   

II. Texts
1. Read and translate the text . 
Choosing an Occupation
    	One of the most difficult problems a young person faces is deciding what to do about a career. There are individuals, of course, who from the time they are six years old "know" that they want to be doctors or pilots or fire fighters, 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. You may find that you will have to take special courses to qualify for a particular kind of work, or may find out that you will need to get some actual work experience to gain enough knowledge to qualify for a particular job.
Fortunately, there are a lot of people you can turn to for advice and help in making your decision. At most schools, there are teachers who are professionally qualified to counsel you and to give detailed information about job qualifications. And you can talk over your ideas with family members and friends who are always ready to listen and to offer suggestions. But Seven if you get other people involved in helping you make a decision, self evaluation is an important part of the decision-making process.

2. Read and translate text A and text B.
Text A.                          
Employment Agencies
In Britain there is a special service for school leavers, the Careers Advisory Service, which helps young people who are looking for their first job. Careers Officers give practical advice on interview techniques, application forms, letters, pay, National Insurance and Trade Unions.
One business organization that you may use when you are job-hunting(I) is an employment agency. There are the state employment services and nonprofit agencies that do not receive fees for finding jobs for people. There exist also some private employment agencies which receive a fee. These include the state employment services and nonprofit agencies. Counselors there may spend a few minutes with each applicant.
But an agency that deals with technical and higher-salaried jobs, spends much more time with each applicant. Appointments are necessary in this type of agency, where a counselor may be able to see only a few applicants a day.
An interview for any kind of job, whether the interview is obtained through a friend, classified advertisement, or an agency, generally requires an appointment. It is important to be on time for your appointment. If you have made an appointment and cannot keep it, or if you will be more than ten minutes late, you should always call the interviewer. If you do not cancel the appointment or notify the interviewer that you will be late, you will create a negative impression on your possible employer.
To make efficient use of time, American business people schedule their days hour by hour. In most American business situations, appointments are a necessary courtesy.
Note:
job-hunting – looking for work

Text B.        
                       “… They Live by the Appointment Book”

Victor had recently arrived in the United States, and he did not completely understand the need for appointments. He thought his friend was exaggerating. One day he went to an employment agency. This agency specialized in placing people according to their qualifications. Victor wanted to start working as soon as possible so that he could afford his own apartment.
When he arrived at the agency at 10 a.m. the receptionist said to him, "Do you have an appointment?" Victor looked around the office and said, "No, I don't, but I see that there are very few people waiting here. I'm sure the counselor can see me. "The receptionist answered, "I'm sorry. This agency works by appointment only." She told him to leave his resume, fill out an application, and make an appointment. Victor did not have a resume, but he was able to get an appointment in two days.
Before dinner that evening, Victor dropped in on his friend Andre. He told Victor again why sometimes in America you cannot just drop in. Victor then turned to his friend and said, "Andre, you are right. In America you don't live from day to day — you live from appointment to appointment!"
(adapted from "Working World" by Boston M.)

3.Find in texts A , B equivalents for the following words and phrases.
1) быть готовым к переменам (изменениям); 2) создать положительное/ отрицательное впечатление; 3) заполнить анкету для поступления на работу; 4) решить, принять решение; 5} приобрести знания/опыт работы; 6) дать детальную информацию; 7) час за часом;  8)  эффективно использовать; 9) предлагать что-либо (советовать);  10)подбирать работу согласно квалификации; 11) специализироваться в области; 12) самооценка; 13) обратиться к кому-либо; 14)  изучать что-либо (пойти на курсы).

4. Match the idioms in column A with the definitions in column B.

	
	         A
	             В

	
	1. self appraisal
	a. to get an appointment

	
	2. self evaluation
	b. newspaper listing of job

	
	3. resume
	c. your own view of yourself

	
	4. give me a call
	d.  to give someone a good opinion of you

	
	5. create a good
    impression
	e. summary of one's employment  record

	
	6. classified ad
	f. a form to be filled in when




5. Replace the italicized parts of the sentences by words and word combinations from the vocabulary.
1. In American business practice making appointments is a rule of polite behavior.
2. He went to an employment agency to meet a person who gives advice, but first he had to talk to the employee who receives callers and answers the phone.
1.  He went to the manager in order to formally ask for a job.
4.  He doesn't work at the .moment, he is out of work.
5.  The company gives provisions against sickness, death, damage and Joss.
6. His parents couldn't make him leave the job, they could only give advice.
7. His programme was very busy, every hour was occupied.
8.  These agencies deal only with people having no trade.

6. Choose the right word.
a) job – position - occupation
   "job" - anything that one has to do, task, duty;
   "position" — a person's relative place, as in society; rank status;
   "occupation" — that which chiefly engages one's time; one's trade.
1. He was unemployed doing only odd …
1. Knitting is a useful ... for long winter evenings.
1. This aid is for those who have a very low… in society.
1. My sister occupies an important … in the Department of Health.
1. The police called the company to find out his … at the moment.
b) leave – graduate
    “leave” – graduate (school)
    “graduate (from)” – to get a degree or diploma, to complete a course of
     study at a college/university.
1. He … from Columbia University last summer.
2. She .. school 2 months ago and couldn’t find a job.
3. What University did you … from?

7. Fill in prepositions where necessary.
1) After leaving school a young person faces … a very difficult problem – choosing an a occupation. 2) The majority of young people do not get around … making a decision until they leave school. 3) Boys and girls seldom talk about  this problem … with the family. 4) One has to take special courses to qualify …the job. 5) There is a special advisory service which counsels … people who are looking … work. 6)There are nonprofit agencies that deal … nonskilled positions. 7) This agency specializes … placing people … their qualifications. 8) The agency helped me find…the information I needed.9) You can turn…your teacher …advice and help.10)Counselors give practical advice … interview techniques, application forms,etc. 11)He made an appointment with the career officer…11 o’clock. 12)A counselor can see only a few applicants … a day. 13) An interview…any kind of job generally requires an appointment. 14)He was … 20 minutes late and created a negative impression…the employer.15)American business people schedule their day hour … hour. 16) On the wall he saw a notice “The agency works … appointment only”. 17) He didn’t know how to fill…the application form. 18) It turned out that he traveled to the agency … nothing as he didn’t make an appointment … advance. 19)Appointment is a necessary courtesy, you can’t just drop … .

8. Which statement is a good example of the meaning of the italicized word?
1.	He thought that his friend was exaggerating.
a.	He was shouting to make his point understood.
b.	He made it seem much more important than it really was.
2.	One day he went to an employment office.
a.	office where he worked
b.	organization that helps people to find an occupation.
3.	The employment office places people according to their qualifications.
a.	the office which helps people to find a place to live.
b.	the office which advises people on the job and interview technique.
4.	He thought he was imposing on his brother and sister-in-law.
a.	He made things very difficult for his brother.
b.	He made his brother work hard.
5.	He couldn 't afford his own apartment.
a.	he couldn't live alone.
b.	he didn't have enough money to pay the rent
6.	One should have definite qualifications for the job.
a. education and work experience
          b. definite personal features


9. What should you do to find a job? Find the logical sequence of the steps you should take.
· get an invitation for an interview
· make an appointment with an employment agency counselor
· read the classified ads
· think what kind of job you want
· analyze your skills, personality traits and accomplishments
· get ready for the interview
· find out what employment agency you can use
· find out as much as you can about the company

III. Read  and  translate the text .

Text C.	                       Classified Ads
                              So, You Are Looking for a Job
 WHAT MUST YOU BEGIN WITH?
There are several traditional ways of looking for a job.
A civilized and active means of looking for a job is studying the market of the offered vacancies to get an idea of necessary demands and size up your own chances.
The best way of doing this is to use the help of employment agencies or to independently study the ads of job opportunities being published.
Announcements of job opportunities can be read in different printed publications. But which of them is worth reacting to?
Don't put much trust in ads in the yellow press. Solid companies place ads in prestigious expensive publications with a firm reputation.
Your main task is to understand whether the position being offered is consistent with the levels of your skills, education, and experience in work.
The structure of job opportunities ads is usually the same: the name of the vacant position, the list of the candidate's professional duties, the demands made of the candidate, and the system of compensations and benefits. Ads are often published by employment agencies on behalf of their clients. The address of the office is usually not given — it is suggested that the resume should be sent to a P.O. box or else faxed.
Having carefully studied the demands and duties being offered, an experienced reader may extract information on the activities of the company and the prospects of its development.
The phrases often used about "successful work over many years in the Russian market", "New missions being opened", etc., really testify to the company's dependability, serious prospects for its growth, and the durability of its stay in Russia.
First, one must pay attention to the position. To grasp what lurks behind the position's English name, there is a need to visualize at least in general outline the personnel structure at Western companies. For instance one may be misled by the incorrect interpretation of the word "Assistant". There is a need to understand that this word does not at all imply secretarial functions. A more exact meaning of this word is: mate, aid, apprentice manager, high-class specialist capable of independently tackling the tasks set to him.
Therefore using all possible means, try to learn as much as possible about this position to prepare yourself as best as possible for a meeting with the employer.
Carefully read the demands made of the given position. The demand to know a foreign language is very important. In most cases there is a need for free command of the language — Fluent English. Free command implies an ability freely to deal with a foreign manager, competently to compile documents and speak on the phone. This demand may prove to be the most important.    
Quite often the ads do not decipher other demands in detail. For example, the ability to type in Russian/Latin. According to international standards, an adequate level of typewriting is a speed of 60 words per minute. Therefore, when claiming the given position, you need to check your speed or bring it up to the required level. Besides, a secretary is usually required to be able to work on a personal computer. In general, if the ads meticulously enumerate the software products, systems, languages, etc., which the candidate must necessarily know, remember that these demands have a strictly binding force.
    	Such special demands set the level of the candidate's indispensable qualifications.
Thus, you have decided to find a job : buy "Moscow News" and carefully study the ads given by employment agencies. Now you will be faced with the labor-consuming procedure of writing and circulating your resume.
                                                                         (abridged from "Moscow News")
Notes:

1. assess (v) — (зд.) оценивать;
1. consistent (with) — совместимый, согласующийся;
1. emphasize (v) — подчеркнуть, особо выделить/отметить;
1. a focus on smth — концентрация, средоточие на чём-либо;
1. list (v) — перечислить;
1. present (v) — представить;
1. relate (to) — относящийся к, быть связанным с;
1. relevant — существенный, уместный, относящийся к делу;
1. spell out — расшифровать;
10. take advantage of smth — продуктивно использовать.

1. Give a word  or a phrase for the following definition.
	1) professional duties; 2) talent, skills, education; 3) appraise, decide the value of; 4) looking for a job; 5) statement about a person's character or abilities; 6) meeting or speaking with a person; 7) communicate; 8).person who gives a job.

2. Translate the words given in brackets.
	1) There are several ways of (поиска работы). 2) First you should (оценить) your own chances 3) He studied the ads of (о вакансиях) being published. 4) Solid companies (помещают объявления) in prestigious expensive publications. 5) Your main task is to understand whether the position (согласуется) your skills and education. 6) Such special demands (устанавливают уровень) of the candidate's qualification. 7) Remember that the demands enumerated in the ads (обязательны). 8) Carefully read (требования) made of the given position. 9) There is a need to understand that the word does not (подразумевает) secretarial functions. 10) (Предварительный отбор) is carried out on the basis of resumes. 11) Reading the ads you may (выделить/получить) information on the (деятельности) of the company. 12) There is a need (представить себе) at least in general outline the personnel structure of Western companies.


3. Complete the following sentences using suitable words or phrases from the list below. Translate your sentences.
	Managing director; junior executive; colleague; director; supervisor; staff; senior executive; superior; employee; middle manager; subordinate; work-force.
1). The group of executives working below the top managers are generally called…2).Valerie is an important person in our company. She is a member of the Board of… 3). Peter, a recent university graduate, has been with the firm for a year. He is at present a ... and is being trained for a managerial position. 4).Their ... is expanding rapidly. They now have over 5.000 employees. 5). At least 50% of our ... have been with the company over ten years. 6). ... in an organization generally have more fringe benefits than lower-level managers. 7). We are a small group in the Research and Development Department. Fortunately, I get on well with all my…	 8).Our telephone operators work under the direction of a ...9).I work under Mr. Brown. He's my... 10). Shelia and Tom work under my authority. I am their boss and they are my...11). I am responsible for ...training and development. 

4. Look at the following examples of skills/responsibilities and personality traits, translate them and find the ones that apply to you.
	Skills/Responsibilities
	Personality Traits

	acting;
	making decisions
	Use: I am very..
	...is one of my

	
	
	
	strong points

	analyzing;
	meeting people
	accurate
	accuracy

	assembling
	negotiating
	adaptable
	adaptability

	(putting
	(bargaining)
	cooperative
	cooperation

	things together);
	operating machines
	creative
	creativity

	building things;
	organizing
	dependable
	dependability

	cooking;
	persuading people
	flexible
	flexibility

	dancing;
	repairing machines
	mature
	maturity

	decorating;
	selling
	organized
	organization

	designing;
	sewing
	persuasive
	persuasiveness



	 driving;
	singing
	  punctual
	punctuality

	filing;
	solving problems
	  responsible
	responsibility

	growing things;
	speaking
	  tactful
	tact

	helping people;
	sports
	
	

	interviewing;
	supervising
	
	

	listening;
	typing
	
	

	making crafts
	
	
	



IV.  Study the list of Job Titles, translate and prepare a good reading. Fill out the table matching corresponding personality traits, skills/responsibilities and work.
                                       Job Titles

	accountant
	Interpreter

	baby sitter
	Librarian

	baker
	live-in-companion

	bank teller
	manager

	barber/hair stylist
	       messenger

	bartende
	       nurse

	bookkeeper
	nurse's aid

	building superintendent
	pattern maker

	bus driver
	pharmacist

	butcher
	plumber

	carpenter
	police officer

	cashier
	printer

	computer programmer
	railroad conductor

	construction worker
	receptionist

	cook
	       salesperson

	dental assistant
	secretary

	doctor
	security guard

	electrician
	sewing machine operator

	employment counselor
	social worker

	engineer
	stock clerk

	file clerk
	tailor

	fire fighter
	taxi driver

	florist
	teacher

	furrier
	translator

	gardener
	travel agent

	housepainter
	typist

	housekeeper
	waiter




	Trait
	Skill/Responsibility
	Application to work

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Hobbies: things you have most enjoyed doing

	

	


V. You are looking for a job. Analyze your interests and abilities. Answer the following questions.
Here are ten basic questions to think about:
1. What are my abilities?
1. What special talents do I have?
1. What are my special interests?
1. What are my physical abilities and limitations?
1. What are my attitudes and values?
1. How do I see myself, or what is my self-concept?
1. What is my previous experience?
1. What are my educational plans for the future?
9. Am I the kind of person who works well in a large group, or do I 
         work  better with  only one or two people?
    10. Am I willing to accept change?

VI. Read and translate the text. 
Text D                                    Job Hunting 
RESUME
		An excellent resume may help you get the job of your dreams and a poor resume may mean a lost opportunity.
		Since this is the first piece of information a company will receive about you, it is critically important that your resume be well-written.
		It should be presented at the beginning of any interview that you have with a company. Ideally, resume should not be longer than one page.
The contents of a resume can be roughly categorized as: 1) PERSONAL INFORMATION (address and telephone number), 2) JOB OBJECTIVE, 3) EDUCATION, 4) EXPERIENCE, 5) SKILLS, 6) EXTRACURRICULAR ACTIVITIES, 7) REFERENCES.
		The resume begins with PERSONAL INFORMATION, name, address, telephone number centered at the top page.
		After your address, a statement of intent or JOB OBJECTIVE should be written. This objective should be well thought out from the very beginning j since it will influence how you will write the rest of the resume. It should not be too general, e.g.: "To obtain a managerial position in a Western company."
		Think about your job search and career goals carefully, write them down in a way that shows you have given this much thought.
For example: "Objective: To obtain a position in telecommunication, that will allow me to use my knowledge of engineering and take advantage of my desire to work in sales."
		Notice that your desire to have a well-paid job is not included in this  statement. A focus on money in your résumé’s first sentence will not make the best impression anywhere in the world, not just in Russia.
After the statement of intent, describe your EDUCATION.
List the universities, institutes and colleges you have attended in reverse chronological order.
Any studying you have done abroad should be included and courses that you have taken that are relevant.
      	If you graduated with honors, you should definitely include this. A "red diploma" can be called "graduated with high honors" in English. Do not include your high school.
		Your working EXPERIENCE is the next section. List your experience starting with your most recent place of employment and work backwards.
		Spell out the exact dates of employment, your position, and the name of the company you worked for.
		Provide information about your responsibilities, emphasizing important activities by listing the most relevant to your objective. Do not use complete sentences! List your responsibilities in short statements that do not include the words "my" or "I".
		Following experience, you should list your special SKILLS.
		These include your language skills, computer abilities, and any other talent that relates to your statement of intent.
		When describing your language abilities, it is best to be honest about assessing your level, "Fluent English," "native Russian," "intermediate German", and "beginning French" are all ways to describe your language abilities.
	EXTRACURRICULAR ACTIVITIES should be included in the next section. Student or professional organizations you belong to, travel, sports and hobbies should be listed here.
	Do not list "reading" or "writing" as an activity. It is assumed most people with a higher education do these things regularly.
	The last section of your resume is the REFERENCE section. List at least two people, not related to you, who can describe your qualification for the job.
	Their names, titles, places of work, and telephone numbers should be included. If you do not have space on your resume for this, write "Available upon request." You will then be expected to give this information to a prospective employer if it is requested.
	The style and format of a resume are extremely important. Your resume must be typed, preferably on a computer in order to format it most effectively. A neat and well-written resume with no spelling mistakes will give an employer the impression that you are accurate and take care of details.
	A resume will not get you a job. An interview with a company will get you a job. In order to have the opportunity of interviewing with a company you should send your resume with a cover letter.
				(abridged from "The St. Petersburg Press")

1. Find in the text Russian equivalents to the following.
	1). Потерянная возможность; 2). первая информация;  3).машинописная страница; 4). информация о себе; 5).цель, которую вы ставите при поиске работы; 6). занять должность;  7).высокооплачиваемая работа; 8). произвести благоприятное впечатление; 9). заявление о намерениях; 10). в обратном хронологическом порядке; 11). пройти курс (закончить курс); 12).закончить с отличием; 13). начиная с; 14). последнее место работы; 15). следуйте в oбратном (хронологическом) порядке;  16).увлечения (занятия в нерабочее время); 17). могут быть представлены при необходимости; 18).быть вызванным на интервью; 19). заявление (письмо к нанимателю).

2.  Fill out the blanks with prepositions or adverbs where necessary.
1) Spell ... the exact dates of employment. 2) It should be presented ... the beginning of any interview. 3) It is best to be honest... assessing your level. 4) The resume begins ... Personal Information. 5) If you graduated ... honors, you should definitely include it. 6) Name, address are centered ... top of the page. 7) Give     the     full     name     of    the   company     you     worked ... 8) The job objective should be well thought ... from the very beginning. 9) The resume should be typed ... a computer. 10) List the places you studied at ... reverse order. 11) An applicant should take great care ... details. 12) There are several ways ... looking ... a job. 13) If you've chosen the right way, it's possible to count ... success. 14) Ads are often published ... agencies ... behalf ... their clients. 15) At the agencies preliminary selection is carried ... on the basis of resumes. 16) This really testifies ...a company's dependability.

3.  Whether you are currently looking for a job or will be looking sometime in the future, this form will help you organize personal and professional experience. 
     Read the following form and complete it with your personal, educational, and professional information.
	                        SKILL INVENTORY FORM
 Education:
 High School                            .                                                                                                                                                                           
Year graduated                               Specialization                                    .     
 Trade School                                                                                                     .
Year graduated                               Specialization                                    .
 Certificate/diploma acquired                                                                 .
 College                                           .
 Year graduated                             . Specialization                                   .
Degree acquired                                                                                               .
Other Education                                                                                      .
School                          . Course                           . Skills                         .                          

	
	




4. Looking over your work experience and the skills you have acquired, list your accomplishments at each job, regardless of how small or insignificant they may seem to you.
	Accomplishments:
I advanced to a higher position in ______ years.
I increased sales by __________ percent.
I designed a computer program.
I developed a new process for improving the quality of the work.
I improved the accounting system for my department
               Work experience: Part Time or Volunteer Work
During High School years
	Job title
	Skill acquired

	
	

	
	


During college years
	Company name
	Job title
	Skills acquired

	
	
	

	
	
	

	
	
	


Work experience: Full Time.
	Dates
	Company name
	Job title
	Responsibility
	Skill acquired

	
	
	
	
	

	
	
	
	
	



	Name of company
	Job title
	Accomplishments

	
	
	

	
	
	







VII.  Now you are ready to write your own resume. Study our example of a resume and try to write one for yourself.
Resume
Anna Smirnova
98, Chaikovskogo Street, apt.85
St.Peterburg, 191194. Russia
Phone: +78122720895
Objective:       Obtain employment in the field of public relations that will 
             allow me to use my ability to work with people and take 
             advantage of my knowledge of English.
Education:       St.Peterburg State University
                        1989-1996  Diploma in English and  French. 
                        Qualified as English interpreter.	        
Work:              Assistant, Interpreter of Director General.
Experience:     Insurance Co.Rodina Ros. 
                        Duties : schedules of meetings, appointments and  recording
April 1996-     of the personnel, interpreting and translation of documents.
till now            Personnel assistant and secretary to Mr. Ron Black at  the    January-          office of Operation Carelift. Mr.Black, a former member of
March              the Pennsilvania House of Representatives supervised the
1993                activities of this NGO in St.Petersburg.   Duties:
    interviewing and screening Russian organization which  
    applied for humanitarian assistance, arranging and 
    supervising of deliveries of children’s shoes and boots in   
    St.Peterburg, scheduling of the drivers and Russian 
    personnel.
Languages:     English: fluent reading, writing and speaking ability.  
             Qualified as interpreter and translator. French: good reading  
             and translating ability. German: rudimentary conversation 
German acquired during several visits to Germany.
Other skills     Computer Microsoft Word and Excel, typing, fax, Xerox.
and hobbies:   Theatre, music, tourism, sports.
References:
Mrs.Elena Petrova, Assosiate			Mr.Peter Bright, Manager
Professor St.Peterburg,				Anglo-American School
State University 11,				US Consultatnt General
Universitetskaya Nab.				St.Petersburg
St.Petersburg				          Phone: +78123256274
Phone: +78122189565


VIII.  Don't forget to write a cover letter. Write a cover letter as Ann Smirnova did it.
Anna Smirnova
98, Chaikovskogo street apt 85
St. Petersburg,191194, Russia
Phone: +78122720895
December 2,1996
US consulate General
15, Furshatskaya Street
St. Petersburg.191028
Attn.: Mr. Josh Overcast
      Dear Sirs,
     By this letter I would like to apply for the FSN personnel clerk  position at the US Consulate General.Thank you for taking time to deal with my application. Please kindly find my references enclosed.
Faithfully yours, Anna
IX. Read the dialogues in pairs and learn them.

1. -   Are you pleased with your new job, Mary?
-  Yes, very much. It's just my cup of tea. I work as a translator at   
    the Research Institute.
-   And what sort of translation are you engaged in?
-   Well, I translate articles on chemistry from different American  
    and English magazines.

2. -   My brother has an awful lot of work. He's so booked up these days.  
-    Why? Isn't he going to take a leave?
-   Oh, no: most of his colleagues are on their vacation and the 
     chief keeps him at work day and night.
-   Nothing doing.The coming of the holiday-making season is in the air.    
                                                                  
3. -    What are your wages, Bill?
-    It depends, you know. I'm on piece-work.
-    And how much did you earn last month?
1. Well, 150 dollars let alone the bonus.

4. -   Why do you want to change your job, Bill? It's interesting and   
        quite well-paid.
-    The one I've found suits me better.
-    Really? Are you sure?
-    Absolutely, it offers more opportunities and also I'll do the work 
     for which I'm more qualified.

5. -    You know, Richard has come to work though he's on a sick leave.
-    Oh, did he? I wonder what for!
-     He wants his boss to see what a hard worker he is.
    -     That's almost incredible.
   -    And he did the same last month. He wants to put on a show that 
        he deserves a raise.

 6. -   Nick will be dismissed if he keeps working like that. Mark my words.
-    But he is so out of practice, you know.
-    I don't mean that. The foreman says he shirks work and does 
      things by halves.
-    Maybe the chief is simply trying to find fault with him.
-    By no means. Nick is very lazy. When at school he often stayed 
     away from classes and never worked hard.
		
7. -    I'm told you want people at your plant. Is that so?
-   Yes, we need skilled workers of different trades.
-    Any- vacancies for welders?
-   Yes, there are some. Please apply to the personnel department at 
     the plant.

8. -    You look very smart today, David. Are you going out?
-    Yes, I've got an appointment with Professor Roberts.
-    Is it Roberts, the famous polar explorer?
-   Yes, I'm going to be his assistant.
-   You'll have an interesting job. You are lucky, David. You'll travel 
     all over the world.          


Задания выполняются в письменном виде и размещаются в личном кабинете. Можно разместить одним файлом, выполнив все задания сразу, либо выполнять блоками по темам и также размещать. При размещении выполненных заданий, просьба называть файл по названию дисциплины, например «Деловой иностранный язык». 

Все задания должны быть размещены в личном кабинете не позднее 28 марта. 

Экзамен проставляется по результатам выполненных заданий  в зависимости от правильности выполнения заданий: 
100-90% - «отлично» 
89-65% - «хорошо» 
64-50% - «удовлетворительно»


По возникшим вопросам обращаться к преподавателю: Лиханова Виктория Валерьевна, 8-924-383-59-98 (вайбер).  
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