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INTRODUCTION

VYyebHoe mnocoOue mpenHasHauyeHO sl OakallaBpOB IEPBOrO Kypca BCeEX
HaIlpaBJIECHUN MOATOTOBKH M CHEUUAIBHOCTEH, a TaKKe IJIsi IIMPOKOTO Kpyra JIML,
M3YYalOIMX AHIIMUCKUM A3BIK JUISI IPAKTHYECKOTO MCHOJIB30BAaHUs, B LEIAX
podeCcCHOHATHHOTO OOTICHHUS .

[lenp ngaHHOTO TOCOOMS 3aKJIIOYAETCS BO B3aMMOCBI3aHHOM pAa3BUTHH U
COBEPILIEHCTBOBAHUU MTPO(PECCHOHAIBHBIX YMEHUN M HAaBBIKOB aHIIIMMCKON YCTHOM U
NUCbMEHHOM peur oOydarloluxcsi B TMpolecce HUX pabdoThl B ayIuTOPUU TOA
PYKOBOZICTBOM MPEIOaBaTelNsl U CAMOCTOSTENIbHOM PabOTHI.

Kaxnapiii Omok BKiIOYaeT B ce0sl ayTEHTUYHBbIE M AaKTyaJlbHbIE TEKCTHl U
MaTtepuaibl, THIATEIbHO OTOOPAHHBIN AaKTUBHBINA CIOBAph M T'PAMMATHKY, a TaKxke
CUCTEMY pa3BHUBAIOLIMX 3aJaHUK WM YNPAKHEHWUM, HANPABICHHBIX HA PEIICHUE
CIENYIOIINX 3a]au:

— PpacCIIMpPUTh JEKCHYECKHUU 3aI1ac CTyAECHTOB I10 U3y4aeMbIM TEMAaM,;

— 3aKpeNWTh U aKTUBU3UPOBATH B PEYU I'PAMMATUYECKUN MaTEpUal,

— Pa3BUTb YMEHHUS UTCHUS, TOBOPEHUS U MHCHMA,;

— 3aKpEeNWTbh HABBIKY IOHMMAaHUs WHOA3BIYHOU PEYM Ha CIYX;

— ymryOuTh 3HaHUS 00 0COOCHHOCTAX aHIIMICKON S3BIKOBOI CHCTEMBI.

Marepuainsl, coaepxaiiyecsi B mocoOuu, MO3BOJISIIOT C(POPMUPOBATH U Pa3BUTH
YHUBEpCAIbHYIO KoMmIeTeHIInI0 YK-4, BeIpaxaronryrocs B CIOCOOHOCTH OCYIIECTB-
JSATh JAETOBYI0O KOMMYHUKAIIMIO B YCTHOM M MHCbMEHHOH (hopmMax Ha rocyaapCTBEH-
HOM s13bike Poccuiickont Penepanni 1 MHOCTPAHHOM SI3BIKE.

Jlanuble 1end, 3aJa4d M KOMIIETEHIIMHM OIpPEACNAIOT CTPYKTypy mocoOus,
COCTOSIIIETO M3 4YeThIpE€Xx moxayneid. Kaxaplii Momynb BKJIIOUaeT B ceOs YeThIpe
TEeMaTHYECKUX  pas3fena, CoAeprKaliue  pa3HOOOpas3HbIl  JIEKCHYECKUH |
IrPAMMAaTUYECKUM MAarepuall, a TAKXKE pasleibl, OPUECHTUPOBAHHBIE HA Pa3BUTHE

OCHOBHBIX YMCHI/Iﬁ M HaBBIKOB.



Module 1
CAREER

Unit 1
JOBS & PROFESSIONAL QUALITIES

» STARTING UP
Discuss the following questions.

1. What are the most popular jobs nowadays?

2. What is most important in a good job for you (mgneyerest, challenge,
communication, leadership, working hours, stattes)?

3. Do you like working in a team?

4. What do you think of part-time job?

5. What tips can you gave to people who want to matareer?

» VOCABULARY

Say the workplace of these jobs: a factory, a lhotehospital, an office, a
shop, a lab, etc.

accountant firefighter businessman

engineer police officer manager

receptionist
scientist
doctor
hairdresser
nurse

teacher
waiter/waitress

architect

travel agent
mechanic
shop assistant
judge
designer

clerk

dentist

postman

journalist
actor / actress
economist
lawyer

writer

builder
bus/taxi driver

artist



Exercise 1 Give the definitions of the jobs given above.

Example A shop assistant is a person who helps you whenay® buying
goods.
How to ask and answer about one’s job

— What do you do? Yem Brl 3aHuMaeTech?

— What's your job? Kakas y Bac pabora?

— I'm an economist. | work ia bank (with ‘in’ say abo(— I sxonomucrt. S paboraro
place or general area, industry). B OaHKe.

— | work for Gazprom (with ‘for’ use the name of a |- 51 paboraio B
company). «["azmpome.

Examples

1. My best friend isan engineerHe worksin a big factory
2. He works as teacher

3. —What does your sister do?

— he’sa lawyer

Indefinite article “A/ AN”

Indefinite article «a/an» is used only with coum¢abouns in the singular: a
lamp, a car, an apple, a cup.

In the plural, the article is omitted: lamps, cars.

The indefinite article is used when we name a pess@rofession or
occupation:

— He wants to becoman interpreter

— She wasan architect but she i@ housewifenow.

The difference between “A” and “AN”

The indefinite article "A" is used when the subsaguword begins with a
consonant letter or sound [awyer, a mechanjcand "AN" — before a vowel sound
or letter @n architect, an enginegr

Exercise 2. Complete the sentences with jobs. UsBAN before themwhere
necessary.

1. Janeis . She gives people legal advice



2. Bobis . He builds offices.

3. Stellais . She’s good with cars.

4. I'm . I work with money.

5. Philis . He’s paintings are wonderful

6. Gregory and Sam are . They giveriessocollege.
7. Ronaldo and | work at Marks & Spencer — we're

8. Helenis . She welcomes visitors tatmepany.

»  LANGUAGE FOCUS

Study the present forms of the verb TO BE:

I Am I’'m (not)
You You're (not)
We Are We’re (not)
They They’re (not) Russian
He He’s (not)
She Is She’s (not)
It It's (not)

Exercise 3. Complete the information about Faceboolvith forms of the
verb TO BE.

The friendly face of FACEBOOK

Millions of people (1) on Facebook every dag aow it
(2) ___ a multi-billion dollar American company. (3) _ a
o website for friends, but they (4) __ not only Amoan. They (5)
_____ from all over the world. So (6) _ Facebeokriendly company? Mark
Zuckerberg, the company CEO, tells us more...
Interviewer So where (7) ___ your company exactly?
Zuckerberglt's in Palo Alto, California.
Interviewer You (8) _  a CEO, so are you at work all theet?
Zuckerberg Yes, | (9) _ , but my work colleagues (10) _also my
friends. For example, Dustin Moskovitz, Head of iBegring, (11)  a friend



from college. And Adam D’Angelo (12) my Chikffichnology Officer, we (13)
old friends from school.

Study the Present Simple tense.

Affirmative
| speak French. He speaks French.
Negative
| don't speak French. He @ésh't speak French.
Interrogative

Do you speak English?
Doeshe speak Italian?

Exercise 4. Make up sentences in the present simgénse (choose positive,
negative or question).

(we / not / work late)
(they / think it's a good idea for their business)
(he / know how to develop this project?)
(why /1 / have to do this job?)
(she / not / work at the weekends)
(you / love studying languages?)
(we / not / get a high salary)
(you / understand the question?)
9. (she/not/wantto go to the company party)
10.(1 / like getting new experience)

© NOo Gk wbdR

» READING: AN INTERESTING MAN

' Read the article adapted from the Financial Timad aut the verbs in
brackets in the correct form.
A MAN OF MANY MODES
Sandy Flockhart (work) for the bank, HSBC. HSBC)(be
the world’s third-largest bank.




He often (travel) to foreign countries for busineste (work) on various
projects in Europe, Asia and America. This week(fimesh) his job in Latin America
and (return) to Hong Kong. In his new job, he (t@ponsible for a large share of the
HSBC banking business.

Mr Flockhart (speak) fluent Spanish and (give) mmvs and press
conferences in Spanish and English.

Mr Flockhart (be) from Scotland and (be) 55 yedds ble (be) married. He
and his wife (have) four children. He (have) adbhobbies that need patience, and
this (be) a quality which (help) him in his job tWwiHSBC. He (enjoy) classic cars,
fishing and golf and he (be) interested in Mexit@asures.

His daily routine (be) quite busy. He usually (ggp)at 5 a.m. and (eat) a light
breakfast. At 6.30 he (be) ready to leave, so higed(get) him to work. He never
(do) exercises in the morning and usually (read)Rh and theGuardian or other
newspapers in the car.

The morning (be) a busy time of day for Mr Flockres he always (have) a lot
of meetings and phone calls. He often (have) basihenches with his partners and
colleagues. In the afternoon he (answer) his esmaid (organize) his schedule.
Once a month he (go) on short trips abroad to dsall his projects with foreign
colleagues.

He usually (get) home at 8 p.m. and (try) to spénedrest of the evening with
his family: they (have) dinner at home or (eat) @ujust watch TV. He normally (go)
to sleep around midnight.

So Mr Flockhart is a man of many modes: a succekssfid devoted
businessman, a loving family man and a person valsaahot of interests.

FINANCIAL TIMES

Do you like the idea of travelling to other coun&ts on business? What
countries do you think are interesting to work in?

Exercise 5. Complete the chart according to the infmation in the text.

Sandy Flockhart

Age

Family




Job

Responsibilities at work

Hobbies and interests

Exercise 6 Decide whether these sentences about Mr Flockhartrea True
or False.

a) He works for a bank. True
b) He is responsible for a small part of the HSRGibess.
c) He speaks fluent English.

d) He is English.

e) He is married.

f) He has no children.

g) He has several hobbies.

h) He needs patience in his job.

1) He likes African treasures.

]) He has a lot of free time in the week.

k) He has never been abroad.

[) During the day he meets with lots of people atky

» LISTENING

¥ Exercise 7 Three people talk about their jobs. Listen and comfete this
chart.

Pierre Olga Anna

Job

Native country

Office

Boss

» VOCABULARY

Study the following adjectives. Discuss what profegonal qualities are

important for making a successful career.
10



hard-working friendly
lazy generous
charismatic stress-resistant
punctual mean

late honest
communicative energetic
reliable dishonest
clever / smart helpful
proud disciplined
flexible easy-going
ambitious responsible
motivated confident

Exercise 8. Complete the sentences with adjectives.

Your receptionist is very

colleagues.

Our accountant is
This manager is quite an

soon.

All your employees are
Our Sales Manager is

She is alwaysdyedo support her

. She is never latevdok.

person. Heshtpget a promotion

people. It is eagleal with them.
. You can trust him

Exercise 9 Match these words with their definitions.

1. charismatic

a) can be trusted to behave welkkwo
hard and do what is expected

2. reliable b) enthusiastic and determined to aghie
success
3. disciplined Cc) has a strong personal qualityt tha

makes other people like him and be
attracted to him

11



4. honest d) well-organized and following rules or
standards

5. motivated e) does not tell lies or cheat peapbeys
the law

> LISTENING

& Exercise 10 Listen to four people talking about themselves and
complete the column about interests in the chart bew. Suggest possible jobs
for these people. Complete the last two columns ite chart. Share your ideas
with other students.

Person Interests ch)(:)ssisble Reasons
Morgan
Luke
Carmen
Jong

Now listen and check your ideas. Are you surpriselly the answers?

» SPEAKING: WHAT'S MY JOB?

- Exercise 11 Work in groups. One student should think about@b and
the others should try to guess it asking the follogy questions

Do you work inside?

Do you get a big salary?

Do you have to work at night?

Do you drive?

Do you sit at a desk?

Do you get many holidays?

Do you have to wear a uniforfar your job?

Do you work with many other people?

Do you think many people want to have your job?

Do you have to study a lot to get your job?

Is your job difficult?

Is your job dangerous?
12



Is your job boring?
Is your job unusual?
Is your job stressful?

You can also ask your own questions!
Unit 2

WORKS DUTIES. JOB HUNTING

Study words and phrases that will help speak abmltts and responsibilities
at work. Give Russian equivalents.

work for /in self-employed meet customers

run a department / a shop  do shiftwork resign wayldonditions go on
business trips

get a salary be responsible for fire / sack

be in charge of attend meetings retire

paid holiday pay rise get a sick leave

be employed by full-time / part time job work overe

deal with involve meet  do flexitime promote earn working hours be good

deadlines cope with workaholic be late for at

Exercise 12. Complete the sentences with these wesrand phrases.

1. Michael 3000% a week.

2. | don't like the working hours in my company, sbave to
3. My husband in a big international company
4. Stellais of a big department.

5. in our office are from 8 a.m. to 5 p.m.

6. My job arranging conferences.

7. Johnis for correspondence in our office.

8. Nick is often for work and | have to him.
9. Every year our team gets for the good job
10. My sister a small shop in the suburliketity.
11.People at the age of 60 or 65 in Russia.

13



12.I'm by the government.
13. Doctors often do :
14.1 have to with a lot of paper work duting day.

15.She is the best person in the department and oss bwants to
her.

16. At the end of the month we have a lot of reportsntke, so we have to
work to meet

17.1f you feel sick you may get :

18. Mary with her responsibilities very wélhe is one of the best

employees in the company.
19. Teenagers in the USA often take jobgetosome pocket
money.

» LANGUAGE FOCUS

Exercise 13 Fill in the gaps with prepositions (where necessary) in the
phrases describing jobs and responsibilities.

1. Working a local company is quite borings hard to make a good
career here.

2. Tom’s job is dealing international projects.

3. Sueis charge meetings in our company

4. I'm employed Swiss Airlines.

5. My father works in an French department of Renemfhpany and he often
goes business trips to other European gesintr

6. Jack is responsible translating papers @pfmm Germany.

7. Susie is a very responsible person. She alwayssmeet  deadlines.

8. My brother is good repairing computers.

9. She’s always late the meetings.

10.You always must attend meetings not to misportant
information.

11.Jack is very lazy and irresponsible. he doesn’ecop his work, so |

have to fire him.

Exercise 14 Translate the text from Russian into English.

JInza CTaHIuM noay4yusia NpoABMKEHHE IO CIY>KO0e U HOBYIO JOJKHOCTB. Celd-

4yac OHa MIABHBIM MEHEIKEP B KPYIMHON MEXIyHApOIHOW KOMITAHUH, 3aHUMAIOIIeHCs
14



pa3paboTkoil mporpammHoro odecnedeHusi. OHa O4eHb pajia 3ToMy coObITHIO. JIKM3a
UMEET JIeJI0 C OOJBIINM KOJTMYECTBOM BaXKHBIX MEXKTYHAPOJIHBIX ITPOEKTOB B 001aCTH
MH(OPMALIMOHHBIX TEXHOJOrMH. OHA YacTo Mocemaer U MPOBOAUT COBEIIAHUS KakK C
COTPYIHHUKAaMHU KOMITAaHUH, TaK U C KJIIMEHTaMU U napTHEpamu. [1ockoibKy OHa HOBBII
YellOBEK B KOMIIAHMH, € MPHUXOAMTCS YacTO OCTaBaThCs mocje paboThl, paboTarh
CBEPXYpOUHO, OpaTh Jeia Ha JIOM U YacTO €3UTh B KOMaHIUPOBKHU. Y He€ Maylo Bpe-
MeHU Ha oTablX. Ho €€ 310 He paccTpamBaer, Tak Kak oHa Tpyaoroiauk. OHa Bceraa
cTapaeTcsi yCIeTb cAaTh BCE MPOEKThI B CPOKHU U HE OpaTh JOMOJHUTEIBHBIX BBIXO-
HbIX. HO XOTs ycnoBus paboThl JOBOJBHO TSKENBIE, OHA HE YYBCTBYET ce0sl yCTaB-
e niv HepBHOU. [1o kpaliHErd Mepe, OHA MOXKET B3STh OIUIAYMBAEMbIN OTIYCK WU
OOJILHUYHBIN, €CJIM MOYYyBCTBYET ce0sl T10X0. PykoBoauTeNh KOMIaHUK OOEIIAET I0-

BBICUTB €M 3apIlIaTy 3a €€ Tpy..

» LISTENING

¥ Exercise 15 Listen to Ivan Magnusson telling the group about I8
“secret job”. Then complete the sentences.

Ivan works for

He writes reports about
The company doesn’t pay him, but
Ivan is the right person for the job because

hwWwDdPE

Exercise 16. Underline the correct verb forms in tB sentences that Ilvan
and David say.

| work / worksfor a hotel company.
We check / checksustomer service.
| write / writesa report.

It dont / doesnttake long.

| dont / doesntpay.

They travel / travelsa lot.

| dont / doesntike the paper work.

NOo ok wwDbdPE

» READING: JOBS IN BRITAIN

& Exercise 17 Read the text and discuss the questioMould you like to

work in Britain? What job would you choose?
15



Britain has always been on the wish list of mangpbe as far as work place is
concerned. Not because they pay you magnanimousrdsnas salary, but due to the
good (read: professional) work culture prevalergréh And yes, you are also
handsomely rewarded. So who wouldn't like to warkareat Britain?

Finding a job in the UK has become so easy nowadzasdier, it was through
personal references and through advertisementsispatl in the media. Now,
everything is available to you at the click of dtbn. All you need to do is to surf the
net, key in the type of job you want and you stadeiving offers almost instantly,
provided you have the desired qualifications.

The terms and conditions of UK employment are deoorable for all,
whether he or she is an outsider or not. Therdn®st no discrimination between
people of British origin and other people workimgBritain. The law is the same for
all, unlike many other countries, where there iscdmination on the basis of
religion, sex and ethnicity. Of course, most jotis require the best training from top
colleges or universities, medical or Nursing School

A recent trend that is fast catching up with peopleAustralia is that of
contract employment. People take up specific cotsarom companies in UK. For
that purpose, they also relocate to UK for a fewnths or for the period of the
contract. This is particularly beneficial for thoséo do not want to leave the
boundaries of Australia, but want to experiencekwgy with/in the United Kingdom.
This is very common among contract workers likefior designers, architects and
medical practitioners. They get to experience & bf both worlds.

On the other side, we have students opting for atg@s, where they can
work part time or full time and be paid a king’'sisam for it and once the contract
has finished they have enough cash to depart anlliea holidays to live like kings.
These jobs are so lucrative that they have the poavattract Australians to Great
Britain.

To add to it the kind of work, which is relativedympler than the rest. All this
adds up to making UK a job seeker’s paradise. Sodeasual job, a permanent job
or a contract job in UK, it's all there waiting fgou.

» WRITING: AN IDEAL JOB

Exercise 18 Think about a job you would like to do and write anessay
about what an ideal job for you is. Describe the wiplace, your responsibilities,

working conditions, paid holidays and a sick pay,aary, etc.
16



JOB HUNTING
» READING

3

Discuss the following questions.

How do people look for a job?

If you have found a suitable job what should yo@ do

Are you nervous when you go to the job interview?

What are the most frequently asked questions gothmterview?

A

Exercise 19 Read the job advertisement and find out the main
requirements for the job.

Compact Systems
Personal Assistant / Secretary

We are looking for a qualified person to assistagepent managers in our
office. You must have experience of working in anpaiter company for not less than
10 years. Age: 30+. Salary: $10,000. The job datsnvolve any travel.

Candidates must provide a CV, two positive refeesnwith the names of
referees. Applicants must have communicative amrozational skills, be well-
dressed and willing to travel. Send your CV andiappons to:

Compact systems,
60 Chiswick Avenue,
Hampton,
S03 6QZ

Answer the questions.

Would you like to apply for this position?
WhyWhy not?
What personal qualities are necessary to get t® |

» VOCABULARY

Exercise 20 Complete the sentences using the following words.

advertisement applicant
to advertise to apply for
requirement position

17



to require experience

application to provide
to assist curriculum vitae (CV)/ resume
reference referee
1. This company is looking for a person for the .......of a Sales Manager
who will ...... a Managing Director.
2. They placed an .......... in the local newspaperdays ago.
3. Their main ........... are experience and communieasikills. They also
........... that an applicant should be self-disoigdi.
4. ... should have a 3 years' ....... :
5. You must have two ..... from your previous work amdegnames of your
6. Candidates should ........... their .......... and send..... to the address

given in the newspaper where the company ....ts.products.

Exercise 21 Match the words with their definitions.

1. to assist a) summary of a person’s life-storphwlietails of education and
experience

2. to apply for b) an official letter requestingpa

3. to require c) to help

4. application d) to need

5. CV/resume e) to request (something) officially

6. reference f) a statement from smb. who knowsragm or has worked with

him that gives information about him

» SPEAKING

= Exercise 22 Work in pairs. Look at the list and say which things are
important when you are starting a new job.

— be punctual
— wear your smartest clothes (not trousers if yousam®man)
— go to the hairdresser’s the day before
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— smile at everybody you meet

— ask if you can start work as soon as possible

— don’t smoke in the room in the presence of othepfee

— if you are a non-smoker, say you don't mind if sbowy in the room
wants to smoke

— do your best to show your best qualities at once

— (give people the wrong information about yourself

— inquire about the company pension scheme

— behave in an ordinary way

— be nervous

Unit 3
CV RULES
> STARTING UP

Have you ever written a CMesume? What information should you give in it?
Study useful vocabulary for CV writing.

applicant «anauaar

application —3asBienue

application form -6nank 3asBacHUS

apply for a job -iomaTe moKyMeHTHI 1t TpréMa Ha padoTy
CV (curriculum vitae ) «patkas onorpadus

job interview —cobecenoBanue npu npuéme Ha padoTy
training —oOy4eHue, TPEHUPOBKA

position —10KHOCTH

vacancy -BakaHCHUsA

be employed by 6b1Th Tpyn0yCTPOCSHHBIM

be out of work -6b1Th Oe3paboTHBIM

reference xapakrepucTuka

fire / dismiss / discharge / saclysonuts

look for a job —1ckare padoty

quit —6pocats padboty

resign —yXoauTh B OTCTaBKY

unemployment -6e3padoTuiia

requirement -tpeboBanue
19



Exercise 23. Complete the sentences using the faliag words.
Applicants requirement CV references position

1. This company is looking for a person for the ......of a Personal
Assistant.

2. Their main ........... are experience and communieakills.

3. ... should have a 3 years’ experience.

4. You must have two ..... from your previous work.

5. Candidates should provide their .......... and sénad the address given in
the newspaper.

Exercise 24. Do you agree with the following stateemts about writing a
CV? If you disagree try to explain your point of vew.

A typical CV consists of two pages.
A photo is included into your CV.
A CV usually has five parts.
4. You can add any information you like to make a googdression on your
potential employers.
5. If you have to conceal something you do it.

w N e

» READING

A4 Exercise 25 Read Vadim Kufenko’s CV. Put the following headjs in
the correct place in the CV.

work experience, key skills, interests, educatieferences, profile

CURRICILUM VITAE

Name: Vadim Kufenko

Date of birth: 8 May 1986
Nationality: Russian

Address: 58 Suvorovsky pr., apt. 52
St. Petersburg 191015, Russia
Telephone: +7-812-264-6922

E-mail: v_kufenko@online.ru
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An enthusiastic professional with excellent anabftiabilities in the field of
science. Creative and able to work on his ownatite. Strong management skills. A
good team player with good interpersonal skills.

September 2007 — July 2008

MA degree in Economics specializing in Finance @nedit
St. Petersburg State University of Economics andrte
September 2003 — June 2007

BA degree in Economics

St. Petersburg State University of Economics andrte
1998 — 1999

Southwest Junior High School, Lawrence, Kansas, USA
1993 - 2003

School #157, St, Petersburg

December 2008 — present

Financial Analyst at the Bank of Foreign Trade Fsttersburg.

Responsibilities: daily financial analysis, prepgrifinancial statements, data
processing

Fluent in French and English
Computer skills: Microsoft Word, Excel, Linux systs

Professional and personal references availablequest

Exercise 26 Decide whether these statements are True or False.

Vadim Kufenko studied in Russia.

He gets on well with people and cannot work alone.

He has worked only for one company in the USA.

Vadim Kufenko was responsible for preparing finahstatements.
He can speak three languages fluently.

He is interested in climbing mountains.

ook wbdpE
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Exercise 27 Do you think Vadim Kufenko is a good candidate fora job in
one British company that needs a fluent Russian spker with good English and
French and experience in finance and marketing? Whiywhy not?

» WRITING

Exercise 28. Think of a job you are interested in, look througlpob
advertisements in newspapers or the Internet, fmgk suitable vacancies and try to
write your CV paying attention to the informationien above.

Unit 4
JOB INTERVIEW STRATEGIES

» STARTING UP

What must one know before having an interview? Hawst a person behave
at a job interview, in your opinion?

Study the most frequently asked questions at the Ipinterview.
— What circumstance brings you here today?

— How would your best friend describe you?

— What are your strengths? What are your weaknesses?
— Why should we hire you?

— What can you do for us that other candidates can't?

— What are your goals?

— Where do you see yourself in five years?

— Why do you want to work here?

— What salary are you seeking?

— If you were an animal, which one would you wanb&?

— How do you come over stress?

— What is your typical way of dealing with conflict?

— What tools or habits do you use to keep organized?

» READING
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W  Exercise 29. Read the following job interview. Notie Vadim
Kufenko’s main strengths and skills. Fill in the gg@s with the job interview
guestions.

A. Have you got any questions to me?

B. What are your three main strengths

C. What will be the major efforts in the next fewrg@a
D. When do you want me to start?

E. How long were you in your last job with?

F. What responsibilities will | have

G. Are you a leader by nataf?

TST Systems is looking for candidates for an opgnposition of a
Commercial Director. Mr Kufenko has come for theemiew.

— Good morning, sir.

— Good morning. Come in. Mr Kufenko, isn’t it? Pleda&e a seat. While
I’'m finishing these letters, fill in the applicatidorm, please...OK let’s start. Tell me,
please, (1) the Bank of Foreign rade

— Four years. I'm only leaving because the firm isving to another town.
— What do you know about our company? (2) ?

— | know that it is a very promising company, so like you to inform me
(3) ?

— We plan to expand our activity on French-speakiagntries. We need a
team of creative persons to make our company cotiweahn the world market.

- 4 ?

- Well, first of all, to be responsible for our coctis with French partners.
You will have to travel very much.

- Yes, | see.

- So (5) ?

— | think, they are reliability, loyality and energy.
- OK, (6) ?

— Yes, | think so. | get on with people very well.
— All right. Now Mr Kufenko, I’'m quite prepared to fef you a job with us.
You have excellent references from your previols (@) , SIr?

- In a week, if possible.
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— Yes, certainly. Thank you very much. Good-bye.
— Good-bye.

» SPEAKING

- Exercise 31 Role-play the situation: The managing Director dhe
British company is interviewing a candidate for theosition of a Personal
Assistant.



Module 2

COMPANY STRUCTURE

Unit 1

COMPANY STRUCTURE. MAKING A CAREER.
MODERN OFFICE AND OFFICE EQUIPMENT

» STARTING UP

Study the following words.

department

OTJIeN, OTJEJICHNE, yIIpaBieHue, JenapTaMeHT

sales

COBIT

sales manager

MEHEJ[KEp MO0 COBITY

turnover

000pOT, TEKYyUeCTh

turnover of capital

000pOT KanuTaja

research

HCCICAOBAaHHUC

development

pa3BUTHUL, POCT, OCBOCHUC, pa3pa60TKa

subsidiary company

nodepHss hpupma, rae XonauHrosas /
POIUTENIbCKAsI KOMITaHUS BiIajieeT Oojiee yem
IMOJIOBUHOM HOMHUHAJILHOM CTOUMOCTHU €€
AKIMOHEPHOT'O KaluTajla U KOHTPOJIUPYET COCTaB
COBETa JUPEKTOPOB

branch

bunuan, otaeneHue

meeting of shareholders

coOpaHue aKIIHOHEPOB

board of directors

COBCT OIUPCKTOPOB

business proposal

ACJIOBOC IMMPCAJIOKCHHUC

to propose (to offer) smth to sn

]lTIpCI[JIaFaTI) KOMY-TO 9TO-TO

draft (of) contract

ITPOCKT KOHTPAKTa

draft

IMPOCKT TCKCTAa JOKYMCHTA

25



» READING

“w'Read and translate the dialogue.

At the Company Office

Mr. Klimenko is at the office of Continental Equipnt. He is having an
appointment with the managers of this company,Bviown and Mr. Cartwright.

Mr. K.: Good morning, gentlemen! How are you?

Mr. C.: Fine, thanks. And how are you getting on?

Mr. K.: Very well, thank you.

Mr. C.. Let me tell you about our company. As you know, Klrmenko, we
produce processing equipment. Our firm consis®& départments: Production, Sales,
Export, Financial, Personnel and Research & Devedy. The last one is the
newest at the company. It was created five yeacs.ayje are managed by the
Meeting of Shareholders and the Board of Direct&atlier the Chairman of the
Company was one of the senior partners, but now Mr. Rogers, as you know.
Currently we employ about 1,600 people. Our turnasyenore than £300 million.

Mr. B.: You will work with our Export Department. We expaur equipment
to 5 countries. We also have two subsidiary congsaim Holland and Germany with
headquarters in those countries.

Mr. K.: Are they your subsidiaries or branches?

Mr. B.: They are our subsidiaries. Each company tradesrutelown name.
We are looking for new partners in Eastern Europenall, as we would like to
expand our activities. That's why Mr. Cartwright mteto Moscow to establish
personal contacts with your company. Have you r@aeur correspondence with
yourDirector?

Mr. K.: Yes, | think so. We investigated your businesppsal thoroughly.

Mr. B.: Have you got our price-lists and catalogues with gow or shall | ask
Miss Elliot to bring a copy?

Mr. K.: Thank you, but | have them with me as well as e®f your letters. |
expect to make the Draft Contract here, maybe leyahd of this week, and to
conclude the Contract with you after discussingiih my Director by phone.

Mr. C.: All right. Let us get down to business. Today @ochorrow we are
going to talk about terms of payment and delivery.

Mr. K.: Right. And the day after tomorrow we’ll be talkiagpout packing and
transportation.
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Mr. C.: Then | plan to go to London for three days. As iaow, there will be
an exhibition. Will you join me?

Mr. K.: Yes, with pleasure. It would be very helpful ftvetpurpose of my
visit.

Mr. C.: | hope so. And after that you'll have enough tifoe a visit to our
factory and to go sight-seeing.

Mr. K.: That suits me fine. | expect to submit the Drafin@act to my
Director by fax not later than next Wednesday.

Exercise 32. Find in the dialogue words and expresss close in meaning
to the following:

. organization

. offer

. to hire

. to search

.to set up

.aim

. links

1
2
3
4
5. to sell goods to another country
6
7
8
9

. advertising materials

Exercise 33 Complete the dialogues.

a)

1. Starkov: Good morning, Mr. Williams. How are you?

2. Williams: ...

3. S.: Very well, thank you. Could you tell us about yotwmpany, Mr.
Williams?

4. W.. ...
5. S.:What department will we work with?
6. W.o ...
7. S.: Do you have any subsidiaries?
8

. WL
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b)

1. Williams: Have you got price-lists with you now?

2. Starkov: ...

3. W.: All right. Let's get down to business. What areiygoing to talk about
today?

5. W.: Right. And tomorrow we’ll be talking about packingnd
transportation. By the way, Mr. Starkov, do you wamvisit our exhibition which
will be held the day after tomorrow?

7. W.: | hope so.

Exercise 34. Read the dialogues and fill in the ngsg phrases.

a)
manufacture, headquarters, work for, operations,
multinational company, areas of business, sideusfriess

A Manufacturing Company

A.. So, who do you 1 ?

B.: | work for a large 2 company calledkDgxoup. We have
five main 3 — construction, heamustry, shipbuilding, motor
vehicles and telecommunications.

A.: And which 4 do you work in?

B.: The motor vehicles division. | work in our Belgiafactory. We
5 components for our car productiontplianEurope.

A.: Where are DAK 6 ?

B.: In Seoul. But the company has 7 van bfty countries
and thirty factories all over the world.

b)

annual turnover, employ, technical people, workéorc

Company Size

A.. How many people does your company 1 ?

B.: We have sixty employees. We have about forty fgctworkers and
2 and the rest are admin and sales afttarted off with only ten
people so our 3 has grown a lot. Whats ¥ ?

A.. It was over 2 million euro last year.
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Exercise 35. Complete the sentence by an appropriate form of the
highlighted word

1. Selecting a career can be one of the most dliffic.......... DECIDE
in your life.

2. To choose the right career, you will have td fine balance FINANCE
between ............. gain and personal fulfillment.

3. Before you can make a career choice, you vat dlave to | APPROPRIATE
learn about yourself. Your values, interests anitsskill
make some careers suitable for you and some
particularly ..........

4. You can use self-assessment tests to gathentbismation | OCCUPY
and to generate a listof ........... that are considered
appropriate.

5. A test like this could help you to narrow dowsuy choice | POSSIBLE
and .......... point you in the right direction.

6. Even though it is important to choose a carady @n, SUCCESS
many people have switched careers late in the gathestill
became enormously ......... . Think it over and takeanch.

» LANGUAGE FOCUS

» We usehave gotto talk about possession.

We've got a new printer, but it doesn't work veejlw

The office hasn't got a lift.

Have you got a problem with cash flow? Yes, we .Ha\e, we haven't.
» We usesomewith plurals in positive sentences.

I've got some problems with cash flow.

» We useany with plurals in questions and negative sentences.
Have you got any meetings today?

Exercise 36 Make sentences about what Marco has and hasn't got.
Example:Marco'sgot a company car. Marco hasn't got a fax machine.

1. acompany car +
2. afax machine —
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a high salary +
a great boss —

a lot of free time —
two telephones +

© N o kW

a personal assistant +

free Internet access —

Unit 2

WORKING DAY. EMPLOYEE RESPONSIBILITIES

» STARTING UP

Study the following words.

an early bird

PpaHHAA IITHUYKA, <OKaBOPOHOK>

rush-hour traffic

qac IINK

building corporation

CTPOUTENBbHAS KOPIOPALIMS

employment agency

KaJIpOBOC arcHCTBO

typing documents

neyararb 10KyMCHThBI

arranging business appointmer

]@F&HHS&HI/I}I ACJOBBIX BCTPEH

responsible for

OTBETCTBEHHBIM 3a

be in charge of

OBITH OTBETCTBEHHBIM 3a / BCaTb / KOMaHI0BAaTb

full-time work

MIOJTHBIN pabounii 1EeHb

to climb the career ladder

MOJTHATHCS 10 KAPbEPHOU JIECTHULIE

» READING

L %4 Check out the

responsibilities of the staff. Which of the

responsibilities do you consider the most importart Why?

Main responsibilities of employees

Employees have responsibilities towards their eygt® even if they work

part time or don't have a written contract withitremployers.
These are the main responsibilities of employees:
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— to personally do the work they were hired to do

— to do their work carefully and seriously (In sonases, they could be fired
or disciplined if they're often late for work, oi they're absent too often or for no
good reason.)

— to avoid putting themselves or others in danger

— to follow their employer’s instructions (There aseme exceptions. For
example, if an employer asks an employee to do songedangerous or illegal, the
employee doesn't have to follow these instructions)

— to be loyal

Exercise 37. Read the text and answer the questionsing sentences from
the text, but from the 3rd person singular.

1. Where does the girl work?

2. What is her job?

3. How did she find this job?

4. What are her responsibilities?

My weekday starts at 6.30 in the morning when nayralclock rings. | am not
an early bird, so it takes me a couple of minutfsre | get out of my bed, especially
in winter. | leave home early, at 8.00 to avoid theh-hour traffic as | start my work
at 9 o’clock.

| work in an office as a secretary for a big builglicorporation. It's a Russian
well-established company. | found this job 4 yeag® through an employment
agency.

The office is in the centre of the city. | usuaiigt there by bus. | spend most of
the time working at the computer. My usual duties tgping documents, preparing
them for our managing director, answering phondscahd arranging business
appointments. | am also responsible for giving nesvrespondence and fresh
newspapers to the managing director, sending faxesmails. Sometimes | translate
letters from English into Russian. | am in chardegeeting visitors and offering
them tea or coffee too. It is also my duty to ageatravel and hotel accommodation
for the boss’s convenient business trips.

We have lunch at 1 o’clock and | usually go to &aahich is situated in the
next building. If | am not too busy | can have awgwo short coffee-breaks during
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the day. | work full-time from Monday to Friday, $@am in my office until 5 p.m. At
the end of every day | get new tasks and take nfmtieshe next day from the
managing director and ask him some possible quesstio

| can’t say that my job is very interesting, somms it's monotonous or
stressful but | like meeting a lot of new peoplerdh learning new ideas and
communicating. | think that to apply for my job oneeds good communication
skills, the ability to work in a team under pregs@and handle difficult situations
without any assistance. | understand that my jolntgrestigious and | have to climb
the career ladder, that is why | am the third-y&adent at the university now and |
am going to graduate from it in two years and bezamaccountant.

» SPEAKING

= Exercise 38. Describe:
1) your working day
2) the working day of your dream

Unit 3
WORKSPACE. MOTIVATION. CREATING A FAVORABLE CLIMATE
IN THE TEAM
> STARTING UP

Answer the following questions:
What is the working climate in your opinion?
What do you think is a good and bad working cliflate

Study the information about an organizational climae.

What is organizational climate?

Organizational climate is the result of a combioratf elements that affect the
way team members perceive their workplace. A bgsirsimate can be affected by
motivation, delegation, authority, feedback andwates. In a positive organizational
climate, you and your colleagues may be more migt;anore productive and enjoy
better morale. There are many elements that maka wprkplace’s organizational
climate, but some of the most important include:

— Trust at all levels of leadership

— The relationship between the people and the orgaoiz
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— Support and recognition for hard work

— The suitability of the work environment for the fétand the tasks they
perform

— The structure of the organization

— Evaluating these elements is the first step towarthancing your
organizational climate and benefiting from a mareused and productive team.

How to improve organizational climate

You can learn how to improve your workplace’s ofgational climate by
following these steps:

— Identify the current organizational climate

— Raise awareness of the company’s mission

— Identify motivational factors

— Improve understanding of task delegation

— Boost team cooperation

Exercise 39. Match the phrase with its translation.

1. Trust at all levels of leadership (rpykTypa OpraHu3aiuu

2. The relationship between the peopl&. IToxnepxka 1 NpU3HATEIHLHOCTD 32

and the organization TOKENTYIO paboTy

3. Support and recognition for hard | 3. Yay4mrenne ocBeTOMIEHHOCTH O
work MHCCHUH KOMIIaHUH

4. The suitability of the work 4. OTHOIIEHUS MEXIY JIOIbMH U

environment for the staff and the tasksopranuzanuei
they perform

5. The structure of the organization (hipeae/iTh MOTHBAIIMOHHBIE
(haxTophI

6. ldentify current organizational 6. YIyqmuTh KOMaHIHYIO padoTy

climate

7. Raise awareness of the company’s 7. JloBepue Ha Bcex YPOBHSX

mission PYKOBOJICTBA
8. ldentify motivational factors Q/1ydIIUTh MIOHUMAHKE JEIeTHPOBAHUS
3a71a4n
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9. Improve understanding of task 9. OnpeaenuTh KIMMaT B OpraHU3aIii Ha

delegation TEKYIIUH MOMEHT

10. Boost team cooperation I0purogHoCcTh paboueit cpebl IS
HIepCOHaa U 3aj1a4, KOTOPbIE OH
BBITTOJTHSICT

Exercise 40 Read the text about behaviour at work and the quegins
below. For each question 1-5, mark one letter (A, BC or D) for the answer you
choose.

The rules for work are changing. We're being judggda new yardstick: not
just by how smart we are, or by our training andezise, but also by how well we
handle each other. This yardstick is increasingipliad in choosing who will be
hired and who will not, who will be let go and whetained, who passed over and
who promoted. The new rules predict who is moslyiko become a star performer
and who is most prone to derailing. And, no matibat field we work in currently,
they measure the traits that are crucial to ouketability for future jobs. They take
for granted having enough intellectual ability aadhnical know-how to do our jobs
and focus instead on personal qualities such &atime and empathy, adaptability
and persuasiveness.

Talked about loosely for decades under a varietpashes, from ‘character’
and ‘personality’ to ‘soft skills’ and ‘competencdhere is at last a more precise
understanding of these human talents, and a newe nfam them: ‘emotional
intelligence’. Emotional intelligence is generallgfined as the ability to monitor and
regulate one’s own and others’ feelings, and to feseéings to guide thought and
action. Emotional intelligence in work life compess five basic elements: self-
awareness, self-regulation, motivation, empathy addptness in relationships. It
does not mean merely ‘being nice’. At strategic reata it may demand not ‘being
nice’, but rather, for example, bluntly confrontisgmeone with the uncomfortable
truth. Nor does emotional intelligence mean givirege rein to feelings — ‘letting it all
hang out’. Rather, it means managing feelings sat tthey are expressed
appropriately and effectively, enabling people trkntogether smoothly toward their
common goal.

More and more companies are seeing that encouragnugional intelligence
skills is a vital component of any organisation'amagement philosophy-And the

more complex the job, the more emotional intellgeematters — if only because a
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deficiency in these abilities can hinder the usewbftever technical expertise or
intellect a person may have. To be sure, many pebave risen to the top despite
flaws in emotional intelligence, but as work becemeiore complex and
collaborative, companies where people work togelfest have a competitive edge.
In the new workplace, with its emphasis on flexiilteams, and a strong customer
orientation, this crucial set of emotional competes is becoming increasingly
essential for excellence in every job and in eyt of the world.

The good news is that emotional intelligence carebent. Studies that have
tracked people’s level of emotional intelligenceotigh the years show that people
get better and better in these capabilities as ¢jilew more adept at handling their
own emotions and impulses, at motivating themselaad at honing their empathy
and social adroitness. There is an old-fashioned fay this: maturity. And although
emotional intelligence is no magic bullet, no gudea of more market share or a
healthier bottom line, if the human ingredientgaadred, then nothing else works as
well as it might.

However, simply being high in emotional intelligendoes not guarantee a
person will have learned the practical emotionallsskhat matter for work. For
example, a person may be highly sensitive to otHesdings, and yet not have
learned the skills based on empathy that transl&tesuperior customer service, top-
flight coaching, or the ability to bring togethediaerse work team.

1. What changes with regard to work does the writemention in the first
paragraph?

A. Intellectual and technical ability are no longatued as highly as they were.
B. Employees now have higher expectations of eftwéro

C. The potential of employees is now assessed Wycnigeria.

D. Some of the inaccurate judgements that used todxle are no longer made.

2. The writer says that the term ‘emotional intellgence’
A. is unlikely to remain in fashion for long.

B. is very difficult to define.

C. has previously been misunderstood.

D. has replaced less suitable terms.

35



3. According to the writer, emotional intelligencedoes not involve
A. expressing your emotions all the time.

B. acting kindly towards others most of the time.

C. focusing on a single aim.

D. showing that you are angry with someone.

4. Why, according to the writer, is emotional inteigence seen as vital?

A Emphasis on it prevents the wrong people fromndpgiiven senior positions.
B It enables people to meet the challenges sehagges in the nature of work.
C Lack of it makes the recruitment of good empleyadficult.

D It can compensate for a lack of technical orliettual ability.

5. What does the writer say about emotional inteljence in the fourth
paragraph?

A. It is often seen as the cure for any problermmgany faces.
B. It develops naturally in people.

C. Some people possess it more than others.

D. Understanding of it has increased over a pevfddne.

6. The writer concludes in the final paragraph thatemotional intelligence
A. sometimes causes people to make unwise deciatomerk.

B. is not particularly useful in certain areas afri

C. will soon be valued even more highly than rasv.

D. may not enable someone to be good at their job.

» LANGUAGE FOCUS

PRESENT CONTINUOUS

— We often use the present continuous to talk abgumoiatments and
meetings.

What are you doing on Friday?

She isvisiting the suppliers next week.

— We also useyoing tofor future arrangements and plans (when we have
already decided to do something).

We're going to launch a new website.

I'm not going to study computing next year.
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Exercise 41 Complete these sentences using going to.

1. What you do?
2. Well, | not sell the compan

Exercise 42. Complete these sentences using thegamt continuous form
of the verb in brackets.

1. What they next wekk? (
2. They not . They're omlémpl(work)

Exercise 43.Complete these sentences using the present contimgoform
of the verb in brackets.

I (meet) Mr Yamashiro next week. He v@rr
on Tuesday night. On Wednesday, | (take) him to the factory. |
(not see) him on Thursday. But | (drive) him to the
airport on Friday.
Unit 4

MANAGEMENT. QUALITIES OF AN EFFECTIVE MANAGER.
SETTING GOALS
» STARTING UP

Answer the following questions:
What qualities should a successful manager hayeunopinion?
What is the most important quality for a manager?

READING

" Study the information about skills that are essenél to successful
management and managers.

In order to perform the functions of management@anassume multiple roles,
managers must be skilled. Robert Katz identifiedeghmanagerial skills that are
essential to successful managemtdhnical, human, and conceptual

Technical skill involves process or technique knowledge and pesfay.
Managers use the processes, techniques and tamlspefcific area.

Human skill involves the ability to cooperate and interacteetifzely with

people. Conceptual skill involves the formulatioh ideas. Managers understand
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abstract relationships, develop ideas, and solebl@ms creatively. Thus, technical
skill deals with things, human skill concerns pep@nd conceptual skill concerns
ideas A manager's level in the organization deteesiithe relative importance of
possessing technical, human, and conceptual skilbgp level managers need
conceptual skills in order to view the organizatasna whole.

Conceptual skillaare used in planning and dealing with ideas arstradtions.
Supervisors need technical skills to manage theia af specialty. All levels of
management need human skills in order to interadt @mmunicate with other
people successtully.

Exercise 44.Read the text and answer the question: which paragph
contains an answer to the following questions?

1. What is the origin of the verb — manage?
2. What is management?

What is “management”?

What is "management"? There are a variety of vieksut this term.
Traditionally, the term — management refers to mpiag, organizing, leading
(directing) and controlling (coordinating) actied and to the group of people,
involved in them. Another common view is that — @@@&ment is getting things done
through other people. But to most employees tha temanagement probably means
the group of people (executives or other) who asponsible for making decisions in
the organization.

It is interesting to know that the verb "manage'mes from the Italian
"maneggiare” (that is "to handle" — especially eskd, which in turn derives from the
Latin "manus" (that is "hand"). The French word Smagement" (later
"mAnagement") influenced the development in the miag of the English word
"management” in the 17th and 18th centuries. Thadtrial Revolution began in the
eighteenth century and transformed the job of aaganfrom owner-manager to
professional, salaried manager. It is interestongdte that many of the management
terms and techniques used today have their basislikary authority (for example:

"superior", "subordinate mission").

, "strategy",

Exercise 45.There are some skills and personal characteristicdhat are

important for managers. Match the name of the skillwith its definition.
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1. leadership a. ability to modify personal behavm
react objectively rather than subjectively
to accomplish organizational goals

2. self-objectivity b. ability to evaluate yoursedalistically

3. analytic thinking c. ability to express ideasarly in words

4. behavioral flexibility d. ability to create a@® impression and
instill confidence

5. oral communication e. ability to perform undetressful
condition

6.written communication f. ability to influence etis to perform
tasks

7. personal impact g. ability to perform in ambigso
situations

8. resistance to stress h. ability to interpret aedaplain
information

9.tolerance for uncertainty I. ability to expresteatly ideas in
writing

-
)

* Exercise 46. Find information and tell us about te outstanding
managers of our time.
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Module 3

BUSINESS VISIT

GREETINGS

» STARTING UP

Unit 1
AND INTRODUCTIONS

Study the following phrases.

Greetings/ Ilpusemcmeus
Hello, My name is ...
What's your name?
Nice to meet you.
How are you? / How do you do?
I’'m fine, thank you.
Welcome to our company!
Where are you from?

Who are you with?

30pascmeyiime, MeHs 308YM ...

Kaxk eac 306ym?

Hpusamuo nosnakomumucsl.

Kax eawu oena? | Kax noscusaeme?
Bcé xopowo, cnacubo.

Hobpo nosicanosams 6 nauty Komnanuro!
Bmkyoa 6v1?

€ kem vl npuexanu?

Exercise 47. Complete the conversation.

a) Nice to meet you, too.
b) this is

c) What's your name?

d) Where are you from?
e) Who are you with?

Mark: Hello, My name is Mark Schultz. 1.

James:I'm James Percy, from Microsoft.
Mark: Nice to meet you James. And welcome to our comipany

James:Thank you.
Mark: 2.

James:I'm from the United
40

States. And you?



Mark: I'm from Berlin. 3.

James: I'm with my boss, Mr Gray. He isn't here at thenmemt. He's in the
conference room.

Mark: James, 4. Maria. She is ouketrgg
manager.

James:Nice to meet you, Maria.
Maria: 5.

Study the following words.

Job roles and company personnellorscnocmu u nepconan gpupmor

boss HAYATbHUK

employer pabomodamens

employee COMPYOHUK, CIIYHCAUJUTI
colleague Koaneed

sales representative MOop2osblil NPeOCmasumenb
consultant KOHCYIbIaHM

manager MeHeoxwcep, YNpasisouul
secretary cexpemapbw

Exercise 48. Read a description of a job role amdcimit with one of the
words above.

1. Emma advises and helps people who want to stadsdss. She is a
business

2. James is the owner of the company | work for. Jasesy
3. Alex works for Ms Brown. He answers her phone catld helps her with
paperwork. He is her :
4. As a marketing assistant, | report to Mr Edwards, ldead of Marketing.
He is my :
5. Andrew and Ellen work together in the same departnfendrew is Ellen’s

» READING
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- Greetings and introductionsis one of the most important topics when
you are learning a language.

We use greetings and introductions in our firstetimteraction with people
however it is important that we don’t forget thatre greetings apply only to formal
situations and other greetings are more suiteahftrmal situation such when you
meet a friend at school or university.

Learning how to introduce ourselves and how to shiotgrest by asking
personal information questions is also a goal &xesince most conversations tend
to go beyond a simple greeting and introduction.

There are different ways to greet people in Englisk usually categorize
greeting into formal and informal situations.

Exercise 49. Complete the conversation with corregironouns and forms
of the verb TO BE.

A: Excuse me, Mr Fox?

B: No, 1. . I'm Richard Jones from Tesco Ltd.

A: I'm Jenny Evans from Sainsbury's. How do you do?

B: Pleased to meet you.

A: Welcome to our company!

B: Thank you.

A: Where 2. from?

B: 3. from Luton. And you?

A: 4. fromLondon. Who5.  here with?

B: I'm with my boss. He 6. here at the momests kh the conference
room.

B: Richard, this 7. Gavin. Gavin is our marlgtiirector.

A: Nice to meet you, Gavin.

C: Nice to meet you, too.

Exercise 50. Match the questions/remarks with therswers.

1. How do you do? a) Pleased to meet you.
2. Are you here on business? b) Nice to meet ymy, t
3. Welcome to our company! c) Yes, | am. / No, dmholiday.
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4. Excuse me, are you Mr Fox? d) I am from the UK.

5. Where are you from? e) Thank you.
6. Nice to meet you. f) Yes, | am. / No, I'm nan Mr Sanders.
Unit 2

FIRST MEETING. IN THE OFFICE
» STARTING UP
Study the following phrases.

Office equipment and facilities

office chair ogucHoe Kpecio

desk HUCbMEHHDbLI CIOJ

printer npuHmep

laptop HOYMOYK

phone menegpoH

photocopier KONUpo8aibHas mawmuna (kcepoxc)

power socket NEKMPUUECKASL PO3EMKA

flip chart Grunuapm (0ocka ¢ 6ymaeoii 05 3anucu)

multimedia projector MYTLMUMEOUUHBLI NPOEKMOP

reception area NPUEMHASL, CMOUIKA AOMUHUCMPAMOpa

meeting room KOHpepeHy-3ai, nepe2o8opHas KOMHaAma, 3a
3acedanuii

breakout space 30Ha OJ151 OMObIXA

Exercise 51. Label the pictures.

R
L
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10. 11.
» LANGUAGE FOCUS

There is/ There are
«There is» u «here are» ucmonp3yroT, KOrma XOTAT CKa3aTh, YTO YTO-TO
CYIIIECTBYET HJIM HAXOAUTCS B KOHKPETHOM MECTE.
«There is» yka3piBaeT Ha HAIMYKE B OMPEIACIEHHOM MECTE KaKOro-TO OHOTO
npeaMeta (numa). «There arewmykaspiBacT Ha HaJMYHE B ONPEACAEHHOM MECTe

HECKOJbKHUX (MHOTHX) MpeaMeToB (JIUIT).

There is a laptop on my desk. V-uens na cmone ecmo Hoymoyx.
There are chairs in the meeting room. B 3ane 3acedanuii ecmv cmynwsi.

Ooparure BHUMaHue: ci1oBo «there» fam) B obopore «there is / there araw
HUMEET CaMOCTOSITEIILHOTO 3HAUYEHHSI U COCTABIISIET Hepas3ae/InMoe 1ieJioe ¢ «iS / are».

Bonpocsl gopmupyrorcs 00bIuHON mepecTaHoBKoW (morexamee «there»
MEHSETCS MECTAMH CO CKa3yeMbIM «iS / are:

Is there anybody in the office?B-oguce kmo-nubyov ecmu?

Are there any power sockets hereZoeco ecmb pozemxu?

Exercise 52. Complete the sentences withere is/ there are

many offices in this building.

no space left for another chair.

a laptop in the conference room, no teebdng your own.

| don’t think flip charts here.

a telephone | could use?

A e o

enough desks for all employees?

» READING
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A4 Exercise 53. Read a text on office design. Then as® which of the
statements below are True or False.

Open-plan vs. closed offices
Which are better?

For most companies, the design of the office spaceery important. The
office space should help employees to work morgiefftly, concentrate on their
work and work better in a team. There are two comuhesigns — closed offices and
open offices.

Open offices are good for companies for a numbeeasons. Firstly, they cost
less because they use less space and use lesgigjeict heat or cool. In addition,
businesses can save on equipment because peopkhartreg resources such as
printers and photocopiers. Since there are no vaallsarriers between desks, staff
can learn from each other and interact more efftyeFor example, when you work
in an open office you can get feedback on your wadtantly and you can ask
guestions without needing to knock on doors. Insedacollaboration between
employees can also result in business innovation.

On the other hand, many employees prefer closéckesffmainly because there
is less noise and it's easier to concentrate. #ihsy open-plan office, the high level
of noise can make it difficult for employees to dscon their work. Another
advantage for business is lower absenteeism. Whemple work in an open
environment, there is a greater risk of catchirdjsease when somebody is ill. And
when employees are absent, the company is lesaginoel

It's easier to concentrate on your work in a clasffide. True / False
Employees who work in closed offices are absenemften. True / False

1. Open-plan offices are generally good for business.  True / False

2. Open-plan offices are cheaper. True / False
3. People communicate better in closed offices. eTrbalse

4. Closed offices make businesses more innovative. rue MTFalse

5.

6.

Unit 3
TRANSPORT. PREPARING FOR A BUSINESS TRIP

» STARTING UP
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Study the following words.

a plane camoném

a taxi maxcu

a train noeszo

a coach MedHcOy20poOHULl asmooyc
a bus 20po0cKoll asmobyc
a tram mpameaii

a platform niamgopma

a railroad station anclo eoxzan

an airport asponopm

a ticket ourem

a boarding pass HOCAOOYHBLI MAJIOH
an aisle seat Mecmo y npoxooa

a window seat Mecmo y OKHA

a carry-on bag PYUHAS K1LAOb

a suitcase YeMoOaH

Exercise 54. Label the pictures.

Exercise 55. The people are talking about differentneans of transport. Fill
in the gaps with the suitable words.

1. Paul: I like to travel by . It's the fastest kiofdtransport.
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2. Mark: As for me, | like my very much! | driveait the time.

3. Sarah: When | go to my holiday home, | usually go by  because
our house is on the island.

4. Mary: When | am in the city | like to go by slfast and rather
cheap.

5. Adam: | don't like public transport. | like to get arodirfby . t’s
eco-friendly and you don’'t have to worry aboutficafams!

6. Jane: | like to travel by , because you can einfortably and

watch the view of the countryside.

» LISTENING

e Exercise 56. Listen to the dialogues. Where do thagke place? Put 1,
2 0r3.

a. At the train station

b. At the airport

c. Inataxi

Exercise 57. Listen again and answer the questions.

1. What time is the next train to Brighton?  a. 10:05 .12:05

2. How much is a single ticket to Brighton? a. £ 10 .£20

b
b
3. Which platform does the train leave from? a. Platform 3 b. Platform 2
b
b

4. How long will the taxi journey take? a. 30 min .40 min
5. Does Claire want a window seat or an aisla. an aisle seat b. a window seat
seat?
6. What bags does she have? a. one b. two
7. Did she pack her bags herself? a.yes b. no
» READING

' Exercise 58. Read the text quickly and tick\) the correct box. The

notice gives:
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— Information and advice;
— Iinformation and rules;
— advice.

If you are flying withGo Faster Airlineglease read this notice before you goto
the airport.

Documents

Go Faster Airlinesuses an electronic check-in system. You don’t lHavering
your tickets to the check-in desk, but you havériag proof of your identity
(including your photo), for example a passportyidg licence or identity car. If
you are flying to another country, you have to slyowr passport.

Luggage

With Go Faster Airlinesyou can check in a maximum of 20 kg of luggagpub
in the hold. You can take a maximum of 5 kg of h&unghage. You can’t put
sharp objects in your hand luggage. Your suitcasetd have a label with your
name and address. The label doesn’'t have to haweflyght number becausg
that is on the electronic label.

Electronic devices

You have to turn off all electronic devices befbaarding the plane. You can’{
use your mobile phone inside the plane.

o o0 A~ W N P

Exercise 59. Match the words from the text with th meanings.

. proof a) The bags you give in at the checkeskd

. the hold b) Entering a plane.

. hand luggage c) The place of a plane wherephethe bags.
. checked luggage d) Make a machine stop working.

. boarding e) This shows that something is true.

. turn off f) Small bags you take on the plane.

Exercise 60. Read the text again and tick\] the correct columns in the

table.
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Necessary Not necessar)

/Possible

Not possible

Ex.: bring tickets to the check

in desk

\/

1. bring proof of your identity

2. show your passport when
you fly to another country

3. check in 20 kg of luggage

4. take more than 5 kg of har
luggage

5. put sharp objects in your
hand luggage

6. put a label on your suitcas
with your name and address

e

7. put your flight number on
your suitcase label

8. switch off electronic

devices before you board the

plane

9. use a mobile phone inside

the plane

Take a note of modal verlean/cantandhave to/dont have tthat are used in
each case. Make your own sentences with these mwedabs about the rules of

travelling.

» LANGUAGE FOCUS

TELLING TIME
There are two common ways of telling the time.

1) Say the hour first and then the minutes. (Hour #Minutes)

- 6:25 - It's six twenty-five
— 8:05 - It's eight O-five (the O is said like thé&de O)
- 9:11 - It's nine eleven

— 2:34 — It's two thirty-four
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2) Say the minutes first and then the hour. (Minute + PAST / TO + Hour)
For minutes 1-30 we u$tAST after the minutes.

For minutes 31-59 we u3® after the minutes.

- 2:35 - It's twenty-five to three

— 11:20 - It's twenty past eleven

— 4:18 — It's eighteen past four

— 8:51 - It's nine to nine

— 2:59 — It's one to three

When it is15 minutes pastthe hour we normally saya) quarter past
- 7:15 - It's (a) quarter past seven

When it is15 minutes beforethe hour we normally sag: quarter to
— 12:45 - It's (a) quarter to one

When it is30 minutes pastthe hour we normally sapalf past

— 3:30 - It's half past three (but we can also segetfthirty)
O'clock

We useo'clock when there are NO minutes.

— 10:00 — It's ten o'clock

— 5:00 - It's five o'clock

— 1:00 - It's one o'clock

Sometimes it is written as 9 o'clock (the numberctock)

12:00

For 12:00 there are four expressions in English.

- twelve o'clock

— midday = noon

— midnight

Exercise 61. Look at the information screen and pretice telling the times.
Then fill in the blanks in the sentences below.

Arriving from Flight Number Time Gate Status

Cancelled
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Manchester is flight number
Dublin is flight number
Paris is gate number
Malaga flight status is
Tunisia flight time is
Portugal flight time is
Manchester is gate number
Dubai is flight number
Tunisia flight status is

Unit 4

MAKING A HOTEL RESERVATION

» STARTING UP

Study the following words

a hotel

bed and breakfast
reception

lobby

single room

double room

suite

hotel manager
bellboy

maid

to make a hotel reservation
to check in

to check out

to offer room service

20CMUHUYA, OMeib
NAHCUOH

CMOUKA AOMUHUCMPAYUU

X0

OOHOMEeCmHbIU HoMep

08yXMeCmHblLU HOMED

HOMeEp <TIOKC»

YIPABAAIOWUL 20CMUHUYbI
NOCHLIbHbIU

2OPHUYHAS

3a6poHUPOBAMb HOMEDP 8 20CMUHUYE
3ape2ucmpuposamscsi no npuesoy
BLINUCAMBCS U3 20CMUHULDI

npeonazams 00CIYIHCUBAHUE 8 HOMEDE

Exercise 62. Match the words with their meanings.

1. maid a) to reserve a room in a hotel in advance.

2. bed and breakfast

b) to leave a hotel aftemggtyie bill.

3. reception c) a woman servant who cleans the saond the linen.
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4. suite d) a desk at hotel where visitors or guast received.

5. bellboy e) a private home where guests are gealvovernight
accommodations and served breakfast but usually no
other meals.

6. to make a reservation f) a male worker at alheho carries luggage for guests.
7. to check out g) a number of connected roomshaotel forming one

living unit

Exercise 63. Now complete the gaps with the wordsbave. Use the
appropriate form of the word.

1. The multi-millionaire is staying at the royal
Please, let the carry the bags for you.

2.

3. In Paris they stayed at a small family earithe Eiffel Tower.

4. The hotel we stayed in last year charged us & latomey for late.
5. lwantto at the Meridian Hotel foxtrieriday.

6. Hotel guests may ask for WiFi password at the desk.

7. \We left a note in our room for the teegis extra towels.

> READING

L %4 Read about several hotels in London.

A.The Dove Hotel,
Paddington

B. Sunset Hotel,
Bayswater

Today's traveller quite
rightly expects the
highest standards of

Situated in a very
popular location for

: shopping and

quality, comfort and entertainment. The

. value. At the Dove you el is open 24 hours a day and all rooms have en
are unlikely to be disappointed. Our hotel is located  gjte facilities together with colour TV and direct dial
a few minutes walk from 5 underground lines aswell ' t.jephone. The hotel is opposite Whitley's indoor

as fn?rn Im:‘al bus stops. The Heathrcfw Exprless shopping centre in Queensway, and only a few
provides d[mct access.tn Heathrow in 15 minutes minutes walk from Kensington gardens — the former
from Paddington Station. home of Princess Diana. You can take a walk and

relax close to nature.

C. The Park | D. Queen's Hotel,
Hotel, Earls Court,
Bayswater
| Queen's Hotel is a small
The Park Hotel is the friendly hotel in the
perfect location for Kensington area. The hotel
groups and is located close to the Earl's Court Exhibition Halls 1
individuals travelling  and 2 and the Olympia Exhibition Halls with their
to London on a budget, and is so sensibly priced many shows ranging from business to boats! We are
you'll want to tell everyone about it! easy to reach from Heathrow Airport and only a few
stops on the underground to central London
attractions.
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E. The George Hotel,
Kings Cross,

The George Hotel has 35
rooms all with central
heating, colour TV, and tea
and coffee making facilities.
En suite or sharing facilities
are available. The family run
hotel has a 'home from
home' atmosphere, clean comfortable rooms and
many satisfied customers. The enormous English
breakfast will keep you going until dinnertime!

F. The Townhouse
Hotel,
Marylebone,

A small friendly Bed
and Breakfast Hotel
situated in the heart of
London. Close to Baker Street, Madame Tussaud's,
Regents Park and other attractions. A high standard
of personalised service is maintained to ensure that
the atmosphere is cheerful and friendly. There's a
choice between rooms with private bathroom and
basic rooms with shared bathroom.

L %4 Exercise 63. Match the sentences below to the hat&{-F.

It's cheap.

It's near a park.

It is well located for someone
It's close to the underground.
It's close to shops.

© o NO O WDNPRE

It's good value.
10.It’'s in the centre of London.

You can prepare something to drink in the room.

It offers rooms of different standard.

attending an exiohit

You won'’t be cold in your room.

11. It offers luxury accommodation.

12.1t's good for shopping on a rai

ny day.

13.1t serves large portions of food.

14.1t’'s close to the airport.
» LANGUAGE FOCUS

Study the following dialogue.

Checking-In

Receptionist: Good afternoon. Welcom
to the Grand Woodward Hotel. How ca
| help you?

eAamuHuctparop: JoOpblii 1eHb.
\iloOpo nmoxanoBaTh B 0TeNb «l pana
Bynsopa». Uem mory nomoun?

Guest: | have a reservation for today.
It's under the name of Bridewell.

T'ocTh: Y MeHs 3aka3aH HOMED Ha
cerogHsa. Ha ums bpanasemna.

Receptionist: Can you please spell tha
for me, sir?

tAamuHMcTpaTop: Moxere v Bbl,
MOJKATYHCTA, IPOU3HECTH 3TO 11O
OykBam, cap?
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Guest: Sure. B-R-I-D-E-W-E-L-L.

Tocts: Koneuno. B-P-A-U-/1-B-E-JI-JL.

Receptionist: Yes, Mr. Bridewell, we've
reserved a double room for you with a
view of the ocean for two nights. Is tha
correct?

Anmunaucrtparop: /la, mucrep
bpaiases, Mbl 3ape3epBUPOBAIIA IS
\tBac ByXMECTHBIA HOMEP C BHUJIOM HA
OKeaH Ha JiBe Houu. Bc€ BepHO?

Guest: Yes, itis.

T'octs: [la, BepHO.

Receptionist: Excellent. We already
have your credit card information on
file. If you'll just sign the receipt along
the bottom, please.

AavuaucTparop: OTIMYHO. Y HaC yKe
€CTh JIAaHHBIC BAIlIEW KPEAUTHOU KAPTHI.

[IpocTO MOANMUIINTE KBUTAHLIUIO BHU3Y,

MOMKAJTYUCTA.

Guest: Whoa! Five hundred and ninety
dollars a night!

' Toctb: VX 161! [1TBCOT AEBSIHOCTO
JIOJIJIAPOB 32 HOYB!

Receptionist: Yes, sir. We are a five sta
hotel after all.

\rAamunucTparop: Jla, cop. B xoHie
KOHIIOB, MBI IISITU3BE3JOYHBIN OTEIIb.

Guest: Well, fine. I'm here on business
anyway, my company is paying the bil
What's included in this cost anyway?

T'octs: Hy, nagno. 51 Bc€ paBHO 31€CH
.II0 ALY, MOSI KOMITIaHUS OIJIa4MBAET
CU€T. A UTO BXOAMT B 3TY CTOUMOCTH?

Receptionist: A full Continental buffet
every morning, free airport shuttle

service, and use of the hotel's safe arg
included.

Anmunuctparop: [lonHblii mBeACKUN
CTOJI Ha 3aBTPaK KaxKJ10€ yTpo,

> @trmatHbnid TpaHchep B adponopT u
MIOJIb30BAHKE CEM(OM OTEIS BKITIOUCHBI
B CTOMMOCTb.

Guest: So what's not included in the price

2T ocTh: UTO HE BKIIFOUEHO B CTOUMOCTD ?

Receptionist: Well, you will find a

mini-bar in your room. Use of it will be
charged to your account. Also, the hot
provides room service, at an additiona
charge of course.

Anmunuctparop: Hy, B Bariiem HoMepe
ecThb MUHHU-0ap. Ero ucnons3oBanue
ebyner BriTrOUueHO B Bam cuét. Kpome
IToro, oTenb nmpemocTanser
o0CITy>)KHBaHUE B HOMEpE, 32
JIOTIOJTHATENTBHYIO TIIaTy, KOHEYHO.

Guest: Hmm. Ok, so what room am |
in?

T'octs: XM. Xopowio, Tak B KAKOM S
HOMepe?

Receptionist:Room 487. Here is your
key. To get to your room, take the
elevator on the right up to the fourth
floor. Turn left once you exit the
elevator and your room will be on the
left hand side. A bellboy will bring your
bags up shortly.

Aamunuctparop: Homep 487.Bot Bam
KJIt04. YTOOBI 100paThCs 10 CBOEH
KOMHAaThI, TIOAHUMUTECH Ha JTU(TE
CIIpaBa Ha 4eTBEPTHIN Tax. [loBepHuTE
HaJIeBO, KaK TOJILKO BhIHETE 13 TU(TA,
W Ballla KOMHaTa OyJIeT ¢ JIeBOU
CTOPOHBI. [10CBIIBHBINA CKOPO MOAHUMET

Balllk BCIIIHU.
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Guest: Great. Thanks. Toctb: Otinuno. Crnacu6o.

Receptionist: Should you have any Aavuaucrparop: Eciu y Bac ecthb
questions or requests, please dial 'O’ | Bonpocs! Wiw MoXxeIaHus, TOKATYHCTA,
from your room. Also, there is internet| Habepure «O» u3 cBOero HOMepa.
available in the lobby 24 hours a day. | Kpome toro, B dotie orens 24 yaca B
CyTKHU noctyneH HTepHeT.

Guest: Ok, and what time is check-outI'ocTb: Xopoliiio, 1 BO CKOJILKO BbIE3/?

Receptionist: At midday, sir. AamuHuctparop: B nmonaens, cap.

Guest: Ok, thanks. T'octh: Xoporo, ciacu0o.

Receptionist: My pleasure, sir. Have a| Anmunauctparop: He 3a 49to, cap.
wonderful stay at the Grand WoodwardIIpusitHoro nmpeOsiBaHus B OTeIe
Hotel. «I'pang Bynsopa».

Exercise 64 Choose which of the statements below are True or F5H.

1. Mr Bridewell wants to check out of the hotel. éruFalse
2. He has a single room reserved for two nights. Tifease
3. The hotel knows his credit card number. Truals&
4. Mr Bridewell's employer is paying for the hotel. ruk / False
5. Breakfast is not included in the cost. Truels€a
6. His room is to the left from the elevator. Truealse

Exercise 65. Match the questions/remarks with therswers.

1. How can | help you? a) Room 206.

2. Can you please spell your name, sir? b) A bestakbuffet and use of the
hotel's safe.

3. What's included in the cost? c) At 11 am.

4. What room am | in? d) J-O-N-E-S.

5. Here is your key. e) | have a reservation fdato

6. What time is check-out? f) Great, thank you.
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Module 4
BUSINESS LETTERS

Unit 1

BUSINESS LETTERS. LAYOUT AND STRUCTURE

» START

ING UP

Study the following words.

business letter |['biznis leb] JeI0BOE MTHCHMO
correspondencdkori'spond(@)ns] NepenucKa, KOpPeCIIOH ISHITHSI
introduce [intra'dju:s] MPEACTABIATH, BBOIUTh

offer ['pfa] npelIoKeHue, mpeaiaraTh
deal [di:]] cllesKa, 1eJI0, UMETh JEJI0
deny [di'na] OTpHIIaTh, OTBEPraTh
customer ['kastomo] KJIMEHT, IOKYTaTeb

invoice ['InVoI1S] cuéT, HaKJIagHas

apologize [o'polod3zaiz] NPUHOCHUTH O(UIIMATbHbIE U3BUHEHUS
identification |[ar,dentifrkerf(a)n] UICHTUDUKAIHS

reference ['ref(a)r(o)ns] CCBUIKA, CCHUIATHCS

receiver [r1'sizvo] HOJTy4aTelb

salutation [salju'terf(o)n] oOparieHne

body ['bodi] OCHOBHasI 4acTh

complimentary

[kompli'ment(o)ri]

IIPUBETCTBEHHBIN, IT03IPABUTEIbHBIN

statement ['statm(o)nt] 3as1BJICHUE, YTBEPKICHUE, BHICKA3bIBAHUE
signature ['signatfs] MOJINUCH
enclosure [1n'klouzo] NPUIIOKEHUE

» READING

56



A4 Read the information about the structure of busines letters and say
what parts a business letter includes.

A business letter is a type of official correspamckebetween two companies or
companies and customers, clients, etc. It is usedarious purposes like introducing
a business, offering a business deal to other compaaccepting an offer, denying
an offer, introducing new schemes for customergerghing business contracts,
canceling a deal, correcting mistakes in invoigesurning goods, offering help,
giving good and bad news, apologizing, etc.

The structure of a business letter includes:

— Source ldentification (ums u agpec oTIpaBUTENS MHCHMA);

—reference (yciaoBHoe o06o3HaucHHe (GaMUIMM W HMEHH CeKperaps,
OTIIEYaTaBIIEr0 JaHHOE MUCHbMO (OOBIYHO MepBbie OYKBbI (haMUIMK M UMCHH)); 3/1€Ch
K€ pasMelacTcCAa PICXOI[HLIﬁ HOMEp JOKYMCHTA, €CJIM OH CEMY IIPHUCBANBACTCA,
Hanpumep, GBD/ST; GBD/ST/134;

— letter date (mata ucnonaenus qokymeHTa), Hanpumep, 12 July 2009; July 12,
2009;

—Receiver Identification (ma3BaHue KOMIAHUH, WMs, aapec IOIy4aTEeIs
UChbMa), UIIYTCs CJIeBa, HAIpUuMep,

Mr James Leighton
General Manager
Leighton Engineering Co Ltd
12 Bracken Hill
Manchester
M60 8AS;
— salutation (oOpamenue), pa3meraeTcst cieBa, HalpuMep:
Dear Mr Nils —o0paiiieHue K My»K4uHe;
Dear Mrs Della -e6partienre k 3aMy»XHE# KEHIIMHE;
Dear Miss Jones ebpaiiieHne K He3aMyKHElH KEeHIUHE;
Dear Ms Harrison -e0pamieHue K keHIIMHE, HE3aBUCHMO OT €€ cTaTyca,
Dear Sir or Madam -e0paiieHre K pyKOBOJIUTEIIO OPTaHU3AIMH, €ClId ero/e€ ums
HE U3BCCTHO,
Dear Sirs -e0Opaiiienne Ha UMsI OpraHU3aliH.

If the person you are addressing has some spéfaallike professor, senator,

reverend, etc., you can use the same in the dalutatnpumep:
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Dear Professor Davis
Dear Senator Miller
Dear Reverend Walker.

If you are not sure about the gender of the peysonare addressing, you can
use their full name, without using Mr., Mrs., or M$his is most likely to happen in
case of gender-neutral or unisex names, and cabes wnly the initials are
available.) manpumep:

Dear Ashley Wilson
Dear J. K. Anderson.

If you know the designation of the person you atdrassing, but don't know

his name, you can use the designation to addregsitiipumep:
Dear Hiring Manager
Dear HR Manager.

—body (rekct nmucema);

—a complimentary closing statemen{3asepiienune Tekcra), HanpuMep:
Yours faithfully —ucnons3yercs B ciiy4yasx HEKOHKPETHOTO OOpaIlCHHS;

Yours sincerely #cnosnb3yercs B ciiydasx MepcoHaIbHOI0 0OpaleHus;

—signature (mommuce). Ilociae 3aKmOYUTENILHON (HOPMYJIbI  BEKIUBOCTH
nporryckaercsi 4—5 cTpok, 0003Ha4asi 3aBepIIeHNE TEKCTa, MOJDKHOCTh OTIPABUTEIIS
YKa3bIBa€TCs Cpas3y MO €0 UMEHEM, HaIIpUMED,

George Freeman
Chairman;
— enclosure(npunoxenue), Hanpumep, Enc: Order #34 .

Exercise 66. Put the parts of the business lettanto the right order.

a) October 6, 2006;

b) | received your quote for printing the book INDRUCTION TO FILM. |
am pleased to tell you we have accepted your kddnalh be sending you copyboards
by June 13;

c) Sincerely;

d) Smith and CO.

PUBLISHING GROUP

4233 West Touhy Avenue (Chicago) lllinois 78905-347SA

Phone 1234567, tel. 76543d2d1, E-mail smithco@pt.co
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e) We look forward to working with you on this boakd others in the future.
Your reputation among your clients for fast, releagervice is outstanding;

f) John Brown

Production Editor;

g) We would like the job completed by July 12 ashage very tight deadlines
to meet on this project;

h) Dear Mr. Ostin;

1) Mr. Michael Ostin

Rightway Printers, Inc.

778 Pineton Road

Chicago, llinois 70899

1. ;2 ;3 ;4. ;5. ;6. ;7. ;8. ;9.

Exercise 67. Fill in the gaps with the words fromhe box.

sincerely, dear, Vice President, thank, Fandellnwes Arthur B. Prero, August

1) 24,2019

Ms. Karolyn

2) __ , Marketing

667 north3)

Pine Park, 11 99087

4)  Ms. Karolyn:

5)  you for agreeing to participate in our s&mi“Strategic Market
Planning for the Year 2020 and Beyond”. We havesiv@d a gratifying response
from over thirty industry leaders so far.

We are very pleased you will be joining us in Genewn December 12 to 30.
You will receive detailed conference informationrSaptember.

6)  yours,

7)

Program Manager

» LANGUAGE FOCUS

The Past Simple Tense. Affirmative sentences

Bpems BbIpakaeT 3aBEpLIEHHBIE JCUCTBUSA B HEIABHEM M JAJEKOM ITPOIILIOM.

YTBepautenbHas Gopma oOpasyeTcs CISAYIOIIIM 00pa3oM:
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YTBEepAUTEIIbHbBIE [IpaBuibHbIE HenpasuiibHbie
MPENJIOKEHUS IJ1arOJIbl IJ1arOJIbl
S ([momnexarmee) + —ed [l popma

V (rmaroi) B mpormeimeM
BPCMCHH

[Ipumepsl

She decided to write a
business letter to her
partner yesterday. ©na
peuiniia Harmmcarb ACJI0BOC
IICBMO CBOEMY MAPTHEPY
BUYEpa.

They wrote several letters
to their partners last year. —
OHU Hanucaau HECKOIBKO
IIMUCEM CBOUM MapTHEpaM

B [IPOLLIJIOM TOAY.
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We can use time expressions to talk ab_dut a definite time in the past.
Three Canadian students worked together on a college project last year.
(to talk about the year / month / week / day before this one) —

Their college course finished three months ago.
(to show length of time from the pastj\‘—'}
He was in Toronto yesterday.

(the day before today)

Exercise 68. Put the verbs in brackets into the PaSimple.

1. | (to work) in a bank many years ago.

2. He (to live) in Moscow five years ago.

3. 1 (to like) this game in childhood.

4. Tom (to play) the piano yesterday.

5.1 (to love) you many years ago.

6. They (to go) to work by bus last morning.

7. Cats (to drink) milk yesterday.

8. She (to get up) early last week.

9. You _(to sleep) on a sofa last night.

10.They _ (to learn) this information a month ago.
Unit 2

BUSINESS LETTER STYLE. WRITING AN E-MAIL

» STARTING UP



Study the following words.

sender ['send)] OTIPaBUTEINb
recipient [r1'sipront] MOJTy4aTenb
topic ['topik] TemMa
purpose ['pozpas] 1eJb
relevant ['reliv(o)nt] aKTyaJbHbIN, OTHOCSILUNCS K eIy
cover ['kavo] OXBaTHIBATh, TOKPHIBATh
header ['hedo] KOJIOHTHTY, IIAaIKa
straightforward [strat'forwad] NpSIMOM, HETIOCPEICTBEHHBIN
clarity ['kleemti] SICHOCTb, YETKOCTh
request [ri'kwest] npock0a, IPOCHUTH

» READING

% Read the information about the style of business tiers, their body
and say what language is used in such letters.

In business letters formal language is used amhtsins discussed are work-
related. The main featurescboennocru) of formal language are:

— contractions dokpamenusi) are not used, e.g. | cannot give you this
information now but not: | can't give you this information now);

— numbers less than one hundred must be spelt gutMe.are going to order
twenty printerslfut not: We are going to order 20 printers);

— the third person point of view is used, e.g. One parchase a car for
$10,000 but not: | can purchase a car for $10,000);

— an active voice is preferable, e.g. The group sfeerstomers new products
(but not: New products are offered to customers);

- slang, idioms, exaggeration (hyperboles), cliclaédreviations, acronyms
are not used, e.g. National Aeronautics and Spdoaiistration put not: NASA);

— complete and longer sentences are more common.

Context Paragraph

The first paragraph of the letter will define thentext, providing a clear
statement of the letter’s topic and purpose. Bissmeople generally prefer to find
out right away why the letter has been written.
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Content Paragraphs

The typical letter uses one to three paragraphpréwide the information
relevant to its purpose. Each paragraph shouldrcav@ngle topic or point. In the

case of a long letter that covers mu

Itiple pagedgs iappropriate to break the

information into sections with internal headerdoliets to provide clarity.

Action Paragraph

The final paragraph of the letter
the action that will be taken be the wr
third party.

Exercise 69. Match the busines
order.

provides a cleagightforward statement of
iter, reqee<f the reader, or expected by a

s letter parts and puhem in the right

1) Smith and CO Realtors 3 West Touh
Avenue (Chicago) Illinois 78905-347 *
USA

\8) 2019

2) Your proposal appears well within ou

budget, and

Ib) we are pleased with your suggested
security layout

3) November 7

c) Dubuque, IA 34568

4) Dear Mr. Brown, Thank you for your
October 12 letter outlining your time an

d) Phone 1234567, tel. 76543d2d1,
dE-mail smithco@pt.com

5) Mr. Oliver Brown
Northern Security Systems
2345 South Lawndale

e) cost an outside security system on our
company grounds.

6) | will discuss your proposal with

f) so promptly

7) Thank you for submitting your
proposal

g) Andrea Caraon
Vice President

8) Yours truly h) the Board of Directors on Friday,
October 27.
1. ; 2. ;3. ; 4. ; 9. ; 6. ;7. 8.

Exercise 70. Look at the envelo

pe paying attentioto the way addresses

are written on it and answer the questions after it
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HOW TO ADDRESS AN ENVELOPE

Return address:
+  Alexander Krylov

«" 55 Pushkin Street,

/ Apt. 76

+"  Kokino, Bryansk Region,
+ Russia 243365

Address of the person
you are writing to

< Laura Brown

“ 40 Cambridge Street,
«  Apt. 25

“  Fairfield, North Carolina 12397
v USA

e
R
=
=

-9
=
-
-
-
a

- >
>
-

-~ @

.

-

What country is the sender from?

What region is he from?

What is the sender’s postal code?

Does the sender live in Chekhov Street?
What is the recipient’s name?

Is she from Canada?

Does she live in an apartment or house?

N o ok wbdPE

» SPEAKING

Exercise 71. Read the information about e-mails andliscuss the main
differences of formal and informal e-mails with you partner.

E-mails are widely used these days in businessy hee two styles: a semi-
formal business style and more informal persongkestn semi-formal e-mails a
likely ending isBest wishesather thanYours sincerelyinformal style is suitable
within a company and for people a writer knows well

Most people are busy and don't have a lot of timeetd emails/letters. For
many people, if they see that an email is long whewy open it, they won't read it or
only read the beginning. So when writing, you sboahly include the essential
information and write it in a short and direct way.

If you are writing to a friend:

Start: Use the person's first name.

Ending: "Best wishes", or "Yours", or "Take care".
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Signature: Your first name.

When you are writing to someone in your own company

Start: Use the person's first name .

Ending: "Regards", or "Best wishes".

Signature: Your first name and last name, and below this jyjobrtitle and
department, and phone number (or extension).

While writing to someone in another organisation orsomeone in a formal
position of responsibility, you:

Start: Use the person's title (eg: Mr, Mrs, Ms, Dr) andhame (eg: Smith), or
just "Sir/Madam" if you don't know the name.

End: "Regards"

Signature: Your first name and last name (you might add \tdle after this in
brackets if you want to make it clear if you an@an or woman). Below this your job
title (if appropriate) and contact details (you magnt to include your telephone
number or address).

Exercise 72. Read the e-mail and answer the quesim

Who is the e-mail from?

What is the topic of the e-mail?
Where did they meet last fall?
When is Alison visiting Berlin?
What would she like to do?

AR A

To... james.scarfield@imb.de

From... alison.mcdermott @ hasbro.com

Subject: | Meeting in Berlin

Dear lames

You may remembe
fall, You were int

we met at the Learntech fair in Kuala Lumpur last
ted in our company's automation equipment

| am wis g Berlin at the end of next month a ke to wisit

S el
you, it yau are around. | will be there from 27-31 1 ch

Let me know if you have any time.
Best wishes
Alison

Alison McDermott

emall: alison.mcdermott@hasbro com

64



» LANGUAGE FOCUS

The Past Simple Tense. Interrogative and negaseatences

BomnpocutensHas u oTpunarenbHas (popmbl MPOCTOrO MPOIIEANIET0 BPEMEHU

00pa3yroTCs CAEAYIONTUM 00pa3oM:

YTBepautenbHas popma

BomnpocutenbHas ¢popma

OTtpunarensHas popma

Did + S fromnexariee)+ V
(rmarom) 6e3 OKOHYAHHMS?

S ([@omnexaiee) + didn’t
+V (rnaromn) 6e3
OKOHYAHHUS

[Ipumepsl

He decided to write a lette
to his partner yesterday.

ADid he decide to write a
letter to his partner
yesterday?

He didn’t decide to write a
letter to his partner
yesterday.

She wrote a letter to this

Did she write a letter to th

company a day ago.

company a day ago?

IShe didn’t write a letter to

this company a day ago.

» SPEAKING

Exercise 73. Wor

k in pairs.

Complete the dialogue &king up

interrogative sentences. Make up your own dialogudsased on the given one.

(you do) last night,

nema.
(you see)?

(you go) with?

(you enjoy) it?

(it finish)?

Kim: What (1)
Lisa: | went to the ci
Kim: What film (2)
Lisa: Shrek.

Kim: Who (3)

Lisa: Pete and Zoe.
Kim: (4)

Lisa:

Kim: What time (5)
Lisa: At ten o'clock.
Kim: What (6)
Lisa: We went for a

(you do) after the film?
pizza.

Lisa?

Well, the special effects were brilliant, but #tery wasn't very good.

Exercise 74. Work in pairs. Put the parts of senteges in the right order to
make up negative sentences. Take turns to read sentes changing pronouns if
necessary and express your agreement or disagreemen
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he / ride/ a/ bicycle/ didn’t/
mushrooms/ pick/ she/ didn’t/
didn’t / book/ a/ open/ |/
game/ didn’t/ they/ any/ play/
by/ sit/ we/ didn’t/ river/ the/

| / letters/ write/ didn’t/

S

Unit 3

TYPES OF BUSINESS LETTERS. ALETTER OF INQUIRY.

ALETTER OF COUNTER INQUIRY

» STARTING UP

Study the following words.

inquiry [1n'kwalri] 3aIpoc
inquire [1n'kwalIo] 3anpaniuBaTh
regret [ri'gret] COXKaJIeHUE, COXKAIETh
heading ['hedn] 3arvaBHe, 3ar0JIOBOK
objective [ob'dzekiv] 1eJTb, 33J1a4a
scope [skoup] I'paHUIlbl, OCHOBHAS UJIes, MacIITab
grateful ['grextful] OnmaromapHbIi
look forward to [luk 'forwad 'ta] KJIaTh C HETEPIIEHUEM
appreciate [o'pri:f1ert] OIICHWBATh, ICHUTH
> READING

W Read the information about types of business letterand a letter of

inquiry and find out the main peculiarities of a leter of inquiry.
There are the followingypes of business letters:

— aletter of inquiry fimcemo-3amnpoc);

— a letter of complaintaucemo-xanoda);

— acover letterdonpoBoAUTEILHOE MUCHMO);

— a letter of apologynuceMo-u3BHHEHNE);
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— a letter of offer fucemo-nipemoxenue);

— aletter of acknowledgementi{cemo-nonrBepskaeHue);

— a letter of referencearficbMo-pekomMeH1aIw);

— a letter of terminationnficemo, nudopmupyromiee 06 0CBOOOKICHUH OT
3aHMMaEMOM JTOJDKHOCTH);

— aletter of appointmentifickMo 0 Ha3HAUYEHUHU Ha JOKHOCTD);

— aletter of appreciatiordfarogapcTBeHHOE TUCHMO);

— aletter of orderr{ucrmo-3aka3).

A letter of inquiry is a letter written for commuwation between two
companies or persons belonging to two different mames inquiring about some
business they are doing together or hoping to ddutare. It is a request for
information that the writer believes the reader pavvide. Regardless of its subject,
the objective is to get the reader to respond aitlaction that satisfies the inquiry.

An inquiry letter should beddressed to the persorwho is most likely to
respond in a positive and helpful manner. Titson's nameshould be placed in
the inside headingandthe salutation of your inquiry. It should also be included on
thetop line of your envelope.

The objective in an inquiry letter is to make a request. It veiither ask the
reader to provide something beneficial to the wribe take advantage of something
the writer has to offer.

Your inquiry should be specific and brief. If yoveaasking more than one
guestion you might consider highlighting them inuleted list.

Thescopeof an inquiry letter should provide enough inforraatfor the reader
grasp your objective, make an informed decisionrasgond in a timely manner.

Consider your reader and get to the pdid.they have what you want? Can
they do what you ask?Think about what youreader will need to knowin order
before making a decision and sending you a response

If you are to receive some benefit, it may hel@xplain for what purpose the
benefit will be used. If the reader is to receivens benefit, it may help to offer an
incentive to respond.

STRUCTURE OF AN ENQUIRY LETTER
Subject Heading
This should inform the reader that this is an erygor request.
First Paragraph
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This should tell the readarhat you want; e.g.

— Please send me... (for things that the organizatif@ns to send).

— | would be grateful if you could tell me... (foritigs that are not normally
offered).

— | am writing to inquire whether... (to see if somag is possible).

— 1 would especially like to know... (+ a more degdilrequest).

— Could you also... (+ an additional enquiry or resjue

Second Paragraph

This paragraph tells the readehny you are contacting his or her organization,
and gives further details of the enquiry.

There are two reasons why you may contact an azgaon:

1. You have contacted this organization before, anak teaagain.

2. You have not contacted this organization beforé,ybu have heard about
them. You should describe from where, such as fmaradvert or a recommendation;
e.g.

— | saw your advertin .....

Final Paragraph

This paragraph should contain a poétgression of thanksto the reader. The
degree of politeness (and therefore the lengtipeni@és on how unusual or difficult
your request is. Possible language includes:

— Thanks. (For a very informal and normal enquiryemjuest).

— | look forward to hearing from you.

— | am looking forward to hearing from you.

— Thank you for your assistance.

— Thank you very much for your kind assistance.

— | appreciate that this is an unusual request, wduld be very grateful for
any help you could provide. | look forward to hegrfrom you.

If you think the reader might have further quesiioyou can suggest that he or
she contact you; e.g. "If you have any questiotsage do not hesitate to contact
me".

A counter inquiry letter is a letter written on the basis of changes inrnass.
In this letter one should thank another companytiier order or inquiry, inform it

about changes in business and offer ways to sbé/eroblem.
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Exercise 75. Match the inquiry letter parts.

1) Dear Sir or a) Monday, 13 July 2020, and thal®u
Control Training Course (Ref.: QC 101)
mentioned in the advert might be suitable for us.

2) | am writing to inquire whetheb) to offer a 3-month training course starting
your company before or, at the latest, on Monday, 3 August
2020, for a group of 20.

3) | saw your advert in the HK | c¢) could offer a course on Quality Control for our
Daily on managers.

4) 1 would like to know if itis  |d) Madam
possible for you

5) Could you send us some e) receiving your reply.
information about

6) | am looking forward to f) the teaching staffdathe possible schedule for
this course?

Exercise 76. Read the letter of inquiry and answehe questions.

Who is the letter from?

Where does the person study?

What course is she doing?

What does Maria want?

Is she also interested in accommodation?
Who recommended her this college?

o0 A WNRE

Dear Madam

| am a Spanish student at the University of Bamldoing a Master Course in
Business studies and | intend to spend six montEngland, from January next year,
preparing for the Cambridge First Certificate.

Your college was recommended to me by a fellowettégnd | would like
details about the First Certificate course, inatigdiees and dates. Could you also let
me know if you can provide accommodation for meBighton with an English
family.

Thank you for your attention, and | look forwardharing from you soon.

Yours faithfully

Maria Ortega

» VOCABULARY
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Exercise 77. Fill in the gaps to complete a lett@af counter inquiry. Use the
words from the box.

expect, owing to, to resume, inconvenience, inguoagret

Dear Sir

Thank you for your 1) of 15 March about wlecshavers. We
2) that we cannot send you our catalogudab wWiem immediately
3) fire in our factory.

Every effort is being made 4)  production arel fully 5) to be
able to send catalogues by the end of this month.

We apologise for the delay and trust it will notisa you serious 6)

Yours sincerely

» LANGUAGE FOCUS

The Past Simple Tense. Affirmative, interrogatigsad negative sentences
with the verb “to be”

YTBepauTenbHas, BOMPOCUTEIbHASE U OTpHUIaTesbHas (OPMBI MPOCTOrO

MIPOIIEIIIETO BpEMEHH ¢ I1arojioM “to be” oOpa3yroTcs ciaeayonuM o0pa3om:

YTBepautenbHas popma

BomnpocutenbHas popma

OtpunarensHas popma

S (momnexariee) +
was/were

Was/were +
S ([@momnexariee)?

S ([@momnexariee) +
wasn’t/'weren’t

[Ipumepsl

He/shel wasin Rome last
week.

Was he/she/l in Rome last
week?

He/shél wasn’'t in Rome
last week.

Theywe'youwere at home
yesterday.

Were they/we/you at home
yesterday?

STheyweyouweren't at
home yesterday.

» SPEAKING

Exercise 78. Work in pairs. Fill in the gaps with_vas, were, did Make up
your dialogues based on the given one.

1. When
-t in April
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2. What you do?
— We made a cake and cards for Mum.

3. Mum happy?

—Yes, she

4. Who you invite?

— Our grandparents.

5. What you give to your granny?
— Flowers.

6. you tired?

— No, we weren't.

Unit 4
A COVER LETTER. ACCEPTING A JOB OFFER.
EMPLOYER JOB APPLICATION REFUSAL

» STARTING UP

Study the following words.

resume [‘rezjumei] pe3romMe
position [pa'z1f(9)N] JOJKHOCTD
reason ['rizz(o)n] pUYMHA
skill [skil] HaBBIK
candidate ['keenddot] KaHIU/IaT, PETSHICHT
experience [1k'sparions] OTIBIT
application [apli'kerf(a)n] 3asBJICHHE, 3asBKa
complement ['kompliment] JIOTIOJIHEHHUE, TOTOIHATE
identify [ar'dentfai] yYCTaHABIIUBAaTh, UICHTH(PHUIIMPOBATD
accompany [o'kampani] COTIPOBOXKIaTh

» READING

W Read the information about writing a cover letter and say what

information must be written in such a letter.
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A cover letters makes some sort of a
request — whether for an interview or more
information — and are generally addressed to
someone you haven't met before. A cover letter
typically accompanies each resume you send
out. A cover letter shouldcomplement not
duplicate, your resume. Its purpose is to interpret
the data-oriented, factual resume and add a pdrsomeh. A cover letter is often
your earliest written contact with a potential eaydr, creating a critical first
Impression.

Your cover letter should be designed specificatlly éachposition you seek
Do not design a form letter and send it to evergpimal employer.

Effective cover letters explain theasonsfor your interest in the specific
organization anddentify your most relevanskills or experiences (remember,
relevance is determined by the employer's selfastg.

The letter should express a high level of intessd knowledge about the
position.

A well-written cover letter will help you secure amterview and get your
application noticed. Take the time to personalize it so itvehahe employer why
you're a soliccandidate for the job. Keep in mind that your cover letteredn't need
to be long — a page is plenty.

Exercise 79. Choose the most appropriate heading &or each part of the
cover letter.

a) Reference f) Date

b) The recipient’s address g) The candidate’s @éstan the company

c) Signature h) The present position

d) The sender’s address 1) Salutation

e) The purpose of the letter

1)
26 Windsor Road
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CHINGFORD

CH4 6PY

)

15 May 2015

3)

Mrs W R Jenkinson

Personnel Manager

Leyland & Bailey Ltd

Nelson Works

CLAPTON

CH5 8HA

4)

Dear Mrs Jenkinsen

5)

PRIVATE SECRETARY TO MANAGING DIRECTOR

6)

| was interested to see your advertisement in ted@pAlLY TELEGRAPH
and would like to be considered for this post.

7)

| am presently working as Private Secretary to @eneral Manager at a
manufacturing company and have a wide range oforespilities. These include
attending and taking minutes of meetings and iy, dealing with callers and
correspondence in my employer’s absence, and sepgyyunior staff, as well as the
usual secretarial duties.

8)

The kind of work in which your company is engagedtigularly interests me,
and | would welcome the opportunity it would affai@ use my language abilities
which are not utilized in my present post.

A copy of my curriculum vitae is enclosed with oepi of previous
testimonials.

| hope to hear from you soon and to be given thmodpnity to present myself
at an interview.

Yours sincerely

9)

Jean Carson (Miss)

» VOCABULARY
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Exercise 80. Fill in the gaps with the words fromhe box.

candidate, resume, experience, reasons, posikibs, s

1. He sent his to this company yesterday.

2. She wrote about her in the cover letter.

3. My can give me a chance to work in sucbmpany.
4. What are your for joining our organizatio

5. What is your present ?

6. You are an ideal for our company.

> READING

' Read the information about writing a reply to a job offer letter and
say what must be written in it.

When you accept a job, a brief acceptance lettexjpected. It serves as an
added record of job requirements and expectatlonkide the following:

— Your gratitude §uaronaprocts) for the offer.

— A summary of the employment package as you undefsta

— Formal acceptancedunuansroe coracue) of the job.

— Confirmation (oareepxaenne) of your start date.

Send your letter, along with any signed documemtatrom the company.
Address it to the person who made the offer wheitingat. Keep your acceptance
letter brief and professional to maintain the pesitimpression you made when
interviewing.

» VOCABULARY

Exercise 81. Fill in the gaps of the job acceptandetter with the most
appropriate words.

Dear Sir,

It is my great pleasure to receive your letter mfigg me sales manager
(1) with your company. Thanks for honorirgwwith this opportunity.

| am writing this (2) to acknowledge youfeqf keeping complete
understanding of your terms and conditions. Evaimgdunterview | realized that my
(3) fully matched with post requirementstrongly believe that my strong
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academic background and (4) in the fidlowa me to execute all
delegated tasks. | am confident to prove my cajpaloibt only in good favor of your
clients but also for the Company.

| will be able to finalize my decision regardingwyaffer within 2 days and my

decision will surely be in best (5) of cayeer and your Institution.
Many thanks for this opportunity.
Regards
Yours sincerely

1. a) position b) experience C) resume

2. a) resume b) letter C) cover letter

3. a) interests b) position c) skills

4. a) skills b) experience C) interests

5. a) interests b) skills C) experience

Study the information about writing a refusal letter to job applicants.

When an employer cannot offer a job to some applidae to some reasons, it
IS necessary to write a refusal letter. It muslude the following:

— Your gratitude for the application.

— Reasons according to which an employer cannot dfier job to the
applicant.

— Wishes for a successful job search.

Exercise 82. Match the parts of the refusal letter.

1) Dear Mr. Green, a) we received a large number of

Thank you for your application for applications.

2) As you can imagine, b) gpplying for the shippoogrdinator
position.

3) I am sorry to inform you that you c) the positiof shipping coordinator at

DLT Industries.

4) The DLT selection committee thanksd) your interest in our company. Best
you for the time you invested in regards

5) We encourage you to apply for e) have not betcted for an interview
for this position.

6) Best wishes for a successful |f) future openings for which you qualify.
search. Thank you, again, for

» LANGUAGE FOCUS
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The Modal verbs. Can, must, have to

MODAL VERBS are a small group of verbs that are used withrothebsto
changetheir meaning in the sentence in various ways.

MODAL VERBS are used with other verbs (in front of a verbgxpress the
speaker’s opinion at the time of speaking. Theyespthe speaker’s attitude towards
an event, a situation or the person they are spg#d

Can

Must

Have to

It is used:

1) to express the ability tc
do something;

2) the possibility to do
something;

3) the permission to do
something.

It expresses the necessity
)do something or an order.

teexpresses the obligation
to do something (according
to some rules, laws,
instructions).

[Ipumepsl

1) Hecan play tennis.
2) Wecan go to the
mountains.

3) Why not? Yowan go
there.

You must come in time.

Theyweyoul have touse
safe materials for the
production of goods.
He/shdit has tofollow the
rules of safety.

Interrogative and negative sentences

Can + S? Must +S? Do/does +S + have to?
S + can't S + mustn’t S + don’t/doesn’t + have to
[Tpumepsr

Can you play tennis

| can’t play tennis. |You

Must we come in time?

mustn’t smoke here

rules.

Do you have to use safe materials?
3Does he have to use safe materials?
He doesn't have to use safe
materials.

We don't have to follow these

Exercise 83. Choose the most appropriate modal verto complete the

sentences.

1. Nadal
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2. If Richard wants to become a professional musidmmn,

practise every day.
3. When a police officer asks to see your driver'serlge, you
show it to him/her.

4. you swim?
5. You repeat this experiment. It's dangerous.
6. Friend: your sister pay to see theordo
Brother: No, she because she has medicedmce.
7. My brother cook very well. He is a chef iRranch restaurant.
8. You eat less sweets.
1. a) can; b) must; C) has to;
2. a) can; b) must; c) has to;
3. a) must; b) have to; ) has to;
4. a) must; b) can; c) have to;
5. a) mustn't; b) must; c) don’t have to;
6. a) can/can't; b) does...have to/doesn’t c3timustn’t
7. @) must; b) has to; C) can
8. a) must; b) can; c) have to.
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CONCLUSION

[Tocobue «AHTIUNCKUN AJIsI CTYAEHTOB TepBoro kypca. Yacte 1» mo3Bossier
OBJIaJIETh KOMMYHUKATUBHOM KOMIETEHIIMEH Ha aHIJIMHACKOM S3bIKE Ha YpPOBHE
B1+ —B2.

B pesynprare ocBoeHus MaTepuana JaHHOTO MOCOOMs OOyYaroIuecss MOTYT
y4acTBOBaTh B OOCYKJIEHUH Pa3IUYHBIX MPoOieM, BO3HUKAIOUINX B JIEJI0OBOM cdepe,
Ha AHIJIMICKOM S3bIKE, HAXOJUTh U HUCIIOJIb30BaTh HEOOXOAMMYIO MH(MOpPMAIUIO U3
MHOCTPAHHBIX HMCTOYHUKOB, YUTATh TEKCThl MPO(ECCHOHAIBHOW HAMPaBIECHHOCTH,
o0marbess ¢ 3apyOeKHBIMH MapTHEPAMH KaK yCTHO, TaK M MUCBMEHHO, TPaMOTHO
COCTAaBIISATh JOKYMEHTHI.

JlarHOE MOCcOOMe HalleJIeHO Ha.

— pacldpeHue JEeKCUYeCKOoro 3armaca,

— 3aKperuvieHrne rpaMMaTHUYeCcKoro MaTepuaia,

— COBEpILCHCTBOBaHHE YMEHHUW KOHTAaKTUPOBaTh B YCTHOH Qopme ¢
CcO0€ECETHNKAMU,

— pa3BUTHE YMEHUH yCTaHABIMBATh U MOAJIEPKUBATh KOHTAKT B MTUChbMEHHOU
dbopwme;

— COBEPILIECHCTBOBAHHWE YTEHHSI AyTEHTHYHBIX TEKCTOB MPOdeCcCHOHATBHOM
TEMaTUKH;

— (¢dopMHupOBaHWE YMEHUW CAMOCTOSTEIBHOW pabOThl IO OBJIAJICHHUIO
AHTJIMICKUM S3BIKOM,;

— pa3BUTHE Yy OOydYarOMIMXCSA MPOPECCUOHATBHBIX KOMMETEHIIMI B 00JacTH
J€IIOBOTO AHITIMKACKOTO SI3BIKA.

OBnageHue MaTepuanoM, TMPEACTaBICHHBIM B TIOCOOHH, COACHCTBYET
(GOpMHpPOBAHUIO U Pa3BUTHI0 KOMMYHUKATHBHOW KOMIIETEHIIMM B 00JacTu
npo(deccCuoHaIbHOTO OOIIEHUS, COBEPIICHCTBOBAHUIO PEYEBBIX YMEHUU M HABBIKOB,
a TaKKe MPUMEHEHHIO 3THX 3HAHUM B KOHKPETHBIX CHUTyallUsX MEXKYJIbTYPHOTO

0o01IeHUS.
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