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IlepeamoBa

YacTo y HOBCAKOEHHOMY KHUTTI MU ITOCAYTOBYEMOCS
oOMeKEeHUM 3aIlacoM CAiB, a Hallla MOBa PSCHO BCUIIaHA
CYP:KHKOM. 3a HeoOXigHOCTI CIpaBUTH BpazKeHHd Ha
CITiBPO3MOBHHUKA BUKOPHCTOBYEMO 3aIll03W4Y€Hi CAOBOCIIO-
AyUeHHSI Ta BUpasu. BigrTak HaIll CAOBHUKOBUI 3amac
3aAUIAETHECS POKaMU Ha OHOMY 1 TOMY 3K PiBHi, «y IIaCUBI».
A 110 KasaTu Opo BOAOAIHHA iHO3eMHOI0 MoBow! Tyt
CUTyallisl 4acTo HabAMXKeHa 10 KpuTudHoi. Tak, cBimoma i
aKTHBHA YaCTUHA YKPaiHCBKOI MOAOAI BXKe 3 IIEAIOIIOK
Bimuyaa i ycBigoMuaa 6araToMOBHICTE Cy4acCHOTO CBiTy, a
BOAO/IIHHS iIHO3€eMHUMH MOBaMH — 9K BUMOLY 4acy. 3aBOsSKU
Mepexki [HTepHeT y Hac HEMMOBIPHO PO3ILIUPHUANUCSI KOMYHi-
KaTUBHI, a OTKe 1 MOXKAMBOCTi MiAOBOi criBmpart, O6i3Hec
mapTHepcTBa, obmiHy iHdopMailtiero. OgHaK MiXKAepKaBHI
BiIHOCHHU IIOKHU 10 HE € AeMOKPATUYHUMHU i piIBHUMU AT
yCixX TpoMandH, TOMYy BHI3[ 3a MeXKi KpaiHU He 3aBXKOU €
OesmeperikomHUM. Ta OAS AIOWHH, gKa BOAOMIIE MOBaMHU
IHITUX HapPOMAiB, AEpP3KaBHI KOPAOHU HE MAIOThH CYTTEBOTO
3Ha4YeHH4!

¥YciMm, XTO mparHe MOCHAUTHU BAAQCHUM aHTAOMOBHUH
moTeHIliaA y miaoBi#i cdepi, BAOCKOHAAHUTH BOAOMIHHS
MOBOIO Ha yCiX PiBHSIX, JOIIOMOXKE 1€ HaBYaAbHHUM I10Ci0-
HUK. OCHOBY BHIAHHS CTAHOBASTDH ITIAPYYHHUKH Ta I10Ci0-
HHUKHU 9K BITYU3HSIHUX, TaK i 3apy0OisKHUX AIHTBICTIB, giro-
AOTiB, MOBO3HABIIIB, a TAKOXK aHTAO-YKpaiHCBbKi CAOBHUKU,
YKPaiHCHKO-aHTAIMCHKI PO3MOBHUKY, CAOBHHKH BUIABHUIIT-
Ba Longman, daxosi [HTepHer-mKepesa Ta iH. [TocibHuk
OXOIIAIOE 12 YPOKIB Ta AOAATKH, OIIaHYBaHHS SKUMH JI0TI0-
MOZKe: 3MIMCHUTH IIiCTh OCHOBHHX KPOKIB y HOIIYKY P0O0O-
TH; 3PO3yMITH CyThb i 3MmicT moctyny y mnpodecifinii
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Kap’epi; mrcaTu AiAOBiI Ta peKOMEHIAIlIHHI AUCTH; 3aII0B-
HIOBaTU OAaHKU IIPO OCOOHCTI maHi; MHUCATH 3asBH Ta
CKAQJaTH paropTH; OIIpallbOBYBaTH IiAOBY KOPECIIOHIAEH-
ITif0; OBOAOIITH OCHOBaMHU HPOoeciiHol eTUKH; 3MiHCHUTHU
TECTOBUH CaAMOKOHTPOAb HAOyTHUX 3HAHBb, PO3LUIUPUTH
npodeCiiHUE Ta KyABTYPHUH CBITOTAAL 3a JOIIOMOTOIO
KOPOTKHX iHPOPMAIliHHIX TEKCTIB.

[ToCiOHHMK MIiCTUTh AQHTAO-YKPAIHCHKHM CAOBHUK-
JOBIAHUK TEPMiHIB, a TaKoXK KOPOTKI aHTAO-YKpaiHCBKi
raocapii 40 KOXKHOTO PO34iAy 3 HaWy>KUBaHIIIMMU 3pas-
KaMH CAOBOTBOPEHHS y AinoBiH cdepi.



Choose and Venture

Dear Friends!

— When faced with a choice, choose the path that
strengthens you.

— Choose to learn, choose to grow, and choose to
more fully become who you are.

— Explore places where you have not been before.

— Look at ideas and concepts that you have not con-
sidered before.

—If you stay hidden in the comfortable and familiar
your spirit can soon grow weary.

— Venture out and recharge the passion in your life.

— Venture out there beyond what is comfortable,
routine and expected.

— Venture out and discover the depth and the rich-
ness of who you are.

— A life that is tested and challenged is a life that
surely becomes filled with real purpose.

— The more briskly the wind blows against your
face, the more fully alive youll feel.

— Venture out from where youve been, then from
that new perspective venture out again.

— There’s no end to what you can discover, and
become.



Lesson #1

Employment:
Six Steps in Job Search

“Choose a job you love and you will
never have to work a day in your life”
(Confucius (551-479 BC),

Chinese philosopher)

Starting up

1. Are you ambitious? Why or why not?

2. Have you done some thinking about the kind of
job you are looking for or might be interested in?

3. Would you prefer to be a freelance worker or em-
ployed with a fixed salary? What are the advantages and
disadvantages of each situation?

Read the words and word-combinations.

Pay attention to the pronunciation

accurate ['eekjorat]; agency ['eid3(o)nsI]; applicable [o'plikabl];
appropriate [o'proupriit] (adj.), [o'prouprielt] (verb); colleague
['kpli:g]; directly [d(a)i'rektli]; evaluate [I'veeljuerlt]; experi-
ence [1k'splorion(t)s], [ek'spIorion(t)s]; foreign ['forin]; lan-

guage [leengwids]; literacy [lit(o)rosi]; potential [pa'tenf(s)l];
prestige [pres'ti:3]; process ['prauses| (BrE; verb [pra(u)'ses]);

produce [praodju:s]; product [prodakt]; prosperous [prisp(e)ras];
punctuality [pApktu'eeloti], [,pApktju'eelsti]; qualification
[ kwolift'keif(o)n]; qualified [kwodlifaid]; questionnaire
[ kwestfo'nes]; require [ri'kwals]; résumé [rezju:mel]; uncer-
tain [An's3:t(o)n]



Differentiate

fewer ['fju:o]- He3HaYHA KIABKIiCTH
fever [fi:vo] — xxap, rapsuka

sell [sel] — mpomaBaTH, TOpryBaTH

sale [sell] — mpomask, peaaizallisg, pPo3IpogaK

sail [sell] — maaBaTH, IAUCTH

weak [wik] — crnabkuii; HellepeKOHAWBHH; Hee(DEKTUBHUH

week [wi:k] — THzRIEHD

Useful phrases

— application for a job — previous job experience
— communicative — prospective boss

— composition — prosperous employer

— cooperativeness — punctuality

— creativity — reliability

— educational background — self-evaluation

— employ — skills and abilities

— employer — to get more experience
— employment — to promote yourself

— job interview — well-rounded

jack-of-all-trades

Reading

The top salespeople are the ones who know the
product they are selling inside and out. They know the
strong and weak points of the product and can tell
others about it. Looking for a job means selling your-
self. You are the product. The more facts you know
about yourself, the better job you will be able to get.
Your prosperous employers would be interested to
know about your education, qualifications, skills, in-
terests, and previous job experience. If you don’t have
accurate information or if you are uncertain about it,
you’ll produce a poor impression. Your personal infor-
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mation is needed each time you look for a job during
your lifetime. If you organize your facts now, you can
simply update them as you get more experience. The
following steps will help you to gather all necessary
information and make the process of job searching
much more easily:

1. Self-evaluation

2. Application letter

3. Résumé

4. Letter of recommendation

5. Application form

6. Job interview

Step 1. Self-Evaluation

The employment process begins with self-analysis,
so start with:

a) identifying your interests;

b) evaluating your qualifications.

It will help you to realize what you like and dislike,
and what kind of work you really want to do.

Task 1. While answering the questions identify for your-
self

1. What are you looking for: money, power, prestige,
growth potential, other motivators?

2. How important are salary, environment, benefits,
and job stability?

3. Do you enjoy working with people, information or
things?

4. Is it important to be your own boss?

S. What is your idea of a perfect job, a perfect boss,
a perfect colleague?



Task 2. Answer the questionnaire for a qualified employee
in a western company. Put items in A, B, C in order
of importance. Discuss your answers with your
group mates

A. Academic Strengths and Qualifications!:

academic degree; foreign languages;
higher education,; computer literacy.
qualification,;

B. Abilities and Skills:

creativity; composition;
management; communicative.
analytical;

C. Character Traits:

reliability; flexibility;
punctuality; friendliness.
cooperativeness;

Task 3. Read and analyse the article, summarize its main
points, use them as guidelines in your job sear-
ching

Advice for Job Seekers
(By Robert M. Hochheiser)

Whether you are out of work or just looking for a
better-paying opportunity, there is no such thing as a
foolproof way to get hired. You can, however, boost your
chances if you are willing to work hard at aggressively
promoting yourself. Here are some guidelines.

Apply in quantity. Oil people know that to get a
gusher they have to drill a lot of holes. As a job-seeker,

1 Academic strengths = education and degrees; qualification =
proof that you have completed a specialized course of study.
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you must operate the same way. To get an offer for a good
job, you must be prepared to apply — one at a time — to an
army of potential employers. If you are sending fewer
than several dozen applications every week, you’re not
trying hard enough. For if you don’t make the contacts,
someone else will. Aside from going after every advertised
job appropriate to your field, make yourself known to re-
cruiters and employment agencies.

Tailor your sales pitch to the reader. With the
exception of companies looking for a trainee or a corpo-
rate president, few employers will be interested in a
well-rounded jack-of-all-trades. Usually, prospective
bosses will be impressed only if your skills, achieve-
ments, educational background and experience are
first rate and directly applicable to the specific job they
want to be done as well as to their specific business.
They don’t care about anything else. When you include
in résumé or letter information that is not pertinent,
you waste space that you could otherwise use to focus
on job-related strengths. You also waste the reader’s
time, an accomplishment that never makes a good im-
pression.

Don’t promise to deliver more than the employer

requires. If employers want more, they’ll ask for it.
(Haymenxko A. I1. Business English Course: —
K.: A.C.K., 2004. - C. 62-64)

Task 4. Read the text again and answer the following
questions

1. How to increase your chances of finding a job?

2. How do you understand the phrase “apply in
quantity”?

3. Why is important to include the correct informa-
tion in the résumé?

11



Task 5. Find the words in the text to describe a person
who

a) is actively looking for employment;

b) pays someone to work for them as a member of
their staff;

c) is decent at everything, but not especially adept
at any one thing;

d) is a leader; someone who is in charge of you at
work;

e) helps you find the job or career that you have
always wanted.

Task 6. Match the synonyms

1. look for a. employees

2. boost b. certain

3. reliable c. individual

4. personnel d. increase

S. personal e. conversation

6. communication f. search for

7. management g. accomplishment
8. achievement h. organization

Task 7. Complete the word-building table with the correct
form of the words

Verb N?u-n Noun Adjective
(activity) (person)
advertise advertiser
applier applicable
train training
creation creative

12



Task 8. Fill in all the gaps
a) employ; b) employees; c) employer;
d) employment; ¢) unemployment
1. Some companies prefer to people with
experience rather than better qualified graduates.
2. We can see from this chart that the rate of
fell in the third quarter.
3. Some companies do not reward their
as well as others do.
4. In this situation it is the duty of the to
ensure that female workers are not discriminated against.
S. — is a serious problem in some coun-
tries of Europe.

13



Lesson #2

Career Skills

“Be not afraid of growing slowly;
be afraid only of standing still”
(Chinese proverb)

Starting up

1. What should you do to get ahead in your career?

2. Are certain careers more suitable for women than
for men? Which do you consider a) for women only? b) for
men only? c) for either? Include other careers.

— investigator — bookkeeper — manager
— police officer — lawyer — pilot
— psychiatrist — teacher — prosecutor

3. In your opinion, which qualities below are the
most important for a successful career?

— being on time — being open to new ideas

— having ambitions — knowing PC

— working hard — having a sense of humour
— getting on with people — looking smart

4. Make a list of the most important qualities needed
to be a police officer, an accountant, a lawyer, a judge, a
notary, a prosecutor, a psychiatrist, a manager, etc.

Read the words and word-combinations.
Pay attention to the pronunciation

adaptable [o'deeptobl]; ambitious [eem'bifss]; appeal [¢'pi:l];
appellate [o'pelot]; barrister ['baeristo]; behaviour [bi'heivjo];
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burglar ['b3:glo]; carrier [keeris|; career [ko'rIs]; client
[klaront]; competitive [kom'petitiv]; complaint [kem'pleint];
complement [kdmplimont]; counsel [kaun(t)s(e)l]; curricula
vitae [ko,rikjelom 'vi:tar]; enhance [In'ha:n(t)s]; exhausted
[1g'zd:stid]; experience [iIk'splorisn(t)s]; hire [‘hals]; indict-
ment [In'daltmont]; judgement ['d3adgmont]; judge ['d3Adz]; jury
[[dguori]; lawyer [1d1s], [12:jo]; liabilities [lalo'bilotiz]; mort-
gage [md:gid3]; overwhelmed [ouve'welmd]; perpetrator
['p3:pItre1ts]; personable ['p3:s(o)nobl]; reliability [r1,lalo’'bilsti];
scene [siin]; society [so'salotI]; solicitor [sa'lisIto]; success
[sok'ses|; shareholder [[feshoulds]; trial ['traisl]; workload
['w3:kloud]

Differentiate
barrister ['beeristo] — amBokar HAWBUIIOIO PaHTy, AKUH
Mae IIpaBo BHUCTYILy B Cyzi; Oapucrep

notary [noutorI] — HoTapiyc; HoTapiaabHHUN; SKUH CTOCY-
€TbCA HOTapiaTty

solicitor [so'lisIto] — agBokar, aKUi Hae ropagy KAi€HTY,
TOTy€E cOpaBU nas Oapuctepa (cmapuiozo adgoxama) i
BHUCTYIIA€ TiABKM Yy CyZlaxX HHXKYOI iHCTaHIlii; IOpHUCKOH-
CYABT; IOBipeHUH

court [kd:t] — cym; 3aa cymy; GymiBag cyny; MafiiaH4IUK,
KOpT; AmE: IpaBaiHHA (nionpuemcmasa)

trial ['traiol] — posrasgn/cayxanHsa (cydogoi cnpasu); CymoBHH
IIpoliec; crpoba; BUIIPOOYyBaHHS

burglar ['b3:glo] — (HiuHM) rpabiXKHUK, 3A00iH-3A0MHUK

robber ['rpbo| — rpabizKHUK; PO30IHHUK; 3A0iH
thief [0i:f] — cy0’exT kpamizkku, 3a0aith

15



Useful phrases

— advocacy

— apply for the job/position
— attract new investments
— balance sheet

— barrister

— be adaptable

— be charged with an offence
— be competitive

— be on night shift

— be on the beat

— board meeting

— burglar

— complaint

— crime scene

— defendant

— get on with people

Reading

— highly-qualified

—judge

- jury

— manage time and use it
effectively

— notary

— overwhelmed with a heavy
workload

— prosecutor

— proceeding

— punctuality

— solicitor

— trial

— strengths and weaknesses
of the staff

Task 1. Read the dialogues in English. Don’t pay atten-
tion to the translation. Then close the left side of
the table and try to reproduce the following dia-
logues in English. Be honest with yourself! Do not
cheat! ©

1

Successful career
in business

Ycnimraa xap’epa
B OisHeci

Candidate: What are some
of the qualities needed for a
successful career in busi-
ness?

Interviewer: That’s a very
difficult question. It de-

Karnouoam: $9IKi gKocTi He-
00XiHI [AST YCHINTHOI Kap’e-
pu B 6i3Heci?

IHmepe’oep: e nyzxe Bakke
sanuTadHd. Lle 3aaekuTh Bifg
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pends on what field you’re
in... I think I can offer three
things. You need to be able
to get on with people at all
levels. Second, you need to
be adaptable...

Candidate: Does it mean
that businesses go through
constant change, and our
role will change, as will the
people we work with?

Interviewer. Quite so. Even
the place where you work
sometimes changes. And
finally, of course, you need
a sense of humour to keep
it all in proportion.

Candidate: Thanks a lot. I
hope the best way to pre-
pare for a job interview is to
look at it from the point of
view of the interviewer.

TOoro, y dKii Bu cdepi... T'a-
[a¥0, I MO3KY 3aIIpOIIOHyBaTH
TpH pedi. Bam HeoOximHO
OyTH 3maTHHUM A3mHATH 3
AIOIBMU Ha BCiX piBHAX. [py-
re, Bam Tpeba BMiTH IIpUCTO-
COBYBATHCH. ..

Kanoudam: Yu o3Hadace 11e,
o 6i3HEeC IIPOXOAUTH dUe-
pe3 TocTiiiHi 3MiHH, i Hama
poab Oyme 3MiHIOBATHCH,
TaK {K 1 AIOIN, 3 SKUMHU MU
IpaIoeMo?

Inmepe’oep: Came Tak. Ha-
BITBH Miclie, Ae Bu nparrroere,
iHKOAM 3MiHIOETBCA. | Hape-
urri, 3BHYaiiHo, Bam Heo0-
XilHE IIOYyTTS TyMOpY, 100
TPUMaTH BC€ Y CIIiBBIIHO-
HIEeHHI.

Kanoudam: dyxe nakyro. A
HAIIIOCS, 1110 HAa¥Kpalwi crio-
Cib migroryBatucs Ao criiBOe-
cimy ming 4Yac npudiomy Ha
poboTy — TomUBUTHCH Ha Hel
3 TOYKH 30Dy iHTEepB’toepa.

Career of a bookkeeper

Kap’epa OyxraaTepa

Terri: Derrick, don’t you
think you should take a
vacation? Even one or two
days would be fine.

Derrick: No way. There’s too
much work. I try to do my
best to manage time and to
use it effectively still I ha-

Tepi: [epuky, TH He ayMa-
€I, M0 TODOI CcAif B34TH
Biamnyctky? HaBiTh onuH uu
aBa mHi 6yao 6 mobpe.

Lepur: Y 3KoqHOMY BUIIQIKY.
€ zananro Oararo poboru. 9
craparocd pPOOUTH BCe SK-
HalKpalle, o0 PO3TIOMIAUTHI
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ven’t finished the balance
sheets yet. I've been work-
ing on them since early
morning. I'm almost done.

Terri: You look so ex-
hausted. You need a break!

Derrick: 1 know. If only they
hired more people. Unfor-
tunately they always want
to keep the cost down. I am
really overwhelmed with a
heavy workload.

Terri: They won’t hire more
people? You should talk to
the manager to look for a
new bookkeeper. I know
someone who’d be perfect.

Derrick: Oh really? Does
that bookkeeper have any
experience?

Terri: Of course, she’s been
working for Smith and Co.
since 2004. She’s not too
happy in her current posi-
tion. She hasn’t gotten a
promotion for years.

Derrick: Sounds good. Re-
member, they want some-
one who is ready to tackle a
job with enthusiasm; be
willing to work hard; follow
instructions promptly, be
accurate and tedious in

4yac i BUKOpHCTaT# Horo edek-
THUBHO, IIPOTE s HE 3aKiHYUB
e GanaHCOBHX 3BITIiB. S mpa-
IIIOI0 HAJT HUMH 3 PaHHBOTO
paHKy. S Maiike 3HECUACHUI.
Tepi: Tu BUTAIOAENT TAKUM
BUCHaXkeHUM. To0i 1moTpid-
HUU IePernoYuHoOK!

Lepux: 91 3Ha10. JIKOU TiAb-
KM BOHHU HalHaAU Oiablire
Arozieri. Ha >kaab, BOHU 3aB3K-
oY XO4YyTh CTPHUMyBaTH 3pO-
craHHd BUTpaT. Y AificHO
IIEPEBAHTAKEHUN BEAUKHUM
o6csaroMm poOOTH.

Tepi: BoHm He HaHMyTh
Oiabire Aromeii? TobGi caim
IIOTOBOPUTH 3 MEHEIIKEPOM,
100 IMIOIIIYKaTH HOBOTO OyX-
raaTepa. ¢ 3HaW0 KOrOCH,
xT0 OyB OU iJeaAbHUM.
Lepurx: O, cupaBai? Yu ne#
OyxraaTep Mae QOCBim?

Tepi: 3BuyaiiHo, BoHA IIpa-
o€ Ha Cwmira i KoMIIaHio 3
2004 poky. Bona He nyxe
IIIaCAMBa Ha CBOIM HUHIIII-
Hit mocani. BoHa He oTpu-
MyBaAa MiABUIIEHHS IIPO-
TSIroM 6araTboX POKIB.

Lepux:  3ByuuTb  mobOpe.
[Tam’araif, BOHH XO4yTb KO-
roCh, XTO TOTOBUM B3ITHCH
3a poboTy 3 eHTy3ia3zMoM,
OyT TOTOBHM OaraTo IIpa-
IIOBaTH, BUKOHYBaTH BKa3i-
BKH OIIEPaTHBHO, OyTH TOY-
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figures; punctual perform-
ing the work; try to stay
calm and helpful in an
emergency. Ill try to per-
suade them to interview
her for the job. Otherwise I
should quit and look for

HUM i CKPYIIyABO3HHM 3 IIU-
dpamMu; IyHKTyaAbHUM, BHU-
KOHYIOYH POOOTY, CTapaTHcs
3aAWIIATUCA CHOKIMHUM i
KOPHUCHHUM y HaA3BHYaNHHUX
cutyanigx. % mocraparocs
IIEPEKOHATH IX B39TH y HeEl

another job somewhere | iHTepBT0 maa pobotu. B iH-
else. IIIOMYy BHUIIQKy I 3BIABHIOCS
i HIyKaTUMy poOOTY IIIe AeCh.

3

A Good Manager

Xopowmuii ynpaBainens

Interviewer: Mr. Kelley, will
you be so kind to tell us
what managers need to be
good managers of people?

Mr. Kelley: Well, I think good
managers need to be good at
four things, really. First of
all, they need to be good at
observing - that’s so they
can understand the behav-
iour, the strengths and
weaknesses of their staff.

Interviewer: Let me guess
the second thing is that they
have to be good at listening —
rumors are always so inter-
esting and help us look very
important.

Mr. Kelley: That’s not quite
so. Due to listening you can
learn about the staff’s prob-
lems.

Inmepe’toep: Tlane Kiai, um
Oyau 6 Bu Taki aackasi cka-
3aTHU HaM, IO HOTPIOHO Me-
HemKepaM, II06 OyTH Xo-
pOIIMMU KEPIiBHUKaAMHU AO-
IeHn?

n. Kini: 4 pymaro, 1o Xo-
poiri MeHeXKepH IIOBHHHI
HacopaBai nobpe BMITH dYO-
Tupu peui. Ilepm 3a Bce iMm
CAil BMITH cHocTepiratu —
Il JIAS TOTrO, II[00 BOHU MO-
TAM PO3YMITH IIOBEIiHKY,
CUABHI 1 caabki CTOpoOHU
IIEPCOHAAY .

Inmepe’roep: [Jo3BoabTe 3M0-
ragaTucd: Apyra pid — BOHHU
IIOBUHHI BMITH CAyXaTH
TIAITKH € 3aB3KIH TaKi IliKaBi
1 mormomMararoThb HAM BUTAS-
[OaTH AyzKe BaXKAUBUMH.

n. Kini: lle He 30BCiM Tak.
3aBOgKH CAyxaHHIO Bu Mo-
XKeTe Mi3HaTHUCd IIPO IIPo-
GAEMH KOAEKTHUBY.
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Interviewer: So we can ad-
vice managers to spend
time observing and listen-
ing. Anything else?

Mr. Kelley: The next thing is,
it’s important for them to be
good at asking questions —
so they can find out all the
information they need to
make the right decisions.
And last of all, I think they
have to be good at speaking
so they can communicate
their objectives clearly to all
their staff.

Interviewer: Thank you very
much. It’s very nice of you
to advice managers who’d
like to succeed in their
work. And I want to advise
them always keep the office
door closed. This makes it
look as if you are always in
an important conference.

Inmepe’roep: OTRe, MU MO-
JKeMO IIOPaauTH MeHeIKe-
paM IIPOBOLHUTH dYac CIIO-
crepiraroud i cayxarouu. Ille
1I10Ch?

n. Kini: HactymnHa pid: Bax-
AVBO [OAS HHUX BMITH 3ana-
BaTU IIMTAHHS, 100 BOHH
MOTAM BUSIBHUTHU BCIO iHO-
pMairiro, motpibHy iM, 111006
OPUHAHATH [paBUABHE pi-
uieHHd. | ocTaHHE, 9 AyMalo
iMm caim mobpe TOBOPUTH,
11106 BOHH MOTAW BHCAOBHTH
CBOI0O METY 3pPO3yMiA0 [As
BCBOTO IITATy IIPalliBHUKIB.
Inmepe’roep: [yxe OAKYIO.
[yzxe mMuao 3 Bamoro OOKy
[JaBaTH IIoOpagy MeHeIKe-
paM, SKi XO4yTb MOOCSTTH
yCIixy y cBoifi po6oti. A a
X04y IOPamuTH IM 3aBKIU
TpUMaTH [aBepi KabiHety
3agyuHeHUMHU. lle cTBOpIOE
BUTAS, HiIOM y Bac 3aBxau
BasKAHMBa Hapaja.

Audit

Aynurt

— Do you really think that
in many countries compa-
nies applying for sizable
loans must have their
statements audited?

— The right choice of an in-
dependent auditor is a ma-

— Bu cnpaBmi gymaere, 1m1o
B ObaraThbox KpaiHax KoMIia-
Hii, KOTpi IIpeTeHayIOTh Ha
3HA4YHI KpPEAWuTH, [TOBUHHI
MaTH CBOIO 3BITHICTH, IIe-
peBipeHy ayauToM?

— [lpaBuabHuY BUOGIp He3a-
AEKHOTO ay[uTOpPa € OCHOB-

20




jor constituent of successful
management policy in mod-
ern business environment.
Auditors are known to
check and test all account-
ing records. In order to do
that they must prove the
cash balances, confirm
physical inventories, verify
the amounts owned by cus-
tomers, decide whether the
company’s records are kept
in accordance with accepted
accounting  practice. In
other words they give audi-
tor’s professional opinion as
to whether the company’s
financial reports correctly
present its financial posi-
tion.

— Do people believe the
auditors will give them the
real and true results of the
financial statements ex-
amination?

— Actually the main features
of the work of serious audit-
ing companies are inde-
pendence and objectivity,
competence and confidenti-
ality, services of high quality
(high quality professional
service), both individual and
complex approach to the
problem solving, protection

HOI0O CKAQJIOBOIO IIOAITHKH
YCIIIITHOTO yIIPaBAIHHSA B Cy-
JyacHOMYy 0i3Hec-ceperoBHILL.
Bimowmo, 110 ayauropu mnepe-
BIpSIFOTE 1 TECTYIOTH yCi OyX-
TaATepChbKi 3BiTH. [ag TOTO,
o0 3pobuTH 1le, BOHU IIO-
BUHHI [JOBECTH HadBHICTH
3aAUIIKIB TPOIIIOBUX KOIITIB,
OiOTBEPAUTH  IHBEHTApHU3a-
IIif0 HagBHUX TOBapHO-MaTe-
piaabHUX IIHHOCTEH, IIepeBi-
pUTH CyMH, 3a00proBaHi Kai-
€HTaM, BUPIIINUTH, YU 3BiTH
KOMIIaHii BeayTbCd BiAIoBi-
OHO [0 3arasbHOIIPHUNMHATOL
IPaKTHKU OyXTaATepCHKOTO
00AiRy. IHIIIMME caoBamu, BO-
HU J1aI0Th IIpoheciliHy OyMKY
ayauropa CTOCOBHO TOIO, UM
diraHCOBI 3BiITH  KOMITIaHii
IIPAaBUABHO IIPEACTABASIOTH il
diraHCOBE CTAHOBHIIIE.

—1 aromu Biparw, o aymgu-
TOPU OanyTh IM peasbHi i
IpaBAVBI pPe3yAbTATH €EKC-
neptu3u QpiHaHCcoOBOI 3BiT-
HOCTi?

— HacripaBzmi ocHOBHUME pH-
camu poOOTU CepHO3HUX ayau-
TOPCBKUX KOMIIaHIM € Hesa-
AEXKHICTH Ta OO’€KTHUBHICTE,
KOMIIETEHTHICTb Ta KOHQI-
OEHIINHICTD, TOCAYTH BHCO-
KOl gKOCTi (BHCOKa SKIiCTb
npodeciiHUX TIIOCAYT), $K
IHAUBIAyaAbHUN, TaK 1 KOM-
TIAGKCHUN Miaxim [0 BUPI-
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from information leakage.
They should comply with the
Code of Ethics and interna-
tional standards of auditing.

—1 can’t believe they can
help to prevent and solve
significant problems of the
business such as duly tax
planning, defining the real
financial position of the
company, making con-
tracts, making alterations
to the statutory documents,
etc.

— Nevertheless that is true.

LIeHHS IIPo0AEeM, 3aXHCT Bif
BUTOKY iH(opmarii. Bouu
IIOBUHHI JOOTPUMYBAaTHUCS
Konekcy erurmu i MixkHapo-
[OHUX CTAHAAPTIB ayauTy.

-9 He MOXy HOBIpHUTH, IO
BOHH MOXKYTH JOIIOMOI'TH 3a-
noOirTM i BUPIMIUTH icTOTHI
npobaemu 6i3Hecy Taki, sK
IOJATKOBE IIAQHyBaHHH (Mi-
HiMi3allisg ITOHaTKiB) HaAeXK-
HUM YHMHOM, BU3HAQYEHHS pe-
aabHOTO (PiHAaHCOBOI'O CTaHO-
BUIIlA KOMIIaHil, yKAamaHHS
[IOTOBOPIiB, BHECEHHS 3MiH 10
YCTaHOBYMX JIOKYMEHTIB 1 T.1I.
— TuMm He MeHITIe, 11e — IIpaBaa.

Career of a Psychologist

Kap’epa ncuxoaora

A: Hello, what’s your occu-
pation?

B: 1 work as a psychologist.
A: Really? Why have you
chosen to work in the field
of psychology?

B: Because I like to be in
contact with people and to
help them solve their prob-
lems. Psychology is an ex-
tremely varied field. Psy-
chologists serve as consult-
ants, diagnose and treat
people. They test intelli-
gence and personality.

A: Nobpuneunb, uum Bu 3a-
pas 3aiimaeTecn?

B: 51 mpaiitoro ICUXOAOTOM.
A: CopaBai? Yomy Bu 06-
paau poboty y cdhepi mcu-
XOAOTiIi?

B: Tomy mo s AIOOAIO KOH-
TaKTyBaTH 3 AIOABMHU 1 M0-
nomMaraTv iM BHpilIyBaTH
ixui mpobaemu. Ilcuxoaoris —
HaA3BUYAWHO pi3HOMAaHITHA
Hayka. Ilcuxoaoru € KOHCY-
AbTaHTaMH, [JiaTHOCTHUKaMHU
i AlKyIOTH Atone¥i. BoHu mo-
CAIPKYIOTE PO3yMOBi 311i0-
HocTi (iHTeaeKT) Ta 0colAH-
BOCTi XapakTepy.
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A: Where else can you ap-
ply your knowledge of a
psychologist, I mean where
can you work?

B: Psychologists can work

in laboratories, hospitals,
courtrooms, schools and
universities, prisons and

offices. They can work with
business executives, per-
formers and athletes to
reduce stress and improve
performance. They also
advise lawyers on jury se-
lection and cooperate with
educators on school reform.

A: 1 think a profession of a
psychologist requires lots of
knowledge in all aspects of
our world; he must keep up
with what is happening
around us. It is in great
demand nowadays, isn’t it?

B: Sure, we should be re-
searchers and innovators
in learning fundamentals
things regarding human
and animal behavior. As
scientists we use scientific
methods of observation and
analysis. We also need to
be creative in the way we
apply scientific findings.
When you are a psycholo-

A: [1le nie Bu mMozkeTe 3acTO-
CyBaTH 3HAHHA IICHXOAOLiI,
g Mar Ha yBasi, ne Bu mo-
JKeTe IIPalfoBaTH?

B: TlcuxoAOTH MOXKYTBH IIpa-
OoBaTH B AaboparTopiax,
AIKapHSX, CydaX, IIKOAAaX,
VHiIBEpCcHTEeTAaX, B’I3HUILX 1
odicax. BoHr MOXyTE IIpa-
OIOBaTH 3 KepiBHUKAMH
OIAOBUX CTPYKTYpP, BUKO-
HaBIEIMH 1 CIIOPTCMEHaMHU,
o6 3MEHIIUTH CTpec Ta
i ABUIIUTH IPOAYKTUB-
HicTb. BoHHN TakoX pamarhb
OpaBHUKaM LIOAO Bimbopy
OIPUCAKHUX 1 CHiBIpAaIo-
IOTHL 3 OCBiTIHAMH HAaJ
MIKiIABHOIO pedopMoIo.

A: 4 pymaro, mo mpodecisa
IICHXOAOTa BHMAarae raubo-
KHUX B3HaHb YCiX acHeKTiB
CBITYy, BiH IIOBHHEH TpHUMa-
THCS B KypCi BCBOIO TOTO,
10 BiAOyBa€ThCSI [TOBKOAA
Hac. lle Haiibiaplra BUMOTra
CBOT'O/IEHHS, YU HE TaK?

B: 3Bu4aiiHOo, MU IIOBUHHI
OyTH MOCAIIHUKaMHU i HOBa-
TOpaMU y BHUBYEHHi QyH-
JaMEeHTaAbHUX SBHI CTO-
COBHO IIOBEAIHKHW AIOAWHH i
TBapUHU. JIK BYEHI MU BU-
KOPHCTOBYEMO HAyKOBi Me-
TOAU CIOCTEPEXKEHHST Ta
aHaaizy. Mu Takox IOBH-
HHi OyTH TBOpPYMMHU y 3a-
CTOCYBaHHI HayKOBUX Bif-
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gist, your education never
ends.

kpurTiB. Koau Bu ncuxo-
AOT, Ballle HaBYaHHS HiKOAU
He 3aKiHYy€ETbhCS.

6

Legal Career

IIpaBHHYa Kap’epa

— Hello, John!

— Nice to see you, Helen.

— How are things with you?
—Thank you, no com-
plaints. My greatest ambi-
tion has become true. I've
entered Lviv State Univer-
sity of Internal Affairs. I'm
the first-year student of the
Law faculty.

— Do you enjoy people who
are in legal profession?

— Certainly. You see after
finishing school I decided to
become a lawyer. Unfortu-
nately, I failed my first at-
tempt, but I decided to try
my luck again in a year.

—Did you gain any legal
profession before entering
your higher institution?

—Oh, yes. I began my legal
career working at Prosecu-
tor’s Office in my native city.
The year that I spent there
helped me to understand the
essence of legal profession.
I'm become aware of the fact
that a law-based state needs

— ITpusir, IBane.

— Pamuii Tebe 6aumT, OAeHO.
— 9k cripaBu y Tebe?

- [Jakyio, He CKapXKycs.
3aificHuaaca Most Hatikpara
Mpig. 9 Berynuaa no AbBiB-
CBKOI'0 Iep3KaBHOI'O VHiBep-
CHUTETy BHYTpPIilIHIiX CIIpasB.
91 — IepHIOKypCHHUIS IOPH-
OUYHOTO (PaKyABTETY.

— Tobi mogobaroThCca AIOOU 3
IOPUAUYHOIO ITPOECiero?

— 3Buyaiino. Posywmiem, g
HagyMasa CTaTH IIpaBHU-
KOM ofapa3y IicAd 3aKiH-
YyeHHd HIIKOoAUW. Ha >Kaap, 4
IpoBaAMAa €K3aMEHHU ITifT
Jyac mepiuoi crpobu, aae
BHUpilmAa cripobyBaTy Ia-
CTd depes pik.

—Yu mabyaa TH OOCBimy y
PUANYHIA npodecii mepern
BCTYIIOM Y BYy3?

—Tak. 4 posmnoyasa mnpas-
HU4Yy Kap'epy, HIpallfoloyul y
IIPOKypaTypi pigHOro Mmicra.
3a pik, 9KUH g TyT IIpOBeAa,
g 3po3yMisa CyTb IOPUIUY-
Hoi mpodpecii. Y1 mobpe ycBi-
noMuAa (pakrT, IO IpaBoBa
aepxkaBa MoTpebye BHCOKO-
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highly-qualified lawyers to
put legal reforms into effect
and I think Il be able to
contribute to it.

— Wha are you going to be
after graduation from the
university?

—I’d like to be a judge like
my mother.

— That’s fine. I wish you all
successes in your future
career.

— Thanks a lot. My best
regards to your family.

KBani(pikoBaHUX  IOPHUCTIB,
106 BIPOBAIKYBaTH B KUT-
Td HnpaBoBi pedopMH, 1 4
aoyMaro, N0 3MOKY 3pobuTH
CBi#l BHECOK y IIIO CIIPaBy.

— Kum 30upaenica crartu
IlicAs 3aKiHYeHHd HaB4YaH-
HS B YHIBEPCUTETI?

— Maro OaxkaHHA OyTHU CynO-
€10, K Mod MaMa.

— Yynoso! Baxkaro To6i yc-
mixiB y MaiOyTHi# Kap’epi.

- [y>xe nakyro. Moi Halikpa-
11l BiTaHHA TBOIH ciM 1.

7

Notary

Horapiyc

— Hello!

— Hi! How are you doing?

— Thanks, life is going its
usual way. I'm fully occu-
pied in my job.

— So, what are you in?

— Oh, I'm a notary.

— What are your responsi-
bilities?

—I'm specializing in the
law relating to real estate,
sales, mortgages but I am
not allowed to appear in
court. I am a public offi-
cial with the powers of
public certification, so the
documents drawn up by
me are considered to be
authentic, which means

— Mo6poro gus!

— ITpusit! 4k cnpaBu?

— Cnacubi, mAMH XKUTTA HE
CIIMHUTH. Y1 TIOBHICTIO TIIO-
pUHYB y poboTy.

— A 9yuM TH 3a¥iMaenica?

— 91 — BOTapiyc.

— Jki y Tebe 060B’a3KU?

— 41 cneniaai3yrocs 3 mpasa,
OB’I3aHOT0 3 HEPyXOMic-
TIO, IIpoJazkeM, iIIOTEKOIO,
ane g He MOXKY BHUCTyHIATH
OpPEICTAaBHUKOM y Cydi. A —
mocagoBa ocoba. 3 IIOBHO-
BasKEHHSAM BHUIaBaTU CBi-
[OIITBa Bix iMeHi mepzkaBH,
TOMY OOKYMEHTH, CKAaeHi
MHOIO, € YHHHHUMH, OTIKE,
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that that the deed or con-
tract is valid.

— What kind of advice can
the notary provide?

— We adjust the wills of the
parties to the legal system
and at the same time we
exercise control to ensure it
is licit by virtue of powers
conferred upon us by the
state. We provide special
assistance to both parties
and in particular to the
party which were to be in a
condition of inferiority with
respect to the other in order
to reach the necessary bal-
ance that will make sure
that the contract is entered
into conditions of equality.
—Will you help me with the
contract of transfer of prop-
erty?

— Sure, with great pleasure.

akTH abo IOTOBOPH € [iicC-
HUMH.

- 9Iki mopagu MoxKe HoTapi-
yC HagaBaTH?

—Mu BpPEryAbOBYEMO BOAIO
CTOpiH 3 IOPUAWYHUMH 3a-
KOHaMH i B TOH 3Xe 4Yac MH
3MIICHIOEMO KOHTPOAB, IIIO0
rapaHTyBaTH IIPaBOMipHICTH
TIOBHOBasKeHb, HAOAHUX HaM
nepxkaBoro. Mu 3abesneuy-
€MO CIIEIliaAbHY [IOIIOMOTY
oboM cTopoHaMm i, 30KpeMa,
CTOpOHi, gKa mepebyBae B
TipIroMy IpaBOBOMY CTaHO-
BHUIIIl CTOCOBHO IHIIIOI, III00
IIOCATTH HeoOXimHoro basaH-
cy, i 11100 TIepeKOHAaTHUCS, II10
JIOTOBip yKAQZIEHO Ha PiBHUX
yMOBax.

— Ty moromMozKel MeHi 3 10-
roBOpPOM Ilepenadi matHa?

— 3BUYAfHO, 3 BEAUKHM 3a10-
BOAEHHSIM.

8

Solicitor & Barrister

BapucTep i CoaicuTop

— Will you see the distinc-
tion between a solicitor and
a barrister?

—If you have a kind of legal
question you should consult
a solicitor. He does a variety
of work — makes investiga-
tions, prepares documents
for a barrister, deals with

—Yu BOauacre Bu Bimmin-
HicTb MiX OapucrepoMm i
coaicuTopomM?

—dkmo y Bac € opuaugne
nuTaHHda, Bam caing mopanu-
THCS 3 coaicuTopoMm. Bin
BHUKOHYE€ Pi3Hi poboTH — Ipo-
BOIUTH PO3CAIAyBaHHS, TO-
TYyE€ MOOKYMEHTH 1A Oapuc-
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commercial, corporate, fi-
nancial matters, employ-
ment, property, private law,
etc.

— Does the work of a barris-
ter much differ from a so-
licitor’s?

— Of course. a barrister is a
specialist who does well in
advocacy and spent most
time either in a courtroom
or preparing arguments for
the court. A solicitor cannot
speak in a high court.

— Who is more successful, a
barrister or a solicitor?

— I think a barrister is more
independent, he may be-
come a judge, but solicitor
can’t.

TepiB, Ma€e CIpaBy 3 KOMep-
IIHHUMY, KOPIIOPATHBHUMHU,
piHAHCOBUMH  IIHUTAHHSIMU,
3aMHSATICTIO, BAACHICTIO, ITPU-
BaTHUM IIPaBOM i T.II.

—Yu pobora Gapucrepa ay-
JKe Bipi3HSEThCS Biz pobo-
TH coaicuTopa?

—3Buuatino. Bapucrep €
draxiBrieMm, AKUil Ma€e OCBig
aIBOKATCBHKOI MIFABHOCTI 1
IPOBOAUTE OIABIILY YaCTHHY
Jacy abo B 3aai cymy abo Hax
IIiATOTOBKOIO apryMEHTIB [IAd
cyny. CoaicuTop He MOXKe
BUCTYIIQTH y BHUIIIOMY CYZi.
—XT0 € OiABII yCHIIHUM:
coaicuTop uu Gapucrep?

— 91 nywmaro, 1o G6apucrep €
OIABIII  HE3aAeXXHUM, BiH
MOXKe CTaTH CYAIelo, a Co-
AICUTOpP HE MOKE.

Job in the Police

PoGoTa B moaimii

Interviewer: What does the
job in the police involve?
Police Officer: Oh, many
people have false imagina-
tion of the police work.
They think we waste our
time chasing criminals in
fast cars with wailing si-
rens and flashing lights. In
fact, that’s only one small
part of the job.

Inmepe’toep: A 110 06010
ABAsI€ pobOTa B IOAILLii?
Toniyeticokuti: Y 6ararbox
AIOIEH CIIOTBOPEHE CIPUH-
HATTS TOHATTS PO poboTy
B T1oairnii. BoHu gymaroTs,
10 MM MapHyEMO dYac, Iie-
pecaAimyrodn  3A0YHHIIB Y
IIBUAKICHUX aBTO 3 I'y4YHU-
MH CHpeHaMu i mpobAHCKO-
BUMH MasgdkKaMmu. Hacmpa-
BIi, 1€ — TIABKH OJHAa HeBe-
AVIKA 4aCTHHA POOOTH.
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Interviewer: Quite so. Isn’t
it exciting?

Police Officer: The thing is
that a lot of police work can
be quite boring. You can sit
at the desk doing routine
work for a whole month.
Then the next month you
may be driving around on
patrol, and then you’re “on
the beat” for a bit.

Interviewer: So, which is
the best part of your job?

Police Officer: One of the
most interesting part of the

job is “community polic-
ing”.

Interviewer: ~ What  does
“community policing” in-

volve?

Police Officer: 1 have my
own special area which I
have to patrol. It really
means being on the beat:
walking round keeping
your eyes open, making
sure you know what’s going
on, chatting to people, ba-
sically trying to prevent
crimes.

Interviewer: What aspects
of police work do you think
are dangerous or unpleas-
ant? Have you ever been
frightened?

Inmepetoep: Came Tak. Xiba
IIe He 3aXOIIAI0I0Ye?
Ioniyeticoxuii: CupaBa B To-
My, III0 3HAYHAa YacTHUHA PO-
6oTH moAiLlii MOXe OyTH mO-
CUTh HyaHOIO. Bm Mozkere
CHU[IITH 3a CTOAOM, BUKOHYIOYU
PYTUHHY POOOTY IIPOTATOM
miaoro wmicsarg. Toxi HacTyII-
HUH MicdIlb MOXKeTe IIPoBec-
TH 32 KEPMOM, ITaTPYAIOIOYH
BYAHLI, a mOTIiM mepebyBaTu
Ha TIABHHUIL AeIKHH Jac.
Inmepes’toep: OTke, gKa dac-
TUHA Balloi poboTH HaU-
Kpamma?

TIoniyeticokuti: OpHiero 3
HaMWiKaBIIIUX CTOPIiH poO-
0oTH € cIiAbHa OXOpoHAa
IOPSAOKY .

Inmepeg’roep: 1llo o3Haugae
IIOHATTH «CIIIABHA OXOpPOHAa
IOPAOKY»?

TIoniyelicokuti: Y MeHe €
CBOS MIABHUIE [OAS IIATPY-
AoBaHHA. e HacnpaBzai 03-
Hayae pobuTH o6Xim: Xomu-
TH [OOBKOAQ, ITHABHYIOYH 3
IITPOKO PO3MAIOIIIEHUMH OYH-
Ma, IEePEKOHYIOYHCH, III0 TH
3Haem, Mo BinOyBaeTbces,
PO3MOBALIOYH 3 AIOABMU, B
OCHOBHOMY HaMaralo4ducCh 3a-
HOOITTH 3A0YMHAM.
Inmepe’oep: 9Iki acriekTu po-
6otu moailii, Ha Barry mym-
Ky, € HeOe3smeyHumMHu abo
HenpuemMHuMHu? Yu Bu ko-
AU-HeOynb OyAH HaAgKaHI?
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Police Officer: 1 was scared
during the recent wugly
scenes at football matches
and demonstrations. Vio-
lence is always frightening.
Nowadays more people are
carrying weapons — knives,
coshes and so on.
Interviewer: Is it the most
unpleasant?

Police Officer: Another un-
pleasant thing is irregular
hours. When I am called on
at night on or off duty. But
it’s one of the things you
have to accept.

Interviewer: Thank you for
the talk. I think police work
sound like the job for you.

Ioniyeticoruii: 51 6yB Haas-
KaHWP IIig dYac OoCTaHHIX
3aTPO3AUBHUX CIleH Ha QyT-
GOABHHX MaT4dax i JIEMOH-
crpaniax. HacuascTBO 3aB-
KO Adrae. Terep Oiabiie
ATOZIEW HOCHATH 30pOI0 — HO-
Ki, AyOWMHKH i T.II.
Inmepe’roep: € 11e HatiHemn-
PHUEMHIITUM?
Toniyeticoxuti: Taa Herrpu-
€MHa pid — HEHOPMOBaHUH
pobouuii neHb. Koau wmene
BHKAVKAIOTH BHOYI He3aase-
JKHO YU g YEepryro 4u Hi. Aae
1le OflHa 3 THUX pedel, aKy Bu
TIOBUHHI TPUHHSATH.
Inmepe’roep: [Jakyro 3a pos-
MoOBYy. 4 mymaro, mo pobora
B moainii Bam cnpaBai mo
Y.

10

Beat Officer

JiAbPHHYHHE
iHCcmeRTOp moaimii

Interviewer: Now you spend
some time as a beat officer
on the beat. Is that right?
Beat Officer: That’s right.

L: And what does this job
involve?

B.O.: It involves doing shift
system which is early,
lates, and nights.

L: Early, lates and nights.
Can you explain what
hours they are?

Inmepes’toep: 3apasz Bu mnpa-
IFOETE MIABHUYHMM I1HCIIEK-
TOpOM TOAi1tii. [IpaBUABHO?
[inbHuurnuti: CaMme Tax.

L: 1 mo 11a pobota nependa-
qae?

/l.: Bona mnepenbadae 1io-
3MiHHY CHCTEMy, IO O3Ha-
Jya€ pauHHi, Mi3HI Ta HIiYHI
3MiHH.

L:Panni, mi3Hi Ta HiuHI
3MiHHU. MoxKeTe TIOSCHUTH,
KOTPpi I1e TOOUHU?
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B.O.: The early shift lasts
from six o’clock in the
morning till two o’clock in
the afternoon. Then you've
got the late shift from two
o’clock in the afternoon to
ten o’clock at night. And
then night duty from ten
p-m. until six a.m. because
obviously all stations have
to be manned twenty four
hours a day.

L: Is any particular aspect
of the work that you prefer?

B.O.: Not really. You do
have your preferences. 1
mean, if it’s pouring down
with rain you prefer to be
in a car to walking, but
somebody has to do it.

L: When you are out on the
beat how often in fact do
incidents that require your
intervention occur?

B.O.: You can’t guarantee
what’s going to happen
when you come on. You
can come on duty thinking
“What a great day!” and
your shift could lend up
with something terrible.
Every day is different.

/I.: PankoBa 3MiHa TpUBAaE€ 3
6-0i rogWHU paHKy 0 2-0i
micag tmioayaHdg. [lorim Bu
MaTHuMeTe IIi3HIO 3MiHy Bif
Opyroi MHSI 10 AeCsSTOoi HOYi.
A Tomi — HiYHa 3MiHa 3 e-
cqaroi Hodi mo mrocroi paH-
Ky, TOMY III0 OY€BHIHO, IIIO
yci miABHUIN MalTh OyTH
YKOMIIAEKTOBaHI 0COO0BHUM
ckAaamoM 24 TOAWHU Ha
IEHD.

I: € aruiich IIEBHUH aCIeKT
pobotu, gskomy Bu Bimmaere
nepeBary?

/I.: He 3oBciM. Bu gificHo
MaeTe gKich npedepeHItii.
9 Mmaro Ha yBasi, III0 KOAHU
majmgae moil, To Bu Bigmae-
Te IepeBary CUOIHHIO B
MalllkHi, Hi’X HaTPyAIOBaH-
HIO IIIIIIKH, aA€ XTOCh Mae
11e POOUTH.

I.: Koau Bu He Ha mIABHHIL,
dK 4YacTo, HacOpaBmi, Tpa-
IASIOTHECA BUIIAAKH, HKi
BUMAaramTh BaIlIOTO BTPY-
YaHHS?

/1.: Bu He MoxKeTe rapaHTy-
BaTH, III0 MOXKE€ CTaTHCH,
Koau Bu 3’aButecsa. Bu mo-
JKeTe NPHUHUTH Ha 4epryBaH-
HA OyMamooun: «SIkuii 4gymo-
BUH MeHb!», a Baina 3MiHa
MOXKe 3aKiHYUTHUCS YHUMOCH
KaxXAUBUM. KOXXHHUHE OEHB €
IHIITHM.
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Task 2. Complete the word-building table with the correct
form of the words

Verb N(.au'n Noun Adjective
(activity) (person)
behaviourist
competition
learn
liable
observer
advocate
appealing
barrister
defense
offensive
prosecutive

Task 3. Fill in all the gaps
a) adapter; b) adapted; c) adaptation,
d) adaptability; e¢) adaptive; f) adaptable
1. Its and breeding capabilities en-

sured that it would be selected for mass production on an
unimaginable scale.

2. Holmes is the most of characters,
having been portrayed by more actors than any other.

3. They specialize in the of industrial
buildings for housing.

4. The course is set to be instituted in
high schools nationwide this fall.

S. I forgot to plug in the , and my laptop
died.

6. What technology has been the most

useful or important for you?

31



Task 4. Guess the career

1. A person whose job is to keep the financial re-
cords for a business is .

2. A specialist in psychology is called

3. A person who acts in stage plays, motion pic-
tures, television broadcasts is called .

4. Patrolman or patrolwoman is also called

S. A person whose job is to guide and assist people
in matters relating to the law is called .

6. A lawyer in Britain who assists people in legal
matters and who can represent people in lower courts of
law is called

7. Someone who is in charge of a business, depart-
ment, etc. is .

8. A person who has the authority to act as an offi-
cial witness when legal documents are signed is called

9. A person who flies an airplane, helicopter, etc. is
10. A lawyer who represents the side in a court case
that accuses a person of a crime and who tries to prove

that the person is guilty is called

Task 5. Match the synonyms.

1. frightening a) preference
2. client b) consumer
3. fit (to) c) adjust (to)
4. exhausted d) supervise
5. advantage e) ability

6. observe f) flexible

7. quality g) tired

8. adaptable h) intimidation
9. hire i) employ
10. persuade j) encourage



Task 6. Complete the sentences with the correct form of
the verbs:

do, get, have, make

She always wanted to (1) a career in law.
After she (2) her exams, she (3)
a job in a small company. As soon as she (4)
to her office, she (5) her paperwork. She never
(6) mistakes and always (7) her
best. Within six months she (8) promotion.
Now she (9) a lot of money, but one day she
wants to (10) her own business.

Task 7. Complete the dialogues
1

— Omuke, wo Bac npusabniroe y pobomi noniyeticbkozo?

— Oh, being a police officer is a good job. Firstly, the
work is useful and you feel you’re doing something for
society. Secondly, you have the chance to meet a lot of
different types of people. Also, there is a variety of work
and you don’t have to do the same thing every day.

— OoHax, € bazamo HeNnpuUemMHUX MOMEHMI8 Y 8aulill
pobomi, uu He max?

— You're right. Irregular hours can be quite a disad-
vantage. It’s very difficult to have a social life or to see
your family when you’re on night shift. And another thing
is that police work can be dangerous at times.

2

— IIJo 36upaecuwics pobumu nicas 3aKiHUeHHsT HaA8UAH-
HSl HA IOPpUOUUHOMY paKysememi?

— After graduating from the Law faculty I dream to
become a highly-qualified lawyer and to use all my legal
knowledge in advocacy activity.
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— Yum yikasa poboma adgoxamar?

— A lawyer or an advocate acts to ensure the right to
defence against accusation.

— Yu maeme Bu npaso 3axucmy KaieHmie y cyoax
suwoi IHCMaHyii?

— Of course. You are the main participant at the
trial and your client’s life depends on your skills to de-
fend him and you feel much responsibility for a client’s
destiny, honesty and dignity. In addition, your main job
at the trial is to introduce evidence, interrogate witnesses
and argue questions of law and facts.

— Yu 3aexxou Bam edaemubcsi 3axucmumu 8020 KJlie-
Hma y cyoi?

— Not always. If don’t win the case, you may seek for
a new trial or relief in an appellate court.

— Tenep s po3ymito, HACKLILKU 8AXKAUB0 bYymu 8uco-
KOK8ANIYIKOBAHUM A080KAMOM.

3

— Meni yikago, uum 3aiimaemsvest nNpoKypamypa i siKi
B80HA Mae€ IOPUOUUHI NOBHOBAIKEHHSL 8 YKPAiHi?

— A prosecutor brings defendants to justice in the
name of state. Many prosecutors are in charge of all
phases of a criminal proceeding, from police investigation
through trial and beyond to all levels of appeal. Prosecu-
tors also defend the state in civil cases.

— A sKi 0608’s13Ku Yy npokypamypu Beaukobpumarii?

—In the United Kingdom the prosecution is carried
out in the name of the Crown. People charged with a
criminal offence will be prosecuted by the Crown Prosecu-
tion Service.

— 5Ky poawb eidieparome npoKypopu 8 Amepuui?

—In the USA the prosecutor presents evidence at a
hearing before a grand jury which may or may not return
an indictment for trial. In the US and Great Britain
prosecutors play an active role in questioning witness. In
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most countries, when a decision is appealed to a higher
court, the prosecutor presents briefs and pleads the
state’s case.

4

— Kum 36upaeuics npayrogamu nicsist 3aKiHUeHHsl C80-
20 8Yy3y?

— A crime scene investigator. It’s fascinating! Can
you imagine, I'm in charge of processing a crime scene.

- [yxe uikaso, wo 8idbysaemvbcst Ha MICUL 3IOUUHY T
KL meoi 0ii sk cniouoeo?

— The most important thing upon arriving at the
crime scene is securing it with the crime tape in order to
prevent anyone disturbing evidence. The next steps are
talking to victims, making sketches, photographing, col-
lecting and recording evidence, etc. It’s a long and a deli-
cate methodical process.

— A wWo KopucHo20 MoXKHaA Oi3HamMucst 810 nomepni-
710207

— A burglary victim, for example, might tell us
about areas he or she knows the burglar has disturbed,
or if there is anything at the scene that doesn’t belong
there and what the perpetrator might have left behind.

— Ak 36epeemu dokasu?

— It is logged, tagged and bagged and send to the
crime lab to be analyzed.

— Omoke, poboma cniduo2o 8umazae NUNLHOCMI | 30-
cepeodrkeHoCcmi.

5

Eddie: Sxi y mebe waHcu odepixcamu nio8UULEHHS 8
Ubomy poui?

Janice: That’s a very difficult question. Chances are
slim!

Eddie: Ozo! Crinbku pokis mebe exce He niosuwysaiu?
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Janice: (have a sigh). It’s been three years! The
company keeps losing money and they can’t afford to give
anyone a raise.

Eddie: That’s too bad. Did you ever think of working
somewhere else?

Janice: Aza. Hacnpagoi s maro iHmeps’to Hacmyn-
HO20 noHediLnka. Y meHe eenuruli 0ocgid Yy uili cgpepi, s
3asx0u byna ycniwHor, 0e 6 s1 He npayrosana i st Ueuo-
K0 8uycsi.

Eddie: Good luck!

6

Bruce: Bu ere 3agepuiunu 6anaHCHL 36imu?

Alice: I've been working on them since 10 this
morning.

Bruce: He mpeba nocniwwamu. I He nompebysamu-
MY ix 00 3a8MpaULHbLO20 PAHKY.

Alice: Janet told me we’re looking for a new book-
keeper. Is that true?

Bruce: Yes, We've been looking, but no luck yet. You
know in my opinion such a person needs mamu maxi siKo-
cmi, SIK NYHKMYAIbHICMb, UeCHICmb, 30amHIiCmb KOOPOUHY-
eamu pobomy, ynpasasimu Uacom i eqpeKmueHo Uio20 8UKO-
pucmosysamu i, 38uUatiHo, bymu pemenbHum 3 yugppamu.

Alice: I know someone who’d be perfect. She is ac-
curate and punctual performing the work; stays calm and
helpful in an emergency.

Bruce: O, cnpaeodi, uu € y Hei docgio?

Alice: Of course, she’s been working for Smith CPA
and Co. since 2004.

Bruce: Biomin+o. ITonpocims ii npuiimu Ha chigbecioy.

Alice: Sounds good. She’s not too happy in her cur-
rent position. I'm sure she’ll be interested in interviewing
for the job.

Bruce: O, nedee He 3abye 3anumamu... Bu eiokpunu
Hoei paxyHnku 8 Wells Fargo?
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Alice: Yes, I have. Here are the account numbers,
PIN number, and paperwork.

Bruce: Jaxyr. Hy, daiime meHi s3Hamu, Koau Bu 3a-
KiHuume ui banarcosi ssimu.

Alice: Sure, I should be done soon.

Task 8. Make some short dialogues of your own. Use
these prompts:

— With a partner or in small groups say what kind of
career you would like to have and why.

— Give the reasons for career choices.

—Janice is thinking of whether or not she should
quit and look for another job somewhere else because she
hasn’t gotten a raise in three years...

— Derrick complains to his good friend Terri that he
is overwhelmed with a heavy workload...

— May is in business. She was recently promoted
and now Mary is a boss. She’s a vice-president in a com-
pany but she doesn’t seem happy. Her colleagues Cathy
and Jake are kind of curious...

— Make your friend believe in proper choice of your
legal profession.

— Ask your friend working at a police department
about advantages and disadvantages of police job.
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Lesson #3

Application Letter

“The resume focuses on you and the
past. The cover letter focuses on the
employer and the future. Tell the hir-
ing professional what you can do to
benefit the organization in the future”
(Joyce Lain Kennedy)

Starting up

1. In your opinion, what is the secret of being suc-
cessful at work?

2. Is work experience more important than qualifi-
cations?

3. Have you ever had to write an application letter?
What information should you give about yourself to show
that you’re suitable for the job?

Read the words and word-combinations.

Pay attention to the pronunciation

chance [tfa:n(t)s]; courtesy title ['k3:tesI 'taitl]; cover ['kavs];
discipline ['disoplin]; doubt [daut]; enclosure [In'klou3s]; en-
courage [In'karidz]; final [fain(o)l]; finance [faIneen(t)s]; to
finance [fai'neen(t)s]; focus ['faukss]; generally ['d3en(o)r(s)l1];
highlight ['har1lart]; hire ['haIs]; interview ['Intovju:]; objective
[Ob'dgektiv]; overcrowded [ouvo'kraudid]; precede [pri'si:d];
prospecting [pro'spektin]; request [rI'kwest|; requirement

[ri'’kwalomont]; salutation [seelju'teif(o)n]; schedule [fedju:l];
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['sked3u:l]; series ['sIori:z]; sincerely [sIn'sIoli]; slightest
[slartost]; solicit [so'lisit]; specific [spa'sifik]; Vice-President

[\vais'prezid(e)nt]; view [vju:]; volunteer [,vdlon't1o]

Differentiate

reach [ri:tf] — mocaraTu; HOUIMPIOBATHCS (NPO 3AKOH); BU-
HOCHUTH (PiUUeHHSl, 8epOUKM); YKAAOATHU (Y200Yy mMouLo)

rich [r1ff] — Gararuit (Ha woce — in); LIHHUHA; PO3KIIITHUY;
IHTEHCHUBHUH (Npo Koip)

to present [pri'zent| — migHOCHUTH, HapyBaTHu (with); npen-
CTaBASTH, BpydaTH

a present ['prez(o)nt] — momapyHOK; TeHepimiHi; cydac-
HUY; icHyo4uH; naHui

schedule ['[edju:l] (BrE) — ['sked3u:l] (AmE) — criucoxk, niepe-
AIK; OIIHC; KaTaAoT; rpadik; ImaaH; IIporpama; po3KAa;
CKAQIaTH PO3KAA[, HaMidaTH; IAaHyBaTH

lay [le1] (laid, laid) — kaacTn, mOKAACTH; HAKPHUBATH, CTe-
AVTH

lie [laI] (lay, lain) — OpexaTu; aexkaTtu; OyTH po3TallIoBa-
HUM; IIOAITATH (Y UOMYCH)

series ['sIori:z] — cepid; BHIIyCK; KOMIIAEKT

serious ['sIorlss| — cepiio3Huil, HeOE3MEUHUH; BAXKAUBUH

hire ['hals] — matimaTu, opeHAyBaTH; AaBaTH HAIIPOKAaT,;
HalMaHHI

higher ['halo] — BepxHili, BuIIM; OiABIITHH

hear [hIo] — 4yTH; cAyXaTH, PO3TAIIATH (NUMAHHSL, CNPAsy)

head [hed] — roaoBa; po3ym; raaBa; HaYaAbHUK; OYOAIOBA-
TH; BECTHU

heard [h3:d] - 6i0 hear — uyTu
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finance [faineen(t)s] — dinancu, npudbyTKH

to finance [fal'neen(t)s] — dinancyBary; 3aiimaruca ¢i-
HAHCOBHMH OIIEPAIliIMH

letter ['lets] — OykBa; AiTepa; peecTpyBaTu

later ['le1to] — mi3Hime; rmotiM; 3rogoMm; mis3HINIHH

Useful phrases

— application letter — MBA (Master of Business

— at the employer’s Administration)
convenience — request for an appointment

— at your convenience — solicited letter

— body of the letter — salutation

— C.V. (ei0 curriculum vitae) - to be a good person

— correspond (with /to) for particular job

— courtesy title — to be aimed at

— cover letter — to describe merits

— enclosure/enclosed — to encourage action

— envelope — to highlight one’s strengths

— find out about — to motivate an employer

— hiring requirements to meet with you

— interview schedule — to present evidence

— job opening (vacancy) — to volunteer information

— job requirements — Yours sincerely/faithfully/

truly

Note! The Master of Business Administration (MBA or
M.B.A.), a master’s degree in business admini-
stration, attracts people from a wide range of
academic disciplines. The core courses in an MBA
program introduce the various areas of business
such as accounting, finance, marketing, human
resources and operations management; many
programs include elective courses.
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Reading

The application letter (sometimes called “a cover let-
ter” because it is sent with a C.V. in the same envelope) is
aimed at getting a job interview.

There are two types of application letters. A solicited
application letter is sent to a definite, or announced, job
opening. An unsolicited or “prospecting” letter is one sent
to a company that has not announced an opening. The
objectives of an application letter are:

— to get attention;

— to introduce qualifications;

— to present evidence;

— to encourage action.

Remember! Your application letter will represent
you to the employer. If several applicants have the same
qualifications, only those writing impressive letters will be
interviewed.

Task 1. Read the passage, summarize the main points,
use them as guidelines in your job search

Advice for Job Seekers
(By Robert M. Hochheiser)

The only reason for sending your application letter
is to motivate an employer to meet with you. And it
means that you shouldn’t say anything in a letter that
has even the slightest chance of keeping you off his al-
ready overcrowded interview schedule.

In the first paragraph of your letter, identify the job
you are writing about. Mention how you found out about
the job. Was it through a newspaper ad or did an employee
with the business tell you about the job? The next para-
graph should talk about your abilities. Tell why you are a
good person for that particular job. The final paragraph
should contain two items: a request for an appointment at
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the employer’s convenience and information about when
and how you can be reached. If you think the boss wants
an MBA and you haven'’t got it, don’t mention your educa-
tion. Does this mean that you should lie? No, it only
means that you shouldn’t volunteer information that
might be considered in a negative light. Be specific, focus
on how good you are and don’t say anything that might be
viewed as negative. Most important, ask for an interview.

Tailor your application as closely as possible to the
known or probable requirements of the job you seek. That
may be difficult if you are sending out hundreds of appli-
cations. Use a series of well-written letters, each of which
highlights your strengths relative to a specific set of hiring
requirements, and whenever possible, personally ad-
dressed.

Task 2. Answer the questions

1. What is the main purpose of an application letter?

2. What is the difference between solicited and un-
solicited application letter?

3. What is the content of the three main paragraphs
of an application letter?

4. Can you put negative information or lie in your
application letter?

5. Explain the phrase: “Tailor your application to the
job requirements”.

6. What are the main characteristics of a good ap-
plication letter?

Task 3. Study the model letter, read about its components

Address
Addressee’s name Date
Job title
Company name

42



Company address
Salutation

Body of the letter:
1. Introduction
2. Main part
3. Closing

Parting
Signature
Sender’s name!
Enclosure

Components of the Application Letter
Address:

Great Britain: USA:
10 Spring Gardens 145 Chinaville Rd
London SW1A 2BN Lake Forest, IL 60045
United Kingdom USA

The date

The date is written below the sender’s address,
sometimes separated from it by a space. Traditional Brit-
ish variants: 11 Apr. 2002; 11 April, 2002; 11th April,
2002. American variants: April 11, 2002; April 11th,
2002.

The addressee’s name

If the surname of the person is known, it should be
preceded by a courtesy title and either the person’s ini-
tial(s) or his/her first name, e.g.: Mr P.J. Brown or Mr

1 Sender’s name consists of: First name, it means the first among
the other names given to a child, e.g.: George Bernard Shaw; syn.:
forename. Christian name — a name given when baptized.

Middle name — all the other names besides the first name (usually
abridged), e.g.: Charles John Huffam Dickens (John - father’s name,
Huffam — Godfather’s surname). Family name, syn. surname.
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Peter Brown. Courtesy titles are: Mr/Mrs/Miss/Ms. Spe-
cial titles are: Dr. (Doctor), Prof. (Professor).

After the name a position (job title) of the addressee
is written, separated by a comma, e.g.: Mr George Wright,
Vice-President.

If the name of a person is not known, his/her posi-
tion is written as follows: The Vice-President.

The salutation

If you know the name of the person you are writing
to, the salutation takes the form of “Dear” followed by a
courtesy title “Mr/Mrs/Miss/Ms” and the person’s sur-
name. Initials or first name are not generally used in
salutation. If you are in doubt whether a woman is mar-
ried or not, you may use the title “Ms” [miz] instead of
“Mrs” or “Miss”.

“Dear Sir/Madam” opens a letter written to a
man/woman whose name is not known. “Dear Sirs” is
used to address a company. In the USA a letter to a com-
pany may open with “Gentlemen”, followed by a colon.

The body of the letter

The body of an application letter usually consists of
three parts: introduction, main part and closing.

In introduction mention the source of information
about the job and position you are applying for.

In main part (qualifications) describe your merits
and qualities which correspond to the job description!.

In closing request for an interview.

The parting

The parting formula depends on the form of saluta-
tion: “Yours sincerely” is used if the letter begins with
“Dear Mr/Mrs/M ...”; “Yours faithfully” if the letter begins

1t is a summary of responsibilities and duties of an employee.
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with “Dear Sir/Madam”; “Yours truly” or “Very truly
yours” if the letter begins with “Gentlemen”.

The sender’s name

In the sender’s name the first name and the surname
are usually written in full, middle name(s) — in initials.

The enclosure

The enclosure also enclosed or enc., is written if a

sender puts his/her resume/C.V. into the same envelope.
(Haymenko A. IT. Business English Course:

Buszec-kypc aHrauiickoro gsplka. — K.:
A.CK., 2004. — 448 c. — Anra., pyc. p. 87-
96; 160-164)

Task 4. Answer the questions

1. What are the main parts of an application letter?

2. What sections does the body of the letter consist of?

3. What information should be included into intro-
duction, qualifications and closing?

4. If in the greeting “Dear Mr Steward” is written what
parting formula should be used at the end of the letter?

Task 5. Match the words 1-13 to their synonyms a-m

1. surname a) cover

2. greeting b) courtesy
3. conveniences c) last name
4. politeness d) comfort

S. doubt e) maintain

6. encourage f) concluding
7. final g) distrust

8. focus h) select

9. forename/Christian name i) concentrate
10. highlight j) objective
11. target k) request

12. 1id ) salutation
13. demand m) first name



Task 6. Match the words 1-6 with their opposite meaning

a-f
1. civility a) rudeness
2. disbelieve b) trust
3. closing c) leave-taking
4. precede d) follow
5. demand e) response
6. speech of welcome f) opening

Task 7. Look at the four words. How many different
words can you form with each one?

1. announce
announcement, announcer, announcing
2. object

3. present

4. impress

5. interview

What part of speech (verb, noun, adjective, adverb,
etc.) is each word you have formed? What part of speech is
the original word?

Task 8. Complete the application letter with appropriate
words. Consult the Functional Language section

Dear Sirs,
With to your advertisement in the
“Guardian” 1 to your company for the

of the purchasing assistant.
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I am currently in the purchasing de-

partment of Well & Goode Ltd, where my are
to cover purchasing of all stationery! for the firm.

If for the interview, I can come on any
day at your
C.V.
Yours ,
John P. Star

Task 9. Rewrite the sentences in a more formal way

1. I have read your advertisement in the last week’s
edition of the ...

2. I have learned from business associates ...

3. I wish to apply for the job of ...

4. Please send me further details of ...

S. I send you my C.V. together with the application
letter.

Task 10. Study the application letter. What’s wrong with it?
What information is missed, what is redundant or
irrelevant? Rewrite it in a more professional way

Dear Ms. Collins:

I saw your advertisement for a news reporter, and I
wish to apply for the job. Enclosed is my résumé and
some clips for your consideration.

Although I have made my living in marketing, writ-
ing and news have always been my first love. I have been
writing features for a couple of local newspapers while
working at market research. I majored in journalism at
State University and did an internship at Island Hopper
News in my junior years. While I may not have all the
hard news experience you are looking for, I certainly
know how to write. My best regards, Angela Reed.

1 Stationery ['stelfon(o)rl] — KaHIIEASIPCEKE IPUAALIJIS.
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A good application letter should:

— be personal (have the name and position to whom
it is addressed);

— give the reason of applying for a particular com-
pany;

— be persuasive, i.e. written according to the AIDA
formula: “Attention — Interest — Desire — Action”;

—use simple and direct language;

— have perfect spelling, p

unctuation and grammar;

— no typing errors are admitted;
— have ethic attractive layout;
— be printed /written on top quality paper;

— be short (one page long),
— be original;

standard, and business-like;

— photocopies are unacceptable.

FUNCTIONAL

LANGUAGE

Application Letter Writing
Tips

Referring to the job ad-
vertisement in ...

CTOCOBHO OTOAOIIIEHHS IIPO
poboTy y ...

I apply for the position
of .

91 xo4dy oTpuMaTu rocamy ...

I would like to apply for
the position of ... adver-
tised in this month’s
edition of ...

9 xoTiB OM momaTH 3adABY
Ha Tocafny ... peKAaMOBaHY
Yy BUAAHHI 3a IIe¥ Micalp ...

I am writing to you con-
cerning your advertise-
ment of a vacancy for a

9 muiny Bawm 1omo Bamroro
OTOAOIIEHHS IIPO BaKAaHCIIO
IOAd OBOMOBHOTO CeKpeTa-

bilingual secretary to | ps, 106 mIpaifoBaTH y €KC-
work in your export | mOpTHOMY Bimmiai.
department.

I am answering your | Y BianoBimaro Ha Balle
advertisement for the | oroaoimeHHIO TIpO TOCALY

post of Bank trainee
which is published in ...

craxkepa 0aHKy, sIKe OmImy0-
AIKOBaHO B ...
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I am replying to the ad-
vertisement of 18 June
for a Sales Manager
which you placed in the
“Export Journal” ...

91 BinmoBimaio Ha pekaaMy
Bin 18 uyepBHS OAS MeHe-
[Kepa 3 IpoJaxKy, SKy BH
po3mictuaun B «Ercropt
JZKOPHAA» ...

7.1 am writing to ask if | 9 mumy, 106 3anuTaTH, YU
you might have a va- | moxkauBo y Bac e BakaHcia
cancy in your office for | B odici maa Oyxraarepa
an accounts clerk. (obaikoBIIS).

8.| I was recommended by | MeHi mopeKoMeHAyBaB Mic-
Mr ... who is currently | Tep ..., KM HUHI ITpaIioe
working in your firm to | y Bamri#i dipwmi, Hanucatu
write to you concerning | Bam 1momo MoxkamBoi 1moca-
a possible post in your | gm y BamoMmy Bimmiai.
department.

9.| I am particularly inter- | 4 ocobauBO 3alliKaBA€HHH
ested in the position you | B mocanzi, aky Bu niporiony-
offer, as I know my pre- | ere, Tak 9K g 3HAI0, 110 Mii
vious experience and | momepenHiil mOCBiA i aka-
academic  background | memiuna ocBita Oyme Kopu-
would be valuable in the | cHoro B obaacrti ... (TexHiKkH,
area of ... (engineering, | 6i3Hecy, OyXraaTepCbKOro
business, accountancy). | 004aiKy).

10/ T am sure I would be | I BrIeBHEHHH, II0 MOCATHY
successful in this post | ycmixy Ha mi#i mocazni, Taxk
as I have now gained | 9k a Bxe HaOyB mocBiny i
the experience and | HaBUKIB, 9Ki HEOOXimHi.
skills that are required.

11/ As an (job title) I | dx (HazBa mocamu) Y1
know my background in | 3Hato, o Mmi# gocBig pobo-

. (area of work) would | Tu B (obaactTs poboTH)
prove valuable to you, | BUABUTBCA IIHHUM [JAS
especially as [ have been | Bac, 0co6AuBO Tak gK 4
dealt with ... B3Ke 3aliMaBcd ...

12.| This position would re- | llg mocama BUMarae KOroch,

quire someone who has
had extensive experi-
ence of which 1

XTO Ma€ OOIIMPHUIHA JOCBIL ...,
gaKuid g 3000yB 9K akangeMi-
YHO, TaK i KOMEPIiHHO B ...
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gained both academi-
cally and commercially
at ...

13.

At present I am em-
ployed at ... as ... where
I deal with ...

B manHuil yac g4 mpamiomo B
. 9K ..., [€ 9 Mam CIIpaBy
3 ...

14.

During my time at ... I
worked on several pro-
jects which were very
successful.

[Tig gac moro nepebyBaHHS
B ... g IIpallfoBaB Hal KiAb-
KOMa I[IpOoeKTaMH, sSKi Oyau
[y>Ke YCHINTHUMHU.

15| At ... company my du- | B KoMIIaHii y Mol
ties included ... 000B’sI3KH BXOIHUAO ...
16.| I graduated from ... col- | I 3akiH4YuB KOAEK Y

lege in 2001 with a di-
ploma in ...

2001 por11i 3 AUIIAOMOM B ...

17.

I am a graduate of ...
University and possess
a Bachelor Degree of
Arts.

91 BUIIyCKHUK ... YHIBEPCH-
TEeTy 1 Mar CTyIiHb Oaka-
AaBpa MHCTEIITB.

18.

Next year I will graduate
with a MBA (Master of
Business  Administra-
tion).

HactymHOTO POKY 9 OnEPXKY
CTYIiHb MaricTpa yIHIpaB-
AiHHga ~ 6i3HecoM  (3BaHH4A
BUIIyCKHHUKA 0i3HEC-IIIKOAH)

19.

I have successfully comp-
leted a course in PC.

9 ycmimrHo 3aKiHYUB KypcC 3
[IK (mporpaMyBaHHS).

20.

Speaking about my pro-
ficiency in foreign lan-
guages they are the fol-
lowing: English - excel-
lent, German - fluent,
French — good.

FoBopsgyuM IIpo MOIO KBaai-
dikariiro 3 iHO3eMHUX MOB,
BOHA HaCTyIIHA: aHTAIHICEKA —
BiIMIHHO, HiMeIlbKa — BiAb-
HO, (ppaHIy3bKa — g00pe.

21.

I would appreciate the
opportunity to discuss
my qualification with
you at your conven-
ience.

9 Oymy BOAYHUE 3a MOXK-
AVBICTH OOTOBOPUTH MOIO
KBaaiikaiiro 3 Bamu koau
Bawm Oyze 3py4HoO.
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Task 11. Using tips, write your own application letter. If
you need some inspiration on what to include
and what format to use, here are three excellent
cover letter examples. Compare them. Which do
you like the best? Why?

1. Standard, conservative style

This is ideal for sectors such as business, law, ac-
countancy and retail. For more creative sectors, a letter like
this might be less appealing, and could work against you.

Dear Mr Black,

Please find enclosed my CV in application for the
post advertised in the Guardian on 30 November.

The nature of my degree course has prepared me for
this position. It involved a great deal of independent re-
search, requiring initiative, self-motivation and a wide
range of skills. For one course, [insert course], an under-
standing of the [insert sector] industry was essential. I
found this subject very stimulating.

I am a fast and accurate writer, with a keen eye for
detail and I should be very grateful for the opportunity to
progress to market reporting. I am able to take on the re-
sponsibility of this position immediately, and have the en-
thusiasm and determination to ensure that I make a suc-
cess of it.

Thank you for taking the time to consider this appli-
cation and I look forward to hearing from you in the near
future.

Yours sincerely

2. Standard speculative letter

This may vary according to the nature of the organi-
zation and the industry you’re applying to.

Dear Mr Brown,
I am writing to enquire if you have any vacancies in
your company. I enclose my CV for your information.
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As you can see, I have had extensive vacation work
experience in office environments, the retail sector and
service industries, giving me varied skills and the ability to
work with many different types of people. I believe I could
fit easily into your team.

I am a conscientious person who works hard and
pays attention to detail. I'm flexible, quick to pick up new
skills and eager to learn from others. I also have lots of
ideas and enthusiasm. I'm keen to work for a company
with a great reputation and high profile like [insert com-
pany name].

I have excellent references and would be delighted to
discuss any possible vacancy with you at your conven-
ience. In case you do not have any suitable openings at
the moment, I would be grateful if you would keep my CV
on file for any future possibilities.

Yours sincerely

3. Letter for creative jobs

We've used the example of a copywriter but you can
adapt it for your profession. The aim of a creative letter is
to be original and show you have imagination, but under-
stand what the job entails. Balance is essential: don’t be
too wacky, or it will turn off the reader.

Dear Ms Green,

Confused by commas?

Puzzled by parenthesis?

Stumped by spelling?

Perturbed by punctuation?

Annoyed at the apostrophe? (And alliteration?)

Well, you’re not alone. It seems that fewer and fewer
people can write. Unfortunately, there are still a lot of peo-
ple who can read. So they’ll spot a gaffe from a mile off.
And that means it’s a false economy, unless you’re 100%
sure of yourself, to write your own materials. (Or to let cli-
ents do it for themselves.)
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To have materials properly copywritten is, when one
considers the whole process of publishing materials and
the impact that the client wishes to make, a minor ex-
pense. Sloppiness loses clients, loses customers.

There is an answer. Me. Firm quotes are free. You
can see some of what I do on my multilingual website at
[insert web address]. If you’d like, I can get some samples
out to you within 24 hours. And, if you use me, you’ll have
some sort of guarantee that you can sleep soundly as
those tens of thousands of copies are rolling off the
presses.

Luck shouldn’t come into it!

With kindest regards
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Lesson #4

Filling in Forms

“Practice makes perfect”
(American proverb)

Starting up

1. What documents do you need to fill in when you
apply for a job?

2. Have you ever had to fill in a form? Did you find
it difficult?

Read the words and word-combinations.

Pay attention to the pronunciation

access [‘eekses]; accident ['aeksid(o)nt]; affidavit [,eefi'dervit]; ail-
ment [ellmont]; cheque [tfek]; circle ['sa:k(o)l]; database
['dertobels]; factual [faktfusl]; financial [far'neenf(s)l]; fore-
name [f3:neim]; initial [1'n1f(9)l]; injury ['Ind3(s)r1]; insurance
[In'[usr(o)ns]; license [lais(o)ns]; marital ['meerit(o)l]; preclude
[prr'klu:d]; purchase ['pa:tfis]; require [rI'’kwals]; resignation

[,rezig'nelf(o)n]; sign [sain]

Differentiate

cheque [ffek| — uek; omepxkaTu (gpowti) 3a YEKOM

check [ffek]| — uek; KOHTPOAB, IEPEBIPKA, PEBIZisA; KOHTPO-
AIOBaTH, IIEPEBIPSATH

Czech [tfek] — uyex; yecbKa MOBa; YECHKHUMA
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Useful phrases

— academic — Left to pursue other

— access to information opportunities

— block capitals — marital status

— branch of service — Mr

— Check one — Mrs

— Continued on attached — Miss
sheet/on a separate sheet — N.A. (not available)

— creed - N/A, n/a (not applicable)

— date of birth — Person to notify in case

— decorations of emergency

— draft status — personal reasons

— ethnic group — personal references

- extra-curricular — physical disability, handicaps

— fair employment practice law - rank

— False statements on this - reason for leaving
application shall be — scholastic average
considered sufficient — social security number (SS#)
cause for dismissal — The facts set forth above

— Have you been convicted in my application for
of a crime in the past employment are true and —

— ten years? complete

— Have you ever been — vocational
bonded? — When/Date available

— Have you taken any — You are hereby authorized
training under the to make any investigation
G.I. Bill of Rights? of my personal history

— Hereby I promise ... and credit and record

—illness through any investigative

— immediate supervisor or credit agencies or

bureaus of your choice

Reading

There are many cases when you are asked to fill in
a form:

— applying for a passport;

— applying for a driving license;
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— applying to join a library or club;

— applying for a job;

— giving information like in the Census form;

— recording a complaint;

— filling in a course.

You might also complete a form online to find out
about jobs in your area or to book a ticket for a journey
or a show.

Some forms, such as accident-report forms, require
you to organize and report on factual information. Others,
such as job-application forms, require you to market or
‘sell yourself’ in addition to giving factual information
about your experience and skills.

Forms can be filled in different ways, including:

- by hand;

— by word processor and signed by hand,;

— online (and sent online).

Online forms

Some online forms can give you access to information
on a database. This can save you time when youre making
travel plans, or when searching for job vacancies. You can
also use online forms to make a purchase, such as book-
ing a flight. Many companies or organizations will want you
to register with their website and they’ll ask you to complete
a registration form. In this case you will need to fill in your
e-mail address, as well as a user name and password in
order to protect your personal details.

If youre sending payment with a form, you have to
be especially careful filling in the form, ensuring that all
the details are correct. You may decide to send a cheque,
credit card details, or complete a direct debit form or bank
transfer. If you're filling in your financial details online, you
need to be sure that you are using a secure site. A secure
site will have https in the address bar and there will usu-
ally be a padlock symbol on the screen. Many forms include
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a question asking you if you want to be sent further infor-
mation or if you’d like to be informed of other similar prod-
ucts or services. If you don’t want your personal details to
be passed on to other companies, check this section of the
form carefully. If youre completing a form online, you may
have to ‘untick’ a box. Companies have a duty to protect
your personal details under the Data.

Note! Before signing a form, make sure you understand what
you’re committing yourself to.

If you complete a form online, you can fill in the
form and send it immediately. You won’t need to sign an
online form, but it’'s important to check the form very
carefully before pressing the ‘send’ button to make
sure that all the information is correct. It’s also a very
good idea to print and save a copy of the form so you
have a record of what you've completed and sent. This
may also be helpful for the next time you need to com-
plete a similar form.

Note! Before filling in any form it’s important to be sure of
the purpose of the form and to think about who might
read it.

Sometimes there are different types of questions in
different sections of a form. There may be questions with
a list of possible answers and you have to choose the an-
swer that applies to you.

You may have to circle or tick the right answer to a
question, or cross out the wrong answers.

If you’re completing a form on a computer, you may
have to use the mouse to click on a drop-down menu and
you then click on the answer that’s right for you.

TIPS for Filling in Forms

— It is good to keep all the information you might
need together so you can find your personal details
quickly and easily.
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— Make a copy of the form so that if you make a
mistake you can start again. You can always ask for an
extra form to practice on.

— Read the form carefully before you write anything.

— Check that you understand all the language used.

— Make sure you understand the instructions on the
form.

— If there is something on the form you do not un-
derstand, ask for help.

— You may not need to fill in everything.

—If it does not apply to you leave it blank.

— Often the information you need to give on forms is
the same.

Once you get used to filling in forms they will all be-
come easier!

Read the instructions (left)
and explanations (right) below

— Write in BLOCK — Write the whole word in capital
CAPITALS letters

— Please tick appropriate — Put a tick v"in the box that’s
box right for you

— Delete where — Cross out the answers that
applicable don’t apply to you

— Please print — Write without joining up the letters

— Please specify — Please give details

BLOCK LETTERS

Sometimes you are asked to fill a form in Block Let-
ters or Block Capitals. This means writing EVERYTHING IN
CAPITAL LETTERS.

This is to make the information very clear and easy
to read or easy to scan by a computer.

BUT! When you are asked to write in Block letters
this does not mean your signature. You sign your name
in the usual way.
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Forms with Boxes
When you have a form with boxes to fill in make
sure to write one letter in each box. Leave one box space
between each word.
Write one number in each box. Usually there are
two boxes for the numbers. If it is a single number like 3
and 9 you have to put a O first to fill all the boxes.

Surname|B|Y|R|N|E| | | | | | | | |

First
Fst MIAIRIY] [ [ [ [ T T T ]
Address [1]2] |[H|I1|L|L] |[D|RJ[I |[V]E]
Date of
Dateof 73T T1Jo] [1]o(8 (1] [ [ [ ]

Task 1. Fill in this form with your own information. Use
BLOCK CAPITALS.

Surname
I

First
N I I N I

Address

Date of
pirth 1 | [ [ [ [ 1 1 T [ |

Task 2. Choose the right answer

1. A form can be described as:
a) a pre-set format;
b) a quiz;
c) a list.

59



2. To delete means to:
a) skip that question,;
b) cross out;
c) circle the right answer.
3. A census form collects information on:
a) the number of children in a school;
b) what films you think should be censored;
c) the population.
4. The Data Protection Act allows you to:
a) refuse to answer any questions you don'’t like;
b) find out about information organisations hold
about you,;
c) collect information about individuals for up to
S years.
5. An open question is where you have to give:
a) a yes’ or ‘no’ answer;
b) an honest answer;
c) the answer to a question in your own words.
6. A woman’s maiden name is the same as:
a) her married name;
b) her surname before she was married;
¢) her forename.
7. Your forename is another name for:
a) your personal name;
b) your surname;
c) your title.
8. A woman can use the title ‘Ms™:
a) only if she is married;
b) only if she is not married;
c) regardless of whether she is married or not.
9. Forms always need to be signed and dated. True or
false?
a) True;
b) False.
10. The letters D.O.B. on a form means:
a) when you were married;
d) when you were born;
c) when you left school.
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Task 3. Follow the instructions and complete each section
of the form for Maria
Maria Webster is 34 years old and single. She lives
at 47 Harwood Court, Dunstan Road, Bingley, YA2 3EW.
She does not have a driving license. She has a visual dis-
ability and is registered disabled.

Then use another copy of the form to fill in your own
details.

Please complete in black ink and write in block capitals

Full name:

Title (please circle as appropriate):
Mr/Mrs/Ms/Miss/Other

Address (including postcode):

What is your age group? Please tick as appropriate:

Under 18 years [118-25 years [126-40 years [141-60 years
[JOver 60 years

What is your marital status (please tick as appropriate):
Single [IMarried [ICivil  Partnership [1Divorced
[ISeparated [IWidowed [/

Please answer Yes or No:

Do you have a full driving license?

Are you registered disabled?

Your signature:

Today’s Date
DIDIM|M|Y|Y|Y|Y
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Task 4. Match the word or abbreviation (short form of a

10.

11.

word) on the left to its meaning

For office use/ a) How you sign your name
official use only

N/A b) The first letter of your forenames
and surname

Forenames c¢) Your nearest or closest relative

Signature d) Not applicable

Next of kin e) Any family members who rely on
you for financial support

Title f) Your National Insurance Number

Dependants g) Are you employed, unemployed,
self-employed, a career, etc.

Marital status h) Your first names (not your
surname or family name)

Initials i) Say if you are single, married, in a
civil partnership, divorced or
separated

N.I. No. j) Not to be filled in. This section is
completed by the organisation.

Employment k) Mr/Mrs/Ms/Miss, etc

status

Task 5. Here are details for people who wish to join a li-

A.

brary. Fill in their library cards
Paula Marshall lives at 21 Darrow Close, London
SW24 5CJ. Her e-mail address is pmar-
shall34@gigglemail.com. Her mobile number is 07877
200 3000. She was born on 21 November 1966.

Gill Hutchinson lives at 17 Watts Road, London
SW28 3MH. She was born on 19 August 1948. She
does not have an e-mail address or a mobile phone.
Her home phone number is 05563 300 4348.

Safraz Mahmood lives at 9 Evershot Court, London
SW24 8DS. His e-mail address is SafM@gigglemail.com.
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His mobile phone number is 07997 837 8304. He was
born on 12 April 1991.

Skillswise

Date of birth: MolRE —
T | Email:

3

4110

Date of birth: bl
/ / Email: l

Address:
CIty:“ - ' Postcode:
Phone: |

Date of birth: RREe

/ / Email:|
Entry 1 & 2 Workshest bbe.co ukiskillswise sesciz [EEE
Page 2 of 2
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Task 6. Completing an accident report form

A short account of an accident that took place in the
Wordywise store is given below. Read the account and
then extract the necessary information to complete the ac-
cident report form. Complete the form as though you were
the sales assistant who witnessed the accident.

Accident report

It was Monday 1 June, the first day of the Wordywise
summer sale. The store had opened at 8.30 a.m. It was
going to be a busy trading day! Half an hour after opening
time, Joanna Davies arrived at the store to buy clothes for
her summer holidays. She headed straight for the fashion
department on the ground floor. She was so intent on
searching for bargains that she failed to see the rail of
clothes that had been left in the aisle. Joanna tripped and
fell to the floor, cutting her left knee. A sales assistant
working nearby saw what happened and rushed to her
aid. First of all she found a chair for Joanna to sit on, and
then called for a first-aider. The first-aider cleaned the
wound and applied a dressing. Fortunately the cut was
not too deep and Joanna soon got over the shock. After
giving the sales assistant details for the accident report
form, she carried on with her bargain hunting.

Completing an accident report form

Details of the accident
Date of accident Time of accident
Where the accident occurred

Briefly described what happened

Details of the injured person
Name
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Male/Female
Nature of injury
Was first aid given? YES/NO. If YES give brief details

Name of the person, completing this report
Signature

Task 7. Making a form

You are organizing a raffle to raise funds for a char-
ity. You need to design a form for the back of the tickets.
Think about:

— what information you need to know;

— the order of the information;

— which information belongs together;

— how much space is needed.

Here are some things you might be asked to fill in
on a form. Will you need all of them? Which ones do you
think your form should have?

— today’s date — family name — postcode

— mobile number — signature — date of birth
— home address — first name — home number
— e-mail address - age — city

Task 8. Fill in a sample of application form below
Application for Employment
(Please print plainly)

PERSONAL

. . Social
Name Last First Middle Security No:
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Present No. Street City State Zip Code

address

Phone No. (h/o):

Male Female Height: Weight:

Sex:
Marital status Single Married Divorced | Widowed
Date of Birth: Nationality: No. of Children:
Present Position: | Driver’s license:

Person to notify in case of emergency:

EMPLOYMENT DESIRED

Position When available Salary expected
applying for
Have you ever applied Where When

for this company before?

RECORD OF EDUCATION

School Name and Level Degree Area of
attended address completed | or grade | speciality

Elementary

High school

College

University

Other

Special skills (list)

Typing speed WPM Shorthand speed WPM
MILITARY SERVICE RECORD

Dates of duty: from to

Branch of Armed Forces

Rank at discharge

Decorations received

RECORD OF PREVIOUS EMPLOYMENT
Past Employers:

Name Dates i Weekly|Reason for| Name of
and address from/to Position sal leavin; supervisor
of company ary g p

ADDITIONAL INFORMATION
Please use this space for further details of knowledge and experience
that you consider are relevant.
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PERSONAL REFERENCES
Please give the names of three persons who can be consulted
regarding your suitability for this post:

Name and occupation Address Phone No.

PHYSICAL RECORD
List any physical defects which preclude you from performing
certain kinds of work.
Have you had a major illness in the past 5 years?

Were you ever injured? Give details
Have any defects: in hearing? in vision?
in speech? other
Date Signature
DO NOT WRITE BELOW THIS LINE
Interviewer Date Comments
REMARKS:

The Civil Rights Act of 1964 prohibits discrimination in employ-
ment practice because of race, colour, religion, sex or national
origin. New York City law prohibits discrimination based on
physical handicaps.
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Lesson #5

The Curriculum Vitae (CV)/Résumé

“You are not your résumeé,
you’re your work”
(Seth Godin)

Starting up

1. In your opinion what makes one CV good and
another less so?

2.Is a good CV important for getting an interview
when applying for a job? Why?

3. Have you ever had to write a CV?

4. Think about the language you need to write a
good CV.

Read the words and word-combinations.

Pay attention to the pronunciation

aeronautics [,eara'nd:tiks]; affiliation [o,fili'e1f(o)n]; bachelor
['beetf(o)ls]; capitalize [keepit(s)laiz]; crucial [kru:f(s)l]; Cur-
riculum Vitae [ko,rikjolom'vi:ital]; exaggerate [1g'zeed3orelt];
impression [1m'pref(o)n]; include [in'klu:d]; liaise [l1'elz];
margin ['ma:d3in]; minimize [minimaiz]; neatly [ni:tli];
pique [pi:k]; proofread ['pru:fri:d]; prospective [pro'spektiv];
result-oriented [rI'zAlt 'D:riontod]; résumé (BrE) [rezju:meil,
(AmE) [rezu'mei]; schedule (BrE) [[fedju:l]; (AmE) ['sked3ul];
target ['ta:gIt]; truthful ['tru:6£(9)]]
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Useful phrases

— 5 years legal experience

in real estate sales

— accomplishment

— awards

— circular status

— completed business
courses in

— crucial

— currently enrolled in ...
programme

— developed and imple-

mented new programmes

- did light typing, filing,
and mailing
— directly responsible for

supervising two clerical

workers

— duties included ordering

supplies, maintaining
records, transcribing
orders, greeting and
assisting visitors

— earned high average grade

— fellowships
— finished secondary
school with honours

— grade point average (GPA)

— honourably discharged
with rank of ...

— honours

— internship

— job objective

— job-by-job

— litigation

— looking for a responsible
and challenging mana-
gement/sales position

— major

— performed general
banking procedures

— possessing strong computer
skills, including detailed
knowledge of Word 7.0.

— redundant

— reference, testimonial (AmE)

— responsibilities include
programming, checking
system malfunctions,
keeping time-sharing
records on visitors

— responsibilities included
assisting customers,
stocking merchandise,
taking inventory

— résumeé

— reverse

— self-assessment

- self-inventory

— to pique

— to seek entry-level/full-time/
part-time position

— to take part in student
contest in economics

— trained and experienced in
photography, investigation,
and interviewing techniques

— worked with local firm for
4 years
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Reading

The Curriculum Vitae (CV) or Résumé is a document
which you give to an employer when you apply for a job.
It is a summary of your education, skills and work that
you have done. There are two terms which exist in paral-
lel: CV (BrE), or a curriculum vita, which comes from
Latin and means autobiography, and résumé (AmE)
which is borrowed from French and means a summary.

The résumé is very important in job searching. It is
a calling card which is purposed to attract the interest of
the prospective employer.

An effective CV/résumé should:

— describe an applicant’s personality and demon-
strate his energy, ambition, and ability to work in teams;

—give the employer a sense that this candidate
would be a good investment for the company;

— address the employer’s needs. Its aim is to show
the prospective employers how an applicant’s skills, ac-
complishments and abilities match their needs and or-
ganization goals. The best way to achieve this is to in-
clude only the work experience that is relevant to the job
you are applying for.

An effective résumé must make a good first impres-
sion. Of course, appearance is important but content is
even more crucial. The information in a résumé needs to
be well-organized, easy to read, and result-oriented. It
usually includes personal information, professional and
volunteer experience, special skills, education, accom-
plishments, and references.

Every day employers sort through piles of résumeés
and typically devote 30 seconds or less to each one. Em-
ployers won'’t read any more than two pages, anyway. If
you can fit your résumé onto one page, that’s fine! Em-
ployers are looking for, among other qualities, strong or-
ganizational and communication skills.

70



There are two main formats of a résumé: chronologi-
cal and functional. The most popular among the begin-
ners is a chronological résumé.

In the chronological résumé a list of education
and work experience is presented in a reverse chronologi-
cal order. This is followed by a statement explaining job
responsibilities.

In the functional résumé experience and skills are
given under the job title, without dates or places of an
employment. In the functional résumé, emphasis is
placed on what you’ve achieved and not where and when
you achieved it. It is particularly useful if you have made
many changes from one field to another or previous jobs
are unrelated to the current position.

Your résumé also serves as a self-assessment tool,
an opportunity to complete a self-inventory and see
where you've been and where you’d like to go. The matter
of fact is that even an excellent résumé will not get you a
job all on its own. But it does show that you take your
career seriously and help you to market your skills and
experience. A good résumé helps you to pique a prospec-
tive employer’s interest and prevents you from achieving
circular status.

Task 1. Are these sentences true (1) or false (F)?

1. A CV is a document with information about you.

2. You use a CV to get a job.

3. You should put your photo on your CV.

4. Your CV should be 3 or 4 pages long.

S. It’s OK to have a few mistakes (spelling, grammar ...)
on your CV.

6. All information on your CV must be in full sen-
tences.

7. Employers usually look at a CV for about 2 min-
utes.
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Task 2. What parts does a CV have?

a) Write the missing letters;
b) Match the parts 1-6 with their meanings a—f.

1. Prs nl det_ _ils a)jobs you did before
2.Ed ct _n and b)things you enjoy (e.g. playing
q__lific t _ns a sport)
3. W_rk exp_r_ _nce c) your name, address, date
of birth, email, phone number
4. Sk_lIs d)the name of your school/
college; exams you passed
S. Int_r_sts e) things you can do (e.g. speak

a language; drive a car; use
a computer)

6. Rfrncs f) names of people who know
you (e.g. your teacher or your
boss), and who can say that
you’re good for a job

Task 3. Answer the following questions

1. What kind of paper is a résumé/C.V.?
. Is any difference between a résumé and a CV?
. What is the origin of the two words?
. What is their Ukrainian analogue?
. What is the main purpose of a résumé?
. What are the three main features of an effective
résumeé?
7. Why should an effective résumé be short?
8. What are the characteristics of a chronological
format?
9. What are the characteristics of a functional format?

o Ul b WIN

Note! In today’s job market, networking is essential. It
means using people you know to learn about oppor-
tunities. Networking is especially helpful when you
are looking for a different job. The more contacts
you have in different companies, the more doors
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can be opened to you. You can find out about job
openings before they are advertised. You can get
the names of the right people to call. Circulating
your résumé among your network increases your
chances to gain employment.

Model: Chronological Résumé

Name:
Address:
Tel./fax/e-mail:
Date of birth:!
Nationality:
Marital status: (single, married)
Job objective: (optional)
Summary of qualifications/skills: (optional)

Work experience: |(job-by-job history in a reverse chronologi-
cal order, starting with the most recent
position, including dates, companies, their
location, positions, responsibilities and
duties, accomplishments and promotions,
military service and volunteer work)
Education: (degrees, diplomas, and certificates listed in
reversed chronological order, names and
location of schools/institutes/universities
attended, graduation dates, major, GPA, if|
it is high, internship)

Honours, awards, |(years and names of prizes or awards)
fellowships:

Special skills: (computer literacy, names of software pro-
grams, hardware or other equipment; driv-
ing license)

Languages: (levels of proficiency: proficient, excellent,
fluent, good?)

1 Date of birth, nationality, marital status and religion are con-
sidered today as personal information and can be excluded from
the résumé.

2 If you are applying for a foreign company or joint venture the
lowest level of foreign language knowledge is “good”.
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Activities and in- |(names of organizations, societies, kinds of]

terests: sport, other specific activities)

References (testi- |(names, job titles, addresses, phone/fax/

monials Am.) e-mail of 2-3 people who know your work
well)

Components of a Chronological Résumé

Name header includes your full name (first and last
names and middle initials), your post/e-mail address and
fax/phone number. If you decide to use an answering
machine, record a professional outgoing message and
state your full name or phone number, so employers
know they’ve reached the right number.

Job objective. If you decide to use an objective,
put it right under the name header and use a heading,
such as “Objective”, “Job Objective” or “Career Objec-
tive”. State exactly the type of position you want in
12 words or less.

For example:
“A computer programmer for an aeronautics firm.”

Summary of qualifications/skills. The skills
summary, although optional, provides an excellent oppor-
tunity to summarize your qualifications and convince the
employer to read the rest of your résumé. The summary
should be targeted to your job goal and highlight specific
experience, skills and training related to the position you
are seeking. You may also call it “Skills Summary”, “Sum-
mary of Qualifications” or “Experience Summary”. It can
be in a paragraph or “bullet” form.

If you decide to use a paragraph, keep it two or
three short sentences.

For example:

Award-winning graphic artist with five years’ experi-
ence with state-of-the-art technologies on Microsoft and
Macintosh systems. Also skilled in video production and
computer-generated images. Software knowledge includes
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Adobe Photoshop, Aldus Freehand, Adobe Premier, and
Aldus Page Maker.

If you decide on a “bullet” format, list four or five
points. Remember to put your most important and most
relevant qualifications first.

For example:
— 10 years legal experience in products liability,

medical malpractice, contracts, real estate and personal
injury litigation.

— Trained and experienced in photography, investiga-
tion and interviewing techniques.

— Strong computer skills, including detailed knowl-
edge of Word 2007.

Professional experience section can be headed as
“Work Experience” or “Employment History” and is likely
to take the biggest part of your résumé.

It is the section most employers are interested in.
Starting with your present or most recent job, list the
jobs you have held. Give the description of your duties,
accomplishments, a sample of something significant that
you did. Use phrases instead of complete sentences (for
current job responsibilities in the present tense, for past
job responsibilities in the past tense), spell out acronyms
and abbreviations, and write different action verbs (see
the list of action verbs below) so none appears more than
twice. Avoid phrases “responsible for”, “duties included”,
headings “position”, “job title” which are obvious and re-
dundant.

Education generally follows the experience section.
However, your educational background can come before
your experience if:

—you’re a recent college/university graduate with
little job experience;

—you are changing your career and your education
is more relevant and impressive than your work experi-
ence. Start with the most recent degrees.
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For example:
1999 — present Master Degree in International Management

1997-1999 Bachelor Degree in Business Administration,
majoring in finance/ marketing

You may also use abbreviations B.S., B.A., M.B.A.
(See glossary). Note that because the city’s name is in the
university’s name there’s no need to repeat it.

If you didn’t graduate mention the years you at-
tended the college or school and the courses you com-
pleted. If you graduated with honours mention it in your
degree listing.

For example:

— Bachelor of Arts in Mass Communication, with hon-
ours, 1999, Boston University

Experience as a foreign exchange student is also
worth noting. Although it may not be related to your ca-
reer goal, the fact that you studied abroad shows you
enjoy a challenge and are willing to try new experience.

For example:

— One year foreign study at Athens University, 2001,
Greece

In Special skills section include the name of the
course and the date you completed the training.

For example:

— CAD software: 2-month training programme, NASA
Computer Training Center, Hampton, Va., September
1995

If you possess any other special skill such as know-
ing a sign language, you may also mention it here. But it
would be better if it is related to your prospected job.

Membership and activities: your activities do not
necessarily have to be career-related, but if most of them
are, you may use the heading “Professional Affiliations”. If
you have several professional or social memberships, do
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not try to include all of them. Just focus on the ones that
are related to your career. Otherwise, list any community
or civic activities you think to be important. Employers are
looking for “doers” — productive people. Your activities will
show that you are a well-rounded person with interests
outside of work. In addition, a list of your activities reflects
your ability to manage a busy schedule. One final note:
your listing in this section should be current and brief.

References can be supplied by a candidate’s former
employer, supervisor, teacher, university professor or
colleagues.

Task 4. State what is wrong with the following job objec-
tives, rewrite them in a more professional way

. Position with professional growth.

. Well-paid job in a foreign firm.

. Job as office manager/PA/secretary.

. Serious full-time, part-time job.

. Position with western organization.

. Serious job, preferably in a western company.
. A job in international marketing.

NOoO U~ W

Task 5. Study the list of action verbs; use them in your CV
Action Verbs

accomplished BUKOHYBaB
administered KepyBaB

applied 3aCTOCOBYBaB
arranged OpraHi3oBYBaB
audited epeBipsB 3BITHICTH
charted 3aMOBASIB

compiled CKAAQIaB

contracted YKAaaB (IOTOBIp)
controlled KepyBaB
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counselled
delivered
distributed
elaborated
estimated
evaluated
examined
expanded
filed
handled

implemented

instituted
instructed

liaised [11'e1zd]

maintained
managed
monitored
motivated
negotiated
operated
ordered
outlined
performed
processed
provided
purchased
recorded
recruited
repaired
reviewed
scheduled
searched
supervised

KOHCYABTYBAaB
[OCTaBASIB; YUTAB (1eKyii)
MIOIINPIOBAaB

[EeTaABHO PO3PO0AIB
IorepeaHbO OIiHIOBAB

[aBaB OI[IHKY IKOCT1
IepeBipsaB

pPO3BHBaB (mopeisJito)

BiB KapTOTEKY

KepyBaB; 00polAdB (8aHmMaKL,
JokymeHmuy); IporaBanB
BIIPOBA?KyBaB

3aCTOCOBYBaB

HaBYaB

OiATPUMYyBaB 3B’I30K

obcayroByBaB (001a0HAHHSL)
KepyBaB

KOHTPOAIOBaB, BiZICTeXKyBaB
CTHMYAIOBaB

BiB IIeperoBopu

IpaloBaB (HA MAULUHI)
3aMOBASB

OIIUCYBaB y 3araAbHHUX PHUCAaX
BHKOHYyBaB

06pob6aaB

3abe3mnegyyBaB

KyIlyBaB

peecTpyBasB

6paB Ha poboTy
PEMOHTYBAB

IIepeBIPsSB

CKAQIaB PO3KAAT
MOCAI/TI)KyBaB

KepyBaB
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supported 3abe3mnegyyBaB

traced BimcrexkyBaB
trained HaBYaB
verified IIepeBIipsSIB, KOHTPOAIOBaB

CVs often use reduced phrases (instead of full sen-
tences) with omitted first person pronouns, auxiliary
verbs, and certain prepositional phrases.

For example:

[ am fluent in German. — Fluent in German.

Or:

I conducted laboratory — Conducted laboratory

experiments. experiments.
Examples:

— Supervised five subordinates.
— Arranged summer schools for teachers.
— Managed performance of three projects.

Tips

— Adopt your CV to the position you apply for.

— Make it short — one or two pages.

— Emphasize your accomplishments and achieve-
ments.

— Be truthful. Do not exaggerate or minimize yourself.

— Use phrases instead of complete sentences, strong
active verbs.

— Avoid abbreviations and personal pronoun “I”.

— Make clear headings, capitalize or underline them.

— Leave spaces and wide margins to create a clean,
professional impression.

— Proofread to avoid mistakes in spelling, grammar,
and punctuation.

— Print neatly on high quality paper.
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— Don’t sign or date your résumeé.

— Keep copies of your résumeés on file for future ref-

erences. Update them regularly.

Task 6. Below is a sample CV of a graduate student (Ukr.

acniparnm). Study it carefully

CURRICULUM VITAE
IVAN MARKIV

Department of Applied
Mathematics and Computer
Science

Ivan Franko National Uni-
versity of L'viv

1 Unversitets’ka

Lviv, 79000

Ukraine

(+380-322) 96-4X-XX
E-mail:
ivan_markiv@franko.lviv.ua

Education
November 2001 — present

1996-2001

Work Experience

2000 - present

5 Matematychna, apt. 6
Lviv, 790XX

Ukraine

(+380-322) 64-XX-XX
E-mail:
ivanmarkiv@yahoo.com

Graduate student (doctoral
program in Applied Mathe-
matics), Ivan Franko Na-
tional University of Lviv.
Diploma of Specialist with
Highest Honour in Applied
Mathematics and Computer
Science, Ivan Franko Na-
tional University of Lviv.

Engineer, “UNT Co., Ltd”,
Lviv.

Responsible for creating a
local business information
network.
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Research Interests

Awards/Scholarships

2001

1998

Publications

Conference Presentations

Professional Skills

Languages

Translate and interpret from
English into Ukrainian.

Numerical methods.

Grant from the Central
European University for par-
ticipation in the Budapest
Summer School of Econo-
metrics.

First award in the Annual
Student Contest for the Best
Knowledge of English, Ivan
Franko National University
of Lviv.

“Numerical investigation of
some contact problems for
elastic-viscoelastic materials”
Prykladna Mekhanika (ac-
cepted for publication).

“Variation analysis of some
quasistatic problems for
elastic-visco-plastic materi-
als”. Annual Scientific Con-
ference of the Ivan Franko
National University of Lviv,
February 2002.

Familiar with computer ap-
plications C++, Visual Basic,
Delphi, FoxPro.

Ukrainian (native speaker),
Russian (fluent),

English (good),

German (fair).




Task 7. Here is the English version of a sample autobiog-
raphy of a Ukrainian scholar (the names of
Ukrainian places and universities are invented in
this text). Rewrite the autobiography in the form
of a CV adding necessary details

I, Kovalenko, Olena Petrivna, was born on May 16,
1969 in the village of Danyliv, Zakhidne region. My fa-
ther, Klymyuk, Petro Ivanovych, and mother, Klymyuk,
Mariya Mykhailivna, are school teachers.

In 1976 I entered secondary school Ne 1 in Danyliv.
I graduated from the school with the Gold Medal in 1986
and entered the Department of History of the Ukrainian
Humanitarian University in the city of Zakhidne. In 1991
I graduated from the University with the Diploma of
Higher Education with Highest Honors. My diploma pa-
per, “History of Ukrainian-Polish relations”, received the
award of the Ministry of Education of Ukraine.

From September 1991 until June 2001 I worked as
a junior researcher at the Ukrainian Institute of Histori-
cal Research in Zakhidne. I also worked part-time as a
teacher of history at Zakhidne secondary school No 15
from September 1991 until June 1994. In 1997 I partici-
pated in the U.S.-Ukrainian academic exchange program
and spent three months at the University of North Caro-
lina at Chapel Hill. In September 2000 I defended the
dissertation entitled “Current ethnopolitical situation in
Ukraine” and received a Kandydat Nauk degree.

Since September 2001 I have been working as a lec-
turer of the Department of History, Ukrainian Humani-
tarian University (Zakhidne). I am currently teaching
such courses as “Medieval history”, “Ethnographic meth-
ods in historical research”, and “Methodology of teaching
history”. My current research interests focus on ethnic
conflicts and oral history. I am the author of six papers
published in leading Ukrainian journals, and I partici-
pated in three national and two international conferences
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(see the enclosed list of publications). I am a member of
the Society of Ukrainian historians.

In 1994 I got married. My husband, Kovalenko,
Pavlo Ivanovych, works at the Zakhidne State Archive. My
son, Kovalenko, Nazar, was born in 1995.

Task 8. Write your own CV and discuss it with your class-
room partner.
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Lesson #6

Job Interview.
How to Succeed at an Interview

“5 minutes early is on time. On time
is late. Late is unacceptable.”
(Micah Solomon, contributor)

Starting up

1. What do employers look for in a job candidate?

2. Have you ever been interviewed? What advice
would you give to someone preparing for an interview?

3. “Why should I hire you?” Think of your arguments.

Read the words and word-combinations.

Pay attention to the pronunciation

ability [o'b1liti]; advertisement [od'V3:tIsmont|; agency
[e1d3ensi]; ambitious [eem'bifss]; apply [o'plaI]; bound
[baund]; certain ['s3:ton]; coincidental [kou,In(t)sI'dent(s)l];
competitive [kom'petitiv]; course [kd:s|; credentials [kr1'denflz];
decrease [d1'kri:s]; envisage [In'vizId3]; expand [1k'speend];
experience [ik'splorion(t)s]; genuine [d3enjuin]; guarantee
[[geeron'ti:]; headhunting [hedhAntin]; honest [bpniIst]; im-
proving [Im'pru:vip]; increase [in'kri:s|; intelligent
[In'telid3(o)nt]; issue [1fu:]; judgment [d3Ad3mont]; niche
[ni:f]; offer [pfor]; opportunity [bps'tju:noti]; patient [peifont];
perceive [pa'si:v]; precise [pri'sals]; poach [pout[]; prevent
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[pri'ven]; recruitment [rI'kru:tmont|; successful [sok'sesfol];
subtle ['sAtl]; vacant ['verkont]

Differentiate

current [kAr(o)nt] — gynHHWH; moTouyHHH; 0obiroBHH, SKUH
nepebyBae B 006iry

present [prez(o)nt] — TemepiirHi#; cygacHUH; icHyro4ui;
IaHUM, IIe¥ caMui

before [b1'fd:] — (adv.) pawniire; monepemry

earlier ['3:110] — (adj.) montepenHi; paHinIui

Useful phrases

- background - to be dismissed from a job

— Could it be earlier/later? - to be interested in the

- credentials opportunity

- employment agency/job - to be valuable to the
centre company

— envisage — to confirm acceptance

- fast learner - to do job for a company

— for the sake of — to fit into the position

- genuine - to fulfil the job

— human resources — to grant special advantages
manager/department - to have experience/

— perceive certain knowledge

— rapport - to hire the right person

- recruitment process for a job

- restrictions in the work - to leave current job
contract — to take risks

- subtle — We are pleased to offer

- take your time you the position of Sales

- to apply for position/the Manager
job — We regret that we are

- to be attractive to the unable to offer you the post
competitor
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Reading

Job Interview

In the country where jobs are not guaranteed and
employers interview several people for each job, the job
interview has become a science. This science can be
learned, but there is an important point to remember: it
is a dialogue, and you are an active participant.

A typical job interview usually consists of four prin-
cipal parts:

1) introduction — establishing a rapport;

2) main part — discussion of the interviewee’s back-
ground and credentials;

3) conclusion — answering the interviewee’s questions;

4) parting — thanking and saying good-bye.

Introduction. Many recruiters begin the interview
with a small talk. Topics may range from the weather to
sports, nevertheless, you are still being evaluated. The
recruiter may be judging how well you communicate on
an informal basis. This means you must do more than
smile and nod.

The main part. One may predict a few of the broad
topics that will be raised in an interview. They are: candi-
date’s skills and qualifications, his personality, how he
perceives himself, career expectations. Although you
cannot predict the interviewer’s precise questions, you
can at least draw up a list of the common questions:

— What makes you want to work for this company?

— Why do you think you would be good at this par-
ticular job?

— What do you think has been your greatest achieve-
ment in your career so far?

— What are your strengths/weaknesses?

— What do you like best/least about your last job?

— How do you envisage your future? Where do you
see yourself professionally in three years’ time?
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However much you prepare your ideas, you are
bound to find yourself facing some difficult questions —
those that take you by surprise. Whatever you do, don’t
panic. Pause, think, and take your time in answering. If
the question is subtle or complicated, don’t be ashamed
to ask the interviewer to repeat it. If you are really struck
and cannot answer a question, say so.

Conclusion. Usually you are invited at the end of the
interview to ask questions of your own. It is important to
have a few ready. By asking intelligent, well-thought-out
questions, you show the employer you are serious about
the organization and you have also done your homework.
Some recruiters refuse to hire people who don’t ask intelli-
gent questions. But don’t ask questions just for sake of
asking questions. You should have a list of questions pre-
pared in advance. Whatever you ask, keep the form of
questions positive and constructive — for example: “Does
the company plan to expand in the near future?”, “Will
there be opportunities for training?”, “What is the scope
for promotion?” This is the opportunity to show some ini-
tiative and imagination. But keep your questions short,
genuine, relevant, and few in number. Here are some more
prompt of interviewee’s questions:

— What are the specific duties and responsibilities of
the job?

— Whom will I directly report to?

— How many people will I be working with?

— What is the work schedule?

— What type of training will be provided?

— What package! does your company offer?

The interviewer will probably tell you about the salary
and working hours. Showing too much interest in lunch

1 Package comprises the base salary and perks or fringe benefits such
as bonus system, medical insurance, company car or commuting cost
reimbursement, retirement or pension plan, tuition reimbursement, etc.
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time, vacations, sick leave, or short working hours may give
the impression that you are more interested in time off than
the time on. Most experts agree that you should not ask
about salary and benefits unless you are reasonably sure
the employer is seriously considering of hiring you. The saf-
est method is to ask about the pay range for the job or
about the package proposed by the company.

Parting and follow-up. When you leave an inter-
view, thank the interviewer for taking time and consid-
eration. Ask when you will be notified of the company’s
decision. If you have not received an answer after three
weeks’ time, follow up with a letter or telephone call.

Tips

— Dress professionally and appropriately.

— Be prepared.

— Be on time.

— Come to the interview alone.

- Make a list of questions beforehand to ask the in-
terviewer.

- Have your information and papers with you.

- Be sure you know the names of the people you are
going to talk with.

— Maintain eye contact.

- Be confident and try to act as calmly as possible.

- Be honest.

- Use your best speaking manner.

- Be polite: listen to the interviewer carefully, do not
interrupt. Thank the interviewer for the time spent.

Task 1. Check yourself by marking the statements with
letters T (true) or F (false)

1. When you answer a question during an interview,
the word “yes” by itself is quite enough.
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2. Try to maintain eye contact with the person
whom you are talking to at the moment.

3. When you first enter the interviewer’s room, sit down.

4. “Tell me about yourself” is an invitation for you to
explain your strengths and work experience.

S. Don’t hesitate to ask for clarification if you don'’t
understand a question.

6. Ask a few other questions before you ask about
the pay. Money is important. But it is important to show
that other things mean as much as money.

7. Arrive 5 minutes later. In this way you will show
your self-confidence and independence.

8. Answer the questions directly and honestly but
always in a way that puts you in the best light.

9. If you were fired from your last job try to cover it
up with a lie.

10. Do not make excuses for yourself. Employers
prefer a positive attitude and a display of self-confidence.

Task 2. Explain the following advice in your own words

1. Arrive at good time.
2. Be neat and fairly conservative in your appearance.
3. Take cues from the interviewer on degree of for-
mality.
. Don’t talk in abstract.
. Be prepared to make notes.
. Be polite and friendly.
. Do avoid unnecessary personal disclosures.
. Leave promptly when the interview is over.

o ~NO Ul p

Task 3. Look at the advice for job interviews. Use the dic-
tionary to check the meaning of the multi-part
verbs

1. Put on casual clothes for the interview.
2. Go out for a walk before the interview to relax.
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3. Think about the job and write down your
strengths and weaknesses.

4. Find out information about the company.

S. Turn up at the interview a couple of minutes
early.

6. Take down notes during the interview.

7. Sit down or get up when they ask you to.

8. Make up information about yourself.

9. Make out you understand something when you
don’t!

10. Go into a lot of detail about your personal life.

11. Speak up and express yourself clearly.

12. Sit up straight and maintain eye contact.

Task 4. Now make a list of things to do and things not to do

DO DON’T
—find out information —put on casual
about the company. clothes for the interview.

Task 5. Complete Mandy’s account of an interview with
verbs from Task 3

Yesterday, I had an interview for a holiday job at a
summer camp for children. Unfortunately, I didn’t have
much time to (1) about the organisation, but I did (2)

all the things I'm good at, like doing video games! In
the morning I woke up late and quickly (3) some
jeans and a T-shirt. I (4) at the office five minutes
late, so I walked straight in and (5) I couldn’t (6)
what the interviewer was saying and I had to ask her
to (7) . She asked about my experience with children,
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soI(8) a lot of detail about my younger brother. Then
she asked me to tell her about my work experience and I (9)

a story about some voluntary work with a youth
club. She stopped asking questions, so I (10) and
(11) of the room. I think I've got a good chance of
getting the job. What do you think?’

Task 6. Work in pairs
Do you think Mandy got the job? Why or why not?

Task 7. Comment on the following answers. What’s
wrong with them?

— That last guy I worked for was a real bozo!

— My boss was awful. You couldn’t do anything to
make him happy. I'm glad I don’t have to work for that
grouch any more.

— Mr. Jones never gave me a chance.

— School was school. I didn’t think it was all the great.
The teachers were okay, I guess. I didnt like the homework,
and sometimes classes were boring. I'd rather be busy do-
ing something than listening to someone’s talk.

bozo ['bauzau] (pl. bozos) — TpUAYPOK, OoABaH

grouch [grautf] — 1) morauuit HacTpiit 2) 6ypPKOTYH, OYpPKyH

Task 8. Match the word on the left to its meaning. Then
use them to complete the gaps in the sentences

below
1. Interviewee a) the person who asks the
questions during an interview
2. To interview b) the person who answers the

questions during an interview
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3. Interviewer c) a meeting in which someone
asks you questions to see if
you are suitable for a job or

course
4. Interview d) to ask someone questions in an
interview

1.I had an for a job with a publisher.

2. We've had 200 applicants for the job, but we only
plan to about 20 of them.

3. According to a survey by online job-matching ser-
vice The Ladders, 75 percent of said that re-

ceiving a thank you letter from a candidate affects their
decision-making process.

4. Human resources manager asked the
some very personal questions.

Task 9. Match the words 1-10 to their synonyms a—j

1. increase n) recruiter

2. offer 0) examiner

3. judgement p) imagine

4. interviewee q) colleague

S. head-hunter r) questioner

6. co-worker s) proposal

7. envisage t) expand

8. interviewer u) respondent

9. investigator v) available
10. vacant w) decision

Task 10. Complete the Dialogue with words from the list

(a) certainly, (b) enjoy, (c) getting in touch,
(d) important thing, (e) just one thing, (f) qualities,
(g) take a seat, (h) thank you, (i) work experience
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Job Interview

INTERVIEWER

INTERVIEWEE (OLIVER)

Good morning, (1)

Good morning, (2)

Why do you want to work
with us at Camp Elizabeth
Holidays?

I (3) working with
children and I'd like to get
some (4)

What experience do you
have?

I help with the youth club
at school. I've organised
sports and trips to various

places.
What (5) do you | You (6) must
think are important for the | have patience. And another
job? (7) is enthusi-

asm. And, well, you also
have to be careful.

Are there any questions
you would like to ask me?

Yes, (8) _________. Could
you tell me what kind of
accommodation there is
for people working in the
camp?

Yes, most monitors have
their own rooms, but some
will have to share. I'll be (9)

with people next
week

Thank you very much.
Goodbye.

Task 11. Work in pairs

— Do you think Oliver got the job? Why or why not?
— Do many students do holiday jobs in your coun-

try? What sort of jobs?

— Do you think interviews in your country are like
interviews in Britain? How are they different?
— Do they prepare you for interviews in your school?

Is this a good idea?
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Task 12. Complete the dialogues, using Useful Phrases

1

— Can you tell me who deals with finding candidates
for a job?

— [Tobopom npayigHUKI8 3almMarombest MeHeoKepu 3
nepcoHany.

— Do you think it is better to address job center or
employment agency to find the job?

— Ha mot Jymry, cnid cKkopucmamucst nociy2amu
obox.

2

—1I need a high skilled information technology pro-
fessional. According to my HR manager such a person is
currently employed by Lviv Modern Technology ltd. Do
you have any ideas how I can get in touch with him?

— Slk Ha MeHe, mo Hallkpauioro Hazoodor byde g3simu
yuacme y PecnybaikaHncoKilli 8ucmasyi 8UCOKUX MEXHOJO0-
2ill HaCMYNHO20 MiCYSsl, IKY B0OHU OP2AHI308YOMb.

— Terrific! Thanks for idea! So what brings you to
Lviv?

3

— I[Ipouumatime, 6Yyodb sacka, Y8A’rHO KOHMpAKm i
nionuwime, sKkwo y Bac Hemae 3aysaxerHsb abo 3anumare.

—1I would like to discuss the point which forbids
working in the field for two years after leaving your com-
pany.

— Well, we have to do something to prevent employ-
ees to change the current position in our company for
employment at our competitor.

— I'aoaro, Bu maeme pauiro.

4

— HacKineku st po3ymiro, «xeoxaHmep» — ue J00UHA,
KA aKMueHo nidwykKye Ot KOMNAHIL mon-meHeorKepis
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abo manarosumuil nepcoHan. S 6 xomig 3po3ymimu, sK
npayroroms «MUCAUBUD 34 cheylanicmamu-npogecioHa-
aamu.

— Well, a headhunter has something you don’t have:
inside information from the job market and knowledge
about openings that will never be advertised. An experi-
enced headhunter can search more efficiently for jobs
than you can.

— Tobmo, HacKintbKu s 3po3ymis, ix 3a80aHHS — 3HATI-
Mmu CNpaesKHIX NpoghecioHanie, SKUX Nomim MOXKHA 8Ui0-
HO mpodamu.

— If you get the job, they get their fee.

5

— Yu moxxeme Bu nopadumu meHi, uio mpeba nam’s-
mamu, KOAU 38epmacuicsl Yy peKpymuHeosy pipmy Yy no-
wyky pobomu?

— First I advise you to do your research and do not
expect recruiter to give you well-informed answers to
your questions about the company or job responsibilities.
Then make sure they can quickly spot the essential in-
formation of you in your CV. Let them know what makes
you special.

— o e saxugiuUM: MOSL Keanipikayis uu ocobucmi
oawi?

— Based on your outfit, the way you carry yourself, or
the way you speak, a head-hunter might decide not to put
you in front of a customer. You should remember that only
one candidate will be hired, so be competitive in today’s
labour market, lift your profile to today’s standards. You
may never learn why you didn’t get a job. The company-
client might say you seemed narrow-minded or out of date,
but headhunters won'’t pass that along to you.

— HacKineku s 3HAt0, peKkpymuHz08i ipmu eidiepa-
Iomb 8AXK/IUBY POJIb HA PUHKY npaul i 6baeamo pobouux
Micub sioomi auwe im.
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— Finally, beware of unrealistic career moves or a
job that sounds too good to be true. Due diligence is your
responsibility — not the head-hunter’s. No one cares
about your career as much as you do.

Task 13. Read the dialogues. Then close the left side of
the table and try to act the following dialogues
in English

1

Personnel Manager: Why | HauanvHux 8i00iny Kaopis:
do you want to get this | Homy Bu xouere oxmepzkaTu
job? 110 PobOTY?

Candidate: 1 applied for | KaHoudam: $ mnomaB 3adaBy
the job because I think I've | mpo 3apaxyBaHHS Ha IIf0 PO-
got a lot to offer. I'm com- | 6oty 60 g BBazkaro, III0 Maro
petitive and I like to win. I | o 3anpononysatu. 91 € KoH-
know a few people think | KypeHTOCTIPOMOXKHUM i AIOO-
I'm difficult to work with. | afo nmepemararu. 9 3Hato, ne-
Maybe that’s true, but I | axi atogu aymaroTh, IO 3i
get results, that’s the main | MHOI0O BaKKO MHOpaIfOBaTH.

thing. MozkAWBO, IIe mpaBaa, ase s
[0CATal0 pe3yAbTarTiB, a me —
TOAOBHE.

Personnel Manager: Where | HauanvHux 8i00iny Kaopis:
do you want to be in 10 | [le 6 Bu xotiam Oytu uepe3s
years’ time? 10 pokiB?

Candidate: ~What’s my | Kanouoam: $%ka wMos wMera?
aim? Well, to be honest, | [llo xx, gkio OyTu 4ecHUM, s
I'd like to get to the top as | 6 xoTiB HOOpaTHCS [0 BEPIIH-
soon as I can. I'm very | Hu gkHadimBuaIe. 51 € gyzxe
ambitious. And if I get the | yectoaroOHuti. | gKio g omep-
job, I don’t see why I |3xky pobGory, To He pPoO3yMmilo,
couldn’t become a director | yomy 6 MeHi He CTaTH OUPEK-
in a few years’ time. That’s | Topom dYepe3 KiabKa POKiB.
what I really want. Lle Te, goro g mificHO Xo04y.
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2

Personnel Manager: What
opportunity are you inter-
ested in?

Candidate: If you choose
me, I'll start by improving
our sales team. I want
people to enjoy working in
our sales department.
Everyone in the team
must help each other, and
help me as much as pos-
sible. That way, welll get
good results.

Personnel Manager: What
can you offer to our com-
pany?

Candidate: I've got a lot of
sales experience, and I've
always been successful
wherever I've worked, es-
pecially during the past
year. I think I could lead a
team well. I'm the head of
our local business club,
and I like organizing peo-
ple and telling them what
to do. I'm a very fast
learner. I’'d enjoy going on
a training course to help
me do the job better.

HauanvHuk 8i00iny Kaodpis:
9Ki mozxkauBocTi Bac mikas-
ASITB?

Kanouoam: Slkmnio Bu obGepe-
T€ MEHEe, d PO3IIOYHYy 3 IIO-
KpalllcHHd Hallloi KOMaHIu
30yTy. 9 xouy, 1106 ArOOM
OTPHMyBaAHl  3aI0BOACHHS,
IPAIIOIOYH Y HAIIOMY Bifmi-
Al 30yTy. KoxkeH y KomaHmi
IIOBUHEH [JOIIOMAaraTv OIHUH
omHOMY, i AKHaMOIAbIIIE MO-
moMaratu MeHi. Takum 4Yu-
HOM, MU OAEP>KHUMO XOPOIIIi
pe3yAbTaTH.

HauanvHuxk 8i00iny Kaodpis:
Illo Bu MoxkeTe 3alpoIIOHY-
BaTH HaIllill KOMITaHii?
Karnouoam: ¥ MeHe BEAUKUH
nocBig y cdepi 30yry, i 4
3aBxkau OyB ycrimHuM, ae 6
He TIIpalloBaB, OCOOAHBO
IPOTITOM MUHYAOTO POKY. I
ayMaro, 110 MOy nobpe Be-
CTH KOAEKTHB. 51 — roaosa
HaIlloro MicieBoro 0i3Hec
KAyOy, 1 s AFODAIO Oprasizo-
ByBaTU Amoed i KaszaTu i,
1o pobutu. 9 MIBUAKO BYYy-
cd. 9 3 3a10BOAEHHAM BinBi-
OyI0 KypC-TPEHIHTH, SKi M0-
moMaraloTh MEHiI BHKOHYBa-
THU pobOTy Kpalle.

3

Personnel Manager: Why
do you apply for this posi-
tion?

HauanvHuk 6100y Kaopis:
Yomy Bu momaere 3agBy IIpo
3apaxyBaHH4 Ha II0 ITOCaay?
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Candidate: 1 feel I have the
ability and experience to
do this job. I am a “safe
pair of hands”, as they
say. People respect me
because I have good
judgment.

Personnel Manager: What
do you think of our com-
pany’s future?

Candidate: I want to do a
good job for the company.
I think we should expand
slowly over the next five
years. We’re in a very com-
petitive market, so I won’t
take too many risks. I
think we could increase
our market shares in the
long term, but we must be
patient and realistic.

Kanoudam: 91 BimayBaro, 1110
Mar 3ai0HICTL Ta [OOCBifm
BHKOHYBAaTH 110 poborty. 4 €,
K KaKyTb, HaOiHHUN IIpa-
OiBHUK. AOOH I[I0Ba*KaloThb
MeHe, 00 g Maw TBepe3uit
PO3yM.

HauanevHukx €i00iny kaopis:
[ITo Bu gymaere mpo Mmaiiby-
THE HaIllol KOMIIaHii?
Kanoudam: 51 xo4y BHUKOHY-
BaTH XOpolly poboTy mas
KoMmIIaHii. 9 BBaxkaro, HaMm
CAiZl PO3MIUPIOBATHCSI IIOBi-
ABHO, IIPOTAIOM HACTYIIHHUX
II’STHU POKiB. Mu 3Haxoamumo-
Ccd Ha ayzKe KOHKYPEHTHOMY
PUHKY, TOMy a 0 He mOyxKe
puU3uKyBaB. 9 nymaro, Mu
MOZKEMO IMiABHUINMUTHA HAIl
PUHKOBI akmii B IIepcreKkTH-
Bi, ase MU IIOBHUHHI OyTH
TEePHATIYHUMH i peasicTaMu.

4

Arleen: Hi, Burt. I heard
youre looking for a new
job.

Burt: Yeah. I just had an
interview yesterday.
Arleen: Oh. How did it go?
Burt: 1 think I did well.
They said they would
make a decision by this
Friday.

Arleen: This Friday? It
looks like they want to
hire the person as quickly
as possible.

Apnin:  Ilpusit, Bepre. 4
4qyAa, TH UIYKA€EIl HOBY PO-
boTy.

BEepm: Taxk. 9 moiiHO BYOopa
MaB cIIiBbeciny.

Apnin: O. 9k Bce mTpoOHIIIAO?

Bepm: 51 mymaro, 1o mobOpe.
BorHm ckazaam, 010 IIpU-
HUMyTBH pillIeHHS 0 II'STHULII.

Apnin: o 1iel maTHUIN?
Cxoxe, III0 BOHH XOYyTh
HaAWHATH AIOOUHY sSKOMOTa
LIBH/IIIIE,
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Burt: Yeah! I think so, too.

Arleen: What are your
chances of getting that
job?

Burt: I believe I have a very
good chance. The director
seems to like me.

Arleen: Well, good luck,
then.
Burt: Thanks. 1 hope it
helps.

Bepm: Taxk! 4 Tex Tak ny-
Maro.

Apnin:  Yxi  TBOI IIaHCH
OTPHUMATH I}0 POOOTY?

Bepm: 91 nymaio, y MeHeE €
Oy2Ke Xopowmud IaHc. [du-
PEKTOPOBI, 30a€ThCs, g CIIO-
nobascd.

Apnin: Hy, ynadi, Toni.

Bepm: [Jakyro. 9 criomiBaro-
Cd, IO I1€ JOIIOMOKE.

5

— It seems to me that re-
cruitment and headhunt-
ing mean the same activ-
ity. The only thing I can’t
catch what for people use
different terms.

—I'm afraid it is not quite
right. You see recruitment
is the process of finding
possible candidates for a
job or function. Inside the
organization Human Re-
source Department or HR
Manager deal with the look-
ing for recruits. The process
of recruitment involves ad-
vertising in the windows,
newspapers or the Internet.
— Doesn’t head-hunting
aim the same?

— Well, head-hunting has
quite different approach
towards the problem of

— Meni 3maeTbcs, 1m0 HabIp
HOBOOpPAHINB Ta «IIOAIOBaH-
Hs» 3a CIIelliaaicTaMHu O3Ha-
4al0Th TaKy CaMy AiSIABHICTB.
€nuHe, 90To s HE MOXKY BAO-
BUTH, OASI YOTO AIOOH BHKO-
PHCTOBYIOTH Pi3HI TEPMiHH.

— Borocg, 116 He 30BciM IIpa-
BHABHO. Posywmienr, BepOy-
BaHHA — II€ IIPOLEC IOUIIYKY
MOXXAMBUX KaHAUOATIB Ha
poboTy abo BUKOHAHHS (Y-
HKIii. BcepenuHni opranisartii
Bimmia KazpiB abo MeHemKep
3 IEePCOHAAY MaloTh CIIPaBy
3 TIOIIYKOM HOBOOpPAaHIIIB.
[Mporrec Habopy BKAIOYAE B
cebe pekaaMy B BiKHaX, y
razerax abo B I[HTepHeTI.

— Xiba «mmoAroBaHHS» Ha CIIe-
IiaaicTiB Mae€ iHIIe Ha MeTi?
— Hy, moaroBanHa 3a crermia-
AlCTaMU Ma€ 30BCIM  IHIITHH
miaxing go mpobaeMu BIABHUX
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vacant jobs. First of all | po6ouux micie. Ileprn 3a Bee,
they don’t search an em- | BOHM He LIyKalOTH IIPAIiBHHU-
ployee, they are targeting | KiB, BOHH Opi€HTOBaHi Ha
at the high skilled special- | Bucoko-KBaaichikoBaHUX pa-
ist. As a rule such a per- | xiBIiB. 9K IpaBHAO, AIOIVHA,
son perfectly fitting into | 110 mpekpacHO miAXOAWTH Ha
the vacant position is al- | BakaHTHY mocazay, B:Ke BiZio-
ready known to the head- | Mma mMucamBIgM 3a creriaaic-
hunter and future em- | Tamu i maiibyTHEROMY POGOTO-
ployer and that someone | maBIIeBi, i 1€l XTOCh, 3 HEOO-
with necessary knowledge | ximHUMU 3HaHHSIMH a0o0 IIeB-
or specific contacts or | HEUMH KOHTakTamu abo myzke
highly wanted skills is | HeoOxiZHMMHE HABHYKaMU, BXKe
already working for direct | mpairoe Ha npsMux abo He-
or indirect competitors of | IpIMHUX KOHKypeHTIiB KOMIIa-
the company that is trying | Hii, sKa HamaraeTbcs 3aIlOB-

to fill their position. HUTHU CBOIO IIOCAy.
— Wow! Couldn’t imagine it | — Oro! He wmir cobi yaButH,
is so complicated! II10 II€ TaK CKAQIHO!

Task 14. Work in pairs

Student A is an interviewer and Student B is an in-
terviewee. Read your role card and prepare for an inter-
view for a holiday job in a restaurant.

Interviewer: Decide on the pay and hours and what
kind of person you want to employ. Think of questions to
ask about these things:

— education, languages spoken;

— work experience;

— personal qualities;

— hobbies and interests.

Interviewee: Think of information about yourself or
invent information about these things:

—education, e.g. your school, your best subjects,
languages you speak;

— work experience;
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— personal qualities;

— hobbies and interests.

Think of a question to ask the interviewer, e.g.
about pay and hours.

Task 15. Make short dialogues of your own, using
FUNCTIONAL LANGUAGE

1. You are applying for a position of an investigator.
Make your future employer sure that you would be good
at this particular job. Why do you think so? Tell what
motivates you most on a job.

2. You are looking for a position of a lawyer. You
have an appointment for a job interview tomorrow. Prac-
tice with your friend possible questions and answers.

3. You are being interviewed for a job of a psycholo-
gist. Explain why they should hire you rather than an-
other candidate. Describe your greatest strengths and
weaknesses.

4. You have a job interview at Ernst and Young for a
position of an auditor. They are interested why you chose to
work for their company and why you quit the previous job.

5. Think of some good ways to start conversation with
a head-hunter. You are MBA (Master of Business Admini-
stration); 15 years sales leadership, fluent Spanish.

FUNCTIONAL LANGUAGE

1. | Tell me about yourself. Po3kaxiTh MeHi ITpo cebe.

2. | What makes you want to | IIlo 3myrIrye Bac XOTiTH 1Ipa-
work, for this company? LFOBATH HAa 1[I0 KOMIIAQHII0?

3. | Why did you choose to | Yomy Bu BuOpasu mgas
interview with our or- | iHTepB’t0 Hally opraxiza-
ganization? L0 ?

4. | What do you know about | [[lo Bu 3HaeTe mmpo Hamly
our organization (pro- | opraxisailito (roBapu/IIo-
ducts or services)? cayrH)?
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5. | Why did you apply for | Yomy Bum momasu 3aaBy
this job? Ha JaHy BaKaHCii0?

6. | Why do you think you | Yomy Bu aymaere, o Bu
would be good at this | mobpe migxomure came Ha
particular job? 110 pobOoTYy?

7. | What other types of posi- | 9Iki iHmi Buam mocan BHU
tions are you consider- | po3ragnaere?
ing?

8. | Why should we hire you | Yomy Mu nOBHHHI Ha-
rather than another can- | HaTH Bac, a He IHIIIOTO
didate? Kagaumara?

9. | What can you offer us? [ITo Bu MOKeTe 3aIporio-

HyBaTH HaM?

10. | Does your college educa- | Yu Bamra BwuIia ocsita
tion or work experience | abo mocBix poGoTu Bia-
relate to this job? HOBIIAOTH 11l poboTi?

11.| What motivates you most | Illo € nHaibiapmum cTu-
on a job? MYAOM IAd Bac y po0orti?

12.| Describe your ideal job/ | Onumiity Bamlyy imeasbHy
boss. poboty/6oca.

13.| Of which three accom- | lIKkuM 3 TPBOX HOCSATHEHb
plishments are you most | Bu HalibiabIlle TUIIAETECS?
proud?

14.| Have you ever had any | Yu Oyaum Koau-HeOyapb y
failures? What did you | Bac HeBmaui? Yomy BOHU
learn from them? Bac HaBYHAHU?

15.| What do you like best/ | lllo Bam  Haiibiablie/
least about your last job? | HalfimeHIIe ©OHOGAETHCS

y BallIiii ocraHHii poboTi?
16.| Have you ever quit a job? | Bu KoAu-HeOyapb 3BiAbHS-
Why? Aucs 3 pobotu? Yomy?

17.| Give an example of a | HaBenmite mpukaan cuty-
situation in which you | auii, B aki#fi Bu 3amporo-
provided a solution to an | HyBaau pileHHd pPo6OTO-
employer. JaBIIio.

18.| Give an example when | HaBenite nmpuraazm, Koau

you worked under dead-
line/pressure.

BH IIpallOBaAl B TpaHU-
yHHP TepMiH/mim THC-
KOM.
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19.| Are you able to work on | Yu MokeTe BU IpaloBa-
several assignments at | Tu Hazg ngekianbkoMa 3a-
once? BJAHHSIMU OJHOYACHO?

20.| Do you prefer to work | Bu Binmaere mepeBary
under supervision or on | IpalfoBaTU Mifi HATASIIOM
your own? YH CaMOCTIiHHO?

21.| Would you be successful | Bu 6ymere ycoimiHuM
working in a team? PAIIOI0YN B KOMaH/Ii?

22.| How do you think your | Ik Bu aymaeTe, 9K Balll
former supervisor would | KOAWUIIIHIHT KEePiBHUK OITH-
describe your work? caB 6u Balry poboTy?

23.| Have you had difficulty | Yu 6yau y Bac TpyaHOLI
getting along with a for- | y cTocyHKax 3 KOAWIITHIM
mer  SUpPervisor/co-wor- | KepiBHUKOM /KOAeraMu 1
kers and how did you | gk Bu ix BupimnyBasu?
handle it?

24.| What was your last boss | Ylkum OyB BaIlll KOAHITHIH
like? Ha4YaAbHUK?

25.| What kind of boss do you | Ikomy 6ocoBi Bu Bignae-
prefer? Te IepeBary?

26.| What do you consider to | [Ilo Bu BBaxkaeTe CBOIMHU
be your greatest strengths? | HalicuabHIIIUMHE  CTOpPO-

HaMu?

27.| Can you name some | Y MOXKeTe Ha3BaTHU Oe-
weaknesses? aKi caabKi cTopoHU?

28.| Who are your models? | XT0 € mag Bac mIpukaa-
Why? noMm? Yomy?

29.| Did you work while going | Bu 1mpamioBaam  IIOKU
to college? In what posi- | HaBYaaucy B iHCTUTYTI?
tion? Ha axki#t mocami?

30.| What did you learn from | HYoro Bum HaB4YHAWCA B
this work experience? nponeci miel poboru?

31.| How do you envisage | Ik Bu ysaBagere cobi Ba-
your future? e MaidyTHe?

32.| Where do you see your- | [le Bu 6auute cebe 1mpo-
self professionally in | deciiiHo uepe3 TpH/mIaThb
three/five years’ time? POKiB?

33.| How would you describe | Ik 6u Bu ommcasu Baury

your personality?

0COOUCTICTL?
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34.| What are the specific | 9Iki KOHKpeTHI 000B’sI3KHU
duties and responsibili- | Ta BinmoBimasbHiCcTb Iri€l
ties of the job? pobotu?

35.| To whom will I be directly | Komy a 6ymy Gearocepes-
responsible? HBO [iAITOPSIKOBYBATHCS ?

36.| How many people will I | 3 ckianbkoma arogpMu ¢
be working with? Oyay IIpalfoBaTH?

37.| What is the work sched- | dkuii rpadik poboTu?
ule?

38.| What type of training will | Ylka cucrema migBUILIEH-
be provided? Hs KBaaidikarii?

39.| What package does your | Ylkuii makeT IIiABT i omaa-
company offer? TH Ballla KOMIIaHid MIpo-

IIOHYE?

DID YOU KNOW?

When a company employs new staff, they are taken on
(U.K.) or hired (U.S.). When these employees then decide to
leave, they resign or hand in their notice/ resignation.

When employees have to leave because they did
something wrong, they are dismissed or their contracts
are terminated. More informally, they are sacked (U.K.) or
fired (U.S.). If they have to leave because a company can
no longer employ them (e.g. due to bankruptcy or down-
sizing), the employee is made redundant (U.K.), let go
(U.S.), or even offered early retirement.

When an employee is laid off (to lay off), it is usually
only temporary (for a season or because of a drop in pro-
duction) but sometimes it can be permanent.
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Lesson #7

Letter of Recommendation

“A good face they say,
is a letter of recommendation!”
(Henry Fielding (1707-1754))

Starting up

1. What is the purpose of the Recommendation Letter?

2. Have you ever asked someone for the Letter of
Recommendation?

3. What information should be included in the Reco-
mmendation Letter?

Read the words and word-combinations.

Pay attention to the pronunciation

adaptable [0'deeptobl]; ambitious [em'bifes]; broadminded
[[brao:d'maindid]; cheerful [f1sfl]; confidential [konfr'denf(s)l];
co-operative [kou'pp(o)rativ]; creative [krI'ertiv]; command
[ke'ma:nd]; easily accessible [i:zIll ok'sesobl]; entrepreneurial
[ontropro'n3:rial]; [a:ntropra'njurial]; good natured [gud 'nertfad];
intellectual [Int(e)lektjusl], [Int(s)lektfusl]; mention ['menf(o)n];
layout [leraut]; obvious ['pbviss]; promptly [promptli]; quality
[kwolit1]; quantity [kwbntiti]; reliable [rI'lalob(o)l]; resourceful
[r1'sd:sful]; sign [sain]; signature ['signits]; sociable ['saufob(s)l];
sufficient [so'fif(9)nt]; supportive [so'pd:tiv]; trustworthy
['trast,w3:01]; hesitation [ hezi'telf(o)n]; zealous ['zelos]
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Differentiate:

bear [b&s] — BeagMinb; HOCUTH, HECTH; TIEPEBO3UTH; TEPITITH,
3HOCHUTH

bare [bé&o] — roauii, oroneHNH; PO3KPHUBATH
bird [b3:d] — nrax

beer [bio] — muBO

boss [bds| — xaszgin; rocriogap; 60c¢; mampUeEMeIlb; ToCIoaAa-
proBaTH, KEPyBaTH

both [bouB] — obunBa, ToO# i ApyTHL

boat [bout| — yoBeH; mIATONIKA; CYIHO

data ['der1to] — mami, pakTH, BimomocTi, iHpopMaris
date [delt] — mara, umcao; mepion; CTPOK; maTyBaTH; BHUXO-
UTHU 3 VIKUTKY

further ['f3:00] — momaaeIIMi; HACTYTTHUH

farther ['fa:0s] — maai; maabmuii; misHinmwmi; 6iABII Bimmase-
HUM

father [fa:00] — GarTpko; HalicTapilliuii 4YAeH; 3aCTYIIHUK,
TIOKPOBUTEAD; TBOPELH

number [nAmbs| — noun KiAbKicTE; HOMeD; verb HyMepyBa-
TH; HAPaXOBYBaTH

figure [figo] — noun 1udpa; nepcoHa; verb QirypyBaTy,
rpaTd BayKAUBY POAb

numeral [nju:m(o)r(e)l] — adverb uncaoBuii; THUPPOBULH;
noun YHUCAIBHHUK

please [pli:z] — verb momobaTHUCs; OTPUMYBaTH 3aI0BOACH-
H; JOTOIKATH, POOUTH IIPHUEMHICTD

pleased [pli:zd] — adjective 3agoBoAeHIH

pleasure ['ple3s] — noun 3amoBoaeHHH; Hacoaona; verb po-
OUTH IIPHUEMHICTD (38I0BOABHSITH)
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quite [kwailt] — miakom, 30BCiM; ITOBHICTIO; JOCHUTB; [0 [€-
gKo0i MipH; AiHiCHO, CIIpaB/i

quiet [kwalst] — crokifiHMY; THXWH; CKPOMHHUH; IIPHUXOBa-
HUM; THIIA, CIIOKIil; 3aCIIOKOI0BATH(CSI); 3aTUXATH

sign [saIn| — 3HaK, 03HaKa, CUMBOA; IIiAITMCyBaTH, CTABUTH
migmnmce, po3nHUCcyBaTHUCH; CTaBUTH II03HAYKY (ab0 3HaK)

sing [sIn] — ciBaTH; CBUCT (KyJi); ILIyM (8impy)

sought [sD:t] — past and past participle Bin seek (Hamara-
THCS; JOMaraTHCs; IIIyKaTH, PO3LIyKyBaTH)

thought [0>:t] — mymKa; MHCAEHHS; PO3AyM, MipKyBaHHS;
HaMip

true [tru:] — IpaBUABHHUM; CIIpaBXKHIN;BipHUM, BigmaHu;
IpaBAWBUH, IIMPHUH; AiACHUN, YUHHUN; IpaBUTH, PEry-
AIOBaTH; IIpaBIHUBO, YECHO

truth [tru:6] - npaBna; icTuHA; IpaBAWBICTH; TOYHICTH
(ycmaroeneHHs)

whether ['(h)weds] — un
weather ['weds] — moroza; 110 CTOCYETHCS TIOTOTH

Useful phrases

— adaptable — resourceful

— broadminded — self-confident

— cheerful — self-motivated

— confidential — signature

— co-operative — sociable

— easily accessible — specifics

— entrepreneurial — submit

— evident — sufficient

— flexible — to be an asset to the
— good natured company

— hardworking — to be willing to share
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- in what capacity experience and knowledge

— intellectual facilities with ...

- layout — to have a good command
— overall of English

— proficiency — trustworthy

— promptly — without any hesitation

— prospective employer — zealous

- reference, a recommender

Reading

Letter of recommendation is written to present an
honest evaluation of the applicant personality and to
give characteristics of his working abilities and qualifi-
cations. Its main aim is to present objective and helpful
information about the candidate which is to help in
making decision on whether or not to accept a candi-
date. As a rule, letters of recommendation are written
in response to a request from the applicant or the pro-
spective employer.

Letter of recommendation is written only in positive.
It’s better when a reference knows the candidate quite
well. The better the reference knows the candidate the
more effective would be the recommendation.

Most employers are particularly interested in ap-
plicant’s proficiency and such qualities as communica-
tion, ability to work both in a team and independently,
self-motivation, responsibility, and loyalty to the com-
pany. They want specifics, not generalizations. It is
good to say that the applicant is hard-working but it
should be backed up by some examples. Positive
evaluation of a candidate may be reinforced by compar-
ing and ranking him among other employees. It’s worth
describing the candidate’s on-job accomplishments and
achievements. General evaluation of the candidate’s
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skills as excellent, very good or good should be further
justified by true facts or data.

A letter of recommendation is a confidential docu-
ment and sometimes an applicant is not supposed to see
it. It should be signed by a reference and bear his name,
position, phone number, e-mail or post address in case a
prospective employer would decide to check the informa-
tion. A candidate can apply for a letter of recommenda-
tion to his former employer, supervisor, teacher, Univer-
sity professor, or colleague.

A letter of recommendation usually consists of three
parts: the opening, the body, and the closing. In the
opening of the letter there should be mentioned the name
of the candidate, the position sought, how long the refer-
ence has been known the applicant and in what capacity
as well as the confidentiality of the message.

In the body of the letter it is necessary to describe
the applicant’s qualifications, job performance, accom-
plishments and achievements, evaluate his positive quali-
ties and potential.

In the closing part there should be an overall
evaluation of the candidate and his ranking comparing
with other employees in similar positions. There may be
also a statement in which a reference remarks that in
case the applicant returns to the company they would
rehire or re-employ him.

Tips

— One page is sufficient.

— Quality, not quantity, what is important.

— Be specific, do not generalize; support your state-
ments with facts and concrete examples.

— Be honest.

— Be positive.

— Use “confidential” in the first phrase. Sign the
letter.
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— Give easily accessible contact number.

— Write in Standard English with perfect spelling
and grammar.

— Make attractive layout.

Task 1. Check yourself by marking the statements with
letters T (true) or F (false)

1. The better the reference knows the candidate the
more ineffective would be the recommendation.

2. The main aim of the letter of recommendation is
to present incomplete and unhelpful information about
the candidate.

3. It’s better when a reference doesn’t know the can-
didate quite well.

4. Most employers want specifics, not generaliza-
tions.

5. Employers are particularly interested in appli-
cant’s incompetence and disability to work in a team.

6. A letter of recommendation is a public document
and an applicant is supposed to see it.

7. General evaluation of the candidate’s skills as ex-
cellent should be further justified by true facts.

8. The letter of recommendation should bear refer-
ence’s name, position, phone number, e-mail or post ad-
dress in case a prospective employer would decide to
check the information.

9. A letter of recommendation usually consists of
four parts.

10. A candidate can’t apply for a letter of recom-
mendation to his former employer, supervisor, teacher,
University professor, or colleague.
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Task 2. Look at the eight words. How many different

words can you form with each one? What part of
speech (verb, noun, adjective, adverb, etc.) is each
word you have formed?

1. character

characteristic, characterization, characterize, characterless

2. access

3. confidant

4. contact

S. general

6. honest

7. intellect

8. reliability

9. support

Task 3. Match the words 1-10 to their synonyms a—j

1. honest a) personality
2. proficiency b) confidential
3. secret c) evaluation
4. previous d) acceptable
S. quality e) candid

6. sufficient f) feature

7. backup g) support

8. loyalty h) former

9. person’s character i)  faithfulness
10. assessment j)  skilfulness
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Task 4. Divide the following adjectives into two groups:
Strengths and Weaknesses. Consult Glossary or
use a good dictionary to help you

Untidy Lazy Disciplined

Stingy o
Rude Talkative Punctual Hard-working Ambitious
Cheerful Unfriendly
Mean Introvert
Reliable Responsible A . Hones
Jealous ggressive + Angry
. Loyal Patient Moody
Creative Helpful
. Stressed Neat
Decisive Dishonest Shy
) Generous Logical Selfish
Polite Stubborn
Self-confident Sensitive Optimistic bossimicti
Easy going essimistic
Adventurous  Relaxed Extrovert Outgoing  Friendly
Independent Organized
Practical Flexible
. I Careless Respectful
Literate  Imaginative P
ginan Dependent Tactful Careful
Adaptable Illiterate Lack of Confidence Modest Sincere
STRENGTHS WEAKNESSES

Task 5. Write the suitable adjective. Consult Glossary

1. I have got a lot of friends. I'm

2. I never tell a lie. I always tell the truth. Im

3. I have a well-paid job. I'm financially from
my parents.

4. I never go to the university late. I'm always .

S. Ashli has a of confidence. She thinks she
can’t manage anything.

6. Most of the politicians are

7. Arda is such an person that nobody
trusts him.
8. I'm very [ always plan my day.

9. He never changes his mind. He is
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10. I'm very today because the weather is
too cloudy and dark.

11. He always tries to be the best. He is .

12. She was a driver. She never had a
accident.

13. He always thinks that bad things will happen.
He is .

14. He can’t read and write. He is .

15. My husband is a very , man. He waits
for me for hours at the shopping centre.

16. I'm a bit so I sometimes miss details.

17. people are good at forming new and
exciting ideas.

18. He never stops talking. He is very

Task 6. Use proper adjectives to describe the personal
characteristic of your group mate

Task 7. Study the model of the letter of recommendation

LETTER OF RECOMMENDATION

Addressee’s name Date
Position

Address

Salutation: (Dear Mr/Ms/To whom it may concern)

RE: /Reference for/Recommendation of (applicant’s name)
Opening: (name of the candidate and the position sought)
Body: (description of qualifications, accomplishments and
qualities)

Closing: (summarizing and general evaluation)

Parting

Signature

Name of a reference

Job title/position

Phone number/fax/e-mail/address
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Task 8. Fill in the blanks with appropriate words in the
letter of recommendation

LETTER OF RECOMMENDATION
20 April, 2003

Mr. Wagg
for Lance Oliver

At the request of L. Oliver I submit this

information in support of his for the position of
sales manager. Mr. Oliver served under my as
a sales representative. He was in of many cus-
tomer service programmes.

Mr. Oliver is a good . He got along well
with fellow employees and managers.

Mr. Oliver has a most pleasant . He is po-
lite, tactful, and friendly. In my , he would be
an to your company. Were he to return to us,
we would be glad to him.

o

Curie Morison, Director
ABC Corporation

Tel.: 221-2367

Task 9. Study the model of the letter of recommendation,
written by the University professor and then an-
swer the questions

October 12, 2001
Graduate Program in Environmental Policy
International Student Exchange Board

To Whom It May Concern:

I am writing to recommend Oksana Malyk for the
graduate program in Environmental Policy at a U.S. Univer-
sity. Oksana was a student in my Environmental Economics
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class in 2000, which had about 30 students. I also supervised
her research work in the second semester of 2000-2001
academic year. I had a chance to observe Oksana in different
settings, and also to talk to her many times.

Oksana was one of the three top students I have
had in ten years of teaching, possibly the best. In my
class, she received only the highest grades. She was very
strong in intellect and very hardworking. Oksana was
always actively engaged with all of the issues we dis-
cussed. Her undergraduate background in biology
allowed her to contribute to the discussion and to success-
fully complement her research on environmental issues. I
was greatly impressed by her study of the impact of eco-
logical factors on economic life of the Southern district of
our city, which she did under my supervision. Oksana
managed to collect a significant amount of data and to
interpret them quite professionally. The Department of
Environmental Economics decided to send Oksana’s re-
port on this study, as one of the best and practically im-
portant, to the City Ecological Administration. Also,
Oksana has an excellent command of English, which, for
example, she demonstrated interpreting a guest lecturer
from the U.K. who visited my class in April 2001. Both in
formal and in informal situations, Oksana showed herself
to be an intelligent, interested, and responsible person.

I have no doubt that Oksana will do well in gradu-
ate study at a U.S. University.

Given her performance in my class and research
potential she has demonstrated I am quite sure she will
succeed as she pursues a graduate degree in Environ-
mental Policy.

Sincerely yours,

(name, surname, position)

1. Which sentences comment on Oksana’s personal
qualities?

2. Which sentences provide evidence in support of
the referee’s evaluation?
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3. Which sentences describe the context in which
the author of the letter knew Oksana?

4. Which sentence states the purpose of the letter?

5. Which sentences contain the prediction of Ok-
sana’s success?

6. What evaluative expressions can you find in the
letter?

Task 10. Compose your own Recommendation Letter by
using Functional Language and Useful Phrases

FUNCTIONAL LANGUAGE

At the request of ... I
submit this confiden-
tial information ...

Ha mnpoxanHa ... g mipen-
CTaBASIIO ITI0 KOH(iAEHIIiHi-
Hy iH(opMariiio ...

I am pleased to re-
spond to Mr. ... request
for a reference regard-
ing his application for
the position of ...

9 pamuii BigmoicTm Ha
O. ... IIPOXaHHS IIPO PEKO-
MEHIAIlI0 IIOA0 IMOro IIo-
JaHHS Ha [IOCany ...

His excellent command
of English and oratory
skills are obvious.

Woro BimMinHe 3HAHHS aH-
TAIICBKOI  Ta  OpaTOpPChKi
3Mi6HOCTI OYEBUIHI.

In the previous year he
began serving at the ...

Y MHUHyAOMy POl BiH IIO-
4yaB IIpallloBaTU B ...

His tasks at the time
were ...

B 11e#i yac #ioro 3aBaaHHAM
OyAo ...

It quickly became evi-
dent that he is ex-
tremely knowledgeable
about ...

[IIBuOKO CTAaAO0 OYEBUIOHUM,
o BiH myke 06i3HaAHUHI
opo ...

During the working
period he demonstrated
enthusiastic individual
approach combined
with pioneering spirit.

[Ipotsarom pobGodoro rmepi-
ooy BiH IIPOAEMOHCTPYBaB
HOBHUH €HTy3ia3My ocoOu-
CTUU Miaxinm y IoemHaHHI 3
HOBATOPCHKHUM JTYXOM.
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we would be glad/
pleased to rehire him.

8. | He has introduced seve- | BiH BBiB ps/i HOBOBBEIEHb
ral innovations into the | y TexHoaoriuHOMYy TITpOIIEC]
technological process | BUpoOHHIITBA ...
of production ...

9. | Mr. ...s talents go far | 3xibrocti mnana BHXO-
beyond ... [STH JAAEKO 38 PaAMKH ...

10.| He is always willing to | BiH 3aB:Kau roToBUY MOOIi-
share his experience | AUTHCHI CBOIM [JOCBimoM i
and knowledge with | 3HaHHSMH 3 IHIIUMH KoAe-
other members of the | ramu o pobori.
staff.

11.| In conclusion I should | Ha 3aBepiienHa 3a3Hady,
mention that he is ex- | 0 BiH ayzKe BigmoBigaAb-
tremely responsible. HANU

12.| He always completes | Bin 3aBxau 3aBeplirye cBoi
his tasks promptly. 3aBOAaHHA B HaAWKOPOTIIi

TEePMiHH.

13.| He is always cordial | Bin 3aBxam cepaedyHU# i
and professional in his | mpodeciiiHu#l B CTOCYHKax
relations with our staff. | 3 mHammMmu coiBpobiTHU-

KaMH.

14.|In my opinion, he | Ha wmii#i morasn, BiH Oyze
would be an asset to | xopouruM HagbaHHAM AT
your company. BaIroi KOMITaHii.

15.] I truthfully recommend | 1 mupo pekomeHAyiO .../
.../It is my pleasure to | MeHi ay:Ke IIPHEMHO PEKO-
recommend ... MEHIyBaTH ...

16.| I am pleased to re- | 4 oxXoue peKOMEHAYIO ...
commend ...

17.| I recommend ... with- | Y pekomenayrwo ... 6e3 yci-
out reservation. ASIKHX CYMHIBIB.

18.| Therefore, 1 can rec- | Takum YUHOM, I MOXKY pe-
ommend Mr. with- | komernyBaTn maHa ... 0e3
out any hesitation. BaraHb.

19.| Were he return to us, | [loBepHUCH BiH A0 Hac, MH

OymeMo pani 3HOBY IIpUH-
HATH Horo Ha poborTy.
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Lesson #8

Arranging an Appointment

“An accidental meeting
is more pleasant than a planned one”
(Chinese Proverb)

Starting up

1. What kinds of telephone calls do you make in
English?
2. What useful telephone expressions do you know?

Read the words and word-combinations.

Pay attention to the pronunciation

alternative [J:I't3:nstlv]; appointment [o'pdIntmont]; arrange
[o'reInd3]; cancel [keens(9)l]; certainly ['s3:t(o)nli]; clearly [kliol1];
client [klatont]; concisely [kon'saisli]; confirm [ken'f3:m]; con-
venient [kon'vi:nIont]; engagement [In'geld3mont]; logical
[Id3ik(e)l]; mutually [‘mju:tfusli]; ok [ou'kel]; postpone
[poust'poun]; previous ['pri:viss]; reject [rI'd3ekt]; schedule
[fedju:l] (BrE); ['sked3u:l] (AmE); scheme [ski:m]; similarly
['similol1]; suit [su:t], [sju:t]; suitable ['su:tobl], ['sju:tobl];
unable [An'eibl]; unforeseen [Anfd:'siin]; unfortunately
[An'D2:tf (o) noatl1]

Differentiate:

above [o'bAV] — Bropi, Haropi; BUlIle; BUIlle3a3HAYEHUH
about [o'baut| — mpo; HaBKpyTrH, JOBKOAA, HABKOAO
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own [sun] — CBii, BAACHHUH; BOAOMITH, MaTH
owe [ou] — 3abopryBary, OyTH BHHHUM (npo 6ope); OyTH 30-
0OB’a3aHNM; 3aBAIIyBaTH

in the end - Hapemrri, HacaMKiHeIlb, BPEIIITI PELIT
at the end - B kiuI1i (poxy, cmammi, sysauyi mouyo)

propose [pro'pouz| — IIPOIIOHYBATH; BHOCUTH IIPOIIO3UIIiI0;
IPEACTaBAITH, BUCYBaTH (KaHOuoamypy); poOUTH IIpo-
MIO3UIIII0 (cMOco8HO uLnoby); MaTH HaMip

suggest [so'd3est] — mporioHyBaTH, PagUTH; BCEASITH; HaBi-
BaTH, BUKAWKATH; MiAKa3yBaTU (Oymky), HATIKaTH; Ha-
BOJWTH Ha AYMKY; TOBOPUTH IIPO; O3HAYATH

offer ['>fs] — pomo3uriia (8 m. u. yknacmu y2o00y); HaBeneH-
HA (0okasie mowpo); crpoba; odepra; IPOIIOHYBATH; HAa-
BOJIUTH; HAMaraTHCI

around [o'raund] — Bcronu, CKpi3b, HABKPYTH, I00AH3Y

a round [raund] — KoAo, KPyT; LIUKA, PLO, PayHI

find [faind] (found, found) - (3)HaxomuTH, BUABAGTH; 3y-
CTpiuaTH; BU3HABAaTH, AiHTH BUCHOBKY

found [faund] (founded) — 3acHoByBaTHu, IpyHTYBaTH, O6a3y-
BaTH; CTBOPIOBATH, OPraHi30ByBaTH

fond [fOnd| — 110 ATOGHUTE KOTOCH, IIIOCH; IIIO BiAdyBa€ HixKHI
IOy TTS

suit [su:t], [sju:t] — mo30B; cymoBa crpaBsa, CyZOBUI IIPO-
LIeC; IiAXOAUTH; OyTH OO0 AWIIL; KOCTIOM

suite [swi:t] — HoMep AIOKC (8 2omesti); cCBUTA (Ounsiomamuu-
HO020 npedcmasHUKa mouio)

Useful phrases

— an appointment — to arrange smth. with smb.

— an engagement — to be able to come on

— At last! Monday at eleven

— board meeting — to be free in the afternoon

— due to some unforeseen - to cancel an appointment
business — to confirm an appointment
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— How about Friday? — to fix the date

— I am wondering if we could - to have an appointment
get together at 9 a.m. with
on Tuesday — to meet a client

— I look forward to hearing - to postpone an appointment
from you till a later date

—I think that should be — to put smb. through to
possible smb.

—Iwish I could, but ... — to wonder

- I'd like to come by and — Tuesday the 8th of July
see you tomorrow would be good for me

— Is that any good? — What date would be

— Is the 5th of March convenient for you?
at 6 p.m. convenient? — What time would suit you?

— Monday’s bad for me, — Would it suit you?
I'm afraid — Would Monday

— That sounds at 10.30 suit you?
fine/good /supper to me - Yes, that would be good

— That’s a good idea for me

Work in pairs

— What model phrases typical for making/cancel-
ling/postponing an appointment can you pick out from
the above!

— Will you arrange them in your own way to make
up a new pattern for a short conversation! Role play it.

— What is a logical scheme for ‘making an appoint-
ment situation! How would you start, what will follow,
and what would you say at the end! Similarly, what logi-
cal scheme would you propose for ‘inviting someone’
situation!

- Will you ask your partner to do something to-
gether (have dinner, go to the theatre, see your friend off,
help you meet a foreign delegation at the airport, etc.)! Ask
about the convenient time for both, make other arrange-
ments.
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Reading

How to make an appointment

Business people meet with clients, suppliers, owners,
managers and others on a regular basis. Making, changing
and cancelling appointments is an important skill in busi-
ness English. It is a task many people have to do as part of
their job.

Trying to arrange in advance a mutually convenient
time and place for a meeting can take awhile if both you
and the other person are busy and have a packed schedule.
Here are some expressions you can use to arrange an ap-
pointment concisely and clearly.

Asking for an appointment

The following sentences are ways to ask for an ap-
pointment:

—I would like to arrange an appointment to dis-
Cuss ...

— Please would you indicate a suitable time and
place to meet?

— Would it be possible to meet on (date) at your/our
offices to discuss ...?

— Can we meet (up) to talk about ...?

Suggesting a time/date:

Could we meet at ___ on the of ?
e.g.: Could we meet at 1 10 a.m. on Monday the 3@ of July?

— Are you available on Monday/next Monday?

— Are you free on Tuesday/next Tuesday?

— Can we meet on Wednesday/next Wednesday?

— How does the third sound to you?

—Is next Saturday ok?

— Let’s say ...

— What about next Friday?
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— Would next Thursday be ok?
— Would Tuesday suit you?
— Would you be available on Tuesday?

Agreeing to/confirming an appointment

— Thank you for your email/call. I would be avail-
able to discuss ... on (date) at (time and place).

— Tuesday sounds fine. Shall we say around (time)
at (place)?

— I phoned your office to confirm that this date is
convenient for me.

— That’s fine. I'll see you then.

- Yes, Monday is fine.

— Yes, Tuesday would be fine.

— Wednesday suits me.

— Thursday would be perfect.

Rejecting a time/date:

Saying a time/date is not convenient for you, apologize
and give a reason; suggest an alternative time/date:

— Unfortunately, I will be away on business during
the week of July 6 — 11, so I will be unable to meet you
then. However, if you were available in the following
week, I would be glad to arrange a meeting with you.

— I will be out of the office (out of town) on Wednes-
day and Thursday, but I will be available on Friday after-
noon.

— Would it be possible to arrange another time later
in the week?

— Would you be free to meet early next week?

— How about next Friday, instead?

—I'm afraid (I'm sorry) I can’t on Monday.

— I won’t be able to meet on Wednesday.

—I really don’t think I can on Thursday.
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Cancelling/postponing an appointment

Sometimes, things come up and we have to cancel/
postpone a previous engagement or appointment. When
this happens, the best thing you can do is apologise and
find another time to meet:

— Unfortunately, due to some unforeseen business, I
will be unable to keep our appointment for tomorrow af-
ternoon. I apologise for any inconvenience. Would it be
possible to arrange another time later in the week?

—I'm afraid that I have to cancel our meeting on
Wednesday, as something unexpected has come up. I'm
sorry about cancelling. Would you be free to meet early
next week instead?

Asking for confirmation

— Please confirm if this date and time is suitable/
convenient for you.
— Can you let me know if this is OK for you?

Writing to someone you don’t know

If you don’t know the person, you’ll need to give some
background information about yourself or your company.

—I am ... and I would be interested to meet you to
discuss ...

— I would be grateful if you could indicate a conven-
ient time to meet during this week.

— I look forward to hearing from you.

Task 1. Look at the five words. How many different
words can you form with each one? What part of
speech (verb, noun, adjective, adverb, etc.) is each
word you have formed?

1. contact
contacting, contactless, contactor, contactee
2. appoint
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3. arrange

4. confirm

5. engage

Task 2. Match the words 1-10 to their synonyms a—j

1. schedule a) shortly

2. reject b) suitable

3. concisely c) settle

4. convenient d) repel

5. arrange e) previous

6. available f) timetable

7. foregoing g) accessible

8. make excuses h) unplanned
9. grateful i) thankful (for)
10. unforeseen j) apologize (to)

Task 3. Match the words 1-10 to their antonyms a—j

1. grateful a) lacking

2. accidental b) admit

3. available c) disagreement
4. appoint d) deliberate

5. reject e) uncomfortable
6. postpone f) denial

7. logical g) indifferent

8. confirmation h) continue

9. convenient i) irrational

10. engagement j) ignore
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Task 4. Complete the expressions on the right with the
words from the box so they have the same mean-
ing as the ones on the left

Hold on; Is that; Could you give me;
Put you through; Phoning about; Speaking;
1. Canltalkto...? I'd like to speak to
2. Just a moment ... Thank you.
3. Tll connect you. Il
4. Am I speaking to Lau-  Hello.
rie Thompson? Laurie Thompson?
5. Yea, it’s me.
6. The reason I'm calling Yes, I'm
is ... your advert ...
7. Can I have your name
and address? your name and address?

Now you are equipped with useful sentences to
make, change or cancel engagements and appointments.

Task 5. Complete the dialogues
1

Mrs. Clark: Hello. Is this Thomson & Co office?

Cekperap: Tax. Moxy st Bam donomoemu?

Mrs. Clark: I'd like to make an appointment with
law adviser.

Cekperap: Y saxili cnpasi Bu 6arkaeme ompumamu
KOHCYIbMayiro?

Mrs. Clark: I am interested in divorce case.

Cekperap: Yu 6yde Bam 3pyuHO npuilimu 3asmpa o
10 2o00uni?

Mrs. Clark: It suits me. Thank you.

2
— Hello! Is that Doctor Spencer’s consulting room?
— [lobpozo parxkry. Cryxaro Bac.
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— I was wondering whether Dr. Spencer could see

— ¥ Bac npusnauera 3ycmpiu?

— I have an appointment for tomorrow afternoon but
it’s a case of emergency and I beg you to arrange it right
now.

—ITana Cnencepa 3apas3 Hemae. Barxcaeme 3anuwiu-
mu Oast Hb020 NOBIOOMAEHHS?

3

— 4 6 xomie nepeHecmu NPU3HAUEHY 3YCmpiu HA THULUTL
Oetp.

— What date is good for you?

— 5IK woodo n’asmHuyi o6 117

— Let me see... What about Friday at 12? Is that any
good?

— Yyooeo! Lle meHi nidxooumso.

4

— Hi Sharon. It’s Kylie. I've got a message from you
about our meeting tonight. Unfortunately I am busy to-
night. [ am seeing my psychoanalyst.

— 8Hosy sikice npobremu?

— Nothing extraordinary. Anyway... I'd love to see you
and have a chat. Is tomorrow evening convenient to you?

— O, ye —uyoosa ides! Il[o »x, o 3asmpa.

5

-4 6 xomig GIOMIHUMU NPUSHAUEHY 3Ycmpiu 3 Moim
aogoKamom, momy wo si mMywy xamu y eiOpsiOrKeHHs HaA
uiuilli muskoeHmn.

— When did you arrange your appointment for?

— Ha uemsep, o0 nig Ha uocmy.

— Fine. I'll cancel it. Would you like to postpone it
till a later date?

— 3eicHo. K wo0o HacmynHoi n’amHuyi?

— Let me check... Will 10.15 next Friday suit you?
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Task 6. Make some short dialogues of your own

— Make an appointment with your lawyer who is dif-
ficult to catch.

— Confirm an appointment for your mom with a doc-
tor. Persuade him to do it as soon as possible.

— Cancel your meeting with your HR. Give the reason.

— Postpone the job interview till next week. Give the
reason.

Task 7. Dialogues to memorize

1

— Good morning. My name’s Jane Dallard. I have an
appointment with Mr. Newman for three tomorrow. I'd
like to cancel it. I am calling to postpone my appointment
till a later date. He told me to arrange it with you. Let’s fix
the date. Is he doing anything on Thursday?

— Let me see now... I'm afraid he’s going away for
the whole day. How about Friday?

— No, I'm flying to Donetsk on Friday. I'm not doing
anything on Wednesday afternoon though. Perhaps we
could have a late lunch?

— Well, Mr. Newman’s going to a meeting at two, so
he can’t have a late lunch. He’s free on Tuesday though.

— Tuesday... hmmm... Well, I'm meeting a client in the
morning but I'm not doing anything at lunchtime. Yes. Let’s
make it Tuesday. I'll come to the office at one o’clock.

— That’s fine, Mr. Dallard. One o’clock on Tuesday
then. I'll tell Mr. Newman to expect you.

2
— How about a shopping next week?
— That’s a good idea. What are you doing on Monday
morning?
— Sorry. Monday morning’s no good. I'm seeing the
doctor. Are you free in the afternoon?
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—I'm afraid not. Sorry, but I really can’t. I'm going
to a board meeting.

—I'm free all day Tuesday. Is that any good?

— No. That’s no good either. I'm afraid, I can’t. I'm
going to a conference.

— Well, I'm traveling to Oxford on Friday morning so
we must meet on Wednesday or Thursday.

— Would Thursday suit you? I’'m not doing anything
in the afternoon. Are you free?

— At last! I'm not doing anything either. I'll come
around to your place about 1.30.

— See you on Thursday.

3

— Hello, Janet Joe speaking. Could you put me
through to Mr. Poplar?

— I'm sorry, Ms. Joe, Mr. Poplar is busy.

— Can we arrange a meeting for tomorrow morning?

— Wednesday’s bad for him, I'm afraid.

— Will the same time after tomorrow be convenient
for him?

—I think that should be possible.

— That would be good. I'll call tomorrow to confirm
the appointment. Good bye.

4

— Good morning. Is this Mr. Lenius’s office? This is
Jane Beret from Washington Post. May I speak to Mr.
Lenius, please?

— Ms. Beret, I am very sorry, but I'm afraid Mr.
Lenius’s in the meeting now. And he has several engage-
ments today and some other appointments this after-
noon.

— 1 am wondering when Mr. Lenius could see me.
Would you kindly make an appointment for me?

—Yes, certainly. Ill just look in the diary. Now,
would Friday at three-fifteen suit you?
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— No, I'm afraid I won’t be in town on Friday.

— Then would you be able to come on Monday at
eleven?

- Yes, it sounds good. That would be quite all right.

— Good. I'll make it for eleven o’clock on Monday,
then.

— Thank you very much.

5

A: Hello. This is Richard Brown. I'd like to make an
appointment to see Dr. Habi.

B: Certainly. What seems to be the problem?

A: I'd like to have my annual check-up.

B: Fine. When would you be available to come in to
see Dr. Habi?

A: Any day next week in the morning would be great.

B: How about next Thursday at 10 o’clock?

A: That sounds fine. Thank you.

B: We'll see you next Thursday Mr. Brown. Goodbye.

Task 8. Act the following dialogues in English

1

— [Nobpunenb. Mene 3Batu [IxkeitiH [lasapm. Y MeHe
Ipu3HadYeHa 3ycTpid 3 1. HeloMaHOM Ha TPEeTIO MOAVHY 3aB-
Tpa. 9 6 xoTiB ckacyBaTH ii. 91 TeaedpoHyr0, 1100 BiAKAACTH
MOIO 3yCTpid Ha Ii3Hilly naTy. BiH ckazaB MeHi 3asaronuTu
e 3 Bamu. Yu poOUTH BiH III0CH Y YETBEP?

— [aiire, TagHy 3apas... Boroch, 1o #oro He Oyme Ii-
AUH [EeHb. YK 111040 II’'ITHUIL?

— Hi, a aeuy B [IoHENBK y ITATHHIIO. 9 HiYOro He poOd-
A0 Y cepemy IIicas ob6imy. Moxke My Morau 6 mMaru ImisHii
obia?

— Hy, n. Heroman 36upaeTbcss Ha 300pH O APYTiH, OT-
JKe, BiH He 3MOzKe MaTH ITi3Hi# 06ix. [Ipore, BiH BiabHHH y
BIBTOPOK.
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— BiBTOpoK... I'MmM... IIlo k, g 3ycTpidaiock 3 KAi€H-
TOM BpAaHIIi, are s HiYOoro He pobaro B ob6imuitt uac. Taxk.
[aBatiiTe 3poOuMO Iie ¥ BiBTOPOK. 1 mpuiiny B odic o mep-
IIi¥ roaunHi.

—1Ile mobpe, m. Jasapz. Ilepmra ropgmHa y BIBTOPOK,
Tomi. 9 ckaxy 11. Helomany yekaTu Bac.

2

— 9K 111010 TOXOYy 3a MOKYIIKaMH HACTYITHOIO THUKHSI?

— Ile xopora iges. Ilo T poOHI y IIOHEIIAOK BPaHILi?

— Bubau. IToHemiAroK BpaHIli — He MAXoauTh. J Uy mo
Aigapga. Ty BiapHUIH ITicadg o0imy?

— Borocs, 110 Hi. Bubau, ase s miticHo He MOxXKy. A #my
Ha 300pH paay JUPEKTOPIB.

— 91 BiABHH 1AW IEeHb ¥ BIBTOPOK. YU Tak mobpe?

— Hi, e Texx uHe mobpe. Borock, g He MoxXKy. 91 Hay Ha
KOH(PEPEHLIIIFO.

—1IIlo x, g imy B Oxcdopn y ITSTHUIIO BPaHILi, OTKE
MM IIOBHUHHI 3yCTPITUCS Y CEPENY YU YETBEP.

—Yerep T00i migiiine? 5 He pobaro Hidoro micas obimy.
A T BiABHUH?

— Hapernrri! 9 Takox He poburumy Hidoro. 4 minimy mo
Tebe 6am3pko 1.30.

— IToGaunmock y geTBep.

3

— Bitato, roBoputh [IxxeHer [IxkoB. Yu wmoxkere Bu
3’egHaTu MeHe 3 1. [lomaapom?

— Ha xansp, n1. [I3x0B, 11. [loraap 3aiiHaTHi.

— MozkeMo MU JOMOBHUTHUCH IIPO 3yCTPid 3aBTpa Ha pa-
HOK?

— Cepema moraHo OAsT HbOTO, 60FOChH.

— A Toli camuil yac micagzaBrpa Oyne 3pydHHM OAS
HBOTIO?

— l'aparo, 11€ Oyzme MOKAUBO.

—Lle 6yao 6 mobpe. 4 3aresecpoHyro 3aBTpa, 100 MIia-
TBEPAUTU JOMOBACHICTB. []0 TT06adYeHHs.
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4

— [lo6poro pauky. Lle odic 1. Aeniroca? lle [Ixetin Be-
peT 3 BamuHrToH 1oct. MoXy s IOTOBOPUTH 3 I1. /A€HiIOCOM.

—I1. Beper, MeHi Oyzke MPUKPO, are GOIOCH, II10 II. Ae-
Hitoc 3apa3 Ha 300pax. | BiH Mae Kiapka 3ycTpideil CbOromHi
Ta AesIKi iHIITi TOMOBAEHOCTI IIiCAsT 00imy.

— 91 Xo4y 3HATH, KOAH II. AeHiloc 3Mir OM 11o6aduTHCh 3i
mHoo. Yu He O6yau 6 Bu Taki aacKamBi JOMOBHUTHCH ITPO 3Y-
CTpiY 31 MHOIO?

— Taxg, 3BiCHO. Y1 AMUIII TASHY y 3alIUCHUK. [[’ITHHIIL, O
TpeTitt aTHaaua T Bam migitine?

— Hi, s 6orocs, 1110 He Oymay B MIiCTi y IT'ITHHITIO.

— Tomi, yu 3MoxkeTe Bu mpuiiTi B HOHEMIAOK 00 OmH-
HaAUgaTIH?

— Tax, 11e 3ByunTh nobpe. Lle Oyme 1iakom mobpe.

— lapazza. 9 3anucyro Ha OAMHAAUSTY Y IIOHEIIAOK.

- Hy=xe Bam ngkyro.

5

A. Nobpuit genb. lle Pugapna Bpayu. 9 xouy 3amuca-
THUCSI Ha TIPUMOM 110 AiKapst Xaoi.

B. 3Buyatiino. Y yoMmy mpobaema?

A. 51 6 XOTiB IIPOUTH MIOPIYHUHI OTASL.

B. IlpexkpacHo. Koan Bu 3amokeTe mpuiiTu Ha Ipuiiom
o Aikapst Xabi?

A. Y Oyab-sIKUM IeHb HACTYITHOTO THXKHsI. BpaHiii 6yao
6 aymoBo.

B. 9k mono HactymHoro yerBepra o 10:00?

A. 3By4yuTb HeroraHo. [IsKyo.

B. Tlobaunmocsg HacCTyIIHOro deTBepra, aHe BpayH.
o mobaueHHs.
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Lesson #9

Business Correspondence

“The art of art, the glory of expression
and the sunshine of the light of letters, is simplicity”
(Walt Whitman)

Starting up

1. How is a personal correspondence different from
business correspondence?
2. What is the purpose of a business letter today?

Read the words and word-combinations.

Pay attention to the pronunciation

abbreviation [s,bri:vi'eIf(o)n]; accuracy [eekjorssi]; acknowl-
edgement [ok'mdlidgmont]; appendix [o'pendiks]; attorney
[o'ta:nI]; circulation [s3:kjo'le1f(o)n]; complaint [kom'pleint];
completeness [kom'pli:tnas]; concise [kon'sals]; emoticons
[I'meutoka:ns], [I'mptikpns|; enclosure [In'klou3s|, [en'klou3e];
enquiry [In'kwalsri]; enumerative [I'nju:m(e)reItiv]; explicative
[ek'splikativ]; furthermore [f3:00'md:]; hence [hen(t)s]; invoice
[1nvo1s]; legibly ['led3abli]; letterhead [letohed]; logical sequence
[Ibd3ik(o)l 'si:kwan(t)s]; obsolete [dbs(o)li:t]; polite [palalt]; pri-
marily [prai'mer(o)lr]; procuration [prokju'reif(e)n]; quotation
[kwo'te1f(o)n]; recipient [rI'sIpIont]; salutation [seelju'teif(s)n];
signature ['signoatfs]; simplicity [sIm'plisati]; sincerely [sin'sIal];
title ['ta1tl]; type [talp]; variety [vo'raloti]; vitality [val'teeloti];

warrant ['wWor(o)nt]
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Useful Vocabulary

— acknowledgement/
acknowledgment

— by warrant

— claim

— complaint

— complimentary ending

— concluding paragraph

— date

— deficiency

— enclosure

— inquiry (enquiry)

— introductory paragraph

— legibly
— letterhead /letter-head

Reading

Communication through exchange of letters is known

as correspondence .

Business correspondence is the communication or
exchange of information in a written format for the process
of business activities. Businessmen communicate busi-
ness information to customers, suppliers and others and

— order
— overdue

— per pro/p.pro/p.p.-

(Lat.: per procurationem)

— position/title

— power of attorney
— quotation

— recipient’s address
— reference

— reparation

— salutation

— sender’s address
— signature

— terms of delivery
— typed signature

at the same time receive a variety of letters from them.

Business correspondence can take place between or-
ganizations, within organizations or between the custom-
ers and the organization. The correspondence is generally

of widely accepted formats that are followed universally.

The importance of business letters:

— help in maintaining proper relationship;
— inexpensive and convenient mode;

— create and maintain goodwill;

— serve as evidence;

— help in expansion of business.
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A letter should serve the purpose for which it is
written. We may classify the qualities of a good business
letter as:

a) inner qualities;

b) outer qualities.

The inner qualities of a good business letter refer
to the quality of language, its presentation, etc.

— Simplicity — simple and easy language should be
used for writing business letters.

— Clarity — the language should be clear, so that the
receiver will understand the message immediately, easily
and correctly.

— Accuracy - the statements written in the letter
should be accurate to, the best of the sender’s knowledge.

— Completeness — a complete letter is one that pro-
vides all necessary information to the users.

— Relevance - the letter should contain only essen-
tial information.

— Courtesy — courtesy can be shown/expressed by
using words like please, thank you, etc.

— Neatness — a neat letter is always impressive.

The outer qualities of a good business letter refer
to the appearance of the letter:

— quality of paper;

— colour of the paper;

— size of the paper;

— folding of the letter;

— an envelope.

The main goal of business correspondence is to
reach an agreement between partners; its style is strictly
official, or formal. Here belong some traditional obsolete
words and foreign borrowings (primarily of Latin and
French origin) like: per capita, per pro, a priori, per an-
num, appendix, index, curriculum vitae, memorandum.

In general the formal style is characterized by:

— more complex sentences;
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— abstract nouns;

— frequent use of impersonal sentences;

— bookish vocabulary;

— avoiding contractions, colloquial words and slang.

Parts of a Business Letter

The essential parts of a business letter are as fol-
lows:

1. Heading

a) name and postal address of the business;

b) e-mail address;

c) web-site address;

d) telephone number, fax number;

e) trade mark or logo of the business (if any).

2. Date

It is normally written on the right hand side corner
(28th Feb., 2003 or Feb. 28, 2003).

3. Reference

It indicates letter number and the department from
where the letter is being sent and the year. It is given
on the left hand corner after the heading
(AB/FADept./2003/27).

4. Inside address

This includes the name and full address of the per-
son or the firm to whom the letter is to be sent. This is
written on the left hand side of the sheet.

The Chief Manager,
State Bank of India
Utkal University Campus
Bhubaneswar,
Orissa-751007

5. Subject

It is a statement in brief, that indicates the matter
to which the letter relates.
Subject: Enquiry about Samsung television
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6. Salutation

Sir/Madam For official and formal correspon-
dence
Dear Sir/Madam For addressing an individual

Dear Sirs/Dear Madam For addressing a firm or company

7. Body of the letter

1. Opening part. It is the introductory part of
the letter.

2. Main part. This part usually contains the sub-
ject matter of the letter.

3. Concluding part. It contains a statement of
the sender’s intentions, hopes or expectations
concerning the next step to be taken.

8. Complimentary close
It is merely a polite way of ending a letter. It must
be in accordance with the salutation.
Dear Sir/Dear Madam Yours faithfully
Dear Mr. Raj Yours sincerely
My Dear Akbar Yours very sincerely (express very
informal relations)

9. Signature

It is written in ink, immediately below the compli-
mentary close. The name of the writer should be typed
immediately below the signature.

10. Enclosures

This is required when some documents like cheque,
draft, bills, receipts, lists, invoices, etc. are attached with
the letter.

11. Copy circulation

This is required when copies of the letter are also
sent to persons apart of the addressee. It is denoted as
C.C.

12. Post script

This is required when the writer wants to add some-
thing, which is not included in the body of the letter. It is
expressed as P.S.
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Type of Business Letters

— Letter of enquiry

— Quotation letter

— Order letter

— Letter of complaint
— Letter of recovery

Letter of inquiry/enquiry

Seek details on price, discounts, price lists, cata-
logues, samples and terms of sale (quality and quantity of
goods, models or trademarks, terms of delivery and terms
of payment).

Tel.: M/s Acron Electri- E-mail: elo@acr.vsnl.net.in
23241053 cals 22/c, Main http:/ /www.acronelc.com
Fax.: Road
23244155 Darya Ganj,
New Delhi-2
Ref. PR/F/2012/27 Dated: July 27,2012

M/s Bharat Fans

Bharat Complex

Hyderabad Industrial Estate
Hyderabad — 500032

Subject: Enquiry about the prices of fans

Dear Sir,

We are dealing in retail trade of electrical appliances. We would
be interested in selling your product, Bharat Fans through our
retail showroom.

Could you, therefore, send us your quotations and let us know
the terms and conditions of payment.

Thanking you,
Yours faithfully,
For M/s Acron Electricals
Sd/-
(A.B. Kumar)
Partner
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Quotation Letter

These letters are written keeping in view the informa-
tion asked for like price list, mode of payment, discount to
be allowed, etc. Businessman should reply to the inquiries
carefully and promptly.

Tel.: 50863235  M/s Bharat E-mail: bh@fan.vsnl.net.in
Fax.: 23244109 Fans http:/ /www.bhfan.com
Bharat Complex
Hyderabad
Industrial Estate
Hyderabad —
500032

Ref.-SL/F/2012/12 Dated: August 10, 2012

M/s Acron Electricals

22 /c, Main Road

Darya Ganj, New Delhi-2

Subject: Your letter No. PR/F/2012/27 dated July 27, 2012

Dear Sir,

Thank you for your letter of enquiry. We would be glad to meet
your requirements of selling our fan in your retail showroom.

Our quotations are given in the price list enclosed. We offer 10%
discount on order above Rs.50,000. Besides, we allow a grace
period of 45 days for payment of dues to our regular customers.

We are confident that you will find our prices competitive and
our terms and conditions reasonable. We look forward to meet-
ing your requirements.

Thanking you,
Yours faithfully,
For M/s Bharat Fans
Sd/-
(Des Gupta)
Encl: Price List & Terms and Conditions
Sales Manager
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Order Letter

Letters written by a buyer to the seller giving the
order to purchase the goods is called order letter.

Tel.: 40863269  M/s Acron Electricals  E-mail: elo@acr.vsnl.net.in
Fax.: 23244566 22/c, Main Road http:/ /www.acronelc.com
Darya Ganj,
New Delhi-2

Ref. PR/F/2002/32

Dated: August 22,2012
M/s Bharat Fans
Bharat Complex
Hyderabad Industrial Estate
Hyderabad — 500032

Subject: Your letter of quotation No. SL/F/2002/12 dated Au-
gust 10,2002

Dear Sir,

Many thanks for your prompt reply to our enquiry letter of July
27,2012. As we find your prices and terms quite reasonable, we
wish to place a trial order as per the list enclosed.

As pointed out in our enquiry letter, quality is important.
Should the goods meet our expectations, substantial orders will
follow.

Payment will be made within the time limit prescribed in your
quotation letter.

Thanking You,
Yours faithfully,
For M/s Acron Electrical
Sd/- (A.B.Kumar)
Partner

Encl: Order List
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Complaint Letter

It is the letter that draws attention of the supplier or
any other party on account of supply of defective or dam-
aged goods.

Tel.: 3241053 M/s Acron Electricals E-mail: elog@acr.vsnl.net.in
Fax.: 3244155 22/c, Main Road http:/ /www.acronelc.com
Darya Ganj,
New Delhi-2

Ref. PR/F/2012/27
Dated: September 5, 2002
M/s Bharat Fans

Bharat Complex
Hyderabad Industrial Estate
Hyderabad — 500032

Subject: Complaint regarding fans
Dear Sir,

I would like to draw your attention to the fact that some fans
are found missing in the parcel, dispatched by you, which I
received today. It appears that the following items were not in-
cluded.

Bharat fan super quality 3 (Three)
Bharat fan standard 2 (Two)

We will appreciate if the above fans are sent to us or the
amount credited to our account.

Yours faithfully

For M/s Acron Electrical
Sd/-

(A.B.Kumar)

Partner
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Recovery Letter

The letter written by the seller for collection of
money for the goods supplied to the buyer is called recov-
ery letter.

Tel.: 50863235 M/s Bharat Fans E-mail: bh@fan.vsnl.net.in
Fax.: 508600 Bharat Complex http:/ /www.bhfan.com
Hyderabad Industrial
Estate
Hyderabad — 500032

Ref.-SL/F/2012/12

Dated: December 10,2002
M/s Acron Electricals
22 /c, Main Road
Darya Ganj, New Delhi-2

Subject: Recovery of dues
Dear Sir,

We believe that the payment of our bill No. 1713 dated Septem-
ber 2, 2012 must have escaped your attention. As the payment
is due since long, we would appreciate if you send us your
cheque immediately. Please let us know whether payment is
being withheld for some special reasons.

Thanking you,

Yours faithfully,

For M/s Bharat Fans
Sd/-

(Des Gupta)

Sales Manager

Email (e-mail)
Email is the least formal method of business com-

munication. It is the most widely used method of written
communication usually done in a conversational style.
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Some important well-known characteristics of e-
mail English messages are as follows:

— frequent decapitalization (e.g. “let us meet on
tuesday’);

— use of abbreviations (e.g. BTW — by the way);

—use of capitals for emphasis (e.g. “the exam is
TOMORROWY”);

— carefree punctuation (e.g. the vanishing hyphens
in e-mail/email);

— frequent omission of salutations and closings.

The most important rules of e-mail etiquette include:

1) prompt response to a received message (at least
acknowledgment of receipt) and

2) filling in the subject line that economizes the time
and mental efforts of receivers and makes messages more
concise.

Most common abbreviations, or rather acronyms (i.e.
words formed from the initial letters of a name), which
occur in e-mails (including academic), are as follows:

AISI — as I see it;

ASAP — as soon as possible;

BOT - back on topic;

BTW - by the way;

FYI - for your information;

IAC - in any case

IMHO - in my humble opinion;

IOW - in other words;

TTYL - talk to you later.

In communication with friends, the symbols called
“emoticons”, which represent facial expressions and add
vitality to messages, are used, e.g.:

:) or ©— a happy, joking, or sarcastic face;

;) — a happy, winking face;

:( or © — a frown, sad, or angry face;

:} — a fiendish grin.

These symbols are not appropriate in formal academic
e-mails. The degree of relative formality/informality of aca-
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demic e-mail messages may, certainly, vary in accordance
with different purposes and situations.

Task 1. Are these statements true (T) or false (F)

1. Letter is a form of written communication.

2. Through business letter personal contact can be
maintained between buyer and seller.

3. Business letters lead to decline the goodwill of
the firm.

4. Letter is a convenient and economic mode of
communication.

S. Business letters do not help in removing misun-
derstanding between buyer and seller.

6. By writing business enquiry letters, a buyer gets
information about the prices of goods.

7. In business enquiry letter the writer cannot ask
for sample of goods.

8. In business enquiry letters the writer doesn’t give
information about the quantity of possible purchases.

9. The seller supplies the relevant information to
the buyer through business enquiry letter.

10. Letter written in response to business enquiry
letter is called Quotation letter.

Task 2. Fill in the blanks with suitable words from the list

below
evidence; impossible; goodwill; window,
laminated; Please; Thank you; relevant; language;
attractive; convenient; seek or give
1.Itis for the businessmen to remember
all facts without correspondence.
2. Business letters build for a businessman.
3. Business letter is the most mode of
communication.
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4. Business letters serve as a/an in case
of dispute in business transactions.

S. Business letters are written to infor-
mation.

6. Apart from ordinary envelopes, we may also use

or envelopes for sending business

letters.

7. To make a letter courteous, words like
and should be used.

8. Business letter should contain only in-
formation.

9. Accuracy demands no error in the usage of

10. Business letters should be always neat and
in appearance.

Task 3. Match the words 1-8 to their synonyms a-h

1. authority a) clearly

2. legibly b) remuneration

3. warrant c) expired

4. compensation d) certification

5. overdue e) power of attorney
6. complaint f) power

7. acknowledgement g) grumble

8. merely h) only

Task 4. Look at the eight words. How many different
words can you form with each one? What part of
speech (verb, noun, adjective, adverb, etc.) is each
word you have formed?

1. acknowledge
acknowledged; acknowledg(e)ment;
2. claim
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3. collect

4. introduce

5. recipient

6. sign

7. salute

8. introduce

Task 5. Match the following

1. The receiver understands the
message in the same way as in-
tended by the sender

2. There should be no errors in the
usage of language in business
letter

3. Relevant information should be
provided in business letter

4. Words of anger should not be
used in any business letters.

Task 6. Fill in the blanks

Relevance

Courtesy

Accuracy

Clarity

1. The complementary close must be in accordance

with the

2. Below the signature and name of the writer, his

is also written.

3. In the main part of the body of the letter is

written.
4. Dear Sir is the form of
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5. The body of the letter is usually divided into
part(s).
6. On receipt of defective goods, the buyer writes
to the seller.
7. On finding that the goods have been damaged in
transit, the buyer writes complaint letter to

8. Aim of recovery letter is to from the
buyer.
9. Complaint letter is written by to the

10. Recovery letter draws the attention of the buyer
towards the .

Task 7. Rewrite the following sentences in formal busi-
ness style

. We want you to give us your answer immediately.
. We've got none of the items in stock.

. Please don’t change the supplier.

. We can’t tell you about delivery because we don’t

A WN —

know.

. Your cheque is wrong.

. We have been waiting too long for payment.
. Your order will be a fortnight late.

. You still owe us $1000.

0o ~N Oy U

Task 8. Match the words 1-18 to their more formal syno-
nyms a-r. If necessary, look up the phrases in a

dictionary
1. big a) to supply
2. abuy b) to inform
3. so-so c) incorrect
4. tosend d) to improve
5. to get e) to depreciate; to decline
6. to give f) substantial
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back you

7. to show g) satisfactory
8. to tell h) to keep apprised;

to keep informed
9. to thank i) to forward, to dispatch
10. wrong j) the company’s proposal
11. to get better and better k) to obtain
12. to get worse and worse 1) a purchase
13. to keep in touch m) to indicate
14. to owe n) to be grateful
15. our idea o) to be in debt to smb;

to be obliged to smb.
16. we wanted p) the corporation required
17. your letter to us q) will be repaired the loan
18. you'll get your money r) the correspondence

received

Task 9. What do these abbreviations (acronyms) stand for?

IAC

N.B.

V.V.

IOW

TTYL

e.g

IMHO

etc.

BTW

pro and con

Task 10.

You want to buy a book from the Kalka Publication,
which is situated at Kanchan Bazar, Hyderabad, Andhra
Pradesh — 500030. Write a letter indicating your require-
ments.
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Task 11.

Suppose you are the owner of a shop that sells ceil-
ing fans. You received an enquiry letter from M/s Aakash
Hotels, Connaught Place, New Delhi seeking information
about the price and availability of fans. Write a letter in
response to the enquiry made by M/s Aakash Hotels.

Task 12.

You recently returned from a holiday organized by
SunTravel. The holiday was not a success: you had a
number of problems. Write a letter of complaint to Cus-
tomer Services at SunTravel, including the following in-
formation: brief details of the holiday you booked; a de-
scription of what went wrong; an explanation of how this
affected you; a request for compensation.

Task 13. Below is the electronic message written by a
Ukrainian student to his teacher. What would
you change/improve in this message?

From: Andriy Zakharko <azakh@hotmail.com >

Date: October 27, 200X 11:54 PM

To: Mariya Dmytrenko <dmytrenko@univ.lviv.ua >

Subject:

Hi, Mariya Petrivna! How are you doing?

[ am almost ready with my course paper, but I need
your advice. Can I come to your Department on Tuesday
at 3.15 p.m. to ask some questions?

FYI, the Dean’s office has just announced that our
exam will take place NEXT FRIDAY! I'm afraid I won’t be
ready!

Hope to see you soon. Bye-bye.
Andriy Zakharko,
PMP - 41
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Lesson #10

Welfare Scheme for Employees

“Power has only one duty —
to secure the social welfare of the People”
(Benjamin Disraeli)

Starting up

What components of a welfare scheme for employ-
ees do you know? Which of them are the most important?
Give reasons for your opinion.

Read the words and word-combinations.
Pay attention to the pronunciation

access [‘aekses]; allowance [s'lausns]; annual ['eenjusl]; ar-
rears [d'rIoz]; canteen [keen'tiin]; contract ['kontraekt]; créche
[kref], [kre1f]; detail ['di:te1l]; disciplinary ['diseplin(9)ri]; en-
titlement [In'tartlmont]; executive [1g'zekjutiv]; extract
[ekstreekt] (noun), [tk'streekt] (verb); failure ['felljo]; fringe
[frind3]; generous ['dgen(o)ras]; grievance procedure
['gri:v(e)n(t)s pra'si:dgs]; insurance [in'[u(o)rons]; legal
['li:g(o)1]; pension ['penf(s)n]; per annum [pa(r)'eenom]; rare
[res]; remuneration [rI,mju:ns'relf(s)n]; require [rI'kwals];
subsidy ['sAbsidi]; vital ['varitl]; vitally ['varit(e)lr]; welfare
['welfeo]
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Differentiate

ISO 4217 - MmixkHapooHUU CTAaHOAPTHUN TpHAITEP-
HUP KoJ BaAlOTH (po3pobaeHmi MixKHapoOmHOIO opraHiza-
i€ i3 craHmapTHilallii; HepIlli ABi AiT€pH 03HaA4YaloTh
KpaiHy, a TpeTs — Ha3BY I'POILIOBOI OWHUILI)

& [el] — symbol for pound sterling [paund'st3:lig],
pounds sterling (pl) — Great Britain pound sterling —
dyHT crepainriB, rpomosBa oguHuNg CrioayderHoro Kopo-
AiBcTBa Beaukobpurasii Ta IliBHiuHOI Ipaangii. BykBeHuit
kon — GBP, mudpoBuii kox — 826. ®yHT — rpolIoBa OgU-
HUllg B Apabcekiit PecriyOaitti €runer, PecriyOairi Kimnp i
OeTKUX HIIUX JepKaBax.

$ — symbol for dollar ['ddls], dollars (pl) — US dollar —
moaap CIIIA. Bykseuwuit koxn — USD, ntucppoBuii kox — 840.
I'pomoBa onunuiig B CIIA, Kanani, Ta iH. gep:xaBax.

€ - symbol for euro [ju(o)ra(u)], euros (pl.) — €Bpo,
rpoiioBa oaquHUIE €Bponericbkkoro Corosy; BykBeHuit Kox —
EUR, uudpoBuii kox — 978.

2 — symbol for hryvnya/hryvnia [hrivnja:], hryv-
nias (pl.) — HalioHaabHA BaAroTa YKpainu 3 1996 p. Byk-
BeHuii kox — UAH, tudpoBuii kox — 980.

vary ['ve(o)rI] — pi3HHTHCH, 3MiHIOBAaTH; BHOCHTHU IIOIIpaB-
KU (y 0o208ip)

very ['verI| — ny:Ke, CHABHO, CIIpaBXHil, came ToH, camut
(nidcunersi)

ware [wes] — BHpoOH, ToBap(H), IPOAYKTH BUPOOHHUIITBA
wary ['we(o)rI] — oOepesKHU, HeJOBIpAUBHI; HACTOPOXKEHUH
at least [ot'li:st] — mpuHaiiMHi, I0HaIMeHIIIE

at last [otla:st] — mHapemrTi

arrears [0'rIoz] — mpocTpodeHa 3a00proBaHiCTh/ HeaorsaTa

area ['€orIs| — IIAOIIIA, IIPOCTIP; TEPUTOPIisI, TraAy3b
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Useful phrases

— allowance — pay cuts and reductions
— amount of time allotted in benefits
— annual leave — per hour/week/month /year
— basic salary — points that should be
— because of gender mentioned in a contract
discrimination of employment
— compensation package — rate of pay
— coverage — relocation allowance
— créche [kref], [kre1f]/public ~ ~ femuneration
— reward

nursery/day nursery

— dental benefits

— dependent child allowance

— designing a good
compensation package

— disciplinary rules

— employee discounts

— flexible working hours

— fringe benefits

— furnished accommodation

— grievance procedure

— guaranteed raises

— holiday entitlement

— hours of work

—in arrears

— incentive

— insurance beneficiary

— maternity leave

— medical insurance

— non-contributory pension
scheme (plan)

— notice period

—on a temporary basis

— overtime/shift patterns

— parking facilities

— sick pay provision

— sports facilities

— time on/off

— to bar from sick pay

— to be [to go] on the dole

— to be entitled to

— to earn money through
raises and bonuses

— to negotiate the salary and
benefits

— to notify in writing

— to offer a pension scheme

— to offer free or inexpensive
childcare to employee

— to pursue a degree in a
relevant field

— to require by law

— to start at a standard rate
with standard benefits

— to update the skills

— tuition exchange

— unpaid hour for lunch

— welfare

Reading

Many business attempt to make their values clear
through the benefits they offer and show potential em-
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ployees what the company cares about more than just
the work. This helps to attract workers who share these
values, resulting in a more cohesive workforce.

The benefits package of a company can contain
medical insurance, annual leave, sick leave, paid mater-
nity leave, créche facilities, pension scheme (non-
contributory pension scheme), relief (dole), regular in-
centives, flexible working hours, paid overtime, fringe
benefits. Also, big companies may offer their staff some
benefits for remuneration package: dental benefits, relo-
cation costs to and from the company, car allowance,
free parking and sports facilities, the company’s can-
teen, educational subsidies for children, furnished ac-
commodations at nominal rent, annual leaves with air-
fares for self and dependents, annual gratuities, etc.
Such benefits packages and rewards are usually com-
mensurate, and the opportunities for a person who per-
forms well may be considerable.

Note! It is sometimes possible to negotiate the salary
and benefits that are offered with a job. Experts
often recommend that people know what their
skills are worth and what the average salaries
and benefits are in an industry so that they can
tell if an offer is fair. Negotiations are often more
successful if they are realistic and based on reli-
able research; they can also serve to show a po-
tential employer that the person is ambitious and
well-informed. Not all companies are willing to ne-
gotiate, however, and compensation is best dis-
cussed late in the interview process. It is often
more difficult for entry-level employees, who may
not have the experience to back up their demands,
to negotiate, but higher level executives are often
in a better position to demonstrate their value with
a history of success.
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Compensation Package

A compensation package is the combination of
benefits that an employer offers to employees. This may
include wages, insurance, vacation days, guaranteed
raises, and other perks. Strong compensation packages
are often used to attract and keep good employees, and to
promote certain company values. A business that does
not pay the highest wages may still be competitive by
offering free or inexpensive childcare to employees, for
example.

Common Components

Almost every compensation package includes con-
sistent wages or salary. This may include a guarantee of
regular increases based on the cost of living, time with
the company, or the job performance of the individual.
Employees in some industries work solely for commission
or may accept no wages in exchange for another form of
compensation, but this is rare and is not legal in some
countries.

Time off, either paid or unpaid, is also a common
benefit. The entire facility may shut down for a few weeks
during the summer or at the end of the year, or vacation
time may be accrued individually to be used at the em-
ployee’s discretion. Sick time is often separated from va-
cation time and is used on an individual basis.

Health insurance is considered compensation in
places where it is not nationally funded. This insurance
may be paid for by employers or employees, or by contribu-
tions from each. Not all coverage is the same, and a com-
pany that cannot offer higher salaries may offer better
healthcare plans — including dental and vision insurance —
as a way of attracting new talent.

Other types of benefits vary widely. For instance, an
employer may choose to provide childcare services on the
premises at no charge. Some provide development classes
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or pay for continuing education, assisting those who want
to update their skills or pursue a degree in a field that is
relevant to their employment. Other perks may include the
use of a company car, cell phone service, office equipment
for working at home, or any other type of benefit that the
company wishes to extend.

Differences between Packages

One factor may determine what goes into a com-
pensation package is the value of the company. Powerful
companies that make a lot of money often have the ability
to offer their employees higher salaries and more bene-
fits. Just because a company is very profitable does not
necessarily mean that everyone makes a lot of money,
however; sometimes, a small company with only a few
employees may be more generous because it values each
person more. Packages can also vary between employees,
with executives often getting more compensation than
lower level employees.

Another factor is the standards of the industry. For
example, professors in universities usually expect tuition
exchange for their children and spouses to be one of their
benefits, whereas people who work in retail usually ex-
pect employee discounts in company stores. Even the
way raises and starting salaries are structured may be
uniform across an industry.

Unfair Practices

Most of the time, a company can choose to hire
people at whatever starting wages and benefits the com-
pany believes is appropriate. However, it is common for
employees to start at a standard rate with standard bene-
fits, at least at the lower levels of the company. One issue
with offering different packages to employees in similar
positions within the same company is that employees are
not always secretive about their wages. This may open a
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business up to legal problems; if a man and a woman are
hired at the same time, for example, and the woman is
paid less, she might complain that her salary is lower
because of gender discrimination. When employees know
that people who do the same basic job are paid different
amounts, it can hurt morale as well.

Legal Regulations

Sometimes, employers are required by law to offer
some degree of compensation, such as a certain amount
in wages. Vacations and maternity leave may also part of
an employee’s rights in some countries, although the
amount of time allotted can vary. On the other hand, pay
cuts and reductions in benefits are often legal, although
employees in these situations usually have the right to
quit their jobs if they are dissatisfied.

Designing Compensation Packages

From an employer’s perspective, designing a good
compensation package is often the key to attracting tal-
ented employees and keeping them for a long time. Offer-
ing higher wages is one strategy for improving a package,
but employees also value their potential to earn more
money later through raises and bonuses. Understanding
what the people who work for the company really want
and providing adequate compensation can improve
worker morale and performance.

Task 1. Answer the questions

1. What components may a company’s welfare
scheme contain? Which are vitally important?

2. Which benefit do the women - members of the
staff get if they stop work to have a baby?

3. Which benefit helps people when they are old?

155



4. Who looks after the children when their parents
are at work?

5. What pay and holidays can the staff members
have?

6. What services and facilities for their staff can be
provided by prosperous companies?

7. What benefits packages are offered by the com-
pany you are working for?

Task 2. Look at the list of points that should be mentioned
in a contract of employment in the U.K. Match
them to the extracts from some model contracts
(a)-

1. Date the employment begins.
2. Rate of pay and when/how paid.
3. Normal hours of work/overtime/shift patterns.
4. Holiday entitlement (including public holidays).
S. Job title (or a brief description of the job).
6. Location of workplace.
7. Notice period.
8. Sick pay provision.

9. Pension scheme terms.

10. Disciplinary rules and grievance procedure.

a) The amount of notice you are required to give or be
given by your employer in the first four years is four weeks.

b) A copy of the company’s disciplinary procedure is
attached to this contract and employees are asked to
read it carefully.

c) Your basic salary will be £35,000 per annum,
payable monthly in arrears by credit transfer to your
bank or building society.

d) Your normal place of work will be the above ad-
dress. From time to time the company may require you to
work at other sites on a temporary basis.
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e) Your employment begins on 1 January 20...

f) The company does not offer a pension scheme but
provides access to a stakeholder pension. Details can be
obtained from the personnel department.

g) You may be required to work on a public holiday.
If so, you are entitled to time off in lieu.

h) Normal hours of work are 37 % per week, 9 a.m.
to 5.30 p.m. Monday to Friday, with one unpaid hour for
lunch each day.

i) You must inform the office by 10 am on the first day
of absence. Failure to do so may render you subject to dis-
ciplinary action and may also bar you from sick pay.

j) Your current job title and responsibilities are de-
tailed in Schedule 1 and may be amended from time to
time. Any changes will be discussed with you fully and
notified to you in writing.

Task 3. Work in pairs

How are contracts similar or different in your coun-
try? What points must be mentioned?

Task 4. Match the words 1-10 to their synonyms a—j

1. welfare a) treat
2. to demand b) prosperity
3. to negotiate c) request
4. pay d) salary
S. update e) propose
6. offer f) teaching
7. inexpensive g) upgrade
8. failure h) misfortune
9. tuition i) cheap

10. notify j) announce
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Task 5. Match the words 1-10 to their antonyms a—j

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

0.

an employee
expensive
success
offer
temporary
allow
execute
require
update
welfare

a) deny

b) fail

c) an unemployed
d) failure

e) refuse

f) not want

g) cheap

h) permanent

i) disadvantage

j) destroy

Task 6. Match the words 1-8 to their definitions a-h
1.

2.

benefit

compensation
package

appropriate
coverage
creche

dependent

salary

incentive

a) suitable or right for a particular

b)

g)

h

—

situation or occasion;

the total payment and benefits
that an employee receives for do-
ing their job;

financial protection so that you get
money if something bad happens;
a fixed amount of money usually
paid every month;

something that encourages a per-
son to do something;

something such as a pension or
health insurance that an em-
ployee receives in addition to their
salary (= money);

needing the support of something
or someone in order to continue
existing or operating;

a place where young children are
cared for during the day while
their parents do something else,
especially work, study, or shop.
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Task 7. Look at the seven words. How many different
words can you form with each one? What part of
speech (verb, noun, adjective, adverb, etc.) is each
word you have formed?

1. allow
allowability, allowable;
2. discipline

3. execute

4. fail

5. insure

6. pension

7. subsidize

Task 8. Choose from the words below to complete the sen-
tences

compensation package; insurance; backup; earn;
cohesion; remuneration; dissatisfied; workforce;
entitles; adequacy

1. The lack of within the party lost their
votes in the election.

2. The majority of factories in the region have a

of 50 to 100 (people).

3. T'll need to take out extra car for an-
other driver.

4. In return for some caretaking duties, we are of-
fering a free apartment and a small

S. You can’t expect to a living from your
painting.
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6. If you’re with the service, why don’t
you complain to the hotel manager?

7. Being unemployed you to free medical
treatment.

8. Remember, your colleagues are your
system when things go wrong.

9. The adequacy of public healthcare has been
brought into question.

10. Health and dental insurance might be consid-
ered a vital part of the

Task 9. Two companies have posted their remuneration
packages on the job page of their company web-
sites. Label the descriptions of benefits (1-12)
with items a-1

a) a performance-related pay;
b) sports club membership;

c) employee assistance programme;
d) flexible working hours;

e) relocation expenses;

f) pension scheme;

g) profit-sharing bonus scheme;
h) life insurance;

i) cafeteria;

j) creche/childcare facilities;

k) shares in success;

1) salaries.

I. Benefits & Rewards

We want to attract, motivate and held on to our
best personnel by rewards you fairly with the following
benefits.

1. A first-class non-contributory retirement scheme
(i.e. fully paid by the employer).
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2. Coverage for your loved ones of four times your
annual salary.

3. Free shares after one year’s service, dependent
on company profits.

4. Fitness, sports facilities, massage, and yoga
classes plus 20% off membership of a wide selection of
fitness clubs.

5. Daily nursery/kindergarten provision.

6. Counselling and advice on personal and domestic
issues.

II. Remuneration package

In return for your contribution to our organization,
you can expect a role that offers considerable variety and
a chance to pursue your ambitions with the company
both nationwide and internationally.

7. Depending on level, role, and experience, we offer
attractive salary packages to recruit and retain the best
personnel.

8. Payment is reviewed on a merit basis, based on
how well you carry out your job.

9. You can adjust working hours to suit personal
and family commitments.

10. Paid out twice a year dependent upon business
results.

11. Hot meals, salads, and snacks at heavily subsi-
dized prices.

12. Comprehensive moving expenses if you take up
a new position or are transferred.

Task 10. Work in pairs

Which package do you find more attractive? Why?
Prepare arguments to support your views.
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Task 11. Read the dialogues. Then close the left side of
the table and try to act the following dialogues
in English

Sophie: As you know, we | Cogpi: Ik Bu 3Ha€Te, MH He
haven’t reviewed salaries | meperagmaan 3apriaatu  06i-
for over a year. The Board | abme poky. Pana nupekropiB
has agreed a maximum | cxBaanmaa MakcCUMaAbHE 30i-
5% increase from the first | ApIIeHHS 3 IIEepPHIIOro >KOBTHS
of October and I’d like you | Ha 5%, i g xoTiaa 6, 11100 Bu
to come back to me with | mpuiimman [0 MeHe 3 pPeEKo-
recommendations for all | MeHmaniaMu Oad BCiX BalllUX
your staff. I've produced a | coniBpobGiTHUKIB. % cKaaaa
list, here with the relevant | cmucok ock TyT, 3 BigIOBiA-
data about each employee | HUMH HaHUMH IIPO KOZKHOTO
in Marketing. criBpoOiTHUKA y Bimmiai Map-
KEeTHHTY.

Tim: That’s fine; I've got | Tim: Lle mobpe; g maio omHy
one or two people who | Yu ABi AIOAWHU, SIKi 3aCAyTO-
deserve more than 5%, | BytoThb Giabirre, HixX 5%, 30K-
particularly those who | pema Ti, XT0 ITPUOYAU 3 NAOH-
came from London and | mona i Heto-Mopka MuHyAOrO
New York last year. They | poky. Bouu Hacnpaszai BTpa-
actually took a drop in | TmAm y 3apmaari, i HaragyBa-
salary and theyve re- | Au MeHI ITpo Iie KiAbKa pasiB.
minded me about this | Yxke Takoxk 18 micdliB Bina-
several times. It’s eighteen | KoAm MH Maau 30iABIIEHHS
months since we had our | maatHi.

last raise, too.
Sophie: Well, we might be | Cogpi: Hy, mu morau 0 martu
able to give more in one or | 6iabII B omHOMYy abo OBOX
two cases if you reward | Bumazmkax, AKIIIO BH BHIIAQ-
less in others. Don’t forget | TuTre wMenme B inmwux. He
the rate of inflation is not | 3a6yBaiiTe, 110 HE OYiKy€Th-
expected to rise much in | cqa, mo6 piBeHBb iH(AMAITl 3pic
Britain this year and so | Habarato y BeaukoOpwuranii
far, touch wood, we ha- | tboro poky i moremnep, 1100
ven’t had to make any | He HABPOYWUTH, MU HE MYCH-
staff redundant. AUV 3BIABHSATH IIE€PCOHAA.
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Tim: What’s the position
likely to be on the bonuses
at the end of the year? Will
they be slashed? And are
there any other staff deve-
lopments on the horizon?

Tim: 9IkoIO0 € TOYKa 30py LIO-
oo 1npeMid B KiHII pPOKy?
BynyTs BoHU 3pi3aHi? A 4u €
dKach iHmIa pobora 3 Kazapa-
MU Ha TOPHU30HTI?

Sophie: Well, we are pro-
posing to carry out the
performance reviews in
November and early De-
cember and that will de-
termine the final bonus
amounts. We’re trying to
separate the salary review
from the performance re-
view in future. We’re also
looking at flexible working
and maternity and child-
care issues. Your depart-
ment is particularly vul-
nerable here as you have
less staff and therefore a
number of people who work
too many hours. Also, there
are several women on ma-
ternity leave at present who
I believe you would like
back. Frankly, Tim, I'm
worried about the number
of hours some of your staff
are working. It has to be
contained.

Cogpi: Hy, Mu mIpomoHyeEMO
IIPOBECTU OIIIHKY PE3yALTATiB
MUFABHOCTI B AMCTONAl 1 HA
oYaTKy TPYAHS, i I1e BHU3HaA-
YUTH OCTATOYHI CYMH IIpeMil.
Mwu HamaraeMocd BilOKpeMH-
TU TIEPETAS[ 3aplAaTH Bifx
OIIHKU PEe3yAbTATIB MiSIABHOC-
Ti B MaiibyrHEOMYy. MH Takok
po3ragaEeMo IIMTAHHS THyd-
Koro pobouoro rpadiky, mex-
PeTHOI BiAIIyCTKH Ta MOOTASIIY
3a mitbMU. Bamn Bigmia oco6-
AVBO Bpas3AMBHY TyT, 00 BH
Ma€eTe MeEHIIle IIepCOoHaAy i,
OT3K€e, KIABKICTh AOOeH, sKi
[IPaIfoloTh 3aHaATO OararTo
roayH. TakoxXK € KiAbKa KiHOK
y AEKPeTHIH BiAycTIi 3apas,
i g BBaxkaro, BU XOTiAH O 11106
BOHM IIOBEPHYyAHCS. YecHO
KazKy4H, TiM, g9 3aHEIIOKOEHa
KIABKICTIO TOOWH IIPOTATOM
SIKUX JIEAKi 3 BaIllUX CITiBpobi-
THHKIB IIpaIooTh. BoHa I10-
BHHHA OyTH oOMeskeHa.

Tim: OK, I hope we’ll have
the opportunity to discuss
some of these issues at the
management meeting.
Thanks, Sophie. Ill get
back to you within a week.

Tim: Jobpe, s criomiBarocs, 1110
MH MaTHMEMO MOXKAHUBICTH
OOTOBOPUTH €Ki 3 IUX IIH-
TaHb Ha 3acCilaHHi yIIpaBAiH-

g4. [akyro, Codi. 4 roBepHy-
Cs1 0 BaC IIPOTSITOM THIKHS.

163




Lesson #11

Professional Ethics

‘We act the way we dress.

Neglected and untidy clothes

reflect a neglected and untidy mind’
(Anonym)

Starting up

1. What is ethics? What are some common ethical
types?

2. Why do business people need it?

3. Can ethics be taught to people?

Read the words and word-combinations.

Pay attention to the pronunciation

accurate ['aekjorot]; anxious ['eepn(k)fes]; appearance
[o'pror(e)n(t)s]; argue ['a:gju:]; awareness [o'weonss]; calm [ka:m];
carefully ['keaf(o)l1]; caught [kd:t]; colleague ['koli:g]; comment
[koment]; consultant [ken'sAlt(e)nt]; courteous ['k3:ties]; emer-
gency [I'm3:d3(o)n(t)sI]; enthusiasm [In'thju:zieez(s)m]; extrava-
gant [1k'straevogont]; good-naturedly [,gudneitfodli]; graciously
[greifssli]; hi-tech [har'tek]; jewelry [d3u:alri]; pastel blouse
[peest(e)l blauz|; perfume [p3:fjuim] (noun), [po'flu:m| (verb);
punctual [pAgktfusl], [pAgktjusl]; share [[eo]; shirt [[3:t]; suit
[su:t], [sju:t]; tie [tal]; towards [to'wd:dz]|; trousers ['trauzoz|;

trustworthy ['trast,w3:01]; vary ['veorI]
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Differentiate

caught [kd:t] (8i0 catch) — cmitimanuii, 3aXOIA€HUN, BUKPH-
THUM

court [kd:t] — cyzm; 3aa cyny; monBip’a; MajaHYUK, KOPT

cloth [klbd| - TkKaHMNHA; CKaTepPTHUHA

close [klous|] — 0AM3BKO, HOpPydY; 3aYUHEHU; 3aMKHEHHH,

6Au3BKU (npo Opyea, npo nodibHicmy); [klouz] — 3akpuBa-
TH (8 m. u. cnpasy)

extravagant hairdo [1k'straevegont 'heodu:] — ekcrpaBaranT-
Ha (wo Kudaemuvcs 8 oui, HAOMIpHA) 3adicKa

flashy hairdo ['fleef1 'headu:] — Byabrapua (wo Kudaemocs
oui; 6e3 cmary) 3adicka

lead [led] — cBuHeLB; Tpadit; maoMba; IOKPHUBATH CBHHIIEM

lead [li:d] — kepiBHHUIITBO; iHiIliaTHBa; AUPEKTHUBA; IIepIIe
MicIle B 3MaraHHi; KepyBaTH, KOMaHIyBaTH; 090AIOBATH

personnel [ ,p3:s(s)'nel] — ocoboBU cKAa, IEPCOHAA; KAIPHU

personal ['p3:s(o)nol] — iHAWBIKYaABPHUE, OCOOHCTHH, IIEpCO-
HaAbBHUU

suit [su:t], [sju:t] — KOCTIOM; KAOIIOTaHHS; II030B; CyZOBa
cmpasa, MiaxoguTH (6ymu 00 Auys)

suite [swi:t] - HOMep AIOKC (8 2omeni); IepCOHAA ITOCOABCTBA
(Ounnomamuurozo npedcmasHuymeaq); cBuUTa (Ounsoma-
MuUYHA MOuLo)

tie [tal] -xkpaBaTKa; 3aB’s13yBaTH
tea [ti:] — gait

tear [teo] (tore, torn) — pBaTH, 3pUBaTH, BUXOIIAIOBATH

tear [tIo] — capo3a

vary ['ve(o)rI] — 3MiHIOBAaTH; BHOCUTH IIOIPaBKU (Y 00208ip);
BiIpi3HATUCH

very ['verI]| — myKe, CHABHO; CIIPaBXHiH, TOH caMHui
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Useful phrases

— appearance — low-cut dress

— appropriate — loyal to colleagues

— argue — moderate

— avoid — neatly

— bore — require

— chew — shave

— clench — stare

— courteous — strict dress code

— design — to be calm in an emergency
— dress code — to control temper

— excessive — to follow instructions
— fashion for casual dress — to tackle a job

— frown — to wear

— impact — to work hard

— impression — unacceptable

— judgment/judgement — well-groomed
Reading

Business ethics is a form of the art of applied ethics
that examines ethical rules and principles within a com-
mercial context.

Business ethics can be both a normative and a de-
scriptive discipline.

Historically, interest in business ethics accelerated
dramatically during the 1980s and 1990s, both within
major corporations and within academia. In some cases,
corporations have redefined their core value, in the light
of business ethical considerations (e.g. environmental
concerns).

General business ethics

This part of business ethics overlaps with the philoso-
phy of business, one of the aims of which is to determine
the fundamental purposes of a company. If a company’s
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main purpose is to maximize the returns to its sharehold-
ers, then it could be seen as unethical for a company to
consider the interests and rights of anyone else.

Corporate social responsibility (CSR) is an umbrella
term under which the ethical rights and duties existing
between companies and society is debated.

Professional ethics

Professional ethics covers the myriad of practical
ethical problems and phenomena, which arise out of spe-
cific functional areas of companies or in relation to rec-
ognised business professions.

Ethics of human resource management

The ethics of human resource management (HRM)
covers those ethical issues arising around the employer-
employee relationship, such as the rights and duties
owed between employer and employee.

— Discrimination issues include discrimination on
the bases of age (ageism), gender, race, religion, disabili-
ties, weight and attractiveness.

— Issues surrounding the representation of employ-
ees and the democratisation of the workplace: union
busting, strike breaking.

— Issues affecting the privacy of the employee: work-
place surveillance, drug testing and employer: whistle-
blowing.

— Issues relating to the fairness of the employment
contract and the balance of power between employer
and employee: slavery, indentured servitude, employ-
ment law.

— Occupational safety and health.

Ethics of sales and marketing

Marketing ethics overlaps strongly with media eth-
ics, because marketing makes heavy use of media.
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Marketing ethics generally covers such points as:

— Pricing: price fixing, price discrimination, price
skimming.

— Specific marketing strategies: greenwash, bait and
switch, shill, viral marketing, spam (electronic), pyramid
scheme, planned obsolescence.

— Content of advertisements: attack ads, subliminal
messages, sex in advertising, products regarded as im-
moral or harmful.

— Children and marketing: marketing in schools.

— Black markets, grey markets.

Ethics of production

This area of business ethics deals with the duties of
a company to ensure that products and production pro-
cesses do not cause harm, namely:

— Defective, addictive and inherently dangerous
products and services (e.g. tobacco, alcohol, weapons, etc.).

— Ethical relations between the company and the
environment: pollution, environmental ethics, carbon
emissions trading

— Ethical problems arising out of new technologies: ge-
netically modified food, mobile phone radiation and health.

— Product testing ethics: animal rights and animal
testing, use of economically disadvantaged groups (such
as students) as test objects.

Corporate ethics policies

As a part of more comprehensive compliance and
ethics programs, many companies have formulated inter-
nal policies pertaining to the ethical conduct of employ-
ees. These policies can be simple exhortations in broad,
highly-generalized language (typically called a corporate
ethics statement), or they can be more detailed policies,
containing specific behavioral requirements (typically
called corporate ethics codes).
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Sometimes there is disconnection between the
company’s code of ethics and the company’s actual
practices. Thus, whether or not such conduct is explic-
itly sanctioned by management, at worst, this makes
the policy duplicitous, and, at best, it is merely a mar-
keting tool.

Some companies even require their employees to
sign agreements stating that they will abide by the com-
pany’s rules of conduct.

Dress Code

The role of clothes and general appearance in all
circumstances of life is very remarkable.

For a job interview, the rule is to avoid extreme
clothes (eccentric or too fashionable). All personnel ex-
perts agree:

— no low-cut dresses,

— no torn jeans,

— no dirty shoes,

— no flashy jewelry,

— no heavy make-up,

— no extravagant hairdo or too much perfume.

For any professional job, a suit, a shirt, and a tie for
men and a suit with a skirt and a simple pastel blouse for
women will do. Good colours are dark blue, navy blue,
and grey. Matching suits are the most effective. Of
course, style of dress may vary depending upon the type
of a job, it is the case when it is much better to get an
idea of the company’s dress code.

Many companies in the USA no longer have a strict
dress code. There are, of course, still some rules. Dirty or
untidy clothes are not allowed. Male employees are told
not to wear earrings at work. Sales staff do not go out on
visits wearing jeans. Overseas visitors — especially if they
come from the Far East — are not welcomed by executives
in Bermuda shorts and beach shirts.

169



The fashion for casual dress at work first started on
the west coast of the United States. American hi-tech
companies found that younger employees were happier
with a less formal style. “In the information technology
industry the division between office and home is not very
important,” says consultant Luis Rodriguez. “Many peo-
ple work at home wearing the clothes they feel most re-
laxed in. When they are in the office, they just don’t see
the need to dress very formally”. L. Rodriguez has carried
out a survey on dress code among 700 US companies.
“We found that about 70 per cent of companies allowed
employees to wear casual clothes on some occasions.” It
is also significant when there are many younger people in
positions of power. You can now find senior managers in
their early thirties or even younger. They just don’t want
to dress like their grandfathers did.

However, not all companies are following the trend.
A junior executive in a Paris bank recently arrived at
work found four new white shirts on his desk. This was
his company’s way of saying that blue and yellow striped
shirts were not acceptable.

Task 1. Answer the following questions

1. What is ethics in the broad sense?

2. Specify the subject of the business ethics.

3. What is the objective of the general business
ethics?

4. Why do you think the concept of CSR so impor-
tant nowadays?

S. What are the main areas of professional ethics?
Can you add some more areas covered by professional
ethics?

6. How is ethics of production connected with envi-
ronmental concerns?
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7. What is the main aim of corporate ethic policies
of the companies?

8. What are the general recommendations towards
the successful corporate ethical policy?

9. What is appropriate to wear to work?

10. Are there any benefits of setting a dress code in
the workplace?

Note!
FIRST IMPRESSIONS COUTNT
As you know, first impressions are very important,
some businesses the impression you make directly im-
pacts the image of the company.

RECOMMENDATIONS
OFFICE WORKERS ARE REQUIRED TO ADHERE TO

Appearance

— Men must be clean shaven; no shaved designs or
words in hair or eyebrows; mustaches cannot extend be-
yond the corners of the mouth.

— No fad hairstyles (spikes, beaded, punk, unac-
ceptable colors, excessive moussing, etc.).

— Moderate cosmetics; moderate or clear nail polish
(nails must be neatly trimmed and clean).

— No face jewelry.

— No socks for women, stockings required. Dark or
moderate socks for men.

Behaviour

— Be well-groomed, neat, appropriately dressed.

—Try to smile and show confidence, speak clearly
and listen carefully.

— Look directly in the employer’s eyes but don’t
stare at him.

— Don’t cross your arms or legs.

— Don’t panic and don’t look bored.
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— Don’t smoke or chew gum.

— Do keep any negative reactions or contrary opin-
ions to yourself. Avoid comments, judgments and un-
asked advice.

— Put down ridicule and sarcasm.

Task 2. Work in pairs

Give your opinion as to recommendations. Ground
your point of view. Agree or disagree with your partner.

BODY LANGUAGE

Task 3. Look at the tips to help you develop ability to com-
municate by increasing awareness of body lan-
guage. Use the dictionary to check their meaning

. Have an open posture.
. Smile.
. Sit forward if seated.
. Have a relaxed appearance.
. Clench your fists.
. Look away or stare at one person.
. Point with one finger.
. Have hands at side.
. Frown or scowl.
10. Arms outspread with open palms.
11. Maintain eye contact.
12. Have hands in pockets.
13. Have hands hidden.
14. Chew your pencil.
15. Look at the person.
16. Slouch in a chair, hide behind a desk or place
your feet on desk or table.

OWoOoONOULP, WN
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17. Appear tense and anxious.
18. Have open palms.

19. Cross your arms.

20. Have legs uncrossed.

Task 4. Now make a list of things to do and things not to do

DO DON’T

Task 5. Match the words with the definitions

annoy, apologise, concentrate, confide, disturb,
frown, glance, resist, whisper

a) to direct all your thoughts to something;
b) to make someone angry;

c) to speak very quietly;

d) to interrupt someone;

e) to say you are sorry;

f) to look for a very short time;

g) to tell your secrets to someone;

h) to move your eyebrows together to show anger or

disapproval;
i) to stop yourself doing something.

Task 6. Write opposites of these adjectives in the correct

column. If necessary, consult a dictionary

aware, dependent, honest, interested, organised, reliable,

satisfied, sensitive, sociable, tolerant

173



un + adjective

in + adjective

dis + adjective

unaware

independent

dishonest

Task 7. Use prefixes to make opposites of the words in
italics. If necessary, consult a dictionary

Example: usual/unusual,
ent/independent

Peter is very organised and reliable. He is also so-
ciable, sensitive and tolerant. He seems interested in or
aware of other people’s feelings and is often kind. When
you ask him for something he is always sympathetic and
helpful. I think he must be very satisfied with his life.

honest/dishonest, depend-

Task 8. Sometimes adjectives have a direct opposite.

What are the opposites for the adjectives?

Example: old/young, short/tall

bad-tempered, generous,

shy, strong

hard-working,

nervous,

Task 9. Match the words 1-13 to their synonyms a-m

1. pants a) character
2. impact b) trousers
3. visitor c) influence
4. confide d) neat
5. well-groomed e) self-assured
6. commentary f) scowl
7. trustworthy g) number
8. tidy h) opposite
9. enumerate i) reliable
10. contrary j)  visitor
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11. self-confident k) remark
12. temper ) trust
13. frown m) clean

Task 10. Look at the six words. How many different
words can you form with each one? What part
of speech (verb, noun, adjective, adverb, etc.) is
each word you have formed?

1. enthuse
enthusiasm; enthusiast
2. care

3. lead

4. occasion

5. confide

6. consult

Task 11. Match the words 1-10 to their antonyms a—j

1. apathetic a) glance

2. frown b) smile

3. trustworthy c) guess

4. public d) irresponsible
5. stare e) dirty

6. calculate f) visitor

7. neat g) contradictory
8. host h) reliable

9. similar confidential

. e

—
— =

10. undependable enthusiastic
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Task 12. Work in pairs

Read the Strategies. Which do you do? Ground your
point of view. Agree or disagree with your partner.

Speaking Strategies:

— Use gestures and facial expressions.

— Observe the listener — look for signs that he/she
doesn’t understand.

— Don’t use words in your own language — try saying
the same thing in a different way.

— Use expressions like sort of and kind of.

— Correct yourself if you make a serious mistake.

— Involve the listener — use expressions like Do you
know what I mean?, Do you agree? And What do you
think?

Task 13. Complete the dialogue with words from the list

a) do you know what I mean; b) kind of; ¢) look; d) must;
e) sort of; f) the one with; g) what do you think; h) could

Boy: Mm, the man on the left, (1) the dark
hair, looks kind - he looks (2) sympathetic, as if he
might be helpful. (3) ?

Girl: Yes. The other man, the one with blond hair,
he looks a bit, er, (4) worried.

Boy: Yes, or bad-tempered.

Girl: Yes. I think he must have a problem. (5) ?

Boy: Yes, I think these people (6) work to-
gether, and they’re discussing the problem over lunch.

Girl: Mm, but the woman doesn’t (7) very in-
terested.

Boy: She (8) be shy!
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Task 14. Read the Tips on how to behave on the first day
in a new job. Report each piece of advice

Example: The tips advise people to be friendly and tell
them not to wear informal clothes or heavy make-up.

On the First Day in a Job
Tips

— Be friendly.

— Don’t wear very informal clothes or heavy make-up.

— Be kind and co-operative.

— Don’t share very personal information — you don’t
know who you are talking to.

Don’t try to make friends with your boss.

Listen rather than speak — learn as much as possi-
ble about your job and the company.

Work hard and don’t spend too much time chatting
or resting.

Keep your desk tidy at all times.

Don’t argue with anyone.

Suggestions for Good Behaviour
. Be courteous and helpful at home and at work.
. Tackle a job with enthusiasm.
. Be preserving.
. Be willing to work hard.
. Follow instructions cheerfully and promptly.
. Accept criticism good-naturedly.
. Avoid doing and saying things that hurt.
. Avoid criticizing others.
. Control your temper.
10. Be cheerful and friendly towards everyone.
11. Apologize graciously.
12. Work neatly.
13. Be accurate.
14. Be punctual.
15. Be trustworthy.

OWoOoONOULP, WN
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16. Be loyal to friends, family, colleagues, and com-
munity.

17. Be self-confident.

18. Be calm and helpful in an emergency.

19. Take the lead in social activities.

20. Safeguard your health.

Task 15. Role play the following situation: you are sen-
ior managers at a hi-fi manufacturer (or any
other company at your choice). Your company is
losing market share. You strongly suspect your
main rival is using unfair methods to promote
its products (e.g. making cash payments to
main dealers, offering expensive gifts to impor-
tant customers, etc). Hold a meeting to find
ways of solving the problem.

Task 16. Reproduce the contents of the verse in prose
using the following words and word combina-
tions

crime, to be rigged, to juggle, fraud, innocent,
to be deceived, to blame the lust, increment,
to juggle, false, true, sleight of hand, fooling people,
a wrapper, to label

The Counterfeiters

by Maria Mannes
What crime? No crime. You sell the best you can,
And if the box marked Gold is full of dust,
It glitters none the less for every man
Who thinks it gold. And fraud? The innocent
Cry out to be deceived, so blame their lust
And not the sellers and their increment.
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What if the shows were rigged? The sound you hear
Of people laughing comes out of a can.
The man who smoked at you is nowhere near,
But lives on tape and smokes another brand
From what he puffs. (And all that lovely hair
Was never curled by what the bottle holds.)
What crime? No crime. To juggle false and true
To make the false more fun is sleight of hand
Known to all charlatans, and nothing’s new
In fooling people. Nothing new, except
In selling them a wrapper labeled Truth
On packages of promises unkept.

Vocabulary Notes
a wrapper ['raeps] — obropTka
brand — ToproBa mapka

charlatan ['[a:lot(s)n] — maxpaii; mapaarau

counterfeiter [kauntofits] — obMmaHIMK, oITyKaHeIllh, hasb-
LITMBOMOHETHHK

false [f>:1s] — paabmBHY, TimpobAeHEH, XUOHUH; HETIPABHUAB-
HUH, HETIpaBAUBUN; HECIIPABXKHIN; HiICTYITHUN

fraud [frd:d] — obman, maxpaiicTBo; adepa, MaxiHallis; ITiI-
poOKa; oOMaHIIMK, IIIaxpai

increment ['Igkrimont] — mpubyToK, IpupicT

innocent ['Inos(s)nt] — HeBUHHUHN
nonetheless — TuM He MeHIIIE

nowhere [nouwes| — Hine
promise ['promis| — obigaKa

rigged — HeuecHuli, pasbcudikoBaHul; rig [rIg] — maxpato-
BaTy; to rig the market — mTy4Ho migBUIITYBaTH (3HUKY-
BaTH) ILiHU

sleight-of-hand [slartovheend] — copuTHiCT PyK; KOHT-
A€PCTBO
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to be deceived — 6yTu oOaypeHUM

to blame the lust [IAst] — oOBuUHYBaYyBaTU XTUBICTH (KOPH-
CAUBICTB)

to do one’s best — poOuTtu Bce, III0 MOXKHA, HE HIKOAYIOYH
CHUA

to fool [fu:l] — o6gyproBaTH

to glitter ['glito] — OamIIaTH; BUOAMCKYBaTH

to juggle false and true ['d3agl]; to juggle with facts —
nepekpydyBaTH (PaKTH, MiITACOBYBATH, MAHIIIyAIOBATH

to label ['le1bl] — HaaiIAIOBATH APAUK; HAZUBATHU

to puff [pAf] — muxkaTH, AUMITH, IIyCKATU KAYOH AUMY, IIe-
pebiABIIIEHO BUXBAASITH, PEKAAMYBATH
true [tru:] — cnpaBXxKHIN, TPaBAUBUH; IPAaBUABHUH
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Lesson #12

Stress

“It is not work that kills men, it is worry”
(Henry Ward Beecher (1813—-1887),
American preacher)

Starting up
1. What is stress?

2. Which of these situations are the most stressful
for you? Give reasons for your opinion.

— going to the dentist — being stuck in a traffic jam
— queuing in the supermarket  — going to the hairdresser

— making a speech — finding a place to park

— flying — having an interview

3. What do you do to relax? Which of these activities
are the most effective for you and why? In what other
ways do you relax?

- playing a sport — spending time alone

— reading — dancing

— having a bath — listening to music

— shopping — eating

— watching TV — surfing the Net

— walking — having a short nap during
the day

Read the words and word-combinations.
Pay attention to the pronunciation

arrangement [o'reInd3mont]; autonomy [2:'tbnami]; balance

['beelon(t)s]; cause [kd:z]; compare [kom'pes]; cope [koup];
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emotion [I'mouf(s)n]; exist [1g'zIst], [eg'zist]; experiencing
[1k'spIorlon(t)siy], [ek'splorion(t)siy]; flexible ['fleksobl]; inse-
curity [InsI'kjuersti]; manage [meenId3]; particular [po'tikjsls,
[pa'tikjuls]; pressure ['prefs]; promote [pro'mout]; realize [‘rIolaiz];
reason ['ri:z(o)n]; social ['sauf(9)l]; solution [so'lu:f(s)n]; stra-
tegy ['streetod3i]; successfully [sok'sesf(o)l1], [sok'sesfuli];
trust [trAst]

Differentiate

low [lou] — HeCTIpUATAMBH; HEOOCTATHIN; HU3bKUH

law [12:] — 3akoH; mpaBo

love [IAV] — ATOOOB, KOXaHHH

solution — pimennda (po3B’a3aHHs 3amadi, PIBHAHHS; BUpPi-
LI€HHS (IUTaHHS TOIIIO)

decision — pimennsa (Bubip, yxBaaa, IpHUHHATE PillleHHs)

answer — pillleHHd (PO3B’s130K 3a/1a4i, IIPUKAAIY)

success [sok'ses] — ycmix; ynaga

succession [sok'sef(o)n] — mocaimoBHICTB, yCIaAKyBaHHSI;
[IPaBOHACTYIIHHUIITBO

trust [trAast] — moBipa
truth [tru:6] - npasna
true [tru:] — mpaBOUBUM

Useful phrases
— ability to express emotion - health and safety measures

— arrangements — increasing job insecurity
— balance — interpersonal relationships
— be able to change — intimidation

the way smb behave — major causes of stress
— be fed up with — make progress in the career
— be in trouble — manage stress successfully
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— can’t stand — pretend that problem

— cause problems in the doesn’t exist
personal life — seek social help

— compare — solution

— cope (successfully) with — supervisor
stress/pressure — tight deadline

— emotion — trust

— exist — unsatisfactory working

— experience problems conditions

— find out what the problem is - work under constant

— flexible in working supervision
arrangements — work-life balance

— get promoted — workload

Reading

Read an interview with a well-known professor on

stress management

— Professor, what are the major causes of stress at
work today?

—The major causes of stress at work today are
firstly, increasing job insecurity, that is that many people
these days feel they could lose their jobs, they don’t feel
their jobs are safe. They feel they may not have a job next
month or next year. Secondly, working long hours is be-
coming common across the whole of Europe. There are
problems with how much time people are spending at
work compared to the time they spend at home — what is
called the work-life balance and how to get this balance
right. In many countries, both in Europe and around the
world, the typical family is a working family, with both
members working, which cause problems for those fami-
lies. So, working people really are experiencing problems
which maybe 40 or 50 years ago they didn’t have.

— And how can people cope successfully with stress?

— For people to manage stress successfully, they
first have to find out the main reason for it. For example,
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are they stressed because the company they work for has
a habit of working long hours which is causing problems
in their personal life? Or is it that they have a boss who
gives them orders all the time, a boss who checks their
work all the time and doesn’t give them freedom or inde-
pendence to organize their own work? Or is it that they
are a woman and they work for a company which makes
it difficult for women to make progress in their career, or
to get promoted because the company is not flexible in its
working arrangements? Each of these problems needs a
different solution, so it’s important for people to find out
what their particular problem is and then once they've
done this to think about the possible solutions.

— Do you think that men and women deal with
stress differently?

— In my opinion men and women do deal with stress
in different ways. Women are more flexible, and are able
to change the way they behave and do things when
theyre in new situations which they have to deal with.
They also seem to cope with the pressures better than
men. For example, now there are many working women
around the world, you find that women have a double
pressure on them. Often they have to look after children,
work in the home — do the cooking and cleaning — as well
as work in a paying job. So, women have more pressure
than men. But, if you look at the number of people who
become ill from stress, you find that the number of
women is less than men. This is because women are able
to manage stress better than men. Women have a num-
ber of strategies to do this. What are these strategies?
Well, they have the ability to express emotion, which men
find difficult to do. Also, they are able to seek social help
when they’re in trouble -to go to people and talk about
their problems. And in general women don’t pretend that
problems don't exist.
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Task 1. Answer the following questions

1. According to Professor, what are the two major
causes of stress at work?
2. Does professor think these are new problems? Do
you agree? Explain why or why not.
3. What examples of stress does Professor mention?
4. Underline the correct answer, according to professor.
a) Men/women are more flexible.
b) Men/women cope with pressure better.
¢) Men/women have more stress-related illnesses.
Do you agree with it? Give reasons for your opinion.

Task 2. Number the following workplace stress factors in
order of importance (1 — most stressful, 10 — least
stressful). Compare your results with a partner’s

— interpersonal relationships at work (problems with
co-workers);

— tight deadlines (pressure to get work done in time);

— intimidation from supervisors;

— work environment/equipment (unsatisfactory wor-
king conditions);

— workload,;

— job security (fear of losing one’s job);

— working hours;

—low autonomy (working under constant supervi-
sion);

— repetitive work;

— work/life balance (finding time for responsibilities
at home).

Task 3. Work in pairs

What health and safety measures should be taking
to reduce stress levels in staff?
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Task 4. Match the words 1-10 to their synonyms a—j
1.

2
3
4
5.
6.
7
8
9
1

0.

trust a) carry out
flexible b) live

realize c) insecurity

exist d) reason

sociable e) confidence
uncertainty f) adaptable
parallel g) companionable
cope with h) withstand
strategy i)  policy

cause j) collate

Task 5. Look at the nine words. How many different

words can you form with each one? What part of
speech (verb, noun, adjective, adverb, etc.) is each
word you have formed?

1. compare

comparer; comparing; comparison

2. emote

3. exist

4. experience

5. manage

6. promote

7. reason

8. success

9. trust
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Task 6. Match the words 1-10 to their antonyms a—j

1. compare a) die

2. exist b) reliability

3. insecurity c) anxiety

4. trust d) block

5. emotional e) contrast

6. promote f) calm

7. success g) failure

8. manage h) disorganization
9. reasonable i) assured

10. policy j) follow

Task 7. Match the words to their definitions

1. lifestyle a) a time or date by which you have
to do smth.

2. workaholic b) a system where employees choose
the time they start and finish work
each day

3. workload c) the way people choose to organize
their lives

4. deadline d) someone who cannot stop working
and has no time for anything else

5. flexitime e) the amount of work a person

is expected to do

Task 8. Complete each sentence with an appropriate
word from the list in Task 7

1.1 worked until 11 o’clock at night to meet the
for presenting the report.
2. I work six days a week and never have a holiday.
My girlfriend says I'm a .
3. Karl has a heavy at the mo-
ment because several colleagues are sick.

187



4. She gave up a highly paid job to join a meditation
group in India. She’s completely changed her

S. A system can help to reduce stress
levels of employees by giving them more control over their
working hours.

Task 9. Complete the dialogues

1

— What’s the matter? Why do you look so embar-
rassed?

— 4 eiduysaro, wio MOXKY empamumu pobomy, MeHi He
30aembcst, U0 Mot poboma 8 besneuyl.

— Poscnabesi. Bee 6yoe 2apaso.

—1 am afraid I may not have a job next month. I
couldn’t sleep, everything annoys me, and my colleagues
are simply foul. I hate my job, and I can’t stand my boss.
He is very difficult to talk to, because he just doesn’t lis-
ten. And he’s not fair: he can make mistakes, and that’s
all right, but when I make a mistake, he gets angry.

2

—1I can’t stand working long hours anymore. [ can’t
leave my job right now, but I am really fed up with it.

— YecHO KaxKyul, st He MOXKY YsS8UMU, SIK MU CNPA8s-
EUWICSL 3 XAMHBOIO pPobOmMolo, nosepmaroulcs 0000MYy MaK
Ni3HO.

— IIpasdy kavkyuu, s1 emomunacst 0o ecmepmi. Hiwo 6inb-
we He pobumb MeHe ULACUBOTO.

—I am so sorry about you. I am sure our grandparents
didn’t experience such problems.

3
— Most OpyokuHa Kaxce, o s1 NpoeoosKyYy 3abazamo uacy
Ha pobomi NOPIBHSIHO 3 UACOM, SIKUTL 51 NPo8ooxKYy sdoma. Moi
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oimu bauame meHe suwe Ha euxioHux. Bona Hacmoroe, uob
Mmu pos’ixanucs. 5 pozeybreruii. Cnpasoi!

—1 am afraid you need skilled help. Somehow you
should get so-called work-life balance right. I have to say
that lots of typical families with both members working
face the same problems.

— IIlo 3a oypHe skummsi!

4

—Adrxuwo mu cnpagdi xoueul nodosiamu YcniudHo cmpec,
mu maew cnouamrky eusHauumMul 1020 20/108HY NPUUUHY.
Maybe that’s because the company you work for has a habit
of working long hours and it is causing problems in your per-
sonal life.

— Well... If you ask me I have to admit that my boss
is driving me crazy! He changes his mind about things
again and again. BiH 8ecb uac 8i0oae MeHi HaKasu, Nocmiii-
HO nepesipsie Mot pobomy i He 0ae MeHl ULAHCY OpeaHi3yed-
mu motro pobomy!

— Oh, I suspect it’s because you are a woman and he
hates women making progress in the career, or getting pro-
moted instead of staying at home and looking after chil-
dren.

5

—Ha Mot OymKy UON08IKU | JKIHKU CNPABASIIOmbest 31
cmpecom no-pisHomy. OuesuoHo, wo UON08IKU pobisime ue Yy
rKpawuii cnocib. They could easy find out what their particu-
lar problem is and then solve it.

— Hivoro nioaibHoro! 2KiHKu THy4KiIlT, i 30aTHi 3MiHO-
BaTH CIocCi0 y KW BOHH IIOBOAATHCS 1 poOUTH Te, IO He-
00XiTHO, KOAHM BOHHU OITHMHSIIOTHLCSI B HEOUIKYBaHHX, HEIIPOT-
HO30BaHHUX CUTYyAllidX.

—1 completely disagree with you. When a woman
faces the problem she is starting to cry and calling her
friends and blabbering of what a pour thing she is!

— Each problem needs a different solution. That’s
one of the women’s strategies to manage stress. Many
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working women around the world have a double pressure
on them. They have to look after children, do the cooking
and cleaning as well as work in a paying job. Nothing
wonder they express emotion; seek social help when
they’re in trouble. And what is very important — they
don’t pretend that problems don’t exist.

Task 10. Make some short dialogues of your own

— Your friend is annoying that she is not in control
of her life and that there’s nothing she can do about it:
the bills don’t stop coming, there will never be more
hours in the day and her career and family responsibili-
ties will always be demanding.

Try to help her cope with stress explaining that she
has more control than she might think and indicating the
way she can deal with problems.

— Your sister couldn’t stop crying: the boy she was
dating with has another girl-friend.

Suggest her some healthy ways to handle stress (go
for a walk; spend time in nature; call a good friend; sweat
out tension with a good workout; take a long bath; light
scented candle; savour a warm cup of coffee or tea; play
with a pet; work in the garden; get a massage; curl up
with a good book; listen to music; watch a comedy).

— Discuss with your fellow students healthy (see
above) and unhealthy (smoking; drinking too much; over-
eating or under eating; zoning out for hours in front of
the TV or computer; withdrawing from friends, family,
and activities; using pills or drugs to relax; sleeping too
much; avoid facing problems; taking out stress on others
(lashing out, angry outbursts, physical violence) ways of
coping with stress.

—Your friend hasn’t passed an exam and he is furious
about being flunked. He blames his stress on other people
and outside events.
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Try to help him clear up the situation to manage the
stress successfully.

Task 11. Dialogues to memorize

1

Vincent: 1 think we should do a lot more to improve
our staff’'s health and fitness. What do you think,
Monica?

Monica: 1 agree. There are all sorts of things we
could do to help staff to become healthier and stay
healthy. For one thing, we could offer them a free medical
checkup every year.

V.: Right. That’s a good idea. A lot of firms do that.
And how about setting up a counseling service? What do
you think about that?

M.: Mm, I don’t think I like the idea very much.

V.: 1 don’t know, Monica. Some staff is under a lot of
stress. It affects their work and they need professional help.

M.: Maybe, but there are so many other things we
could do. And it would be very expensive to set up a ser-
vice like that. Anyway, we have a company doctor. That’s
her job, isn’t it? I've got another suggestion. Things which
are less expensive, but they’d improve people’s health
just as much. Let me tell you about a few ideas I have...

2

Reporter: Professor, it’s nice to welcome you here.
Could you please tell us what signs and symptoms of
stress are?

Professor: The symptoms of stress can vary from
person to person. This mainly depends on the stress tol-
erance level of the person. Too much stress can cause
depression, heart disease, obesity, impaired memory, and
insomnia and other sleeping disorders.
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Reporter: 1t sounds scaring and looks like stress
sneaks up on you.

Professor: It can affect your body in many ways. You
may not even know that it is happening. Perhaps you are
suffering from constant aches and pains, and maybe you
wonder the cause of weakness or headaches. Signs and
symptoms of stress on the nervous system are the body’s
way of alerting us about potential harm. Stress is an
automatic response to perceived threats.

Reporter: Professor, how can we manage stress?

Professor: To develop appropriate interventions one
need to understand the causes, symptoms and the effects
of stress. The causes of stress are ever multiplying; outside
factors such as jobs, family responsibilities, life events, etc.
Stress can play havoc with your health, worsening or caus-
ing a host of physical ailments. Stress can be a long or
short term health issue. Treating stress immediately, espe-
cially chronic stress is the best way to cope with it success-
fully. Minor stress can be managed by rest which will help.

Reporter: I have read that recent survey conducted
by the American Psychological Association (APA) found
that one-third of Americans suffers from stress. So we
should take into consideration that stress is a normal
part of life that everyone has to deal with from time to
time. When stress becomes a part of your everyday life,
your health can be affected.

3

— People couldn’t believe that putting off marriage
and parenthood is becoming more common in all indus-
trialized nations.

— Well... I guess the best example is Singapore. Sin-
gapore’s government believes that to ensure continuous
prosperity, future generations must become more intelli-
gent and as result young women are staying single and
childless. Singapore’s men as a rule are marrying less
educated women.
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—1 am absolutely certain females’ families as well as
government are keen for women to marry and reproduce
and as a woman approaches thirty she has experienced
more than a little family pressure about still being single
at her age. This is partly because high pressure jobs leave
little time for socializing and meeting potential partners.

— I definitely believe if a job is stressful it makes you
feel worried.

4 Stress management

— Stress management starts with identifying the
sources of stress in your life. This isn’t as easy as it
sounds. Look closely at your habits, attitude, and ex-
cuses. Think about the ways you currently manage and
cope with stress in your life. Since everyone is unique,
there is no “one size fits all” solution to managing stress.

— Do you mean the same method doesn’t work for
everyone or in every situation?

— Actually the main rules of coping with stress are:
avoid, alter, adapt, or accept. Avoid people who stress
you out. Learn how to say “no”. If you can’t avoid a
stressful situation, try to alter it. Take control of your
environment — if the evening news makes you anxious,
turn the TV off; if you get upset over religion or politics,
cross them off your conversation list. Adapt to the new
conditions. Manage your time better; analyze your
schedule, responsibilities, and daily tasks. Distinguish
between the “shoulds” and the “musts”. And finally, ac-
cept things as they are. Accept the fact that we live in an
imperfect world and that people make mistakes. Let go of
anger and resentments. Learn to forgive. Free yourself
from negative energy by forgiving and moving on. Do
something you enjoy every day. Share your feelings. Talk
to a trusted friend. Spend time with positive people who
enhance your life. Keep your sense of humour. The ability
to laugh helps your body fight stress in a number of
ways.
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— As far as I've understood some sources of stress
are unavoidable. We shouldn’t try to control the un-
controllable. We can’t prevent or change such stress-
ors as the death of a loved one, a serious illness, or a
national recession. In such cases, the best way to
cope with stress is to accept things as they are. Accep-
tance may be difficult, but “What doesn’t kill us
makes us stronger.”

Task 12. Act the following dialogues in English

1

Bincenm: 91 mymaro, 1o MU IIOBHHHI pobutn Habara-
TO OiABIlle, OO ITOAINIITUTH 3I0POB’I HAIIHUX CIIiBPOOITHH-
KiB Ta ¢isuuny opmy. Lo 3 mporo nmpuBoay Bu gymaerte,
Momniko?

Monika: 4 3rigaa. € 6araro pi3HHUX peded, gKi MH
Morau 6 3poOuTH, IOO JOIIOMOITH CIIIBPOOITHHKaM cTa-
BaTU 300POBIIIMMU i 3aAHUIIATHCS 3J0POBUMU. 3 OILHOTO
0OKy, MH MOTAH O 3aIIpOIIOHyBaTH iM OE3KOIITOBHUH Me-
JOUYHUUN OTASL IIOPOKY.

B.: Bipno. lle xopora iges. Barato ¢ipMm poOASITH
1e. A sIK I110/I0 CTBOPEHHSI KOHCYABTAITIMHOI CAYKOU?

M.: MM, s He Aymaro, 110 MEeHi ayzKe I10100aeThCs 115
imes.

B.: 91 He 3Haio, Mouiko. [lesKi CIIiBpoOIiTHUKUA 3Ha-
XOMSIThCS ¥ BeAuKoMmy crpeci. lle BmauBae Ha iX poboty i
BOHU ITOTPeOyIOTH ITpodeciiiHOl JOITOMOTH.

M.: MoxkauBO, aase € Oarato iHmIHX pedeii, gKi MU
Morau 0 3pobutu. BomHoduac cTBOpeHHS TaKol CAyKOH, K
1151, Oyme aysKe MOPOTHM. Y BCSIKOMY pasi, y Hac € Aikap B
komriaHii. Ile #ioro poboTa, yu He Tak? Y MeHe € iHIIA
Iporo3ullid. ICHyIoTh MEHIII JOPOTi pedi, ane BOHU 34aTHi
TOAIMNINTUTH 340POB’d AlOfiedl HaCTIABKHU K. [03BOABTE PO3-
noBicTy Baum 1mmpo KiabKa ifei, siKki BHHUKAHU Y MEHE ...
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2

Penopmep: Tlpodecope, npuemHo Biratu Bac Tyr.
Po3kaxiTh, Oyab AaCKa, sIKi € 03HAKH i CUMITTOMH CTPECY.

IIpogpecop: CuMIITOMH CTPECy MOXKYThH BapiloBaTHCS
Bil AIOAWHU 10 AlOAUHU. lle B OCHOBHOMY 3aA€XKUTH Bif
PiBHSI CTPECOCTIMKOCTI AIOAWHU. 3aHAATO GaraTo CTPECY
MOXKe CIPUYHUHUTH AelIpecito, XBopoOy ceplid, OXKHUPIiHH,
po3aas mamM’saTi, 6€3COHHST Ta iHII PO3AaIHU CHY.

Penopmep: 3By4HUTb ASYHO 1 BUTASIIAE TaK, HiOU
CTPEC HENIOMITHO MiAKPama€EThCs 10 Bac.

ITpochecop: Bin moke BIIAMHYTU Ha Baiie Tiao Gara-
TbMa crocobamu. Bu MozkeTe HaBITH He 3HATH, IO IiE
BinOyBaeTbcd. MoxkauBo, By crpaskpmaere Bin moctifiHoro
TYIIOTO OOAIO i CTpaxkaaHHs, i, MOXKAUBO, BaMm 11ikaBo 3Ha-
TH OPHUYHHY cAaabkKocTi abo roaoBHoro 6oaro. O3HARU Ta
CHMIITOMH CTPECY HEPBOBOI CHUCTEMH II€ — CIIOCIO OpraHi3-
My HOIIEPEAUTH Hac IIPo IIOTeHIiMHYy ImKoay. CTpec € aB-
TOMATUYHOIO BiAIIOBIAAI0 HA TIIIOTETUYHI 3arpo3Hu.

Penopmep: TIpodecope, IK MU MOXKEMO BIIOPATHUCH
3i crpecom?

ITpochecop: st po3pOOKH BIAIIOBIAHUX 3aXOMiB OCO-
61 mOTPiOHO 3PO3YMITH INIPUYUHU, CUMIITOMH 1 HACAIIKU
crpecy. [IpUunHU CTpecy € 3aBXKAW MHOXKHWHHI; 30BHIIIIHI
YUHHHUKH, TaKi 9K poboTra, ciMeiiHi 00OB’SI3KH, XKUTTEBI
noxii i T.n. CTpec MoxKe 3irpaTH 3AHH XKapT i3 BalllUM 3/0-
POB’sIM, CIPHUYUHUTH IOTIpIIeHHS abo 3aromisTu 6e3aid
diznmunmx Hemyr. CTpec Moxke OyTH HOBrOCTPOKOBOIO abo
KOPOTKOCTPOKOBOIO TMPOOAEMOIO 3I0pOB’s. AiKyBaHHS
CTpecy HeraiiHO, 0COOAMBO XPOHIYHOIO CTpPecy, € HalKpa-
IIIUM CIOCOOOM BHmopaTucsa 3 HUM ycmimiHo. Caabruii
CTpeC MOXKHAa II0J0AATH BiAIIOYUBAIOYH, 110 JOIIOMOKE.

Penopmep: 91 yuraB, 10 I Yac HeJaBHLOT'O OIIUTY-
BaHHA acolliallid aMepUKaHCBKUX IICHXOAOTIB BUSBUAQ,
10 ofHA TPEeTHHa aMEPUKAaHIIB CTpaxkaa€ Bid CTpecy.
TakuMm YMHOM, MU IIOBUHHI B34TH [0 yBaru, IO CTPEC €
HOPMAaABHOIO YACTHHOIO KUTTS, 3 SKOI0 KOXKHa AIOIMHA
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Mae crpaBy udac Bim dacy. Koam crTpec crae 4acTHHOIO
BaIlloT0 TIOBCAKAEHHOTO XKHUTTHA, Ballle 3mopoB’a Moxke
OyTu BpazkeHe.

3

— Aoy He MOXKYTH IIOBipUTH, IO BilKAQOaHHS Ha
moTiM 11A00y 1 6aThbKIBCTBA (HAPOMXKEHHS MOiTEl) cTae
Bce OIABIII MOMIMPEHUM Yy BCiX MPOMHCAOBO PO3BHHEHUX
KpaiHax.

—1Ilo x ... 4 gymaro, 10 Ha¥KpaIIUM IIPHUKAQOM €
Ciuramnyp. Ypsan CiHramypy BBaskae, II0 [As 3a0e3IedeH-
Ha Oe3repepBHOIO IIPOLBITAHHA, MaWOyTHI IIOKOAIHHS
MaloTh CTaBaTU PO3YMHIIIMMU i, SK HACAILOK, MOAOI Ki-
HKH 3aAHINAIOTLCI CAMOTHIMH 1 6e3mitHuMU. YoaoBikU
Ci"ramnypy, 9K IpaBHUAO, OAPYKYIOTHCS 3 MEHIII OCBiY€HU-
MH KiHKaMHU.

— 9 abCoAIOTHO BIIEBHEHHM, IO POAUHH KIHOK TaK
caMo fK i ypanau aysKe XOdyTb, 1100 KiHKW ofpyzKyBaAWcCd i
PO3MHOIKYBAAUCH i KOAU 3KiHKA HAOAMIKAETHCA OO0 TPUMILIL-
THU, BOHA 3a3Ha€ OIABIIIOrO TUCKY 3 OOKy ciM7T 1110710 TOTO,
1110 BOHaA BCE IIle caMOTH4 B ii Billi. YacTKOBO 1ie Yepes3 Te,
III0 BHCOKAa HAIIpyTa Ha pPoOOTi 3aAWIIIaE MaAo 4Hacy IOAS
CITIAKyBaHHS Ta 3yCTPidi 3 IOTEHIIMHUMHU ITapTHEPaAMHU.

— 5 abcoAloTHO BIIEBHEHHH, II0 CTpecoBa podora
amyIiye Bac mouyBatu cebe cTypOOBaHUMH.

4 YnpaBAiHHA cTpecoM

— YrpaBAiHHS CTPECOM IHIOYHMHAETHCA 3 BU3HAUYEHHS
IKEepeA CTpecy y Bamiomy kutTi. lle He Tak mpocro, 9K
3BY4YUTH. [loAUBITECS YBa>KHO Ha CBOi 3BUYKM, CTABA€HHS
i BunpaBaanHsg. [logymatite mpo magxu, akuMm Bu B na-
HUH Yac KepyeTe 1 CIpaBAdETECd 31 CTPECOM y BallloMy
KUTTi. OCKIABKH KOXKHa AIOJUHA yHiKaAbHA, HEMa€ HidKO-
o «yHiBepCaAbHOTO» (OAMH PO3MIp MHiAXOOWUTH BCiM) BHPi-
IIeHHS YIIPABAIHHS CTPECOM.

— Bu maeTe Ha yBa3si, 110 OAMH i TO¥ caMui MeTon He
IpAalIoE A BCiX, a00 AL KOXKHOI CUTyalTii?
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— HacmipaBzi, ocHOBHI IIpaBuAa IIOJOAQHHS CTPECY €:
VHUKAalM, 3MIiHION, aganTtyil abo mpuiimaii. YHUKAKUTE AfO-
nel, gKi HanpyKyloThk Bac. HaBuiTbca KasaTH: «Hir. JKII0
Bu He MoxXeTe YHHUKHYTH CTPECOBOI CUTyallii, cripoOyiire
3MiHUTH ii. Bi3pMiTh I KOHTPOAL CBOE CEPENOBHIIE —
SKIIIO BEYipHI HOBUHU TPUBOXKATh BaC, BUMKHITbH TEAEBi-
30p, AKIIO Bu 3acMydyeTrecsa depes3 peAirito 4u IIOAITHKY,
BUKPECAITH iX 13 CIIMCKYy BalllUX PO3MOB. AfamnTyuTecd 0
HOBUX yMOB. Kpaine posnopgakaiiTecad CBOIM YacoM,
mpoanaaisyiite Barr rpadgik, o0OBSI3KM 1 MOBCIKIEHHI
3aBOaHHS. Po3pi3HgaiiTe: «BapTO HIOCH POOUTH» i «[IOBUHEH
II0Ch pobutw». I, HapelTi, mpuiMaTu pedi TAKUMH, SKi
BOHH €. [IpuiiMiTh TOH pakT, IO MU KUBEMO B HEIOCKO-
HaAOMY CBIiTi, i III0 AIOAU POOASTH IIOMHAKH. BimmycrtiTh
rHiB Ta obpas3u. HaBuitbca mpomatu. 3BiABHITE cebe Bif
HETaTUBHOI €Heprii, IMpoCTiTh i pyxairecs maai. PobiTh
III0Ch, 110 BaMm momobaeThed, HIoAHd. IlomiaiTbcd cBoiMM
MOYyTTSIMHU. [IOrOBOPITH 3 GAM3BKUM aApyrom. IIpoBemiTh
yac 3 MO3UTHUBHUMU AIOIBMU, dKi IIOAIMIIyioTh Bare
KUTTs. 30epiraiiTe MoYyTTs TYMOPY. 3OATHICTH CMISITHCS
JorioMarae opraHisMy 6opoTHcs 3i cTpecoM GaraTbMa CIIo-
cobamu.

— Hackiabku g 3po3yMiB, [esKi OxKepesa CTpPecy €
HeMuHy4YuMHu. Ham He caig HamaraTucd KOHTPOAIOBaATH
HEKOHTPOABOBaHe. MU He MOXKeMO 3ariofirtu abo 3MiHUTH
TaKi CTpecH, IK CMepPTb OAM3BKOI AIOIUHU, BaXKKa XBOPO-
0a, YU eKOHOMIYHUY criag y AepskaBi. Y TakKuxX BHOAIKAX
HalKkpaimii crocibé BrIopaTucss 31 cTpecoM — IIpU¥MaTH
pedi TakuMH, SKUMH BOHU €. [IpUdHATTS MoxKe OyTHU Ba-
XKKUM, ase «Te, 1110 He BOUBae HAC, POOUTHL HAC CHABHI-
LITHMH».
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Supplement

Check Yourself Tests

3. B. auuaoBa, M. I1. Mosrora, H. K. Aam3zina

HaBuaabHi 3aBHaHHsa
[AS CAMOCTIHHOI Ta ayIUTOPHOI POOOTH 3 KypCy
JIIAOBE AMCTYBAHHY AHTAIMCBEKOO MOBOIO»



TEST 1

L ITpouumaiime dinosuii iucm. 3anogHime nponycKku
8I0N08IOHUMU C08AMU 3 MAbAUYL Sanuuwims YmeopeHull
meKkcm aucma ma nepexaiadims i02o0 NUCbMOE0.

1. brand 4. consignment 7. advertised 10. enclosed
2. profit 5. range 8. separate

3. samples 6. competitive 9. response

Dear Mr. ...,

Thank you for your enquiry of 12 May in which you
asked about the tapes we _ (1)__ in this month’s edition
of Hi Fi News.

The cassettes are ferrous based and of high quality
and they are suitable for any type of recording. They are
Kolby products which is a _ (2)__ name you will certainly
recognize, and the reason their prices are so _ (3)__ is that
they are part of a bankrupt stock that was offered to us.

Because of their low price and the small _ (4)__
margin we are working on, we will not be offering any
trade discounts on this _ (5)__.

We sell a wide __(6)__ of cassettes and have __(7)__a
price-list giving you details of trade, quantity, and cash
discounts on our other products.

We have sent, by _ (8)__ post, __(9)__ of the adver-
tised cassettes and other brands we stock, and would
urge you to place an order as soon as possible as there
has been a huge _ (10)__ to our advertisement.

Thank you for your interest. We expect to hear from
you in the near future.

Yours sincerely,
(signature)
Sales manager
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II. a) ITocmasme peueHHst 0108020 UCMA 8 JIO2IUHIU
nocaioosHocmi;
6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. Our prices are quite reasonable and our goods
are in great demand on the world market.

2. Roksolana & Co.

3. Dear Sirs,

4. We have received your letter of the 30th April and
have to inform you that we cannot reduce our prices by
10 per cent.

S. However, we could give you a 3 per cent dis-
count.

6. Yours faithfully,

7. We are looking forward to meeting you in Kyiv.

III. ITeperxnadims nuUceM080 OLIOSULL IUCM AHRIITICH-
KO MOBOH0:

[[TanoBHI nTaHoBE!

Mu nizHaaucsa mpo HasBy i aapecy Baimoi opraniza-
ii Big mpeacTaBHUKA TOPTiBEABHOI IMasaTH, IKWUH ITOBiA-
OMUB Hac, 110 BH € €AUHHUM €KCIIOPTEPOM BOBHAHHUX TKa-
HUH B YKpaiHi. [Iporarom O6arathox pokiB Hama dipma
IMIIOPTY€E Pi3HI TKAHWHU 3 KpaiH €Bpornu Ta A3zii, i Temnep
MU 0 XOTiAM BCTAHOBHUTH [iAOBi KOHTAKTH 3 Bamoro opra-
Hi3alli€ro.

OcCKiABKH MM HIKOAW paHillle He yKaagaau 3 Bamu
JKOOHUX VIO, MU XOTIAM 6 OTpUMAaTH 3pas3Ku Bammx Tka-
HUH, a TaKOX [Mi3HATHUCH PO BCi IMOAPOOHUII MO0 TepMi-
HY IIOCTaBOK 1 YMOB OIIAQTHU.

Mu 6ymemo Bam myzke BAg4Hi, akuio Bu Hamimaere
HaM CBi#fl OCTaHHIH NPeHCKypaHT, a TAKO¥K CIIUCOK ipM,
garkuM Bu nocrauaere TKaHUHU.

3 noBaroio,
(rrizmrTic)
KomepmitiHu#l 1upeKTOp
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TEST 2

L IMpouumatime Odinosuil iucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAOAUYL 3anuuims YmeopeHuli
meKcm aucma ma nepexaadims o020 NUCbLMOSO.

1. selection 4. required 7.ranging 10. discount
2. customers S. delivery 8. pleasure

3. further 6. accept 9. quoted

Dear Mrs. ...,

It was a __(1)__ to receive your letter today, and we
are enclosing the catalogue and price-list you asked for.

You will see that we can offer a wide _ (2)__ of din-
ner and tea services _ (3)__ from the rugged Greystone
breakfast sets, to the delicate Ming bone china dinner
service.

You can choose from more than fifty designs, which
include the elegance, the delicate pattern, and the rich-
ness.

We would be pleased to add new clients to our list
of __(4)__ throughout the world and could promise them
an excellent product with a first-class service. We would
be glad to __(5)__ orders for any number of pieces, and
can mix sets if _ (6)__.

You will see that our prices are __(7)__ c.i.f. to sea-
board ports and we are offering a special 10% _ (8)__ off
all net prices, with __(9)__ within three weeks from receipt
of order.

If there is any _ (10)__ information you require,
please contact us, and once again thank you for your
letter.

Yours sincerely,
(signature)
Sales manager
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II. a) ITocmasme peueHHsi 0L108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHuil ucm 3anuilims ma nepexaadime.

1. Samples of both have been dispatched to you by
separate mail.

2. Sales Director.

3. Dear Sirs,

4. We hope that the high quality of our products will
meet customer’s requirements and you will place a trial
order with us.

5. We hope to hear from you soon.

6. Yours faithfully,

7. We think you will be interested in the new brand
of coffee and cocoa we have introduced to the trade.

III. TTepexnadims nucbM080 OLI0BUTL TUCTM AHRICHKOHO
MOBOI0:

[[TanoBHi naHoBe!

Mu opepkaau Bamn aucr Big 20 rpynHa 1L.p. i Oyam
3MMBOBaHI Bamum pillleHHAM IIPOMOBXKHUTH TapaHTiHHUM
repion, Ha MOPO3HABHE O0AQMHAHHS, K€ BHUIIAO 3 AALy
yepe3 nedpeKTH 3aBOAY-BUPOOHHKA TIABKYU Ha OJHUH MIiCSIIIh.
Y 3B3Ky 3 UM MM XoTiam 6 3BepHyTH Bary ysary Ha
CrarTio 7 HaAIIOrO KOHTPAKTy, sdKa Ilepeadadac IIPOOaoB-
JKE€HHs TapaHTifHOro Iiepiogy Ha BHIIAIOK BHXOLy 00Aas-
HAHHA 3 Aaly 3 BUHH BUPOOHHKA Ha JOBILIHH TEPMiH.

Barmi npencraBHUKY TPHOYAH 3 BEAHKOIO 3aTPHMKOIO, B
pe3yAbTaTi 94oro MOpO3HABHE 00AaMHAHHS OyAO BBEIEHO B
E€KCIIAyaTallilo TIABKU 4Yepe3 [ABa MICSIll IIICAS IIOAOMKH.
Oxkpim Toro, Mu Oyam 3quBOBaHi Baroro BimMoBOIO ITOBHIC-
TIO BiAIIIKOAyBaTH HaM 30UTKH. Bepydyu mo yBaru Iii MipKy-
BaHHS, MU XOTiAH 6 BiITHOBHUTH HAIIli II€PETOBOPH i OCTATOYHO
BU3HAYUTH [aTy 3aKiH4YeHHS TapaHTiMHOro Iepiomay i BUpi-
IITUTH ITUTAHHS IIPO [TOBHY KOMITEHCAIII0 HAIITUX 30UTKIB.

3 1moBaroixo,
(mizrTmc)
dinaHcoBUH AUpPEKTOP
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TEST 3

L IITpouumaiime dinosuii iucm. 3ano8Hime nponycKku
8I0N08IOHUMU C08AMU 3 MAbAUYL 3anuuwimsb YmeopeHuii
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. look forward 4. sight 7. quoting 10. agreement
2. enclosed 5. allowance 8. quantity

3. range 6. established 9. retailers

Dear Mr. ...,

We are pleased to receive your enquiry, and to hear
that you liked our _ (1)__ of sweaters.

There would certainly be no trouble in supplying
you from our wide selection of garments which we make
for all age groups.

We can offer you the _ (2)__ discount you asked for
which would be 5% off net prices for orders over 22,000.
The usual _ (3)__ for a trade discount in Italy is 15%. We
always deal on payment by _ (4)__ draft, cash against
documents. However, we would be prepared to review
this once we have

__(5)_ a firm trading association with you.

_(6)_ you will find our summer catalogue and
price-list _ (7)__ prices c.i.f. London.

We are sure you will find a ready sale for our prod-
ucts in England as have other __(8)__ throughout Europe
and America. We do hope we can reach an __(9)__ on the
terms quoted.

Thank you for your interest . We __(10)__ to hearing
from you soon.

Yours sincerely,
(signature)
Sales manager
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II. a) ITocmasme peueHHs1 0108020 UCNA 8 JIOZTUHILL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. We wish to point out that we are interested in the
purchase of the goods for prompt deliveries.

2. Handy & Co. Ltd.

3. Dear Sirs,

4. We should like to hear from you as soon as pos-
sible.

3. Yours faithfully,

6. If you are able to meet the quality requirements,
please let us have one or two samples of the goods.

7. During our recent talks we discussed the possi-
bility of your supplying us with goods.

III. ITeperxnadims nuceMo080 OLIOSULL IUCM AHRITICH-
KO MOBOH0:

[[TazoBHI ITaHOBE,

3 IPUEMHICTIO NIOBiZOMASEMO Bawm, 1110 MU PO3TAIHYAU
Bain y mponiosutiiro Big 20 TpaBHS i BUPIIINAN PO3MICTUTH Y
Bac mpobne 3amoBaeHHA Ha 500 TOH IIIIEHUIN 3a I[HOIO
100 ¢pyHTiB 32 TOHY Cih AiBepIyAb , BKAIOYAIOYH YITAKOBKY.

Mumu nipocuMo Bac BigBaHTa>KHTH ToOBap B KiHIIi dep-
BH4. Ilomo omaaTtu, To Baii ymMoBH He CHIiBIagaioTh 3
IPaKTUKOIO, fdKa CKaasacd. Mu HIKOAW He BiIKPHUBaEMO
0e3BIAKAMYHUN aKPEOAUTUB Ha ITOBHY BapTICTh KOHTPAKTY.
OpHak MU roToBi IiTH Bam Ha 3ycTpid i BiZKPHUTH akpe-
OVUTUB Ha [OBHY BapTicTh MaluH IpoTsarom 10 nHIiB Bifg
JaTH OTpUMaHHA Balloro mnoBiZloMA€HHSI IIPO TOTOBHICTH
TIIIEHUIl 00 BiABaHTA>KEHHSI.

9k 3ragyBasoCh BHIE, Iie — IIPOOHE 3aMOBACHHI.
JKII0 SKICTh MIIEHUIl Hac 3a0BOABHATHME, MU PO3Mic-
THMO y Bac 3amoBAeHHS Ha GiABITY KiABKICTE.

3 roBaroio,
(rTiarImc)
KepiBHHK €KCIIOPTHOTIO BiomiAy
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TEST 4

L IMpouumatime dinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAOAUYL 3anuuims YmeopeHuli
meKcm aucma ma nepexaadims o020 NUCbLMOSO.

1. arrives 4. hand 7. contact 10. managed
2. agents S. marked 8. further

3. order 6. consignment 9. loading

Dear Sirs,

We are delighted to be able to inform you that your
_(1)__ has now been completed and sent to Liverpool
Docks where it is awaiting _ (2)__ onto the Manitoba
which sails for Dawson, Canada on the 16 July and
_(3)_on 30 July.

Once we have the necessary documents we will
__(4)_ them to Burnley City Bank. Your bank’s _ (5)__
here, will forward them to the Canadian Union Trust
Bank.

We have taken special care to see that the goods
have been carefully packed and __(6)__ with your name,
and numbered 1-6.

We __(7)_ to get all items from stock with the ex-
ception of Cat. No. G 1 6 which we only had in red. But
we included it in the _ (8)__ as it had the Willow pattern
you asked for.

If there is any __(9)__ information you require,
please _ (10)__ us.

Thank you very much for your order, and we look
forward to hearing from you again soon.

Yours faithfully,
(signature)
Export manager
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II. a) ITocmasme peueHHsi 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. We are looking forward to receiving your order.

2. Yours truly,

3. As to the terms of payment we are unable to meet
your request.

4. Dear Sirs,

S. As far as the terms of delivery is concerned, we
are doing our best to meet you half-way in respect of
speeding up.

6. Spencer & Co.

7. We have received your letter of the 20th Septem-
ber and wish to inform you that at present we are recon-
sidering the prices quoted by us.

III. ITeperxnadims nUcbM080 OLIOSUTL IUCM AHRIITICH-
KO MOBOH0:

[ITaxnoBHI nTaHOBE!

[ToBimomasieMo, III0 MU He 3MOKEMO OiAbIlle TTocTada-
T Bawm 3amacHi yactuHu o mamuH. CopaBa B TOMY, IO
i 3amacHi YacTWHU 3HATI 3 BHUPOOHUIITBA. 3aBO-
BUPOOHUK TEPEUIIIOB HA BUILYCK OIABIIT YIOCKOHAAEHOI MO-
JIeAl, II0 BiAIIOBiga€e BCIM BUMOraM HaMHOBIIIOI TEXHOAOTII.

3amacHi YacTHHHU, sKi OyAyThb MIOCTAYaTHUCS B Maii-
OyTHBOMY, Bimpi3HSIOTBECS pamoM IepeBar. OmHOIO i3 ITe-
peBar € Te, 10 I MOAEAb HamifiHilIa B poboTi. Mu mpo-
cuMo Bac poaragHyTH HaIlly IPOIIO3UILiI0 i, gKIo y Bac
BHHUKHYTH 3ayBasKeHHSI, MH I'OTOBi OOTOBOPUTH iX.

CnoniBaeMmoch, 110 Hallla IIporo3ullia Bac Baairye.
Bapricte 3amacHuUX dYaCTHUH 3TiJHO HAIIOTO KOHTPaKTY
Oyme cKoperoBaHa Ha B3a€EMOBUTITHUX YMOBaX.

3 noBaroio,
(rrimrTiac)
KomepmiiHu# 1UpeKTOP.
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TEST 5

L IMpouumatime odinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 Mab UYL 3anuulims YmeopeHuli
meKxcm aucma ma nepexaadims o020 NUCbLMOSO.

1. stipulated 4. provided 7. instruct 10. delivery
2. invoice 5. shipment 8. principals

3. sets 6. regular 9. marked

Dear Mr. ...,

Please, find enclosed an order (R 977) from our
_ (1)_ MacKenzie Bros Ltd, Ontario, Canada.They have
asked us to __(2)__ you that the _ (3)__ of crockery or-
dered should be packed in six crates, ten sets per crate,
with each piece individually wrapped, and the crates
__(4)_ clearly with their name, the words fragile, crock-
ery, and numbered 1-6.

They have agreed to pay by letter of credit, which we
discussed on the phone last week. They’d like _ (5)__ be-
fore the end of this month, which should be easily ef-
fected as there are _ (6)__ sailings from Liverpool.

If the colours they have chosen are not in stock,
they will accept an alternative _ (7)__ the designs are
those __(8)__ in the order.

Please, send any further correspondence relating to
__(9)__ or payment direct to MacKenzie Bros. Let us have
a copy of the commercial _ (10)__ when it is made up. We
look forward to hearing from you in due course.

Yours sincerely,
(signature)
Managing Director
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II. a) ITocmasme peueHHsl 0L108020 AUCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anulims ma nepekaadime.

1. We have carefully examined them and are pleased
to inform you that we are quite satisfied with the quality
of your goods.

2. We thank you for your letter of the 3rd April and the
samples of your goods which you sent us by separate mail.

3. Green & Co Ltd.

4. Dear Sirs,

5. We shall be glad if you send us your offer. Please,
quote your price both c. i .f. London and f.o.b. Odessa port.

6. Yours faithfully,

7. We look forward to establishing business con-
tacts with you.

III. Ilepexnadime nuceM080 OLIOBULL JUCT AHRITICH-
KO0 MOBOHO:

[[laroBHI maHoBe!

Mu yBazkHO pPO3TrASSHyAUW Baimte mpoxaHHS HpoO 3HU-
sKeHHsI Haioi 1iHu Ha 10%, ase Ha Xaab, MH He B 3MO3i
e 3pobuTu. YIk BaMm Bimomo, HaIlli TOBapu KOPHUCTYIOTHCS
BEAUKUM IIOIIUTOM Ha CBITOBOMY PHUHKY, OCKIABKH BOHU
BiANIOBiIaIOThP HAWBUIIKMM HOPMaM CBITOBHUX CTaHOApPTIB,
MaloTh BiIMiHHi gKiCHI IIOKAa3HUKM i Ha[iliHI B eKCIIAya-
Tawii. Okpim nporo, 1o Baioro mocuaaHHs Ha ILiHY
HaIIUX KOHKYPEHTIB, TO MU AiHCHO BBaXKa€Mo, III0 BOHA
[elo HUxK4a, HiK Halla, asne Bu moBUHHI B3gTU 10 yBa-
ru, 10 4dKIiCTh iX ToBapiB 3HAYHO HMKYA, HiXK HalIa.
3Bakaroyu Ha BHUIIE BUKAQEHE, MU HE MOXKEMO ITOTO/TU-
THUCE Ha Barmi minn. OgHak, gkino Bu 3axodere 30iALITUTH
CBO€E 3aMOBAEHHS, MU MOTAH 0 Hagatu Bam 5% 3HUKKY.

Yekaemo Ha Barly BignoBigb.

3 noBaroio,
(rrizrTiac)
JupeKTop.

208



TEST 6

L IMpouumatime odinosuil iucm. 3ano8Himb NPonYcKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuulime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO0.

1. supplier 4. cancel 7. confident 10. complete
2. decision S. consignment 8. middle

3. regret 6. concerning 9. delivery

Dear Mr. ...,

I am writing to you _ (1)__ your order, No. CU 11
54 /d which you placed four weeks ago. At that time we
had expected to be able to _ (2)__ the order well within
the _ (3)_ date we gave you which was 18 June, but
since then we have heard that our main _ (4)__ of chrome
has gone bankrupt.

This means that we have to find another supplier
who could fulfill all the outstanding contracts we have to
complete As you will appreciate this will take some time,
but we are __(5)__ that we should be able to arrange to
get our materials and deliver __(6)__ to our customers by
the _ (7)__ of next month.

This units themselves have been assembled and
simply now need completing.

We __(8)__ this unfortunate situation over which we
had no control and apologize for the inconvenience. If you
wish to _ (9)__ the order it would be quite understand-
able, but we stress that we will be able to complete deliv-
ery by next month and would appreciate it if you could
bear with us till then.

Please, let us know your _ (10)__ as soon as possi-
ble. Thank you for your consideration.

Yours sincerely,
(signature)
Managing Director
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II. a) ITocmasme peueHHs 0108020 UCMA 8 JIO2IUHUTL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepekaadime.

1. The goods can be delivered in July-August.

2. Payment is to be made against shipping docu-
ments by a Letter of Credit.

3. Dear Sirs,

4. We thank you for your letter of the 13th April and
in reply we wish to inform you that we are prepared to sell
our goods at the price of $1000 per ton f. o .b. Odessa.

5. Green & Co ,Ltd.

6. Yours faithfully,

7. As regards other terms and conditions, you will
find them in our General Conditions which we enclose
with this letter.

III. [Teperxnadimsb NUCbLMO80 OLTOBUILL JIUCM AH2/IUCL-
K00 MOBO10!

[ITanoBHI nTaHoBE!

Ha minTBepm:keHHs HaIIoi TeaerpaMu Big 15 AroToro
1. p. moBigoMasieMo Bawm, 1110 ypsaa KpaiHU OTOAOCUB T€H-
Iep Ha BUKOHAHHS IIPOEKTHUX POOIT Ta ITOoCTadaHHsS 00-
AagHaHHS. MU BBaxkaeMo, 1110 y4acThb y TeHAepi Mozke Bac
3arikaButHu. [Ipocumo Bac BUBUNUTH TeHIEPHI JOKYMEHTH,
SKi JOoAaHi 40 AMCTa. YK 3a3Ha4YeHO B YTrofi, BUTpaTHU Ha
KyIiBAIO TeHIEpHOI AoKyMeHTalll OyayTh BimHeceHi Ha
Bamr paxyHOK.

Caig, TakoxXK 3ayBaskKWUTH, 110 KiHIlEBa AaTa IIOAAHHS
nporo3utlii — 21 TpaBHg 1.p. [loBimomagemo Bawm, 1110 1ag
TOTO, 1100 BUTPATHU TEHIAEP, 0a’KaHO IIPEACTABUTU KOMEP-
LiftHui Kpeaut Ha nepion 7—-10 pokiB He Oiablie 6% pidHEX.

CriomiBaemocst, 1m0 Bu 3allikaBuUTeCh MOKAHUBICTIO
PO3BUTKY HAIIIOi CITiBIIpAlli.

3 mmoaroio,
(migmmc)
JuperTop
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TEST 7

L IMpouumatime oinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU CA08AMU 3 MAbAUYL 3anuuwims YmeopeHull
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. checked 4. staff 7. suppliers 10. accounts
2. apologize 5. cheque 8. enclosed
3. heading 6. delay 9. involve
Dear Mr. ...,
First let me _ (1)__ for not having cleared your

statement and not replying to your letter of 10 August.
However, I am surprised that you didn't receive our circu-
lar letter informing all our suppliers that we were moving
from Milano to Torino. I have __(2)__ our post book, and
find that a letter was sent to you on June 30.

As you will see from the copy _ (3)_ we warned
__(4)_ that during the move there might be some __(5)__
in clearing accounts and replying to correspondence as
the move would __(6)__ replacing more than half our staff
with new people who needed time to get used to our
__(7)_ and filing systems.

You will be pleased to hear that we have now settled
into our new offices and will have a fully trained __(8)__
by the end of next month. Meanwhile, I am enclosing a
_(9)_ for 2 300,000 on account, and will send a full set-
tlement of your June statement within the next few days.

Please note our new address, which is in the
__(10)__ of this letter, for future reference.

Yours sincerely,
(signature)
Senior Shipping Clerk
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II. a) ITocmasme peueHHsl 0L108020 AUCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. Please, quote your lowest prices and state the time
of delivery and the most favourable terms of payment.

2. We shall be obliged if you will send us a tender
for the above Machine Tool.

3. Simpton & Co, Ltd.

4. We also request you to send us specifications and
all your publications.

5. Dear Sirs,

6. We are interested in Cutter Model GH-66 adver-
tised by you in the latest issue of the “Industry”.

7. Yours faithfully,

8. We are looking forward to your early reply.

III. ITeperxnadims nUcbM080 OLIOSUTL IUCM AHRIITICH-
KO MOBOH0:

[ITaxnoBHI nTaHOBE!

[ToBimomasziemo Bac, m1o Ha 3kaab [0 ILHOTO Yacy MH He
oTpuMaAu Bia Bac 0aHKIBCBKY rapanTiio. Y 3B’I3Ky 3 IIUM
Mu 6 xotiam Bam Haramatum npo Bam aumcr Bin 20 TpaBHS
II.p., B SKoMy Bu mpocuan Hac BHECTU 3MiHU B aKpEeIUTUB-
Hy POpMy PO3PaxyHKIB y 3B’I3KY 3 TPYAHOIIAMH i JOIATKO-
BHMH BUTpaTaMH, [TOB’I3aHUMH 3 BiIKPUTTIM aKpeIUTHBY.

Posywmiroun Bami TpynHoI, 06’e¢fHaHHSA OaA0 3roay
Ha iHKacoBy pOopMy po3paxyHKiB. Bu 3roguauck i3 3ampo-
IIOHOBAaHOIO (POPMOIO PO3PaxyHKIB i IOBHHHI OyAH B TPH-
THXKHEBUI CTPOK HALATH T'apaHTiI0 IEPIIOKAACHOTO OaH-
Ky Ha 80% BapTOCTi KOHTPaKTY.

[Ticaa minnucaHHSA OO0AAaTKOBOIO KOHTPAKTy Halle
o0’eMHAHHA JaAO0 T03BiA 3aBOAOBI-BUPOOHUKY Ha BimBaH-
TaxKeHHs 00AaIHAHHSA B IIOPT.

3 mmoaroio,
(migmmc)
ToaoBHUE OyxrasTep
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TEST 8

L IMpouumatime Oinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU CA08AMU 3 MAbAUYL 3anuuwims YmeopeHull
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. matter 4. reference 7. contact 10. initial
2. losses 5. supplied 8. cancelled

3. consignment 6. expect 9. deadline

Dear Mr. ...,

We are writing to you with _ (1)__ to the above order
and our letter of 22 May in which we asked you when we
could _ (2)__ delivery of the 60 computers you were to
have __(3)__ on 3 June for an export order.

We have tried to __(4)__ you by phone, but could not
get anyone in your factory who knew anything about this
O

It is essential that we deliver this _ (6)__ to our
Greek customers on time as this was an _ (7)__ order
from them and would give us an opening in the Greek
market.

Our _ (8)__ is 28 June, and the lorries have been
completed except for the computers that need to be fitted.

Unless we receive the components within the next
five days, the order will be _ (9)__ and placed elsewhere.
We should warn you that we are holding you to your de-
livery contract and if any _ (10)__ occur because of this
late delivery we will be taking legal action.

Awaiting your prompt settlement.

Yours sincerely,
(signature)
Export manager

213



II. a) I[Tocmasme peueHHst 0108020 UCMA 8 JIORTUHILL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. We are obliged for your inquiry of the 5th March
concerning purchase of cotton from us.

2. We can dispatch the first lot at the beginning of
June, and the second in the middle of September.

3. Dear Sirs,

4. We are pleased to offer you 6,000 tons of cotton
Grade A.

5. Smith & Co, Ltd.

6. Payment is to be made against shipping docu-
ments by an irrevocable Letter of Credit.

7. Yours truly,

8. We should be obliged for early reply.

III. Ilepexnadime nuUCbMO80 OLIOBULL JUCM AHRIILICH-
KOt MOB010!

[[laroBHI ITaHOBE,

Y BiamoBiap Ha Bam auct Bim 22 cepnHA HaIpaBAS-
eMo Bawm Halll octraHHIH KaTaAor i IpeHCcKypaHT i IPOCUMO
npobadeHHsI, 110 He 3p00UAH IbOTO paxinre. OcTaHHi 3pa-
3KU i MoAeAl BUCHAAIOTBCS OKPEMOIO IIOIITOIO i ITOBUHHI
npubytu mnporsrom 7 mHiB. [locuaka HaaTo ob’eMHa, 11100
BHCHAATH ii aBianomnrroro. Mu B39AHu 10 yBaru Barri peko-
MeHallii B MaOyTHBOMY MIPOIIOHYBATH TOBap Ha yMOBax
CI® AiBepIyab.

3 HeTepHiHHAM 4YeKaeMo Bammx 3aMOBA€HBb IIiCAd
TOrO, K y Bac Oyme MOKAHBICTH IIPOTASHYTH KaTaAor i
03HAWOMUTHCS 3 MOIAEASIMH Ta 3pasKaMHU.

3 noBaroio,
(rrimrTiac)
KomepmitiHu#l n1upeKTOp
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TEST 9

L IMpouumatime odinosuil iucm. 3ano8Himb NPonYcKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuulime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO0.

1. draft 4. pay 7. meet 10. hand
2. hearing 5. agency 8. agreement

3. legal 6. advertising 9. initial

Dear Mr. ...,

Thank you for your letter which we have received
today. As you requested, we have enclosed a _ (1)__ con-
tract of the __(2)__ agreement.

You will see that we prefer our customers to __(3)__
us direct, and usually deal on a letter of credit basis,
unless we can obtain references or your guarantee if you
take the “del credere”’commission. You would not be re-
quired to hold large stocks of our products, but a repre-
sentative selection of samples, and we can _ (4)__ orders
from the Middle East within four weeks of receipt.

Leaflets and brochures will be sent to you to __(5)__
out to your customers as one method of _ (6)__, but we
will also allow 23,000 in the first year for publicity which
can be spent on the type of advertising you think suitable
for glassware. We find that newspapers and magazines
are the best media.

The _ (7)__ contract will be for one year, subject to
renewal by mutual _ (8)__, and that disputes will be set-
tled with reference to Dutch law, as our relative _ (9)__
systems are different. If you have any further questions
with regard to the contract, or anything else, please con-
tact me. I look forward to __(10)__ from you soon.

Yours sincerely,
(signature)
Chiefmanager
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II. a) ITocmasme peueHHsi 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHuil ucm 3anulims ma nepexaadime.

1. As to the terms of payment we cannot agree to
them as they go against our usual practice.

2. We thank you for your offer of June, 10 for 6 Ma-
chines Model K-100.

3. Brown & Co., Ltd.

4. Within 5 days upon receipt of your notification of
readiness we shall open in your favour an irrevocable
Letter of Credit.

S. Dear Sirs,

6. We have carefully considered your offer and we
are pleased to inform you that the efficiency of the Ma-
chines fully meets our requirements.

7. Yours truly,

8. If you agree to the terms of payment and the time
of delivery proposed by us we shall be pleased to send
you our formal order by return.

III. I[lepexnadimsb NUCbMOB80 OLOBULL JTUCM AH2/IUCL-
KO0 MOB010!

[ITanoBHI nTaHOBE!

M ABCTOM TIOBiZOMASIEMO, IO HE 3MOKEMO OiAbIlIe
HaacuaaTu Bam cucTteMu omaseHHsI TOMY, III0 BOHU 3HSITI
3 BUPOOHUIITBA. 3aBOA-BUPOOHUK MEPEHIIOB HA BHUIIYCK
OIABIII JOCKOHAAUX MOJeAel, dKi BiANOBimaroTh yciM BU-
MoraM HOBITHBOI TexHoaoTil.ToBapw, 1110 OyaAyTh HaICHAA-
TUCh B MaiiOyTHBOMY, BiAPi3HATUMYThCSI HU3KOIO IIepeBar.
OpHi€I0 3 HUX € Te, IO 3alIpOlIOHOBaHAa MOIEAL MaTHMe
rapaHTilo eKcIIAyaTallii Ha 2 pOoKH.

Mu npocumo Bac posragHyTH Hallly MIPOIIO3UIIiIO, i
SIKIIO ¥ Bac BUHUKHYTH SIKiCh 3ayBaKe€HHsI, MU OYIEMO TO-
TOBi ix obroBopuTu.CHomiBaEMoCh, IO HAIlla IIPOITO3UILis
Bac Baamrrye. Bapricts HOBUX TOBapiB 3TiIHO JAHOTO KOHT-
pakTy OyZie CKoperoBaHa Ha B3aEMOIIPUMHSITUX 3acagax.

3 moBaroto,
(migmmc)
Menemxep
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TEST 10

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU co8amMuU 3 mabauyl. 3anuuwlime ymeopeHuii
meKkcm aucma ma nepexaiadims i020 NUCbMOEO0.

1. conditions 4. remit 7. sole 10. commission
2. matter 5. shorten 8. demand

3. nearing 6. extended 9. turnover

Dear Mr. ...,

We are interested in the offer you made to us in
your letter of 8 October to act as _ (1)__ agents for your
leather goods in this country.

We think that the annual _ (2)__ you suggested was
rather optimistic, and while we agree that there is _ (3)__ for
leather cases and bags here, we think that half the figure you
quoted would be more realistic. In view of this, the _ (4)__
you offer, six per cent, is rather low, and we would expect a
minimum of ten per cent on net invoice totals.

As sole agents, the territory you offer, i.e. London,
would be too restrictive for sales, and this would have to
be _ (5)__ to the home counties. We also feel it would be
better for customers to settle with us direct, and we
would _ (6)__ quarterly account sales deducting our
commission, but we are prepared to leave this _ (7)__
open for discussion.

Finally, we will hold the stock you suggested, but if
there is a rush of orders, as there may be now we are __(8)__
Christmas, you would have to _ (9)__ the delivery date you
quoted, from six weeks to three weeks from receipt.

If these _ (10)__ are suitable, then we would certainly
accept an initial one-year contract to act as your agents.

Yours sincerely,
(signature)
ChiefAccountant
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II. a) ITocmasme peueHHsl 0L108020 AUCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anulims ma nepexaadime.

1. Samples of both have been dispatched to you by
separate mail.

2. Dear Sirs,

3. We think you will be interested in the new brands
of coffee and cocoa we have just introduced to the trade.

4. We hope that the high quality of our products will
meet your customers' requirements.

3. Yours truly,

6. White & Co, Ltd.

7. You will see that the prices quoted are low, and as
they are likely to go up very soon we would advise you in
your own interests to place an order as early as possible.

III. Ilepexnadime nuceMmo80 OLIOBULL JUCM AHRICH-
KO MOB0H0:

[IManoBHI naHoBeE!

Mu pazi oBioMUTH Bac mpo BiIKpHUTTS HaIlloi HOBOi
¢abpuky 3 BHPOOHUIITBA TOBApiB IIMPOKOIO BXKUTKY. Bu
IIePEKOHAETECh, III0 HAallla CydacHa BHPOOHHYA TEXHOAOTIH
JO3BOAMTE HaM 3alIPOIOHYBaTH TOBApPH 3a 3HAYHO HHZKYIOIO
LIIHOIO, HDDXK Y HaIlIMX KOHKYpPeHTi. Mu croniBaemocs, 110 Bu
CKOPHCTAETECH IIi€I0 MOXKAMBICTIO 1 3aIIpPOIOHYyETE€ CBOIM
3aMOBHHKaM Halll BUCOKOSKiCHUH ToBap. [ag Bairoi 3py4-
HOCTi iAToCTpOBaHME KaTaaor, IpedcKypaHT i 6AaHK 3aMOB-
A€HHSA NONAEThCA N0 AHcTa. [linBUIIEHMH MIONMUT Ha Hallli
TOBapH BIPOAOBZK IOTOYHOIO POKY 03BOAHMB HaM BiIOIKPHUTH
HOBY (pabpuky B Kueri, sika Oyme OOCHUTH ITOTYKHOIO i
LIIBHAKICHOIO IIifl 9acC IIPH BUKOHAHHSA BEAMKHX 3aMOBACHb.

Mu ugekaemMo BamIMx MabOyTHIX 3aMOBA€HB, OCKIABKH
TeIep MU 3MOZKEMO 3aIIPOIIOHYBaTH Kpallle 00CAyTOByBaHHS.

3 noBaroio,
(rrimrTic)
Komepuitinuit upekTop
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TEST 11

L IIpouumatime odinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAbAUYL Sanuuwims YmeopeHuil
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. inconvenience 4. consignment 7. fortnight 10. shipping
2. realize 5. damage 8. inspect
3. informing 6. arrange 9. trouble
Dear Mr. ...,

Thank you for _ (1)__ me about the damage to our
consignment.

From our previous transactions you will __(2)__ that
this sort of problem is quite unusual. Nevertheless, we
are sorry about the __(3)__ it has caused you.

Please would you return the whole _ (4)__ to us,
postage and packing forward, and we will ask the _ (5)__
company to come and __(6)__ the __(7)__ so that they can
__(8)_ compensation. It is unlikely that our insurance
company needs to be troubled with this case.

If you want us to send you another shipment as per
your order No. 144, please let us know. We have the gar-
ments in stock and it would be no _ (9)__ to send them
within the next _ (10)__.

We look forward to hearing from you. Any request
for future assistance or information will receive immedi-
ate attention.

Yours sincerely,
(signature)
Commercial Manager
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II. a) ITocmasme peueHHsi 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anulims ma nepexaadime.

1. From catalogue enclosed you will see that the
model is of high operation efficiency.

2. Dear Sirs,

3. Robinson & Co., Ltd.

4. We wish to inform you that we have started pro-
ducing a new model of Grinding Machine in which, we
believe, you may be interested.

5. We are pleased to offer you these machines at the
price of $ 1000 per unit.

6. Yours faithfully,

7. We feel that this offer will be of interest and as-
sistance to you and we shall be glad to send you further
information should you require it.

III. Ilepexnadime nuceMoO80 OLIOBULL JUCT AHRILICH-
KO0 MOB010:

[[TanoBHI nTaHOBE!

BpaxoByrouu Bair auct Big 25 TpaBHS i Hallly BYO-
paurHio TeaeOHHY PO3MOBY 3 II. A€HHOM, ITOBiZIOMASIEMO
Bawm, 1m0 My, Ha Kaab, HE MOXKEMO HPUHHSTH OCTaHHIO
napriro KOMITIOTepiB, HAMIiCAAHHUX 3TiLHO 3 PaxyHKOM 3a
koHTpakToM No 05/817. IlepeBipkra wmiel maprii B mopry
NpHU3HAYEHHd II0Ka3aAd, II0 Psf KOMITIOTEPIiB € IIOIIKO-
MKeHUMHU. [lo IbOro AMCTa OOAYYAEMO aKT IIePEBIpPKH,
odpopMaeHUM HAAEIKHHUM YUHOM. MU MOTAH O 3aAHIIUTH IIi
KOMII'IOTEPU AHWIIIEe 32 YMOBH HaaaHHS Bamu 3HHKKH abo
OIlAQTH PEMOHTY ILIUX KOMII'IOTEPIB.

Y mpoTHAEKHOMY BUINAIOKY MH OyZeMO 3MyIIeHi IT0-
BepHYTH BaM IONIKOIKeHY ITPOAYKIIiIO.

CnoniBaeMmoch orpuMmaTtu Bin Bac BigmoBinbk He mi3-
Hillle HaCTYIIHOTO TUKHSH.

3 rmoBaroio,
(rrimrTiac)
[Tokymiens
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TEST 12

L IMpouumatime odinosuil iucm. 3anogHimsb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuuwlime ymeopeHuii
meKkcm aucma ma nepexaiadims i020 NUCbMOEO0.

1. Required 4. supposed 7. concern 10. advice
2. need 5. forced 8. unqualified
3. permitted 6. contact 9. detailed

Dear Colleagues,

With reference to recent legislation affecting finan-
cial service organizations, I am writing with some guide-
lines to help you adapt to the changes.

All financial service advisors, banks and building
societies are now __(1)__ by law to write to individual cli-
ents setting out the terms of their engagements. The new
regulations oblige companies to give _ (2)__ descriptions
of the work they are qualified to do. They are also __(3)__
to specify all charges and commissions.

A further change is that all individuals working as
advisors _ (4)__ to be fully qualified. Anyone without the
necessary professional qualifications is banned from giv-
ing financial _ (5)__. As a result many individuals with
years of experience will be _ (6)__ to take professional
examinations.

__(7)_ persons will no longer be __(8)__ to give even
informal advice.

I am sure that our consistently high standards, we
will not have any difficulty in conforming to the new legis-
lation. Meanwhile, do _ (9)__ me in the event of any
—(10)_.

We are looking forward to your reply.
Yours sincerely,

(signature)

Chief Lawyer
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II. a) ITocmasme peueHHsi 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anulims ma nepekaadime.

1. He will get in touch with you on his arrival in
London.

2. Watson & CO., Ltd.

3. Dear Sirs,

4. We look forward to doing good business with you.

5. We should like to inform you that Mr. Black, our
Vice President is attending the International Conference,
and he is authorized to negotiate the purchase of the ma-
chines you offer.

6. Yours faithfully,

7. We thank you for your offer of the 8th February,
which we have given our best consideration.

III. I[lepexnadimsb NUCbMOB80 OLIOBULL JUCM AH2/UUCL-
KO0 MO8010:

[[TamoBHI ITaHOBE,

[Tane Kaumenko B. B., akuili npompairoBaB y Hac
IIPOTHATOM [ABOX 3 IIOAOBHHOIO POKiB B 9KOCTi MeHeIXKepa,
Ay>Ke IparHe 3alHATHCS peKAaMoOlo, 1 MeHi HNPUUIIA0 Ha
OyMKy, 1110 Bu 3Mmozxkere #iomy momoMmortH, abo, MaTu Ha
yBasi iioro 3mi6HOCTI HA BUIAMOK BiAMOBiAHOI BakaHCii y
Bammri#i dipmi, abo ropekoMmenayBaTH HOMy Kpallui CIIO-
cib omepskaHHS TakKol pobOTH, IKY BiH IIIYKaE.

3po3ymino, s Oymy Bam ay:ke BASYHHUN, AKIO Bu
3MoOzKeTe 3pobuTH 110-HeOynb mag 1. Kamvmenka B. B. 3a
gac poboTu y Hac Ha ipMi BiH 3apeKOMeHIyBaB cebe may-
JKe MO3UTHUBHO. MU mizHaaucd 3 mpecH, 1o Bu Binkpuau
HOBe BinmineHHsS B KpakoBi Ta mmpoBoauTe peKaaMHi akITii
CBO€1 IIpoayKIlii. Mu Tako¥K CIIoAiBa€EMOCh, 110 HAIIi JiAO-
Bi CTOCYHKHU IIPOMAOBXKYBATHMYThH PO3BUBATHUCS B IPUEM-
Hil aTMocepi B3aeMHOI OBipH Ta HiATPUMKH.

3 noBaroto,
(rrimrTiac)
MeHemxkep 110 3B’s13KaM 3 TPOMACHKICTIO
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TEST 13

L IIpouumatime odinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAbAUYL Sanuuwims YmeopeHuil
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. raise 4. hold 7. be 10. low
2. returning 5. express 8. investing
3. offering 6. recommending 9. guarantee

Dear Shareholder,

As you may _ (1)__ aware from reports in the na-
tional media, the Board of Directors of Vida Assurance is
planning to__ (2)__extra capital from existing shareholders
through a rights issue. We recommend this option as the
best way to__(3)__the long-term security of the company.
It is also our belief that the offer of additional shares will
be an attractive investment, and we are sure you will
agree it is worth__(4)__extra money in the company.

As it is normal with rights issues, the shares will be
available at a__(5)__price,_ (6)__an excellent investmen-
topportunity. In__(7)__them to you, we believe we have
both the company’s best interests and yours as well.

Of course, the Board does not wish to__ (8)__a rights
issue without the support of shareholders. We invite you
to_ (9)__ your views on this policy at an extraordinary
general meeting on 24 October at the National Exhibition
Centre, or by__(10)__ the form enclosed with this letter.

We look forward with great interest to your reply.
Please, do not hesitate to contact us for further details.

Yours sincerely,
(signature)
President
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II. a) ITocmasme peueHHst 0108020 UCMA 8 JIO2TUHILL
nocaioosHocmi;

6) ymeopeHuil ucm 3anuilims ma nepexaadime.

1. We have considered the matter most carefully
and yet we are unable to meet your request.

2. If you compare this model to those of our competi-
tors you will see that our model has a number of advantages.

3. Dear Sirs,

4. We have received your letter requesting to revise
the prices quoted by us for machines as you find our
price somewhat high.

5. Robinson & Co., Ltd.

6. If you consider an excellent running of the ma-
chine you will have to agree that it would be unreason-
able on our part to reduce the price.

7. Yours faithfully,

8. We look forward to your reply.

III. [Teperxnadims nNUCbMO80 OLTOBUIL JIUCM AH2/IUCL-
KO0 MO8010:
[[TanoBHI nTaHoBE!

Jaryemo 3a Bariry niporiosuitito Bizx S yepBHa 2015 p.
Ha 10 mamuH Mozmeai M-100. Mu yBasKHO PpPO3TASHYAU
Bamy mpomosutiiro i pazi moBigoMuTH, 110 €(PEeKTUBHICTH
MAaIlllMH IIOBHICTIO Bi/IIOBi/la€e HAIIIMM BHUMOTLaM.

[Ilomo yMOB maaTexKy, TO BOHHM He CIIBIAAAIOThH 3 Ha-
III0I0 3BUYAMHOIO IIPaKTHUKOI0. Hallri ymMoBU Taki: BIIPOJOBK
THKHS (7 THIB) ITiCAS OTPHUMAHHS Balrtoro moBimoMAeHHS TIpo
TOTOBHICTL MM BiAKpHBaEMO Ha Baillly KOpHCTh 6e3BiIKANY-
HUP akpeauTuB Ha 75% BapToCTi TOBapy, IKUU IIpHU3HAYe-
HUM Oad BignmpaBku. Pemmra 25 % omaaTHMO ITiCAST IIPOJIOB-
JKEeHHsI TrapaHTiiHoro nepiomy. dkimo Bu srimHi Ha yMoBH
OIIAATH 1 [OCTaBKH, SIKi MH IIPOIIOHYEMO, MU OyaeMo paii
BHUCAATU Bam (popMasbHe 3aMOBAE€HHST 3BOPOTHOIO MOIIITOIO.
Yexkaemo Bamroi BigItoBimi.
3 noBaroto,
(migmmc)
Menemkep, Binmia popMyBaHHI IiH
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TEST 14

L IIpouumatime odinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAbAUYL Sanuuwims YmeopeHuil
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. compare 4. help 7. spend 10. limit
2. prevent S. provide 8. inform
3. welcome 6. divide 9. replace

MEMO LETTER

This memo is to _ (1)__ all members of the steering
committee about the details of the next international meet-
ing. I shall _ (2)__ you with a list of tasks that need to be
done. We will __(3)__ a little time on finalising the schedule
at our next internal meeting. Unfortunately, my trip to
Japan will __(4)__ me from taking part in the meeting.

I think we should __(5)__ the programme for the day
into three parts. The first session is to __(6)__ our foreign
guests to the company and to describe our operations to
them. As time is short, we will need to __(7)__ this part to
the essentials - of course without excluding any key per-
sonnel from the proceedings.

In the second part of the programme , we should
__(8)__ our working practices with those in other compa-
nies. We have already made it clear that we intended to
__(9)_ some practices with more modern ones and this
could be a fruitful area for discussion.

Finally, we will _ (10)__ the participants with the
more complex norms.

Please do not hesitate to contact us for further de-
tails.

Your sincerely,
Keyser
Chairman

225



II. a)llocmasme peueHHs1 OLI0B020 SUCNMA 8 JIORTUHIT
nocaioosHocmi;

6) ymeopeHUll ucm 3anulims ma nepekaadime.

1. The price we quoted in our offer of the 15th Au-
gust is based on the prices existing on the world market.

2. In reply to your letter of the Sth September this
year, we have to inform you that we cannot revise our
price for Drilling Machines.

3. Dear Sirs,

4. The machine is very easy to handle and it has
many other advantages as compared with similar models
produced by other firms.

5. Smith & Co., Ltd.

6. Yours faithfully,

7. However, wishing to establish business relations
with you, we are prepared to grant you a 5 per cent dis-
count if you double our order.

1II. TTepexnadimb NUCLMOB0 OUIOBUTL IUCT AHRIICHKOMO
MO8010:

[[lamoBHi maHoBe!

BrpoaoB:k MUHYAUX POKIiB MU PETYASIPHO OTPHUMYyBaAU
Bari 3amoBaeHHS ase, i 116 BUAHO 3 HAIIUX NOKYMEHTIB 3
IPOaAasKy, MU IIEPECTaAr OTPUMYBATH iX ABa POKU TOMy. Mu
XO4YeMO 3HaTH, YU € Yy IIbOMY IIPUYHHA, 34 Ky MU HECEMO
BiIIIOBIMAABHICTE: 3aMOBAEHHS, IIOCTaBA€HI HECBOEYACHO;
AKiCTh, III0 He BiANOBimae AaHUM cTaHgapTaM; TOMHAKH
IIpY BUKOHAHHI 3aMOBAE€Hb; HEKOHKYPEHTHO3JATHi IiHU.
3BUYaifHO, MOXKAWBO 3HANUTU 30BCIM IIPOCTE MOSCHEHHS, SIK
OT: MU He IIpucAaau Bam Hamn KaTasor i IpeucKypaHT.
9lkoro 6 He Oyaa CIpaBKHA MPUYUHA, MU y3KE XO4EeMO Bifl-
HOBUTH [IAOBIi 3B's13KH 3 Bamu.

YekaeMo Ha Bairy nmo3suTHBHY BiAIIOBiab.

3 1moBaroixo,
(mizrTmc)
l'oroBa mmpaBaiHHA
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TEST 15

L IMpouumatime odinosuil iucm. 3anogHimsb NPonycKu
8I0N08IOHUMU co8aMU 3 mabauyl. 3anuuwlime ymeopeHuii
meKkcm aucma ma neperxaadime 020 NUCbMOE0.

1. estimate 4. notify 7. guarantee 10. miss
2. invite S. believe 8. urge
3. inform 6. agree 9. takepart

Dear investor,

In reply to your letter of 12 April we would like to
_(1)_you to __(2)__ in the investment opportunity of the
year. In fact we __(3)__ you not to __(4)__ this unique chance
to make your money work for you. We __(5)__ that this is a
once-in-a-lifetime investment. If you _ (6)__ to set aside a
small sum every month for the next five years we _ (7)__ a
staggering 105 per cent interest at the end of the period.
We__(8)__ that this return will far outstrip the rate of
inflation during the period.

If you would like to participate, please _ (9)__ us by
phone or __(10)__ us using the reply coupon. Awaiting your
early reply with interest.

Yours truly,
(signature)
Branch Manager

II. a ) ITocmasme peueHHsi 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepekaadime.

1. You write that the damage to the machine-tools
occurred in transit.

2. Dear Sirs,

3. Smith & Co., Ltd.

4. We have received your letter dated January, 2
and the documents attached to it.
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5. We are sorry to say we cannot agree with you
that the damage to the machine-tools occurred during
packing.

6. Yours faithfully,

7. This is the first time we have received defective
machine-tools from you, and hope that you will either
replace these machine-tools, or repair them free of
charge.

8. We are looking forward to your early reply.

III. [Teperxnadimes NUCbMO80 OLTOBUILL JIUCM AH2/IUCL-
K00 MOBO10!

[ITanoBHI nTaHOBE!

Buopa Mu orpumasu Bain aucrt, B akomy Bu nuiie-
Te, 1110 BU MMOBEPHYAU 3aBOAOBi-BUPOOHUKY TPU IIPHUAAIH,
aKi Oyau HamicaaHi Bawm 3rigHO 3 KOoHTpakToM No 18/49, 3
MIPOXaHHSIM BiAPEMOHTYBATH ix abo 3aMiHUTH Ha HOBi. Ha
JKaAb, 3aBOJA-BUPOOHUK BiIMOBASIETHCS BiIpEMOHTYBaTH iX
0Ee3KOIITOBHO, ab0 3aMiHMTH Ha HOBi, OCKIALKM BOHH Ma-
IOTH O3HAKM MEXaHiYHOro IMOIIKOMXKEHHs. M1 BBaxKaeMo,
1o 1me 3pobmau Bamri mpailiBHUKH, KOAW BiIKpHUBaAU
AINMUKHA. 3aBOA-BUPOOHUK 3TiMHUHE BigpeMOHTYBaTH IIPH-
Aanu, SKIo Bu omaature 110 pobotTy. BapricTs pemoHTY
crkaagae SO0 moaapiB 3a KOXKHUU ITpHUAa, TOOTO 3arasbHa
cyma ckaamatume 1500 moaapis.

IIpocumo Bac BinkputTu 6e3BiAKAMYHUN aKpeIUTHB
OiicHuY Ha 2 Mmicdl. K TIABKHM MU OTPUMAa€EMO IIOBiIOM-
A€HHSI TIPO BIAKPUTTS aKpPEIUTUBY, 3aBOA-BUPOOHUK IIO-
YHE PEMOHT IIPHUAAIIB.

Yexkaemo Bamroi BigItoBimi.

3 rmoBaroio,
(migmmc)
KepiBHUK BUPOOGHUIITBA
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TEST 16

L IMpouumatime oinosuil ucm. 3anogHimb NPonycKu
8i0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i020 NUCbMOESO.

1. enquiry 4. requirements 7. supplied 10. essential
2. quotation 5. quality 8. details

3. stock 6. enclosed 9. purses

Dear Mrs. ...,

Thank you for your _ (1)__ of 15 August. Our _ (2)__
for leather shoes and handbags is enclosed. All items can
be delivered from __(3)__. These items are made from very
best __(4)__ leather and can be _ (5)__ in a range of de-
signs and colours wide enough to meet the _ (6)__ of a
fashionable trade such as yours.

Also _ (7)__ is a copy of our catalogue in which you
will find _ (8)_ of our other products. These include
leather _ (9)__ and gloves, described and illustrated on
pages 18-25 of our catalogue.

The catalogue gives all the _ (10)__ facts about our
goods, but if you have any questions please do not hesi-
tate to let us know.

Your reply will be appreciated.

Yours sincerely,
(signature)
Production Director

II. a) I[Tocmasme peueHHst 0108020 UCMA 8 JIO2TUHILL
nocsaioosHocmi;

6) ymeopeHuil ucm 3anuilims ma nepexaadime.

1. As to our prices we are greatly surprised that
they seemed to you higher than those of our competitors.

2. Dear Sirs,
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3. In reply to your letter we are sending you a de-
scription of machine-tools which is a new model with a
number of advantages.

4. Yours faithfully,

S. We have no difficulties in selling big numbers of
these machine-tools at these prices.

6. Looking forward to your favourable reply.

7. Brown & Co.

8. It goes without saying that we are ready to grant
a 10 per cent discount if you increase your order to
25 machine-tools.

III. I[lepexnadimsb NUCbMO80 OLIOBULL JUCM AH2/UUCL-
K00 MOBO10!

[ITanoBHI nTaHOBE!

91 3ayBaskuB, 1110 Bu He po3MilllyBaAu KOTHUX 3aMOB-
A€HBb y Hac 3 1 6epesHs, i, OCKIABKH 3’sICyBaHHSI MOXKAHUBHUX
IPUYUH HEBIOBOAEHHS IIOKYIIIIB BXOAUTH y IIPAKTUKY
Haioi ¢gipMu, 9 3BepTalOCh A0 Bac 3 mpoxaHHSIM IIOBimO-
MHUTH MEHi, YU 3MOXY I 3pPOOHUTH I110-HEOYIb A BiTHOB-
AEHHS OIAOBHX CTOCYHKIB MixK HamuMu (Qipmamu. Moxk-
AWIBO, 3BUYaliHO, BU IIpocTO 3MiHMAM HAIIPSIMOK B TOPTiBAi
i IepecTaau 3afiMaTHCd HAITUMH TOBapaMH.

OpHak, gKo0 0 He Oyaa IIpHUYMHA, g XOTiB 6u 3HATH
ii, 11100 1 MiTr BUIIPABUTH CUTYyallifo abo BpaxyBaTH HasBHI
3ayBaxkeHHd. Y OyOb-IKOMY BUII[KYy s BIIEBHEHUH, IO
MOXKY 3POOUTH [esKi KOPHUCHI ITPOIMO3HUIlil, CKEPOBaHiI Ha
BipO/I3KEeHHI TiAOBUX CTOCYHKIB.

3azmaserigp BOASYHI 3a Oyab-sKy iH(popMAllifo, SIKY
Bu moxkeTe 3anpornoHyBaTU.

3 rmomaroio,
(migmmc)
Komepuititnuit gupekTop
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TEST 17

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU co8amMuU 3 mabauyl. 3anuuwlime ymeopeHuii
meKkcm aucma ma nepexaiadims i020 NUCbMOEO0.

1. order 4. subject 7. equipment 10. delivery
2. supplier 5. situation 8. due
3. delivery 6. confirmation 9. guarantee

Dear Mr. Toda,

Acknowledging receipt of your letter we are writing
to point out that the above _ (1)__ which arrived yester-
day, was a week late. This is the second time we have
had to write to you on this _ (2)__ and we cannot allow
the _ (3)__ to continue. We have already explained that it
is essential for medical _ (4)__ to arrive on the _ (5)__
date as late _ (6)__ could create a very serious problem.

Unless we have an absolute assurance that you can
_ (7)_ the promptness of all future deliveries, we will
have to look for another _ (8)__. We will want your __(9)__
before we place our next _ (10)__.Awaiting your prompt
settlement.

Yours sincerely,
(signature)
Managing Director

II. a ) ITocmasme peueHHst 0108020 JUCMA 8 JIO2TUHITL
Nnoc/1i008HOCMI;

6) ymeopeHull iucm 3anulims ma nepexaadime.

1. However after unpacking the cases we discovered
that 20 tins of caviar were missing.

2. Dear Sirs,

3. Robinson & Co., Ltd.

4. In confirmation of our telephone conversation
with Mr. Brown which took place on June, 11, we wish to
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inform you that the first consignment of caviar has duly
arrived.

S. Yours faithfully,

6. Should you fail for any reason, to deliver the
goods by the appointed date, please let us know immedi-
ately.

7. We request to make every effort that 100 tins
should arrive by the 10th next month at the latest.

III. [Teperxnadims NUCbMO80 OLTOBUIL JIUCM AH2/ICL-
K00 MOBO10!

[[TamoBHi rmaHoBe!

Haxkyemo 3a Bamr aucr i pani Hagatu Bam Bci 1o-
OPOOUITL 1040 KYITiBAI ABHSIHOI TKAHWUHU Bim Hac. Mu Ha-
CHAQEMO HaIlli 3pa3Ku OKPEMOIO IIOIITOIO i CIIOiBaEMOCH,
110 iX IKIiCTh 3aJ0BOABHUTE Ballli BUMOTH. CTOCOBHO ITiHH,
TO MU He 3rigHi 3 Bamu, 110 Bona Bucoka. LliHu Ha I1i TO-
Bapu 3pocTalTh Ha CBiTOBOMYy pHUHKY. Hairta TkaHuHa
gynoBoi gkocTi. OgHaK, MU BCe K MaeMO Hail0 BCTAHO-
BUTHU TIiCHI OiA0OBi cTOCYyHKHU 3 Bamu, MM MoOkeMO HagaTHu
Bam 5% 3HHMXKy. ABHAHY TKaHHHY MOXKHa IIPUBE3TH B
TpaBHi. YcCi iHIIII YMOBHU € B HallIUX «3araabHUX ITPOIIO3U-
misgx». Mu crnomiBaeMoch, 110 Bu mmoroguTech 3 HUMHU 1 Ha-
mirmaere HaM Barr 3ammur.

3 moBaroio,
(rrimrTiac)
KomepuitiHu#l 1upekTOp
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TEST 18

L IMpouumatime odinosuil ucm. 3anogHimsb NPonycKu
8I0N08IOHUMU co8aMU 3 mabauyl. 3anuulime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o NUCbMOESO0.

1. price-list 4. sight draft 7. response 10. competitive
2. discount S. retailing 8. quantity

3. enquiry 6. enclosed 9. confident

Dear Mr. ...,

Thank you for your _ (1)__ of 28 June in which you
expressed an interest in _ (2)__ a selection of our prod-
ucts in your shops in France.

Please find __(3)__ our current brochure and __(4)__

In __(5)__ to your request for a 20% trade __(6)__ we
regret that we cannot offer more than 15%. However, we
do give a 5% __(7)__ discount on orders over 10,000
pounds. We are sure that you will agree that these terms
are highly _ (8)__.

We are _ (9)__ that we can deliver within two
months as you require, but wish to emphasize that pay-
ment will have to be by __(10)__ until we have established
a business relationship.

Thank you for your interest and we hope to hear
from you soon.

Yours sincerely,
(signature)
Chief Accountant

II. a) I[Tocmasme peueHHst 0108020 UCMA 8 JIO2TUHILL
nocaioosHocmi;

6) ymeopeHuil ucm 3anuilims ma nepexaadime.

1. We believe that the points brought up in the let-
ter will better be settled during personal discussions.
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2. Dear Sirs,

3. We thank you for your letter of 1st June which
we have given careful attention.

4. Some of the expenses involved may be charged to
your account and we believe that we shall come to terms
about the extent of our contribution to this.

5. Brown & Co., Ltd.

6. We are looking forward to seeing your representa-
tive in Kyiv.

7. Yours faithfully,

8. We would also be obliged to you if you would
start advertising our goods as soon as possible.

III. [Teperxnadimes NUCLMO80 OLTOBUILL JIUCM AH2/IUCL-
K00 MOBO10!

[ITaxnoBHI nTaHOBE!

[Tix gac moro nepebyBaHHa B AOHIOHI 2 THXKHI TOMY
sl BiIBimaB BUCTABKYy, € MEHi AyKe CIomobaBCsl ToBap,
AKHWH neMOHCTpyBaBcsa Ha Bammomy crenmi. 4 gomaro criu-
COK HailiMeHyBaHb, sIKi MeHi 1oTpibHi, i 6yB Ou myxKe pa-
OUY onepzKaTH Ballly KOTUPOBKY SKHaRIIBUIIIIE.

9 TakoxK XOTiB OM oOmepzKaTu IMOBHY iH(OpMAalliio,
III0 CTOCYETHCS €KCIIOPTHUX IliH, YMOB IIAQTEXY, TEPMiHIB
IIoCTa4YaHH4 1 3HUKOK JASI IIOCTIMHUX HOKYIIIIB.

Mog KomIaHigd I[iKaBHTbCA BCiMa THIIaMHU TOBapy,
SKIO y Bac € inmri Bupobu, Mu XoTiAu 6 omepKaTH aeTa-
ABHY iH(pOpMALIio IIPO HUX.

Mu 6ynemo BasuHi Bam 3a mIBUAKY BiAIOBiAb.

3 nosaroro,
(rrizrTiac)
KepiBHUK Biniay 3 MUTaHb EKCIIOPTY
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TEST 19

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. associates 4. agents 7. consignment  10. documentation
2. business 5. company 8. damaged

3. quotation 6. road 9. products

Dear Mr. ...,

We hasten to thank you for your attention to our
letter. You were recommended to us by Pole Star, our
_ (1) with whom you have operated as forwarding
—(2)_.

We are looking for a reliable _ (3)__ to handle our
deliveries in Europe, taking care of __(4)__ and making
sure of a safe delivery, as many of our _ (5)__ become
worthless if __(6)__.

Enclosed you will find a list representing a __(7)__ we
wish to send to Lausanne in Switzerland. We would like it
to be delivered there by _ (8)__ on a door-to-door basis.
Could you let us have your _ (9)__ and if it is competitive,
we can assure you of further _ (10)__ in the future.

We assure you that we would like to maintain coop-
eration with you and are awaiting your affirmative reply.

Yours sincerely,
(signature)
Transport Supervisor

II. a) I[Tocmasme peueHHst 0108020 UCMA 8 JIO2TUHILL
nocaioosHocmi;

6) ymeopeHuil ucm 3anuilims ma nepexaadime.

1. However you failed to dispatch goods by the said
vessel and the goods arrived with a delay of 3 weeks.
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2. We are writing to inform you that you were to
have shipped us 10.000 tons of Wheat.

3. Dear Sirs,

4. We, therefore, were not in a position to fulfil our
obligations to our clients.

S. Yours truly,

6. Stevenson & Co.

7. We hold you responsible for the losses we shall
sustain in connection with this delay in delivery and we
request you to remit to our account with Midland Bank
the amount of $5 00.000.

III. [Teperxnadims NUCbMO80 OLTOBUILL JIUCM AH2/ICL-
K00 MOBO10!

[ITanoBHI nTaHoOBE!

Mu orpumaau Barinr auct Big 20 6epe3Hs, 3 AKOTO MU
misHaamucs, 1110 Bu OaskaeTe HasaroguTH 3 HaMH JiAOBi
CTOCYHKH.

BignoBimHo mo Bamrtoro mpoxanHs Haacuaaemo Baw
3pa3Ky HalllUX TKaHWH OKPEMOIO ITOCHAKOI0. Mu cromiBae-
Mocd, 10 3pa3Kku Bam criomobaroThest i Bu po3micture y Hac
Bamre 3amoBaenH4a. LiHu Ha TKaHWHU, BKa3aHi B IIPEUCKY-
paHTi, I04AIOTHCI 10 JAHOTO AMCTA. YMOBHU OIIAATU HACTY-
IIHi: TOKYIIEIb BiAKpUBae OE3BIOKAMYHHN aKpeIuTUB Ha
KOPHCTBb ITpoaaBilgd B HarioHaabHOMy 0aHKy YKpaiHu Ha
IIOBHY BapTiCTb IIapTii ToBapy, HPHU3HAYEHOIO 0 BiABaH-
TayKeHHS. AKPEIUTHB ITIOBHHEH OyTHU BiIKPUTHI MPOTITOM
S OHIB Bif HaTH MOBIZIOMAEHHS ITPO TOTOBHICTH TOBapy OO0
BigBaHTaxkeHHs. OTiAaTa IPOBOAUTHCS B OOMIH Ha Bimrpa-
BHI MOKyMEHTH. MU XOoTiau OW momaTH, 10 HamaeMo 5%
3HUZKKY MOKYIIIISAM, SIKi 3aMOBASIOTE TOBap Ha CyMy OiAbIIIe
15000 moaapis.

MoskeTe TIOBHICTIO IOKAQIATHUCH HA HAaC.

3 noBaroio,
(rrimrTiac)
KomepmitiHu#l n1upeKTOp
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TEST 20

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. to offer 4. account 7. suppliers 10. concerning
2. clear 5. exact 8. offer

3. outstanding 6. payments 9. receives

Dear Mr. ...,

We wrote to you on 25 March _ (1)__ the above
account for 2,700, 00 pounds which has now been __(2)__
for three months. When we agreed _ (3)__ you credit
facilities we pointed out that it was essential to __(4)__
accounts on the __(5)__ date, particularly as we generally do
not __(6)__ credit terms.

As you realize, delayed __(7)__ can create problems for
us with our own __ (8)__, therefore we would appreciate it if
you could either let us know why the _ (9)__ has not been
cleared, or let us have a remittance within the next ten
days.

We hope this __(10)__ your immediate attention.

On receipt of our letter please fax your confirmation.

Yours sincerely,
(signature)
Chief Accountant

II. a) IIo cmasme peueHHst 01108020 JUCMA 8 JIO2TUHITL
nocsaioosHocmi;

6) ymeopeHuil iucm 3anuilims ma nepexaadime.

1. The above machines arrived with a month s
delay.

2. Dear Sirs,

3. EL Sarky & Co.
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4. We have to inform you that we have had much
trouble with your machines sent on consignment by your
company.

3. Yours faithfully,

6. We would appreciate it very much if you remit
this sum within the next two weeks.

7. We have calculated the losses we suffered and
should say that they make $560.

8. We hope to hear from you soon.

III. [Teperxnadimes NUCbMO80 OLTOBUILL JIUCM AH2/IUCL-
K00 MOBO10!

[ITanoBHI nTaHOBE!

Haxkyemo Bam 3a Bamre 3amoBaerng Ne 23/5 Bin
S AMIIHA IBOTO POKY. Mu Oymemo pazmi mpomaTu Bam To-
Bap B KPEeOUT, are OCKIABKU IIe Hallla Ileplia yrojaa 3 Ba-
MH, MU OIpPOoCcHAU 0 Bac moBimoMuTH HaM Ha3BY i ampecy
Bamroro 6auKy i ogHOI-nBOX ipM, 11106 MM MaAM MOKAH-
BiCTB 3BEpPTATHUCH 10 HUX 3a iH(popMalli€to.

Koan MU omep:KUMO MO3UTHUBHY BiAIOBiAL Ha HAaIli
3aluTU, MU BignpaBUMO Bai ToBap i ogpasy XK BiaKpUe-
MO paxyHOK, 1106 Bu MoOram omaaTuTH Iie i HACTyIIHE 3a-
MOBAEHHSI.

ko Bu xouere, 106 MU BiIBAHTAXKHUAU TOBap He-
rafHo, IIPOCUMO IIPOBECTU aBaHCOBUM MAATIK.

I3 3a10BOAEHHAM YEKAEMO BCTAHOBAEHHS PETYASIP-
HUX TOPTiBEABPHUX BiHOCHH 3 Bawmu.

[TpocuMo MOBiAOMUTH HAC PO Ballly 3roAy 3 HAalllK-
MH YMOBaMH.

3 mmoBaroio,
(rrizmrTiac)
ToaoBHUI GyxrasTep
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TEST 21

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. information 4. credit- 7. statements 10. sincerely
worthiness

2. customer 5. confidence 8. limit

3.balances 6. due 9. refer

Dear Mrs. ...,

I _(1)_ to your letter of May 18 concerning the
__(2)__ of Cromer Ltd.

You will, no doubt, be interested to learn that the
company has been a _ (3)__ of ours for a number of
years. We would like to draw your attention to the fact
that although their credit _ (4)__ has not reached the
level you mentioned, we have found that they always
cleared their _ (5)__ on the _ (6)__ dates, setting them on
quarterly _ (7)__.

We trust you will treat this _ (8)__ in the strictest
—(9)_.

We look forward with great interest to your reply.

Please, do not hesitate to contact us for further de-
tails.

Yours _ (10)__,
(signature)
Credit Controller

II. a) ITocmasme peueHHs. 0108020 JUCMA 8 JIO2TUHIU
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. However, upon unpacking the boxes we found
that 50 boxes with fashion jewellery were missing.
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2. In confirmation of our telephone conversation
with your Mr. P. of April 10 we wish to inform you that
first cargo of fashion jewellery in terms against contract
No146 was duly received by us.

3. Dear Sirs,

4. When drawing up and signing the contract we
particularly pointed out that the assortment of fashion
jewellery should be in strict conformity with the specifica-
tions attached to the order.

5. Smith & Co.

6. Yours truly,

7. We, therefore, shall be pleased to know how you
intend to settle the matter.

III. Ilepexnadime nuceMmo80 OLIOBULL JUCT AHRILICH-
KO MOBOH0:

[[laxoBHI maHoBe!

Mu nakyemo Bam 3a aucT Bin 6 CciuH4 1 3 3aJ0BOAEH-
HaM iHgopmyemo Bac, 110 My 3anikaBaeHi B KyIiBai Mme0O-
A€BOi TKaHUHU, 9Ky Bu 3ampornonyBasu. OCKIABKH 1€
Hamia nepiia obopyaka, Oyab Aacka, BUILIAITL HAM HeEBe-
AUKHH 3pasoK TKAHWHHU, 11100 MH MOTAM I00aduTH ii
SIKICTBh, i IKIIO BiH BiAOBigaTHMMe HAIIKMM BHMOIaM, MK
BuIinaeMo Bawm mHamr 3anut. Mu BBazkaemo, 1110 Baima 1mina
OEeIo BUIA, HiXK IiHKM Bamwux KoHKypeHTIB. ko 6 Bu
MOTAM 3MeHINHNTH ii, Mu Oyau 6 Bam mayke 3000B’s13aHi.
OckiAbKYM 3a3HadeHa TKaHWHA HaM IIOTpibHa gkomora
CKOpiIlle, MU TaKOXK XOTiAM O 3HATH, KOAHM Bu morau 6 110-
CTaBUTH ii.

Yekaemo Ha Bamy Bianosigbs. Hamiemocs miaTpuMy-
BaTH CHiBpoOiTHUIITBO 3 Bamu.

3 mmoBaroio,
(migmmc)
[Tokymenn
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TEST 22

L IMpouumatime odinosuil iucm. 3anogHime nponycku
8I0N08IOHUMU CA08AMU 3 MAbAUYL Sanuuwims YmeopeHuil
meKcm aucma ma nepexaadims o020 NUCbMOSO.

1. office 4. enquiry 7. Competitive 10. demon-
2. range 5. faxmachines 8. showrooms strations

3. leaflet 6. stock 9. provide

Dear Mrs. ...,

In reply to your _ (1)__ I have pleasure in enclosing
a _ (2)__ showing our latest _ (3)__. We wish to draw your
attention to the fact that all the models illustrated can be
supplied from __(4)__ at __(5)__ prices as shown on the
price list inside the catalogue.

In addition to the above I may suggest a visit to our
__(6)_ where you could see __(7)__ of the various ma-
chines and at the same time view our wide _ (8)__ of
__(9)_ equipment. We express confidence that we can
maintain cooperation with you.

Please contact me if I can _ (10)__ any further help.

Yours sincerely,
(signature)
Managing Director

II. a) ITocmasme peueHHsi 0L108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepekaadime.

1. We regret to inform you that at the present time
we cannot offer you any auto accessories for prompt de-
liveries.

2. Dear Sirs,

3. We look forward with interest to your answer.

4. Yours faithfully,
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5. EL. F & Co.

6. We thank you for your inquiry, dated the 15th
February concerning auto accessories.

7. We could send you a quotation for our products if
such accessories should be of interest to you.

III. Ilepexnadime nuceMmo80 OLIOBULL JUCT AHRILICH-
KO MOBOH0:

[ITanoBHI nTaHoOBE!

[Ticag Bi3UTy HAIIOTO IIPEACTaBHUKA, SKUH BiH 341H-
cHUB Bawm nekiabka OQHIB TOMy, MU OETAABHO O3HAMOMU-
AWCH 3 BallUMU MIPONO3UIAMU. MU 03HAMOMHAUCH 3 Ka-
TasoraMu Barroi KoaekIlii BeCHIHUX MoJeAel Ta BHUPIIIU-
A¥ 3PpOOUTH HaA HHUX IIPOOHE 3aMOBAEHHS. MU roToBi po3-
MicTHUTH 3aMOBAeHHd. Bci mompoburii, 1o cTocyroThca MO-
neAet, KOABOPIB i po3MipiB M0AQIOThCsI B OAQHKY 3aMOB-
aeHHI No24/100. OcKiABKH CEe30H Ha AaHi ToBapHu HabAH-
JKAETHCS, MU XOTiAM 6 MaTH IIi TOBapu TOYHO A0 KIiHIIS
TpaBHS, JoCcTaBAeHI Ha ymoBax POB AoHIOH.

IITo cTocyeThcd mAQTEXKY, TO HAC BAAIITOBYIOTH BU-
IieBKasaHi IiHu MiHyc 3%, BpaXxoBYIOYH IIPOINIAATY IIPOTH-
rom 30 mHiB. MU NHOBHICTIO 3rOAHI 3 IIUMH yMOBaMU B
KOHKPETHOMY BUIMAKY, ar€ B MafiOyTHHOMY MH XOTiAU 0,
o6 Bu maaum Ham 3BUYAMHHE KPEeAUT HA TPUMICIIYHUY
TepMiH. IIpocuMO HiATBEPAUTH OAEpPzKAHHA JAaHOI'O 3aMO-
BAEHHS 1 CHiBpOOITHUIITBO 3 Bamm.

3 moBaroio,
(rrizmrTic)
loaoBa kpenuTHOTO BinmiAy
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TEST 23

L IMpouumatime odinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAbAUYL 3anuuims YmeopeHuli
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. enquiry 4. garments 7. outlets 10. c.i.f.
2. products S. trade 8. catalogue
3. wide 6. label 9. samples

Dear Mr. Oster,

We were very pleased to receive your _ (1)__ of
14 October , asking about our leather and sheepskin
_(2)_and terms of _ (3)__.

First let me say that our _ (4)__ is internationally
famous because of the quality of our garments, and we
are convinced they will sell very well through your __(5)__.
We think you will agree with us when you look through
the enclosed __(6)__ and examine the _ (7)__ we are for-
warding separately.

You will see from the price-list that we take care of
all freight and insurance costs, so the prices are quoted
on __(8)__ basis.

Thank you once again for your enquiry and we are
sure you will be impressed by the _ (9)__ selection of our
_(10)_.

Yours sincerely,
(signature)
Manager

II. a) Ilocmasme peueHHst 0108020 UCMA 8 JIOTUHILL
Nnoc/1i008HOCMI;

6) ymeopeHull iucm 3anulims ma nepexaadime.

1. Marketing Director.
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2. We very much regret to inform you that our fac-
tory which produces the type of textiles required by you
is fully engaged with orders.

3. Dear Sirs,

4. Johnson & Co.

5. We thank you for your inquiry of the 21st May
concerning "Textiles" for delivery in June.

6. Yours faithfully,

7. We hope that you will send us your inquiries
should you need such textiles later on.

8. We are unable to put forward an offer for these
goods for delivery before October.

III. Ilepexnadime nuceMo080 OLIOBULL JUCT AHRITICH-
KO MOB0H0:

[ITanoBHI nTaHOBE!

Mwu 3mymieHi Bam moBimoMuTH, 110 HAaIlli TOKYIIIIL
3a3HaAu CepHOo3HUX TPYAHOIIB 3 IIpuaagamMu, gki Bu Ha-
OicAaAM 3a HAIIUM TIPoOHUM 3aMoBAeHHAM No 73/42.
Bumesragani npuaanyu npubyau 3 3amisHeHHaM Ha 1 Mi-
cqa1s. [IpoTaroM TpUBaAOro 4yacy MU HE MOTAU ITPOBECTU
BUITPOOYBaHHA IIPHAAAIB dYepe3 BiICYyTHICTH iHCTPYKILi# 3
eKCcIIAyaTallil i Jorasgay 3a HUMU.

Bami incTpykuii Oyan orprMaHi B KiHIII MUHYAOTO TH-
KHsI. Xo4a MU TOYHO AOTPUMyBaAUCs BCiX Bammx iHCTpyK-
iff, HaM He BMIAAOCH MIOCSATTH HEOOXiIHOI IPOIyKTHBHOCTI
Ta TOYHOCTI npuaamiB. Tomy Mu 3MyIiIeHi Bam nmoBepHyTH 11i
npuAaay i npocuTtu Bac HazmicaaTu HaM OpUAAHU, sKi O Bim-
oBigaAu Harri# crerudiii. Mu 6 XoTiAM gomaTH, IO HAIIlE
3aMOBAEHHSI Ha TOBap IMOBUHHO OyTH BHKOHAHE HE IIi3HIIlle
1 ciuHs, OCKIABKM 1-TO CiUHS 3aKiHYYETBHCHA TE€PMIiH AilleH3il
Ha iMIIopT, BUAaHOi HaM MiHiCTepCcTBOM TOPTiBAi.

3 110Baroxo,
(mimrmc)
Menemxep, Biomia ckapr
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TEST 24

L IMpouumatime dinosuil ucm. 3anogHime nponycku
8I0N08IOHUMU C08AMU 3 MAbAUYL Sanuuims YmeopeHuil
meKxcm aucma ma nepexaadims o020 NUCbLMOSO.

1. full 4. draw 7. documents 10. inform
2. credit 5. opened 8. valid

3. acting 6. settle 9. charges

Dear Sirs,

We are pleased to inform you that w e are _ (1)__ on
behalf of the Eastland Bank, London, and would like to
_ (2)_ you that the documentary _ (3)__ for 45,000 FF
has been _ (4)__ in your favour by yourcustomers Mer-
cury Data Ltd. The credit is _ (5)__ until 12 August and
all bank _ (6)__ have been paid.

Please bring the following _ (7)__ to the above ad-
dress:

1) Air Waybill

2) Invoice for full value of the sale c.i.f. London

3) Insurance Certificate

4) Certificate of Origin

Would you also __(8)__ a sight draft for the _ (9)__
amount of the invoice on us so that we can _ (10)__ this
account.

Thank you in advance. Awaiting your early reply
with interest.

Yours faithfully,
(signature)
Financial Director

II. a ) [locmasme peueHHst 0108020 UCMA 8 JI02TUHITL
nocaioosHocmi;

6) ucm 3anuwimes ma nepexnadime.

1. Sales Director
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2. We regret that the information has been so de-
layed.

3. Dear Sirs,

4. We have received your cable of the 14th Novem-
ber reminding us of our promise to send you additional
technical data.

S. Yours faithfully,

6. Black & Co.

7. We send you here with the technical data required
by you and trust that they will prove useful to you.

8. Please, accept our apologies for the delay which
was due to pressure work in our Technical Department.

III. I[lepexnadimsb NUCbMOB80 OLOBULL JUCM AH2/IUCL-
K00 MOBO10:

[ITanoBHI nTaHOBE!

Jlo3BoAbTE HAM 3allPOIIOHYBATHU HAIly ITPOAYKIIIO.
YIO0CKOHaA€HI MeTOAM BHUPOOHHUIITBA MO3BOASIIOTH HaM
peaaizoByBaTH €AEKTPOIPHAAIHN 3a IiHAMH 3HAYHO HUIK-
YUMH BiJl MUHYAOPIYHUX. Y HpeHdCcKypaHTi, 110 JOAAETHCS,
Bu nobauunte 3HMKeHHd IH 10 12%. /o BAaAUX MUHYAO-
pivHUX MomeAe#t MM HoOaAau S5 HOBHX, OCKIABKYU Bac oco6-
AVIBO 3alliKaBHAa OCBiTAIOBaAbHA iHTEp’€pHA TEeXHiKa THILY
«/\OHIIOH» 31 CPIOHUM 03000ACHHSIM.

Mu BrieBHeHi, 110 Bu BuaBuTe G6askaHHSA CKOpPUCTA-
TUCS HaAIIUMH HU3BKUMH I[iIHAMH [OAS CBOEYACHOIO IIO-
IOBHEHHd Bammux 3amaciB n0 pi3aBAHOI TOpPriBai, i Mu
YeKaeEMO B HaMOAMXKYIOMY MaMOyTHLOMYy Ha Bariri 3aMoB-
AeHHsI. Harr ocrauHi#t kaTasor Mu Bucaaau Bam okpemo.

CroopmiBaeMocs Ha HAHY CIiBITpallio.

3 noBaroio,
(rrimrTiac)
3aBigyBad BifdiAy peKaaMHu
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TEST 25

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. recommen 4. manufacturers 7. offer 10. contacts
dation
2. terms 5. documentation 8. brochure
3. rates 6. commission 9. agent
Dear Mrs. ...,
We are writing to you on the _ ( 1 )__ of the Portu-

guese Chamber of Commerce who informed us that you
were looking for a buying _ (2)__ for precision tools in
this country.

We have been in this trade for over twenty years
and have close _ (3)__ with the Major _ (4)__ both here
and overseas.

If we may, we would like to give you a brief outline
of the __(5)__ we work on.

As we have dealt with these agencies for a number
of years, we can offer you their most competitive __(6)__
for shipment. In addition we would take care of all
_ (7)_, including customs formalities. As a rule we oper-
ate on a 4.5 per cent __(8)__ on c.i.f. values.

If you are interested in this _ (9)__ we can assure
you of first class, efficient service. Meanwhile, do not
hesitate to contact us for any more information. Please
find enclosed our __(10)__ giving you full details of our
company.

We look forward to hearing from you in due course.

Yours sincerely,
(signature)
Export Manager
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II. a) ITocmasme peueHHsl 0L108020 AUCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anulims ma nepekaadime.

1. We are satisfied with the quality of the material,
but we must point out that your prices are considerably
higher than those of your competitors.

2. We should be prepared to buy your products on
the terms proposed by you if you could reduce your
prices by 10%.

3. Dear Sirs,

4. We have received your letter of the 16th June as
well as the samples of products sent by you by parcel post.

S. Yours faithfully,

6. Thompson & Co.

7. We look forward with interest to your reply.

III. I[lepexnadimsb NUCbMOB80 OLIOBULL JUCM AH2/UUCL-
KO0 MO8010:

[ITaxnoBHI nTaHOBE!

Jlo3BoAbTEe HarazaTu Bawum 1mmpo Te, 1110 TPpU POKU TOMY
MU MaAM Haroay BimmnpaBuTu BaMm gekiabka mapTi#t irpa-
IIIOK 1 HOBWHOK, III0 BUPOOASIFOTHCS HAIIIO0 (PabpUKoio y
MicTi ApBOBI. Halll acopTUMEHT 3HAYHO PO3IIHUPHUBCH, i MU
i3 3aJ0BOA€HHAM JOAAEMO IO IIBOTO AWCTA HAalll OCTaHHIM
KaTaAoT i IIpefCKypaHT.

[Mokymili TOBIAOMASIIOTH HaM, III0 B IIOPIBHSHHI 3
mudppaMu MUHYAOTO POKY IIPOJasK 30IABIIIHUBCS, i1 MU OYAHU
0 my=Ke pani oTpuUMaTH HOBi 3aMOBA€HHS Bin Bac, ockiab-
KM MM BIEBHEHI, III0 Hallli TOBapu MOXKYTb KOHKypyBaTH
SK TIO IIiHi, TaK i IT0 SKOCTi 3 aHAAOTIYHUMHU TOBapaMH, dKi
MIPOIIOHYIOTh AMEPHUKAHCBHKI 1 €BPOIEMCHKI BUPOOHUKH.
Bynp aacka, mumrite HaM 0e3 BaraHb, SKIIIO MU MOXKEMO
OyTu Bam KOpHUCHUMHA.

3 HeTEPHiHHAM OYiKyeEMO BiAIIOBiIi.

3 noBaroto,
(rrizmriac)
3acTyImHUK AUpeKTopa
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TEST 26

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. business 4. models 7. quality 10. discount
2. prices S. dealers 8. reasonable

3. current 6. branches 9. maintain
DearSirorMadam,

Pleasesendusyour _ (1)__ catalogueand price list for
bicycles. We are interested in _ (2)__ for both men and
women, and also for children.

We are the leading bicycle _ (3)__ in this city where
cycling is popular, and have _ (4)__ in five neighboring
towns. If the _ (5)__ of our products is satisfactory and
the prices are__(6)__ , we expect to place regular orders
for fairly large numbers.

In the circumstances please indicate whether you
will allow us a special _ (7)__. This would enable us to
__(8)__ the low selling _ (9)__ which have been an impor-
tant reason for the growth of our _ (10)__.

If you wish to discuss this, please, contact me.

Awaiting your viewpoint on the subject.

Yours faithfully,
(signature)
Secretary to Mr. Gohnson

II. a ) ITocmasme peueHHst 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepekaadime.

1. We are pleased that the quality of the goods
met your requirements, but we are surprised that you
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consider our prices to be higher than those of our com-
petitors.

2. Dear Sirs,

3. Johnson & Co.

4. We thank you for your letter of the 20th June
concerning Coffee.

S. Yours faithfully,

6. Wishing, however, to establish business relations
with your company, we should be prepared to allow you a
S per cent discount from the price quoted by us.

7. This offer is subject to your immediate accep-
tance.

8. All the other terms remain as stated in our letter
of the 16 June.

III. Ilepexnadims NUCbMO80 OLIOBULL JUCM AH2/IUCL-
K00 MOBO10!

[IManoBHI TaHoBeE!

Mu orpumasu Barr auct Bim 10 BepecHd i ToBimoM-
ASIEMO, IO B JAHHUM 4ac MH IIeperasgaaeMo IliHH, 110 BKa-
3aHi B HalllOMy TeHAepi Bix 1 BepecHsd, i yepes3 meKiabKa
[HIB HaginiaeMo BaMm HOBi pO3IIiHKU.

[ITomo ymoB omaatu, Bu moBuHHI BigkpuTH 0e3BiaK-
AVYHUY aKpeAuTHB Ha Hallly KOPHUCTh y 30BHIIIHBOMY
(HamionaabHOMY) 6aHKy Ha 90% BaprTOoCTi TOBapy, IO
npu3HadeHUH aas BigBaHTaxkeHHd, a 10%, mio 3aauina-
IOTBCSI, IIOBHHHI OyTH OIlAQYeHi ITicAd 3aKiHYeHHs rapaH-
TifHOT'O CTPOKY.

OcCKiABKH I1€ - IPOOHE 3aMOBAEHHS, MH MOXXeMo Bawm
MIiTH Ha3yCTPIid i IIPOAOBXKUTH TrapaHTIMHUN CTPOK 40 24
micqaniB. Hamma 11iHa BKAIOYa€e BapTiCTh yIaKyBaHHL. Ye-
KaeMmo Ha Bairy BiamnoBiab.

3 moBaroio,
(rrimrTiac)
dinaHCOBUH OUPEKTOP
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TEST 27

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU C08AMU 3 MAOAUYL 3anuuimsb YmeopeHuil
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. manufacturers 4. bed-sheets 7.discount 10. quoted
2. dealers 5. samples 8. goods
3. market 6. details 9. prompt

Dear Sir or Madam,

Dekkers of Sheffield informed us that you are
_ (1)_ of polyester cotton _ (2)__ and pillow cases. We
are _ (3)__ in textiles and believe there is a promising
__(4)__ area for moderately priced __(5)__ of this kind.

Please let us have __(6)__ of your various ranges in-
cluding sizes, colours and prices, together with _ (7)__ of
the different qualities of material used.

Please state your terms of payment and __ (8)__ al-
lowed on purchases of quantities of not less than 500 of
specific items. Prices __(9)__ should include delivery to
our address shown above.

We express confidence that we shall do business
with you.

Your __(10)__ reply would be appreciated.

Yours faithfully,
(signature)
Advertising Department

II. a ) ITocmasme peueHHs1 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepekaadime.

1. We accept your prices as well as the terms stated
in your letter of the 16th June.
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2. We are obliged for your letter of the 22nd June in
which you agree to reduce your prices if we order mini-
mum 75 tons of wheat of each grade.

3. Dear Sirs,

4. Robson & Co.

5. We shall be glad to receive your contract for the
sale of 75 tons of wheat grade A and grade B.

6. Yours faithfully,

7. Looking forward to your early reply.

III. ITeperxnadims nuUcbM080 OLIOSULL IUCM AHRITICH-
KO MOBOH0:

[ITanoBHI nTaHOBE!

Mu xotiau 6 3BepHyTH Baly yBary Ha Te, 110 CbOTO-
OHI MU HalrpaBuAM Bawm moirrToro, 9K 3pas3ok, Mapy AWK-
HUX dYepeBUKIB. lle ocranus Momeab Harol Gabpuru 3
BUPOOHUIITBA CIIOPTHBHOIO 3MMOBOTO B3yTTd. MH MOKe-
MO 3alpoloHyBaTu Bawm 1i 4epeBHKH BCiX PO3MipiB 3a
I[iHaMH1, BKa3aHUMU y OpedCKypaHTi, 10 AoJdaeThcsd. Bu
IOMITHUTE, 110 BimOyAOCh He3HA4YHe ITABUIIEHHS I[H Ha
4YepeBUKH BEAMKHX PO3MipiB y INOPIBHAHHI 3 MHHYAOPid-
HUMHU IiHaMu. Lle crasocss depes3 30iAbIIIEHHS IiH Ha Ma-
TepiaaH.

Mu 3 HeTepIiHHSIM YeKaeMO WHIBUAKOI BiANIOBIAI Bifg
Bac Ta HagieMoch miATpUMyBaTH CHiBIIpallio 3 Bamu.

3 rmoaroio,
(migmmc)
l'oroBHUI KEPIBHUK
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TEST 28

L IIpouumatime oinosuti siucm. 3ano8Himb nNpPonycku
8I0N08IOHUMU cl08aAMU 3 Mabauyl. 3anuulims ymeopeHuil
mexcm aucma ma nepekiadims o020 NUCbMOSO.

1. basis 5. schedules 7. suggest 10. respon-
sibilities

2. reach 4. date 8. handed

3. fax 6. documentation 9. consignment

Dear Mr. Merton,

In reply to your __(1)__ of the above __(2)__ we are
sending you details of our shipping _ (3)__ and freight
rates, so they should __(4)__ you by tomorrow.

With regard to the __(5)__ you asked for, we __(6)__
you use our combined Transport Bill as the goods will
then be covered by road, ferry, and road again. We are
also sending on our Export Cargo Packing Instructions
which should be __(7)__ to our driver when he calls.

__(8)_ will be delivered to us for consolidation, and
you will be charged at the very competitive rates. We will
take the usual __(9)__ for handling cargo, but suggest you
take all risk insurance cover on a door-to-door __(10)__.

Please, let us know if there are any other details you
require.

Awaiting your early reply.

Yours sincerely,
(signature)
Branch Manager

II. a ) ITocmasme peueHHst 0108020 UCMA 8 JIOZTUHILL
Nnoc/1i008HOCMI;

6) ymeopeHuUll iucm 3anuuiims ma neperxaaoime.

1. Managing Director
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2. Dear Sirs,

3. We thank you for your letter of the 20th October.

4. We suggest that the visit of your representative
should take place about the 10th November next.

S. Yours faithfully,

6. We have carefully considered your proposal and
are pleased to inform you that we agree that you should
act as our Consignment Agents.

7. We shall be glad to meet here Mr. James Moore
and discuss with him the points listed by you.

8. If this time is convenient for you, kindly let us
know the date of arrival in Lviv.

III. I[lepexnadimsb NUCbMOB80 OLOBULL JUCM AH2/IUCL-
K00 MOBO10:

[ITanoBHi naHOBE!

Hakyemo Bawm 3a Barr 3anut Big 22 AroToro 1iofo Ha-
mroro ToBapy. I[Ipomonyemo Bam kynutm y Hac 100 ToH
nmeHulti. BuineBKazaHa KiABKICTb IIPOIIOHYETHCS 3a IIiHOI0
200 moaapiB 3a ToHy CI® aHrAICBEKHM IOPT.

BigBautazkeHHsT Moxke OyTH IIPOBeAEHO MIICTEMA map-
TigMu 110 1 TTapTii B Mic4Ilb.

OmaaTta TOBUHHA 3OiMCHIOBATHUCH 34 MOOKYMEHTaMH
Ipo BiAnpaBKy 3 0E3BIAKAMYHOIO, MIAMMOIO aKpPEeIUTHBY,
gaxkuli Bu moBHHHI BiAKpWTH Ha Hamle iM'd B HapomHomy
Bauky B AoHIOHI Ha IOBHY BapTiCTh TOBapy TEPMiHOM Ha
7 Micd1iiB. Yci iHINI yMOBH BKazaHi B KOHTpPAaKTi, 10 I01a-
eTbed. Lle Hamia mpomno3ullis 1 Mu yekaemo Barrioro miarse-
PIKEeHHS IIpoTsroM 16 qHIB 3 JaTH IIHOTO ANCTA.

CnopmiBaeMocd Ha TIOJAABIIY CIIBIPAII0 Ta IIPOCHMO
TI0BiJOMUTH Hac gKOMora CKopilile rmpo Baitre pimieHH4.

3 110Baroxo,
(mimrmc)
PerionaapHUt nupexTOp
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TEST 29

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU cro8aMU 3 mabauyl. 3anuwime ymeopeHuii
meKkcm aucma ma nepexaiadims i02o0 NUCbMOESO.

1. large 4. competitive 7. supply 10. include
2. dealing 5. premises 8. kind

3. consider 6. would like 9. covering

Dear Sir,

We would like to start business with you.

We are a _ (1)__ export company _ (2)__ with mer-
chandise we ship to Europe and North America.

We _ (3)__ to know if you can _ (4)__ us with a quo-
tation for a comprehensive policy, _ (5)__ our warehouse
at Dock Road, Southampton.

The policy would __(6)__ fire, flood, theft, burglary,
and the usual contingencies affecting this _ (7)__ of en-
terprise. At any one time, there may be about 250,000
pounds in stock on the _ (8)__.

If you can offer us __(9)__ rates, we will __(10)__ fur-
ther policies with you on our other interests. Please in-
form us about your decision.

We look forward to hearing from you soon.

Yours faithfully,
(signature)
Export Manager

II. a) ITocmasme peueHHsi 0108020 UCMA 8 JIORTUHITL
nocaioosHocmi;

6) ymeopeHUll ucm 3anuims ma nepexaadime.

1. They have requested us to release the machines
for shipment on the basis of the test performed at the
works.
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2. In reply to your letter of the 13th June we wish to
inform you that the experts decided to waive the inspec-
tion of the fourth Grinding Machine.

3. Black & Co.

4. Dear Sirs,

5. We are sending you our Release Note for Ship-
ment in triplicate.

6. Yours faithfully

7. It is self understood that the final inspection and
the test of the machine will take place in Ukraine at the
works of the client in accordance with the terms of the
order.

III. ITeperxnadims nuceMo80 OLI0SULL IUCM AHRITICH-
KO MOBOH0:

[[TanoBHI nTaHoOBE!

Mu orpumasu Baimoro amcra Bim 3-ro GepesHsi, B
gkoMy Bu mpocuTe 3MIHHUTH YMOBHU CTpPaxyBaHHS o0OAajl-
HaHHSI, 3aIllpPOIIOHOBAaHI HaMH B IIPOEKTI KOHTPAKTy Ha
IOCTaBKy OOAaIHAHHS A MAIIMHOOYAiBHOTO 3aBody. Bu
XO4eTe, 100U KOHTPAKT IepeadadaB CTpaxyBaHHs o0Aal-
HaHHS Bifl Pi3HUX PHU3HUKIB.

Mu 3Bepraemo Baiy yBary Ha To#M hakT, mo 3ax-
OepKcTpax YKpaiHu He cTpaxye ToBapiB, dKi IIOCTaBAS-
IOTBhCH B IIOPTHU 3a MeXKaMM YKpaiHH, Bifl IEBHOTO PHU3UKY.
Ham Bimomo, 10 cTpaxyBaHHS Bil PU3HUKYy MOXKe OyTHU
3aificHeHO B AOHIOHCHKOMY CTPaxXOBOMY TOBapHUCTBI.

Moo cTpaxyBaHHA TOBapiB Bifl IHIINX PHU3HKIB, TO
30UTKU BiAIIIKOMOBYIOTHCS B 3aA€KHOCTI BiJ YMOB, Ha OC-
HOBI SKHX YKAQI€HUH OTOBIp CTpaxyBaHH4.

M#u roToBi I1le pa3 OOrOBOPUTHU YMOBHU CTPaXyBaHHSI.

3 noBarozo,
(rrimrTic)
MeHnemxep, Bifdia cTpaxyBaHHS
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TEST 30

L IMpouumatime odinosuil iucm. 3anogHimb NPonycKu
8I0N08IOHUMU C08AMU 3 MAOAUYL 3anuuimsb YmeopeHuil
mexcm aucma ma nepexaadims o020 NUCbLMOSO.

1. apologize 4. consignment 7. shortage 10. care
2. prevent 5. concerning 8. taken on

3. according 6. placed 9. reach

Dear Sir,

Further to our telephone conversation, I am writing
to you __(1)__ your order, No. SX 57 , which was _ (2)__
with us on 10 January.

Once again, I must __(3)__ to you for our delay in
processing the order. This was due to a __(4)__ of office
staff. However, since I spoke to you last week, we have
_(5)_ four new employees at our depot, and I am
pleased to be able to tell you that your order is now ready
for dispatch. It will _ (6)__ you in approximately fourteen
days’ time.

As always, special __(7)__ has been taken to ensure
that your __(8)__ of goods has been packed __(9)__ to your
requirements. Each item will be individually wrapped to
_ (10)_ damage.

Yours sincerely,
(signature)
Manager, Shipping Department

II. a ) [lTocmasme peueHHst 0108020 UCMA 8 JI02TUHITL
nocsaioosHocmi;

6) ymeopeHuil ucm 3anuilims ma nepexaadime.

1. We note that the first consignment will be sent
about May 10th.

257



2. We hope you will send us invoices, Bills of Lad-
ing, State Inspection Certificates and all necessary
documents at the earliest possible time.

3. We thank you for your letter of the 10th April en-
closing agreement.

4. White & Sons.

5. Dear Sirs,

6. Yours faithfully,

7. A 20 per cent advance will be paid by L/C.

III. I[lepexnadimsb NUCbMOB80 OLIOBULL JUCM AH2/IUCL-
K00 MOBO10!

[ITanoBHI nTaHOBE!

[axkyemo Bam 3a mporosuitiro Bim 15 Gepe3Hs IL.p.
Ha IIICTh MoOmeAeil XOAOMMABHOTO 00AamgHAHHS. MU yBaxK-
HO PO3TAdHyAU Bariry mpomoaultiro. JKicTh MozeAed ITia-
KOM BiAmoBigae HammM BUMoraM. LliHa i TepMiHM Hagxo-
J>KEHHd, 3aIlpolloHOBaHi Bamu, TakoxK Hac 3a/l0BOABHS-
oTh. Ilogo TepMiHy rapaTtii, To BiH € HaATO KOPOTKHM.
Mu Bke [IeKiAbKa POKIB KyIlyeMO 00A8IHAHHA y aHTAIHCH-
Koi ipMu, i y BCiX BUIIaAKaxX HPOAABII HamaBaAW HaM
rapaHTii Ha TpHUBaAMM TepMiH, IOYMHAIOYU Bin AaTH 3a-
MyCKy obaaaHAaHHSI B €KCIIAyaTallilo Ta Bi[ OaTHU BiaBaH-
TaxKeHHs ToBapy.

dxmio Bu 3HaliieTe MOXKAMBICTD IIITH HaM Ha Hajly-
cTpiu i 3b6iapmuTe rapaHTifHHE TepMiH BiAIIOBiZHO Ha
LIiCTH 1 BiciM MicqalliB, Mu Hazimaemo Bam Haie odirtitize
3aMOBAEHHS.

Hamepen BastuHI Ta TOTOBI 10 CIiBIIpALli.

3 noBarozo,
(rrimrTiac)
KomepmitiHu#l n1upekTOp
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Culture File
Text 1.

Forms of Address

The breezy informality and haste that seem to cha-
racterize the American business relationship appear to be
American exclusives that business people from other
countries not only fail to share but also fail to appreciate.
This apparent informality, however, does not indicate a
lack of commitment to the job. An English executive once
commented about the American manager’s compelling
involvement in business, “At a cocktail party or at a din-
ner, the American is still on duty.”

Even though Northern Europeans seem to have
picked up some American attitudes in recent years, do
not count on them being “Americanized”. As one writer
says, “While using first names in business encounters is
regarded as an American vice in many countries, no-
where it is found more offensive than in France”, where
formality still reigns. Those who work side by side for
years still address one another with formal titles.

In America, they try to go on a first-name basis
quickly. In some countries, however, to do so makes you
appear tactless, if not rude. The best policy is to use the
last name with a proper and respectful title until specifi-
cally invited to do otherwise. But the problem doesn’t end
there because the “proper” last name can vary among
cultures. In Brazil and Portugal, people are addressed by
their Christian names, along with the proper title or sim-
ply Mr, so that Manuel Santos is Senhor Manuel. In
Spain and Spanish-heritage South America, it is not un-
usual to use a double surname from the maternal and
paternal family names. The last name is the main one, so
that Jose Garcia-Alvarez is Senor Alvarez.
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In China, such titles as Mr, Mrs or Ms should never
be used in business negotiations, otherwise this will be
taken as a sign of disrespect. A European business per-
son, even though negotiating through an interpreter,
should make sure that the official title of each person
such as Chairman, President or Manager is used, so that
all parties present understand that they are being shown
the respect due to their rank. If a Chinese thinks that he
or she is not respected, most likely, negotiations will not
be successful. The problem is that the first name in
China is a surname, hence Chairman Mao Zedong is
Chairman Mao, not Chairman Zedong. The problem is
further complicated by the few surnames that exist.
There are only 438 Chinese surnames, the most common
being Wang, Zhang and Li; 10 per cent of the total popu-
lation (over 100 million) is named Zhang; 60 per cent
have only 19 surnames; 30 per cent have only 100 sur-
names. The Chinese themselves generally address each
other by the family name and an appropriate title, or by
both the family name and full given name together, with
the family name first. The obvious reason for this custom
is that it helps distinguish all the Wangs, Zhangs and Lis
from one another.

(From: L. Copeland, L. Griggs.
“Going International”).

Text 2.
British English versus American English

There is always the issue of language and meaning
even if you both speak English. British English and
American English are often miles apart. If you tell some-
one his presentation was “quite good”, an American will
beam with pleasure, a Brit will ask you what was wrong
with it. You have just told him politely that “he barely
scraped by”.
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A common language does not guarantee a similar
interpretation of even a word or phrase. Both the Britains
and Americans speak English, but their cultures are suf-
ficiently different so that a single phrase has different
meaning to each and can even be completely misunder-
stood. In England, one asks for a lift instead of an eleva-
tor, also the English “hoover” a carpet whereas Ameri-
cans vacuum.

The Britains speak English, North Americans speak
English, but can they communicate? It is difficult unless
you understand that in England newspapers are sold at
book stalls. The ground floor is the main floor, while the
first floor is what Americans call the second, and so on
up the building. An apartment house is a block of flats. A
bathing dress or bathing costume is what the British call
a bathing suit, and for those who want to go shopping, it
is essential to know that a tunic is a blouse; a stud is a
collar button, nothing more. If you want to buy a sweater,
you should ask for a jumper or a jersey as the item will
be marked in British clothing stores. A ladder is not used
for climbing but refers to a run in a stocking. If you called
up someone, it means to your British friend that you
have drafted the person — probably for military service. To
ring someone up is to telephone him. You put your pack-
ages into the boot of your car, not into the trunk. When
you table something, you mean you want to discuss it,
not postpone it as in the United States.

Any reference by you to an M.D. will probably not
bring a doctor. The term means mental deficient in Brit-
ain. When the desk clerk asks what time you want to be
knocked up in the morning, he is only referring to your
wake-up call.

A billion means a million (1,000,000,000,000), not a
thousand million as in the United States, a British mil-
liard is an American billion. Advertising hoarding is a
billboard in American English, a shortening “advert” is
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used in British English only. From business talks you
can learn that share in Britain is a stock in the USA, a
company is a corporation, a Managing Director is a Chief
Executive, a time-table is a schedule, redundancy pay-
ment is lay-off pay, a post code is a zip code, the post is
the mail, an apartment in the post address is a suite, a
booking office is a ticket office, an annual holiday is a
leave, a holiday is a vacation, a rise in salary or prices is
a raise, etc. Provisions are reserves in American English;
do not confuse this with the British English meaning of
reserves.
(From: M. Zellers.
“How to Speak English”)

Text 3.
Stretch my Legs, Doc!

Swee Jing paid more money that most Chinese peo-
ple earn in a year to have both her legs broken and
stretched. The pretty college graduate is now lying in a
hospital bed, clearly still in pain, after the doctors sawed
through the flesh and bone of both legs in eight places.
Each leg now has eight steel rods sticking out of it below
the knee and these are connected to a steel cage sur-
rounding each leg. Once the broken bones start to heal
the doctors will begin to turn the screws on the cage
pushing the steel rods apart and so stretching the leg. It
is a slow and painful process that will take 18 months to
add 8cm to Swee Jing’s height.

Despite the agony, the cost and the inconvenience,
the 23-year-old says she does not regret a thing. “It
hurts, but it will be worth it to be taller. I'll have more
opportunities in life and a better chance of finding a good
job and husband”.

Her parents, who financed the operation and are
now at her bedside, agree. “It’s an investment in our

262



daughter’s future. Because she was short, she used to
lack confidence, but this should change that”.

Kong Jing-wen is one of a growing number of per-
fectly healthy Chinese young men and women who are
willing to have their legs broken in order to rise up the
ladder in height-conscious China.

In part, the popularity of such surgery can be ex-
plained by the surge of interest in fashion and beauty in
a country where things like fashion magazines and
beauty contests used to be banned. The once closed socie-
ty is now more open to western influences and the rela-
tively prosperous middle classes have the money to ex-
plore cosmetic possibilities. Shops and magazines in the
cities show endless images of long-legged western models,
inevitably putting pressure on young women.

There are also domestic pressures. Height is listed
among the criteria required on job advertisements. To get
a post in the foreign ministry, for instance, male appli-
cants need not bother applying unless they are at least
5ft 7in, while women must be at least 5ft 3in. Chinese
diplomats are expected to be tall to match the height of
their foreign counterparts.

For more glamorous positions the conditions are
even tougher: air stewardesses have to be over 5ft Sin.
But height discrimination is evident even at ground level:
in some places, people under fifteen 3in are not even eli-
gible to take a driving test. To get into many law schools,
women students need to be over 5ft 1lin and men over 5ft
Sin. Height requirements are also frequently mentioned
in the personal ads of newspapers and magazines.

Even successful operations can bring pain several
months after the initial operation. “During the final weeks
of the stretching, I was in so much discomfort that I
couldn’t sleep at night”, says one young woman from Bei-
jing who gave her name as Susan. The 27-year-old is in
hospital recovering from an operation to remove the steel
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rods that have been inside her legs for the past
18 months. Each leg now bears eight circular scars, each
half an inch in diameter.

Now that she is 8 cm taller than before, Susan says
she would not hesitate to recommend the procedure to
her friends. “It hurt at first and had a big impact on my
life for a long time because I couldn’t walk freely. But it
has worked, and I feel very good about that. Before, no-
body paid any attention to me because I was short, but
now they’ll look at me”.

(From: http://fullspate.
digitalcounterrevolution.co.uk/
english-articles-advanced/)

Text 4.
The Power of Advertising

Where would modern society be without advertis-
ing? Individual advertisers might think they are just try-
ing to sell a particular product but advertising as a whole
sells us an entire lifestyle. If it weren’t for advertising the
whole of society would be quite different. The economy,
for instance, would be plunged into a crisis without the
adverts and all the publicity that fuel our desire for limit-
less consumption.

As John Berger observed in his book “Ways of See-
ing”, all advertising conveys the same simple message:
my life will be richer, more fulfilling once I make the next
crucial purchase. Adverts persuade us with their images
of others who have apparently been transformed and are,
as a result, enviable. The purpose is to make me margin-
ally dissatisfied with my life — not with the life of society,
just with my individual life. I am supposed to imagine
myself transformed after the purchase into an object of
envy for others — an envy which will then give me back
my love of myself.
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The prevalence of this social envy is a necessary
condition if advertising is to have any hold on us whatso-
ever. Only if we have got into the habit of comparing our-
selves with others and finding ourselves lacking, will we
fall prey to the power of advertising.

While fanning the flames of our envy advertising
keeps us preoccupied with ourselves, our houses, our
cars, our holidays and the endless line of new electronic
gadgets that suddenly seem indispensable. Tensions in
society and problems in the rest of the world, if attended
to at all, quickly fade into the background. They are cer-
tainly nothing to get particularly worked up about. After
all, there can’t be any winners without losers. That’s life.

Furthermore, together with the holy rituals of
shopping (people get dressed up now to go shopping in
the way that they only used to get dressed up when they
went to church) advertising is one of the ways in which
we are quietly persuaded that our society is the best of
all possible worlds (or at least so good that it is not
worth campaigning for any fundamental changes). Ad-
verts implicitly tell us to get off our fat arses and do
some shopping, and the idea that the shelves of the
shops are full of the latest products is indeed one of the
most effective ways in which contemporary society gets
its legitimation.

People like John Berger are also not entirely over
the moon about the impact that advertising and shopping
have on the value of political freedom. Freedom is sup-
posed to be the highest value in our societies, but in the
age of the consumer that freedom is all too readily identi-
fied with the freedom to choose between Pepsi and Coke,
McDonald’s and Kentucky Fried Chicken, Toyota and
Ford, and people lose interest in the various political
freedoms and our ability to participate in the process of
exercising democratic control. There are lots of criticisms
that could be made of modern democracies, but no one is
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going to pay much attention to them if they are more in-
terested in becoming happy shoppers.

In all these ways advertising helps to keep the
whole socio-economic show on the road. We are rarely
aware of this because we are too busy working to earn
the money to pay for the objects of our dreams — dreams
that play on the screen of our mind like the little clips of
film we see in the commercial breaks.

(From: http://fullspate.
digitalcounterrevolution.co.uk/
english-articles-advanced/ )

Text 5.
Feed the World - but How?

The assumption in the corridors of power is that the
only real hope for the poorest developing countries in the
world is to open their economies to big business from
abroad. There is no need for these multinational compa-
nies to be interested in the future of the developing na-
tions. If they are interested only in profits then the fact
that there is money to be made in developing countries
will attract them there, investments will be made and
those poor economies will develop. In short: just make
the world economy as free as possible for business and
everyone will be happy.

(Just to fill you in: people who call for a free inter-
national economy also call for a strict international legal
system that companies can use to demand compensation
from governments when the latter impose policies that
constrain the former. It doesn’t matter if those govern-
ments are acting democratically and expressing the will
of the people. The sovereignty of individual nation-states
doesn’t count for much in the eyes of those who want to
make sure that big businesses are free to carry on doing
business.)
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The idea that there is a perfect harmony between
the aspirations of developing nations and the interests of
big business is an appealing one. If only it were true.
However, if we look at what some of the biggest busi-
nesses have done, we quickly come to the conclusion that
something more is needed if these countries are to pros-
per and the gap between the richest and the poorest in
the world is to be narrowed. One case in point is that of
Nestle and it’s dealings with Ethiopia. Nestle — famous for
its milk products, breakfast cereals and Nescafe coffee —
is Switzerland’s largest industrial company and the value
of its annual sales in 2001 (60 billion US dollars) was
eight times greater than the value of all the goods pro-
duced in Ethiopia.

In 1986 Nestle bought a German company called
the Schweinfurt Group which had previously been part
owner of the Ethiopian Livestock Development Company
(Elidco). That ownership was lost in 1975 when the
Ethiopian government nationalised the company. Al-
though this had happened 11 years before Nestle bought
the German company, Nestle still took the Ethiopian gov-
ernment to court and insisted that Nestle should be com-
pensated by the Ethiopian government. Despite its huge
economic problems the government offered the Swiss
company 1.6 million dollars.

Nestle rejected the offer “as a matter of principle”
and insisted on a figure of 6 million dollars, arguing that
anything less would indicate that Ethiopia was not seri-
ous about recognising the rights of foreign investors.
They argued that the payment was “in the interest of con-
tinued flows of foreign direct investment which is critical
for developing countries”.

While pop stars like Bob Geldof were desperately
trying to persuade people to donate more money to help
those on the verge of starvation in countries like Ethio-
pia, the managing directors of Nestle, sitting in their com-
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fortable offices in Geneva, refused to sacrifice a tiny
0.01% of their annual turnover. Ethiopia needed help.
The average wage was less than a dollar a day, 14 million
people didn’t have enough food to eat, and one in ten
children were dying before they reached their first birth-
day. But there was “a matter of principle”, and according
to international law Ethiopia had to respect the rights of
foreign investors.

Nestle said it was acting “in a spirit of fairness”. Is
this the spirit which will save the millions who are con-
demned to a life of poverty, disease and hunger? Do the
actions of Nestle prove that if big businesses are left free
to do what they want in the poorest economies then those
countries will develop and people will rise out of poverty?

(From: http://fullspate.
digitalcounterrevolution.co.uk/
english-articles-advanced/ )

Text 6.
What is Reality?

The scientific worldview which so dominates our
contemporary consciousness is not as innocent as it may
at first seem. Arguably, it conceals as much as it illumi-
nates. It gives us a distorted picture of what reality is.

For science, reality is supposed to be made up of
objects and events that are entirely independent of the
observer. It is assumed to be 100% objective — not shaped
in the least by our perceptions of it. But is this what real-
ity really is?

Let’s take the example of a tree. What is a tree? To
the Druids (a primitive society found in Northern Europe
some 2,000 years ago) certain trees were sacred — they
were dwelling places of gods. To a child who has a tree
house, the tree is a place to play and perhaps also a
place of refuge. To the artist it is a thing of beauty. To a
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lumberjack it is timber, and to the logging company it is
a source of profit. To a scientist, by contrast, it is just a
living organism capable of both respiration and photosyn-
thesis with a specific place in the botanical taxonomy.

Does the scientist tell us what a tree really is, or
does he just give us one possible way of looking at a tree?
Must we say that the tree is not really holy or really beau-
tiful — because these concepts are too subjective — and
that the only truly objective concept of the tree is the
scientific one?

What science does to the significance of things is
truly bizarre. Since our ancestral apes rose up on their
hind legs we have been trying to grasp the significance of
things for us. The bright light shooting across the sky — is
it a good or a bad omen? Everything had to have a hu-
man significance.

Science now tells us that in truth objects and
events like this have no significance whatsoever. Our job
is not to interpret them and give them a place in our so-
cial lives — rather our job is just to explain their causes
and try to predict the future course of events.

Is this the truth about reality? If you found a tribe
that still worships trees you would have to admit that
trees really can be sacred. Anyone who stubbornly re-
fused to admit this and who proceeded to take a chain-
saw to one of the sacred branches would soon appreciate
his error.

The point here is not that there are lots of different
views about reality. The point is that societies constitute
their own reality. Take the example of human rights.
From the scientific point of view there is no such thing as
human rights — there are individuals with genes and
hormones and drives, but no rights. But if a society has
the right laws and the right institutions for implementing
and upholding those laws then human rights become a
social fact. Reality for us is first and foremost a social
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construction, but all too often we forget that, partly be-

cause of a peculiarly scientific view of what is truly ob-
jective.

(From: http://fullspate.

digitalcounterrevolution.co.uk/

english-articles-advanced/)

Text 7.
Profiting from the Sick

Society says that there are some things you
shouldn’t make money out of. One of those is sex. Prosti-
tution in many societies is either illegal or is considered a
disgrace. Surprisingly for some of us, no society thinks it
is disgraceful to make money out of sick people. Sick
people need help. No one wants to die, and people will
pay good money if you can offer them something which
they think will help them live a little longer. Is it morally
acceptable to exploit that situation and make BIG bucks
out of sick people?

A great way to make money out of sick people is to
sell them drugs. The companies that sell them don’t seem
to worry too much about the morality of exploiting the
sick. Drugs are BIG business. And the centre of that busi-
ness is the US. Many of the largest drug companies are
American, and America has the largest market in drugs in
the world. It was recently estimated that sales of prescrip-
tion drugs worldwide came to 400 billion US dollars, with
sales in the US making up half of that figure. In other
words, Americans spend 550 million dollars a day on pre-
scription drugs. (That makes the business that profits from
sickness almost as big as the one that profits from war.)

In 2002 the average price for one of the 50 drugs most
commonly prescribed to senior citizens was 1,500 dollars
for a year’s supply. To deal with a number of chronic condi-
tions like arthritis, diabetes, high blood pressure and
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Alzheimer’s the elderly individual could easily need six of
those drugs, which would take their annual bill up to 9,000
dollars. Many people without adequate health insurance
cover simply cannot afford the medicines.

The companies producing these drugs are making
huge profits. During the 1990’s, when economies generally
were booming, drug company profits were around 25% of
sales. After the recession in 2003 the average figure for the
large American companies had dropped to 14.3%, but this
was still way above the average for all of the 500 strongest
companies, which was only 4.6%. While the profit margin
has dropped, sales have risen so that the amount of
money actually being made is going up. More drugs are
being prescribed now than ever before.

People in the drugs industry can earn HUGE
amounts of money. Everyone knew about Magic Johnson,
and many knew that he managed to earn a few million
dollars a year playing basketball, supplemented by around
30 million dollars in sponsorship deals. But who has
heard of Charles A. Humboldt Jr.? He was the chief execu-
tive officer of one of the biggest drug companies (Bristol-
Myers Squibb) and in 2001 his salary was $74,890,918
(excluding the offer of 76 million dollars’ worth of shares) —
that’s 205,000 dollars a day!

In response to the criticism that they are charging
too much, drug companies often claim that they have to
keep their profits up so they can invest money in the re-
search and development of new life-saving drugs (R & D).
Unfortunately it is very difficult to know how much the
companies actually spend on real research into genuinely
new drugs. The industry has managed to persuade the
politicians to allow it to keep a lot of its operational de-
tails secret. However, even going by their own figures the
proportion of sales revenue going on R & D was only 11%
in 1990 rising to 14% in 2003 - still less than the profit
margin.
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It is also clear that a lot of that R & D money goes
into producing drugs that are almost identical to already
existing drugs, enabling the company to compete for a
share of an already established market. Furthermore, the
money spent on R & D is much less than the money these
companies spend on marketing drugs which are really just
new versions of old drugs. All that expensive marketing
wouldn’t be necessary for a genuinely new and unequivo-
cally effective drug (imagine having to advertise a cure for
cancer).

As it happens a large proportion of the really innova-
tive drugs are not discovered by the large private companies
but by university departments and publicly funded re-
search institutes. Changes in the law in the 1980’s made it
possible for these institutions to sell the intellectual prop-
erty rights (patents) for their discoveries. Instead of doing
their own R & D, drug companies can now buy patents
from university departments and then have the exclusive
rights to produce that drug for up to 14 years. The law
guarantees that the company will be able to set the price
and there will be no competition to drive the price down for
all that period of time. The new laws were a godsend to the
big companies, and their profits soared as a result.

If you tried to argue that the government should in-
tervene and exert some control over the actions of drug
companies, you would immediately face the criticism that
any such measures would be an attack on free enter-
prise. After all, this is supposed to be a liberal economy.
But the practice of buying monopoly rights to produce
something is not the most outstanding example of free
enterprise.

More importantly, the question is whether this vital
element of healthcare should be treated as just another
business. One aspect of this is whether business consid-
erations alone should determine which drugs are pro-
duced. At the moment, governments might fund ground-
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breaking research, but the big companies decide which
new drugs will be produced. Inevitably they choose the
drugs that they feel they can make the most money out
of, so there are lots of drugs for the problems faced by
high-income Americans but very few drugs for diseases
like malaria that claim the lives of so many people in the
poorest countries in the world. There is simply no money
to be made from saving people from malaria.

Until recently drug companies in India managed to
ignore patents granted in the US and they produced ille-
gal and cheap copies of drugs for poorer Asian and Afri-
can countries (this, by the way, may have been illegal but
it certainly was a good example of free enterprise). On the
whole, this system meant that many of the poorest people
in the world could get treatment that they could not oth-
erwise have afforded. It’s days are now numbered. The
large western drug companies have succeeded in per-
suading their governments to put pressure on India to
stop this trade in cheap drugs. Supposedly, the reason
for this is that every country that wants to be a part of
the new global economy has to respect certain principles
of “fair” trade. In practice what it means is protecting the
privilege of the largest companies to make the biggest
profits, even if this is at the expense of the health of mil-
lions of the poorest people in the world.

(From: http://fullspate.
digitalcounterrevolution.co.uk/
english-articles-advanced)

Text 8.
Laptops for the Hungry

One of the problems faced by the poorest countries
in the world is that of child labour. Children who ought to
be at school getting an education are out working be-
cause there is no other way for their families to earn
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enough to make ends meet. The hours are often very long
(10 or 12 hours a day) and the conditions abominable.
There are children as young as ten years old in Bangla-
desh, for instance, sitting outside for ten hours a day
breaking old bricks (the broken bits of brick are used in a
cheap form of concrete).

Aside from this, there is the even more widespread
problem of access to clean water and the provision of
good sanitation — something that over a billion people still
don’t have.

This is the world in which the United Nations an-
nounced in 2005 that it was setting a goal according to
which every child in the developing world would have a
laptop by 2015. A company had designed a very simple
and robust laptop that would be powered by a wind-up
mechanism so it could be used in areas that don’t yet
have electricity, and assuming at least 100 million would
be ordered, the final price tag would be no more than 100
dollars. The plan is for governments and charities to buy
these laptops and distribute them to children in the
poorest areas of the world.

It is not yet clear what software will be installed on
the laptops, but it will surely include one or two games.
Those children in Bangladesh will be delighted to know
that after a long day breaking bricks they can relax with
their laptops playing their favourite computer game.

When hearing announcements like this it is not
easy to avoid being cynical. Of course it would be great if
everyone had a computer and access to the internet, but
is it right to make that a priority now when so many chil-
dren are currently deprived of the most basic education?
And when so many children are falling ill and dying from
water-borne diseases isn’t it much more urgent that this
problem be sorted out?

It is hard to believe that there isn’t some kind of
hidden agenda. At a time when the New World Order (or
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the New American Century, as it has also been called) is
becoming the focus for a violent reaction from other so-
cial groups perhaps the laptops and their software
can subtly persuade the youngest and poorest kids in the
world that the West is unquestionably the best.

One of the snags with the plan concerns what fami-
lies are likely to do with the laptops. The hundred dollar
price tag is equivalent to an adult wage for three months
in many cases. These families are much more likely to try
and sell the computer and get money to buy grain or fer-
tilizer or food, than to let their kids play with it in the
evenings while the rest of the family sits listening to their
stomachs rumbling.

(From: http://fullspate.
digitalcounterrevolution.co.uk/
english-articles-advanced/)

Text 9.
The Next North-European Ice Age

There are still a few people in northern Europe who
think that global warming might not be such a bad thing.
In Britain, where summer can sometimes seem to last
little more than a few weeks, many would welcome the
idea of it getting a bit hotter.

Unfortunately things are not so simple. Global
warming doesn’t just mean that the world will slowly get
warmer. Paradoxically, it could cause certain areas to
get colder — a lot colder. The latest predictions are that
northern Europe could even be plunged into an ice age.
While areas of south-eastern Europe, such as Greece,
would continue to get hotter and drier, Britain could
find itself, in the winter months at least, surrounded by
sea ice.

The reason for this concerns the Greenland ice
sheet. This is one of the biggest expanses of ice in the
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world — around 1,500 km long and 600 km wide. It is so
big that if it all melted sea levels would rise by 7 metres.
Due to rising emissions of greenhouse gases, such as
carbon dioxide from the combustion of fossil fuels, this
ice sheet is melting at an alarming rate. But how could
the melting of the Greenland ice sheet threaten to plunge
northern Europe into a new ice age?

The link in the chain of events is what some call the
Gulf Stream and others call the Atlantic Conveyor. This is
the stream of warm water that comes up from central
America and flows across the Atlantic to northern
Europe. It is this huge mass of warm water which ac-
counts for the relatively high temperatures enjoyed by
Britain, for instance, compared with parts of Canada and
Russia which are equally far north of the equator. Warm
water is conveyed across to Europe near the surface of
the Atlantic, and at its northernmost point it cools and
sinks because the water from the tropics has a higher
salt content, making it denser and so heavier than the
water near the arctic. The cold, dense water then flows
south close to the ocean floor, back towards central and
south America to complete the cycle.

Scientists are beginning to make bleak predictions
of an impending ice age in the northern hemisphere be-
cause they have observed that the water flowing from the
melting Greenland ice sheet is flowing into the path of the
Gulf Stream. The water from the melted ice will reduce
the density of the water in the Gulf Stream, stopping the
water sinking in the north, thereby cutting off the deep
southerly current, which, in turn, will cut off the north-
erly flow of warmer water. At that point the seas around
Britain will begin to freeze.

(From: http://fullspate.
digitalcounterrevolution.co.uk/
english-articles-advanced/ )
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Text 10.
English EU

The European Commission has just announced an
agreement whereby English will be the official language of
the European Union rather than the other possibility, Ger-
man.

As part of the negotiations, the British Government
conceded that English spelling had some room for im-
provement and has accepted a 5-year phase-in plan that
would become known as ‘Euro-English’.

In the first year, ‘s’ will replace the soft ‘c’. Sertainly,
this will make the sivil servants jump with joy. The hard
‘c’will be dropped in favour of k’. This should klear up
konfusion, and keyboards kan have one less letter.

There will be growing publik enthusiasm in the se-
kond year when the troublesome ‘ph’ will be replaced
with ‘P. This will make words like fotograf 20% shorter.

In the 3rd year, publik akseptanse of the new spell-
ing kan be expected to reach the stage where more
komplikated changes are possible.

Governments will enkourage the removal of double let-
ters which have always ben a deterent to akurate speling.

Also, al wil agre that the horibl mes of the silent ‘e’
in the language is disgrasful and it should go away.

By the 4th yer people wil be reseptiv to steps such
as replasing ‘th’ with 2’ and w’ with .

During ze fifz yer, ze unesesary ‘o’ kan be dropd
from vords kontaining ‘ou’ and after ziz fifz yer, vevil hav
a reil sensibl riten styl.

Zer vil be no mor trubl or difikultis and evrivun vil
find it ezi tu understand ech oza. Ze drem of a united
urop vil finali kum tru.

Und efter ze fifz yer,ve vil al be speking German like
zey vunted in ze forstplas.

If zis mad you smil, pleas pas on to oza pepl.

(From: http://www.brusselsjournal.com/node/ 1606)
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Glossary of Business Terms

Adjective (adj) Headwords for adjectives followed by
information in square brackets [only before a noun] and [not
before a noun] show any restrictions on where they can be
used.

Noun (n) The codes [C] and [U] show whether a noun,
or a particular sense of a noun, is countable (an agenda, two
agendas) or uncountable (absenteeism, advertising).

Verbs (v ) The forms of irregular verbs are given after
the headword. The codes [I] (intransitive) and [T] (transitive)
show whether a verb, or a particular sense of a verb, has or
does not have an object.

Phrasal verbs (phr v) are shown after the verb they are
related to.

Some entries show information on words that are re-
lated to the headword.

Adverbs (adv) are often shown in this way after adjec-
tives.

Region labels The codes AmE and BrE show whether
a word or sense of a word is used only in American English
or British English.

absenteeism n [U] the problem of employees not being at
work when they should be

accessory n [C] a small thing that you add to a house,
clothes etc to make them look more attractive

account n 1 [C] an arrangement between a customer and a
bank that allows the customer to pay in and take out
money; 2 accounts [plural] the official financial records
of a company, person etc

accountant n [C|] a professional whose job is to keep the
financial records of an organization, or to advise clients
on financial and tax matters
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ad n [C] an informal word for advertisement

administration n [U] the activity of managing and organiz-
ing the work of a company or organization

advert n [C] BrE an informal word for advertisement

advertise v [[,T] 1 to tell people publicly about a product or
service in order to persuade them to buy it; 2 to inform
people publicly that a job is available and invite them to
apply for it

advertisement n [C] a picture, piece of writing, or film that
tells people about a product or service in order to per-
suade them to buy it

advertiser n [C] a person or organization that advertises
their products or services

advertising n [U] 1 telling people about a product or service
in order to persuade them to buy it; 2 the companies that
prepare and sell advertising, considered as an industry

advertising campaign n [C] an organization’s programme of
advertising activities over a particular period with specific
aims, for example to increase sales of a product

agenda n [C] 1 a list of the subjects to be discussed at a
meeting; 2 the things that someone considers important
or that they are planning to do something about

aggressive adj 1 an aggressive plan or action is intended to
achieve its result by using direct and forceful methods;
2 an aggressive person or organization is very determined
to achieve what they want

application n [C] 1 a formal, usually written, request for
something, especially a job, a place at university, or per-
mission to do something; 2 a practical use for something;
3 a piece of software for a particular use or job

apply v 1 [I] to make a formal, usually written request for
something, especially a job, a place at university, or per-
mission to do something; 2 [T] to use something such as
a law or an idea in a particular situation, activity, or
process

appoint v [T] to choose someone for a particular job

appointment n 1 [C] an arrangement to meet someone at a
particular place or time; 2 [C,U] the act of choosing
someone for a particular job, or the job itself
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approximate adj an approximate amount, number etc is a
little more or a little less than the exact amount, number
etc — approximately adv

assertive adj behaving in a confident way in order to get
what you want

asset n 1 [C] something of value belonging to a person or
company that has value or the power to earn money;
2 assets [plural] the property, equipment etc owned by a
business considered together, as shown in its balance
sheet

attend v [I,T] to go to an event such as a meeting

award n [C] a prize for good performance in a particular ac-
tivity

background n 1 [C] someone’s past, for example their edu-
cation, qualifications, and the jobs they have had; 2 [C,
U] information about events in the past that explain the
current situation

balance of trade n [singular| the difference between the
value of a country’s exports and its imports

balance sheet n [C] a document showing a company’s fi-
nancial position at a particular time

bankrupt adj not having enough money to pay your debts —
bankruptcy n [C,U]

bargainln [C] 1 something you buy cheaply or for less than
its usual price; 2 an agreement between two people to do
something in return for something else

bargain2v [I] to discuss the conditions of a sale, agreement
etc in order to get the greatest advantage for yourself —
bargaining n [U]

benchmark n [C] 1 something that can be used as a com-
parison to judge or measure other things; 2 a good per-
formance in a particular activity by one company that
can be used as a standard to judge the same activity in
other companies — benchmark v [T], benchmarking n [U]

bill n [C] the total cost of something, or the document that
shows this

board also board of directors n [C usually singular] the
group of people who have been elected by shareholders to
manage a company
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bond n [C] a financial certificate showing an amount bor-
rowed by an organization or government at a particular
rate of interest for a particular period

bonus n [C] an extra amount of money added to an em-
ployee’s wages, usually as a reward for doing difficult
work or for doing their work well

boomln [C,U] la time when business activity increases rap-
idly, so that the demand for goods and services increases,
prices and wages go up, and unemployment falls; 2 a
time when activity on the stock market reaches a high
level and share prices are very high

boom?2v [I] if business, trade, or the economy is booming, it
is very successful and growing

branch n [C] an individual bank, office, shop etc that is part
of a larger organization

brand!n [C] a name given to a product or group of products
by a company for easy recognition

brand2v [T] to give a name to a product or group of products
for easy recognition — branding n [U]

bribery n [U] dishonestly giving money to someone to per-
suade them to do something to help you - bribe n [C]

budget!in [C] an amount of money that an organization has
available to spend on something in a particular period

budget2v [I,T] to plan the amounts of money to be spent on
different things in a particular period

bureaucracy [bju(e)'rokrasi] n 1 [C] a system of government
that involves a large number of departments and officials;
2 [U] disapproving all the complicated rules and proc-
esses of an official system, especially when they are con-
fusing or responsible for causing a delay

campaign n [C] a series of activities designed to achieve a
particular result

capacity n 1 [C,U] the amount of space that a container,
room etc has; 2 [singular, U] the amount of something
that a company, factory etc can deal with or produce

capital n [U] money invested in something in order to make
a profit

career n [C] 1 a profession or job that you train for; 2 the
series of jobs that you do during your working life
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career ladder n [singular]| all the increasingly important
jobs that someone has, or would like to have, as they get
older

cash n [U] money, especially money that is immediately
available in banknotes, coins, bank accounts etc

cash flow also cashflow n 1 [U] the amounts of money com-
ing into and going out of a company, and the timing of
these; 2 [C,U] profit made during a particular period,
measured in different ways by different businesses

catalogue BrE catalog AmE n [C] a book with all of a com-
pany’s products or services listed and described

chain n [C] a number of shops, hotels, or cinemas belonging
to the same organization

chair n [singular] 1 the position of being the chairperson of
a company or organization or the person who is chairper-
son; 2 the position of being in charge of a meeting, or the
person who is in charge of it — chair v [T]

chairman plural-men, chairwoman plural-women n [C| the
most important person on the board of directors of a
company, especially in the UK. In the US, this person is
usually called the president of the company

chamber of commerce n [C] an organization made up of
businesspeople in a particular place, that helps busi-
nesses with advice, support etc

chargeln 1 [C,U] the amount of money you have to pay for
goods or services; 2 be in charge of sth to be the person
who controls or manages an activity or a group of people

charge2v [I,T] to ask someone to pay a particular amount of
money for something

chief executive n [C] the manager with the most authority
in the day-to-day management of a company

Chief Executive Officer (CEO) n [C usually singular]| the
title of the manager with the most authority in the day-
to-day management of a company, used especially in the
US. The job of CEO is sometimes combined with that of
president

client n [C] someone who pays for professional services

colleague ['kdli:g] n [C] someone you work with, used espe-
cially by professional people and managers
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commercialladj 1 relating to business; 2 a commercial
product or service is sold in order to make a profit

commercial?n [C] an advertisement on television or radio

commission n [C,U] an amount of money paid to someone
according to the value of goods, services, investments etc
they have sold

compensation n [U] 1 an amount paid to someone because
they have been hurt or harmed; 2 the total amount of pay
and benefits that an employee receives, especially a high-
level manager

compete [kom'pi:t] v [I] if a company, country etc competes
with others, it tries to persuade people to buy its prod-
ucts or services rather than those of the others

competition n 1 [U] a situation where businesses or coun-
tries are competing with each other; 2 [C] an event where
people have to answer questions etc in order to win prizes

competitive adj 1 used to describe situations where com-
panies, countries etc are competing; 2 a competitive price
is similar to or less than other companies’ prices

competitive advantage n [C| something that helps you to
be better or more successful than others

competitor n [C] a person, product, company, country etc
that is competing with another

component [kom'pounont] n [C] a part of a product, activity
etc

concept n [C] an idea for a product, business etc

conglomerate [kon'glbm(s)rot] n [C] a large business organi-
zation consisting of different companies, often involved in
different activities

consume v [T] to use raw materials, finished products etc

consumer n [C] a person who buys products or services for
their own use, rather than to use in business or to resell

consumer behaviour BrE consumer behavior AmE n [U]
how, why, where, and when consumers buy things, and
the study of this

contract [kontraekt] n [C] a formal agreement between two
or more people or organizations to do something, for ex-
ample to buy something

corporate adj [only before a noun] relating to companies,
usually large ones
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counselling BrE counseling AmE n [U] when people are
given advice to help them in a difficult situation

counsellor BrE counselor AmE n [C] someone whose job is
to give counselling

counterpart n [C] your counterpart is someone with the
same job as you in another organization

crashln [C] 1 a time when many investments lose their
value very quickly; 2 an occasion when a computer or
computer software suddenly and unexpectedly stops
working or fails to work properly

crash?v 1 [I] if stock markets, shares etc crash, they sud-
denly lose a lot of value; 2 [I,T] if a computer crashes, or
if you crash a computer, it suddenly and unexpectedly
stops working

create v [T] to make something that did not exist before

creative adj producing or using new ideas — creativity n [U]

credit n [U] 1 borrowed money that is available to spend;
2 an arrangement with a shop, supplier etc to buy some-
thing now and pay later

CRM abbreviation for customer relationship management

cultural adj 1 relating to artistic activities such as theatre,
classical music etc; 2 relating to the ideas, beliefs, and
customs that are shared and accepted by people in a so-
ciety, company etc

culture n [C,U] the ideas, beliefs, and customs that are
shared and accepted by people in a society, company
etc

currency n [C,U] the money used in a particular country

customer n [C| a person or organization that buys products

customer loyalty n [U] when customers continue to buy a
particular company’s product, and do not change to other
companies’ products

customer orientation n [U] when a company finds out
about its customers’ needs, and offers products and ser-
vices that satisfy these needs

customer relationship management (CRM) n [U] a com-
pany’s activities to keep its customers satisfied, find out
more about their needs etc

cyberspace n [U] all the sites, services etc on the Internet
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debt n 1 [C] an amount of money that is owed; 2 [U] the
state of owing money; 3 [U] money borrowed by a com-
pany in the form of loans and bonds, rather than shares

decline v [I] 1 if an industry or country declines, it becomes
less profitable, productive etc; 2 if sales, output, produc-
tion etc decline, they become less — decline n [C,U]

decrease v 1 [I] if an amount, level etc decreases, it goes
down; 2 [T] if you decrease an amount, level etc, you re-
duce it — decrease n [C,U]

delegate ['deligert] v [[,T] to give part of your power or work
to someone who is at a lower level in the organization —
delegation n [U]

deliver v [I,T] 1 to take goods to a place; 2 to produce re-
sults — delivery n [C,U]

demand n [U] 1 spending on goods and services by compa-
nies and people; 2 the total amount of a type of goods or
services that people or companies buy in a particular pe-
riod; 3 the total amount of a type of goods or services that
people or companies would buy if they were available

deputy n [C] someone in an organization who is immediately
below someone else, and who does their work when they
are not there — deputy adj [only before a noun]

devaluation n [C,U] when the value of a country’s currency
goes down or is reduced by the government, in relation to
other currencies

distribute v [T]| to supply goods to shops, customers etc —
distribution n [U]

distributor n [C] a business that makes goods available
either to shops or directly to buyers

driveln 1 [U] someone’s energy, motivation, and ability to
work hard; 2 [C usually singular]| an effort to improve or
increase the level of something

drive2v [T] 1 to control a train, car etc; 2 [usually passive] if
an activity is driven by something, it is influenced by it
and depends on it

durable adj if something is durable, it lasts a long time -
durability n [U]

earnings n [plural] 1 the money that a person or particular
group of people earn in a particular period; 2 the profit

285



made by a company in a particular period, or by compa-
nies in general

economic adj 1 [only before a noun] relating to the econ-
omy, business etc; 2 if an activity is economic, it is prof-
itable

economical adj using time, money, goods etc carefully and
without wasting any

economically adv 1 in a way that relates to the economy,
business etc; 2 in a way that makes a profit; 3 in way
that uses time, money, goods etc carefully and without
wasting any

economy n [C] the system by which a country’s goods and
services are produced and used, and the people and or-
ganizations involved in it

employ v [T] to pay someone to work for you in a particular
job

employee n [C] someone who works for a company, espe-
cially in a job below the rank of manager

employee loyalty n [U] when employees like working for a
particular company, work hard, and do not want to leave

employer n [C] a person or organization that employs peo-
ple

employment n [U] 1 work that you do to earn money; 2 the
number of people in an area, industry etc that have jobs,
the type of jobs they have etc

e-tailer n [C| a person or organization that sells goods to the
public on the Internet

executive n [C] someone with an important job as a man-
ager in an organization

expand v 1 [I,T] to become larger in size, amount, or num-
ber, or to make something larger in size, amount, or
number; 2 [I] if a company expands, it increases its sales,
areas of activity etc — expansion n [U]

expense n 1 [C,U] one of the costs of a particular activity;
2 expenses [plural] money that an employee spends
while they do their job, for example on travel and food,
and which their employer then pays back

exploit v [T] 1 to treat someone unfairly in order to make
money, get an advantage for yourself etc; 2 to gain advan-
tage from a situation, opportunity etc
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exploitation n [U] when you treat someone unfairly in order
to make money, get an advantage for yourself etc

export! ['ekspd:t] n 1 [C usually plural] a product that is
sold to another country; 2 [U] the sale of products to
other countries

export? [1k'spot] v [I,T] to sell products to other countries

facility n 1 [C] a place or large building which is used to
make or provide a particular product or service; 2 facili-
ties [plural] special buildings or equipment that have
been provided for a particular use, such as sports activi-
ties, shopping, or travelling

failure n [C,U] 1 when someone or something does not
achieve the results that were expected; 2 when a machine
stops working

fall! v past tense fell past participle fallen [I] to go down to a
lower price, level, amount etc

fall2 n [C] 1 a reduction in the amount, level, price etc of
something; 2 when a person or organization loses their
position of power or becomes unsuccessful

feature! n [C] one of the characteristics of a product or ser-
vice that is useful, attractive etc

feature2v [T] if a product features a particular characteris-
tic, it possesses it

financeln 1 [U] money that is provided or lent for a particu-
lar purpose; 2 [U] the department in a company that
deals with money; 3 finances [plural] the situation of a
country, company etc in relation to the amount of money
it has, owes etc — financial adj

finance? v [T] to give or lend money for a particular project,
activity etc

firm n [C] a company

fleet n [C] a fleet of cars, trucks etc is all the cars etc that a
company owns

flexible adj 1 a person, plan etc that is flexible can change
or be changed easily to suit any new situation; 2 if ar-
rangements for work are flexible, employers can ask
workers to do different jobs, work part-time rather than
fulltime, give them contracts for short periods etc. Flexi-

287



ble working also includes job-sharing and working from
home - flexibility n [U]

flexitime BrE flextime AmE n [U] a system in which people
who work in a company do a fixed number of hours each
week, but can choose what time they start or finish work
within certain limits

focus group n [C] a group of people brought together to dis-
cuss their feelings and opinions about a particular sub-
ject. In market research, focus groups discuss their opin-
ions of products, advertisements, companies etc

forecast! ['f>:ka:st] n [C] a description of what is likely to
happen in the future, based on information available now

forecast? v past tense and past participle forecast or fore-
casted [T] to state what is likely to happen in the future,
based on information available now

formal adj 1 formal behaviour is very polite; 2 [only before
noun] formal qualifications are those you gain at school,
university etc, rather than experience you get in your job

found v [T] to start a new activity, organization etc — foun-
der n [C]

global adj 1 affecting or involving the whole world; 2 includ-
ing and considering all the parts of a situation together,
rather than the individual parts separately — globally adv

globalization also -isation BrE n [U] the tendency for the
world economy to work as one unit, led by large interna-
tional companies doing business all over the world

globalize also -ise BrE v [I,T] if a company, an industry, or
an economy globalizes or is globalized, it no longer de-
pends on conditions in one country, but on conditions in
the world as whole

goods n [plural] things that are produced in order to be
used or sold

gross domestic product (GDP) n [singular] the total value of
goods and services produced in a country’s economy, not
including income from abroad

grow v past tense grew past participle grown 1 [I] to in-
crease in amount, size, or degree; 2 [T] if you grow a
business activity, you make it bigger
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growth n [U] an increase in size, amount, or degree
guarantee n [C] a formal written promise to repair or replace
a product if there is a fault within a particular period

headquarters n [plural] the head office or main building of
an organization headquartered adj

healthcare n [U] medical care, doctors, hospitals etc consid-
ered as an industry

high-tech also hi-tech adj high-tech companies, activities
etc use advanced equipment and techniques

hire v [T] 1 if a company hires new employees, it recruits
them; 2 if you hire a car, boat etc you pay to use it for a
particular period

human resources n [plural] 1 an organization’s employees,
with their abilities and skills; 2 (HR) the administration of
a company’s employees, including recruitment, salary
systems etc

human rights n [plural] the basic rights that people have to
be treated fairly and equally, especially by their govern-
ment

image n 1 [C] a picture, photograph etc; 2 [C,U] all the ideas
that people have about a product, person etc, considered
together

import!['1mpd:t] n [C] a product that is bought from another
country

import2[im'pd:t] v [[,T] to buy products from other countries

incentive n [C] something which is used to encourage peo-
ple, especially to make them work harder, produce more
or spend more money

income n [C,U] 1 the amount that a person earns in a par-
ticular period; 2 the profit made by a company within a
particular period

industrial adj 1 involving industry, or of a type used in in-
dustry; 2 industrial areas, countries etc have many dif-
ferent companies and industries

industrialist n [C] a powerful businessman or business-
woman

industry n 1 [U] the production of basic materials or fin-
ished goods; 2 [U] all the people and organizations that
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work in industry; 3 [C] a particular type of industry or
service

inflation n [U] a continuing increase in the price of goods
and services, or the rate of this increase

infrastructure n [C,U] 1 the basic systems and structures
that a country needs to make economic activity possible,
for example transport, communications, and power sup-
plies; 2 the basic systems and equipment needed for an
industry or business to operate successfully or for an ac-
tivity to happen

innovate v [I] to design and develop new and better prod-
ucts; innovator n [C]

innovation n 1 [C] a new idea, method, or invention; 2 [U]
the introduction of new ideas or methods

innovative adj 1 an innovative product, method, process etc
is new, different, and better than those that existed be-
fore; 2 using clever new ideas and methods - innova-
tively adv

insurance n [U] an arrangement where a company collects
money from a person or organization and, in return,
promises to pay them money if they are ill, have an acci-
dent, cause harm to others etc

interest n 1 [U] an amount paid by a borrower to a lender,
for example to a bank by someone borrowing money for a
loan, or by a bank to someone keeping money in an ac-
count there; 2 [U] the interest rate at which a particular
sum of money is borrowed and lent; 3[C] the part of a
company that someone owns; 4 [C] the possession of
rights, especially to land, property etc

interest rate n [C] the cost of borrowing money, expressed
as a percentage over a particular period such as a month
or year

interpreter [In't3:prito] n [C] someone who translates what
someone says from one language into another, especially
as their job

inventory n [U] the American word for stocks of goods

invest v [[,T] 1 to put money into a business activity, hoping
to make a profit; 2 to buy shares, bonds etc, hoping to
make a profit — investment n [C,U]
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invoice n [C] a document sent by a supplier to a customer
showing how much they owe for particular goods or ser-
vices

issue [1fu:], [1sju:] n [C] 1 something that must be dis-
cussed, decided etc; 2 a magazine or newspaper appear-
ing on a particular date

join v [I,T] if you join a company, you start working for it
joint venture n [C] a business activity in which two or more
companies have invested together

labor union n [C] AmE an organization representing people
working in a particular industry or profession, especially
in meetings with their employers. Labor unions are called
trade unions in British English

labour BrE, labor AmE n [U] 1 the work performed by the
people in a company, country etc; 2 the people doing this
work considered as a group

labour force BrE, labor force AmE n [C|] another name for-
workforce

launch!v [I,T] 1 to show or make a new product available for
tie for the first time; 2 to start a new company; 3 to start
a new activity, usually after planning it carefully

launch?n [C] 1 an occasion at which a new product is shown
r made available for sale or use for the first time the start
of a new activity or plan

level'n [C] 1 the measured amount of something that exists
at particular time or in a particular place; 2 all the people
or jobs within an organization, industry etc that have
similar importance and responsibility

levelel?2 v levelled, levelling BrE leveled, leveling AmE
level off/out phr v [I] to stop climbing or growing and be-
come steady or continue at a fixed level

liability n 1 [singular] an amount of money owed by a busi-
ness to a supplier, lender, or other creditor; 2 liabilities
[plural] the amounts of money owed by a business con-
sidered together, as shown in its balance sheet; 3 [U] a
person’s or organization’s responsibility for loss, damage,
or injury caused to others or their property, or for pay-
ment of debts
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licensing agreement n [C] an arrangement where one com-
pany gives permission to another to make products based
on its ideas, usually in exchange for payment

lifecycle also life-cycle n [C] the different stages in the exis-
tence of a product, from its design and launch, through
to the time when it is discontinued (= no longer sold)

lifestyle n [C,U] the way someone lives, including their job,
how they spend their money etc

limited company also limited liability company n [C] a
company where individual shareholders lose only the cost
of their shares if the company goes bankrupt, and not
other property they own

liquidation n [U] if a company goes into liquidation, it stops
operating and all its remaining assets are sold

loan n [C] an amount of money that is lent, usually in re-
turn or interest until the money is repaid

logo n [C] a design or way of writing its name that a com-
pany or organization uses as its official sign on its prod-
ucts, advertising etc

lose v past tense and past participle lost present participle
losing [T] 1 to stop having something any more, or to
have less of it; 2 to have less money than you had before
or to spend more money than you are receiving; 3 lose
something (to sb/sth) to have something such as a con-
tract or customers taken away by someone or something

loss n 1 [C,U] the fact of no longer having something that
you used to have; 2 [C] when a business or part of a
business spends more money in costs than it gets in
sales in a particular period, or loses money on a particu-
lar deal, problem etc

maintenance n [U] the work, repairs etc required to keep
something in good condition

manage v [T] to direct or control an organization or part of
one

management n [U] 1 the activity or skill of directing or con-
trolling the work of an organization, or part of one; 2 the
managers of an organization considered together; 3 the
managers in charge of a particular activity, and the skills
and knowledge that they need
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manager n [C] someone whose job is to manage all or part of
an organization

managing director (MD) n [C usually singular] in the UK,
the manager with the most authority in the day-to-day
management of a company. The job of MD is sometimes
combined with that of chairperson

manufacture v [T] to make goods — manufacturer n [C] -
manufacturing n [U]

marketin [C] all the people and organizations involved in
the activity of buying and selling particular goods or ser-
vices

market2v [T] 1 to sell something or make it available for
sale; 2 to sell something by considering what customers
want, how much they are willing to pay, where they want
to buy it etc

marketing n [U] activities to design and sell a product or
service by considering what customers want, how much
they are willing to pay, where they want to buy it etc

marketing mix n [C usually singular| the combination of
marketing actions often referred to as product, price,
place, and promotion: selling the right product, through
appropriate distribution channels, and at the right price
in relation to other products so that the company makes
a profit, with the correct support in terms of advertising
etc

market share n [C,U] the sales of a particular company in a
market, expressed as a percentage of the total sales

mentor n [C] an experienced person who gives advice to less
experienced people to help them in their work

merchandise n [U] goods that are produced in order to be
sold, especially goods that are sold in a store

merge v [I,T] if two or more companies, organizations etc
merge, or if they are merged, they join together

merger n [C| an occasion when two or more companies, or-
ganizations etc join together to form a larger company etc

model n [C] 1 a particular type or design of a vehicle or ma-
chine; 2 a simple description or structure that is used to
help people understand similar systems or structures

morale [moa'ra:l] n [U] the level of confidence and positive
feelings among a group of people who work together
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motivate v [T] 1 to encourage someone and make them
want to achieve something and be willing to work hard in
order to do it; 2 to provide the reason why someone does
something — motivated adj

motivation n 1 [U] eagerness and willingness to do some-
thing without needing to be told or forced to do it; 2 [C]
the reason why you want to do something

multinational [ malti'neef(s)n(e)l] n [C] a large company that
has offices, factories and business activities in many dif-
ferent countries

net'adj a net amount of money is the amount that remains
after costs, taxes etc have been taken away

net? also Net n [singular] the Internet

network n [C] a group of people, organizations, offices etc
that work together

niche [nif] also niche market n [C] a market for a product
or service, perhaps an expensive or unusual one that
does not have many buyers but that may be profitable for
companies who sell it

numeracy n [U] when people are good at arithmetic and can
deal with numbers without difficulty — numerate adj

online also on-line adj, adv involving the use of the Internet
to obtain and exchange information, buy goods etc

outlet n [C] a shop or other organization through which
products are sold

overdraft n [C] especially BrE an arrangement between a
bank and a customer allowing them to take out more
money; from their account than they had in it

overtime n [U] 1 time that you spend working in your job in
addition to your normal working hours; 2 time that a factory,
office etc is operating in addition to normal hours; 3 the
money that you are paid for working more hours than usual

overwork n [U] when someone works too much or too hard;
overworked adj

parent company [peor(o)nt] n [C] a company that owns
more than half the shares in another. The other company
is its subsidiary
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partner n [C] 1 a company that works with another com-
pany in a particular activity, or invests in the same activ-
ity; 2 someone who starts a new business with someone
else by investing in it; 3 a member of certain types of
business or professional groups, for example partner-
ships of lawyers, architects etc

payback period n [C] the length of time that it takes to get
back the investment put into a particular project, and to
start making a profit

payment n [C,U] the act of paying money to someone, or the
amount involved

payment system n [C] the arrangements for paying employ-
ees in a particular company including bonuses, overtime
etc

pharmaceuticals n [plural] medicines, and the industry
that produces them — pharmaceutical adj

phaseln [C] a particular stage or period in doing something

phase2v [T] if you phase something over a period, you do it
gradually during that period

pie chart n [C] a drawing of a circle divided into several sec-
tions, where the size of each section represents an
amount as a percentage of the whole

plc abbreviation for public limited company

president n [C] in the US, the most important person on the
board of directors of a company

private sector n [singular] all the companies in a country
that are not owned by the government, considered as a whole

privatize ['praivitaiz] also -ise BrE v [T] if a government
privatizes a company that it owns, it sells it to investors —

privatization [ praivitai'zeif(s)n] n [C,U]

promote v [[,T] 1 to help something develop and grow; 2 to
give someone a more important job or rank in an organi-
zation; 3 to sell a product using advertising, free gifts etc

promotion n [C,U] 1 a move to a more important job or
ranking a company or organization; 2 also sales promo-
tion advertisements, free gifts and other activities in-
tended to sell a product or service

public limited company n [C| in the UK, a form of limited
company whose shares are freely sold and traded. Public
limited companies have the letters PLC after their name
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public sector n [singular]| all the companies and business
activities owned and controlled by the government of a
particular country, considered as a group

purchase n [C] the act of buying something, or the thing
that you buy — purchase v [T] — purchasing n [U]

qualification n 1 [C usually plural] an examination that you
have passed at school, university, or in your profession;
2 [C] a skill, personal quality, or type of experience that
makes you suitable for a particular job

R and D n [U] research and development; the part of a busi-
ness concerned with studying new ideas and developing
new products

range n [C|] a set of similar products made by a particular
company or sold in a particular shop

rate n [C] 1 the speed at which something happens; 2 the
number of examples of something, often expressed as a
percentage; 3 another name for interest rate

raw material n [C usually plural] one of the basic materials
used to make something. For example, steel is one of the
raw materials in cars

record!n 1 [C] the past performance of a person, organiza-
tion etc; 2 records [plural] the history of a particular ac-
tivity, organization etc

record?adj [only before a noun] involving the best level, per-
formance etc in a particular activity

recruit!v [[,T] to find new people to work for an organization,
do a job etc

recruit?n [C] someone who has recently joined a company or
organization

recruitment n 1 [U] the process or the business of recruiting
new people; 2 [C| an occasion when someone is recruited

redundancy |[rI'dAndon(t)si] n especially BrE [C,U] when
someone loses their job in a company because the job is
no longer needed

redundant [rI'dAndont] adj especially BrE if you are redun-
dant or made redundant, your employer no longer has a
job for you
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refund n [C] a sum of money that is given back to you if, for
example, you are not satisfied with something you have
bought — refund v [T]

relationship n [C] the behaviour and feelings of two or more
people, companies etc that work together

reliable adj someone or something that is reliable can be
trusted or depended on - reliability n [U]

relocate v [I,T] if a company or workers relocate or are relo-
cated, they move to a different place — relocation n [C,U]

rep n [C] an informal name for sales representative

representative n [C] 1 someone chosen to speak or make
decisions for another person or group of people; 2 a sales
representative

resign v [[,T] to officially leave a job, position etc usually
through your own choice, rather than being told to leave —
resignation n [C]

resource n 1 [C usually plural] also natural resource some-
thing such as oil, land, or natural energy that exists in a
country and can be used to increase its wealth; 2 re-
sources [plural] all the money, property, skill, labour etc
that a company, country etc has available

restructure v [[,T] if someone restructures a company, they
change the way it is organized, usually in order to make
it more profitable — restructuring n [U]

results n [plural] 1 things that happen because of some-
one’s efforts, work etc; 2 the profit or loss made by a
company in a particular period

retail v [I,T] to sell goods to the general public in shops etc —
retailing n [U]

retailer n [C] 1 a business that sells goods to members of
the public; 2 a person or company that owns or runs a
shop or chain of shops selling goods to the public

retail outlet n [C] a shop through which products are sold
to the public

retain v [T] if a company retains its customers or employees,
they continue to buy from or work for the company, and
do not go elsewhere — retention n [U]

revenue n [U] also revenues [plural] the amount a company
receives from sales in a particular period
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rights n [plural] 1 the freedom and advantages that every-
one should be allowed to have — see also human rights;
2 if a person or company has the rights to something,
they are legally allowed to use it to make money

riselv past tense rose past participle risen [IJto increase in
number, amount, or value

rise?n 1 [C| an increase in number, amount, or value; 2 [C] also
pay rise BrE an increase in salary or wages. A rise is called a
raise or pay raise in American English; 3 [singular| the proc-
ess of becoming more important, successful, or powerful

sack v give sb the sack/get the sack to tell someone to
leave their job, or to be told to leave your job

sale n 1 [C] the act of selling something; 2 for sale available
to be bought; 3 sales [plural] goods sold in a particular
period, or the amount of money received from this

sales representative also sales rep n [C] someone whose
job is to sell their company’s products or services, for ex-
ample by visiting customers

schedule n [C] a plan or timetable for doing something

scheduled flight n [C] a normal flight on an airline available
for anyone to use

sector n [C] a particular industry or activity or group of in-
dustries etc

secure adj involving actions to keep someone or something
safe from being damaged, stolen etc — security n [U]

segment n [C] 1 a part of the economy of a country or a
company’s work; 2 also market segment a group of cus-
tomers that share similar characteristics, such as age,
income, interests, social class etc; 3 also market seg-
ment the products in a particular part of the market

share n [C] 1 one of the parts into which ownership of a
company is divided; 2 also market share the sales of a
particular company in a market, expressed as a percent-
age of the total sales

shareholder n [C] a person or organization that owns shares
in a company

shareholder value n [U] the idea that companies should
produce the best possible profit for their shareholders,
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and that one of the main jobs of management is to ensure
this

ship v [T] to transport and deliver goods

skill n [C,U] an ability to do something well, especially be-
cause you have learned and practised it — skilled adj

slogan n [C] an easily remembered phrase used to express a
particular idea, for example in an advertisement

smart adj 1 intelligent; 2 attractive; 3 well-dressed; 4 relat-
ing to technology that does things in an efficient way

sponsorship n [U] financial support given to an arts or
sports event in order to get public attention

spreadsheet n [C] a computer program that shows rows and
columns of figures, and allows calculations to be done on
them. Spreadsheets are used to analyze what would happen
in different situations, for example to sales and profits

stable adj firm, steady, or unchanging

start-up n [C] a new company, especially a hi-tech one

status n [U] 1 your social or professional rank or position;
2 high social position that makes people respect you

stereotype n [C] a fixed idea about something, that may or
may not be true

stock n [C,U] 1 especially AmE one of the shares into which
ownership of a company is divided, or these shares con-
sidered together; 2 also stocks [plural] a supply of a
commodity (= oil, metal, farm product etc) that has been
produced and is kept to be used when needed; 3 espe-
cially BrE a supply of raw materials or parts before they
are used in production, or a supply of finished goods.
Stocks of raw materials or parts are usually called inven-
tories in American English; 4 a supply of goods, kept for
sale by a shop or other retailer. Stocks of goods are usu-
ally called inventories in American English

stock market also stockmarket n [C| a place or computer
system where bonds, shares etc are bought and sold

strategy n 1 [C] a plan or series of plans for achieving an aim,
especially relating to the best way for an organization to de-
velop; 2 [U] the process of skilful planning in general

strength n [C,U] a particular quality or ability that gives
someone an advantage in relation to others
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stress n [U] continuous feelings of worry about your work or
personal life, that prevent you from relaxing — stressful
adj

stressed also stressed out adj if someone is stressed or
stressed out, they are so worried and tired that they can-
not relax

subsidiary also subsidiary company n [C] a company that
is at least half-owned by another company, its parent
company

subsidize also -ise BrE v [T] if a government or organization
subsidizes a company, activity etc, it pays part of the
cost — subsidized adj

subsidy n [C] money that is paid by a government or organi-
zation to make something cheaper to buy, use, or pro-
duce

supply v [T] to sell and provide goods or services — supplier
n[C]

survey ['s3:vel] n [C] 1 a set of questions given to a group of
people to find out their opinions; 2 the information ob-
tained by analyzing the answers to these questions

tactic n [C usually plural] a method that you use to achieve
something

takeover n [C] an occasion when a person or company ob-
tains control of another company by buying more than
half of its shares

talent n [C,U] a natural skill or ability

targetin [C] 1 an organization, industry, country etc that is
deliberately chosen to have something done to it; 2 a re-
sult such as a total, an amount, or a time which you aim
to achieve

target?v [T] 1 to make something have an effect on a par-
ticular limited group or area; 2 to choose someone or
something as your target — targeted adj

tend v [I] if something tends to happen, it happens fre-
quently, but not always

tendency n [C] 1 if you have a tendency to do something,
you do it frequently; 2 the general way in which a par-
ticular situation is changing or developing
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trade'n 1 [U] buying and selling goods and services, espe-
cially between countries — see also balance of trade; 2 [C]
a particular business activity

trade2 v [ET] 1 to buy and sell goods and services, especially
between countries; 2 to buy and sell shares etc on a fi-
nancial market

trademark also trade-mark n [C| a name, sign, or design on a
product to show that it is made by a particular company

trade union n [C] BrE an organization representing people
working in a particular industry or profession, especially
in meetings with their employers. Trade unions are called
labor unions in American English

trading group n [C] a group of countries that agree to have
low or no taxes on goods they export to each other

transaction n [C| 1 a business deal, especially one involving
the exchange of money; 2 the act of paying or receiving
money

transfer v [ET usually passive] if you transfer to another job
or workplace, or if you are transferred, you move there

trend n [C] the general way in which a particular situation
is changing or developing

turnover n [singular] 1 BrE the amount of business done in
a particular period, measured by the amount of money
obtained from customers for goods or services that have
been sold; 2 the rate at which workers leave an organiza-
tion and are replaced by others; 3 the rate at which goods
are sold and stock is replaced

unemployed adj without a job

unemployment n [U] 1 when you do not have a job; 2 also
unemployment rate the number of people in a particu-
lar area, country etc who do not have a job

union n [C] 1 a group of people, countries etc who work to-
gether for a particular aim; 2 a trade union or labor un-
ion

unskilled adj without training in the skills needed in par-
ticular jobs

update n [C] information that tells you what has happened
recently in a particular activity, situation etc
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vacancy n [C] a job that is available

virtual adj involving something that gives you the experi-
ence of its real equivalent

visual also visual aid n [C| a diagram, map etc that people
can look at, for example in a presentation, and that helps
them understand and remember it

voice mail also voicemail n [U] a system for leaving mes-
sages for people by telephone, or the messages them-
selves

volunteer [ vdlon'tis] v [I] to ask to do something that you do
not have to do — volunteer n [C]

warehouse n [C| a building where goods are stored

weakness n [C,U] lack of a particular characteristic that
would give you the ability to succeed, perform better etc

website n [C] information about a particular company, sub-
ject etc available on the Internet. Each website has an
address that begins ‘http’

wholesaler n [C] a person or company that sells goods in
large quantities to other wholesalers, or to retailers who
may then sell them to the general public

workaholic [w3:ko'hdlik] n [C] someone who cannot stop
work and is unwilling to do anything else

workforce n [C] all the people who work in a particular
country, area, industry, company, or place of work

workload n [C| the work that a person or group of people
have to do in a particular period
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English-Ukrainian Glossary

Lesson #1
Employment: Six Steps in Job Search

abilities and skills: ability — o6papoBaHicTb, 34i6HOCTI, Ta-
AaHT, xUcT; skill — ymiHHS, MalCTEepHICTh; BIIPABHICTE;
CIIPUTHICTD

academic [,acko'demik] 1. akazmeMiyHUH; YHIBEpCHUTETCHKUH;
HaBYaAbHUM; academic degree — BYEHHU CTYIIHB; aca-
demic strengths = education and degrees 2. y4eHHH; CyTO
TEOPEeTHYH] (aKaaeMidHi) apryMeHTH i T.1I.

advertise ['eedvotalz] — moBimoMAaTH, peKAaMyBaTH; IIyKaTH
(po3IIyKyBaTH) 3a OroAOIIeHHAM; to advertise in the press/
over the radio/on TV; to advertise job — naBaTH OroAOIIIEH-
HS [IPO BakKaHTHe Micle; to advertise for a job — maBatu
OTOAOILIEHHS IIPO MOIIIYK POoOOTH

analytical [,zeno'litikol] — aHaAITHYHUH; TeOpeTHIHUH

application [zpli'kelf(s)n] — 1) 3agBa; mpoxauHs; to put in an
application — momatu 3agaBy; application for a job — 3aaBa
Oopo TpUHHATTA Ha poboty; application form/blank -
0AaHK 3asgBU (aHKeTa IIPU BCTYIi Ha poboTy); 2) 3acTocy-
BaHHY, BUKOPUCTaHHd; 3) CTapaHHICTh, PETEABHICTH, 3a-
IIOTIaIAUBICTD

at a time — 3a onuH pa3s; one at a time - oxguH 3a oguH pas

benefit ['benifit] — 1) Kopucts; Buroaa; mpubyToK; crpaxonsa/
MaTepiasbHa momnomora; benefits plan — cucrtema Hanba-
BOK; 2) MaTH KOPHCTh, BUTOAY (3 — by) he will benefit by
the change of work — 3miHa pobotu Oyzme Homy Ha KO-
PHCTB; mOTIOMAaraTH, JaBaTH KOPHUCTH
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character trait [ keeroktos trel] ([trelt]) — puca xapakrepy

colleague ['kdli:g] — koaera; KOMNIAHBHOH, mapTHeEp. Syn:
associate [s'soufIat], [o'souslet]; co-worker = coworker
[ kou'w3:ko]

communicative [ko'mju:nikstiv] — ToBapUCEKHH, T'OBipKH;
KoMIIaHiMCcbKUH

companies looking for a trainee — Kommnasii, gKi NIyKamTH
cTaxkepa (IpakTHKaHTA)

composition [ kompo'zif(o)n] — ckaam posymy, XapakTep

computer literacy [kom'pju:te 'lrterssi] — KoM ’rorepHa rpa-
MOTHICTb

cooperativeness — B3a€MO0IIOMOra; B3aEMO/Iis

creativity — TBopuicTh; 3miOHICTE [0 TBOPYOCTi; KpeaTHUB-
HICTB (pHca 0cobGHCTOCTI)

directly applicable to the specific job — 110 6Ge3mocepenHBO
HAOaEThCS OAS BUKOHAHHS IIeBHOI poboTH

educational background - ocBita, miaroroBka

employ [Im'pldI] — HalimaTu, naBaTu PoOOTY; BXKUBATH, 3a-
CTOCOBYBaTH, BHKOPHUCTOBYBaTH; to be employed — mpa-
LIOBaTH (3a HaiMoMm); cayxkba, pobora; employable popu-
lation — npane3gaTHe HaceaeHHs; employed — HAHHATHH,
OpUMHATHH (Ha poboty); employee discharge — 3BiAbHEHHS
npaliBHUKA; employee injury — HEUIACHUH BUMIAI0K Ha
pobori i3 pobiTHUKOM; employee profile — cayx6oBa xapa-
KTepUcTUKa; employer [Im'pldIs] — Haiimay, pobGoroma-

Bellb; employment [Im'pldIment] — 1) HatimanH4; 2) pobo-
Ta, cAyxkba; full employment — moBHa 3afHATICTb, em-
ployment history — TpynoBUH CTaxK

flexibility — rayukictb; flexibility in the resolution of disputes
— F'HYYKIiCTb y BUPIIIEHH]i CIIOPiB

foolproof way to get hired — BipHuii (6e3cymHIBHUH) cr1ioci0
OyTu HaliHaATUM (Ha pobomy)

foreign languages — iHO3eMHiI MOBH

growth potential - morentiaa (3zaTHICTL 00) pocTy

guidelines in job searching — kepiBHi BKa3iBKU (IIpHHITUIIN)
L1010 TIOIIYKY poboTHu
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job interview — crriBOecizna (iHTepB’T0) IpH IIpHiioMi HA PoboTy

management — anMiHicTpallis, AUPEKIlis; IIpaBAiHHA (Op-
raH); 3aBilyBaHH4, YIIPaBAIHHS (OiIABHICTb)

power ['paus| — cuaa; TOTYZKHICTb, €HEPTid; IPOAYKTUBHICTB;
MOTYTHICTB, BAaAa (OepzKaBHA); BIAWB; Millb; [IOBHOBAa-
KEHHH

previous job experience — monepenHiii focBig poboTH

process of job searching — nipoiiec nomryky po6otTu

prospective boss [pro'spektiv bbs] — moTeHIi¥HNE (MaiilyT-
Hil, AIMOBipHHIH) HaYaAbHHUK (60C)

prosperous employer [prosp(e)ros] — mpounBiTarounii (ycIri-
LITHUH, 3aMOXKHUY) poboTogaBeIlb

punctuality [ pAnktfu'eelitl] — MyHKTyaABHICTE, TOYHICTD

qualification [kwolifi'keif(s)n] = proof that you have com-
pleted a specialized course of study; xapakTepucTHKa (mi-
SIABHOCTI, TIOTAG/IiB TOIIO); KBaAidpiKallis; miAroTOBAEHICTE;
IpaBo 3afiMaTH INEeBHY I10CAAY; IPUAATHICTE

reliability [r1 lalo'bilotl] — HagiliHicTh; MOCTOBIPHICTE

Résumé [re(1)zjumel] — 1) pesioMme; 3BeNeHHS; KOHCIIEKT;
2) kopoTka aBTobiorpadisa (gKy nomae KaHAHOAT Ha PO-
6oty)

self-evaluation [selfI veelju'e1f(s)n] — camoortinka

strong and weak points — cuapHi i caabKi cTopoHU

tailor sales pitch to the reader — mpucrocoByBaTHu (BHKpOIi-
TH) «IIapTilo TOBapy, BUKHMHEHY Ha PUHOK» IIiJ] YUTa4da

the more ..., the better ... — yum Giabilte, TUM Kpariie

to apply — 3BepraTucd, 3a9BASITH (KAOIIOTAHHS TOIIO), II0HA-
BaTHU 3a4B(K)y, IIPOCHUTH, KAOIIOTATH; BUKOPUCTOBYBATH,
3aCTOCOBYBaTH

to be impressed — GyTu BpaxkeHUM

to be interested in — OyTu 3aIiKaBA€HUM (UUMOCD)

to be out of work — GyTu 6Ge3pobiTHUM

to be uncertain about smth — 6yTu HenmeBHUM 111010 YOTOCH

to be willing to work hard at smth — Gyt roroBuM (xoTiTH)
HAIIOAETAHBO IIPAIfOBATH HAJ YUMOCH

to boost chance [bu:st fa:n(t)s] — migBuwTH MMOBipHICTD
(rauc); to stand a good/slight/even/last/only chance —
MAaTH XOPOILH#i / cAaOKMM / piBHUI / OCTaHHIY / € TUHUH IITAaHC
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to care (for, of, about) — mikayBaTuca, TypbyBaTHCs, OOTAS-
natu, noatu (1rpo)

to evaluate qualifications — ouinuTy KBasidikariro

to focus on job-related strengths — 3ocepenuruca Ha cUAB-
HUX CTOPOHAX, L0 CTOCYIOTHCS pobOTH

to gather necessary information — 30upatu HeoOXxinHy iH-
dopmariiro

to get an offer for a good job — oxepzkaTu IPOIIO3UILIIO XO-
po1roi po6oTu

to get more experience — 3000y Tu GiAbIlle TOCBixy

to have accurate information — matu To4Hy (ZOCTOBipHY)
iH(pbopMariiro

to identify interests — BuzHauuTu iHTEepecu

to include in a résumé (non) pertinent information —
BKAIOYHTH B pes3oMe iHdopMallio, IIo (He) CTOCYEThCH
CIIpaBH

to look for/search (for)/seek — myratu

to look for a better-paying opportunity — mykaru aimmre
OIlAaYyBaHy MOXKAWUBICTD

to produce a poor/strong/personal impression — crpas-
ASITH TIOTaHe/ CHABHE / 0COOHCTE BpasKeHHS

to promote yourself — pekaamyBaTu (mpocyBatu) cebe

to realize what you like and dislike — ycBigomaroBaTu 1o
BaM IIOA00a€ThCd 1 He IIOa00aeThC

to try hard enough - HamaraTuca qOCHUTH HATIOAETAHBO

to waste money/time — mapemMHO BuTpadaTH (MapHyBaTH,
TPUHBKATH) TPOIIIi/dac

well-rounded jack-of-all-trades [welraundid ,d3eek ovo:l' treidz] —
BCECTOPOHHBO OCBiYeHUU MaiicTep Ha BCi pyKHU

Words-derivatives

advertise ['aedvotalz] — advertisement [od'v3:tIsmont] — adver-

tiser ['eedvetalzs| — advertising ['sedvetaiziy)]

apply [o'plai] — applier [o'plaio] — applicative ['eeplikotiv] —
application [eepli'keif(o)n] — applicant [eeplik(e)nt] -
applicable ['eeplikabl] — applicability [,eeplike'bi1l1t1]
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train [treIn] — trainee [treI'ni:] — trainer ['treins] — training
['treinin]; trainmaster ['trein,ma:sts] — HaYaABHUK IIOi3ma

(moTsra); roAOBHHH KOHAYKTOD; trainman [treInmon] —
IIPOBITHUK

create [kri'eit] - creation [kri'eif(o)n] - creationism
[kri'e1f(s)niz(e)m] - creative [krI'ertiv] — creativeness
[kri'ertivnis| — creativity [krie'tiviti] — creator [krI'eIts] —
creatress [krl'eltras] — creature ['kri:tfo]

employ [1m'pldI] — employable [Im'pldisbl] — employed
[Im'pbid] — employee [Impld1'i;] — employer [Im'pldIs] —
employment [Im'pldImont]

Lesson #2
Career Skills

ability to coordinate work — 3maTHICTH KOOPAMHYBATH PO-
6oty

advantage — nepeBara

advocacy — agBoKaTChKA MiIABHICTH

appeal — aneadartia, ocKapKeHHs, alleAdIlifiHa ckapra

apply for the job/position — nmogaBaTu 3aaBy mpo mpuiiom
Ha poboTy/3aHATTS IOCaIU

apply law — 3acTocoByBaTH 3aKOH

argue — o6roBOpPIOBATH, HABOAUTH HOKAa3H, CIIEpPedaTHCS

attract new investments — nprBabar0oBaTH HOBI iHBECTHIIi]

balance sheet — 6asancoBuii 3BiT

barrister — agBokaT HAWBHUINOIO paHIy, SKUH Mae IIPaBo
BHUCTYIIy B CyZi; Oapucrep

be a fast learner — IIBHIKO HaBYaATHCH

be adaptable — aerko mpucrocoByBaTUCH

be ambitious — GyTu yecToaro6HUM, aMOITHUM

be charged with an offence — GyTu OOBHHYBAYE€HUM y 3A0-
9UHi

be competitive — OyTu KOHKYpPEHTOCIIPOMOXKHUM
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be easy-going and personable — GyTu moGpoayIIHUM i IIpHU-
BabAMBUM

be good at observing/speaking — OyTu crocrepeRAUBUM /
BMITH BHCAOBAIOBATHUCS

be in a highly competitive environment - 3paxoquruca y
BHCOKO KOHKYPEHTHOMY CEepPeIOBHIII

be in charge - BinmoBimaTu 3a mrock

be in legal profession/practice in law — 3aiimarucsa mpaB-
HHUYOIO MiFABHICTIO

be on night shift — mparoBaru y Hiuny 3miny

be on the beat — yepryBaTu y paiioHi maTpyAroBaHHS

be sensitive to smth — Oyru BpazauBuUM [0, TOCTPO peary-
BaTH

be successful [sok'sesful] — 6yTu ycmimaum

be tedious in figures — OyTH MENETHABHUM y O0YHCACHHIX

become aware of — OyTu no6pe 06i3HAHUM 3 YUMOCH

behaviour [b1'helvjs] — moBeniHKka, MaHepH; peRUM (PoOOTH)

board meeting — 3aciganng rpaBAiHHS

bring to justice — nmpurarysaru mo mrpaBocynns

burglar — (HiuHUii) rpabi>KHUK, 3A0MIH-3A0MHUK

complaint — ckapra, npereHsid, 110308

complement — fogaToK, JOIIOBHIOBATH

counsel — KOHCYABTAHT; IOPUCKOHCYABT; aIBOKAT, SKHH Oepe
y4acTh y CIIPaBi i Mae IpaBo BUCTYIIATH B HAMBHUIINX CydaxX

crime scene — MicIle 3A04YHHY

curricula vitae — pesrome

defendant - BignoBinau, nigcynHuii, 06BHHyBadYeHUH

ensure the right — 3a6e3neuyBaTu npaso Ha

exercise control — 3ilficHIOBAaTH KOHTPOAB

exhausted - BucHaxkeHwui, 3MmydeHu

experience — ((KHUTTEBUH) OOCBiz, KBaaidikallis, cTaxk mpak-

TUYHOI MiFABHOCTI

fairness — HeyepeIKEHICTD; TOOPOCOBICHICTh; YE€CHICTh

flexible — rayukuii

from the point of view of — 3 Touku 30py KOroch

gain legal profession — 3100yTH npaBHUYY IIpodeciro

get a promotion/raise — ogepzkatu nigBUINEHHS (Ha ITOCa])

get on with people — BxxuBaTuCa (A2QUTH) 3 AFOABMHU

get results — ozxepRyBaTH pe3yAbTaTH
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get to the top — nocaraTu BepnHU

have ability and experience to do the job — maTu kBaaidi-
KAallifo i TOCBi oA BUKOHAHHS POOOTH

have good judgement — BUIBAITH PO3CYIAUBICTD

highly-qualified — BrcokokBasichikoBaHUH

honesty — gecHicTp

impartial — HeynepenzxeHUM

in current position — Ha noTouHil ocani, y faHOMY CTaHO-
BUIII

indictment — 0GBUHYBaABHHUN aKT

interrogate (question) suspects — monuryBaTu minosproa-
HUX

interview witnesses — onuTyBaTH CBiIKiB

introduce evidence — BucyBaTu (HaBOOWUTH, Ha1aBaTH) JOKA3H

judge — cynna

jury — cynm mpuCSKHUX

lease assets — opengoOBaHMH (AI3MHTOBU) aKTUB

legal assistance — npaBoBa momomora

liabilities — akTuBH

make conclusions — poOUTH BUCHOBKU

manage time and use it effectively — ywmino posmomingTu
4ac 1 BEUKOPHUCTOBYBATH HOT0O IIPOLYKTHBHO

mortgage — 3acTaBa HEPyXOMOI'o MaiiHa

needed quality — HeoOxinHi sKROCTI

notary — HoTapiyc

offence — nmpaBoropynIeHHs, 3A09HH

overwhelmed with a heavy workload [suvs'welmd] — 3aBa-
AEHHUH BEAUKHUM 00’eMOM poOOoTU

participant — ygacHuk

perpetrator ['p3:pitrelto] — 3a09nMHeIH; TOPYLITHUK
proceeding [pro'si:din] — npoBaaKeHHS

prosecutor |['prosikju:to] — o6BuHYBaY; I03UBaY; IIPOKYPOP
provide service — HamaBaTHU IOCAYTH

punctuality — nmyEKTyaABHICTE, TOYHICTE

put plan into action — BTiAroBaTH AaH B Iito

reliability — BignmoBigaapHICTH

relief — 3amoBoAeHHSA (BUMOTH); 3acib CyZIOBOTO 3aXUCTY
require — BUMaraTu
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safe pair of hands — HagiliHUY TOMIYHUK

shareholder — akitionep

solicitor — coaicurop; agBokaT, gKUH Oae Hopaay KAi€eHTY,
roTy€e CIpaBH IOad OapHcTepa (CTaplloro aaBoKaTa) i BHU-
CTyIla€ TIABKH Yy CyZlaX HUKYOi iHCTaHIIii; JOpPUCKOHCYABT

solution - pimmrennga

strengths and weaknesses of the staff — cuapui Ta caabki
CTOPOHHU INITATYy IIPAIiBHUKIB

supervise — HATASJATH, IHCIIEKTYBAaTH, KOHTPOAIOBATH

sympathetic — 1o6pPO3UIAUBHY; CIIIBUYTAUBUH

take risks — OpaTu Ha cebe pHU3HK, PU3HUKyBaTU

trial — cyzmoBuii po3rasi; CymoBUil IIPOIEC, CY

try to mislead smb — HamaraTucsa BBeCTH B OMaHy

Words-derivatives

adapt [o'deept] — adaptability [o,daepte'biloti] — adaptable
[0'deeptobl] - adaptation [eedeep'teif(o)n] - adapted
[0'deeptid] — adapter [o'deepts] — adaption [o'deepf(e)n] -
adaptive [o'deeptIv]

advocacy ['eedvekesi] — advocate [‘aedveket] — advocate
[';edvokelt] — advocateship [eedva'kelfip] — advocation
[;edvo'kelfon] - advocator [eedva'kelts] - advocatory

[,eedva'kertori]
appeal [o'pi:l] — appealable [o'pi:lobl] — appealer [o'pi:lo] — ap-

pealing [o'pi:lig] — appellant [s'pelont] — appellate [o'pel1t] —
appellator [o'pelelts] — appellee [,eepe'li:]

behave [br'herv] — behaviour [br'heivjer] — behavioural
[br'hervjorsl] — behaviourism [br'helvjoriz(e)m| — behav-
iourist [b1i'helvjorist] — behaviouristic [bi'helvjoristik|

compete [kom'pi:t] — competing [kom'pi:tiy] — competition
[ komp1'tif(s)n] — competitioner [ kompi'tif(o)ns] — competi-
tive [kom'pet1itiv] — competitively [kom'petitivli] — competi-
tiveness [kom'petitivnis] — competitor [kom'petito]
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complain [kem'plein] — complainant [kem'pleinont] — com-
plaint [kem'pleint]

defence [d1i'fen(t)s] — defenceless [d1'fen(t)slos] — defenceman
[dr'fen(t)smon] — defend [dI'fend] — defendant [d1'fendont] —
defender [d1'fends] — defensible [d1'fen(t)sobl] — defensibly
[d1i'fen(t)sabl1] — defensive [dI'fen(t)sIv]

learn [13:n] — learnable [13:nobl] — learned [13:n1d] — learnedly
[13:n1dl1] — learner [13:n9] — learnfare ['lorn:fe(o)r] — learn-
ing ['13:nIn]

liabilities [ lato'bilotis] — liability [lale'bilot1] — liable [lalobl]

observability [ob'z3:vabiliti] — observable [ob'z3:vobl] — obser-
vance [ob'z3:v(o)n(t)s] — observancy [ob'z3:v(o)n(t)sI] — ob-
servant [ob'z3:v(e)nt] — observantly [ob'z3:v(o)ntlI] — obser-
vation [Jbza'veif(o)n] - observe [ob'z3:v] — observer

[ob'z3:va]
offence [o'fen(t)s] — offenceless [o'fen(t)slos] — offend [o'fend] -

offendedly [o'fend1idli] — offender [o'fends] - offending
[¢'fendin] — offendress [o'fendras] — offensive [o'fen(t)sIv]
prosecutable [prasi'’kju:t(e)bl] — prosecute [prosikju:t] -
prosecuting [ prost’kju:tin] — prosecution [prasi’kju:f(o)n] —
prosecutive [,prasi'’kju:tiv] — prosecutor ['prasikju:to]
the Bar [ba:] — barrister ['beerIsts] — barristerial [,beeris'tersl]

Lesson #3
Application Letter

application letter — aucr-3aaBa

at the employer’s convenience — xKoau (Oyze) 3pydHO pobo-
TOHaBIIIO

at your convenience — y 3py4yHuii nasa Bac gac

body of the letter — 3micT Ancra
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C.V. (6i0 curriculum vitae) [ko'rikjslom'vi:tal] — kuTTEIHC

correspond (with/to) [ korI'spdnd] - y3romKyBaTucs; BiAIo-
BimaTu (womycy)

courtesy title — BBiuauBe 3BepTaHH4A

cover letter — cyrrpoBigHME AWCT

dear — maHOBHUH

enclosure/enclosed — nonaerbcsa

envelope ['envoloup| — KoHBEPT

find out about — xmizHaTuca npo (3po3ymiru/3’acyBaru)

hiring requirements — BumMoru no KagaugaTa Ha I0CaILy

interview schedule - po3kaaz iHTEpB’TO

job opening (vacancy [velkonsI]|) — BakaHCig, He3allOBHEHE
pobodue miciie

job requirements — pyHKITiOHAABHI 060B’I3KHU

MBA (Master of Business Administration) - wmaricTp
yopaBAiHHS 0i3HECOM (38aHHS 8UNYCKHUKA 6I3HeC-UKOU)

mention ['menf(s)n] — 3ragyBaTH; IOCUAATHUCS HA

overcrowded [ouva'kraudid]| — nepennoBHeHU# (1F006MU)

parting — mporasHasa

position (job title) — mocana

represent — IpeacTraBAATH

request for an appointment — nmpoxannga npusHaunuTH (0L108Y)
3ycTpid

salutation — npuBiTanHga

separated from smth by smth (by a comma/by a space) -
BiamiaeHU# BiZl Y0TrOCh YUMOCH (KOMOIO /TTPoGiAOM)

series of well-written letters — Hu3ka mno6pe HamMCcaHUX
AWICTIB

solicited letter — 3akpuTuii auict

source of information — mxxepeao indopmarrii

the only reason for smth — equHa npuynHa Yorocs

to announce an opening — HOBiIOMHUTH IIPO BAKAHCIiIO

to be a good person for particular job — 6ytu ocoboro, 110
HiIXOOUTD OAS KOHKPETHOI poboTH

to be aimed at — OyTu HaliaeHUM Ha

to be considered in a negative light — TpakryBarucsa y He-
raTUBHOMY CBIiTAl

to be in doubt whether — cymuiBaTHCH Y1
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to be preceded by - mnepenyBatu; iTu (epebyBaTu) repen
(uumcn); OyTH TIOmEepeny (kKo2ocy)

to be viewed as negative/positive — posrasmaruca (ouinro-
BaTHUCsI) HETATUBHO / [IO3UTUBHO

to describe a merits — onrcyBaTu gocroiHCTBa

to encourage action - 3aoxouyBartu aii (cnpudTH aigMm)

to highlight one’s strengths - aknenTyBaTn Ha Yuixoch
IIO3UTHUBHHUX IKOCTSIX

to motivate an employer to meet with you — 3aoxorutu
poboTomaBlig 3yCTpiTHCS 3 BAMH

to present evidence — HamaBaTH MOKa3u

to volunteer information — HOOpPOBIABHO TOBITOMAATH iH-
dopmariiro

to write impressive letter — HammcaTu aucra, 110 CrIpaBAse
ranboKe BpasKeHHS

unsolicited (prospecting) letter — BinkpuTHii aAuct

written below/above — Hamcano HuzK4e/BUIIlE (B JOKyMe-

HTi); hereinbefore [his(r)inbi'fd:] — BuIe (B moKyMeHTI)
Yours sincerely/faithfully/truly — 3 moBaroxo

Words-derivatives

announce [o'naun(t)s] — announcement [o'naun(t)smont] —
announcer [s'naun(t)ss] — announcing [s'naun(t)sin]

object [2bdgikt], ['dbdiekt] — to object [ob'd3ekt] — objectify
[ob'dzektifar] — objection [ob'd3ek[(o)n] — objectionable
[ob'dzek[(o)nobl] — objective [ob'd3ektiv], [db'd3ektiv] — ob-

jectively [ob'dzektivli]
a present ['prez(o)nt] — to present ['prez(o)nt] — presentable

[pri'zentobl] — presentably [pri'zentobli] — presentation
[prez(o)n'telf(o)n] — presentee [prez(o)n'ti] — presenter
[pri'zento]

impress [Impres| — to impress [Im'pres] — impressibility
[Im,presi'bilotl] — impressible [Im'presobl] — impression

[Im'pref(s)n] — impressionability [1m,pref(s)na'biloti] — im-
pressionable [1m'pref(s)nobl] - Impressionism
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[im'preshonizom| — impressive [Im'presIv] — impressure

[1m'preJs]
interview ['Intevju:] — interviewee [Intovju'i:] — interviewer

['Intsvju:s] — interviewing ['Intsvju:In]

Lesson #4
Filling in Forms

academic — yHiBepcuTeTCchKa (npo ocsimy)
affidavit [,eefI'deIvit] — muceMoOBe CBiTYEHHS IIifl IIPUCATOIO

ailment ['erlmont] — HE3MOPOB’S; HE3MYKAHHS

ball-point pen - KyaprKOBa py4Ka

block capitals — Beauki npykoBaHi aiTepu

branch of service — pin Bilicbk

Check one. — BinmMiThTe XPECTUKOM YU «IITAIITKOIO».

Continued on attached sheet/on a separate sheet. — [lo-
[AETHCH Ha OKPEMOMY AHCTKY.

creed — peairiiiHi nepeKoHaHHHA

date of birth — gfara HapomKeHHS

decorations — Haroponu

disclosed — BusBAeHUH

draft status — npusus

erasable pen — KopekTOp

ethnic group - eTHiuHa rpymna, HallioHAABHICTb

extra-curricular — foraTKOBI (IPO IpeaMeETH)

fair employment practice law — TpygoBe 3aK0OHOIaBCTBO

False statements on this application shall be considered
sufficient cause for dismissal. - HenpaBauBi 3asaBu B
aHKEeTi MOXKYTb I[IOCAYKHUTH OOCTATHBEOIO ITiICTaBOIO AS
3BiABHEHH4.

foregoing — monepenHii

Have you been convicted of a crime in the past ten
years? — Ui BU INpUTSTrasucs 00 KPUMiHAABHOI BiTioBiga-
ABHOCTI 3a octaHHi 10 pokiB?

Have you ever been bonded? — Yu Bu O6yau yB’a3HeHi?
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Have you taken any training under the G.I. Bill of
Rights? — Yu Bu npoxoguam HiATOTOBKY OO0 BifiCBKOBOI
CAYKOU?

Hereby I promise ... — [{lum 3060B’sa3yr0Cs...

illness — xBopoGa

immediate supervisor — Ge3nocepenHiii HAYAAPHUK

injuries sustained — orpumani nopaneHHda

Left to pursue other opportunities. — 3BiabHUBCH y 3B’I3Ky
3 IIepexXoIoM Ha iHIy poboTy.

major (subject) — ocHOBHUI IIpegMeT; CIeliaAbHICTB, CIIeli-
aaizartis

marital status — cimeiinuii cran

minor (subject) — HeoCHOBHUH IIpeaMeT

mode of living — crioci6 xutTsa

N.A. (not available) - Hemae B HagBHOCTI

N/A, n/a (not applicable) — e crocyerbcsa

Person to notify in case of emergency. — Ocoba, gKy caix
IIOBiAOMUTH B HaI3BHYAHHOMY BHIIAIKY.

personal reasons — 3a BAQCHUM 0askaHHAM

personal references — pekomeHngarrii

physical disability, handicaps — disuuni Bagu

post-graduate course — acnipauTypa

rank — 3BaHH4

reason for leaving — npuynHa 3BiAbLHEHHA

reserve — 3arac

resignation — BincTraBka; 3BiAbLHEHHS (3 poOOTH 3a BAACHUM
GaskaHHAM)

scholastic average — cepenniii 6aa

social security number (SS#) — HomMep coiliaabHOTO 3a0€e3-
Ie4YeHHs

The facts set forth above in my application for employ-
ment are true and complete. — ®akTyu, BUKAaaeHi Bulle
Y aHKeTi [Ad TpaleBAAIITyBaHHS € NPaBAUBUMHU 1 IIO-
BHHMH.

to discharge — nemobiaizyBaTu

to preclude [pri'’klu:d] — 3amo6GiraTu, BigBepTaTH, yCcyBaTH
MOZKAHBICTH
to print — nucatu gpyKoBaHMMH OyKBaMH

violation [valo'lelf(o)n] — moOpyllleHHs; NPABOIIOPYIIEHHS;
yIlIleMA€HHH (npas)
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vocational — mpodeciiine (HaguaHHs)

When/Date available — Koaun Bu MozKeTe IIPUCTYHUTH OO
poboru?/dara Buxony Ha poboTy

years of active service — poku gilicHOI cAyK6u

You are hereby authorized to make any investigation of
my personal history and credit and record through
any investigative or credit agencies or bureaus of
your choice. — Ilum 103BOASII0 IPOBOAUTU OyOb-SIKE PO3-
caimyBanHga ¢akTiB Moei Giorpadii, ¢iHaHCIB i paxyHKiB
Oyab-IKUM OpPraHOM 4YH OIOpPO Ha Ball BHOIp.

Lesson #5
The Curriculum Vitae (CV)/Résumé

accomplishment — gocarHeHHda
Awarded ... degree in ... — [IpUCBO€EHO CTYIIHE ... B 00AACTI ...
awards — Haropoau

circular status ['s3:kjolo 'steItos] — 6ir mo KoAy

Completed business courses in — 3akiHuuB Kypcu 1o 6i3-
Hecy B

crucial — BupinrtaabHUH

Currently enrolled in ... programme — 3apa3s mpaiomo 3a
IPOrpamoxm ...

Developed and implemented new programmes — Po3po-
OUB i BITpOBaAMB HOBI IpOrpamMu

Did light typing, filing, and mailing — Tpoxu npykyBas, BiB
KapTOTEeKY i AUCTYBaHHS

Directly responsible for supervising two clerical workers —
[Tix moim Ge3mocepenHiM KEPiBHUIITBOM IIPALOIOTH IBOE
CiBpOOiTHUKIB

Duties included ordering supplies, maintaining records,
transcribing orders, greeting and assisting visitors - Y
CAy>KOOBi O0OB’SI3KM BXOIHAH 3aMOBAEHHS IIOCTABOK, iX
peectparis, obAiK 3aMOBAEHB, IPHUHOM Ta 00CAYTrOBYBaHHS
BiBigyBadiB

Earned high average grade — 3apo6uB BHCOKUI cepenHiti 6aa
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fellowships — cTunenmii

Finished secondary school with honours - 3akinuyus ce-
PEIHIO IIKOAY 3 BiI3HAKOIO

grade point average (GPA) — cepenHiii 6aa

Honourably discharged with rank of ... — 3BiabHEHUU y
3arac 3 IOYeCHUM 3BaHHAM ...

honours — rmoyecHi 3BaHHA

internship — inTepHaTtypa

job objective — ouikyBana nmocana

job-by-job — rtocaza 3a mocamoro

litigation — o308, cyzmoBuii mpoiiec

Looking for a responsible and challenging management/
sales position — Illykar BignoBimaabHY i IIepCHIEKTUBHY
poboty B cepi yupaBainHs /30yTy

major — CIelliaAbHICTD

medical malpractice — mMeguyHe 3A0BXKHBaHHS CAYKO0OBHUM
CTAaHOBHIIIEM

Performed general banking procedures — BukoHyBaB 3BU-
gaiiHi 6aHKIBCBKI omepartii

Possessing strong computer skills, including detailed
knowledge of Word 7.0. — [Io6pe BOAOIiI0 KOMII'FOTEPOM,
[eTaAbHO 3Haro Irporpamy Word 7.0.

redundant — HagAUIIIKOBUH

reference, testimonial (AmE) — pekomeHaarii

Responsibilities include programming, checking system
malfunctions, keeping time-sharing records on visi-
tors — B 000B’13KM BXOOUTE IIPOrpaMyBaHHd, IIepeBipKa
cucrteM OOpPOOKM MmaHUX, CKAaAaHHd rpadika opuiiomy
BinBimyBadiB

Responsibilities included assisting customers, stocking
merchandise, taking inventory — B 060B’d3KH BXOZHAO
06CAyTOBYBaHHS KAIEHTIB, CKAQ] TOBapPiB, BEICHHA OOAIKY

résumé ['rezju:mei]; AmE [rezu'mei]/C.V. — pe3tome; aBT0biO-
rpadisa

reverse — 3BOPOTHUH

Seek entry-level/full-time/part-time position - Illykaro
poboTy 6e3 craxy/3 II0OBHOIO /9aCTKOBOIO 3afiHATICTIO

self-assessment — camoolrinka

self-inventory — migBeieHHSI CBOiX MiZICYMKiB
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to pique — BukanKaTH

Took part in student contest in economics — Bpas y4acTtb
Y KOHKypCaxX CTYAEeHTCHKUX POOIT 3 eKOHOMIKH.

Trained and experienced in photography, investigation,
and interviewing techniques — Maro kBaaicikamiro Ta
IocBig pobotu dororpada, BOAOLII0 METOOAMU PO3CAiLy-
BaHH4 1 OITUTyBaHHSH

Worked with local firm for 4 years — [IpamroBaB y micresniit
dipmi 4 poru

5 years legal experience in real estate sales — 5 pokis
[OCBiny poOOTH I0OPHCTOM 3 TOPTriBAI HEPYXOMICTIO

Abbreviations

B.A. = Bachelor of Arts — 6akasaBp rymMaHIiTapHUX HAYK

B.L.= Bachelor of Law — 6akaaaBp mpaBa

B.S. = Bachelor of Science — 6akaraBp IpUPOAHHUINX HAYK

CSE = Certificate of Secondary Education - arecrar mpo
CEPEHIO OCBITY

M.A. = Master of Arts — maricTp rymaHiTapHHX HayK

M.B.A. = Master of Business Administration — marictp eko-
HOMiKHU

M.Ed. = Master of Education — maricTp nemaroriyHux HayK
M.S./M.Sc. = Master of Science — maricTp TPHUPOTHHUINX
"HayK Ph.D. = Doctor of Philosophy — mokTop disocodii

Lesson #6
Job Interview. How to Succeed at an Interview

Are you free on...? — Bu BiabHi y...?
background ['beckgraund| — ninroroBka, KBaaidikarlia

bound [baund]| - 3000B’d3aHui; 3MylLIeHNUH; 000B’I3KOBHUH,
HEOAMIHHUMN

Could it be earlier/later? - Yu moxke Oytu paxime/
ni3Hime?

credentials [kri'denflz] — mocarHeHHs1, 3acAyrd, ITOBHOBA-
KEeHHS
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damage caused to the reputation - mkona, 3amnoxgiaua pe-
myTartii

employment agency/job center — areHTcTBO IO IIpalie-
BAAQIITYBAHHIO / IIEHTP 3alHATOCTI

employment at direct competitor — poGora Ha mpsmoro
KOHKypeHTa

envisage [In'vizid3] — posragmaTu (MuTaHHs); nepeabadaTu
fast learner — 37aTHICTE HIBUIKO HABYATHUCS
for the sake of — 3apaau (4oroch, KOrocsn)

genuine ['d3enjuin] — cripaBxkHi#, iICTUHHUN, HETIAPOOAEHUIH;
U PUH

guarantee [ geeron'ti:] — rapaHTyBaTH; 3abe3nedyBaTH

human resources manager/department - wmeHemKkep 3
mepcoHaAy/Binmia KaapiB

intelligent [1n'telid3(o)nt] — posymuuii, KMiTAUBHIH

job interview — cmiBbeciga mono npuiiomy Ha pPo6oTy

Let me look in my diary — no3BoAbTE MEHI ITOAUBUTHUCS B
MOEMY HIOJIEHHUKY

perceive [pa'siiv] — cnipuiiMaTH; YCBIZOMAIOBATH; PO3YyMiTH

precise [pri'sals| — TOYHUH; IeBHUH

prompt [promt] — miagkaska

rapport [ree'pd:] Fr. — B3aemHa noBipa i cumnaria
recruitment process — npoiiec Habopy

relevant ['reliv(o)nt] — mopeyHU; 1110 CTOCYETHCA CIIpaBH (to)
restrictions in the work contract — oOMmexkeHHS B TpymIo-
BOMY JOTOBOPi

self-confidence [self konfidens| - camoBIIEBHEHICTD

strategic position in the field — cTpareriune moaoxkeHHa y
cpepi

subtle ['sAtl] — xuTpu#, DiACTYIHUH, TOHKUH (IPO 3ayBasKeH-
H{ TOIIP)

take your time - He mocmimatire

to advertise job — pekaamyBaTu poGoTy

to apply for position/the job — momaBaTu 3agBy mpo mpu-
HHATTS Ha 1ocamy/ poboTy

to be attractive to the competitor — Oyru npuBabauBUM
A KOHKypeHTa
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to be dismissed from a job — 6yTu 3BiABHEHUM 3 poOOTH

to be interested in the opportunity — OyTu 3amikaBaeHUM y
MOZKAWUBOCTI

to be valuable to the company — OyTu 1iHHUM AT KOMIIAHI]

to confirm acceptance — migrBepauTH TPUHHATTA

to do job for a company — mparroBaT Ha KOMIIaHIIO

to find possible candidate — 3Ha#iTu MOKAMBOrO KaHAUOATA

to fit into the position — migxoguTy Ha TTOCcamy

to fulfil the job — BukonyBaTu poboty

to get in touch with — yBiifiTu B KOHTaKT 3

to grant special advantages — HagaBaTH 0COOAUBI ITlepeBaru

to have experience/certain knowledge - maru mnocsin/
IIeBHE 3HAHHS

to have good judgement — maTu XopoIry OIiHKY

to have skills and ability — maTu HaBuYKHU Ta 3ai0HOCTI

to hire the right person for a job — malinaru npaBuabHY
AIOUHY JAS POOOTH

to increase market share — 36iABIITUTH YACTKY PHUHKY

to leave current job — 3aAuITH TOTOYHY POOOTY

to look/search for recruits — 1ykaTu HOBOOpaHIIiB

to take risks — pru3sukyBaTu

Tuesday’s a bit difficult — y BiBTOpOK OyZie Tpoxu CKAaIHO

vacant job — BakanTHa poboTa

We are pleased to offer you the position of Sales Mana-
ger — Mu pazi 3anmpornonyBatu Bam mocany meHemkepa 3
IIPOIAaKy.

We regret that we are unable to offer you the post — Ham
IIPUKPO, III0 MU He B 3MO3i 3aIIPOIIOHYBAaTH BaM II0CALy.

Lesson #7
Letter of Recommendation

adaptable [o'daeptobl] — 3gaTHM ITBHAKO aganTyBaTUC

ambitious [zem'bIfos]| — yecToAIOGHMM, aMOIITIAHMH, 1110 IParHe
(6axkae) (uozocw — of) — ambitious of power — BAacTOAIOOHMI;
10 IIparHe 10 BAIM; IIPETEH3IHHNHN, TPUMXAUBUH
applicant — npereHeHT, KaHIUAAT
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broadminded [bri:d'maindid] — 3 mupokuMu iHTEpecamu,
KPYyT030pOM

cheerful ['tf15fl] — mpusiTHM, Gagbopuil, BECEANH

confidential [konfi'denf(s)l] — xoudineHitiumit; TacMHuulH,
KUY He IIigAdrae pO3TrOAOLIEHHIO; AKUH KOPHUCTYETHCS
JIOBipOIO; NOBipAUBUM

co-operative [kou'vDp(o)rativ] — 3maTHUM OO cHiBIpalli, SKUH
Gepe y4acTh y CHiAbHIY poboTi

creative [kri'eItiv] — TBopumii

easily accessible [i:ziliok'sesobl] — aerko moctymHuM# (mo-
CSI3KHUH)

entrepreneurial [Jdntropro'n3:ricl]- 3 HDIATIPHEMHUIILKOIO
KHUAKOIO

evident ['evid(o)nt] — oueBHaHMH, SIBHUH

excellent ['eks(o)lont] — BimminHM#, gwynoBuit

flexible ['fleksob(o)l] — THYYKUH, ITOCTYIIAMBHUH, ITOOATAUBUH

friendly ['frendl1] — npy=xearo0uMH

good natured [gud meitfod] — mo6posuusuBui, MOGPOMYIII-
HUH, IPYKEAOOHWH, MUPOAIOOHUH

hardworking ['ha:d,w3:kiy]| — Tpynoaro6uBui
in what capacity — B axiii akocti (poai)

intellectual [1nt(o)lektjusl], [Int(s)lekfusl] — posymuuii,
MucATuni, iHTeairenTHHi; intellectual facilities — po3y-
MOBI 3ai6HOCTI

layout [leraut| — po3mitka; po3ralryBaHHSI

mention ['men/(o)n] — 3ragka; IMOCHAAQHHS; 3rafAyBaTH; [IOCH-
AaTUCH

obvious ['DbvIos| — aBHUH, oueBUOHUH, 3p0O3yMianuii, SCHUH,
HEIIPUXOBAHUN

overall — ToBHUii, 3ararbHUN

proficiency — mocBing4eHicTh, YMiHHA, MalCTepPHICTD

promptly ['promptlI] — Binpa3sy, mBUIKO

prospective employer — MaiiGyTHi (mOTeHIifHME) pobGoTO-
JaBelb

quality ['kwplitl] — aKicTh; raTyHOK;BAACTUBICTb, O3HAKA
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quantity ['kwbntIti] — KiABKiCTB

reference/a recommender — ocoba, sgka mgae pPeKOMEH-
Iarlimo

reliable [rI'latob(e)l] — HaxmifiHMi, MOCTOBIPHUH, IIIO 3aCAyTO-
BY€ Ha IOBipy

resourceful [r1'sd:sful] — BuBaxXinANBHHT

responsible [rIs'pponsob(s)l] — BignoBimasbHMH

self-confident [ self konfid(e)nt] — BneBHEeHHH B cobi

self-motivated [ self moutivertid] — miaecnpamoBaHuii, camo-
MOTUBOBaHUN

self-motivation - camo MoTuBallis; HagBHICTH KUTTEBOI
nporpamMu (MeTH)

sign [saIn| - 3HaK, IT03HA4YKa, O3HAKa, CTABUTH MIiAITHC (II0-
3Ha4YKy/3HAaK)

signature ['signitfo] — miamuc, BAACHOPYYHUH MiguIc

sociable ['soufob(0)l] — ToBapuCbKUil, APYKEAIOOHMH

specifics — korKpeTHKa

spelling ['spelin] - opdorpadisa, mpaBomMC; BUMOBASTHHIA
CAOBa IO AlTepax

submit [sob'mIt] — 3agBagTH; BHOCHUTH /IepenaBaTu (mogaBa-
TH) Ha PO3TASIT

sufficient [so'fif(o)nt] — mocrarTHiif; o6rpyHTOBaHUM; HAAEXK-
HUN; BUNHEHUH i3 JOTPUMAaHHAIM yCiX (pOpPMaAbHOCTEH

supportive [so'pd:tIv] — 3maTHUN HigTPUMAaTH

to be an asset to the company — OyTu LiHHUM HagbaHHAM
JIAST KOMIIaHil

to be willing to share experience and knowledge with... -
OyTH TOTOBUM MOMIAUTHCS OOCBIOM i 3HAHHAMHU 3...

to have a good command of English [ko'mad:nd] — mobpe
BOAO/IITH aHTAIMCBHKOIO (MOBOIO)

trustworthy ['trast w3:01] — rinaM# noBipH

without any hesitation [hezi'teif(o)n] — Ge3 xomHoro Ba-
raHHS (CYMHIBY)

zealous ['zelos] — moGpocoBicHUI, cTapaHHUMN, IIPUCTPACHHUH,
peBHUN
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Derivatives

access ['eekses] — accessibility [ok,sesI'bilotr] — accessible
[ek'sesabl] — accessor [ok'sess]

character ['keerikts] — characteristic [keerikto'ristik] — char-
acterization [ keeriktorai'zelf(o)n] - characterize
['keertktoraiz] — characterless ['kaeriktolis]

confidant [kbnfi'deent] — confide [kon'faid] — confidence
[konfid(s)ns] — confident [kbnfid(e)nt] — confidential
[konfr'denf(s)l] — confidentiality [konfiden(t)f1'eelot1] -
confidentially [ konf1'den(t)f(o)l1]

contact [konteekt] — contactee [kontaek'ti] — contacting
[konteektin] — contactless [konteektlos] - contactor
[konteekts]

general ['d3en(o)r(9)l] — generalize ['d3en(o)r(s)laiz] — general-
ized ['d3en(o)r(o)laizd] — generally ['dzen(o)r(o)l1] — general-
ship ['dzen(s)r(o)lf1p]

honest [Dnist] — honestly [Dnistli], [Dnestli] — honesty
[Dnist1], [Dnesti] — honor/honour [Dns] - honorable
[hon(e)robl];  honourable  [2n(s)robl] -  honorably
[Dn(e)rabli]; honourably [Ddn(e)robli] - honoursdegree

[.[onozdr'gri:]

reliability [r1lalo'biloti] — reliable [rI'latobl] — reliableness
[r1'laroblnos] — reliably [r1'latabli] — rely [r1'lal]

intellect ['1ntolekt] — intellection [Int(o)'lek[(o)n] — intellective
[Int(s)'lektiv] — intellectual [Int(o)lektjual], [Int(e)lektusl] —
intellectuality [,Int(o) lektju'eeloti] — intellectualize — intel-
lectually [,Int(s)'lektjusli] — intelligence [1n'telid3(o)ns]

support [so'pdit] — supportive [so'pd:tiv] — supportability
[so'pa:tobiliti] — supportable [sa'pd:tebl] - supporter
[so'pd:ito] — supporting [sa'pI:tin] — supportive [sa'pI:tiv]
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Personality Types

Sociable, extrovert
Reliable, honest
Selfish

Helpful
Independent
Untidy
Punctual

Lack
Competitive
Unreliable, dishonest
Organised
Decisive
Cheerful

Lazy

Rude, impolite
Moody
Ambitious
Careful
Pessimistic
Literate
Illeterate
Patient
Careless

Neat

Aggressive
Imaginative
Sensitive
Jealous

Shy

Talkative

KomyHikabeabHU, €EKCTPaBEPT

Hapgitinuii, yecHut
Eroictrnunui
Kopucuuii
Heszanexumnii
Heoxatiaui
IlyskTyanpHUMN
BincyrHi#
Koukypyrouunit
Hewnapgitinuii, HedeCHUH
OpranizoBaHu#t
BupimraapHuit
Beceauit

AinuBut

FpyOuii, HEBBIYAUBUIHA
[Mounyputi

AmOGIiI NN
ObepexxHui
[MecumicTuyHUHA
'pamoTHUM
HerpamotHutt
Tepriaguuii
HeobGepexuuii
AxypaTHHH
ArpecuBHHUH
TBopuuit
YyTauBui
PeBHUBUM
Copom’azanBui
FoBipkutt
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Lesson #8
Arranging an Appointment

a client ['klatont] — kaieHT

an appointment — nomoBAeHa 3ycTpiu

an engagement — TOMOBAEHICTD; IT06aYeHHS
At last! — Hapermrril

board meeting — 36opu Pagu nupekTopiB

certainly ['s3:t(o)nl1] — 3BHuaiizno

convenient — 3pygHUit

due to some unforeseen business — uyepe3 gKychb Helepes-
OadeHy cripaBy

How about Friday? — 9k 11010 m’aTHUAII?

I am wondering if we could get together at 9 a.m. on
Tuesday — MeHi 11ikaBo 3HaTH, YU MH MOTAU O 3ycTpiTHCH
0 9 paHKY y BiBTOPOK?

I look forward to hearing from you - 3 HerepriHHAM uYe-
Karo 3BiCTKH Bin Bac

I think that should be possible — 4 nymato, e morao 6 6y-
TH MOXKAUBHUM

I wish I could, but... — 4 xoriB 0u, ase...

I’d like to come by and see you tomorrow — ¢ xoTiB 0u
OPUATH 1 3yCcTpiTHCS 3 BaMHU 3aBTpa.

Is that any good? — Yu Tak nobpe?

Is the S5th of March at 6 p.m. convenient? — Yu 5 Gepesnsa
0 6 IIOIIOAYIHIO 3PYYHO?

It/That sounds fine/good/supper to me - lle 3By4uTH
nobpe oad MeHe

Monday’s bad for me, I’'m afraid — Borocs, 1110 B TIOHEIiAOK
g He 3MOXKY

That’s a good idea — UynoBa inesa

to arrange smth. with smb. - momoBaaTucsa, ymoBasgTuca
IIPO IIIOCH 3 KUMOCH

to be able to come on Monday at eleven — 3morTu npuiTu
y oHeiAoK 00 11

to be free in the afternoon — 6yTH BiABHUM ITiCAS ITOAYIHS

to cancel an appointment — ckacyBaTu JOMOBAEHY 3yCTPid

to confirm an appointment — mmigTBEPAUTH JOMOBACHY 3yCTPid
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to expect — ouikyBaTu

to fix the date — npusrauuTu nary

to have an appointment with — maTu qoMmoBAeHY 3ycTpid 3

to meet a client — 3ycTpivaruca 3 KaieHTOM

to postpone an appointment till a later date — BinkaagatTu
(meperoCcHTH) 3yCTpPid HA ITi3HINTY HaTy

to put smb. through to smb. - 3’¢equatu mo-reaedony Ko-
TroCh 3 KUMOCh

to wonder — 11ikaBUTHCS, IIIKaBO 3HATH

Tuesday the 8th of July would be good for me - Meni
Oyne 3py4YHO y BIBTOPOK 8 AUITHS

What date would be convenient for you? — 9lka mara Oyzme
3py4HoOIo nad Bac?

What time would suit you? - Korpa rommua Bawm migxo-
IIUTE?

Would it suit you? — Bawm ne minifine?

Would Monday at 10.30 suit you? — Yu nonezniaok o 10.30
miaxoauTes Bam?

Yes, that would be good for me — Tak, MeHi I1e TiAXOAUTE.

Derivatives
appoint [o'pdInt] - appointed [o'pdintid] - appointee
[[opdIn'ti:] - appointive [o'pdIntiv] - appointment

['poIntmont]

arrange [doreInd3] — arranged [o'reind3od] — arrangement
[o'reIndgmont] — arranger [o'reIndzs]

confirm [kon'f3:m] — confirmable [kon'f3:mobl] — confirmation
[ konfo'meif(o)n] — confirmative [kon'f3:motiv] — confirma-
tory [kon'f3:mot(o)ri] — confirmed [kon'f3:md] — confirmee
[.konfo'mi:]

engage [In'geld3], [en'geld3] — engaged [in'geid3d], [en'geld3d] —
engagement [in'geid3mont], [en'geidsmont] - engager
[1n'ge1d3o], [en'ge1d3o] — engaging [1n'ge1d3in], [en'ge1d3in]
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Lesson #9
Business Correspondence

acknowledgement/acknowledgment [ok'nblidgmont] — mim-
TBEPIKEHHSH; KBUTAHILid; IIOCBi{YeHHS

bookish ['bukif] — kHuUKHUN

expectation [ ekspek'teif(o)n — yekaHHs, OUiKyBaHHS, CITOMi-
BaHHS; HAMil, IAAHU Ha MalbyTHE

foreign borrowing ['forin 'bprouln] — iHo3eMHe 3amro3uYeHHS
intention [In'tenf(o)n] — ymucea, Hamip, 3amip; HaMarauHs
by warrant [bal 'wpront] — 3a mopy4eHHIM

claim [kleim] — nmpereH3is, pekaamallis; BUMaraTH, 3aaBAITH

collection [ko'lek[(o)n] — iHKaco, KOAEKIIisI, CYKyIIHICTD; iHKa-
CyBaHHH; OTPUMAaHHS TPOIIEH (II0 BEKCEATX TOIIO); CTAT-
HeHHd (0OpriB, MAaTeXiB, IIOAATKIB, MUTA TOIIIO)

colloquial [ko'loukwIsl] — podaMoBHHMH, He AlTepaTypHHUHE (npo
cmusib, M08Y)

complaint [kom'pleint] — ckapra

complimentary ending [ kompli'ment(o)r1 'endiy] — mpuem-
He 3aBepIIeHHS

contraction [kon'treek[(o)n] — ckopoueHHs

concluding paragraph [kon'klu:diy 'peerogra:f] — 3akarognmt
naparpad (IyHKT; ab3ar)

date [delt] — maTa, gncao

deficiency [d1'fifnsI] — Hecraya; 6Gpak, BiACYTHICTH (4OTOCH);
IIporasmvHa

enclosure [In'klou3o] — BKaaeHHS (BMICT KOHBEPTA); HOOATOK

inquiry (enquiry) [In'kwal(e)rI] — 3anuT, moBimKa, pPO3CAimy-
BaHHS; Oi3HaHHS; BUBYEHHs OOCTaBHUH cHopaBH; oOcTe-
KEeHHS

introductory paragraph [ intro'dAkt(e)rI 'peerogra:f] — Berym-
HUH ab3arg

legibly [led3obli] — posbipauBo
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letterhead/letter-head [leto hed] — dipmoBuit OaaHK, I1ar-
Ka Ha ipMoBOMy 0AQHKY

logo [Ibgou] — aorotur; ipMoBa CHUMBOAIKA
merely ['mIslI] — TiABKUY, AHIIIE; IIPOCTO
polite way [po'lalit wel] — wemHME crioci6
order ['D:do] — 3aMOBAEHHA

overdue [ouvo'dju:] — mporepMiHOBaHHY, 3ali3HIAWH, IIPO-
CTPOYEHUHN
perpro/p.pro/p.p. (Lat.: per procurationem) — 3a [opy4eHHIM

position/title [po'zif(o)n]/[taitl] — mocama

power of attorney ['pauoc ov o't3:nlI| — gopyUeHHS; TOBHOBA-
JKEHHST

quotation [kwou'teIf(s)n] — muTaTa; MMOCHAAHHS (HA IIIOCH),
odpepTa, IIPOIO3HUILLis

recipient’s address [rI'sIpIonts o'dres| — agpeca ogepskyBada
reference ['ref(o)rons| — mocuaasHs, peKOMeHIAIlis, BIATYK

obsolete ['pbsoli:t] — 110 BHHUINIOB 3 Y3KUTKY; 3acTapiauti(npo
3aKOH, HOPMY MOULO)

strictly official — cTporo odimitino

reparation [repo'relf(o)n] — KomrIreHcallis

salutation [ szlju'te1f(o)n] — BiTauusa
sender’s address ['sendoz o'dres| — angpeca BigIrpaBHHKa

goodwill [ gud'wil] — mOGPO3UYAMBICTE, BapTICTh pemyTallii,
npectux (dpipmu, KoMIIaHii), ryasia

signature ['signitfo] — migmuc
slang [sleey| — caeHr, kaprou
terms of delivery [t3:mz ov dI'liv(o)rI] — ymMoBHIOCTABKHU

typed signature [taipt 'signitfo] — HagpyKOBaHU TiATIHC

Here are some abbreviations of Latin words used
in business and technical texts:
—e.g. (exempli gratia = for example) — HarTpuKAazg
— etc. (etcetera [It'set(o)ro] = and so forth; and others) — i Tak
naai, Ta iHIle, TOIINo
—i.e. (id est = that is) — To6TO
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—v.s. (vide supra = see above) — IUBUCH BHUIIllE

—v. (vide = see) — quBHUCE; V. [vidi] — «03HaiOMAeHUH (i 3rOa-
HUH)» (Io3HaYKa Ha JOKYMEHTI TOIIIO)

— et al. (et alii = and others) — Ta inmi

—ib. (ibid.) (ibidem = in the same place) — Tam camo, TaMm
e, y TOMY 3K MicIi (IpH IIOCHA@HHI Ha IIUTaTy i T.II.)

— vs ['v3:sos] (versus = against) — npoTn

— pro and con (pro and contra = for and against) — 3a i mpoTu
—v.v. [vaIsI'v3:so| (vice versa = on the contrary) — HaBnaku
— o.c. (op.cit.) (opere citato = in the quoted work) — B 1trTO-
BaHil nparti

— N.B. [,nouta:'benel], [noute'bi:nI] (notabene) — 3BepHU yBary
— RSVP (dp.) Répondez s’il vous plait [ra-pon-da-sel-vi-ple] =
reply, if you please - naiite, 6yab aacka, BiAIIOBiab

Lexical markers:

Enumerative: first(ly), second(ly), third(ly), then, finally, to
begin with, in conclusion

Additive: also, moreover, furthermore, in addition, above all,
what is more, by the way, along with

Logical sequence: so, thus, therefore, in short, to sum up, as
a result, hence, in consequence

Explicative: namely, in other words, that is to say, for exam-
ple (for instance)

Contrastive: on the contrary, on the other hand, by contrast
instead, at the same time, however, still, though in spite of

Derivatives

acknowledge [ok'mdlid3] - acknowledged [ok'ndlid3d] - ac-
knowledg(e)ment [ok'ndlidzmont] - acknowledger
[eek'ndl1d3s]

claim [kleim] — claimable ['kleimobl] — claimant ['kletmont] —

claimed [kletmd] — claimer [kleims] — claiming [kletmIn]
collect [ko'lekt] - collectable [ka'lektobl] — collectanea

[kolek'teinis] — collected [ko'lektid] — collectible [ko'lektobl] —
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collecting [ko'lektin] — collection [ka'lek[(s)n] — collective
[ko'lektiv] — collectively [ko'lektivli] — collector [ko'lekts]
introduce [,Intro'dju:s] — introducer [ Intra'dju:ss] — introduc-
tion [,Intra'dAkf(s)n] — introductory [,Intra'dAkt(o)rI]
recipience [rI'sIplon(t)s] — recipiency [rI'sIpIon(t)si] — recipi-
ent [rI'sIpIont]
salut [see'lu:] — salutary ['seeljot(o)r1] — salutation [ seeljo'te1f(s)n],
[seelju'terf(o)n] — salutatory [so'lju:tat(s)r1] — salute [so'lu:t]
sign [saIn] — signage [saInad3] — signatory ['signat(s)rI] — sig-
nature ['signatfs]

Lesson #10
Welfare scheme for employees

airfare ['cofeo] — BapTicTh (miHA) aBia nepeavoTy/OiseTa

allowance [o'lauons| — yrpumanHa (piuyHe, MicayHe i T.m4.);
family allowance — noromora GaraTociMeHUM

amount of time allotted — kiABKiCTH BHAIA€HOTO (HAIAHOTO)
qacy

annual leave ['=zenjuol li:v] — mopiuHa BiAnycTKa; dYeprona
BigmycTka

appropriate [o'prouprilt] — miaxoxwii, BiAIIOBIAHUH; moped-
HUH, IpUAATHUH (0151 uoz2ock — to, for)

attempt [o'tempt] — copoba; HamarauuHs; pobutu copoly,
HaMaraTucs

basic salary ['belsik saelori] — ocHOBHa 3apobiTHa maaTa

because of gender discrimination ['d3endo] — uepes muc-
KPHUMiHAaIliI0 32 03HAKOIO CTaTi

benefit ['benifit] — nepeBara, Burona, npusiseii; IpuOyTOK;
MaTepiasbHa aornomora (IeHcifiHa, cTpaxoBa); OTpUMyBa-
TH BUTOAY (KOPHCTBH); IPUHOCUTH KOPUCTH

canteen [keen'ti:n] — 6yder, imasbHa (IPU 3aBOAI, YCTAHOBI)

cohesive workforce [kou'hi:siv 'w3:kfd>:s] — sryproBana po-
6oya cHAa; 3TYPTOBAHUI KOACKTHB
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compensation package - 3araspHa cyMma oIAaTH IIpal;
3araabHa BHHaropoza (i3 ypaxyBaHHSM OOIIOMOT, Haaba-
BOK Ta ITiABT)

coverage [kAv(o)rid3] — saraabHa cyma pU3HKY, ITIOKPUTA [I0-
TOBOPOM CTPaxXyBaHHSI

créche [kref], [kreif]/public nursery/day nursery — sicaa
IAd gitei
dental benefits — 3y0oaikyBaapHe 00CAYrOByBaHHS

dependent [dI'pendont] — yrpumMmaHelp; 10 XKUBE Ha yTPHU-
ManHi (on); dependent child allowance — mornomora Ha
OUTHHY, sgKa nepebyBae Ha yTpuManHi; dependent’s al-
lowance — moromora Ha yTPUMaHIIIB

designing a good compensation package - naaHyBaHHA
XOPOIIIOI'0 MaKeTy IIABI (KOMIIEHCAIliHHOTO ITaKeTy)

disciplinary rules ['disIplinori] — mpaBmaa BHYTPIIIIHBEOT'O
PO3MOPAAKY, AUCITUIIAIHAPHI ITpaBHUAa

employee discounts — 3HIXKKa qA9 IpalliBHHUKA

employment begins — po6ora po3moYHuHAETHCH. ..

failure to do smth [felljo] — HecnpoMoOKHICTb III0CH 3POOHTH /
BHUKOHATHU

flexible working hours — rayukuii pobounii rpadik

for self and dependents — iaa cebe i UaeHiB cimT

fringe benefits — pgomaTkoBi Iiaprm (mIeHcis, omaadyBaHA
BiomycTKa TOIIO)

furnished accommodation [f3:nifto kbmo'deif(s)n] — yme6-
ABOBaHAa KHAA IIAOIA

generous ['d3en(o)ros] — BEAUKOMYIITHUH, IIEAPU, GAATOPO-
HUN; HIAIXETHUU

gratuity [gro'tju:Itl] — rpolmmoBUil mOmAapyHOK; 4aioBi; HAro-
ponHi

grievance procedure ['gri:v(s)n(t)s pra'si:d3s] — mopsinok pos-
ragny ckapr (abo crpas); IIOPSOOK BUPIIIEHHS TPYLOBUX
CIIopiB

guaranteed raises [geer(o)n'ti:d 'relzIs] — rapaHTOBaHE Mix-
BHUIIIEHHH

holiday entitlement ['hplidiin'tartlment] — (odiwitine) mpa-
BO Ha BIAIIYCTKY
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hours of work — po6ounii gac, roqHE POOOTH
in lieu of [lju:] — 3amicTb
incentive [In'sentIv] — cTuMya, 3a0X049€HHd, BUHAropoga

insurance beneficiary [In'[uor(o)n(t)s ,ben1'fifar1] — omepxy-
Ba4 BUTOMM 3a ITOAiCOM

job title [d3pDb 'tartl] — massa nmocamu

key to attracting talented employees ['talontid] — karou
(crrocib) mpuBabAeHHSI TAAQHOBUTHUX MPAIiBHUKIB

location of workplace [lou'keif(o)n] — MiciesHaxomKeHHs
poboTu; nucaokailiss pobo4oro micrisg

maternity leave [mo't3:nitr 'li:v] — BiamycTka y 3B’aI3Ky i3
BariTHICTIO Ta IIOAOTAMHU, AeKpeTHa BiAIlycTKa

medical insurance ['medik(s)l In'[U(s)rons] — MeguuHe cTpa-

XyBaHHS
non contributory (non-contributory) pension scheme

(plan) [kon'tribjut(e)ri] — meHciliHe 3abe3medYeHHs 3a paxy-
HOK poboTomaBIls

notice period ['noutls 'pIorlod] — mpomizkoK Hacy, SKUi Tpe-
b6a BigmpalfoBaTH IIEpII HiXK 3BiaAbHUTHCS; to be dis-
charged without notice — Gyru 3BiAbHeHUM 06e3 momepe-
mKeHHS; to give notice — moBimomaaTu; TomepemKaTH
(rpo 3BiabHeHHd To110); dismissal notice — nmonepemxen-
HS IIPO 3BiABHEHHH

on a temporary basis — Ha THM4YacoBi#l OCHOBI

overtime (shift) patterns [ouvotaim] - cucrema poboTu
TIIOHAJHOPMOBO (II0O3MiHHO)

parking facilities — cToguka nas aBTomamuH

pay cuts and reductions in benefits — 3meHIIEHHS 3aprisa-
TH 1 CKOPOYEHHS ITiABT

payable monthly [pelob(s)l] — omaauyBaHMit TOMiCIIHO

pension scheme terms — ymM0BU II€HCIHHOTO 3a6e3MeYeHHs

per annum [p3(r)'senom| — IIIOPiYHO; HA PiK

per hour/week/month/year — 3a romuHy/TUKOEHB/MicdIllh/
pix

performance [po'f>:mons| — pe3yapTaTH (IOKA3HUKH) MiFIAb-
HOCTI; IOCSATHYTi pe3yAbTaTH; BUKOHAHHS
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perks — miabra; «xaaaBar; AiBU TipoOIiTOK

points that should be mentioned in a contract of em-
ployment — nyHKTH, 9Ki IIOBHHHI OyTH 3ragaHi y TpPyLo-
BOMY KOHTPAaKTi

prosperous company ['prisp(e)res] — mponpiTamya KOM-
naHisa

rate of pay — po3mip omaaTu; craBKa; OKAAL

relief/dole [doul] — morromora 3 6e3pobitTTsa

relocation allowance - migifoMHi, KOMIIEHCAIlis 3a IIEpPEMi-
IIeHHd (IpalliBHUKA) T'POIIi Ha BAAIITYBaHHA (r1epeismn)

remuneration [rI,mju:no'reif(s)n] — BUHAropoma, OIAATa;
3apobiTHA mAaTa; KOMIIEH cAllis (36umiie mouio)

render — BiAIIIKOMOBYBaTH, IAQTHUTH KOMIIEHCAIIIO

rent — KBapTHUpHA [IAAQTA

reward [rI'wd:d] — omaaTa 1paili; BHUHaropoaa; AoXia Ha Karli-
Taa; IIpeMid (zo 3apobiTHOI maaTH)

secretive [sI'kri:tiv] — TaemMHMYN, ToTaWHUM, TPUXOBAHUHI

sick leave ['sIk li:v] — BimmycTka yepe3 XxBopoOy, BiamycTka y
3B’I3KYy 3 XBOPOOOIO

sick pay provision — 3a6e3me4eHHa OIAATH AIKAPHAHOTO

sports facilities — ymM0oBU A9 3aHATH CIIOPTOM

subsidy ['sAbsidi] — cybcumis, moraiis; subsidy from the
government — nepxaBHa CyOCHIid

the right to quit the jobs — mpaBo 3BiABHUTHCS 3 pobOTH

time on/off — yac po6ouuii/Biarya (Biamycrka)

to attract and keep good employee — npuBabutu i yTpu-
MaTH rapHOTO IIpalliBHUKA

to back up the demands — oOrpyHTyBaTH BUMOTHU

to bar from sick pay — nepemkoakaTu (3a60pPOHATH) OIIAATY
AlKapHSHOTO

to be [to go] on the dole - oxmepxyBaTu OOIOMOrY (IKYy
oraadye gepkana)

to be amended from time to time - yac Bix wacy Oyru 3mi-
HIOBaHUM (BHOCHTH IIOIIPaBKH)

to be entitled to — maru npaso

to be in arrears [0'rIoz] — MaTu 3a00PrOBAHICTE IO 3apPIAATI;
MaTH IIPOCTPOYEHI ITAaTeXKi; BifcTaBaTH (Hanp., y pooorti)

333



to

to

to

to

to

to

to

to

to

to

to

to

to

to

to

to
to

be used at the employee’s discretion — BukopHCcTOBY-
BaTHCS Ha PO3CYL ITpalliBHUKA

be used on an individual basis — BUKopucToBYyBaTHCA Ha
IHIUBiAyaAbHIE OCHOBI (AMIIE mAad OKpeMoi ocodu)

be vitally important ['vait(o)lr] — 6yTH KHUTTEBO BazKAH-
BUM; a question of vital importance — nuranHg nepruo-
panHoOl Baru

be willing to negotiate — matu GazkaHHS AOMOBASTHCS
(npo ymosu mowi0)/ BECTH IIepPeroBOPHU

earn money through raises and bonuses — 3apobaaTu
TpolIi 3aBASKH MiABUILEHHSM i IpeMiaM (HagbaBkam, 6o-
HyCaM TOIIIO)

hurt morale [h3:tmb'ra:l] — 3anomiaru mKoxy MOpPaAbHO-
My CTaHOBI

negotiate the salary and benefits — momoBasTHCa mpo
3apraarty Ta IiABr'U

notify in writing ['noutifai] (notify in a written form) -
OBIIOMAYITH y IUCBEMOBIiH hopmi

obtain from the personnel department - oxepxatu y
BimiAl KaapiB

offer free or inexpensive childcare to employee — mpo-
IOHYBaTHU MPALliBHUKOBI OE3KOIITOBHUNE ab0 melieBUi mo-
TAS[ 32 JUTUHOIO (ColliaabHe 3abe3IedyeHHs JUTHHH)
promote company values — rponaryBaTH IIiHHOCTI KOM-
namii

provide access to a stake holder pension - nHamaBatu
JOCTYII 10 MaioBoi (menmo3uTapHoi) meHcii

provide childcare services on the premises at no
charge — 3abe3meynTH moradgn 3a AUTHHOI Ha TepPUTOPIl
OianpreMcTBa 0€3KOIIITOBHO

pursue a degree in a relevant field [po'sju:] — no6uBaTu-
cs1 3m00yTTa BUEHOTO CTYIIEHS yV AaHil raaysi

require [rI'’kwals] — BUMaraTu, HaIloOAdTaTH, IIOTPebyBaTy;
HakasyBaTH, BilaBaTH HakKa3

require by law — BumaraTu 3rifiHoO i3 3aKOHOM

start at a standard rate with standard benefits — pos-
OYMHATH (npayroeamu) 3 6a30BHM OKAAOM (CTABKOIO) Ta
6a30BUMHU ITiABTaMHU
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to update the skills — migBuIyBaTH KBaAiikaIliro; BAOCKO-
HaAIOBaTU HaBUKMU (IPaKTUYHUH TOCBin)

to vary ['veorI] — pisHUTHCS, BiApPi3HSITHUCS;BHOCUTH II0OIIPaB-
KU (y 4OroBip)

tuition exchange [tju'tf(o)n Iks'tfeind3] — HaBuaabHA IPO-
rpama 1o ooMmiHy
unpaid hour for lunch - HeonmrauyBana nepepnBa Ha 00if

welfare ['welfes] — comiasnbHe 3abe3nedyeHHs; MaTepiasbHA
moriomora, 1o6polbyT, JOCTATOK
work at other sites — mpairoBati Ha iHIIMX 00’€KTax

Derivatives
allow [o'lau] — allowability [o'lausbilsti] — allowable [o'lausbl] —

allowably [o'lausbli] — allowance [o'lauon(t)s] — allowed
[e'laud]

disciplinable [, disoplinebl] — disciplinarian [disoplinearion] —

disciplinary ['disoplin(e)ri] — discipline ['diseplin] — disci-
plined ['disoplind]

executable ['eksikju:tobl] — executant [ig'zekjotont] — execute
['eksikju:t], ['eksokju:t] — executed ['eksokju:tod] — execut-
ing [ ekst'’kju:tin] — execution [eksi'kju:f(o)n], [ekso'kju:[(o)n] —
executioner [eksi'kju:f(o)ns], [ekso'kju:f(o)ns] — “Execu-
tive” [1g'zekjutiv] — executor [1g'zekjuts], [eg'zekjuto] — ex-
ecutorial [1g'zekjutorial]

fail [fe1l] — failed [fe1ld] — failing ['feilig] — failover [fe1l'ouvs] -
failproof [ferl'pru:f] - fail-safe [ferlserf] - fail-safety
[ferl'serft1] — failure ['fe1ljo]

insurability [in'[uerabiloti] — insurable [in'[uerabl] — insur-
ance [In'[uor(o)n(t)s] — insurant [in'[uer(o)nt] — insure
[1n'[ud] — insured [In'[uad] — insurer [In'[uord]

pension ['pen(t)f(s)n] — pensionable [pen(t)f(s)nobl] — pen-
sionary ['pen(t)f(s)nori] — pensioneer ['pen(t)f(s)nis] — pen-
sioner ['pen(t)f(s)ns]
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subsidiarity [seb,sIidI'eerst1] — subsidiary [seb'sidi(e)rI] — sub-
sidization [sebsidi'zelf(s)n] — subsidize ['sAbsidaiz] — sub-
sidy ['sAbs1d1]

Lesson #11
Professional Ethics

adhere [od'hIo] — 3aammIaTrca BipHUM, JOTPUMYBATHCS, IIPH-
AWIIATH, IPUCTABATH

anxious ['en(k)fss] — 1) crypbGoBaHuii, CTPUBOXKEHMH, 3aHE-
nokoeHU# (uumcw — for, about): I am very anxious about
your health — g gy>Ke 3aHEIIOKOEHHMH...; 2) L0 ITaAKo Ga-
xkae: he is anxious to read this book — BiH gyke xo4e ...

appearance [0'pIor(o)n(t)s] — 30BHIIIHIN BHUrAdn, I10SBa; IIPU-
OyTTda

appropriate [o'proupriot] — ImigxoxKWH, BiAIIOBiAHWI; moped-
HUN, OpUAaTHUH (OAs 9oroch — to, for); BAACTHUBUH, HPU-

TaMaHHHUH (to); 2. [o'prouprielt] IpUBAACHIOBATH; KPaCTH;
aCUTHyBaTH; IPUCTOCOBYBaTHU

argue ['d:gju:] — cruepedaTtucs (3 KHMMCb — Wwith, against; Ipo
m10ch — about); apryMeHTyBaTH

avoid [o'vdId]| — YyHHKaATH, YXUASITHCS; aHyAIOBATH, CKaCOBY-
BaTH

awareness [o'weonss| — o6i3HaHiCTE

beaded ['bi:did] — HaHM3aHUH (IIPo HAMHUCTO); 10 Mae POPMY
Gicepy, Kpariai

beyond [b1'jond] — o Toii 0ik; 3a; Ham, IOHA, BUIIE

bore |bd>:] — Hamoky4yaTu, Habpunatu; he bores me to death —
BiH MeHi cTpallleHHO Habpun; Hyabera — what a bore! — axa
"Hygota!

bored [b>:d] — 110 HyAbryE; I'm bored — MeHi HAGPUIAO
carefully ['keof(o)l1] — mbGaiianBO, CTapaHHO; PETEABHO; YBasKHO
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casual dress/clothes [kee3wol dres]/[kloudz] - monenHa
CyKeHKa/omdr

chew [tfu:] — xyBaTu; XKyiika

clench [klentf] — cTucKkyBaTH; 3aX0nAIOBaTH, 3aTHCKYBaTH

comment [kdment] — KoMeHTap; IIPHUMITKAa; TAyMadeHHH;
KOMEHTYBATH, TAYMAa4YUTH, PO3’ACHIOBATH

confidence [konfid(o)n(t)s] — moBip’a; ymeBHeHiCTB;, KOHI-
JIEHIIHHE [TOBiOMAEHHS, TAEMHUIIT

contact [kdnteekt] — HOTHK; KOHTAKT; KOHTAKTH, 3HAHOMCT-
Ba, 3B’a3kY; [kon'teekt] — cruraruca (3 — with), 6yTH B KO-
HTaKTi; BCTAHOBAIOBATH 3B’A30K

contrary ['kontr(o)rI] — IpOTHAEKHUH; CYHIPOTUBHHUH; Cylle-

peunmii; [kon'treori] — ynepTuii, CBaBiABHUM, IPUMXAUBHHI

count [kaunt] — paxyBaTu; ragaTH, IPUILyCKaTH; MaTH 3Ha-
4eHHd; to count for nothing — He 6paTu A0 yBaru; He MaTU
HIIKOTO 3HA4Y€HHS; PaXyHOK; IIiJPaxyHOK

courteous ['k3:tIos] — BBiUAWBHH, HOINTUBUH, YeMHHH

design [dI'zaln] - 3agymyBaTH, MaTH HaMip; IPOEKTYBaTH;
HaMip; 3aAyM; IIPOEKT; KOHCTPYKIIisl; MaAlOHOK; Bi3epy-
HOK; AU3aiH

dress code [dres koud] - yuidopma; nmpaBmuaa, o BUMara-
IOTh HOCUTH IIEBHUM oOsar Ha PoboTi

excessive [1k'sesIv] — HagMipHUHI

extend [1k'stend], [ek'stend] - mpocrararu(cs); HaTaratu
(Opim mowo); momuproBaTHU

extravagant hairdo [1k'streevogont 'heodu:] — ekcrpaBaranT-
Ha (Wo Kuoaemvcs 8 oul, HAOMIpHA) 3adicKa

eyebrow ['atbrau] — 6poBa

fad [feed] — mpuMxa, UBAIITBO; IIYHKTHK; CKOPOMHUHYIIIE 3a-
XOIIA€HHS; Syn: vogue

fashion for casual dress [feef(o)nfo 'kee3usldres] — moma Ha
TIOBCAKIEHHUHN OAT

fist [fIst] — Kyaak; BKa3iBHUN 3HAK y BUTAS/l AABIS; YAAPH-
TH KyAaQKOM

frown [fraun| — HacynaoBaTH OpPOBH, AUBUTHCS HECXBAABHO
(Ha — at, upon); MOXMyPHUH BUTAL; HACYIIACHI OpOBHU
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helpful ['helpf(9)l], ['helpful] — kopucHM

hi-tech/high-tech companies [har'tek kanmponiz] — Brcoko-
TEXHOAOTIYHI (3 CyJaCHUMH TE€XHOAOTIIMH) KOMIIaHii

impact [Impaekt] — BmamB, ymap; momrroBX; [Im'psekt] —
OIiABHO CTHUCKYBaTH; 3MII[HIOBATH; BAAPSITHU(CH)

impression [Im'pref(o)n] — BpaxkeHHs; yIBACHHS; LyMKa

jewelry/jewellery ['d3u:olrl] — KOIITOBHOCTI; IOBeAipHi BH-
pobu

judgment/judgement [ 3Ad3mont] — nymka; cymkeHHs; cy-
IOBE PillleHHSs, BUPOK

low-cut dress [ lou'kAt] — maaTTa 3 BEAUKMM BUPI30M (OE€KOABTE)

loyal to colleagues ['IDIol to 'kdli:g] — Bimmanwmii/BipHUE KO-
AeraMm

maintain [melIn'tein] — migTpumyBatHu; 30epiraTH; yTpUMYy-
BaTH

matching suit [meetfIy sju:t] - migibpanuit KocTiOM (SIKHH
racye 3a KOABOPOM, KPOEM, CTHAEM)

moderate ['mdd(o)rot] — moMipHHY; cTpUMaAHUN

mustache/moustache [mo'sta:[] - Byca

neatly [ni:tli] — akypaTHO, oxaiiHO

overseas visitor [ouvo'sii(z) 'vIzIts] — «3aMOpCHKUE» (3aKOP-
JNOHHUH) TicThb

position [po'zif(o)n] — mocama, craBAEHHsS; TOYKa 30py; CTa-
BUTH; PO3TALIOBYBaTH

punctual ['pAgktfusl], [ pAgktjusl] — nyHRTyasbHUH, TOYHAHN
require [rI'kwals| — BuMaraTy; Haka3yBaTH; II0TpedyBaTu

ridicule ['ridikju:l] — BucMmitoBaTH; MigHIMATH Ha TAYM; TAYM;
CMiXOBHUHHICTb, capKa3M

scowl [skaul] - xmypuTHCH, CynmuUTHCH, OUBUTHUCHA CEPIOUTO
(at); moxXMypHUH BUTASIM; CEPAUTHH IIOTAST

self-confident [selfkonfid(e)nt] — BneBHeHu# y cobi; camo-
HaOIgHUH

share [[€0] — obminmoBaTuca (iHdopMalli€ro TOIO); MIAWTH,
PO3MOMiASITY; aKllid; YacTKa; nau
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shave [[e1v] (shaved; shaved, shaven) — roauTucs; roainas

slouch [slautf] — cyryaurtucs, ropburucs; HesrpabHa Xoma,
CYTYAICTB

spike [spalk] — 1mmr, BAX TOCTPUH BHUCTYII; BiCTpPs; 3aKpill-
agru munamy; spike heel (spikes) — KabOAyk «IIITHABLKA»,
TydAl Ha «IIIITHABILI»

stare [st€o] — MHABHO AWBUTHCS; BUTPINIATH OYi (HA KOTOCH —
at, upon); cTHUpYaATH (IIPO BOAOCCS TOIO); 3AUBOBaHUN
(MUABHUME) TTOTAS

strict dress code - crporuii gpec-Kozg

striped shirt [straipt [3:t] — cmyracra copouka

survey on dress code ['s3:veI] — mOCAiMKeHHS (oradan) 3
Ipec-KOomoy

tense [tens] — cTBOpOBATH HAIIPYKEHICTh, HAIIPYKEHUH

to accept criticism [ok'sept 'kritisiz(o)m] — mpuiMaTH KPUTHUKY

to apologize graciously [o'pdlod3aiz 'greifosli] — ar6’a3HO
IIepEeNpPOoIIyBaTH

to be calm in an emergency [bi: ka:m In on I'm3:d3(o)n(t)sI] —
OyTH CIIOKIMHUM (XOAOOHOKPOBHHUM) y HAA3BHYAHHUX CH-
Tyaliax

to be welcomed [bi: 'welkomd] — 6yru OaskaHuM (AackKaBo
OPUHAHATHM)

to control temper [kon'troul 'temps] — OyTu cTpuMaHuUM (KO-
HTPOAIOBATH XapaKTep/HacTpili/caMoBAaIaHHs)

to follow instructions [flou In'strakf(o)ns] — moTpumy-
BaTUCHd BKa3iBOK

to tackle a job ['teekl o d3ob] — enepritino GpaTucsa 3a poGoTy
to wear (wore, worn) earrings [Wes 'IorInz| — HOCUTH KYABUHKHU
to work hard [w3:k ha:d] — HanoaerauBo npairoBaTu

torn jeans [td:n d3i:nz| — mopBaui mxkuHcy; a faded pair of
blue jeans — nmapa DoTepTHUX (BUAMHAAUX) IZKHUHCIB

trim [trim]| - minpisyBaTtw; migcTpuraTH; yrnopaaKoBYBaTH,
OXaWHWM; BUIIIyKaHUHU

trustworthy ['trast,w3:0I] — 1m0 3acayroBye Ha HOBipy; Ha-
MIAHUN
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unacceptable [Anock'septobl] — HenpuHHATHHUN;, HEIPHILyC-
TUMUHN

well-groomed [ wel'gru:md] — moOpe HOTASHYTHI; BUNEIIEHUH

Derivatives

care [kes] — carefree ['keofri:] — careful ['keof(e)l] — carefully
['keof(o)l1] — carefulness ['keof(o)lnos] — careless ['kealos| —

carelessly [keolosli] — carelessness [keslosnas] — carer
['keors]
confide [kon'faid] — confidence [konfid(e)n(t)s] — confident

[konfid(s)nt] — confidential [ konfi'den(t)[(s)l] — confidentiality
[ konfiden(t)1'eelot1] — confidentially [ konfr'den(t)f(s)l1] — con-
fiding [kon'fardig]

consult [kan'sAlt] — consultancy [kon'sAlt(e)n(t)sI] — consultant
[kon'sAlt(s)nt] — consultation [kons(o)l'te1f(s)n] — consultative
[kon'sAltotiv] — consulting [kon'sAltig]

enthuse [In'6ju:z] — enthusiasm [In'thju:ziez(e)m]| — enthusiast
[In'Gju:zieest] — enthusiastic [In,Bju:zi'eestik] — enthusiasti-
cally [1n,thju:zI'aestikal1]

lead [li:d] — leader [li:do] — leadership [li:dofip] — leading
[li:d1ig] — leadless ['li:dlos]

occasion [o'keI3(s)n] — occasional [o'ker3(o)n(e)l] — occasionalism
[o'’ke13(o)n(o)l1z(s)m] — occasionally [o'ke13(o)n(o)l1]

Lesson #12
Stress

ability to express emotion - 3gaTHICTE BUpazkaTu emortii
arrangements — TOMOBACHOCTI, PO3IOPSIZKEHHS
balance ['bzelon(t)s| — 6asanc
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be able to change the way smb behave — 6ytu B 3M03i 3Mmi-
HUTU CIIOCIO ITOBEMIHKHU

be fed up with — 6yt cutuM 1o ropao

be in trouble — Oytu B 6ixi

can’t stand — He MOXKy TepIiTH

cause [kd:z] — npuunHa
cause problems in the personal life — cTBOoproBaTu mpo-
6AeMH B OCOOHCTOMY KHUTTI

compare [kom'pé&s] — HOPiBHIOBATH, CIiBCTABASITH

cope (successfully) with stress/pressure — cropaBaaTucga
(ycmimmHo) 3i cTpecoM / THCKOM

emotion [I'mouf(o)n] — emorrii

exist [1g'z1st], [eg'zIst] — icHyBaTH, KUTH

experience problems — 3a3HaBaTH IpobAeM

find out what the problem is — 3’acyBaTu, B Yomy mpobaeMa

flexible in working arrangements — rHyyka cxema oprasi-
3amii mpari; 3miHEHH rpadgik pobotu

get promoted — oTpuMaTH IiABUIIEHHY 10 CAY2KOi

health and safety measures — 3axo/1u 3 OXOpOHU mpartii

increasing job insecurity - ninBumenHa HecTabiabHOCTI
pobouux micib

interpersonal relationships — mizkoco6HCTiCHI CTOCYHKU

intimidation - 3aagkyBanH4, MmIaHTaXK; YTUCKAHHS, YTHUCK

major causes of stress — 0CHOBHI ITPUYNHU CTPECY

make progress in the career - mgomorrucsa mnporpecy B
Kap’epi

manage stress successfully - ycoimHo crnpaBasgTHcs 3i
CcTpecoM

pretend that problem doesn’t exist — pobutu Buraan, 1o
npobaeMH He icCHye

seek social help — mykaTu coliaapHy QOIIOMOLY

solution - pimmesHga

supervisor ['s(j)u:povalzo] — iHCIIEKTOP, KOHTPOAED; Haragaa4
tight deadline — cTucanii rpaHUYHUE TEPMiH (CTPOK)
trust — noBipaTH(CH); HOKAaIATHUCS (HA KO20CH)

unsatisfactory working conditions [Anseetis'feekt(o)r1] —
He3aI0BiABHI yMOBHU Iipalli (po6oTH)
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work under constant supervision [kon(t)stont][,su:pa'vi3(e)n] -
IpalfoBaTH il IIOCTIHHUM HATASITIOM / KOHTPOAEM

work-life balance — piBHOBara «aimM-poboTa» (Chi88IOHOUWEHHS
MK Uacom, npogedeHUM Ha pobomi i ocobucmum uacom)

workload [w3:kloud] — 06’em pobGoTy, HaBaHTaXKEHHH (KiAb-
KicTb poboTH, Ky poOGITHUK 3000B’I3aHUM BUKOHATH 34
neBHHUU nepion, B pobouunii gac)

Derivatives

compare [kom'pgs] — comparer [kom'pegors] — comparing
[kom'péeoriyg] — comparison [kom'peeris(o)n]

emote [I'mout] — emoticon [I'moutlkdn] (cmaiiamk) — emo-
tional [1'mauf(s)n(s)l] — emotion [I'moauf(s)n] — emotionable
[I'mouf(e)nabl] — emotional [I'mauf(s)n(s)l] — emotionalise
[I'mouf(o)n(d)laiz] — emotionalism [I'mouf(o)n(o)liz(e)m] -
emotionalist [I'mouf(e)n(s)lIst] — emotionality [1,moufo'neel1t] —
emotionless [1'moauf(s)nlos] - emotionlessness
[1'mouf(o)nlosnas]

exist [Ig'zIst], [eg'zIst] — existence [1g'zIst(o)n(t)s], [eg'zIst(o)n(t)s] —
existent [1g'zIst(o)nt], [eg'zist(e)nt] -  existential
[egz1'sten](0)l] — existentialism [egzis'tenf(s)l1z(o)m] — exis-
tentialist [egzi'sten(o)list] — existing [ig'zisting]

experience [1k'spIorlon(t)s], [ek'spIorIon(t)s] — experienced
[1k'spIorion(t)st] — experiencer [1k'spIorionss| — experien-
tial [1k,splorI'enf(s)]]

manage ['meenid3] — manageability [ meenidgs'biloti] — man-
ageable ['meenid3obl] — managed ['meenid3d] — manage-
ment ['meenidimont] — manager ['menid3o] — manageress

[[meenid3(s)' res] — managerial [ maens'd3Iorisl]
promote [pro'mout] — promoter [pro'mouts] — promoting

[pro'moutin] - promotion [pro'mouf(s)n] - promotional
[pra'mouf(o)n(s)l] — promotor [pro'mouts]
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reason [ri:z(e)n] — reasonable [ri:z(o)nabl] — reasonableness
[riiz(e)noblnis] — reasonably [riiz(o)nebli] — reasoning
['ri:z(e)nIn] — reasonless ['ri:z(o)nlos]

success [sok'ses| — successful [sok'sesf(9)]], [sok'sesful] — suc-
cessfully [sok'sesf(o)l1], [sok'sesfuli]

trust [trAst] — trustee [trAs'ti(] — trusteeship [tras'ti:fip] -
truster ['trasts] - trustful [‘trastf(e)l]] - trustfully
['trastf(e)lr], ['trastfulr] - trustfulness [‘trastf(o)lnes] -
trustiness ['trastines] — trustless ['trastlos] — trusty ['trasti]
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