Unit6 JOB HUNTING

Tembl 1 cuTyanuu: Y CTpoHCTBO Ha padOTy (aHKETa, COMPOBOAUTENBHOE TMCHEMO, pesfome 1 CV,
WHTEPBbIO, OnarogapctBerHoe nmucbMo). Uto HAJIO u yto HE HAJIO nenate B mouckax paboThl.
I'pammaruka: [lpunararensusie. Hapeuus.

IUAJOT

TST Systems was looking for the position of Commercial Director. Three applicants came for an
interview after they had submitted their Resumes. The third and the most successful was Mr Kim.
Here is the interview with him.

— Good morning, sir.

— Good morning. Come in. Mr Kim, isn’t it? Please take a seat. You will have to excuse me a moment
while I finish signing these letters. Meanwhile please fill in the application form... . There, that’ll
do. Now I can concentrate on you, Mr Kim. Tell me, how long were you in your last job with Alpha?

— Five years. | am only leaving because the firm is moving to Almaty, but I think a change will do me
good.

— What do you know about our company? Have you got any questions for me?

— I know that this is a very promising company, so I’d like you to inform me what will be the major
focus of efforts in the next few years?

— We plan to expand our activities with English-speaking countries, mainly England, to buy equipment
and technologies from there and run training programs here. We need a team of creative people to
make our company competitive in the world market.

—  What will my responsibilities and obligations be during the first year?

—  Well, first of all to be responsible for our contacts with English partners. You will need to skill-fully
negotiate for and buy equipment. The job will involve much travelling. There is likely to be a trade
fair in London soon, which we hope you will be able to go to.

—  Ho6poe yTpo, cap.

—  Ho6poe yrpo. Bxogute, Bxogute cmenee. Bet M-p Kum, He Tak mu? Canurech, MoxKamyncra.
[TonoxxauTe, MoKa 5 HE 3aKOHYY MOANMCHIBATH 3TH MHUCbMa. TeM BpeMeHEM 3alOIHUTE,
noXkanyicra, 3Ty aHkeTy... . Hy, Teneps Bce, u g Mory 3anatbcs Bamu, m-p Kum. Ckaxure, kak
noiro Bel paboranu B pupme Asnbda?

— Ilare ner. S yXoxy TOJIBKO IOTOMY, YTO Hamia ¢pupma mepeezxaet B AIMaThl, HO TyMaro, 4TO
IepeMeHa MoMAeT MHE Ha TOJb3Y.

— Uro BrI 3Haete o Hameit pupme? Y Bac ecth kakue-1ub0 BOpoCk KO MHE?

— Ilonarato, uro Bama ¢pupma umeer Oomnblre nepcrekTuBhl. S xoten Obl y3HaTh OT Bac, Ha yeM Bbl
co0upaeTech COCPEAOTOUNTh CBOU YCHIIMS B OJIMOKalIIne ro/nl?

— Mbpl miianupyeM pa3BepHYTh ACSATEIbHOCT B AHIVIOS3bIYHBIX CTPAHAX, B OCHOBHOM B AHIUINH,
3aKynaTh TaM 000pyJOBaHHE, TEXHOJOTHH, a TAKXKE OPraHU30BaTh 3[€Ch O0YUCHHE CIICLUATHNCTOB.
Hawm HyxHa cuibpHas TBOpUecKasi KOMaH/a, 4TOOkI Halla upmMa co BpeMEHEM CcTaa
KOHKYPEHTHO-CIIOCOOHOI HA MUPOBOM PBIHKE.



— 3auro 1 OyaQy oTBeYaTh M Kakue y MeHs OyayT 00S3aHHOCTH B MEPBBIi TOA padoOThI?

— B nepByto ouepenr Bel Oynere oTBevaTh 3a Halll KOHTAKTHI ¢ aHTJIMACKAMU MapTHEPaMH, BECTH C
HUMHU TIEPErOBOPHI U 3aKyNnaTh o0opyoBaHrue. Bam HykHO OyzeT MHOTO myTemecTBoBaTh. Keraru,
BcKope B JIOHIOHE COCTOUTCS sipMapka, Ha KOTOpyIo BEI, 51 Hajgeroch, moexere

— OK. Do you work well under pressure?

— Yes. I am accustomed to working under pressure.

— Are you a leader, an entrepreneur by nature?

—  Yes, I think so.

—  Yes, Isee. So tell me what are your three main strengths?

— I think they are: reliability, loyality, and energy.

All right. Now, Mr Kim, [ am quite prepared to offer you a job with us. You have excellent references

from your previous job. You’ll start on $450 and if you do we’ll review it after three months. The hours

are from nine to five thirty, with an hour for lunch and a fortnight’s holiday. Does that suit you?

Any questions?

— What about travel? Where will I go and for what length of time?

— Mostly to England for not longer than a month.

—  All right. When do you want me to start, sir?

— Ina week, if possible.
— lam afraid I can’t start working till the 10th October.

— No problem. We’ll be seeing you on the 10th then?

— Yes, certainly. Thank you very much. Goodbye.

—  Goodbye.

— JlagHo. BBI XOpOIIO ITEPEHOCUTE NTOBCEAHEBHBIE HATPY3KH?

— Ja. Sl mpuBBIK HaNPsKEHHO paboTaTh.

— BrI mo Harype nuaep, npeAnpuHUMAaTENb?

— Hywmaro, 4To jaa.

— Ja, s monumarto. Mrtak, ckakute, KakoBbl Baly Tpu OCHOBHBIE IOCTOMHCTBA?

— Hymaro, 4TO 3TO: HaACKHOCTb, JIOATBHOCTD, IHEPTHSL.

— Xopomo. Teneps, M-p Kum, s roToB npeanoxuts Bam padorats ¢ Hamu. Y Bac oTnu4HbIE OT3BIBBI

¢ mpenpiaymieit padotsl. Jlymaro, uto HauHeM ¢ 450 momtapos, a eciu Bl ceOst XopoIo mokaxere,
TO Yepe3 3 mMecsia MBI iepecMoTpuM Bary 3apmiaty. Mber pabotaeM ¢ AEBSTH J0 ITOJTOBHHBI



LIECTOTO C YACOBBIM IEpEepbIBOM Ha 00e/ U ABYXHENEIbHBIM OTIYCKOM. Bac 3To yctpanBaet?
Bompocsr ects?

— HacdeT KOMaHAMPOBOK, X MPOTOJDKUTEILHOCTD, Kyaa?
— B ocHOBHOM B AHIIIHIO, U HE J10JIbLIIE, YEM HA MECSL.
—  Xopomo. Korma Ber xotute, uTo0b! 51 Hayan padoTaTh?
— Ilo BO3BMOXXHOCTH 4epe3 HEAEINIO.

— botoch, uTo s MOTy HauaTh TOJIBKO € 10 OKTAOPS.

— Orto0 He BaxkHO. UTak, yBUIUMCS AECATOr0?

— Nla, xoneuno. bonemioe cnacu6o. [lo cBumanus.

— Jlo cBupanus.

SI3BIKOBBIA KOMMEHTAPUN

position - JOKHOCTB;

vacancy, opening position — BakaHcHs

application - 1) 3asBieHue, 3asBKa, oOpalieHue, IPochoa;

written application — nuceMeHHOe 3adBieHNE;

application for the position — 3asB1eHNE 0 324K CIEHNH HA TOMKHOCTE;

application to smb — 3asBeHuEe Ha Ybe-TO UM,

applicant — npeTeHIeHT, 3asIBUTENb; 2) TPUMEHEHNUE;

to apply — 1) 3aaBisATh, 0Opamarscs; 2) IpUMEHATh

job - pabota (kak MecTo pabOTHI, KOHKPETHOE 3aJaHUEC U PE3yIbTaT paboThI).

Cunonumsbl: piece of work, task. OcHoBHOe pasanune Mexay job u work 3akirouaercs B ToM, 4To work
— HEHCUHNCIISIEMOE CYIIECTBUTEIBHOE, a job — ucuncisiemoe. [loaToMy 06beM paboThI JTydie
ONMKCHIBACTCS CylIeCTBUTENIbHBIM Work, Hanpumep: [ have a lot of work as a secretary — Y MeHst MHOTO
cekperapckoil paboTel. Kpome Toro, work MoxeT BbICTYHaTh B POJIM IJ1aroja

promising - TEepPCIEKTUBHBIN, MHOTOOOCIIIAIONTNN, TOJAIOIIHI HaIEHKIBI.

CunonumM: prospective

effort - ycunue, HanpspKeHUE, TOMBITKA;

to make an effort — caenats nomeITKY;

constant efforts to attain one’s end — mocTossHHas 60pb0a 3a MOCTHKEHUE LIETTH

creative - TBOPYECKHI, CO3UAATEIBHBIN.

IIpousBoausbie: to create — co3umaTesb, TBOPUTH;

creation — co3znanue (mporiecc);

creator — co3aTelb,

creature — co3laHue, )KUBOE CYIIECTBO

competitive - 37ech: KOHKYPEHTHOCITOCOOHBIH. [Ipyrue 3HaUeHUS 3TOrO CI0Ba — COMEPHUYAIONTHH,
COPEBHYIOUIUICS, KOHKYPUPYIOLIIUNA, KOHKYPCHBIN

competitive examination — KOHKypCHBII 3K3aMeH

responsibility — 1) oTBeTCTBEHHOCTS;

to assume (to accept, to take) responsibility — B3sTs Ha ce0s1 OTBETCTBEHHOCTB;

to decline all responsibility for smth — cHsATE ¢ ce0s BCAKYI0 OTBETCTBEHHOCTD 33 YTO-TO;
the responsibility rests with the author — oTBeTcTBEeHHOCTE HECET aBTOD; 2) 00S3aHHOCTE; 3)
IJIATEKECTIOCOOHOCTH (amep.)

obligation - 1) 06s3aTenbpCTBO;



contractual (treaty) obligations — moroBopHbIe 00513aTENBCTBA;

under (an) obligation to smb — 00s3aHHEIN KOMY-TO; 2) 005S3aHHOCTb.

Cunonum: duty

skillful - ymenbIii, HCKyCHBIH, OTBITHBIN.

Cunonum: experienced

negotiation(s) - meperoBopsl, 00CYXKICHUE YCIOBHIA;

to conduct (to carry out, to hold) negotiations — BecTu neperoBopsl.

Cunonum: talks

entrepreneur — MpeIpUHIMATENb, BJIAJENEI MPEANPUATHS, IPOCTO MPEIPUNMYHNBEIN YenoBeK. B
HEKOTOPOM CMBICJIE CHHOHHMOM MOJKET CIyXHUTh businessman

fair - 1) yecTHBII, cripaBe MBI, 3aKOHUCHHBIN;

fair employment practices —

npueM Ha paboty 0e3 AuckpuMuHanuu (amep.); 2) sspmapka; 3) OeIOKypbIi, CBETIbIN

strength — 1) cuna, 2) 10CTOMHCTBO.

CunonuM: advantage

reliability — nanexxaOCTS; to rely on (upon) smb — monaratbcst Ha KOTO-TO, HaJIEATHCS, TOBEPATH
tension — HanpsKeHUE (371€Ch B IEPEHOCHOM CMBICIIE).

CunonumM: pressure. I work under pressure. — 51 paboraro nmox naBieHneM (HaMpPsHKEHHO).
reference — 1) cchuika, 2) pekomeHnaamus, or3siB. To have good references — UMeTh XOpOIITUE OT3BIBHI;
who are your references? — xTo Mmoxet 3a Bac mopyuutbcs (peKoMeH10BaTh)?

CunonuMsl pekoMeHnaarenbHoro nuceMa: Letter of Recommendation, Testimonial
experimental period — ucnbITaTENBHBIN CPOK.

CunonumM: term of probation

length — 1) qnuHa, 2) NpogOMKUTENTFHOCTD.

CunonuM: duration

environment — OKpy)karoias 00CTaHOBKa, OKpYXCHHE, CPe.a;

one’s home environment — cemeiiHast 06cTaHOBKA

superior, supervisor - HaudaJbHUK

subordinate - MOAYNHEHHBIA

senior - cTapmuii (1Mo JOMKHOCTH)

junior - MJIQIIIHH (110 TOJKHOCTH)

officer - TOJDKHOCTHOE JIUIIO

connections - CBS3U; JIOAM, 00JAAONTNE CHUIION, YTOOBI TOMOYb
to earn - 3apabaThIBaTh (ICHBIH)

to discharge - yBoiHTE, BRITHATH C paOOTHI
compensation - o0Iiee Ha3BaHHUE OILUTATHI IPOACIIAHHON pabOTHI

charge - o0miee Ha3BaHME OIUIATHI JIOOBIX YCIyT
salary - 3apIiiaTa CIyXamux

wages - 3apIuiaTa pabodmnx

fee - TOHOpap TBOPYECKUX paOOTHUKOB
fringe benefits — paznuuHOTO pona IErOTH Ha paboTe
bonus - Ipemus

red tape (pasr.) — kaHuensapckas (OymaxHas) padota
deadline - KOHEYHBII CPOK IIOJa4U 4Ero-TO

labour contract (agreement) - TpyZ0BO€ COrJallIeHUE

CiaoBa n BBIPAKCHHUSA 110 TeMeE:

You have excellent references from your previous job.
¥ Bac npekpacHbl€ OT3bIBBI C IPEAbIAYIIEH paboThI.
What do you consider a fair salary?

Kakyro 3apnnary Bel cuntaere nocroitHoit Bac?

The hours are from nine to five thirty.



Ml pa60TaeM C ACBATHU OO IIOJIOBHUHBI HICCTOIO.

Mmr IMPUBOJAUM 3J€CH MPUMEP NJOBOJBHO MPOCTPAHHOT'O COMPOBOAUTEIILHOI'O IMTMCbMa. OOBIYHO OHO
3HAYUTCIBHO KOPOYC, OAHAKO HECKOTOPLIC (1)pa3BI nu O60p0TLI U3 HETO BIIOJIHE MOT'YT OBITh
HCIOJIb30BAaHbI MPU HAITUCAHUHU q)yHK]_[I/IOHaJ'H:HOI‘O (C PaACKpPBITUEM Bamux HaBLIKOB) PE3rOME.

IIpuMep conpoBOAUTENHLHOTO MUCEMA
(Sample Covering Letter)

Mark Diamond

4701 Pine Street, #K-13
Philadelphia, PA 19143
Tel. 1-(215)-748-3037
April 2, 2002

Dear Mr B,
I am a first-year student in the M.B.A. program at the Wharton Business School in Philadelphia.

I understand that you are heading the independent airline. I have heard from my friend Mr. Bill
Eastmann, a student at Duke University’s Fuqua School of Business, that you might wish to have an
American M.B.A. student work with your airline this summer as an intern. I am very interested in the
possibility of such an internship during the summer of 2002.

My professional experience has given me an in-depth knowledge of the air transportation
industry.
I have, in particular, worked for American Airlines, the Federal Aviation Administration, and Kurth &
Company, Inc., an aviation consulting firm where [ was Manager of Airline Analysis. My responsibilities
included the study of schedules, fares, equipment selection, and financial results. Notably, I prepared
numerous feasibility studies for both jet and turboprop routes, including passenger and cargo flights, for
proposed transatlantic and transpacific services.

I wish to place this experience at the disposal of your airline. I believe strongly that my
knowledge of the deregulated air transportation industry in the United States could be quite beneficial to
your carrier.

I have enclosed a copy of my resume.
If my background and qualifications are of interest to you, please telephone me on (215)
748-3037.

I would be interested in meeting you in mid-April in New York to discuss further the possibility of
such a summer position, and your requirements.

I look forward to hearing from you soon.
Yours sincerely,



Mark Diamond

Kaumre u BbIpakeHHsI CONPOBOAMTEIBHOI0 MUCHMA:
— With reference to your advertisement in “Daily Post” of Tuesday, January 10, I would like to
apply for the position of... in your company.- Ccrinasics Ha o0bsBieHHE B «/eimu-IlocT» ot 10

SIHBapsl, BTOPHUK, 51 XOTeJ Obl MPETEHI0BATh HA JOJDKHOCTG. .. B Ballel gupme.

— Irecently heard from... that there is a vacancy in your sales department.-
Sl HelaBHO yCJIBILIAI OT... O BAKAHCHHM B BallleM TOPTOBOM OTJEJIE.

- I am used to working on my own. — I IpuBBIK paboOTaTh CAMOCTOSATEIHHO.
- I appreciate the opportunity to work on my own initiative and to take on a certain amount of
responsibility. — I BEICOKO 1IeHI0 BO3MOXHOCTE paboTaTh C AODKHOW MEpOi OTBETCTBEHHOCTH,

TPOABJIIAA CO6CTB€HHYIO HWHUIOUATHUBY.

- During training for my present job I took courses in marketing.- Bo Bpems o0yuenus mis
MTOJyYEeHHSI TOJDKHOCTH, KOTOPYIO 1 3aHUMAl0 B HACTOSILIINI MOMEHT, 51 3aKOHYIJI KypChl MapKETHUHTA.

- Since my present offers little prospect for advancement, I would prefer to be employed in an
expanding organization such as yours. — Tak kak Mosl HacToAIIas JODKHOCTH HE Ta€T MHE OONBITUX
BO3MOKHOCTEH AJIsl MPOABMIKEHHUS, 51 XOTeN Obl pad0TaTh B TAKOH MEPCIEKTUBHON OpraHU3allH, KaK
Bala.

- I am at present earning... per month. — B HacTos1ee Bpems g MOTy4aro... B MECSL.

- Thank you for offering me the post/position of... - Brarogapro Bac 3a to, yto Bl npeaynoxunu Mmue
JOJDKHOCTb. ..

- I have pleasure in accepting this position. — C y1oBoIbCTBHEM OIPUHUMAIO 3TY TOJKHOCTb.

— I am looking forward to commencing work on September 1. — C HeTepneHneM XAy Hauana
pabotsl 1 ceHTsOpS.

I[InceMeHHBINH 0TKA3 OT NMpeJIoKeHHOH padoThI:



— I regret to inform you that I am unable to accept the position, since I have received another,
more attractive one. — C coxxaneHueM cooOuiaro Bam, 9To He MOTy 3aHSTh 3Ty AOJKHOCTH, TaK KaK
MONyYHJI ApYyroe, OoJiee MPUBJIEKATEIbHOE IPEAJIOKECHHE.

— I feel that my experience in this field would not be used to its full capacity in above position.
Therefore I have to decline. — UyBcTByt0, 9TO MOif OIIBIT paObOTHI B 3TOH 00JacTH HE OyAeT
HCIIOJIb30BaH B MOJIHON Mepe, HOITOMY BBIHYX/IEH OTKJIOHUTH IPEIJIOKECHHE.

PE3IOME
(Resume)

Tax Ha3pIBaeTCs MMChMEHHAs CBOJKA Bammx TMYHBIX, 00pa30BaTENbHBIX U MPodhecCHOHaTbHBIX
naHabeiX. OHO Kak OBl MICEMEHHO MPENICTABIISIET «TOBAPY, IpearaeMblid OyayeMy paboTomaTero.
Pestome 10IKHO OBITH JOCTATOYHO MOAPOOHBIM, HO KPATKUM (OOBIYHO HE MPEBBIIIATH OXHOM
CTPaHUIBI) U UMETh «TOBApHBIN» BUA. PopMa ero 1ocTaTo4yHo npoussonsHa. Hanmpumep:

John H.Mill

38 Park Avenue, Ap.50
New York, N.Y. 11298
Tel. (312) 493-8332

OBJECTIVE A position as a bookkeeper.

SUMMARY 12 years of experience in all routine work in this
field. Perfect knowledge of computers and statistics.

RESPONSIBILITIES Compiled financial reports, balance sheets and production planning forecasts.

EXPERIENCE
1995 FRISCO DOCKS, Inc.
San Francisco, California.
Deputy Chief of Planning, Commerce Dpt.
In charge of account books, statements, new
ideas in planning.
1990 SAKHA Co, Ltd.
New York
Accountant. Prepared accounts and balance sheets.

EDUCATION LONDON SCHOOL OF ECONOMICS
1980) London, Great Britain, Bachelor (Ec.).



PERSONAL Arrived in the United States January, 1980.
British subject. Married, one child.

REFERENCES Available upon request.

Kuzneonucanme
(Curriculum vitae (CV))

B 0cHOBHOM OHO OTIMYaeTCs OT pPe3loMe TOIBKO 00BEMOM (70 6-8 CTpaHMI) M IPEeAHA3HAYCHO IS
KaHIUJATOB Ha BHICOKME JOJDKHOCTH MJIH st paOoThl 3a rpanuueil. [loreHnuansHelii pabotomarennb
KellaeT MONyYUTh AeTalbHylo HHpopManno. O0sr4HO Bel mpenocrasisieTe GpoTorpaduio, CBOH agpec U
TeaedoH, TMYHbIE U aclOpTHBIE AaHHbBIE 1 OoJiee MOAPOOHO XapakTepu3yere Bamu oOpa3zoBanue u
kBanudukanuio. [lpusenem amns npumepa oHy U3 GyHKIHOHAIBHBIX yacTelt CV denoBeka,
IPETeHIYIOMIEr0 Ha PyKOBOISIYIO JOJDKHOCTH B 00JIaCTH MAITMHOCTPOCHHUS.

Objective: Senior position in engineering management
HIGHLIGHTS OF QUALIFICATIONS

— Business oriented; able to understand and execute broad corporate policy.

— Strength in analyzing and improving engineering and administrative methods.

— Effective in facilitating communication between management and project team.
— Proven ability to manage both large and small groups and maintain productivity.
— Successful in negotiating favorable design and construction contracts.



[Mocne cobecenoBanusi, MpoaHaIU3NPOBAB CBOE MOBEJICHUE, TTOAYMalTe, Kak Bbl MOXKeTe yayqIuTh
BrieyaTyieHue o cede. Eciim Brl momere GiarogapcTBeHHOE MUCEMO HHTEPBBIOEPY, 3TO OyeT Ooblie,
YeM BEXKJIMBBIN XKecT. DTO MOJOKUTEIbHOE HAllOMUHaHUe 0 Bac cTaHeT yacThio Mep,
crocoOcTByromux Bamemy npuemy Ha padory.

Oo6pa3zen 0;1arogapcTBEHHOr0 NUCHbMA
(Sample Thank-You Letter)

Mrs. Lori Roberts

Director of Personnel
Johnston Corporation
Austin, Texas 78777

Dear Mrs Roberts:

Thank you for your time and attention during my interview
with you last week. [ appreciated the opportunity to discuss my qualifications and aspirations with you.
I hope that all questions were answered to your satisfaction, however, I would be happy to supply any
further information you may need.
I am very interested in the growth potential of the position we discussed, and I hope you will consider me
as a serious candidate.
I am looking forward to hearing from you soon.
Sincerely yours,
Jeanne Nguyen 1730 Green Street Austin, Texas 78776 (512)554-1730

I'-xe Jlopu Pobeptc
Menemkepy Mo Kaapam
Kopropaiuu J>KOHCTOH
Octun, Texac 78777



YBaxaemas r-xa Pobeprc!

bnaropapro Bac 3a Bpems 1 BHUMaHue, KOTOpble Brl yaenunu
Ha UHTEPBBIO CO MHOI Ha npomuioi Heaene. brarogapro Bac Takxke 3a mpeocTaBIeHHYIO
BO3MOKHOCTBH 00CYANTH ¢ BamMu Moo KBaqM(pUKaMIO U )KU3HEHHBIE LENH.
S Hageroch, 4To BBl ynoBIETBOPEHBI MOMMH OTBETaMM Ha BCE BOIPOCHI, U FOTOBA MPEeIOCTaBUTh Bam
J00YI0 TOTMOIHUTENBHYIO HH(pOpMAaIUIo, KoTopas MoxeT Bam moHanoOuThCs.
51 6561 O4UeHB XOTeNa 3aHATh JOJDKHOCTD, PO KOTOPYIO MBI ¢ Bamu roBopmin, U Hafewch, 94To BEl
paccMaTpuBaeTe MEHs KaK CEphe3HOT0 KaHIMJaTa.
C HeTepneHneM K1y OTBETA.
Hckpenne Bamia,
’Kanna Hryen 78776 Texac Octun, ['pun ct., 1730 (512)554-1730

JUHTBOCTPAHOBEJTYECKHNI KOMMEHTAPHI

Hwxe npencraBiensl BeIIepXKH U3 myonukannii yausepcutera Ctonn bpyk (CLLA) o ToM, Kak BecTH
ce0s B MOMCKax paboTHI.

Does and DON'Ts For Job Seekers
(Uro HAJIO u uyto HE HAJIO nenath B mouckax paboThl)

* DO learn ahead of time about the company and its product. Do your homework.
* DO apply for a job in person.

. DO let as many people as possible know you are "job hunting."

* DO stress your qualification for the job opening.

* DO mention any experience you have which is relevant to the job.

* DO talk and think as far as possible about the future rather than the past.

* DO indicate, where possible, your stability, attendance record and good safety experience.
* DO assume an air of confidence.

* DO approach the employer with respectful dignity.

* DO try to be optimistic in your attitude.

* DO maintain your poise and self-control.

* DO try to overcome nervousness and shortness of breath.

* DO answer questions honestly.

* DO have a good resume..

* DO know the importance of getting along with people

* DO recognize your limitations.

* DO make plenty of applications.

* DO indicate your flexibility and readiness to learn.



* DO be well-groomed and appropriately dressed.

* [IpeaBapuTelbHO MOdy4YrTe HHGOPMALIUIO O GUPME U ee crelranu3ainuu. 1o OyaeT Bare
JOMalIHee 3a1aHue

* OOpammaiitech 3a pabOTOI JIUYHO.

* [IycTh kak MOKHO OoJIbIIIEe YHCIIO JTI0JeH 3HaeT, uTo Bl uiere padory.

* [TonuepkuBaiite, 4To Bbl nMeeTe KBaIM(pUKALUIO, HEOOXOIUMYIO U JaHHOH paOOTHI.

» OnumuTte npuoOpeTeHHBIH BaMu ombIT, KOTOpBIH NoKa3piBaeT Bamry mpuromgHocTs 1Jis 3TOH
paboThI.

* ['oBopuTe U qymaiiTe Oonbie o OyaymeM, 9eM O TIPOIILIOM.

* ['1e TOpKO MOXKHO, IOAYEpKUBaliTe Bamry cTabuibHOCTH, HCIONHHUTENHFHOCTh M YMEHUE
XpaHUTh KOMMEPUYECKYIO TalHy.

* [Ipeanonaraiite armocdepy moBepHsL.

* [IpubnmxkaiiTech K paboOTOAATENIO C YBAKUTEIHHBIM JOCTOMHCTBOM.

* CrapaiiTech OBITh ONTHMHCTOM.

* [IposiBsAiiTE BBIAEPKKY U KOHTPOJIHUPYHTE CEO4.

* He HepBHMYAaliTe U TOBOPUTE CIIOKOMHO.

» OTBeyaiiTe Ha BOIPOCH YECTHO U MPSAMO.

* meiiTe npu cebe xopoliee pe3rome.

» He 3a0niBaiiTe, 4TO APYKECTBEHHbIE KOHTAKThl HMEIOT OOJbILIOE 3HAYCHHE.

* [Ipu3HaBaiiTe CBOM HEJOCTATKH.

« JleslaliTe MHOT'O 3aIIPOCOB.

* [TonuepkuBaiite Bamry riOKOCTb ¥ TOTOBHOCTH YUUTHCH.

» CrapaiiTech IpOM3BECTH BIIEUATICHUE YXOXKEHHOI'O YEJIOBEKa U O€BaliTECh COOTBETCTBEHHO
CIIydaro.

* DON'T keep stressing your need for a job.

* DON'T discuss past experience which has no application to the job situation.
* DON'T apologize for your age

* DON'T be untidy in appearance

* DON'T display "cocksuredness"

* DON'T beg for consideration.

* DON'T mumble or speak with a muffled voice.

* DON'T be one of those who can do everything.



* DON'T hedge in answering questions.

* DON'T express your ideas on compensation, hours, etc. early in the interview.
* DON'T hesitate to fill out applications, give references, take physical examinations or tests on request.
* DON'T hang around, prolonging the interview, when it should be over.

* DON'T go to an interview without a record of former employment.

* DON'T arrive late and breathless for an interview.

* DON'T be a "know it all" or a person who can't take instructions.

* DON'T isolate yourself from contacts that might help you find a job.

* DON'T feel that the world owes you a living.

* DON'T make claims if you cannot "deliver" on the job,

* DON'T display a feeling of inferiority.

* DON'T write incorrect information on your CV to make it look better.

* HE mnonuepkusaiite, yTo Bl Hy)XnaeTech B pabote.

* HE o0GcyxnaiiTe mpouuislid OMBIT, KOTOPBIA HE MMEET OTHOIICHUS K KOHKPETHOW CUTYalHH.
* HE u3BuHsiTECH 32 CBOI BO3pACT.

* HE mnpousBoguTe BHeyaTieHWE HEPSAUIIMBOrO YEJIOBEKA.

* HE nemMoHCTpUpYHTE CIENYyI CaMOYBEPEHHOCTbD.

* HE yMosiiTe 0 CHUCXOKIECHUH.

* HE roBopuTe NpUINIYLIEHHBIM [OJOCOM HJIK HEBHSTHO.

* HE OynbTe ofHUM U3 TeX, KTO MOXET JIeaTh BCE.

* HE ykiiongiiTeCh OT IpsAMOr0 OTBETA HA BOIPOCHI.

* HE 3arparuBaiiTe BOIIPOCH OTHOCUTENBHO 3apILIaThl, pa00YeTro BPEMEHU U T.J. B CAaMOM Hadalie
pasrosopa.

* HE koJ1e0151Ch, 3aM0JIHANTE aHKEThI, IPEIOCTABISHTE OT3bIBBI, BHITOIHANTE QU3NUCCKUE U JPYTHE
TECTHI 110 Tpoch0e padoToaTes.

* HE 3arsruBaiiTe MHTEPBbIO HMCKYCCTBEHHO, KOrJa OHO JOJDKHO 3aKOHUYHUTHCS.

* HE mpuxoaute Ha cobeceoBanme 063 peKOMEHJAIUN C TPEABIAYITUX MECT paOOTHI.

* HE npuxonute Ha co0ece10BaHNE TTO3THO U 3aNbIXaBIIHUCh.

* HE OynbTe «BCce3HANKON» MM YEIOBEKOM, KOTOPBI HE MMPU3HAET COBETOB.

* HE u30eraliTe KOHTaKTOB, KOTOpPhIC MOIIA Obl TOMOYb Bam HaliTu paboTy.

* HE cuuTaiite, 4TO BECh MUP HECET 32 Bac OTBETCTBEHHOCTb.

* HE xamyiitech, ecnmu BaMm He ymanoch «3aBOEBaThY padoOTy.

* HE nemMOHCTpUpYHTE YyBCTBO IPUHUKECHHOCTH.

* HE Bxurouaiite ¢ cBoe CV JIOKHBIE CBEJIEHUS, YTOOBI MPEACTABUTH ce0s B IIyUIlIeM CBETE.
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IIpunararenbHble U Hape4ust
Adjectives and Adverbs

CreneHn cpaBHeHUs NPUJIAaraTejJbHbIX H HApe4Ynid.

Hmsa npujaaraTejJbHO€ - 4aCTh pe4ur, KOTOpas 0003HayaeT IIpuU3HAaK MnpeamMeTa, T. €. €ro Ka4cCTBO UJIn
CBOﬁCTBO, 1 OTBC€YACT HA BOIPOC KaKoii?

NmMmena IpujaaraTejibHbBIC B AHTIIMHCKOM S3BIKE HE U3MEHSIIOTCS HHU 110 poaaM, HU 110 YHCJiaM, HU 110
maacixxam.

Hapeunem Ha3pIBaeTCS 4acTh pedH, 0003HAYAIOMIAS MPU3HAKU ACHCTBUS U 00CTOATEIHCTBA, IIPH
KOTOpBIX OHO MpoTekaeT. Hapeune Mo)XeT OTHOCUTBHCS K TJIaroly M B 3TOM ClIydae IOKa3bIBaeT, KaK,
rae, KOraa coBepliaeTcs AecTBUE; K MMEHHU MpHiaraTeIbHOMY U IpYyrOMy Hapeuuto, yKa3bIBas Ha UX
Mpu3HaKd. B mpeayioxxeHny Hapeune Jaiie BCEro BhICTYNAaeT B PyHKIUU 0OCTOSTENBCTBA.

BonbmmacTBO Hapeunit odopa3yrorcs npu nomoinu cyddukca -1y 1 U3MEHSIOTCS 110 CTETICHIM
CpaBHEHUS TOYHO TaK K€, KAK U MHOTOCJIOXHBIE IIpHJIaraTeylbHbIE.

BHUMAHMUE! Hekoropsie 00pa3oBaHHBIE OT MPHIaraTeIbHBIX HAPEUUS U3MEHSIOT CBOM CMBICIL.
Hanpumep: hard— tspxensiii (B cMbicne ycepaus:), Ho hardly — enBa, high — Beicokuii, HO highly —
OUYCHb, CUIILHO, Nnear — OJIM3KO, psAaoM, HO nearly — moutn, late — no3nHo, Ho lately — B mociennee
BpeMmsl.

BHUMAHMUE! OnHoit 3 THIHYHBIX OMKMOOK SBIISIETCS yHOTpeOieHne Hapeunii many u few c
HEUCYHCIISIEMBIMHU CYIIECTBUTENbHEIMY, a much u little ¢ ncuucnsempivu.

OKBUBaJIEHTAMH many sBIAIOTCS: a good many, a great many, lots (of).'

OksuBaneHTH much: a good deal (of), plenty (of).

Uto0bI M30€KaTh MyTaHUI[BI MOXHO B 000UX cliydasx ynorpeoiats a lot (of)

Hampumep: a lot of money, a lot of friends.

Heckonbko nnave odcrosr nena ¢ few u little. B HexoTopsix (pa3roBopHbIX) ciay4asix little Taxke
MOJKHO 3aMEHHUTH BhIpakeHHneM: a bit (of) — / am a bit tired.

Hpyras npoGiiema COCTOUT B yNOTPeOJIICHUN HEOIPEEIIEHHOI0 apTUKJIIS ¢ 3TUMH ciioBamu. Hampumep,
€CJIN MBI TOBOPUM:

I have little money. I have few friends,

TO 9TO O3HAYAET, YTO y Bac mpakTuyecku HET HU JEHET, HU ApPY3eH.

Ho ecnu MBI ckaxkem:

I have a little money with me. He has a few friends here,

TO TO O3HAYAET, YTO y Bac HEMHOro JieHer, HO Ha HUX MOXKHO YTO0-JIM0O KyNHUTh, U Y Bac ecThb
HEMHOI0 py3€ei, HO OHU Hactosmue pys3bs.
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Adjectives Adverbs
IIpnaararenbHble ObIBAIOT: Hapeuns ObIBaloT
IIpocTele
He BBIIEJIOTCS peduKC, KOpeHb U cyhduke
good  xopormruit long  navHHBIHA well  xoporo very  OdeHb
easy  JIETKHIA bad moxoM much wmHoOrO often wacto
large  Oombinoi
IIpousBoaHsbIe
BBIJIEIAIOTCS TIpeuKc, KOpeHb U cyPuke
¢ cypdukcamu: + cyddukc -ly:
-ful  beautiful MIPEKPaCHBIN a) K MpuJjaratejbHOMY:
-less  useless Oecrone3HbIi usual  oOBIUHBIH usually oOsranO
-able comfortable  ynoOHBIH easy  JIerKui easily  merko
-ous  famous 3HAMEHUTHIN possible Bo3MoxHBIH  possibly BO3MOKHO
-y lucky yIA4IIUBBIH,
CYACTJIMBBIN 0) K IpUYaCTHIO:

-ly lovely MIPEJIECTHBIN, CITaBHBIN increasing MOBBIIIAIOIUKCS
-ish  redish KpacHOBATHIH increasingly = Bce Bo3pacraroiiee
-en golden 30JIOTHUCTBIH marked 3aMETHBIN

markedly 3aMeTHBIM 00pa3omM
¢ npedukcamm:
un- untrue JIOKHBIT B) K HEKOTOPBHIM CYLIeCTBUTEJIHHBIM:

week wHemens weekly eXEeHEeIeIbHO
in- insincere HEUCKPEHHUI part  dWactp  partly YaCTUYHO
im- impossible HEBO3MOXKHBIN
ir- irrelevant HEYMECTHBIN I') K HEKOTOPBIM YHCJIUTEJIbHBIM:

first  mepBbIi firstly Bo-mepBBIX

Adjectives Adverbs
CocTaBHbIE

OOBIYHO 06pa3y}0Tc5{ U3 IBYX CJIOB, U3 KOTOPBIX BTOPOE ABJIACTCA 00513aTeIBLHO npujiaraTejbHbIM U
4acTo HeceT Ha cebe OCHOBHOE yYAap€HueE, a IEPBOC CIIOBO MOXKET OBITh CYII€CTBUTCIIbHBIM, HAPEYHUEM

WJIM IprJjiaraTeJIbHbIM

snow-white O€EJIOCHEKHBIH for good HaBcerga
dark-blue CHUHUH by no means HU B KOEM clly4dae
Adverbs
CJ10:xHbBIE Hapeuust
sometimes WHOTIA anywhere re-HuOyb(BOTIP. M OTPHIL. TIPEIIT.)
somewhere rae-Hu0y b nowhere HuUrme

Cosnanaomue no gopme

a) C mpwJjiaratTe/JibHbIMHA

fast  OBICTpHIi; OBICTPO early paHHUU; paHO

loud rpomkwuii; rpoMKO wide UIUPOKUI; IIUPOKO
long  naMHHEBIA; gONTO late MO3IHUH; TO3IHO
hard  TBepapIii; TsKETO

0) ¢ mpenyIoraMu

after mocne before panbme since ¢ Tex Mop Kak

B) € COHO3aMHU
when xorma

where rTe but =HO
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Oco0ble caydyan

OIHOCIIOXHBIE

CpaBHutenbHas crenedb |[IpeBocxoHas cTeneHb
JBycnoxHbIe

- er [3] - est [est]
kind — moOpsrit kinder (the) kindest (of)
thin — ToHKH# thinner (the) thinnest (of)
heavy — TspxenbIi heavier (the) heaviest (of)
fast — OpICTpO faster (the) fastest
few — maio fewer (the) fewest
MHOroCI0KHbIE more... (the) most...
talented — tananTimMBEIA |more talented (the) most talented
interesting — more interesting (the) most interesting
MHTEPECHBIN

good — xopormuit

better — myurie
well — xoporiio

(the) best - camplii Tyummii

bad — moxoit

badly — mnoxo WOISe = Xyxe

(the) worst - cambrif Xyt

many (books) — MHOTO

more — OobIire
much (money) — MHOTO

(the) most - 6ombITIe BeeX

little — mano less — MeHbIIIE

(the) least - meHbIIE BceToO

older — crapue

old — crapsiii elder — crapiue

(the) oldest - cambIii cTapsIid
(the) eldest - campIii cTapmmii

far aJIcKo
A farther, further ganemre

the farthest, furthest - manpie Bcero

CpaBHHTeJ/IbHbIe KOHCTPYKLIMH

1. Ilocie cpaBHUTENbHOI cTenmeHu yroTpebnseTcs coro3 than - gem:

The result of the experiment is much better than that of the previous one.
Pesynbrar 3TOr0 3KCIIepEMEeHTa ropas/o JIyqile, 4eM pe3ysIbTaT MPeIbIayIIero.

2. [l cpaBHeHHs ABYX IpeIMeTOB OJMHAKOBOI0 KayecTBA IpUIaraTeli-Hoe B OCHOBHOH (opme

CTaBUTCA MCXKY TapHBIMU COHO3aMU as... as, O3HaAYalOIIUMHU TaK KeE... KaAK.

This result is as good as that one. DTOT pe3ysbTaT TAKOU e XOPOIIUi, KaK U TOT.
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IIApHBIA COI03 NOt SO... aS - He TAKOMH... KaK

This result is not so good as that one.

DTOT pe3ynbTaT He TAKOW XOPOIIHii, KaK TOT.

4. Ilpu mepeBo/ie aHTIIMICKUX CPABHUTEJIbHBIX MPeEAJI0KeHUI, COIepKaIIIX

the (more) ... the (less) B coueTaHnuu ¢ npuiaraTebHbIM WM HAPEYHUEM B CPAaBHUTEJIBHON CTENIEHH,

YHOTpeOIAETCS PYyCCKUN COI03

YEM... TEM

The more we study the less we know. Uem Gombiiie MBI y4UM, TEM MCHBIIIE MBI 3HACM.

Comparisons
CpaBHUTeJIBHBIE CTPYKTYPbI

10.

11.

12.

13

14

15.

as....as....

not so .... as
week.
the....than...
either.... or....

neither ....nor....
both.... and....

twice as long as ....
half as wide as ....

3 times as narrow as...
2 years younger, than .
3 years elder than ....

much more young than

very young

. S0 young

. quite young

rather young

THAT'S A PROBLEM:

My wife is twice as old as our daughter.

TaKoM, KaK It is as hot today as it was yesterday.

He Tak (oi)...., KaK I'm not so busy this week as 1 was last

B 2 pasa AJMHHEE, YeM
B [IOJIOBUHY LIMPE, YEM
B 3 pasa yxe, 4eM...

Ha 2 roJa MOJOXE, YEM.

Ha 3 rona crapuie, 4eMm.,
ropaszuo Miajuie, yem
O4YEHb MOJIOJ
TaK MOJIOJ
COBCEM MOJIOJ

JOBOJIBHO MOJIO

9TO 3AJIAUA...

Mos xeHa B 1Ba pa3a cTapuie HaIeun aouepu.
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But she is five years younger than me. Ho ona Ha nsiTh JIeT MOJIOXKE MEHS.
Our daughter is 13 years older than our son. Hamra nous Ha 13 nert cTapiiie HAIIEro ChiHa.
And he is going to school next year. A OH MOWJET B MIKOJTy B OyAyIIEM TOAY.
That's a problem for a mathematician: 3Oto 3a7a4a U1 MaTeMaTHKa!
It's not easy to solve it. Ee nenerko pemmwurs.

INPAKTHUKA

1. Bbl siBiIsIeTech HAYAJBHUKOM OTAe/1a KaaApoB ¢pupmbl. Bam HY:KHO 3alOJHHTH BAKAHCHH

cekperaps, Oyxrajarepa, TOproporo areHTa 4 HadajJlbHUKA otAeJia cObiTa. IlosHakomMbTeCh €
KaHAUAATaMH.
CxaxuTe CBOM PeIVIMKH U OTBETHI HA HUX MO-aHTJIHICKH:

— 3apascTByiiTe. Bame nms?

— I'ne Bo1 panbie pa6oranu?

— Ha xaxoii nomxaoctu?

— Ecnm mu y Bac oT3BIBBI € TIpeABIAYIIIETO MecTa paboThI?
— Ha kakux s3p1kax Bel roBopute, nuuere?

— 3anoyHuTe, NOXKaIyCTa, aHKETY.

— IlpuxoauTte mocne3aBTpa.

2. Bbl npuHsiyiM Beex Ha padory. IlpeacTaBbTe HOBBIX COTPYIHUKOB THPEKTOPY (PUPMBI.

Hanpuwmep:

— This is our new secretary. Her name is Ms Gray.
She can operate a computer. Her English is fluent.
Earlier she was working for Rugby & Co.

— Nice to meet you.

3. Huixe nepeynciieHbl HMEHAa COTPYAHUKOB, HA3BAHUA MX HOJKHOCTEH M BU/bI 1esITeJbHOCTH.
Co00TBeTCTBYHOT JIH CJIy:KeOHble 003aHHOCTH KaKI0r0 COTPYAHHUKA ero 10JKHOCTH?

Nantes & Job Titles Activities
a) Mr Black (Clerk) prepare invoices
write reports
b) Miss Quest and Mr Sikorski write computer programs
(Computer operators) operate the computer

¢) Mrs Lyons and Mrs Gibbs (Typists) write reports
type letters

d) Miss Frost (Receptionist) answer inquiries
welcome visitors

e) Mr Sommer (Accountant) monitor cashflow
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f) Mrs Bee and Miss Shriver (Secretaries)

h) Mr Luckins (Manager)

AHIMiiCKuii 171 odrca Unit 6

prepare regular financial statements

operate the computer
write telexes, faxes, letters
welcome visitors
answer telephone

meet clients
write telexes
answer inquiries
write reports

19

4 Huske mepeyrc/IeHbl MpUaraTejbHble, onucbiBaommne Bac kak padoTHuka. BeidepuTe U3 HUX
cJ10Ba, HauOoJIee aIeKBaTHO, 0 BaneMy MHeHH 10, XapaKTepu3youe:

a) Bac cammux

0) Cexpetaps

B) byxranrepa

r) Toprosoro arenra
n) dupexropa

active
attentive
constructive
cooperative
creative
diplomatic
disciplined
energetic
extroverted
independent
methodical
realistic
sincere
systematic
tactful

5. CocTaBbTe cCBOE pe3l0Me, COIJIACHO CJeYIOIIUM pyOpuKam:

OBJECTIVE
QUALIFICATIONS
EDUCATION
LANGUAGES
WORK HISTORY
PERSONAL
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6. Hanummure 3asiBjieHHe ¢ npocb0oii npuHaTh Bac Ha paGory MmeHex:kepom. IIpu 3Tom
COKpaTHTe CONPOBOAUTEIbHOE NMCHMO /10 MUHHMAJIBbHO BO3MOKHBIX Pa3MepoB U cAesialiTe ero
YHHBEPCAIBHBIM, YTO0BI OHO MOTJIO CJIYKUTH Balium conpoBoAUTEIbLHBIM MHCHMOM.
Ilo3BonuTe Ha 3auHTepecoBaBy0 Bac ¢pupmy. He 3a0ynbTe 3aaaTh cliefylolue BONPOCHI:

Have you received my covering letter and resume?

When is the deadline for application?

Do you need a letter of recommendation or any other references?
Whom can I contact for further information?

Is it necessary for applicants to have commercial experience?

TECTBI
A. Haiiiute BO BTOPOM CT0J1011€ CJIOBA C IPOTUBOMOJIOKHBIM 3HAYEHUEM (AHTOHUMBI).

1. incorrect
2. interesting
3. terrible
4. last

5. answer
6. near-sighted
7. unhappy

8. clean

9. indoors

10. difficult
11. safe

12. cheap

13. fast

14. hate

15. noisy
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a. dull

b. first

c. far-sighted
d. dirty

e. quiet

f. dangerous
g. outdoors
h. easy

i. correct

Jj. expensive
k. ask

1. like

m. happy

n. slow

o. wonderful

. HETIPaBHJIbHBIX
. HIHTEPECHO

. CTPAIIHBIX

. IOCTIeIHUM pa3

. OTBETOB

. OM30pyKHX

. HeylauHbIX(HECUACTIUBBIN )
. YACTHIX(ITPOBEPEHHBII )

. B TIOMEIIEeHUH(I0Ma)

10. TpynHO

11. cetipoB

12. nemeBrIX

13. 6pICTpO

14. HeHaBUCTH

15. mryMHBIX

O 00 1 N Wi —

a. TYCKJIbII

b. cragana

C. 3HAYHUTEIHHO-BHUISAIIHI
d. Tpsi3HBII

€. TUIIWH

f. omacHbIi

g. Ha OTKPBITOM BO3IyXe
h. nerko

1. KOpPEKTUPOBATH
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j. oporoi
k. cipammBaTh(IpocuTh;3aaBATh)
1. momoOHO
m. CYaCTIUBBIN
n. 3aMeIJISITh
0. 3aMeYaTeNbHO

aKTHBHBIN
BHHUMATEIIbHBIN
KOHCTPYKTUBHBIN
KOOIIEpaTUB
TBOPYECKUUI
JUTUIOMATHYeCKAN
MUACTIUTTINHUPOBAHHOE
SHEPrUYHBII
extroverted
HE3aBHCUMBINA
METOAUYECKUI
pEeanuCTUYHBINA
HWCKPEHHUN
CHUCTEMATHUCCKHUU
TaKTHYHBIN
aKTUBHBIN
BHHUMATEIbHBIN
KOHCTPYKTUBHBIN
KOOIEpaTUB
TBOPYECKUUI
JTUMIOMAaTHYECKH I
MHACTIUTINHUPOBAHHOE
SHEPrUYHBII
extroverted
HE3aBHCUMBINA
METOINYECKUI
pEeanuCTUYHBINA
HWCKPEHHUN
CUCTEeMaTHUUYECKUM
TaKTHYHBIN

Power of Attorney

Firm “ABC Ltd.” in person of

by this Power of Attorney authorized ___to represent us in any proceeding before

courts and institutions incidental to arbitration proceeding between
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our firm and

This Power of Attorney is valid up to days of 200

Signature
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