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JIuyHas ¥ Je10Basi NEePeNnucKa HA aHIJIUICKOM fI3bIKe
IlogcuurenpHayg 3anucka

[Ipennaraempiii  KpaTkud  KypC  JI€JIOBOIO  AHTJIMHCKOTO  A3bIKa
PEKOMEHJIyeTCsl Kak HaydalbHBIA Kypc aenoBoro odmeHus. Kypc cocraBieH Ha
OCHOBE aBTOPCKOU nporpammsl Jloraeoi T.O, yduTenst aHTIIMICKOTO SI3bIKA.

B cocraBe npeanpoduibHOM NOATOTOBKY yUaTUXCS IEBSTHIX KIACCOB KYpC
CTaBHUT CBOEH LIENBIO:

- TOMOYb YYalIMMCSl COPHUEHTHUPOBATBHCS B MHUPE TAaKHUX COBPEMEHHBIX
npodeccuii, kKak OM3HECMEH, SKOHOMHCT, CeKpeTapb-pedepeHT, TuA-MEePEeBOTINK U
ApYTHX,

- TO3HAaKOMHTh UX CO CHEHU(PUKON TON AEATETbHOCTH, ISl OCYIECTBICHUS
KOTOpPOI HEOOXOIUMBI 3HAHHUS JIETIOBOTO aHTIIUHCKOTO.

[Ipemyiaraemple  ypoOKHM ITO3HAKOMST YYalllMXCS C OCHOBAMH JIEJIOBOT'O
aHTJIMIICKOrO $3bIKA, PACHIMPAT UX KPyro3op B cepe Om3Heca U KOMMEPUECKOM
NEATEIIBHOCTH.

Kypc Mo3BOJSUT y4eHHKY BBISCHUTH JJiI C€Osl, XOUET JU OH MPOJOJIKAThH
oOpa3oBaHUE B JAHHOM HalpaBJICHUH.

[To3HaBaTenbHOE 3HAUEHUE Kypca COCTOUT B TOM, YTO YUEHHK NMPUOOPETAET
3HAaHMS B 00JaCTH OU3HECA, SKOHOMUKH, MEKTYHAPOJHOTO COTPYIHUYECTBA.

Kypc ucnonp3yer coderaHue 3JIEMEHTOB WHTEHCHUBHOM W TPAaAWLIMOHHOU
METOJIMK W HWMEET KOMMYHUKATHUBHYIO HAIPABJICHHOCTh M MPArMaTUYECKYIO
LIEHHOCTb.

B npouecce oOyueHust HEOOXOIUMO PEUIUTh CIACAYIONIUE 3a/1aUH:

- TIO3HABATEJIbHBIM ACHEKT — OCO3HAHUE BAXKHOCTU CBOEH POJM B JEIOBOM
MHUpPE CBOEH CTpaHbl U 3apy0eXbsi, 3HAKOMCTBO C YCJIOBHUSIMH y4acTus B Ipoliecce
JIJIOBOTO OOILEHUS, IPE3EHTALUs CII0KHOCTH M MHOTOI'PaHHOCTH MUpa Ou3Heca.

-pa3BUBAIOLLINN ACIIEeKT — pa3zBuTHE KOMMYHHKAaTUBHOCTH,
CaMOCTOSITENIBHOCTH, ~ CIIOCOOHOCTM  OCYHIIECTBIIAITh  PENpPOAYKTHUBHBIE U
IIPOAYKTUBHBIC PEUEBBIE JCHUCTBUA.

-BOCIIUTATEIbHBIM ACIIEKT — BOCIIMTAHUE JEJIOBBIX KAa4YeCTB, TOJIEPAHTHOIO
OTHOUIEHUSI K IPYTUM JIFOASIM, YBAXKUTEIIBHOTO OTHOLIECHUS K TPYAY.

-y4eOHbId aCMEeKT — pa3BUTUE pEYEBbIX YMEHHH, (OpMHpOBaHUE
JIEKCUYECKUX Y TPAMMATHYECKUX HABBIKOB TOBOPEHHMS MO TEME, & TAKKE HABBIKOB
MUCbMEHHOM PEYH, B pAMKaX MPEIJIOKEHHBIX TEMATUKH.

- CONYTCTBYIOLIME 3aa4yd — Pa3BUTUE YMEHMUS YWUTATh U ayJHUpPOBATH C
LEJIbI0 U3BJICUEHUSI KOHKPETHOU MH(OpMaIUu.

Pe3ynbTaToM yCHEmIHOrO W3ydeHHs Kypca CIENYEeT CUUTATh TBOPYECKOE
MCIO0JIb30BaHME IPOUJAEHHOIO MaTEPHala B POJIEBBIX U JEJIOBBIX UTPAX, YCIEIIHAS
3alllMTa  MPOEKTHOW  AEATENbHOCTH  (MHAUBUIYAJIbHOM W TPYIIIOBOK),
MpeACTaBlICHHass B (opMe pemopTakeil M 3a0YHBIX AIKCKYpCHUM, OYKIIETOB C
KOMMEHTapUsIMH Ha aHIJIMICKOM $3bIKE, CIIOKHBIX TEMAaTHYECKUX KOJUIAXKEH,
OCTEPOB, BEO-CTPAHUI] U SKCKYPCHIl.



VYyammecss AOMKHBI OBJIaAE€Th HaBbIKaMU O(OpMIIEHUS JAENOBBIX Oymar
(3amoJIHEHHE AaHKETbI, COCTaBJEHHE pe3iome, O0(GOpMIIEHHE JEJIOBOTO MHChMa,
oopMIIeHUE JOKYMEHTOB JJIsl TIOE3/IKU 33 TPAHMUILY).

IINTAHUPYEMBIE PE3YJIBTATBI U3YUEHUSA KYPCA

JlanHas porpaMma oOecrieuynBaer dopmupoBanue JIMYHOCTHBIX,
METaIpPEeAMETHBIX U MPEIMETHBIX PE3YJIbTaTOB.

JINYHOCTHBIMH  pe3yJIbTATAMH SIBJSIIOTCSI: TOTOBHOCTh M CIIOCOOHOCTH
oOydaromuxcs K  CaMOpPa3BUTUIO M JIMYHOCTHOMY  CaMOOIIPEAETICHHIO,
cOPMHPOBAHHOCT, WX MOTHBAIlMM K OOYYCHHIO W IIeJICHAIPABICHHOM
MO03HABATEIILHON  JEATENTLHOCTH, CHUCTEMBI  3HAYMMBIX  COIHAIBHBIX U
MEXJTMYHOCTHBIX OTHOIICHUH, IEHHOCTHOCMBICIOBBIX YCTaHOBOK, OTPa)KaIOIIUX
JUYHOCTHBIE M  TPAXKJIAHCKHE TMO3UIMH B  JEATEIbHOCTH, COIMAIbHbBIC
KOMITETEHIIUU, TPABOCO3HAHUE, CIOCOOHOCTh CTABUTH IIEJIM U CTPOUTH )KHU3HEHHBIC
IUIaHbl,  CIOCOOHOCTh K  OCO3HAHMIO  POCCHUHCKOW  HMJEHTUYHOCTU B
MOJIUKYJETYPHOM COIIYME.

MeranpeaMeTHbIMU Pe3yJbTATAMM SIBJISIKOTCSI: OCBOCHHBIE OO0yYaroUMMUCS
MEXIPEIMETHBIC TTOHATUS U YHUBEPCAJIbHBIE YUYE€OHbIE IEUCTBHS (PEryJIsITUBHBIE,
MIO3HABATEJIbHbIE, KOMMYHHKAaTUBHBIE), CIIOCOOHOCTh HUX HCIOJb30BAHUS B
y4eOHOHM, TMO3HABaTEIbHOM W COIMAIBHOW MPAaKTUKE, CaMOCTOSITEIbHOCTh
IUIAHUPOBAHHUST M OCYIIECTBICHHS YYEOHOW JEATEIbHOCTH M OpraHu3aluu
y4eOHOr0 COTpPYJHUYECTBA C IM€NaroraMd M CBEPCTHUKAMHU, IOCTPOCHHUE
WHIUBUyaIbHON 00pa30BaTeIbHOM TPACKTOPUH;

IIpeaMeTHBIMU pe3yJbTATAMHU SIBJSAIOTCH: OCBOCHHBIE OOYUYAIOIIMMUCS B XOJIE
U3y4YeHUs y4eOHOro Kypca yMeHus crneruduyeckue s AaHHOW MpPEeIMETHOMN
00J1aCTH, BUJIBI IEITETLHOCTH IO TOJYYEHUIO HOBOTO 3HAHMS B paMKax y4yeOHOTro
MpeIMeTa, ero MpeoOpa3oBaHUIO U MPUMEHEHUIO B YU€OHBIX, Y4EOHO-TTPOCKTHBIX
U COLIMATIHO-TIPOEKTHBIX CUTYyaIUsIX, (GOPMUPOBAHNE HAYYHOTO THIIA MBIIIJICHUS,
HAyYHBIX TIPEICTABICHUNA O KIIOYEBBIX TEOPHUSAX, THUMAX M BHUJAX OTHOIICHUH,
BIAJICHUE HAYYHOW TEPMUHOJIOTHEH, KIIOYEBBIMH TOHATHSIMH, METOJaMH |
npreMaMu.

[IpenMeTHBIMU pe3yJIbTaTaMU SIBJISIIOTCS:
a) B KOMMYHHUKAaTUBHOW cdepe (T.e. BIAJCHUU HWHOCTPAHHBIM SI3BIKOM Kak
CPEICTBOM OOIIICHMS):



PeueBast kOMNETEHIMS B CIEAYIOIINX BUAAX PEYEBOU 1€ TEIBHOCTH:

B rosopenuu:

- Ha4YMHATh, BECTH/MOJJIEPKUBATh M 3aKaHUYMBATh PA3JIMYHbIC BUJbI JTHAJIOTOB B
CTaHJApPTHBIX CHUTyalUAX OOIEHHUs, COONIoAasi HOPMBI PEUYEBOr0 ATHKETA, MPHU
HEO0OXOIMMOCTH TIepeCpaIlnBasi, yTOUHSS;

- paccrpammBaTh cOOECeHHKAa M OTBEYaTh HA €ro BOMNPOCHI, BHICKA3bIBas CBOE
MHEHHUE, IPOCh0y, OTBEYATh Ha MPEJIOKEeHNE cOOeCeTHNKa COTJlacueM/0TKa30M B
Mpeaesiax HW3YYEeHHOM TEMAaTUKA W YCBOCHHOIO JIEKCMKO-TPAMMAaTHYE€CKOIO
MaTepuana;

- paccka3biBaTh 0 cebe, CBOEH cembe, NPY3bsiX, CBOMX MHTEpEecax U IUIaHax Ha
Oynyuiee;

- coo0mIaTh KpaTKue CBEACHHS O CBOEM rOpojie/cene, 0 CBOCH CTpaHe U CTpaHax
M3Yy4aeMOrO SI3bIKa;

- ONHCHIBaTh COOBITUSA/SIBJICHUS, MEpeaBaTh OCHOBHOE COJIepKaHUE, OCHOBHYIO
MBICJIb ~ TIPOYUTAHHOTO/YCIIBIIIIAHHOTO,  BBIpa)KaTb  CBOE  OTHOIIEHUE K
IPOYUTAHHOMY/YCIIBIIIIAHHOMY, TaBaTh KPATKYIO XapaKTEPUCTUKY MEPCOHAKENH;

B aynupoBanuu:

- BOCIPUHMMAaTb Ha CIyX U IIOJHOCTBIO IIOHUMAaTb pe€Yb  y4YUTEN,
OJTHOKJIACCHUKOB;

- BOCHPHUHHMMATh Ha CIyX M IIOHMMaThb OCHOBHOE COJAEpP’KaHUE HECIOKHbIX
ayTEeHTUYHBIX  ayJHO- M  BHJIEOTEKCTOB,  OTHOCSIIMXCA K  Pa3HbIM
KOMMYHUKATUBHBIM TUIIaM peuu (CO0OIIeHHe/paccKa3/UHTEPBEIO);

- BOCIPMHMMATh HAa CIyX W BBHIOOPOYHO NOHMMATh C ONOPOW Ha S3BIKOBYIO
JIOTaJIKy, KOHTEKCTa KPaTKUE HECIIOKHbIE ayTEHTUYHbIE IPArMaTUYECKUE ayau0- U
BUJICOTEKCTHI, BBIJEIAS 3HAYMMYI0/HY KHYI0/HE00X0AUMYI0 HH(POPMAILIHIO;

B ureHun:

- YATATh AYTEHTUYHBIC TEKCTHI PA3HBIX KAHPOB M CTHIICH MPEUMYIIECTBEHHO C
MOHMMAaHUEM OCHOBHOT'O COJICPIKAHUS;

- UYdTaTh  ayTEeHTUYHbIE  TEKCThl C  BBHIOOPOYHBIM  TOHUMaHUEM
3HAUYMMOM/HY>KHOU/MHTEpecytolel nHhopmaIiy;

B nuceMeHHOM peun:

- 3aTI0JIHATH aHKETHI U (POPMYJIISAPHI;

- TIMCaTh TO3JPABIICHUS, JIMYHBIE M JEJOBbIE MUChMa C OMOPOW Ha oOpaser ¢
ynoTtpebsieHneM (GopMyn pedeBOro HSTHUKETa, MPUHATBIX B CTpaHe/CTpaHax
U3y4aeMoTo SI3bIKa;

- COCTaBJIATh TUIaH, TE3UCHI YCTHOTO WJIM IHUCBMEHHOTO COOOIICHHUS, KPaTKO
u3JIaraTh pe3yJabTaThl MPOSKTHOMN JCSITEIHHOCTH.



Conepxanue Kypca

JlaHHBIM Kypc TMOCTPOEH Ha COYETAaHUM OHJIIEMEHTOB HWHTECHCUBHOW W
TPaJAUIIMOHHON METOJIUK, YTO MOMOXKET B MPOBEACHUM TPYIIOBBIX 3aHATUN O]
PYKOBOJICTBOM IPEIOIaBaTENs.

Kypc cocrout u3 2 pasnenos (Units) u paccuntan npumepHo Ha 32 yaca
ayJIMTOPHON paOOTHI.

[lepBbIil paznen BkIO4aeT B ceds 3 Tembl, BTopod — 4. Ha npoxoxzaeHue
KOKJIOW TEMBbI OTBOAUTCA 3 ypoka. B KOHIE pasaena IpOBOAMTCA HECKOJIBKO
0000MIAIONIMX YPOKOB C LEIbI0 OPraHU3allid KOHTPOJS MOJTYYECHHBIX HABBIKOB
YCTHOM ¥ TMCBMEHHOM PEYH.

B pganHOM Kypce mpencTaBlieHbl MHOIME U3 TEM, BCTpPEYAIOUIUECS B
eXXeTHEBHOM paboTe PupM, CBA3aHHBIX C KOMMEpLIMEH 1 OU3HECOM:

* BalllM MEpBbIE IIary B MOMCKE PadOThHI

* MpeocTaBIeHre HHPopMaluu 0 Bammx TUYHBIX U IETOBBIX KaueCTBaxX
* yro HAJIO u uro HE HAJIO nenatp B mouckax paboThI

* 3HAKOMCTBO ¢ 0(hHUCOM

* NIEPBBII IeHb Ha paboTe

* JIEJIOBBIE MTOE3/IKH 3a TPAHULLY

* TeJe(OHHBIE Pa3rOBOPHI

TekcThl Kypca NpeACcTaBIsOT COO0M COBPEMEHHBIE 00PA3Lbl YCTHOU U

MMUCbMEHHOM pPEYH.
B kax1oM ypoke MpucyTCTBYIOT:
CJIOBApb JEJIOBOTO S3bIKA
POJIEBBIE UIPHI
rpaMMaThyecKas Tema
YTEHUE U ayIMpOBaHUE
MMICHEMO, BKJIIOYAIOIIEe B CeO:
3aI0JJHEHUE aHKEThI
COCTAaBJICHHE PE3IOME
oopMIICHHUE CJIOBBIX TTUCEM
oopMIIEHHE JOKYMEHTOB JUIsl TOE3/IKU 33 TPAHUILY
B npuiioxennn npecTaBieH AOMOIHUTEIbHBIN MaTeprall 1Jisl HOATOTOBKH
K co0eceJ0OBaHNIO UM UHTEPBBIO MTPHU HaliMe Ha paboTy, JUIsl COCTABJICHUS
curriculum vitae (cv) u oOpasIiibl AeT0BOM MEPENUCKH.
Boratbiii MaTepual coaepKUTCs B yKa3aHHON y4eOHOM TuTeparype.



UNIT1
Getting a Job is a Job in Itself
ITouck padoTbI — 3TO TOKE padora
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a full-time job — mrarHas mOKHOCTB,
MIOJIHBINA pabovuil ICHb;

Should you wish to invite me for an
interview | can come to be interviewed at
any time. Ecii Bbl 3ax0THTE BCTPETUTHCS
CO MHOI, 51 MOTY IPUITH B J1t000€ BpeMS.
I have applied for the post of... A
MIPETEHAYIO Ha MECTO. ..




Ypoku

Tema ypoka

CaoBaphb 1€J10BOT0 SI3bIKA

PoJjieBbie urpbi

FpaMMaTH‘leCKaH

TeMa

IIucsmo

Yrenue.
AyaupoBaHue

Mynpblie MbICJIH O

A€JOBBIX JIOAAX

Giving information on Your character and ability.
IIpenocraBienue uangopmanuu 0 Bammx JUYHBIX U 1€JOBBIX KAUeCTBAX

| can operate the computer. ¥V Mens ecTh
OTBIT PA0OTHI C KOMITBIOTEPOM.
Iwasbornin.... I pogmica s ....

I went to school in ... Sl Xonun B mKojy B

where 1 passed the following

examinations ...

. TJ€ s CIall CIEYIOIINe SK3aMEHBI ...

. in the following subjects ...
... IO CIEYIOUIUM MPEAMETaM ....
| speak fluent English. 5 cBoGoaHO
BJIAJICIO AHTJIMHCKUM S3BIKOM.
To be persistent and hardworking — 6b1Th
HAaCTOWYMBBIM U TPYAOIIOOUBBIM;
to be well-mannered - oGnagate
XOpOIINMHU MaHEpaMHU,
to be tolerant and attentive — ObiTb
TCPIIUMBIM U BHHUMATCIIbHBIM,
to know human nature - 3HaTh
YeJIOBEYECCKYIO0 HATYDY;
to be punctual — GbITh MyHKTYaTbHBIM;
accurate — TOUHBII;
a bossy man — vesoBeK, KOTOPbIi JTHOOUT
KOMAaHI0BAaThb.
fairly well — Becbma Hermnoxo;
tidy — akKypaTHBIi, ONIPSTHBII;
active — akTUBHBIN;
creative — TBOpUeCKHii;
diplomatic—aumomMaTu4HbIIH;
energetic—aHepruyHbIii;
a bilingual secretary—cekperapr co
3HAHUCM HHOCTPAHHOTI'O A3bIKA,
I have used a word processor.
S paboTai ¢ TEKCTOBBIM PETAKTOPOM.

Elisabeth Groves is interviewed by Mr. Green.
HurepBbio Jauszabder I'poys3 ¢ paborogaresnem (Ilpunoxenne 2)

CreneHb CpaBHCHUA UMEH npuilaraTCJIbHbIX

CV (curriculum vitae).
CocraBJiienue pesrome (IIpunoxenne 2)

A letter of Application (ITpuioxxenue 2).

Oopa3erl nmucsMa K paboTOIATEIIO.

The playthings of our elders are called business.
Saint Augustine, one of the early Christian church leaders.




Ypoku

Tema ypoka

CJ'IOBapb A€J0BOT0 A3bIKA

PojieBbie urpbi

FpaMMaTH‘leCKaH

TeMa

IIucsmo

Yrenue.
AyaupoBaHue

Mynpblie MbICJIH O
AeJIOBBIX JIIOASX

Dos and DON’Ts For Job Seekers.
Yro HAJIO u uyto HE HA /1O nenath B monckax padorsl

DO let as many people as possible know
you are ‘“job hunting”. Ilycte kak
MOKHO OoJIblliee YMCIIO JIIOJIEH 3HaeT,
yTo Bl nimere padory.

DO stress your qualification for the job
opening. TlomuépkuBaiite, uT0 BhI
uMeeTe KBaM(UKAIUIO, HEOOXOIUMYIO
JUTSL TAaHHOU paOOoTHI.

DO try to be optimistic in your attitude.
Crapaiitech ObITh ONITUMHUCTOM.

DO try to overcome nervousness and
shortness of breath. He nepBuuuaiite u
TOBOPHUTC CIOKOMHO.

DO have a good resume. Nmeiite npu
cebe xopoliee pe3rome.

DO be well-groomed and appropriately
dressed.  CrapaiiTech  IPOU3BECTH
BIICHATJICHUC YXOKCHHOI'O UYCJIOBCKA U
OHeBaﬁTeCB COOTBCTCTBCHHO CJIIy4aroO.

DON’T keep stressing your need for a
job. HE mnomuépkupaiite, uro Bbl
HYX/1aeTech B pabore.

DON’T apologize for your age. HE
W3BHUHSNTECH 32 CBOM BO3PACT.

DON’T express your ideas on
compensation, hours, etc. early in the
interview. HE 3arparuBaiiTe BONpPOCHI
OTHOCHUTEJIBHO ~ 3apIuiaThl, paboyero
BpEeMEHH W T. M., B CamMOM Hadaie
pasroBopa.

DON’T arrive late and breathless for an
interview. HE MIPUXOJIUTE Ha
co0eceioBaHNE MO3HO u
3aIbIXaBIIUCh.

Brbl 3BoHMTE HA 3auHTepecoBaBInyI0 Bac ¢pupmy.
He 3a0yabTe 3apaTh camble riiaBHble Bonpocskl (Ilpuinokenue 3)

IToBenmmTensHOE HAKIIOHEHHE

Sample Covering Letter.
YuumMcs nucarThb COIMPOBOAUTEC/ILHOE MUCBMO

YuraeMm conpoBoauTenbHoe mucbMo Mapka Jlaiimonna (Ipunosxkenue 3)

The reason why worry kills more people than work is that more people worry than work.
Robert Frost, American poet.




Ypox 10
3a4€T M0 N3yYEHHOMU JIEKCUKE

Vpoxk 11
PoneBas urpa
(MucuenupoBanue BcexX MPOMICHHBIX IUAJIOTOB B €JMHOM CIOXKETE YPOKa)

Ypok 12
KOHTpOoIb OJTy4E€HHBIX MUCHMEHHBIX HABBIKOB
(ITueM npuMepHOE 3asiBIICHUE, PE3IOME, JIETOBbIE TUCHhMA)

Ypok 13

3amura MpoeKTOB.

[TpumepHBIE TEMBI:

“TO BE OR NOT TO BE ... A BUSINESSMAN?”
“MY FIRST STEPS IN HUNTING A JOB”
“BUSINESS BEFORE PLEASURE”

“GREAT BUSINESSMEN OF THE WORLD”



UNIT 2

Let’s start business
Ipucrynum Kk geay

file — neno, mommuBka;

telephone directory — Tenedonnas
KHHTA;

right away — cpasy, HeMeIIIeHHO.

Ecnu Th1 paboTaens B IpUIUYHON KOHTOPE, Th 0053aH ...
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To show smb. round the office —
MOKa3aTh KOMY-TO OQuC.
I’m here to see Simon Smith. { xouy =
BuaeTh Caiimona CMura. =
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step by step — mrar 3a marowm;

avoid errors — u3derars OMOOK;

keep a smile — ynbibaTbes;

private talks over the telephone —
JUYHBIE Pa3roBOPHI MO TenedoHy;

to explain — 0ObsCHUTS;

for instance — narmpumep:

to press the button — Haxats KHOTIKY;

to put smth. in good order — npusectu B
MOPSIIOK,

as soon as possible — kak MOXHO
CKopee.
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Ypoku

Tema ypoka

CJioBaphb 1€J10BOT0 SI3bIKA

PoJsieBbIe UTpbI

I'pammaTnyeckasn

TeMa

IIncsmo

Yrenue.
AynupoBaHue

Myapsie MbICJIH

0 ACJI0OBBIX

JIOIAX

20, 21,22

Business foreign trips.
JesioBble mMoe31KU 3a TPAHUILY

Travel Agency — 6ropo myTelIecTBuil;
single / return ticket — Ouier B omuu
KOHeIl / OWJIeT Tyaa u 00paTHo;

to exchange foreign currency -
MIOMEHSTh JEHBIM (HAa WHOCTPAHHYIO
BaJIIOTY);

destination — mecto Ha3HAYEHUS

I’d like to seat by the window. S O6b1
XOTEJI MECTO Y OKHA.

to go through the Customs — mpoiitu
TAMOXCHHBIH JJOCMOTD;

I’ve got nothing to declare. ¥ mens Her
BEIIICH, IMOJICKAIINUX 0OJIOKCHHIO.
non-smokers’ compartment — Kyrme Jyis
HEKYPSIINX;

arrival / departure — npuObitne /
OTIIPaBIICHHE;

The train is standing at platform 3.
[Toe3n crout y miarhopMbl HOMEpP TPH.
The train is delayed for half an hour.
[Toe3n 3ana3apIBacT Ha Mmoyryaca.

fasten seat belts - 3acrernyrh
NIPUBSI3HBIC PEMHU;

settle in — pacmomoKUTHCS;

View — Bu;

Wing — KpbLIo;

on the whole — B-o61mem;

welcome — npuBeTCTBOBATS;

on board — Ha 6opry;

altitude — BeICcOTA;

local time — mecTHOE Bpems;

on behalf — or nmenu;

Crew — KOMaH/1a;

pleasant flight — mpusiTHBII MONET;

hope for the best — mHagesarbcs Ha
JydIiee;

on the spot — Ha wecre,
HEME/IJICHHO.

cpasy,

Situation: At the Airport.
HMuanor «B asponopty» (Ilpuiioxenue 6)

Henuunbie Gopme riarosa

OdopmiieHue TOKYMEHTOB /ISl O€3/IKU 32 TPAHUILY

In the Plane.

B camonére
Urenue, nepeckas. ([Ipumoxenue 6)

No man needs a vacation so much as the person who has just had one.

Elbert Hubbard, American writer




MEXIYTOpoaHero Habopa,

Is the place on STD? Moxuo mnu
HabpaTb HOMEp MPsIMO?

I’'m not listed (in the directory). Moero
HOMEpa HET B TeNIe()OHHOM KHHUTE.

To receive a telephone message —
MOJTyYUTh TesIe()OHHOE COOOIIEHHE;
private calls — muunBIe pa3roBopsr;

in a second — yepe3 cekyH1y;

to ring sSmb. Up — MO3BOHUTH KOMY-TO;
Nice to hear you — mpustHo Bac
CJIbIIIATh.
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Telephone / switchboard operator —
Tese(hOHNUCTKA,
the line is busy — 3ausTo;
the line is dead — iuHus HeucnpaBHa,
the line is clear — muHMs cBOOOIHA;
telephone  charges - muara 3a
TeneOHHBIE TEPErOBOPHI; )
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pick up the receiver — cHsTh TPYOKY; 4
ring off / hang up — monoxute TPyoKy; =
hold‘the line — He KrauTe TpyOKY; a
I’d like to place a long distance call. 5 =
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Ypok 26
3a4€T M0 N3yYEHHOMU JIEKCUKE

VYpok 27
PoneBas urpa
(MucuenupoBanue BcexX MPOMICHHBIX IUAJIOTOB B €JMHOM CIOXKETE YPOKa)

Ypok 28

KOHTpOoIb OJTy4E€HHBIX MUCHMEHHBIX HABBIKOB

(ITucemo npyry o Bamem nepBom BnieyaTieHuu o mecte Barieit paboTsl;
oopmileHre 1eTOBOr0 MUChMa; 0O(POpMIIEHHE JOKYMEHTOB TSI TOE3/IKU 32
TPAHHILY)

VYpok 29
3amura NpoeKTOB.
[IpumepHbIEC TEMBI:

“THE OFFICE OF MY DREAM”

“MY HOBBY IS THE FIRST STEP IN CHOOSING MY PROFESSION”
“LET US SPEAK ABOUT BUSINESSMEN OF OUR NATIVE TOWN"
Ypoku 30-34

O0001IEHHOE TOBTOPEHHE.

[TonroroBka W MpoBeaeHHUE KOH(EpEeHIMH Ha TeMy «MoOHW TMepBbie IIaru
ouzHece» B GopMe pOJIEBON UTPHI.



[Tpunoxenue 1

Situation: Paula Tanner is interviewed by Mr Joel Klaus, the Personnel Manager of Woodex.
J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,

Personnel Manager. What can | do for you?

P.T.: I read an advertisement of your firm in yesterday's Estonian Express.

You need a secretary, so | sent my application and now I'm here.

J.K.: Have you worked as a secretary before?

P.T.: I'm sorry to say that | haven't. But in spring | finished secondary school with the specialty

of secretarial work. So it means that theoretically | should know something.

J.K.: Oh yes, | remember now. That's very good. Do you speak any foreign languages?

P.T.: Oh, to a certain extent, yes. | know fairly well Russian and English, a little German and

Finnish.
J.K.: That's not bad. We really need Finnish very much.

P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.

J.K.: Fine. P.T.: If you can't take me on as a secretary, | could be on probation for a time first.

J.K.: Well, yes. | think that in the beginning you'll have to learn quite a lot.

P.T.: I'm willing to do that.

J.K.: Well, now... where have | put your application...? Oh, here it is. You see, we need a

curriculum vitae as well and two photographs.

P.T.: I'll bring them as soon as | can.

J.K.: That's good. Can you start next Monday?

P.T.: Oh yes, of course.

J.K.: Well then. I'll see you next Monday at 9 sharp.

P.T.: Thank you. Good-bye. J.K.: Good-bye.

GRAMMAR FOLIO
YnotpebiieHre apTUKIIS ¢ Ha3BaHUSMH OaHKOB
3anoMHUTE YyOTpeOIeHNE apTUKJIS C HA3BaHUSIMU CJIETYIOMNUX OaHKOB:

. the Bank of England
. the Bank of New York

. the Chase Manhattan Bank
. the First Bank of the United States
. the Bank of England is a very famous bank.

Hazpanust 0aHKOB MOTYT TPaKTOBAaThbCi KaK MMEHa COOCTBEHHBIE, B TaKOM cCllyuyae apTUKIb
nepe] Ha3BaHHWEM He yHnoTpeossercs.

Harvey Rabin is a spokesman for Bank of America The president of Absolute Mortgage
Banking is J. B. Spoiin.

B nonnom HazBanuu Oanka the Chase Manhattan Bank aptukine npucyrcTByer. B cokparieHHbIX
e Ha3zBaHusAX Chase Manhattan u Chase apTuxib He yroTpeosieTcs.

Sam's office is on the 15th floor at Chase Manhattan. He has been at Chase all (of) his life.



HELP WANTED

JUNIOR SECRETARY for busy, friendly office, to work for managing director. She should
have good speeds, a sense of humour, a sense of responsibility, and an ability to cope with
panicking. Starting salary within range 1000-1400 depending on age and experience. Foreign
languages an advantage. Good promotion prospects for a career girl.

Write to Woodex, 20/54 Tartu Rd. EE3002 Keila.

Qualified secretary/shorthand-typist required by importers
Photographic equipment, Tilport. Good pay and prospects
For suitable applicant. Five-day week.

Write Box X. 1234.



[Tpunoxenue 2

3amanue. [Ipounraiite u nepeBeauTe OOBSIBICHHE.

Join our PR team — top salary!

we need someone to join our team who can manage to do ten things at once while remaining
cool and calm in crisis!

We are a leading PR Company and we can offer you a fulfilling and challenging role working
with our Director of Travel.

You will need to be hard-working, flexible, well-organized and energetic. You'll be attending
presentations, arranging meetings, travel and lunches, and liaising with executives of major
international companies.

This is a superb opportunity for the right kind of person and we'll pay you a top salary with
bonuses.

Call or write today and tell us about yourself!

Jim Brown, Anglo-European PR,

99B Baker Street, London, W1J9PQ

telephone 01 6708071

PR — Public Relations, liaising — cBs3b, B3aumo/ieiicTBrE

fulfilling and challenging role - pons, HammonHeHHAs coaepKaHUEM H 3HaYeHHEM Superb
opportunity — Bemuko-

JIerHas BO3MOXKHOCTH, flexible — moaBwkubIii, nprcmo-cabauBaromuiics

3ananue. [IpounTaiite Mo poisiMm HHTEPBBIO Diu3adet ['poyB3 ¢ paboromarenem.

Mr. Green: You are applying for a post here. | have read your letter, but now | want to ask you a
few personal questions. First, how old are you?

Elizabeth: Twenty-four, sir.

Write your CV (curriculum vitae — pestome, ankera). Follow the instructions.

1. Write your name.

Write your date of birth.

Write your address.

Write a sentence to say what you are really good at and what you want to do.

Write your education. Start with the most recent.

Write your qualifications. Start with the most recent.

7. Write your jobs. Start with the most recent. 3. Write about your interests.

Amnxkera (CV unm amep. resume) seodxoguma rpu npreme Ha padotry C _J / B Bputanuu u CIIIA.
OHa MO3BOJISIET pa6OTO,Z[aTeIIIO 6BICTpO BBI6paTL IoaAXogdIuXx KaHIUAaTOB HW OTCEATH
Henoaxoamux. [loaromy ecnu Bbl umiere padboTy B OpUTaHCKOW MM aMEPUKAHCKOW KOMITaHUH,
BaxXHO, yTOOBI Ballla AHKETa-pEe3rOMC ObLIIa HE TOJLKO CIIMCKOM TOr'0, 4TO Bbl YMECTEC ICJIaTh, HO
" «pCKJIaMHpoOBaia» Bac.

ook wm

Mr. Green: | see. So you left school about seven years ago.
What were your best subjects at school? Elizabeth: English and history.
I liked French, too. And art. Ididn't like mathematics or science much. Chemistry
was my worst subject.
Mr. Green: Mathematics is sometimes very useful in office
work.
Elizabeth: Oh, well. I can do simple arithmetic and | have
studied bookkeeping.
Mr."Green: What have you been doing for the last seven years? | believe you have had some
secretarial and commercial training.



Elizabeth: Yes, I have. When 1 left school | went to Barsetshire Technical College and took a
course in shorthand-typing, bookkeeping, office practice and some other subjects.

Mr. Green: How long was this course?

Elizabeth: One year.

Mr. Green: And what did you do when you left the technical college?

Elizabeth: I went to work in an insurance company in Liverpool.

Mr. Green: Did you stay there long?

Elizabeth: I have been there for six years. I'm still working there.

Mr. Green: You have been in the same office ever since you left the technical college?
Elizabeth: Yes, | have.

3ananue. [IpounTaiite U nepeBeIUTE TEKCT:

A CV (curriculum vitae) is essential if you're applying tor a new job or for promotion within
your own company, or even to register as a delegate at a conference. Some information might be
given in your CV, some in your letter of application - and perhaps some on a Supplementary
Information sheet (giving information relevant to the particular job you're applying for). There
are no fixed international rules about this: different countries have different practices.

3aganmne. Omnpenenure, Kakhue W3 HIDKENEPEYUCICHHBIX ITYHKTOB MOTYT OBITh HamOojee
npurogaeivu it CV (in. e. curriculum vitae):

. Your name, address and telephone number.

. The title and reference number of the job.

. Your date of birth.

. Your marital status.

. The name and address of present (or last) employer.
. Your hobbies and leisure interests.

. The sports you play.

. Details of all the jobs you have had.

. The languages you speak, read or write.

. Details of the examinations you passed at school.

. Details of the professional diplomas or degrees you have
gained.

. Details of training courses you have attended.

. Details of your achievements and responsibilities in your
working career.

. Your suitability for the job advertised.

. Your reasons for applying for this job.

. When you are available for interview.

. Details of your present (or last) job.

. Your current (or last) salary.

. The salary you would expect to receive.

. The names and addresses of two or three referees.

Read and choose the best answer.

HOW TO IMPROVE YOUR CV

Start by making a list of what you have done and keep it on your computer. This way you can
update

it regularly. If you have the information on a computer, you can change it to fit the job you are
applying for.

Remember that employers will look at your experience and your interests, so don't undervalue
the things



you have done. If you worked in a fast food store, don't just say 'l worked in a fast food store'.
You

practised teamwork, customer service skills, punctuality and health, safety and hygiene.

Try to make your CV lively. Don't say 'l attended training'. Say things like 'l did training'. Make
it more

active. Use words like ‘organise’, 'be responsible for' or ‘planned’. Things you did for a day or two
are

still experience. Give them a short paragraph.

Finally, think of what you have done that is unusual, that makes you sound more interesting. Put
that in

your interests and never say you watch TV or play computer games all day, even if you do!

1. The author suggests

a) you should never change your CV.

b) you should make a new CV for every job application.

C) you should adapt your CV.

d) you should put your CV on a computer and update it regularly.

2. The author suggests

a) you say exactly what you did.

b) you say the skills you used.

c) not saying the skills you used.

d) you undervalue what you have done.

3. The author thinks it's important

a) not to sound too positive.

b) to sound too positive.

c) to sound positive.

d) not to use active words.

4. In the author's opinion employers look for
a) experience.

b) interests.

c) interests and experience.

d) computer games experience.

MHorue OpHWTaHCKHE W aMEpPUKAHCKHE KOMIIAHWHM TpeIararoT MpodeccHoHATbHYIO
MOMOIIb B COCTaBlIeHUU pe3tome. B bputanuu u Amepuke pabotonarenu He TPeOYIOT pe3ioMe,
HalMCaHHBIX OT PYKH, HO BO DpaHuuu rpadojorus MOKET UIrpaTh BaXHYIO poJjib B BbIOOpE
MOIXOJANIeH KaHAuAaTypbl. XOTs MpU MpueMe Ha paboTy YUYHTHIBAIOTCS TOTYy4YEHHBIE BaMH
JUIIJIOMBI, 3BaHUA U CTCIICHU, pa6OTO)IaTeJ'II/I B MEPBYIO O4YCPEAbL CMOTPAT Ha HAJIUYHUC Yy BacC
HEOOXOIUMOTO OTbITa, & TAK)KEe HHTEPECOB, KOTOPBIE BAC MOJIOKHUTEIHHO XapakTepu3yrT. Eciu
Bbl MOJIOABI M Yy BaC MaJIO OIlbITa, BAalI€ YBJICYCHUC CIIOPTOM, a TAKKC HMHTCIJICKTYaJIbHBIC
WHTEpEChl MOTYT CBUJETENHLCTBOBATH O BallleM TBOPYECKOM TOTEHIIMAane, a HeOObIYHOE
YBJICYCHHE TIOMOXET OOpaTUTh Ha Ballle pe3toMe 0coboe BHUMaHUE.

Huanor «CV»

Nicolai  Simon, have you got a minute?

VY Tebst ecTh MUHYTKA?

Simon  Sure. What’s up?

Koneuno, uyto cinyuunocs?

Nicolai It's my cousin in Moscow.

Peus 0 Mmoem nBoropoaHOM OpaTe n3 MOCKBBHI.

He’s applying to do post grad study in the UK.

OH moas 3asiBJICHUE B acIUpaHTypy B BenukoOputanum.
He’s applied to Brighton University.



B bpaiiToHCKUl yHUBEPCUTET.

Simon Really! How can | help?

Heyxenu! Yem s Mmory momousn?

Nicolai They’ve asked for his CV.

Y HEro nonpocuiIn pe3rome.

He doesn't know what that is.

OH He 3HACT, YTO 3TO TAKOE.

Simon That’s his curriculum vitae.

DTO ero aHKeTHbIC JJaHHBIE.

The facts about his life.

@DaKThI O €ro )KU3HH.

You know, date of birth, school, university, qualifications and so on.

Hy, 3Haems, nara poxxaeHus, KOJa, YHUBEPCUTET, JUILJIOMBI U TaK Jajee.
Nicolai OK. And they’ve asked for a personal statement. fIcHo. Eimie oHu monmpocusiiu mucbMo o
ceoe.

What's that?

Yo 310 Takoe?

Simon Oh, he has to write a short essay about his interests and what he wants to do in life.
Hy, oH noipkeH HamucaTh KOPOTKOE 3¢CE O CBOMX MHTEPECax M O TOM, YeM OH XOUYeT
3aHUMAThCA.

Nicolai How long should it be?

A Kakoil nomxeH ObITh 00beEM?

Simon I’d suggest about two or three pages.

S1 Ob1 HanKcan 1Be-TPU CTPAHUIIBL.

If I were him, I’d ask him to type it, not write it.

Ha ero mecte 51 Obl ero HameuaTal, a He TUCAN OT PYKH.

Nicolai They’ve asked for two references.

OHU TONIPOCUIIH JIB€ PEKOMEHIAIUH.

What are they?

Yro 310 Takoe?

Simon They're letters of recommendation.

PexoMenaarenpHbIe TUCHMA.

If I were him, I'd ask my professor.

Ha ero mecte st Ob1 monpocui y cBoero mpodeccopa.

I suggest he asks his tutors.

[TycTh MOTIPOCHUT Y CBOUX TIPEIIOIaBaATEIICH.

Nicolai [I'll tell him. Thanks a lot, Simon.

A cxaxy emy. bonbioe criacu6o, CaiiMoH.

Simon No, you're welcome.

He 3a uro.



[Tpunoxenue 3

HpHMep COIIPOBOAUTEIILHOT'O ITUCbMaA

(Sample Covering Letter)

Mark Diamond 4701 Pine Street, #K-13 Philadelphia, PA 19143 Tel. 1-(215)-748-3037

April 2, 1992 Dear Mr. Marinichenko:

I am a first-year student in the M.B.JI. program at the Wharton Business School in Philadelphia.
I understand that you are heading the independent Ukrainian airline. | 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 [his summer as an intern. | am
very interested in the possibility of such an internship, during the summer of 1992.

My professional experience has given me an in-dcpth knowledge of the air transportation
industry. | have, in particular, worked for American Airlines, the Federal Aviation
Administration, and Kurth & Company, Inc. , an aviation consulting firm where 1 was Manager
of Airline Analysis. My responsibilities included the study of schedules, fares, equipment
selection, and financial results. Notably, 1 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 transporta—tion industry in the United States could be quite
beneficial to your carrier.

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

Bormpocsl ¢pupme:

Have you received my covering letter and resume?

When is the deadline for application?

Do you need a letter of recommendation or any other referen—ces?

: Whom can | contact for further information? Is it necessary for applicants to have
commercial experience?

rwne



Huanor «Ilokaxute Hukonaro odpucy»

Simon

I'm Simon Smith. Hi!

S Caiimon Cwmut. 3ApaBCTBYMTE.
Nicolai

How do you do, Mr. Smith?
3npaBcTByiite, Muctep CMHT.

It's nice to meet you.

IIpusATHO NO3HAKOMUTHCH.

Simon

Nice to meet you, too.

MHe TOoXe MPUATHO IMO3HAKOMUTLCA.
Oh, and please call me Simon.
3oBute MeHs1 CaliMOH.

Nicolai

Thanks, and I'm Nicolai.
biaronmapro Bac. A MeHs 30ByT Huxouai.
Simon

Hi, Natasha.

3npaBctByid, Harama.

Natasha

Hi, Simon.

3npaBctByii, CaitMOH.

Simon

Nicolali, this is Natasha Davis.
Huxkomnaii, sto Harama /[3Buc.
She's a programmer here.

Ona nporpaMMucT.

Nicolai

How do you do?

3n1paBCTBYMTE.

Natasha

How do you do?

3paBCTBYMUTE.

Simon

Natasha, show Nicolai round the office.
Harama, nokaxu Hukomnato oduc.
Natasha

OK.

Xopoto.

Simon

Thanks, Natasha.

Cnacubo, Haramra.

See you later, Nicolai.

Huxonait, ypuaguMmcst mo3xe.
Nicolai

Fine. See you later.

Xopomo. /Jo BcTpeun.

[Ipunoxenue 4



Hannucu Ha nBepsx oduca

Accounting manager - Bookkeeping - Canteen - Ladies’ toilet - Gents’ toilet - Personnel
manager - Photocopying room - Postroom - Secretary - Systems analyses - Typing pool -
Reception - Restroom - Data Processing - Stationary store

[IpaBuna ais HaunHAKOMUX paboTaTh B oduce

. Be punctual

. Wear your smartest clothes (not trousers if you are a woman)

. Go to the hairdresser’s the day before

. Smile at everybody you meet.

. Find out what the canteen food is like.

. Offer to pay for your own coffee.

. Make a note of everything anyone tells you.

. Ask if you can start work as soon as possible.

. Show your new colleagues pictures of your family.

. If you are a smoker, don't smoke in an office you share with someone.
. If you are a non-smoker, say you don't mind if the person you share the office with wants
to smoke.

. Wait until you have been introduced before you speak to any—one else.
. Apply to go on a special training course.

. Ask where to get your luncheon vouchers.

. Inquire about the company pension scheme.

. Ask who is the trade union representative.
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Situation: Paula comes to work on Monday morning. Joel Klaus, the Personnel Manager shows
her round.

P.: Good morning, | hope I'm on time.

J.K.: Good morning, Miss Tanner. Come in and take a seat for a moment. I'll just sign those
papers and we'll see what we can do.

J.K.: Well, first of all I'll take you to your future boss, the managing director of

the firm. Come this way, please. P..  Is it a he or a she? J.K.: It's Mr Allan Virge, a very
experienced elderly gentleman with two

daughters, the younger one might be of your age. P.: Is he a quiet or a bossy man? J.K.: That'll
depend on you. He's very exacting, punctual and accurate. If you

turn out to be an efficient worker, he'll be very good to you. But if you're

forgetful and careless, he may be very impatient. His former secretary lost

her job with us because of that and also due to her private talks over the

telephone.

P.: Oh dear, how you scare me! J.K.: Don't be afraid. In general he's a very nice person. This
way, please. Now

the third door on the right.

Writing business letters In English

is very much like writing letters in your own language. The letter reflects the image of your firm.
You should keep in mind that a letter should be clear, complete, concise, courteous and correct
(the five C's), meaning that the letter should be polite, clear, brief, ended and without mistakes.
British usage is far more polite than Estonian or Russian, as is shown in expres—sions like

Please let us know your terms...

We are pleased to inform you that...

We are looking forward to your early reply.

When you are writing a letter, it is often a good idea to make a list of the things you want to say,
and to make sure that they are in right order. Many letters have only three paragraphs: the
introductory paragraph indicat—ing what the letter is about, the main paragraph, i.e. the body of
the letter, expressing the idea of the message, and the final paragraph, which explains what
information or action you expect from your correspondent.

There are numerous types of business letters.

The more often used are:

Inquiries; Replies to Inquiries; Offers and Quotations; Sales Letters; Orders; Packing
Instructions; Order Confirmations; Order Acknowledgements; Invoices and Accounts;
Collection Letters; Complaints and Claims; Adjustments; Status Inquiries, etc.

In addition there are letters of a semi-private nature:

Letters of Application; Testimonials; Congratulations; Condolences; Invitations; Hotel and
Travel Bookings; ‘'Thank you' Letters; Letters Announcing an Arrival, etc.



The Usual Layout of a Business Letter

1 Sender’s Woodex
Address or 20/54 Tartu Rd
Letterhead EE3002 Keila
ESTONIA
2 Date 3rd May 19XX
3 Reader's Sales Department
Inside Brian Mills Ltd
Address 10 Church Hill
Hull H77 3AL
ENGLAND
4 References Our ref: RUPT
5 Opening Salutation Dear Mr Cox
6 Subject Line
(if necessary) Order No 212
7 Body of the Letter Thank you for your letter of 22 April and the
(3 paragraphs) current price list.
We enclose our order No 212 for three polishing
machines AC 3/8.
Please let us know about the delivery date as
soon as possible.
8 Closing Salutation Yours sincerely
9 Signature RL. tmﬁmq
10 Name and Title Robert Limberg
11 Position Production Manager
12 Enclosure(s) Enc 1
13 Carbon Copy cc - The Estonian Chamber of Commerce

Juanor «MoOuinbHBIN TeaehOoH»
Natasha I've got a mobile phone.

Y MeHs ecTh MOOHMITBHBIN TenedoH.

How does it work?

Kaxk on pabotaet?

Mary Have you got your SIM card?
VY Tebs ecTh cuM-KapTa?

Natasha Is this it?

210 oHa?

Mary  Yes, it's a little computer chip.
Ha, 5T0 ManeHbKU KOMIIBIOTEPHBIN YHII.
TsI BcTaBJsENIb €T0 C OOPaTHOM CTOPOHBI TeledoHa, BOT 3/1€Ch.
Natasha How do you switch it on?

Kak on Bxirovaercs?

Mary  You press this button, here.

Trl Ha3KUMaeIb Ha KHOIIOYKY, BOT 3/1€Ch.



Natasha What does it say on the screen?
Uto HanucaHo Ha 3kpaHe?

Mary It says 'Insert your PIN number'.
3nech Hamucano «Beeaute Bai Pin-Koa.
Natasha What does that mean?

UYrto 510 03Ha4aeT?

Mary It's your personal identity number.
DTO TBOH JIMYHBIN UACHTH(UKAIIMOHHBIA HOMED.
You type your PIN number like this.

TwI BBOAMIIIb CBOM PiN-KOJ, BOT TaK.

Then you press the «Yes» button.

3aTeM Ha)KMMaelllb Ha KHOIIKY «yes».
Natasha OK! What do you do next?
Xopomio. Uto nenarb painpliie?

Mary  You dial the number, like this.
HalGupaemib Hy»XHBII HOMEp, BOT TakK.

Then you press «Yes», like this.

3aTeM Ha)kKMMaelllb Ha KHOTIKY «Y€S», BOT TaK.
Natasha It doesn't work!

On He paboraert!

Mary  Show me. The battery's low.
[Toxaxu. Cenu 6atapeiiku.

There's only a little power left.

3apsia OCTaJIOCh BCETO UyTh-UYTh.

You need to plug it in.

Tebe HY>KHO BKJIIOYHTH €TO B CETh.

Read the following story. Retell it to a partner. A Mistake

The air hostess was in the small kitchen at the back of the aeroplane preparing lunch when a little
lady came and spoke to her, ‘Could you please tell me where the ladies’ lavatory is in this
aeroplane?’ ‘Yes, madam,’ said the air hostess and smiled. ‘It is right at the other end of the
plane — at the front.’

The little old lady went too far. She walked all the way to the front of the aeroplane, opened the
door in front of her, and saw the captain of the plane and the other officers. They were all busy at
their work and did not see her. She went out again, shut the door and returned to the air hostess.
‘Oh, didn’t you find it, madam?’ the girl asked her. ‘Yes, I did,” said the little old lady. ‘But
there are your men in the ladies’ room watching television.
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At the Airport
Situation: Allan Virge, Peter Silver and Paula Tanner are waiting for their flight to be
announced.
A.V.: Well, now that our airfreight affair is over I’'m relaxed.
P.S.: I wonder how those things are arranged abroad. | think there are special firms who deal
with transporting goods.
A.V.: Oh, I’'m sure there are. Here you’re run off your feet before you can have a small thing
done.
P.:  While dealing with our problems | learnt that there is a transworld organization which
packs goods into containers and unpacks them at the destination. In addition they may handle all
your documentation: the bills of lading, insurance, papers ... you have no trouble whatsoever.
P.S.: All right, now our container has been handed over safely. Let’s hope it’ll arrive in Canada
with us, won’t be sent somewhere else. A.V.: Now, let’s go and check in, let’s have our
passports checked and let’s go to the departure gate.
P.: Oh, must I have my handbag weighed? Official: No, you needn’t. A.V.: Well, here’s my
ticket and boarding card. I’'m ready to board the plane.
In the Plane
Situation: The passangers are sitting in the Stockholm to Montreal plane.
A.V.: Oh, how pleasant it is to relax!
P.: Oh yes. Look! We’ve already got to fasten our seatbelts. I couldn’t even properly settle in.
P.S.: Paula, you’re lucky sitting there at the porthole. Can you see well?
P.: ’m afraid not very well, the view is partially blocked by the wing. But on the whole I can see
something, yes.
Stewardess: Good afternoon, ladies and gentlemen. We welcome you on board of SAS flying
from Stockholm to Montreal. Our flight’ll last for seven hours, we’re flying at an altitude of
10,000 meters, over Norway, Northern Scotland and Iceland. We arrive in Montreal at 5 pm
local time. On behalf of the captain and the crew I wish you a pleasant flight. You’ll get your
lunch in an hour’s time. Drinks and snacks’ll be served on the spot. Thank you for attention.
A.V.: That was nice, wasn’t it?
P.S.: Very relaxing atmosphere.
P.. Ifthere are no clouds, I'll have a nice view.
A.V.: Let’s hope for the best.
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Telephone Calls

Situation: Paula.is telephoning the general secretarial office.

P.:  Good morning. This is Allan Virge’ s secretary speaking.

Office girl: Good morning. Oh, a new secretary, isn’t it?

P.: Ohyes. Sorry I forgot to tell my name. Paula Tanner.

0.G.: Nice to hear you, Paula. I’'m Rachel Havel.

P.: Very nice. Well, is there any message for Allan Virge?

R.H.: Wait a moment, I’ll check... mm... Oh yes, they received a telephone
message from Sweden last night, a Mr Svensson will ring up Allan Virge
at about eleven today.

P.:  Thank you, bye.

R.H.: Let’s meet at lunchtime, O.K.?

P.:  Fine. But how can | recognise you?

R.H.: I’ve on a sky-blue sweater and a grey pleated skirt. And you?

P.: T’ve anavy blue costume on. And a white blouse.

Situation: A person from a local organization is ringing up Allan Virge.

P.:  Good afternoon. Paula Tanner, Allan Virge’s secretary speaking. Can I help you?
Voice: Oh, good afternoon. A new secretary, as | hear?

P.: Yes,sir.

Voice: This is Udo Penn from the Engineering Plant. Is Allan Virge in?
P.: Well, he’s in the house, yes. But not exactly in his room.

U.P.: He’s never in his room. What’s he running about?

P.: Can | take a message?

U.P.: You might tell him to ring me up. My new telephone number is 202 505. I’ll be in all the
afternoon.

P.: Fine. As soon as he comes, I’ll tell him.

U.P.: Thank you. Good-bye.

P.: Good-bye.

Telephone Rules to Be Remembered

. Be prompt in answering the telephone,

. Avoid being misunderstood - speak directly into the mouthpiece and pronounce words
and numbers distinctly.

. When answering, give the firm’s name immediately, and then your own name.

. If the person wanted is not in, offer to take a message for him.

. Write down every message and put it in a conspicuous place on the desk of the person for
whom it is intended.

. Check the accuracy of names and numbers receive 1 over the phone by repeating them
very clearly.

. Be brief, courteous and businesslike.

. Keep an index of frequently called numbers beside the telephone.

. Consult the telephone directory for information about long-distance calls, regular

charges, reversed charges, reduced rates, and other special services.



