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NepepmoBa

Mwu 4acTo XMBEMO HEMPUMITHO i TMXO, HOAUNCH NOPYLUNTH
3BUYHUN NIMH peyYelt, 3pYUHiCTb Ta KomdopT, AKi BMOyaoByBanu
pokamn. Y MOBCAKOEHHOMY »XWTTi MW MOC/YroByemMocs 06-
MEeXXeHVM 3anacom CJliB, MOBa PACHO nepecunaHa CypXukom,
a 33 HeoOXiAHOCTI CNPaBUTN BPa)KeHHS Ha CMiBPO3MOBHMKA
BUKOPWUCTOBYEMO 3ano3nyeHi C/I0OBOCMOJSIyYeHHA Ta BUpPasMu.
TakMM YMHOM Hal CNOBHMKOBUW 3anac 3aluLWAETbCA poOKaMu
Ha OAHOMY i TOMY K PiBHi, 3a/NMLWIAETbCA «y Macusi». A WO
BXK€ Ka3aTun Npo BONOAIHHA iHO3eMHOI MoBo! TyT cuTyauia
YyacTo 6nM3bKa A0 KPUTKMYHOI. TaK, CBigOMa i akTUBHa YaCTUHA
YKPaiHCbKOI MONOAiI BXe 3 MNenwWoK Bigyyna i ycsigomuna
6araTOMOBHICTb Cy4YaCHOro CBiTY, @ BOJIOAIHHA iHO3eMHVUMU
MOBaMV — AK BUMOTY y4acy. 3aBAAKM mepexi IHTepHeT y Hac
HEeNMOBIPHO PO3LLMPUNNCA KOMYHIKaTUBHI MOXJIMBOCTI, @ OTXKe
i MOXXNMBOCTI AinoBoi cniBnpaui, 6i3Hec napTHepCcTBa, OOMIHY
iHpopmauieto. OgHak, Mi>kaepKaBHi BiHOCKMHM MOKN IO He €
AeMOKPaTUYHUMW | PIBHUMU ANA YCiX rpomMagaAH, TOMy BUi3[,
Ha pobOTy 3a MeXi KpaiHK He 3aBXan € be3snepellkogHnm. Ta
ANA NIOANHW, AKa BONOAIE MOBAMM iHLWMX HapoAiB, AepXaBHi
KOPOOHM BXe He MaloTb CYyTTEBOrO 3HaUeHHs!

Ha ponomory ycim, XTo nparHe NOCUINTW BIACHUIA aHrNo-
MOBHUW NOTeHLUian y Ainosin cpepi, BGOCKOHANNTM BONOAIHHA
MOBOIO Ha YCiX PiBHAX Mpunge Len HaBYalbHUA MOCIOHMK.
Ba3oBy OCHOBY BUAAHHA CKNanu NigpyYHNKN Ta NOCIOHUKM AK
BITUM3HAHMX, TaK i 3apybixHMX NiHrBicTiB, ¢inonoris, MoBo-
3HaBLIB, @ TaKOX aHMNO-YKPalHCbKi CIIOBHUKW, YKPalHCbKO-
AHMINCbKIi  PO3MOBHUWKKW, CIOBHUKN BUAaBHMUTBA Long-
man, ¢axoBi IHTepHeT-gXepena Ta iH. CTPYKTYpy NOCi6HMKa
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cknagatote 17  posginie. Bam gonomMoxKyTb  34iNCHUTY
WiCTb OCHOBHUX KPOKIB Yy MOLWYKY po6OTH; 3pO3yMiTLU CyTb
i 3micT moctyny y npodecinHin Kap'epi; nucatm [inosi Ta
peKoMeHAaliHi NUCTK; 3anoBHIOBaTM 6naHKM NPO OCOOUCTI
JaHi; nncatm 3asABM Ta CKNagatyv panopTy; onpauboByBaTU
LiNOBY KOpeCnoHAeHLil0; OBONOAITM OCHOBaMM NpodecCifHOoi
e€TUKK; 3[INCHATU TEeCTOBUA CAaMOKOHTPOMb HabyTuX 3HaHb;
po3WwmpnT NpodecinHMA  Ta KyIbTYPHUI Kpyrosip 3a
LOMOMOrol0  KOPOTKUX iHOpMaLiNHUX TeKcTiB. [MoCiOHMK
MICTUTb @HINO-YKPAIHCbKUN CNOBHUK-AOBIAHMK TEpPMiHiB, a
TaKOX KOPOTKi aHro-yKpalHCbKI rnocapii 4O KOXHOro po3giny
3 HaMy>KMBaHILLIVMUM 3pa3kaMu CJIOBOTBOPEHHSA Y AiNOBIN chepi.
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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 considered 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 richness 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 you'll feel.

Venture out from where you've been, then from that new
perspective venture out again.

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



Lesson #1

Employment Strategy

“Choose a job you love and you will
never have to work a day in your life”

(Confucius (551-479 BC),
Chinese philosopher)

Q1 Starting up

1. Are you ambitious? Why or why not?
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 employed with a
fixed salary? What are the advantages and disadvantages of each
situation?

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

accurate [‘xkjarat]; agency [‘eid3(s)nsi]; applicable [3’plikabl];
appropriate [9’praupriit] (adj.), [e'prauprieit] (verb); colleague
[‘kpoli:g]; directly [d(a)r’rektl1]; evaluate [1’valjuelt], expe-
rience [1k’spiarian(t)s], [ek’spiarian(t)s]; foreign [‘farin]; lan-
guage [‘lengwidz]; literacy [‘lit(a)rasi]; potential [pa’ten[(d)l];
prestige [pres’ti:3]; process [‘prauses] (Brk; verb [pra(u)’ses]);
produce [‘prodju:s]; product [‘prodakt]; prosperous [‘prasp(s)
ras]; punctuality [panktu’alsti], [panktju’zlsti]; qualifica-
tion [kwolifr’keif(®)n]; qualified [‘kwolifaid]; questionnaire
[ kwestfa’nea]; require [r1’kwaia]; résumé [‘rezju:mei1]; uncertain
[An’s3:t(d)N]

1 Differentiate

fewer [‘fju:a] - He3HauHa KinbKicTb
fever [‘fi:va] - xap, rapsauka

sell [sel] - npogaBatu, Toprysatu



sale [se1l] - npopax, peanizauis, po3npopax

sail [se1l] - nnasatn, nanctn

weak [wi:k] - cnabkuii; HenepeKoHMBMIN; HeeheKTUBHMI
week [wi:k] - TuxpeHb

0 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
job interview

U 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
yourself. 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, interests, 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 information 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:

Self-evaluation
Application letter

Résumé

Letter of recommendation
Application form

Job interview

to promote yourself
well-rounded jack-of-all-trades

ounhscwWwN =



a)
b)

Step 1. Self-Evaluation

The employment process begins with self-analysis, so start with:
identifying your interests;

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 yourself

1.

GICNNEN

What are you looking for: money, power, prestige, growth poten-
tial, other motivators?

How important are salary, environment, benefits, and job stability?
Do you enjoy working with people, information or things?

Is it important to be your own boss?

What is your idea of a perfect job, a perfect boss, a perfect col-
league?

Task 2. Answer the questionnaire for a qualified employee in a

A.

western company. Put items in A, B, C in order of impor-
tance. Discuss your answers with your group mates

Academic Strengths and Qualifications™:

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

Abilities and Skills:

— creativity; — composition;

- management; — communicative.

- analytical;

Character Traits:

- reliability; - flexibility;

- punctuality; — friendliness.

- cooperativeness;

' Academic strengths = education and degrees;
qualification = proof that you have completed a specialized course of study



Task 3. Read and analyse the article, summatrize its main points,
use them as guidelines in your job searching

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, 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 recruiters and employment agencies.

Tailor your sales pitch to the reader. With the exception of
companies looking for a trainee or a corporate president, few em-
ployers will be interested in a well-rounded jack-of-all-trades. Usu-
ally, 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 impression.

Don’t promise to deliver more than the employer requires. If
employers want more, they’ll ask for it.

(Haymenko J1. [1. Business English Course: - K.
M3p-Bo A.CK., 2004. - C. 62-64)

Task 4. Read the text again andanswer 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 information in the
résumeé?

10



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

b)
q)

d)
e)

is actively looking for employment;

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

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

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

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 ¢. individual

4. personnel d. increase

5. 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 Noun (activity) | Noun (person) | Adjective
advertise advertiser
applier applicable
train training
creation creative

Task 8. Fill in all the gaps

a) employ; b) employees; c) employer; d) employment; e) un-

employment

1)

2)

Some companies prefer to people with experience
rather than better qualified graduates.
We can see from this chart that the rate of fell in the

third quarter.

11



10.

11.

Some companies do not reward their as well as oth-
ers do.
In this situation it is the duty of the to ensure that fe-
male workers are not discriminate against.

—is a serious problem in some countries in Europe.

English-Ukrainian Glossary

abilities and skills: ability - o6gapoBaHicTb, 30iGHOCTI, TanaHT, XUCT;
skill — ymiHHA, MalCTepHiCTb; BMPaBHiCTb; CNPUTHICTb

academic [,&ka’demik] 1. akagemiuHwin; yHiBEpCUTETCHKUIA; Ha-
BYanbHMI; academic degree — BYeHUI CTyniHb; academic strengths =
education and degrees 2. yuyeHuil; CyTO TeopeTWYHi (aKagemiuHi)
aprymeHTu i T.n.

advertise [‘@dvataiz] - nosigomnaTi, peknamysaty; WykaTtu (po3wy-
KyBaTu) 3a oronolleHHaAM; to advertise in the press/over the radio/on TV;
to advertise job — naBaTV OronoLeHHA NPo BakaHTHe MicLe; to advertise
for a job — paBaTn oronolueHHs NPo NowWyK poboTn

analytical [,&@n?a’l1tikal] - aHaniTnuHKiz; TeOpeTUUHNI

application [, @pl1i’ke1f(a)n] - 1) 3asBa; npoxaHHs; to put in an appli-
cation — nogatu 3asaBy; application for a job - 3asiBa Npo NPUAHATTA Ha
pob6oty; application form/blank — 6naHk 3asBu (aHKeTa Npu BCTYNi HA
po60TY); 2) 3aCTOCYBaHHS, BUKOPUCTaHHS; 3) CTapaHHICTb, PeTeNbHICTb,
3anonagnuBicTb

at a time - 3a oguH pa3; one at a time - oguH 3a oguH pas

benefit [‘benifit] - 1) kopuctb; Buroga; npubyTok; cTpaxosa/
MaTepianbHa gonomora; benefits plan - cuctema Hagb6aBokK; 2) maTu
KopucTb, Burogy (3 - by) he will benefit by the change of work — 3miHa
po6oTy byne NOMY Ha KOPUCTb; JoNoMaraTu, aBati KOpUCTb

character trait [‘kaeroktatre1] ([tre1t]) - puca xapakTtepy

colleague [‘koli:g] - konera; KomnaHbiOH, NapTHep. Syn: associate
[a’sauf1at], [a'saus1at]; co-worker = coworker [ kau’w3:k?a]

communicative [ka’mju:nikativ] - ToBapucbKuii, roBipkuii; Kom-
NaHiNCbKUN

companies looking for a trainee — KomnaHii, AKi WyKaloTb cTaxepa
(npakTuKaHTa)

12



12.
13.
14.
15.

16.

17.
18.

19.

20.

21.
22.
23.

24.
25.

26.

27.
28.
29.

30.

composition [ kompa’zif(s)n] - cknag posymy, xapakTtep
computerliteracy [kom’pju:ts ‘l1tarasi] - komn'ioTepHa rpamoTHICTb
cooperativeness — B3aEMOOMNOMOra; B3aEMogis

creativity — TBOpuUicTb; 3aiOHICTb 4O TBOPYOCTI; KpeaTUBHICTb (puca
ocobucTocTi)

directly applicable to the specific job — w0 6e3nocepegHbo HagaeTbea
ANA BUKOHAHHA NeBHOI po6oTn

educational background - ocBiTa, nigrotoBka

employ [1m’pld1] - HalimaTy, gaBaTn pPoGOTY; BXKMBATYH, 3aCTOCOBYBATH,
BUKOPWCTOBYBaTW; to be employed — npautoBaTth (3a HaiMom); cnyx6a,
pobota; employable population - npauesgatHe HaceneHHs; employed -
HaNHATUM, NpuUiHATUIA (Ha poborty); employee discharge — 3BinbHeHHs
npauiBHWKa; employee injury — HewacHMiA BUNagoK Ha poboTi i3 poBITHUKOM;
employee profile — cnyx6oBa xapaktepuctuka; employer [1m’plo1a] -
Haimay, pobotopaseup; employment [tm’ploimant] - 1) HaimaHHs;
2) poborta, cnyxba; full employment - noBHa 3aiHATICTb; employment
history — TpynoBuiA cTax

flexibility — rayukicTb; flexibility in the resolution of disputes — rHyuKicTb
y BUpILUeHHi crnopiB

foolproof way to get hired - BipHWI1 (6e3cymHiBHUIA) crocib 6yTn
HalHATUM (Ha pobomy)

foreign languages - iHo3eMHi MOBY

growth potential - noteHuian (3gaTHicTb f0) pocTy

guidelines in job searching - kepiBHi BKa3siBkM (NpuHLMNK) woA0
nowyky po6otu

job interview - cnis6eciga (iHTepB'i0) Npu Npunomi Ha poboTy
management - agmiHicTpauif, AuMpekuia; npasBniHHA (opraH); 3a-
BiAyBaHHA, yNpaBniHHA (QiANbHICTb)

power [‘paua] - cuna; NOTYXHICTb, eHepris; NMPOAYKTUBHICTb; MO-
ryTHICTb, BNaja (Aep>kaBHa); BMIMB; MiLib; MOBHOBaXKEHHS

previous job experience - nonepegHin focsig po6oTtn

process of job searching - npouec nowyky po6otu

prospective boss [pra’spektivbps] - noteHuinHuin (manbyTHin,
MNMOBIPHWI) HaYanbHKK (60c)

prosperous employer [‘prosp(s)ras] - npousitatounii (ycniwHuin,
3aMOXHWI) poboToaaBeLb

13



31.
32.

33.
34.

35.
36.
37.

38.
39.

40.
41.
42.
43.
44,

45.

46.

47.
48.

49.
50.

51.
52.

punctuality [ pAnktu’al1t1] - nyHKTyanbHicTb, TOUHICTb

qualification [ kwolifr’ke1f(s)n] = proof that you have completed
a specialized course of study; xapakTepuctuka (gianbHoCTi, nornsaais
Towo); KBanidikaLin; nNigroToBneHicTb; NpaBo 3aiMaTy NeBHY Mocaay;
npuaaTHIiCTb

reliability [r1,la1a’b1lst1] - HaginHicTb; gocToBipHICTL

Résumé [‘re(1)zjumei] - 1) pesiome; 3BejeHHA; KOHCMEKT; 2) KOPOTKa
aBTobiorpadis (AKy nogae kKaHaMZaT Ha poboTy)

self-evaluation [self1 vaelju’e1f(s)n] - camoouiHka
strong and weak points — cunbHi i cnabki ctopoHm

tailor sales pitch to the reader - nprctocoByBatu (BUKpOiTI) «NapTito
TOBapy, BUKMHEHY Ha PUHOK» Nig ynMTaya

the more ..., the better ... - uim 6inbLue, TM Kpalle

to apply - 3BepTatuca, 3aABNATM (KNOMNOTaHHA TOLLO), NOAaBaTH 3asB(K)
Yy, IPOCUTK, KNOMOTaTW; BUKOPUCTOBYBATK, 3aCTOCOBYBATU

to be impressed - 6yTu BpaxeHUM

to be interested in — 6yT1 3aLikaBneHUM (UMOChH)

to be out of work — 6yt 6e3p06iTHUM

to be uncertain about smth - 6yt HenesHuM LWoA0 Yoroch

to be willing to work hard at smth - 6yt rotosum (xoTiTi)
Hanonern“Bo NpPawuBaT! Hajl YMMOCh

to boost chance [bu:sttfa:n(t)s] - nigsuwmTM NMOBIpPHICTb (WaHC); to
stand a good/slight/even/last/only chance — maTtn xopowwnin/cnabkuii/
PiBHUI/OCTaHHIN/€ANHNIA LWIAHC

to care (for, of, about) - niknysatuca, TypbyBatuncs, pornagatu, 16aTm
(npo)
to evaluate qualifications — ouiHnTV KBanidikauito

to focus on job-related strengths - 3o0cepegnTtica Ha cunbHUX
CTOPOHAX, O CTOCYIOTbCS POHOTM

to gather necessary information - 36upatu HeobxigHy iHbopmauito

to get an offer for a good job - ogepxatn npono3uuio xopowoi
po6oTK

to get more experience - 3000yTu GinbLue JOCBiQY
to have accurate information - matu TouHy (qocToBipHy) iHbopmaLito

14



53.
54,

55.
56.

57.

58.
59.

60.
61.

62.

to identify interests — BU3HauuTU iHTepecu

to include in a résumé (non) pertinent information - BknounTn B
pe3tome iHpopMaLito, Lo (He) CTOCYETbCA CrpaBK

to look for/search (for)/seek — wykaTu

to look for a better-paying opportunity - wykaTu ninwe onnavysaHy
MOXJIMBICTb

to produce a poor/strong/personal impression — cnpasnaTu noraHe/
cunbHe/ocobuncTe BpaxKeHHs

to promote yourself — peknamysatu (npocyBaTtn) cebe

to realize what you like and dislike — ycBigomnioBatn wo Bam
nopob6a€eTtbca i He NofobaeTbcA

to try hard enough - HamaraTrca fOCUTb HanonernMeo

to waste money/time - fapeMHO BUTpayaTu (MapHyBaTu, TPUHbKATN)
rpowwi/yac

well-rounded jack-of-all-trades [wel’raundid,dzekava:l'trerdz] -
BCECTOPOHHbO OCBIYEHWNI MaCTep Ha BCi PyKn

Words-derivatives

advertise [‘a@dvata1z] - advertisement [ad’v3:tismant] - advertiser
[‘edvataiza] - advertising [‘aedvataizin]

apply [9’pla1] - applier [9’pla1a] - applicative [‘@&plikativ] - ap-
plication [,@plr’kerf(3)n] - applicant [‘@plik(d)nt] - applicable
[‘@plikabl] - applicability [,@plike’b1lt1]

train [treIn] - trainee [tre1’ni:] - trainer [‘treIna] - training [‘treInin];
trainmaster [‘treIn,ma:sta] HayanbHUK Moi3ga (MOTAra); rofoBHUI
KoHmyKTop/trainman [‘treznman] nposigHuk

create [krr’ert] - creation [krr’e1f(a)n] - creationism [kr1’e1f(a)
niz(a)m] - creative [kr1’ertiv] - creativeness [kri’e1tivnis] - creativ-
ity [ krie’tivit] - creator [kri’e1ts] - creatress [kri’ertras] - crea-
ture [‘kri:tf3]

employ [1m’plbi] - employable [1m’ploisbl] - employed
[1m’plo1d] - employee [,implo1’i:] - employer [1m’plo13] — employ-
ment [1m’ploimant]
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Lesson #2

Q

1.
2.

Q

Making Successful Career

“Be not afraid of growing slowly;
be afraid only of standing still”

(Chinese proverb)

Starting up

What should you do to get ahead in your career?

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

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

being on time being open to new ideas
having ambition knowing PC

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

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'daeptabl]; ambitious [@m’bifas]; appeal [3'pi:l]; ap-
pellate [a’pelat]; barrister [‘baerista]; behaviour [b1’he1vjs]; bur-
glar ['b3:gl3]; carrier [‘karial; career [ka’r1a]; client [‘klarant];
competitive [kam’petitiv]; complaint [kam’pleint]; complement
[‘komplimant]; counsel [‘kaun(t)s(@)I]; curricula vitae [ka,rikjalom
‘vi:tar]; enhance [in’ha:n(t)s]; exhausted [1g’za:stid]; experi-
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ence [1k’spiarian(t)s]; hire [‘hais]; indictment [1n’daitmant];
judgement [‘dsadzmoant]; judge [‘d3adz]; jury [‘dguari]; law-
yer [‘Ib13], [‘Io:jal; liabilities [la1a’bilatiz]; mortgage [‘m>:gid3];
overwhelmed [auva’welmd]; perpetrator [‘p3:pitreital; person-
able [‘p3:s(a)nabl]; reliability [r1la1a’bilati]; scene [si:n]; society
[sa’sarat1]; solicitor [sa’lisita]; success [sak’ses]; shareholder
[‘[ea,haulda]; trial [‘traral]; workload [‘w3:klaud]

U] Differentiate

barrister [‘barista] — agBoKaTt HaNBULLOrO PaHry, AKUIA MAa€ MPaBO BUCTYMY
B cyai; 6bapuctep

notary [‘nautari] - HoTapiyc; HOTapiaNbHWIA; WO CTOCYETLCA HOTapiaTy

solicitor [s9’l1SItd] - agBoOKart, AKMII gae nopaaw KieHTy, roTye cnpasu
[na 6apuctepa (cTaplioro agBoKara) i BUCTYNaE TifIbKU Y cyfiax HXYOi
iHCTaHLi; OPNCKOHCYNbT; NOBIPeHWI

court [ko:t] - cyn; 3an cyny; 6yaisna cyay; mangaHumk, kopT; AmE: npasniHHaA
(nipnpuemcraa)

trial [‘traial] - posrnag/cnyxanHa (cymoBoi cnpasu); CymoBuii NpPoLec;
cnpoba; BunpobyBaHHA

burglar [‘b3:gl3] - (HiuHK) rpabixHuK, 3104i1-3NOMHIK

robber [‘rpba] - rpabixHuK; po36iltHuUK; 3n04ii

thief [0i:f] - cy6’ekT kpamixkku, 3nogin

0 Useful phrases

- advocacy - crime scene

- apply for the job/position - defendant

— attract new investments - geton with people

- balance sheet - highly-qualified

- barrister - judge

- be adaptable - jury

- be charged with an offence - manage time and use it effec-
- be competitive tively

- be on night shift - notary

- be on the beat - overwhelmed with a heavy
- board meeting workload

- burglar - prosecutor

- complaint - proceeding
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- punctuality
- solicitor
- trial

O Reading

- strengths and weaknesses

of the staff

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

Successful career in business

YcniwHa Kap'epa B 6i3Heci

Candidate: What are some of the
qualities needed for a successful
career in business?

Interviewer: That's a very difficult
question. It depends on what field
you're in... | think | 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 busi-
nesses 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 chang-
es. And finally, of course, you need
a sense of humour to keep it all in
proportion.

Candidate: Thanks a lot. | hope the
best way to prepare for a job inter-
view is to look at it from the point of
view of the interviewer.

Kanoudam: ki AkocTi HeobXigHi
ANA ycnilWHoi Kap'epw B 6isHeci?

IHmepe’ioep: Lle pyxe Baxke 3a-
nuTaHHA. Le 3anexuTtb Big TOro,
y fAkin Bu coepi... Tapato, 4 Moxy
3anpornoHyeatM Tpu pedi. Bam
HeobxifgHO 6yTK 3aaTHUM nagHaTu 3
noAbMN Ha BCiX piBHAX. [pyre, Bam
Tpeba BMiTV NPUCTOCOBYBATUCA. ..

Kanoudam: Yn o03Havae Ue,
wo 6i3HeC npoxoAuTb uepes
MOCTINHI 3MiHK, i Hawa ponb byne
3MiIHIOBATUCA, TaK AK i Ntoau, 3 AKUMIN
MU Npauoemo?

Inmepeg’ioep: Came Tak. HasiTb
Micue, ge Bwm npauteTe, iHKOMM
3MIHIOETbCA. | HapewTi, 3BMYaANHO,
Bam HeoOXxigHe nouyTTA rymopy,
Wo6b TPUMATK BCE Y CMiBBiZHOLIEHHI.

Kanoudoam: [yxe pakyio. A Ha-
Ailoca, WO  HanKpawwuin  crnocio
nigrotyBaTuca go cnisbecigu nig yac
npuioMy Ha pPoGOTY — NMOAUBUTICSA
Ha Hei 3 TOYKM 30py iHTepB'loepa.
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Career of a bookkeeper

Kap’epa 6yxrantepa

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. | try to do my best to manage
time and to use it effectively still |
haven't finished the balance sheets
yet. I've been working on them since
early morning. I'm almost done.

Terri: You look so exhausted. You
need a break!

Derrick: | know. If only they hired
more people. Unfortunately they
always want to keep the cost down.
| 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. | know
someone who'd be perfect.

Derrick: Oh really? Does that book-
keeper 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. Remember,
they want someone who is ready to
tackle ajob with enthusiasm; be will-
ing to work hard; follow instructions
promptly, be accurate and tedious
in figures; punctual performing the
work; try to stay calm and helpful
in an emergency. I'll try to persuade
them to interview her for the job.
Otherwise | should quit and look for
another job somewhere else.

Tepi: lepviKy, T He AyMa€Ll, Lo Tobi
cnig B3Atu BignycTky? HasiTb oguH
uun Ba AHi 6yno 6 nobpe.

Jepuk:Y xoaHomy Bunagky. € 3aHaaTo
6arato pobotn. f1 cTapatoca pobutn
BCe AKHaMKpalle, Wob po3noginuTu
yac i BUKOPUCTATM MOro epeKTUBHO,
npoTe A He 3aKiHuMB Lie GanaHCoBMX
3BiTiB. Al NpaLoto HaJ HUMU 3 PaHHBOTO
paHKy. fl MalKe 3HeCUNEHNIA.

Tepi: T BUrNALAELL TAKUM BUCHAXKEHUM.
To6i NoTPiGHMIA NepenoUnHOK!

Jepuk: A1 3Ha. AKOM TiNbKM BOHWU
HallHAnu Ginblie nogen. Ha anb,
BOHM 3aBXAU XO4yTb CTPMMyBaTu
3POCTaHHA BATPAT. Al AiICHO NepeBaH-
TaXKeHWI BeSIMKUM 06cArom poboTu.
Tepi: BoHu He HalimyTb 6inblue
nmoaen? Tobi cnig noroBopuTn 3 Me-
HegXKepom, LWob MoLyKaT HOBOrO
6yxrantepa. A 3Halo KOrocb, XTo 6yB
6u igeanbHUMm.

Aepuk: O, cnpaBgi? Yn uen 6yx-
rantep ma€ gocsia?

Tepi: 3BMYaliHO, BOHA MpaLoE Ha
CwmiTa i Komnatito 3 2004 poky. BoHa
He Ay»Ke LWacanBa Ha CBOIN HUHILWHIN
nocapi. BoHa He oTpumyBana nigsu-
LLeHHA NPOTAroM 6araTbox POKiB.
JAepuk:3ByunTbpobpe.Mam’aTail, BOHN
XOUYTb KOrOCb, XTO FOTOBUI B3ATUCA 3@
poboTy 3 eHTy3ia3amoM, ByTN FOTOBUM
6arato npautoBaTh, BUKOHYBATN BKa-
3iBKM onepaTvBHO, OYTW TOUHWM i
CKPYMyNbO3HUM 3 UMPpamu; NyHK-
TyasbHUM, BUKOHYKOUM PO6OTY, CTa-
paTnCA 3anuILaTUCA CNOKINHUM i KO-
PUCHUM Y HaA3BUYaMHWX CUTYyaLiax.
fl noctapatoca nepekoHaTy X B3ATU
y Hei iHTeps'to ana pobotu. B iHwomy
BUNAaAKY A 3BifIbHIOCA | LWyKaTUmy
po6oTy Lie fechb.

19




A Good Manager

Xopowwuih ynpasniHeyb

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

Mr. Kelley: Well, | think good manag-
ers 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 behaviour, the
strengths and weaknesses of their
staff.

Interviewer: Let me guess the sec-
ond thing is that they have to be
good at listening - rumors are al-
ways so interesting and help us look
very important.

Mr. Kelley: That's not quite so. Due
to listening you can learn about the
staff’s problems.

Interviewer: So we can advice man-
agers to spend time observing and
listening. Anything else?

Mr. Kelley: The next thing is, it's im-
portant for them to be good at ask-
ing 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 man-
agers who'd like to succeed in their
work. And | want to advise them
always keep the office door closed.
This makes it look as if you are al-
ways in an important conference.

Inmepeg’ioep: MaHe Kini, un 6ynn 6
Bu Taki nackaBi cka3aTtu Ham, Lo no-
TPiGHO MeHemkepam, Wob ByTn xo-
pownMn KepiBHUKaMmu nogen?

n. Kini: A pymato, o xopoli meHe-
IXepu MOBUHHI Hacnpaeai fobpe
BMIiTW YoTMpu peui. Mep 3a Bce im
cnig BMiTM cnocTepiratm — ue AanA
TOro, Wo6 BOHW MO PO3YMITU No-
BefiHKY, CUNbHi i cnabki cTopoHu
nepcoHany.

Inmepe’ioep: [lo3BonbTe 3g0ragatm-
CA: Apyra piy — BOHW MOBUHHI BMITK
cnyxaTm — NAITKK € 3aBXAW TaKi Ui-
KaBi i JonomaraioTb HaM BUrNsaaTn
Jy»e BaXMBUMU.

n. Kini: Lle He 30BcCimM Tak. 3aBasKku
cnyxaHHIo By moxeTe gisHaTuCA npo
npo6nemn KoNekTuay.

InHmepe@’oep: OTe, MM MOXEMO MOo-
paguTn MeHeaXepam MpPOBOANTM
yac cnoctepiratoun i cnyxatoun. Llle
wocb?

n. Kini: HactynHa piu: Baxknmeo ana
HMX BMITW 33faBaTu MUTAHHA, W06
BOHM MOIIN BUABUTU BClO iHGOPMa-
uito, NOTPiOHY im, Wo6 NpUiiHATM Npa-
BWJIbHE pilleHHA. | OCTaHHE, A Aymaio
iM cnipg fobpe rosopuTtH, WOO BOHM
MOFI BUCIIOBUTK CBOIO METY 3p03Y-
MifIo AnA BCbOro LWTaTy NpauiBHMKIB.

IHmepeg’ioep: Nlyxe pakyio. [lyxe muno
3 Bawworo 60Ky faBaTy Nopagu MeHe-
Ixepam, AKi XouyTb JOCATTW YCNiXy Yy
CBOI poboTi. A 5 Xxouy nopagutn iM
3aBXAM TpUMaTU [Bepi KabiHeTy 3a-
yrHeHumMK. Lle cTBOpIOE BUrNAL, HiOK
y Bac 3aBxan BaxknvBa Hapaga.
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4

Audit

AyaunT

- Do you really think that in many
countries companies applying for
sizable loans must have their state-
ments audited?

- The right choice of an indepen-
dent auditor is a major constituent
of successful management policy in
modern business environment. Au-
ditors are known to check and test
allaccounting records. In order to do
that they must prove the cash bal-
ances, confirm physical inventories,
verify the amounts owned by cus-
tomers, decide whether the compa-
ny’s records are kept in accordance
with accepted accounting practice.
In other words they give auditor’s
professional opinion as to whether
the company’s financial reports cor-
rectly present its financial position.

- Do people believe the auditors will
give them the real and true results
of the financial statements examina-
tion?

— Actually the main features of the
work of serious auditing companies
are independence and objectiv-
ity, competence and confidentiality,
services of high quality (high qual-
ity professional service), both indi-
vidual and complex approach to the
problem solving, protection from in-
formation leakage are. They should
comply with the Code of Ethics and
international standards of auditing.

- Bu cnpaBgi pymaete, wo B bara-
TbOX KpaiHax KOMMaHii, Wo npeTex-
AYIOTb Ha 3HayHi KpeanuTwu, NOBUHHI
MaTu CBOIK 3BITHICTb, MepeBipeny
ayamTom?

- lNpaBunbHUiA BMGIp He3anexHoro
ayauMTopa € OCHOBHOI CKNafoBOI
NONITUKN YCMILUIHOro YNpasniHHA B Cy-
yacHomy 6isHec-cepenosuLLi. Binomo,
WO ayauTopu MnepesipAlTb i TecTy-
I0Tb YCi OyxrantepcbKi 3BiTW. [Ins Toro,
Wwob 3pobuTtn Le, BOHW MOBUHHI [O-
BECTW HAABHICTb 3a/INLLKIB FPOLLOBUX
KOLUTIB, NiATBEPAUTY iIHBEHTapr3aLlito
HaABHUX TOBapHO-MaTepiaibHUX LjiH-
HOCTel, MnepeBipKkn cymu, 3abopro-
BaHOI KJi€EHTaM, BMPILWINTK, YM 3BiTK
KOMMaHil BegyTbCA BiANoOBIiAHO A0 3a-
ranbHONPUNHATOT NpPaKTMKKU Oyxran-
TepcbKkoro o6niKy. [Hwumn cnosamum,
BOHM AatoTb NpodeciiiHy AymKy ayau-
TOpa CTOCOBHO TOrO, UM GpiHaHCOBI 3Bi-
T KOMMNaHil NpaBuibHO NpeAcTaBnaA-
10Tb ii piHaHCOBE CTaHOBMLLE.

-l nioan BipATb, WO ayauTopun JagyTb
M peanbHi i NpaBamMBi pe3ynbratu
eKkcnepTnsn GpiHaHCOBOI 3BITHOCTI?

- HacnpaBgi OCHOBHMMW purcamu
po6oTN CEPMO3HNX AYAUTOPCHKUX
KOMMaHi € He3aneXHicTb Ta 006'ek-
TUBHICTb, KOMMETEHTHICTb Ta KOH-
¢dineHuiHicTb, nocnyrM  BUCOKOT
AKOCTI (BUCOKa AKICTb NpodecinHmx
nocnyr), AK iHAMBIQyanbHUN, TaK i
KOMTMIEKCHMI MifXig 8O BUpPIiWEHHA
npo6nem, 3axncT Bif BUTOKY iHpop-
Mauii. BOH1 noBmHHI goTpumyBaTu-
ca Kogekcy etukm i MixHapogHux
CTaHAapTiB ayauTy.
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- | can't believe they can help to
prevent and solve significant prob-
lems of the business such as duly tax
planning, defining the real financial
position of the company, making
contracts, making alterations to the

statutory documents, etc.
— Nevertheless that is true.

- fl He MOXy NOBIPUTH, LLIO BOHN MO-
XyTb ponomorTy 3anobirtm i Bu-
piwnTK icTOTHI npobnemun 6GisHecy
Taki, AK NojaTKoBe nnaHyBaHHA (Mi-
Himi3auia nopaTkiB) HaNeXHUM Yu-
HOM, BM3HaUYeHHs peanibHoro ¢iHaH-
COBOro CTaHOBULLA KOMMaHii, yKkna-
[aHHA 4OrOBOPIB, BHECEHHA 3MiH A0
YCTaHOBUYMX JOKYMEHTIB i T.4.

— Tim He MeHLWe, Lue - npaBaa.

5

Career of a Psychologist

Mcunxonor

A: Hello, what'’s your occupation?
B: 1 work as a psychologist.

A:Really? Why have you chosen to
work in the field of psychology?

B: Because | like to be in contact
with people and to help them
solve their problems. Psychology
is an extremely varied field. Psy-
chologists serve as consultants,
diagnose and treat people. They
test intelligence and personality.

A: Where else can you apply your
knowledge of a psychologist, |
mean where can you work?

B: Psychologists can work in labo-
ratories, hospitals, courtrooms,
schools and universities, prisons
and corporate offices. They can
work with business executives,
performers and athletes to re-
duce stress and improve perfor-
mance. They also advise lawyers
on jury selection and cooperate
with educators on school reform.

A: [lobpugeHb, yim Bu 3apa3 3alimae-
Teco?

B: fl npautoo Ncnxonorom.

A: Cnipasgi? Yomy Bu o6panu poboty y
coepi ncmuxonorii?

B: Tomy o A nobn0 KOHTAKTyBaTU 3
nioabmu, Wob gonomaraty iM BUpILWy-
BaTW iXHi npobnemu. MNcmxonoria — Hag-
3BMYaNHO pi3HOMaHiTHa Hayka. [cmxo-
NOrN € KOHCYNbTaHTaMu, AiarHOCTUKa-
MU i nikyloTb nogen. BoHn gocnigky-
I0Tb PO3yMOBI 34i6HOCTI (iHTenekT) Ta
0CObNMBOCTI XapaKTepy.

A: le we Bu moxeTe 3aCTOCYBaTU 3HaH-
HA NCUXOsOrii, A Malo Ha yBasi, ge Bu
MOXeTe npavoBaTin?

B: Tcnxonorm mMoXyTb MpavutoBaty B
naboparopisx, NikapHAX, Cyfax, KO-
nax i B YHiBepcuTeTax, B'A3HUUAX,
KopnopaTMBHUX NigNPUEMCTBaX. BoHu
MOXYTb MpauloBaT 3 KepiBHUKa-
M1 AiNOBUX CTPYKTYP, BUKOHABLAMU i
cnopTcMeHamy, Wob 3MeHLWnTr CTpec
Ta NiABULWNTU NPOAYKTMBHICTb. BoHNM
TaKOX pagATb NpaBHMKaMm LWopo Bigbo-
Py NPUCAXKHMX i CRiBNPaLIoTb 3 OCBI-
TAHAMU Hapj LWKibHO pedopmoto.
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A: | think a profession of a psy-
chologist requires lots of knowl-
edge 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 researchers
and innovators in learning funda-
mentals things regarding human
and animal behavior. As scientists
we use scientific methods of ob-
servation and analysis. We also
need to be creative in the way we
apply scientific findings. When
you are a psychologist, your edu-
cation never ends.

A: 1 pymaio, wo npodecia ncuxonora
BMMarae rnnmboKmx 3HaHb YCix acnekTiB
CBITY, BiH NOBMHEH TPUMATUCA B KypCi
BCbOFO TOrO, WO BiibyBaETbCA AOBKOMA
Hac. Lle Hambinbla BMMOra cborofeH-
HA, Y He Tak?

B: 3BuualiHo, Mv NoBUHHI 6yTn focnia-
HMKamu i HoBaTopamu Y BUBYEHHi GyH-
JaMeHTaNbHUX ABML, CTOCOBHO MOBEe-
OiHKW NIOANHKW | TBapUHU. K BYEHI Mn
BMKOPUCTOBYEMO HayKOBi MeTOAM CMo-
CTepexeHHA Ta aHanisy. Mn Takox no-
BWHHI OyTV TBOPYMMU Y 3aCTOCYBaHHI
HaykoBux BigkpuTTiB. Konn Bu - ncu-
XOJI0r, Ballle HaBYaHHA HiKONW He 3a-
KiHUy€eTbCA.

Legal Career

MpaBHNya Kap’epa

- Hello, John!
— Nice to meet you, Helen.

- How are things with you?

- Thank you, no complaints. My
greatest ambition has become
true. I've entered the Lviv State
University 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 | decided to become a law-
yer. Unfortunately, | failed during
my first attempt, but | decided to
try my luck again in a year.

- MpusiT, IBaHe.
- Paguin Tebe 6aunTtn, OneHo.
- Ak cnpaBu y Te6e?

- [AKyto, He cKapXyca. 3gincHmnnaca
MOA HamKpawa mpia. A BcTynuna
[0 JIbBiBCbKOro AepXaBHOro YHi-
BepcuUTeTy BHYTPIlWHiX cnpas. A -
neploKypcHUUA topuagnyHoro da-
KynbTeTy.

- Tobi nogo6atoTbCa Noan 3 PPULNY-
Holo npodecieto?

- 3BuyanHo. Posymiew, A Hagymana
CTaTu MpaBHMKOM oppa3y nicna
3aKiHYeHHA wkonu. Ha »kanb, A npo-
Banuna ek3aMeHu nig vac nepwoi
cnpobu, ane Bupilmna cnpobysatu
LWacTA yepes pik.
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- Did you gain any legal profession
before entering your higher
institution?

— Oh, yes. | started my legal career
and began working at Prosecu-
tor's Office in my native city. The
year that | spent there helped me
to understand the essence of legal
profession. I'm become aware of
the fact that a law-governed state
needs highly-qualified lawyers to
put legal reforms into effect and |
think I'll be able to contribute to it.

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

- I'd like to be a judge like my
mother.

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

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

- Yu Habyna v focBigy y lopuanyHii
npodecii nepeg BCTynom y By3?

- Tak. fl po3noyana npaBHWYY Kap'epy,
npawoyn y npoKypaTtypi pigHoro
MicTa. 3a pik, AKMA A TyT Nposena, A
3po3ymina CyTb opuamyHoi npodecii.
Al nobpe yceigomuna ¢akrt, wo npa-
BOBa [epxaBa MoTpebye BUCOKO-
KBanipikoBaHMX OPUCTIB, Wo6 BNpo-
Ba[IXKyBaTV B XWTTA NpaBoBi pepopmu,
i A gymaio, WO 3MOXKy 3pobuT CBIl
BHECOK Y Ljio CnpaBy.

- Kum T 36upaewcs ctatm nicns
3aKiHYEeHHA HaBYaHHA B YHiBep-
cuTeTi?

- Mato 6axaHHs 6yTu cyageto, AK Mos
Mama.

— UYyposo! baxalo TO6i ycnixis y
ManbyTHIN Kap'epi.

- [lyxe aakyto. Moi Halikpalyi BiTaHHA
TBOIN CiM'T.

7

Notary

HoTapiyc

- Hello!

- Hi! How are you doing?

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

- So, what are you in?

- Oh, I'm a notary.

- What are your responsibilities?

- I'm specializing in the law relating
to real estate, sales, mortgages but |
am not allowed to appear in court. |
am a public official with the powers
of public certification, so the docu-
ments drawn up by me are consid-
ered to be authentic, which means
that that the deed or contract is
valid.

- Nob6poro aHs!
- MpusiT! Ak cnpasn?

— Cnacubi, NANH XUTTA HE CMTUHUTW.
A1 NOBHICTIO MOPVHYB y po6OTY.

— A yuM TV 3amacLlca?

- fl - HoTapiyc.

- fAki y Te6e 0608B'A3KN?

- fl cneuianisyoca 3 npaea, NoB'sa-
3aHOro 3 HepyxoMICTI0, Npogaxem,
3acTaBamuy, ane sl He MOXy BMCTYyMa-
T NpefCcTaBHUKOM Yy cygi. 1 - noca-
JloBa ocob6a 3 MOBHOBAXEHHAM BU-
JaBaTu cBigouTtBa Bif imMeHi Aaep-
XaBu, TOMY [OKYMEHTW, CKafgeHi
MHOIO, € YMHHUMMW, OTXKEe, aKTh abo
JOroBOpPWY € JiINCHUMN.
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—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 inferior-
ity with respect to the other in order
to reach the necessary balance that
will make sure that the contract is
entered into conditions of equality.

- Will you help me with the contract
of transfer of property?

- Sure, with great pleasure.

- fki nopagm MmoXe HoOTapiyc
HapasaTwn?

— Mwu BperynboByemMO BOJIO CTOPIH 3
IOPUOAVNYHVIMI 3aKOHaMW | B TON e
Yyac MU 3[iINCHIOEMO KOHTPOJb, W06
rapaHTyBaTV NPaBOMIipPHICTb MOBHO-
Ba)Ke€Hb, HaflaHUX HaMm [epPaBolo.
Mwn 3abe3neuyemo cneuianbHy Ao-
rnomory o6om CTOPOHaM i, 30Kpema,
CTOPOHI, fIKa NepebyBa€ B ripLLIOMy
NPaBOBOMY CTaHOBMNLLi CTOCOBHO iH-
woi, wob focartnm HeobxigHoro 6a-
naHcy, i wob nepekoHaTuca, Wo fo-
roBip YKnafeHo Ha piBHUX yMOBaXx.

Tn ponomorkew MeHi 3 JOroBOpom
nepegavi ManHa?

— 3BUYalNHO, 3 BEJIMKUM 3a[0BO-
JIEHHAM.

8

Solicitor & Barrister

bapucrep i Conicutop

- Will you see the distinction be-
tween a solicitor and a barrister?

- If you have a kind of legal ques-
tion you should consult a solicitor.
He does a variety of work — makes
investigations, prepares documents
for a barrister, deals with commer-
cial, corporate, financial matters,
employment, property, private law,
etc.

- Does the work of a barrister much
differ from a solicitor’s?

- Of course. A barrister is a special-
ist who does well in advocacy and
spends most time either in a court-
room or preparing his arguments for
the court. A solicitor cannot speak in
a high court.

- Yu B6avaeTe Bu BigMiHHICTb MiX
conicutopom i bapuctepom?

- fAKwo y Bac € opranyHe NUTaHHA,
Bam cnig nopagutuca 3 conicutopom.
BiH BMKOHYE pi3Hi pob0oTM — NpoBOANTD

po3CnigyBaHHA, rOTYE  AOKYMEHTM
ana  Gapuctepis, Mae crpaBy 3
KOMEpUiNHMMK,  KOpNopaTUBHUMY,

biHAaHCOBVMY NUTAHHAMM, 3aNHATICTIO,
B/IACHICTIO, NPUBATHNM MPaBOM i T.N.

- Yn pobota bapucTtepa gyxe Big-
Pi3HAETbCA Bif poboTn conicutopa?
- 3BnuariHo. bapuctep € daxisuem,
AKUA Ma€ [OCBig a[BOKATCbKOI
pianbHOCTi i npoBoanTb 6Ginbluy
YyacTMHy yvacy abo B 3ani cygy abo
Hag  nigrotoBKOI  apryMeHTiB
ana cypy. Conicutop He Moxe
BMCTYNATA Y BULLIOMY CYAi.
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—Who is more successful, a barrister
or a solicitor?

- I think a barrister is more indepen-

dent, he may become a judge, but
solicitor can't.

— XT0 € 6inbWw ycniwHum: Gapuctep
um conicutop?

- A aymato, Wwo 6apuctep € 6GinbLu
He3aneXHuWM, BiH MoOXe CTaTu
CyAeto, a CoNiCMTOP He MOXe.

Job in the Police

Po6oTa B noniuii

Interviewer: What doess the job in
the police involved?

Police Officer: Oh, many people
have false imagination of the police
work. They think we waste our time
chasing criminals in fast cars with
wailing sirens and flashing lights.
In fact, that’s only one small part of
the job.

Interviewer: Quite so. Isn't it excit-
ing?

Police Officer: The thing is that a lot
of police work can be quite boring.
You can sit at the desk doing rou-
tine 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 inter-
esting parts of the job is “community
policing”.

IHmepeg’ioep: A 1o coboto ABNAE po-
60Ta B nonivii?

Moniyelicokuli: Y 6aratbox nopemn
CNoTBOPEeHe CrPUMAHATTA MNOHATTA
npo po6oty B noniuii. BoHn gyma-
l0Tb, WO MW MapHYEMO 4ac, nepe-
cnigyroun 3104MHUIB Y LWBUAKICHMX
aBTO 3 CMpeHamu, WO 3aBMBalOTb
i npobnuckoBMMM Masuykamu. Ha-
cnpasfi, ue — nvwe ofHa HeBenunka
YyacTuHa poboTu.

Inmepeg’ioep: Came Tak. Xiba Ue He
3axonotoue?

Moniyeticokud: CnpaBa B TOMY, WO
3HaYHa YacTMHa pob6oTM noniuil
MOXe ByTV [OCUTb HyfHo. B mo-
KeTe cupiTh 3a CTOSNIOM, BMKOHYIO-
4Yn PyTUHHY POBOTY NPOTArOM Liifo-
ro micaua. MNotim HacTynHUM MicAub
MOXeTe KepyBaTW aBTO, NaTpyso-
loun Bynuui, a Toai nepebyBaTtn Ha
OiNbHULI geAaKkni yac.

InHmepe@’toep: OTxe, AKa YaCTUHa Ba-
Wwoi po6oTn HalKpaLa?

Moniyelicokuti: OgHi€lo 3 HaluiKaBi-
LWMX CTOPIH pobOTK € CMiNbHA OXO-
pOHa nopAAky.
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Interviewer: What does “community
policing”involve?

Police Officer: | have my own special
area which | have to patrol. It really
means being on the beat: walking
around keeping your eyes open,
making sure you know what’s going
on, chatting to people, basically try-
ing to prevent crime.

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

Police Officer: | was scared during
the recent ugly scenes at football
matches and demonstrations. Vio-
lence is always frightening. Nowa-
days more people are carrying
weapons - knives, coshes and so on.

Interviewer: |s it the most un-

pleasant?

Police Officer: Another unpleasant
thing is irregular hours. When | am
called on at night on or off duty. But
it's one of the things you have to ac-
cept.

Interviewer: Thank you for the talk. |
think police work sounds like the job
for you.

Inmepe’ioep: Lo o3Hayae NOHATTA
«CniNbHa OXOPOHa NOPAAKY»?

Moniuelicokul: Y meHe € cBOA AiNb-
HUUA gnAa natpynioBaHHA. Lle Ha-
cnpa.pi 03Hayae pobutn obxig: xo-
OVTU JOBKOMA, MUMbHYIOUN 3 LWIMPO-
KO PO3M/IOLLEHMMM OYMMA, NMEPEKO-
HYIOUNCb, WO TU 3HA€ELW, WO Bigdy-
BAETbCA, PO3MOBAATU 3 NOAbMU, B
OCHOBHOMY Hamararuyucb 3anobir-
TW 3/10YMHAM.

IHmepeg’ioep: fAki acnektn pobo-
TV noniuii, Ha Bawy gymky, € Hebe3-
neyHMMU abo HenpuemHumu? Ym Bu
Konun-Hebyab 6ynu HanAkaHi?

Moniyeticokudi: 1 6yB HanAKaHWI Nig,
Yac OCTaHHiX 3arpo3fIMBUX CLEH Ha
byTO0NBbHMX MaTuax i AeMoHCTpaLi-
AX. HacnnbcTBO 3aBXKAW NAKae. Te-
nep 6inbLe ntoaen HOCATb 36poto —
HOXi, BYOUHKM i T.N.

IHmepeg’ioep: € uUe HalHenpu-
EMHIWNM?
Moniyeticokuti: |HWa  Henpuem-

Ha piy — HEHOPMOBaHWN POHOUNIA
neHb. Konn meHe BUKNMKaoTb BHOUI
He3aneXHo UuM A Yepryio, um Hi. Ane
Le ofHa 3 TuX peuvel, AKy Bu nosu-
HHi NPUAHATK.

Iumepe’ioep: [Akyio 3a pPO3MOBY.
A pymato, wo pobota B noniuii Bam
crnpasgi o ayuwi.
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10

Beat Officer

LinbHUYHMN iHCcneKTOop noniuii

Interviewer: Now you spend some
time as a beat officer on the beat.
Is that right?

Beat Officer: That's right.
I.: And what does this job involve?

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

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

B.O.: The early shift lasts from six
o'clock in the morning till two
o'clockin 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 seven days a week.

I.: Is there any particular aspect of
the work that you prefer?

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

I.:When you are out on the beat how
often in fact do incidents requiring
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 end up with something ter-
rible. Every day is different.

IHmepe’ioep: 3apa3 Bn npautoete
AINbHUYHMM iHCNEKTOpOoM Moniuil.
MNpasunbHoO?

AinbHuyHuli: Came TaK.
I.:1 wo us pobota nepepbdavae?
J.: BoHa nepepbavae No3miHHY cuc-

TeMy, L0 03HAYaE PaHHi, Ni3Hi Ta Hiy-
Hi 3MiHW.

I.: PaHHi, Ni3Hi Ta HiYHi 3MiHKW. MoXe-
Te NOACHUTM KOTPI Lie roanHn?

A.: PaHKoBa 3miHa TpuBae€ 3 6-0i ro-
AVHW paHKy Ao 2-0i nicnAa nonygHs.
Motim Bn matnumeTe ni3HI0 3MiHYy Bifg
ApYroi 4HA Ao fecATol Houi. A Togi —
HiYHa 3MiHa 3 AecATol HOYi Ao LWoC-
TOI paHKy, TOMY LLIO O4eBUAHO, L0 Ha
yci pinbHULi MatoTb ByTU yKOMNek-
ToBaHi ocob6oBUM cKnagom 24 ro-
JVHW Ha AeHb CiM [IHIB Ha TUXKAEHb.

I.: € AKNINCb NEBHMIA acneKT poboTu,
Akomy Bu Biggaete nepeary?

A.: He 30Bcim. Bu giicHo maeTe sakicb
npedepeHuii. 1 malo Ha yBasi, wWo
Konw nagac aou, To Bu Bigaaerte ne-
peBary CUAiHHIO B MaLWWHI, HiX na-
TPYMIOBaHHIO MilUKK, ane XToCb Ma€
i ue pobuTn.

I.: Konu Bn He Ha ginbHWUL, K yacTo,
Hacnpasgdi, TPanaAlTbCA BUMAAKHU,
AKi BMMaratoTb BalOro BTpyYaHHA?

A.: Bn He moXeTe rapaHTyBaTh, WO
MoOXe cTaTuca, Konu Bu 3'aButecs.
Bu moxeTe npnnTh Ha yepryBaHHA
aymatoun: «AKWMIA 4ynoBuiA OeHbl»,
a Balla 3MiHA MOXe 3aKiHUMTUCA
UYMMOCH »KaxNMBUM. KOXXHUI OeHb €
iHWKM.
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Task 2. Complete the word-building table with the correct form

of the words

Verb Noun (activity) | Noun (person) Adjective
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) adap-

tive; f) adaptable

1.

2.

3.

b

Its and breeding capabilities ensured that it would
be selected for mass production on an unimaginable scale.
Holmes is the most of characters, having been
portrayed by more actors than any other.

They specialize in the of industrial buildings
for housing.

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

| forgot to plug in the , and my laptop died.

What technology has been the most useful

or important for you?

Task 4. Guess the career

1.

2.

A person whose job is to keep the financial records for a
business is .
A specialist in psychology is called
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3. A person who acts in stage plays, motion pictures, television
broadcasts is called .

4, Patrolman or patrolwoman is also called

5. A person whose job is to guide and assist people in matters rela-
ting 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, department, etc.
is

8. Aperson who has the authority to act as an official witness when
legal documents are signed is called

. 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) ¢) 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 com-
pany. 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) promo-
tion. Now she (9) a lot of money, but one day she wants
to (10) her own business.
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Task 7. Complete the dialogues

1.

- Omxe, wo Bac npusabnioe y pobomi noniyelicokozo?

- 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 in the work and you don’t have to do the same thing every day.

— OOHak, € 6azamo HenpueMHUX MOMeHMIg y sawit pobomi. Lo
0514 Bac € Hedonikom?

- You're right. Irregular hours can be quite a disadvantage. 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.

- Uo 36upaewics pobumu nicns 3aKiHYeHHS HABYAHHA HA
npasHu4omy akynbmemi?

- After graduating from the law faculty | dream to become a
highly-qualified lawyer and to use all my legal knowledge in advo-
cacy activity.

- Yum uikasa poboma adsokama?

- Because a lawyer or an advocate acts to ensure the right to a
defence against accusation.

—Yu maeme Bu npaso 3axucmy KiieHmig y cyoax 8uoi iHCmanuii?

— Of course. You are the main participant at the trial and your
client’s life depends on your skills to defend 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 wit-
nesses and argue questions of law and fact.

- Yu 3aex0u Bam 80aemobcs 3axucmumu c8020 KslieHmay cyoi?

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

— Tenep s po3ymitlo, HACKI/IbKU 8aX/1U80 GYmMu 8UCOKOK8Aighi-
KO8AHUM d0BOKAMOM.

3.

- MeHi yikago, Yyum 3alimaemesca NpoKypamypa i ki 60Ha Mae
IOpUOUYHI NOBHOBAXEHHA?

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

— A aki 0608'A3ku y npokypamypu Benukobpumadrii?

- 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 Prosecution Service.

— Aky ponb 8idizparome npokypopu 8 Amepuyi?

- In the USA the prosecutor presents evidence at a hearing be-
fore 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 most countries, when a decision is appealed
to a higher court, the prosecutor presents briefs and pleads the
state’s case.

4,

- Kum 36upaeuwica npaytosamu nicsis 3aKiH4eHHA 8020 8y3y?

- A Crime Scene Investigator. It's fascinating! I'm in charge of pro-
cessing a crime scene.

- [lyxe yikago, ujo 8i0bysaemocsa Ha Micyi 3/104UHY i AKi M8oi 0ii Ak
cnio4o20?

- The most important thing upon arriving at the crime scene is
securing it with the crime tape in order to prevent anyone disturb-
ing evidence. The next steps are talking to victims, making sketches,
photographing, collecting and recording evidence, etc. It's a long
and a delicate methodical process.

— A W0 KOPUCHO20 MOXHA 0i3HamMucs 8i0 nomepniynio2o?

- A burglary victim, for example, might to 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 36epezamu Ookaszu?

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

- OTXe, poboTa CNifyoro BUMarae NubHOCTI | 30cepeKeHOCTi.

5.

Eddie: ki y mebe waHcu odepxamu niosuwjeHHs 8 UboMy pouyi?

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

Eddie: Oz0! Ckinbku pokie mebe 8xe He niosuwysanu?
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Janice: (Heave 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. Hacnpaedi s maro iHmeps'to HacmynHo20 noHedisnka.
Y meHe genukuli 00ceid y yili cghepi, s 3aexou bys ycniluHum, Oe 6 5 He
npayroeas i A WeuoKo 84YCA.

Eddie: Good luck!

6.

Bruce: Bu 8xe 3asepuiusiu 6aiaHcHi 3simu?

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

Bruce: He mpeba nocniwwuamu. A He nompebysamumy ix 0O
3a8MpawHb020 PaHKy.

Alice: Janet told me we're looking for a new bookkeeper. Is that
true?

Bruce: Yes, We've been looking, but no luck yet. You know in my
opinion such a person needs Mamu maki aAKocmi, AK NnyHKMyasneHicme,
yecHicme, 30amHicme KoopOuHysamu pobomy, ynpasaamu 4acom i
ehekmugHo Lio2o 8ukopucmosysamu i, 3gu4adiHo, bymu pemesibHUM
3yugppamu.

Alice: | know someone who'd be perfect. She is accurate
and punctual performing the work; stays calm and helpful in an
emergency.

Bruce: O, cnpasdi, uu € y Hei' 0ocgio?

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

Bruce: BiomiHHo. [Tonpocime i nputimu Ha cnigbecioy.

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

Bruce: O, nedse He 3abys 3anumamu... Bu 8iOkpusiu HO8i paxyHKu
8 Wells Fargo?

Alice: Yes, | have. Here are the account numbers, PIN number,
and paperwork.

Bruce: [sakyw. Hy, 0alime meHi 3Hamu, koau Bu 3akiHyume yi
6anaHcosi 38imu.

Alice: Sure, | should be done soon.
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Task 8. Make some short dialogues of your own. Use these

vk N =

= 0 N o

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 company 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 advan-
tages and disadvantages of police job.

English-Ukrainian Glossary

ability to coordinate work - 3gaTHicTb KOOpaUHYBaTV pobOTY
advantage - nepeBara

advocacy - afBoKaTCbKa JisifibHICTb

appeal - anensuis, ockapXeHHs, anensuiiHa ckapra

apply for the job/position — nogaBatu 3aaBy npo npuiiom Ha poboTy/
3aHATTA Nocaam

apply law - 3acTocoByBaTtu 3aKoH

argue - 06rosoptoBaTy, HaBOAWTY JOKa3M, CrepeyaTncs
attract new investments - npuBa6noBaTy HOBI iHBECTULT
balance sheet - 6anaHcosui 3Bit

barrister — afBoKaT HalBULLOTO paHry, AKMIA Ma€ NpPaBo BUCTYMY B CYA;
6apucTep

. be afastlearner - wBKagKo HaBYaTKCA
12.
13.

be adaptable - nerko npucrocoBysatucs
be ambitious - 6yTu yecTont6HMM, aMGITHNM
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14.
15.
16.
17.

18.

19.
20.

21.
22.
23.
24,
25.
26.
27.
28.
29.
30.
31.
32.
33.

34,
35.
36.
37.
38.
39.
40.

41.

be charged with an offence- 6yt 06B1HyBaueHUM y 3110UMHI
be competitive — 6yTI KOHKYPEHTOCNPOMOXXHM
be easy-going and personable - 6yTu o6poayLWHUM | TPpMBaGNMBUM

be good at observing/speaking - 6yTn crnoctepexnnBuM/BMmITH
BUCMOBMOBATUCA

be in a highly competitive environment - 3HaxoanTnca y BMcoko
KOHKYPEHTHOMY CepefoBHLLi

be in charge - Bignosigatu 3a wocb

be in legal profession/practice in law - 3aiimaTuca npaBHUYOO
DiANbHICTIO

be on night shift - npautoBaty y HiuHy 3miHy

be on the beat - ueprysaT y palioHi naTpynioBaHHs

be sensitive to smth - 6yt Bpaznuesum o, roctpo pearysatu
be successful [sok’sesful] - 6yTn ycniwHyim

be tedious in figures - 6yTu WeneTUNbHUM Y 0GUNCNIEHHAX
become aware of - 6yT11 f06pe 06i3HaHVIM 3 UMMOCH
behaviour [b1’helvjs] - nosegiHka, maHepu; pexnm (po6oTn)
board meeting - 3acigaHHA npaBniHHA

bring to justice - npuTarysatu go npasocynaa

burglar - (HiuHWI) rpPabiXXHKK, 3N0AIN-3NTOMHMK

complaint - ckapra, npeTeHsis, No3o.

complement - fogaTok, OMNOBHIOBATH

counsel — KOHCYNbTaHT; IOPUCKOHCYNLT; aABOKaT, AKNIA Gepe yyacTb y
Cnpasi i Ma€e NpaBo BUCTYNaTV B HANBULLMX Cydax

crime scene — MicLie 3N104MHY

curricula vitae - pesiome

defendant - Bignosigay, nigcygHunin, o6BUHYBaueHNi
ensure the right — 3a6e3neuyBatu npaBo Ha
exercise control - 30ilicHIOBaTN KOHTPOJIb
exhausted — BucHaxxeHWI, 3MyyYeHUi

experience - (KUTTEBMI) AOCBIA, KBanidikauia, cTax MpPaKTUYHOI
DisnbHOCTI

fairness — HeynepeaxeHicTb; LOOPOCOBICHICTb; YECHICTb
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42.
43.
44,
45.
46.
47.
48.
49.

50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.

66.
67.
68.
69.
70.

71.

flexible — rHyukuin

from the point of view of - 3 Touku 30py Korocb

gain legal profession - 3106yT1 npaBHKYy Npodeciio

get a promotion/raise — ogep<aTu nigBuLLeHHA (Ha nocaai)
get on with people - BxrBatuca (nagntn) 3 niogbmm

get results - ofepxxyBaTy pe3ynbrati

get to the top - gocaratu BepLUnHK

have ability and experience to do the job — maTtn kBanidikaduito i
[0CBiA ANsi BUKOHAHHA poboTu

have good judgement - BUABNATU PO3CYANMBICTb
highly-qualified - BucokoksanidikoBaHmi

honesty - uecHicTb

impartial — HeynepepxeHun

in current position — Ha NoTouHIN Nocapai, y AaHOMy CTaHOBULLi
indictment - 06BUHYBanbHWIA aKkT

interrogate (question) suspects — fonutyBaTy Nigo3ploBaHNX
interview witnesses — onvTyBaTtu cBigKiB

introduce evidence - BucyBaTy (HaBoAWTY, HalaBaTy) fOKa3n
judge - cynns

jury — cyn NPUCAXHNX

lease assets — opeHaoBaHWIA (Ni3UHIOBWI) aKTUB

legal assistance — npaBoBa gonomora

liabilities — akTnBM

make conclusions — po6uTV BUCHOBKM

manage time and use it effectively - ymino posnoginati vac i
BUKOPUCTOBYBATW AOTO NPOAYKTNBHO

mortgage — 3acTaBa HepPyxXOMOro mariHa
needed quality — HeoOXigHi AKOCTI
notary - HoTapiyc

offence — npaBonopyLleHHs, 3/104MH

overwhelmed with a heavy workload [ suva’welmd] - 3asanennii
BEJIMKNM 06'€MOM po60TK

participant - yuacHuk
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72.
73.
74.
75.
76.
77.
78.
79.
80.
81.
82.
83.

84.
85.

86.
87.
88.
89.
90.

perpetrator [‘p3:pItreita] - 3nourHeLb; NOPYLIHMK
proceeding [pra’si:din] - nposamxeHHs

prosecutor [‘prasikju:ta] - 06srHyBay; Nno3rBay; NPOKypop
provide service - HagaBaTv nocnyru

punctuality - nyHKTYyanbHiCTb, TOYHICTb

put plan into action - BTinoBaTV NnaH B gito
reliability — BignoBiganbHicTb

relief — 3agoBoneHHsA (BUMoOrn); 3acié cynoBoro 3axucty
require — BMMaraTu

safe pair of hands — HagiiHWI NomiYHKK

shareholder - akuioHep

solicitor - conicnTop; agBoKaT, AKNIA fae Nopaau KNieHTY, rOTye Cnpasu
ans 6apucrepa (CTaplioro afBokKaTa) i BUCTYNAE TiNbKN y Cyfiax HUXYOi
iHCTaHLil; OPUCKOHCYNbT

solution - piweHHsa

strengths and weaknesses of the staff — cunbHi Ta cnabki ctopoHu
LITaTy NpauiBHAUKIB

supervise — HarNAZaTY, iHCNEKTYBaTU, KOHTPOJIOBATM
sympathetic — Lo6po3MUNNBUIA; CNIBYYTANBUIA

take risks - 6paTu Ha cebe pusKK, puU3rKyBaTm

trial - cygoBuin po3rnsag; cygosuin npouec, cyn

try to mislead smb - HamaraTuca BBeCcT B OMaHy

Words-derivatives

adapt [o’daept] - adaptability [s,dapta’bilotr] - adaptable
[8’daeptabl] - adaptation [,eedaep’te1f(a)n] — adapted [a'daeptid] -
adapter [3'daepta] - adaption [2’daep[(3)n] - adaptive [a'daeptiv]
advocacy[‘®dvakasi]-advocate[‘@dvakat]-advocate[‘®dvake1t]-
advocateship [adva’ke1f1p] - advocation [aedva’ke1fan] - advoca-
tor [ adva’kerta] - advocatory [ @dva’kertar1]

appeal [3’pi:l] - appealable [3’pi:labl] - appealer [3’pi:la] - appeal-
ing [3’pi:lin] - appellant [3'pelant] - appellate [3’pel1t] — appellator
[’ pele1ta] - appellee [,@pe’li:]
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11.

12.

13.

behave [b1i’heiv] - behaviour [b1i’heivjar] - behavioural
[br’heivjaral] - behaviourism [b1’heivjariz(a)m] - behaviourist
[b1’he1vjarist] behaviouristic [b1’he1vjaristik]

compete [kam’pi:t] - competing [kam’pi:tin] - competition
[kompr1’'tif(a)n] - competitioner [ komp1’tif(a)na] - competitive
[kam’petitiv] - competitively [kam’petitivli] - competitiveness
[kam’petitivnis] - competitor [kam’petita]

complain [kam’plein] - complainant [kam’pleinant] - complaint
[kem’pleint]

defence [d1’fen(t)s] - defenceless [d1’fen(t)slas] - defenceman
[di’fen(t)sman] - defend [di’fend] - defendant [di’fendant]
- defender [di’'fenda] - defensible [d1’fen(t)sabl] - defensibly
[d1’fen(t)sabl1] - defensive [d1’fen(t)s1v]

learn [I3:n] - learnable [I3:nabl] - learned [‘I3:n1d] - learnedly
[I3:n1dl1] - learner [‘I3:n3] - learnfare [‘larn fe(d)r] - learning
[‘I3:n1n]

liabilities [,la1a’bi1lat1s] - liability [,la1a’bilat1] - liable [‘lazabl]

. observability [ab’z3:vabiliti] - observable [ab’z3:vabl] - obser-

vance [ab’z3:v(a)n(t)s] - observancy [ab’z3:v(a)n(t)si] - obser-
vant [ab’z3:v(a)nt] - observantly [ab’z3:v(3)ntl1] - observation
[[obza’velf(a)n] - observe [ab’z3:v] - observer [ab’z3:va]

offence [9’fen(t)s] - offenceless [a’fen(t)slas] - offend [a’fend] - of-
fendedly [a’fend1dl1] - offender [a’fends] - offending [a’fend1n] -
offendress [a’fendras] - offensive [a’fen(t)s1v]

prosecutable [,prasi’kju:t(a)bl] - prosecute [‘prasikju:t] - prose-
cuting [,prast’kju:tin] - prosecution [,prast’kju:f(e)n] - prosecu-
tive [,pras1’kju:tiv] - prosecutor [‘prasikju:ta]

the Bar [ba:] - barrister [‘baerista] - barristerial [ baeris’ter1al]
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Lesson #3

Writing Excellent Cover 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

In your opinion, what is the secret of being successful at work?
Is work experience more important than qualifications?

Have you ever had to write an application letter? What informa-
tion should you give about yourself to show that you're suitable
for the job?

wN =g

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

chance [fa:n(t)s]; courtesy title [‘k3:tast ‘ta1tl]; cover [‘kaval; dis-
cipline [‘disaplin]; doubt [daut]; enclosure [in’klau3a]; encour-
age [in’karidg]; final [*fain(d)l]; finance [‘fainan(t)s]; to finance
[far’nan(t)s]; focus[‘faukas]; generally [‘dzen(3)r(a)l1]; highlight
[‘ha1la1t]; hire [*ha13]; interview [‘1ntavju:]; objective [ob’dzektiv];
overcrowded [auva’kraudid]; precede [pri’si:d]; prospecting
[pra’spektin]; request [rr’kwest]; requirement [r1’kwalamant];
salutation [salju’terf(d)n]; schedule [‘fedju:l]; [‘skedzu:l]; series
[*s19ri:z]; sincerely [sin’s1al1]; slightest [slaItast]; solicit [sa’l1s1t];
specific [spa’sifik]; Vice-President [vais’prezid(a)nt]; view [vju:];
volunteer [ ,volan’tia]

U] Differentiate

reach [ri:tf] - pocaratu; nowwpioBaTca (NPO 3aKOH); BUHOCUTY (PilLIEHHS,
BEpAMKT); yKknagaTu (yrogy ToLo)
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rich [r1tf] - 6aratuin (Ha WOCH - iN); LiHHWIA; PO3KIWIHWI; IHTEHCUBHUI (NPO
Konip)

to present [pri'zent] - nigHocutw, papyeatu (with); npeacTasnATy,
Bpy4aTtut

a present [‘prez(s)nt] - nogapyHOK; TenepiwwHii; CyyacHWi; iCHyUNi;
JaHun

schedule [‘[edju:l] (BrE) - [‘sked3u:l] (AmE) - cnucok, nepenik; onug;
KaTtasnor; rpadik; nnaH; nporpama; pPo3Knag; CKNagatim po3sKnag,
HaMiLIaTI/I,' nnaHyBaTn

lay [le1] (laid, laid) - knacTu, noknacTu; HaKPUBaATH, CTENNUTM
lie [la1] (lay, lain) — 6pexatu; nexatu; 6yTM pPoO3TaWIOBaHWM; MOMAraTH
(y uomycb)

series [‘s19ri:z] - cepis; BUNYyCK; KOMNNEKT
serious ['SI9rIas] — cepiosHuin, HebesneuHMt; BaxKNMBUI

hire [‘ha1a] - HaimaTk, openayBaTk; AaBaTV HAMPOKAT; HaiMaHHSA
higher [*ha1a] - BepxHin, Buwmin; 6inbwmnn
hear [h13] - uyTu; cnyxatn, po3rnagaty (NUTaHHA, cCNpasy ToOLWO)

head [hed] -ronosa; po3ym; rnasa; HauanbHUK; OUOSIIOBATY; BECTM
heard [h3:d] - Big hear — uytn

finance [‘fainan(t)s] - diHaHcy, npnbyTKK
to finance [far’ na&n(t)s] - dpiHaHcyBaTK; 3aiMaTMCA GiHaHCOBMMM OnepaLiamMm

letter [‘leta] - 6ykBa; nitepa; peectpysatn
later [‘le1ta] — ni3Hiwe; noTim; 3rogom; NisHiWMA

L Useful phrases

— application letter — enclosure/enclosed
- attheemployer’s convenience - envelope

- atyour convenience - find out about

- body of the letter - hiring requirements
— C.V. (Big curriculum vitae) — interview schedule

- correspond (with/to) - job opening (vacancy)
— courtesy title - jobrequirements

— cover letter
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MBA (Master of Business Ad-
ministration)

request for an appointment
solicited letter

salutation

to be a good person for par-
ticular job

to be aimed at

to describe merits

to encourage action

to highlight one’s strengths
to motivate an employer to
meet with you

to present evidence

to volunteer information
Yours sincerely/faithfully/truly

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

L Reading

The application letter (sometimes called “a cover letter” 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 present evidence;
- tointroduce qualifications; - to encourage action.

Remember! Your application letter will represent you to the em-
ployer. 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
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anything in a letter that has even the slightest chance of keeping you
off his already 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 paragraph 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 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 applications. Use a series of well-
written letters, each of which highlights your strengths relative to a
specific set of hiring requirements, and whenever possible, person-
ally addressed.

Task 2. Answer the questions

What is the main purpose of an application letter?

2. What is the difference between solicited and unsolicited ap-
plication letter?

3. What is the content of the three main paragraphs of an ap-
plication letter?

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

5. Explain the phrase: “Tailor your application to the job require-
ments”.

6. What are the main characteristics of a good application letter?
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Task 3. Study the model letter, read about its components

Address

Addressee’s name Date
Job title

Company name

Company address Salutation

1. Introduction Body of the letter:
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 British variants: 11 Apr.
2002; 11 April, 2002; 11* April, 2002. American variants: April 11,
2002; April 11t, 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 initial(s) or his/her first

' 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 sur-
name). Family name, syn. surname.
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name, e.g.: Mr PJ. Brown or Mr Peter Brown. Courtesy titles are: Mr/
Mrs/Miss/Ms. Special 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 position is written
as follows: The Vice-President.

The salutation

If you know the name of the person you are writing to, the salu-
tation takes the form of “Dear” followed by a courtesy title “Mr/Mrs/
Miss/Ms” and the person’s surname. Initials or first name are not
generally used in salutation. If you are in doubt whether a woman
is married 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 company may open with “Gentlemen’, followed by
acolon.

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 qualifications describe your merits and qualities which cor-
respond to the job description?.

In closing request for an interview.

The parting

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

2|t is a summary of responsibilities and duties of an employee.
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The enclosure
The enclosure also enclosed or enc,, is written if a sender puts
his/her resume/C.V. into the same envelope.
(Haymetko J1. 1. Business English Course: BrizHec-
Kypc aHruinckoro asbika. — K. U3p-so A.CK,
2004. - 448 c. - AHrn., pyc. p. 87-96; 160-164)

Task 4. Answer the questions

- What are the main parts of an application letter?

- What sections does the body of the letter consist of?

- What information should be included into introduction, qualifi-
cations and closing?

- Ifin the greeting “Dear Mr Steward” is written what parting for-
mula should be used in 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

5. 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. lid ) 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
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3. closing ¢) 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
to your company for the of the purchasing

III

assistant.

I am currently in the purchasing department of
Well & Goode Ltd, where my are to cover purchasing
of all stationery ([‘ste1fan(s)r1] kaHuenspcoke npunagan)’ for
the firm.

If for the interview, | can come on any day at your

CVv.

Yours ,
John P. Star
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Task 9. Rewrite the sentences in a more formal way

| have read your advertisement in the last week’s edition of the...
| have learned from business associates...

| wish to apply for the job of...

Please send me further details of ...

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

nhwWwnN =

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:

| saw your advertisement for a news reporter, and | wish to apply
for the job. Enclosed is my résumé and some clips for your consider-
ation.

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

A good application letter should:

- bepersonal (have the nameand position towhomitisaddressed);

- give the reason of applying for a particular company;

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

- use simple and direct language;

- have perfect spelling, punctuation and grammar;

- no typing errors are admitted;

- have ethic attractive layout;

-  be printed/written on top quality paper;

- be short (one page long), standard, and business-like;

- beoriginal;

— photocopies are unacceptable.
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FUNCTIONAL LANGUAGE

Application Letter Writing

Tips

.|Referring to the job advertisement

CTOCOBHO OrosioLeHHs Npo pobo-

in .. TYY ...
2. |l apply for the position of ... Al xouy oTpumaTtm nocagy ...
3. |l would like to apply for the posi- | xoTiB 61 nofaTy 3anABy Ha Nnocagy

tion of ... advertised in this month’s
edition of ...

... peKnamoBaHy y BuAaHHi 3a Len
MicaUb ...

.|l am writing to you concerning

your advertisement of a vacancy
for a bilingual secretary to work in
your export department.

Al nnwy Bam wogo Baworo orono-
LUEHHA NPO BaKaHCito ANnA JBOMOB-
HOro cekpeTaps, Wob npavoBaTn
y eKCnopTHoOMYy BigAini.

.|l am answering your advertise-

ment for the post of Bank trainee
which is published in ...

A BignoBigalo Ha Ballie OrosoLleH-
HIO Mpo nocagy cTaxkepa 6GaHKy,
AKe ony6nikoBaHO B ...

.|lam replying to the advertisement

of 18 June for a Sales Manager
which you placed in the “Export
Journal” ...

A1 Bignosigalo Ha peknamy Big 18
YepBHA 4N MeHeaXepa 3 npoja-
XKy, AKY BU po3micTunm B «<Ekcnopt
IXopHany ...

.|l am writing to ask if you might

have a vacancy in your office for
an accounts clerk

A nuwy, wWob 3anuTaTv, Yn MOX-
nueo y Bac € BakaHcis B odici ans
6yxrantepa (06nikosus)

.|l was recommended by Mr ... who

is currently working in your firm to
write to you concerning a possible
post in your department.

MeHi nopexkomeHayBaB micTep ...,
AKUA HUHI npautoe y Bawin oip-
Mi, Hanncatn Bam wopo moxxnunsoi
nocagm y saliomy Biggini.

.|l am particularly interested in the

position you offer, as | know my
previous experience and academ-
ic background would be valuable
in the area of ... (engineering, busi-
ness, accountancy).

1 ocobnuBo 3auikaBneHu B No-
cagi, AKy Bu npornoHyeTe, TaK AK A
3Halo, WO Mill nonepegHin JoCBig
i akapemiuHa ocgiTa byge kopuc-
HO B 06MacTi ... (TexHiku, 6isHecy,
6yxrantepcbkoro obniky).

10.

I am sure | would be successful
in this post as | have now gained
the experience and skills that are
required.

fl BneBHeHW, WO AOCATHY ycnixy
Ha Uil nocagi, Tak Ak s BXe HabyB
LOCBify i HAaBUKIB, AIKi HEOOXiaHI.
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.| As an ... (job title)  know my back-

ground in ... (area of work) would
prove valuable to you, especially
as | have been dealt with ...

AK ... (Ha3Ba nocagn) A 3Hato, WO
Min focBig poboTn B ... (06nactb
po60TN) BUABUTBCA LiHHUM AN
BaC, 0COOGNMMBO TaK fAK Al BXe 3a-
NMaBcA ...

12.

This position would require
someone who has had extensive
experience of ... which | gained
both academically and commer-
cially at ...

Lla nocaga BUMara€e Korocb, XTO
Ma€ OOLINPHUI AOCBIL ..., KU A
3006yB AK akafleMiuyHo, TaK i Ko-
MepLiNHO B ...

.| At present | am employed at ... as

... where | deal with ...

B paHun yac A npauiolo B ... AK ...,
[e A Malo Cnpasy 3 ...

.| During my time at ... | worked on

several projects which were very
successful.

Mig yac moro nepebyBaHHA B ... A
npawoBaB Haf KinbKoMa npoekTa-
MW, AKi Bynn ayxe ycnilwHUMN.

.| At... company my duties included

B ... KoMMaHii y Moi 060B'A3KMN BXO-
auno

.| I graduated from ... college in 2001

with a diplomaiin ...

A 3aKiHuUmMB ... Konegx y 2001 poui
3 ANMNJIOMOM B ...

.|1 am a graduate of ... University

and possess a Bachelor Degree of
Arts.

A BUNYCKHVIK ... yHiBEpCUTeTY i Mato
CTyniHb 6akanaBpa MUCTELTB.

.| Next year | will graduate with a

MBA (Master of Business Admin-
istration).

HactynHoro poky s opepxy CTy-
MiHb MaricTpa ynpasniHHA 6i3He-
COM (3BaHHA BUMNYCKHWKa bi3Hec-
LKonN)

19.

| have successfully completed a
course in PC.

A ycniwHo 3akiHumB Kypc 3 [K
(nporpamyBaHHs).

20.

Speaking about my proficiency
in foreign languages they are the
following: English — excellent, Ger-
man - fluent, French - good.

foBopAuM Npo Moo KBanidikaLito
3 iHO3eMHMX MOB, BOHa HacCTymnHa:
aHriNncbka — BigMIHHO, HiMeUb-
Ka — BifibHO, bpaHLUy3bKa — fobpe.

21.

| would appreciate the opportuni-
ty to discuss my qualification with
you at your convenience.

Al 6ymy BOAYHUIA 33 MOXINMBICTb
obrosopuT Mo KBanidikauito 3
Bamu konu Bam 6ypae 3pyyHo.
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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. Com-
pare them. Which do you like the best? Why?

Standard, conservative style

This is ideal for sectors such as business, law, accountancy and
retail. For more creative sectors, a letter like this might be less appeal-
ing, 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 research, requiring initiative, self-
motivation and a wide range of skills. For one course, [insert course], an
understanding of the [insert sector] industry was essential. | found this
subject very stimulating.

lam afast and accurate writer, with a keen eye for detail and | should
be very grateful for the opportunity to progress to market reporting. | am
able to take on the responsibility of this position immediately, and have
the enthusiasm and determination to ensure that | make a success of it.

Thank you for taking the time to consider this application and | 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 organization and
the industry you're applying to.

Dear Mr Brown,

I am writing to enquire if you have any vacancies in your company. |
enclose my CV for your information.

As you can see, | 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. |
believe | 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
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others. | also have lots of ideas and enthusiasm. I'm keen to work for a
company with a great reputation and high profile like [insert company
namej.

I have excellent references and would be delighted to discuss any
possible vacancy with you at your convenience. In case you do not have
any suitable openings at the moment, | 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 understand 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 people 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
clients do it for themselves.)

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 expense. Sloppiness loses clients, loses custom-
ers.

There is an answer. Me. Firm quotes are free. You can see some of
what | do on my multilingual website at [insert web address]. If you'd like,
| 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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10.
11.
12.
13.
14.
15.

16.
17.

18.
19.
20.
21.
22,
23.
24.
25.

26.
27.

English-Ukrainian Glossary

application letter - nncrt-3asBa

at the employer’s convenience - konu (6yge) 3py4Ho poboTofaBLio
at your convenience -y 3pyyHuii gns Bac yac

body of the letter — 3micT nncTa

C.V. (8i0 curriculum vitae) [ka’rikjalom’vi:ta1] - xutrenuc

correspond (with / to) [ kori’spond] - ysrogxysatucs; signosigatn
(4yomycb)

courtesy title — BBiunvBe 3BepTaHHA

cover letter — cynposigHuin nuct

dear - WwaHoBHMN

enclosure / enclosed - nogaetbcsa

envelope [‘envalaup] - koHBepT

find out about - pisHaTcA Npo (3po3ymiTn/3'acyBaTn)
hiring requirements - Bymoru fo KaHauaaTa Ha nocagy
interview schedule - po3knag iHTeps'io

job opening (vacancy [‘verkans1]) - BakaHcisa, He3anoBHeHe poboue
Mmicue

job requirements — pyHKUiOHaNbHI 060B’'A3KM

MBA (Master of Business Administration) - marictp ynpasniHHA
6i3HeCcoM (38aHHA 8UNYCKHUKA Bi3HEC-WIKOU)

mention [‘men[(a)n] - 3ragyBatu; nocunatncs Ha

overcrowded [,auva’kraudid] - nepenosHennii (10dbmu)

parting — npoLuaHHA

position (job title) - nocaga

represent — npeacTaBnNATA

request for an appointment - npoxaHHsA Npy3HaunTK (0i108Y) 3yCTpiu
salutation - npuBiTaHHA

separated from smth by smth (by a comma/by a space) - BiggineHumn
Bi[l YOrocb UMMOCh (KOMO/NPobinom)

series of well-written letters — H/3ka [OOPe HaNUCaHNX NUCTIB
solicited letter - 3akpuTnin nucr
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28.
29.
30.
31.

32.
33.

34,
35.

36.

37.
38.
39.

40.

41.
42.
43.

44,
45,

46.

source of information - gpxxepeno iHbopmauii
the only reason for smth - eguHa npuumnHa Yorocb
to announce an opening - NOBiJOMNTU NPO BaKaHCito

to be a good person for particular job - 6yT1 oco6oto, Wo nigxoanTs
[NA KOHKPETHOT po60TK

to be aimed at - 6yTu HauineHnm Ha

to be considered in a negative light — TpaktyBatuca y HeratvsHomy
cBiTi

to be in doubt whether - cymHiBaThca umn

to be preceded by - nepepyBaty; iTn (Nnepebysatun) nepep (4yumcy);
6yTV nonepegy (ko2ocw)

to be viewed as negative/positive - posrnsgatica (ouiHioBaTucs)
HeraTMBHO/MO3UTUBHO

to describe a merits - onvcysatu focToiHCTBa
to encourage action — 3aoxouyBaTu fii (cnpuaTy giam)

to highlight one’s strengths - akueHTyBaTV Ha YMIXOCb MNO3UTMBHUX
AKOCTAX

to motivate an employer to meet with you - 3aoxotuti po6otogasus
3yCTpITMCA 3 BaMn

to present evidence - HafaBaTu oKasu
to volunteer information - fo6poBginbHO NosigomnAT iHpopmauito

to write impressive letter — HanucaT NncTa, WO cnpaBnse rMMboke
BPaXKEHHSA

unsolicited (prospecting) letter — Bigkputun nucrt

written below/above - HanncaHo HUXXYe/BuLLe (B AOKYMEHTI); herein-
before [,h1a(r)inb1’f>:] - BULWE (B fOKYMEHTI)

Yours sincerely / faithfully / truly — 3 nosaroto

Words-derivatives

announce [3’naun(t)s] - announcement [3’naun(t)smant] - an-
nouncer [3’naun(t)sa] - announcing [a’naun(t)sin]

object [‘obdzikt], [‘Dbdsekt] - to object [ab’dzekt] - objec-
tify [ob’dgektifar] - objection [ab’dzekJ(3)n] - objectionable
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[ab’dzekf(a)nabl] - objective [ab’dzektiv], [d2b’dzektiv] - objec-
tively [ab’dzektivl1]

a present [‘prez(d)nt] - to present [‘prez(d)nt] - presentable
[pri’zentabl] - presentably [pri’zentabli] - presentation [,prez(s)
n’terf(a)n] - presentee [,prez(a)n’ti:] - presenter [pri’zenta]
impress [‘Impres] - to impress [1m’pres] - impressibility
[1m prest’bilati] - impressible [1m’presabl] - impression
[1m’pref(a)n] - impressionability [1m pref(s)na’bilati] - impres-
sionable [1m’pref(a)nabl] - Impressionism [im’presha nizem] -
impressive [Im’presiv] - impressure [1m’pref3a]

interview [‘Intavju:] - interviewee [1Intavju’i:] - interviewer
[‘Intavju:a] - interviewing [‘Intavju:1n]
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Lesson #4

Instructions on Filling in Forms

“Practice makes perfect.”
(American proverb)

L Starting up

What document do you need to fill in when you apply for
ajob?

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

—_

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

access ['akses]; accident [‘mksid(a)nt]; affidavit [eefr’dervit];
ailment [‘erlmant]; cheque [tfek]; circle ['sa:k()l]; database
['dertobeis]; factual ['faktfual]; financial [far’nan[(3)l]; fore-
name ['fa:neim]; initial [1'n1f(®)I]; injury [‘Ind3(d)r1]; insurance
[1n'fuar(@)ns]; license ['lais(d)ns]; marital [‘marit(d)l]; preclude
[pri’klu:d]; purchase ['pa:tfis]; require [r1’kwald]; resignation
[ rezig'neif(s)n]; sign [sain]

0 Differentiate

cheque [tfek] - uek; ogepxatu (rpoLui) 3a Hekom

check [tHfek] - uek; KoHTponb, nepeBipka, peBi3ia; KOHTPOMIOBATY,
nepeBipATr

Czech [tfek] - uex; uecbka MOBa; yecbkun

0 Useful phrases

— academic - Continued on attached sheet/
- access to information on a separate sheet

- block capitals - creed

— branch of service - date of birth

— Check one - decorations
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- draft status

- ethnic group

- extra-curricular

- fair employment practice law

- False statements on this appli-
cation shall be considered suf-
ficient cause for dismissal.

- Have you been convicted of a
crime in the past ten years?

- Have you ever been bonded?
- Have you taken any training
under the G.l. Bill of Rights?

- Hereby | promise ...

— illness

— immediate supervisor

- Left to pursue other opportu-
nities

- marital status

- Mr

- Mrs

— Miss

0 Reading

N.A. (not available)

N/A, n/a (not applicable)
Person to notify in case of
emergency

personal reasons

personal references

physical disability, handicaps
rank

reason for leaving

scholastic average

social security number (SS#)
The facts set forth above in my
application for employment
are true and complete.
vocational

When/Date available

You are hereby authorized to
make any investigation of my
personal history and credit
and record through any inves-
tigative or credit agencies or
bureaus of your choice.

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

- Applying for a passport.

- Applying for a job.

- Recording a complaint.
- Filling in a course.

Applying for a driving license.
Applying to join a library or club.

Giving information like in the Census form.

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 orga-
nize and report on factual information. Others, such as job-applica-



tion 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:
- byhand

- by word processor and signed by hand

— online (and sent online)

Online forms

Some online forms can give you access to information on a da-
tabase. This can save you time when you're making travel plans, or
when searching for job vacancies. You can also use online forms to
make a purchase, such as booking a flight. Many companies or orga-
nizations 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 email address, as well as a user name and password in order to
protect your personal details.

If you're sending payment with a form, you have to be espe-
cially careful filling in the form, ensuring that all the details are cor-
rect. 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 usually
be a padlock symbol on the screen. Many forms include a question
asking you if you want to be sent further information or if you'd like
to be informed of other similar products 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 you're 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 impor-
tant 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
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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 complete 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 sec-
tions of a form. There may be questions with a list of possible answers
and you have to choose the answer 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

- Itisgoodto keep all the information you might need together so
you can find your personal details quickly and easily.

—  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 understand, ask for
help.

- You may not need to fill in everything.

- Ifit 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 become easier!

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

- Write in BLOCK CAPITALS - Write the whole word in capital letters
- Please tick appropriate box - Put atick v in the box that’s right for you

- Delete where applicable - Cross out the answers that don’t apply to you
- Please print - Write without joining up the letters
- Please specify - Please give details
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BLOCK LETTERS

Sometimes you are asked to fill a form in Block Letters 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.

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 0
first to fill all the boxes.

Surname | B|Y|R|N|E|S|s|s|[s|[s|s|s|s|
Firstname [M/A[RIY| | | | | [ [ [ [ |
Address |12 [H[1]lL/L] |D|[R|I1|V]E]
Dateofbirth| 1 [ 2| |1/0]| [1]9]8]1] | | |

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

suname | | [ [ [ [ [ [ [ [ [ [ [ |

Fistrame | | | [ [ [ [ [ [ [ [ [ [ |

Address

Dateofbirth | | [ | [ [ | [ [ [ [ [ |

Task 2. Choose the right answer

1.  Aform can be described as:
a) a pre-set format;
b) aquiz
c) alist.
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2. To delete means to:
a) skip that question;
b) cross out;
¢) 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 5 years.

5. An open question is where you have to give:
a) a'yes’or’no’answer;
b) an honest answer;
¢) 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;
c¢) herforename.

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) onlyif she is married;
b) only if she is not married;
¢) 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;
b) when you were born;
¢) 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 disability 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 [ | 18-25 years[ | 26-40 years[ | 41-60 years
[ ] Over 60 years

What is your marital status (please tick as appropriate):
Single[ ] Married[_] Civil Partnership[_] Divorced| | Separated
[ ] Widowed[ ]

Please answer Yes or No:
Do you have a full driving license?
Are you registered disabled?

Your signature:

Today’s Date
DIDIMM| Y |Y|Y|Y
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Task 4. Match the word or abbreviation (short form of a word) on
the left to its meaning

1. For office use/official
use only
2. N/A

3. Forenames
4. Signature
5. Next of kin

6. Title
7. Dependants

8. Marital status

9. Initials

10.N.l. No.

11.Employment status

a)

b)

)

k)

How you sign your name

The first letter of your forenames
and surname

Your nearest or closest relative
Not applicable

Any family members who rely on
you for financial support

Your National Insurance Number
Are you employed, unemployed,
self-employed, a career, etc.

Your first names (not your sur
name or family name)

Say if you are single, married, in a
civil partnership, divorced or sepa-
rated

Not to be filled in. This section is
completed by the organisation
Mr/Mrs/Ms/Miss, etc

Task 5. Here are details for people who wish to join a library. Fill in

A)

their library cards

Paula Marshall lives at 21 Darrow Close, London SW24 5CJ. Her
email address is pmarshall34@gigglemail.com. Her mobile num-
ber 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 email address
or a mobile phone. Her home phone number is 05563 300 4348.
Safraz Mahmood lives at 9 Evershot Court, London SW24 8DS.
His email address is SafM@gigglemail.com. His mobile phone
number is 07997 837 8304. He was born on 12 April 1991.
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Skillswise

O

Date of birth:
/ /

Address:

City:
Phone:

Mobile:

Postcode:

(N

Date of birth:
! /

Address:

City:
Phone:

Mobile:

Postcode:

Address:
City: Postcode:
Phone:
ile:
Date of birth: Miohile
/ / Email:
Entry 1 & 2 Worksheet bbrc.co uk/skillswise eszczz EHEME

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 accident 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 am. It was going to be a busy trad-
ing 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 Jo-
anna 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
Wherethe accidentoccurred

Briefly described what happened

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

Name of the person, completing this report
Signature
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Task 7. Making a form

You are organizing a raffle to raise funds for a charity. 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
- email address - age - city

Task 8. Fill in a sample of application form below

Application for Employment (Please print plainly)

PERSONAL
Name Last First Middle Social Security No._
Present address City Zip Code
No. Street State Phone No.
Sex*: M F Height: Weight:
Marital status*: Single Divorced
Married Widowed
Date of Birth Nationality No. of Children
Present Position Driver’s license Person to notify
in case of emergency
EMPLOYMENT DESIRED
Position applying | for When

available

Salary expected
Have you ever Where When
applied for this

company before?
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RECORD OF EDUCATION

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

Elementary

High

College

University

Other

Special skills (list) Typing Shorthand
speed WPM 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: Dates Weekly Reason Name of
from/to salary for leaving | supervisor

Name and address
of company, position

Please use this space for further details of knowledge and experience that
you consider are relevant.

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

Physical disability, in hearing? |in vision? |in speech? |other
handicaps

Comments REMARKS: The Civil Rights Act of 1964 prohibits discriminationin
employment practice because of race, colour, religion, sex or national origin.
New York City law prohibits discrimination based on physical handicaps.
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10.
11.
12.
13.
14.
15.
16.
17.
18.

19.
20.

21.
22.

23.
24,
25.
26.
27.

28.
29.

English-Ukrainian Glossary

academic - yHiBepcuteTcbKa (Npo OCBiTY)

affidavit [ 2f1’dervit] - nucbmoBse cBigueHHs nig npucaroo

ailment [‘e1lmant] - He3gopoB's; He3ayKaHHA

ball-point pen - kynbkoBa pyuka

block capitals - Benuki gpykoBaHi nitepu

branch of service - pig Bilicbk

Check one. - BigmiTbTe XpeCcTUKOM Un «NTaLLKOO».

Continued on attached sheet/on a separate sheet. - [logaetbca
(Ha okpemomy nucmky).

creed - peniriiHi nepeKkoHaHHA

date of birth — gata HapogXeHHs

decorations - Haropoau

disclosed - BusBneHumn

draft status - npusus

erasable pen - kopekTop

ethnic group - eTHiuHa rpyna, HauioHaNbHICTb

extra-curricular — fogaTkoBi (Npo npeameTn)

fair employment practice law - TpygoBe 3akoHogaBCTBO

False statements on this application shall be considered sufficient
cause for dismissal. — HenpaBauBi 3asaBW B aHKETI MOXYTb MOCYXUTU
[OCTaTHbOIO NiACTaBO ANA 3BiNbHEHHSA.

foregoing - nonepepHin

Have you been convicted of a crime in the past ten years? — Yu Bu
NPUTArannca 4o KpUMiHanbHOI BignoBiAanbHOCTI 3a 0cTaHHi 10 pokis?
Have you ever been bonded? - Y Bu 6ynu ys'asHeHi?

Have you taken any training under the G.l. Bill of Rights? - Yu Bu
NPoXoAWAN NiAroTOBKY A0 BiICbKOBOI CRy»K6u?

Hereby | promise ... - Lium 30608'A3ytocs ...

iliness — xBopo6a

immediate supervisor - 6e3nocepefHii HayanbHUK

injuries sustained — oTpymaHi nopaHeHHs

Left to pursue other opportunities. — 3BinbHUBCA y 3B'A3KY 3
nepexoAoM Ha iHwWy poboTy.

major (subject) — ocHoBHUI NpeaMeT; crieLianbHiCTb, cnevianisayis
marital status - cimeiiHun cTaH
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30.
31.
32.
33.
34,

35.
36.
37.
38.
39.
40.
41.
42.
43.
44,
45.

46.
47.
48.
49.

50.
51.

52.
53.

minor (subject) - HeocHoBHWIA NpegmeT

mode of living - cnoci6 xunTTa

N.A. (not available) — Hemae B HasBHOCTI

N/A, n/a (not applicable) - He cTocyeTbca

Person to notify in case of emergency. - Oco6a, siky cnig nosigoMmnTn
B HaA3BUYAHOMY BMNAAKY.

personal reasons — 3a BlacHUM 6aXKaHHAM

personal references - pekomeHgaaLii

physical disability, handicaps - ¢i3nuHi Bagu

post-graduate course - acnipaHTypa

rank - 3BaHHsA

reason for leaving — npu4nHa 3BiNbHEHHA

reserve - 3anac

resignation - BigcTaBKa; 3BiNbHEHHS (3 poOOTY 3a BlaCHM H6aXKaHHsAM)
scholastic average - cepepHiii 6an

social security number (SS#) - Homep couianbHoro 3abesneueHHs
The facts set forth above in my application for employment
are true and complete. — ®akTu, BMKNageHi Bulle y aHKeTi gnA
npaueBnalwTyBaHHA € NPaBAVNBUMMU i MTOBHVMM.

to discharge - gemo6inisysatu

to preclude [pr1’klu:d] - 3ano6iratu, BigepTaTi, ycyBaTyi MOXIMBICTL
to print — n1caTn gpyKkoBaHNMM GyKBaMu

violation [vaid’leif(3)n] - nopyweHHs; NpaBOMOPYLLEHHS;
yuiemneHHs (npas)

vocational - npodeciiiHe (HaBYaHHA)

When/Date available - Konu Bv moxete npuctynutn go po6otu?/
[aTa Buxogfy Ha poboTy

years of active service — poku AicHoi cny»6m

You are hereby authorized to make any investigation of my person-
al history and credit and record through any investigative or credit
agencies or bureaus of your choice. — Llum go3Bonsio npoBogutu
Oynb-sike po3cnigyBaHHA $akTiB MOE€i Giorpadii, ¢piHaHCIB i paxyHKiB
Oy[b-AKUM OpraHoOM 4u 610pO Ha Ball BUGIp.
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Lesson #5

Perfect Résumé

“You are not your résumé, you're
your work”

(Seth Godin)

L Starting up

1. In your opinion what makes one CV good and another less so?
Is a good CV important for getting an interview when applying
fora job? Why?

3. Have you ever had to write a CV?

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

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

aeronautics [,eara’na:tiks]; affiliation [3,fili’e1f(a)n]; bachelor
[‘beetf(d)la]; capitalize [‘kaep1t(s)laiz]; crucial [‘kru:f(3)I]; Cur-
riculum Vitae [ka,rikjalam’vi:tai]; exaggerate [19’zaedzare1t]; im-
pression [1m’pref(3)n]; include [1n'klu:d]; liaise [l1’e1z]; margin
[‘'ma:d3in]; minimize [‘'minimaiz]; neatly [‘ni:tl]; pique [pi:k];
proofread [‘pru:fri:d]; prospective [pra’spektiv]; result-orient-
ed [r1'zalt ‘2:r1antad]; résumé BrE. [‘rezju:mei], AmE. [rezu’meil;
schedule BrE. [‘fedju:l]; AmE. [‘skedzul]; target [‘ta:g1t]; truthful
[‘tru:6f(d)I]

0 Useful phrases

- 5years legal experienceinreal - currently enrolled in .. pro-
estate sales gramme

- accomplishment - developed and implemented

- awards new programmes

— circular status - did light typing, filing, and

- completed business courses in mailing

- crucial
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- directly responsible for super- skills, including  detailed

vising two clerical workers knowledge of Word 7.0
- duties included ordering sup- - redundant
plies, maintaining records, - reference, testimonial (AmE)
transcribing orders, greeting - responsibilities include pro-
and assisting visitors gramming, checking system
- earned high average grade malfunctions, keeping time-
- fellowships sharing records on visitors
- finished secondary school with - responsibilities included as-
honours sisting customers, stocking
- grade point average (GPA) merchandise, taking inventory
- honourably discharged with - résumé
rank of... - reverse
- honours - self-assessment
- internship - self-inventory
- job objective - to pique
- job-by-job - to seek entry-level/full-time/
- litigation part- time position
- looking for a responsible and - to take part in student contest
challenging management/ in economics
sales position - trained and experienced in
- major photography, investigation,
- performed general banking and interviewing techniques
procedures - worked with local firm for 4

- possessing strong computer years

L 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 parallel: 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 demonstrate his energy,
ambition, and ability to work in teams;
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- 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 prospec-
tive employers how an applicant’s skills, accomplishments and
abilities match their needs and organization goals. The best way
to achieve this is to include only the work experience that is rel-
evant to the job you are applying for.

An effective résumé must make a good firstimpression. Of course,
appearance is important but content is even more crucial. The infor-
mation 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, accomplishments,
and references.

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

There are two main formats of a résumé: chronological and
functional. The most popular among the beginners is a chronological
résumé.

In the chronological résumé a list of education and work experi-
ence is presented in a reverse chronological 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 func-
tional 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 prospective employer’s interest
and prevents you from achieving circular status.
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Task 1. Are these sentences true (T) or false (F)?

A CVis a document with information about you.

You use a CV to get a job.

You should put your photo on your CV.

Your CV should be 3 or 4 pages long.

It's OK to have a few mistakes (spelling, grammar ...) on your CV.
All information on your CV must be in full sentences.

Employers usually look at a CV for about 2 minutes.

NowukswnN =

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. P_rs_n_|  det__ils a) jobsyou did before

2. Ed ct n and b) things you enjoy (e.g. playing a sport)
q__lific_t__ns

3. W_rkexp_r__nce ¢) your name, address, date of birth, email,
phone number

4. Sk_llIs d) the name of your school/college; exams you
passed

5. Int_r_sts e) things you can do (e.g. speak a language;
drive a car; use a computer)

6. R_f r_nc_s 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

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 résumé?
Why should an effective résumé be short?

What are the characteristics of a chronological format?
What are the characteristics of a functional format?

VoONOLAWN =

Note! In today’s job market, networking is essential. It means using peo-
ple you know to learn about opportunities. Networking is espe-
cially helpful when you are looking for a different job. The more
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contacts you have in different companies, the more doors 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 chronological order,
starting with the most recent position, including
dates, companies, their location, positions, respon-
sibilities and duties, accomplishments and promo-
tions, military service and volunteer work)

Education: (degrees, diplomas, and certificates listed in re-
versed 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 programs,
hardware or other equipment; driving license)

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

Activities and inte-|(names of organizations, societies, kinds of sport,

rests: other specific activities)

References (testimo- | (names, job titles, addresses, phone/fax/e-mail of

nials AmE) 2-3 people who know your work well)

Date of birth, nationality, marital status and religion are considered today as per-
sonal information and can be excluded from the résumé.

1f you are applying for a foreign company or joint venture the lowest level of
foreign language knowledge is «good».
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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 out-
going message and state your full name or phone number, so em-
ployers 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 Objective”. 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 opportunity 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”, “Summary of
Quialifications” 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’ experience with
state-of-the-art technologies on Microsoft and Macintosh systems. Also
skilled in video production and computer-generated images. Software
knowledge includes Adobe Photoshop, Aldus Freehand, Adobe Premier,
and Aldus Page Maker.

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

For example:

- 10years legal experience in products liability, medical malpractice,
contracts, real estate and personal injury litigation

- Trained and experienced in photography, investigation and inter-
viewing techniques

- Strong computer skills, including detailed knowledge of Word 2007.
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Professional experience section can be headed as “Work Expe-
rience” 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 re-
sponsibilities 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’, “du-
ties included’, headings “position”, “job title” which are obvious and
redundant.

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

- youre a recent college/university graduate with little job
experience;

— you are changing your career and your education is more rel-
evant and impressive than your work experience. Start with the
most recent degrees.

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 attended the col-
lege or school and the courses you completed. If you graduated with
honours mention it in your degree listing.

For example:

— Bachelor of Arts in Mass Communication, with honours, 1999,
Boston University

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

For example:

- Oneyear 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 knowing a sign lan-
guage, 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 not try to include all of them. Just focus on
the ones that are related to your career. Otherwise, list any commu-
nity or civic activities you think to be important. Employers are look-
ing for “doers” — productive people. Your activities will show that you
are a well-rounded person with interests outside of work. In addition,
alist 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 objectives, re-
write 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.

NoupwnN =
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accomplished
administered
applied
arranged
audited
charted
compiled
contracted
controlled
counselled
delivered
distributed
elaborated
estimated
evaluated
examined
expanded
filed

handled

implemented
instituted
instructed
ligised [I1'e1zd]
maintained
managed
monitored
motivated

negotiated

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

B/IKOHYBaB
KepyBaB

3aCTOCOBYBaB
opraHi3oByBaB
nepeBipAB 3BIiTHICTb
3aMOBNAB

CKnagas

yKnagas (gorosip)
KepyBaB

KOHCYNbTyBaB
[OCTaBNAB; UnTaB (y1exkuii)
NoLUMpPOBaB

feTanbHo po3pobnss
nonepeaHbO OUiHIOBaB
[1aBaB OLiHKY AKOCTI
nepesipaBs

po3BuBaB (mopeissito)

BiB KapTOTeKy

KepyBaB; 06pobnsaB (BaHTaxi, OOKY-

MEHTW); NpoJaBaB
BMNPOBa/KyBaB
3aCTOCOBYBaB

HaBuaB

NigTpYMyBaB 3B'A30K
obcnyrosyBas (06nagHaHHSA)
KepyBaB

KOHTPOJII0BaAB, BiiCTeXKYyBaB
CTVMYJIOBAB

BiB meperosopu

77



operated npavtoBaB (Ha MaLLWHi)

ordered 3aMOBJIAB

outlined OMNVCyBaB Yy 3araibHuX prcax
performed BMKOHYBaB

processed 06po6nAB

provided 3abe3neuyBas

purchased KynyBaB

recorded peecTpyBaB

recruited 6paB Ha poboTy

repaired pPEMOHTYBaB

reviewed nepesipAB

scheduled CKnagaB po3Knaf
searched JocnifxyBaB

supervised KepyBaB

supported 3abe3neuyBas

traced BiJCTEXYBaB

trained HaBYaB

verified nepeBipsB, KOHTPOJIOBaB

CVs often use reduced phrases (instead of full sentences) with omit-
ted first person pronouns, auxiliary verbs, and certain prepositional
phrases.

For example:
I am fluent in German. —  Fluent in German.
Or:
| conducted laboratory experi- —  Conducted laboratory experi-
ments. ments.
Examples:

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

- Adopt your CV to the position you apply for.

- Make it short - one or two pages.

- Emphasize your accomplishments and achievements.

- 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 punctua-

tion.

- Print neatly on high quality paper.
— Don'tsign or date your résumé.
- Keep copies of your résumés on file for future references. Update

them regularly.

Task 6. Below is a sample CV of a graduate student (Ukr.
acnipasm). Study it carefully

CURRICULUM VITAE
IVAN MARKIV
Department of Applied 5 Matematychna, apt. 6
Mathematics and L'viv, 790XX
Computer Science Ukraine

Ivan Franko National
University of L'viv

1 Unversitets'ka

L'viv, 79000

Ukraine

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

Education
November 2001 - present

1996-2001

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

Graduate student (doctoral program in Ap-
plied Mathematics), Ivan Franko National
University of L'viv.

Diploma of Specialist with Highest Honour
in Applied Mathematics and Computer Sci-
ence, Ivan Franko National University of Lviv.
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Work Experience
2000 - present

Research Interests

Awards/Scholarships
2001
1998

Publications

Conference Presentations

Professional Skills

Languages

Engineer,“UNT Co., Ltd", L'viv.

Responsible for creating a local business
information network.

Translate and interpret from English into
Ukrainian.

Numerical methods.

Grant from the Central European University
for participation in the Budapest Summer
School of Econometrics.

First award in the Annual Student Contest for
the Best Knowledge of English, lvan Franko
National University of L'viv.

“Numerical investigation of some contact
problems for elastic-viscoelastic materials”
Prykladna Mekhanika (accepted for publica-
tion).

“Variation analysis of some quasistatic prob-
lems for elastic-visco-plastic materials”. An-
nual Scientific Conference of the lvan Franko
National University of L'viv, February 2002.

Familiar with computer applications C++,
Visual Basic, Delphi, FoxPro.

Ukrainian (native speaker),
Russian (fluent),

English (good),

German (fair).

Task 7. Here is the English version of a sample autobiography of
a Ukrainian scholar (the names of Ukrainian places and
universities are invented in this text). Rewrite the auto-
biography 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 father, Klymyuk, Petro
Ivanovych, and mother, Klymyuk, Mariya Mykhailivna, are school

teachers.

In 1976 | entered secondary school N2 1 in Danyliv. | graduated
from the school with the Gold Medal in 1986 and entered the De-
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partment of History of the Ukrainian Humanitarian University in the
city of Zakhidne. In 1991 | 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 | worked as a junior
researcher at the Ukrainian Institute of Historical Research in
Zakhidne. | also worked part-time as a teacher of history at Zakhidne
secondary school N2 15 from September 1991 until June 1994. In
1997 | participated in the U.S.-Ukrainian academic exchange program
and spent three months at the University of North Carolina at Chapel
Hill. In September 2000 | defended the dissertation entitled “Current
ethnopolitical situation in Ukraine” and received a Kandydat Nauk
degree.

Since September 2001 | have been working as a lecturer of
the Department of History, Ukrainian Humanitarian University
(Zakhidne).lam currently teaching such courses as“Medieval history”,
“Ethnographic methods in historical research’, and “Methodology
of teaching history”. My current research interests focus on ethnic
conflicts and oral history. | am the author of six papers published in
leading Ukrainian journals, and | participated in three national and
two international conferences (see the enclosed list of publications).
| am a member of the Society of Ukrainian historians.

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

Task 8. Write your own CV and discuss it with your classroom
partner

English-Ukrainian Glossary

accomplishment - focsrHeHHs

Awarded ... degree in ... — [[pUCBOEHO CTYNiHb ... B 06NACTi ...
awards — Haropoaw

circular status [‘s3:kjalo ‘ste1tas] - 6ir no kony

Completed business courses in — 3akiHUMB Kypcy Mo 6i3Hecy B

uihwnN -
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N

10.

11.

12.
13.

14.

15.
16.

17.
18.
19.
20.
21.
22.

23.

24,

25.

26.

crucial — BupiwanbHuin

Currently enrolled in ... programme - 3apa3 npaLtoto 3a Nporpamoto ...
Developed and implemented new programmes — Po3po6uB i
BMPOBaAMB HOBI Mporpamu

Did light typing, filing, and mailing — Tpoxun gpyKyBas, BiB kKapToTeKky
i nUCTyBaHHA

Directly responsible for supervising two clerical workers - Mig moim
6e3nocepenHiMm KepiBHUUTBOM NPaLooTb ABOE CMiBPOOITHUKIB

Duties included ordering supplies, maintaining records, transcrib-
ing orders, greeting and assisting visitors — Y cnyx60Bi 060B'A3KM
BXOAWM 3aMOBJIEHHSI MOCTABOK, 1X pPeecTpauis, ob65ik 3aMOBNEHb,
npuinom Ta o6cNyrosyBaHHsA BiABiayBayiB

Earned high average grade - 3apo6uB Brcokunin cepefiHin 6an
fellowships - ctunengii (Ha NpoBefeHHA HayKOBO-AOCNIAHUX POOIT B
YHiBepcuTerTi)

Finished secondary school with honours - 3akiHunB cepepgHio wkony
3 Bi|3HaKOI0

grade point average (GPA) - cepeaHiin 6an

Honourably discharged with rank of ... - 3BinbHeHun y 3anac 3
NMOYECHUM 3BaHHAM ...

honours — novecHi 3BaHHsA

internship - iHTepHaTypa

job objective - ouikyBaHa nocaga

job-by-job - nocapa 3a nocagoro

litigation - no3os, cynosui npouec

Looking for a responsible and challenging management/sales
position — Lllykato BignosiganbHy i nepcnekTuBHY poboty B coepi
ynpaBniHHA/306yTy

major - creuianbHicTb; npodinbHa AuncuuniiHa (B  Konepxi);
ancumnniHa, BubpaHa Ak cnevianisauis

medical malpractice - MmeguuHe 31M0BXMBaHHA  CNYX60BUM
CTaHOBULLEM

Performed general banking procedures - BukoHyBaB 3BuUualiHi
6aHKiBCbKi onepauii
Possessing strong computer skills, including detailed knowl-
edge of Word 7.0. — [1o6pe BonoAit0 KOMN'IOTEPOM, AETaNlbHO 3Hato
nporpamy Word 7.0.
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27.
28.
29.

30.

31.
32.
33.

34,
35.
36.
37.

38.

39.

40.

redundant - HagMLWIKOBUIA

reference, testimonial (AmE) - pekomeHaauii

Responsibilities include programming, checking system mal-
functions, keeping time-sharing records on visitors - B 0608'A3ku
BXOAUTb MNPOrpaMyBaHHA, MNepeBipka cCUCTeM O0OPOGKU HaHuX,
cKnafaHHA rpadika npuinomy BiaBigyBayis

Responsibilities included assisting customers, stocking merchan-
dise, taking inventory - B 060B'A3kM BxoAmno 06CNYroByBaHHA
Kni€HTIB, CKNaj ToBapiB, BeleHHA 06MiKy

résumé [‘rezju:meil; AmE [rezu’mei]/C.V. - pe3siome; aBTo6iorpadis
reverse — 3BOPOTHUN

Seek entry-level/full-time/part-time position - Llykaio po6oty 6e3
CTaxy/ MOBHO0/YaCTKOBOIO 3aMHATICTIO

self-assessment - camooLiHKa

self-inventory - nigBeseHHA cBOIX NigcymKiB

to pique - BUKNMKaTK

Took partin student contest in economics — bpas yuacTb y KOHKypcax
CTYAEHTCbKUX POBIT 3 EKOHOMIKN.

Trained and experienced in photography, investigation, and inter-
viewing techniques - Mato kBanidikauito Ta gocsig pobotu potorpada,
BOMOAiI0 METOAaMU PO3C/iAyBaHHA | ONUTYBaHHA

Worked with local firm for 4 years - lNpautoBaB y micuesiii ipmi 4
pOKu

5 years legal experience in real estate sales - 5 pokiB focBiny po6otu
IOPMCTOM 3 TOPFiBAi HEPYXOMICTIO

Abbreviations

B.A. = Bachelor of Arts — 6akanaBp rymaHiTapHu1X HayK

B.L.= Bachelor of Law — 6akanaBp npaBa

B.S. = Bachelor of Science — 6akanaBp NpupogHNYKX HayK

CSE = Certificate of Secondary Education - atectat npo ce-

penHio OCBITYy

M.A. = Master of Arts — MaricTp rymaHiTapHuX Hayk
M.B.A. = Master of Business Administration — maricTp eKoHOMiKM
M.Ed. = Master of Education — marictp negaroriyHunx Hayk M.S./M.

Sc. = Master of Science - maricTp npupogHuumnx Hayk Ph.D. = Doctor
of Philosophy — gokTop ¢inocodii
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Lesson #6

How to Succeed at Job Interview

“5 minutes early is on time. On time
is late. Late is unacceptable.”

(Micah Solomon, contributor)

0 Starting up

What do employers look for in a job candidate?

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

3. “Why should | hire you?"Think of your arguments.

N —

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

ability  [9'bil1ti]; advertisement [ad'v3:tismant]; agency
[‘ezd3ansi]; ambitious [eem'bifas]; apply [a'pla1]; bound [baund];
certain ['s3:tan]; coincidental [kau,in(t)si’dent(3)l]; competi-
tive [kam'petitiv]; course [ka:s]; credentials [kri’denflz]; de-
crease [d1'kri:s]; envisage [in’vizid3]; expand [1k'spaend]; ex-
perience [1k’spiarian(t)s]; genuine [‘dgenjuin]; guarantee
[,gaeran’ti:]; headhunting [hedhantin]; honest ['bnist]; improving
[Im'pru:vin]; increase [1n'kri:s]; intelligent [1n’telid3(a)nt]; issue
[1fu:]/[‘1sju:]; judgment [d3adzmant]; niche [ni:f]; offer [pfar];
opportunity [ppa'tju:natil; patient [peifant]; perceive [pa’si:v];
precise [pri’sais]; poach [pautf]; prevent [pri'ven]; recruit-
ment [rI'kru:tmant]; successful [sak'sesfal]; subtle [‘satl]; vacant
['verkant]

1 Differentiate

current [‘kAar(a)nt] — unHHWI; NOTOUYHMIA; 06iroBMIA, AKMI NepebyBac B 06iry
present [‘prez(a)nt] - TenepilwHin; cyyacHWi; icCHYIOUNIA; aHWIA, Lei camuii
before [b1'f2:] - (adv.) paniwe; nonepeay

earlier [‘3:113] - (adj.) nonepegHii; paHiwwni
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L Useful phrases

- background - to be dismissed from a job

- Could it be earlier/later? - to be interested in the oppor-
- credentials tunity

- employment agency/job centre - to be valuable to the company
- envisage - to confirm acceptance

— fast learner
— for the sake of

to do job for a company
to fit into the position

- genuine - to fulfil the job
- human resources manager/de- - to grant special advantages
partment - to have experience/certain
- perceive knowledge
- rapport - to hire the right person for a
- recruitment process job
- restrictions in the work con- - to leave current job
tract - to take risks
- subtle - We are pleased to offer you the
— take your time position of Sales Manager
- to apply for position/the job - We regret that we are unable
- to be attractive to the compe- to offer you the post
titor
U Reading

Job Interview

In the country where jobs are not guaranteed and employers in-
terview 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 principal parts:

1) introduction - establishing a rapport;

2) main part — discussion of the interviewee’s background 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,
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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: candidate’s skills and qualifica-
tions, 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 particular job?

- What do you think has been your greatest achievement 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?

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 em-
ployer you are serious about the organization and you have also
done your homework. Some recruiters refuse to hire people who
don't ask intelligent questions. But don't ask questions just for sake
of asking questions. You should have a list of questions prepared 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 initiative
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 | directly report to?
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- How many people will | be working with?
-  What s 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 work-
ing hours. Showing too much interest in lunch 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 reason-
ably 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 interview, thank the
interviewer for taking time and consideration. Ask when you will be
notified of the company’s decision. If you have not received an an-
swer after three weeks'time, follow up with a letter or telephone call.

Tips
—  Dress professionally and appropriately.
- Be prepared.
- Beontime.

— Come to the interview alone.

- Make a list of questions beforehand to ask the interviewer.

- 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.

- Beconfident and try to act as calmly as possible.

- Behonest.

- Use your best speaking manner.

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

' Package comprises the base salary and perks or fringe benefits such as bonus sys-
tem, medical insurance, company car or commuting cost reimbursement, retire-
ment or pension plan, tuition reimbursement, etc.
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Task 1. Check yourself by marking the statements with letters T

(true) or F (false)

When you answer a question during an interview, the word “yes”
by itself is quite enough.

Try to maintain eye contact with the person whom you are talk-
ing to at the moment.

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

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

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

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

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

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

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

. Do not make excuses for yourself. Employers prefer a positive at-

titude and a display of self-confidence.

Task 2. Explain the following advice in your own words

N AWN =

Arrive at good time.

Be neat and fairly conservative in your appearance.
Take cues from the interviewer on degree of formality.
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.

Task 3. Look at the advice for job interviews. Use the dictionary to

1.
2.

check the meaning of the multi-part verbs

Put on casual clothes for the interview.
Go out for a walk before the interview to relax.

88



3. Think about the job and write down your strengths and
weaknesses.

4. Find out information about the company.

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

6. Take down notes during the interview.

7. Sitdown 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 about the|- put on casual clothes for the inter-
company. view.

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

‘Yesterday, | had an interview for a holiday job at a summer camp
for children. Unfortunately, | didn't have much time to(1)
about the organisation, but | did (2) all the things I'm good at,
like doing video games! In the morning | woke up late and quickly (3)
some jeans and a T-shirt. | (4) at the office five minutes
late, so | walked straight in and (5) | couldn't (6) what
the interviewer was saying and | had to ask her to (7) . She
asked about my experience with children, so | (8) a lot of detail
about my younger brother. Then she asked me to tell her about my
work experience and | (9) a story about some voluntary work
with a youth club. She stopped asking questions, so | (10) and
(11) of the room. | think I've got a good chance of getting the
job. What do you think?’
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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 | worked for was a real bozo!

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

Mr. Jones never gave me a chance.

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

bozo [‘bauzau] (pl. bozos) - npuaypok, 6onsaH
grouch [grautf] - 1) noraHuin HacTpiii 2) 6ypKOTYH, BypKyH

Task 8. Match the word on the left to its meaning. Then use them

—_

w

N

to complete the gaps in the sentences below

. Interviewee a) the person who asks the questions during

an interview

. To interview b) the person who answers the questions

during an interview

. Interviewer ¢) ameeting in which someone asks you

guestions to see if you are suitable for
a job or course:

. Interview d) to ask someone questions in an interview

I had an for a job with a publisher.

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

According to a survey by online job-matching service The Lad-

ders, 75 percent of said that receiving a thank you

letter from a candidate affects their decision-making process.

Human resources manager asked the some very

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

1. increase
2. offer

3. judgement
4. interviewee
5. head-hunter
6. co-worker
7. envisage

8. interviewer
9. investigator
1

0. vacant

n) recruiter
0) examiner
p) imagine

q) colleague
r) questioner
s) proposal

t) expand

u) respondent
v) available
w) decision

Task 10. Complete the Dialogue with words from the list

(a) certainly, (b) enjoy,
(d) important thing,
(g) take a seat,

(e) just one thing,
(h) thank you,

(c) getting in touch,
(f) qualities,
(i) work experience

Job Interview

INTERVIEWER

INTERVIEWEE (OLIVER)

Good morning, (1)

Good morning, (2)

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

1(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 think are
important for the job?

You (6) must have pa-
tience. And another (7)

is enthusiasm. 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.
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Task 11. Work in pairs

Do you think Oliver got the job? Why or why not?

Do many students do holiday jobs in your country? 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?

Task 12. Complete the dialogues, using Useful Phrases

1.
Can you tell me who deals with finding candidates for a job?
Jobopom npayisHukia 3alimaromeca meHedxepu 3 NepcoHany.
Do you think it is better to address job center or employment
agency to find the job?
Ha moto dymky, cnid ckopucmamuca nocsiyzamu o6ox.

2.
I need a high skilled information technology professional. Ac-
cording to my HR manager such a person is currently employed
by Lviv Modern Technology Itd. Do you have any ideas how | can
get in touch with him?
Ak Ha meHe, mo Halikpawjoio Hdzodok byde 83amu yyacme y
PecnybnikaHceKill 8ucmasui 8UCOKUX MeXHOJ/I02iti HACMYyNHO20
MICAYS, AKY B0OHU Op2dHI308yI0Mb.
Terrific! Thanks for idea! So what brings you to Lviv?

3.
Mpo4yumaiime, 6y0b nAcka, y8axxkHO KOHMpPAkm i nionuwime, AKWO
y Bac Hemae 3aysaxeHb abo 3anumate.
| would like to discuss the point which forbids working in the
field for two years after leaving your company.
Well, we have to do something to prevent employees to change
the current position in our company for employment at our com-
petitor.
[adato, Bu maeme paduito.

4,
Hackineku s po3ymito, «xeOxaHmep» — ue /II00UHd, AKA dKMUBHO
nidwykye 0n1a KoMnaHii mon-meHedxepie abo manaHosumud
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nepcoHasn. A 6 xomie 3po3yMimu, AK NPAuIOMeb «MUCIUBYI» 3a
cneuianicmamu-npogecioHanamu.

- Well, a headhunter has something you don't have: inside infor-
mation from the job market and knowledge about openings
that will never be advertised. An experienced headhunter can
search more efficiently for jobs than you can.

- Tobmo, HackinbKu A 3po3ymis, ix 3a80AHHA — 3HAUMU CNPABXHIX
npocecioHanis, AKUX NOMiM MOXHA 8U2IOHO «NPOdamu.

- Ifyou get the job, they get their fee.

5.

- Yu moxeme Bu nopadumu meHi, wjo mpeba nam’asmamu, Kosau
38epMAcWICA y pekpymuH208Yy gipmy y nowyky pobomu.

—  Firstl 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 information of you in your CV. Let them know
what makes you special.

- Uo e saxnusgiwum: mos Keanigikauis 4u ocobucmi 0aHi?

- 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.

—  Hackinbku s 3Haw,pekpymuHzosi ipmu gidizpatome 8axausy
pOJIb HA pUHKY npayi i 6azamo poboyux mMicyb 8ioomi nuwe im.

- 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 do you | HayaneHuk 8iddiny kadpis: Yomy Bu
want to get this job? X0yeTe ofepKaTtu Lo poboty?
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Candidate: | applied for the job be-
cause | think I've got a lot to offer.
I'm competitive and | like to win. |
know a few people think I'm diffi-
cult to work with. Maybe that’s true,
but | get results, that’s the main
thing.

Personnel Manager: Where do you
want to be in 10 years’time?

Candidate: What's my aim? Well, to
be honest, I'd like to get to the top
as soon as | can. I'm very ambitious.
And if | get the job, | don't see why |
couldn’t become a director in a few
years'time. That's what | really want.

Kanouoam: 1 nopas 3aABy npo 3a-
paxyBaHHA Ha Lo poboTy 60 A BBa-
Xalo, WO Malo WO 3anporoHyBa-
TN. 1 € KOHKYPEHTOCNPOMOXHUM i
nobno nepemaratu. Al 3Hato, geski
NIOAN JYMatoTb, WO 3i MHOIO Ba)KO
npautoBatn. MoxnuBso, Le npaefaa,
ane A focaralo pesynbraTis, a Le -
ronoBHe.

HauansHuk 8iddiny kadpie: e 6 Bu
XoTinum 6yTn uepes 10 pokis?

Kanouoam: flka moa meta? o X,
AKWO OyTW YecHUM, A 6 XOTiB Jo-
6paTnCs [0 BEepPLVHM AKHaNWBMA-
we. A € pyxe YecToNOHUIA. | AKLWO
ofepxy poboTy, TO He pPOo3yMmilo,
yoMy 6 MeHi He CTaTu ANPEKTOPOM
yepes Kifibka pokis. Lle Te, yoro A
AiICHO Xouy.

2

Personnel Manager: What opportu-
nity are you interested in?

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

Personnel Manager: What can you of-
fer to our company?

Candidate: I've got a lot of sales experi-
ence, and I've always been successful
wherever I've worked, especially dur-
ing the past year. | think | could lead
a team well. I'm the head of our local
business club, and I like organizing

HauyaneHuk 8i0diny kadpis: AKi MOX-
nmneocTi Bac uikaBnaTtb?

KaHnouoam: Akwo Bu obepeTe meHe,
A PO3MOYHY 3 MOKpPALLYEeHHA HaLol
KomaHgu 36yTy. Al xouy, W06 noan
OTpMMYyBanu 3af0BOJIEHHS, Npa-
Ltotoun y Hawomy Biagini 36yTy. Ko-
»KeH Y KOMaHfi NOBVHEH JonomMara-
TV OJVH OJHOMY, | AKHaObiNbLUIe fo-
rnomaratM MeHi. TakKum UYMHOM, MU
O eP>KMMO XOPOLUi pe3ynbTaTy.

HauyaneHuk 8iddiny kadpis: Lo Bu
MOXeTe 3anponoHyBaTU  Hawin
KOMMaHii?

KaHnoudam: Y meHe BenvKkuin AOCBIA
y chepi 36yTy, i A 3aBxaM 6yB ycniw-
HUM, ae 6 He npautoBaB, 0CO6IMBO
NPOTArOM MUHYNOrO POKY. A fymato,
Wo MOXy [obpe BECTM KONEKTYB.
Al — ronosa Haloro MicLeBoro 6i3Hec
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people 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.

Knyby, i A ntobnto opraHizoByBaTy Nto-
[en i Ka3aTu im, wo pobutn. A weuna-
Ko BuycA. fl 3 3aJ0BONEHHAM BiABIA-
YIO KypCU-TPeHiHry, AKi gonomara-
I0Tb MEHi BUKOHYBaT/ POOOTY Kpalle.

3.

Personnel Manager: Why do you ap-
ply for this position?

Candidate: | feel | have the ability and
experience to do this job. | am a “safe
pair of hands”, as they say. People re-
spect me because | have good judg-
ment.

Personnel Manager: What do you
think of our company’s future?

Candidate: | want to do a good job for
the company. | think we should ex-
pand slowly over the next five years.
We're in a very competitive market,
so | won't take too many risks. | think
we could increase our market share
in the long term, but we must be pa-
tient and realistic.

Ha4anvHuk 8i0diny kadpie: Yomy Bu
nopaeTe 3asBY MPO 3apaxyBaHHA
Ha Ut nocapy?

Kanouoam: A1 BipuyBato, Wo Mato
30ibHiCTb Ta AOCBIA BMKOHYBaTU
uto poboTy. A €, AK KaxyTb, Hagi-
HU NpauiBHUK. Jlloan noBakaloTb
MeHe, 60 A Mato TBepe3nii PO3yMm.

HayansHuk 8i0diny kadpis: o Bwn py-
Ma€Te NPo ManbyTHE HaLLOT KoMNaHii?

KaHoudam: fl xouy BUKOHYBaTU XO-
powy poboTy ans Komnadii. 1 BBa-
Xato, Ham Cnif po3LWKNpPBaTUCA MO-
BifIbHO, MPOTArOM HaCTYNHUX N'ATN
pokiB. My 3HaxogAMmoOCA Ha Ayxe
KOHKYPEHTHOMY PUHKY, TOMY A1 6 He
Oyxe pu3MKyBas. fl gymato, M1 Mo-
KEMO NiABULLMTY HaLli PUHKOBI aK-
Uil B NepcneKkTrBi, ane mv NOBUHHI
6yTV TepnnaunMY i peanictamu.

4.

Arleen: Hi, Burt. | heard you're looking
for a new job.

Burt: Yeah. | just had an interview yes-
terday.

Arleen: Oh. How did it go?

Burt: | think | 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: MNpwusiTt, bepte. Al uyna, T wy-
Ka€Ll HOBY POOOTY.

bepm: Tak. A WoONHO BYOpa MaB
cnisbecigy.

Apnin: O. flk Bce nponwno?

bepm: A1 pymaio, wo pobpe. BoHu
CKasanu, LWo NpunmMyTb pPilleHHs A0
n'aTHUL,.

Apnix: o uiei n'atHnui? Cxoxe, Wo
BOHM XOUYTb HAaWHATY NIOANHY AKO-
MOra WwBMALLe.
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Burt: Yeah! | think so, too.

Arleen: What are your chances of get-
ting that job?

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

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

bepm: Tak! fl Tex Tak gymato.

ApiH: AKi TBOT LLAHCK OTPMMATK L0
po6oty?

bepm: f1 pymato, y MeHe € fyxe Xo-
powwnn waHc. OnpekToposi, 34a-
€TbcA, A cnogobasca.

Apnix: Hy, ygaui, Togi.

bepm: Oakyto. Al cnogisatocs, LWo ue
Jornomoxe.

5.

- It seems to me that recruitment and
headhunting mean the same activity.
The only thing | 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 Resource Department or HR
Manager deal with the looking for
recruits. The process of recruitment
involves advertising in the windows,
newspapers or the Internet.

- Doesn’'t head-hunting aim the
same?

— Well, head-hunting has quite differ-
ent approach towards the problem
of vacant jobs. First of all they don't
search an employee, they are target-
ing at the high skilled specialist. As
a rule such a person perfectly fitting
into the vacant position is already
known to the head-hunter and future
employer and that someone with
necessary knowledge or specific con-
tacts or highly wanted skills is already

- MeHi 3gaetbca, wo Habip HoBo-
6paHLiB Ta «MOJIIOBaHHSA» 3a Cnewj-
anictamy o3HavaloTb Taky camy fi-
ANbHICTb. €MHE, YOO A He MOXY
BIOBUTW, AN YOTO JOAN BUKOPUC-
TOBYIOTb Pi3Hi TEPMiHN.

- botoca, ue He 30BcimM NpaBubHO.
Po3ymiew, BepbyBaHHA — Le npo-
Liec NoLyKy MOXIMBUX KaHAUAATIB
Ha poboTy abo BMKOHaAHHA QYHK-
uii. BcepepuHi opraHisauii Bigain
KagpiB abo meHemKep 3 nepcoHa-
NIy MaloTb CrpaBy 3 MOLUYKOM HOBO-
6paHuiB. MNpouec Habopy BKOYaE
B cebe peknamy B BikKHaX, y raseTax
a60 B IHTEpHeTi.

- Xiba «nosnoBaHHA» Ha crewjianic-
TiB Ma€ iHWe Ha meTi?

— Hy, nontoBaHHA 3a cneuyianictamn
Ma€ 30BCiM iHWWIN nigxia go npo-
6nemmn BiflbHUX pPOBGOUMX MicCLb.
Mepw 3a BCe, BOHU He LIyKalTb
NpauiBHUKIB, BOHW OPIEHTOBAHI Ha
BMCOKO-KBanidpikoBaHUx ¢axiBUiB.
AK NnpaBuno, NOANHA, WO NpeKkpac-
HO MiAXOAWTb Ha BaKaHTHY Nocagy,
BXE BilOMa MUCAMBLAM 3a creui-
anictamy i mManbyTHbOMy PO6OTO-
JlaBLIEBI, i Liei XTOCb 3 HeoOXiAHNMMN
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working for direct or indirect com-|3HaHHAMN ab0 NEBHMMU KOHTaKTa-
petitors of the company that is trying | Mmn abo pyxe HeoOXifHUMN HaBw-
to fill their position. yKamu BXKe npaLtoe Ha NpsAMKX abo
HenpAMMX KOHKYPEHTIB KOMMaHii,
AKa HaMaraeTbCA 3anoBHUTW CBOIO

nocagy.
- Wow! Couldn’timagine it is so com-| - Oro! He mir cobi yasutu, wo ue
plicated! TaK CKNagHo!

Task 14. Work in pairs

Student A is an interviewer and Student B is an interviewee. Read
your role card and prepare for an interview for a holiday job in a res-
taurant.

Interviewer: Decide on the pay and hours and what kind of per-
son 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 infor-
mation about these things:

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

- work experience;

- 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 fu-
ture 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 appoint-
ment for a job interview tomorrow. Practice with your friend pos-
sible questions and answers.
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You are being interviewed for a job of a psychologist. Explain
why they should hire you rather than another candidate. De-
scribe your greatest strengths and weaknesses.

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 com-
pany and why you quit the previous job.

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

FUNCTIONAL LANGUAGE

.| Tell me about yourself.

Po3KaxiTb MeHi npo cebe.

What makes you want to work, for
this company?

LLlo 3myLuye Bac XOTiTK NpaLoBaTtu
Ha Lo KOMMaHito?

Why did you choose to interview
with our organization?

Yomy Bu BUOpanu ana iHTeps'to
Hally opraHisauito?

What do you know about our or-
ganization (products or services)?

LLlo B1 3HaETe Npo Hally opraHisa-
uito (toBapw/nocnyru)?

Why did you apply for this job?

Yomy BM Mnopanu 3asBy Ha AaHy
BaKaHCito?

Why do you think you would be
good at this particular job?

Yomy Bu pymaete, wo Bu pobpe
nigxoaute came Ha Lo poboTy?

What other types of positions are
you considering?

AKi iHWi BUAKW nocag BM po3rnaga-
ete?

Why should we hire you rather
than another candidate?

Yomy MM NOBUHHI HaMHATK Bac, a
He iHWoro KaHanparta?

What can you offer us?

Llo BM MOXeTe 3anponoHyBaTtw
Ham?

10.

Does your college education or
work experience relate to this job?

Ym Bawa BuLLy ocBiTa abo AocCBif
po60TK BignosifatoTb Uil poboTi?

11.

What motivates you most on a
job?

Lo € Hanbinbwmm cTMMynom ana
Bac y pobori?

12.

Describe your ideal job/boss.

Onunwite Bawy igeanbHy poboty/
6oca

13.

Of which three accomplishments
are you most proud?

AIKUM 3 TPbOX JOCATHEHb BU Hall-
6inblue nuwaeteca?

14.

Have you ever had any failures?
What did you learn from them?

Yn 6ynn konu-Hebypb y Bac He-
BAayi? Yomy BOHM Bac HaBumunu?
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15.

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

lUlo Bam Hanbinblwe/HaiMeHLwe
nofobaetbca y BawWill OCTaHHIN
poboTi?

16.

Have you ever quit a job? Why?

Bn konu-Hebyab 3BinbHANMCA 3
po6oTn? Yomy?

17.

Give an example of a situation in
which you provided a solution to
an employer.

HasegiTb npuknag cutyaduii, B AKin
B/ 3anpornoHyBany pilleHHA po-
6oToAaBLIO

18.

Give an example when you worked
under deadline/pressure.

HasegiTb npuknag, Konu Bu npa-
LI0Banu B rPaHMYHNA TepMmiH/nig
TUCKOM.

19.

Are you able to work on several as-
signments at once?

Yn moxkeTe BU NpaLloBaTh Haf ae-
KiflbkOMa 3aBaHHAMM OfHOYac-
Ho?

20.

Do you prefer to work under su-
pervision or on your own?

Bwu BinfaeTe nepesary npautoBatu
nig HarnNsA0M Y1 CaMOCTINHO?

21.

Would you be successful working
in ateam?

Bu 6ygeTe ycnilwHMM npauooun B
KOMaHAi?

22.

How do you think your former
supervisor would describe your
work?

fIK BM gyma€Te Balll KOMULLHINA Ke-
piBHMK onrcas 6u Bally po6oTy?

23.

Have you had difficulty getting
along with a former supervisor/co-
workers and how did you handle it

Y 6ynn y Bac TpyQHOLLi Yy CTOCYH-
Kax 3 KOMULWHIM KepiBHUKOM/KO-
neramu i AK B/ ix BMpilysanu?

24,

What was your last boss like?

Alkum 6yB Bawl KOnWLWHINA Hayanb-
HUK?

25.

What kind of boss do you prefer?

flkomy 60COBi BM BiggaeTe nepe-
Bary?

26.

What do you consider to be your
greatest strengths?

LLlo B1 BBa)Ka€eTe CBOIMU HAaNCWIb-
HilWMMKM CTOPOHamK?

27.

Can you name some weaknesses?

Y moxkeTe Ha3BaTh AeAKi cnabki
cTopoHU?

28.

Who are your models? Why?

XT0 € gna Bac npuknagom? Yomy?

29.

Did you work while going to col-
lege? In what position?

Bv npautoBanu Nokn HaBYanucb B
iHcTUTYTI? Ha Akin nocagi?

30.

What did you learn from this work
experience?

Yoro Bu HaBUMNUCA B Npoueci po-
60T1?

31.

How do you envisage your future?

flk Bu yaBnsete cobi Bawe man-
OyTHE?
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32.

Where do you see yourself profes-
sionally in three/five years’ time?

e Bn 6Gauute cebe npodeciniHo
yepes Tpu/n’ATb pokis?

33.

How would you describe your per-
sonality?

flk 6u BM onucanu Bauwy OCO-
oucTictb?

34,

What are the specific duties and
responsibilities of the job?

AIKi KOHKpeTHI 060B'A3KM Ta BiANoO-
BifanbHiCTb Li€l poboTun?

35.

To whom will | be directly respon-
sible?

Komy a 6yny 6e3nocepesHbo nia-
nopsaaKoByBaTmnca?

36.

How many people will | be work-
ing with?

3 ckinbkoma nogbmu A 6yay npa-
yroBatn?

37.

What is the work schedule?

Akni rpadik pobotn?

38.

What type of training will be pro-
vided?

flka cnctema nigBULLEHHA KBarli-
oikauii?

39. AKNM nakeT ninbr i onnatn Bala

KOMMNaHifA NpornoHye?

What package does your company
offer?

DID YOU KNOW?

When a company employs new staff, they are taken on (UK.) 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 in-
formally, they are sacked (U.K.) or fired (U.S.). If they have to leave be-
cause a company can no longer employ them (e.g. due to bankruptcy
or downsizing), 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 tempo-
rary (for a season or because of a drop in production) but sometimes
it can be permanent.

English-Ukrainian Glossary

Are you free on...? - Bu BinbHi y...?
background ['baekgraund] - niarotoBka, kBanidikauis

bound [baund] -
HEOAMIHHUN

3000B'A3aHUN;  3MYLIEHWU; OBOB'A3KOBUN,
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N o wuos

10.
11.
12.
13.
14.

15.
16.
17.

18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

31.

Could it be earlier/later? - Y moxe 6yTn paHiwe/nisHiwe?
credentials [kr1'den[lz] - nocarHeHHs, 3acnyru, NOBHOBaXKeHHs
damage caused to the reputation - wkoga, 3anogisaHa penyTtadii

employment agency/job center - areHuia 3 npaueBnawTyBaHHA/
LeHTpP 3aNHATOCTI

employment at direct competitor — po6ota Ha npsamoro (6e3no-
cepenHbOoro) KOHKypeHTa

envisage [1n’vizidz] - posrnagatv (nuTaHHA); nepeabavyaty

fast learner - 3paTHiCTb WBMAKO HaBYATMCA

for the sake of - 3apagu (Yorocb, Korocb)

genuine [‘dzenjuin] - cnpaBXxHii, iCTUHHWIA, HeMigPOGNEHNIA; WUPUIA
guarantee [, gaeran’ti:] - rapaHTtysaty; 3a6e3neuysartu

human resources manager/department - meHegxep 3 nepcoHany/
Big4in Kagpis

intelligent [1n’tel1d3(3)nt] - posymHuit, KmiTnveuin

job interview - cnis6eciga wopno npuinomy Ha poboTy

Let me look in my diary — fo3Bonbte MeHi NOAMBUTUCA B MOEMY
LOAEHHUKY

perceive [pa’si:v] - cnpuiimaTy; ycBigoMNoOBaTH; PO3yMiTH

precise [pri’sais] - TouHuit; NneBHMIA

prompt [promt] - nigkaska

rapport [rae’pa:] Fr. — B3aemHa gosipa i cumnaris

recruitment process — npotec Habopy

relevant [‘reliv(s)nt] - gopeuHuit; Wo cTocyeTbcs cnpasu (to)
restrictions in the work contract - 06meXxeHHsA B TpyaoBOMY OroBOPI
self-confidence [ self’kbnfidans] - camosneBHeHicTb

strategic position in the field - ctpateriuHe nonoxeHHs y cdepi
subtle [‘sAtl] — xutpuit, nigcTynHnn, ToHKuin (NPo 3ayBaXkeHHA TOLWO)
take your time - He nocniwarTe

to advertise job — peknamysaTu poboty

to apply for position/the job — nogasatu 3asBy Npo NpPUIAHATTA Ha
nocapy/po6oty

to be attractive to the competitor — 6yt npueabnusum pns
KOHKypeHTa
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32.
33.

34,
35.
36.
37.
38.
39.
40.
41.
42.
43.

44,
45,

46.
47.
48.
49.
50.
51.
52.

53.

to be dismissed from a job — 6yT1 3BifIbHeHVM 3 po6OTYU

to be interested in the opportunity — Oyt 3auikaBneHum y
MOXMBOCTI

to be valuable to the company - 6yTu LiHHUM Ana KomnaHil

to confirm acceptance - nigTBepAUTM NPUNHATTA

to do job for a company - npautoBaT Ha KOMMNaHito

to find possible candidate - 3HalnT MoXNKBOro KaHAMAaTa

to fit into the position - nigxognTn Ha nocagy

to fulfil the job - BukoHyBaTV poboTY

to get in touch with - yBinTK B KOHTaKT 3

to grant special advantages — HagaBaTu ocobnuBi nepesaru

to have experience/certain knowledge - maTy focBig/neBHe 3HaHHA
to have good judgement — matu TBepe3unii pO3ym/BONOAITM 340POBUM
rny3gom

to have skills and ability - maTtu HaBrYKK Ta 3giGHOCTI

to hire the right person for a job - HaiiHATU NpaBuUnbHY NOAMHY ANs
po6oTun

to increase market share — 36inbLWNTY YAaCTKY PUHKY

to leave current job - 3anuwnTn notouHy poboty

to look/search for recruits - lwykaTn HoOBOGpaHL,iB

to take risks - pu3ukyBaTu

Tuesday’s a bit difficult - y BiBTOpOK Gyze Tpoxu cknagHo
vacant job - BakaHTHa po6oTa

We are pleased to offer you the position of Sales Manager - Mu pagi
3anponoHyBaTy Bam nocagy meHegkepa 3 npogaxy.

We regret that we are unable to offer you the post - Ham npukpo,
LLIO MM He B 3MO3i 3anNponoHyBaTy Bam nocagy.
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Lesson #7

Letter of Recommendation

“A good face they say, is a letter of
recommendation!”

(Henry Fielding (1707-1754))

What is the purpose of the Recommendation Letter?

Have you ever asked someone for the Letter of Recommendation?
What information should be included in the Recommendation
Letter?

L Starting up
1
2
3

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

adaptable[a’daeptabl]; ambitious [@m’bifas]; broadminded
[bro:d’maindid]; cheerful [‘Y1afl]; confidential [ konfr’denf(3d)l];
co-operative [kau’bp(s)rativ]; creative [kri’ertivl, command
[ke’'ma:nd]; easily accessible [‘i:ziliak’sesabl]; entrepreneurial
[ontrapra’nz:rial]; [,a:ntrapra’njurial]; good natured [gud ‘ne1tfad];
intellectual [, 1nt(s)’lektjual], [, 1nt(3)’lektfual]; mention [‘menf(a)n];
layout [‘letaut]; obvious [‘pbvias]; promptly [‘promptli]; quality
[‘kwplit1]; quantity [‘kwpontit1]; reliable [r1’laiab(3)l]; resourceful
[r1’sa:sful]; sign [sa1n]; signature [‘signitfa]; sociable [‘saufab(a)];
sufficient  [sa'f1f(s)nt]; supportive [sa’pa:tiv]; trustworthy
[‘trast,w3:01]; hesitation [hez1’'te1f(a)n]; zealous [‘zelas]

U Differentiate:

bear [bea] - Beamiab; HOCKUTY, HECTY; MEPEBO3UTK; TEPMITU, BHOCKTM
bare [bea] - ronui, oronennii; poskpusatu

bird [b3:d] - nTax

beer [b13] - nuso

boss [bds] - xassin; rocnogap; 6oc; mignpuemeupb; rocriogaplosaty,
KepyBaTu
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both [boub] - 06uaga, Toin i gpyruin
boat [baut] - yoseH; wiionka; cyaHo

data [‘de1ta] - paHi, dakTu, BigomocTi, iHpopmaLlis
date [de1t] - gata, uncno; nepion; CTPOK; 4ATYBaTW; BUXOAUTM 3 YXKUTKY

further [‘f3:03] - noganbluni; HacTynHWR

farther [‘fa:09] — gani; ganbLwmii; nisHiWWR; 6inbw BigAaneHNI

father [‘fa:03] - 6aTbko; HalCTapilLMI uYneH; 3aCTYMHUK, MOKPOBUTEND;
TBOpEeLb

number [‘nAmba] - noun kKinbkicTb; HOMep; verb HymepyBaTW; Ha-
paxoByBaTu

figure [‘f1g3] - noun undpa; nepcoHa; verb dirypysatu, rpaty Baxnusy
ponb

numeral [‘nju:m(3)r(a)l] - adverb uncnosuin; undposuit; noun YACRIBHNK

please [pli:z] — verb nopob6atncs; oTpyMyBaTU 3al0BOSIEHHS; [OTOLXKATH,
pOo6UTN NPUEMHICTD

pleased [pli:zd] - adjective 3agoBoneHunin

pleasure [‘ple3a] - noun 3agoBoneHHs; Haconona; verb pobUTN NPUEMHICTb
(3240BONBHATN)

quite [kwait] - uinkom, 30Bcim; NOBHICTIO; AOCUTD; A0 AEAKOT MipW; QINCHO,
crnpasgi

quiet [‘kwaIat] - cnokiNHWi; TXWIA; CKPOMHWIA; MPYXOBAHWIA; TULLA, CMOKI;
3acnokotBaTu(ca); 3aTuxaTu

sign [saIn] - 3Hak, o3HaKa, CMMBOR; MiANMCYBaTK, CTaBUTW NiANWC, PO3-
NMCyBaTNCS; CTaBUTY NO3HauKy (abo 3HaK)
sing [s1n] - cniBaTk; cBMCT (Kyni); Wwym (BiTPY)

sought [sD:t] - past and past participle Big seek (Hamaratvcs; gomaratucs;
LUYKaTW, PO3LUYKyBaTH)
thought [01:t] - gymKa; MucneHHs; po3aym, MipKyBaHHs; Hamip

true [tru:] - npaBWNbHWIA; CNpaBXHil; BiPHWI, BigdaHWN; MPaBAVBUNA,
WMPUR; BINCHUA, YAHHWIA; MTPABUTW, PEryioBaTh; NPaBanBo, YEeCHO
truth [tru:0] - npasaa; icTvHa; NpaBANBICTb; TOUHICTb (YCTAaHOBEHHS)

whether [‘(h)wed3] - um
weather [‘wed3] - noroaa; o ctocyeTbca noroau
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L Useful phrases

- adaptable - prospective employer
— broadminded - reference, a recommender
- cheerful - resourceful
- confidential - self-confident
- co-operative - self-motivated
— easily accessible - signature
- entrepreneurial - sociable
- evident - specifics
- flexible - submit
- good natured - sufficient
- hardworking - to be an asset to the company
- in what capacity - to be willing to share experi-
- intellectual facilities ence and knowledge with ...
- layout - to have a good command of
- overall English
- proficiency - trustworthy
- promptly - without any hesitation
- zealous
0 Reading

Letter of recommendation is written to present an honest evalu-
ation of the applicant personality and to give characteristics of his
working abilities and qualifications. Its main aim is to present objec-
tive and helpful information about the candidate which is to help in
making decision on whether or not to accept a candidate. As a rule,
letters of recommendation are written in response to a request from
the applicant or the prospective employer.

Letter of recommendation is written only in positive. It's better
when a reference knows the candidate quite well. The better the ref-
erence knows the candidate the more effective would be the recom-
mendation.

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

A letter of recommendation is a confidential document 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 information. A candidate can apply for a letter of recommenda-
tion to his former employer, supervisor, teacher, University 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 reference 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, accomplishments and achieve-
ments, evaluate his positive qualities and potential.

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

Tips
- One pageis sufficient.
- Quality, not quantity, what is important.
- Be specific, do not generalize; support your statements with
facts and concrete examples.
- Behonest.
- Bepositive.
- Use“confidential”in the first phrase. Sign the letter.
- Give easily accessible contact number.
- Write in Standard English with perfect spelling and grammar.
- Make attractive layout.
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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 ineffec-
tive would be the recommendation.

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

3. It's better when a reference doesn’t know the candidate quite well.

4. Most employers want specifics, not generalizations.

5. Employers are particularly interested in applicant’s incompe-
tence and disability to work in a team.

6. A letter of recommendation is a public document and an appli-
cant is supposed to see it.

7. General evaluation of the candidate’s skills as excellent should
be further justified by true facts.

8. The letter of recommendation should bear reference’s name, po-
sition, phone number, e-mail or post address in case a prospec-
tive employer would decide to check the information.

. Aletter of recommendation usually consists of four parts.

10. Acandidate can'tapply foraletter of recommendation to his former

employer, supervisor, teacher, University professor, or colleague.

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
5. general
6. honest

7. intellect
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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
5. 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

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 N
Rude Talkative Punctual Hard-working  Ambitious

Cheerful Unfriendl
Mean Introvert Y

i responsible . honest
Reliable p Tealous Aggressive

Loyal Patient Moody Heloful
sh Stressed ¢ PTY Neat

Generous Y Logi )

) gical

Polite Stubborn Selfish
Self-confident optimistic

Angry

Creative

Decisive Dishonest

Easy going Sensitive Pessimistic

Adventurous Relaxed Extrovert Outgoing  Friendly

Independent Organhized

Practical Flexible
Careful
Careless Respectful
Tactful Careful

Adaptable 1|literateack of Confidence Modest Sincere

Literate Imaginative Dependent

STRENGTHS WEAKNESSES
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Task 5. Write the suitable adjective. Consult Glossary

1. I have got a lot of friends. I'm
2. Inevertell alie. | always tell the truth. I'm

3. | have a well-paid job. I'm financially from my
parents.

4. I never go to the university late. I'm always

5. Ashli has a of confidence. She thinks she can't
manage anything.

6. Most of the politicians are .

7. Ardaissuchan person that nobody trusts him.

8. I'mvery | always plan my day.

9. He never changes his mind. He is

10. I'm very today because the weather is too cloudy
and dark.

11. He always tries to be the best. He is

12. Shewasa driver. She never had an acadent

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 | 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 characteris-

tic of your group mate

Task 7. Study the model of the letter of recommendation
LETTER OF RECOMMENDATION

Addressee’s name

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)

Date
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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

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 | submit this informa-
tion in support of his for the position of sales manager.
Mr. Oliver served under my as a sales representative.
He was in of many customer service programmes.
Mr. Oliver is a good . He got along well with
fellow employees and managers.
Mr. Oliver has a most pleasant . He is polite, tact-
ful, and friendly. In my , he would be an
to your company. Were he to return to us, we would be glad to
him.
Curie Morison, Director
ABC Corporation
Tel.: 221-2367
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Task 9. Study the model of the letter of recommendation, written
by the University professor and then answer the following
questions

October 12, 2001
Graduate Program in Environmental Policy
International Student Exchange Board

To Whom It May Concern:

| am writing to recommend Oksana Malyk for the graduate program
in Environmental Policy at a U.S. University. Oksana was a student in my
Environmental Economics class in 2000, which had about 30 students. |
also supervised her research work in the second semester of 2000-2001
academic year. | 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 | 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 discussed. Her un-
dergraduate background in biology allowed her to contribute to the dis-
cussion and to successfully complement her research on environmental
issues. | was greatly impressed by her study of the impact of ecological
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 En-
vironmental Economics decided to send Oksana’s report on this study, as
one of the best and practically important, to the city ecological adminis-
tration. Also, Oksana has an excellent command of English, which, for ex-
ample, 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 graduate study at a U.S.
University.

Given her performance in my class and research potential she has
demonstrated | am quite sure she will succeed as she pursues a graduate
degree in Environmental Policy.

Sincerely yours,

(name, surname, position)
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1. Which sentences comment on Oksana’s personal qualities?
2. Which sentences provide evidence in support of the referee’s eval-

uation?

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 Oksana’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 ... | submit this

confidential information ...

Ha npoxaHHA .. A npeactaBnAio
uto KoHoigeHUinHY iHpopmaLito ...

experience and knowledge with
other members of the staff.

2./lam pleased to respond to Mr. ...re- |  paguin BignoBicT Ha n. ... Npo-
quest for a reference regarding his | xaHHA Npo pekomeHAauilo Wono
application for the position of ... | loro nogaHHaA Ha nocagy ...

3./ His excellent command of English | loro BigMiHHe 3HaHHA aHrMINCbKOT
and oratory skills are obvious. Ta OPATOPCbKi 3Ai6HOCTI oueBMAHi.

4./ In the previous year he began serv- | Y muHynomy poui BiH noyaB npa-
ing at the ... LoBaTU B ...

5. His tasks at the time were ... B uen yac noro 3aBgaHHAM 6yno ...

6.| It quickly became evident that heis | LiBngko ctano ouyeBMaHWUM, WO
extremely knowledgeable about ... | BiH Ay»e 06i3HaHWiA NPO ...

7./ During the working period he |lpoTtsrom pobouyoro nepiogy BiH
demonstrated enthusiastic indi- | npogemMoHCTpyBaB MOBHWUIA EHTY-
vidual approach combined with |3ia3amy ocobuctun nigxig y noea-
pioneering spirit. HaHHi 3 HOBAaTOPCbKMM [yXOM.

8. He has introduced several innova- | BiH BBiB psj HOBOBBEiEHDb Y TeX-
tions into the technological pro-|HonoriuHomy npoueci BUpo6-
cess of production ... HWLTBA ...

9./ Mr. ..'s talents go far beyond ... 3pibHoCTi NaHa ... BUXoAATb Aane-

KO 32 paMKU ...
10.|He is always willing to share his|BiH 3aBxpgu rotoBuin noginutnca

CBOIM [OCBIAOM i 3HaHHAMW 3 iH-
LUMMK KONEramm no pobori.

11.

In conclusion | should mention
that he is extremely responsible.

Ha 3aBeplueHHA 3a3Hauy, WO BiH
Ay>Ke BignoBiganbHUN
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12.

He always completes his tasks
promptly.

BiH 3aBawn 3aBepluye CBOI 3a-
BJaHHA B HAMKOPOTLUi TEPMIHW.

13.

He is always cordial and profes-
sional in his relations with our staff.

BiH 3aBXan ceppeyHun i npode-
CiIHWNIA B NOro CTOCYHKax 3 Halun-
MU CMiBPOGITHNKaMK.

14.

In my opinion, he would be an as-
set to your company.

Ha min nornag, BiH 6yge xopowmm
HaabaHHAM 018 BalLoi KOMMaHil.

15.

| truthfully recommend .../t is my
pleasure to recommend.

1 wmpo pekomeHaylo ../MeHi
LyXe NPUEMHO PEKOMEHAYBATH ...

16.| | am pleased to recommend ... fl oxoue pekoMeHayto ...

17./1 recommend .. without reser-|fl pekomeHgylo .. 6e3 ycinakmx
vation. CYMHIBIB.

18.| Therefore, | can recommend Mr. ... | TakM YUNHOM, fi MOXY PEKOMEHAY-

without any hesitation.

BaTW MaHa ... 6e3 BaraHb.

19.

Were he return to us, we would be
glad/pleased to rehire him.

MoBepHuUcb BiH JO Hac, My Byne-
MO pagi 3HOBY MPUNHATK NOro Ha
pobory.

10.
11.

English-Ukrainian Glossary

adaptable [o’daptabl] - 3gatHnin Wwenako aganTysatuca

ambitious [&&m’bifas] - uectonobHMii, ambilinHuMi, WO nparHe
(6axae) (yozocy — of) — ambitious of power - BnacTon6HUN; WO
nparHe Jo Bnagu; NpeTeHsinHum, NPUMXansumn

applicant - npeteHaeHT, KaHanaaT
broadminded [bra:d’'maindid] -
Kpyrosopom

3 WMPOKMMK iHTepecamy,

cheerful [‘f13fl] - npusiTHWIA, 6agbopuii, Becenuin

confidential [ konfr’denf(3)l] - koHbigeHUiIHWI; TAEMHWI, AKWIA He
NignAra€e po3ronoLLeHHIo; AKUIN KOPUCTYETbCA AOBIPOIO; AOBIPANBUN

co-operative [kau’bp(s)rativ] - spatHuin go cnisnpadi, akuin 6epe
yyacTb y CMifbHil po6oTi

creative [kr1’e1tiv] — Teopunii

easily accessible [‘i:z1l1ok’sesabl] - nerko goctynHuin (mocskuHnin)
entrepreneurial [ Dntropra’n3:rial] - 3 NignpUEMHNULBLKOIO XMITKOIO
evident [‘evid(a)nt] - oueBugHUR, ABHWIA
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12.
13.
14.
15.

16.
17.
18.

19.
20.
21.

22.
23.
24,
25.
26.
27.
28.
29.

30.
31.
32.
33.

34.

35.
36.
37.
38.
39.

excellent [‘eks(3)lant] - BigmiHHWKIA, uygoBUIA
flexible [‘fleksab(a)l] - rHyukuit, nocTynnmeui, nogatnnenn
friendly [‘frendl1] - gpyxento6Huin

good natured [gud ‘nertfad] - po6posnunueuii, gobpoayLiHWiA,
LPYXentoOHUN, MUPONoOHUIA

hardworking [‘ha:d w3:kin] - pygonio6usunin
in what capacity - B Aki akocTi (poni)

intellectual [ 1nt(3)’lektjual], [, 1nt(3)’lekfual] - posymuuii, mucna-
umi, iHTenireHTHUI; intellectual facilities — po3ymosi 3gibHoOCTI

layout [‘letaut] - po3mitka; po3TalyBaHHs
mention [‘menJ(3)n] - sragka; nocunaHHs; 3ragyBaTi; NOCMNATHACA

obvious [‘Dbvias] - ABHWI, oueBMAHWMIA, 3PO3YMINNIA, ACHWNA, He-
NPUXOBaHNIA

overall - noBHUI, 3aranbHUN

proficiency - focBifueHicTb, yMiHHA, MallCTEPHICTb

promptly [‘promptli] - Bigpasy, weugko

prospective employer — maiibyTHiln (noTeHLiiHWIA) poboToaaBeLb
quality [‘kwbl1t1] - AaKicTb; raTyHOK; BNacTMBICTb, 03HaKa
quantity [‘kwontit1] - kinbkictb

reference/a recommender - 0co6a, fika fae pekomeHaaLio
reliable [r1’lazab(d)l] - waginHun, poctoBipHWi, WO 3acnyrosye
Ha noBipy

resourceful [r1’s2:sful] - suHaxignusun

responsible [r1s’ppnsab(a)l] - BignosiganbHMi

self-confident [ self’konfid(a)nt] - BnesHenui1 B cobi

self-motivated [ self’mautivertid] - uinecnpamosanuin, camo-
MOTMBOBAHUN

self-motivation - camomoTMBaUia; HasBHICTb XUTTEBOI Nporpammu
(meTn)

sign [saIn] - 3Hak, no3HauKa, 03HaKa, CTaBUTY NiANKUC (MO3HAYKY/3HAK)
signature [‘s1gn1tfa] - nignnc, BnacHopyuHui nignmc

sociable [‘saufab(a)l] - ToBapucbkui, opyxenobHun

specifics - KOHKpeTNKa

spelling [‘spelin] - opdorpadis, npasonuc; BUMOBNAHHA CrioOBa
no nitepax
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40.

41.

42.
43,
44,

45.

46.
47.

48.

submit [sab’mit] - 3aasnatu; BHocuTW/Nepenasatn (nogasati) Ha
posrnsag

sufficient [s9'fIf(a)nt] - pocrtatHill; O6rPYHTOBAHWMIA; HaNEXHUI;
BUMHEHWI i3 BOTPUMAHHAM YCiX popmanbHoCTeN

supportive [s9’p2:t1v] - 3paTHui nigTpyUmaTy

tobe an asset to the company - 6yTu1 LiHHUM Hag6aHHAM ANA KOMNaHii
to be willing to share experience and knowledge with... - 6yTu
rOTOBUM NOAINUTUCA [OCBIAOM | 3HAHHAMM 3...

to have a good command of English [ka’ma:nd] - go6pe sBonogitn
aHMMinNcbKoto (MoBOIO)

trustworthy [‘trast,w3:01] - rigHui gosipw

without any hesitation [hezi'teif(s)n] - 6e3 oaHoro BaraHHs
(cymHiBy)

zealous [‘zelas] - fo6pocoBicHMI, CTapaHHWI, MPUCTPACHNI, PEBHUI

Derivatives

access [‘a&kses] —accessibility [ok,ses1’b1lat1] - accessible [ak’sesabl] -
accessor [ak’ses?]

character [‘kaer1kta] - characteristic [ karikta’ristik] - characteriza-
tion [ kariktara1’'zeif(a)n] - characterize [‘kaeriktaraiz] - charac-
terless [‘keerIktal1s]

confidant [kbnfr'dent] - confide [kan’faid] - confidence
[‘konfid(®)ns] - confident [‘kbnfid(®)nt] - confidential
[konfr’den[(3)l] - confidentiality [ konfiden(t)[1’alat1] - confi-
dentially [ konfr’den(t)f(3)l1]

contact [‘kontaekt] - contactee [ kontak’ti:] - contacting
[‘kontaektin] - contactless [‘kontaktlas] - contactor [‘kontaekta]
general [‘dzen(®)r(d)l] - generalize [‘dzen(a)r(a)laiz] - genera-
lized [‘dzen(a)r(s)larzd] - generally [‘dzen(a)r(a)l1] - generalship
[‘dzen(@)r(3)lf1p]

honest [‘on1st] - honestly [*on1stl1], [*onastli] - honesty [*on1st1],
[‘onasti] - honor/honour [ona] - honorable [‘hon(3)rabl]; hon-
ourable [on(a)rabl] - honorably [*an(3)rabli]; honourably [*on(3)
rabli] - honoursdegree [ onazdr’'gri:]

reliability [r1laza’bilati] - reliable [rr’lazabl] - reliableness
[r1’latablnas] - reliably [r1’latabl1] - rely [r1’la1]
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9. Competitive
10. Unreliable, dishonest
11. Organised

8. intellect [‘1ntalekt] - intellection [1nt(3)’lekf(a)n] - intellective
[ 1nt(3)’lekt1v] - intellectual [,1nt(3)’lektjual], [,1nt(s)’lektfual] -
intellectuality [,1nt(3) lektju’aelat1] - intellectualize - intellectually
[ 1nt(3)’lektjual1] - intelligence [1n’tel1d3(a)ns]

9. support [sa'pd:t] - supportive [sa'pd:tiv] - supportability
[sa’po:tabiliti] - supportable [sa’pa:tabl] - supporter [s3’pd:ta] -
supporting [s3’p2:tin] - supportive [sa’pd:t1v]

Personality Types

1. Sociable, extrovert 1. KomyHikabenbHui1, ekcTpaBepT

2. Reliable,honest 2. HapinHwuia, yecHuin

3. Selfish 3. EroictnuHmi

4. Helpful 4. KopucHuia

5. Independent 5. HezanexxHun

6. Untidy 6. HeoxalHun

7. Punctual 7. NlyHKTYyanbHui

8. Lack 8. BigcyTHin

9. KoHKypytoumnn
10. HeHapinHmnm, HeuecHU"
11. OpraHizoBaHum

12. Decisive 12. BupiwanbHun
13. Cheerful 13. Becenuin

14. Lazy 14. NliHnenn

15. Rude, impolite 15. Tpy6uiA, HeBBiUNUBUN
16. Moody 16. MNoHypwui

17. Ambitious 17. AMBILiNHWI

18. Careful 18. ObepexHui

19. Pessimistic 19. MecnmicTyHUN
20. Literate 20. lpamoTHUI

21. llleterate 21. HerpamoTHui
22. Patient 22. Tepnnauunn

23. Careless 23. HeobepexxHuin
24. Neat 24. AKypaTHUi

25. Aggressive
26. Imaginative

25. ArpecuBHUN
26. Teopuni

27. Sensitive 27. YyTtnnsni

28. Jealous 28. PeBHMBWI

29. Shy 29. Copom’a3nusuii
30. Talkative 30. loBipkuin



Lesson #8

Setting up an Appointment

“An accidental meeting is more
pleasant than a planned one”

(Chinese Proverb)

L Starting up

What kinds of telephone calls do you make in English
What useful telephone expressions do you know?

N —

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

alternative [2:I’t3:nat1v]; appointment [3’paintmant]; arrange
[3’reind3]; cancel [‘kans(3)]; certainly [‘s3:t(a)nl1]; clearly [‘kl1al1];
client [‘klaiant]; concisely [kan’saisli]; confirm [kan’f3:m];
convenient [kan'vi:niant]; engagement [in’geidsmant]; logi-
cal [‘bbdzik(®)1]; mutually [‘'mju:tfusli]; ok [au’ke1]; postpone
[paust’paun]; previous [‘priivias]; reject [ri’dzekt]; sched-
ule [‘fedju:l] (BrE); [‘skedzu:l] (AmE); scheme [ski:m]; similarly
[‘'stmi1lal1]; suit [su:t], [sju:t]; suitable [‘su:tabl], [‘sju:tabl]; unable
[An’e1bl]; unforeseen [Anfa:’si:n]; unfortunately [an’f:tf(3)natl1]

U Differentiate:

above [3’bAv] - Bropi, Haropi; BulLe; BULLe3a3HaYeH NI
about [3’baut] - npo; HaBkpyrK, LOBKOSA, HABKONMO

own [aun] - ¢BiiA, BNacHWiA; BONOKITH, MaTu
owe [du] - 3abopryBatu, 6yTV BUHHUM (npo 60pe); ByTn 3060B'A3aHNM;
3aBAAYyBaTh

in the end - HapewwTi, HacamKiHeLb, BpeLuTi pewT
at the end - B KiHUi (poky, cmammi, synuui mowo)
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propose [pra’pauz] - nponoHyBaTty; BHOCUTY NPOMNO3KLito; NPeaCTaBNATY,
BMCYBaTU (KaHOudamypy); pobutn nponosuuio (CMocosHo wiioby);
MaTn Hamip

suggest [sa’d3est] - nponoHysaTty, pagnTh; BCENATY; HABIBATY, BUKSIMKATY;
nigkasysatn (OymKy); HaTAKaTW; HABOAUTW Ha AYMKY; FOBOPUTU MpO;
O3HavaTu

offer [‘0fa] - nponosuuia (8 m.u. yknacmu y200y); HaBeaeHHsa (Dokasie
mouwjo); cnpob6a; odpepTa; NPONOHYBaTK; HABOAWTY; HaMaraTucA

around [3’raund] - sciogu, ckpi3b, HaBKPYrK, No6N3y

around [raund] - Koo, Kpyr; UMK, pAg, payHa

find [faind] (found, found) - (3)HaxoanTw, BUABNATK; 3yCTpiuaTL; BU3HABATH,
AiNTV BUCHOBKY

found [faund] (founded) - 3acHoBYyBaTu, rpyHTYBaTH, 6a3yBaTy; CTBOPIOBATH,
opraHizoByBaTu

fond [fond] - wo no6utb Korocb, WOCk; WO BiguyBa€E HixKHI MOuUyTTA

suit [su:t], [sju:t] — no30B; cynoBa cnpasa, CyaoBuUin NpoLec; Nigxoautu; 6yTu

0o nuusa
suite [swiit] — Homep noKkc (8 eomeni); cBuTa (OUNJIOMAMUYHO20 Npeo-
CMasHUKa mouwjo)

(1 Useful phrases

an engagement

At last!

board meeting

due to some unforeseen business
How about Friday?

I am wondering if we could get
together at 9 a.m. on Tuesday

| look forward to hearing from
you

| think that should be possible

| wish | could, but...

I'd like to come by and see you
tomorrow

Is that any good?

Is the 5th of March at 6 p.m.
convenient?
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- an appointment - Monday’s bad for me, I'm afraid

That sounds fine/good/supper
to me

That's a good idea

to arrange smth. with smb.

to be able to come on Monday
at eleven

to be free in the afternoon

an appointment

an engagement

At last!

board meeting

due to some unforeseen
business

How about Friday?
I am wondering if we could get
together at 9 a.m. on Tuesday



I look forward to hearing from
you

| think that should be possible
I wish | could, but...

I'd like to come by and see you
tomorrow

Is that any good?

Is the 5th of March at 6 p.m.
convenient?

Monday's bad for me, I'm
afraid

That sounds fine/good/sup-
per to me

That's a good idea

to arrange smth. with smb.

to be able to come on Monday
at eleven

to be free in the afternoon

Work in pairs

to cancel an appointment

to confirm an appointment

to fix the date

to have an appointment with
to meet a client

to postpone an appointment
till a later date

to put smb. through to smb.
to wonder

Tuesday the 8" of July would
be good for me

What date would be conve-
nient for you?

What time would suit you?
Would it suit you?

Would Monday at 10.30 suit
you?

Yes, that would be good for me

What model phrases typical for making/cancelling/postponing
an appointment can you pick out from the above!

Will you arrange them in your own way to make up a new pat-
tern for a short conversation! Role play it.

What is a logical scheme for ‘making an appointment’ situation!
How would you start, what will follow, and what would you say
in the end! Similarly, what logical scheme would you propose for
‘inviting someone’situation!

Will you ask your partner to do something together (have dinner,
go to the theatre, see your friend off, help you meet a foreign delega-
tion at the airport, etc.)! Ask about the convenient time for both,
make other arrangements.

0 Reading

How to make an appointment
Business people meet with clients, suppliers, owners, managers

and others on a regular basis. Making, changing and cancelling
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appointments is an important skill in business 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 appointment concisely and clearly.

Asking for an appointment
The following sentences are ways to ask for an appointment:
- lwould like to arrange an appointment to discuss ....
- 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 meetat___on the of ?
e.g.: Could we meet at 10 a.m. on Monday the 3" of July?

- Areyou 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’ssay...

- What about next Friday?

- Would next Thursday be ok?

- Would Tuesday suit you?

- Would you be available on Tuesday?

Agreeing to/confirming an appointment

- Thankyou for your email / call.  would be available to discuss
...on (date) at (time and place).

- Tuesday sounds fine. Shall we say around (time) at (place)?

- | 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.
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Rejecting a time/date:
Saying a time/date is not convenient apologize and give a reason;
suggest an alternative time/date:

- Unfortunately, | will be away on business during the week of July
6-11, so |l will be unable to meet you then. However, if you were available
in the following week, | would be glad to arrange a meeting with you.

- | will be out of the office (out of town) on Wednesday and
Thursday, but | will be available on Friday afternoon.

- Woulditbe possible to arrange another time later in the week?

- Would you be free to meet early next week?

- How about next Friday, instead?

- I'mafraid (I'm sorry) | can’t on Monday.

- lwon't be able to meet on Wednesday.

- lreally don't think | can on Thursday.

Cancelling/postponing an appointment
Sometimes, things come up and we have to cancel/postpone a pre-
vious 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, | will be un-
able to keep our appointment for tomorrow afternoon. | apologise
for any inconvenience. Would it be possible to arrange another time
later in the week?

- I'm afraid that | 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.
- Canyou 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.

- lam ... and | would be interested to meet you to discuss ...

- lwould be grateful if you could indicate a convenient time to
meet during this week.

- llook forward to hearing from you.
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Task 1. Look at the five words. How many different words can you
form with each one? What part of speech (verb, noun, ad-
jective, adverb, etc.) is each word you have formed?

1. contact
contacting, contactless, contactor, contactee

2. appoint
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

>N =

b

the box so they have the same meaning as the ones on

the left
Hold on; Isthat; Could you give me;
Put you through; Phoning about; Speaking;
Canltalkto...? I'd like to speak to
Just a moment.... Thank you.

I'll connect you. I'll
Am | speaking to Laurie Thomp- Hello.

son? Laurie Thompson?
Yea, it's me.
The reason I'm calling is .... Yes, I'm

your advert ....
Can | 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?
CekpeTap: Tak. Moxy a8 Bam donomozmu?
Mrs. Clark: I'd like to make an appointment with law adviser.
CekpeTap: Y akiti cnpasi Bu 6axaeme ompumamu KOHCy/1bmauito?
Mrs. Clark: | am interested in divorce case.
CekpeTap: Yu 6yde Bam 3pyyHo nputimu 3aempa o 10 200uHi?
Mrs. Clark: It suits me. Thank you.

2,
— Hello!Is that Doctor Spencer’s consulting room?
- [obpozo paHky. Cnyxaro Bac.
- |l was wondering whether Dr. Spencer could see me.
- Y Bac npusHayeHa 3ycmpiu?
— Ihave an appointment for tomorrow afternoon but it’s a case

of emergency and | beg you to arrange it right now.
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- Mana CneHcepa 3apas Hemae. baxaeme 3anuwiumu 018 Hb020
nogioomseHHsa?

3.
- A6 xomie nepeHecmu npu3sHaveHy 3ycmpiy Ha iHWUU OeHo.
- What date is good for you?
- Akwooon‘amHuuyiob 112
- Letme see... What about Friday at 127 Is that any good?
- Yyooeo! Lle meHi nioxooume.

4.,

— Hi Sharon. It’s Kylie. I've got a message from you about our
meeting tonight. Unfortunately | am busy tonight. | am seeing my
psychoanalyst.

- 3Ho8y AKicb npobnemu?

- Nothing extraordinary. Anyway... I'd love to see you and
have a chat. Is tomorrow evening convenient to you?

- O, ye-yydoea ides! Lljo x, 0o 3aempa.

5.

- A6 xomie 8iOMiHUMU NpU3HAYEHY 3ycmpiy 3 MOIM d08OKAMOM,
Momy Wo A Mywy ixamu y 8i0pA0XeHHSA Ha Yialul muoeHs.

- When did you arrange your appointment for?

- Hauyemesep, o nig Ha wocmy.

- Fine. I'll cancel it. Would you like to postpone it till a later

—  38icHo. Ak W00 HacCMynHoi n‘amHuyi?
- Let me check... Will 10.15 next Friday suit you?

Task 6. Make some short dialogues of your own

- Make an appointment with your lawyer who is difficult to catch.

- Confirm an appointment for your mom with a doctor. 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. | have an appoint-
ment with Mr. Newman for three tomorrow. I'd like to cancel it. | am
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calling to postpone my appointment till a later date. He told me to ar-
range it with you. Let’s fix the date. Is he doing anything on Thursday?

- Letmesee 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?

- I'm afraid not. Sorry, but | really can't. I'm going to a board
meeting.

- I'mfree all day Tuesday. Is that any good?

- No.That's no good either. I'm afraid, | can’t. I'm going to a con-
ference.

- 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 after-
noon. Are you free?

- Atlast! I'm not doing anything either. I'll come round to your
place about 1.30.

- See you on Thursday.

3.
- Hello, Janet Joe speaking. Could you put me through to Mr.
Poplar?
- I'msorry, 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?
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— I think that should be possible.
- That would be good. I'll call tomorrow to confirm the ap-
pointment. Good bye.

4,

- Good morning. Is this Mr. Lenius’s office? This is Jane Beret
from Washington Post. May | speak to Mr. Lenius, please?

- Ms. Beret, | am very sorry, but I'm afraid Mr. Lenius is in the
meeting now. And he has several engagements today and some oth-
er appointments this afternoon.

- | am wondering when Mr. Lenius could see me. Would you
kindly make an appointment for me?

- Yes, certainly. I'll just look in the diary. Now, would Friday at
three-fifteen suit you?

- No, I'm afraid | 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: 1'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.

- [Job6puaeHb. MeHe 3Batu [IxkeliH Janapa. Y meHe npu3HaveHa
3ycTpiy 3 n. HbiomaHoOM Ha TpeTio roarHy 3aBTpa. A 6 XoTiB cKkacyBaTu
ii. A TenedoHryio, Wob BiAKNACTM MOIO 3yCTpiy Ha Mi3Hiwy AaTy. BiH
CKa3aB MeHi 3anarogutu ue 3 Bamu. Yu pobuTs BiH WoCk y yeTBep?

- [anTe, rnaHy 3apas... botocb, Wo 1oro He 6yae Uinun aeHb.
AK Wwopo n'atHuui?
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- Hi,aneuyy loHeubk B N'AaTHMUIO. A Hiuoro He pobnio y cepeay
nicns o6igy. Moxe, Mu mornv 6 Mmatu nisHin o6ig?

- Hy, n. HbtomaH 36upaeTbca Ha 360py O ApYyrill, OTXe, BiH He
3MOXe MaTw Ni3Hin o6ia. MNpoTe, BiH BiNbHWIA y BIBTOPOK.

- BisTopokK... IMmMm... Wo », A 3ycTpivalocb 3 KNiEHTOM BpaHLi,
ane A Hiyoro He pobnio B 06igHIN yac. Tak. [laBante 3pobumo Ue y
BiBTOpOK. A npungy B odic 0 nepLii roguHi.

- LUe pobpe, n. Janappa. MNeplwa rognHa y BiBTOpOK, Togi. A
CKaxy n. HoromaHy yekatu Bac.

2.

- fK Wopao noxoay 3a NoOKynKamu HaCTYMHOTO TUMHA?

- Lle xopouwa igesa. LLlo Tn pobuw y noHeinok BpaHLui?

— Bwbau. MNoHeainok BpaHui — He niaxoauTb. A nay Ao nikapa.
Tu BinbHUM nicna obigy?

- botocb, wo Hi. Bubay, ane A gincHo He moxy. 1 Ay Ha 36opwn
paav oMpeKTopiB.

— Al BinbHUM Uinn geHb y BiBTOPOK. Y1 Tak gobpe?

- Hi,ueTtexHe gobpe.botocb, AHe MOXy. A iQy Ha KOHbepeHLUito.

- LWo x, Aigy B Okcdopa y N'ATHULIO BPaHLi, OT>Ke MU NOBWHHI
3yCTPITMCA y cepelly U yeTBep.

- YetBep T0O6I Miginge? A He pobnio HiYoro nicns obigy. A Tn
BiNnbHWN?

- Hapeuwri! A Takox He pobutumy Hivoro. A nia’igy oo Tebe
6nm3bko 1.30.

- TMNobaummocb y uetBep.

3.

— Bitato, roBoputb xkeHeT [I)koB. Yn moxkeTe Bu 3’egHaT meHe
3 n. Monnapom?

- Haanb, n. [Iko., n. [Monnap 3anHAaTnn.

- MoxemMo My JOMOBUTUCA NPO 3YCTPiy 3aBTPa Ha PaHOK?

- Cepepa noraHo ass Hboro, 6otochb.

- A ToI camunin yac nicnAsaeTpa 6yae 3pyYHUM AnA Hboro?

- Tapato, ue byae MOXnuBO.

- LUe 6yne pobpe. A 3atenedoHyto 3aBTpa, Wob nigTBEPANTY
JOMOBJIEHicTb. [lo nobayeHHs.

4.
- [Hob6poro paHky. Lle odic n. Jlenitoca? Le HxeliH bepet 3
BawmHrroH noct. MoKy s norosoputu 3 n. JleHitocom.
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- T1. bepeTt, mMeHi ayxe npuKkpo, ane 6otocb, Wo M. JleHitoc
3apa3 Ha 36opax. | BiH Ma€ KinbKa 3ycTpiyen cborofgHi Ta AesKi iHuWi
ZomoBneHocTi nicna obiay.

- Al xouy 3HaTW, KON N. JleHitoc 3mir 61 NobaunTUChL 3i MHOIO.
Yu He 6ynu 6 Bu Taki nackaBi LOMOBUTICb NPO 3yCTPiy 3i MHOIO?

- Tak, 3BicHO. Al nuw rnAaHy y 3anucHuK. MT'AaTHWUA, O TpeTin
n'aTHaguATb Bam niginge?

- Hi, a 60tocb, Wwo He Byay B MiCTi y N'STHULIO.

- Togi, un 3moxkeTe By npuniATn B NoOHeaiNnok 06 ognHaauATin?

- Tak, ue 3ByunTb fo6pe. Lle byae uinkom gobpe.

- Tapas3sga. fl 3anucyto Ha oANHAJLUATY Yy NOHERINOK.

- [Iyxe Bam gsakyto.

5.

A. [obpuii peHb. Lle Puuapg BpayH. A xouy 3anucatmcsa Ha
npuinom fo nikaps Xaobi.

B. 3BnyaiiHo. ¥ yomy npobnema?

A. f1 6 X0oTiB NIPONTM WOpPiYHMI ornag.

B. MpekpacHo. Konu Bn 3moxeTe NpuinT Ha NpUINOM Jo nikapa
Xabi?

A.Y 6yab-aKknin feHb HaCTYMHOro TUXKHA. BpaHui 6yno 6 yynoso.

B. ik wopgo HacTynHoro yeTBepra o 10:007

A. 3ByuunTb HenoraHo. [lakyio.

B. Mob6aunmocAa HacTyrnHoro u4eTBepra, naHe bpayH. [o
nobayeHHs.

English-Ukrainian Glossary

aclient [‘klazont] - knieHT

an appointment — JomMoBneHa 3ycTpiy

an engagement — JOMOBJIEHICTb; NOGaUeHHs

At last! — Hapeuwri!

board meeting - 360pu Pagu anpekTopis

certainly [‘s3:t(3)nl1] - 3BMuanHo

convenient - 3pyuHni

due to some unforeseen business - uepe3 AKycb HenepepbayeHy
cnpasy

© N~ wWwN =
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11.

12.
13.
14.

15.
16.

17.

18.

19.
20.

21.

22.
23.
24,
25.
26.
27.
28.
29.

30.
31.
32.

33.

How about Friday? - Ak wopgo n'atHumu,i?

lam wondering if we could get together at 9 a.m. on Tuesday - MeHi
LiikaBo 3HaTW, Yn My Mornn 6 3ycTpiTuca 0 9 paHKy y BiBTOPOK?

| look forward to hearing from you - 3 HeTepniHHAM YeKalo 3BiCTKY
Bif Bac

I think that should be possible - fl nymato, ue morno 6 6yt MoXxnMBum
I wish I could, but... - i xoTiB 61, ane...

I'd like to come by and see you tomorrow - f xoTiB 61 npuntu i
3yCTPIiTMCA 3 BaMU 3aBTpa.

Is that any good? - Yn Tak fobpe?

Is the 5" of March at 6 p.m. convenient? — Yn 5 6epe3Ha o 6
MOoMoNyAHIo 3py4HO?

It/That sounds fine/good/supper to me - Lle 3ByunTb fobpe Onsa
MeHe

Monday’s bad for me, I'm afraid - botocs, wWo noHeninok KencbKui
Ansi MeHe

That’s a good idea - Lle - uygoBa ines

to arrange smth. with smb. - fomoBnATUCA, ymoBRATMCA NPO WOCD 3
KMMOCb

tobe able to come on Monday at eleven — 3morTv npunT y noHeginok
0611

to be free in the afternoon - 6y BinbHUM nicna nonygHA

to cancel an appointment - ckacyBaTv foMmoBReHy 3ycTpiy

to confirm an appointment - nigTBepaNTN JOMOBREHY 3yCTPiY

to expect - ouikyBaTtu

to fix the date — npu3HaumTn gaty

to have an appointment with - matn gomoBneHy 3ycTpiu 3

to meet a client - 3ycTpiuatuca 3 KnieHToM

to postpone an appointment till a later date - Bigknagatn
(NnepeHOCUTK) 3yCTPiy Ha Ni3HilLy AaTy

to put smb. through to smb. - 3’egHaTu no-TenedoHy Korocb 3 KUMOCb
to wonder - LikaBUTUCA, LiikaBO 3HaTK

Tuesday the 8th of July would be good for me — MeHi 6yae 3py4Ho y
BiBTOPOK 8 NnNHA

What date would be convenient for you? - flka gata 6yge 3py4Hoto
nnAa Bac?
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34,
35.
36.

37.

What time would suit you? - Kotpa rognHa Bam nigxoantb?

Would it suit you? - Bam ue niginge?

Would Monday at 10.30 suit you? - Yu noxeginok o 10.30 nigxoantb
Bam?

Yes, that would be good for me - Tak, MmeHi e nigxoguTb.

Derivatives

appoint [8’pa1nt] - appointed [2’po1ntid] - appointee [,apo1n’ti:] -
appointive [3’pa1ntiv] - appointment [3’po1ntmant]

arrange [d'reind3] - arranged [9@’reind3ad] - arrangement
[8’rezndzmant] - arranger [a’re1nd3a]

confirm [kan’f3:m] - confirmable [kan’f3:mabl] - confirmation
[[konfa’me1f(®)n] - confirmative [kan’f3:mativ] - confirmatory
[kan’f3:mat(d)r1] - confirmed [kan’f3:md] - confirmee [ kaonfa’'mi:]
engage [in’geid3], [en’geid3s] - engaged [in’gerdsd],
[en’geidsd] - engagement [1n’geidsmant], [en’geidzmant] -
engager [1n’geid3a], [en’geid3s] - engaging [in’geid3in],
[en’ge1d3in]
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Lesson # 9

Business Letter Writing

“The art of art, the glory of expression
and the sunshine of the light of letters,
is simplicity”

(Walt Whitman)

L Starting up

How is a personal correspondence different from business cor-
respondence?
2. Whatis the purpose of a business letter today?

—_

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

abbreviation [3,bri:vi’erf(a)n]; accuracy [‘akjsrasi]; acknowledge-
ment [ak’nalidsmant]; appendix [2’pendiks]; attorney [9'ta:ni];
circulation [;s3:kjo’lerf(a)n]; complaint [kam’pleint]; complete-
ness [kam’pli:tnas]; concise [kan’sais]; emoticons [1’mautaka:ns],
[1’'mbtikbns]; enclosure [1n’klau3a], [en’klauza]; enquiry [1n’kwaiari];
enumerative [1'nju:m(@)re1tiv]; explicative [ek’splikativ]; further-
more [,f3:02’'m2:]; hence [hen(t)s]; invoice [‘Inva1s]; legibly [‘ledzabl1];
letterhead [‘letohed]; logical sequence [‘lodzik(d) ‘si:kwan(t)s];
obsolete [‘Jbs(d)li:t]; polite [pa’lart]; primarily [prar’mer(a)l1];
procuration [prokju’reif(a)n]; quotation [kwa’te1f(a)n]; recipient
[rT’s1p1ant]; salutation [szlju’te1f(a)n]; signature [‘signatfa]; sim-
plicity [stm’plisat1]; sincerely [sin’s1al1]; title [‘ta1tl]; type [taip]; va-
riety [va’rarat1]; vitality [var’taelst1]; warrant [‘war(a)nt]

U Useful Vocabulary

- acknowledgement/acknow- - concluding paragraph
ledgment - date

- by warrant - deficiency

- claim - enclosure

- complaint - inquiry (enquiry)

- complimentary ending — introductory paragraph
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- legibly - quotation

- letterhead/letter-head - recipient’s address
- order - reference
- overdue - reparation
- per pro/p.pro/p.p. (Lat: per - salutation

procurationem) - sender’s address
- position/title - signature
- power of attorney - terms of delivery

- typed signature
L Reading
Communication through exchange of letters is known as corre-

spondence.

Business correspondence is the communication or exchange of in-
formation in a written format for the process of business activities. Busi-
nessmen communicate business information to customers, suppliers
and others and at the same time receive a variety of letters from them.

Business correspondence can take place between organizations,
within organizations or between the customers and the organiza-
tion. 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;
- serves as evidence;
- help in expansion of business.

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.
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- Completeness - a complete letter is one that provides all
necessary information to the users.

- Relevance-thelettershould contain only essentialinformation.

- 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 ap-
pearance of the letter:

- quality of paper;
colour of the paper;
size of the paper;
folding of letter;

- envelope.

The main goal of business correspondence is to reach an agree-
ment between partners; its style is strictly official, or formal. Here be-
long some traditional obsolete words and foreign borrowings (pri-
marily of Latin and French origin) like: per capita, per pro, a priori, per
annum, appendix, index, curriculum vitae, memorandum.

In general the formal style is characterized by:

- more complex sentences;

- 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 follows:
1. Heading

a) name and postal address of the business;

b) E-mail address;

¢) Web-site address,

d) Telephone Number, Fax Number;

e) Trade Mark or logo of the business (if any).
2., Date

Itis normally written on the right hand side corner (28" 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).
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4. Inside address

This includes the name and full address of the person 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

6. Salutation

Sir/Madam For official and formal correspondence
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 subject matter of
the letter.

3. Concluding part - It contains a statement of the sender’s in-
tentions, 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 accor-
dance 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
Itis written in ink, immediately below the complimentary 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.
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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 something, which
is not included in the body of the letter. It is expressed as PS.

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, catalogues, samples
and terms of sale (quality and quantity of goods, models or trade-
marks, terms of delivery and terms of payment).

Tel. 23241053 M/s Acron Electricals E-mail: elc@acr.vsnl.net.in
Fax.: 23244155  22/c, Main Road http://www.acronelc.com
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 inter-
ested 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 information asked
for like price list, mode of payment, discount to be allowed etc. Busi-
nessman should reply to the inquiries carefully and promptly.

Tel. 508632-35 M/s Bharat Fans E-mail: bh@fan.vsnl.net.in
Fax.: 23244109 Bharat Complex http://www.bhfan.com
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 re-
quirements 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 meeting your require-
ments.

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 pur-
chase the goods is called order letter.

Tel. 408632-69 M/s Acron Electricals E-mail: elc@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 August 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 damaged goods.

Tel. 3241053 M/s Acron Electricals E-mail: elc@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,

| would like to draw your attention to the fact that some fans are found
missing in the parcel, dispatched by you, which | received today. It appears
that the following items were not included.

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 recovery letter.

Tel 508632-35 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 September 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

Email is the least formal method of business communication. It
is the most widely used method of written communication usually
done in a conversational style.

Some important well-known characteristics of e-mail English
messages are as follows:
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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 TOMORROW!");
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 acknowledg-
ment 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 (in-
cluding academic), are as follows:

AlISI - as | see it;

ASAP - as soon as possible;

BOT - back on topic;

BTW - by the way;

FYI - for your information;

IAC-inanycase

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 academic e-mail mes-
sages may, certainly, vary in accordance with different purposes and
situations.
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Task 1. Are these statements true (T) or false (F)

1.
2.

> W

10.

Letter is a form of written communication.

Through business letter personal contact can be maintained
between buyer and seller.

Business letters lead to decline the goodwill of the firm.

Letter is a convenient and economic mode of communication.
Business letters do not help in removing misunderstanding
between buyer and seller.

By writing business enquiry letters, a buyer gets information
about the prices of goods.

In business enquiry letter the writer cannot ask for sample of
goods.

In business enquiry letters the writer doesn’t give information
about the quantity of possible purchases.

The seller supplies the relevant information to the buyer through
business enquiry letter.

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; seekor give

Itis for the businessmen to remember all facts with-

out correspondence.

Business letters build for a businessman.

Business letter is the most mode of communication.

Business letters serve as a/an in case of dispute in

business transactions.

Business letters are written to information.

Apart from ordinary envelopes, we may also use or
envelopes for sending business letters.

To make a letter courteous, words like and

should be used.
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Business letter should contain only
Accuracy demands no error in the usage of

appearance.

information.

. Business letters should be always neat and in

Task 3. Match the words 1-8 to their synonyms a-h

authority

legibly

warrant
compensation
overdue
complaint
acknowledgement
merely

NN hWN =

a)
b

zezego

clearly
remuneration
expired
certification
power of attorney
power

grumble

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

3. collect

4. introduce
5. recipient
6. sign

7. salute

8. introduce
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Task 5. Match the following

1.

The receiver understands the message in the same way a) Relevance
as intended by the sender

There should be no errors in the usage of language in b) Courtesy
business letter

Relevant information should be provided in business ¢) Accuracy
letter

Words of anger should not be used in any business letters. d) Clarity

Task 6. Fill in the blanks

1.

N

oUW

o

The complementary close must be in accordance with the

Below the signature and name of the writer, his ____is also writ-

ten.

In the main part of the body of the letter is written.

Dear Sir is the form of .

The body of the letter is usually divided into part(s).

On receipt of defective goods, the buyer writes to

the seller.

On finding that the goods have been damaged in transit, the

buyer writes complaint letter to .

Aim of recovery letter is to from the buyer.
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 business style

N hWN =

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 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.
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Task 8. Match the words 1-18 to their more formal synonyms a-r.

© Nk wWwN =

9.

10.
11.
12.
13.
14.
15.

16.
17.
18.

If necessary, look up the phrases in a dictionary

big

a buy
S0-S0

to send
to get
to give
to show
to tell

to thank

wrong

to get better and better
to get worse-and worse
to keep in touch

to owe

ouridea

we wanted
your letter to us
you'll get your money back you

Q

)
)
)
)
)
)

Q N T

i

r

to supply
to inform

incorrect

to improve

to depreciate; to decline
substantial

satisfactory

to keep apprised; to keep
informed

to forward, to dispatch
the company’s proposal
to obtain

a purchase

to indicate

to be grateful

to be in debt to smb; to be
obliged to smb.

the corporation required
will be repaired the loan
the correspondence received

Task 9. What do these abbreviations (acronyms) stand for?

IAC

N.B.

V.V.

oW

TTYL

eqg.

IMHO

etc.

BTW

pro and con
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Task 10.

You want to buy a book from the Kalka Publication, which is situ-
ated at Kanchan Bazar, Hyderabad, Andhra Pradesh — 500030. Write a
letter indicating your requirements.

Task 11.

Suppose you are the owner of a shop that sells ceiling 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 Customer Services at SunTravel, including the
following information: 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?

I am almost ready with my course paper, but | need your advice.
Can | 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 | won't be ready!

Hope to see you soon. Bye-bye.
Andriy Zakharko,
PMP - 4
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10.
11.

12.
13.

14.
15.
16.
17.

18.
19.
20.

21.
22.
23.
24.

English-Ukrainian Glossary
acknowledgement/acknowledgment [ak’nplidsmant] - niarsep-
IPKEHHSA; KBUTaHLiA; NOCBiAYEHHA
bookish [‘bukif] - kHvKHUIA

expectation [ ekspek’te1f(3)n] - uekaHHs, ouikyBaHHS, cnogiBaHHs;
Hagii, NnaHn Ha MabyTHE

foreign borrowing [‘forin ‘borauin] - iHozemHe 3ano3unuexHs
intention [1n’tenf(3)n] - ymucen, Hamip, 3amip; HamaraHHa

by warrant [ba1 ‘wprant] - 3a gopyueHHsam

claim [kletm] - npeTeHsia, peknamauis; Bumaratu, 3asBnaTr

collection [ka'lek[(3)n] - iHkaco, konekuis, CyKynHicTb; iHKacyBaHHs;
OTPUMaHHSA rpollent (No BeKcensix TowWwo); CTArHeHHsA (bopeis, ninamexis,
noodamkis, Muma mouwjo)

colloquial [ka’laukwial] - po3amoBHuMiA, He nitepaTypHuin (npo cmusie,
moay)

complaint [kam’pleint] - ckapra

complimentary ending [ kompli’'ment(3)r1 ‘endin] - ssiunuse
3aBepLIeHHs 1cTa

contraction [kan’traek[(a)n] - ckopoueHHs

concluding paragraph [kon’klu:din ‘pzeragra:f] - sakniounnii
naparpad (nyHkT; ab3aL)

date [dert] - gaTa, uncno
deficiency [d1'f1[ns1] - HecTaua; 6pak, BigCyTHICTb (YOroch); nporanuHa
enclosure [1n’klau3a] - BKnageHHn (BMiCT KOHBepTa); 4OAATOK

inquiry (enquiry) [1n’kwai(a)ri] - 3anuT, gosigka, poscnigyBaHHs;
[i3HaHHS; BUBYEHHSA 06CTaBUH CNpaBy; 0OCTEXEHHS

introductory paragraph [ intra’dakt(a)r1 ‘paragra:f] - sctynnuii a6say
legibly [‘led3zabl1] - pos6ipnuso

letterhead/letter-head [‘letohed] - ¢ipmosuit 6nank, wanka Ha
dipmoBomy bGnaHKy

logo [‘Iogau] - norotun; pipmosa cumsonika

merely [‘m13l1] - Tinbku, nuwwe; npocTo

polite way [pa’laitwe1] - uemnui cnocié

order [D:d3] — 3amoBneHHsa
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25.
26.
27.
28.
29.

30.
31.
32.

33.
34,
35.
36.
37.

38.
39.
40.
41.

overdue [, auva’dju:] - npotepmiHOBaHWIA, 3aNi3HINNI, MPOCTPOYEHNIA
perpro/p.pro / p.p. (Lat.: per procurationem) - 3a fOpyUYeHHAM
position/title [pa’z1f(a)n]/[‘tartl] - nocana

power of attorney [‘paus oV 9't3:nI] - OPYYEHHS; MOBHOBAXXEHHS

quotation [kwau’te1[(3)n] - uurtarta; nocunaHHa (Ha wocs), odepta,
npono3uuin

recipient’s address [r1’s1ipIants 3’dres] - agpeca ogepxysaua
reference [‘'ref(a)rans] - nocunanHsa, pekomeHaadis, Bigryx
obsolete [‘Dbsali:t] - wo BunWwoB 3 yXNTKY; 3acTapinuin (Npo 3akoH,
HOpMYy mouw0)

strictly official - ctporo odiuinHo

reparation [ ,repa’re1f(a)n] - komneHcauis

salutation [ salju’te1f(s)n] - BiTaHHs

sender’s address [‘sendaza’dres] - agpeca BignpasHuKa

goodwill [ gud’wil] - go6po3ununuBsicTb, BapTicTb penyTauii, NpecTnx
(pipmu, komnawii), ryasin

signature [‘s1gn1tf3] - nignuc

slang [slan] - cneHr, xaproH

terms of delivery [t3:mz av d1’l1v(3)r1] - ymoeu goctasku

typed signature [taIpt ‘signitfa] - HagpyKkoBaHwii nignuc

Here are some abbreviations of Latin words used in business

and technical texts:

1.
2.

>

e.g. (exempli gratia = for example) — Hanpuknag

etc. (etcetera [1t’set(d)ra] = and so forth; and others) - i Tak gani, Ta
iHWe, ToWo

i.e. (id est = that is) - To6TO

v.s. (vide supra = see above) — anBuUCb BULLE

v. (vide = see) — guBuchb; v. [vidi] — «o3HanomneHnn (i 3rogHUN)»
(no3Hayka Ha 0oKymeHmMi moujo)

et al. (et alii = and others) - Ta iHwWi

ib. (ibid.) (ibidem = in the same place) - Tam camo, Tam e, y ToMy X
Micui (npu nocunarnHi Ha yumamy i m.n.)

vs [‘'v3:59s] (versus = against) - npoTu

pro and con (pro and contra = for and against) — 3a i npotu
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10. wv.v.[,vais1i’v3:sa] (vice versa = on the contrary) — HaBnaku
11. o.c. (op.cit.) (opere citato = in the quoted work) — B uuTOBaHI Npadi
12. N.B.[,nauta:’benei], [,nauta’bi:n1] (notabene) - 38epHu yBary

Lexical markers:

1. Enumerative: first(ly), second(ly), third(ly), then, finally, to be-
gin with, in conclusion

2. Additive: also, moreover, furthermore, in addition, above all,
what is more, by the way, along with

3. Logical sequence: so, thus, therefore, in short, to sum up, as a
result, hence, in consequence

4. Explicative: namely, in other words, that is to say, for example
(for instance)

5. Contrastive: on the contrary, on the other hand, by contrast
instead, at the same time, however, still, though in spite of

Derivatives

1. acknowledge [ak’nalidz] - acknowledged [ak’nolidzd] -
acknowledg(e)ment [ak’nolidzmant] — acknowledger [ek’nolid3a]

2. claim [klexm] - claimable [‘klexmabl] - claimant [‘klezmant] -
claimed [kletmd] - claimer [kletm3] - claiming [kletm1n]

3. collect [kd’lekt] - collectable [ka’'lektabl] - collectanea
[ kolek’tein1a] - collected [ka’lektid] - collectible [ka’lektabl] -
collecting  [ka’lektin] - collection [k3’lekf(a)n] - collective
[ka’lektv] - collectively [ka’lektivli] - collector [ka’lekta]

4. introduce [,1ntra’dju:s] - introducer [,1ntra’dju:sa] - introduction
[,Intra’dakf(a)n] - introductory [,Intra’dakt(a)r1]

5. recipience [r1’sip1an(t)s] - recipiency [r1’sipIan(t)si] - recipient
[r1’s1p1ant]

6. salut [se’lu:] - salutary [‘saljat(d)r1] - salutation [,saelja’te1f(a)n],
[,seelju’terf(d)n] - salutatory [sa’lju:tat(d)r1] - salute [sd’lu:t]

7. sign [sa1in] - signage [sainads] - signatory [‘s1gnat(a)r1] - signature
[‘signatfa]
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Lesson #10

Compensation Package

“Power has only one duty - to secure
the social welfare of the People”

(Benjamin Disraeli)

L Starting up

1. What components of a welfare scheme for employees do you
know? Which of them are the most important? Give reasons for
your opinion.

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

access [‘aekses]; allowance [3’lauans]; annual [‘&enjusl]; arrears
[8’r1az]; canteen [kaen’ti:n]; contract [‘kontraekt]; créche [kref],
[kre1f]; detail [‘di:te1l]; disciplinary [‘disaplin(a)ri]; entitlement
[1n’tartimant]; executive [1g’zekjutiv]; extract [‘ekstraekt] (noun),
[1k’straekt] (verb); failure [‘fe1lja]; fringe [frindz]; generous [‘dzen(a)
ras]; grievance procedure [‘gri:v(@)n(t)s pra’si:d3a]; insurance
[1n’fu(d)rans]; legal [‘li:g(®)I]; pension [‘penf(d)n]; per annum
[pa(r)’®@nam]; rare [rea]; remuneration [rI,mju:na’reif(d)n]; re-
quire [ri’kwaia]; subsidy [‘sabsidi]; vital [‘va1tl]; vitally [‘vart(s)l1];
welfare [‘welfea]

U] Differentiate

ISO 4217 - Mi>)KHAPOAHWW CTAHAAPTHUIA TPUNITEPHUN KOL BaNIOTU
(po3pobneHuit MixHapoAHOW opraHizauieto i3 cTaHgapTUsauii;
nepwi ABi NiTepyn O03HayalTb KpaAiHY, a TPeTA - Ha3BYy FPOLIOBOI
OLVHULLI)

£ [el] - symbol for poundsterling [paund’st3:lin], pounds ster-
ling (pl.) - Great Britain pound sterling - c¢yHT cTepniHris,
rpowosa oguHuus CnonyyeHoro Koponiectea BenmkobpuTaHii Ta
MigHiuyHOI Ipnanaii. bykBeHun kon - GBP, undposmun kop - 826.
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®OYyHT - rpowoBa oauHuus B Apabcebkiv Pecnybniui €runer,
Pecnybniui Kinp i peaknx iHWKUX gepxaBax.

$ - symbol for dollar [‘d>l3], dollars (pl.) - US dollar - nonap CLUA.
BykBeHui kog, - USD, undposun kog - 840. MpolioBa 0ANHULA B
CLWA, KaHagi, Ta iH. oepxaBax.

€ - symbol for euro [‘ju(d)ra(u)], euros (pl.) - €BpO, rpolwoBa
oauHunus €sponericbkoro Coto3y; bykBeHun kog, - EUR, uncdposuii
kop - 978.

2 - symbol for hryvnya/hryvnia [‘hrivnja:], hryvnias (pl.) -
HauioHanbHa BanTa YKpaiHu 3 1996 p. bykeeHuin koa - UAH,
undposmn kog - 980.

vary [‘ve(®)ri] - pi3HMTUCA, 3MiHIOBATU, BHOCUTM NOMPABKU
(y 0o208ip)
very [‘veri] - pyxe, CWNbHO, CMpPaBXHiIN, came TOW, camMuii

(niocunexHs)

ware [wea] - BUpobu, ToBap(K), NPOAYKTM BUPOOHULTBA
wary [‘we(®)r1] - obepexHuii, HeLOBIPANBUN; HACTOPOKEHUI
at least [otli:st] - npuHalMHI, WoOHalMeHwWwe

at last [otla:st] - HapewTi

arrears [9'r1az] - npocTpoyeHa 3aboproeaHicTe/HegonnaTa
area [‘ear1a] - nnowa, NpocTip;TepuTOpis, ranysb

(1 Useful phrases

- allowance - dependent child allowance

- amount of time allotted - designing a good compen-

- annual leave sation package

- basic salary - disciplinary rules

- because of gender discrimi- - employee discounts
nation - flexible working hours

- compensation package - fringe benefits

- coverage - furnished accommodation

- creche [kref], [kreif]/public - grievance procedure
nursery/day nursery - guaranteed raises

- dental benefits - holiday entitlement
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hours of work

in arrears

incentive

insurance beneficiary
maternity leave
medical insurance
non-contributory
scheme (plan)
notice period

on a temporary basis
overtime/shift patterns
parking facilities

pay cuts and reductions in
benefits

per hour/week/month/year
points that should be men-
tioned in a contract of em-
ployment

rate of pay

relocation allowance
remuneration

reward

pension

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 rais-
es 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 rel-
evant 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

U Reading

Many business attempt to make their values clear through the
benefits they offer and show potential employees 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 insur-
ance, annual leave, sick leave, paid maternity leave, créche facilities,
pension scheme (non-contributory pension scheme), relief (dole),
regular incentives, flexible working hours, paid overtime, fringe ben-
efits. Also, big companies may offer their staff some benefits for re-
muneration package: dental benefits, relocation costs to and from
the company, car allowance, free parking and sports facilities, the
company’s canteen, educational subsidies for children, furnished ac-
commodations at nominal rent, annual leaves with airfares for self
and dependents, annual gratuities, etc. Such benefits packages and
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rewards are usually commensurate, and the opportunities for a per-
son who performs 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 realisticand
based on reliable research; they can also serve to show a potential
employer that the person is ambitious and well-informed. Not all
companies are willing to negotiate, however, and compensation
is best discussed late in the interview process. It is often more dif-
ficult for entry-level employees, who may not have the experience
to back up their demands, to negotiate, but higher level execu-
tives are often in a better position to demonstrate their value with
a history of success.

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 compensa-
tion 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 consistent 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 commis-
sion or may accept no wages in exchange for another form of com-
pensation, 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 employee’s discretion. Sick time is often separated
from vacation 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 employ-
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ers or employees, or by contributions from each. Not all coverage is
the same, and a company 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 or pay for continuing
education, assisting those who want to update their skills or pur-
sue 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 compensation pack-
age 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 benefits. Just because a company is very profitable
does not necessarily mean that everyone makes a lot of money, how-
ever; 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, pro-
fessors in universities usually expect tuition exchange for their chil-
dren and spouses to be one of their benefits, whereas people who
work in retail usually expect employee discounts in company stores.
Even the way raises and starting salaries are structured may be uni-
form across an industry.

Unfair Practices

Most of the time, a company can choose to hire people at what-
ever starting wages and benefits the company believes is appropri-
ate. However, it is common for employees to start at a standard rate
with standard benefits, 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 al-
ways secretive about their wages. This may open a 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
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her salary is lower because of gender discrimination. When employ-
ees 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 coun-
tries, 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 talented employees and keep-
ing them for a long time. Offering 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 ad-
equate 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?

Which benefit helps people when they are old?

Who looks after the children when their parents are at work?

What pay and holidays can the staff members have?

What services and facilities for their staff can be provided by

prosperous companies?

7. What benefits packages are offered by the company you are
working for?

ok w

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 ex-
tracts from some model contracts (a-j).

1. Date the employment begins.
2. Rate of pay and when/how paid.
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3. Normal hours of work/overtime/shift patterns.
4. Holiday entitlement (including public holidays).
5. 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.

The amount of notice you are required to give or be given by
your employer in the first four years is four weeks.

A copy of the company’s disciplinary procedure is attached to
this contract and employees are asked to read it carefully.

Your basic salary will be £35,000 per annum, payable monthly in
arrears by credit transfer to your bank or building society.

Your normal place of work will be the above address. From time
to time the company may require you to work at other sites on a
temporary basis.

Your employment begins on 1 January 20...

The company does not offer a pension scheme but provides ac-
cess to a stakeholder pension. Details can be obtained from the
personnel department.

You may be required to work on a public holiday. If so, you are
entitled to time off in lieu.

Normal hours of work are 37 ¥ per week, 9 a.m. to 5.30 p.m. Mon-
day to Friday, with one unpaid hour for lunch each day.

You must inform the office by 10 a.m. on the first day of absence.
Failure to do so may render you subject to disciplinary action
and may also bar you from sick pay.

Your current job title and responsibilities are detailed in Sched-
ule 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 country? What points

must be mentioned?
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Task 4. Match the words 1-10 to their synonyms a-j

1.  welfare a) ftreat

2. todemand b) prosperity

3. tonegotiate C) request

4. pay d) salary

5. update e) propose

6. offer f) teaching

7. inexpensive g) upgrade

8. failure h) misfortune

9. tuition i) cheap

10. notify j) announce
Task 5. Match the words 1-10 to their antonyms a-j

1. anemployee a) deny

2. expensive b) fail

3. success ¢) anunemployed

4, offer d) failure

5. temporary e) refuse

6. allow f)  notwant

7. execute g) cheap

8. require h) permanent

9. update i) disadvantage

10. welfare j)  destroy

Task 6. Match the words 1-8 to their definitions a-h

1. benefit

2. compensation
package

3. appropriate

4. coverage
5. créche

6. dependent

7. salary

8. incentive

a) suitable or right for a particular situation or occasion;

b) the total payment and benefits that an employee re-
ceives for doing their job;

¢) financial protection so that you get money if some-
thing bad happens;

d) a fixed amount of money usually paid every month;

e) something that encourages a person to do some-
thing;

f) something such as a pension or health insurance
that an employee receives in addition to their salary
(= money);

g) needing the support of something or someone in
order to continue existing or operating;

h) a place where young children are cared for during
the day while their parents do something else, espe-
cially 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

Task8. Choose from the words below to complete the sentences

compensation package; insurance; backup; earn; cohesion;
remuneration; dissatisfied; workforce; entitles; adequacy

1. The lack of within the party lost them votes in the
election.

2. The majority of factories in the region have a of 50
to 100 (people).

3. Il need to take out extra car for another driver.

4. Inreturn for some caretaking duties, we are offering a free apart-
ment and a small

5. You can't expect to a living from your painting.

6. Ifyou'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.

157



9. The adequacy of public healthcare has been brought into ques-
tion.

10. Health and dental insurance might be considered a vital part
of the

Task 9. Two companies have posted their remuneration packages
on the job page of their company websites. Label the de-
scriptions of benefits (1-12) with items a-I

a performance-related pay;
sports club membership;
employee assistance programme;
flexible working hours;
relocation expenses;

pension scheme;
profit-sharing bonus scheme;
life insurance;

cafeteria;

créche/childcare facilities;
shares in success;

salaries.

l. Benefits & Rewards
We want to attract, motivate and held on to our best personnel
by rewards you fairly with the following benefits.

S2rooge

-
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1. Afirst-class non-contributory retirement scheme (i.e. fully paid
by the employer).

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.

Il. Remuneration package

In return for your contribution to our organization, you can expect
arole that offers considerable variety and a chance to pursue your am-
bitions with the company both nationwide and internationally.
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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 com-

mitments.

10. Paid out twice a year dependent upon business results.
11. Hot meals, salads, and snacks at heavily subsidized prices.
12. Comprehensive moving expenses if you take up a new posi-

tion or are transferred.

Task 10. Work in pairs

Which package do you find more attractive? Why? Prepare argu-

ments to support your views.

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 haven't re-
viewed salaries for over a year. The
Board has agreed a maximum 5% in-
crease from the first of October and
I'd like you to come back to me with
recommendations for all your staff.
I've produced a list, here with the
relevant data about each employee
in Marketing.

Codhi: Ik BM 3HaETe, M1 He neperna-
Janu 3apnnaty 6inbwe poky. Paga
OVPEKTOPIB CXBanuia MaKCMManb-
He 30iNblUeHHS 3 NepLOro »KOBTHSA
Ha 5%, i A xoTina 6, Woo BM NpuiLwIn
0O MeHe 3 peKomeHpauiAMu Ans
BCiX Bawwmx cniBpobiTHuKiB. 1 ckna-
na CAMCOK OCb TYyT, 3 BiANOBIAHUMM
JaHVMW NPO KOXKHOro CriBpPobiTHU-
Kay Biggini MapKeTuHry.

Tim: That's fine; I've got one or two
people who deserve more than 5%,
particularly those who came from
London and New York last year. They
actually took a drop in salary and
they've reminded me about this
several times. It's eighteen months
since we had our last raise, too.

Tim: Lle nobpe; A mato ofHy uun ABi
NIOAUHKW, AKI 3acnyroByloTb 6inb-
Wwe HiXX 5%, 30Kpema Ti, XTO NpUby-
nn 3 JNloHaoHa i Hbto-Vlopka muny-
noro poky. BoHn Hacnpasgi BTpa-
TUAW Yy 3apnnarTi, i HaragyBanu MeHi
Npo ue KifbKka pasis. Yxe Takox 18
MicsILiB BiAKONW MU Manu 36inblueH-
HA NNaTHi.
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Sophie: Well, we might be able to
give more in one or two cases if you
reward less in others. Don't forget
the rate of inflation is not expected
to rise much in Britain this year and
so far, touch wood, we haven't had
to make any staff redundant.

Cogbi: Hy, Mn mornu 6 gatm GinbLue B
opgHomMy abo ABOX BMMagKax, AKLO
BW BMNNATUTE MeHLe B iHWwuX. He
3abyBaliTe, WO He OYiKyeTbCs, Wob
piBeHb iHbNALIT 3pic HabaraTo y Be-
nukobpurTaHii Lboro poky i foTenep,
Wob He HaBPOUUTU, MU HE MyCUNKU
3BifIbHATU NepcoHan.

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 developments
on the horizon?

Tim: flkolo € TouKa 30py LWoAo npe-
Mi1 B KiHLi poKy? ByayTb BOHU 3pi-
3aHi? A UM € AKacb iHWa poboTa 3 Ka-
ApaMu Ha FOPU30HTi?

Sophie: Well, we are proposing to
carry out the performance reviews
in November and early December
and that will determine the final
bonus amounts. We're trying to
separate the salary review from the
performance review in future. We're
also looking at flexible working and
maternity and childcare issues. Your
department is particularly vulner-
able here as you have less staff and
therefore a number of people who
work too many hours. Also, there are
several women on maternity leave
at present who | 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.

Cogi: Hy, mn nponoHyemo nposec-
TWU OUiHKY pe3ynbTaTiB AiANbHOCTI
B IMCTONAAI | Ha NoyaTKy rpyaHs, i
Lie BU3HAaUYNTb OCTaTOYHi Cymu npe-
Mi. Mn Hamaraemocs BigoKpemMuTn
nepernag 3apnnatv Bif, OUiHKK pe-
3ynbTaTiB AiANbHOCTI B ManbyTHbO-
My. My TakoXK po3rnagaEemMo nuTaH-
HA rHy4Ykoro poboyoro rpadiky, ae-
KpeTHOI BignyCcTKM Ta gornagy 3a fgi-
TbMW. Balu Bigain ocobnmeo Bpasnu-
BUI TyT, 60 BM Ma€Te MeHLLe nepco-
Hany i, OoTXe, KiNbKiCTb niogen, AKi
npautloTb 3aHagTo 6Garato rofuH.
TakoX € KinbKa XIHOK Yy AeKpeTHii
BiANyCTUi 3apa3s, i A BBaXalo, BU XO-
Tinu 6 wWo6 BoHW NoBepHynucs. Yec-
HO KaKyuu, Tim, A 3aHEeNOKOEHa Kifb-
KICTIO FOAVH NPOTArOM AKUX AeAKi 3
BaWMX CMiBPOGITHUKIB NpaLtoloTh.
BoHa noBrHHa 6yTn obmexeHa.

Tim: OK, | hope we'll have the op-
portunity to discuss some of these
issues at the management meeting.
Thanks, Sophie. I'll get back to you
within a week.

Tim: Oobpe, A cnogiBalocs, Wo mMu
MaTUMEMO MOXJNBICTb 0BroBopu-
TN AesAkKi 3 UMX NUTaHb Ha 3acifgaHHi
ynpasniHHa. Jakyto, Codi. A nosep-
HYCA [0 BaC NPOTArOM TUMHS.
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10.
11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.
23.

English-Ukrainian Glossary

airfare [‘cafea] - BaprTicTb (UiHa) aBia nepenboty/6Gineta

allowance [3’lauans] - yTpumaHHa (piyHe, micauHe i m.0.); family
allowance - fonomora 6aratocimenHum

amount of time allotted - kinbkicTb BugineHoro (HagaHoro) yacy
annual leave [‘®&njualli:v] - wopiuHa BignycTKa; Yeprosa BignycTka
appropriate [9'proupriit] - nigxoxwii, BIANOBIgHWIA; [OPEUHWIA,
npvaaTHWiA (0149 Yoeocs — to, for)

attempt [o’tempt] - cnpo6a; HamaraHHsA; po6KTK CNpPoBy, HaMaraTucs
basic salary [‘be1sik salari] - ocHoBHa 3apo6iTHa nnata

because of gender discrimination [‘d3ends] - uepes anckpuminauito
3a O3HaKolo CTarTi

benefit [‘benifit] - nepesara, Buroga, npusinen; npuUGYTOK;
MaTepianbHa Aonomora (neHciliHa, cmpaxoed); OTPUMyBaTU BUrOAY
(KOpUCTb); NPMHOCUTN KOPUCTb

canteen [kaen'ti:n] — 6ydeT, inanbHa (npu 3a800i, ycmaHosi)

cohesive workforce [kau’hi:siv ‘w3:kfa:s] - sryprosaHa po6oua
CUNa; 3rypTOBaHWIN KONEKTNB

compensation package - 3aranbHa cyma onnaTy npadi; 3arajibHa
BMHaropoga (i3 ypaxysaHHam 0onomoe, Ha06agok ma ninve)

coverage [‘kav(a)rid3] - 3aranbHa cyma pusnKy, nokputa JOroBOpoM
CTpaxyBaHHsA

créche [kre[], [kre1f]/public nursery/day nursery - acna gns giten
dental benefits — 3y6onikyBanbHe o6cnyroByBaHHsA

dependent [d1’pendant] - yTpumaHeub;wo XrBe Ha yTpuMaHHi (on);
dependent child allowance - fonomora Ha AUTUHY, Aka NnepebyBac Ha
yTpuMaHHi; dependent’s allowance — fonomora Ha yTpumaHuiB
desighing a good compensation package — nnaHyBaHHA xopoLLoro
nakeTy nifbr (KoMneHcauiHOro nakery)

disciplinary rules [‘disiplinari] - npaewuna BHyTpiwHbOrO pos-
nopAgky, AMcUmMniaiHapHi npasuna

employee discounts — 3H1KKa ana NnpayiBHKKa

employment begins... - po6oTta po3nounHaeTbs. ..

failure to do smth [‘fe1ljs] - HecnpomoxHicTb wocb 3po6uTH/
BMKOHATK

flexible working hours - rHyukuii po6ounii rpadik

for self and dependents - onsa cebe i uneHis cim’i
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24,

25.

26.

27.
28.

29.
30.

31.
32.
33.
34.

35.
36.

37.

38.

39.
40.

41.

42.
43.

44,
45,

fringe benefits — popatkosi ninbru (nexcis, onnauysaHa gionycmka
mouwo)

furnished accommodation [‘f3:n1ft 3 kpma’de1f(s)n] - ymebnbo-
BaHa Xwuna nnowa

generous [‘d3en(a)ras] - senvkoaywHwii, Wweapuin, 6raropoaHuii;
LWNAXETHUN

gratuity [gra’tju:1t1] - rpowoBwuii NnogapyHoK; YaioBi; HaropoaHi
grievance procedure [‘gri:v(a)n(t)spra’si:dza] - nopsgok posrnsaay
cKapr (abo cnpas); NOpAKOK BUPILEHHA TPYAOBMUX CMOPIB
guaranteedraises [, gar(a)n’ti:d’re1zis] - rapaHtoBaHe niaBuLeHHS
holiday entitlement [‘hplidiin’tartimant] - (odiuinHe) npaso Ha
BiANYCTKY

hours of work — po6ounii yac, rognHu po6oTu

in lieu of [lju:] - 3amicTb

incentive [1n’sentIv] — ctumyn, 3aoxoueHHs, BUHaropoga

insurance beneficiary [1n’fuar(a)n(t)s ben1’fifari] - onepxysau
BUrOAM 3a NOJiCOM

job title [d3bb ‘tartl] - Hazsa nocagn

key to attracting talented employees [‘tlantid] - kniou (cnoci6)
npuBabneHHs TaNaHOBUTUX NPALiBHUKIB

location of workplace [lau’ke1f(3)n] - micuesHaxomkeHHs poboTy;
Ancnokauia poboyoro micus

maternity leave [m3’t3:n1t1 ‘li:v] - BignycTtka y 38'A3Ky i3 BariTHiCTIO
Ta nosioramu, 4EeKPeTHa BignycTka

medical insurance [‘med1k(3)lin’fu(3)rans] - meaunuHe ctpaxysaHHs
non contributory (non-contributory) pension scheme (plan)
[kan’tribjut(a)ri] - nenciiiHe 3a6e3neuyeHHs 3a paxyHoK poboToaasus
notice period [‘nautis ‘piariad] - npomixkok uacy, Akun Tpeba
BignpautoBaTn, nepw Hix 3BinbHUTUCS; to be discharged without
notice — 6yTn 3BiNbHeHUM 6e3 nonepepeHHs; to give notice —
nosigomnATy; nonepemkatm (nNpo 3BinbHeHHA Touwo); dismissal
notice — nonepemkeHHs NPO 3BifIbHEHHS

on a temporary basis — Ha TMYyacoBiln OCHOBI

overtime (shift) patterns [‘suvataim] - cuctema pobotn noHaa-
HOPMOBO (NO3MiHHO)

parking facilities — cToaHka ans aBTomawnH

pay cuts and reductions in benefits - 3meHweHHA 3apnnatu i
CKOPOYEHHSA Ninbr

162



46.
47.
48.
49.
50.

51.
52.

53.
54.
55.
56.

57.

58.
59.
60.

61.
62.

63.
64.
65.

66.
67.
68.

69.
70.
71.

72.

payable monthly [‘pe1ab(3)I] - onnauyBaHuit nomicauHo

pension scheme terms — yMmoBY/ NeHcCiliHOro 3abe3neyeHHsn

per annum [pa(r)’®@nam] - wopiyHo; Ha piK

per hour/week/month/year - 3a rognHy/TvxxgeHb/MicAub/pik
performance [pa’fo:mans] - pesynbraty (MOKasHMKM) LiANBHOCTI;
LOCATHYTI pe3ynbTaTi; BUKOHAHHSA

perks - ninbra; «xanaga»; NiBui NigpobiToK

points that should be mentioned in a contract of employment -
NYHKTW, AKi NOBUHHI OyTy 3ragaHi y TpyfoBOMY KOHTPaKTi

prosperous company [‘prasp(3)ras] - npousitatoua komnaHis

rate of pay - po3mip onnatu; CTaBKa; oknag

relief/dole [daul] - gonomora 3 6e3po6iTTs

relocation allowance - niaomHi, KomneHcauis 3a nNepemilleHHs
(npauigHuka) rpowwi Ha BNawWTyBaHHsA (nepei3o)

remuneration [r1,mju:na’reif(a)n] - rpowosa BUHaropoga, onnara;
3apobiTHa NnaTa; KoMneHcauisa (36MTKiB Towwo)

render - BigLIKOAOBYBATY, NIaTUTU KOMMNEHCaL,ito

rent — KBapTMpHa nnara

reward [r1’wd:d] - onnaTta npaui; BMHaropoga; moxig Ha Kanitanm;
npemis (0o 3apobimHoi nnamu)

secretive [S1’kri:tIv] — TaEMHUUMIA, NOTANHWIA, MPUXOBAHMIA

sick leave [‘s1kli:v] - BignycTka uepes xeopoby, Bignycrka y 38'A3Ky 3
XBOpPO60I0

sick pay provision - 3a6e3neyeHHs onnaTy NiKapHAHOrO

sports facilities — ymosu ana 3aHATL cnopTom

subsidy [‘sAbsid1] - cy6cuain, potauin; subsidy from the govern-
ment - JepxaBHa cybcugis

the right to quit the jobs - npaBo 3BinbHUTKCA 3 poHOTU

time on/off — yac pobounii/Bigryn (BignycTka)

to attract and keep good employee - nprBabuTtn i yTprMaTi rapHoro
npauiBHMKa

to back up the demands - o6rpyHTyBaTVK BUMOTM

tobarfromsick pay - nepewkogxat (3a60pOoHATN) onNnaTy NikapHAHOIo
to be [to go] on the dole - ozepxyBaT gornomory (AKy omnnauye
nepaBa)

to be amended from time to time - uac Big yacy 6yt 3miHIOBaHUM
(8HOoCcumu nonpasku)
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73.
74.

75.

76.

77.

78.

79.

80.
81.

82.

83.

84.

85.

86.

87.

88.

89.

90.
91.

92.

93.

to be entitled to - maTty npaso

to be in arrears [3'r19z] - mat 3aboproBaHicTb No 3apnnari; MaTu
MPOCTPOUEHi NnaTexi; BigcTaBatu (Hanp., y pobomi)

to be used at the employee’s discretion — BrkopucToByBaTUCA Ha
po3cya npauiBHMKa

to be used on an individual basis - BukopuctoByBaTcA Ha
iHAUBIQYanbHi OCHOBI (Jiuwe 013 OKpemoi ocobu)

to be vitally important [‘vait(a)l1] - 6ymm xuTTeBo BaxnueMM; a
question of vital importance - n1TaHHA nepLopAgHOT Baru

to be willing to negotiate — maTn 6a>kaHHs foMoBNATUCSA (NPO ymMmoB8U
mouwjo)/BecT neperosBopu

to earn money through raises and bonuses - 3apo6naTn rpouui
3aBAAKY NiABULLEHHAM | Nnpemiam (Hadbaskam, GoOHycam moujo)

to hurt morale [h3:tmp’ra:l] - 3anogisT Wkogy MopanbHOMY CTaHOBI
to negotiate the salary and benefits - nomoBnaTVcA npo 3apnnaTy Ta
ninbrn

to notify in writing [‘nautifar] (notify in a written form) -
NoBiAOMNATA y NMCbMOBIN GopMmi

to obtain from the personnel department - ogepxatu y Biggini kagpis
to offer free or inexpensive childcare to employee - nponoHysatu
npauiBHUKOBI 6e3KoWTOBHMI abo peweBun gornag 3a AWTUHOM
(couianbHe 3a6e3neyeHHs QUTUHN)

to promote company values - nponaryBaTi LiHHOCTi KOMMNaHiT

to provide access to a stake holder pension - HagaBaTu goctyn go
nanoBoi (4eno3nTapHoi) NeHcii
toprovidechildcareservicesonthepremisesatnocharge-3a6e3sneunTn
[IOrNIAA 3a AUTMHOIO Ha TEPUTOPIT NiANPUEMCTBA OE3KOLWWTOBHO

to pursue a degree in a relevant field [pa’sju:] - po6busatuca
3006yTTA BUEHOrO CTYNEeHA Y AaHil ranysi

to require [r1’kwaia] - Bumaraty, HanonAratn, notpebysaty; Ha-
Ka3yBaTu, BifjaBaTu Haka3

to require by law - Bumaratu 3rigHo i3 3aKkoHOM

to start at a standard rate with standard benefits - po3snouunHaTy
(npayrosamu) 3 6a30BMM OKNafoM (CTaBKOI0) Ta 6a30BUMM Milbramu
to update the skills - nigBuwyBaTy kBanidikauito; BoocKoHanoBaTK
HaBUKM (NPaKTUYHNI [OCBIA)

to vary [‘vearI] - pisHWTUCH, BIAPI3HATCA;BHOCUTY MOMpPaBKM
(y 0o208ip)
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94.

95.
96.

97.

tuition exchange [tju’'1f(a)niks’tfeinds] - HaBuanbHa nporpama no
06MiHYy

unpaid hour for lunch - HeonnauysaHa nepepBsa Ha 06ia

welfare [‘welfea] - couianbHe 3a6e3neyeHHn; maTepianbHa gonomora,
[o6pobyT, focTaToK

work at other sites — npautoBaTy Ha iHWNX 06’€KTax

Derivatives

allow [3’'lau] - allowability [9’lauabilsti] - allowable [9’lauabl] -
allowably [3’lauabli] - allowance [3’lauan(t)s] - allowed [3’laud]
disciplinable [,disapli’nebl] - disciplinarian [, disapli’nearian] -
disciplinary [‘disaplin(d)r1] - discipline [‘disaplin] - disciplined
[‘disaplind]

executable [‘eksikju:tabl] - executant [ig’zekjatant] - execute
[‘eksikju:t], [‘eksakju:t] - executed [‘eksakju:tad] - executing
[.eks1’kju:tin] - execution [ekst’kju:f(®)n], [eksa’kju:[(d)n] -
executioner [eksr’kju:f(a)nal, [eksa’kju:f(a)na] - “Executive”
[1g’zekjutiv] - executor [1g’zekjuta], [eg’zekjuta] - executorial
[1g’zekjutar1al]

fail [fe1l] - failed [fe1ld] - failing [‘fe1lin] - failover [fe1l’auva] -
failproof [fe1l’pru:f] - fail-safe [‘fe1lseif] - fail-safety [ fe1l’serft1] -
failure [‘fe1lja]

insurability [1n’fusrabilati] - insurable [1n’fusrabl] - insurance
[1n’fuar(®)n(t)s] - insurant [1n’fuar(d)nt] - insure [1n’fu3] - in-
sured [1n’fuad] - insurer [1n’fuara]

pension [‘pen(t)[(a)n] - pensionable [‘pen(t)[(3)nabl] - pensionary
[‘pen(t)[(a)nari] - pensioneer [‘pen(t)[(a)n1a] - pensioner [‘pen(t)
J®)ns]

subsidiarity [sab,sidr’@rat1] - subsidiary [sab’sidi(a)ri] - sub-
sidization [sabsid1i’ze1f(s)n] - subsidize [‘sAbsidaiz] - subsidy
[‘sabsidi]
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Lesson #11

Corporate Culture

‘We act the way we dress. Neglected
and untidy clothes reflect a neglected
and untidy mind’

(Anonym)

U Starting up

1. What s ethics? What are some common ethical types?
2. Why do business people need it?

3. Can ethics be taught to people?

Q

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

accurate [‘akjarat]; anxious [‘&n(k)[ss]; appearance [3'p1ar(3)
n(t)sl; argue [‘a:gju:]l; awareness [o’weanas]; calm [ka:m]; care-
fully [‘keaf(d)l1]; caught [ko:t]; colleague [‘koli:g]; comment
[‘koment]; consultant [kan’salt(3)nt]; courteous [‘k3:t1as]; emer-
gency [1'm3:d3(a)n(t)s1]; enthusiasm [1n’thju:ziez(s)m]; extrava-
gant [1k’straevagant]; good-naturedly [,gud’ne1tfadl1]; graciously
[‘greifasli]; hi-tech [har’tek]; jewelry [‘d3u:alri]; pastel blouse
[‘paest(d)l blauz]; perfume [‘p3:fju:m] (noun), [pa’fju:m] (verb);
punctual [‘panktusal], [‘panktjusl]; share [fea]; shirt [[3:t]; suit
[su:t], [sju:t]; tie [ta1]; towards [ta’wd:dz]; trousers [‘trauzaz];
trustworthy [‘trast,w3:01]; vary [‘veari]

U Differentiate

caught [ko:t] (8id catch) - cnifimanwuii, 3axonneHnin, BUKPUTUR
court [ko:t] - cyn; 3an cyay; noagip’a; MangaHuvk, KOpT

cloth [klpd] - TKaHuHa; ckaTepTUHa
close [klaus] - 6nu3bKo, MOpyyY; 3aUnHEHWIE; 3aMKHeHWI, 6nm3bKkuin (npo
Opyaa, npo nodi6Hicme); [klauz] - 3akpusaTn (8 m. u. cnpasy)
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extravagant hairdo [1k’straevagont ‘headu:] - ekcrpasaraHtHa (Wo
KUOAEMbCA 8 04i, HAOMIpHA) 3a4icKa

flashy hairdo [‘flae[1’headu:] - BynbrapHa (wo kudaemocs 8 oui; 6e3 cMaxy)
3ayicka

lead [led] - cBMHeUb; rpadiT; nnomba; NOKpMBaTU CBMHLEM

lead [li:d] — kepiBHMUTBO; iHiLiaTWUBa; ANPEKTMBA; NepLle MicLie B 3MaraHHi;
KepyBaTu, KOMaHAyBaTyW; O4ONOBaTK

personnel [,p3:5(3)'nel] - ocobosuit cknaa, nepcoHan; Kagpw

personal [‘p3:s(3)nal] - iHamBiayanbHWA, 0COBUCTUIN, NEPCOHANBbHUI

suit [su:t], [sju:t] - KOCTIOM; KNONOTaHHA; MO30B; CyOBa CNpaBa, NiaxoanTL
(nacysamu)

suite [swi:t] - Homep ntoKc (8 20meti); NepcoHan NoconbCTBa (OunIoMamuy-
HO20 npedcmasHUYmMea); cButa (QunIoMamuyHa mouwo)

tie [ta1r] —kpaBaTtka; 3aB'Aa3yBatu

tea [ti]] —uan

tear [tea] (tore, torn) — pBatu, 3pMBaTH, BUXOMNJTIOBATU

tear [tI3] - cnbo3a

vary [‘ve(a)r1] - 3amiHIoBaTV; BHOCKTM Nonpasku (y 00208ip); Biapi3HATUCA
very [‘verI] — gyxe, CUNbHO; CNPaBXHil, TOM camuit

0 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 - totackle ajob

- frown - towear

- impact - towork hard

- impression — unacceptable

- judgment/judgement - well-groomed
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L Reading

Business ethics is a form of the art of applied ethics that examines
ethical rules and principles within a commercial context.

Business ethics can be both a normative and a descriptive
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. envi-
ronmental concerns).

General business ethics

This part of business ethics overlaps with the philosophy of busi-
ness, one of the aims of which is to determine the fundamental pur-
poses of a company. If a company’s main purpose is to maximize the
returns to its shareholders, 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 prob-
lems and phenomena, which arise out of specific functional areas of
companies or in relation to recognisedbusiness 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, disabilities, weight and attrac-
tiveness.

- Issues surrounding the representation of employees and the
democratisation of the workplace: union busting, strike breaking.

- Issues affecting the privacy of the employee: workplace sur-
veillance, drug testing and employer: whistleblowing.

- Issues relating to the fairness of the employment contract
and the balance of power between employer and employee: slavery,
indentured servitude, employment law.

- Occupational safety and health.
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Ethics of sales and marketing

Marketing ethics overlaps strongly with media ethics, because
marketing makes heavy use of media.

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 immoral 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 processes 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: genetically
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 pro-
grams, many companies have formulated internal policies pertain-
ing to the ethical conduct of employees. 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 corpo-
rate ethics codes).

Sometimes there is disconnection between the company’s code
of ethics and the company’s actual practices. Thus, whether or not
such conduct is explicitly sanctioned by management, at worst, this
makes the policy duplicitous, and, at best, it is merely a marketing tool.
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Some companies even require their employees to sign agree-
ments stating that they will abide by the company’s rules of conduct.

Dress Code

The role of clothes and general appearance in all circumstances
of life is very remarkable.

For ajob interview, the rule is to avoid extreme clothes (eccentric
or too fashionable). All personnel experts agree:

- no low-cut dresses,

- notornjeans,

- nodirty shoes,

- noflashy 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 co-
lours 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 hot go out on visits wearing jeans. Overseas visitors — espe-
cially if they come from the Far East — are not welcomed by execu-
tives in Bermuda shorts and beach shirts.

The fashion for casual dress at work first started on the west coast
of the United States. American hi-tech companies found that young-
er employees were happier with a less formal style. “In the informa-
tion technology industry the division between office and home is not
very important,” says consultant Luis Rodriguez. “Many people work
at home wearing the clothes they feel most relaxed 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 signif-
icant 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.
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However, not all companies are following the trend. A junior ex-
ecutive 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

What is ethics in the broad sense?

Specify the subject of the business ethics.

What is the objective of the general business ethics?

Why do you think the concept of CSR so important nowadays?

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 environmental
concerns?

7. What is the main aim of corporate ethic policies of the compa-
nies?

8. What are the general recommendations towards the successful
corporate ethical policy?

9. Whatis appropriate to wear to work?

10. Are there any benefits of setting a dress code in the workplace?

vihwWwnN =

Note!
FIRST IMPRESSIONS COUTNT
As you know, first impressions are very important, some busi-
nesses the impression you make directly impacts 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 beyond the corners of
the mouth.

- No fad hairstyles (spikes, beaded, punk, unacceptable colors,
excessive moussing, etc.).
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- 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.

- Don’t smoke or chew gum.
Do keep any negative reactions or contrary opinions to your-
self. Avoid comments, judgments and unasked 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 communi-
cate by increasing awareness of body language. 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.
. Arms outspread with open palms.
Maintain eye contact.

SZVWeeNoULAWN =
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12.
13.
14.
15.
16.

17.
18.
19.
20.

Have hands in pockets.

Have hands hidden.

Chew your pencil.

Look at the person.

Slouch in a chair, hide behind a desk or place your feet on desk or
table.

Appear tense and anxious.

Have open palms.

Cross your arms.

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;

¢) 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.
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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

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, honest/dishonest, dependent/independent

Peter is very organised and reliable. He is also sociable, sensi-
tive 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. | think he must be very satisfied
with his life.

Task 8. Sometimes adjectives have a direct opposite. What are the
opposites for the adjectives?

Example: old/young, short/tall
bad-tempered, generous, hard-working, nervous, shy, strong

Task 9. Match the words 1-13 to their synonyms a-m

1. pants a) character
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

11. self-confident k) remark

12. temper I) trust

13. frown m) clean
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Task 10. Look at the six words. How many different words can you
form with each one? What part of speech (verb, noun, ad-
jective, 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 i) confidential
10. undependable j)  enthusiastic

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 under-
stand.

- 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.
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- 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

do you know what | mean, kind of, look, must,
sort of, the one with, what do you think, 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. | think he must have a problem. (5) ?

Boy:Yes, I think these people (6) work together, and they're
discussing the problem over lunch.

Girl: Mm, but the woman doesn't (7) very interested.

Boy: She (8) be shy!

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

- Befriendly.

- Don't wear very informal clothes or heavy make-up.

- Bekind 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 possible 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.
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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.
9. 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.
16. Be loyal to friends, family, colleagues, and community.
17. Be self-confident.
18. Be calm and helpful in an emergency.
19. Take the lead in social activities.
20. Safeguard your health.

N~ WN =

Task 15. Role play the following situation: you are senior man-
agers 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 important 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 combinations

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
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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.

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 [‘repa] - obropTka

brand - Toprosa mapka

charlatan [‘fa:lat(®)n] - waxpan; wapnaTaH

counterfeiter [‘kauntafita] - o6MaHWMK, oWwyKaHeLb, GanblINBO-
MOHETHUK

false [fa:ls] - dhanbwmeuiA, NigpobneHnn, xMbHUN; HeNpPaBUNbLHUIA,
HenpaBAUBUN; HECNPABXHIW; NiACTYNHUNA

fraud [fro:d] - o6bMaH, waxpalicTeo; adepa, MaxiHauis; Niapobka;
obMaHLLMK, Waxpan

increment [‘Inkrimant] - npubyTok, NpupicT

innocent [‘Inas(a)nt] - HEBUHHUI

nonetheless - TUM He MeHLe

nowhere [‘nauwea] - Hige

promise [‘promis] - obiusHka

rigged - HevyecHun, danbcudikoBaHuii; rig [rig] - waxpatoBaTy;
to rig the market - WTy4YHO NigBULLYBATUN (BHMXKYBATM) LLiHK

sleight-of-hand [,slait av’hand] - cnpuTHICTb pyK; XXOHINepPCTBO
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to be deceived - byt obaypeHum

to blame the lust [IAst] - 06BMHYBauyBaTK XTUBICTb (KOPUCIUBICTD)

to do one’s best - pobuTK BCe, WO MOXHA, He WKOAYHUYN CUN

to fool [fu:l] - obayptoBaTu

to glitter [‘glita] - 6anwaTu; BUGANCKYBATH

to juggle false and true [‘d3agl]; to juggle with facts - nepe-
Kpy4yyBaTu (pakTu, NigTACOBYBATU, MAHINyOBATH

to label [‘le1bl] - HaninnoBaTK APAUK; HA3MBATH

to puff [paf] - nuxkaTtu, aumitTi, nyckatu knybu gumy, nepe-
6inblIeHO BUXBANATU, peKiaMyBaTh

true [tru:] - cnpaBXHi, NpaBANBUN; NPABUNbHUN

English-Ukrainian Glossary

1. adhere [od’h13] - 3anuwarnca BipHUM, AOTPUMYBATUCA, MPUANMATK,
npucraBatui

2. anxious [‘®n(k)[as] - 1) cTyp6oBaHUIi, CTPUBOXKEHNIA, 3aHEMOKOEH WA
(unmeb - for, about): | am very anxious about your health — a pyxe
3aHENOKOEHUN ...; 2) WO nanko 6axkae: he is anxious to read this book —
BiH [y»e Xoue ...

3. appearance [9’p1ar(d)n(t)s] - 3oBHiwWHIN BUrNsAA, nossa; npubyTTs

4. appropriate [9’praupriat] - nigxoxwuin, BignosigHUI; KOpeuYHMN,
npugatHui (gna dorocb — to, for); BNACTUBWUI, NpUTamaHHWiA (to);
2.[3’ prauprieIt] npuenacHioBaTyi; KPaCT; aCUrHYBaTL; NPUCTOCOBYBATY

5. argue [‘a:gju:] - cnepeyvatnca (3 KMMcb — with, dgainst; Nnpo wocb —
about); aprymeHTyBaTu

6. avoid [3'v21d] - yHVKaTK, yXunaTUCs; aHynioBaT, CKacoByBaTy

7. awareness [9'weanas] — obisHaHicTb

8. beaded [‘bi:d1d] - HaHW3aHWI (npo Hamucmo); WwWo mae popmy Gicepy,
Kpanni

9. beyond [b1’jond] - no Toii 6ik; 3a; Hag, NoHag, BuLLe

10. bore [b>:] - HagokyuaTy, HabpuaaTy; he bores me to death - BiH meHi
CTpaleHHo Habpupa; Hyabra — what a bore! — aka HypoTal

11. bored [b>:d] - wo Hyabrye; I'm bored — meHi Habpuano

12. carefully [‘keaf(a)l1] - n6ainmeo, ctapaHHo; peTenbHO; yBaKHO

13. casual dress/clothes [‘ka®3wal dres]/[klaudz] - woneHHa cykeHka/
onAr

14. chew [tfu:] - xyBaTu; xylika
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15.
16.

17.

18.

19.

20.

21.

22.

23.

24,
25.

26.

27.
28.

29.

30.
31.

32.
33.

34,

35.

clench [klentf] - cTuckyBaTy; 3axonnoBaTy, 3aTUCKYBaTH

comment [‘koment] - kKomeHTap; NPUMITKa; TIiyMaueHHs; KOMeH-
TyBaTyl, TNYMaunTu, PO3'ACHIOBATM

confidence [‘konfid(a)n(t)s] - nosip’s; yneBHeHicTb; KOHiAeHUiNHe
NOBIAOMNEHHSA, TAEMHULA

contact [‘kontaekt] - fOTUK; KOHTaKT; KOHTaKTW, 3HANOMCTBA, 3B'A3KM;
[kan’takt] - ctukatuca (3 — with), 6yT B KOHTaKTi; BCTAHOBJIIOBATA
3B'A30K

contrary [‘kontr(s)ri] - npotunexHuii; cynpoTMBHWIA; CynepeuHnii;
[kan’treari] - yneptuii, cBaBinbHMM, NPUMXINBAI

count [kaunt] — paxyBaTu; ragaTi, pUNycKaTyi; MaTi 3HaYeHHs; to count
for nothing — He 6paTh 0O yBary; He MaTW HIAKOTO 3HAYEHHS; PAXYHOK;
nigpaxyHok

courteous [‘k3:t195] - BBiUNMBUI, NOWTUBWIA, YEMHUN

design [d1'zain] - 3agymyBaTi, MaTWM Hamip; MPOEKTYBATW; HaMip;
3aayM; NPOEKT; KOHCTPYKLf; MaloOHOK; Bi3epyHOK; An3aiH

dress code [dres kaud] - yHidopma; npaBuna, Wwo BrmaraoTb HOCUTK
NeBHUI oaAar Ha poboTi

excessive [1k’ses1v] - HagmipHWii

extend [1k’stend], [ek’stend] - npocraratu(ca); HaTtaratn (Opim
mouwjo); NowmpoBaTH

extravagant hairdo [1k straevagant ‘headu:] - ekcrpaBaranTHa (Wwo
KUOdeMbCA 8 04i, HAOMIipHA) 3adicka

eyebrow [‘atbrau] - 6posa

fad [feed] - npumxa, ANBAUTBO; NYHKTUK; CKOPOMUHYLLE 3aXOMeHHS;
Syn:vogue

fashion for casual dress [‘fe[(3)nfa ‘kae3zusaldres] - moga Ha no-
BCAKAEHHWI opar

fist [f1St] - Kynak; BKa3iBHUI 3HAK Y BUINAAi NanbLs; yAapUTK KyNakoM
frown [fraun] - HacynnioBaT 6POBU, AUBUTUCA HECXBasbHO (Ha — at,
upon); NOXMypWI BUFAAA; HacymnneHi 6posu

helpful [‘helpf(3)l], ['helpful] - kopucHun

hi-tech/high-tech companies [ hai’tek’kampani] - sucokotexHo-
NOTiYHI (3 CyyaCHUMU TEXHOSOTIAMM) KOMMaHiT

impact [‘Impakt] - Bnaus, yaap; nowtosx; [1m’paekt] - winbHo
CTMCKyBaTW; 3MiLLHIOBaTU; BAApATU(CA)

impression [Im’pref(3)n] - BpaxkeHHs; yABNEHHS; AyMKa
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36.
37.

38.
39.
40.
41.

42.
43.
44,
45.

46.

47.
48.
49.

50.

51.
52.

53.
54.
55.

56.

57.
58.
59.
60.
61.
62.

jewelry/jewellery [‘d3u:3lr1] - KowToBHOCTI; 0BENiPHI BUPO6U
judgment/judgement [‘dsadzmant] - gymka; cymxkeHHs; cypose pi-
LIEHHS, BUPOK

low-cut dress [, [ou’kat] - nnatTa 3 Benukum Bupizom

loyal to colleagues [‘I>13lta ‘koli:g] - BingaHmn/BipHWii koneram
maintain [mei1n’tein] - nigrpumysaTtu; 36epiratyi; yTprumyBaTu
matching suit [matfin sju:t] - nigibpaHuin KocTiom (akud nacye 3a
KOJIbOPOM, KPOEM, CMUJsIem)

moderate [‘mdod(3)rat] - nomipHuit; ctprmanuii
mustache/moustache [ma’sta:f] - Byca

neatly [‘ni:tl1] - akypatHo, oxaiiHo

overseas visitor [ ,auva’si:(z) ‘vizIta] - «<zamopcbKkuit» (3aKOpaOHHNI)
ricTb

position [pa’zif(a)n] - nocapa, cTaBneHHs; TOuKa 30pY; CTaBUTW;
pO3TaWoByBaTH

punctual [‘panktusl], [‘pAnktjusl] - nyHkTyanbHui, TouHNi
require [r1’kwaia] - Bumaratu; HakasyBaTu; notpebyBaTu

ridicule [‘ridikju:ll] - BucmitoBatw; nigHiMat Ha raym; ywm;
CMIXOBUHHICTb, CapKa3m

scowl [skaul] - xmypuTtmncs, cynutuca, [UBUTACA CEPAUTO (at); noXmypun
BUMMAL; CEPAUTUN Nornaa

self-confident [,self’konfid(s)nt] - BnesHeHui1 y cobi; camoHagisHwii
share [[e3] - obminHoBaTVCa (iHopmayielo mowo); [inuTH, Po3-
noainATK; akuisa; YacTKa; nan

shave [[e1v] (shaved; shaved, shaven) - ronuTtucs; roniHHs

slouch [slautf] - cytynutucs, ropbutuncs; HesrpabHa xoaa; CyTynicTb
spike [spaik] - wwn, uBAX rocTpwin BUCTYM; BICTPSA; 3aKPINAATH
wunamu; spike heel (spikes) — Kabnyk «wnunbKay, Typni Ha «WNUAbL»
stare [stea] - nunbHO AMBMTUCA; BUTpILWATK Ui (Ha KOrocb — at, upon);
cTMpyYaTK (Npo 80/10CCA MOWO); 3AVBOBAHNI (MUNIbHWIA) NOINAA

strict dress code - cTporuii gpec-kog

striped shirt [straipt [3:t] - cmyracta copouka

survey on dress code [‘s3:vel] - gocnigeHHa (ornag) 3 apec-koay
tense [tens] — cTBOpioBaTV HaNPYXeHiCTb, HANPYXXeHN

to accept criticism [ok’sept ‘kritisiz(s)m] - npuimatn Kputnky

to apologize graciously [3’poladzaiz ‘greifasli] - nio6'a3Ho nepe-
npouyBsaTu
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63.

64.
65.

66.
67.
68.
69.
70.

71.

72.
73.
74.

to be calm in an emergency [bi: ka:m 1n an I’'m3:dZ(d)n(t)s1] -
6y TN CNOKIMHUM (XONOAHOKPOBHMM) Y HAAi3BUYANHUX CUTYaLLiAX
tobewelcomed [bi: ‘welkamd] - 6yTv 6axaHyMm (nackaBo NPUINHATM)
to control temper [kan’traul ‘tempa] - 6yTn ctpumanum (koHmpo-
Jro8amu xapakmep/Hacmpil/camosnadaHHs)

to follow instructions [‘folauIn’strak[(3)ns] - notpumyeatuncs Bkasisok
to tackle a job [‘takls d3ob] - eHepritHo 6patnica 3a poboty

to wear (wore, worn) earrings [WEd ‘I9rinz] - HocuTH KynbUKKK

to work hard [w3:k ha:d] - Hanonernuso npautosatn

torn jeans [td:n dzi:nz] - nopeaHi gxuHcy; a faded pair of blue
jeans — napa notepTux (BUNMHANNX) AXNHCIB

trim [trim] - nigpisysaTtyi; nigcTpurat; ynopagkoByBaTy, OXaHWUI;
BULLYKaHWN

trustworthy [‘trast,w3:01] - wo 3acnyrosye Ha AOBIpY; HagiHWIA
unacceptable [ Anak’septabl] - HenpuitHAaTHWI; HenpunycTUMEA
well-groomed [ wel’gru:md] - go6pe gornsaHytuii; BUneLweHwii

Derivatives

care [kea] - carefree [‘keafri:] - careful [‘keaf(d)l] - carefully
[‘keaf(a)l1] - carefulness [‘keaf(a)inas] - careless [‘kealas] -
carelessly [‘kealasl1] - carelessness [‘kealasnas] - carer [‘keara]
confide [kan’faid] - confidence [‘konfid(s)n(t)s] - confident
[‘konfid(a)nt] - confidential [ ,konfr’den(t)[(3)I] - confidential-
ity [ konfiden(t)[1’®lat1] - confidentially [ konfr’den(t)[(3)I1] -
confiding [kan’faidin]

consult [kan’salt] - consultancy [kan’salt(d)n(t)s1] - consultant
[kan’salt(a)nt] - consultation [ kons(d)I’te1f(a)n] - consultative
[kan’saltativ] - consulting [kan’saltin]

enthuse [1n’0ju:z] - enthusiasm [1n’thju:ziez(d)m] - enthusi-
ast [1n’0Oju:ziaest] - enthusiastic [1n,6ju:z1r’aest1k] - enthusias-
tically [1n thju:z1’astikal1]

lead [li:d] - leader [‘li:d3] - leadership [‘li:daf1ip] - leading
[‘li:d1n] - leadless [‘li:dlas]

occasion [3’ke13(a)n] - occasional [3’ke1z(3)n(a)I] - occasion-
alism [39’ke13(a)n(a)lzz(d)m] - occasionally [3’ke13(3)n(a)l1]
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Lesson #12

Managing Stress

“Itis not work that kills men, itis worry

(Henry Ward Beecher (1813-1887),
American preacher)

”

0 Starting up

1. Whatis stress?
Which of these situations are the most stressful for you? Give
reasons for your opinion.

- going to the dentist

- queuing in the supermarket

- 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?

being stuck in a traffic jam
going to the hairdresser

- playing a sport - spending time alone

- reading - dancing

- having a bath - listening to music

- shopping - eating

- watchingTV - surfing the Net

- walking - having a short nap during
the day

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

arrangement [3’reindgmant]; autonomy [>:tbnami]; balance
[‘balan(t)s]; cause [kd:z]; compare [kam’pea]; cope [kaup];
emotion [I'mauf(d)n]; exist [1g’zist], [eg’zist]; experiencing
[1k’sp1arian(t)sin], [ek’spiarian(t)sin]; flexible [‘fleksabl]; inse-
curity [Insr’kjuarsti]; manage [‘manidz]; particular [pa’tikjals],
[pa’tikjulal; pressure [‘prefa]; promote [pra’maut]; realize [‘r1alaiz];
reason [‘ri:z(d)n]; social [‘sauf(d)l]; solution [s3’lu:f(d)n]; strategy
[‘straetads1]; successfully [sak’sesf(a)l1], [sak’sesfuli]; trust [trast]
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1 Differentiate
low [lau] - HecnpuATANBWIA; HEAOCTATHIN; HU3bKII
law [I2:] - 3akoH; npaBo

love [IAv] - no60B, KoxaHHsA

solution - piweHHs/po3B'A3aHHsA (3aaaui, PiBHAHHS); BUPILIEHHA (MUTaHHA

TOLO)

decision - piweHHsA (BUbip, yxBana, NpUnHATE pilleHHA)
answer - pilleHHA (pO3B'A30K 3adaui, NprKnagy)

success [sok’ses] - ycnix; ynaua

succession

HaCTynHUUTBO

trust [trast] - nosipa
truth [tru:6] - npaspa
true [tru:] - npaBgusMin

(1 Useful phrases

ability to express emotion
arrangements

balance

be able to change the way
smb behave

be fed up with

be in trouble

can't stand

cause problems in the per-
sonal life

compare

cope (successfully) with
stress/pressure

emotion

exist

experience problems

find out what the problem is
flexible in working arrange-
ments

get promoted
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[sak’sef(@)n] - nocninoBHicTb, YycnaakyBaHHA; NPaBoO-

health and safety measures
increasing job insecurity
interpersonal relationships
intimidation

major causes of stress

make progress in the career
manage stress successfully
pretend that problem does-
n't exist

seek social help

solution

supervisor

tight deadline

trust

unsatisfactory working con-
ditions

work under constant super-
vision

work-life balance

workload



L Reading

Read an interview with a well-known professor on stress manage-
ment

— 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 becoming common across the whole of Europe. There are prob-
lems 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 families. 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, 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 independence to orga-
nize 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 flex-
ible 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 they're 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
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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 be-
come 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 number 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.

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? Ex-
plain 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). Com-
pare 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 working condi-
tions);

- workload;

- jobsecurity (fear of losing one’s job);

- working hours;

- low autonomy (working under constant supervision);

- repetitive work;

- work/life balance (finding time for responsibilities at home).

186



Task 3. Work in pairs

What health and safety measures should be taking to reduce stress

levels in staff?

Task 4. Match the words 1-10 to their synonyms a-j

1. trust a) carryout

2. flexible b) live

3. realize C) insecurity

4. exist d) reason

5. sociable e) confidence

6. uncertainty f) adaptable

7. parallel g) companionable
8. cope with h) withstand

9. strategy i) policy

10. cause j) collate

Task 5. Look at the nine words. How many different words can you

1.

form with each one? What part of speech (verb, noun, ad-
jective, adverb, etc.) is each word you have formed?

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, ftrust 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.
2.

3.
4,

5.

lifestyle  a) atime or date by which you have to do smth.

workaholic b) a system where employees choose the time they
start and finish work each day

workload ¢) the way people choose to organize their lives

deadline d) someone who cannot stop working and has no
time for anything else

flexi time e) the amount of work a person is expected to do

Task 8. Complete each sentence with an appropriate word from

the listin Task 7

| worked until 11 o'clock at night to meet the
for presenting the report.

| work six days a week and never have a holiday. My girlfriend
says|I'ma .
Karl has a heavy at the moment because
several colleagues are sick.

She gave up a highly paid job to join a meditation group in India.
She’s completely changed her
A system can help to reduce stress levels of em-
ployees by giving them more control over their working hours.

Task 9. Complete the dialogues

1.
- What's the matter? Why do you look so embarrassed?
- Asiduysaro, wo Moxy smpamumu pobomy, MeHi He 30aemebcs,

wo mos poboma e 6e3neui.
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— Poscnabca. Bee 6yoe 2apaso.

- lam afraid I may not have a job next month. | couldn’t sleep,
everything annoys me, and my colleagues are simply foul. | hate my
job,and | can’t stand my boss. He is very difficult to talk to, because he
just doesn't listen. And he's not fair: he can make mistakes, and that’s
all right, but when | make a mistake, he gets angry.

2.

- lcan't stand working long hours anymore. | can’t leave my job
right now, but | am really fed up with it.

- YecHo Kaxy4qu, A He MOXy yasumu, AK Mu CNpasaAewca 3
XamHbot pobomoto, nogsepmaroyucs 0000My mak NisHo.

- [pasdy kaxy4u, A emomusnaca 0o cmepmi. Hiwjo 6inbwe He
po6UTb MEHE LLLACTTNBOLO.

- | am so sorry about you. | am sure our grandparents didn't
experience such problems.

3.

— Mosa OpyxuHa Kaxe, wjo A nposooxy 3abazamo 4Hacy Ha
pobomi nopigHAHO 3 ydcom, Akul A nposodxy edoma. Moi dimu
6ayame MmeHe uwe HA 8UXiOHUX. BoHa Hacmoioe, wo6 mu po3s’ixanucA.
A poszybnerud. Cnpagoi!

- lam afraid you need skilled help. Somehow you should get
so-called work-life balance right. | have to say that lots of typical fami-
lies with both members working face the same problems.

- Uo3a oypHe xumma!

4,

- Akwo mu cnpasdi xo4ew nodosamu ycniwHO cmpec, mu
MAeWw cnoYamky 8usHa4umu (io2o 20/108Hy npu4yuHy. Maybe that’s be-
cause the company you work for has a habit of working long hours and
it is causing problems in your personal life.

- Well... If you ask me | have to admit that my boss is driving
me crazy! He changes his mind about things again and again. Bin
BeCb Yac BiAa€ MeHi Haka3W, NOCTINHO NepeBipsA€E Moo POOOTY i He
[A€ MeHi WaHcy opraHisyeaTi Moo po6oTy!

— Oh, | suspect it's because you are a woman and he hates
women making progress in the career, or getting promoted instead
of staying at home and looking after children.
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5.

—  Ha moto OyMKy 40/108iKU i XXIHKU Chpasasatomeca 3i c(mpecom no-
pi3Homy. OueguUOHO, WO Yono8iku pobasme ue y kpawuli cnocib. They
could easy find out what their particular problem is and then solve it.

- Hivyo2o nooibHoz2o! XiHKu eHyw4kiwi, i 30amHi 3miHlo8amu
€noci6 y Akul 80HU N0BOOAMbLCA | pobumu me, WO HeobxiOHO, Kou
B0OHU ONUHAIOMbCA 8 HEOYIKYBAHUX, HENPO2HO308AHUX CUMYAUfX.

- | 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 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 com-
ing, there will never be more hours in the day and her career and
family responsibilities 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 un-
healthy (smoking; drinking too much; overeating or under eat-
ing; zoning out for hours in front of the TV or computer; with-
drawing from friends, family, and activities; using pills or drugs
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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 be-
ing flunked. He blames his stress on other people and outside
events.

Try to help him clear up the situation to manage the stress suc-
cessfully.

Task 11. Dialogues to memorize

1.

Vincent: | think we should do a lot more to improve our staff’s
health and fitness. What do you think, Monica?

Monica: | 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, | don't think | like the idea very much.

V.:1 don’t know, Monica. Some staff is under a lot of stress. It af-
fects 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 service like that. Anyway, we
have a company doctor. That’s her job, isn't it? I've got another sug-
gestion.Things which are less expensive, but they'd improve people’s
health just as much. Let me tell you about a few ideas | 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 per-
son. This mainly depends on the stress tolerance level of the person.
Too much stress can cause depression, heart disease, obesity, im-
paired memory, and insomnia and other sleeping disorders.

Reporter: It 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
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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 un-
derstand the causes, symptoms and the effects of stress. The causes
of stress are ever multiplying; outside factors such as jobs, family res-
ponsibilities, life events, etc. Stress can play havoc with your health,
worsening or causing a host of physical ailments. Stress can be a long
or short term health issue. Treating stress immediately, especially
chronic stress is the best way to cope with it successfully. Minor stress
can be managed by rest which will help.

Reporter: | have read that recent survey conducted by the Ameri-
can Psychological Association (APA) found that one-third of Ameri-
cans 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 couldnt believe that putting off marriage and parent-
hood is becoming more common in all industrialized nations.

- Well... | guess the best example is Singapore. Singapore’s
government believes that to ensure continuous prosperity, future
generations must become more intelligent and as result young
women are staying single and childless. Singapore’s men as a rule are
marrying less educated women.

- lamabsolutely 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.

- | definitely believe if a job is stressful it makes you feel wor-
ried.

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
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habits, attitude, and excuses. 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, accept
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.

- Asfar as I've understood some sources of stress are unavoid-
able. We shouldn’t try to control the uncontrollable. We can’t prevent
or change such stressors 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. Acceptance may be difficult, but“What
doesn't kill us makes us stronger.”

Task 12. Act the following dialogues in English

1.

BiHcenm: Al pymato, WO MM MOBUHHI pobuTn HabaraTto GinbLue,
Wwo6 noninwmTX 340POB’A HALWKX CNiBPOBITHUKIB Ta isnuyHy Gpopmy.
Lo 3 uboro npusogy Bu pymaete, MoHiko?

Monika: A 3rogHa. € 6arato pi3HUX peuen, AKI My mornu 6
3pobuTK, Wob ONOMOrTU CMiBPOOGITHNKAM CTaBaTU 340POBILNMN i
3aNMLWATUCA 300POBUMU. 3 0QHOrO 6OKY, MU MOFIN 6 3aNPONOHyBaTU
M 6€3KOLUTOBHUIM MEAVYHIWIA OFNIAL, LLLOPOKY.

B.: BipHo. Lle xopouwa igeA. barato ¢ipm pobnatb Le. A AK Wwopo
CTBOPEHHA KOHCynbTauiHoi cnyk6u? Lo Bu pgymaete 3 uboro
npueoay?
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M.: Mm, A He gymalo, Lo MeHi ay»ke nogobaeTbca LA igen.

B.: A He 3Haw, MoHiko. [leaki cniBpoOITHUKM 3HaxoAsTbCs Y
BenMKoMy cTpeci. Lle BnnnBae Ha ix po6oTy i BOHM noTpebytoTb
npodecinHoi gonomoru.

M.: MoxnuBo, ane € 6arato iHWWX peuyen, AKIi MU Mornm 6
3pobutn. BogHouac cTBOpeHHA Takol ciykbu, sk us, byae pyxe
Aoporum. Y BCAKOMY pas3i, y Hac € nikap B komnaHii. Lle ii po6oTa, un
He Tak? Y meHe € iHwa npono3udis. ICHYTb MeHLW AOopori pedi, ane
BOHW 3[aTHi NOMINWWTX 340POB’'A Ntogen HacTiNbku X. [Jo3BonbTe
po3noBicT Bam npo KinbKka igen, AKi BAHUKAN Y MeHe...

2.

Penopmep: Mpodecope, NnprueMHO BiTaTu Bac TyT. Po3kaxiTb,
6yAb nacka, AKi € 03HaKM i CUMNTOMM CTPecy.

Mpogecop: CumnTOMU CTPECY MOXKYTb BapilOBATUCA Bif NOANHN
Ao niognHu. Lle B 0oCHOBHOMY 3aneKuTb Bif PiBHA CTPeCOCTINKOCTI
noguHW. 3aHaato 6arato CTpecy MOXe CNPUUMHUTUA Lenpecito,
XBOpoOy cepus, OXWPiHHA, po3nag nam'ATi, 6e3CoHHA Ta iHLWi
po3naau cHy.

Penopmep: 3ByunTb NAYHO | BUIMAQAE TAK, HIOW CTPEC HEMOMITHO
nigKkpaga€eTbca [o Bac.

MNpodecop: BiH MoXxe BAAMHYTM Ha Bawe Tino 6aratbma
cnocobamu. Bn moxeTe HaBiTb He 3HaTW, WO Le BigOyBa€eTbcA.
MoxnuBo, Bu cTpaxgaeTe Big NocTiiHOro Tynoro 60nto i cTparkaaHHs,
i, MOXn1Bo, Bam UikaBo 3HaTU NpuumHy cnabkocTi abo ronoBHoOro
6onto. O3HaKM Ta CUMNTOMU CTPECY HEPBOBOI CUCTEMU Lie — CMOCIO
OpraHiamy nonepeguMTy Hac Npo MoTeHUinHy wkKogy. Crpec €
ABTOMATUYHOIO BifMOBIAAI0 Ha FiNOTETUYHI 3arpo3u.

Penopmep: NMpodecope, Sk M1 MOXKXEMO BMOpaTUCA 3i cTpecom?

lMpoghecop: Ansa po3pobKu BignoBigHUX 3axofiB 0cobi NOTPidbHO
3PO3YMITV MPUUYNHK, CUMNTOMMU | HacnigKkm cTpecy. MpuunHu cTpecy
€ 3aBXAW MHOMMHHI; 30BHIlUHI YMHHUKK, TaKi ik poboTa, CiMelHi
000B's13KM, XKUTTEBI Nogdiii T.0. CTpec MoXe 3irpaTi 3/ XKapT i3 Balnm
300POB'AM, CMPUYMHUTU NOTipLIEHHA abo 3anoaisTu 6e3niv ¢isnyHuX
Hegyr. CTpec MoXe OyT JOBroCTPOKOBOK abo KOPOTKOCTPOKOBOIO
npobnemoto 3g0poB’'A. JlikyBaHHA CTpecy HeramHo, 0cob6s1BO
XPOHIYHOTO CTpecy, € HalKpawum crnocobomM BMOPATUCS 3 HUM
ycniwHo. Cnabkunin CTpec MOXKHA MOAONaT! BignouyvBalouu, Lo
JOMoMOXe.
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Penopmep: A uuTas, WO nig 4aCc HeJaBHbOrO OMNUTYBaHHA
acouiauisa aMepuKaHCbKUX MCUXONOriB BUABMAA, WO Of4HA TPeTMHa
amMmepuKaHLiB CTpaxaae Big cTpecy. TakuM YUNHOM, MU MOBUHHI B3ATU
[0 yBaru, Wo CTpec € HOPMasbHOK YaCTUHOIO XUTTHA, 3 AKOIO KOXKHA
NOAMHa Ma€e CNPaBy Yac Bif yacy. Konu cTpec cTa€ YaCTUHOIO BaLLOro
NOBCAKAEHHOrO XUTTA, Balle 300poB’a moxe 6yTn BpaxeHe.

3.

- Jliogn He MOXYTb NOBIPUTY, LLLO BifKNagaHHA Ha NOTiM Wwintoby
i 6aTbKiBCTBa (HapOXKeHHA AiTel) cTa€ Bce Ginbll NOWNPEHNM Y BCiX
NPOMMCNIOBO PO3BMHEHNX KpaiHaXx.

- UWo x ... A gymato, wo Hanmkpawmm npuknagom € CiHranyp.
Ypap CiHranypy BBaxae€, wo AnAa 3abesneuveHHA 6e3nepepBHOro
NPOUBITaHHs, MaOyTHi MOKOMIHHA MalOTb CTABATU PO3YMHILLVMM i,
AK HaCMigoK, Moo XKiHKM 3aULLIAIOTbCA CAMOTHIMU | 6e34iTHUMN.
Yonosgikn CiHranypy, Ak NpaBnio, 04pYy>KYTbCA 3 MEHLU OCBiYEHNMM
XKiHKaMu.

- £l abconioTHO BMEBHEHUN, WO POAMHM XKIHOK TaK caMO fK i
ypAOn oyxe XouyTb, WoOb XiHKN OapyKyBannca i pO3MHOXYBaINCA i
KOV >KiHKa HAaBNMKa€eTbCA 4O TPULLATU, BOHA 3a3Ha€E OifIbLIOrO TUCKY
3 60Ky cim'i LWoAo TOro, Lo BOHA BCe e caMOoTHA B i BiLi. YacTkoBo
Lie yepes Te, WO BMCOKA Hanpyra Ha poboTi 3anuvwwae mano yacy ans
CMiNKyBaHHA Ta 3yCTpiyi 3 NOTEHUiINHUMK NapTHEpamu.

- 1 abconioTHO BNEBHEHWI, WO cTpecoBa poboTa 3myLuye Bac
noyyeatu cebe cTypboBaHMMMN.

4, YnpaBniHHA CTpecom

— YnpaBniHHA CTPecom MOYMHAETbCA 3 BU3HAYEHHA AXKepen
cTpecy y Bawomy XuTTi. Lle He Tak npocTo, AK 3ByuunTb. [logmBiTbca
YBa)KHO Ha CBOI 3BUYKW, CTaBEHHA i BUNpaBaaHHA. lNogymante npo
WwnAaxm, AKMM By B gaHnn yac KepyeTe i cnpaBnaEeTeca 3i CTpecom y
Bawomy XuTTi. OCKINbKM KOXHa NoAMHA YHiKanbHa, HEMAE HIAKOro
«yHiBepcanbHoOro» (0AWH po3Mip MiAXoAWTb BCiM) BUpiIEHHA
YyMNpaBiHHA CTPECoM.

— Bwu maerte Ha yBa3si, WO OAMH | TON CaMUI MeTo He NpaLtoe
AnA BCiX, abo ana KoXHoi cutyauii?

- Hacnpasgi, ocHOBHI NpaBKna NogoNaHHA CTpecy €: YHUKaw,
3MiHION, afanTyn abo npunman. YHuKanTe nogen, AKi Hanpy»xyoTb
Bac. HaBuiTbCA Ka3aTu: «Hi». AKLO By He MOXeTe YHUKHYTK CTPeCcoBO|
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cuTyauii, cnpobyiite 3MmiHMTK ii. Bi3bMiTb nig KOHTpONb CBOE
cepefoBuLEe — AKLWO BeYipHi HOBUHM TPMBOXaTb BacC, BUMKHITb
Tenesi3op, AKWO Bu 3acmyuyeTeca uepes penirito UM MNONITUKY,
BMKpeCniTb iX i3 CNUCKY BalunX po3MOB. AganTymteca OO HOBUX
ymoB. Kpalle po3nopsagamteca CBOIM YacoM, NpoaHanisynte Baw
rpadik, 060B'A3KM i NOBCAKAEHHI 3aBAaHHA. Po3pi3HaiTe: «BapTo
WOCb pobUTU» i «MOBUHEH WOCb pobutu». |, HapewTi, NnpuAMaTK
pedi Takumu, AKi BOHM €. MNpunmitb Ton ¢GakT, WO MU XUBEMO B
HefQoOCKOHanomy cBiTi, i Wo nogn pobnatb nomunku. BignycTith
(3BiNbHiTbCA BiA) rHiB Ta ob6pas3un. HaeuiTbcA npowatn. 3BiNbHITL
cebe Bif HeraTMBHOI eHeprii, NPocCTiTb i pyxanteca gani. PobiTb
Wwochb, Wo Bam nogobaeTbes, wopHs. Moginiteca cBOIMMU NOUYTTAMM.
MoroBopitb 3 6nM3bkuM apyrom. lNpoBediTb yac 3 MO3UTUBHUMU
nogbmu, siKi noninwytoTb Bawe xutTa. 36epirate novyTTs rymopy.
3paTHICTb CMifTUCA JonoMarae opraHiamy 6opotucs 3i cTpecom
6araTbma cnocobamm.

- Hackinbku A 3po3ymiB, AeAKi Axkepena CTpecy € HEMUHYYMMN.
Ham He cnig Hamaratnca KOHTPOJOBATU HEKOHTPONboBaHe. Mn He
MOXeMO 3anobirti abo 3MiHWTK Taki cTpecn, AK cMepTb 6AN3bKOT
NMOAVIHM, BaXKKa XBOPO6a, UM eKOHOMIYHWIA Crag, Y AepKaBi. Y Takux
BMNagKax HalKpawmin cnocié Bnopatvca 3i CTpecom — npumimaTii
peyi TakuMK, AKUMUN BOHW €. [TpUIAHATTA MoXke ByTun BaxkKM, ane «Te,
L0 He BOUBAE HAC, POOUTb HAC CUJTbHILLNMEN.

English-Ukrainian Glossary

1. ability to express emotion - 3gaTHicTb BUpaxaTu emouii

2. arrangements — JOMOBJIEHOCTI, PO3MOPAAKEHHA

3. balance [‘balan(t)s] - 6anaHc

4. beable to change the way smb behave - 6yT11 B 3mM03i 3MiHWTK croci6
noBegiHKM

5. be fed up with - 6yt cutum no ropno

6. beintrouble - 6yTu B 6igi

7. can't stand - He MoXy TepniTy

8. cause [kd:z] - npnunHa

9. cause problems in the personal life — ctBopioBaTy npobnemmn B 0co-

6UCTOMY XKUTTI
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10.
11.

12.
13.
14.
15.
16.

17.
18.
19.
20.
21.
22.
23.
24,
25.

26.
27.
28.
29.
30.
31.

32.

33.

34,

compare [kam’pea] - nopisHioBaTK, CNiBCTABNATK

cope (successfully) with stress/pressure - cnpasnsaTtuica (ycniwHo) 3i
CTPeCcom/TUCKOM

emotion [1’mauf(3)n] - emouii

exist [19°z1st], [eg’z1st] - icHyBaTW, XU1TK

experience problems - 3a3HaBaTV Npobnem

find out what the problem is - 3'acysatu, B omy npobnema

flexible in working arrangements — rHyuka cxema opraHisauii npaui;
3MiHHMI rpadik poboTun

get promoted — oTprMaTy NiABULLEHHA NO CNYXOi

health and safety measures — 3axogu 3 oxopoHu npadi

increasing job insecurity — nigsuLeHHs HecTabinbHOCTI pobourx micLb
interpersonal relationships — mixxocobucTicHi cToCyHKM
intimidation - 3anaKyBaHH#, WaHTaX; yTUCKaHHSA, yTUCK

major causes of stress — 0CHOBHi NpUUYNHN cTpecy

make progress in the career — fomorTucs nporpecy B Kap'epi
manage stress successfully - ycniwHo cnpasnatuca 3i ctpecom
pretend that problem doesn’t exist — po6utn BUrnag, wo npobnemm
He icHye

seek social help - wykaTn couianbHy gonomory

solution - piweHHA

supervisor [‘s(j)u:pavaiza] - iHcnekTop, KOHTponep; Harnaaay

tight deadline - cTucnui rpaHNYHUI TEPMIH (CTPOK)

trust — goBipaTu(cA); noknagatnca (Ha Ko2oce)

unsatisfactory working conditions [ Ansaetis’faekt(s)r1] - Hesago-
BinbHi ymoBwu npaui (pob6oTtu)

work under constant supervision [‘kon(t)stant][,su:pa’viz(a)n] -
npawoBaTi nig NOCTIHUM HarnALOM/KOHTPONEM

work-life balance - piBHoBara «giM-po6oTa» (cniegiOHOWEHHS MiX
4acom, npogedeHUM Ha pobomi i ocobucmum 4acom)

workload [‘w3:klaud] - o6’em poboTn, HaBaHTaxeHHA (KinbKicMb
pobomu, aKy pobimHuk 30608’A3aHUll BUKOHAMU 3d nesHUl nepiood, 8
poboyuli 4ac)
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Derivatives

compare [kam’peal - comparer - [kam’peara] - comparing
[kam’pearin] - comparison [kem’paris(a)n]

emote [1’maut] - emoticon [1’'mautr1, kon] (cMannuk) - emotional
[’'mauf(3)n(ad)l] - emotion [I’mauf(a)n] - emotionable [1’mau/(a)
nabl] - emotional [1'mauf(3)n(3)l] - emotionalise [1’'mauf(3)
n(d)laiz] - emotionalism [1’mauJf(3)n(a)l1z(3)m] - emotionalist
[I'mauf(3)n(a)l1st] - emotionality [1,maufa’naliti] - emotion-
less [1’'mauf(a)nlas] - emotionlessness [1’'mauf(a)nlasnas]

exist [1g9’z1st], [eg’z1st] - existence [1g’z1st(3)n(t)s], [eg’z1st(ad)
n(t)s] - existent [1g’zist(®d)nt], [eg’zist(d)nt] - existential
[,egz1i’'stenf(d)l] - existentialism [,egzis’tenf(a)liz(d)m] - ex-
istentialist [,egz1’stenf(3)l1st] - existing [ig’zisting]
experience [1k’sp1arian(t)s], [ek’sp1arian(t)s] - experienced
[1k’sp1arian(t)st] - experiencer [1k’spIariansa] - experiential
[1k, sp1art’en[(a)l]

manage [‘manidi] - manageability [ maenidza’bilati] - man-
ageable [‘manidzabl] - managed [‘manidsd] - manage-
ment [‘manidsmant] - manager [‘manid3a] - manageress
[[manidi(a)’res] - managerial [mana’dzarial]

promote [pra’maut] - promoter [pra’mauta] - promoting
[pra’mautin] - promotion [pra’mauf(d)n] - promotional
[pra’mauf(a)n(3)l] - promotor [pra’mauta]

reason [‘ri:z(3)n] - reasonable [‘ri:z(s)nabl] - reasonable-
ness [‘ri:z(3)nablnis] - reasonably [‘ri:z(s)nabl1] - reasoning
[‘ri:z(®)n1n] - reasonless [‘ri:z(3)nlas]

success [sak’ses] - successful [sak’sesf(d)l], [sak’sesful] -
successfully [sak’sesf(a)l1], [sak’sesful1]

trust [trast] - trustee [tras’ti:] - trusteeship [tras’ti:[1p] - truster
[‘trasta] - trustful [‘trastf(d)l] - trustfully [‘trastf(d)l1], [‘trastful1] -
trustfulness [‘trastf(s)Inas] - trustiness [‘trastinas] - trustless
[‘trastlas] - trusty [‘trasti]
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Supplement
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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 re-
strictions 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 [l] (intransitive) and [T] (transitive) show whether a verb, or a particu-
lar 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 related to the
headword.

Adverbs (adv) are often shown in this way after adjectives.

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

ad n [C] an informal word for advertisement

administration n [U] the activity of managing and organizing the work
of a company or organization

advert n [C] BrE an informal word for advertisement

advertise v [I,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 persuade them to buy it
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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 adver-
tising 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 permission 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 permission 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

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 [|,T] to go to an event such as a meeting

award n [C] a prize for good performance in a particular activity

background n 1 [C] someone’s past, for example their education,
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

227



balance sheet n [C] a document showing a company’s financial
position at a particular time

bankrupt adj not having enough money to pay your debts — bank-
ruptcy n [C,U]

bargain' n [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

bargain? v [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 comparison to
judge or measure other things; 2 a good performance 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

bond n [C] a financial certificate showing an amount borrowed 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 employee’s wages,
usually as a reward for doing difficult work or for doing their work well

boom' n [C,U] 1a time when business activity increases rapidly, 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? v [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

brand? v [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 persuade them
to do something to help you - bribe n [C]

budget’ n [C] an amount of money that an organization has available
to spend on something in a particular period

budget? v [I,T] to plan the amounts of money to be spent on different
things in a particular period

bureaucracy [bju(a)’rokrasi] n 1 [C] a system of government that
involves a large number of departments and officials; 2 [U] disapproving all

228



the complicated rules and processes of an official system, especially when
they are confusing 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

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 coming 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 company’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 chairperson; 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 business-
people in a particular place, that helps businesses with advice, support etc

charge' n 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

charge? v [|,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 com-
pany, used especially in the US. The job of CEO is sometimes combined with
that of president
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client n [C] someone who pays for professional services

colleague [‘koli:g] n [C] someone you work with, used especially by
professional people and managers

commercial’ adj 1 relating to business; 2 a commercial product or ser-
vice 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 em-
ployee receives, especially a high-level manager

compete [kom’pi:t] v [I] if a company, country etc competes with oth-
ers, it tries to persuade people to buy its products or services rather than
those of the others

competition n 1 [U] a situation where businesses or countries 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 companies,
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 com-
peting with another

component [kam’paunant] n [C] a part of a product, activity etc

concept n [C] an idea for a product, business etc

conglomerate [kan’glom(a)rat] n [C] a large business organization
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 [‘kontrakt] n [C] a formal agreement between two or more
people or organizations to do something, for example to buy something

corporate adj [only before a noun] relating to companies, usually large
ones

counselling BrE counseling AmE n [U] when people are given advice
to help them in a difficult situation
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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

crash’ n [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 suddenly 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 something 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 society, 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 cus-
tomers' needs, and offers products and services that satisfy these needs

customer relationship management (CRM) n [U] a company’s activi-
ties to keep its customers satisfied, find out more about their needs etc

cyberspace n [U] all the sites, services etc on the Internet

debt n 1 [C] an amount of money that is owed; 2 [U] the state of ow-
ing money; 3 [U] money borrowed by a company 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, production 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 reduce it — decrease n [C,U]

delegate [‘delige1t] v [I,T] to give part of your power or work to
someone who is at a lower level in the organization — delegation n [U]
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deliver v[I,T] 1 to take goods to a place; 2 to produce results - delivery n [C,U]

demand n [U] 1 spending on goods and services by companies and
people; 2 the total amount of a type of goods or services that people or
companies buy in a particular period; 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

drive' n 1 [U] someone’s energy, motivation, and ability to work hard;
2 [Cusually singular] an effort to improve or increase the level of something

drive? v[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 made by a company in a
particular period, or by companies in general

economic adj 1 [only before a noun] relating to the economy, business
etc; 2 if an activity is economig, it is profitable

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 organizations 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, especially 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 people

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
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executive n [C] someone with an important job as a manager in an
organization

expand v 1[I, T]to become larger in size, amount, or number, 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]l money that an employee spends while they do their job, for exam-
ple 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 advantage from a situation,
opportunity etc

exploitation n [U] when you treat someone unfairly in order to make
money, get an advantage for yourself etc

export’ [‘ekspo: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 facilities [plural] special buildings
or equipment that have been provided for a particular use, such as sports
activities, 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

fall1 v past tense fell past participle fallen [I] to go down to a lower
price, level, amount etc

fall?> 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 service that is
useful, attractive etc

feature? v [T] if a product features a particular characteristic, it
possesses it

finance' n 1 [U] money that is provided or lent for a particular pur-
pose; 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 s all the cars etc that a company owns

flexible adj 1 a person, plan etc thatis flexible can change or be changed
easily to suit any new situation; 2 if arrangements for work are flexible,
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employers can ask workers to do different jobs, work part-time rather than
fulltime, give them contracts for short periods etc. Flexible 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 discuss their
feelings and opinions about a particular subject. In market research, focus
groups discuss their opinions of products, advertisements, companies etc

forecast’ [‘fo: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 forecasted [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] for-
mal 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 - founder n [C]

global adj 1 affecting or involving the whole world; 2 including 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 econo-
my to work as one unit, led by large international 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 depends on conditions in one coun-
try, 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 [l]to increase in amount,
size, or degree; 2 [T] if you grow a business activity, you make it bigger

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 considered as an industry
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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, in-
cluding recruitment, salary systems etc

human rights n [plural] the basic rights that people have to be treated
fairly and equally, especially by their government

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' [‘1mpo:t] n [C] a product that is bought from another country

import? [1Im’p>:t] v [I,T] to buy products from other countries

incentive n [C] something which is used to encourage people,
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 particular period;
2 the profit made by a company within a particular period

industrial adj 1 involving industry, or of a type used in industry; 2 in-
dustrial areas, countries etc have many different companies and industries

industrialist n [C] a powerful businessman or businesswoman

industry n 1 [U] the production of basic materials or finished goods; 2
[U] all the people and organizations that 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, communi-
cations, and power supplies; 2 the basic systems and equipment needed for
an industry or business to operate successfully or for an activity to happen

innovate v [I] to design and develop new and better products; innova-
tor n [C]

innovation n 1 [C] a new idea, method, or invention; 2 [U] the in-
troduction of new ideas or methods

innovative adj 1 an innovative product, method, process etc is new,
different, and better than those that existed before; 2 using clever new ideas
and methods - innovatively 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 accident, cause harm to others etc
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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 account there; 2 [U] the interest rate at which a par-
ticular 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 [1n’t3:prita] 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]

invoice n [C] a document sent by a supplier to a customer showing
how much they owe for particular goods or services

issue [‘1fu:], [‘1sju:] n [C] 1 something that must be discussed,
decided etc; 2 a magazine or newspaper appearing on a particular date

join v [I,TTif you join a company, you start working for it

jointventure 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 [I15:nt{] 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 or 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 particu-
lar time or in a particular place; 2 all the people or jobs within an organiza-
tion, industry etc that have similar importance and responsibility

levelel? v levelled, levelling BrE leveled, leveling AmE level off / out phrv
[I] to stop climbing or growing and become steady or continue at a fixed level

liability n 1 [singular] an amount of money owed by a business to a
supplier, lender, or other creditor; 2 liabilities [plural] the amounts of money
owed by a business considered 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 payment of debts
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licensing agreement n [C] an arrangement where one company
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 existence
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 com-
pany 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 return or interest
until the money is repaid

logo n [C] a design or way of writing its name that a company or
organization uses as its official sign on its products, 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 contract 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
particular 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 controlling 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

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] - manu-
facturing n [U]
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market' n [C] all the people and organizations involved in the activity
of buying and selling particular goods or services

market? v [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 experi-
enced people to help them in their work

merchandise n [U] goods that are produced in order to be sold, espe-
cially goods that are sold in a store

merge v [|,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, organizations
etc join together to form a larger company etc

model n [C] 1 a particular type or design of a vehicle or machine; 2 a
simple description or structure that is used to help people understand
similar systems or structures

morale [ma’ra:l] n [U] the level of confidence and positive feelings
among a group of people who work together

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 something without
needing to be told or forced to do it; 2 [C] the reason why you want to do
something

multinational [ malti’naf(3)n(3)I] n [C] a large company that has of-
fices, factories and business activities in many different 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

238



niche [n1f] 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 hadin 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; over-
worked adj

parent company [‘pear(a)nt] n [C] a company that owns more than
half the shares in another. The other company is its subsidiary

partner n [C] 1 a company that works with another company in a
particular activity, or invests in the same activity; 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 partnerships 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 employees in a
particular company including bonuses, overtime etc

pharmaceuticals n [plural] medicines, and the industry that produces
them - pharmaceutical adj

phase' n [C] a particular stage or period in doing something

phase? v [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 sections, 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
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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 priva-
tizes a company that it owns, it sells it to investors - privatization
[,praivitar’zeif(s)n] n[C,U]

promote v [I,T] 1 to help something develop and grow; 2 to give
someone a more important job or rank in an organization; 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 promotion advertisements, free gifts
and other activities intended 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

public sector n [singular] all the companies and business activities
owned and controlled by the government of a particular country, consid-
ered 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 business
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 [‘reka:d] 1 [C] the past performance of a person, organiza-
tion etc; 2 records [plural] the history of a particular activity, organization etc

record? adj [only before a noun] involving the best level, performance
etcin a particular activity

record® v [r1’ko:d] 1 set down in writing or some other permanent
form for later reference; 2 convert (sound or a performance) into a perma-
nent form on tape, disc, etc. for subsequent reproduction or broadcast

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
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recruitment n 1 [U] the process or the business of recruiting new
people; 2 [C] an occasion when someone is recruited

redundancy [r1’dAandan(t)s1] n especially BrE [C,U] when someone
loses their job in a company because the job is no longer needed

redundant [r1’dAandant] adj especially BrE if you are redundant or
made redundant, your employer no longer has a job for you

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 [|,T]if a company or workers relocate or are relocated, 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 something such
as oil, land, or natural energy that exists in a country and can be used to
increase its wealth; 2 resources [plural] all the money, property, skill, labour
etc that a company, country etc has available

restructure v [I,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 someone’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 everyone 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

rise' v past tense rose past participle risen [l]to 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 process 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 example 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 industries 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 customers that share similar
characteristics, such as age, income, interests, social class etc; 3 also market
segment 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 percentage of the total sales

shareholder n[C] a person or organization that owns shares ina company

shareholder value n [U] the idea that companies should produce the
best possible profit for their shareholders, 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 because 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 relating to tech-
nology that does things in an efficient way
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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 considered 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 especially BrE a sup-
ply 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 invento-
ries in American English; 4 a supply of goods, kept for sale by a shop or other
retailer. Stocks of goods are usually 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 develop; 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

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 cannot 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 organization to
make something cheaper to buy, use, or produce

supply v [T] to sell and provide goods or services — supplier n [C]

survey [‘s3:ve1] n[C] 1 a set of questions given to a group of people to
find out their opinions; 2 the information obtained by analyzing the answers
to these questions
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tactic n [C usually plural] a method that you use to achieve something

takeover n [C] an occasion when a person or company obtains control
of another company by buying more than half of its shares

talent n [C,U] a natural skill or ability

target' n [C] 1 an organization, industry, country etc that is deliberately
chosen to have something done to it; 2 a result 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 particular
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 frequently, 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 particular situation is changing or
developing

trade’n 1 [U] buying and selling goods and services, especially between
countries — see also balance of trade; 2 [C] a particular business activity

trade? v [ET] 1 to buy and sell goods and services, especially between
countries; 2 to buy and sell shares etc on a financial 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 employ-
ers. 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 work-
place, 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
organization 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 unemploy-
ment rate the number of people in a particular area, country etc who do
not have a job
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union n [C] 1 a group of people, countries etc who work together for a
particular aim; 2 a trade union or labor union

unskilled adj without training in the skills needed in particular jobs

update n [C] information that tells you what has happened recently in
a particular activity, situation etc

vacancy n [C] a job that is available

virtual adj involving something that gives you the experience 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 messages for
people by telephone, or the messages themselves

volunteer [ valan’t1a] 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, subject 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:ka’hal1k] 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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