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3aI[aHI/I$I U MECTOAUYCCKUEC yKa3aHI/ISI K BBIITOJIHCHHUIO KOHTpOHBHOﬁ pa60T1>1 COCTAaBJICHBI B COOT-
BETCTBHH C paboyeil mporpaMMoi TUCHUIUIMHBL. B X0/1€ n3ydeHus: TMCIUIUIMHBI «J|eT0BOM aHTIMIUCKUN
SI3BIK)» CTABSITCS CIEAYIOIINE 3a0aUu:
- COBEpIICHCTBOBAHUE MMOTYYEHHBIX HABBIKOB M YMEHUM BO BCEX BHJIaX PEUCBOM JEATEIHLHOCTH;
- (opmMupoBaHUE HABBIKOB U YMEHU CAMOCTOSITENILHON paOOThI U IPUMEHEHUS UX Ha TIPAKTHKE.

BoinosiHeHHe KOHTPOJIbHBIX 33/IaHUI U 0(hopMJIeHHE
KOHTPOJILHBIX padoT

o KouTponbHble 3ajaHus 110 aHIVIMKCKOMY SI3bIKY MPEACTaBIICHBI B IATH Bapuantax. Homep Bapu-
aHTa cjenyeT BIOMpPaTh B COOTBETCTBUH C MEPBOM OyKBOI (paMUINU CTyACHTA.

Havanpnas 6ykBa pamunuu cTygeHra Ne BapuanTa
A,b,B, T, ]| 1
E, XK 3, U, K 2
J,M,H, O, I, P 3
C, TV, D X, 1] 4
Y, 11, 11, 5, 1O, A 5
o KonTponbHble 3a1aHusI BHIOTHAIOTCA HA KoMIbioTepe. Ha TutynsHOoM nucte (cM. [punoxenue)

yKa3bIBaeTcs (aMuinsi MarucTpaHTa, HOMEP TPYIIIbl, HOMEP KOHTPOJIbHOU paboThl. B koHIle paboThI
JIOJKHA OBITH IMOCTABJIEHA MOJMKUCH CTYACHTA U J1aTa BHITIOJIHCHUS 3aaHusl.

. BeinonHeHHyI0 KOHTPOJIbHYIO paboTy HEOOXOIUMO CIaTh MPENoiaBaTelto s IPOBEPKHU U pe-
LIEH3UPOBAHUS B YyCTAHOBJICHHBIE CPOKHU.
. Ecnu xoHTpoOnbHas paboTa BBIIOJIHEHA 0€3 COOMIOACHUS U3JI0KEHHBIX BBIIIE TPeOOBAaHUH, OHA

BO3BpAIIlAETCs CTYEHTY 0€3 IPOBEPKHU.
BbinosiHeHne padoThI HAl OIIMOKAMM

[Ipu nonmy4yeHnn NpoOBEPEHHON KOHTPOJIBHOM paboThl HEOOXOAUMO MTPOAHATIUZUPOBATH OTMEUYEH-
Hble OIIMOKM U emle pa3 mpopaboTaTh yueOHBIH Marepuas. Bce 3amaHus, B KOTOPHIX ObUIM CHETIaHbI
OLIMOKY WUJTM JOTYILIEHbl HETOYHOCTH, CIEAYET €Ile Pa3 BHIIOJHUTH B KOHIIE JAHHON KOHTPOJIBHOMU pa-
601bl. KOHTpOSIBHBIE pabOTHI SABISAIOTCS YU€OHBIMH JOKYMEHTAMH, KOTOPbIe HE00X0AUMO COXPaHsATh. Bo
BpEMs 3a4€Ta YUUTHIBAIOTCS PE3YJIbTaThl BBINOJIHEHNUS KOHTPOIBHON PaOOTHI.

Ilepeuenv npumepnvix mem KOHMPOIbHBIX PAOOM 0151 MEKYUuse20 KOHMpOJil.
KonTtpoabHnas padora
Bapmuanr 1.

|. IIpounTaiiTe U YCTHO NepeBeMTe HA PYCCKMIA A3BIK Bech TekcT. [lepeBenTe nucbMeHHO NMePBbIii
a03au.

Retaining Good Staff

An organization’s capacity to identify, attract and retain high-quality, high performing people
who can develop winning strategies has become decisive in competitive advantage. High performers are
easier to define than to find. They are people with limitless energy and enthusiasm. They are full of ideas
and get things done quickly and effectively. They inspire others through the force of their example. Such
people can push their organizations to great heights. However high performers generally leave because



organizations do not know how to keep them. Money remains an important motivator but organizations
should not imagine that it is the only one that matters. In practice, high performers take for granted that
they will get a good financial package. They seek motivation from other sources.

High performers are very keen to develop their skills and their curriculum vitae. Offering time
for regeneration is another crucial way for organizations to retain high performers. Work needs to be
varied and time should be available for creative thinking and mastering new skills. They do not want to
feel that success they are winning for the organization is lost because of the inefficiency of others or by
weaknesses in support areas. Above all, high performers — especially if they are young — want to feel that
the organization they work for regards them as special. If they find that it is not interested in them as
people but only as high performing commaodities, their loyalty is minimal. On the other hand, if an organ-
ization does invest in its people, it is much more likely to win loyalty from them and create a community
of talent and high performance that will worry competitors.

Il. Onpenenure , ABJASAIOTCS JIM YTBEePKICHHUS:

a) HCTUHHBIMHU

b) J0:kHBIMU

C) B TEKCTe HeT HHpopMaIUU

1) Work doesn’t need to be varied.

2) High performers are very keen to develop their skills.

3) High performers are very ambitious people.

Buecute Bamu oTBeTHI B TA0AMILY

1. 2. 3.

I11. HaiiguTe NekcnyecKue IKBUBAJEHTHI K BHIPAKEHUAM U3 TEKCTA.
IlepeBeaure cji0Ba M BbIPA’KEHHUS U3 NEPBOI0 CTOJOMKA HA PYCCKUH SI3BIK.
Buecute Bamm oTBeTHI B TA0/IMILY.

1. to be keen on smth a) a strong feeling of interest and enjoyment
. about something and eagerness to be involved
2. enthusiasm in it

3. high performers b) creative people

4. loyalty c) the quality of remaining faithful to princi-
L ples, country etc
5. organization

6. motivation d) to like smth
e) eagerness and willingness to do something

7. to take for granted without needing to be told or forced to do it

8. regeneration f) an ability to do something well, especially

because you have learned and practised it




9. skill
g) a group such as a business that has been
10. competitor formed for a particular purpose

h) a person, team, company etc that is compet-
ing with another

i) making something develop and grow strong

j) to value someone or something too lightly

V. Ol'lpe}le.]'ll/lTe OCHOBHYIO HI€I0 TEKCTA.

a) Winning success
b) Identifying high performers
c) Motivating high-calibre staff

V. Pacnonoxure ¢pa3bl auajnora B NPaBWIbLHON MOC/eI0BATEJIbHOCTH (coequHuTe HUGPHLI U
OykBbl). BHecute Bamm orBersl B Tadmny. Ilepennimure 1uanor B IpaBUWJILHOM NOPSIKe.

a) Could I have two telephones?

b) Ok. What would you like to order?

c) Sure. It’s one hundred fifty dollars.

d) Good morning. Spyline Products. Sales.

e) Hello, I’d like to place an order, please.

V1. Pacnosioskure 4acTH 1€J10BOI0 NUCbMa B IPABWJILHOM NOPs/iKe (coeMHUTe OYKBBI U LM (PPHI).
Buecure orBernl B Ta0mny. Ilepennmmre nucbMo B NPpaBHJILHOM IOCIECA0BATEIbHOCTH.

a) Dear Mr. Fountain
b) 6 Lakeside Road

UK
5% March
Customer number: AF2789



c) |am writing to complain about the computer that 1 bought from your
company last week. I am unhappy with the computer. I’d like you to send
one of your technicians to my house as soon as possible to fix it. | hope to hear from you in the
near future, and can be contacted at any time on the mobile number above.
d) Mr. Fountain
Springbourne Technologies
Unit 7, Riverside Business Park
Wilham
e) Yours sincerely

Chris Brown

Bapuanr 2.

|. [IpouuTaiiTe M yCTHO NepeBeAUTe HA PYCCKUI A3bIK Bech TeKcT. [lepeBeguTe niucbMeHHO NMepPBbIi
a03an.

Job Ads

Checking out job advertisements is popular with executives worldwide. But though the activity is
universal, is the same true of the advertisements? Are executive positions in different countries advertised
in the same way? First, what UK job seekers consider an essential piece of information what the post pays
— is absent from French and German adverts. Most British advertisements mention not only salary, but
also other material incentives including a car and fringe benefits. French or German advertisements rarely
refer to these. The attention given to rewards in the UK indicates the importance of the job and its respon-
sibility. In France and Germany, that information is given by the level of experience and qualifications
demanded. Salary can be assumed to correspond with this.

If French and German adverts are vague about material rewards, they are precise about qualifica-
tions. They usually demand ‘a degree in..”, not simply ‘a degree’. In Germany, for example, a technical
director for a machine tool company will be expected to have a degree in Mechanical Engineering.

French advertisements go further. They may specify not just the type of degree, but sometimes a
particular set of institutions.

All this contrasts with the vague call for ‘graduates’ which is found in the UK. British companies
often give the impression that they have a particular type of applicant in mind, but are not sure about the

supply and will consider others. Their wording suggests hope and uncertainty.



In the UK qualifications beyond degree level make employers nervous, but in France or Germany

it is difficult to be ‘overqualified’.

Il. Onpenenure, IBJSIIOTCS JIM YTBePKICHUS:

a) HCTUHHBIMH
b) noxkHBIMEI
C) B TeKcTe HeT HHopManun

1. Job advertisements are the same in different countries.
2. Job advertisements differ in three European countries.

3. Job advertisements differ in Europe and the US.

Buecure Bamu orBeTsl B TA0JAMIY
1. 2. 3.

I11. HaiiguTe TeKcHYeCKHe SKBUBAJEHTHI K BHIPAsKeHHSIM M3 TEKCTA.
IlepeBenuTe cj10Ba U BHIPAKEHUsI U3 MEPBOI0 CTOJOHUKA HA PYCCKUI SI3BIK.
Buecure Bamm orBeTsl B TA0/1HILY.

a. an additional advantage given

1. Job advertisement with a job besides wages

b. Smth that encourages you to

2. executive
work harder

c. set of information about a job
that is available

d. amanager in a company who

4.  salary helps to make important deci-
sions

e. someone who has completed a
university degree training

f. diploma that qualifies a person
to do or be smth

3. job seeker

5. incentive

6.  fringe benefit

g. aperson, company or organi-

7.  experience .
P zation that employs people

h. someone who is trying to find

8.  qualification ajob




i. knowledge or skill that you
gain from doing a job
J. money that you receive as pay-
10. employer ment from the organization
you work for

9. graduate

Buecute Bamm orBeTHI B TA0IHILY
1. 2. 3. 4. o. 6. 7. 8. 0. 10.

1V. Onpenenure 0CHOBHYIO H/I€I0 TEKCTA.

1. Job advertisements are the same in different countries.
2. Job advertisements differ in three European countries.

3. Job advertisements differ in Europe and the US.

V. Pacnojoxure (pasbl auajgora B NpaBHJIbHOWH Mocjae10BaTebHOCTH (coequHuTe HUQPPHLI U
OykBbl). BuecuTe Bammu orBersl B Tabauiy. Ilepenuinure Auajior B npaBujiLHOM MOPSIKe.

a) Thanks very much.

b) Is there someone | can speak to about applying for the course?

c) Hello, is Martha there?

d) ’m sorry she’s in a meeting.

e) I'll transfer you to Silva.

V1. PacnosioskuTe 4acTH 1€J10BOI0 NUCbMa B IPABWJILHOM NOpPs/iKe (coeMHUTe OYKBBI U LM (PPHI).
BHecuTe oTBETHI B Taﬁ.]'ll/llly. HepennmuTe InUCbLMO B npaBn.m,ﬂoﬁ mocjieA0BaTe/JIbHOCTHU.
a) Dear Mr. Smith
b) 25 Wellington Rd
London NW10 4PZ
United Kingdom
17 September, 2013

c) Bank of England,
Threadneedle St,
London, EC2R 8AH



d) As | explained to her on the phone, my account has in fact always been in credit.
She promised that she would look into the problem and get back to me.  However, | have
heard nothing from her since.

I hope that you will be able to help me as soon as possible.

e) Awaiting your reply.
Yours sincerely,

Andrew Bogart

) Following the recent telephone conversation that | had with Mrs. Adams, | am confirming the
complaint that | made to her concerning the £ 60 overdraft charge that your bank has mistakenly

debited from my account.

Bapuanr 3.

|. IlpounTaiiTe U YCTHO NepeBeAUTe HA PyccKkMii si3bIK Bech TeKcT. [lepeBeauTe nucbMeHHO mep-
BbIH a03a1l.

How to Make the Most of a Job Interview
If you’ve done your paperwork right, managed to arouse an employer’s interest and landed a job

interview, your real work is just beginning. It’s one thing to impress somebody on paper or over the
telephone, but it’s another thing to impress in the flesh. A job interview is a business appointment in
which everything counts in conveying a good impression. Experts will tell you that advance preparation
is the key to interview success. Before you go to a job interview, find out all you can about the company.
Depending on the results of your research, you are supposed to prepare an interview outfit that will make
you look your very best. In most places you are not expected to wear a Chanel suit, but even if you are
fresh from school don’t think that your favorite blue jeans, an oversized sweater and a T-shirt will be right
for projecting a businesslike image.

Many personnel managers will confess that they often turn candidates down for poor appearance;
however, your looks alone will not help you get a job unless you are well prepared for the interview. It
makes perfect sense to go through your resume once again and make sure you know the dates of important
events. Another thing you can do is go through your personal achievements to make up your mind what
you might want to present to an interviewer as an impressive argument in your favor. Before the interview,
give yourself a good rest, budget your time well, prepare everything you need in advance, so as not to
panic and get lost at last minute!



Every organization has its own culture and traditions, but there are some things to consider that
may help everyone.

You know that in many positions your lack of experience is a big disadvantage. You can also
compensate for your lack of experience with your qualifications, enthusiasm, ability to learn quickly, and
most of all your sense of responsibility.

It’s natural therefore that if you really want to get this job you must show yourself as a mature
individual who is not acting on impulse, but is quite serious about his/her choices. Fight for your place in
life: change negative into positive: you are young but you are strong and can learn fast.

1. Onpenenure, ABJISIIOTCA JTH YTBEPKIEHHS:

a) HCTUHHBIMH

b) J0xHBIMH

C) B TeKCTe HeT HHpopManuu

1. This is an interview for candidates who have done their paperwork successfully.
2. Many personnel managers often turn candidates down only for lack of experience.

3. Things like jeans and T-shirts are not suitable for a business office.

BaecuTe Bamu orBeTsl B TA0IMILY
1. 2. 3.

I11. HaiiauTe TeKcHYeCKHe SKBUBAJIEHTHI K BHIPAsKEHHSIM M3 TEKCTA.
IlepeBenuTe c10Ba U BHIPAKEHUSI U3 MEPBOI0 CTOJOMKA HA PYCCKU SI3BIK.
Buecure Bamm oTrBeThl B TA0/1M1LY.

1. to arouse an employer’s interest a) to get an invitation for a job

2. to land a job interview b) the way to succeed at an interview

3. to interview success c) to reject a candidate

4. to turn a candidate down d) not feeling confident or relaxed

5. to impress in the flesh e) to examine smth. very carefully

6. to convey a good impression f) to be like an adult person

7. to make up one’s mind g) to impress in person

8. to get lost h) to draw the interest of the employer
9. to go through 1) to make a good impression

10. a mature individual J) to decide




1V. Onpenenure 0CHOBHYIO H/I€I0 TEKCTA.
What counts in conveying a good impression during a job interview?

1. Advance preparation is the key to success.
2. Appearance does count.
3. Everything counts.

V. Pacnosioxkure ¢ppa3pl 1Ma10ra B IPABUJILHOI M0CJI€10BATEIbHOCTH (CoeMHNTE UMPPHI U OYKB).
Buecure Bamu orBersl B Tabsuny. [lepenummre 1uajor B IpaBuJIbHOM MOPSIAKeE.

a) Right. Good-bye.

b) Good morning. AIC Computing.

¢) No, thank you. I'll call later.

d) Sorry, sir. Mr. Roberts is not available. Is there any message?
e) Hello. May | speak to Mr. Roberts?

V1. Pacnosio:kure 4acTH 1€J10BOr0 NUCHMa B IPABWJILHOM NOPsIKe (coeMHUTE OYKBBI U LU (PPHI).
Buecute Bamm orBeTnhl B Ta0auny. Ilepenuinure nucbMo B NpaBUWJIbHOM MOC/I€10BATEIbHOCTH.

a) Dear Ms. Kaassen,

b) Ultrasonic Ltd.
Warwick House, Warwick St., London SW2 1JF
United Kingdom

c) Yours sincerely,
Kay Reynolds
Sales Manager

d) Bredgade 51
DK 1110
Copenhagen
Denmark

e) In relation to your order received today, we cannot supply the quantities you need at the moment. Please
confirm as soon as possible if a part-delivery would be acceptable, with the rest to follow later.

1. 2. 3. 4. S.

Bapmuanr 4.



|. IlpounTaiiTe M YCTHO NepeBeJUTEe HA PYCCKHIl A3BIK BeCh TEKCT.
IlepeBeauTe NUCHLMEHHO MEPBbIil ad3ail.

Different Cultures

In the Global Economy, it is more important than ever to know how they do things in other coun-
tries. Perhaps the key to a successful business trip is a genuine respect for other cultures. For the business
traveler, the famous saying is certainly true: “Think globally, act locally”. Timing is everything in busi-
ness. Western businesspeople, in particular, are obsessed with it — after all, “time is money”. But even in
Europe, attitudes to timekeeping can still be regarded as local customs. In Germany or Switzerland, you
should never arrive fifteen minutes late for a meeting, while in France, that is quite acceptable. If you
agree to meet your Italian colleague at 12 o’clock and they arrive half an hour late, they probably won’t
give you an excuse but will almost certainly have a great idea. And, as for the British, one cynical busi-
nessman has observed that they pretend to be German but, in fact, they would like to be Italian!

Cultures also view gifts very differently. In Anglo-Saxon countries, for example, businesspeople do
not expect to receive presents from visitors, and anything more expensive than a small corporate gift like
a pen could cause embarrassment. But in Asia, particularly in Japan and the Middle East, gifts have a
much greater importance in establishing a personal and business relationship. Even there, gifts do not
have to be very expensive, although they should be of a high quality.

But cultural stereotypes are rarely helpful when dealing with individuals. Nor all Americans are
pushy and loud; not all English people are reserved and formal. The same is true of any culture. There are
Italians who do not gesture and Japanese who never apologize. So, when you travel overseas, try to leave
behind all ideas based on jokes and movies. Keep an open mind and you will meet individuals far more
than cultural stereotypes.

Il. Onpenesnure, IBJAAIOTCS JIM YTBEPKIEHUS:

a) HCTUHHHBIMH

b) J0:kHBIMU

C) B TeKCTe HeT HHpopManuu

1. Giving and receiving gifts is an important part of business life in the Middle East.
2. You should always take an expensive gift when you visit an American company.

3. It’s embarrassing for Russian people to receive gifts.

Buecurte Bamu orBeTsl B TA0IMILY
1. 2. 3.

I11. HalizuTe Jlekcu4ecKkue IKBUBAJEHTHI K BbIPAKEHUAM U3 TEKCTA.
IlepeBenuTe cj10Ba U BHIPAKEHUsI U3 MEPBOI0 CTOJOUKA HA PYCCKUI SI3BIK.
Buecure Bamm oTBeTsl B TA0/IMILY.

1. cultural stereotypes a) world economy

2. to establish relationship b) to build human relations
3. of high quality c) ethnic traditions

4. global economy d) of superior grade




5. toapologize e) take a dim view of smth
6. agift f) to be sorry
7. acustom g) apresent
8. stay objective h) atradition
9. restrained i) keep an open mind
10. to give up all believes j) reserved
1 2 3 4 5 6 7 8 9 10

IV. Onpenenure OCHOBHYIO UJIEIO TEKCTA
1. Every country has its own culture, tradition and signs of difference.

2. Think globally, act locally.

3. When you do business abroad, it is important to give expensive gifts to businesspeople.

V. Pacnogoxure ¢pasbl auajgora B NpaBWILHOW IOC/Ie10BATEJIbHOCTH (coequHuTEe HUQPHLI U
OykBbl). BHecuTe Bamm orBersl B Ta01uny. Ilepenuimure Auajior B npaBuJIbLHOM NOPSAKeE.

a) Thank you very much. Bye!
b) Hold the line, please. .... I'm sorry, she’s in the meeting now. Can I take the message?

c¢) Thank you. I will give her the message.
d) Oh, hello. I’d like to speak to Alan, please

e) Good afternoon, Sales and marketing.

1. 2. 3. 4. S.

V1. Pacnosioskure 4acTH 1€J10BOI0 NUCbMa B IPABWJILHOM NOpPs/iKe (coenHUTe OYKBBI U LM (PPHI).
Buecure orBernl B Ta0mny. Ilepennmmre nucbMo B NPpaBHJILHOM IOCIECA0BATEILHOCTH.

a) Dear Mrs. Wilson,

b) Mrs. Wilson
JBD Bank
56 Cheapside
LONDON EC4Y 2WD

23 June 2013

c) 25 Wellington Road
LONDON NW10 4PZ

d) I look forward to hearing from you.



Yours sincerely,
James Smith

d) I have good personal skills, and I am very interested in banking. | am good at  communicating with
people. I am currently working part-time in a bookshop, so | have experience of dealing with customers
and handling money.

e) | am writing to apply for the job of customer advisor, as advertised on your website on 13, June.

Bapuanr S.

I. ITpounTaiiTe M YCTHO NlepeBeUTE HA PYCCKMI A3BIK Bechb TeKCT. [lepeBennTe nucbMeHHO NEepBbIi
a03am.

Recruitment

1. The process of finding people for particular jobs is recruitment or, especially in American English,
hiring. Someone who has been recruited is a recruit or, in American English, a hire. The company employs
or hires them; they join the company. A company may recruit employees directly or use outside recruiters,
recruitment agencies or employment agencies. Outside specialists called headhunters maybe called on to
headhunt people for very important jobs, persuading them to leave the organizations they already work
for. This process is called headhunting.

2. Applying for a job
Fred is a van driver, but he was fed up with long trips. He looked in the situations vacant pages of his
local newspapers, where a local supermarket was advertising for van drivers for a new delivery service.
He applied for the job by completing an application form and sending it in.
Harry is a building engineer. He saw a job in the appointments pages of one of the national papers. He
made an application, sending in his CV (curriculum vitae — the “story” of his working life) and a covering
letter explaining why he wanted the job and why he was the right person for it.

3. Selection procedures
Dagmar Schmidt is the head of recruitment at a German telecommunications company. She talks about
the selection process, the methods that the company uses to recruit people: “We advertise in national
newspapers. We look at the backgrounds of applicants: their experience of different jobs and their educa-
tional qualifications. We invite the most interesting candidates to a group discussion. Then we have indi-
vidual interviews with each candidate. After this, we shortlist three or four candidates. We check their
references by writing to their referees: previous employers or teachers that candidates have named in their
applications. If the references are OK, we ask the candidates to come back for more interviews. Finally,



we offer the job to someone, and if they turn it down we have to think again. If they accept it, we hire

them. We only appoint someone if we find the right person.”

I1. Onpenesnure, ABJIsIETCS JIU YTBEP:KIeHHE:
a) MCTMHHBIM
b) 0KHBIM

C) B TeKcTe HeT HHpopMaLUHU

1. A company may recruit employees directly or use outside recruiters, recruitment agencies or employ-
ment agencies.

2. In life of any person there is a moment when he must take a very important decision — to find a job
which will bring satisfaction and money simultaneously.

3. Harry, a building engineer, found a job in the appointments pages of his local newspapers.

Buecute Bamu orBeThl B TA0AMIY
1. 2. 3.

I11. HaiinuTe NekcnyecKue SKBUBAJEHTHI K BHIPAKEHUSIM U3 TEKCTA.
IlepeBeauTe cJI0BA U BHIPAKEHHUS U3 NIEPBOr0 CTOJI0MKA HA PYCCKUH A3BIK.
Buecute Bammu orBeTHI B TA0/IM1LY.

1) company a) a person who is applying for a position

2) to hire b) a number of persons united for business or
commerce

3) qualification c) activities that people do for themselves or for

other people to satisfy their wants

4) to appoint d) to employ someone

5) CV (curriculum vitae) e) the process of choosing one person or thing
from a group

6) applicant f) a document that gives details of a person's ex-
perience and qualifications

7) selection g) an examination passed at school or university

8) recruitment h) to name or assign to a position

9) covering letter i) the process of finding people for particular
jobs

10) services J) a letter written to en employer in response to

a job advertisement

1. 2. 3. 4. 5. 6. 7. 8. 9. 10.




IV. Onpenenure OCHOBHYIO HJIEIO TEKCTA

a) Individual interviews with applicants
b) The process of finding people for particular jobs
c) Advertising for vacancies

V. Pacnogoxure (passbl auajora B NPpaBWIbHOWH MOC/IeI0BATEIbHOCTH (coequHuTe HUGPHLI U
OykBbl). BHecuTe Bamu orBeTsl B Ta0uiy. [lepenuimmre q1uajior B NpaBuJbHOM NOPSIAKeE.

Steve Marshal and Ben Long work for an engineering company. Steve has just returned from London,
where he was at the trade fair.

a) Hi, Steve. Excellent. We made some good contacts.

b) [ hope so. We’ve had some good news this week.

c) No, we didn’t get any contracts. But I’'m sure, we’ll get some soon.
d) Hello, Ben. How was the trade fair in London? Any contracts?

e) Contacts? I asked if you’d got some contracts.

V1. PacnosioskuTe 4acTH 1eJ10BOr0 NUCHMa B IPABWJILHOM NOps/iKe (coenHUTe OYKBBI U HU(PHI).
Buecure orBernl B Ta0snny. Ilepennmmre nucbMo B NPAaBHJILHOM MOCJIECA0BATEIBLHOCTH.

a) | am writing to apply for one of the positions as salesperson which you advertised in the Evening
Standard on May 23. | am particularly interested in working for a company which can provide me with
sales experience. | look forward to receiving your reply.

b) William Ketterling
Personal Manager

Yule and Campbell UK Ltd
Unity House

57 London Road

Reading RG6 1UH

C) 24 Belsize Gardens
London NW3

25 May

d) Yours sincerely,
Helen Wilcox



e) Dear Mr. Ketterling,

1.




