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IIpeauciaoBue

Ienp naHHOTO M3KAHUA — Pa3BUTIE KOMMYHUKATUBHBIX HABBIKOB
U YMEHMNIT B IelI0BOII cepe, a TaKKe pas3TMYHBIX BUJOB pedeBoil fes-
TETbHOCTI.

BKI104€eHbI TEKCTDI, 3a/laHNA U YIIPa>KHEHNA PA3AIMYHOTO XapaKTepa:
JIEKCUYECKMe, TPaMMaTUYeCcKyie, KOMMyHMKaTuBHbIe. IIpakTuky™m npep-
Ha3Ha4yeH JI/I Pa3BUTUSA M COBEPLIEHCTBOBAHMA HABBIKOB JI€I0BOI KOM-
MYHUKALIUM, YCTHOV U IMUCbMEHHON PEeYM CTY/IEHTOB.

Pab6ora c MaTepuamaMmu cOOpHMKaA IIPEAIIONaraeT He TOJTbKO pasBUTIE
HaBBIKOB YTEHN, IIEPEBOMA M aKTUBMU3ALINIO CJIOBAPHOTO 3aIiaca CTy/leH-
TOB, HO JIaeT XOPOIINIT MaTepyasl /s o0Cy>KIeHN, aHa/I3a M aHHOTUPO-
BaHNA Ha aHITIMIICKOM fA3bIKe. B TocoOum Takske mpefcTaBIeHbl TEKCTHI,
HaIlpaBJIeHHbIE Ha OTPA0OTKY IIOMCKOBOTO YTEHNU U MHTETPAINIO IPO-
(deccroHaIbHBIX 3HAHMIT B IIPOLIECC COBEPLICHCTBOBAHN A HABBIKOB BIa-
JEeHUA MHOCTPAHHBIM S3BIKOM.

HekoTopble ynpa>kHeHNA aKTyaIU3UPYIOT U Pa3BUBAIOT HABBIKM ITe-
peBoJia C PYCCKOTrO Ha MHOCTPAHHBIN A3BIK.

BoNBIINMHCTBO 3aJaHNUIl B IIOCOOMM IpeCTaB/IeHbl HAa AHIJIMIICKOM
A3BIKe, YTO IIOMOTAeT CO3/IaHNUIO SI3BIKOBOI 0OCTAaHOBKM Ha 3aHATUSX.



Unit 1

Introduction. Getting acquainted

Task 1. Introduce yourself, answer the following questions.

What is your name and surname?

Where are you from?

Where do you live?

What is your job connected with? What are your duties?
What are your hobbies and interests?

Task 2. Read the dialogue to find information to complete the
table below.

1. The topic of the dialogue is........................
2. The conversation takes place in (location)...........c..c.......

3. It happens in (city)............ , (Country) c.oooeeveinenienininnen...
Person A Person B
Name
Age
Occupation

1. 2.

— Hi! My name is Nick. — Hi there! What’s up?
I'm from the United States. — Hi! Everything’s fine. Have

— Hi, Nick! I'm Maria. we met before?

—Pleased to meet you, Maria!| -Idon’t think so. 'm Adam.

— Nick, what are you doing |And what’s your name?
in Tiraspol? —I'm Jenny, nice to meet you.

—I have just moved to Tiras- Do you often come to this cafe,
pol and I am available to teach |Jenny?
English.




— Oh, great! Although I'm 18,
my English is not very strong.
Maybe you can help me to im-
prove my skills?

— Of course, I like that idea.
Could I take your phone number?

— My telephone number
is 555-44-33. I will wait for your
call.

—It’s time for me to leave but
I hope to meet you again.

— Me too!

—— Yes, this is my favorite place.
And you?

— I come here every Wednesday.
I just moved here two months ago
when I turned 30.

—How do you like London?

- It’s great, thank you. Sorry,
I have to go now. See you.

— Have a nice evening!

3.

—Hey! I'm an exchange
student here. My name is Kate.
And what’s your name?

— Hi! 'm Janis. Can I help
you?

— Actually, yes, I'm looking
for a lecture-hall N4.

— Are you in professor Dan-
nenberg’s class?

— I think so.

— Great, me too. I'll show you
the way. Where are you from?

—I'm from Russia.

— And when did you arrive?

— Just two days ago.
I didn’t even have time to ex-
plore the city a little bit.

Your English is very good.
Have you been to England
before?

— Thank you. No, this is my
first time.

— Hope you’ll enjoy your
stay!

4.

— Hello! I'm Vladimir. What
is your name?

—I'm Omar. Nice to meet you.

— Nice to meet you too. Where
are you from?

—I'm from Egypt but I have
been living in the United States for
4 years. What about you?

—I'm from Russia. I've never
been to the United States before.

—It’s really nice here. I like the
States much more than Egypt.
There are more career opportuni-
ties in America, for example.

—Isee. And what do you
do here?

—I'm a surgeon. I graduated
from University of Texas last year
and now assist in hospital.

— That’s impressive!

— And what do you do?

—I'm a journalist. I attend a con-
ference on Human Rights here.

— Interesting! Sorry I have to go
now. Good luck on your confer-
ence. Bye!

— Bye! Have a nice day!




Task 3. Take a look at the visit card and answer the following
questions:

BIG BEE
Real estate agency.
JOHN G. SMITH
Financial director

9 North Road, Brighton, BN1 5JF, England
Phone: (0273) 543359 Fax: (0273) 559364

1. Whose card is this? 2. What is he? 3. What company is he from?
4. What city is he from? 5. What is his telephone number? 6. What is the
address of his company?

Make a visit card for yourself. Please keep in mind that the address
is written in reverse order in English-speaking countries. The name of the
street is indicated in the nominative case (Example: Repin Street, Lenin
Street).

Task 4. Describe the picture.

¥

Task 5. Answer the following questions.

1. What place are you from? 2. Are you married or not? 3. How many
are you in the family? 4. How old are you? 5. Who is the eldest in your
family? 6. What is your occupation? 7. What subjects do you study? 8. Do
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you play the piano? 9. What languages do you know? 10. How well do you
know French and German? 11. How many children do you have? 12. What
colour is your hair? 13. What colour are your eyes? 14. What are you fond
of? 15. How many friends do you have? 16. What kind of sport do you go in
for? 17. What do you usually do in the evening? 18. Do you have a pet?

Task 6. Read the text and answer questions on it. Retell the text.

THE HOUSE

Mr. and Mrs. Smith have one son and one daughter. The son’s name
is John. The daughter’s name is Sarah. The Smiths live in a house. They
have a living room. They watch TV in the living room. The father cooks
food in the kitchen. They eat in the dining room. The house has two bed-
rooms. They sleep in the bedrooms. They keep their clothes in the closet.
There is one bathroom. They brush their teeth in the bathroom.

The house has a garden. John and Sarah play in the garden. They have
a dog. John and Sarah like to play with the dog.

Questions: 1. How many children do the Smiths have? 2. How
many sons do the Smiths have? 3. Do the Smiths have any daughters?
4. What is their son’s name? 5. Is their daughter’s name Ann or Sarah?
6. Do the Smiths live in a flat? 7. What do they usually do in their living
room? 8. Does the father ever cook? 9. Do they usually eat in their kitchen?
10. How many bedrooms are there in the Smith’s house? 11. What do they
use their closet for? 12. How many bathrooms do they possess? 13. Is there
a garden by the house? 14. Who can play in the garden? 15. Do the Smiths
have any pets?

Task 7. Study topical vocabulary:

Nice to meet you/ Nice to see you

Paz 3HaKOMCTBY € Bamu!

Welcome!

Jlo6po 1moskamoBaTh!

Let me introduce myself.

PaspemuTe npeAcTaBUTHCA.

I am pleased to meet you.

OueHb paZi BCTPETUTHCA C
BaMu!

Meet my friend, Ms. Hughes!

[To3nakoMbTeCh ¢ Moeii
o pyroi, Mucc Xpio3.

I think we’ve already met.

[Tonarato, MBI BCTpe4aInch
paHee.

I've heard so much about you.

S HacawImIaH O Bac.
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Is it your first time in Tiraspol?

Bel Biepseie B Tupacmnose?

You work in sociology, right?

BbI paGoTaeTe B chepe
COI[MOJIOTUH, BEPHO?

How do you like it here?

U kak BaM 3/1eCb HpaBUTCA?

How long have you been here?

Kaxk goro BHI 37ieCh
HaxoauTech?

I'm sorry, I didn’t catch your
name

[IpocTuTe, A He paccabllIall,
KaK Bac 30BYT.

What do you do? / What are
you?

Yem Brl 3aHMMaeTech
(rme paboTaeTe, Kakasl y Bac
npodeccus)?

Where are you from / Where do
you come from?

OTtkyza Bel pogom?

Could I take your email address?

Brl He MoIIY OBI JATh MHE
CBOM 2JIEKTPOHHBIN azipec?

Task 8. Study the following abbreviations, make up sentences

with them.

'Emplnu- .

Someone who is paid

Waoarkar
someons who does




:‘\WOrk & Employment Vocabulary
application . 4’/

A letter or form with details 6F-your qualifications, skills, experience, ... sent
to a firm or company when requesting to be considered for a job or position

50
background
A person's education, qualifications and/or work experience

bonus

Money added to someone’s wages, especially as a reward for good work
=

employee = ﬁm
Someone who is paid to work for someone else |

Lo
trainee f’&
A person who is practising the skills of a particular job or profession

)
ERLIE
Employ someone u

interview .‘-

An oral examination of a candidate for a job ‘

hire

make redundant
Dismiss because of not being needed

nofice

Advance warning of intention to resign @ __

overtime

Work more than the number of hours required by contract @ ESLBUEE

10



Unit 2

People in business

Task 1. Review useful phrases on the topic “Meeting someone for
the first time”

1. Introducing yourself

Let me introduce myself. My name’s ... How do you do?
Pleased to meet you.

Hello. I’'m ... Nice to meet you.

2. Introducing another person

Let me introduce you to ... How do you do? or Nice / Pleased to meet
you.

This is my colleague ...

Nice to meet you. Nice to meet you too.

3. Other questions

Where are you from? I'm from ... (butIworkin...)

What do you do? I'm a ... What about you?

Who do you work for? I work for ... And you?

Task 2. Describe people on the pictures.

~

v WY

Sally Kent Simon Alessandra Akiko
Hastings Boni Takajima
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Task 3. Sally Kent is the editor of Business Monthly magazine.
She introduces Simon Hastings to two other people. Read the dia-
logue and fill in the gaps in the table below.

A: Alessandra, let me introduce you to my colleague, Simon Has-
tings.

B: How do you do? Pleased to meet you.

C: How do you do?

B: Do you work here, Alessandra?

C: No, I work for SAP. I'm a consultant. This is my colleague Akiko
Takajima.

D: Nice to meet you.

B: Nice to meet you too, Akiko. Where are you from?

D: I'm from Osaka. In Japan.

B: Where do you work?

D: Iwork for SAP in Frankfurt. I'm a software engineer. And you?

B: I'm a journalist. [ work here at Business Monthly. Sally’s my boss.

Sally?ent Simon gastings Alessancfra Boni | Akiko "l]")akajima
American | British ~ |...... Italian........3 | ccccvevivriinenn 6
editor ST H T o RO
Business 2 [ SAP........5] ccceiiiinin 8
Monthly

Task 4. Piet Smout works for a company which finds jobs for Eng-
lish-speaking people who want to work in other countries. Read
the first part of an interview with him, and answer the questions.

A: Where do you send people? All over the world?

B: No, not exactly. Most of our contacts are in Europe, particularly
southern Europe. But were also now developing an activity in South-east
Asia, particularly in Japan, Thailand, and China.

A: And do you specialize in particular types of jobs?

B: No, we don’t. You see, we always work with big companies, who
need new staff in many different areas. So we recruit computer technicians,

12



teachers, construction workers, project managers, engineers. We've even
recruited a personal bodyguard for the President of a European company.

A: That’s quite a range. Now, tell me about the work you do.

B: Well, like all the consultants in my firm, I specialize in one particu-
lar country. I'm working in Thailand at the moment, one of our new mar-
kets. I go there regularly, visit companies, and listen to their needs. I spend
at least three days in each company - that’s an important point.

A: Why’s that?

B: Because we provide a very personalized service. We have to know
the company well, and the person who’s going to work there. We don’t want
to recruit someone for Thailand who then leaves after two weeks because
he’s not happy.

1. In which parts of the world does the company find jobs?

2. What kind of jobs does it find? Give three examples.

3. What does Piet Smout’s job consist of?

4. Why is it important to spend a long time in each company?

Task 5. Now read the second part of the interview, and complete
the table.

A: I can see you enjoy your job.

B: Yes, very much. I really enjoy learning about new cultures, when
I visit companies abroad. I also really like interviewing people for jobs,
particularly younger people.

A: Why’s that?

B: Because younger people are generally very interested in the country,
not only the job, and that’s very important.

A: Mm. What about the travelling?

B: Well, I love visiting new countries, but I don’t really like taking the
plane.

A: You don’t like flying. Isn’t that rather difficult for someone who
works in Thailand?

B: Yes, a little.

A: Is there anything else you don’t like?

B: Yes, I hate telling people we can’t help them. Sometimes we say
no because we feel a person doesn’t have the right personal qualities to work
in a certain country.

13



A: What qualities do you think are necessary for someone working
abroad?

B: I think there are three. First, they have to be adaptable, ready
to change their working habits and their living habits. Secondly, they have
to be sensitive people. That means they have to respect the culture of the
country they are in. Finally, it’s better if they are outgoing. Outgoing people
will make friends easily, and learn the local language more quickly.

What he likes about What he dislikes Necessary qualities
his job about his job for working abroad

Task 6. Read the article to learn more of the vocabulary on the
topic “Employment”.
WORK VS JOB: BYEM PA3HUIIA?

O6a cnoBa, u work, u job, o3HadawT «paboTa», 4€M MOTYT BBI3BATH
nytanuny. Work — monsarue 6onee obuiee u 03HavaeT JeATETbHOCTD
B 11e7I0OM. MBI MICIIO/Ib3yeM C10BO Work 11 Kak HeMCYuciseMoe CyIecTBI-
Te/pHOE, 1 Kak rmaron. Hanpumep: I work at/for Google. - £ pa6oraro
B KommaHuu Google. / f paboraio Ha kommanmio Google. I work as a book-
keeper. — I paborato 6yxrantepom. I start work at 10 a.m. — I HaunHao
pabounit fenpb B 10 gacos yTpa. I have loads of work today. - ¥ mens ce-
TOJIHS MHOTO paboTBhL.

VcuncsieMoe cyliecTBUTeNbHOE job 03HavaeT mpodeccuio, pox fe-
arenbHocTH (profession / occupation), Ty paboTy, 3a KOTOPYIO MbI IIOTTY-
vaeM 3apiraty. Hanpumep: In the last couple of years, I've had four jobs. -
3a mocyegHMe Mapy 1eT y MeHsA 6bII0 YeTbipe paboTsl. I have a part-time
job. — V¥ MeHsA pab0oTa Ha HETIOTTHYIO CTaBKY.

CAREER LADDER: CJIOBA 11 ®PA3bI O KAPBEPE

B Hayajie pabOTBI HOBOMY COTPYZHMKY HYXXHO IPONTH HOATOTOBKY
uny TpeHMHT (job training), a mos)xe crenanucTy MOXXeT IIOHaL00UTh-
s TIepenoAroToBKa (retraining). IToce aToro coTpygHMK HasHaYaeTCsA
(to be placed) B otgen (department), mogpasnenenue (division) nau ¢punmn-
an (branch). Before you get down to work, you must undergo a mandatory
training. — Ilepen TeM Kak npuCTynuTh K pabore, BbI JOMKHBI IPOTH
06s13aTebHYI0 IOArOTOBKY. Kapbepa ckIafpiBaeTcs o-pasHOMY: COTPYA-
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HUK MOXeT ObITb IepeBefieH (transferred) B gpyroit otxen, 1160 mony4nTh
TIOBBIIIEH e B JO/DKHOCTH (promotion) 11 MOBbILIIEHNe 3apIUIaThl (pay rise /
pay raise). After a year or two he was promoted to head of department. -
Yepes rog-Ba paboThI OH MOTY4N/I IOBBIILICHNUE M BO3ITIABUI OTAE]L.

YOU'RE FIRED: CJIOBA 11 ®PA3bI Ob YBOJIBHEHNU

JHorzxa Bce uyeT He IO IVIAHY: paOOTHMK MOXeT OBITh MOHVDKeH (to be
demoted) nnu gaske coxpaies (to be laid off, to be made redundant). Work
hard, or else you will be demoted. — Paboraii kak cmenyer, nHade Te6s 110-
HU3AT. B aHITINIICKOM A3bIKE MHOTO CJIOB CO 3HAUeHMeM «YBONMUTb». Paccmo-
TpUM HofpobHee, YeM oy orTnyarotcs. To lay off — orcrpannts ot paboTe
007IBIIIOE YIC/IO COTPYRHMUKOB B CBA3Y C TAXKETBIM (DMTHAHCOBBIM ITOTIOXKe-
HYIeM, HallpyMep M3-3a KpM3Mca WM MafleHNs IPOfIa, a He I/IOXOi1 pa-
601l The company laid off 300 employees, 120 salaried and 180 hourly
workers. - Kommanns ysonnaa 300 cOTpyHUKOB, 13 HUX 120 mITaTHBIX
u 180 ¢ movacosoit omnaroit Tpyaa. Kak mpasuio, repmus to lay off or-
HOCUTCS K BpEMEHHOMY OTCTPaHEHMIO OT pabOThl: IPY yTy4IlIeHN] HOJI0-
KeHus1 PUPMBI COTPYFHIKOB MOTYT «B35Th» 006paTHO. Ec/it aTOro0 He 1po-
U30JIJIeT, CrennanucTa, koropslit 6601 laid off, ¢ 6onblueit 0x0TOI BO3BMYT
Ha HOBYIO paboTy, 4eM Toro, KTo 6b11 fired mnn dismissed.

To retrench — oTcTpaHKUTb OT PpabOTHI B CBA3M C peopraHM3alMeiL.
Horza peopMbI HAUMHAIOTCA C COKpAIleHNA pabOYNX YacoB, 3apIIyIaT,
a IOTOM PYKOBOJICTBY IIPMXOANTCS MPUOETHYTh K CTPYKTYPHBIM IIPe06-
pasoBaHMAM, BeLyLUM K COKpalieHuio pabounx Mect. The whole branch
was retrenched due to reorganization. — B cBsi3u ¢ peopranmsaiiueit mog
COKpallleHe IOMaJI Le/Iblil puinat.

To dismiss — yBonuTb B CBA3M C HEYJOBIETBOPUTEIBbHOI paboToit. Pas-
TOBOpPHBIE BapMaHTHI — to fire, to sack. [Toc/eqHMIT MCTIONB3YIOT B OCHOBHOM
B bpurannn. He spent days chatting in social networks and finally was fired. -
On CHJEN B COLCETAX THAMM HAIIPOJIET U1 B KOHII€ KOHIIOB 6I)UI yBOHeH.

Ecnu yenoBek HaXofuT cebe yydiiee MeCTO, OH MOXKET HAIIMCATb 3a-
sBneHne 06 ysonbHeHun (letter of resignation) u yBonurbcs (to resign,
to quit). She quit a month ago - it seemed that she’d found a better job. -
Omna yBo/MmmIach MecAIl Ha3aj — Ka3anoch, OHa HAIlI/Ia pabOTy MOTyY1IIe.

B KOHIIe KOHIIOB Ye/IOBeK JOCTHUTaeT IIEHCMOHHOTO Bo3pacTa (retire-
ment age) 1 BBIXOZUT Ha meHcuio (to retire). I admit it, I can’t wait to re-
tire. — IIpusHao, MHe He TEpPIIUTCA YITU Ha IIEHCUIO.

Vcrounnuk - llIkoma anrnmiickoro Asbika Skyeng: https://skyeng.ru/
articles/karernyj-vopros-daem-otvety/
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Unit 3

Applying for a job

Task 1. Look at this advertisement from a jobs website and answer
the questions.

1. What job is it for?

2. Is it well-paid?

3. Where will the person work?

4. What qualifications, experience, and personal qualities will the per-
son need?

5. If youre interested in the position, what do you have to do?

jobs @execnet.com

European Sales Director Salary: $90 — 110k + stock options

Ref: B112 Location: Lyon, France
Age range: 35 - 50
Qualifications: Qualified
doctor preferred
Degree in Business
Administration or similar

Good level in three European languages, including English

Are you ambitious, energetic and adaptable? Based in Philadel-
phia, we are a leading American manufacturer of medical equip-
ment. We are looking for someone with wide experience in the
medical or pharmaceutical industry to manage our new European
sales operation. You should have at least 10 years in the medical or
pharmaceutical industry, of which five years in management. Please
e-mail CV and covering letter to jobs@execnet.com.
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Task 2. Complete the word-building table with words from the
box below, as in the example. In the “person” column, you will
sometimes need two words, sometimes none.

employer |interview | interview | applicant | shortlist |employment
application | advertise | employee |advertiser| shortlist | advertise-

ment
interviewer| apply for | resigna- | resign | employ |interviewee
tion
Verb Noun Person
Interview interview interviewer / interviewee

Task 3. Which words in the list in task 2 would you use to complete
these sentences? Sometimes you will need to change the form.

1. We have received .................... for this job from 3,000 people.

2.Isawthe.................... for this post in the Sunday Times.

3. OK, I think we’ve said enough about Mr. Downing. Can you call the
next . O 4

4. When she was offered the new job, she sent a letter of ..............
to her old .. e

5. Were you .................... for the job? No, I didn’t even get a first

6. Nobody in the company .................... for the job, so they had
tO v .. the post in the newspaper.

7 HIS recent history of .. e . is very strange. He had six jobs
between 1990 and 2000, and he vevereerneen. from all of them.

Task 4. Luis Antonio de Oliveira is applying for the job advertised
in task 1. Read his letter of application below. In what ways is he a
good candidate for the post?

Dear Sir or Madam,

I am writing to apply for the post of European Sales Director adver-
tised on your “Execnet” website. I am 48 years old, Brazilian, with a medi-
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cal degree from the University of San Paolo (1982), and a Masters in Busi-
ness Administration from the University of Los Angeles (1988).

I joined my present company, AVRC Pharmaceuticals, in 1997. After
two years as Marketing Manager for South America, I moved to Madrid
to take up my present position as Regional Director for Southern Europe.

Before joining AVRC I was in charge of clinical trials for new drugs
at Medilab, where I spent five years. I also have four years’ experience as a
research scientist for new drugs. My professional experience also includes
four years as a doctor working for a medical charity in Peru, before leaving
to start my two-year MBA course.

Concerning my language ability, I am fluent in English and Spanish,
and I am currently following an intensive course in French. I am hard-
working, creative, and ambitious, and after a number of years with the
same company, I would appreciate the opportunity of a new challenge.

I look forward to hearing from you.
Yours faithfully,
Luis Antonio de Oliveira

Task 5. Luis Antonio de Oliveira meets an old friend at Madrid
airport. Read their conversation. How do they know each other?

A: Hey, Luis Antonio!

B: Bill Pitt. I don’t believe it! Bill, how are you?

A: Just fine. Youre looking good, Luis.

B: You too, Bill. It’s been a long time.

A: Yes, it has. When did we finish in LA?

B: In 1988. You went to Washington and I went back to Rio.

A: That’s right.

B: So what are you doing now, Bill?

A: Well, I'm a Project Director with Sun Microsystems in Silicon Val-
ley.

B: Sun Microsystems. That’s great! How long have you worked there?

A: Since 97.

B: And where do you live?

A: In San Francisco. We moved there in 1994.

B: And I guess you are married now.

A: Yes, with three beautiful children. Two sons and a daughter.

B: So, where did you meet your wife?
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A: Well, Luis, do you remember a girl on our MBA course in Los An-
geles? Her name was Melissa Norton. She always had the best grades.

B: Melissa Norton. Of course I remember.

A: Well, we got married in 1991.

B: Well, congratulations, Bill.

A: Thanks. What about you? Do you have a family now?

B: Well, it’s a long story. Do you have time for a drink before your
flight?

Task 6. What do we learn about Bill Pitt? Complete these notes.
Read again if necessary.

Present employer .................... SINC€ ...ceuvreernnnenne
Married to .....cooevveevi i SINCE cuiiiiii

First met his wife ....................

Livesin ..................... Moved therein ....................

Task 7. Describe the picture.

Y7o CAMUNOCE?

.

KOBEMALLUHA
CAOMAAACD..
-~

Task 8. Read the article to learn more of the vocabulary on the
topic “Applying for a job”.
Job search: ciioBa u ¢ppa3ssl o morcke paboOThI
Korpa genosex niet pa6ory (to look for a job / to seek employment),
OH IpocMaTpuBaeT 00bsBIeHNs padoTonareei (to look through the job
lists) n oTBevaer Ha HuX (to apply for a job). Haue Bcero Heo6x0oMMO 110-
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maThb pestoMme (to submit the resume / CV) u conpoBoguTepHOE MUCHMO
(cover letter). Yes, she is looking for a job and is applying everywhere. - [a,
OHa miIeT paboTy 1 MofaeT 3asaBKy Besie 1 Bcioxy. He applied for a junior
manager position a week ago. - Hepjemio Hasa/, OH OTK/IMKHYJICS Ha I1O-
3UIIMIO MTAfIIETO MeHe/Kepa.

Recruitment: csioBa u ¢ppa3ssl 0 Hailime Ha paboTy

[Tocne nonyveHus 3asABoK oT KaHAuUaToB (candidates’ applications),
paboronarens (employer) mpuriamaeT caMbIX NEPCIEKTUBHBIX U3 HUX
Ha cobecenoBannme (job interview), 6ecemyeT ¢ HUMM U COCTaBIIsIeT OKOHYA-
Te/IbHBII crincoK (shortlist). Beck mpouecc oT6opa Ha aHITIUMIICKOM Ha3bl-
BaeTcs shortlisting, a Ka>kKIblit KaHUAT MEYTALT MOMACTb B OKOHYATe/Ib-
HbII1 crincok (to be shortlisted), momyunTs mpepnoxenne paborst (get a job
offer) u crarb corpyguukom (employee) kommannn. Alex is lucky enough
to be shortlisted in a large IT company. — Ayekcy moBe3so — ero 3aHec/In
B OKOHYATE/IbHBIII CIIVMCOK KaHAUAATOB B KpyIHOit IT-kommanum.B utore
KOMIIaHUsI BeIOMpaeT KaHangata-mobexutens (successful candidate) u Ha-
HMMAeT ero Ha paboty (to hire, to recruit).As long as her interview was suc-
cessful, Natalie was hired. - ITockonbky cobecejoBaHue IPOLIIO YCIIEI-
Ho, HaTanu B3siiu Ha pabory.

Vcrounuk - Ixoma anrnuiickoro sspika Skyeng: https://skyeng.ru/
articles/karernyj-vopros-daem-otvety/



Unit 4

Job interview

Task 1. Study the CV (curriculum vitae) of another candidate for
the post of European Sales Director. Make a list of questions you
have to ask to complete the missing information in files A, B. e.g.
When was she born? Find answers to these questions.

File A.

CURRICULUM VITAE
Name: Andrea Paganini
Date of birth: ............c.ce..e.
Nationality: British / Italian
Marital status: Married

QUALIFICATIONS
1987  Obtained Degree in Pharmacology, University of London
1994  Obtained Diploma in Marketing Studies — London Institute
of Marketing
TP — year correspondence course)

PROFESSIONAL EXPERIENCE

19....-1989 University of London Hospital
Research scientist in Pharmacology unit

1989 — 1991 European Commission, Brussels
Participated in European Community Drug Deve-
lopment Programme, coordinating and financing
projects between hospitals and European phar-
maceutical companies
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1991 — 1998 AVRC Pharmaceuticals, Milan, Italy
As Head of Research (.....covvvvnnnene. years) I was
responsible for the development of a new range
of anti-depressant drugs. I often worked as Mar-
keting Manager for Italy (4 years).

1998 — present Pharmaline, Paris
Pharmaline sells pharmaceutical products over
the Internet. I joined the company as a product
consultant. Since .................... I have been Mar-
keting Manager for Europe.

LANGUAGES English / Italian (native speaker)
.................... (fluent)
INTERESTS Skiing, tennis, Modern European
literature, architecture
File B.
CURRICULUM VITAE

Name: Andrea Paganini
Date of birth: 15t June 1963
Nationality: .......cccccevveeuenee.
Marital status: Married

QUALIFICATIONS
1987  Obtained Degree in Pharmacology, University of London
19... Obtained Diploma in Marketing Studies — London Institute

of Marketing (2— year correspondence course)

PROFESSIONAL EXPERIENCE
1987 - 1989 University of London Hospital
Research scientist in Pharmacology unit

1989 — 1991 it
Participated in European Community Drug Devel-
opment Programme, coordinating and financing
projects between hospitals and European pharma-
ceutical companies

22



1991 - 1998 AVRC Pharmaceuticals, Milan, Italy
As Head of Research (3 years) I was responsible
for the development of a new range of anti-depres-
sant drugs. I then worked as Marketing Manager
forItaly (.................... years).

...... — now Pharmaline, Paris
Pharmaline sells pharmaceutical products
over the Internet. I joined the company
as a product consultant. Since 2000 I have been

.............................................. for Europe.

LANGUAGES English / Italian (native speaker)
French (fluent)

INTERESTS Skiing, tennis, Modern European

literature, architecture

Task 2. Match the definitions (a-f) with the vocabulary (1-6).

1. ...... ID a. ajob in a company, for example a mar-
2. .. a position keting manager or sales assistant

3. references b. ashort document that shows your experi-
4. ... to reschedule ence and qualifications

5. ... aCv c. letters from people who know you that
6. ...... reception describe your abilities

d. identification; a document with your
name, photo and other personal infor-
mation

e. the place in an office where visitors ar-
rive

f. to change the date or time of something

Task 3. Read an e-mail invitation to a job interview and translate
the text.

Text: An invitation to a job interview

To: Grace Yang

Date: 6 September
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Subject: Invitation to job interview

Dear Grace,

Thank you for your application for the position of sales manager.

We would like to invite you for an interview at 10 a.m. on Monday
21 September at our offices at The Shard, 32 London Bridge Street, London.

You will meet with our head of sales, Susan Park, and the interview
will last for about 45 minutes. During this time, you will have the oppor-
tunity to find out more about the position and learn more about our com-
pany.

Please bring your CV and references to the interview. You will also
need to show a form of ID at reception to receive a visitor’s pass. Please ask
for me as soon as you arrive.

If you have any questions or if you wish to reschedule, please call

me on 555-1234 or email me by 12 September.

I'look forward to meeting you.
Best regards, Anna Green
Human Resources Assistant

Task 4. Choose the best answer.

1. What job did Grace apply for?
a. Head of sales
b. Sales manager
c. Sales assistant
d. Human resource assistant

2. When is the job interview?
a. 6 September
b. 12 September
c. 21 September
d. 22 September

3. How long will the interview
take?

a. Under an hour

b. Just over an hour

c. Over two hours

d. Aday

4. What does Grace need
to bring to the interview?
a. Her CV
b. Her references
c. HerID
d. All of the above

5. Who should Grace ask for
at reception?
a. The reception manager
b. Susan Park
c. Anna Green
d. Grace Yang

6. What can Grace do if she
wants to change the interview
date?
a. Go to the reception
on 12 September
b. Call Anna Green
on 10 September
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c. Email Anna Green
on 15 September

d. Meet Susan Park for a cof-
fee on 21 September

Task 5. Complete the sentences with words given: sales, last, pass,
resources, invite, Shard.

1. The main purpose of the emailisto ........................ Grace for
a job interview.

2. The interview will be at their officesat The ...............ccocoeevviiniin.n
3. Susan Park is theirhead of ..............cooeiiiiiiiini. .

4. Anna Green is theirhuman...................... assistant.

5. The job interview will .................. for about 45 minutes.

6.

Grace needs to show her ID to receive a Visitor's ..........coeevevunenennn..

Task 6. Get ready to say 5 sentences about the Shard London
Bridge.
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Task 6. Learn more about CV writing rules examining David
Smith’s resume.

DAVID SMITH Heen customer senvice representative with over 10 years of experience in the short-term
Insurance industry servicing both private and business clients. | am a highly skilled, effective
listener and clear tor focused on def g conflicts and resolving client quaries as a
matter of urgency. Qutstanding organisational skills allows quality service delivery, and |
maintain the highest level of integrity 16 endure the confidence and security of both client and
Personal company. All my short term insurance certifications are up to date. | am a competent team
leader whe can inspire and be inspired by my team.

# Address
71 Cherry Court, Cox Row
Southampton 5053 SPD
1. Phone number Work experience
0100 234 5000
S Customer Service Team Leader Jul 2016 - Present
B Ema g Greenfield Insurance Services, Southampton
Responsible for managing the day to day functioning of a team of 15 Customer Service
skills Consultants servicing business clients with their short term insurance needs. Duties include -
Microsoft Word [T X * Salving escalated queries and speaking to demanding clients
CRM software I * Monitoring inbound and outbound call ratios per consultant
o Eiont S . U:ho{dmg internal !a!g(\l!drelabng to cl:se::::ﬂ uﬂie:olw}d 1|hc:kers .
* Following up on unresolved queries with a time of more than 24-hours
Self control
essee & Replaying call ding: heed queries and client complaints
Patience ssess » Liaising with team members to understand and resolve issues
Effective listening ssese = Extensive lisizon with internal stakeholders to solve problems effectively
Clear communication [ Z X X1 * Managing the team training portfolio and ensuring all members get proper training
Adaptability see * Ensuring all equipment is maintained and in working order
= Motivating, encouraging and supporting team members
Interests * Providing on the job training as required
# Preparing daily, weekly and monthly reports for senior management
m Electronics and computers. » Amending regular management meetings to chart progress and vision
* Organising team rotation schedules, leave applications and absenteeism
Customer Service Advisor Oct 2010 - Jul 2016

Higos Insurance Services, Southampton

Part of a team of advisors servicing personal short term insurance dients. Duties included

Taking inbound calls relating to policy queries

Guiding clients through claim processes

Helping clients navigate onling processes

Logging all calls on the internal system

Escalating queries that required input from other departments
Following up on escalated queries

Making outbound calls to give feedback

Giving ent feedback on b queries
Updating clients’ personal and banking details

Following up on lapsed policies

Making internal applications for policy reinstatements
Maintaining all paperwork and electronic filing
Attending regulas onsite raining sessions to improve skills

LR R R R R R Y

Customer Care Consultant Mar 2008 - Sep 2010
Ageas Insurance, Southampton

1 was initially appointed as a trainee, and after six months, | was promoted to a consultant role
supporting business clents with their short term insurance needs. Combined duties included -

Taking inbound calls and making outbound calls

Logging ealls on the internal system

Verifying client details on policy documents

Obtaining original invoices for items covered in each policy
Updating client’s business and banking details

Escalating queries to the team beader

Maintaining all paperwork and electronic Filing

Task 7. A candidate is attending a job interview. Match questions
1-4 below with his / her answers.

1. Have you ever had a difficult boss?
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Have you worked abroad in the last five years?
Have you ever managed a team?
Have you studied any other languages apart from English?

5. “Yes, I have. I was in charge of ten technicians when I worked for
Olivetti”.

6. “No, I haven’t. But I lived in Spain for a year, so I can speak Span-
ish quite well”.

7. “Yes. I spent six months on a construction project in Delhi”.

8. “Yes. In fact that’s why I resigned from my first job after only six
months”.
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Unit 5

The first business contacts

Task 1. Topic: Making an appointment
Read and translate the dialogue. Pay attention to the following
words: contact — KOHTaKT, to make an appointment — 0rOBOPUTb-
cs1 0 BcTpeue, to do business- Bectu 6usHec, convenient — yZIoOHBIH,
to pick smb up - 3aexatb 3a keM-1160, lounge — x0T

Nick: [ am very glad to meet you.

Albert: So am I. And I hope we shall do good business togeth-
er. When can you come to our office tomorrow?

Nick: Will ten o’clock be convenient to you?

Albert: Fine. Then I'll pick you up tomorrow at a quarter
to ten in the lounge of the hotel.

Nick: OK. See you tomorrow then.

Albert: Good-bye.

Task 2. Mark the right preposition:

1. When could you come (in, into, to) our office next week? 2. Will
this time be convenient (to, with, of) you? 3. I shall pick you up (for,
during, at) two in the afternoon. 4. I'll be waiting (with, for, by) you
near the hotel. 5. I'll be waiting (in, with, on) the lounge. 6. The
lounge (at, by, of) the hotel is very comfortable.

Task 3. Match the Russian and English equivalents:

1. Korga BbI MOTJIN a. I shall pick you up at your office.
OBI PUNTH K HAM B 0duC? b. Let us meet in the lounge of the
2. Bac yctpout 9 yacos yrpa? |hotel.

3. A 3aeny 3a BaMu B Balll c. See you tomorrow.

oduc. d. When could you come to our

4. laBaiiTe BCTPETUMCH office?

B BECTUOI0/IE TOCTUHUIIBI. e. Will 9 a.m. be convenient

5. Jlo BCTpeuu 3aBTpa. to you?
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Task 4. Topic: Arriving at a company

Read and translate the dialogue. Pay attention to the following
words: to arrive — puGBIBaTh, receptionist — cekpeTapb B MPUEMHOI,
available — nmetonuiica B HaIMYNHU, ZOCTYIIHEIH, tO eXpect — 0XKUAATb,
lift (Am. elevator) — udT, the second floor — TpeTuit aTax, the ground
floor — mepBbI# 3TAXK

Mr Smith: Good morning. My name is Smith.
Receptionist:  Good morning. May I help you?

Mr Smith: Yes, I have an appointment with Mr Brown.
Receptionist: ~ What time is your appointment?

Mr Smith: It is ten thirty.

Receptionist:  Just a minute. I'll check if Mr Brown is available....
Everything is OK. Mr Brown’s secretary is coming
down to take you to Mr Brown’s office.

Mr Smith: Thank you.

Secretary: Mr Smith? Good morning. Mr Brown is ex pecting
you. Follow me, please. This way ... Here is the
lift. We are going up to the second floor. Come in,

please.
Mr Smith: Thank you for your help
Secretary: Glad to be of service.

Task 5. Use the right words in the following sentences: Follow,
take, check, help, service , minute, time, appointment.

1. May I ... you? 2. I have an ... with Mr Kingslake. 3. What ...
is your appointment? 4. Just a ... 5. I'shall ... if Mr Kingslake is avai-
lable. 6. The secretary came down to ... Mr Pike to Mr Kingslake’s of-
fice. 7. The secretary asked Mr Pike to ... her. 8. Glad to be of ...

Task 6. Match the questions and answers:

1. Who(m) did Mr Smith have a. Most probably it was the
an appointment with? receptionist.

2. What time was the appoint- b. He had an appointment
ment? with Mr Brown.

3. Who was the person Mr Smith | c. They had arranged to meet
met first in the building? at ten thirty.

4. Who accompanied Mr Smith d. It was Mr Brown’s secre-
to Mr Brown’s office? tary.
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Task 7. Translate into English:

1. Y MeHA Ha3Ha4yeHa BCcTpeya ¢ I-HoM XuJioM. 2. Ha kakoe Bpe-
Ms y Bac Ha3HaueHa Bcrpeda? 3. §I mpoBepio ceifuac, cBO6O/EH JiU I'-H
Xunn. 4. Celiuac cekpeTaphb I'-Ha XUJjjia CIyCTUTCSA U IPOBOAUT Bac
B ero oduc. 5. I'-H Xun xkA€ET Bac. 6. [IpoxoauTe, moxasayucra.
7. Bot Ham tudT. 8. HaM Ha TpeTuii aTax. 9. BxoguTe, moxkaayicra.
10. Paga Bam moMoYb.

Task 8. Topic: Dates and time of the day. Study the information
from the table. Pay attention to the words: quarter 1. yeTBepTb,
2. kBapran (roga) , a.m. (ante meridiem Lat.) 5o monyaHs, p.m.
(post meridiem Lat.) mocyie monymHst

(UK) 20.5. 2011 the twentieth of May
two thousand and eleven
or twenty eleven
(USA) 5.20.2011 e e
Everyday English Business English
7.00 (seven o’clock in the 07.00 a.m.
morning)
7.15 (a quarter past seven) 07.15 a.m. (seven fifteen)
7.20 (twenty past seven) 07.20. a.m. (seven twenty)
7.30  (half past seven) 07.30 a.m. (seven thirty)
745 (a quarter to eight) 07.45 a.m. (seven forty-five)
7.50 (ten to eight) 07.50 a.m. (seven fifty)
15.00 (three o’clock in the after- 03.00 p.m.
noon)
19.00 (seven o’clock in the eve-  07.00 p.m.
ning)

Task 9. Translate into English using these examples: It is half past
ten now. He came at a quarter past ten.

1. Cetivac mosioBuHAa BTOporo. 2. Ceifyac ZieBATh 4YaCOB Beyepa.
3. Ceituac gecsiTb MUHYT OAWHHAAIATOT0. 4. OH IPUAET B ITOJIOBUHE
mectoro. 5. OHM MpUOyAYT B MOJIOBUHE ABeHaAaroro. 6. OHa mpu-
gét B 10.15.
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Task 10. a) Translate into Russian:
1) 10.40 a.m. 2) 11.50 a.m. 3) 11.50 p.m. 4) 03.15 p.m.

b) Write the names of months in full:
Jan. Feb. Apr. Aug. Sept. Oct. Nov. Dec.

Task 11. a) Translate into English using these examples: It is the first
of April today. He came to Moscow on the second of May. 1. Cerogus
14 despana. 2. OHu npubbuiu 7 ceHTsaA6psA. 3. OH yexan 23 MapTa.
4. Oto 6bL10 21 AHBapA. 5. OHa mprexana B MockBy 12 utoss.

b) Write the years in words using these examples: a) 1945 — nine-
teen forty-five, b) 2011 — two thousand and eleven / twenty eleven.
1) 2010, 2) 2013, 3) 2020, 4) 1917, 5) 1612

¢) Match the equivalents:

1) 2.11 (UK) a. the second of November

2) 2.11 (US) b. the twenty fourth of August
3) 8.24 (US) c. the twenty fifth of August
4) 25.8 (UK) d. the eleventh of February

Task 12. Topic: Introductions. Read and translate the dialogue.
Pay attention to the following words: to take care of — sanumaTbCH,
3a60TUTHCA 0; I see — [TOHATHO.

Jessica: Nick! Come in, come in. I'd like you to meet Josh Crosby.
Josh: How do you do, Nick?

Nick:  How do you do? It’s very nice to meet you.

Jessica: Josh is our company lawyer. He is taking care of the con-
tracts.

Nick: I see.

Josh: I hear you are from Canada.

Nick:  Yes, that’s right.

Josh: How long will you be staying in the States?

Nick: Oh, about three months.

Josh: How do you like it here so far?

Nick:  It’s great. I'm really enjoying it.

Josh:  Well, if you excuse me, I have to go. It was nice meeting
you.

Nick: Thanks, nice meeting you, too. Hope to see you again
sometime.
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Task 13. Mark the true statements (T) and the false ones (F):

This talk takes place in the USA. ___

. Jessica seems to be the master of the situation. ___

Nick and Josh have not met before. ___

They exchange ‘How do you do’ greeting each other. ___
Josh is the company secretary. ___

Nick is from Canada. ___

Nick is going to stay in the USA for a month. ___

He does not like it in the States very much. ___

Nick has to go and after saying a few polite words he leaves.

CENOUA LN

Task 14. Study the table to review the vocabulary connected with
country names. Make sentences with these words.

Country Capital Il\'lirtlg::;g;t; People

Australia | Canberra English (an) Australian (Aus-
tralians)

Germany | Berlin German (a) German (Ger-
mans)

China Beijing/Peking | Chinese Chinese (the Chinese)

France Paris French a Frenchman (-wom-
an), (the French)

Spain Madrid Spanish a Spaniard (Span-
iards, the Spanish)

Japan Tokyo Japanese | Japanese (the Japa-
nese)

Sweden Stockholm Swedish a Swede (Swedes, the
Swedish)

Italy Rome Italian (an) Italian (Italians)

Task 15. Study topical Vocabulary “First Meetings”. Make sen-
tences with 10 of these word combinations.

To exchange business O6MeHUBaThCSA BUSUTHBIMU KapTOY-
cards KaMu
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Translation services

[lepeBofUeCKYE YCIYTU

To introduce smb
to smb

[IpeacTaBAATH KOro-1M00 KOMY-TH60

To arrange a meeting

OpraHu3oBBIBaTh (I0rOBapyBaTh-
cs1) BcTpeuy (cobpaHue, 3acelaHUE)

To attend smth

HOCEH.IaTI), IIpUCYTCTBOBATDb

A wine producer

HpOI/IBBO,ZII/ITeJIb BHWHA

To be in the wine (trans-
lation...) business

BbITh 3aHATHIM B cdhepe MPOU3BO/CTBA
BUHa (3aHUMAThCS TIePeBOAYECKOU
JesATeIbHOCThIO)

To work for a company /
a person

PaboTaTh Ha KOMIIAHUIO / YeJI0BEKA

To meet smb

[To3HAKOMUTHCS C KEM-JILOO

To specialize in smth/
in doing smth

Crieriyasn3nupoBaThCcsA B 4€M-T00

A wine-producing coun-
try

CTpaHa-mpou3BOINTENb BUHA

A key person

Ba’KHBIH YeJIoBeK, KIroueBas Gpurypa
(mepcoHa)

Russian cuisine

Pycckas kyxHs (KyJIMHapHOe UCKYC-
CTBO)

A business trip

Komanzauposka

To run a company
(a project...)

Bo3rnaBiaaTh KOMIAHUIO (PYKOBOAUTD
TIPOEKTOM)

To come from

BeITh pOoZOM U3

To commute from...to...

E31Th U3 IPUT0OpO/a B TOPO/ Ha pa-
60Ty

To compete with smb

1. CopeBHOBaTbCA C KEM-TTHUO0.
2. KoHKypHpOBaTh € KEM-THO0

To travel on business

E3auTh 1o paboTte Kyaa-11ubo

To go out with smb

['yaaTh ¢ KeM-T60

A visitor profile

Vudopmanus o noceTurese

An employer / an em-
ployee

PaboTozaTenb / pabOTHUK, COTPYIHUK

To make a phone call

CzenaTh 3BOHOK

To make an arrangement

ﬂOFOBapI/IBaTbCH
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To do activities

3aHuMaTbCA pa3HbIMU BUJaMU AEA-
TEJIbHOCTHU

To have a flexitime

ViMeTh TUOKUI (CKOMB3AIINI) rpaduk
paboTHI

To communicate with
smb

Oo6marbes ¢ KeM-T1U60

To make an appointment

HazHauyuTh (ZOrOBOPUTHCA O) BCTPETY

To come to visit smb

HagemjaTtb Koro-mubo

To decrease a risk

YMeHbIIaTh(CA) pUCK

To increase costs

YBenuuuBatrh(csa) U3JEPKKU

To look forward to doing
smth

XKaatb ¢ HeTeprieHMEM Yero-11ubo

An experience in smth/
doing smth

OnBIT B 4éM-JIU00

To attract customers

[lpuByekaTs oKymnareuei

To hold an exhibition

IIpOBOAUTEH BHICTABKY

To take place (a confer-
ence, an action...)

[IpoucxoauTh, IPOXOAUTH




Unit 6

Telephoning

Task 1. Topic: Answering the call. Read the dialogue and add 4
more phrases to it.

Words: 1.to answer a call — oTBeTHUTb Ha 3BOHOK, 2. to be in —
OBITH 371ech / Ha MecTe /'y cebs, 3. Hold the line — He BemaiiTe Tpy6-
Ky. 4. You are through. — Bel coef[uHEHbI, TOBOPUTE.

Secretary: Hill and Co. here. Good morning.

Mr Green: Good morning. My name is Henry Green. Could I speak
to Mr Hill, please? Is he in?

Secretary: Hold the line, please ... You are through.

MrHill: oo

MI GIEeN: tuuneieiieiieiiiieteee e eeeeeaee

MrHill: oo

I GIEEM: tuuntinteeieeit et eeee et eee e ee e e

Task 2. Use the right words in the following sentences:

inspeak through please call (2) calling hold

1. CouldI ... to Mr Snow? 2. Is Mr Flinch ...? 3. ... the line, please.
4. Just a minute, ... 5. You are ... 6. It is an important ... 7. It is the
secretary who is answering the ...

Task 3. Match the Russian and English equivalents:

1. f Bac coeguHUIa, TOBOPUTE. a. Hold the line, please.
2. S xoTes 6Bl TOTOBOPUTb C T-XKOH b. Just a minute.
Mwuns. c. You are through.

3. Ona Ha mecTe? d. Could I speak to Mrs
4. He BemaiiTe TpyOKy, nogoxaure. | Mills, please?

5. OpHYy MUHYTY. e. Isshein?
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Task 4. Topic: Spelling names. Words: 1. to spell (spelt, spelt) -
IycaTh WIKM MPOM3HOCHTH CJIOBO IO 6GykBam, 2. journal — sxypHai,
raseTa; JHEBHUK, 3. to put through - coegunaATh

Read the dialogue.

Mr Stockton: Is that the Journal of Commerce?

Secretary: Yes, that’s right. Who's calling, please?

Mr Stockton: Oh, Stockton’s my name. I'd like to speak to Mrs
Atkins.

Secretary: Sorry. Could you repeat your name, please?

Mr Stockton: John Stockton.S-T-O-C-K-T-0O-N.

Secretary: Just a moment, please, Mr Stockton. I am putting

you through to Mrs Atkins.
Mr Stockton: Is that Mrs Atkins now?
Mrs Atkins:  Atkins speaking.

Task 5. Mark the right answer in accordance with the text:

1. Whom is Mr Stockton calling? | 2. Was Mrs Atkins the first
a.He is calling Mr Atkins. person to answer the call?
b.He is calling Miss Atkins a. No, she was not.
c.He is calling Mrs Atkins. b. Yes, she was.

c. Itisnot quite clear.

3. What is Mr Stockton first 4. Did Mrs Atkins answer

name? the call then?
a.Jim. a. No, she didn’t.
b.John. b. Yes, she did.
c.Jack. c. Itis not quite clear.

5. What company is he calling?

a. The Commerce newspaper.
b. The Commerce magazine.
c. The Journal of Commerce.

Task 6. a) Mark the right word:

I’d like to speak (to, at, by) Mr Austen.

Could I speak (for, by, to) Mrs Meredith?

I am putting you through (across, by, to) Miss James.
Hold (a, the, an) line, please.

Just (the, an, a) moment.

Is (that, you, he) Mrs Atkins?

Sk W
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7. Yes, that’s (right, wrong, no).
Spell these names: 1. Green 2. Atkins 3. Austen 4. Meredith
5. Marshal

Task 7. Translate into English using the text:

1. Oto ¢dupma «bpayn u Ko»? 2. VI3BUHHUTE, KTO TOBOPUT?
3. MO:XHO ITOTOBOPUTB C I'-K0oi Beitn? 4. {1 661 XOTeJ TOTOBOPUTH
¢ mucc CHoy. 5. CoeJUHNTE MeH, IoKaIyHiCTa, ¢ I-HoM Pug. 6. Uem
MOTY OBITH 1osie3Ha? 7. CoeIUHSAIO.

Task 8. Topic: The right person is not available. Words: to keep
smb waiting — 3acTaBUTh KOro-mu6o *aTh, at the moment — B aHHbBIN
momeHT. Read and translate the dialogue.

Mr Johnson:  This is Michael Johnson speaking. Could I speak
to Mr Bellock, please?

Operator: Well, he’s here today, but he may not be in his of-
fice right now.

Mr Johnson: Do you think you could find him for me?

Operator: Can you hold on?
Mr Johnson:  OK, operator, if it doesn’t take too long.
Operator: Sorry to have kept you waiting, sir. But Mr Bellock

is not available at the moment.

Task 9. Mark the right word:

This (is, be, are) John Brown speaking.

. Mr Pollard may not be (in, within, by) his office right now.
Do you think you could (to find, find, found) him for me?
Could you hold (with, on, in), please?

I'll hold on if it (does, do, did) not take long.

. Tam sorry to have (keep, keeps, kept) you waiting.

Mrs Hardy is not available (in, at, for) the moment.

NG A wN e

Task 10. Translate into English using the text:

1. VisBUHUTE, YTO 3acTaBUJjIa Bac 0JIr0 *KJaTh. 2. Ero, BO3MOXKHO,
celivac HeT Ha MecTe. 3. OH ceroHA Ha paboTe. 4. He Moy GBI BbI
ero HaniTu? 5. OH ceiiyac He MOXKET MOJOUTH K TesedoHy. 6. He Be-
matite Tpyoky. 7. OfHY MUHYTY.
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Task 11. Topic: Messages. Words: 1. message — coo0leHue, ociaHue,
MMCHMO 2.urgent — CpOYHBIN, HacTosATenbHbIM. Read and translate the

dialogue.

Secretary:

Mr Congrad:

Secretary:

Mr Congrad:

Secretary:

Mr Congrad:

Secretary:
Mr Conrad:
Secretary:

Mr Adams is away on business. Can I help you?
It’s a pity. I have an urgent problem.

Would you like to leave any message for him? And
he will contact you later.

Just tell him I am in London for two days. My tele-
phone number is one double four oh nine double
two.

May I have your name again, please?
C-O-N-G-R-A-D, of Gaskell and Co.
Thank you for calling, Mr Congrad.

Goodbye.

Goodbye.

Task 12. Mark the true statements (T) and the false ones (F):

CENOUT AW

It was Mr Congrad who was telephoning Mr Adams. ___
. Mr Adams works for Gaskell and Co. ___

3. Mr Adams was away on holiday that day.  ___

Mr Congrad was very unhappy to hear the news. ___
Mr Congrad said he had a lot of serious problems. ___
He left a very short message for Mr Adams. ___

Mr Congrad was staying in London for a week. ___

He gave the secretary his telephone number. _

. The secretary asked him to repeat his name.

10 She assured Mr Congrad that Mr Adams would phone him

later.

Task 13. a) Match these telephone numbers and their readings:

1) 810440015 a. oh one two seven three seven double four
2) 01 273 744 b. eight one oh double four double oh one five

3) 44267 73

c. double four two six double seven three

b) Write these telephone numbers in words:
1) 510 92 34; 2) 8 095 340 22; 3) 81033 277; 4) 779 62354
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Unit 7

Written correspondence in English.

Task 1. Topic: Layout of a letter. Read and translate the text from
the business letter given bellow. Pay attention to the words.

Words: layout — nnan, pacnosioxceHue; maxkem, letterhead — muno-
epagcxuil mekcm gepxHeil uacmu baawnka salutation —npugemcmaue,
reference — Homep 015 ccvlaku, body of the letter — mekcm nucbma,
complimentary close — 3akitoutmeibHble C108a 8eHCAUBOCMU, SIgNA-
ture — nodnucs, to extend hospitality — nposienssms 20cmenpuuMcmao,
opportunity — yoobmstil cayuail, 61a2onpusmHas 803MOICHOCMb,
to appreciate — yeHums; noHumams, plant — 3agod, pabpuxa, obopy-
dosaHue, ycmaHo8Kka

SYSTEM FURNITURE plc

Brookfield Industrial Estate, Twyford, Westshire TD3 2B3
Tel: 0193 384 1923E-mail: furniture.twi@uk.pwc.com
Fax: 0193 219 6734

Our ref: RPL/PE

11* March, 2021

Mr G.R. Fullbrook

Manager

Drake and Sons Engineering Co. Ltd

14 Russel Square

Bristol 5ZD

England

Dear Sir,

I wish to thank you most warmly for your excellent hospitality
extended to me during my visit to your company. The opportunity
to meet you and your directors was something I had long looked for-
ward to.
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I can only hope now that one day I may be able to receive a visit
here from you. I very much appreciated your kindness and that of Mr.
James Frobisher in showing me around your new plant. I thank you
once again.

Yours faithfully,

John Gibbs

Chairman of the Board of Directors

Task 2. Mark the true statements (T) and the false ones (F):

1. The letterhead is usually written by hand. ___

2. The reference usually follows the address of the receiver
as this letter shows. ___

3. The name of the month in the date of the letter is usually
written in full as this letter shows. __

4. The salutation follows the address of the receiver. ___

5. The complimentary close are the words “I thank you again.”

6. After the real signature come the name and the title of the

sender.

Note: receiver mosyyaTtesb

Task 3. Use the right variant:

1. Twish to thank you (to, for, with) your hospitality.

2. You extended excellent hospitality (with, by, to) me during
my stay in London.

3. T'had long looked forward (to, on, at) the opportunity to meet
you.

4. T hope that one day you will pay a visit (at, to, in) our com-
pany.

5. I appreciated Mr Sundler’s kindness (in, on, off) showing
me around your plant.

Task 4. Translate into English using the text:

1. pasperuTe 06Iar0JapuTh Bac 3a 2. FTOCTEMPUUMCTBO, KOTO-
poe BBI IIPOSABUJIU BO BpeMA 3. BOSMOXXHOCTb BCTPETUTHCA C BAMU
4. 1 1aBHO OYeHb XOTeJ UMETh TaKyI0 BO3MOXHOCTb 5. cefiyac
s1 OUeHb Ha/ZIeloCh 6. s1 CMOT'y IPUHATD Bac y Hac 7. 5 IeH0 Ballly JIto-
6e3HOCTh 8. TI00e3HOCTh, KOTOPYIO BbI IIPOSBUJIN ITPU MOEM ITOCe-
IIeHUHU 3aBO/a
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Task 5. Topic: Sending and receiving emails. Complete the sen-
tences with the right word: delete / send / attachment / open / CC
[ link

1. Youcan___________ an email to one or more people. When
you get an email, youmust ______ it before you can read it.
With your email, you can include an (like a photo or docu-
ment).

2. If you do not want to keep an old email, you can

1t.

3. You can include a to a website in your email.

If you are sending someone an email, and you want your manager

to see it as well, you can your manager.

Task 6. Complete the sentences with: open / CC / attachment /
send / link / delete

1. Hello Sanjay,

Could you please send the schedule to Mr Aziz at Bisco Ltd when
it is ready? Please me, so that I have the document as well.

With thanks,

Abdul Qadir

Managing Director

Dear Mr Prabang,

As we agreed, I am sending the contract as an
It is a PDF file.

Please let me know if you have any queries.

Yours,

Andrew Mortimer

Hi Mustafa,

Here’s a___to something I saw today: http://learnenglish.british-
council.org/en/ielts-interview-skills/dont-get-over- emotional

Enjoy!

Hans

Dear Mrs Piano,

I am interested in applying for the post as Account Manager (ref.
23JS56).

Could you please__me further details?

With thanks,

Zara Hussein
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Hello everybody,

I must apologise. I gave you the wrong dates for this year’s con-
ference in my email this morning. So please__that email as soon
as you can. I will send you the correct dates soon.

Sorry again for the problem.

Pietro

Hello Andy,

My computer is very slow this morning. I'm going through
my inbox, but it’s taking about one minute justto_______
email. And attachments are even slower. What can I do?

Regards,

Atul

Task 7. You've received the email below. Read it and answer these
questions about it.

Reply | Reply to all | Forward | Delete From: Samir

To: Sales Team

CC: Hatem Trabelsi; Patricia Bartlett

Subject: RE: Meeting next week

Attachments: New proposal.rtf (376KB)

Hello Sales Team,

I've got an idea for next week — see the attached file. I'd like
to hear what you think about my suggestion.

I think Hatem and Patricia may be interested, so I've copied them
in too. Let’s talk more at the meeting next week.

Regards, Samir

1. Who is the email from? |3. What does the writer want you
a) Samir to do?
b) Sales Team a) contact Hatem and Patricia
¢) Hatem Trabelsi b) read the attachment
c) organise a meeting
2. What is the name |4. Who has received the email?
of the attachment? a) only you
a) Sales Team b) you and everyone in the Sales Team
b) Meeting next week ¢) you, everyone in the Sales Team,
¢) New proposal Hatem Trabelsi and Patricia Bartlett
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Task 8. Look at the inbox and then choose the correct answers.

From Subject Received
Samir RE: Meeting next | Today 9:21 AM
week
Tomoko Naka- training course | Today 9:03 AM
hata
Hashim Saleh | Are you free for Wednesday
lunch tomorrow? 7:12 PM
Patricia Bartlett | RE: Meeting next Wednesday
week 4:18 PM
Ali Al-Habsi FW: payment re- Wednesday
ceived 11:45 AM
Hatem Trabelsi | Meeting next week Wednesday
9:03 AM
Youssef Zouaoui| air conditioning Tuesday
in meeting room 32A 4:23 PM
IT Helpdesk | RE: Computer prob- Tuesday
lem 2:05 PM
Tomoko Naka- | minutes from last Tuesday
hata week’s meeting 11:02 AM
Ali Al-Habsi | Sorry — here’s the at- Monday
tachment! 6:49 PM

How many of the emails have
you not read yet?

a) 3
b) 7
¢ 10

a0
b) 6
c) 10

4. How many of the emails have
an attachment?

2. What was Hatem Trabel-
si’s email on Wednesday about?
a) a meeting
b) a payment
¢) a computer problem
3. Who replied to Hatem Tra-
belsi’s email?
a) Nobody
b) Tomoko Nakahata
c) Patricia Bartlett and Samir

5. Who has sent you an invita-
tion?

a) Hashim Saleh

b) Ali Al-Habsi

¢) Youssef Zouaoui
6. When did Ali Al-Habsi send
you emails?

a) Monday and Tuesday

b) Tuesday and Wednesday

¢) Monday and Wednesday
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Task 9. Read the article below and choose the best word in brack-
ets.

Most emails that you get go straight to your (1. Drafts / Inbox /
Contacts). This is where you decide which emails to read and which
to delete. But if your server doesn’t recognise the address of a send-
er, it will probably put the email in the (2. Deleted / Sent / Junk
email) mail folder. This is where all those annoying adverts usually
go. But sometimes good emails go there too, so remember to check
from time to time. Do you ever worry because you just deleted
an email by mistake? Don’t worry — just look in the (3. Deleted /
Drafts / Contacts) folder. It’s probably still there. Sometimes it can
be difficult to find an old email. So why not put them into (4. Fold-
ers / Junk email / Sent ) to make them easy to find? You can do this
for any emails you wrote too — you can find them in (5. Inbox / Sent /
Deleted). Some people keep hundreds of business cards with peo-
ple’s email address and phone number. You don’t need to do this — use
your (6. Folders / Contacts / Drafts) as an address book, and it can
store all these details for you. Have you ever found it difficult to finish
writing an email? Don’t worry — just save it under (7. Deleted / Junk
email / Drafts) and finish it later!

Task 10. Read the article about e-mail letter writing rules and get
ready to speak about it in English.

Kak HanucaTtp ugeajabHbIl email Ha aHIIUHACKOM A3BIKE
(https://www.tandem.net/ru/blog/how-to-write-an-email-in-english )
Bkparie, cTpyKTypa 2JIeKTPOHHOTO ITHUChMa Ha aHTJIMHACKOM BBI-
TJIAZUT caeAyiomumM obpasom: [lpuBetrcTBre. Small talk (Heobs3a-
TeabHO). BeTynieHue. OCHOBHas 4acTh. 3aKJII0UeHUeE.
IMpuBetcTBUe. B pamkax HepopMasbHOTO 0OIIEHU, KOT[a
THI XOPOIIIO 3HAENTh YeJIOBEKA, TUChMO MOXKET HAYMHATHCS ITPOCTHIM
«Hey [ums]» nnu «Hi [ums]» (TIpuser, ...). B bopManbHbIX UIH A0~
BBIX IIMChMAaX Ha aHIVIMMCKOM SI3bIKE HY>KHO HCITOJIb30BaTh IIPHUBET-
ctBue «Dear [o6patenue] [bamunus]» (YBaxkaeMbli ...) uiau «Hello
[o6pamenue] [bpamunusl» (3apaBcTBYHTE, ...). Hanpumep, «Dear
Mr. Smith» (YBaxkaemsri#i r-H CMmuT). BaxkHo: Cpasy mocjie UMeHU
Wi paMUIUK TTIOJTydaTe st B TAKUX IPUBETCTBUAX HYKHA 3aTIATasl.
Ecyiut THI He 3HaelTb UMEHU aZipecarta, ucnoab3yi «To Whom It
May Concern:» (6yKBaJIbHO «T€M, KOI'0 3TO KacaeTcs»). O6paTu BHU-
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MaHUe, YTO BCe CJI0Ba B 3TOH ¢pase MUIIYTCSA C 3ar/IaBHOYM OYKBBI U B
KOHIIE CTaBUTCA JBOETOYHLE.

Small talk. Small talk — 5To KopoTKUIi pa3roBop Ha obIIHe
TeMbl. OGBIYHO OH YMeCTEH B IIepeNUCKe C XOPOIIUM 3HaKOMBIM,
ocob6eHHO B HeHOPMATBHOM OOIeHNH. DTa YaCTh BHICTAUBAETCSA
cpa3sy mocje IpUBeTCTBUA JINO0 mepe/ 3aKaodyeHrneM. B kauecTBe
IIPUMEPOB MOXKeM IIPUBECTH BOIIPOCHI O CeMbe, 001IIeM ApyTe UIu
X006, KOTOpOe Bac 00 beJUHSET.

Berynenue. Eciy nuiiems KOMY-TO BIIEPBEIE, JIyYIlle Y€TKO
ykasaTb npuunHy. OHa Jo/KHa COOTBETCTBOBATh TeMe IrchbMa. CHa-
yaJjia MOXKHO KPaTKO IIpe/ICTaBUTHCSA, a 3aTeM BOCII0/Ib30BaThCHA, Ha-
TIpyuMep, oHOU U3 creayomux ¢ppas: «I am writing with regard to...»
(A mumy o moBozAy...), «I am writing to let you know...» (d mumry,
9YTOOBI BaM COOOIIUTS 0...), «I am writing in response to...» (f muury
B OTBET Ha...).

OcHoBHas 4acThb. He cymecTByeT einHON GOPMYJIBI 1711 OCHOB-
HOM 4acTH, IIOTOMY 4TO ee CoZiep:KaHue 1IeJTMKOM 3aBUCUT OT 06CTO-
ATENbCTB. 37eCh BA)XHO He PaCTATUBATD IIPE/JIOKEeHU, IOHATHO J10-
HOCUTH COZIepKaHUe U JeIUTh TeKCT Ha ab3aIlbl.

3akurroyeHue. [IpaBrIbHOE 3aKJIIOYeHNE OCHOBAHO HA TOM, Ka-
KOe ZIEHCTBUE, IO-TBOEMY, IOJKEH IPEeANPUHATD IOIy4YaTelb MHUCh-
Ma. To MoXKeT ObITh «I look forward to hearing from you soon» (£ He-
TepIieHHeM Ky Bauiero orBeta), «[hank you in advance» (3apanee
cnacu6o) unu «For further information, please do not hesitate to con-
tact me» (He cTecHANTECh 06paIaThCsA KO MHE 3a MTOAPOOHOCTAMH).
3aTeM Ha OT/IeJIbHOM CTPOKe CJIelyeT HamucaTh «Best regards», «Kind
regards» (C HAWJIYYIITUMU MMOXKeJTaHUAMU) WU «Yours sincerely» (Mc-
KpeHHe Balll), U ellle HUXXe — CBOU UMA U GaMUIUIO.

Jlna HebopMaTbHBIX [THCEM IIPABUJI IOMeHbIIE. B aTOM cirydae
nmoaxoaaT ¢ppasel «Thanks» (Cmacubo), «See you soon!» ([lo ckopo-
ro!) wau fa)ke KOPOTKOe TpeAsioKeHue, BpoZie «I'm really looking
forward to meeting you in person» (MHe He TepIUTCSA TO3HAKOMUTh-
s BXXUBY10). [TogmucaTbcsa MOXXHO IIPOCTO UMeHeM, 6e3 paMuinm.
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Unit 8

Preparing a trip

task 1. Review the use of “There is” and “There are” constructons.

1. Singular

Is there a swimming pool in the hotel?  Yes, there is.

Is there a health club? No, there isn’t.
2. Plural

Are there any restaurants? Yes, there are.
Are there any conference rooms? No, there aren’t
How many rooms are there? (There are) 200.

Task 2. You need information about a hotel. What questions can
you ask about the following? Use task 1 to help you.

1. business centre 2. conference rooms

3. shuttle bus to the airport

Task 3. Look at the information below about the Century Park

hotel (File A) and read about the Royal Princess hotel (File B).

Take it in turns to ask and answer 10 questions about these hotels.
e. g How many rooms are there? There are 170.

Is there a TV in every room? Yes, there is.

File A.
Century Park Hotel
Guest rooms Other facilities
338 rooms with: * two restaurants and
4 *refrigerator and mini a coffee shop
bar * 24-hour room service
* radio * health club
* television with satel-  * outdoor swimming
lite channels pool * fitness centre
* sauna
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* IDD(International Direct * beauty salon

Dial) telephone * florist shop
* safe * business centre
* separate bath / shower * internet and email service
* hairdryer * conference rooms
* shaver outlet 110/220V * shuttle bus to airport
File B.
ROYAL PRINCESS HOTEL
170 rooms all with:
. safe
. minibar and refrigerator
. air conditioning
e ° TV (cable and satellite chan-
= nels)
o IDD (International Direct

Dial) telephone
Other facilities:
* Meeting and conference rooms
* Business centre with computers, mobile phones, fax machines
e Qutdoor swimming pool
* Fitness centre
e Garden
* Specialty shops
Restaurants and cafes:
Mikado - Japanese restaurant
Piccolo - Italian cuisine
The Empress — Cantonese cuisine
Princess Café — Thai and continental cuisine

Task 4. Somebody phones the Royal Princess Hotel to reserve a
room. Read their dialogue and complete the information about

the caller.
A: Royal Princess Hotel. Good morning.

B: Good morning. Could I reserve a room for next week, for three

nights, from Monday the first of November?
A: Certainly, sir. Three nights from Monday the first, you say?
B: Yes, that’s right.
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A: Single or double room, sir?

B: Single, please.

A: OK. Let me check. Yes, we have a room free. May I have your
name, please?

B: It’s Gervais. That’s G-E-R-V-A-I-S.

A: Sorry, that’s G-E-R...

B: ...V-A-I-S. But the reservation is in the name of my company,
Cambridge Management Consulting. That’s CMC.

A: OK. I've got that. Can you confirm your reservation in writing
please, sir?

B: I'm afraid I'm not in my office today. Can I fax you tomorrow?

A: Yes, of course. That’s fine.

B: Could you tell me your fax number?

A: Yes, it’s 662-238-1999.

B: OK. Thanks. Goodbye.

A: Goodbye.
NAME .o Date of arrival .....ccccocevveveriereeernenne.
COMPANY ...veerreereneererienenens Date of departure ..........c.ccceueueunee.
Type of room ......cccceveueuenee Confirmation by ......c.cececeeveeruenennee

Task 5. Who asks these questions, the hotel receptionist (R) or the
caller (C)?

1. Could I reserve a room for next week? .....

2. May I have your name, please? .....

3. Can you confirm your reservation in writing? .....

4. Can I fax you tomorrow? .....

5. Could you tell me your fax number? .....

Task 6. Review the rule you use when you want to make a polite
request

1. If you want to ask to do something, use could I? or may I? (more
formal), or can I? (less formal).

Excuse me ... (to get some attention)

Could I have a room for two nights? Certainly, sir.
May I open the window? Yes, of course.
Can I leave the meeting early? I'm sorry, but...
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2. If you want another person to do something, use could you?
(more formal) or can you? (less formal).

Could you confirm this in writing? Yes, of course.
Can you do that by tomorrow? I'm afraid I can’t, be-
cause...

Task 7. Look at these two conversations between Chris Sutton (S)
and a receptionist (R). Use the expressions in task 6 above to help
you fill in the gaps.

1. S e (D). Is this Mr. Maleta’s office?

R:YES, itiS. cuvviviiinines ceeeieninen, (2) help you?

S: Yes, I'm Chris Sutton. I have an appointment to see Mr. Maleta.

Riei (3) he’s in another meeting at the mo-
ment, Mr. Sutton. ......... ...cccevenenn. (4) wait a few minutes?

SiYES, ciiiiiiiit (5).

2.S:Hello vvvviiiiiiis v, (6) speak to Mario Maleta,
please? It’s Chris Sutton here.

R: Hello, Mr. SULEON. ....vvvviviins ceieieninenens (7), but Mr. Maleta
isn’t here today.

S: OK, it doesn’t matter ......co.cevvenr vvveeeennnnnnn. (8) ask him to call
me back?

R:Yes, .ccooovnnnnn.. (9). Can I have your number?

Answer the question: Which conversation (1 or 2) is on the tele-
phone? And which one is face-to-face?

Task 8. In pairs, practice asking and answering questions. Use
the verb in brackets.
e. g In a restaurant, you want the menu. (bring)

A: Could you bring me the menu, please?

B: Yes, of course, here you are.
1. It’s very hot and all the windows are closed. (open)
2. You want a cigarette. (smoke)
3. You want to know the time. (telD)
4. You're in a taxi with a colleague. You don’t have your mobile

phone. (use)
5. In a restaurant, you want a glass of water. (have)
6. Ask someone to phone you tomorrow morning. (call)
7. You want to read a colleague’s newspaper. (look at)
8. You want a coffee. Ask your colleague. (bring)
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Unit 9

Flying out

Task 1. Review the rules to tell the time in English.

There are three different ways of saying the time:

1. In conversation, we use past (or in American English after) and
to (or in American English of)

quarter past twenty past  half past seven
seven seven

twenty five quarter to nine ten to four five o’clock
to six

2. Sometimes we use the figures only. Say the figures in the order
you see them.
5.05 five oh five 5.20 five twenty 5.45 five forty-  5.30 five thirty
five
5.15 five fifteen 5.35 five thirty- 5.50 five fifty = 5.55 five fifty-
five five
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With this form, we often say a.m. for the morning and p.m. for the
afternoon and evening.

The office closes at 5.30 p.m. Breakfast is served between 7.00 and
9.00 a.m.

3. In Britain and the USA, we usually use the 24-hour clock only
to talk about travel timetables.

seventeen twenty 22.45 twenty-two forty-five

Task 2. How can you say the times in the box below?
10.0 04.15 09.20 09.30 03.45 09.50

19.00 15.15 19.20 17.30 14.45 22.50

Task 3. Now check information given below, and circle the times
you see in task2.

1. A: Do you have the time, please?
B: Yes, it’s quarter past three.
A: What time does the meeting start this afternoon?
B: At half past five. And it finishes at seven o’clock.
2. C: Oh no! It’s time to go. It’s already twenty past nine.
D: What time’s your train?
C: At ten to ten.
3. E: This is the last call for the flight Number LO 532 to Warsaw,
leaving at fourteen forty-five. All passengers for the fourteen forty-
five flight to Warsaw, flight number LO 532, please go to Gate 25.

Task 4. What time do you do these things? Complete the table.

You

getuponwork days | ..coeceiiiiiiiiiiiiie
get up on SUNdays | cceceeeriieiniieeeeen
havelunch |
have dinner | e
finishwork |
watch thenews | .
gotobed | L,

Nk W=
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Task 5. Work in pairs. Student A, you want to fly to Warsaw.
You want to arrive in Warsaw in the early afternoon or late eve-
ning. Go to your travel agent (Student B) to reserve a flight. Be-
gin like this: Good morning. Can I have some information about
flights?Student B will perform as the travel agent. Turn to File E.

File E.

You are a travel agent. Look at the information below about flights
to Warsaw. Ask your customer when he / she wants to travel, and give
the plane times. When the customer makes a decision, note the res-
ervation details (flight time and day, customer name and telephone
number).

LONDON HEATHROW TO WARSAW
Daily flight schedule
Departure Arrival Flight No. Airline
07:05 10:30 BA4454 LOT - Polish Airlines
10:35 14:00 BA4450 LOT - Polish Airlines
11:40 15:00 BA850 British Airways
17:30 20:55 BA4452 LOT - Polish Airlines
18:35 21:55 BA852 British Airways

Task 6. Read this conversation between two colleagues about
travel and shopping in Warsaw. Complete the notes.

A: How far is it from the city centre to the airport?

B: Not far. About ten kilometers, I think.

A: And what’s the best way to get to the centre?

B: Well, airport taxis are quite expensive, so I always take the
airport shuttle bus. It’s cheap and quick.

A: How long does it take to get there?

B: About twenty-five minutes.

A: And how often does the bus go? My flight’s on Sunday.

B: I think there are buses every half an hour at weekends. And
they run all day, from about half past five in the morning to eleven
at night.

A: OK, I'll take the bus, then. I also want to go shopping in War-
saw, if I've got time. When are the shops and banks open?

B: The banks open at eight or nine in the morning. Shops are usu-
ally open from eight to six.
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A: From eight o’clock. That’s good — I can shop early in the morn-
ing, before my meetings.

B: Yes, but be careful. Some specialist boutiques open late,
at about eleven in the morning. And if you’re there on Saturday, most
shops close at two.

A: Right. I'll remember that. Thanks for all your help. I'll send you
a postcard.

— City centre to airport: ............... km

— Airport shuttle bus - takes ............... minutes to get to city
centre.

— Itleaves every ............... (at weekends) from ............... a.m.
110 JURUURRR p.m.

— Banksopenat...............

— Shops are usually open from ............... 170 JOURUURURR

N.B. Some specialist boutiques open at ..........
N.B. On Saturday shops close at ...............

Task 7. Match the questions on the left with the answers on the
right. Then read again to check.

1. How long does it take to get there? a. usually from eight to six

2. How often does the bus go? b. every half hour

3. When are the shops open? c. about ten kilometres

4. What time do the banks open? d. about twenty-five minutes

5. How far is the city centre from the airport? e. at eight or nine
in the morning

Task 8. Study the language note on “Time, distance, and frequen-
cy”

How far is it? It’s fifty miles away.
How long does it take? It takes about two hours by plane /
train, etc.
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How often does it ... (go)? Every hour / week / month, etc.
Once / twice / three times a day /

week, etc.
When is it open? It’s open from ten to six.
When does it open? It opens at 8.00 a.m.

Task 9. An English colleague wants to visit your company from
Saturday evening to Wednesday evening. They will have meetings
all day on Monday and Tuesday - but is free the rest of the time.
What can you tell them about the following?

— nearest international airport

— travel from airport to your home town or company
— shopping hours

— tourist attractions and opening hours

— banks — opening and closing times, cashpoints?

— transport in the town / city

— places to eat

— any other points of interest



Unit 10

Arriving

Task 1. Here is a list of things you do when you travel by plane to
another country. Match each phrase with one of the pictures.

1. s . 75-48 2. -“ 3. 4.

a.land ..... f. buy duty-free .....

b. go to the arrivals halls ..... g. wait in the departure lounge .....
c. go to the baggage claim ..... h. go through customs .....

d. get on / board the plane ..... i. checkin .....

e. take off ..... j. go through passport control .....
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Task 2. Olivier Miras is on a business trip. Read two conversa-
tions at the airport. Where exactly in the airport is he in each
conversation?

1. A: Good afternoon. Could I see your passport, please?

AWM~ WD~

: Yes, of course.

: Thank you. Are you here on business?

: Yes, [ am.

: How many days are you here for?

: Just three.

: And how much money do you have with you?
: Uhm ... about $500.

: OK, thank you. Enjoy your stay.

: Thank you.

WeEP>E>E>W

: Could you come here, sir?

: Yes, sure.

: How much luggage do you have?

: Just this one bag.

: Do you have any perfume, cigarettes, tobacco?

No, I have some duty-free wine. That’s all.

: How many bottles do you have?

Two.

: Thank you, sir. Could you just open your suitcase for me?

>PEPEEEP TR

. Now read again, and complete these questions.
.How ..........c.... days are you here for?

.How ............... money do you have with you?
.How ............... luggage do you have?

.How .....eenene. bottles do you have?

Task 3. When do we use how much and when do we use how many?
Make up 5 examples.

Task 4. Customs regulations around the world are very different.
Complete the questions below, using much or many.

1. HoW .oiiienne bottles [2. HOW ......ccevvennenen. fishing
of perfume can you take into rods can you take with you
Japan? to Iceland?
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3. How .eeeveiiiiinennen beer can [6. HOW ................... pota-
you import into Germany? toes can you take into Great
4. HOW cvvnveriiinnnene duty-free Britain?
gifts or souvenirs can you 7. HOW ceeveneineennnn, jewellery
take into Argentina? can you carry with you into
ST 5 () A butter Algeria?
can you import into Andorra? [8. HOW .........cc.ccuueene wine can
you import into France?

Task 5. Now turn to task 4 and match the answers with the ques-
tions. The answers are not in the same order as the questions.

a. You can’t take any alcohol if you are a Moslem. Non-Moslems
can take six bottles.

b. You can’t take any plants or vegetables — they carry viruses.

c. 1 kg. This country wants to protect agriculture, its main indus-
try.

d. As many as you want, but they must be disinfected.

e. Two litres, if you live outside the European Community. If you
travel from a country inside the EU, you can take up to 90 litres.

f. If your personal jewellery weights more than 100g you must
leave it at customs until you leave the country or complete a tempo-
rary importation form.

g. As many as you want, but the total value must not be more than
US $300.

h. One bottle of 57 ml.

Task 6. Olivier Miras arrives at a hotel. Read the dialogue and
answer the following questions.

1. Does he have a reservation? 2. What type of room does he take?

A: Good afternoon, sir.

B: Good afternoon. I'd like a single room for tonight, please, if you
have one.

A: Have you got a reservation, sir?

B: No, I haven't.

A: Just one moment. Let me check. Yes, we have a single room.

B: Does it have a shower?

A: Yes, it does, sir. It’s got a shower and a bath.

B: That’s fine. I'll take it.

57



A: Very good, sir. Could I have your credit card, please?

Task 7. You are at an international business conference. On the
first night you go to the hotel bar for a drink. You start talking to
a colleague. Look at the examples:

A: Have you got any customers in England?

B: Yes, we have. We’ve got two or three big customers.
A: How many employees does your company have?
B: It has 300.

Now expand the notes below. Then take it in turns to ask and
answer the questions with a partner. Talk about yourself and your
company, or a company you know well.

. any customers inthe USA? ........cccoiviiiiiiiiieiee e
. how many employees / your company? ............ccccceenvennennns
. any staff in other countries? ..........cccceeeeiiiiiiiiiiiiieiieienens
. your company / factories abroad? ..............eceeeiiiiiiiiiennnnnns
. how many staff / the head office? ................coeeiiiieiennnnns.
. MAaNY COMPETItOTS? ...euiinitiitien et et eee et ee et ee e eeneeen
your company / a big market share? ...........cc.ccoiiiiiiiiiin.
. research department? ..........o.ovuviueiutiueiiiiit ittt aeaees

ONO U WN H



Unit 11

Going out

Task 1. Review the rules of the use of “like” and ‘would like”

1. To talk about your interests in general, use like + ing.

I like going to the cinema. He likes watching sport on TV.

Do you like playing squash? Does she like walking?

2. To talk about what you want to do at a specific time, and
to make invitations, use would like to + verb.

I'd like (I would like) to go to the cinema this weekend. Theyd like
to come to the football match on Saturday. Would you like to play
squash this evening? Would your colleague like to come with us?

Task 2. Look at this dialogue. Which question asks about general
interests? And which question is an invitation?

A: Do you like volleyball?

B: Yes, I do.

A: Would you like to play this evening?

A: That would be very nice. / Thank you, but I'm afraid I'm not
free.

Now have similar conversations with a partner. You can ac-
cept or refuse your partner’s invitations. Use these prompts: opera,
films, football, sightseeing.

Task 3. Monique Dumont works for Execo in France. She wants to
speak to David Payton, a customer in Sydney. Read the dialogue
and complete the message below.

A: Hello.

B: Hello. Could I speak to David Payton, please?

A: Certainly. Who's calling, please?

B: This is Monique Dumont, from Execo.
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A: Hold on one moment, please... Hello, 'm afraid David’s in
a meeting at the moment. Can I take a message?
B: Yes, could you ask him to call me back? It’s about his trip

to France.

A: Yes, of course. Could you tell me your number?

B: Yes, it’s 33 — that’s the code for France — then 2-51-25-89-74.
A: 89-74. OK. I'll give him the message.
B: Thank you for your help. Goodbye.

Monique Dumont called
¥ ettt

* re = “regarding” or “about”

Task 4. Match the sentences in column A with the correct re-

sponse from column B.

A

B

1. Could I speak to Da-
vid Payton, please?

2. Who’s calling,
please?

3. Can I take a mes-
sage?

4. T'll give him the mes-
sage.

a. Thank you for your help. Goodbye.
b. Certainly. Hold on one moment,

please.

c. This is Monique Dumont from Execo.

d. Yes, could you as
me back?

e. It’s 33 — that’s the code for France —

then 2 51 25 89 74.

k him to call

Task 5. David Payton returns Monique’s call. He speaks to her
assistant. Work with a partner and use the prompts below to help
you have the conversation. Then change roles.

David Payton

Assistant

pont.

1. Ask to speak to Monique Du-

2. Ask who the caller is.

3. Give your name.

4. Ask caller to wait. Say sorry —
Monique is absent. Give a reason.
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David Payton Assistant
5. Ask if Monique can call you
back. Give a reason for the call
(trip to France).

6. Ask for the caller’s phone
number.

7. Give your number.

8. Repeat the number. Ask the
caller to spell his / her name.

9. Spell your name.

10. Repeat the spelling. Say you
will give Monique the message.

11. Say thank you and goodbye.

12. Say thank you and goodbye.

Task 6. Monique Dupont wants to invite David Payton to the
Loire valley in France. Read the text and discuss with a partner
the different activities that you can do there. e. g. You can go wine-
tasting; you can have dinner in a chateau.

Four exciting things to do with your clients on a trip to the
Loire Valley

 Visit the Renaissance Cha-
teau du Clos-Luce. This castle was
the home of Leonardo da Vinci
in his final years. See an exhibi-
tion of models of da Vinci’s ma-
chines, reproduced by IBM from
original drawings. Enjoy a Renais-
sance dinner with traditional mu-
sic and menu.

e Visit the wine-tasting
school at Saumur. Learn the se-
crets of sparkling “champagne method” winemaking, and taste it for
yourself.

* Flyin a hot air balloon over magnificent chateaux and sleepy
villages. After your 1 %2 hour flight, drink champagne and take time
to enjoy the beauty of the French countryside.
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* Do our classic car rally. Visit chateaux, vineyards, and other
places of interest in a classic Cadillac (with chauffeur), and ask ques-
tions as you go. Have fun and learn about the region at the same time.

You are going to the Loire Valley this weekend. Which of the
activities listed above would / wouldn’t you like to do and why?

E.g. I'd like to learn about winemaking; I'm very interested in wine.
Iwouldn’t like to visit the chateaux because I don’t like museums

Task 8. Monique calls David again. Read their dialogue and an-
swer the questions given below.

A: Hello. Is that David?

B: Yes, speaking. Is that Monique?

A: Yes. Hello, David. How are you?

B: I'm fine.

A: It’s about your trip to France next week.

B: Yes?

A: Would you like to stay on for the weekend — as a guest of Ex-
eco, of course?

B: Well, that’s very kind of you, but I'm afraid I have a flight
to England on Friday evening.

A: Can you change it?

B: Uhm, yes. I'm sure that’s possible. I don’t have any meetings
at the weekend.

A: Because we’d like to take you to the Loire valley. What do you
think?

B: Well, that would be very nice.

A: We can have dinner in a chateau, we can go wine-taking, and...
would you like to go ballooning?

B: 'm sorry?

A: The best way to go sightseeing in the Loire is in a hot-air bal-
loon, David.

B: Well, yes, I'd love to.

A: OK, I'll make all the reservations and I'll call you back.

B: Yes, but...

1. Does she want to invite him: A. to dinner in a restaurant? B. to a
conference? C. for a weekend of sightseeing?

2. Why does David refuse the first time?

3. What activities from the text does she mention?
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Task 9. Read again and complete David’s three responses to Mo-
nique’s invitations.

1. Well, that’s .........ccooeeeeee, but 'm oo I have a flight
back to England.
2. That cooeiiiiiieiieeen be Very ..coovviveiiiiiiiiiieens .

S WL, Y8, ettt et e .

Task 10. Work in pairs. An important client is visiting you. Make
a list of things to do and places to visit in your town or area. Then
phone his / her hotel, and suggest things to do this weekend. Give
explanations where necessary. Your partner can accept or refuse
your invitations.

e.g. Would you like to visit the Schonbrunn? It’s a beautiful castle
in Vienna.

That would be very nice / That’s very kind of you, but ...



Unit 12

Eating out

Task 1. Look at the menu below. Can you identify the nine coun-
tries?
e. g Nachos with guacamole is a Mexican dish. It comes from Mexico.

GLOBAL VILLAGE RESTAURANT
Nine dishes from nine countries. Our menu changes every day. We
welcome your suggestions.

STARTERS
“@ Nachos with guacamole
W Tortilla chips served with a spicy sauce made

with avocado, tomato, lemon juice, and onion.
Sushi roll
A rice roll filled with raw fish, seaweed, and
cucumber, served with soy sauce

Onion soup
Onions cooked in white wine, topped with
slices of bread and grated cheese

I MAIN COURSES
.. Paella
il Rice cooked with fish, shellfish, chicken, and
vegetables

Lasagne al forno
Strips of pasta cooked in beef and tomato and
creamy béchamel sauce




Green curry
Chicken cooked in a fish and coconut sauce
with oriental spices. Served with rice.

DESSERTS
Apple Strudel
Pastry filled with slices of apple and raisins

Kulfi
Ice cream made with almonds and pistachios

Strawberries and cream
The traditional fruit of Wimbledon, topped
|| with thick Devonshire cream

After your meal, why not try our delicious
Turkish, Brazilian, or Irish coffees?

Task 2. Here are some words from the menu. Add some words to
each group. Use words from the menu and any other words that
you know.

IR o) 10 = 1 (o NN (< W L[ <N
2. lemon, StTAWDETITY ...veitiieii e ee e
3L TICE, PASLA «ueenintiet ettt et et
4, ChEESE, CTEAIMN . vue it ieite et ee e ee e ee e e e e
5. chicken, beef .......iuiiiiiiie

Task 3. For each sentence, circle the ending which isn’t possible.

1. The dish is made with ... onions / chicken / menu / rice.

2. The tomato is filled with ... cream / coconuts / sauce / spices.

3. The pastry is topped with ... cheese / red wine / cream / choc-
olate sauce.

4. It’s cooked ... in wine / under the grill / in the oven / in let-
tuce.

5. It’s served ... in the oven / with a salad / raw / with bread.
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Task 4. Think of three typical dishes from your country or re-
gion. You are in a restaurant with a client who doesn’t know these
dishes. Describe them, using these phrases: It’s made with ... \ It’s
filled with ..\ It’s topped with ... \ It’s cooked in ...\ It’s served in / with ...

Task 5. Two people are discussing the menu at the Global Village
restaurant. Read the dialogue. What do they decide to order?

A: What would you like, Katrin?

B: I can’t decide. What do you recommend?

A: Well, it’s difficult to say. There’s a different menu every day,
but it’s always good. I'll have the green curry myself. I really like Thai
food. Do you like spicy dishes?

B: No, not really.

A: Then I suggest you try the lasagna as a main course. Italian
dishes are always very good here.

B: OK, I'll have that. Ah, just a second ... there’s paella on the
menu. That’s my favourite. Yes, I'll have the paella.

A: OK, good. And what will you have to start?

B: Well, um, the Japanese and Mexican dishes look very spicy. So
I think I’d like the onion soup. What about you?

A: Well, sushi’s very nice, but that’s rice again. So I’ll have the
guacamole.

B: Great, so are we ready to order?

A: Yes, I think so. Excuse me, could we order please?

Task 6. Study some of the Restaurant language phrases

1. Recommending and suggesting
What do you recommend? I recommend the sushi.

What do you suggest? I suggest you try the lasagna.
2. Ordering

What would you like? I'd like the onion soup.

What will you have ...

—as a starter / to start? I'll have the guacamole.

—as a main course / to follow? I’d like the paella.

— for dessert / to finish? I think I'll have strawberries and cream.

3. Asking for things

Could you bring me / Could I have some water / another glass / the
bill, please?
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Task 7. Now you are in the Global Village restaurant with some
of your colleagues. Have a conversation about what you want to
order.

Task 8. It’s the end of the meal. Match a sentence on the left with
the response on the right. Then, write who you think is speaking
in each case - the waiter (W), the host (H), or the guest (G)?

1. Would you like some more a. Yes, we do.

coffee? ..... .....

2. Could I have a receipt? ..... b. I'm pleased you like it.
3. Do you accept credit c. You're very welcome.
cards? ..... .....

4. Please, let me get this. ..... d. Yes, certainly.

5. Thank you for inviting me. e. No, thanks.

6. Could you bring me the f. Yes, of course.

bill, please? ..... .....

7. It’s an excellent restaurant. g. No, you're my guest.

This is on me.



Unit 13

Talking about a trip

Task 1. Study the language note on the topic “Meeting People

»

1. Meeting someone for the first time

How do you do?

Pleased to meet you.

2. Meeting someone you know
How’s your wife / family etc.?
How are things?

How’s business / the job?

3. Responding to news

Good news

Bad news
Surprising news

How do you do?
Nice to meet you too.

Very well / Fine, thank you.
Not so bad / Pretty good.
Not very good, I'm afraid.

I'm (very) pleased / glad /
happy to hear that

That’s great news!

I'm (very) sorry to hear that.
That’s incredible! Really?

Task 2. Choose two possible responses for each remark.

1.

oo

pop

0 opw

How’s your family?
They’re all well.

Fine, thanks.

She’s well, thank you.

How are you?
Pleased to meet you.
Not so bad.

Fine, thanks.

How’s business?
So-so

Pretty good, thanks.
Yes, it is.

1.

o oe

SESEN

0

P opw

I really like my new job.
I'm sorry to hear that.
That’s great news.

I'm glad to hear that.

She isn’t very well,
I'm afraid.
I'm sorry to hear that.

. Really? I am sorry.

I'm happy to hear that.

What about you?

I'm fine, too.

I'm very well, too.

I'm sorry to hear that.



Task 3. Here are some answers. What are the questions?

e.g. Not very well. I was ill for several days last week.
Question: How are you?
He’s fine, thanks, and the children are well too.
We're having an excellent year — lots of new contracts.
She’s very well — she’s studying at business school now.
Fine, thank you. I really like my new boss.
Not so bad.

M S

Task 4. You meet your partner for the first time in three months.
Ask and answer questions about the following:

* your companies

* your jobs

* your families

 your English course

You can tell the truth or invent your answers. Start like this:
(Peter), great to see you again. What a surprise! How are you?

Task 5. Danuta is speaking to a colleague about a trip to New
York. Read the conversation. Was Danuta’s trip generally a posi-
tive or negative experience?

A: Danuta, hi. Welcome back. Did you have a good trip?

B: Yes, thanks, I did. It was great.

A: So, what was New York like?

B: Very noisy, but it’s an exciting city to visit.

A: Yes, everybody says that. What was your hotel like?

B: Well, my room was quite small, but the hotel itself was very
clean. And really convenient — only two minutes’ walk from the con-
ference centre.

A: How was the conference?

B: I loved it. People were really friendly, and I made two or three
very useful contacts. I'll tell you about them later.

A: And what were the presentations like?

B: Well, actually, the talks that I went to were a little boring. I fell
asleep in one of them.

A: You didn’t.

B: Yes, I did. But that was the only negative thing. Generally,
it was a fantastic visit. I'd love to go again.

A: No! Next time, I want to go! You can stay here!
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Task 6. Review the rules of “What is / was it like?” use
We use the construction What ... like? to ask for a general descrip-
tion.
1. Present
What’s (what is) the weather like It’s sunny / cloudy, etc.
today?

What are the teachers like? They are very friendly / interes-
ting, etc.
2. Past
What was the food like at the It was very good / fantastic.
conference?

What were the presentations like? They were very long / boring, etc.

Task 7. Match the adjectives in A with their opposites in B, as in
the example. Which adjectives are generally positive and which
ones are negative?

A Adjectives B Opposites
1. noisy 6. friendly |a. dirty f. expensive
2. cheap 7. fantastic |b. short g. interesting
3. small 8. useful c. large h. unfriendly
4. boring 9. clean d. useless i. quiet
5. convenient |10. long e. inconvenient |j. terrible

Task 8. For each category in A below, circle the adjective in B
which can’t be used. Add two or three adjectives in C which are
possible, as in the example.

A B C

Towns noisy/easy/beautiful /small .large../..qui-
et../..modern..

The weather [tiring/changeable/hot/friendly

People friendly/inconvenient/boring /quiet
Hotels convenient/dirty/old-fashioned /dif-
ficult

Business mee- |long/difficult/clean/dull
tings and trips
Presentations |terrible/large/short/useful
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Task 9. You and your partner have just returned from business
trips. Ask questions about each other’s trip e.g. What was your
trip like? Which airline did you fly with? Where did you stay?
What was the hotel like? etc. You can invent as many extra details
about your trip as you like. Use File A. and File B.

File A.

* You went to visit a new supplier in Portugal. Your experience was
very positive.

* You flew to Lisbon — the flight was short and you arrived early.

* The weather was hot and sunny. Your hotel was luxurious.

* You visited the factory, and had meetings with a number of the
staff. It was very interesting.

* You attended three technical presentations. They were very
informative.

* The Managing Director showed you Lisbon by night.

* You ate out in an excellent restaurant. The seafood was delicious.

File B. You went on a sales trip to London. Your experience
wasn’t very positive.

* Your journey was long and tiring, and your flight was late.

* The weather was cold and windy, your hotel was clean and mod-
ern but cold and a long way from the centre.

* You visited three new clients. They were difficult meetings.

* You went to a presentation of the Millennium Dome given for
foreign businessmen at the Chamber of Commerce. The cocktail
party after was very nice.

* At the weekend you took a boat trip on the River Thames to see
the sights of London and went on the London Eye. The view was
spectacular.

* You ate out in a restaurant. It wasn’t very good. The food was
dull and you didn’t like it much.
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Unit 14

Visiting a company

Task 1. Isaac Cady is on a visit to Milan. Piera Macaluso intro-
duces him to some colleagues. Read the dialogues and write down
what jobs they do.

1. PC: Hello, William. Could I introduce you to Isaac Cady from
Washington? This is William Bernstein. He’s an accountant.

WB: Nice to meet you, Isaac. Do you know Marianna Tardelli?
She’s our Marketing Director.

MT: How do you do.

IC: How do you do.

2. PC: Hello, Carla. Meet Isaac Cady. This is Carla Dendena. Car-
la’s in charge of Human Resources.

IC: Nice to meet you, Carla. Are you busy at the moment?

CD: Very.

3. PC: Isaac. I'd like you to meet Gianni Baresi, our company law-
yer, and Daniel Jones, our Sales Director, who I think you met last
year.

GB: Nice to meet you.

IC: Nice to meet you again.

PC: Oh and this is Erica Chang. She’s Daniel’s Personal Assistant.

EC: How do you do.

4. PC: Can I introduce you to Frank Jensch? Frank here is our
Head of Research.

IC: A very important job. Pleased to meet you.

FJ: Pleased to meet you. Come and see my laboratory if you have
time.

IC: Thank you. I'd like to.
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William Bernstein Marianna Tardelli

f:_. j
d. e. : f. { g.

Gianni Baresi Daniel Jones FErica Chang Frank Jensch

.........................................................................

Task 2. Match the jobs in the box with the descriptions below.

managing personal as- sales represen- |training officer
director sistant tative

purchasing laboratory quality control
manager technician manager

1. T organize training courses for members of staff — languages,
computers, etc.

2. Iset up the equipment and do experiments and tests.

3. Tam the senior executive.

4. Icheck that products are made to the right standards.

5. Ivisit customers and try and increase business.

6. I work with the Managing Director. I am responsible for his
diary, organize his travel, and take calls for him.

7. I buy everything the company needs, from raw material
to stationery.

Task 3. Read the text below about the French company Perrier
Vittel and fill in the gaps. Use the words in the box.

| product takeover subsidiary market leader |
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research centre turnover division brands
customer market share  production sites acquisition

Perrier Vittel is a S.eveuvvvvnvinnnenn.
(1) of the Nestle Group. It has mil-

lions of C..ccvvvveeennenn. (2) all over the
world.
It is the water d........... (3) of the

& group and has many famousb...........
(4) such as San Pellegrino, Con-
trex, Panna and Aquarel. There
are sixty-seven p..

Sereerenernnnne (5) producing billions of litres of bottled Water The main
| SO Corerneeneeeeneenns (6) of the Nestle Group is in Lausanne
and there is a network of seventeen other centres on four continents
employing 2,500 staff. This research helps produce safe and afford-
able water for everybody.

Arecent NEW P..cevvvenvnennnnnn (7) is Nestle Pure Life. The compa-
ny bottles this water locally in developing countries such as Pakistan
and Brazil.

Nestle’s interest in water began in 1969 with the a....................
(8) of 30% of Vittel. After the t.................... (9) of Perrier in 1992 the
new company Perrier-Vittel became a major part of the Nestle Group.
Today water sales represent 8.8% of the group’s t.................... (10).
The group is the international m.................... L.......... .. (11) for
bottled water with a 15% m.. e Seeenenes (12) A new
CEO, Frits van Dijk took over in 2000 and he aims to keep Perrler Vittel
at the front of the bottled water market in both sales and technology.

Task 4. Most large companies have different departments: Re-
search and Development, Sales and Marketing, Financial, Legal, Hu-
man Resources, Communication. Where do these people usually
work?

Accountants work in the .................... department.

. Scientists often work ................... .

Sales people .......c..ceenn.e. .

Lawyers ......cccooeevenenn. .

PR people .....ccevvnnnnnnn. .

Training Managers .................... .

NN
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Task 5. At a budget meeting four managers talk about their de-
partments. Read information and complete the grid below.

1. Thank you very much. I would like to talk about the Research
Department. As you know there are four scientists in the department
plus ten technicians. Our main activity is software research. We have
a well-equipped laboratory and four offices. We are not in the main
building. We work a lot with computer companies in the USA, so we
spend a lot of our budget on travel.

2. Iam in charge of the Purchasing Department. There are five
managers in the team and seven administrative staff. We are respon-
sible for all purchases, raw material, components, and other supplies.
We travel a lot to China, the Philippines, and Korea. We have a large
open-plan office on the second floor and two more offices on the top
floor. We use fax and e-mail a lot.

3. My department is the Human Resources Department. We are
on the first floor of the main building. We are responsible for recruit-
ment and training. As you know, we spend a lot of our budget on com-
puter and language training. There are six of us in the department,
plus the Director.

4. Hello. I am the Head of the Communications Department.
It’s very small. There are three of us in one large open-plan office
on the ground floor. We are in charge of internal and external com-
munications and public relations. Our main projects are the company
newsletter, which we produce four times a year, and we are also re-
sponsible for the publication of the annual report.

1 2 3 4
Department Human
Resources
Staff 12
(5+7)
Office large, open-
plan office-
ground floor
Activity software
research
Other information
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Task 6. Study the language note on the topic “Describing your
department”
1. Describing the activity of a department.
My department deals with / is responsible for marketing / ad-
ministration, etc.
We organize tests / studies / research.
We work with customers / suppliers / subsidiaries / other com-
panies in the group.
2. Describing the staffing of a department.
There are ... people in the department.
Pierre Ducros is in charge of the department.
I am one of the managers / technicians / secretaries / engineers.
3. Describing the equipment / premises of a department.
We have a large office / three laboratories / a small building.
We use computers / fax / e-mail a lot.
We have a well-equipped laboratory / a lot of technical equip-
ment.

Task 7. Think about your department or a department you would
like to work in. Draw an organization chart for it. Use the lan-
guage from task 6 to give a short presentation about your depart-
ment.



Unit 15

Career of a Public Official

Task 1. Discuss the questions.

1. What jobs can graduates with a degree in public administra-
tion do? Choose from the following list: a doctor, a journalist, a bud-
get analyst, a public affairs officer, a safety inspector, a youth worker.

2. What spheres do public administration professionals deal
with? Choose from the following list: environmental protection,
health care, education, pensions, social security.

3. What qualities are necessary for a public administration pro-
fessional? Choose from the following list: good communication skills,
analytical skills, computer skills, punctuality, patience, courage.

4. What are ethical principles that public administration profes-
sionals should follow? Choose from the following list: responsibility,
respect, initiative, leadership.

Task 2. NOTE THE DIFFERENCE!

The Russian word noaumuxka is translated into English in two
ways: policy and politics.

Policy is a set of ideas or a plan of what to do in particular situa-
tions that has been agreed on officially by a group of people, business
organization or a government.

Politics is the study of the ways a country is governed, or politics are
someone’s opinion about how a country should be governed.

For example: What'’s your party’s policy on immigration?He is plan-
ning to retire from politics next year.

Task 3. Study the vocabulary list below. Use the words and phras-
es in the sentences of your own.

1) to determine (v.) — ycTaHaBIUBATh, ONpeAeasaTh, determined
(adj.) — permIuUTETBHBIN, IIeIEYCTPEMIEHHBIH, YCTAaHOBJIEHHBIH, deter-
mination (n.) — peIMMOCTb, HACTOUYUBOCTD
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2) to administer (v.) — ypaBJsTh, BECTHU JieJIa, PEryJINPOBaTh,
administrative (adj.) — aAMUHUCTpAaTUBHBIHN, yIIpaBJIeHYEeCKHUH, ad-
ministration (n.) — ynpasyieHre, MUHUCTEPCTBO, BEIOMCTBO

3) to serve (V.) — CTy»XUTb, OBITH Ha CIyKOe, 61arOIPUATCTBO-
BaTh service (n.) — cayx6ba, yeayra, 06513aHHOCTB, to service (V.) — 06-
CITy’KUBAaTh

4) to employ (v.) - HaHUMATH Ha pabOTYy, UCIOIb30BATh €m-
ployee (n.) — corpyauuk, employer (n.) — paboTogaTesnb, employment
(n.) — mpueMm Ha paboTy, TpyaoycTpoiicTBo unemployed (adj.) — 6e3-
paboTHBIH

5) to work for / with (v.) — paboTaTb Ha KOro-1160 / ¢ KEM-THO0

6) career (n.) — Kapbepa, mpodeccus, poj AeATeTbHOCTH

7) local (adj.) — mecTHBIH

8) to govern (v.) — pyKOBOAUTD, HAIPaBAATh government (n.) —
MIpaBUTENbCTBO, yIIPaBJeHue, governance (n.) — BJIacTb, PyKOBO/-
CTBO, OOIIT1Ie OCHOBHI YIIpaBJIEHUA

9) public (n.) — mybsuka, obuiectBo, public (adj.) — rocyzaap-
CTBEHHBIH, 00IIEeCTBEHHBIN, Ty OTUYHBIN

10) policy (n.) — MOMUTHUKA, TUHUS TTOJUTHIECKOTO TTOBEIEHUS,
KypC, CTpaTerus

politics (n.) — MOUTHKA, TOJUTUYECKAS AEATENBHOCTD, TOJTUTH-
YyecKasi )KU3Hb, IeITETbHOCTh TOCyIapCTBa, political (adj.) — moauTu-
YeCKHUH, CBA3aHHBIN C IIOJTUTUKOU

11) communal (adj.) — 061IeCTBEHHBIH, KOJIJIEKTUBHBIHN

12) civil (adj.) — rpakgaHCKU, BEXKJIUBLIN, aIMUHUCTPATUBHBIN

13) to commit to doing smth. — c4uTaTh YTO-THOO CBOUM JJOJITOM
WIn 06s13aHHOCTRIO, committed (adj.) — 1esleycTpeMIeHHBIH, TTPU-
Bep)KEeHHBIN, TpeJaHHbIN Jeqy commitment (n.) — 065g3aTeNbCTBO,
3aMHTEPECOBAHHOCTD

14) federal (adj.) — peaepanbHbIi, GegepaTUBHBINA, 00IIETOCY-
ZlapCTBEHHBIN

15) to interact (v.) — B3auMO/eliCTBOBaTh, BO3/IeICTBOBATH inter-
action (n.) — obuieHMe, B3aUMOJeUCTBHE, interactive (adj.) — uHTe-
PaKTUBHBINM, OCHOBaHHBIN Ha B3aUMO/IeICTBUU

16) interest (n.) — MHTepec, 3aMHTEPECOBAHHOCTb, T10J1b3a, BBITO-
[1a; TIPOIIEHT to interest (v.) — BBI3BIBATh UHTEPEC, IPUBJIEKATh BHU-
MaHUe, THTEPECOBAThCSA

17) steward (n.) — ympaBsOIINNA X03IUCTBOM, TO0OPOBOJIbHBIM
MTOMOIIHUK, TPOdCOI03HBIN opraHu3aTop, stewardship (n.) — oTBeT-
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CTBEHHOE PYKOBO/ICTBO, KYpUPOBaHUe, OpraHu3aliys MmiaHupoBa-
HUS U yIIpaBJIeHUS

18) ethics (n.) — Mopasb, HpaBCTBEHHOCTD, TPUHATHIE HOPMBI ITO-
Bezienus ethical (adj.) — aTMYecKU#, MOpaJTbHBIN

19) practice (n.) — 3aHATHe, METO/, PabOTHI, yCTAHOBUBIIUICS IT0-
PAZOK to practise (v.) — IPUMEHSATH Ha TPAaKTUKe, TPEHUPOBATHCS

20) skill (n.) — macTepcTBO, yMeHUeE, HABBIK

21) integrity (n.) — 4€CTHOCTH, IPUHIUNIHATBHOCTDb, BEDHOCTH
MIPUHITUIIAM

22) body (n.) — rpymma srozaei, urio (Gusndeckoe WK IOpUAYIE-
CKOe), OpraH

Task 4. Fill in the table and then complete the sentences with the
necessary form of suitable words.

Verb Noun Adjective
determined
to commit
federal
government

to administer

interest

. We are_to helping them as much as we can.

. Those who succeed have to improve themselves.
_funded projects have a competitive advantage.

People don’t have faith in but believe in direct action.
She writes about different phenomena.

. Public administration professionals should have strong work

N

7. Tactical skill should be matched with__and organizational
ability.
Task 5. Fill in the gaps using the nouns: career, job, profession,

occupation.

Keep in mind that: A career is the job or series of jobs that you
do during your working life, especially if you continue to get better
jobs. A job is the regular work that you do in order to earn money.
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A profession can refer to: a) a type of work that needs special train-
ing or education; b) the people who do a type of work considered
as a group. An occupation is a person’s job or a regular activity
or hobby.

1. She has got a___in publishing.

2. He’s hoping for a in the police force / as a police officer.

3. He works as a waiter, but he is a teacher by____.

4. In the space “___ ” she wrote “a doctor”.

5. Lifelong_____are rare today.

Task 6. Fill in the gaps using one of the adjectives local, federal,
public, communal, civil.

1. The health ministry has sole___responsibility for health care.

2. The subcommittee would be comprised of ____people who
knew the history and area.

3. The new government wants to end privatization and bring ser-
vices back into_ownership.

4. Within a system of government, there is now a national
Bill of Rights.

5. Two people shared a room and the entire floor shared a
bathroom and shower room.

6. The trust recognized___concern but did not have any grounds
to object to the trial.

7. The second use of the law concerns_____matters.

8. Butthisisa__achievement, one that shows us a side of Bel-
fast we never normally see.

9. There were territorial conflicts, wars, _disputes and argu-
ments.

10. Decisions should be taken at the level.

Task 7. Read text A and make a summary explaining what public
administration is.

Text A.

Public administration is a feature of all nations, whatever their
system of government is. Within nations public administration
is practiced at the central, intermediate, and local levels. Today public
administration is often regarded as including some responsibility for
determining the policies and programs of governments. Specifically,
it is the planning, organizing, directing, coordinating, and controlling
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of government operations. The field of public administration or ad-
ministrative services focuses on formation and management of public
agencies. Public administration careers exist at every level of govern-
ment.

People in public administration jobs analyze information, oversee
expenditures, draft and implement governmental and public policy,
manage people and resources, conduct safety inspections, investigate
suspected criminal activity, serve as consultants, and in general act
as stewards of the public interest.

Many graduates with a degree in public administration work for
government agencies and nonprofit groups, but there are also posi-
tions available in private business, schools and think tanks. Graduates
can work as human health care managers, Human Resources manag-
ers or in executive governmental positions such as city managers.

While public service careers span a wide range of organizations
and jobs, most public service education includes learning about pub-
lic policy, organization theory, economics, political science, manage-
ment, accounting, sociology and psychology.

In the UK jobs directly related to a degree in public administration
include those of a charity officer, a civil service administrator, a gov-
ernment social research officer, a health service manager, a housing
manager / officer, a youth worker.

In the USA when one thinks of public administration, they often
think of a government distributor or manager. And the most likely
employer can be the federal government. City managers are public
administrators who try to make city governments operate with the
efficiency of successful businesses.

Task 8. Provide English equivalents for the Russian phrases.
[InaHupoBaHue, opraHu3alus, KOOpAUHUPOBaHUE U KOHTPOJIb
/ BBIITYCKHUKY, UMeOIIHe BbICIIee 06pa3oBaHUe 10 CIEeUaIbHOCTH
I'MY / rpagoHa4aJbHUKY / paboTaThb ¢ 30 PEKTUBHOCTHIO YaCTHBIX
KOMIIaHUH / OIpeJiesIfAloT OJUTUKY U IPaBUTENbCTBEHHEIE IIPO-
rpaMMBbl / cdepa rocyjapcTBEHHOI'0 U MYHUILIMIIAJIBHOTO yIIpaBJe-
HUA / FOCYyAapCTBEHHBIX OPraHoOB / rOCyAapCTBEHHOE U MYHULIU-
najbHOe yIpaBjeHue / Ha ¢peiepaJbHOM U MECTHOM yPOBHAX
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Unit 16

Management

1. Read the following memos written by managers and say
if they are effective. You may use the following phrases: To be quite
reasonable and wise; to be easy to do; to sound silly / funny; to be im-
possible; to be unable to perform; to be a joke; the words of a good man-
ager.

Letter #1

To: All Employees

From: Director, Administrative Services

Subject: Too many absences

Because of too many absences from the office, the following rules
and procedures will be put into effect as of yesterday.

SICKNESS: no excuse. We will no longer accept your doc-
tor’s statement as proof, as we believe that if you are able to go to the
doctor you ARE able to come to work.

DEATH (your own): this will be accepted as an excuse, but
we would like a two week notice, as we feel it is your duty to train
your successor.

ALSO: too much time is being spent in the restroom. In the fu-
ture, we will follow the practice of going there in the alphabetical
order.

Letter #2

Subject: Boss’ Rules

To: All Employees

Effective immediately:

If you can’t get your work done in the first 24 hours, work nights.
To err is human; to forgive is not our company policy.

No matter how much you do, you never do enough.

Letter #3

To: All employees
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From: CEO

Subject: Idle conversation

Idle conversation and gossip in this office among employees will
result in firing.

Don’t talk about other people and other things in this office. Do
your job and keep your mouth shut!

Task 2. Discuss the questions in pairs / groups.

1. Is management a profession or an activity?

2. What does it mean to be a manager? What do managers do?
3. Are professionals in public administration managers?

4. What qualities and skills do effective managers have?

5. Are good managers born or taught?

Task 3. Study topical vocabulary.

1) to manage (v.) — yIpaBIsATb, pyKOBOJAUTH, to manage to do
(v.) — cipaBuUTHCA € YeM-11b60, management (n.) — yIIpaBieHNe, pyKo-
BOZICTBO, OpraHU3aIlMOHHO-PaclopAAuTe/lbHaA AeATeIbHOCTD, man-
ager (n.) — pyKOBOZAUTENb, AAMUHUCTPATOP, MeHe/XKep, AUPEKTOpP,
managed (adj.) — ynpasisiembrif, manageable (adj.) — KOHTpOIUPY-
eMBbIU, ToAarouicaA ylpaBIeHUI0, CCOBOPUYMBHIN, BBITIOJTHUMBIH,
managerial (adj.) — ynmpaBieH4YeCKU, a[IMUHUCTPATUBHBIN

2) to plan (v.) — mIaHUpOBaTh, IPOEKTUPOBATh, 3aMbICIUTH,
HaMepeBaThbcA planning (n.) — IJIaHUPOBaHUE, COCTaBJIeHUE IIJIaHa,
planner (n.) - TpPOEKTUPOBILUK, IJITAHUPOBIIUK,

3) to direct (v.) — HAaNpaBJAATb, yIPABIATH, UHCTPYKTUPOBATh,
ZlaBaTh pacropsxeHus, director (n.) — IUPEKTOP, PYKOBOAUTEb, pe-
’kuccep, direction (n.) — HarrpaBJieHHe, PYKOBO/JCTBO, PACIIOPSAKEHUE,
IpaBJIeHue

4) task (n.) - 3azava, 3aZiaHue, €10, HOpMa BEIPAOOTKH

5) to organize (v.) — OpraHMU30BHIBaTh, YCTPOUTD, BHICTPAUBAaTh
organizer (n.) — opraHu3arop, organization (n.) — opraHusaius orga-
nized (adj.) — opraHM30BaHHBIN

6) to perform (v.) — UCITONHATD, ZieaTh, COBEpPIIATh, perfor-
mance (n.) — BBIIIOJHEHUe, UCIIOJHEHUe, Ipe/icTaBJIeHUe, JOCTHKe-
HUe, CBepllleHe, pe3yIbTaThl paboThI

7) to control (V.) — KOHTPOJIMPOBATh, PETYJIUPOBATh, YIIPABJIATH,
controlling (n.) — KoHTpOJIB, controller (n.) — KOHTpoOJIEP, MHCIIEKTOP,
[JIaBHBIN OyXTranaTep KOMIaHUU
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8) to achieve (v.) — mocTUTaTh, JO0OMBATHCH, JOBOJAUTD /IO KOH-
11a achiever (n.) — 1jesleycTpeMJIEHHBIN YesloBeK, achievement (n.) —
JIOCTYKEHMeE, ycleBaeMocCTh to achieve a goal / to accomplish — go-
CTUYD IIeJTU

9) to allocate resources — pacmpeziesaTh pecypchl, Human Re-
sources (n.) — KaZAPOBBIH MOTEHIIMAJ, TPYAOBBIE PECYPCHI

10) to establish a goal — mocTaBuTE 11e7b, SYN. to set, to determine

11) to subordinate (v.) — MOAYNHATD, CTAaBUTh B 3aBUCUMOCTb Sub-
ordinate (n.) — moAYMHEHHOE JUTIO, subordinate (adj.) — mogYuHEH-
HBIHU

12) superior (n.) - HavyaJbHUK, superior (adj.) — cTapmui
I10 IOJI’KHOCTH

13) to process paperwork — paboTaTh € IOKyMeHTaMH

14) to staff (v.) — ykommiekToBars mtaThi staff (n.) — corpyauu-
ku, staffing — HaeM mepcoHaa, kajpoBoe obecrieueHUe

15) competence (n.) — yMeHHe, CIIOCOOGHOCTh, TPOhECCHOHATN3M,
competent (adj.) — 3HaIOIIMII, KOMIIETEHTHBIHM, pa3pelleHHbIH

16) to motivate (v.) — MOTUBUPOBATh, CAYKUTH MOTUBOM, TI0O-
CTYXUTh IPUYUHOM, motivation (n.) — moOykAeHMEe, MOTUBALIUS
motivational (adj.) — mo6yauTeNbHBIN, MOTUBAI[MOHHBIN, Motivator
(n.) — cpeAICTBO MOTUBAIINH, IBMKYIIUYU MOTHUB, motivated (adj.) —
MOTHBHUPOBAHHBIN

17) responsible (adj.) — oTBeTCTBeHHBIHN, HECYIINI OTBETCTBEH-
HOCTB, BHYLIAIOUINH f0Bepue, responsibility (n.) — oTBeTCTBEHHOCTH

18) to lead (v.) — BO3r1aBUTh, pyKOBOAUTS, ITOKA3bIBATh MY Th,
leader (n.) — rmaBa, pykoBoguTenb, mugep, leadership (n.) — ynmpasie-
HUE, IPEeABOAUTENBCTBO, PYKOBOASANIUM IIEHTP

Task 4. Fill in the table and then complete the sentences with the
necessary form of the suitable words.

Verb Noun Adjective
manageable
to direct
leading
achievement
to perform
unplanned
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1. The government is unable to reduce____taxation.

2. It is an ambitious goal but itis__.

3. I have my duties to .

4. The central aim of our work is to make people live .

Task 5. Read text A and complete the summary explaining the
notion management.

Management is that . Managers can
be and . There are

Text A.

Management is a universal phenomenon. All organizations — busi-
ness, political, cultural or social are involved in management because
it is the management that helps to direct the various efforts towards
a definite purpose. Management involves creating an internal envi-
ronment: it is the management which puts into use the various fac-
tors of production. Therefore, it is the responsibility of management
to create such conditions which are conducive to maximum efforts
so that people are able to perform their task efficiently and effective-
ly. It includes ensuring availability of raw materials, determination
of wages and salaries, formulation of rules & regulations.

Therefore, we can say that good management includes both being
effective and efficient. Being effective means doing the appropriate
task. Being efficient means doing the task correctly at least possible
cost with minimum wastage of resources.

As a process, management refers to a series of interrelated func-
tions. According to George R. Terry, “Management is a distinct pro-
cess consisting of planning, organizing, actuating and controlling,
performed to determine and accomplish stated objectives by the use
of human beings and other resources.” Peter Drucker added a fifth
function that of developing.

Task 6. Read text B and match the following functions to their
descriptions.

Functions: controlling, directing, planning, developing, orga-
nizing

Text B.

1. involves determining overall company ob-
jectives and deciding how these goals can best be achieved.
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2. involves allocating resources, especially hu-
man resources, so that the overall objectives can be attained. In this
phase managers decide on the positions to be created and determine
the associated duties and responsibilities. Staffing, choosing the right
person for the right job, may also be included as part of this function.

Third is the day-to-day 3 and supervision of em-
ployees. At this stage managers guide, teach, and motivate workers so
that they reach their potential abilities and at the same time achieve
the company’s goals that were established in the planning process.

In 4 , managers evaluate how well company
objectives are being met. In order to complete this evaluation, man-
agers must look at the objectives established in the planning phase
and at how well the tasks assigned in the directing phase are being
completed. If major problems exist and goals are not being achieved,
then changes need to be made in the company’s organizational or
managerial structure. In making changes, managers might have to
go back and replan, reorganize and redirect. Examples include use of
financial control, policies and procedures, performance management
processes, measures to avoid risk, etc.

Finally,in5__________ a manager develops people, including
themselves. They rely on others to get the job done and achieve the
objectives. So they have the responsibility to help the group members
and to take them forward.

Task 7. Read text C and underline the word combinations that
describe the activities and competences of a manager.

Text C.

Management as an activity includes a number of activities.
A manager is involved in informational activities. In the functioning
of a business enterprise, the manager constantly has to receive and
give information orally or in written. A communication link has to be
maintained with subordinates as well as superiors for effective func-
tioning of an enterprise.

Another type of activities a manager is involved in is decisional
activities as practically all types of managerial activities are based
on one or other types of decisions. Therefore, managers are continu-
ously involved in decisions of different kinds since the decision made
by one manager becomes the basis of action to be taken by other man-
agers.
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Inter-personal activities involve achieving goals through people.
Therefore, managers have to interact with superiors as well as subor-
dinates (e.g. bonuses to be given to the subordinates). Communication
activity consists in exchanging routine information and processing
paperwork.

Human resource management activity consists in motivating, dis-
ciplining, managing conflict, staffing, and training. Networking activ-
ity involves socializing, politicking, and interacting with outsiders.

Many skills are required to master the challenging nature of man-
agerial work. The most important skills and competencies are those
that allow managers to assist others in becoming more effective and
productive in their work. The relative importance of managerial skills
varies by level of managerial responsibility. There are some person-
al competencies that are critical for managerial success and urged
by business schools to be acquired: leadership, self-objectivity, ana-
lytical thinking, behavioral flexibility, oral communications, written
communications, personal impact, resistance to stress and tolerance
for uncertainty.

Task 8. Discuss the following questions: 1. Do you think you can
be a good manager? 2. Which managerial function seems the most
difficult to perform for you? 3. Which skills and competences do
you lack to be a manager?

You may use the expressions: * I think that because ... ® As
far as I'm concerned ... due to ... ® Speaking for myself ... ® In my opin-

ion... as... ® Personally, I think ... ® I'd say that ... * Id like to point
out that ... * I believe that ... * What I meanis ...

Task 9. Read the texts (A, B, C) once again and answer the ques-
tions.

1. Why is management a universal phenomenon?

2. What is the responsibility of management?

3. What is the difference between the words effective and ef-
ficient?

4. What are the functions of managers? Explain each of them.

5. What activities do managers do?

6. What does human resource activity consist in?

7. What skills and competences should a manager have?
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Unit 17

Agile working

Task 1. What is agile working and why is it important? Read about how
new ways of working are helping companies adapt to change. Before
reading do the preparation task. Then read the article and do the exer-
cises. Match the definitions (a - h) with the vocabulary (1 -8).

1....... agile a. a thing that limits something

2....... to clarify b. able to move quickly and easily

3. globalization | c.to come together in a group

4. ...l rain or shine | d. the rate at which a person, company,
etc. does useful work

5. ciiens a constraint e. to make something clear or easier
to understand

6. ...... one size fits all| f. the development of closer economic,

political and cultural relations between
all the countries of the world because
of travel and communication becoming

easier

VAR to gather g. suitable for use in all circumstances
or situations

8....... productivity h. no matter what happens

Task 2. Read and translate. Make a vocabulary of 20 words to this
text.

Text. Agile working
The world we live in is changing and it is changing rapidly.
Whether this is driven by technology, globalisation or in response
to specific crises, there is no doubt that the workplace of today needs
to constantly adapt to ongoing changes in order to remain efficient
and competitive.
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In more traditional work settings, the definition of a good em-
ployee was someone who came to the office on time at 9 a.m., sat
at their desk and worked hard, taking direction from their managers
and following the rules. This model employee would be there rain
or shine, always appearing busy until it was time to go home at 6 p.m.
But with the development of smartphones and internet technologies,
many companies are starting to form virtual teams with team mem-
bers living in different time zones, and employees are now finding
themselves answering emails, attending meetings and working on re-
ports from home outside their usual working hours. People now need
to work smarter and not just harder.

It is not only the time and location of the modern workplace that
is changing. The role of the manager is evolving too. Many organisa-
tions are moving away from an approach where managers constantly
supervise their staff and tell people exactly what is to be done. In-
stead, they are adopting a more project-based approach, where man-
agers have the responsibility of clarifying project goals and enabling
teamwork and collaboration. The roles that the individuals play might
differ from project to project, and agile managers can serve to support
team members in adapting the way they contribute to a team.

These changes in modern work practices mean that organisa-
tions need to adopt agile working approaches so that they can find
the most appropriate and efficient way of getting things done. The
consumer goods company Unilever describes agile working as ‘an ap-
proach to getting work done with maximum flexibility and minimum
constraints’.

Agile working is not just about allowing employees to work from
home and decide their own working hours. Another example of ag-
ile working might be workspaces designed to suit the different kinds
of work taking place. This is an environment that helps people to be
at their best and most productive. An agile workspace might include
open areas with small tables for people to gather and work togeth-
er and standing desks to improve energy levels and productivity. It
might include quiet zones for a bit of thinking time and social areas
for staff to chat and relax together. Like most things with agile work-
ing, there is no one-size-fits-all approach. Agile workspaces have to be
adapted to the individuals and their roles in the company because ag-
ile working is about valuing people and their activities and not having
them limited by the physical workplace.
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Basically, agile working is about being ready to change the way
we work — whether it be our working hours, our physical workplace,
the technology we use, the nature of our roles and the way we work
together, or the way our work is done. By encouraging such agility
and flexibility, we can adapt to the ever-changing world around us,
while creating a more dynamic workforce and improving our perfor-
mance and productivity.

Task 3. Choose one to three correct answers for each question.

1. In more traditional workplaces, employees are expected
to ... a. have fixed working hours. b. attend meetings at weekends. c.
be present at the office. d. look as if they’re always busy.

2. More and more people are working outside their normal
working hours because ... a. they want to show that they are always
busy. b. they work virtually with colleagues in different time zones. c.
they have the technology to work from home. d. they work too slowly
in the office.

3. The role of the agile manager is to ... a. make sure their em-
ployees understand their roles and their goals. b. watch what their
employees are doing closely. c. help their employees adapt to the dif-
ferent projects and teams. d. tell their team members exactly what
to do.

4. Organisations that adopt agile working approaches ...
a. allow their employees flexible working hours. b. allow workers
to choose where they prefer to work from. c. are good at adapting
to change. d. insist that employees work from their own desks.

5. Agile workspaces ... a. all have a similar design. b. encourage
employees to stand at their desks. c. must have social spaces. d. are all
different, depending on the needs of their employees.

6. By working in an agile way, companies can ... a. improve
performance. b. increase productivity. c. ensure that employees fol-
low the rules. d. focus on the people.

Task 4. Complete the sentences with the following words: employ-
ees, employers, valuing, enable, adapt, limiting, adopt, clarify

1. Companiesneed to .......c.cc.eeeuveuennerenneneennnn. to the changing
world we live in.
2. Companies should ............cceeiiiiiniinieniennn. agile approaches

to find the most appropriate and efficient ways of working.
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3. Many c.oeeeeeiiiee e can now work from home.

4. More agile ......coccoeveiiiiiiiiiinienens allow their workers more
flexibility.

5. One of the roles of the manageristo .........ccceeveueiieneinnennnns.
goalsand ............coeeviiiiiiiie e collaboration.

6. Agile working is about .........c.ccoeiiiiiiiiiiin. people in-
stead Of ...ovveniiniiiiiiiri them.

Task 5. Make up a story of 7 sentences to answer the following
question: What’s your experience of agile working?
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