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IIPEQVIC/IOBUE

JlanHOe y4e6HOe Tocobye COCTABIEHO B COOTBETCTBUM C TPeOOBAHMA-
MU K COfep>KaHMI0 AUCHUIUINH «[IpakTuieckuii Kypc MHOCTPaHHOIO SA3bIKa»
n «V/IHOCTpaHHBII A3BIK» 110 HAIPABIEHMIO IOAroTOBKNU «Ilemarormaeckoe
obpasoBanue» (44.03.05), a Tak)Ke HesI3BIKOBBIX HAIIPABJIEHWIT TOATOTOBKM
U IIpeffHasHaYeHO /ISl CTYAEHTOB JHeBHOTO oTHeneHus 11-V kypca, ob6y4aro-
ILIMXCsI IO HaTlpaB/ieHuo moaroToBku 44.03.05 «Ilegarorndeckoe o6pasosa-
HIe» U HeA3bIKOBBIX HaIIpaB/IeHN I MOATOTOBKIA.

ITocobue paccyMTaHO Ha NI, paHee M3YYaBIIMX AHITIMIICKUI S3BIK
U XKeNMAIINX YIIyOUTh CBOM 3HAaHUS B 00/1aCTU IPOQeCcCHOHaTbHOTO aH-
ITIMIICKOTO A3BIKA. B HEro BKIIOYEH JIEKCMYECKMII MUHMMYM B paMKax
IIpeJJIO>KEHHOI TeMbl, HAIIpaB/ICHHDbINI HA OBJIaJieHMe 37ieMeHTaMl MOHO-
JIOTMYEeCKON M IMAJIOTMYeCKOll peun Ha aHITIMICKOM A3bIKe, a TaKXKe, TaK
Ha3bIBaeMBblil aKTUBHBII TPaMMaTUYECKUII MUHUMYM, HEOOXOAVMBIN s
PasBUTHsSI HABBIKOB YCTHOI 1 IIMICbMEHHOI pedn: BU/[0-BpeMeHHbIe (GOPMBI
I7IaToJIa, COIVIACOBaHMe BpeMeH, IIpsMas U KOCBEHHasA pedb, IpUyacTie U
MOJja/IbHbIe ITTaroJIbl.

IToco6we oTpaxkaeT MPUHLNI B3aNMOCBSI3aHHOTO, KOMIUIEKCHOTO 00-
y4eHUA pa3IMYHbIM BUIAM HeATelbHOCTI: MOHOMTOTMYECKON U Juanormde-
CKOJI peun, YTeHMIO, IICbMY, YTO IIO3BO/ISIET Pa3BUTbh BCEe COCTABJIAIOIIE
KOMMYHUKATUBHOI KOMIIETeHI[UN CTY/I€HTOB.

Y4e6HOe mocobme coCTOUT U3 3-X JacTeil. B mepBoil yacTy IpuBeneH
CTPYKTYPMPOBAHHBIII JIEKCHIeCknii cnmucok o teme “Work and Working
Conditions” PasHoo6pa3sHble 1eKcHYecKe YIpaKHeHNsI CIIOCOOCTBYIOT yC-
BOEHUIO I 3aKpeIJIeHNI0 HOBOTO MaTepuaa.

Bo BTOpOII 4acTy IOMMMO TEKCTOBOIO Marepuasa 1o TeMe “Jobs and
Careers” mpejyio)keHa KOMIUIEKCHasI CUCTeMa YIIPaKHEHMIA, LIe/IbI0 KOTO-
PBIX ABJIAETCA Pa3sBUTVE KOMMYHMKATVBHBIX HABBIKOB CTY[€HTOB.

B TpeTbeit 4acTy IpejIosKeHbl TeOpeTUdecKue CBefleHNs 0 TpaMMa-
TUYECKMM aClIeKTaM aHITIMIICKOTO s13bIKa, HEOOXOUMBbIe /Il HPAaBUIBHOTO
odopMIeHsI MOHOTOTMYECKOTO BbICKA3bIBAHNMS Ha aHITIMIICKOM SI3BIKE, a
TaK)Xe 3aJjaHNsl, HallpaBieHHble Ha OTPAbOTKY U 3aKperjieHre rpaMMari-
YeCcKOro MaTepuana.

IToco6ye MOXKeT MCIO/Mb30BAThCS KaK /ISl ayAMTOPHBIX 3aHATUI, TaK
U 7151 CAMOCTOSITE/IbHON paboThl. MOXKeT Tak)Ke ObITh peKOMEH/JOBAHO CTY-
IEeHTaM HesA3bIKOBBIX U A3bIKOBBIX HAaIIpaB/IeHNI IIOATOTOBKM, U3yYaIOLUM
AHITIMIICKUIL 3bIK B BBICHINX YIeOHBIX 3aBeJeHIUSX.
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Part 7. VOCABULARY

TOPICAL VOCABULARY

Read and learn the following words and word expressions.

accept v — IPUHMMATh, OPaTh; COIIALIATHCA

acceptan offer, a proposal, a suggestion — IpuHIMAaTb IIpefIoXKeHIe

accept a post — gaThb cornacye 3aHATh JODKHOCTD

accept the responsibility — B3ATb/IpuHATb Ha ce0s1 OTBETCTBEHHOCTD

address v — ob6paraTbcs, ajpecoBaTh

age 1 — BO3pacT

agreement (about, on; between; with) n - forosop, cornamienue

reach an agreement — 3aK/II04NTD TOTOBOP

aim » — HaMepeHe, ieTb - Syn: purpose

aim (at) v — crpemutbes (K 4eMy-J1.)

apply (for smth. to smb.) v o6paruarbcs c mpocbb oIt My 3asBIeHNEM
(32 4eM-J1.; K KOMy-J1.)

apply for a job — nonasatb 3asB/IeHNe O IpUEMe Ha paboTy

application n — mpocp6a; 3asiBneHe; hopma 3asiBIeHNs

submit an application - noyaBarb 3asBIeHne

area code - (TenedonHbIN) Kof (pajtoHa, TOpofa, CTPAHBbI, TpeJlIe-
CTBYIOIMII IpU Habope HOMepy TeniepOHHOTo abOHEeHTa)

be in charge of v — ObITh OTBeTCTBeHHBIM 3a 4TO-1. Syn: be
responsible for

blue collar n — «cuHMIT BOPOTHNYOK», pabounit

catch vt (caught) 1. 10BUTB, MOJIMaTh; CXBAaTUTD; YIOBUTD catch a
ball (a bird, fish; sb’s idea, etc); catch sb by the hand cxBaTnTp KOro-71. 32
PYKY; 2. IOCIIeTb, HONAcTh Ha aBTOOYC (moesp u 1.15.) catch a bus (a train,
etc) Phr catch (a) cold mpoctynurscs; catch up with sb gornars xoro-.

certification n - cBUIETENHCTBO, cepTI/[(bMKaT, YOOCTOBEPEHNE,
arrTecTaT

charge vt 1. mopyuarp, BBepsTh, BMEHATHh B 06s13aHHOCTM He was
charged with an important mission. Ha Hero 6bl1a Bo3/10o)KeHa Ba)kHas
MMCCHA. 2. OOBUHATD, BBIIBUTATD /N NIPEbABIATh 00BUHeHMe; charge
sb. with a crime 06BMHATH KOTO-7I. B NpeCcTyIjIeHUM; 3. Ha3HA4aTh,
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3arpaumBarh leHy; B3uMarhb mwiaty How much do you charge for pack-
ing? charge n 1. 3a6ota, noneyenne The children are in charge of a nurse.
2. 00513aHHOCTY, OTBETCTBEHHOCTD, PyKoBOfiICTBO I'm in charge of this
office. 3. o6BuHeHMe He was arrested on a charge of murder. What are the
charges against him? 4. nena, rara; free of charge 6ecriatro

conditions 7 - ycroBus, 06CTOATENIBCTBA, 0OCTAaHOBKA, ITOIOKEHIE

fulfill, meet, satisfy conditions — cooTBeTCTBOBaTh YC/IOBUAM

on/upon condition - npu ycnosun

under such conditions - B Takyx 06CTOsITeNBCTBAX

favorable conditions - xopomme ycmoBuA, OnaronpuATHBIE
obcTOATeNIbCTBA

unfavorable conditions - He6aronpuATHEIE 0OCTOATENIBCTBA

working conditions - ycroBus Tpyna

date n — mara

date of birth - gara poxxgenns

decide vt pemarp decide a question, etc ; We decided to stay in
town. They haven't yet decided what to do (where to go ; etc.) ; decision
n pemennie Phr take (make) a decision mpuusATh peuienne ; decisive a
pemratomuit decisive moment (step, argument, event, etc)

demand (for) n - cripoc (1a yT0-11.)

meet, satisfy a demand - ynosneTBopATb 3ampoc

enormous, great, strong demand - 601b11011 crIpoc

be in great demand - nonb30BaTHCs HOBIINM CIIPOCOM

earn v — 3apabaTbIBaTh

earn one’s living — 3apabarbIBaTh Ha XXV3Hb

earnings n — 3apaboTaHHbIe JIeHbIY, 3apab0TOK

employee 7 — ciry>xalit; paboTAIOIVII IO HAVIMY

employer n — HaHMMaTeNb, pabOTOAATENb

employment n — 3aHATOCTD

be excited BomHOBaTbCs; get excited paspomHoBaTbesa Everybody
was excited by the news. Don’t get excited! He Bonnyiitecs! excitement
n BOJIHEHMe, BO30Y)X/JeHue exciting a BONHYIOLNIL, 3aXBaTbIBAIOIINI
an exciting story (speech, film, book, moment, event, etc) ; excited
B3BOJIHOBAHHBII, BO30Y>KIeHHBIIT an excited voice (face, child, etc)

experience 1 — OIIBIT

full-time employment — monHas 3aHATOCTb, paboTa Ha IIOHYIO
CTaBKY

part-time employment — pa6oTa HeloHbII pabounit TeHb
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fee n — Bo3HarpaxjeHue, roHopap (3a Kakue-J1. yCIyTy)

fire v — yBonpHATH Syn: dismiss

fit v - nogXom!Th, COOTBETCTBOBATD YeMy-/L.

grievance (against) # — HeOBO/IBCTBO, Xao6a (Ha KOro-J1./9To-71.)

hire v - HanumaTtb Ha pabory  Syn: employ, recruit

hired adj - HaeMHBIi1, HAHATHII

hope vi Hagearscs I hope to see you soon. We hope that everything
will be all right. Phr hope for the better (the best) nagesTbcs Ha nyuiiee;
hope n Hanexxga have some (little, strong, no, etc) hope of sth There was
no hope of improvement. Hage>xxzpl Ha ynydieHne He 6bU1O.

income 7 - foxof, 3apaboToK

earn an income - 3apabarbIBaTh

annual income — ro1oBoI1 3apaboTOK

fixed income — pyKcrpoBaHHBIIT 3apabOTOK

monthly income - MecsTaHBI1 3apabOTOK

weekly income — Hefie/IbHBIIT TOXOZ

issue v — MCXOUTD, M3ABATH IPUKA3

job security n — rapaHTHs 3aHATOCTH; 06ECIIEIeHHOCTD paboTO

kind n Bug, pop, copt different kinds of books (goods, trees, etc).
What kind of (a) man (student, etc) is he? Yo on 3a 4enoBex (cTymeHT
N T.J.)?

labour relations # — mponsBofCTBEHHbIE OTHOLIEHNS

last vi 1. mmutbes, npopomkarbess How long did the meeting (lec-
ture, concert, rain, trip, etc) last ¢ 2. xBarath (OBITh B JOCTATOUHOM
komdyectBe) The money (food, etc) will last them till the end of the
month (for a whole week, etc).

lay off - v 1) yBonbHATD (BpeMeHHO 13-3a OCTAaHOBKY IIPOM3BOJICTBA)

1 2) BpeMeHHOE yBOJIbHEHNe

leave n — ormyck

go on leave - yxonuTh B OTIIYCK

annual leave e>xeroHblIiT OTITyCK

sick leave — oTmiyck 1o 607esHu, 610/17IeTeHDb

mind #n 1l.ym, pasym a great (strong, weak, etc) mind Phr come
to one’s mind (come to one’s head) mpuxoputs Ha yMm (B ronosy); Phr
be on one’s mind 3agymarp 4To-HUOYAbL He AaBaThb IOKOs (O MBICTIN)
2. mHeHne, MbicTb We are all of the same mind. Phr to my (his, her,
etc) mind 1o moemy (ero, ee 1 T.II.) MHEHMIO; C Moeii (ero, ee, 1 T.II.)
touky 3pernsi Phr make up one’s mind pemnts(cs); change one’s mind
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HepefyMarh, MISMEHUTD peleHre; mind vt/vi Bo3pakaTb, UMeThb YTO-H.
IPOTUB (06bI4HO YNOMPeONALMCS 6 B0NPOCUMENIbHBLX U OMPULATNETTLHBLX
konmexcmax) Do you mind if I open (my opening) the window? — I don’t
mind it at all. Would you mind opening the window? Otkpoiite OkHO,
noxanyiicra. He doesn't mind cold weather a bit. Phr Never mind! He
6ecnokoittecs! He Baxkxno! Phr Mind your own business! 3annmaricsa
csouM sieniom! (He ne3b He B cBoe fienno!) absent-minded a paccesHHbII;
light-minded a nerkombIc/IeHHBI

negotiate (with) v — Bectu reperoBopbsr; 006Cy>KziaTh ycIoBys negotia-
tions (for) n — meperoBopsI 0 YeM-I1.

break off negotiations — nmpekpamare neperoBopsI

conduct negotiations — BecTy IeperoBops

pay vt (paid) mnatute How much did they pay (you) for the ar-
ticle ? pay n mara, sapmmara What's your pay ?

payment 7 - yIiaTa, IiaTex; B3HOC, OIIaTa

make payment — mpou3BogUTb IIaTEX

marital status - cemeitHOe TONIO>KeHMe

married - xeHat/3aMy>keM

premium 7 — Harpa/ja BO3HarpaXaeHue, IpeMys

promote v BbIIBUTATh; IIPOJBUTaTh; NOBbILIATH B 3BAaHUN

promotion # — IPOABIDKEHYE 110 CITy>KOe

punctuality # — TyHKTYyaIbHOCTD, TOYHOCTD

reach vt/vi 1. pocturars: mobuparscs (mo) teach home (school, a
town, the station, etc); The news reached them on the next day. He has
reached good results. Phr reach an agreement goctnus cornamenus; His
words reached my ears; 2. nocraBats, fotsaruBatbes (7o) Can you reach
the ceiling? Phr reach for sth. nporsarusare pyky 3a yem-H.

real a HacToAWWIL, NOMINMHHBI ; HeticTBuTenbHBIN real gold (silk,
etc.) ; areal friend (hero, etc) ; the real truth ; reality n geiicTBuTeIBHOCTD,
peanbHOCTD; really adv peiictButenbHO, Ha camoM jene Do you really
think so ?

reduce (by) v - ocnabnsaTh, MOHMXATh, COKpPAIIATh, yMEHbLIATh (Ha
KaKy0-JI. BeJIYNHY)

reduce staff — cokpamars mrar

reduction # — cokpalieHie, yMeHblIIeHNe, CHIDKEHNE, CIIaj

responsible adj. — oTBeTCTBEHHBDIIT, OTBEYAOIVII

be responsible for — 6bITb OTBeTCTBeHHBIM 32 4TO-1.  Syn: be in
charge of



be responsible to — 6bITb OTBETCTBEHHBIM IIE€pef; KeM-JI.

responsibility 7 — 1) 0TBeTCTBEHHOCTb, IOOTYETHOCTB; 2) 00s13aH-
HOCTb

retire v — yBO/IbHATBCS, YXOIAUTb B OTCTABKY

retired adj - BbIIeAIINIT HA TIEHCUIO; OTCTABHOIL, B OTCTaBKe

retirement 7 — BBIXOJ] B OTCTaBKY; YXOJi Ha IIEHCUIO

right n mpaBo You have no right to speak to me like that Phr have the
right to work (rest and leisure, etc) umeTs npaBo Ha TPyx (OTABIX U T.J.)

run v — pyKOBOIUTb, YIPAaB/IATb; BeCTH (He/I0, IpefIpUATIe U T.IL.)

run a company - yIpasiaATh KOMIIAaHUEN

salary n — xanoBaHbe, 3apaboTHasI I/I1aTa; OK/IA]

raise a salary — mogHuMAaTh 3apIaTy

reduce a salary - ypesarp 3apmiaty

annual salary - rogoas 3aprtata

handsome salary — xopouras 3apnnara

modest salary — ckpomMHOe >kasioBaHbe

fixed salary — TBepppIit OKITAT

schedule # - rpadux, mporpamma, rian (paboTsr)

fixed schedule - geTknii, ycraHoBNIeHHBII rpaduK

flexible schedule - rn6xmii, ckonb3siuit rpaduk

be on flexi time - pa6oTaTb 110 ru6xoMy rpaduky

according to schedule - o rpaguky

make up a schedule - cocraButs rpaduk, pacnmcanne

schedule (for) v - Ha3HauaTh, HaMeuaTh (Ha OIpeleNeHHOEe BpeMs)

sell vt (sold) mpopaBare. He sold his photo camera for a large sum of
money. What does this shop sell?

single — HecocTosAIMIT B Opake

surprise vt yausaTs His answer surprised everybody; be surprised
ynusnatbca We were surprised to see him there. He was so surprised
that he couldn’t say a word. We were surprised at his unexpected arrival;
surprise 7 yguBeHue, croprnpus, HeoxuganHocTb He looked at me in
(with) surprise. It was a surprise to us all.

take place v — cry4aTbes, IpONCXOAUTD, IMETh MECTO

terms and conditions n - mocTaHOB/IeHN: U YCIOBUA (OrOBOpPA)

unemployment 7 — 6e3paboTuia

cause unemployment — BbI3BaTb 6e3paboTiiry

high/low unemployment — BbIcOKWi1/HU3KMIT ypOBEHD 6€3pabOTHIIbI

unemployment benefit - moco6ue o 6e3pabdorniie
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upset vt (upset) oropuarp, paccrpauBarb. The news upset her; be
upset oropyaTbcs, pacctpanBaTtbesi We were upset by the bad news, He
was upset over(about) the mistake.

wages 71 — 3apabOTOK, )Ka/IOBaHbe, (eXKeHefle/IbHasI I [I0YacoBasi) 3ap-
IU1aTa

white collar 7 - «6e7bIil BOPOTHIIOK», CITY KAl

work 7 — pabora, Tpyp, 3aHATHE, [ETI0

work nine-to-five — pa6orarb B 00bI4HbIe pabounie acel (¢ 9 10 5)

workday - pabounit feHb

workplace — pabouee mecTo

workweek — pabouast Henerst

worth a crosammit; 3acmyxuBarommnit (BHUMaHuA 1 T.11.) The coat is
worth the money you paid for it. They worked hard but it was worth it.
Phr be worth doing sth crout cgenarp The film is worth seeing. ®unbpm
CTOUT HOCMOTPETb.

What do you do?
People may ask you about your job. They can ask and you can answer
in different ways.

What do you do? I’m (+job) e.g. a banker/an engineer/etc.
What’s your job? I work in (+place or general area) e.g.

a bank/marketing
What do you do for a living? I work for (+name of the company)

e.g. Union Bank, ICI, Fiat

Note: “Work” is usually an uncountable noun, so you cannot say
“a work”. If you want to use the indefinite article you must say “a job”, e.g.
She hasn’t got a job at the moment.

What does that involve? (=What do you do in your job?)

When people ask you to explain your work/job, they may want to
know your main responsibilities (=your duties/what you have to do),
or something about your daily routine (=what you do every day/week)/
They can ask like this: What does that (i.e. your job) involve?

Main responsibilities

I'm in charge of (=responsible for) all deliveries out of the factory.

I have to deal with any complaints (=take all necessary action if
there are complaints).
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I run the coffee bar and restaurant in the museum (=I am in control
of it/I manage it).

Note: We often use responsible for/in charge of for part of some-
thing, e.g. a department or some of the workers; and run for control of all
of something, e.g. a company or a shop.

Daily duties/routines

I have to go to/attend (fml) a lot of meetings.

I visit/see/meet clients (=people I do business with or for).

I advise clients (=give them help and my opinion).

It involves doing quite a lot of paperwork ( a general word we use for
routine work that involves paper e.g. writing letters, filling in forms, etc.).
Note the -ing form after involve.

Pay

Most workers are paid (=receive money) every month and this pay
goes directly into their bank account. It is called a salary. We can express
the same idea using the verb to earn:

My salary is $60,000 a year. (=I earn $60,000 a year).

With many jobs you get (=receive) holiday pay and sick pay (when
you are ill). If you want to ask about holidays, you can say:

How much holiday do you get? or How many weeks’ holiday do
you get?

The total amount of money you receive in a year is called your in-
come. This could be your salary from one job, or the salary from two
different jobs you have. And on this income you have to pay part to the
government — called income tax.

Working hours

For many people in Britain, these are 8.30-9.00 a.m. to 5.00-5.30 p.m.
Consequently people often talk about a nine-to-five job (=regular work-
ing hours). Some people have flexi-time (they can start an hour or so
earlier or finish later); and some have to do shiftwork (working at differ-
ent times, e.g. days one week and nights the next week). Some people also
work overtime (=work extra hours). Some people are paid to do/work
overtime, others are not paid.

The career ladder
Getting a job
When Paul left school he applied for (=wrote an official request for)
a job in the accounts department of a local engineering company. They
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gave him a job as a trainee (=a very junior person in a company). He
didn’t earn very much but they gave him a lot of training (=organized
help and advice with learning the job), and sent him on training courses.

Note: Training is an uncountable noun, so you cannot say ‘a train-
ing. You can only talk about training (in general), or a training course
(if you want to refer to just one). Here you can use the verbs do or go on:
I did/went on several training courses last year.

Moving up

Paul worked hard at the company and his prospects (=future possi-
bilities in the job) looked good. After his first year he got a good pay rise
(=more money), and after two years he was promoted (=given a higher
position with more money and responsibility). After six years he was in
charge of (=responsible for/the boss of) the accounts department with
five other employees (=workers in the company) under him (=under his
responsibility/authority).

Leaving the company

By the time Paul was 30, however, he decided he wanted a fresh chal-
lenge (=a new exciting situation). He was keen to work abroad, so he
resigned from his company (=officially told the company he was leaving
his job; you can also say ‘he quit the company’) and started looking for a
new job with a bigger company. After a couple of months he managed to
find a job with an international company, which involved (=included) a
lot of foreign travel. He was very excited about the new job and at first he
really enjoyed the traveling, but...

Hard times

After about six months Paul started to dislike the constant moving
around, and after a year he hated it; he hated living in hotels, and he never
really made any friends in the new company. Unfortunately his work was
not satisfactory either and finally he was sacked (=told to leave the com-
pany/dismissed/given the sack) a year later.

After that, Paul found things much more difficult. He was unem-
ployed (=out of work/without a job) for over a year. He had to sell his car
and move out of his new house. Things were looking bad and in the end
Paul had to accept a part-time job (=working only some of the day or
some of the week) on a fruit and vegetable stall in a market.
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ACTIVATION EXERCISES

EXERCISE 1. Match the nouns in the left column with their defini-
tions on the right.

1. Agreement a. the intention, aim or the thing that something
is supposed to achieve

2. employment b. regular amount of money that you earn,
usually every week, for work or services

3. grievance c. a plan that lists all the work that you have
to do and when you must do each thing

4. negotiation d. the situation in which people have work

5. promotion e. formal discussion between people who

are trying to reach an agreement

6. punctuality f. something that you think is unfair and that you
complain or protest about

7. purpose g. an arrangement, a promise or a contract made
with somebody

8. schedule h. a move to a more important job or rank in
a company or an organization

9. wages i. keeping to the appointment time

EXERCISE 2. Paraphrase the words in bold type by using the words
from the box.

a premium, be hired, hire, reduce, retire, was fired,
was promoted

1. Unfortunately he did not meet the demands of the company and
finally he was told to leave the company. 2. After two years of work she
got more money and was given a higher position with more money and
responsibility. 3. He was given extra money as a compensation for his
contribution to the work. 4. She wanted to receive a job in the company.
5. Boeing planned to decrease its workforce by 48,000 jobs through lay-
offs. 6. He earned enough money to have a quiet life and decided to give
up working. 7. The company wanted to recruit new specialists in com-
puter design.
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EXERCISE 3. Read the sentences and choose the proper variant be-
tween the two.

1. Workers’ compensation is payment made to employers/employees
by employers/employees for injuries and disabilities in the course of em-
ployment. 2. To most Japanese the ideal social status was that of the «salary
man» — the blue-collar/white-collar middle-class employee of a large cor-
poration. 3. Some schools provide opportunity for students to gain actual
work experience/experiment as part of their educational preparation. 4.
His apply/application will be considered in the near future. 5. Most work-
ers in Canada have the right to strike/work, except fire fighters, police,
some hospital workers, and others who perform essential services.

EXERCISE 4. Choose the right variant.

1. The total amount of money one receives within a year is known
asa .

a) salary

b) income

c) wages

2. Money earned for manual work and paid daily or weekly is called
a/an

a) income

b) profit

c) wages

3. Money that employees receive for doing their job, especially pro-
fessional employees or people working in an office, usually paid every
month is called a

a) salary

b) profit

c) wages

4. A sum of money paid or expected to be paid is a/an

a) income

b) payment

c) premium

5. A plan that lists all the work that one has to do and when he must
do each thingisa .

a) condition

b) regulations

c) schedule
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6. An extra payment added to the basic salary or wages is a/an

a) premium

b) income

c) rate

7. The fact of stopping work because you have reached a particular
age is called a/an

a) leave

b) agreement

c) retirement

8. A guarantee of employment is

a) an application

b) job security

¢) working conditions

9. Money paid by the government to a person who is unemployed is
known as unemployment

a) money

b) wages

c) benefit

10. A person working in an office, rather than in a factory, and con-
nected with work in offices is called a

a) blue-collar

b) clean-collar

c¢) white-collar

EXERCISE 5. Fill in the blanks with the words and word expressions.
Make changes in tenses and voice if it is necessary.

A. condition

1. Injury at the factory can result from poor conditions. 2. Chil-
dren between 14 and 16 years of age can work such condi-
tions that do not interfere with their schooling, health, or well-being.
3. conditions enabled him to do most of his work. 4. The
workers agree to end the strike condition that the employ-
er meets all their requirements 5. The flexi-time schedule and hand-
some salary all my conditions. 6. Low wages, long hours
and unsafe or unhealthy workplaces may be referred to as
conditions.
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B. salary

1. The employer salaries, so the employees went on
strike. 2. We can offer you a salary of $1100 per month plus
premiums plus paid vacation. 3. If you want to have a
salary, you must have a first-class education and work experience.

4.Iwould like to my salary. You me a salary of $200.
Is it possible to live on this money? I think this salary is too
and you should it. What about $400? 5. His salary
is $24 000, $2000 a month.

D. schedule

L schedule the work must be finished by the end of the
month. 2. To work does not mean to work fewer hours. A per-
son may begin work later or earlier a schedule, but he must
work an eight-hour shift. A schedule enables people to manage
their workday more efficiently. 3. The schedule they have
is too . The workers won't be able to fulfill it.

EXERCISE 6. Fill in the blanks with the corresponding words from
the box.
The 5-Day Week

contracts, employees, labour, vacation, work, working day, workweek

During the economic depression of the 1930s, the campaign for
a 5-day workweek was widespread, particularly in the U.S., where

(1) leaders demanded that unemployment be reduced by
spreading available work to more (2) . In 1933 the hours of
(3) in many industries were reduced to 40 per week; the (4)

was established at 8 hours.

By the middle of the 20th century most of the countries of
the world had legislation limiting the basic (5) in non-agri-
cultural industries to 40 or 48 hours. In the U.S,, the standard workweek
is generally 40 hours, but many industries have shifted to a 35-hour week.
Standard workweeks of even fewer hours have been granted to some
workers under the provisions of union (6) . Surveys indicate,
however, that most workers prefer longer (7) and more legal
holidays as an alternative to a shorter workweek.
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EXERCISE 7. Choose the proper variant from A, B, C, or D.
1. An employer is a person or a company who cannot

(A) fire people (C) pay wages and salaries
(B) retire people (D) hire people to work
2. A salary is the money which is paid .
(A) weekly (C) as a premium
(B) monthly (D) as a bonus

3. An employee is a person who .
(A) works for another person (C) hires people to work

(B) works for himself (D) pays injuries received at work
4. Working is the safety and healthfulness of the work place.
(A) atmosphere (C) relations
(B) conditions (D) week
5. are the earnings, computed generally on an hourly,
daily, or weekly basis.
(A) Salaries (C) Payment
(B) Wages (D) Money
6. Architects, writers or doctors get for their professional services.
(A) fees (C) dividend
(B) income (D) wages

7. If you have extra work, for example at night or on holiday, you may
geta

(A) salary (C) premium
(B) wages (D) award
8. If the worker does not fulfill his work or duties, he may be
(A) rewarded (C) spoken
(B) applied (D) fired
9. Most people can earn a only by working for others.
(A) money (C) life
(B) living (D) wages

10. If you get a higher rank, or position with a higher salary you are said
to get .

(A) promotio (C) earnings

(B) pension (D) riches
11. A collar relates to workers whose job usually does not
involve manual labour.

(A) white (C) tight

(B) broad (D) red
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12. A blue collar relates to industrial workers especially with little
knowledge and

(A) trained (C) experienced
(B) unskilled (D) qualified
13. Itis their to provide that the rules are followed.
(A) recruitment (C) negotiations
(B) punctuality (D) responsibility
14. If you earn little money you are said to have a/an salary.
(A) fixed (C) handsome
(B) modest (D) annual
15. If you want to be recruited, you should an application.
(A) fulfill (C) accept
(B) submit (D) state

EXERCISE 8. Choose the right word.

1. The meeting took part/place in the conference room. 2. All the
employees decided to take part/place in the strike. 3. A lot of people
take part/place in the foot race up 86 flights of stairs in the Empire State
Building. The race takes part/place annually. 4. Why do you always try to
take part/place in their negotiations? It is not your business. 5. A teach-
er’s salary/wages might reach $15,000 per year. 6. In the USA Congress
establishes presidential salaries/wages. 7. This employer tends to pay the
majority of workers low salaries/wages. 8. The composer Bruckner was
greatly honored in Austria, receiving a salary/wages and pension from
the government. 9. Working class may be described as part of society
consisting of those who work for salaries/wages, often characterized by
manual or industrial laborers. 10. In general anyone who does not play
hockey for a salary/wages is considered an amateur. 11. Salaries/Wages
are paid to workers; salaries/wages are paid to managers; rent is paid for
the use of land; and profit/salary/wages is realized by the owners of busi-
nesses as a reward for risk taking. 12. Since 1992 Queen Elizabeth II, one
of the richest persons in the world, has been paying taxes on her personal
income/salary/wages.

EXERCISE 9. Fill in the blanks with the words from the box.

award, contribution, developed, employed, equipment, founded,
income, introduced, made, promoted, retirement, scholarships, work
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Andrew Carnegie who was born in Dunfermline, Scotland, was tak-
en by his parents to the USA in 1848. He went to (1) at 14,
in Pittsburgh. He was (2) by the Pennsylvania Railroad,
initially as a telegraph operator, but was (3) to superintendent.
He saved some capital and bought railway shares, and (4) a
fortune in oil. On business trips to Europe, he became acquainted with
the Bessemer process of steel making, which he (5) to the USA.
From 1873 he was engaged in steel making, adopting new techniques. He
(6) the Pittsburgh iron and steel industries, making the USA
the world’s leading producer. After his (7) he moved to Skibo
Castle in Scotland, and used his wealth to donate money to libraries and
universities, the Carnegie Endowment for International Peace, and other
good causes. He spent over 10 million pounds for the provision and (8)

of libraries in the USA and other English-speaking coun-
tries. In 1901 he gave 2 million pounds to provide class (9) for
Scottish students. In 1903 Carnegie (10) the Dunfermline
Trust with an (11) of 25,000 pounds for the improvement of
his home town. He died at Lenox, Massachusetts. The Carnegie Medal, an
annual (12) for a children’s book, was created in 1936 by the
UK Library Association in his honour.

After his death the Carnegie trusts continued his philanthropic ac-
tivities. Carnegie Hall in New York, opened hi 1891 as the Music Hall,
was renamed in 1898 because of his large (13) to its con-
struction.

EXERCISE 10. Fill in prepositions where necessary.

1. A rise __ income sometimes leads an increase __
demand cars and compact discs (CDs). 2. He is responsible
running a company. 3. The agreement __ these two companies was
reached two days ago. 4. The production was reduced ____ twenty per
cent. 5. According ____ schedule all the payments were made a month
ago. 6. The negotiations the purchase of new equipment with Black
and Co are being held at present. I hope they will reach the
agreement this week. 7. He is responsible only ___ the general direc-
tor of the company. 8. They are ___ charge  the production process.
9. They have made ___aschedule and are now negotiating ___ the man-
agers of all departments. 10. She is ill; she is ___ sick leave now. 11. The
number of grievances ____ working conditions is high. The management
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is responsible ____ this. 12. As he was dismissed, he applied ___a job in
a new company. 13. Employees with a good training and work experi-
ence are always ___ great demand. 14. The opening of the new plant was
scheduled ___ December.

EXERCISE 11. Insert prepositions or adverbs where necessary.

1. He has never been late before. I wonder what’s happened ... him.
2. It’s in human nature to hope ... the best. 3. We reached ... Boston late
at night. 4. I applied ... my first job five years ago. 5. The young man just
walked ... the general office of the company and asked ... a job. 6. On his
way ... ... the room he shut the door ... him silently not to wake ... the
sleeping child. 7. My earnestness made him look ... me sharply. 8. ... the
end of the week the Colonel sent ... me and placed me ... charge ... the
uptown rink. 9. Our employer always keeps an eye ... us. 10. I answered
as quickly as I could get the words ... ... my mouth. 11. He has never been
wrong. I have never doubted ... his conclusions. 12. “Shall we go to the
country ... some later train tonight?” “It’s all the same ... me”. 13. I'd like
to discuss the arrangements ... the party ... you. 14. The money will last
them ... the end of November. 15. He met his friend ... the way ... home.
16. Everybody was excited ... the news. 17. He finished his drink, paid ...
it and got up from his seat ready to go. 18. The girl threw the ball ... the
dog and it brought it ... . 19. The train arrived on time and we got ... ...
Victoria Station ... half past nine. 20. If you look ... a drop ... water in a
microscope, you will see how full ... life it is.

EXERCISE 12. Recast the following sentences, using verbs instead of
nouns. Make all the necessary changes.

1. Did you hear her say anything about the time of her return?
2. When I asked him for help I never expected to hear a refusal. 3. We
had a feeling that something unexpected might happen. 4. You gave me a
surprise when you said that you had never heard the name of this writer
before. 5 They quickly came to an agreement on all the questions. 6. He
got “excellent” for his first exam; that was a good start. 7. I am afraid I
don’t exactly understand the meaning of your words. 8. If he’s made a
promise, you can be sure he will keep it. 9. After his explanation the
grammar rule became quite clear to me. 10. Have you taken any decision
yet? 11. I can't give you a very good description of the place as I have
been there only once. 12. I don't like your choice, the colour is too bright.
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EXERCISE 13. Complete the following, using words and phrases op-
posite in meaning.

1. “He never did anything to help” “That’s where you are wrong,
he ..ot ? 2. “Can he keep a promise?” Tve never known him
............... one” 3. You may be sure that he is telling you the truth,
he has never ................. in his life. 4. I've found the umbrella which I
thoughtI............. . It was behind the door all the time. 5. I am eager to
buy at least one of his pictures, if he agrees ............. of course.

EXERCISE 14. Translate the following into English, using a suitable
phrasal verb: think over, talk over, look over

1. OHM MHe OTBeTWIN, YTO He CMOTYT IIPUHATb HUKAKOTO PelIeH s,
IIOKa BCe He B3BecAT (06mymaror). 2. A 4To, ecii OOrOBOPHUTH HAII
IUIaH C JIeKaHOM ¥ IIOCTYIIaTh, 9YTO OH CKaXKeT. 3. Bompoc mocraTouHo
ceppesublit. Hamo momymars. 4. Eif He HY>XHO OBIIO CMOTpeTh Te
IJICbMa, KOTOPbIe JIeXKasiu Ha cToste. Toro mmcbMa, KOTOpoe OHa XKJasa,
TaM He 6bU10. 5. Bormpoc ero HeckonbKo yausml. OH OKUHYT B3ITIA0M
HEe3HAaKOMIIa, IpeX/Je 4eM OTBeTUTb. 6. OH ocMoTpen MamuHy. Bce
OBbIIO B HOPSI/IKE, MOXKHO OBIIO TPOTaThCs B Iy Th.

EXERCISE 15. Paraphrase the following according to the model.
Model:  He broke the silence and asked what the letter was about.
He broke the silence asking...

1. He left the town and promised to come back soon. 2. The man and
the woman sat at the table. They were looking into each other’s eyes. 3 The
child ran into the room. He was pulling a toy horse behind him. 4. The
man sat by the fire. He was thinking the matter over. 5. She didn't agree to
the arrangement but refused to say why. 6. The members of the committee
stood up and followed the president into the conference room. 7. When he
was a boy he used to sit on the bank and watch the boats move slowly down
the river. 8. The runners stood on the line and waited for the start signal.

EXERCISE 16. Translate the following sentences using “leave”,
“keep”, “stay” according to the sense.

1. OH ocTraBuI BelM Ha BOK3aJle U MOUIeN 3a Takcu. 2. Iloyemy BbI He
XOTUTE OCTAaTbCA Y HAC ellle Ha HeCKOJIbKO JiHelT? 3. MHe Hy)KHO TO/IBKO
mBa XypHama. OcTanbHbIe BBl MOXKeTe OCTaBUTh cebe. 4. Tak kak OH ObUT

cepbe3HO 0OJIeH, eMy IPUIUIOCh OCTABUTD YHVBEPCUTET Ha HEKOTOpOE
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Bpems. 5. OcTaBbTe 911 ICbMa y cekpeTaps. OH IlepefacT MX JMPEKTOpY,
KaK TO/IBKO TOT BepHeTcst. 6. OH He MOT 60/Iblile OCTaBaThCA B SITe, Tak Kak
He BBIHOCUT MIOJIbCKOVI JKapbl. 7. OcTaBbTe cBoM LIyTKY 1pu cebe. Ceirdac
He BpeMs IyTUTh. 8. OH HUKOIJA He OCTABUT TOBAPUILA B OIMACHOCTIL. 9.
He Bospaxaere, ecn 51 ocTaBmio cebe Baury ¢ororpaduio? 10. OcraBbre
ee B IToKoe. 3ayiMuTtech cBoumMu JgenamMu. 11. OcraBaiitech Ha MecTtax. Hu-
Yero OIacHOroO He mpousonuio. 12. OcraBb Bce Kak eCThb, 6e3 I3MeHeHWIl.

EXERCISE 17. Fill in the blanks with prepositions or adverbs.

1. T always find it difficult to make myself agree ... something that is ...
my principles. 2. If he has made ... his mind, you can be sure he will have
things his own way. 3. They noticed ... once ... some surprise that the move
... East London ... West London was more than just a change ... address.
It was like moving ... another world. 4. There is nothing the matter ... me
today, nothing ... all. I've got a bit ... a headache, that’s all. 5. She had meant

to talk things ... ... him, but as time went ... she felt less sure she could do
it. 6. The farm is a long way ... and he has promised to take me there ... his
car one ... these days. 7. What I found ... ... him was the biggest surprise

Id ever had ... my whole life. 8. I am not quite sure whether you are ... or
... our plan. 9. Here you are ... last! We've lost all hope ... seeing you. 10.
I wonder what has suddenly come ... your head to make you change your
mind like that. 11. It was difficult to say what was ... his mind and what
he would do next. 12. You must choose ... a trip ... the South and a sea
cruise, you can't have both. 13. Why are you so upset ... his refusal to come
... the party? 14. ... my mind that’s not the main idea ... the book. 15. I
never meant to join them ... their argument until I felt it was becoming too
heated. 16. You will be surprised ... the great progress he has made lately!
17. You, as head ... the expedition, must always keep your head even if the
rest ... the men are losing theirs. 18. I never heard him say a single word ...
the arrangement. He likes it, I suppose.

EXERCISE 18. Fill in the blanks with a suitable word. Use the correct
form.
mean (3), meaning, keep v (2), refuse (2), refusal,
agree (2), against, argument, hand v, return v (2), break v (2),
join, mind v, choose, follow, upset, surprised, eager
1. If you want your money to be safe, ..... it in the bank. 2. She wasn’t at
all sure that he really ..... what he said. 3. His ..... to talk the matter over
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was a bit of a surprise to us all. 4. She was awfully ..... to hear that there were
no letters in the mail for her. 5. Her son would ..... any minute now. She
must start getting the dinner ready. 6. He just ..... to discuss the matter with
me and that was the end of it. 7. The mother was rather ..... to hear her son
.... so readily to do the job. She wondered what it could ..... . 8. We were
all most ..... to finish the job by the end of the week. True enough, it would
..... longer hours, but we didn't ..... . 9. Can anybody tell me why she .....
to ..... us on the trip? 10. The man took one look at the picture and ..... it
back to the woman. 11. Is the boy big enough to fully understand the true
..... of what he has done? 12. Could you ..... me a glass of water? 13. Why
does he always have to start ..... ? Can’t we arrange matters in a quiet way?
14. I had nothing definite ..... the man. Perhaps, it was just a feeling that I
had somewhere deep inside me. 15. “I don’t believe they know enough to be
able to ..... the right kind of book for a report. What they need is advice” “I
fully ..... with you. But will they ..... it?” 16. Running down the steps she fell
and ..... her leg. 17. She promised to ..... my mail for me until I ..... from
my holiday. 18. Weekly trips to the neighbouring town to a dance or film
helped to ..... the monotony of their life in the camp.

EXERCISE 19. Translate the following sentences into English.

1. 51 HeHOCTATOYHO XOPOILIO €ro 3HAI0, YTOObI CKa3aTb Tebe, YTO OH
3a yeioBeK. Sl BcTpedasnca ¢ HMM BCEro JIMIIb HECKOIBbKO pas. 2. Bbl emme
ycIeeTe Ha CeMMYacOBOIl TI0€3MI, eC/ NoefeTe Ha Takcu. IIpaBna, B 3TO
BpeMs JHA TPYFHO MoiiMaTh Takcy. 3. OH o4eHb M3MEHMJICS CO BpeMeHN
Haller mocne el Berpeun. Yro-unbynp cnyunnocs? 4. Korna on ysanatn
HOBOCTH, OH CTPAIIHO pa3BonHoBajcA. OH [JocTa/l CUrapeTy U 3aKypuJL.
5. He Tonkaiitech, nmoxxanyiicra. Ha 3Toli 0CTaHOBKe BCe BBIXOLAT. 6. MbI
HaJleeMcs, 9TO BbI 3alifieTe K HaM, KaK TOJIbKO BEpPHETECh U3 TIOE3IKN. 7. —
Bbl He BospakaeTe, eClu 51 BEpHY BaM OCTa/IbHbIe IEHbIY Yepe3 Hefeio?
- Xopomro. 8. 3mech HEeT MOCTa Ha Ty CTOPOHY. ENMHCTBeHHBIT crIoco6
nepeOpaThbCs 4epes peKy — 3To Ha joake. 9. Bbl He Tak Hamvcamm ajpec.
AHIIMYaHe IMIIYT afjpec CIefyomuM 00pa3oM: CHavaIa OHY YKa3bIBAIOT
damwmiio, 3aTeM HOMep JJOMa U Y/INILy, a IOTOM y)Ke HasBaHue ropofia
u crpanbl. 10. MHe o4eHb NMOHPAaBMUIOCH, KAaK OH BYepa BBICTYINI Ha
cobpannu. OH rOBOPITI MajIo, HO CKasa MHOTO. 11. XoTst 06paTHBbIi [Ty Th
IIPOJOJDKAJICS OKOJIO Hefle/u, BpeMsI IIPOILIO O4eHb ObIcTpo. 12. 5] He Mory
cornmacutbeA ¢ HuM. Ilo-mMoemy, on Henpas. 13. Ilocmyiait, Thl He 3Ha€lllb,
B KaKOM MarasyHe IpOJAIOTCs reorpadpmyeckue Kaprtoi? 14. Mbl Obimn

~23 ~



OYeHb yIMBJIEHBI €r0 HEOXKMIAHHBIM OoTbesfoM. 15. f cpasy samerw,
YTO YKEHII[VIHA YeM-TO paccTpoeHa. 16. — Bol He OyeTe BospaxkaTb, ecin
51 OCTaBJ/II0 y Bac CBOM BellM [0 BosBpauleHusa? — Hiuckonbko. 17. A He
OXXIJAJ, 9YTO MO€ U3BECTNE TaK paccTpouT ero. 18. fI He Mory nosepurn,
YTO Hallle pelleHye [l HeTO HUYero He 3Ha4mt. 19. — Kak cmydmocs,
4TO OH crtoMar cebe Hory? — IlonaTus He umeto. 20. Tol 3aMeTII, YTO OH
IpOILET MUMO U He o3fopoBancA? 21. — Bbl He IpOTUB, ec/n 51 3aKypro?
— Jlyue He Hafo. I He BBIHOMLIY JibIM curapet. 22. BynbTe mo6e3Hbl, He
MOIIM ObI BBI IIPOBEPUTD ITY paboTy el pas?

EXERCISE 20. Study the word collocations:

DO MAKE
Do can mean : Make can mean :
1. “perform an action in general”|1. “create” or “construct”
What are you doing? I'm making a cake.
This firm makes TV sets.
2. “solve or put together” 2. “cause to happen”
I'm doing a puzzle. The car journey made him sick.
3. “force”
They made him work very hard.

Other expressions with do and make:

DO MAKE
-something/ nothing/anything -arrangements
-(a course of) English, History, Maths, -an attempt
Science, etc. (as subjects) -the bed
-homework -a decision
-military service -an excuse
-research -love
-work or jobs in general (the cleaning/  -a mistake
gardening etc.) -trouble
-sb a favour -progress
-an operation -money
-a noise
-an offer
-a phone call
-an effort
-a profit
-a speech
-a suggestion
-a promise
-friends
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EXERCISE 21. Which of the things below can we make? Which can
we do? Choose the appropriate verb.

someone a favour Friends your homework

a course French the washing-up

money a mistake a phone call

an appointment military service  a noise

something/ nothing/ anything progress a cross-word puzzle
an offer the shopping

EXERCISE 22. Rewrite the second sentence in each pair. Use no more
than five words including the word in bold type. Do NOT change this word.

1. Lets clean the dishes in the morning. washing-up
Let’s --------mmmmmmmm e in the morning.

2. My sister is studying French at university. course
My sister -------------------- at university.

3. His books are very profitable. money
He --------omromeeeee- from his books.

4. Have you made any arrangements for this weekend? anything
Are ------oe - this weekend?

5. John’s composition was very inaccurate. mistakes
John --------mcmmmmeo in his composition.

6. The protesters were very noisy at the meeting. noise
The protesters ------------------- at the meeting.

7. Young people in England don’t have to spend any time in the army
any more. service
Young people in England don’t have --------------------- any more.

8. You can ring up your mother from my office. a phone call
You can ---------------eoomoo- to your mother from my office.

9. Could you be quieter, please. noise
Could you stop -------------------- , please.

10.Could I arrange a time to see the dentist? appointment
Could I ----------mmmmmmo to see the dentist?

EXERCISE 23. Complete the sentences with the correct form of make
or do.

1. I'd like to ------- an appointment to see the doctor.
2. Why haven't you -------- the washing-up yet?
3.Ifyouaren't ------- anything this weekend, would you like to come

round for dinner?
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4. What did he ------- at university? Was it Law?

5. My father is too busy -------- ing money to enjoy himself.

6. Don’t ------ any noise or you’ll wake the children.

7. She had to type the letter again because she had ------- $O many
mistakes.

8. Harry’s mother knew what to do when he broke his arm because
she ------ a course in First Aid.

9. She’s happier now that she has ------- a few friends.
10. You're very lucky that you don’t have to ------ military service in
England.

EXERCISE 24. Translate the sentences from Russian into English us-
ing either make or do.

1. 5 cpmenalo Bce MOKYNKM Ioce paboTsl. 2. Mbl ZOTOBOPUINCDH
BCTPeTUThCA B 4eTBepr. 3. Ecu BBl IpefiocTaBuTe eMy 9Ty paboTy, BbI
ciemaere eMy Oonbinoe opo/pkenne. 4. OHa M3ydaeT B YHUBepCUTETe
apa6ckmit v aHrmitckuit. 5. Korma Bumm okoHYMI KO/, eMy IPUIIUIOCh
BBIOVMPATb MEXJY paboToil Ha ¢pupMe OTIA ¥ y4eO0il B YHUBEpCUTETe.
6. 3aBofl, Ha KOTOpoM paboTaeT crapmuit Opar JDxymum, pemaer
TeneBU30phl. 7. CKOMBKO OMIMOOK OH CHenan B KOHTPO/IbHOI pabore?
8. CHavajla OHa 4yBCTBOBa/a ce0s OMHOKO, a IOTOM IIOAPYXWIAach
¢ mpyrumu cryfeHtamu. 9. OH IPUHAT pelleHNe COINACUTbCS Ha 9Ty
paboTy, Tak KaK TaM OH CMOXeT 3apaboTaTb MHOTO AeHer. 10. OHa cama
mbeT cebe OfiexK Y.

EXERCISE 25. Match the phrasal verbs in A (1- 12) with their mean-
ingin B (a-1).
1. get on/off (a bus, etc.) — cecTp B, BbIIITH U3/CONTI C
get sb down - yraerars, paccTpanBarb Koro-1mo6o
get on/along (with sb) - maguTs ¢ keM- 60
get away with sth - cxoguts ¢ pyk Komy-nmu6o
get together - cobpatp, cobparbcs
get round to sth, to doing sth - npuctynurs x yemy-1u6o
get up - BCTaBaTh
get sth back - BepHyTB yTO-1TM60
get through with sb/sth - nokonunTs ¢ KeM/4eM-1160
10 get sth across (to sb) - nmepenars, cienaTh MOHAMHBIM
11. get over sth - mpeomoneTs, HepeXXUTH 4TO-1NO0

©© N QU s W
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12. get out of sth - yk1oHUTbCSA OT Yero-nm60, n36exarp 4ero-moo

a) finish sth/ with sb

b) have a good relationship
c) depress

d) meet together

e) escape being punished

f) explain what you mean

g) recover from

h) get into/out of (a bus)

i) regain possession of

j) find time to do something
k) get out of bed

1) escape or avoid something

EXERCISE 26. Use the proper particle after the phrasal verb get.

1. The miserable weather in winter really gets me .
2. Why don't you two get ? You are always arguing.
3. 'The thieves got two Picassos, which were

never found.

writing letters.

I get at 7 oclock on weekdays, but lie till noon at the

4. Tt really took me ages to get
5.

weekend.
6. Isaid I didn’t feel well and got

the extra work.

7. Don’t lend him any money, you'll never get it

8.

9.

10.
11.
12.
13.
14.

I just couldn’t get my message
It took me ages to get

at the meeting.

the bout of flu.

I hate getting early in the winter when it’s still dark.

It took her a long time to get

The bad news really got him

her illness.

Shall we get for a drink at the weekend?

I find it really hard to get

work until I've read

the newspaper.

15.
16.
17.

18.

19.

It’s difficult to get humour
Jennifer still hasn’t got

in another language.
her breakup with Peter.

He didn’t mind going to the store because he could get

doing the dishes.

business.

Enough small talk! Let’s get

Ask the driver at what stop we have to get

~ 27 ~



EXERCISE 27. Complete the following sentences with the phrasal
verb get, in a suitable form.

1. Lets ...... next Tuesday at 8.30 and see a film. 2. She’s upset, but
shelll...... itsoon. 3.1find London so depressing. Itreally ........me...... .
4. I've gotto ......... at 6.30 tomorrow to catch a plane. 5. He ...........
going to work by saying he was ill. 6. I really like Tom. We .......... each
other well. 7. The thief stole a lot of money, but he ........ it because the
police couldn’t find any proof. 8. If you repeat the main points in your
speech, that will help you ....... your message ......... . 9. When are you
going to ......... doing your homework.? 10. I paid $40 to ........ my car
.......... after the police towed it away.

EXERCISE 28. Rewrite these sentences using the words in bold type.
Model: Sylvia and Peter’s relationship is not very successful.
get
Sylvia and Peter don’t get on with each other at all.
1. Inever know how my boss manages to do so little work.
away
How does my boss manage to ............. so little work ?
2. Martin can never find the time to do his homework.
gets
Martin hardly ever ........... his homework.
3. Would you like to have a drink with me tonight ?
together
What about ......... for a drink tonight ?
4. 'm not an early riser myself !
up
Icam't .........ocoeee in the morning !
5.The new manager doesn't seem to be able to explain his ideas to his
staff.

across
The new manager is not very good at ........... to his staff.
6.1t took Sally ages to recover from her illness.
get
Sally finally ..................... her illness.
7.The cold weather is really depressing me at the moment.
getting
The cold weather is ................ at the moment.
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8. The bicycle my father lost was returned to him last night.
got
My father lost his bicycle but he................ last night.

EXERCISE 29. Translate the sentences using the phrasal verb get.
get back, get together, get down (on), get away with get round (to),
get on (socially) (2), get over, get out, get through, get sick (2), get wet.

1. Vet moxpab. Bel coBcem mpoMokHete. 2. Eif crano minoxo
II0C/Ie TOTO, KaK OHa C'bejla HeCKOJIbKO NMMPOKHBIX. 3. S HauHy fe-
JIaTh JOMAIIHIOK paboTy TO/NBKO MOC/IE TOTO, KK OTHOXHY HEMHOTO.
4. Korpa oH ycnen mpocMoTpeTh Bce 9Ty nanku? 5. Ham yganoch Bbly-
INUTb y Hero mpaBAy. 6. Hao kak MOXXHO cKOpee IOKOHYUTH CO BCEMM
¢dopmanbHOCTAMH.. 7. OH IIpeKpacHo naguT ¢ moabmu. 8. OHa 3Haer,
Kak K HeMmy mogoitu. 9. OH 6b1 0o4eHb rpy6. EMy 9TO Tak mpocto
He coiifieT. 10. 9Ta oTBpaTUTENbHAs IOT0O/ia JeliICTByeT MHE Ha HEPBBI.
11. TaBaiite cobepeMcs BCce BMeCTe Yepe3 TO/ T0C/Ie OKOHYAHNS YHI-
Bepcurera. 12. Korga oH BepHeTCs, CKaXuTe, YTOOBI OH IOOXKAAN
MeHs. 13. He emrp 9T0 MsCO, OHO He OYeHb XOPOIIO axHeT, Tebe Oy-
IeT IJI0XO.

EXERCISE 30. Translate into English using the phrasal verb get.

1. Ero myTku He JOXOAWMIN O ayfUTOPUMNL.

2. Mos nopipyra Ij1oXo TaJiuT CO CBOEN CBEKPOBBIO.

3. C Baes MOMOIIBIO A CIIPABIIOCh CO BCEMMU TPYTHOCTAMM.

4. Hago cuenarb Tak, YTOOBI 00 3TOM HMKTO HE Y3HaJL.

5. Kasasmoch, UM XOTe/10Ch KaK MOYKHO CKOpee IMOKOHYMTDb C 3TUM
BU3UTOM.

6. ITycTb ero cnoBa Tebs He pacCTPanBaioT.

7. OHa cKa3aja, YTOObI OH BO3BPAILA/ICs JOMOIL.

8. HauasmpHMK Berenr HaM HeMelTIeHHO IIPUCTYINTD K paborTe.

9. MBI ¢ TPyZIOM cenu B aBTOOYC.

EXERCISE 31. Complete the sentences with a verb from the list:
be worth, borrow, can’t afford, charge, cost, earn, inherit,
invest, lend, owe, raise, save, waste.
1. My uncle is going to leave me $ 2000. I'm going to ____ $ 2000.
2.1 put some money aside every week for a holiday. I money
every week.
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3. My brother has promised to give me $50 until next week. He has
promised to me $50.
4.1 need to ask my mum to give me $20 until Friday. I need to
$20 from my mum.
5.1 often spend money on stupid things. I often money.
6.1 don’t have enough money to buy that car. I to buy that car.
7. I usually have to pay the mechanic $100 to service my car. The
mechanic me $100.
8. These shoes are quite expensive. They are $200. They $200.
9. Jim gave me $100. I haven’t paid it back yet. I Jim $100.
10. I want to put money in a bank account. They will give me 5%
interest. I want to some money.
11. I work in a supermarket. They pay me $1000 a month. I
$1000 a month.

12.1 could sell my house for about $200,000. My house about
$200,000.

13. We need to get people to give money to build a new hospital. We
want to money for the new hospital.

EXERCISE 32. Fill in a preposition from the list:
back, by, for (2), from, in (2), into, on, to.
Would you like to pay ___ cash or ___ credit card?
I paid ___ the dinner last night. It was my birthday.
I spent $50 __ books yesterday.
My uncle invested all his money _____ property.
I don’t like lending money ___ friends.
I borrowed a lot of money ___ the bank.
They charged us $60 a bottle of wine.
I can only lend you the money if you pay me ____ next week.
I never get __ debt. I hate owing people money.

0O NP

EXERCISE 33. Match the nouns from the list and the definitions.
Bill, cash machine, coin, loan, mortgage, note, salary, tax.

1. a piece of paper money.

2. a piece of money made of metal.

3. a piece of paper which shows how much money you
have to pay for something.

4. the money you get for the work you do.
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money that you pay to the government.
money that somebody or bank lends you.
money that a bank lends you to buy a house.
a machine where you can get money.

NG

EXERCISE 34. Complete the sentences in three minutes.
. We can’t to go on holiday this year, so were staying at home.
. That ring can’t be €20.000. It looks like plastic!
. Pete doesn’t have any money and basically he has to his par-
ents. They pay for absolutely everything.
. My brother didn’t very much his car. It was second-hand.
. How much do you think you’ll every month in your new job?
. Sorry, but i can’t the money I owe you until the end
of the month.
. Do you have any change for the supermarket trolley? I only have a €10
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. Some people think it’s a really bad idea to borrow money
a close friend.
9. I get really angry with myself when I my money on things
I don’t really need.
10. I used to have a money box when I was young. Thats how I learnt to

money.

11.Is it OK to credit card.

12. Did the bank you the money to buy a new car?

13. Diana started spending a lot more money than she had in the bank .
She got into after six months.

14. Our gas was really high this month because we had the
central heating on all the time.

15. Our neighbor a beautiful house in the country when her
aunt Jane died.

16. How can the lawyer you £200 for ten minutes’ work?

17. My grandmother’s afraid of using in the street.
She prefers to go into the bank to get money.

18.'ve asked my bank for a because I want to buy a flat.

19. The government is going to put up on cigarettes and
alcohol.

20. If you open an this bank, you get an interest-free credit card
for a year.
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Parnt 2. SPEAK. READ. DISCUSS.
JOBS AND CAREERS

EXERCISE 1. Work in groups. List some of the jobs you know in com-
puting. Compare your lists with other students in the class.

EXERCISE 2. Which of the jobs listed would you like to make your
career. Explain why to others in your group.

EXERCISE 3. Read the quotes and write the name of the students by
the jobs they want.

1 Web designer

2 Computer programmer

3 Database administrator

4 E-commerce manager

Elissa:

“I'm interested in writing software. My friends say I'm tech-
no-nerd because I prefer working with computers to people.
Money is important but I'd rather do a job I enjoy. I want to
take a distance learning course so I can study at home.”

“I like shopping and I think the future of business is on the In-
ternet. I am good with computers but I also like working with
people. Id like to manage my own online company. This will
give me a lot of responsibility. E-commerce comes with risks,
but the rewards are high when you succeed.”

P “Many people like Web design, but I think data manage-
ment gives more job security. There is so much information
on the Internet, and companies need people who know how
to store, manage and retrieve data. I want to get my degree
and work for a good company.”
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Peter:

“I'm using JavaScript to make my website more interac-
tive. After college Id like to try teleccommunicating. This is
working at home, using e-mail to communicate with your
clients. I want freedom, flexibility and long holidays, which
you don’t get by working in an office.”

EXERCISE 4. Write E, K, M or P. Which student:
wants to work at home?

wants a secure job?

does not want to study in college?

wants to choose when to work?

wants to manage people?

likes working with data?

wants to be rich and successful?

uses a coding system for web pages?

O N N Ul W~

EXERCISE 5. Work in groups of three, A, B and C. Read these de-
scriptions of jobs in computing and make notes about the main respon-
sibilities.

Group A. Read descriptions 1 - 2

Group B. Read descriptions 3 - 4

Group C. Read descriptions 5 - 6

ExAaMPLE: Systems Analyst

Studies methods of working within an organization to decide how
tasks can be done efficiently by computers. Makes a detailed analysis of the
employer’s requirements and work patterns to prepare a report on different
options for using information technology. This may involve consideration
of hardware as well as software. Either uses standard computer packages or
writes a specification for programmers to adapt existing software or to pre-
pare new software. May oversee the implementation and testing of a system
and acts as a link between the user and the programmer.

Job Main responsibilities
Systems Studies employer’s requirements and working patterns.
analyst Reports on different options. Writes specifications for pro-
grammers. Oversees implementation and testing.
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1. Software Engineer/Designer

Produces the programs which control the internal operations of
computers. Converts the system analyst’s specification to a logical series
of steps. Translates these into the appropriate computer language. Often
compiles programs from libraries or sub-programs, combining these
to make up a complete systems program. Designs, tests, and improves
programs for computer-aided design and manufacture, business applica-
tions, computer networks, and games.

2. Computer Salesperson

Advises potential customers about available hardware and sells
equipment to suit individual requirements. Discusses computing needs
with the client to ensure that a suitable system can be supplied. Organizes
the sale and delivery and, if necessary, installation and testing. May ar-
range support or training, maintenance, and consultation. Must have suf-
ficient technical knowledge.

3. Computer Systems Support Person

Systems support people are analyst programmers who are respon-
sible for maintaining, updating, and modifying the software used by a
company. Some specialize in software which handles the basic operation
of the computers. This involves the use of machine codes and specialized
low-level computer languages. Most handle applications software. May
sort out problems encountered by users. Solving problems may involve
amending an area of code in the software, retrieving files and data lost
when a system crashes, and a basic knowledge of hardware.

4. Computer Systems Analyst Programmer

Creates the software programs used by computers. May specialize
in the internal operating systems using low level computer language, or
in applications programs. May specialize in one aspect of the work, e.g.
programming, systems design, systems analysis, or cover them all. May
support the system through advice and training, providing user manuals,
and by helping users with any problems that arise.

5. Hardware Engineer

Researches, designs, and develops computers, or parts of comput-
ers and the computerised element of appliances, machines, and vehicles.
Also involved in their manufacture, installation, and testing. May special-
ize in different areas: research and development, design, manufacturing.
Has to be aware of cost, efficiency, safety, and environmental factors, as
well as engineering aspects.
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6. Network Support Person

Maintains the link between PCs and workstations connected in a
network. Uses telecommunications, software, and electronic skills, and
knowledge of the networking software to locate and correct faults. This
may involve work with the controlling software, on the wiring, printed
circuit boards, software or microchips on a file server, or on cables either
within or outside the building.

EXERCISE 6. Exchange information with other students in your
group.

EXERCISE 7. Read about the work people employed in computing
do. Try to match each extract to the correct job from this list.

a. Hardware Engineer e. Systems Analyst Programmer
b. Network Support Person f. Systems Support Person
c. Operator g. Technical Sales Manager

d. Software Designer

1. Before I write a program, I have to carry out a feasibility study in
the company. The aim is to see whether a new program would be better
than the methods they use at present. I have to observe what the users do,
speak to them, and make an analysis of their systems. It’s very important
to speak to the actual users, not just the managers.

2. My job is to persuade customers that it's worth investing in new
computer systems or extending the systems they already have. But it’s not
enough simply to sell the systems. We have to keep in touch after the sale
and make sure things are working well, and to provide any backup the
client needs. That’s the only way to build up trust with a customer and to
get new orders. It’s a very competitive market.

3. I'm called out if there’s a fault on the network. We try to solve the
problem by phone at first, but if that doesn’t work, we have to go and look
for ourselves. It could be anything: the software, the server, even the ca-
bling. Sometimes the problem is the user! You have to be good at working
out where the problem is.

4. It's my job to try out new components before they’re used in our
computers. It’s not only how well the components work that matters, they
also have to meet health and safety requirements. I need to write reports
and make recommendations on my findings. If problems arise after the
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components have been installed, I'm the person who has to find the solu-
tion.

5. I have to change the specifications for a system into a logical se-
quence that can be programmed. The language I choose for coding will
depend on various factors such as what type of program it is, and where
it's going to be used. A lot of testing has to be done and I use the feedback
to decide where improvements can be made.

EXERCISE 8. Complete these definitions with jobs from the box.

software engineer  computer security specialist ~ blog administrator
help desk technician ~ DTP operator hardware engineer
network administrator _webmaster

1.LA designs and develops IT devices.

2.A writes computer programs.

3.A edits and deletes posts made by contributors to a blog.

4. A uses page layout software to prepare electronic files for
publication.

5.A manages the hardware and software that comprise a
network.

6.A designs and maintains websites.

7.A works with companies to build secure computer sys-
tems.

8.A helps end-users with their computer problems in per-

son, by email or over the phone.

EXERCISE 9. Work in groups. Rank the things you want from a job:
1 = most important, 10 = least important.

e ahigh salary ¢ long holidays

e flexible working hours e working with people

e responsibility e security

e interest or enjoyment e excitement/risk

e anice office e good benefits, e.g. a company car,
e telecommuting gym membership

EXERCISE 10. Write a paragraph to say what kind of job you would
like, and why.
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EXERCISE 11. Read the interview with a Systems Manager.

INTERVIEWER: What sort of company do you work for?

BILL: I work for the largest brewer in the UK.

INTERVIEWER: And how long have you worked for them?

BILL: ['ve been there for almost twenty-five years.

INTERVIEWER: And what’s your post there? What’s your job title?

BILL: 'm a Systems Manager.

INTERVIEWER: And what are your duties?

BILL: Basically, I look after the systems for the Technical Services
division. Technical Services make sure that the beer gets into the glass in
good condition.

INTERVIEWER: OK, so what are your specific duties?

BILL: I'm responsible for existing systems and their running, main-
tenance, and general order. I'm responsible for the systems infrastructure
we use — networks, PCs, and other devices — and I'm responsible for new
systems development.

INTERVIEWER: Can you give me an example of a system?

BILL: Yes, here’s an example of an operational system. We have
2,600 pubs and 350 service engineers. If the beer dispenser stops work-
ing in a pub, that’s a serious matter for the publican. He or she rings in
with the fault. That’s logged on the system. We telephone an engineer
who goes to the pub, investigates the fault 4and fixes it, and records
details of what he’s done on a handheld device he carries with him. The
details of all the work he’s done that day are downloaded to a PC at
the end of the day, and then sent up in the middle of the night to our
mainframe system and processed there. The activity is recorded, and
the parts used, and how long it took. Our stock database is adjusted,
and new parts ordered to make up stock where necessary. Everything is
handled by one system.

INTERVIEWER: You're also responsible for developing new systems.

BILL: Nowadays we tend to buy packages or have packages modified
to our requirements.

INTERVIEWER: Why do you buy in systems and not produce them
in- -house?

BILL: It's now standard procedure to buy in. When I started, we
would always write our own. But there’s so much available now and peo-
ple expect a high standard of sophistication from a system. In-house de-
velopment would take too long and be enormously expensive.
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INTERVIEWER: How do you choose a system?

BILL: If youre looking for a system, you see what the market has to
offer and you make up a shortlist. You get the shortlisted companies in
to make presentations. In addition to a system that meets your needs,
you're looking for a company which is financially sound and has a good
track-record, and can take you to sites with satisfied customers. You're
looking really for a business partner. It's a long-term relationship. The fact
that you spend fifty to sixty thousand pounds on the software is almost
immaterial compared with the investments you’re going to put into your
own company, in getting the system commissioned and configured, and
working and documented, and everything else.

INTERVIEWER: How many systems do you have running?

BILL: In the whole Beer Division there are many hundreds of sys-
tems.

INTERVIEWER: It must be enormously complicated, because you’ll
have programs of all sorts of ages.

BILL: Yes, we have some systems twenty years old. One problem I
have is to ensure that old and new systems can interface.

INTERVIEWER: How do you protect your systems?

BILL: Everything is on the mainframe and it’s all backed up. It’s all
protected. You can't just go along and change something. It’s a protected
environment. There are passwords. You need several signatures to change
anything. The databases are backed up on cartridges and taken off site to
a fireproof store. There are contingency plans and disaster plans so that
even if there was a nuclear strike we could be back in business in a couple
of weeks.

INTERVIEWER: What about the future? Do developments on the
hardware side make any difference to your systems?

BILL: Well, you can hold more information online than you could
before. You can have much more history, bigger files, but what is mak-
ing much more difference to our company is faster communications. We
have our own internal email system and there are links from there into
the Internet.

INTERVIEWER: So the future for you is faster information flow.

BILL: Yes, which means you don't need to have so many bits of
paper.

INTERVIEWER: SO a paper-free office?

BILL: There’s no such thing and there never will be.
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EXERCISE 12. Answer the following questions.
1. Which division of the company does Bill work for?
2. List his responsibilities.
3. Complete the missing steps in this procedure:
a. Fault reported
b.
c. Fault investigated and fixed
d.
e. Details downloaded to a PC
f.
g. Activity recorded
h.
i. New parts ordered
4. Why does the company buy in systems?
5. What does Bill look for when buying a new system?
6. How many systems are there in the Beer Division?
7. What problem is there because old and new systems are running
together?
8. List three ways in which the systems are protected.
9. What development is making a difference to the company?
10. What is Bill's view on the chance of a paper-free office in the fu-
ture?

EXERCISE 13. Put the verbs in brackets into the correct tense.

1. Bill (work) for the company for the last twenty-five
years. 2. He (graduate) in business studies and
(take) a job in London. 3. He (train) as a systems analyst
while he (work) in London. 4. Now he (look
after) all the systems used by the Technical Services Division. 5. At the
moment he (develop) a system for handling repairs. 6.
When something (go wrong) in a pub, a service engi-
neer (send) to fix it. 7. Details of every repair
(download) to the company’s mainframe each night. 8. No changes can

(make) until the system (test). 9. Bill thinks

that communications (get) faster and faster in the future. 10.
He thinks that a paper-free office (not happen).
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EXERCISE 14. Fill in the gaps with the correct form of an appropri-

ate verb from this list.

might  most  should  will

1. Technicians have normal colour vision to follow colour
coding of wires. 2. You try to remove floppy disk when the drive
is running. 3. Biological computers replace electronic comput-
ers in the future. 4. You update your webpage regularly. 5. You
have pages dead ends on your website. 6. You know
your password to gain access to the network. 7. Computers get
cheaper and more powerful. 8. You back up your files regularly.

EXERCISE 15. Study the HELP box and describe some of the require-
ments for the job of Computer Network Support Person.

Essential

1 Diploma in computing or telecommunications engineering.

2 Good communication skills to discuss requirements with users.

3 Deductive ability for analysing faults.

4 Able to work quickly under pressure.

5 Normal colour vision to follow colour-coding of wires.

Desirable

6 Interest in technology to keep up with new developments.

7 Physically fit tor lifting, carrying, and bending.

HELP box

We can describe the essential requirements like this.

They must have a diploma in computing or telecommunications engineering.
They must have normal colour vision.

We can describe the desirable requirements like this.

They should have an interest in technology. They should be physically fit.

EXERCISE 16. Study these requirements for a Computer Technical
Salesperson. Decide which are essential and which are desirable. Then
describe each requirement using must have/be or should have/be.

1. a certificate or diploma in computing
. experience in the computer industry
. able to put technical ideas into everyday language
. able to persuade and negotiate
. a qualification in marketing
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6. a thorough understanding of the product
7. a driving license

8. a high level of communication skills

9. patient, persistent and diplomatic

10. able to work away from home

EXERCISE 17. Study this job advertisement. Which of the three can-

didates do you think is the best applicant?

e Educated to degree level, candidates should have at least two years of
relevant experience.

e We need a highly-motivated individual, able to support approximately
30 networked PCs. The role is very much ‘hands-on’ and so it is essen-
tial that you have a good understanding and experience of Microsoft
Office, Novell networks, E-mail systems, TCP/IP, hardware and virus
protection tools.

e You should be able to communicate well with users and external con-
tractors and to make a contribution to the training of all PC users.

e The successful candidate must work well under pressure and as a team
member.

APPLICANT 1: BSc Computing Science. Graduated this year
Knowledge of a variety of operating systems including Unix, Novell
and Windows NT

Experience in programming in C, C++, Pascal, Java, Delphi and
Visual Basic

Familiar with a wide variety of hardware and software packages

Has taught a lot of fellow students how to use computers

Highly motivated

No work experience

AppLicANT 2: Higher National Diploma in Information Technology
Trained in using network systems including Novell and Windows NT
Experienced user of Microsoft Office programs and Internet systems
Knowledge of setting up and troubleshooting most types of comput-
ers and peripherals

Gets on well with others and can work as part of a team

Keen to gain experience and develop a career in computing

Two years’ part-time summer experience working in a computer re-
pair workshop
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AppLicANT 3: Higher National Certificate in Computing

e Employed for 3 years in a computing sales team advising customers
on purchase requirements and helping them troubleshoot problems
with installed systems

e Trained in using Unix and Novell network systems and a wide variety
of hardware
Experienced in many PC packages including most Microsoft products
Good communicator, experienced in dealing with the public and
working as part of a team

e Highly motivated

EXERCISE 18. In pairs, read the two job advertisements below and
tick (V) the most important qualities and abilities (1-10) for each job.
Add more to the list if you can. Which three things do you think are most
important for each job?

Senior programmer DTP operator

logical reasoning
patience and tenacity
being good with figures
imagination
self-discipline

accuracy

leadership skills
efficiency

creativity

0 |drawing skills

= NO (90NN [ |9 =

Discuss if you would like to apply for one of the jobs. Give reasons
for your answers.

DIGITUM-UK

SENIOR PROGRAMMER required by DIGITUM-UK, a leading supplier
of business systems to the insurance industry.

You will be able to work on the full range of software development activi-
ties - analysis, design, coding, testing, debugging and implementation.
At least two years’ experience of COBOL or C++ is necessary.

As we are active in Europe, fluency in French, Italian or another European
language is desirable.

Don't miss this opportunity to learn new skills and develop your career.

Send your CV to CHRIS SCOTT, PERSONNEL MANAGER, DIGITUM-UK,
75 PARKSHILL STREET, LONDON SW14 3DE

You can visit our website at www.digitum-uk.com
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DTP operator
required for a leading financial magazine.

We are looking for a bright, competent QuarkXPress operator with at least
three years” experience in design and layout. Skills in Photoshop, Free-
hand or Illustrator an advantage.

Ability to work in a team and to tight deadlines is vital.

Please apply in writing, with CV and samples of your work, to Tom Park-
er, Production Manager, Financial Monthly, Stockton Street, London
EC1A 4WW

Or apply online: Apply now

EXERCISE 19. Look at the online profile for Charles Graham. Which
of the jobs above is most appropriate for him?

Charles Graham 22 years old

Professional summary

I graduated in 2004 with A levels in English, Art and Maths, and went on
to do a course in graphic design and page layout at Highland Art School.
Since 2006 I've been a graphic designer for PromoPrint, a company
specializing in publishing catalogues and promotional material, and have
used Adobe InDesign and other DTP software.

EXERCISE 20. Having seen the advertisements in the newspaper,
Hilary Beacham (HB) and Erica Derry (ED) start to discuss them. Read
their conversation and make a list of five things that Erica and Hilary
think make a good PA/Secretary.

HB: Hey! Look at this. Here’s an advertisement for a Personal Assistant.

ED: Heres another one — Inventor Plus. Have you heard of them?

HB: No, but I have heard of Compact Systems. Theyre supposed to be
very good to work for, and computer companies are my line exactly.

ED: Are you going to apply for it?

HB: I will, I think. Look at this. It says, “Must provide two referees and

a statement of what makes a good PA or secretary”

ED: What do you think they mean?

HB: I don’t know. Perhaps they mean things like filing systems.
ED: Oh yes, a good PA has to have a good filing system.

HB: Can you think of anything else?
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ED: Well, you could say something about receiving visitors. “An effective
Personal Assistant must be good at receiving visitors”, something like
that.

HB: Iagree, you mustn’t create a bad impression.

ED: Well, that’s two things. What else?

HB: Iknow! A good PA must also distribute work fairly to other typists.

ED: And what about phone manner?

HB: Yes, of course. You've got to have a good phone manner.

ED: And there’s appearance. In the last place I worked we had to dress
very neatly.

HB: OK, that’s the fifth one: a good PA must also have a neat appearance.
Can you think of anymore?

ED: No, I think those are the most important points.

EXERCISE 21. What impression do you try to give to the people you
deal with in business? What impression do you try not to give?

I try to be: pleasant, sincere, efficient, friendly, confident, calm, hon-
est, skilful, intelligent, nice, helpful, polite. But the most important thing
is a nice smile and friendly eye contact.

I try not to be: sleepy, unclear, lazy, dishonest, clumsy, stupid, preju-
diced, inefficient, nasty, unhelpful, off-hand, rude.

EXERCISE 22. Work in pairs. Look at this list and decide together
which points are important when you’re starting a new job:
- be punctual
- wear your smartest clothes
- go to the barber’s the day before
- smile at everybody you meet
- find out what the canteen food is like
- offer to pay for your own coffee
- make a note of everything anyone tells you
- ask if you can start work as soon as possible
- show your colleagues pictures of your family
- if you are a smoker, don’t smoke in an office you share with someone
- if youre a non-smoker, say you don’t mind if the person you share the
office with wants to smoke
- wait until you have been introduced before you speak to anyone else
- apply to go on a special training course
- ask where to get your luncheon vouchers
- inquire about the company pension scheme
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EXERCISE 23. Read the interview at Compact Systems and complete
the missing parts of Hilary’s c.v.
CURRICULUM VITAE

PERSONAL
Name:
Address: 63 Wenwell gardens

Date of birth

Marital status

EDUCATION

*GCE «O» LEVELS:

Mathematics Biology Geography **RSA:
PROFESSIONAL EXPERIENCE

Company Position Length Reason
of service for leaving
1.
2.
Notes:

*GCE “O” Level is the General Certificate in Education Ordinary level - an ex-
amination taken in different subjects at school at about the age of 16. (This examina-
tion has now been superseded byGCSE).

**RSA is the Royal Society of Arts which offers secretarial qualifications in dif-
ferent subjects.

PM: Personnel Manager
MM: Marketing Manager
HB: Hilary Beacham

PM: Come in. Ah, good morning Miss Beacham. Thank you for coming.

HB: Good morning.

PM: Please sit down.

HB: Thank you.

PM: Can Iintroduce you to Alice Everett, our Marketing Manager.

HB: How do you do?

MM: How do you do?

PM: AndIam Sheila Poison, the Personnel Manager. So, Miss Beacham,
did you find us easily this morning?

HB: Yes, it’s an easy route from where I live in Southtown.

PM: And do you have your own car?

HB: Yes, I have.
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PM:

HB:
PM:
HB:
PM:

HB:
PM:

MM:

HB:

MM:

HB:

MM:

HB:

MM:

HB:

MM:

PM:
HB:

MM:

HB:

MM:

HB:
PM:
HB:

MM
HB:
MM

HB:

Good. Can we check on a few of your personal details? You were
born in 1973, is that right?
Yes, 3rd September 1973 to be exact.
And you're single.
Yes, lam.
OK. Can we move on to your education now? You've got four “O”
levels including English language?
Thats right.
Thank you very much, Miss Beacham. Alice, would you like to
continue?
Yes, certainly. Miss Beacham, can you tell us a little bit about where
you have worked before?
Well, my last job was with Format.
And you were a PA there?
Yes, that’s right.
And when did you start with them?
Two years ago.
I see. So why did you decide to leave?
Well, perhaps you heard that the company went into liquidation
earlier this year.
Yes, we heard about it.
So what did you like about that job?
Well, my job was PA to the Marketing Manager. What I enjoyed
most was coming into contact with customers and suppliers both
face-to-face and on the phone.
And where did you work before Format?
Ideal Systems.
And how long did you work for Ideal Systems?
For ten years, as a secretary.
And why did you leave that j ob?
Well, I felt that I needed a change. I think I had learnt all I could
there.

: Going back to Format. Who did you work for there?

A man called Peter Smith. Do you know him?

: We've met. OK, that’s enough on work experience. Do you have any

word-processing experience?
Yes, as a secretary at Ideal Systems I used a word-processing system
designed by the company. It was called “Word”.
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MM: And what about at Format? That was also a computer company,

HB:

wasn't it?
Yes, that’s right.

MM: So how much experience do you have of working in computer com-

HB:

PM:

HB:

PM:
HB:

PM:

H B:

PM:

HB:

panies?

Well, two years at Format and ten at Ideal Systems. Oh, and I also
had some work experience with a software company while I was at
college.

What secretarial qualifications did you get while you were at col-
lege?

Well, I've got two secretarial qualifications. I've got RSA Stage III
Typing.

So your typing should be pretty good?

Well, in fact I didn’t do much typing at Format. I've got an RSA in
shorthand.

And which qualification exactly?

The RSA 100... so 100 words per minute.

Fine. And one final question. If we decided to offer you the job,
when could you start?
Oh, I could start immediately or as soon as you wanted me to.

PM: Fine. I think that’s everything. Have you got any questions?
H B: Well, I think it’s enough.

EXERCISE 24. You have read o lot of Wh-questions in the interview.
Below is a list of answers to Wh- questions. Write a question which fo-
cuses on the given information in each answer. The first one has been
done for you.

1

. When did you start working for Compass? I started working for

them three years ago.

= O 00 N O\ U1 i W I

.1 got my secretarial qualification in 1983.

. I left my last job because I wanted to move to London.
. I travelled to work by bus.

. I worked for the Managing Director, George Tebbit.

. Ilived there for three years.

. The meeting lasted three hours.

. I'studied typing and shorthand.

. Tusually typed about ten letters a day.

0. I worked at EXPO.
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EXERCISE 25. Work in pairs. Decide what questions led to each of
these answers and write them down.

1. 'm a receptionist.

2. Yes, thanks. I had a very good flight.

3.1d like to see Mr. Perez, if he’s in the office.

4. On my last visit I spoke to Mr. Mason.

5. It was Mr. Brown who recommended this hotel to me.

6. I think I'd like to see round the factory after lunch.

7. No, my husband isn’t travelling with me now. I'm meeting him later.

8. No, this is his first visit - he’s never been here before.

EXERCISE 26. Imagine that you're talking to someone who talks
rather unclearly, and that you can’t catch some of the information he
gives you. Write down the questions you'd ask this person to find out the
missing information.

1. “I work for...” - Who do you work for?

2. “Ilivein ... ” — Where do you live?

3. “I've been working here for ... years”. - How.......... ?

4. We keep our sales files in the ... room.” - Which......... ?

5. We never phone in the morning because ... ” — ...

6. “I started working for this firm in 19...” — ...

7. “Id like a ... room for two nights, please” — ...

8. “I heard about this product from Mr. ... ” - ...

9. “The complete package costs only $...” — ...

10. They printed ... thousand copies of the company report” — ...

EXERCISE 27.”Question tags” are often used to check if we’re right or
not, as in these examples:

Africa is very different from Europe, isn’t it?

You have never been to America, have you?

You met Miss Green yesterday, didn’t you?

Complete these sentences, using question tags:

1. They don’'t normally pay their account late, ...2

2. The phone number is 684621, ...2

3. They’ll let us know before the end of the month, ...2

4. We can send the catalogues by surface mail, ...?

5. They can’t provide us with information we need, ...?

6. She isn’t in the office today, ...?
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7. This machine doesn’t operate automatically, ...2
8. You know a great deal about economics, ...?

9. You've studied this subject for some time, ...?
10. We shouldn't interrupt the meeting, ...?

EXERCISE 28. Read the dialogue and answer the questions:
1. What is Ben doing?

2. What is his first problem?

3. Why is a supporting statement useful?

4. Why doesn't Ben start to write it?

Ben is at home for the weekend during his last year at the college.

Mother: What are you doing?

Ben: I'm filling this application form for a VSO job. I don’t know whether
to type it or not.

Mother: I would. It looks much better if you type it.

Ben: OK. Listen, it says here that: “You may add a supporting statement if
you wish”. What does “a supporting statement” mean?

Mother: It’s something extra you add to an application form. In other
words, you get a chance to say something more about yourself.

Ben: I don't understand why they need more information about me when
I've put everything on the form.

Mother: Well, it’s also an opportunity to say why you think you’re suitable
for the job. When I worked in the personnel department at ICI it was
amazing how many people didn’t bother to add one to their c.v.

Ben: Well, I suppose I'd better write something then. But I don’t know
what to say.

Mother: You can think of something, surely. You must know why you
want the job.

Ben: I'm not sure now. I don't know whether I want it or not.

Mother: Ben!

EXERCISE 29. Work in pairs and role play this situation.

EXERCISE 30. You have decided to write a letter to the firm to apply
for the job as a Computer Systems Support Person or Network Support
Person. Say why you think you are suitable for the job. Give details of
any relevant experience you have had and say when you would be avail-
able for the interview.
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EXERCISE 31. It’s time for the role-play activity. Divide the class
into pairs and interview partners to collect educational and profession-
al information.

Student B: ask your partner questions in order to complete your
partner’s brief c.v. below.

CURRICULUM VITAE

PERSONAL

Name:

Date of birth:

Marital status:

EDUCATION

Dates Institutions

QUALIFICATIONS

Dates Qualifications

PROFESSIONAL EXPERIENCE
Company Position Length Reason
of service for leaving

Student A: ask your partner questions about education, qualifica-
tions and job experience so that you can complete your partner’s brief c.v.

EXERCISE 32. Read the letter of application below and answer these
questions.
1 Which job is Sarah Brown applying for?

2 Where did she see the advertisement?

3 How long has she been working as a software engineer?
4  What type of programs has she written?

5 When did she spend three months in Spain?

Dear Mr Scott,

I am writing to apply for the position of Senior Programmer which
was advertised on 28th March in The Times.
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I graduated in May 2002 and did a work placement with British Gas
as part of my degree. Before taking my present job I worked for a year
with NCR. I stayed in this job (1) March 2004.

(2) the last three years I have been working as a software
engineer for Intelligent Software. I have designed four programs in CO-
BOL for commercial use, and (3) January I have been writing
programs in C for use in large retail chains. These have been very success-
ful and we have won several new contracts in the UK and Europe on the
strength of my team’s success.

Two years (4) I spent three months in Spain testing our
programs and also made several visits to Italy, so I have a basic knowledge
of Spanish and Italian. I now feel ready for more responsibility and more
challenging work, and would welcome the opportunity to learn about a
new industry.

I enclose my curriculum vitae. I will be available for an interview at
any time.

I look forward to hearing from you.

Yours sincerely,

Sarat Browan

EXERCISE 33. Look at the HELP box and then complete the letter
with for, since, ago or until.

HELP box

for, since, ago, until

*  We use for to refer to a period of time.

Ive lived In Liverpool for five years.

*  We use since to refer to a point in time.

I've been unemployed since May 2005.

*  We use ago with the past simple to say when something happened. We
put ago after the time period.

I got married five years ago.

*  We use until to mean up to a certain time.
I stayed at high school until I was 18.

EXERCISE 34. Look at the job advertisement for a webmaster at
eJupiter. Maria Quintana is interested in applying. Use her curriculum
vitae on page 34 to write a letter of application. Follow these steps:

~5] ~



~ ’ - ™
| Vacancies at elJupiter.co.uk

Webmaster

We are seeking a Webmaster for eJupiter.co.uk, a
company dedicated to e-commerce.

The successful candidate will manage our website. I
You will be responsible for making sure the web server |
runs properly, monitoring the traffic through the site,
and designing and updating our web pages.

Experience of using HTML and Java is essential.
Experience of Adobe PDF and Photoshop is an
advantage. The successful candidate will also
have knowledge of web editors — MS FrontPage or
equivalent.

Send your (V and a covering letter to James Taylor,
|\l eJupiter Computers, 37 Oak Street, London SW10 6XY

N Y

Paragraph one: reason for writing
I am writing to apply for the position of...

Paragraph two: education
I graduated in (date)...
I completed a course in ...

Paragraph three: work experience

For the past X-years I have been ...

Since XI have been ...

Paragraph four: personal skills

I spent X months in (country)... ,sol have knowledge of (foreign languages).
Ican..

Paragraph five: reasons why you are applying for this job
I now feel ready to... and would welcome the opportunity to ...

Paragraph six: closing / availability for interview
I enclose...
I look forward to...

I will be available for an interview...
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Curriculum vitae
Personal information
Name: Maria Quintana
Address: Avda Séneca, 5, Madrid 28040
Telephone: 00 34 91 5435201
Email: mquintana0782@telefonica.net
Date of birth: 28/07/82

Education and Training

2006 Online diploma in web-based technology for business, www.elearnbusiness.com

2005 Course in web design at the Cybernetics College, London: HTML, Java and
Macromedia Dreamweaver

2004 Course in computer hardware and networking at the Cybernetics College, London

1999-2004 Degree in Computer Science and Engineering, University of Madrid

Work experience

January 2006 -  Part-time Webmaster at www.keo.es; responsible for updating the site and

present using Adobe Flash to create animations

May 2005 - IT consultant at Media Market, specializing in e-commerce and IT strategies
December 2006

IT skills

Knowledge of multiple computer platforms (Windows, Mac and Linux); strong database skills
(including the popular open source MySQL database); complete understanding of graphics formats
and Cascading Style Sheets

Personal skills
Social and organizational skills
Good communication skitls

Languages
Spanish mother tongue; English (Cambridge CAE); Arabic (fluent)

Hobbies and Interests
Web surfing, listening to music and travelling

References
Miguel Santana, Manager, keo.es
Sam Jakes, Lecturer, Cybernetics College
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EXERCISE 35. Write your own CV in English, using Maria’s CV as
a guide.

EXERCISE 36. Think of your ideal job and write a letter of applica-
tion for it. If you prefer, look on the Internet for real jobs and practise
applying for those.

EXERCISE 37. Read the dialogue and then answer the questions.
A Job Interview
Interviewer: So, why do you want to be a computer programmer?
Jason: Well, I don’t like working in a fast food restaurant, and I want to
make more money.
Interviewer: I see. Do you have any experience?
Jason: No, but I'm a fast learner.
Interviewer: What kind of computer do you use?
Jason: Computer? Uhm, let me see. I can use a Mac. I also used Windows
XP once.
Interviewer: That’s good.
Jason: May I ask a question?
Interviewer: Please, go ahead.
Jason: Will I be able to find a job as a computer programmer?
Interviewer: Umm, err, ahh....

Choose the correct answer.
. What job does Jason want?
a. Cook b. Computer Programmer c. Cameraman
. Where does Jason work?
a. In arestaurant  b. For a computer company  c. At a school
. Why does Jason want a new job?
a. he’s bored b. he quit his job c. he wants more money
4. Does Jason have programming experience?
a.yes b. no
. Jason is a slow learner.
a. true b. false
6. What kind of computer does Jason use?
a.a Mac b. Unix c. Amiga
. Has Jason ever used Windows XP?
a.yes b. no
. Will Jason get a new job?
a.yes b. no c. I don’'t know.
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EXERCISE 38. Match the questions with the answers.
Job Interview

1. Would you like something to drink? 2. Could you tell me some-
thing about yourself? 3. What kind of work do you like to do? 4. What are
your skills? 5. Why do you want to work for this company? 6. What salary
do you want? 7. Can you tell me about your work experience?

A) I want to work for a company that has been here
a long time. I'm a customer of your company and I think you give excel-
lent service. I know this company will be here for a long time. I hope
there will be opportunities for me to be promoted.

B) No, thank you.

0)) I have a lot of experience with computers. I can
use Microsoft Word, Power Point and Excel. I can type 50 words per min-
ute. I am good at math and enjoy working with numbers.

D) In my country, I worked as an automobile body
repairman at a garage. I worked there for 5 years. I repaired many dif-
ferent kinds of cars, and I used many different tools. I am good with my
hands. I think my last experience will help me with a job here.

E) I come from Hong Kong. I graduated from the
Mountain High School there. I came to San Francisco in 1993. I've been
working at the Han Gift Shop since 1995. I've been studying English as a
Second Language and office training at City College of San Francisco. I
really enjoy working with people and working with computers.

F) I've heard the usual salary for this position is be-
tween $12 and $15 per hour. I think that would be OK.
G) I really enjoy working with people. That’s why I

want to work as a customer service representative in a store like yours. I
have a lot of experience in customer service. I like helping the customers
and talking to them. I am very friendly.

EXERCISE 39. Answer the interview questions. Pay attention to
grammar you are to use in your answers.
1.What are your skills?

I know how to (verb/base form).
I can (verb/base form).
2.What was your last job?
I (be/simple past) a (job title).
3. Did you work in your country? (yes/no/past)
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4. What did you do?
I ( be/simple past) a (job title).
5. What salary do you want?
I’'m open.
What do you usually pay for this position?
6. Are you working now? (yes/no)
I (tell where you work and what you do)
7. What are your duties?
I (verbs/present tense)
8. Do you want to work full-time or part-time?
I want to work
9. Tell me about your experience.

I have been a for years.
I (be/simple past) a (job title) for years.
Also, I a for years.

10. Tell me about your education
In my country, I studied
Now, I study English at City College of San Francisco.

I got a certificate in (area/subject studied) from

(school). I got a AA/BA/MA degree in (area/subject studied)

from (school)

11. What are your strengths?

I'm (adjectives to describe your personal qualities)

12. What are your weaknesses?

English is my second language, but I study every day to improve it. __

EXERCISE 40. Use these ideas and interview your partner for the
position of a Computer Programmer.
Interview questions and answers:

Tell us about yourself. / What can you tell us about yourself? / Tell me
about yourself.

responsible hardworking
a fast learner flexible
A.Tam... healthy pleasant
punctual honest
organized bilingual
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like to work with people |like to work with numbers
B.I... communicate well get along with co-workers
follow instructions

sewing numbers
C.Iamgood at ... [math cooking
working with my hands

Sometimes, if you don’t have a lot of experience, you can also talk
about your personal strengths.

Answers for personal preference questions

Why do you want this job?

® Because I'm good with numbers.

® [ like working with people.

® Your company has a good reputation.

® It’s alarge company, with opportunities for promotions.

® This job requires computer skills, and I have a lot of experience
using computers.

What salary do you want?

® In my last job, I made $10 an hour. I would like at least that
amount.

® What is the salary range for this job? I'd like at least (name an
amount), because I have a lot of skills.

® [ think about $2,000 per month is fair.

® Other companies pay about $12 per hour for this type of work.
I think that is a good wage.

Why do you want to work for this company?

® It’s a big successful company.

® Your company is well know and makes good products.

® [t provides dependable service.

® [ know someone who works here. She says there is an excellent
working environment here and the people are friendly.

EXERCISE 41. Write the answers to these questions. Give as much
information as you can.
1. Tell me about your education.
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2. What is your work experience?

3. What are your skills?

4. What are your strengths?

EXERCISE 42. In pairs discuss the following questions.

Is success important to you?

2. Do you think you will be successful?

3. Give three ways people become financially successful:

1.

4. What other kinds of success are there besides financial success?

EXERCISE 43. Use vocabulary notes on page 9 and match the verbs
on the left with the nouns or phrases on the right. Use each word once

only.

1
2
3.
4.
5
6

earn
work
pay

go to
deal with
run

overtime
meetings

a shop
clients
£500
income tax

EXERCISE 44. Starting with the words you are given, rewrite each of
these sentences using vocabulary from above. The basic meaning must
stay the same.
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Model: T'm a banker.
I work in banking.
1. What do you do?

3. I get £20,000 from my teaching job and another £10,000 from
writing.
Mytotal......oooviviiiiiiiiininnn,
4. Tam a chemist.
Iwork for...........ooooiinn
5. In my job I have to look after and maintain all the computers in the
building.
My job involves.....................
6. I'm responsible for one of the smaller departments.

EXERCISE 45. This is part of the conversation with a teacher about
her job. Can you supply the missing questions?

A ?

B: I usually start at nine and finish at four.

A ¢

B: Yes, a bit. On certain courses I work until five oclock, and then I get
paid extra.

A ?

B: Twelve weeks. That’s one of the good things about being a teacher.

A ?

B: No, we don't, I'm afraid. That’s one of the disadvantages of being a
teacher. But I suppose money isn't everything.

EXERCISE 46. Can you answer these general knowledge questions
about work?

1. What are normal working hours for most office jobs in your
country? 2. Can you name three jobs that get very high salaries in your
country? 3. When you start paying income tax in your country, what
is the minimum amount you have to pay? 4. What jobs often involve
shiftwork? (Give at least two examples) 5. Is flexi-time common in your
country?
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EXERCISE 47. Work in pairs. What kind of work do you expect to do
after you graduate from University? Explain your responsibilities and
daily duties to your partner in English.

EXERCISE 48. Use vocabulary notes on page 10 and write a single
word synonym for each of these words/phrases.
l.giventhesack=...........cocoiiiiiiint,
2.outof work = ...

3. left the company = .............coooiiiiiinin.

4. was given a better position in the company =..........................
5. future possibilities inajob=..................

6. stopped working forever = ...............coiii.

7. workers ina company = ............ocoeiiiiiiinn..

EXERCISE 49. Find the logical answer on the right for each of the
questions on the left.

1. Why did they sack him? a) because he was nearly 65.
2. Why did they promote him?  b) because he was late for work
3. Why did he apply for the job? every day.
4. Why did he retire? ¢) because he needed more training.
5. Why did he resign? d) because he was out of work.
6. Why did he go on the course? ¢) because he was the best person
in the department.
f) because he didn’t like his boss.

EXERCISE 50. Complete these sentences with a suitable word or
phrase.
1. I don’t want a full-time job. I'd prefer to work.................c.coooiini.
2. Shed like to go on another training
3.’'m bored in my job. I need a fresh
4. Heworksonastallinthe................o.co
5. At the end of this year we should get a good pay...................o.oeen
6. Shed got more than a hundred workersunder........................oo
7.1didn’t know he was a new manager. When did he take ?

8. It’s a boring job and the pay is awful. Why doesn’t he..................... ?

EXERCISE 51. Complete this word-building table. Use a dictionary
to help you.

~60 ~



Verb General noun Personal noun(s)
Promote ...l -

Employ .
Resign ...l -

Retire .. -

Train s

EXERCISE 52. Have you got a job in a company? If so, answer these
questions as quickly as you can. (It can be imaginary).

1. What does your job involve?
Are you responsible for anything or anyone?
Have you had much training from the company?
Have the company sent you on any training courses?
Have you been promoted since you started in the company?
Do you normally get a good pay rise at the end of each year?
How do you feel about your future prospects in the company?

8. Are you happy in the job or do you feel it is time for a fresh chal-
lenge in another company?

Ask another person the same questions.

N W

EXERCISE 53. Read the following story silently. Then do the reading
exercises that follow.

Notes on the text:
1. A person who has exciting or dangerous experiences.
Large wild animals — for example, elephants or lions — hunted for
sport.
A nobleman, lower in rank than a prince.
4. A person who goes to another country to write articles for a newspa-

per or magazine.

Make a Name for Yourself

Ernest Hemingway was born in Oak Park, Illinois, in 1899. After fin-
ishing high school, he became a newspaper reporter for the Kansas City
Star. By the time he was in his mid-20s, he had published his short stories.
Then, he got off to a good start as a novelist with the publication of The
Sun Also Rises. The young writer kept on writing and soon published A
Farewell to Arms, which many readers said was his best work.

Hemingway made a name for himself not only as a writer but also
as an adventurer.! He took an interest in big game? hunting and fishing,

w
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and he enjoyed watching bullfights. He made use of these experiences in
his books.

When Hemingway was young, he was disappointed in love. He was
planning on marrying a nurse he had met in World War I, but she de-
cided to marry an Italian duke’ instead. Hemingway was heartbroken.
Later, he did get married— four times, in fact. Such events from his own
life were often published in newspapers.

In 1921 Hemingway went to Paris to work as a foreign correspon-
dent* for the Toronto Star, a Canadian newspaper. When he was there,
other writers like . Scott Fitzgerald, Gertrude Stein, and Ezra Pound
made an impression on him.

In 1940 Hemingway’s most popular novel, For Whom the Bell Tolls,
was published. In 1953 he won the Pulitzer Prize in fiction for his novel
The Old Man and the Sea. One year later, he won the Nobel Prize for lit-
erature. Ernest Hemingway was destined for greatness.

In his later years, Hemingway lived in Cuba and wrote about the
country, but Castro’s revolution forced him to return to the United States
in 1960. The following year, his life ended with the drama of one of his
novels: He killed himself with a shotgun.

EXERCISE 54. A) These questions are based on the story you just
read. Write “True” or “False” after each statement.
1. Hemingway’s work as a novelist began well.
2. After publishing The Sun Also Rises, Hemingway stopped working
hard as a novelist.
3. Hemingway became famous through his writing and his personal life.
4. He liked hunting, fishing, and going to bullfights.
5. Hemingway never used experiences from his own life in his novels.
6. Hemingway wanted to marry a nurse he met during World War I.
7. Other writers never influenced Hemingway.
8. It seemed that Hemingway was to be a great writer.
B) An inference is something that is not stated directly, but is implied.
Write “True” or “False” after each inference.
1. Hemingway lived a simple life.
2. Hemingway didn't like to travel.
3. Hemingway is one of the most successful twentieth-century American
writers.
C) Mark the one statement that represents the main idea of the story.
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1.[ ] Ernest Hemingway had a long and successful career as a
writer, lived an adventurous life, and died dramatically.

2.[ ] Although he was an American, Hemingway lived in Cuba.
3.[ ] Hemingway won the Pulitzer Prize in fiction for The Old Man
and the Sea and the Nobel Prize for literature.

EXERCISE 55. Mark the meaning of the idiom underlined in each
sentence.
1. Jack Nicholson didn’t really get off to a good start as an actor.
a. (x) begin well
b.( ) getarole, act
c.( ) begin his career with problems
2. Nicholson took an interest in method acting and studied it seriously.
a. () hated, didn’t want to know anything about
b. () registered for a course in
c. () wanted to know all about, was attracted to
3. Once Nicholson got a leading role, he kept on getting them.
a. () stopped
b. ( ) continued
c. () didn’t care about
4. Nicholson gradually made a name for himself through parts in the
movies One Flew Over the Cuckoo’s Nest and Carnal Knowledge.
a. () became famous
b. () changed his name
c. () learned to act in films
5. Nicholson made good use of what he learned in his acting classes
whenever he was in a movie.
a.( )used
b. () forgot
c. () didn’'t want to use
6. Nicholson has made such a strong impression on American movie go-
ers that he is often ranked with great actors of earlier periods such as
Spencer Tracy and Humphrey Bogart.
a. () was considered so muscular to
b. () had an effect on
c. () was considered so funny to
7. Fortunately for movie-goers, Nicholson planned on making a lot of
movies.
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a. () got tired of
b. () was opposed to
c. () intended to
8. Jack Nicholson seemed to be destined for a successful acting career.
a.( ) was sure to have
b. ( ) wanted
c. () worked hard to have

EXERCISE 56. Fill in the blanks with the correct prepositions or par-
ticles. Then play the tape and check your answers.

Tom Jenks became famous as the man who edited a 1500-page man-
uscript by Ernest Hemingway into a 247-page novel called The Garden of
Eden.

Jenks was, in fact, the fourth editor at Charles Scribner’s Sons to work
on The Garden of Eden. The three editors before him couldn’t do the job,
but Jenks just kept on making changes. He didn’t rewrite; he
made use Hemingway’s own words.

Before starting the Hemingway book, Jenks never really took an
interest the great writer. Jenks was planning pub-
lishing new writers at Scribner’s. Maybe because he wasn’t very
interested in Hemingway, Jenks got a good start and
was able to finish the job that Hemingway himself hadn’t finished.

The early reviews of the book were very negative. But like Islands in
the Stream, which sold over a million copies after bad reviews, The Gar-
den of Eden was destined success.

EXERCISE 57. Read each of the following situations and act it out. Use as
many idioms as possible. Work with a partner.

be destined for make an impression on
get off to a good start make use of

keep on plan on

make a name for oneself take an interest in

1. Your best friend is unhappy at work. He or she is thinking about
changing fields. Discuss the situation. For example, say, “I don’t think I'm
destined for a careerin..”

2. You've been working for the same company for ten years. Your
boss just gave you an unsatisfactory annual evaluation. You think your
performance has been excellent. Discuss it with your boss.
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3. You are the parent of a very artistic boy who is finishing high
school. Discuss his abilities and his future with his teacher.

EXERCISE 58. Before you read the article, look carefully at the sub-
title. When you have finished reading, say what the two things are that
you can’t leave to chance.

How to Step Up Your Luck
Two Moves you Can’t Leave to Chance
by Catherine Lilly, Ph.D. and Daniel Martin, Ph.D.

What does it mean to be lucky? It commonly means someone who
gets something valuable without really trying, someone who is in the
right place at the right time. The person who discovers a lost painting by
a famous painter, or who buys a winning lottery ticket — these are lucky
people. They meet up with unexpectedly fortunate events. Since we have
no control over the “when” and the “where” of such events, we can’t make
them happen to us. The only way to make a difference in our luck is to
control ourselves.

Variety can increase your luck

The first rule is to look for variety, new experiences. More variety will
result in a richer life with more opportunities. The more varied life is, the
more likely that unexpected combinations of events will occur, giving us
the chance to improve our situation. Researchers say that being able to
change is the best way to survive in changing, unpredictable times. Indi-
viduals who can change are more adaptable.

When we are searching for something, like a lost pair of eyeglasses, it,
isn’t a good idea to always follow the same pattern of search. If we always
start looking in the basement and systematically work our way through
the house, were probably wasting time. Instead we can learn from the
past. Whenever we misplace our glasses, we should start our search at
the place where we last found them in order to make use of our past suc-
cesses. Searching for happiness is like that as well. Be flexible. Learn from
your mistakes. Try lots of different possibilities.

Variety is necessary for happiness. No matter how rich our lives may
seem, if they consist only of expected events and repetition, boredom
steps in. We find pleasure in the unexpected and the surprising. Birthday
presents that we expect do not excite us, but we can be strangely affected
by unexpected small signs of generosity or affection. Chance makes the
difference. Saying yes to uncertainty adds pleasure to life and contributes
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to our luck. Sometimes it seems easier, however, to use our strength to
build walls to try to protect ourselves from uncertainty. We buy life insur-
ance, household insurance, car insurance. We work hard and put money
aside. But all this planning can’t guarantee safety. We need to find the
courage to welcome uncertainty.

Taking the first step is crucial. Each of us should find one action that
will increase variety: subscribe to a new magazine, take a different route
to work, sign up for a night-school course. Then focus on its positive re-
sults. This positive reinforcement, together with the pleasure of sensing
the power in doing what we want to, should give us the courage for the
next act.

Saying yes to yourself

Accepting ourselves exactly as we are at this present moment pro-
vides the courage to move forward. Believing that all our choices in the
past were the best we could have made at the time frees us from regret
and reinforces our belief that we are as good as we can be at this mo-
ment. The best preparation for the future is self-acceptance in the present.
Self-acceptance and trust in people are the foundations of confidence and
courage.

Self-acceptance, courage, and action don’t guarantee good luck, but
they do guarantee a richer and fuller life. They lead to more opportunities
from unexpected events that can enrich our lives.

As you read the article, pay attention to the authors’ suggestions
on how to increase your luck. When you have finished reading, say
Right or Wrong for each item below.

The article suggests that people

1. do the same things every day.

2. add variety to their lives and try out new things.

3. be flexible and learn from mistakes.

4. be cautious of new experiences.

5. try to protect themselves from uncertainty.

6. be willing to change.

7. accept themselves as they are.

8. buy life insurance.

EXERCISE 59. Read the text and explain what made the narrator
successful.
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Hunting for a Job
(after S.S. McClure)

I reached Boston late that night and got out at the South Station. I
knew no one in Boston except Miss Bennet. She lived in Somerville, and
I immediately started out for Somerville. Miss Bennet and her family did
all they could to make me comfortable and help me to get myself estab-
lished in some way. I had only six dollars and their hospitality was of
utmost importance to me.

My first application for a job in Boston was made in accordance with
an idea of my own. Every boy in the Western states knew the Pope Manu-
facturing Company, which produced bicycles. When I published my first
work “History of Western College Journalism” the Pope Company had
given me an advertisement, and that seemed to be a “connection” of some
kind. So I decided to go to the offices of the Pope Manufacturing Compa-
ny to ask for a job. I walked into the general office and said that I wanted
the president of the company.

“Colonel Pope?” asked the clerk.

I answered, “Yes, Colonel Pope”

I was taken to Colonel Pope, who was then an alert energetic man
of thirty-nine. I told Colonel Pope, by way of introduction, that he had
once given me an advertisement for a little book I had published, that I
had been a College editor and out of a job. What I wanted was work and
I wanted it badly.

He said he was sorry, but they were laying off hands. I still hung on. It
seemed to me that everything would be all up with me, if I had to go out
of that room without a job. I asked him if there wasn’'t anything at all that
I could do. My earnestness made him look at me sharply.

“Willing to wash windows and scrub floors?” he asked. I told him that
I was, and he turned to one of his clerks. “Has Wilmot got anybody yet to
help him in the downtown” rink?” he asked. The clerk said he thought not.

“Very well’, said Colonel Pope. “You can go to the rink and help
Wilmot out for tomorrow.”

The next day I went to the bicycle rink and found that what Wilmot
wanted was a man to teach beginners to ride. I had never been on a bi-
cycle in my life nor even very close to one, but in a couple of hours I had
learnt to ride a bicycle myself and was teaching other people.

Next day Mr. Wilmot paid me a dollar. He didn’t say anything about
my coming back the next morning, but I came and went to work, very
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much afraid that [ would be told I wasn’t needed. After that Mr. Wilmot
did not exactly engage me, but he forgot to discharge me, and I came
back every day and went to work. At the end of the week Colonel Pope
sent for me and placed me in charge of the uptown rink.

Colonel Pope was a man who watched his workmen. I hadn’t been
mistaken when I felt that a young man would have a chance with him.
He often used to say that “water would find its level”, and he kept an eye
on us. One day he called me into his office and asked me if I could edit
a magazine.

“Yes, sir,” I replied quickly. I remember it flashed through my mind
that I could do anything I was put at — that if [ were required to run an
ocean steamer I could somehow manage to do it. I could learn to do it as
I went along. I answered as quickly as I could get the words out of my
mouth, afraid that Colonel Pope would change his mind before I could
get them out.

I. Answer the following questions.

1. Who was the only person the author knew in Boston? 2. In what
way was he received? Why was it of great importance to him? 3. What
made the young man apply for a job to the Pope Company? 4. Describe
Colonel Pope. What was his answer to the young man’s story? 5. Why did
the man still hang on though he found out that the company was laying
off hands? 6. What question did the Colonel ask him? 7. Describe the
young man’s job and say whether he coped with it. 8. Why did the man
continue to work for Mr. Wilmot though he hadn’t engaged him? 9. What
happened at the end of the week? 10. What job was the young man of-
fered in the long run? 11. What idea flashed through his mind? 12. What
helped the man to get his first job?

I1. Find equivalents for the following phrases in the text.

OTIIPAaBUTHCA Ky/a-n00; CO3TATh BCe YCIOBIUSA; HAMTU paboTy; OBITh
Ype3BBIYAIIHO BXXHBIM I KOTO-/1100; 3asB/IeHNe O TIpueMe Ha paboTy;
IIOMECTUTD YbIO-TO PEKJIaMy; SHEPIMYHbI/ 4elOBeK; ObITh 0e3 paboThl;
OYeHb HYXK/IaThCA B 4eM-TN00; YBONMbHATD; HACTOMYMBOCTD; BHIMATE b-
HO IIOCMOTpPETb Ha KOro-/mi6o; 04eHb XOTeTb YTO-TMOO0 Je/aTh; MBITh
TIOTIbI; €3/IUTh Ha BETOCHIIE/ie; HA3HAYNTh OTBETCTBEHHBIM 3a YTO-/NO0;
IPYMCMATPMBATh 33 4eM-M00; U3[jaBaTh )KYPHAJL; TaK OBICTPO, KaK TOTHKO
MOT BBIMOJIBUTD CJIOBO; IIePeyMaTh; COMHEBAThCS B 4eM-/1O0
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II1. Write whether the sentences are true or false. Correct the false
ones.

1. The Pope Manufacturing Company produced cars. 2. The man
went to Pope Manufacturing Company because he wanted to write an ar-
ticle about them. 3. Colonel Pope was a young energetic man. 4. The com-
pany immediately gave him the job he asked for. 5. The man could ride
bicycles very well. 6. He refused to teach people ride bicycles. 7. He was
discharged the next day. 8. He got this job as he was ready to do any job.

IV. Put questions to the words in bold type.

1. I reached Boston that night and got out at the South Station. 2.
Every boy in the Western states knew the Pope Manufacturing Company,
which produced bicycles. 3. I decided to go to the offices of the Com-
pany to ask for a job. 4. I asked him if there wasn’t anything at all I
could do. 5. My earnestness made him look at me sharply. 6. The next
day I went to the bicycle rink. 7. Wilmot wanted a man to teach begin-
ners to ride. 8. Mr. Wilmot paid me a dollar. 9. At the end of the week
Colonel Pope sent for me and placed me in charge of the uptown rink.
10. Colonel Pope was a man, who watched his workmen. 11. He often
used to say that “water would find its level”. 12. I answered as quickly as
I could get the words out of my moth, afraid that Colonel Pope would
change his mind.

V. Finish the statements choosing a phrase from those in brackets.

1. When the author reached Somerville he ... (immediately went to
a hotel; rushed to the Pope Manufacturing company to apply for a job;
went to see Miss Bennet)

2. Miss Bennet’s hospitality ... (was a pleasant surprise to the young
man; was of utmost importance to him; actually meant nothing to him;
was bothering him).

3. The young man ... (asked his friend to help him find a job; decided
to go to the offices of the Pope Company to ask for a job himself; wanted
Miss Bennet to help him).

4. The author told Colonel Pope that ... (the only thing he could do
was to publish a magazine; he had been dreaming of running a bicycle
rink; he wanted a job badly).

5. The young man ... (was very good at riding a bicycle; had never
been on a bicycle in his life; started riding a bicycle when he was ten).
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6. Mr. Wilmot ... (engaged the young man; paid him a dollar and
discharged him; did not exactly engage him, but forgot to discharge
him).

7. Colonel Pope was a man who ... (never watched his workmen;
seldom gave young men a chance; kept an eye on his employees).

8. The author got his first job because ... (Miss Bennet had helped
him, he had been ‘willing to wash windows and scrub floors’; it was easy
to get a job at that time).

EXERCISE 60. Before reading the text do the following tasks:

1. Choose a job, and talk for two minutes giving reasons why your
job should be the best paid in the country.

2. Work with two or three other students. Discuss which of the fol-
lowing should be next best paid, and so on. You must produce an agreed
group answer, listing the jobs in order of pay.

Work and Pay in Fantasia

I had a thought-provoking dream last night. In it I was living in Fan-
tasia — a place where people are paid according to their real value to the
society. There are some striking differences with what happens in other
countries.

In Fantasia, doctors are paid for keeping people alive. A doctor is
well rewarded as long as his or her patients stay healthy. But when a
patient falls ill, the doctor’s pay is reduced by half; and ifa patient dies,
the doctor has to pay massive compensation to the surviving relatives.
Average life expectancy in Fantasia is 132, although doctors tend to die
young.

Soldiers are paid on the same lines as doctors: in peacetime they get
a reasonable wage, but as soon as war breaks out the government stops
paying them. Officers earn far less than ordinary soldiers, and generals
get least of all. This is because of the Fantasian principle that power is
its own reward: people can have either money or power, but Fantasians
avoid giving them both. Members of the House of Long Sentences (the
Fantasian Parliament) get expenses payments, but no salary; the Prime
Minister gets the least generous expenses.

Teachers’ pay is worked out according to their teaching ability (pu-
pils vote), their pupils test results and the level at which they teach.
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On average, primary school teachers get double the pay of secondary
school teachers, who in turn are wealthy by comparison with university
teachers

Housewives or househusbands receive a basic salary from the state,
plus an extra 16.500 Fantasian Grotniks (about $4.500 US) annually for
each small child in the family.

People who do dirty, strenuous, dull or distasteful work (e.g. rub-
bish collectors, coal miners, factory workers or sewage workers) are at
the top of the Fantasian wages scale. Other highly-paid workers include
gardeners (Fantasians like looking at flowers), hospital nurses and li-
brarians.

Among the poorest-paid workers are advertising agents, TV weather
forecasters, traffic wardens and bank managers. Pop singers, who are all
employed by the state, are paid starvation wages and allowed to give one
concert a year (Fantasians don't like listening to loud noises)

The best-paid people in Fantasia are writers.

Guess what I do for a living.

EXERCISE 61. Answer the questions.

Where is Fantasia?

What are doctors in Fantasia paid for?

Who is paid on the same lines as doctors?

Why don’'t Members of the Fantasian Parliament get a salary?
How are teachers paid?

How does the Fantasian government support families?

What kind of jobs are at the top of the Fantasian wages scale?
What jobs are poorest paid in Fantasia?

Do you think the system of payment in Fantasia is fair? Why?

00NN

EXERCISE 62. Read the text and do the task that follow.
Salaries and Wages in Different Countries

An intriguing book World paychecks: who makes what, where and
why, makes some interesting international comparisons. In Japan, for ex-
ample, teachers earn far less than factory workers, but in Denmark they
are near the top of the wages scale. A New York rubbish collector makes
three times as much as an Indian army general. A German bus driver gets
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double the pay packet of a British bus driver. In China some university
teachers earn as much as government ministers, but Chinese newspaper
and television journalists are the most poorly paid ones in the world. And
$O on.

In part, says the writer, this is because of the law of supply and de-
mand. New York rubbish collectors are well paid because it is hard to find
enough people who want to do the job, and in India generals do badly
because everyone (well, almost everyone) wants to be a general. But other
facts — whether having a certain job makes you famous, for example -
also make a difference.

It may interest you to know that the President of the United States
earns three times what the Prime Minister of Britain does, but that the
Prime Ministers of India and China get only about £40 a week. I leave you
to draw your own conclusions.

One of the other interesting bits of information in the book is that
Britain pays its civil servants (the people who are paid to help the gov-
ernment run things like the tax system and the post office) more than
America and most of Europe. Don’t ask me who decides these things: no
one asked for my opinion.

(from an article by William Davis in Punch)

Discuss the following:

1. True or false: in Denmark, factory workers earn more than teachers.

2. Who earns more, an Indian army general or a New York rubbish col-
lector?

3. If a British bus driver earns £500 a month, how much does a German
bus driver earn?

4. Who earns more in China, university teachers or journalists?

5. True or false: civil servants work in the services.

6. What has changed since the article by William Davis was published in
Punch?

EXERCISE 63. Before reading the text do the following tasks:

1)  Which job has the highest salary in this country? In your country?
Which job has the lowest salary? Why?

2) Do you know any people who made a midlife career change? Why
did they change careers?

3) Isiteasy or hard to change careers? Explain your answer.
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Finding the Ideal Job
(Review of What Colour is Your Parachute?).
After Barbara Kleppinger

You are out of work.

You hate your job.

You aren’t satisfied with your career.

You are looking for your first job. Where do you start?

You'll probably send your résumé to a lot of companies. You might
answer newspaper want ads. Or you might go to employment agencies.
But experts say you won't have much luck. People find jobs only five to
fifteen percent of the time when they use these methods. So, what can
we change? Bolles is an expert in the field of job hunting. He has helped
thousands of people find jobs and careers. This book is different from
other job hunting manuals. Bolles doesn’t help you to find just another
job. Instead, he helps you find your ideal job: a job that fits who you are, a
job that is satisfying to you. What kind of job is ideal for you? If you don’t
know the answer, Bolles says, you can't find your ideal job. You need to
have a clear picture in your mind of the job you want. The book has many
exercises to help you draw this picture.

Bolles says that you must think about three things:

1) Your skills. What do you like to do? What do you do well? Do you
like talking? Helping people? Teaching? Reading and writing? Us-
ing computers? Working with your hands? Bolles asks you to think
about all your skills, not only “work skills”. For example, a mother of
four children is probably good at managing people (children). She
may be a good manager.

2)  Job setting. Where do you like to work? Do you like to work outside?
At home? In an office? Alone or with others? What kind of people do
you like to work with?

3) Job rewards. How much money do you need? How much money do
you want? What else do you want from a job? What would make you
feel good about a job?

After Bolles helps you decide on your real job, he gives you specific,
useful advice on how to find the job. His exercises teach you how to find
companies and how to introduce youself. The chapter on job interviews is
full of useful information and suggestions. For example, most pepole go
to interviews asking themselves the question ‘How do I get the company
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to hire me?” Bolles thinks this is the wrong question. Instead, he wants
you to ask yourself, “Do I really want to work for the company?”

There two small problems with the book. First, Bolles writes too
much! He explains his ideas over and over again. Second, there is no space
to write the answers to the exercises. But these are small problems. What
Colour is Your Parachute? is the best job hunting manual available today.

What Colour is Your Parachute? was written in 1970. But the infor-
mation is updated every year. So, if you are looking for a job, or if you
have a job but want a new one, remember: Don't just send out copies of
your résumé. Don’t just answer want ads. And don’t wait for friends to get
you a job. Instead, buy this book and do the job hunt the right way.

EXERCISE 64. Decide if the sentences are true or false. Compare
your answers with a classmate’s.
1. What Colour Is Your Parachute ? is similar to other job-hunting Manuals.
2. Bolles’s goal is to help people find work as quickly as possible.
3. According to What Colour Is Your Parachute?, job hunters should think
about their skills, the work setting, and the job rewards they want.
4. What Colour Is Your Parachute? includes specific advice on finding jobs.
5. According to the reviewer, one problem of the book is that it’s too short.

EXERCISE 65. Read each situation. Decide whether, according to
Bolles, the person is making a mistake or doing the right thing. Circle
your answers. Then discuss your decisions with your classmates.

1. Owen has been always a manager. He doesn’t want to be a manager.
But he’s not looking for another job because he thinks that he doesn’t
know how to do anything else. According to Bolles, Owen is
a. making a mistake
b. doing the right thing.

2. Amy studied to be a teacher. But now she’s not just looking for work
as a teacher. Instead, she’s thinking about whether teaching is really
the right career for her. According to Bolles, Amy is
a. making a mistake.

b. doing the right thing.

3. Billisin ajob interview. He is asking the person who is interviewing
him some questions about the company. According to Bolles, Bill is
a. making a mistake.

b. doing the right thing.
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4. Kathy has a choice between a job that pays very well and a job that
seems very interesting. She decides that for her, money is the most
important thing. So she chooses the job that pays well. According to
Bolles, Kathy is
a. making a mistake.

b. doing the right thing.

5. Peter sent his résumé to many companies and he answered many
want ads. So now he is waiting for someone to call him about a job.
According to Bolles, Peter is
a. making a mistake.

b. doing the right thing.

EXERCISE 66. Complete the e-mail from Cristina to Jenny with the
words below:

hire  interview  out of work résumé  skills  specific

From: Cristina Bond@Richmond.edu

Sent: 01 July 2004 14:23

To: JRIOS@aol.com

Subject: New Job

Hi Jenny,

Guess what? I finally found a job. I'm so excited! I thought I was going to
bel ------------- forever. I was so nervous during the 2 ----------------- .
I was sure they didn’t want to 3 ----------------- me. At first they asked
me lots of general questions about my life. That information was on my
e . But then they started to ask me lots of 5 ----------------
questions about computers. 'm so glad I took that Internet course last
summer. It gave me a lot of computer 6 ---------- that I can use at this
job. Now, I can’t believe it. I'll call you next week with my new work num-
ber.

Yours,
Web master Cristina

EXERCISE 66. You are going to read part of a leaflet prepared by a
large employment agency. It gives advice on what to do and what not to
do at interviews. Choose the most suitable heading from the list A-F for
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each part (1-4). There is an example at the beginning (0). Notice that
there is one heading which you do NOT need to use.

Why did you leave your last job?

What else should you do during the interview?

What did you do in your last job?

How should you prepare for the interview?

Why do you want to work for us?

What questions should I ask my interviewers?

Find out as much as you can about your prospective employ-
ers and the business they are in. Think about the questions you are
most likely to be asked, and at least three questions you would like to
ask them. Then make sure you arrive for the interview at least fifteen
minutes early. Here, by the way, are four of the most frequent ques-
tions interviewers ask. Think calmly about them while you are wait-
ing.

2. Don't talk only about what you hope to get from the firm. Em-
phasize what you think you can do for them and all the things in your
previous experience and training that you think will be useful in the new
job. Be sure also to mention something you have learned about your pro-
spective employers that interests you.

3. Don'tjust give the name of the job. Describe the main duties and
responsibilities the job involved. Then pause and see if your interviewer
has any further questions.

4. Be as positive as possible. Emphasize all the things you learned
that you think will be useful in the new job. Be sure to mention any pro-
motion or advancement you had.

a. Relax. Be yourself.

b. Look at your interviewer when he or she asks you questions.

c. Ifyou don't understand a question, politely say T'm not sure if I

understand. Do you mean...

d. Remember the questions you would like to ask. Be sure to ask at

least one or two before the interview is over.

e. At the end, thank your interviewers for seeing you.

5. Never say ‘It was boring’ Instead, say that you didn’t think you
could make use of your full abilities. Don’t criticize your previous em-
ployer. If you lost your job through no fault of your own, briefly describe
the problems the company had. Never give your prospective employers
the impression that you are bitter.

mmEEOO®Ee
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TEST YOURSELF
I. Put the following actions into the correct order:
A) accept the job
B) find an interesting post
C) apply for the job
D) sign a contract
E) be called for an interview
F) look through job adverts
G) fill in the application form
H) be offered the job
I) attend the interview
J) send off for an application form
II. Complete the dialogue with correct questions:
Miss Smith is having a job interview with the manager of a tour as-
sociation.
M:
S’ No, I haven't done this kind of work before.
Mmoo
S: I saw an advertisement in the local paper.
I e
S: Tam working in a travel agency at the moment.
M e
S: For over three years.
M:
S: I want to have a better-paid job.
III. Render the dialogue in reported speech.
IV. Complete the gap in each sentence with one of the following words
in the correct form:

ACCEPT | SIGN | SEND | ATTEND | APPLY | FILL | OFFER | CALL

A) Nearly 200 people ... for the job that was advertised in the lo-
cal newspaper. B) Before you ... the contract make sure you have read it
through carefully. C) You should always ... in the application form as hon-
estly as possible. D) Do you know that job I applied for? Well, I've been ...
for an interview. E) I've ... 5 interviews so far and still haven't been F) ... a
job. G) In the end I decided to ... the job and started last week. H) This job
looks interesting. I think T'll ... off for more information.
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V. Study the job advertisement:

Systems Manager

Working closely with in-house users, you will be responsible for com-
missioning new systems and for maintaining and improving existing sys-
tems for a major retail company. You will be part of the management team.

o You will have a minimum of five years of experience in software
development in a business environment

o You should have a good knowledge of VB and Access and have
experience of Novell networks Experience with Oracle and SOL would
also be an advantage

o Good communication skills are essential and the ability to work
as a part of a team

To find more, email your CV to: steve.bell@pathfinder.com.uk

Are the statements (1-7) true or false?

will develop new systems himself;

must have at least five years of work experience;
must have worked in a company;

must be a good communicator;

must know VB;

must know SQL;

will work alone

Nk

Do you think you are suitable for the job? Why / Why not? What
should/shouldn’t you do receive the position in the company?
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Part 5. GRAMMAR

§ 1. Revision of English Tenses

Past Present Future
SIMPLE An action that ended in | An action that is A plan for an action in
the past. hahitual or repeated. | the future.
Formula Painted Paints/Paint Will paint.
Word clue He painted yesterday | She paints every She will paint
weekend. tomorrow.
CONTINUOUS An action that was An action is in the An action that will
{be)+ (verh) +ing. happening (past process of happening | happen in the future for
continuous) when now. alength of time.
another action finished
{simple past).
Formula Was/were painting Am/are/is painting Will be painting
Word clue iwas paintingwhen1 | She is painting now. They will be painting
saw the accident. when you arrive
tomorrow.
PERFECT An action that finished | An action that An action that will finish
{have)+ {verh) before another action | happened at an unsaid | hefore another action
or time in the past. time in the past. or time in the future.
Formula Had painted. Have/has painted Will have painted
Word clue We had painted the She has painted many | He will have painted the
house hefore therain | portraits. hedroom hefore his
started. daughter comes home.
PERFECT CONTINUQUS | An action that An action that happens | An action that happens
{have)+ been + {verb)+ | happened over timein | over time, startingin | over time in the future
ing the past before another | the past and continuing | befere another action.
action. into the present.
Formula Had been painting Have/has been painting | Will have been painting
Word clue She had been painting | I have been painting We will have been
for a while when she landscapes since | painting for several
started classes. started school. hours before we can

see how it looks.
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EXERCISE 1. Open the brackets using one of the following tenses:
Present Simple, Present Continuous, Present Perfect, Present Perfect
Continuous.

1. This man (to be) a writer. He (to write) books. He (to write) books
since he was a young man. He already (to write) eight books. 2. What
you (to do) here since morning? 3. Lena is a very good girl. She always
(to help) her mother about the house. Today she (to help) her mother
since morning. They already (to wash) the floor and (to dust) the furni-
ture. Now they (to cook) dinner together. 4. He (to run) now. He (to run)
for ten minutes without any rest. 5. What they (to do) now? — They (to
work) in the reading room. They (to work) there for three hours already.
6. Where he (to be) now? — He (to be) in the garden. He (to play) vol-
leyball with his friends. They (to play) since breakfast time. 7. I (to live) in
St. Petersburg. I (to live) in St. Petersburg since 1990. 8. This is the factory
where my father (to work). He (to work) here for fifteen years. 9. You (to
find) your notebook? — No! I still (to look) for it. I already (to look) for
it for two hours, but (not yet to find) it. 10. You (to play) with a ball for
three hours already. Go home and do your homework.

EXERCISE 2. Open the brackets using one of the following tenses:
Present Perfect, Past Simple, Past Continuous unu Past Perfect.

1. Last summer we (to live) in the country and (to go) to the river
every day. 2. My sister (to spend) a lot of money yesterday. 3. She is so
upset: she (to lose) the key to the front door. 4. By the 1st of September
all the children (to return) from the country. 5. Columbus (to discover)
America 500 years ago. 6. Columbus (not to know) that he (to discover)
America. 7. I already (to read) five English books. 8. He (to discuss) the
problem with a lot of people before he (to take) a decision. 9. Mother (to
bake) a delicious cake! Sit down at the table and let’s eat it! 10. She (to
read) an English book the whole evening yesterday.

EXERCISE 3. Open the brackets using one of the following tenses:
Future Simple, Future Continuous unu Future Perfect.

1. I (to do) my homework tomorrow. 2. I (to do) my homework at
six oclock tomorrow. 3. I (to do) my homework by six oclock tomor-
row. 4. Tomorrow I (to begin) doing my homework as soon as I come
from school. I (to do) my homework from three till six. My father (to
come) home at seven oclock tomorrow. I (to do) all my homework by the
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time he comes, and we (to go) for a walk together. 5. When I come home
tomorrow, my family (to have) supper. 6. When you come to my place
tomorrow, I (to read) your book. I (to do) my homework by the time you
come. 7. Don’t come to my place tomorrow. I (to write) a composition the
whole evening. 8. I (not to go) to the cinema tomorrow. I (to watch) TV
the whole evening. 9. What you (to do) tomorrow? 10. What you (to do)
at eight oclock tomorrow?

EXERCISE 4. Translate the sentences paying attention to the verb
forms.

1. What course are you taking here? Business English? — No, I am
not doing Business English yet. I am trying to improve my general English,
especially conversation. 2. I liked the lecturer better after I had heard him
the second time. 3. My friend will take the course in English next semes-
ter. 4. Who has finished the test? 5. We looked at him while he was danc-
ing. 6. How many books of Shaw have you read? 7. Why have not you told
them about it? 8. I shall still be studying English in two years’ time. 9. The
books were taken from the library. 10. You can find the books taken from
the library on the table. 11. The exams are held in June. 12. I have been in
the laboratory since 8 oclock. 13. There were many people coming back
from their work. 14. Australia is one of the five continents, but it is much
smaller than the other four. 15. The light in that room is poor. Please light
the candles (ceun). 16. People speak the language of their country. 17.
Every country needs good specialists for its further progress of science and
technology. 18. By the year 2030 human labour in industry will have been
replaced by robots. Families will have robots to do the housework.

EXERCISE 5. Open the brackets using the correct tense form.

1. When morning came, the storm already (to stop), but the snow
still (to fall). 2. Yesterday by eight oclock he (to finish) all his homework,
and when I (to come) to his place at nine, he (to read). 3. (to wait) for
permission to go abroad for three weeks already, but I (not to receive) the
visa yet. 4. Everybody (to be) at the door of the museum, but my friend
(not yet to come). 5. We (to drink) tea when the telephone (to ring). 6.
Johnny noticed that everybody (to look) at him, and he (to feel) shy. 7.
Light (to travel) more quickly than sound. 8. When I (to come) to Pete’s
house last Sunday, he (to read) a new book. He (to say) he (to give) it to
me soon. Today I (to take) it from him. Now I (to read) it. I (to finish) it
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by Friday. If you like, I (to give) it to you on Saturday when you (to come)
to see me. 9. When will he come? We (to wait) for him for half an hour
already. 10. On leaving the hall, the students (to thank) the professor who
(to deliver) the lecture. 11. We already (to cover) about ten miles when
Peter, who (to look) out of the window for the last five or ten minutes,
suddenly exclaimed, “Here is the station!”

EXERCISE 6. Open the brackets using the correct tense form.

At the time I first (meet) Mr. Alien in 1990, he (consider) the pos-
sibility of studying foreign languages again. He (forget) everything that
he (learn) about Latin and French at school. The languages that he (want)
(learn) at that time (be) Spanish and Portuguese. He (to be going) to
study those languages in the Department of General Education at New
York University. Therefore, he (enroll) that school in 1991.

After my friend (finish) studying at New York University he ecide)
(go) to South America for a year. Because he (be, never) there before, he
(enjoy) visiting the famous cities of Brazil and Argentina. He liked Sao
Paulo so much that he (consider) staying there much longer. Before that
time he (hope, always) to find a place with an ideal climate. Therefore,
Sao Paulo (seem) to be a real paradise (pait). However, he (spend) all his
money and (to be forced) to return.

Now my friend Mr. Alien (plan) (visit) France next year. He (leave)
for Paris on March 15. Mr. Alien (visit) also Germany on the same trip.
He realizes that he must (learn) French and German before he (go) to
Europe. At present he (take) a course in French in preparation for the
trip. He (think) that French (be) quite easy. Of course he (be, never) in
France before, so he (have) little opportunity to hear French. He (work)
very hard at his French every day. He (study) German at New York Uni-
versity next semester. I am sure that he (have) no language problem in
the other countries when he (get) there. Many people in those countries
(understand) English or French.

§ 2. Sequence of Tenses
B anrmitckoM A3bIKe CYIIECTBYeT IPABU/IO COITTACOBAHMSA BPEMEH.
Omno kacaercs JOIIO/THUTE/IbHBIX TPUIATOIHDBIX HpeJ_IHO)KeHI/Iﬁ " 3aK/II0-
qJaeTcsa B TOM, YTO IJIarO/I-CKa3yeMoe€ IIpUAATOYHOIO IIPEAIOKEHNA CO-
I7TacyeTcsa BO BpEMEHM C I/Taro/IOM-CKa3yeMbIM ITTaBHOT'O ITPpENIOKEHNA.
ITO coITTacoOBaHMe BBIPAXKAETCS B CIEAYIOLIEM.
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1. Ecnu rmaron-ckasyeMoe IJIABHOTO IIPEIOKEHNA CTOUT B Ha-
CTOAIIleM BPEMEHH, TO [71arojI-CKadyeMoe IMPUAATOYHOTO MPeIoKeHN
MO>KET CTOATH B TIOOOM TpeOyeMOM 110 CMBICTTY BpeMEeHN:

We know that he works hard. Mpvt 3Haem, umo oH mMHO20 pabomaem.

We know that he worked hard Mout 3Haem, umo oH MHO20 paboman
yesterday. guepa.

We know that he will work hard Mot 3Haem, umo o 6yoem MHO20
tomorrow. pabomamv 3aempa.

2. Ecnmm rnaron-ckasyeMoe IVIaBHOTO NIPEIJIOKEHVS CTOUT B IIPO-
IIeJillieM BpeMeHM, TO IJIaro/I-CKasyeMoe IPH/JaTOYHOTO IpeIoKeHNs
TaK>Xe JJO/DKEH CTOATD B OTHOM 13 IIPOIIENUINX BPeMeH, a IMEHHO:

a) ecnu feliCTBUe, BBIPAKEHHOE IJIar0I0M-CKa3yeMbIM IPUIATOY-
HOTO IIPEJIOKEHNA COBMAJAeT II0 BPEMEeHM! C HeNICTBMEM, BbIPaKeH-
HBIM IJIaTOJIOM-CKa3yeMbIM IJIABHOTO IPEJIOKEHUA, TO B IPUAATOY-
HOM IIpefiio>keHnn oH ynorpe6mnsercs B the Past Simple nn B the Past
Continuous 11 IepeBOAUTCA Ha PYCCKUII A3BIK I71ar0JIOM B HACTOAIEM
BpEeMeHI:

We knew that he worked hard Mot 3nanu, umo on mHozo pabomaem.
We knew that he was working hard.

0) ecnu [eiiCTBMe, BBIPR)KEHHOE ITIar0JIOM-CKa3yeMbIM IIpHja-
TOYHOTO IIPEMITIOKeHN A, MPeFIUIeCTBYeT [IefiCTBIIO, BBIPAXEHHOMY IJIa-
TO/IOM-CKa3yeMbIM IJIABHOTO IIPE/IOKEH, TO B IPUIATOYHOM IIPeiIo-
JKEHUU I71aron-ckazyemoe ctout B the Past Perfect 1 nepesoputca Ha
PYCCKUII A3BIK ITIAT0JIOM NIPOIIEIIEr0 BpeMeHM:

We knew that he had worked hard. Mot 3nanu, umo ox mHozo pabomarnt.

B) eC/M JIeVICTBUE, BBIPa)KEHHOE ITIar0IOM-CKa3yeMbIM IpPUIAaTOY-
HOTO TIPEJIOXKEHs, SABJIsIeTCs OYAyIMM 110 OTHOLIEHWIO K [IeVICTBUIO,
BBIP2)XEHHOMY IJIaTO/IOM-CKa3yeMbIM IJIABHOTO IIPEIOKEHN, TO B IIPU-
JAaTOYHOM IIpeIyIoKeHun ynorpebnsaercs rnaron B the Future in the Past
(6ymyiee B mpomiefieM). ITO BpeMs yIOTpeO/IsgeTcsl TONbKO IPY COIIa-
COBAaHMY BpeMeH U MePeBOANTCSA Ha PYCCKMII A3BIK I7IAr0/IoM Oymyliero
Bpemenn. The Future in the Past 06pasyeTcsi ¢ TOMOIIBIO BCIIOMOTATe Ib-
HbIX m1arosios should mia 1-ro nuia eqMHCTBEHHOTO ¥ MHOYKECTBEHHOIO
yycna 1 would m1g 2-ro 1 3-10 11ia eIMHCTBEHHOrO I MHOYKECTBEHHOTO
qycIa ¥ MTHQUHUTUBA CMBIC/IOBOTO I71aroja 6e3 acTuisl to:

We knew that he would work hard Mot 31anu, umo ow 6ydem mHo20
tomorrow. pabomamo 3asmpa.
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EXERCISE 7. Ilepesedume npednoxcenus, 06pawas Humanue Ha
npasusno coznaco6anus 6pemeH.

1. We knew that his family lived in Orel. 2. He said that the students
of that group were studying in the library. 3. She thought that she might
finish her work by two oclock. 4.1 didn’t think he could come there in
time. 5. She said that her name was Lena. 6. The students were told that
they had three lectures every day. 7. The dean said that he was busy. 8. We
found that he had studied mathematics at the University. 9. The news-
papers reported that the Trade Union Congress had finished its work.
10. Students were informed that they would have industrial training in
the third year. 11. The weather-man reported over the radio that it would
be cold the following weekend.

EXERCISE 8. Refer the following sentences to the past. Pay attention
to the Sequence of Tenses.

1. My uncle says he has just come back from the Caucasus. 2. He says
he has spent a fortnight in the Caucasus. 3. He says it did him a lot of good.
4. He says he feels better now. 5. He says his wife and he spent most of their
time on the beach. 6. He says they did a lot of sightseeing. 7. He says he has
a good camera. 8. He says he took many photographs while travelling in the
Caucasus. 9. He says he will come to see us next Sunday. 10. He says he will
bring and show us the photographs he took during his stay in the Caucasus.

EXERCISE 9. Choose the correct form of the Verb.

1. He said he (is staying, was staying) at the «Ritz» Hotel. 2. They
realized that they (lost, had lost) their way in the dark. 3. He asked me
where I (study, studied). 4. I thought that I (shall finish, should finish) my
work at that time. 5 He says he (works, worked) at school two years ago.
6. Victor said he (is, was) very busy. 8. My friend asked me who (is play-
ing, was playing) the piano in the sitting-room. 9. He said he (will come,
would come) to the station to see me off. 10. I was sure he (posted, had
posted) the letter. 11. I think the weather (will be, would be) fine next
week. I hope it (will not change, would not change) for the worse.

EXERCISE 10. Open the brackets paying attention to the sequence
of tenses.

A. 1. He says that he (want) to be an engineer. 2. He thinks that he
(see) a new device already. 3. He knows that he (lose) his watch yesterday.
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4. He says that he (help) with work next week. 5. He said that he (know)
him. 6. He understood that the speaker (be) in London recently. 7. He
said that he (think) about it later. 8. He asked what they (want) to do.
9. They asked when we (come) to see him. 10. He asked if I (can) stay
with them. 11. The teacher wanted to know whether I (be) good at maths.
12. The professor wanted to know whether I (take) part in our conference
the week before. 13. My friend wanted to know whether I (go) to the li-
brary next Saturday. 14. He asked which book she (read) at that moment.

B. 1.The engineer was told that he (may) test the device in the after-
noon. 2. It was known that the head of our laboratory (be) a graduate of
Moscow University. 3. They thought that she (graduate) from a technical
institute. 4. Our professor informed us that he (give) the following lecture
on quantum mechanics on Monday. 5. At the meeting it was said that our
lecturer (work) at a new programme of laboratory work. 6. The teacher
told us that the term «engineering» (have) many Russian equivalents.
7. The chief engineer believed that we (work) at that problem for a month
the following summer.

§ 3. Reported Speech.
[TpaBuia cormacoBaHusA BpeMeH COOMIOfIAl0TCsA TP IIepeBOJie P efIIo-
JKEHUI U3 TIPAMOM peyul B KOCBEHHYIO:

She says, «I work today». Ona eosopum: «4 pabomaro ce200Hs».
She says that she works today.  Ona ecosopum, umo oHa pabomaen cezo0HsL.
She said, «[ work today». Ona ckazana: «f pabomaro cezo0Hs».

She said that she worked that day. ~Ona ckasana, umo oHa pabomaem cezo0Hs.
IIpsamast peuys — 3TO OyKBa/nbHas Iepefada Ybero-mmdo BbICKA3bl-
BaHus1. Ha michMe Takast pedyb 3akiodaeTcsi B KaBbluku. CoBa aBTopa
OT/IETIAIOTCS 3aIIATOI, ¥ MOTYT C/IeflOBaTh JO IpPAMOIL pedn, IociIe Hee,
VTN TTOCepPeiHe.
KocBenHas peun — 3T0 nepeBOf NIPsMOIL pedn B BUie IlepecKasa:

She said, «I might bring Ona ckazana: «fI, 803moxcHo, npusedy

a friend to the party.» - HA 8e4ePUHKY C6010 NOOPYHCKY». —

She said that she might bring Ona cxasana, 4mo oHa, 603MONHHO,

a friend to the party. npusederm Ha e4ePUHKY C8010 NOOPYHCKY.

HPI/I rnepesoje HPHMOﬁ pe4uM B KOCBEHHYIO HY>KHO ITPOM3BECTI HE-
KOTOpbI€ U3SMEHEHNA HAll MECTOMMMEHUAMI, BpEMEHaAMI IJIarojioB, Ha-
peanAaMN, U IpyrmMun CaoBaMIU. Taxoxe HY>XHO y4YUTbIBATb, YTO VMIMEH-
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HO TIepeBOAIUTCA B KOCBEHHYIO pedub — YTBEepK/IeHNe, BOIPOC, Ipochoa,
IpUKa3aHue, i T.II.

ITpu nepeBofe NpeNIOXKeHNT B KOCBEHHYIO pedb He 3a0bIBaliTe 3a-
MEHATb 00CTOATENbCTBA BpEMEH, KaK YKa3aHo B Tab/mIIe.

Direct speech Indirect speech

today that day

yesterday the day before

tomorrow the next day

... ago ... before

this ... that ...

these ... those ...

here there

last year the year before

last month the month before

last ... the ... before

next... the following ...
Indirect commands

Keep quiet! Don’t make noise!
He told me to keep quiet and not to
He asked me make noise.

EXERCISE 11. Report the following commands.

1. The teacher said to me, “Hand this note to your parents, please”
2. “Please help me with this work, Henry;” said Robert. 3. “Don’t wor-
ry over such a thing,” she said to me. 4. He said to us, “Come here to-
morrow. 5. I said to Mike, “Send me a telegram as soon as you arrive.”
6. Father said to me, “Don't stay there long” 7. Peter said to them,
“Don’t leave the room until I come back” 8. He said to me, “Ring me
up tomorrow.” 9. “Bring me a cup of black coffee,” she said to the waiter.
10. Jane said to us, “Please tell me all you know about it

Indirect statements

I am an engineer. I work at a plant.
In the evening I study English.
He said he was an engineer and worked ata plant.
He told me that He added that he studied English in the evening.
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I saw my friend yesterday.
Hesaid  that he had seen his friend the day before.

He told me
We lived in Rome two years ago.
My father worked there.
Hesaid  that they had lived in Rome two years before
He told me and explained that his father had worked there.

I shall tell you about it tomorrow.
Hesaid  that  he would tell me about it the next day.
He told me

EXERCISE 12. Change the following into indirect speech.

1. Oleg said, “My room is on the second floor” 2. He said, “I am sure
she will ring me up when she is back in St, Petersburg” 3. Misha said, “I
saw them at my parents” house last year” 4. He said, “I haven’t seen my
cousin today.” 5. “I don’t go to this shop very often,” she said. 6. Tom said,
“I have already had breakfast, so I am not hungry.” 7. He said, “T have just
received a letter from my uncle” 8. “I am going to the theatre tonight,” he
said to me. 9. Mike said, “I spoke to Mr. Brown this morning.” 10. He said
to her, “I shall do it today if  have time”” 11. I said to them, “I can give you
my uncle’s address.”

Indirect questions

He asked (me) He wanted to know

Special questions He wondered

«What are you doing?» what I was doing.

«Where do you live?» where I lived.

«Where does he work?» where he worked.

«What is Nick doing?» what Nick was doing.

«What have you prepared for what I had prepared for that day.
today?»

«When did you come home when 1 had come home the day
yesterday?» before.

«When will your mother come  when my mother would come home.
home?»
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) He asked (me) He wanted to know
General questions

He wondered if
«Are you watching TV?» I was watching TV.
«Do you play chess?» I played chess.
«Does she go to school?» she went to school.
«Are you listening to me?» I was listening to him.
«Have you done your home- I had done my homework.
work?»
«Did you skate last winter?» I had skated the winter before.
«Will you see your friend to- I should see my friend the next day.
Morrow?»

EXERCISE 13. Complete the sentences in Reported Speech.

1. Have they sold the picture? (I did not know...) 2. Do they know
anything about it? (I wondered...) 3. Has Jack given you his telephone
number? (She asked me...) 4. Is he coming back today? (I was not sure...)
5. Have you found the book? (She asked me...) 6. Are there any more
books here? (The man asked...) 7. Did she go shopping yesterday (I want-
ed to know...) 8. Has she bought the dictionary? (He did not ask her...) 9.
Does she know the name of the man? (I doubted...) 10. Did Boris see the
man this morning? (I asked...)

EXERCISE 14. Change the following into indirect speech.

1. I said to Nick: “Where are you going?” 2. I said to him: “How
long are you going to stay there?” 3. I said to him: “How long will it take
you to get .there?” 4. Pete said to his friends: “When are you Cleaving
St. Petersburg?” 5. He said to them: “Who will you see before you leave
here?” 6. They said to him: “What time does the train start?” 7. Ann said
to Mike: “When did you leave London?” 8. She said to Boris: “When
Will you be back home?” 9. Boris said to them: “How can I get to the
railway station?” 10. Mary asked Tom: “What time will you come here
tomorrow?”

EXERCISE 15. Change the following into indirect speech.

1. I said to Boris: “Does your friend live in London?” 2. I said to the
man: “Are you living in a hotel?” 3. Nick said to his friend: “Will you stay
at the ‘Hilton’?” 4. He said to me: “Do you often go to see your friends?” 5.
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He said to me “Will you see your friends before you leave St. Petersburg?”
6. Mike said to Jane: “Will you come to the railway station to see me oft?”
7. She said to me: “Have you sent them a telegram?” 8. She said to me:
“Did you send them a telegram yesterday?” 9. I said to Mike: “Have you
packed your suitcase?” 10. I said to Kate: “Did anybody meet you at the
station?”

EXERCISE 16. Change the following into indirect speech.

1. He said: «I am sure she will come in time.» 2. She said: «I shall be
able to read English newspapers without a dictionary next year.» 3. They
said: «We shall not go to school on Sunday.» 4. Mr. Dickson said: «I shall
have to pay a lot of money for the car.» 5. Peter said to me: I'll be waiting
for you at the station.» 6. Mary said: «I'll be back soon.» 7. She said to me:
«What are you going to do when you come home?» 8. She said: «I hope
I'll soon speak English well.» 9. He said: «I am sure it will rain tomorrow.»
10. They said: «We shall go to the river tomorrow if it is hot.» 11. She said:
«I'am busy today and I shall be busier tomorrow.» 12. Jane said: «I shall
come to school early tomorrow.»

EXERCISE 17. Change the following into indirect speech.

Tom wants to spend the winter in Texas.

They said that Tom wanted to spend the winter in Texas.

He asked if Tom wanted to spend the winter in Texas.

1. Mary wants to take a course in German. 2. Ann does not work at
the college. 3. The laboratories have new TV sets. 4. The teacher will give
you further instructions. 5. Where are you coming from? 6. The lecture
will begin in five minutes. 7. John has learned grammar for two years.
8. Could I speak to Mr. Smith, please? 9. Does Bob go to the library every
day?

EXERCISE 18. Translate into English.

1. Moit apyr ckasa, YTO OH MHOTO paboTaerT. 2. Y4eHbIil c000-
LIV, 9YTO OH HaMMca/l CTaTbi0 O CBOeEN pa60Te. 3. Mens cnpocunu,
cmenan nm A cBoio pabory. 4. OHa XoTena 3HaTbh, OyleT U OH JIETOM
B Mockse. 5. MBI cipocin IpenojaBarte/s, CKOTbKO HOBBIX CIOB B
4eTBEpPTOM ypoKe. 6. MbI He 3Ha/IM, OYAeT /IM Y HETO IPaKTHKa JIETOM.
7. OH cKasaj, 4TO 3HaeT [Ba MHOCTPAHHbIX A3bIKa. 8. OH 3HaI, 4TO ee
opart xuBet B Camape.
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EXERCISE 19. Open the brackets using the correct tense and voice.
The Life of a Student

While I (walk) across the campus (yuuBepcurerckuit ropopok) the
other day, I (meet) my old friend Bill, whom I (see, not) since May. Natu-
rally, we (stop) (talk) to each other for a few minutes. I asked him how
he (do) in his classes that semester. He told me that he (take) a course in
English that semester. He said that he (complete) the elementary course
two semesters before, and by the next semester he (be) ready (take) the
most difficult English course offered at this school. He also said that he
(be) interested in getting his degree as soon as possible and he (ask, al-
ready) his adviser for permission to take the final examination. «I am glad
(hear) that you (make) such good progress», I (say) to Bill. Then I asked
him if he (can) tell me the secret of his success. He answered that the se-
cret of his success (be) simple and he (study) at least two hours a day to
improve his English.

After that I told Bill I (have) a little difficulty with my course in
French at the moment. I said that I (study, not) very hard the last semes-
ter, but I (work) harder in the future.

§ 4. Participle I and II.
Npu4acTHe
Participle
Hanmgu‘nm EpEMEHH npﬂl.lllﬂl.l.lll"ﬂ BpEMEHH
Participle | Participle Il
CTpORLL(cA) CTpoustil [MoCTPpOeH LI
building built
BosGyRAMG L L BO3OYRAEHH BT
exciting excited

EXERCISE 20. Explain the difference in meaning in these pairs of
sentences.
1. I don’t think you are very interested.
I don’t think you are very interesting.
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2. 'The problem with you is that youre bored.
The problem with you is that youre boring.
3. You aren’t very amusing.
You aren’'t very amused.

Repeat the sentences that people do not like to hear about themselves.
Then describe a situation or situations in which you might say the other
sentences.

Model: I don’t think you're very interested. (Perhaps I would say this if
I told someone a story and I could see that he or she wasn’t
listening.

EXERCISE 21. Fill in the blanks with “surprised” or “surprising”.

1. When we came in she gaveusa ......... look. She didn’t expect us
back so early. 2. The story had a most ........ end. 3. If his assistant was
....... at the question, he never showed it. 4. It is ......... how quickly he
learns things. 5. To tell you the truth, we wereabit ......... to hear him say
that he couldn’t do without any help. 6. There’s really nothing ...... about
the incident; it's what everybody expected to happen.

EXERCISE 22. Read the text and the words in capital letters below
it. Change the form of the word so that it fits the numbered space. An
example is given (0).

I saw a film last week that was not very (0) interesting. It was a com-

edy but it was not very (1) ............ . But perhaps the real problem was
not that the film was bad but that I was (2)........... . The weather was
very (3) ..oouenen that day too. To add to my problems, I was (4) .........
because I had just had some very (5) .......... news. I had been hoping to
getavery (6) ........... job that someone else got instead. In fact, I was
very (7) ........... I didn't get it because I was (8) ........... that I had all
the right qualifications. However, (9) ............ things like this happen all
the time, don’t they? So why was I (10) ............ ?

0 INTEREST

1 AMUSE 6 INTEREST

2 DEPRESS 7 SHOCK

3 DEPRESS 8 CONVINCE

4 DISAPPOINT 9 DISAPPOINT

5 SURPRISE 10 SURPRISE
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EXERCISE 23. In groups or pairs, say one or two sentences about
each of the following things.

1. Some news that you would find surprising.

2. What you do when you are bored.

3. Something which you have found boring.

§ 4. Modal verbs and their equivalents

Modal verbs are used to express the speaker’s attitude to the action
of the main verb, they are auxiliary verbs - they are part of the predicate.
Most of them are followed by the infinitive without the particle to; modal
verbs do not have the third person Singular ending - s. Modal verbs do
not form tenses like ordinary verbs. Some of them have only one tense
form, the form of the Past Simple.

Questions are made by putting the modal verb in front of the subject.
Negatives are made by putting not immediately after the modal (often
shortened to -1t in spoken and informal written English), e.g.

Canl...? I cannot (can’t)

Could I...? I could not (couldn’t)

Mayl...? I may not

Might I...? I might not

Shall I...? I shall not (shan’t)

Should 1...? I should not (shouldn’t)

Must I...2 I must not (mustn’t)

NeedI...? I need not (needn’t)

Ought I...? I ought not (oughtn’t)
MAY

I.The modal verb may / might is used to speak about permission or pro-
hibition (in the 1%, 2" and even 3¢ person). It is very formal and always
implies authority, e.g.

May I use your phone? - Yes, you may.

Might 1 speak to Mr. Jones, please?

You may not leave the examination room before the bell.

Tell him he may take my car. ( = I give him permission to take it.)
II. To speak about permission or prohibition in the Past or Future the
equivalent “be allowed to do sth” is used, e.g.

Were you allowed to use Mr. Jones’ phone? - Yes, I was.

We won't be allowed to leave the room before the bell.
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EXERCISE 24. Fill in May I ... ? ( = Will you allow it?) or Am I
allowed ... ? (= What is the rule?). Answer the questions.

1. ... ask you the time? 2. ... feed the animals in the zoo? 3. ... keep
pets in my apartment? 4. ... see what youre reading? 5. ... help you
with that suitcase? 6. ... make personal phone calls? 7. ... take this seat?
8. ... use a dictionary at the exam? 9. ... have a day off today?

EXERCISE 25. Express permission or prohibition in the proper tense
form.

1. ... I'leave the office as soon as I have finished? 2. He was told they ...
have an extra day off every week. 3. You ... use my office while 'm away. 4.
He (not) ... get up until his temperature goes down. 5. We ... go on this trip
if we have finished the work by the end of next week. 6. He (not) ... drive
since his accident. 7. When he was a child he ... do exactly as he liked. 8.
He asked ifhe ... read the letter. 9. Thad a visa, so I ... cross the frontier. 10.
You (not) ... bring your mobile phone into the examination room.

CAN

I. The modal verb can / could is used for requests / permission (asking per-
mission to do sth) / prohibition / offers in informal situations, e.g.

Can/Could I borrow your pen? - Yes (Of course), you can. Here you are.

I'm afraid, you can’t wait here. (mild prohibition)

He said I could use his car.

Can / Could I offer you some coffee?

What can I do for you?
II. It is also used to express ability / inability to do sth in the Present or
Past, e.g.

He can read Arabic but I can’t.

He could swim when he was five.
II1. The equivalent of can in other tense and verb forms is “be (un)able
to do sth”

I think he’ll be able to run the marathon tomorrow.

51 mymaro, OH cmozcem O6exxaTb MapadoH 3aBTpa.

I hate her being unable to understand such simple things.

HenaBwky, Korga oHa He Mos#cen IMIOHATD TaKe IIPOCTDIE BEll.

NOTE: In the Past could and was/were able to are not the same. When
we speak about a person’s abilities in general, both can be used; but when we
describe one particular situation, a single action, in the meaning of managed,
only the latter is used, e.g.
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I knew that he could (was able to) play chess. (ability)
S 3HasI, YTO OH yMeern UTPATh B [IIAXMATBL.
I hear he was able to win that match. ( = managed)
51 crbILIIa, OH CyMesl BBIUTPATh 9TOT MaTd.
In the negative, though, the form could not can be used in both cases, e.g.
He couldn’t dance at all. (inability)
OH coBceM He ymes TaHIEBATb.
I couldn’t open the door with my key. ( = didn’t manage)
51 He cMO2 OTKPBITD [BEPb CBOUM KITIOUOM.

EXERCISE 26. Use can (could) in the following sentences and state
their meaning.

1. ... I borrow your book? 2. What ... I do for you? 3. The boss
says we ... leave at 5 oclock today. 4. We (not) ... bring our dog into the
restaurant. 5. How ... I help you? 6. You (not) ... eat sandwiches in the
library. 7. You ... take two books home. 8. ... you lend me £5? - No,
I (not) ... .9.If aletter comes for me ... you please forward it to this ad-
dress? 10. ... I speak to Mr. Pitt, please? — 'm afraid he’s out at the mo-
ment. ... you ring back later?

EXERCISE 27. Ask each other questions about what you can do and
give true answers.
Model: swim > Can you swim? - Yes, I can. (No, I can’t)

1. play chess 2. dance 3. play a musical instrument 4. dive 5. ski 6.
roller-skate 7. knit 8. play hockey 9. speak French 10. make a pizza 11.
sew a button onto your shirt 12. drive a car

EXERCISE 28. Express ability with can(could), be able to in the
Present, Past or Future.

1. ... you stand on your head? - I ... when I was at school but I (not)
... now. 2. When I've passed my driving test I ... hire a car from our local
garage. 3. At the end of the month the Post Office will send him an enor-
mous telephone bill which he (not) ... pay. 4.I (not) ... remember the ad-
dress. — (not) ... you even remember the street? 5. When the fog lifts we
... see where we are. 6. You've put too much in your rucksack; you'll never
... carry all that. 7. When I was a child I (not) ... understand adults, and
now that I am an adult I (not) ... understand children. 8. When you have
taken your degree you ... put letters after your name? 9. Don’t try to look
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at all the pictures in the gallery. Otherwise when you get home you (not)
... remember any of them. 10. When I first went to Spain I ... read Span-
ish but I (not) ... speakit. 11. ... you type? — Yes, I ... type but I (not) ...
do shorthand. 12. ’'m locked in. I (not) ... get out! — (not) ... you squeeze
between the bars?- No, I (not) ... ; I'm too fat.

EXERCISE 29. Fill in the gaps with could or was/were able to, or
both.

1. He was very strong; he ... ski all day and dance all night. 2. The
car plunged into the river. The driver ... get out but the passengers were
drowned. 3. I was a long way from the stage. I ... see all right but I (not)
... hear very well. 4. We ... borrow umbrellas; so we didn’t get wet. 5. ...
you walk or did they have to carry you? 6. I had no key so I (not) ... lock
the door. 7. I knew the town so I ... advise him where to go. 8. When the
garage had repaired our car we ... continue our journey. 9. At five years
old he ... read quite well. 10. When I arrived everyone was asleep. Fortu-
nately I ... wake my sister and she let me in. 11. The swimmer was very
tired but he ... reach the shore before he collapsed. 12. The police were
suspicious at first but I ... convince them that we were innocent.

EXERCISE 30. Fill in the gaps expressing ability in the correct form.

1. You ... run much faster when you were younger. 2. On entering
the house I ... smell something burning in the kitchen. 3. If you work
quickly, you ... finish on time. 4. Ann (not) ... read yet though she’s al-
most six. 5. When we lived on the coast, we ... swim in the sea every day.
6. Gordon survived because he ... find his way out of the jungle. 7. Last
week he ... arrange a meeting with the Prime Minister. 8. 'm not usually
very good at tennis, but yesterday I ... beat my brother. 9. Tom (not) ...
finish his work for three days. Something’s gone wrong. 10. He (not) ...
fix the tap so he called a plumber. 11. He read the message but he (not)
... understand it. 12. Our baby ... walk in a few weeks. 13. Although the
pilot was badly hurt he ... explain what had happened.

EXERCISE 31. Translate into English.

1. MoxxHO A caAfy 3a Baml cToMMK? — [la, moxkanyiicra. 2. I He ymen
KaTaTbCsA Ha Bellocuiefie B fieTcTie. 3. Eciu BeI OyzeTe yropHo paboTars,
BBI CMOJKeTe IIOJTy4nTh IpubaBKy K 3apruiare. 4. Mory s moMoub Bam? —
Ila, oTHeCHTe 3TV KHUTM Ha TpeTMii 3TaX B KoMHary 312. 5. Xorda oH
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IIOTEPAI Ha BOJIHE HOT'Y, OH CMOT He TO/IbKO Hay4YMTbCA XOAUTb, HO IaXKe
TaHIeBaTb. 6. Botock, s1 He cMory Bam 1oMoub. 7. OH He CMOT 0O'BSCHUTD
HaM, [I04eMy OH OTKa3aJ/ICs OT 9Toit paborsl. 8. Ec/ut BbI OKOHUNUTE 9TU
KYPCBI, BBl CMOXKETe IOTYIUTh IOBbIIeHNE. 9. Sl He 3Ham, 4TO OHa He
yMeeT BoauTb MamyHy. 10. Korga Bel cMo)keTe mpucTynntb k pabore?

MUST
I. The modal verb must expresses duty, obligation, necessity to do sth.
This meaning is obvious in the 1* or 2™ person in statements and in
questions, e.g.
I must study hard. ( = I realize how important it is.)
Must I do it today? (asking for instructions) — Yes, you must do it
now. (giving instructions)

NOTE: Mind that to express absence of duty, obligation or necessity we
use another modal verb — need not. (The form need is usually found in ques-
tions.) The negative form must not (mustn’t) expresses prohibition (in the 2™
person statements and in the 3¢ person notices), e.g.

Must I (Need I) do it today? — No, you needn’t. You can do it to-
MOITOW.

A nomxkeH cuenarb 310 ceropusA? — Her, (1e Hado / He 06513amenvHo)
TBI MOXKEIlIb CIeTIaTh 9TO 3aBTPa.

You mustn’t speak to your seniors like that.

To1 He donncen (Henv3s) Tak pasroBapuBaTh CO CTAPLINMUA.
(notice) Passengers must not smoke on the train.

(o6bsaBnenne) ITaccaxxnpam He paspeuiaemcs KypuTb B IOe3Jie.

I1. In the 2™ person statements it is also used to express strong recommen-
dation, when we strongly advise sb to do sth, e.g.
You (really) must see this film! I'm sure it'll be awarded at least one
Oscar.
Ber 06513amenvHo 007tHbL TOCMOTPETb 3TOT GUIbM!

III. The verbs must and need are only used in the Present. For the Past
and the Future you should use their equivalents (which are used in the
Present as well)

(1) have to do sth (= duty, obligation, necessity caused by circumstances),

which forms negatives and questions like an ordinary verb, e.g.
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Do I have to tell him the truth? - Yes, you do. (No, you don’t.)*

51 Oonmcen cxasarp emy mpasny? — Ia, donxen. (Het, He Hado /

He 00/1HceH.)

We have to put some petrol in the car.

Ham Hado 3amuth B 6ak 6eH3MH.

Did she have to look after her mother? - Yes, and she had to take

care of her family as well.

Ona domxHa 6vina / Eit npuwinoce yxaxxnpaTb 3a Mamoii? — Ja, e

TAKKE NPULUIOCH 3a00TUTBCS U O CBOEII CEMbE.

I'm sure you’ll have to do both jobs.

A yBepen, Tebe npudencs BHITOTHUTL 00€ pabOTHI.
(2) be to do sth (= duty, obligation, necessity due to arrangement, plan,
instruction or order), which is only used in the Present or Past Simple,
e.g.

You are to go there immediately.

Tbl Oomstcer OTIIPAaBUTBCA TY/A HEMEIIEHHO.

What are we to do next?

YO MBI 00/HCHbL CILETIaTh 3aTeM?

I am not to tell her my name. (I'm not) **

S He domircer Ha3BIBATD €l CBOE VM.

IV. When we report direct speech in the Past, we can often use either the
same modal verbs or their equivalents, e.g.
“I must go to bed”, she said. > She said she must go to bed.
She said she had to go to bed.
He said ”You needn’t wait” > He said that I needn’t wait.
He said that I didn’t have to wait.

NOTE:
* Theres no difference between the negative forms needn’t and don’t/
doesn’t have to, e.g.
He needn’t go to work today. = He doesn’t have to go to work today.
** When we speak about the Past, the forms had to and was/were to have a
different meaning. Compare:
I had to tell her the truth. = I actually told her the truth. The circum-
stances made me.
I was to tell her the truth. = I was supposed to tell her the truth. That was
the arrangement. You do not know if I actually did.
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EXERCISE 32. Imagine you strongly recommend your friend to do
sth. (Emphasize the modal verb with your voice.) Explain why. Com-
plete the situation logically.

Model: read this book > You must read this book! It's won the Book of the
Year award.

1. go to Corfu 2. come to Professor Smith’s lecture 3. try this dish
4. tell us about your trip 5. see the new version of ... 6. see his collection
7. take them for a drive in the country 8. take part in the show 9. consult
your doctor 10. tell me the truth 11. apply for this job 12. have a rest

EXERCISE 33. Imagine you are a boss. Answer your employees’
questions about their duties.
Model: - Must I (we) come to the office tomorrow?

- Yes, you must. (No, you needn’t)

1. attend tomorrow’s meeting 2. send this fax 3. keep these files
4. do the accounts 5. stay after work 6. order lunch 7. deal with this cli-
ent 8. wear a tie 9. put through all the calls 10. go on a training course
11. translate this letter 12. call for a taxi

EXERCISE 34. Translate the following sentences from English into
Russian.

1. You needn’t send a car for us, we can walk. 2. Cars must not be
parked here. 3. “Must 1 translate the whole article today?” “No, you
needn’t. You can do it on Saturday” 4. Need you do the work instead of
him? 5. You needn’t type your composition, I can read it as it is. 6. You
needn’t worry about her, she can take care of herself. 7. If you want the
time, pick up the receiver and dial 8081; you needn’t say anything. 8. You
mustn’t watch TV for hours. 9. You mustn’t interrupt when I am speaking.
10. You needn’t look under the bed. There’s nobody there. 11. You mustn’t
forget about your promise. 12. You needn’t make your bed. The maid will
do it

EXERCISE 35. Fill in the gaps with must not or need not.

1. You ... ring the bell; I have a key. 2. (Notice in cinema) Exit doors
... belocked during performances. 3. You ... drink this: it is poison. 4. We
... drive fast; we have plenty of time. 5. You ... drive fast; there’s a speed
limit here. 6. Candidates ... bring books into the examination room. 7.
You ... write to him for he will be here tomorrow. 8. We ... make any
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noise or we'll wake the baby. 9. You ... bring an umbrella. It isn't going to
rain. 10. You ... do all the exercise. Ten sentences will be enough. 11. We
... reheat the pie. We can eat it cold. 12. (Mother to child) You ... tell lies.
13. You ... turn on the light; I can see quite well. 14. You ... strike a match;
the room is full of gas. 15. You ... speak to other candidates during the
exam. 16. We ... make any more sandwiches; we have plenty now. 17. You
... put salt in any of his dishes. Salt is very bad for him. 18. You ... take
anything out of a shop without paying for it. 19. You ... carry that parcel
home yourself; the shop will send it. 20. You ... clean the windows. The
window-cleaner is coming tomorrow. 21. (Mother to child) You ... play
with matches. 22. I'll lend you the money and you ... pay me back till next
month. 23. You ... ask a woman her age. It's not polite. 24. You've given
me too much. - You ... eat it all. 25. You ... cross the road when the red
light is showing.

EXERCISE 36. Fill in mustn’t or needn’t.

Tom,

Thanks for offering to chair tomorrow’s meeting for me. Apart from
Sally and Dave, the sales staff ....... attend, but the Personnel people .......
miss it, as several matters concern them. You ....... mention the new of-
fices — we can deal with that later and you ....... discuss the changes in the
computer course timetables since they’re not urgent.

Dorn't forget that you ....... mention the visit by the inspectors — we
don’t want people panicking. You ....... forget to bring up the matter of the
Smithson contract, and you also ....... leave out the new manager’s appoint-
ment. You ....... go into details unless people have questions. But remember
You ....... give anyone the idea that their job is at risk because of this. Make
it clear that employees ....... speak unless they want to.

Last but not least, you ....... mention the staff-party — Mr Jones wants
to announce that himself. By the way, you ....... take notes, as my secretary
will be there to do that.

Thanks,

Laura

EXERCISE 37. Paraphrase the modal verbs in the following sen-
tences.
Model: 1needn’t get up early. > I don’t have to get up early.
I don’t have to make a report. > I needn’t make a report.
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1. You needn’t work overtime. 2. I needn’t make any more copies.
3. I don’t have to remind him about it. 4. Do you have to pay this bill?
- No, I don’t. He has already done it. 5. You needn’t wear a coat. It’s
warm. 6. We needn’t cook our own meals. 7. You don’t have to call me
Mr. Jones. We all use first names here. 8. He needn’t pick us up. We can
take a taxi. 9. They don’t have to wear a uniform. 10. She needn’t take
over immediately. 11. You don’t have to turn on the central heating. It’s
automatic.

EXERCISE 38. Replace the words in italics by need(not) or the prop-
er tense form of (not)have to.

Model: T've been invited to a wedding; but I can’t go. Will it be necessary
for me to send a present? > Shall I have to send a present?

1. It isn'’t necessary for him to go on working. He has already reached
retiring age. 2. Was it necessary for you to wait a long time for your bus?
3. It isn’t necessary for me to water my tomato plants every day. 4. It will be
necessary for them to get up early when they go out to work every day. 5. It
wasn't necessary for us to walk. He took us in his car. 6. When I'm eighteen
I'll be of age. Then it won’t be necessary for me to live at home if I don’t
want to. 7. Will it be necessary for us to report this to the police? 8. Is it
necessary for people to go everywhere by boat in Venice? 9. It wasn’t neces-
sary for us to sleep under a mosquito net. 10. Will it be necessary for us to
swim or shall we be able to wade across? 11. It will be obligatory for him
to vote. 12. Were you required to make a speech? 13. They had plenty of
time. It wasn’t necessary for them to hurry. 14. Are French children obliged
to go to school on Saturdays? 15. Is it really necessary for you to practise
the violin at 3 a.m.? 16. I brought my passport but I wasn’t required to
show it to anyone.

EXERCISE 39. Fill in the gaps with must or have to. Explain your
choice.

1. m afraid I can’t come to your party. The boss has told me I .......
go away on business. 2. The house looks awful! I really ....... find time
to clean it. 3. You really ....... stop driving so fast or you'll have an ac-
cident. 4. This is going to be an expensive month because I ....... pay the
telephone bill. 5. T hear that in England you ....... get a license if you have
aTV.Itsthelaw. 6.1....... go to bed now or I won't be able to get up for
work.
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EXERCISE 40. Complete these sentences using must or the present,
future, or past form of have to.

1. She ... leave home at eight every morning at present. 2. (Railway
notice) Passengers ... be in possession of a ticket. 3. He sees very badly;
he ... wear glasses all the time. 4.1 ... do all the paperwork at my office.
5. You ... read this book. It’s really excellent. 6. The children ... play in
the streets till their mothers get home from work. 7. She felt ill and ...
leave early. 8. Mr. Pitt ... cook his own meals. His wife is away. 9. I never
remember his address; I always ... look it up. 10. (Employer) You ... come
to work in time. 11. If you go to a dentist with a private practice you ...
pay him quite a lot of money. 12. (Father to small son) You ... do what
Mummy says. 13. My neighbour’s child ... practise the piano for three
hours a day. 14. (Doctor) - I can’t come now. (Caller) - You ... come; he’s
terribly ill. 15. English children ... stay at school till the age of sixteen. 16.
(Mother to daughter) You ... come in earlier at night. 17. The shops here
don’t deliver. We ... carry everything home ourselves. 18. The buses were
all full; I... get a taxi. 19. ‘Au pair’ girls usually ... do quite a lot of house-
work. 20. Tell her that she ... be here by six. I insist on it. 21. When a tyre
is punctured the driver ... change the wheel. 22. She ... learn how to drive
when her local railway station is closed. 23. (Railway notice) Passengers
... cross the line by the footbridge. 24. I got lost and ... ask a policeman
the way. 25. (Father to son) I can’t support you any longer; you ... earn
your own living from now on. 26. Whenever the dog wanted to go out he
... get up and open the door. 27. Waiters ... pay tax on the tips that they
receive.

EXERCISE 41. Translate the following sentences from Russian into
English.

1. BaM He3a4ueM XOUTD TYfia CAMUM, BbI MOKETe TO3BOHMUTD. 2. Y Hac
Tellepb HOBas UTPOBasi IVIOLIAJKA, I NEeTAM He IIPUAETCS XOAUTD HajieKo.
3. EMy He HY>kHO BJjaBaThbCs B IIOAPOOHOCTH, BCE U TaK ICHO. 4. — Hy>xHO
MHe B3ATb JJOMOI1 9TOT IlepeBof? — HeT, He Hajo. Bbl MoXkeTe 3aKOHUUTD
ero 3aBTpa Ha pabore. 5. HeT HeoOXOfMMOCTHU ITOMOraTh €My, OH caM
MOXXeT 0 cebe 1103a60TUThCs. 6. MHe Hafjo OBUIO BCTPETUTD PORUTENIEIL,
MO9TOMY $1 He IIOIIeJI CO BCeMM Ha KaTokK. 7. BaM mpupeTcs oTkasarbcs
oT KypeHus:. 8. Hesauem Tak BonmHoBaTbcA! A moBes ee gomoii. 9. B Tor
pas eMy IPUIIIOCh COMTaTh, XOTsA OH HMUKOI/ZIA He /rasn paHbiue. 10. Bam
HpUEeTCs 0OPaTUTHCS C STUM BOIIPOCOM K CBOEMY HayaJIbHUKY.
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EXERCISE 42. Translate the following sentences from English into
Russian.

1. The examination is to be held in Room 5. 2. He is to be back in an
hour. 3. He is to appear in the new production of Hamlet. 4. What am I to
do? 5. Is this number fo be included in the program? 6. James is to speak on
TV on Sunday. 7. The talks are to take place in March. 8. The program is to
be shown one of these days. 9. They are to meet at the entrance to the the-
atre. 10. You are not to mention this fact to any of them. 11. He was to take
me to the airport but he was kept at work longer than he had expected, so
I had to take a taxi. 12. Who is to show us around?

EXERCISE 43. Translate the following sentences from Russian into
English using be to do sth.

1. MbI OTOBOPUINCD BCTPETUTbCA ¥ [])KOHCOHOB. 2. OH O/DKeH 3a-
exaTb 32 MHOII B 4eTbIpe 4aca. 3. OHa fo/mkHa npuexarh U3 Opanunn
3aBTpa. 4. Maiiki Oyzet yuntbes B Kembpumxke. 5. @unbm 6yayT cHu-
MaTb B VMtamm. 6. KTo Jo/mKeH UrpaTh ITIaBHYIO porb? 7. Iie Bl HO/mK-
HbI BCTpeTuThea? 8. Hu B KoeM cirydae He BCTpedaiiTeCh ¢ HUM JiOMa.
9. Yro mue menmarb?! Cxaxxnre! 10. Tpoe u3 Hac ZO/DKHBI ObUIM IPUHATD
y4acTue B aToii KoHdepeHyu. 11. Ire ToI jommKeH 05U XaaTh Hac? [1pa-
BUJIbHO, Y IAMATHMKA, a He Y MeTpo. 12. Kax/iplil 13 Bac I0/DKEH I0j-
TOTOBUTH TPY BOIIPOCA, YTOOBI 3a/jaTh HALIIEMY TOCTIO.

SHOULD / OUGHT TO
I. The modal verb should / shouldn’t is used to express an opinion about
what is the best thing to do. (This meaning is close to necessity or obli-
gation.) Ought to / ought not (oughtn’t) to is not as common as should
and is a little more formal, e.g.
I think the police should arrest hooligans.
51 caurTaro, 9TO OIS 00/IHCHA APECTOBBIBATD XY/IUTAHOB.
We ought to help the poor.
MBI 007154 HbL TTOMOTATh GETHBIM.
II. When we speak to another person, our opinion becomes advice,
e.g.
(I think) You should / ought to talk to your teacher about it.*
(4 mymaro, ...) Tebe cnedyem moroBopuTb 06 3TOM C yUUTEIEM.
You shouldn’t wear this colour.**
Tebe He cnedyem HOCUTD ITOT I]BET.
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NOTE:
* With “think’;, in the negative, we use I don’t think ... should rather than
the negative forms of should and ought to, e.g.
I don’t think you ought to/should go.
S Oymaro, Tebe He HAOO / He credyem YXORUTb.
(He 0ymatro, uto Tebe Hado / cnedyem yiiTuL.)
** Had better is used for strong opinions. Had is usually contracted, e.g.
I think you'd better talk to your teacher about it.
JIyuuie Obt THI IOTOBOPUIL 00 STOM C yIHUTENIEM.
You’d better not wear this colour!
Jlyuue 6bt THI HE HOCUII 3TOT IiBeT!

Exercise 44. Express your opinion about the following people using
should (not) / ought (not) to.
Model: police > The police should (ought to) catch criminals.
They shouldn’t (oughtn’t to) stop people without a reason.

1. employers 4. parents 7. doctors
2. teachers 5. journalists 8. drivers
3. local authorities 6. teenagers 9. rich people, etc....

EXERCISE 45. Give some advice for the following problems.
Model: Tm getting too fat. - I think you should do more exercise.
- I don’t think you should eat chocolate.
- Youd better go to the gym.
- Youd better not use the lift.

I have difficulty learning new words.

Whatever I cook tastes awful!

I've lost my job.

My daughter is starving herself to lose weight.
I am too short.

My room-mate smokes and I hate it.

My parents are too domineering.

Our neighbours play too loud music at night.

N R
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