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HEPEYEHDb MATEPHUAJIOB

Crpykrypa DYMK BrItO4aeT B ce0sl CAEAYIONUE pa3iebl:

1. Teopetnyeckuii pazen: MaTepual Mo rpaMMaTrUKe B BHJIE TaOIHII,

2. IlpakTHueckuid paszein: TEKCTOBBIE MAaTepUalibl C 3aJaHUSIMU, JOMOJHUTEIb-
HBIE TEKCTHI JIJIsl CAMOCTOATEIbHOU PaOOTHI.

3. Pazgen KOHTPOJIs 3HAHUM: TECTHI.

4. BecrioMorartenbHbIN paszen: ydeOHas nporpamma auctuiuinibl «IIpodeccuo-
HaJIbHAs JICKCUKA Ha MHOCTPAHHOM $3bIKE (QHTJIMHCKUN)» s CIEHHATBHOCTEN
1-25 01 07 «DxoHOMMKA U yHpaBlIeHUE Ha npeanpustTuny, 6-05-0311-02 «3xonomu-
Ka W YNpaBJIEeHUE», BKIIOYAsl y4eOHO-METOJUYECKYIO0 KapTy JUCHUIUIMHBI, a TaKkKe
(dpa3sbI-KiuIIe, roccapuii, CBsI3aHHbIEe ¢ MPO(EeCCUOHATBLHOU NeATEIbHOCTHIO, KIIOUU
K YIIPQKHEHHSIM U OTBETHI HA TECTHI, CHUCOK PEKOMEHOBAHHBIX UCTOYHUKOB.

HOACHUTEJIBHAS 3AIIMCKA

Hanueiii DYMK npencrapiger cob0i MporpaMMHBIA KOMITJIEKC MO TACHUTIITUHE
«IIpodeccronanbHasl J€KCHKa Ha MHOCTPAHHOM SI3bIKE (QHIVIMHCKUI)», Ha3HAUCHUE
KOTOPOT'O 3aKJII0YaeTCad B 00ECIEYEHUH HEMPEPHIBHOCTU U MOJHOTHI IIpoLiecca MOAro-
TOBKHM CTYJICHTOB K MCIIOJIb30BAaHUIO AHTJIMKACKOrO Si3bIKa B MPO(PECCUOHANIBHOU Jies-
TEJIBHOCTH CHEIHUANINCTa B 00JACTH SKOHOMUKH M yrpasiieHud. bynymue cnenuanu-
CThI JTOJKHBI 3HATh HE TOJIBKO MHOCTPAHHBIM A3BIK KaK CPEACTBO KOMMYHHMKALIUH, HO
Y IpO(peCCHOHATIbHYIO0 TEPMUHOJIOTHIO MHOCTPAHHOTO S3bIKA.

Lenu DYMK:

— (QopMHUpOBaHUE HHOS3BIYHONM KOMMYHHUKAaTHMBHOW KOMIIETEHIUH OYIyIIEro
CIIEHHAIIACTA, MO3BOJISIOIEN MCIOJIB30BATh MHOCTPAHHBIM SI3bIK KAaK CPENCTBO MPO-
(heccroHaNbHOTO U MEKIMYHOCTHOTO OOLLEHNS;

— (opmupoBaHHe MOTPEOHOCTU K CAMOCTOSITENIbHOW MO3HABATENIbHON JIESTellb-
HOCTH, KpUTHUECKOMY MBIIIJICHUIO U pedIIeKcuu;

— OBJIa/ICHUE MHOS3BIYHBIM OOILEHUEM B €IMHCTBE BCEX €r0 KOMIETEHIUN (S3bI-
KOBOM, peu€BOM, COLIMOKYJIbTYPHOM, KOMIIEHCATOPHOM, Y4eOHO-TI03HABATEIBHOM ).

Oco00EeHHOCThIO MOJaYM YYEOHOro Marepuasia sBISETCS CTPYKTypa KOMIUIEKCa,
KOTOpasi o3BoJieT d(PPEKTUBHO pean30BbIBATh YUE€OHBINH MPOIIECC MPU TUCTAHIIH-
OHHBIX M 3204HBIX (hopMax moiayyeHus oopasoanusi. Comep:kaHue KOMIIEKCa OpPUEH-
TUPYET O0y4YaromMXCAd Ha UCIOJIb30BAaHUE MHOCTPAHHOTO $I3bIKa B KAYECTBE MHCTPY-
MEHTa PO(eCCHOHATBLHON JISITSIIPHOCTH: IS TIepeBojia u pedepupoBanus npodec-
CHOHAJIbHO-OPUEHTUPOBAHHBIX TEKCTOB, I YCTPOICTBAa Ha paboTy, MPOBEACHUS Tie-
PEroBOPOB, BEAEHUS TeNEe(POHHBIX PA3rOBOPOB U HEOOXOAMMOM J1€JI0BOM U mpodeccu-
OHAJIbHOW JIOKYMEHTAIWH.

Ocobennocmu cmpykmypuposauus u nooadu yyeonoco mamepuana. Conaepxa-
HUE y4eOHO-METOIMYECKOTr0 KOMIUIEKCa BKIIIOUAET B CeOsl CleIyIolne pasiesbl: TeO-
PETUYECKUM, IPAKTUYECKUN, Pa3ea KOHTPOJIS 3HAHUM U BCTIOMOI'aTeIbHBIN pa3aell.



Teopernyeckuid pa3zien KOMIUIEKCA COJEPKUT OCHOBHBIE NMPABWIIA AHIJIUICKON
rpaMMAaTHUKH, KOTOPbIE TOMOTYT BBIIOJHUThH YINPA)KHEHUS U TECThl B MPAKTUYECKOM
paszelie u paszeiie KOHTPOJIsl 3HAaHUM.

[Ipaktuueckuii pazaen DYMK Bkitouaer B ceOsl: ayTeHTHYHbIE TEKCTOBBIE MaTe-
puaibl C 33JJaHUSIMU JIEKCUYECKOTO XapaKTepa, HalpaBJIeHHbBIMU Ha (OPMUPOBAHKE U
Pa3BUTHE S3bIKOBBIX U KOMMYHUKATUBHBIX YMEHUM CTyJeHTOB. [Ipu mogdope TekcToB
aBTOPBI UCXOWIIA U3 METOJIMYECKON KOHIENIIUHA HEPA3PBIBHOCTHU MPOLIECCA TO3HAHUS
Y Pa3BUTHs HaBBIKOB PabOThI C TEKCTOBBIM MAaTEPHAIOM U HABBIKOB YCTHOW M MHUCH-
MEHHOHM peuH, a TaKKe ONUPAIUCh HA MPUHUUI PEaTU3alMi MEKIUCUUTITMHAPHBIX
CBA3EH, KOTJa CTYJEHThI MMapaIebHO MOIY4YaroT 0a30Bble IKOHOMHYECKUE 3HAHUS B
JEKIHMOHHBIX Kypcax MO0 PKOHOMHUYECKMM JucuuIimHaM. [IpenrexkcroBble W mocie-
TEKCTOBBIC 3aJaHHsI KOMILIEKCA CIIOCOOCTBYIOT Pa3BUTHI0O KOMMYHUKATUBHBIX HaBBI-
KOB O0y4YaroIMXCs, OpraHu3aluu JUCKyccui. [JJaHHBIN pa3aen KOMIUIEKCAa COCTOUT U3
4x Tem. Kaxxnas TeMa umeeT €IUHYIO CTPYKTYPY M BKJIIOYAIOT CIEAYIOUIUE OJOKHU:
riioccapuil (kiiroueBas JIGKCHMKa K TEKCTY B BUE cChUIKM Ha Quizlet), TekcThl (ayTeH-
TUYHBIE TEKCTHI M0 TEMaM), yIpaxkHeHus (IuddepeHIpoBOUHbIE, TOCTAHOBOYHBIE U
KOHCTPYKTUBHBIC YNPAXHEHUS, YIPAKHEHUS JIs aKTUBAIMU JIEKCUKH B PEud), BU-
aeoMartepual (CCbUIKM Ha BUJEOMATEepHall U YIPAKHEHUS K HUM).

Paznen xoHTpons 3HaHUN DYMK COIEpKUT TECThbl, HAIPABJICHHBIC Ha OBJAJc-
HUE TEXHOJIOTUAMHU A3BIKOBOI'O CaMOOOpPa30BaHUs U OLEHKU MPUOOPETEHHBIX S3BIKO-
BBIX U TPAMMAaTHYECKUX YMEHUH.

BcnomorarenbHblii  pa3zzien mpeacTtaBieH y4eOHOM mporpamMmoil U y4deOHO-
METOANYECKON KapToi no nucuuiuinHe «IIpodeccuonanbHas JeKkcMKa Ha MHOCTPAH-
HOM sI3bIKe (aHTIMHCKUIN)» i crienuranbHocTelt 1-25 01 07 «DxoHOMUKA U yIIpaBlie-
HUe Ha npeanpustam», 6-05-0311-02 «DOxoHOMHKA W ympaBiieHue». JlaHHBIA pa3men
COZIEPKUT Takke Haubojee ynoTpeOuTeNbHbIe BBOAHBIE (hpa3bl, TIIOCCAPHil, COCTOS-
MM U3 KJIIOYEBBIX JIEKCUYECKUX EIUHMII 110 TeMaM B aj(aBUTHOM IOPSJIKE, CIIUCOK
PEKOMEH/I0BaHHBIX UCTOYHHUKOB, KIHOUYM K YINPAKHEHUAM U T€CTaM, 4TO yJO0OHO AJs
CaMOCTOSITEIIbHON pabOThl CTYJECHTOB MPHU AUCTAHIIMOHHON U 3a04HOM (hopmax Moiry-
yeHus: 00pa30BaHMUs.

Pazpabortannsiii OYMK no mucummimue «lIpodeccronanshas jgexkcuka Ha HHO-
CTPAHHOM SI3bIKE (AHTJIMICKUIA)» MIpeAHA3HAYEH JUIsl CTYICHTOB AUCTAHIIMOHHOW U 3a-
OuHOM (opMbI MoMyuYeHus: oOpa3oBaHus, a Takxke npenonasareneid BHTY kadenpsr
«MHpOpMAaLIMOHHBIE TEXHOJIOTUU B YIPABICHUN» JUIsl pa3pabOTKU Kypca B CUCTEME
CJ10 Moodle.

DNEeKTPOHHBIA y4eOHO-METOIUYECKU KOMIUIEKC pa3padoTaH B COOTBETCTBUU CO
BCEMH TPEOOBAHMSIMH TOJIOKEHUSI 00 Y4EOHO-METOAMYECKOM KOMILIEKCE Ha YPOBHE
BbICIIETO 00Opa3zoBaHus (moctaHoBieHWE MuHucrepcTBa oOpazoBanusi PecryOinuku
benapycn 08.11.2022 Ne 427).
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1. TEOPETUYECKWM PA3IEJ

TeopeTnueckre OCHOBBI 0a30BBIX TPAMMATHUECKUX TEM AaHTJIMHACKOTO SI3BIKA W3-
JIO’KEHBI B (hOpME TaOIHI] M TEKCTA.

THE NUMERAL (UUCJUTEJBHOE)

Ko0J1m49ecTBeHHbIe nopsKoBbIe

1 one 0JNH 1 the first nepBbIi
2 two aBa Zod the second BTOpOi
3 three TpH X the third TpeTmil
4 four geThbIpe 4ta the fourth 9eTBepThIil
5 five OATh S the fifth +th |oATeIE
6 six mWecThb 6tk the sixth mecTol
7 seven ceMb = the seventh ceabMoi
8 eight BOCEMbBb 8th the eighth BOCEMOH
9 nine AeBATH oth the ninth AeBATHIA
10 ten JdecATh 10tk the tenth JecATHIR
11 eleven 0IEHHAJIOATh 11tk the eleventh 0JHEHAJIOATHIH
12 twelve ABeHAJmaTh 12th the twelfth ABeHaINaThHIl
13 thirteen TPEEAINATh 13tk the thirteenth TpEHEAIOATbIA
14 fourteen 9eThIpEAIOATh 14tk the fourteenth 9eThIpEAIOaThIR
15 fifteen + teen | 1ATHAINATH 15t the fifteenth +th | maTEagmaTeId
16 sixteen mecTHaINaTh 16tk the sixteenth mecTHAANATHIR
17 seventeen ceMHaIOaTh 17t the seventeenth ceMHEaINaThIR
18 eighteen BOCEMHAINaTh 18t the eighteenth BOCeMHaINaThIN
19 nineteen JdeBATHAINATh 10th the nineteenth AeBATHAANATHIA
20 twenty ABainath 20tk the twentieth ABajmaThId

30 thirty TpEANATh 30t the thirtieth TpEANATHIHA
40 forty COpPOK 40tk the fortieth COPOKOBONH
50 fifty + ty | OATBIecAT 50tk the fiftieth y—ie+th | nATHIeCATHIA
60 sixty mecTbIecaT 60t the sixtieth mecTHIeCAThIR
70 seventy ceMbIecAT 70th the seventieth ceMBIecAThIR
80 eighty BOCEMbIECAT 80tk the eightieth BOCHMBJeCcAThIR
90 ninety AeBAHOCTO 90tk the ninetieth AeBAHOCTHIN

21 twenty one ABajOaTh OJHH 21 the twenty first ABajmaTh DepBBIA
32 thirty two TPpEANATH ABa 32nd the thirty second TpEADATH BTOPO R
43 forty three COPOK TpH 43rd the forty third COPOK TpeTHi
54 fifty four OAThIecAT YeThipe 54th the fifty fourth OATHIECAT YeTBepPThIl
65 sixty five mecThAecAT OATH 635th the sixty fifth mecThIecAT ODATHIH
76 seventy six ceMbJecHaT mecTh 76t the seventy sixth ceMbJecHaT mecTol

7 eighty seven BOCEMBbIECAT CeMb §7th the eighty seventh | BocembiecaT ceabMoil

98 ninety eight AeBAHOCTO BOCEMb 98tk the ninety eighth | zesBHOCTO BOCEMOR

100 a (one) hundred 100t the hundredth

101 a (one) hundred and one 101+ the one hundred and first

200 two hundred 200t the two hundredth

1000 | a (one) thousand 1000t the thousandth

1001 a (one) thousand and one 1001+t the one thousand and first

5000000 | five million 5000000t | the five millionth




THE ADJECTIVE (MMs ITPUJIAT'ATEJIBHOE)

MonoxutenbHas popma CpaBHuTenbHasa | lNpeBocxoaHas cpopma
(ocHOBHaA) He coaepKUT cpopma
CpaBHEHUA
1. OQHOCNOXHbIE: Mpun. + er The + Npun +est
Long Longer The longest
2. BycnoxHble — Mpun. + er The + Mpun +est
OKaHYMBaKLLUMECA Ha —Y, -
er, -ow, -able:
Busy Busier The busiest
Clever Cleverer The cleverest
Narrow Narrower The narrowest
Able Abler The ablest
3. HekoTopblie gpyrue Mpwun. + er The + MNpun +est
ABYCIOXHbIE:
Simple Simpler The simplest
Polite Politer The politest
4. MHOrocnoxHbile: More + Mpun. The most + Mpun.
Active More active The most active
5. UICKITKOYEHUA:
Good Better The best
Bad Worse [w3:s] The worst [w3a:st]
Little Less The least [li:st]
Much More The most
Many More The most
Far Farther The farthest
Further The furthest
(nobaBOYHbLIN)
THE PRONOUN (MECTOUMEHHE)
JIMYHBIE
MECTOMMEHHS! MPUTSKATEIBHBIE | |1 AL SIPHIE ME | posppatibE
HMMEHUTEIBHBIN | OOBEKTHBIN Mamex MECTOUMEHUSA MECTOMM.
- (abcomroTHas ¢opma)
| -5 Me - mne/mens | My —moti/mos/mou/moé | Mine- mot/mos/mou/moé Myself
We - Mar Us - nam/nac  |OUr- naw/~wa/~wiu/~we |OUYS- naw/-wa/-uw/~ue Ourselves
You -mer | YOU-mebe/-6s Your- meou/-meos/- | Yours- meou/-meos/- | Yourself
u/-é u/-é
You - gvt You- sam/sac |Your-eaw/-wa/-wu/-uie Y OUrs-eaw/-wa/-wu/-e | Yourselves
He - on Him- emy/eco His- eco His- eco Himself
She - ona Her- eé/eii Her- eé Hers- eé¢ Herself
They - onu Them - um/ux Their- ux Theirs — ux Themselves
It-ono/on/ona |It - emy/etl, Its- ecolee Its - ecolee Itself
eco/eé




HEOIPEJIEJEHHBIE MECTOUMEHMUS

MMEHWE | NPELIOKENHE | npEIOKERIE | BONPOCHTEIHOE IIPELIOKEHHE
some | have some B 3HAYEHUH CneumnajabHbIi BONPOC;
books. «nexomopuien | Why don't you ask your mother for
Some students | some more money? (ITouemy ThbI
don't want to HE TIOIIPOCHIIIb Y CBOEU MaTepu
learn foreign 1100oJIbIIIe IeHer?)
languages. He- | O6uruii Bompoc, comepskaiuii
KOTOpBbIE CTy- | MPOChOY, NpUIIalIeHne Ui
JE€HTBI HE XO- cnpaumBaloumﬁ pPacCcuUnTbLIBACT
TAT U3ydaTb HA M0JIOKUTEIbHbIA OTBET
uHoctpanusle | Can | have some cold water?
SI3BIKU. Would you like some juice?
B 3HAYCHUMN «KHeKomopbvle»
Can you give me some idea of
what book to read?
any Ycii0BHBIE He doesn't OO0mmii Bompoc
npemiokenus | have any Did he make any mistakes in the
If you know friends. test? (OH cienan (kakue-auoo0)

any facts, tell
me.

B 3HAYEHHUU
wirooboiny Any
student knows
that. (JIro6oii
CTYJICHT 3HAET
710.) Come at
any time.
(ITpuxonu B
J1000€e BpeMsl.)

omrOku B Tecte?)
Have you got any scissors? ¥V Bac
€CTh HOXKHUIIBI?




MECTOUMEHUA U HAPEYUSA, TPOU3BOJHBIE OT SOME, ANY, NO, EVERY

MNPOU3BOJIHBIE
" E)CCT%(;/FD?E]?III%H MNPOU3BOJAHBIE MECTOUMEHUA HAPEYMSI
+thing +body +one +where
. somebody someone somewhere
something
Kmo-mo, KmMo-mo, 20e-mo, 20e-
umo-mo,
KMo-HuoOyow, KMo-HuoOyow, HU6Yb, Ky0a-mo,
Some umo-Huby v,
Kmo-a1ubo, Kmo-aubo, Ky0a-Hubyob,
umo-1ubo,
KOe-Kmo, KOe-Kmo, Kyoa-iubo,
Heumo
HEeKmo HEeKmo Ky0a y200HO
. anybod anyone anywhere
anything ybody y yw
Kmo-mo, KmMo-mo, 20e-HubOyO0b,
umo-
Any KmMo-1ubo, Kmo-1ubo, Ky0a-Hu6y v,
HUbYOb, 6ce,
KmMo-HUOYOb, KmMo-HUOYOb, 20e y200Ho,
umo y200HO . . . .
scaKull, 1000U | 8cakuil, 110001 Ky0d y200HO
NoO nothing nobody no one nowhere
HUYMO, HU4e20 | HUKMO, HUKO20 | HUKMO, HUKO2O Huzoe, HUKyoa
Ever everything everybody everyone everywhere
y 6cé 6ce 6ce, Kaxcowlil se3de, (n0)8crody

YKA3ATEJIbHBIE MECTOUMEHMUSA

EauncrBeHHoOe 4YHCJI0

MHO0KECTBEHHOE YHCJI0

this - aTot / 3Ta / 3TO

these - stn

that - tor / Ta/ 10

those - Te




POSSESSIVE CASE (ITIPUTSIXKATEJILHBIN HAJIEK)

OT cymecrBu-

Or CYIECTEUTEJILHBIX
BO MHOMXECTBeHHOM 4HHCJIe

TEeJbHBIX
B eJHHCTBEeH-
HOM YHCJIe

(’s)

MuoxecTseH-
HOEe YHCJIO
¢ OKOHYAHH-
emM S

(")

Ocobsie cay-
YaHu MHOKe-
CTBEHHOI'0
uueaa

(’s)

a girl’s book

girls’ books

men’s suits

my friend’s

my friends’

children’s

James’s house

his parents’
house

help help toys
. 3 women’s
a cat’s place my cats’ toys
dresses

policemen’s
car

Jane and
Mary’s room

THE ARTICLE (APTHKJIb)

HeonpeneneHHblil apTHKJIB - 8/aN

OnpenesieHHBIH apTHKIB - the

- UCTIOJTB3YETCSI TOIIBKO C CYIIL. B €11, U.;
- 0003HayYaeT OJUH MPEAMET, HETIO-
HSATHBIA WJIM HE3HAKOMBIM cobece/1-
HUKY

- a co cJIoBaMH Ha corJ1. 3B. (a table/
a big room) , an co ciroBamu Ha
riac. 38 (an arm /an old house)

- HCIIOJIB3YETCS C CYIL. B €. Y. U MH. 4.;

- 0003Ha4aeT npeameT (-bI), 0 KOTOPOM (-bIX)
pedb yXKe IJIa paHee WK TOJIBKO YTO, T.€.
3HAKOMBI/ TIOHSATHBIN COOECEHUKY, BBIIETSSA
TaKuM 00pa30M Ha3bIBaeMbI TIpeaAMET (-bl) U3
psiia IPYTUX TaKUX XKe.

CJIYYAU YIIOTPEBJIEHUSA
HEOITPEJAEJIEHHOI'O APTUKJIA A/AN

IIpaBuiio

Hpumep

[Ipu ynomMuHanuu 4ero-a1udo BHEpPBbIE.
Yacro ucnonb3yercs 000poT there + to be mepen
CYIICCTBUTCIILHBIM B €11. Y.

A man came up to a policeman.
There was a lamp on the table. - Ha crosie Obu1a
(kakas-To) Jamra.

HpI/I OTHCCCHUU NIPpCAMETA K KJIaCCy NpCIAMETOB,
Ha3bIBAHUH €TI0 OJHHUM H3 Hpe)ICTaBI/ITeJ'IeI\/’I
KJIaCcCa MMpeaMcETOB

This is a typical day of a businessman.
A textbook is a book containing texts for study-
ing a certain subject.

[Tepen HazBanusmu npodeccuii /MomKHOCTER

He is a doctor. She is a student.




B ciyuae, korja Mbl TOBOpHUM O JIKOOOM TpeI-
CTaBUTEJIE KaKOTO-TO OMPEIETICHHOTO Kilacca
00BEKTOB WJIH JINILI.

A spider has eight legs - TTayk (;1r060i#i mayk)
HUMECT BOCEMbB JIall.

B 3nauennu OIHH 1ICpCa NCUUCITIACMBIMHA
CYILECTBUTEIBHBIMH, 0003HAYAIOIIIMHU Bpe-
Ms$1/pacCTOSTHUEMACCY

Will you be back in an hour? Bei sepnemecs
uepes uac?
| want a kilo of rice.

[lepen McUKMCIIIEMBIME CYLIECTBUTEILHBIMU B
¢IMHCTBEHHOM YHCIIE, OTPEICIIACMbIMU
croBamu Such, quite, rather, most (8 3HaueHuH
OYeHb)

He is quite a young man. Owu coscem euye
MONOOOU Hel0BEK.

It is @ most interesting book. Omo ouens
UHmMepecHas KHuzda.

B BOCKJIMIIATENBHBIX MIPEIIOKEHUAX C HCUUCIIS-
€MBIM CYIIECTBUTEIILHBIM B €]I. Y., CTOSIIIUM I10-
cie cioBa what.

What a strong sportsman! - Kakoii ciibHbII
cropTcMeH!

Hepe):[ HMCHAMHU U q)aMI/IJII/ISIMI/I B 3BHAYCHHUHU HE-
KUl / HEKTO

A Mr. Fox called you. - Bam 3BoHWI HEKUI MH-
crep Dokc.

C Ha3BaHUAMH MapoK / MOAEJIeH 4ero-1uoo:

a Cadillac (mapka aBromo6uist) / a Kodak (map-
ka QoToarnmapara)

B cocTaBe HEKOTOPBIX YCTOWUYUBBIX CIIOBOCOYE-
TaHWIl:

to be in a hurry - Toponuthcs;
to be on a diet - ObITh Ha MHETE;
a lot of - muOTO;

a great deal of - muoro u ap

CJIYYAU YIHOTPEBJIEHUA
OINPEJAEJIEHHOI'O APTUKJIS THE

IIpaBuio

Ipumep

Ecnu ykaszaH ocoéwtit npusznak, KoT. OTIeIs-
€T 00BEeKT, 0003HAUYECHHBIN CYIII-M, OT JIp.
00BEKTOB TOTO JKE Kiacca.

Bring me the newspaper you found in my
bookcase, please - [ToxxanyiicTa, npuHeCH MHE ra-
3eTy, KOTOPYIO Thl HallleJd B MOEeM IIKady.

Ecnu n3 xoHTEKCTa IIOHATHO, 0 KAKOM
UMEHHO O0BEKTE TrOBOpHUT CO6€C€)IHI/IK.

When will you bring me the copy-book? - Koraa
THI TIPUHECEITh MHE TeTPa/ib? (COOeCeTHUKY I10-
HATHO, O KaKOM UMEHHO TCTpaau UaCT peqL)

Ecnu nuio, 00bEKT, 0 KOTOPOM yaice uina
peub, YROMUHAEMCA 6HOGY.

I saw a beautiful house in the country. The house
was wooden - 51 Buaen KpacuBblil JOM 3a TOPOJIOM.
JloM GBI 1epeBSIHHBIM.

Ecnu roBopurcs 0 €IMHCTBEHHOM B MUDE
nperMeTe

The sun is in the sky. Coanye naxooumcs na nebe.

Korga roBoputcs o nmpeamere (Ui JIHIle),
€IMHCTBEHHOM B JIaHHOM 00CTaHOBKE

The teacher is in the classroom. Yuumens 6
knacce.(B maHHOM KJ1acce HaXOIUTCS TOJIBKO OJMH
YUUTEIb)

C CYIICCTBUTCIIBHBIM, IIEPE] KOTOPLIM CTOUT
nOpAOK0B0e YNCIUTEIIbHOE

We are on the fourth floor. Mwur na namom smaoice.

C cylecTBUTENbHBIM, NTEpe] KOTOPbIM CTOUT
IIPWJIAraTeIbHOE B HPEEOCXOOH O CTETIEHN

He is the best student in our group. On nyuwuii
cmyoOenm 8 Hauiel spynne.

[Tepen Ha3zBanusiMU 2azem, kopab.aeil, 2oc-
MUHUY, KUHOMeampos, meampoe

The New York Times,
The Titanic, the Regent Hotel

[lepen Ha3BaHUSAMU OKeaH06, MOpeil, PeK,
2OPHBIX MACCUBO8, OCHPOGOS, NYCHbIHD

The Pacific Ocean, The Black Sea, The Dvina, the
Alps,

Hepe;[ Ha3BaHUAMU CmPpaH, COCTOAINIUMUA U3
HECKOJBKHX CJIOB:

The United States of America, the Republic of Bel-
arus (ecTh UCKITIOYCHHS).
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[epen cymiecTBUTENBHBIM B €IMHCTBEHHOM
qriciie, 0003HAYAIOIIUM IIEIBIA KJIacc
MIPEAMETOB, JItoIeH (T. €. Tpu 0000IICHNH )

The whale is a mammal, not a fish. Kum — smo
MmiaeKkonumaroujee, d He pbl5a.

C 0000warounum 3nauenuem ¢ puiiara-
TEJIBHBIMU U MPUYACTUSIMHU, KOTOPBIC YIIO-
TPeOIAIOTCS KaK CYyIIECTBUTEIIbHBIE.

The blind receive social security in our city - B
HameM ropoac CJICNbIC IIOJIYYar0oT rmocooue.

ITocie cios one of ooun (u3), some of
Hekomopwle (u3), many of muocue (u3), each
of kaowcowvt (u3), most of borvwuncmeo (u3)
(aacTo mmocie cioB all éce, both of 06a)

Most of the stories are very interesting.
Bonvuuncmeso pPaccKa3zo6 O4€Hb URMEPECHDL.
Give me one of the books. /Jatime mne oony uz
(amux) KHue.

Hepez[ Ha3BaHUAMHU YCTBIPEX CTOPOH CBETA

the West / the East / the North / the South

[epen Ha3BaHUSAMHU A3BIKOB, €CITH MCIOJIB3Y-
ercs cioBo language:

the English language (no: English) / the Russian
language (Ho: Russian)

[Tepen dhamMunusiMu, CTOSIIIUMU BO MH.4Y. (BCA
CEMbsI B TIOJTHOM COCTAaBE)

the Browns - bBpay#ns! / cembst bpayHos

B na3zBaHusX yacreil CyTok

in the morning / in the afternoon / in the evening
(no: at night) => yrpom / nrem / Beuepom (HOUBIO).

B coueranuu ¢ 1Bymsl IpuiaraTeinbHbIMU B
cpaBHUTENBHOM crenenu: the ... the ... =>
YEM....TEM...

The more you learn something the better you
know it. => Yem Oouibliie n3ydaeiib YT0-I100, TEM
JIydlI€ 3HaCllb

Iepen coBamu country, sea, seaside, moun-
tains u 6 op. svipasicenusix

in the country- 3a ropoyowm, at the seaside
- Ha MOpPCKOM TI00epexbe, by the sea- y
Mopsi, in the mountains -B ropax , in the
street- na yswure, to the cinema - B kuHO
(xyna?); at the cinema - B kuro (rae?), at
the institute - B uHCTUTYTE

OTCYTCTBHUE APTHUKJIA

IIpaBuio

IIpumep

[Tepen ucuucngaempiMu
CYILIECTBUTEIbHBIMH BO

MHOKeCTBEHHOM YHcJIe (B TEX CIyvasx,

KOT/Ia B €]1. 4. CIIeJyeT yIOTPEeOUTh
HEOIPEAEICHHbIN apTUKJIb)

My father and my uncle are doctors. -
Mot omey u mou 0105 6payu.

[1pu 00001eHH (0OBIYHO HCIIONB3YETCS

MHOKECTBEHHOE YHUCJIO WU
HEUCUHCIISIEMOE CYILIECTBUTEIbHOE O€3
apTHUKIIA)

Carrots are my favourite vegetable. -
Moprosb — moti 110douUMbIL 080L.

C HeucumucnsieMbIMUA A0CTPAKTHBIMH
CYILLIECTBUTEIbHBIMU

They left the room with dignity. - Onu ¢
00CMOUHCIMBOM NOKUHYIU KOMHam). |
like music.

C HeucUuCIIeMbIMHA
CYIIIECTBUTEILHBIMHU, 0003HAYAIOIIIUMU
BeIeCTBO

Water is a vital substance for our life. -
Booa — smo kpatine sasxcrnoe eewecmso 6
Hauiel HCU3HU.
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Ecnu npu cyil CTOUT KOJIH4eCTBEHHOe
YUCIIUTENBHOE

| have three apples. ¥ mens ecmos mpu
A010Ka.

lesson ten - oecameuiii ypox

[lepen cyiecTBUTENBHBIM B (DYyHKITHH
onpeneJeHus

guitar lessons - ypoku uepel na cumape

Ecnu nepen CymecTBUTENbHBIM €CTh
IPYTUe ONpEeAEIUTENN (MECTOUMEHHS —
MIPUTSIK., YKa3aT, BOIIPOCUT, HEOIIPE,
CYIL B IPUTSIK HaJIEHKE .

My room is large. - Mos komnama
bonvwas. I need some books. - Mue
HYJICHbL (Koe-kakue) knueu John’s coat -
nanvmo [cona

[Tepen Ha3BaHUSAMY KOHTUHEHTOB,
o3ep(eciu nepe HUMHU CTOUT CJIIOBO
«lake»), 3a,1MBOB, NOJIYyOCTPOBOB, BO-
J0MAa/I0B, OCTPOBOB, OTAEJIbHBIX I'Op (B
OTJIMYHE OT LIEMei), cTpaH (0IHO CJI0BO),
LITATOB, FOPOA0B, YJIHI, A3PONOPTOB

South Africa, Lake Ontario, Cardiff Bay,
Kamchatka, Niagara Falls, Malta, Ever-
est, France, Minsk, Abbey Road,
Heathrow Airport,

C umenamu, pamMUTUSAMU, KITUIKAMH JKH-
BOTHBIX,

Cindy, Mister Jefferson, Lucky,

[lepen cymiecTBUTEIBHBIM B (yHKINUN
oOpameHus, (KOT. paccMaTpUBAETCs Kak
UM COOCTBECHHOE)

Good morning, captain!

C Ha3BaHMUSIMM BpeMeEH roja, Mecsilies,
JHEH HeHde

in winter /in autumn (#o: (amep. sapu-
anm) in the fall) - sumou locenvio

It is December now.- Ceituac oexabpeo.

It was on Monday. - Dmo 6bL10 6 none-
O€eJIbHUK.

C Ha3BaHUSIMU MPUEMOB MU U

for breakfast / at lunch / dinner / supper -
saempax | 06eo | nnomuwiii yorcun | nee-
KUU VHCUH

Yacro B 3aroJI0BKax CTaTeu B )KypHajlax
U raserax

Bank Robbers Escape in Stolen Car

Korna HICT PCUb O ABYX TECCHO
CBA3AHHBIX IIPEAMETAX

They always quarrel like cat and dog. -
Beuno onu ccopAmcH, KaK Koulka ¢
cobakoll.

BwMecre ¢ ykazanueM Ha € JUHCTBEHHBIN B
JAHHOW CUTyalHH MOCT UJIU JOJIKHOCTh

Abraham Lincoln was elected President
in 1861.

B HEKOTOPBIX YCTOHYMBBIX COYETAHUAX
CYILLIECTBUTEILHOTO C IPEIJIOTOM, KOT1a
BCE COYETAHHE UMEET XapaKkTep Hapeuus

in time, from time to time, by car/bus/ bi-
cycle/plane air/sea, for breakfast, at
war/peace, by accident, by heart, on de-
mand, at work - na pabome; at home -
ooma; at sunset/sunrise, at night -
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no3zonum eeuepomlnousio; in fact, to
go/come/arrive home- uomulnpuexamo
oomoti; 10 go to bed - roorcumocs cnameo;
to be on holiday - 6simws 6 omnycke; 10 go
on foot - uomu | xooumo newrxom, 10 go
to university/ school - yuumobcs 6 ynusep-
cumemelwixone

OBOPOT THERE IS/THERE ARE

MNpeanoxenune EAWHCTBEHHOE YnuCno MHOMECTBEHHOe YUCNO0
YreepautenvHoe Thereis a sofa in the livingroom. | There are armchairs in the living room.

B roctuHOM ecTb AvBaH. B roctuHoO#M ecTb kpecna.
OrpuuarenbHoe Thereisn’t a TV in the kitchen. There aren’t any chairs in the bathroom.

B KyxHe HeT Tenesmnsopa. B BaHHOW KOMHaTe HeT CTyNbes.
BonpocurensHoe Is there a sofa in the bathroom? Are there any chairs in the bathroom?

B BaHHOM KOMHaTe eCTb AVBaH ? B BaHHOM KOMHaTe eCTb CTyNbA?

Yes, thereis Yes, there are

No, there isn’t No, there aren’t

[lepeBoUTH TaKyr0 KOHCTPYKIIMIO HAUUHAIOT (KaK MPaBUIIO) ¢ OOCTOATENIbCTBA Me-
cTa:
There are many English books in his library.

B ero 00 1M0oTEKE MHOTO AHTJIMHCKUX KHHUT.

®OPMBI I'JTAT'OJIOB TO BE, TO HAVE

to be to have

positive (+) negative (-) positive (+) negative (-)

Present is isn't have haven't

(HacTosiee) am am not has (3 2. e0.u.) hasn't

are aren't
Past (npomuen- was wasn't Had didn’t have
1iee) were weren't hadn't (in Past Perf.)

Future will be won't be will have won't have
(dynyiuee) shall be shan't be shall have shan't have

CTPYKTYPA NPEIJIOXKEHUS
IHopsinok cJIOB B aHTJIMMCKOM MPeEAT0KEHUH

[TepBbIM MPaBUIIOM AHTJIIMICKOTO SI3bIKA MOKHO CUMTATh NMPAaBUJIO O TBEPIAO yCTa-
HOBJIEHHOM TOPSA/JIKe CJIOB, TIOTOMY YTO OHO PAacIpOCTPaHSETCsS Ha BCE MPEJIoKe-
HMH.

BoT Tunnynas cxema:

1 2 3 4 5

O6crosaT. Bpem./mecta  loanexawee Ckasyemoe NononHenns OO6cT-Ba
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B anrnmuiickoM si3pIke BCTPEYAIOTCS W OTCTYIUICHUS OT OOBIYHOTO TIOPSIKA CIIOB B
npenyoxkeHuu. Takue ciayyau Mbl OyJleM paccMaTpuBaTh HIDKE MO MEpe U3yUeHUS
rpaMMaTHYEeCKOro MaTepuana, K HUM OTHOCSTCS:
- BonipocuTtenbHble IpeIoKeHUs.

- [Ipennosxenus ¢ oboporom there+to be.

- [IpensnioxeHns ¢ SMOIMOHAILHBIM WJTM CMBICJIOBBIM BBIJIETICHUEM OTAEBHBIX CJIOB.
- HexoTopble THIIBI CITOKHOTOMUYMHEHHBIX (TJI€ €CTh TJIABHOE U MPHUIATOYHOE)
MPEJUTOKEHUHN U JP.

THUIIBI BOITPOCOB

IlopsiioK €JIOB B BOIPOCHUTEILHOM NPENI0KEHUA

(3aBUCHT OT THIa BOIIPOCA)

Twun BONpoca Kak ctpoutcsa Mpumep Mepesopn
O6Lwnii BcnomoraTtencHblid rnaron | Do you like Tol nro6uLWwb
+ noanexawee + traveling? nyTewecrsoBars?

ckasyemoe (CMbIC/I0BOM
rnaron) + BCE OCTalbHble
YNEeHbl NPeANoXeHUS.

CneunanbHbIin

BonpocuTtenbHoe cnoBo +
BCroMoraTesibHbIA rnaron

What do you like
the most about

Yro HpaButca Tebe
b6osibLlie BCero o

ing? ?
+ nognexatiee + traveling: MyTeLeCcTBHAX:
ckasyemoe (CMbICNOBOK
rnaron) + BCe oCTalbHble
Y/leHbl MpeasioXeHus.
AnbTepHaTMBHBIM | BcnoMoratenbHbIM Mnu Do you like Tbl nr06ULWB

ModanbHbIA rnaron +
noanexatiee +
ckaszyemoe (CMbICTOBOW
rnaron) + N or M.

traveling or staying

at home?

nyTewecTsoBatb Uin
cuaeTb qoMa?

PazpenutenbHbli

Ecnu nepBas 4acTb
npeanoxXeHmda —
yTBEPAUTENDbHAA,
«XBOCTUK» —
OTpMLI,aTEHbeIﬁ.

Ecnu nepBas yactb
NpeanoXeHus —
oTpuuaTenbHas,
«XBOCTUK» —
YyTBEPAUTENbHBIN.

You like traveling,
aren’t you?

Thil 1H06ULLIB
nyTewecTBoBarTb, He TaKk
am?

K noanexawemy

BonpocuTtenbHoe cnoBo +
ckasyemoe (CMbICNOBOK
rnaron) + ocrtanbHble
YNEeHbI MPEANOXEHUS.

Who likes
traveling?

Kto nobut
nyTewecrsosarb?
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CHGHH&HBHBIC BOIIPOCHI MOT'YT HAYUMHATBHCA CJIOBAMMU:

who? — kmo? why? — nouemy?

whom? — koco?komy?  how? — kak?

whose? - ueir? how much? — ckonvro?

what? — umo? kaxou?  how many? — ckoavko?

which? — komopurii? how long? — kak ooneo? ckonvko
when? — koeda? epemenu?

where? — ede? kyoa? how often? — xax wacmo?

Cxema CIICIINAJILHOI'0 BOIIpoca

BcnomozamenvHblil o
Bonpocumenwvnoe Cmuicnosou ena-|  Jlononnenuel
uiu Hoonesxcawee
C11060 g 2011 Oocmoamensvcmeo
MOOAbHBLIL 2/1A20.1
Where you going?
are
Kyoa — 80l uoeme?
How you like it?
do
Kax - mebe Hpasumcs omo?
When . he come here?
did
Koeoa OH npuuien crooa?
Why you done it?
have
HOquy mol coenain omo?
What can you tell me?
Ymo Modceme 80l CKazamo mue?
How often will Jane fly to London?
Kaxk wacmo 0yoem Jxeln Jlemamo 6 Jlonoon?
TI'JIATOJ1. BUJO-BPEMEHHBIE ®OPMbI I'TAT'OJIA
TABJIUIIA OBPA3SOBAHUSI BPEMEH AHTJIMIACKOT' O SI3bIKA
Present Past Future
Slmple Bcrnowm. ri.: do / does Bemowm. ri.: did Bemowm. ri.: will / shall
OKoH-€: —, -S Oxon-¢: -ed, — OxoH-€: —
((l)aKT) Dopmymna: V (+S) Dopmymna: V2 Dopmyaa: will/shall +V
+ | work/He writes + | worked/He wrote + 1 will work/He will write
- I do not work/He doesn’t write - | did not work/ He didn’t write |- I won’t work/ He won’t write
? Do | work?/Does he write? ? Did | work?/Did he write? ? Will | work?/ Will he write?
Cnoga- @lways/ never, usually, often/sel- \yesterday /two days ago, last  [tomorrow/next week /month /year
dom, sometimes, every day/once a week (night /month /year) /in ; soon, in two days / months ... -
MapKEPBI \yeek 1980 / when I was a child... uepe3 2 HA ...
Continuous/Bcnom. ri.: be (is/am/ are) Bcrom. rit.: was / were Bcrom. ri.: will be / shall be
Okon-¢: -ing Okom-¢: -ing Okom-¢: -ing
(npouecc) Dopmyma: am/is/are + Ving @: was/were + Ving @: will/shall + be + Ving
+ | am /He is working + 1 was / We were working + 1 /He will be working
- | am not /He is not working - | was not/We weren’t working |- I/ He won’t be working
? Am | / Is he working? ? Was | / Were we working? ? Will I/he be working?
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CnoBa- [ow, at the moment, still — Bc€ emé jat 7 o'clock / then/ this time last {at 7 o'clock/ at this moment next
week / when week ...
MapKepbI
Perfect [Bcnowm. ri.: have/ has Bemom. ri1.: had Be. ra.: will / shall have
Oxon-¢: -ed Oxon-¢: -ed Oxon-¢: -ed
(pesyabrar Dopmyra: have/has + V3 Dopmyra: had + V3 @: will/shall + have+V3
+ | have / He has worked + 1 / He had worked + | will have worked
- | have/He has not worked - | / He had not worked - I won’t have worked
? Have | / Has he worked? ? Had | / he worked? ? Will | have worked?
Ciioa- [llust/already /yet/ ever/ never/ re- mpemyor by (k), npyroe mpo- by 7 o'clock/by the end of the
cently/ lately/ today/ this week [Iesiee AeHCTBUE; week
MAapKCPbI
Perfect Con- B. rn.: have/ has been Bcmowm. ri.: had been B. ro.: will/ shall have been
tinuous |Oxon-e: -ing OxoHn-e: -ing OxoH-e: -ing
(vmrensHocTs/®. have/has + been + Ving ®: had been + Ving @: will/shall+have been + Ving
mn3asepmen- |+ | have He has been working + | /He had been working + | /he will have been working
nocrs) |- | have/He has not been working - | /e had not been working - I/he won’t have been working
? Have I/Has he been working? ? Had | / he been working? ? Will | have been working?
Cnoga- [for/since, How long...? for / since, How long...? for / since
Mapk.

TABJMIIA YIIOTPEBJIEHUSI BPEMEH AHI'JIMFCKOTI' O SI3BIKA

Present Past Future
Simple I work I worked I will work
1) O6bIuHOE, IOBTOPSIOIIEECS 1) ®akT win O IMHOYHOS 1) IIpocToe onuHOYHOE NeicTBHE
neicTBHE 3aKOHYEHHOE JelicTBHE B mpouutoM |B Oyaymem: He will miss the
I always close the window at The Titanic sank in 1912. | went to [bus.
night. Germany two years ago. 2) IlocenoBaTeIbHOCTD
2) 3aKOHBI U ABJICHAS IPUPOIEI, 2) HeckoapKO TpOome AImx neiictBuii B Oyaymem: | will
HAYYHBIE PE3YJIbTAThI, (PAKTHI JICUCTBHI, MPOUCXOIUBIIUX B meet you and tell you the whole
The sun rises in the east. XPOHOJIOTHYECKOM TTOPSIIKE. story.
3) BeiTOBBIE CHTYAIUH I woke up, took a shower, got 3) ToBTopsitonmecs aeiicTBHS B
Do you want to spend a lot of dressed and went out to have oymymem: | will visit you a few
money here? breakfast in a café. times while I'm in London.
4) Uctopun, aHEKIOTHI, 3) IoBTopstomieecs aeiicTBre B 4) IpeanonoxeHus: Uiu
CIIOPTUBHBIE 0030PEI MPOIILIIOM MBICJIH HacueT OyIyIero:
Then the prince gets on his horse |1 took English courses when | I’m afraid the rain won 't stop
and rides away. was twelve. soon.
5) Pacnimcanust moe31oB, CEaHCOB B 5) Peuienre, npuHIMaeMoe B
KHHOTeaTpe momeHT pasroBopa: | will order a
The plane from London arrives at steak and chips, and you?
17:40. 6) OGeranwsi, PeIOKEHNUS,
yrpo3sl, MPOCKOBI: Don’t worry,
everything will be alright.
Con- I am working I was working I will be working
tinu- [1) [eiicTBue, mpoucxosiiee B 1) AnurensHoe neiictBue, kotopoe |1) JleficTBue, koTopoe Oynet
ous MOMEHT PEYH MU B HACTOSIIUIN MIPOMCXOIIIO B OTIPEICIICHHBIH MIPOMCXOUTD B OTIPEICIICHHBII

nepuoy Bpemenn: What you are
talking about?

I am reading a new novel.

2) JleiicTBre, OXBaThIBaOLICE
KaKoW-1M00 BpeMEHHO! OTPE30K B
HactosimieM: She is studying at the
institute.

3) Uamenstrornasicst CUTyaIust

Is your Russian getting better now?
4) 3ariaHupOBaHHOE

MOMEHT B mporiom: \We were
playing chess at 5 o ’clock.

2) JIBa wim OoJjiee UIUTEIbHBIX
JIelicTBUI B IPOLLIOM,
MPOUCXOJUBIIUX OJHOBPEMEHHO
She was playing the piano and her
sister was singing.

3) [lnutenbpHOE IeWCTBHE B
MIPOIIIIOM, KOTOPOE TPEPHIBAETCS
JIpyTUM (KaK IMPaBHII0, KOPOTKHM)

MoOMeHT B Oymyriem: This time
next Sunday we will be flying to
Hawaii.

2) JleticTBue, KOTOpPOE, TI0
yOEXKIEHUIO TOBOPSILIETO,
00s13aTenpHO OyaeT
MIPOUCXOTUTE B OyAyIIEeM

He won’t be meeting you to-
morrow, because he has fallen
ill.
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JeicTBre (M3BECTHO MECTO U
Bpemst) © |1’m meeting my sister

at 5 at the cafe.

5) HdeiictBre B OimkaimeM
Oyny1meM (c TaarojiamMu
nekenus): They are moving to the
other city.

6) st BBIpKCHHUSI OTPHUIIATEBHOM
XapaKTCPpUCTUKHU

She is always interrupting me when
I'm talking.

neiicteuem: As he was taking a
shower, Dan knocked at his door.
4) Ipu onmcannn 0OCTaHOBKY WIIH
armocdepsr: He entered the door.
The candles were burning in the
corners and the smell of cigarettes
was filling the room.

5) Jlnist BeIpayKeHUS OTpHUIIa-
TEJILHOM XapaKTCPpUCTUKHN

The boy was constantly playing
tricks on his poor mother.

3) BexuuBslil BOIPOC 0 MIaHax
cobeceHIKA Ha OnrKaiimee
Oymy1iee, 0COOCHHO KOTia HaM
HYXKHO, 9TOOBI 3TOT YeJIOBEK
YTO-TO JUIA HAC CAeTal

Will you be using the printer for
long? I need to print a document
promptly.

Perfect | have worked I had worked I will have worked
1) JleticTBre, MOJHOCTHIO 1) HdeiictBue, koTopoe mpousonuio |1) Byayiee neiictBue, kotopoe
3aBCPUICHHOC B MPOIIJIOM, HO paHee onpeacjICHHOTr0O MOMEHTA B OKOHYHTCA OO0 OMPCACIICHHOTO
HUMCHOIIIECC CBsA3b C HACTOAIIUM IMPOIIOM. MOMCHTA B 6yz[y1ueM
gepes pesynbrar storo neiicteus  |By the end of the year she had I will have translated the article
We have bought a new car, so it’s |learned to cook. by noon.
time to sell the old one. Fortunately the rain had stopped  |By the time you come home, | will
2) JeiictBue, koTopoe Hayanochk B |before we left the house. have cooked dinner.
MPOLITIOM U IIPOAOJIKAETCS B 2) HeticTBue, koTopoe Hadanoch B  |2) [Ipomenmmee npeamnonaraemoe
nacrosiiem: We have known each |mporiom u [UIiinock 10 Win BO JercTBUE («HTODKHO OBITHY,
other since school years. BpeMsI IPyTOro MOMEHTA B «BEPOSATHON)
3) B npuaaTounsix mpemtoxkenusx |moporwtoM: | got to know that Mary |The reader will have noticed
BpeMeHH mociie cor30B When, be-  |and Jacob had not met since our  [our negative attitude to any
fore, after, as soon as, till, until, wedding. form of nationalism.
4TOOBI IEepeaaTh OyayIee 3) Bo ¢paszax «He mpouuio u ...,
Z[efICTBHe, KOTOPOC 3aKOHYHUTCA 10 |KAK», «HC YCICII H..., KaK»,
Ha4daja HeﬁCTBHﬂ U3 I'’1IaBHOT'O «&aBa», «TOJIBKO».
TIPEUTOKEHUS He hadn 't said a few words when
I’ll serve you a dessert only after  [somebody interrupted him.
you have eaten the main course. We had scarcely finished dinner
when Lily brought a big cake.
Perfect | have been working I had been working I will have been working
Con- |1) HeiicTBue, KoTopoe Hauanocsk B | 1) JlnurensHoe neiicteue, kotopoe |1) Bynymee anurensHoe
tinu- |mpomnuioM, JTHIIOCH HEKOTOPOE Hayajoch JI0 ONpPeEIeHHOTO JIEUCTBHUE, KOTOPOE HAUHETCS
ous BpeMs U IIPOJOJIKAET COBEPIIATHCA |MOMEHTA B IIPOIIIOM U paHee Ipyroro OyyIiero
B HaCTOSILIEM MPOIOIKAIOCH B 3TOT MOMEHT: She |MOMeHTa Wi IeUCTBHsI U OymeT
She has been cooking dinner for had been cooking for an hour when [pomomkarbest B 5TOT MOMEHT
three hours already. I came. I will have been working at the
2) JlnurenapHOE IeiCTBHE B 2) JIIUTeNbHOrO JeHCTBHE, project for a month when you join
IIPOLLIOM, KOTOPOC 3aKOHYHUIIOCH KOTOPOC HA4YaJIOCh 10 me.
HEMOCPCACTBCHHO NIEPCa OIIPCACIICHHOI'O MOMCHTA B
MOMCHTOM pPEYHU, U PE3YJIbTAT 3TOTO | [IPOIIIOM M 3aKOHYMNJIOCH IIPSAMO
I[GI\/‘ICTBI/U[ OKa3bIBaCT BJIUAHUC HA nepea HuM.
HACTOSIIEE They had been discussing some
The streets are wet. It has been important matters and he looked
raining all the morning. upset after that conversation.
HEINPABWJIBHBIE I'JTATOJIBI AHTJIMACKOT' O SI3bIKA
Infinitive Past simple Past participle nepeBoj
be [bi:] was [woz], were [w3:]  |been [bi:n] OBITh
become [bi:kam] became [bi:keim] become[bi:kam] CTaHOBUTHCS
begin [bi'gin] began [bi'gaen] begun [bi'gan] HAuNHATh
blow [blou] blew [blu:] blown [bloun] JyTh
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break [breik] broke [brouk] broken ['brouk(e)n] JOMaTh

bring [brig] brought [bro:t] brought [bro:t] MIPUHOCUTH

build [bild] built [bilt] built [bilt] CTPOHTH

burn [b3:n] burnt [b3:nt] burnt [b3:nt] TOpeTh

buy [bai] bought [bo:t] bought [bo:t] MOKYIIaTh

catch [keet/] caught [ko:t] caught [ko:t] JIOBUTH, XBATATh
choose [tfu:z] chose [[ouz] chosen [tfouz(o)n] BBIOMPATH

come [kam] came [keim] come [kam] PUXOUTh

cost [cost] cost [cost] cost [cost] CTOUTH

cut [kat] cut [kat] cut [kat] pe3arthb

do [du:] did [did] done [dan] JIeNaTh

draw [dro:] drew [dru:] drawn [dro:n] pHCOBATh, TALUThH
dream [dri:m] dreamt [dremt] dreamt [dremt] MeuTaTh, ApEMaTh
drink [drigk] drank [draegk] drunk [drank] MUTH

drive [draiv] drove [drouv] driven ['drivn] BOJIUTH

eat [i:t] ate [et] eaten ['i:tn] ecTh

fall [fo:1] fell [fel] fallen ['fo:lon] 1ajath

feed [fi:d] fed [fed] fed [fed] KOPMHUTh

feel [fi:l] felt [felt] felt [felt] qyBCTBOBAaTh
find [faind] found [faund] found [faund] HAXOJUTh

fit [fit] fit [fit] fit [fit] MIOJIXOJTUTH TI0 Pa3Mepy
fly [flai] flew [flu:] flown [floun] JeTaTh

forget [fo'get] forgot [fo'got] forgotten [fo'got(o)n]  |3a0bIBaThH
forgive [fo'giv] forgave [fo'geiv] forgiven [fo'givn] IPOINAThH

freeze [fri:z] froze [frouz] frozen ['frouzn] 3amep3arthb

get [ get] got [got] got [got] oJy4ath

give [giv] gave [geiv] given [givn] JaBaTh

go [gou] went [went] gone [gon] UATH

grow [grou] grew [gru:] grown [groun] pactu

hang [hap] hung [han] hung [hap] BELIaTh

have [hav] had [head] had [had] HMETh

hear [hio] heard [h3:d] heard [h3:d] CJIBIIIATH

hide [haid] hid [hid] hidden ['hidn] psTaTh

hit [hit] hit [hit] hit [hit] MOTMaJiaTh B Ieb
hold [hould] held [held] held [held] JIepKaTh

hurt [h3:t] hurt [h3:t] hurt [h3:t] YIIHOUTH
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keep [Ki:p] kept [kept] kept [kept] coJlepKaTh
know [nou] knew [nju:] known [noun] 3HATh

lay [lei] laid [leid] laid [leid] KJIaCTh

lead [li:d] led [led] led [led] BECTH

lean [li:n] leant [lent] leant [lent] HaAKJIOHATHCS
learn [13:n] learnt [13:nt] learnt [13:nt] VUUTh

leave [li:v] left [left] left [left] OCTaBJIAThH
lend [lend] lent [lent] lent [lent] 3aHUMATh

let [let] let [let] let [let] M03BOJISITH
lie [lai] lay [lei] lain [lein] JIeKATh

light [lait] lit [lit] lit [lit] OCBEIIATh
lose [lu:z] lost [lost] lost [lost] TEPATh

make [meik] made [meid] made [meid] [IPOU3BOIUTH
mean [mi:n] meant [ment] meant [ment] 3HAYUTh
meet [mi:t] met [met] met [met] BCTpEYaTh
mistake [mis'teik] mistook [mis'tuk] mistaken [mis'teik(e)n] |ommbarbcs
pay [pei] paid [peid] paid [peid] ILIATUTh
prove [pru:v] proved [pru:vd] proven [pru:vn] JIOKa3bIBaTh
put [put] put [put] put [put] MOJIOXKHTh
quit [kwit] quit [kwit] quit [kwit] BBIXO/IUTh
read [ri:d] read [red] read [red] YUTATh

ride [raid] rode [roud] ridden ['ridn] €31MTh BEPXOM
ring [rig] rang [r&ey] rung [rAp] 3BEHETh

rise [raiz] rose [rouz] risen ['rizn] MIOTHUMATBCS
run [rAp] ran [rer] run [rAn] 0exaTh

say [sei] said [sed] said [sed] TOBOPHUTH
see [si:] saw [so:] seen [si:n] BUJICTh

sell [sel] sold [sould] sold [sould] pO/1aBaTh
send [send] sent [sent] sent [sent] MOCHLIATh
set [set] set [set] set [set] CTaBUTh

sew [sou] sewed [soud] sewn [soun] [IUTh

shake [feik] shook [fuk] shaken ['feik(o)n] BCTPSIXUBATh
show [fau] showed [[oud] shown [foun] MMOKa3bIBaTh
shut [[at] shut [[at] shut [[at] 3aKpbIBATh
sing [sin] sang [sa&n] sung [san] neTh

sit [sit] sat [seet] sat [seet] CUJIETD
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sleep [sli:p] slept [slept] slept [slept] craTh

speak [spi:k] spoke [spouk] spoken ['spouk(e)n] TOBOPUTH
spell [spel] spelt [spelt] spelt [spelt] IIPOU3HOCHUTH 110 OyKBam
spend [spend] spent [spent] spent [spent] TPaTUTh
stand [staend] stood [stu:d] stood [stu:d] CTOSATH

steal [sti:l] stole [stoul] stolen ['stoulon] KpacThb
sweep [swi:p] swept [swept] swept [swept] BBIMETATh
swim [swim] swam [swem] swum [swam] IJ1aBaTh
teach [ti:t[] taught [to:t] taught [to:t] VYUTH

tear [te9] tore [to:] torn [to:n] pBaTh

tell [tel] told [tould] told [tould] pacckasbiBaTh
think [Oink] thought [0o:t] thought [0o:t] JIyMaTh
throw [Orou] threw [Oru:] thrown [Oroun] OpocaTh
understand

[ando'steend] understood [anda'stud] |understood [ando'stud] |moHMMATH
wake [weik] woke [wouk] woken ['wouk(e)n] MIPOCHITTATHCS
wear [wed] wore [wo:] worn [wo:n] HOCUTh

win [win] won [waAn] won [wAn] BBINTPBIBATH
write [rait] wrote [rout] written ['ritn] ucarthb
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2. MIPAKTUYECKHUM PA3JIEJI

TexkcThl, mpeacTaBIeHHBIC B JAHHOW YaCTH KOMIUICKCA, TPEHA3HAYCHBI JIJIS U3YICHUS
npodeccuoHanbHOM Jiekcukn 1o aucnurumae «lIpodeccrnonanbHas JeKcuka Ha UHO-
CTpaHHOM sI3bIKe (aHIIMHCKUI)» s cneruanbHocTerd 1-25 01 07 «DxoHOMUKa U
ynpaBlieHHe Ha npeanpusatun», 6-05-0311-02 «OxoHOMUKa U yTIpaBICHUE)

TEMA | TIOUCK U YCTPOMCTBO HA PABOTY

Texcr 1 «Applying for a job»

|. Uzyuume nexcuxy ¢ npunoscenuu Quizlet no ccolixe nuorce.

https://quizlet.com/832762212/text-1-applying-for-a-job-flash-cards/?i=1bzulz&x=1gat

. Hpoqmume mexcm.

Recruitment.The process of finding people for particular
jobs is recruitment or, especially in American English, hiring.
m LAEET Someone who has been recruited is a re- Recruiting
cruit, or in AmE, a hire. The company em-
ploys or h!res them and t_hey join the com- 3 { \1‘ h}l**
pany. A company may recruit employees directly or use out- %% KA A A
side recruiters, recruitment agencies or employment agencies. >
Outside specialists called headhunters may be used to find
people for very important jobs and to persuade them to leave the organizations they
already work for. Applying to any company is a simple process comprised of elemen-
tary steps.
What is a job application? A job application is a collec-
tion of materials you send to a company or organization where P |
you would like to work. Job applications almost always include '
your resume, and often include a cover letter, a list of references
and some other materials. Most often, a job application is submit- =
ted to apply for a specific position, which is posted with a job description.
When you think about how to apply for a job, the job application is often the
first step that comes to mind. After submitting, you might be invited to schedule an
interview. Each company might have their own type of hir-
Ing process.
> Searching for jobs. A great number of job seekers are
increasingly using the internet to find jobs. There are a lot of
online resources that provide information about vacant posi-
.1 tions. If there’s a specific company you’re interested in
working for, take a look at the jobs page on their website. Most company websites
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have a tab where they post current open positions. If you have any connections within
the company, you also can reach out to them to learn if there are any positions that ha-
ven’t been posted yet.

P il Getting a resume ready. Unless you’re applying to your

first job, you probably have some sort of resume laying around.

- As the job application process becomes increasingly digitized, it’s

X S Important to put your resume in a digital-friendly format. You can

d e also include hyperlinks in your resume that lead to press coverage

or examples of your past work. For certain jobs you might want
\ o | toprepare a CV instead of a resume.

‘ Preparing a cover letter. A cover letter is a chance for you
to speak more broadly about the skills, traits and experiences you listed on your re-
sume. Not every job application requires a cover letter, so if you’re trying to save
time, you can prioritize the applications on your list that don’t require cover letters,
and then move onto the ones that do. You can also save time by using this cover letter
template to craft your perfect cover letter.

References. References are people you’ve worked with or for in the past who
can speak to your professional abilities. Generally, applications only require you to
have three references, but it’s good to speak to at least five or six. That way, you can
also list different references tailored to the different roles you might be applying for.
People who make good references include: your former employer, a colleague you
worked alongside, a teacher or professor you had, an academic advisor, your supervi-
sor.

Submitting the application. While job applications can be submitted in person
or through the e-mail, submitting applications online is by far the most common route.
Other companies will ask you to apply for jobs on the company’s own online portal.
Some company websites may require you to manually enter information that can be
found on your resume. Finally, many job descriptions will give the email of the re-
cruiter, and ask you to send your resume and cover letter over to apply.

111, 3anonnume nponycku nOOX0OAUWUMU HO CMBICTLY CLOBAMU U3 PAMKU.

a) Fred is an accountant, but he was fed up with his old D, He
@ for the job by completing an ®) and sending it in. Harry
is a building engineer. He’d been working for the same company for ten years, but he
wanted a change. He looked at jobs with different engineering companies on a jobs

website. He made an application, sending in his @ or ®)(a
document describing your education, qualifications and previous jobs, that you send to
a prospective ©) and a () etter explaining why he wanted

the job and why he was the right person for it.
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S recruit * jobs * applicants * internet * recruitment |

0) Dagmar Schmidt is the head of @ at a German telecommunica-
tions company. She talks about the selection process, the methods that the company
uses to @) people. ‘We advertise in national newspapers and on the
®) We look at the backgrounds of @ _ their experience of

different ®) and their educational qualifications.

! training * interviews * applied for * employed * CVs |

8) When 1 left school, | @W'jobs in different companies, and final-
ly, after sending out lots of @ and having some ®) a small
company “ me. I didn’t earn a lot, but the company gave me some
® which was good.

IV. Coomnecume pycckuti sxeusaienm ¢ anenuticCKum.

""""""""""""""""""""""""""""""""""""""""""""""""" B |
1 1

1 1

: :

' a) :

3annaHuposaTb t hedul H |
P to find a job a recruit/a hire i H H
cobecenoBaHue interview i i
i i

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

i i

HoBoDOpaHeLl, HOBUYOK HaxoauTb pabor R 10 OTPUERE CV/ /ré : i i
paHeL, Jil p y Ha pabory resume/résumé i i

i i

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

i i

TPYAOYCTPONCTBO, . L ! !
. a job application employment pesiome : :

i i

1 1

1 1

1 1

1 1
----------------------------------------------------------------------------------------------- ittty
1 1

1 1

i i

1 0) :

) - conposoguTenbHoe | |

HaHUMaTb Ha paboty nNpUHUMaThL Ha paboty a job application i i
nucbMo (K pestome) ! !

i i

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

i i

areHTCcTBO Mo apply for a i i

to employ a cover letter A ) PPY ris i H
TPYAOYCTPONCTBY job/position ! !

i i

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

1 1

i i

3asBfieHue o npuéme to recruit (BrE)/to hire an employment nogasatb 3anBreHue i i
Ha paboty (AmE) agency o npueme Ha paboty ! !

1 1

: :

1 1

1 1

1 1
_______________________________________________________________________________________________ e e e e ]
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V. Ilocmompume 8uoeo no ccwlixe u 3anoaHume nPonycKu Clo8amu U3z UOeEO.
https://www.youtube.com/watch?v=w0YQwqlgtTM

Jane Phillips: Hello, Mrs. Stevens. My @ s @ T'm the
personnel director.

Mrs. Stevens: I’'m pleased to @) you

Jane Phillips: Please have a seat.

Mrs. Stevens: Thank you.

Jane Phillips: According to your @, you
have several years of office ©)

Mrs. Stevens: Yes. I’ve had over ten years’ experience.
Jane Phillips: Tell me about your qualifications.

Mrs. Stevens: I can type over 100 words per minute. I’m proficient in many computer

programs. | have excellent interpersonal © 1 am well organized, and
I’m a very fast learner.

Jane Phillips: | see that you have excellent () Do you have any ques-
tions about the ®)7

Mrs. Stevens: Yes. What are the ® in this position?

Jane Phillips: We’re looking for someone to supervise two office clerks, handle all the
correspondence, arrange meetings, and manage the front office. Have you had any su-
pervisory 107

Mrs. Stevens: Yes. | supervised three administrators in my last position. What are the
office hours, Mrs. Phillips?

Jane Phillips: 8:30 to 4:30, with an hour off for lunch. What are your
(1) expectations, Mrs. Stevens?

Mrs. Stevens: | expect to be paid the going rate for this type of position. Can you tell
me about the benefits you offer?

Jane Phillips: Yes. We provide full medical and dental coverage, a pension plan, and a
three-week (12) per year.

Mrs. Stevens: That’s very generous. When is the position (13)9

Jane Phillips: We’re hoping the successful applicant can start at the beginning of next

month. We’ll finish our 19 tomorrow and make a decision by the week-
end. We’ll 1) you next week. Thank you very much. It’s been a pleas-
ure meeting you.

Mrs. Stevens: | hope to 19 from you soon.

Jane Phillips: Thanks for coming in to see us, Mrs. Stevens.

Tekcr 2 «Writing a good CV»

|. U3yuume nexcuky 6 npunoscenuu Quizlet no ccolixe Hudxce.

https://quizlet.com/899048353/%D0%A2%D0%B5%D0%BA%D1%81%D1%82-2-writing-a-good-
cv-flash-cards/
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Il. IIpoumume mexcm.

When you're applying for a job, a great CV is essential. Find out what to include
and what to avoid for the best chance of getting an interview. When you're looking for
work, you need an attractive, clear and memorable CV (curriculum vitae) that shows
your potential employer all the skills and experience you have for the job.

What should you include in a CV? This article mainly focuses on writing a
UK-style CV. If you're applying for a job internationally, be aware that the standard
length, format and tone can vary from country to country. It's a good idea to check the
expected format in the country or company you're applying to

Contact details. Make sure the potential employer has a way of contacting you.
Include your full name, telephone number and email address. Photo? In many coun-
tries, employers expect to see a professional-looking photo on a CV. In others, like the
UK, Canada and the USA, the law prohibits employers from asking for a photo, and it
Is better not to include one. Try to find out if it is usual to include a photo in the work-
ing environment you're applying to.

Education. List and date the most important qualifications you have obtained,
starting with the most recent. You can also include any professional qualifications you
have.

Work experience. List and date the jobs you've had and the companies you've
worked for, starting with the most recent. It's usually enough to cover the last ten years
of your work history. Include your job title, responsibilities and achievements in the
job.

If you have a lot of work experience, give the job titles but be selective about
which responsibilities and achievements you highlight. Reduce the detail about jobs
that are less relevant to the role you're applying for and draw attention to the most im-
portant experience you bring.

Skills. These could include the languages you speak, the computer programs
you can use well, the class type of your driving license and any other professional
skills you might have that are relevant to the job you're applying for.

Before you start getting ready to list your qualifications and work experience,
here are eight useful tips to think about.

1. Keep it short but not too short! Your CV should be one to two sides of A4
paper. If you find you've got too much information, summarize and select the most
relevant points. If it's shorter than a page, consider including more information about
your skills and the responsibilities you had in your previous roles.

2._Use active verbs. When you describe what you have achieved in previous
jobs, use active verbs for a strong positive effect on the reader. For example, to make a
change from was responsible for, use verbs like led or managed (a team / a project);
created or developed (a product / a positive atmosphere); delivered (results/training);
and provided (support/training).

3._Fill in the gaps. Avoid leaving gaps in your employment history. If you were
travelling the world, on maternity leave or looking after small children, include that in
your CV.
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4. Make sure it's up to date. Always ensure your CV is up to date. Include your
most recent experience at the top of each section.

5._Don't exaggerate or lie. Your potential employer can easily check information
about where you have studied and worked. Don't be tempted to lie or exaggerate about
your expertise, because sooner or later this will be discovered and may result in you
losing the job.

6._Spend time on the layout. Make sure your CV is clear and easy to read. Use
bullet points and appropriate spacing, keep your sentences short, line up your lists
neatly and use a professional-looking font (e.g. Arial font size 12).

7._Check for mistakes. Mistakes on a CV create a bad impression. Use spell
check, reread your CV and ask someone else to check it for you too before you send it.

8._Include a cover letter. When you send your CV to apply for a job, you should
send it with a cover letter or email to introduce your application. The cover letter
should show your personal interest in the role, highlight the skills and experience you
bring and encourage the employer to read the attached CV.

Writing a good CV takes time and is hard work, but these tips and your effort
will help you get the best possible start in your job search.

1. Coomnecume cnosa c ux onpeoenenuem:

neatly * relevant * layout * potential * to exaggerate * selective *
bullet points * to highlight

a) possible in the future .

b) deliberately choosing some things and not others
¢) to bring attention to something important
d) directly connected with what is happening or being talked about

e) to make something seem bigger, more important, better, worse, etc. than it is
(5).

©)

)

f) the way that something is designed or arranged on the page ©

g) symbols, usually small black circles, used in a text to separate each item in a list
W

h) in a simple and tidy way ®
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V. Coomnecume pycckuii 5K8UBANIEHM C AHIUUCKUM.

NPUHOCUTL
3 B 3 pesynbrathbl, npeaocTasnAaTb
to check information to draw attention
pocturatb obyueHne
pesynsraTtos
to provide trainin to highlight achievements b it
B 9 Sg UHopmMauuio
2 npuenekartb BblAENATh,
to deliver results [OCTWXEeHUs, 3acnyrm
BHUMaHue nogyepkmBaTth
to lead a OTHOCALWMICSA K
! up to date uckatb pabort
team/project P pabore P y
conposoauTenbHoe COBPEMEHHBIN,
i P .. cover letter to look for work
nMcbLMo aKTyanbHbIn
A : BO3rNasnsaTh
experience onbIT relevant to the job
KOMaHay/npoeKkT
co3aatb npoaykT/
skills achievements COBETbI, NOACKA3KN NONOXNTENbHYIO
aTtmocdepy
to create a
2 HasBaHue QOMKHOCTH,
product/positive HaBbIKK, YMEHUs nckatb pabory
AOMKHOCTb
atmosphere
[OCTUXKEHUS, 3acnyru to look for work job title tips

)
A ———
6)
O — 4
)
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Texkcer 3 «CV»

|. U3yyume nexcuxy 6 npunoscenuu Quizlet no ccolixe Hudice.
https://quizlet.com/899100367/%D0%A2%D0%B5%D0%BA%D1%81%D1%82-3-cv-flash-
cards/?new

Il. Ilpoumume mexcm.
Maria Jones. Digital Marketing Specialist

| T - - S - P - IS - P =P Py R Y= S PR T R S 1

| have five years' experience in various digital marketing roles. | have a prov-

. Omeemvme na 6onpocwl 6 coomeemcemeuu ¢ ungpopmayueti, 8 pezrome:

Profile en ability to create successful marketing campaigns in line with brand identity
| and values. | am a strong collaborator with outstanding communication skills,
and have comprehensive experience of using my specialist knowledge and
e | expertise in analytics for a wide variety of marketing initiatives.
] | December 2021 — present

Employment Digital Marketing Specialist for Zinco, a global insurance start-up

: History i e My role involves working to tight deadlines to design, create and
launch marketing campaigns via social media.

¢ | have developed advanced knowledge of a range of social media plat-
i i forms and digital marketing tools.

| e Ispecialize in driving successful campaigns and excel in analysing
their impact.

¢ | have experience launching digital billboards in places such as train

i ] stations and shopping centres.

§ | Sept 2021 — Nov 2021

i + Creative break from employment to travel and blog

o | travelled through 12 countries, met several professional bloggers and
started my own travel blog.

e | built up a community of followers and started to monetise my blog

i ] through sponsored posts.

| | May 2014 — Aug 2021

i + Digital Marketing Assistant, Krunch Ltd

e Responsibility for overall social media strategy and regular posting on
key channels.

e | played a key role in numerous campaigns to boost engagement with

i i our brand.

e i 1 also supported three product launches.
; i 2014 - Diploma in Digital Marketing, Leeds Beckett University, UK

i Education 2012 - A-levels (Psychology, English, Art & Design), Leeds City College,
| | UK

r TCompetent WordPress developer; Skilled in Adobe InDesign and Adobe II-
Skills and  lustrator; Advanced English (C1); Intermediate German (B1); Photography;
| Interests i Travel.

3
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CoNooakrwdE

What is the applicant’s name?
What is Maria Jones?

Does she have any experience in various digital marketing roles?
What abilities does Maria have?
Is she good at collaborating?
What is her work experience?
What is Maria Jones interested in?
Does she have any references?
What are the applicant’s skills?

IV. Coomnecume pycckuti skgusaienm ¢ anenuticCKum.

cnocoBHocTh, yMeHne

collaborator

npefocTaBnsaeTcs no
sanpocy

collaborator

employment history

cnocoBHoCTE, YMeHue

a community of

MOHeTU3KnpoeaTs Gnor
followers

. cooblecTeo
available on request
NOANUCHUKOB
to monetise a blog ability

COTPYOHWK, COaBTop cosfatk cooblectso

OnbIT paboTel,

TBOPYECKUIA NepepbIB )
NOCNYHHOKW CNHUCOK

npodeccuoHanbHble
aHaHKS

tobuildup a
community

COTPYOHWK, COaBTOP

developed advanced
knowledge

nepenoekble 3HaHWA

specialist knowledge

creative break

ability

e |

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
-

jeb)
—

0)
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TEMA Il TPO®PECCHUOHAJIBHBIE KAYECTBA COTPYJHUKOB

Texcr 1 «Skills for the 21 century»

|. U3yuume nexcuxy 6 npuroscenuu Quizlet no ccoiixe nuoice.

https://quizlet.com/899909696/%D0%A2%D0%B5%D0%BC%D0%B0-2-
%D0%A2%D0%B5%D0%BA%D1%81%D1%82-1-skills-for-the-21-century-flash-cards/

Il. Ilpoumume mexcm.

l What are the skills that people need to have in today’s
workplace? What does this mean for the careers that they have?
And their lives in general? What does it mean for the companies

m that employ them?

w —L;a The big picture. We live in a global
S5 economy and we are part of a global RS

community. So, people need to know how different countries y \ y
and groups relate to each other. They need to understand cul- Y0 i 4
tural differences and to appreciate these. Everyone has a re- R
sponsibility to society and to the environment. So, a question that 21st century em-
ployees often ask is; Does my company or organization help society? Does it inspire
me? In today’s workplace, interpersonal skills are very important. This is answer is
‘no’, they look for other work.

2 ” Communication. Because many of the jobs we do
& &z . .« involve collaboration. So when you attend meetings, speak
2 ~ &1~ to people face-to-face or on the phone, or communicate with

7 them by email, you need to build good relations. People are
; not always easy to work with and sometimes in your work
you have to deal with conflict and difficult situations.
Learning. We get information now in many ways and these ways are changing
constantly. Today’s worker has to process huge amounts of vis- 3
ual and written information. So they have to think critically "°“5:
about this information and they need to understand technology ' E.‘
and to choose the best way to communicate with it. They also \\/
have to be creative and, above all, they have to want to learn. N &
Productivity. The 21st century world moves fast. So you = ‘
*’P&or;ucr " ‘Ty'. need to be quick and you need to be efficient. Employers
o) expect this, so employees need to be organized and they
L $ need to be able to prioritize tasks — to distinguish between
what is important and what is not — so they work more
productively. At the same time, company have to recog-
nize that work is not everything; people want time to
stand back from their work and they want time to relax and have fun.
I1l. Coomnecume pyccruii sxeueanenm ¢ aHeAUUCKUM.
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to help society

nomoraTe 06 wecTBy

npegycmaTpuBaTh
COTPpYAHUYECTBO

OTBETCTBEHHOCTE
nepen obwecTBoM

visual information

productivity
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1
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1
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situations !
1
1
1
1
1
1
1
1
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1
1
1
1
1
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1
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cpenon i
i
1
1
1
1
1
1
1
i
1
BAOXHOBNATD, obpabaTtbiBaTb responsibility to the . H
s productivity i
nobyxaatb (Hanp. uHopmaLmio) environment !
i
1
1
1
1
i
1
HaBblKu1 i
1
MEXTUYHOCTHOro . !
: s 3 A to deal with 1
to inspire obueHus, interpersonal skills ; !
something H
KOMMYyHWKabenbHOCT i
1
b i
i
1
1

IV. Hatioume 6 mexcme 2nazonvi, Komopuvle 00pasyom cio80COYEemMaHus co clo8amu
Hudice.
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a career
cultural differences, technology
collaboration

meetings

on the phone

a difficult situation, a conflict
information

tasks

fun

V. Haiioume cnosa ¢ cmamvwe. Bvibepume npasunbHoe 3HayeHue.

1. appreciate

_______________________________________________________________________________________________________________________________

2. NI
: a) pay people well 6) make people enthusiastic B) communicate Wlth
I R people |
,?2-.99.'.'?199(?1’!'.9‘1 _____________________________________________________________________________________________________
: a) working together 6) working independently B) giving people mstruc-
Lt'O”S __________________________________
4. conflict
_?})_999_9_'_9__Y_‘?_l_l_}’_‘{Q(K_‘!‘_’_'_th______§_)_§_Q'_ff_'99_|_t__q_e_9'§!9f‘______________1%)_?1§§f!9!§_Q!??}Q[_e_@m_ef_‘_t___.
5. huge _
‘q)verybig  {e)big  isunusual /

Texcr 2 «SKills you need for the 21st-century workplace»
l. Hpoqmume meKkcm u 3anojiHume nponycKku Ci10o60CoYemaruimu.
| the 21st century * analyse information * communicate * age of technology |
\......_"goodatmakingdecisions * problemsolving |
We are living in @, Some people call it the @ We
need to learn skills such as ®) and we need to be able to @)

with other people around the world. Employers are looking for people who can
© well, people who are able to recognise whether information is reliable
or not. They also like people who are © without asking for help.
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Il. X3yuume nexcuxy 6 npunoscenuu Quizlet no ccoiike nudice.

https://quizlet.com/899953733/%D0%A2%D0%B5%D0%BA%D1%81%D1%82-3-skills-you-need-
for-the-21st-century-workplace-flash-cards/?new

1. Ilpoumume mexcm.

We need to develop all kinds of skills to survive in
the 21st century. Some, like ICT skills and knowledge of S
the digital world, are taught explicitly in schools in the g e
UK. Here are five less obvious ones for you to think
about. These are the sorts of skills that employers may ask
you questions about in interviews, so it’s a good idea to
think about how good you are in these areas. What are
your strengths and weaknesses?

Imagination. In the age of technology that we are living in now, it is no longer
enough to keep on making the same products. Employers need people who can imag-
ine new approaches and new ideas.

Think: Think of an object or gadget you use every day. How could it be im-
proved? Can you think of three improvements?

Problem solving. Employers will value workers who

i ~¢ 4 are able to see problems before they happen and come up with
@,/ creative solutions.
Think: Imagine you are organising an end-of-term social

event at school. Think of some problems that you could face.

Problem Solving

Can you think of any solutions?

Communication skills. Workers will have to be good
communicators. They will have to be able to negotiate and
discuss key issues and also write in a clear way without using
too many words.

Think: How do people communicate with each other in the 21st century?

ey . Critical analysis. Employers want workers who are
(I’Ith&' AnaIyS|s able to recognise the difference between information that can

be believed and false information.
Think: Use the internet to find
out three facts about a celebrity or 2
famous figure. Can you verify the in-
formation by checking other websites?

Decision making. Individual workers have a growing o
amount of responsibility. It is important to be able to evalu- N ‘
ate a situation and be confident in making a decision.

Think: Which three things could you do to (a) be healthier (b) do better at
school and (c) help others? Make a decision now to do at least one of these things.

Then ... just do it!
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IV. Coomnecume pycckuti sx8usaieHm ¢ aneauticCKum.

V. Onpeoenume npeonosicenus kax éeprole (True +) unu neeepuvie (False -).

1
2
3
4
5
6
7

. 21st-century skills are not taught in schools in the UK.

. Employers like workers to be imaginative.

. Employers want workers to think about possible problems.

. Employers like workers to be original when solving problems.

. Future workers will need to be able to write concisely.

. People communicate with each other less in the 21st century.

. Employers believe it is useful to know a lot of information about celebri-
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ties.

8. Employers don’t want workers to make decisions without asking them.

VI. 3anonnume nponycku 6 npeonoxceHusix noOXo0AWUMU N0 CMBICLY CLOBAMU.

1. UK schools and colleges ICT skills.

2. Employers people with ideas for new approaches.

3. Employers like workers who can problems.

4. Workers need to be able to their work with their team.
5. Workers need to their writing skills.

6. It is important that workers can between truth and lies.
7. Employees in the 21st century more responsibility.

8. Employers like their workers to decisions.

VII. Pazoerume 6ce nasvixu na 2 epynnwi: Soft skills and hard skills.

Computer skills * Problem-solving * Time management * Marketing skills *

Decision-making * Organizational * Microsoft Office skills * Critical thinking *

Analytical skills * Presentation sk|IIs * Stress management

. Softskills L____________________H__c_'_r_d_s_ls'!!_s_ __________

VIII. Ilocmompume 6udeo no ccolike u 3anoiHume nponycKu C108AMuU U3 BUOEO.

https://www.youtube.com/watch?v=0FFLFcB9xfQ

When it comes to @ skills they can be broken into 2 types:
@ skills and @ They pretty
“) from one another but both are necessary to be *) on the
(®)
(" skills are concrete and ®) are

(10)

12 skills on the other hand are interpersonal or

skills that can be used in every 19 These include

1) work and adaptability.

®) to your job and are required for you to actually do your work. For
, If you are a chef cooking would be your
@ Or if you are a computer programmer coding would be an example.

(13)
(15)
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Hard skills are generally learned through school, @7 or previous

work (18) They are more objective meaning that once you’ve learned the
information or task you would then possess that skill
Soft skills are more difficult to @9 You need to practice them

over time in the real world with others. They come naturally to some people while
others may not have such an eas?/ time with them.
%) are easy to measure. @D can get a
good idea of your hard skills by looking at your @2 previous
@) and certifications.
@9 are harder to evaluate. They can really be commu-

nicated well through your @) or @) Instead, employers
usually have to wait until an @) or your first few weeks on the job to get
a good idea of your (%) Despite the differences you’ll need

both hard and soft skills if you want to become more hirable or be successful in your
current job.

IX. Omeemsvme na sonpocui:

1 WhICh point do you agree Wlth'? Why?

_________________________________________________4_____________________________4_ ________________________________________________

;rCrltlcaI thinking Teamwork and collaboratlon Posmve attltude
: Problem solving | Communication skills  Leadership

e e e e e e e e e e e e e e e e e e e e e e e e e e e b e et e e e

Texcr 3 «You and your datay»

|. U3yuume nexcuky 6 npunosxcenuu Quizlet no ccolike Hudxce.

https://quizlet.com/899945130/%D0%A2%D0%B5%D0%BAc%D1%82-you-and-your-data-flash-
cards/?new/

Il. IIpoumume mexcm.

As the internet and digital technology become a bigger
part of our lives, more of our data becomes publicly accessible,
leading to questions about privacy. So, how do we interact with [
the growing digital world without compromising the security of
our information and our right to privacy?

Imagine that you want to learn a new language. You
search 'ls German a difficult language?' on your phone. You click on a link and read
an article with advice for learning German. There's a search function to find German
courses, SO you enter your city name. It asks you to activate location services to find
courses near you. You click 'accept’. You then message a German friend to ask for her

35


https://quizlet.com/899048353/%D0%A2%D0%B5%D0%BA%D1%81%D1%82-2-writing-a-good-cv-flash-cards/
https://quizlet.com/899048353/%D0%A2%D0%B5%D0%BA%D1%81%D1%82-2-writing-a-good-cv-flash-cards/

advice. When you look her up on social media, an advertisement for a book and an
app called German for Beginners instantly pops up. Later the same day, while you're
sending an email, you see an advert offering you a discount at a local language school.
How did they know? The simple answer is online data. At all stages of your search,
your devices, websites and applications were collecting data on your preferences and
tracking your behaviour online. 'They' have been following you.

Who uses our data and why? In the past, it was easy for people to keep track
of their personal information. Like their possessions, people's information existed
mostly in physical form: on paper, kept in a folder, locked in a cupboard or an office.
Today, our personal information can be collected and stored online, and it's accessible
to more people than ever before. Many of us share our physical location, our travel
plans, our political opinions, our shopping interests and our family photos online —as
key services like ordering a takeaway meal, booking a plane, taking part in a poll or
buying new clothes now take place online and require us to give out our data.

Every search you make, service you use, message you send and item you buy is
part of your 'digital footprint'. Companies and online platforms use this 'footprint' to
track exactly what we are doing, from what links we click on to how much time we
spend on a website. Based on your online activity, they can guess what you are inter-
ested in and what things you might want to buy. Knowing so much about you gives
online platforms and companies a lot of power and a lot of money. By selling your da-
ta or providing targeted content, companies can turn your online activity into profit.
This is the foundation of the growing industry of digital marketing.

Can you protect your data? Some of the time our personal data is shared
online with our consent. We post our birthday, our photographs and even our opinions
online on social media. We know that this information is publicly accessible. Howev-
er, our data often travels further than we realise, and can be used in ways that we did
not intend.

So, can we do anything to protect our data? Or should we just accept that in fact
nothing is 'free' and sharing our data is the price we have to pay for using many online
services? As people are increasingly aware of and worried about data protection, gov-
ernments and organisations are taking a more active role in protecting privacy. For ex-
ample, the European Union passed the General Data Protection Law, which regulates
how personal information is collected online. However, there is still much work to be
done. As internet users, we should all have a say in how our data is used. It is im-
portant that we pay more attention to how data is acquired, where it is stored and how
it is used. As the ways in which we use the internet continue to grow and change, we
will need to stay informed and keep demanding new laws and regulations, and better
information about how to protect ourselves.
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I1l. Coomnecume pycckuii oxeusanenm ¢ aHeIUNUCKUM.

GesonacHoCcTb
nHcbopmauymumn

to click on a link

online services

to pop up

to enter a city name
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IV. Onpeoenume npeonoscenus kax eepuvie (True +) unu nesepuoie (False -).

A~ w

\l

. Information about you is collected when you look at websites.
. Using different devices (for example, your phone and your laptop) makes

it impossible for companies to track you.

. The train of information you leave online is called your ‘digital footprint’.
. Companies use your digital footprint to make money.
. This issue has not been in the news, so most people are completely una-

ware of it.

. European law on the protection of online data has changed.
. The writer thinks the new law has solved the problem.
. The article concludes by saying individuals should stay up to date and

know how their information is used.

V. 3anonnume nponycku 8 npeodnoHceHusx nooXo0aUUMU nO CMBICLY CLOBAMU.

. Information about products you are interested in is used to create

{ aware * compromise * consent * data * regulates * scandal * targeted * track |

. Our devices, websites and applications collect about our online be-
havior.
. Until recently, many people were not of how much of their personal

information was collected and shared.

advertising.

. The news of how certain applications used people’s private information caused a

. People felt their information had been used for purposes that they had not agreed to,

without their
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6. The General Data Protection Law how personal data is collected
online.

7. When private information was stored physically, on paper, it was easier to keep

of where your data went.

8. If you want to use many online apps and services, you still have to
your right to privacy.

Texct 4 «21st century skills»

|. Ilocmompume 8udeo no ccviike u 3anoaHume nPonycKu.
https://www.youtube.com/watch?v=tzXI1zAChpsl

It's the 21st century and the world as we know it is changing all the time.

Education changes just as quickly and, we, as educators need to give our stu-
dents the skills to navigate this evolving landscape. Today we're going to be looking at
the importance of the four C's which are the building blocks of the 21st century
@ They are collaboration, communication, critical thinking and creativ-
ity. Confused? Don't worry that's not one of the C's - you won't be confused for long.
In the @ age where digital and media literacy are more important than
ever, every interaction calls for a ®) of these skills. I'm Stephen and I'll
be walking you through how to prepare your students for the 21st century.

The first 'C' is @ What is ®)2 It's teaching the skills
learners need to work together as a team. Now we don't just mean collaboration in the
classroom, but also in online spaces. We are preparing learners for their future
© environments where they'll be needing to work effectively in a team.

Communication. Imagine this: there's a group project and we expect all the
learners to collaborate, but how can they collaborate if they are unable to communi-
cate? () is key to the success in the modern workplace. Students must
understand how to express the ideas effectively - both in person and online. Now this
doesn't only refer to the specific words and tone used in verbal communication, but
also includes awareness of how body language affects the message. Just as important
as how people ®) is how the communication is received. It's important
to know how to use ®) language to communicate back and forth correct-
ly, respectfully and clearly in email, social media messages and even chat platforms.
Communication skills ensure that the right message is sent and received with no
chance of misunderstandings.

Critical Thinking. If we can teach our children 10 skills,
they'll be able to take this valuable tool and apply it - not only at school or in their fu-
ture careers, but also in everyday life. As educators, our responsibility is to teach our
learners how to analyse and process information critically. Critical thinking is about
asking yourself questions about information and ideas. Our learners need to know how
to question information that they receive from friends, from media and even from their
textbooks. They need to ask: Where does this information come from? What is the
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agenda behind the information? Critical thinking is also important for
(1 Learners need to know how to analyse issues or problems in
order to solve them. We want them to be curious to know how to interpret information
and to be open-minded.

Creativity. When people use their creativity, it means that they have the ability
to think about things in a different way or are able to use their imagination to come up
with new ideas. Creativity is important as it gives us the power to approach challeng-
ing tasks in new ways and find new solutions to difficult (12 By encour-
aging creativity in your students, you are teaching them that it is safe to take informed
risks, that their ideas matter and that they are not only able to think outside of the box
but that it is usually valuable. After all creativity is the pathway to innovation. Now
that we have covered the basics of the 4 C's my challenge to you is to go and read up
more on 21st century learning skills. Things like media literacy, technology literacy,
leadership, initiative and social skills are important for success in the
@) All of these skills you uncover will help you to lead by example,
teach with passion and explore with ).

Tekcr 5 «Millennials in the workplace»

l. Hpoqmume CMamoio U 6bINOJHUME 3A0AHUA.

Millennials (those born between the early 1980s
and the early 1990s) make up a huge part of our work-
‘ ri force but they seem to lack loyalty to the companies
.= ¥|, and the leaders they work for. Multinational companies

are noticing larger turnover rates of millennials as em-

ployee retention rates fall. This report looks at the find-

ings of two large-scale surveys on the mindset of the

millennial generation and explores how organisations can strive to address these
needs, increase employee engagement and encourage retention

Research. In a global survey conducted by PricewaterhouseCoopers (PwC),
more than 40,000 millennials (born between 1983 and 1993) and non-millennial re-
sponses were collected on the topics of workplace culture, communication and work-
ing styles, pay structure, career development, work—life balance, etc.

In a separate global survey conducted by Deloitte, more than 10,000 millennials
participated in a study about their perceptions of the threats and opportunities in the
complex world of work.

Key findings. Millennials are as committed to their work as their more senior
colleagues. Millennials value interesting work and a good work—life balance. They do
not believe that excessive work demands are worth sacrifices in their personal lives.
Millennials want flexibility in their working hours and are willing to give up pay in-
creases and promotions for a flexible working schedule. They believe that success
should be measured by productivity and not by the number of hours they are seen in
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an office. Millennials want to feel supported and appreciated by their company and
their superiors. Millennials want more opportunities to develop their skills. These in-
clude technological skills, teamwork and interpersonal skills. Millennials believe that
businesses and business leaders should contribute to the improvement of society and
they are more likely to be loyal to a company with strong ethics.

Recommendations. Organizations and managers wanting to retain millennials
should consider:
— monitoring their workload and satisfaction levels with their work—life balance;
— creating a flexible work culture where employees have more control over their;
— working hours and their work location;
— providing meaningful work and interesting opportunities;
— offering help and support in continuing professional development;
— changing the organization’s goals from being mainly about profit-making to mo-

tives; that address social concerns and solve wider societal problems.

Il. Omseemvme na 6onpocur:

1 This report is based on the findings of how many surveys?

________________________________________________________________________________________________________________________________

a) get rid of millennial employees.

b) have higher turnover rates.

c) prove that millennials are more difficult than non-millennials.

 d) increase the job satisfaction of the millennials who are working for them.

a) give up family time on weekends to finish a work project
. ' b) sacrifice pay so that they can work shorter hours

| ) be left to find their own developmental opportunities

: d) be committed to their companies' profit-making motives

4. According to the report, which of the following would promote millennials’ loyal-

tx_t_q_t_h_e_!_r__czgmp_anx?_ ________________________________________________________________________________________________
a) better pay structures ]

. b) more opportunities for promotion

i ¢) a more regular working schedule

: d)the company's commitment to the greater good of society

S According to the report, millennials believe that it is importantto ...
a) be appreciated for the work you do. ’

. b) measure your productivity.

i ¢) show your bosses how long you are working in the office.

: d) work for a company that is bringing in a lot of money.



6. If managers want to keep their millennial employees happy, they should ...
;ra) avoid giving them feedback on the work they're doing. |
| b) give them options to work from home.

. ¢) have them develop the technological skills of the non-millennials.
: d) promote the importance of remaining loyal to the company.

1. Onpeoenume npeonosicenus xax eeprvie (True +) unu neseprnuvie (False -).

1. This report is based on surveys that only questioned people born between
1983 and 1994.

2. The surveys were conducted in several different countries.

. Millennials are less loyal to their companies than non-millennials.

4. Millennials believe that their technological skills are sufficiently ad-
vanced.

5. Managers should be aware of how happy their staff are with the amount of
work they have been given.

6. Managers should worry about their own work-life balance and not con-
cern themselves with problems in society.

w

IV. Hanuwume cmamuvio, ucnonvsys ungopmayuio 6 ungoepaghuxe na memy «The
generations in the workplacey.

THE GENERATIONS IN THE WORKPLACE

BASED ON A SURVEY OF 1,200 WORKERS ACROSS DIFFERENT GENERATIONS MEASURING THEIR STRENGTHS & WEAKNESSES

EXECUTIVE PRESENCE GENERATING REVENUE ADAPTABILITY COST-EFFECTIVENESS
66% — 32% — 10% 58%

— R Ee=—=—me—— ] |=—sS K8 I

R == i O - 7

TECH SAVVINESS RELATIONSHIP BUILDING PROBLEM SOLVING COLLABORATION

4% 34 I 26 % — 20%

_— 18% EEETETET— 53 57% j——s-=———HEN
78 13 I 17 27

BABY BOOMERS | GEN X MILLENNIALS
| o
BORN: <1963 om BORN: 1963-1980 ﬁ BORN:
PROS: Productive, ol i PROS: Managerial PROS:
hardworking, team i skills, revenue y
players, mentors ] generation, problem
| solving
CONS: Less i
adaptable, less i CONS: Less CONS:
collaborative ! cost-effective, less t
i executive presence
v e
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TEMA |lIl OIIMCAHME JEATEJIBHOCTU KOMIIAHUMA

Texct 1 «The Life Period of Companies»

|. Uzyuume nexcuxy ¢ npunoscenuu Quizlet no ccolixe nuorce.

https://quizlet.com/901905130/text-the-life-period-of-companies-flash-cards/?new

Il. Ilpoumume mexcm.

https://medium.com/@ AhmetAvsar/the-life-period-of-companies-bh727682b882a

On the one hand, there are thousands Of COMPA- . ..o or comomenreen commuesmmns 18000
nies that live only 15 years, while on the other hand, facebook &z i by ~owa (5¢)
there is a company which is1300 years old. So, the big . Ry airbb GOOgle
question is how does a company cheat death? . 7 amazon 9 B Microsoft

History is full of companies, which we thought " ke o, @@V W O
would never go bankrupt, but did. For example, o g .. Ak~ .

Nokia, Lehman Brothers, and Enron. In the case of
Enron 69 million dollars disappeared and in the case of Lehman
Brothers, an estimated 700 billion dollars vanished. It took years to

ﬁ recover from these economic disasters.
Today, Apple is the biggest company in the world, which it
wasn’t just 15 years ago. What made them number one? While there

may be hundreds of factors involved, we’ll focus on four of them and
their effects:
Innovation Customer behavior Management Harmony
and organization

Without question, the most important factor is innovation: that is, the ability to
do something different, something new, and something useful.

At the end of 90s, Nokia was the biggest cell phone company in the world. Eve-
rything looked great for them. Their biggest rivals were Ericson and Motorola, which
are also no longer leaders in their field. In my opinion, Nokia’s biggest mistake was a
lack of innovation. They repeated themselves. The Nokia 3310, 3210, 3320, etc., were
all technically the same phones with only minor differences among them.

This mistake was the result of greed and a lack of courage. In 2004, Nokia had a
3.8 billion Euro budget for Research and Development (R&D); Apple had under 2 bil-
lion, a much lower sum. Although Nokia failed, it spent more money than Apple in
2004. Hence, we might say that another reason for success is creativity! Steve Jobs
was incredibly creative and his creativity took him far ahead of his times, leading to
incredible success.
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After Apple’s huge jump, Nokia announced a smartphone 7710 on 2 November
2004. But for Nokia, it was loo late. History remembers and writes about those who
come first. Apple became the first company to create the useful touchable screen
phone and continued to deliver creative device after creative device, from the | Pad, to
the 1 Watch, to Apple TV, and more.

But, ironically, Apple has started to fall into the same pattern as Nokia at the
beginning of 2000. The latest | Phones are almost the same as their predecessors, with
only a few minor differences, like 1 % more battery, extra head phones, ports, etc.
Will they continue to dominate the cell phone market, or will a new innovator snatch
it from them? We’ll just have to wait and see.

Customer Behavior. Another major factor which affects
the life span of companies is customer behavior. Sony and Sam-
sung are excellent examples of this.

From the 70s to the millennium, people wanted durable,

y long lasting products. Whether for economic or technological
reasons, or some combination of both, consumers wanted to keep
their home technologies as long as possible. At a certain point, however, technology
started to move faster than ever. Every year, new technology led to new products be-
ing released on the market, and the differences between older and new products was
huge.

Along with great advertising, Samsung and LG started to produce excellent and

v g totally different TV units for the home. TVs which people had

mJ owned for years instantly became outdated. It didn’t matter how

strong and solid your TV was. Quality television became available

@ | Ej only on the new units. Suddenly, everyone needed a new TV. And,
"J as a result of new technology, they weren’t very expensive.

Management and Organization. Harmony. A company that wants to survive
a long time must be well organized and systematic. If we look at successful compa-
nies, it is evident that they hire the best people in their field. At the other end of the
spectrum, however, is a “Family Business,” which, for obvious reasons, is the easiest
type of company to establish. There are advantages and disadvantages to family com-
panies. Some family companies don’t trust the foreigners. But they shouldn’t forget
that 2 Steves of Apple (Jobs and Wozniak) weren’t family. But harmony of them
brought success to Apple.

Although companies don’t generally need to spend much effort on collaboration
anymore, instruments to achieve collaboration have been developed in the last 25
years. Technology transfer, also called transfer of technology (TOT), is the process of
transferring technology from the places and ingroups of its origin to wider distribution
among more people and places. Technoparks do the same thing. These places might
help companies to achieve harmony.

All companies will die. But some of them which play the game wisely, will last
longer than others. Some of the instruments needed to achieve this are education, crea-
tive marketing, the ability to follow world trends and effective R&D.
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. Hatioume 6 mexcme CUHOHUMBL K CILOBAM.:

competitor

the largest
shortage
goods

to found/set up

old-fashioned/out of date
pluses and minuses/pros and cons

error
rapid/quick
helpful

to employ

IV. Coomnecume pycckuii sxeuganenm ¢ aHeIUUCKUM.

XOpOLLO
OpraHu3oBaHH bIA

effective

innovation

HoBaTop,
nsobpetarens

result of greed

peayneTaT cKynocTy

on the other hand

durable

NPOYHbIN,
[OMroBEeYHbLIN

minor differences

long lasting
products

establish
collaboration

C Opyroi CTOPOHI

innovator

pesynbTar CKynocTut

He3HaYUTEenNbHble
pasnuums

OpraHn3oeaTb a)
COTpYyAHWYeCTBO

athheKTUBHBIN,

pesynsTaTuBHLIN

gonrosevHele
TOBapkl

evident

result of greed

WHHOBaUWA,
HoBOBBe[deHune




CPOK W3HW, CPOK

pe3yneLTar CKynocTu life span BOCCTaHOBUTLCA
aKkennyarauuu
BOCCTaHOBUTLCA
nocne
3KOHOMMYECKOrO
Kpuauca

$ to recover from
C OOHOW CTOPOHLI o result of greed to recover
economic disasters

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
i
1
i onthe one hand to survive BbIKMBATL
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1

V. Omeemovme Ha 6onpocwi

. Are there many companies that live fewer than 20 years?

. Is Apple the biggest company in the world?

. Is innovation the most important factor?

. Does customer behavior affect the life span of companies?

. Must a company be well organized and systematic if it wants to survive a long time.
. Do successful companies hire the best people in their field?

. What does abbreviation R&D stand for?

. What famous brand companies are mentioned in the text?

coO~NOoOOlThS WN -

Texct 2 «How Samsung went to one of the Top names in Techy»

|. H3yuume nexcuxy ¢ npunoscenuu Quizlet no ccolixe nuorce.

https://quizlet.com/901654337/how-samsung-went-to-one-of-the-top-names-in-tech-flash-
cards/?new

1. Hpoqmume meKkcm u 8bINOJHUME 3A0AHUSL NOCTe MEeKCMd.

https://th.bing.com/th/id/OIP.UIO4iM s80gzWIZChB529fwHaE7?rs=1&pid=ImgDetMain

B Samsung is a company that makes everything from dish-
@_ washers to smartphones, has become one the most powerful
‘@ and recognizable names in tech. A lot of people are even
| lumping Samsung together with Apple, Facebook, Microsoft,
1% Amazon, and Google as one of the most important tech com-
panies right now.

So how did Samsung get to where it is today?
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Note: Much of this information comes from Samsung's offi-
cial corporate history and various reports and stories about
the company.

freshtéch Samsung was founded by Byung-Chull

y = Lee in 1938 in Taegu, Korea. The com-
pany started as a food exporter in Korea
~and shipped items like dried fish and flour *
to China. Samsung got into other businesses throughout the 1950s
-and 1960s, including life insurance and textiles. Samsung Elec-
4 — tronics started in 1969. That division mostly made TVs. Samsung's
first black and white TV went on sale in 1970. Samsung expanded into even more
fields in the 1970s, including petrochemicals. It also started making washing ma-
chines, refrigerators, and microwaves. Samsung began to focus even more on electron-
ics in the 1980s. The company began producing color TVs, personal computers,
VCRs, and tape recorders. This was also the decade Samsung started exporting more
of its products to North America.

* - Samsung teamed up with BP in 1989 to form Samsung BP
Chemicals. The company sells chemical products in Korea. In the
early and mid-1990s, Samsung started producing memory and
hard drives for use in personal computers. That's still a big part
of Samsung's business today. According to company legend, one
of Samsung's first mobile phones did not work when it came out
in 1995. When Samsung's chairman Kun-Hee Lee found out, he
visited the factory where the phones were made and reportedly had the entire invento-
ry burned.
= After that initial slip up, Samsung began taking mobile more seriously by the late

1990s. It released one of its first Internet-ready phones in
1999. Mobile would eventually grow into Samsung's most
profitable business.

= In the late 1990s, Samsung made more advances in televi-
sion. It created the world's first mass-produced digital TV
in 1998. It had a full lineup of digital TVs by 1999.

= Samsung began making HD TVs in the early 2000s. It went
on to make Blu-Ray players and other home theater equipment. Today, Samsung
makes some of the best HD TVs you can buy.

= Samsung introduced its first flagship Android phone, the Galaxy S, at the Mobile
World Congress in 2010. Thanks in part to its marketing success and great prod-
ucts, Samsung makes more smartphones than any other competitor. And it contin-
ues to make all sorts of electronics and components. If it runs on electricity, Sam-
sung probably makes it.
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11l. Coomnecume omoen (department) ¢ (yHKYusMU, KOMOPbIU BbINOIHAEM OAHHLILL

omoeil.

Every successful company has different departments taking care of various
tasks. All departments work together to help the company achieve its goals and be-

come successful

1. Operations/
Delivery

a. The department is responsible for managing employment-related tasks
and issues and engaging the team. This may involve recruiting and hiring
employees, managing benefits, and addressing any issues or concerns
that arise.

2. Purchasing

b. This department is responsible for managing office tasks and systems
in order to maximize efficiency. This may involve managing databases
and maintaining office equipment. They also take care of organizing and
maintaining paper and electronic files, and records management.

3.1T

c. This department is responsible for developing new and existing prod-
ucts or services for sale. It is usually headed by a product manager and
they may conduct research and development in order to create innovative
offerings that meet the needs of customers.

4. Marketing

d. The department manages the day-to-day activities that are required to
produce and distribute a company’s products or services. This can in-
clude managing and coordinating the use of resources such as labor, raw
materials, and equipment, as well as overseeing production and logistics
processes.

5. HR

e. The department in a company is responsible for procuring goods and
services for the organization. This includes identifying potential suppli-
ers, negotiating prices and terms, and placing orders.

6. Finance

f. One of their main responsibilities is recording and maintaining accurate
financial records of the company’s transactions, such as income, expens-
es, and assets. This includes preparing financial statements, such as in-
come statements and balance sheets, which provide a snapshot of the
company’s financial performance.

7. Accounting

g. They are responsible for ensuring that the company’s financial opera-
tions are conducted in a legal, efficient, and effective manner. The de-
partment is responsible for managing a company’s financial resources,
including its revenue, expenses, and debt. This department also works for
tasks such as preparing financial statements, forecasting cash flow, man-
aging budgets, and developing financial strategies.

8. Sales

h. The department is responsible for generating leads for the sales team
to convert into clients or customers. This may involve creating marketing
campaigns, conducting market research, and promoting the company’s
products or services in various platforms.

9. Product/Service
Development

i. The department is assigned for managing and maintaining the compa-
ny’s computer systems, networks, and software applications. They ensure
that the company’s IT systems are secure and protected from unauthor-
ized access, manage and maintain the company’s website and online
presence, provide technical support to employees, and many more.

10. Administrative
department

k. The sales department is tasked to convert prospects into clients or cus-
tomers. They may conduct market research, make sales pitches, and ne-
gotiate deals in order to grow the customer base of the organization.

IV. Coomnecume pycckuti sx8usaieHm ¢ aHeauticCKum.
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Texct 3 «Working from home»

|. H3yuume nexcuxy ¢ npunoscenuu Quizlet no ccolixe nuorce.

https://quizlet.com/901177294/text-working-from-home-flash-cards/?new

1. Hpoqmume MeKcm U 8bINOJIHUMeE 3A0aHUs NOCIe meKcmd.

Before the coronavirus pandemic, the world’s largest
cities had thousands of workers commuting from their homes
to office towers every day. Now many large companies have
decided that it is highly unlikely that all their workers will
permanently return to office work. Company executives were
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forced by the crisis to figure out how to function effectively with workers operating
from home — and realized surprisingly that it was not all bad.

Ways of working. I’m a travel agent. I am an office work-
er in a travel agency. It’s a nine-to-five job with regular working
hours. | need my swipe card to get into the office. The work is
very interesting. | communicate with people a lot face to face and
on the phone. 2°I’m in computer programming. There’s a system
of flexitime in my company, which means we can work when we
want, W|th|n certaln limits. We can start at any time till 11, and finish as early as 3 — as
long as we do enough hours each month. It’s ideal for me as I have two young chil-
dren.’

‘I work in a car plant. I work in shifts and | have to clock
on and clock off at the beginning and end of every shift. | may §
be on the day shift one week and the night shift the next week. g
It’s difficult changing from one shift to another. When I change g
shifts, | have problems changing to a new routine for sleeping |
and eating. When the company is selling lots of cars, they ask
us to work overtime — more hours than usual for more money.’

‘I’'m a commercial artist in an advertising agency. Un-
like most other people in my department who commute to
work every day, | work from home and avoid the long jour-
neys that some commuters experience every day. That’s the
benefit of remote work — working from home and using the
computer and phone to communicate with other people.’

. Hatioume 6 mexcme CUHOHUMBL K CILOBAM.:

1. to work from home a.
2. alot of big companies b.
3. to come back to office work C.
4. flexible hours d.
5. to work_ extra hours e.
6. distant work f.
7. to socialize with people g.
8. long trips h.

IV. Coomnecume pycckuti skeusanenm ¢ aneauticCKum.
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! yxoaa ¢ paoothl 06paTHo (06bI4HO Ha

i paborty)

i . " orgen,

i department a nine-to-five job pabotac9 go 17

| JenaprameHT

I to operate from ‘

i commuter office work to clock off

i home

i_ _________________________________________________________________________________________________________________________________
: erynspHoin/

i : y pabotaTtb oTMeyaTb Bpems PRIEP ; 6)
i night shift yCTaHOBIEHHbIN

i CBEPXYPO4HO yxoaa ¢ paborbl

i rpacpuk pabortbl

i HOYHasa cMeHa, regular working ’

i to commute to work overtime

! DEXYypCcTBO hours

i €3aUTb Ha paboTy u

i othucHas pabora to clock off office work obpaTtHo (4acTo u3

i npuropoaa)

V. I[loobepume pyccxue 3K8UBaIeHMbl NPULAAMETILHLIM 8 mabauye.

Hpuﬂazameﬂbubte, Komopbsie mocym ynompeﬁfmmbcu C cyuiecmeumeibHbIMU
‘job/work’
satisfying, stimulating, fascinating, exciting

dull, boring, uninteresting, unstimulating
repetitive, routine

tiring, tough, hard, demanding

VI. Hauoume 6 mexcme CUHOHUMBL K CILOBAM.:
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a factory worker

a software developer

a travel agent

a commercial artist

VIl. Coomnecume cmuns pabomsi ¢ npogheccueil.

a. work in shifts

1. A designer in a website design company. Has to be in the
office, but can decide when she wants to start and finish
work each day.

b. work under a flexi-
time system

2. A manager in a department store in a large city. Lives in
the country.

c. work remotely

3. A construction worker on a building site where work goes
on 24 hours a day.

d. commute to work

4. A worker in a chocolate factory in the three months be-
fore Christmas.

e. clock in and out at
the same time every
day

5. A technical writer for a computer company. Lives in the
country and visits the company offices once a month.

f. work overtime

6. An office worker in a large, traditional manufacturing
company.
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VIIL Ilocmompume 6uodeo no ccolixe https://www.youtube.com/watch?v=PnoLUoYumbk

a) llepeseoume neznaxomvie croéa 6 madauye Ha pyCCKUll sA3vlK.

human resources

a human resources manager;
HR manager

a team meeting

human resources departmental
managers

a meeting

a weekly team meating

regular meeting

to implement flexible working
hours

a line manager

to implement changes

company culture

a change to company culture

in terms of

a huge change

actually

in terms of time keeping

basically

in terms of record keeping

as you know

administrative system

Sfinally

to look into the process

office space

a three part process

to suit somebody

to suit everyone

aa v

to be appropriate to make recommendations

to work at fixed time | It is not as bad as it sounds

to work shifts to be appropriate for certain
to work fixed hours | jobs and roles

to work core hours to list departments into 3 groups

to deal with an issue | middle and senior management

0) llepeseoume npeonodxicenus Ha AH2AUUCKUL A3bIK, UCNOTbL3YS CI08A U CIOBOCOUEMA-

H

1.

2.

(G2 I~ OV)

\‘

9

1
1
1

us 8 mabauye sviule.

Menemxepsl 10 paboTe ¢ MEPCOHATIOM M3 Pa3HbIX OTJIEIOB IPOBOAST CBOE €KEHE-

JICJILHOE COBEIIIaHHUE ceryac.

51 6b1 xOoTen moroBopuTh ¢ Bamu mapy MHUHYT 00 M3MEHEHUAX B paboTe Halleu

KOMIIaHUU. MBI IJIaHUPYEM BHECTH OIpPOMHBIE M3MEHEHHs B OnmkaiimeMm Oyny-

LIEM.

. K coxxanenuro, B HalieM HOBOM o(rice HeJOCTaTOYHO MeCTa JIJIsl BCeX.

. MBI uTanupyeM BHEIPUTH THOKHMA rpaduk paboThI Isl HEKOTOPBIX COTPYTHUKOB.

. HekotopsiM coTpyaHuka OyAeT mpeajiokeHo padoTaTh U3 J0Ma, €CIIH 3TO UM IO0-
JTOUIIET.

. MBI yBepeHsl, paboTa 1o ruOkoMy rpaduky He BCEM COTPYIHUKAM MOJIONAET.

. B3rngaute Ha 3T OyMaru: st pa3fesnunil Bce OTAEIbl U KOMaH bl Ha 3 TPYIIIbI.

. COTpyIHUKH, OTHOCSILIMECS K MEepBOU rpyrie, OyayT padoTaTh B (PUKCUPOBAHHOE
BpeMSI KaX/Iblil IeHb, HApUMeEp, paOOTHUKH KOJUI-IIEHTpA.

. Uro kacaercst rpynmbl No2, 3TU COTPYAHHMKH CMOTYT paboTaTh MO CMEIICHHOMY
rpaduKy, KOTOpbIi OHU OyAyT COTJIACOBBIBATH C JMHEMHBIM PYKOBOJIUTENIEM HIIU
PYKOBOIMTENEM TPYIIIIHI.

0. 'mbxocTh pabouero BpeMEeHH MOAXOIUT IJIsi COTPYAHUKOB HE BCEX JIOJKHOCTEH.

1. A cetiuac paGoTaro HaJ 3TUM BOIIPOCOM.

2. K rpynne 3 oTHOCATCS PYKOBOAUTENU CPEAHETO U BBICIIETO 3BEHBEB.
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Texkcr 4 «Work-life balance»

l. Coomnecume Onpedeﬂeﬂuﬂ C coomeemcmeayr UM Ciroeamu u Ci1o60codemaruimu.

a. a regular journey between work and 1. idle chit-chat
home
b. to be allowed to decide what to do by 2. parental leave

yourself :
c. to record the time you begin work 3. to bounce ideas off someone
d. a period of time a parent takes off 4. to wear someone out

work to take care of their new child
e. calculated according to how many 5.to clock in

hours you work
f. to make someone very tired 6. to make a concession

g. to give or allow something in order to 7. paid on a pro-rata basis
end an argument or conflict
h. talk that is informal and irrelevantto 8. a freelancer
work
I. @ person who sells their services or 9. a commute
work by the hour or day
J. to share ideas with someone in order  10. to be left to your own devices
to get feedback on them

1. Hpoqmume meKcm U 8bINOJHUME 3A0AHUsL NOCe MeKCmda.

Ronan. “I work in a fairly traditional office envi-
ronment doing a typical nine-to-five job. I like my job, but
it’s annoying that my commute to work takes an hour and a
half each way and most of my work could really be done
online from home. But my boss doesn’t seem to trust that | Z IFE
we will get any work done if left to our own devices, and
everyone in the company has to clock in and out every day. It’s frustrating that they
feel the need to monitor what we do so closely instead of judging us based on our task
performance, like most companies do these days.”

Jo. “T used to do a typical five-day week, but after |
came out of my parental leave, | decided that | wanted to
spend more time with my children before they start school.
After negotiating with my boss, we decided to cut my
. working week down to a three-day work week. This of

= '«M & course meant a significant cut in my pay too, as I’'m paid
D s on a pro-rata basis. I’ve since noticed, though, that my
workload hasn’t decreased in the slightest! I’'m now doing five days’ worth of work in
three days, but getting paid much less for it! | find myself having to take work home
just so that I can meet the deadlines. It’s wearing me out trying to juggle work with
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looking after my children and my family, but I don’t dare to bring this up with my
boss because I think he feels as if he’s made a huge concession letting me come in on-
ly three days a week.”

Marcus. “I work for a global IT company, but because their g
headquarters is in the States, | do all my work online from home. ’ ﬂ
That means that I don’t waste time commuting or making idle L
chitchat with colleagues. | work on a project basis, and this flex- Wil :
ibility is very valuable to me because it means that | can easily ﬂ '
take some time off when my children need me to go to their
school performances or if | need to schedule an appointment with the dentist. The
downside is that without clear office hours, | tend to work well into the evening, some-
times skipping dinner to finish a task. It can also get quite lonely working on my own,
and | sometimes miss sharing ideas with colleagues.”

Lily. “I’'m a freelancer and work for myself. This is
N great because | am in control of what | do and how I spend

. my time. At first, | was working from home, but | found it
g really hard to concentrate. There were just too many dis-
tractions around: housework that needed doing, another cup
of tea, my family members wanting my attention for vari-
ous things. So I started to go to a nearby café to work, but
the Wi-Fi connection wasn’t ideal and I found myself drinking too much coffee. In the
end, | decided to rent a desk in a co-working space with five other freelancers like my-
self. I liked getting dressed to go to work in the morning and being able to focus in an
office environment. The other freelancers do similar kinds of web-based work to me
and so it’s nice to have workmates to bounce ideas off as well.”

1. Buibepume npasunvuwiii omeem:

1 Ronan would prefer it if he



e e e e e e e e e e e e e e e e e e e e e e e e e e

IV. Onpeoenume npeonoacenus kax eepuvie (True +) unu nesepuoie (False -).

1. Ronan’s boss thinks his employees will not be as productive if they work
from home.

2. Ronan thinks that the performance of employees should be judged accord-
ing to how much time they spend in the office.

3. Jo is paid the same for a five-day work week as she is on a three-day
week.

4. Jo feels exhausted trying to manage both a five-day workload and child-

care.

5. Although Marcus sees the benefit in not having idle chit-chat, he misses
interacting with his colleagues.

6. Lily didn’t like working from the café because the coffee wasn’t very

good.
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V. 3anonnume nponycku (1-13) coomeemcmayowumu cro8amu 1 C1080COYEMAHUIMU.

1 Peoplearehappoerwhenmey
have lots of

2 You need to tak to people

11 People are more
in an office.

3 There might be many
when working

at home.

5 Your life is much more
if you work

at home.

10 You will if you
work at home.

7 Companies worry that staff
at home mightnot ____ 6 These days

at home might be . 8 One problem of working at —— e L
homeissocial ________ .

9 Another problem of working

1 is an example of a distraction at home.

2 | feel social isolation when

3 | like/don't like working in a team because

4 | feel stressed when

5 My favorite technology for working remotely is

6 My favorite kind of social interaction is

7 | would prefer a flexible/ffixed work schedule because

VI. Omeemovme na 6onpochwi:

a. What is work-life balance?

b. What are the advantages and disadvantages of your working situation?
c. What would you change if you could?
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Texct 5 «Business today»

|. U3yuume nexcuxy 6 npuroscenuu Quizlet no ccolixe nuoice.

https://quizlet.com/904613839/business-today-flash-cards/?new

1. Hpoumume meKkcm, cocmaebme NnJiaH U Hanuuitume nepeckas mexkcmada.

Advances in technology are bringing rapid changes in the ways we produce
and deliver goods and services. The Internet and other improvements in communica-
tion (smartphones, video conferencing, and social networking) affect the way we do
business. Companies are expanding international operations, and the workforce is
more diverse than ever.

A business is any activity that provides goods or services to consumers for the
purpose of making a profit. Revenue represents the funds an enterprise receives in ex-
change for its goods or services. Profit is what’s left (hopefully) after all the bills are
paid.

First, whereas Apple produces and sells goods (Mac, iPhone, iPod, iPad, Ap-
ple Watch), many businesses provide services. The bank is a service company, as is
the Internet provider. Hotels, airlines, law firms, movie theaters, and hospitals are also
service companies. Many companies provide both goods and services.

Second, some organizations are not set up to make profits. Many are established to
provide social or educational services. They are not-for profit (or nonprofit) organiza-
tions.

Participants. Every business must have one or more owners whose primary role
Is to invest money in the business. When a business started, it’s generally the owners
who polish the business idea and bring together the resources (money and people)
needed to turn the idea into a business. The owners also hire employees to work for
the company and help it reach its goals. Owners and employees depend on a third
group of participants— customers. Ultimately, the goal of any business is to satisfy the

needs of its customers in order to generate a profit for the

owners.
% I w Employees

business has stakeholders— those with a legitimate interest
in the success or failure of the business and the policies it
adopts. Stakeholders include customers, vendors, employ-
ees, landlords, bankers. All have a keen interest in how the
business operates. Stakeholders do not always see things ¥ -
the same way.

Management. Managers are responsible for the
work performance of other people. Management involves
planning for, organizing, leading, and controlling a company’s resources so that it can

achieve its goals. Managers plan by setting goals and developing strategies for achiev-
ing them. They organize activities and resources to ensure that company goals are met

Stakeholders. Whether national or local, every
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and staff the organization with qualified employees and managers lead them to ac-
complish organizational goals.

Operations. All companies must convert resources (labor, materials, money,
information, and so forth) into goods or services. Some companies, such as Apple,
convert resources into tangible products — Macs, iPhones, etc. Others, such as hospi-
tals, convert resources into intangible products — e.g., health care.

Marketing. Marketing consists of everything that a company does to identify
customers’ needs (i.e. market research) and design products to meet those needs.
Marketers develop the benefits and features of products, including price and quality.
They also decide on the best method of delivering products and the best means of
promoting them to attract and keep customers. They manage relationships with cus-
tomers and make them aware of the organization’s desire and ability to satisfy their
needs.

Accounting. Managers need accurate, relevant and timely financial information.
There are two fields of accounting. Financial accountants prepare financial statements
to help users, both inside and outside the organization, assess the financial strength of
the company. Managerial accountants prepare information, such as reports on the cost
of materials used in the production process, for internal use only.

Finance. Finance involves planning for, obtaining, and managing a company’s
funds. Financial managers address such questions as the following: How much money
does the company need? How and where will it get the necessary money? How and
when will it pay the money back? What investments should be made in plant and
equipment? How much should be spent on research and development?

External Forces. Businesses don’t operate in a vacuum: they’re influenced by a
number of external factors. These include the economy, government, consumer trends,
technological developments, public pressure to act as good corporate citizens, and oth-
er factors. Companies such as Taco Bell, McDonald’s, Cook-Out and others all com-
pete in this industry. A strong economy means people have more money to eat out. All
industries are impacted by external factors, not just the food industry.
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TEMA IV ITPABUJIA BEJAEHUS IEPET'OBOPOB
IHHEPEI'OBOPBGI 110 TEJIE®OHY

Texcr 1 «Negotiating»

|. HU3yuume nexcuxy 6 npunoscenuu Quizlet no ccolixe nuoice.

https://quizlet.com/905489239/Tekct-neqotiating-flash-cards/?funnelUUID=ed11b8dd-eba4-4ec3-
819e-2f37bdcded506

Il. Iloob6epume k crosam u gppazam coomeemcmayowue onpeodeieHus..

1. to clash a) a situation where people work together to achieve the same
thing

2. to get your b) the capacity to make a profit

(own) way

3. to compromise | c¢) a wrong idea that is based on a failure to understand a situa-
tion

4. collaboration d) to get what you want, even though other people disagree

5. a misconception | e) to reduce your demands in order to reach an agreement

6. a foundation f) an argument

7. profitability g) to be in conflict

8. a quarrel h) a base or starting point

. Ilpoumume mexcm u evinonHume 3a0anusi Nocie mekcma.

Whether you’re negotiating a multimillion dollar deal,
agreeing on your role in a project or simply persuading your col- |
leagues to go for Chinese food for lunch, effective negotiation
skills can help you to motivate other people, get the best results
and improve profitability. There is often a misconception that
negotiating is about insisting on our point of view to get our own way. Conversely,
others assume that negotiation is all about compromise and that we have to be ready to
forget 50 per cent of what we want.

The first step to understanding the role of collaboration in negotiations is to re-
alise that it is not always a competitive situation. One person’s ‘win’ doesn’t have to
equal another person’s loss. Exploring the interests and needs of both parties can help
us see solutions we didn’t consider before. Here are five things we can do to collabo-
rate when negotiating.

1. Know your objectives. What are your interests in this? Make a list of the re-
sults you’d like to achieve. What are your priorities? Remember that maintaining a
good relationship might be one of your objectives.
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2. Separate the people from the issue. Understand the difference between the
content of the negotiation and the people who are negotiating. Try to be objective and
manage your negative emotions.

3. Ask questions and listen. Some people enter a negotiation prepared with a
speech about what they want. It is important to also understand your negotiation part-
ner’s interests and objectives. So, ask questions, listen and get an overview of every-
one’s situation.

4. Find shared interests. How different are your interests from your negotiating
partner’s? Get to know which interests clash and which ones are shared. An under-
standing of shared interests will help you see this as an opportunity to work together
rather than a competitive situation.

5. Look at creative options. The first solution you think of, for example splitting
the orange in half, might not always be the best one. Think creatively and discuss dif-
ferent alternatives that might work for everyone. Most people have positive intentions
and they do want to get along, even in potentially tense situations. By showing that we
are professionals capable of collaborating, we can not only please everyone involved
but also set a strong foundation for future negotiations.

IV. Coomnecume pycckuii sxeuanenm ¢ aHeIUUCKUM.

1

1

i HenpasunbHoe a)
| BECTW NeperoBopsl, . ) )

i npeacTaBnexue, misconception overview

|  JoroBapusaTtbCsi

! 3abnyxaeHune

1

1

1

1

1

1

1

i

1

i point of view to collaborate priorities to negotiate
i

1

1

1

1

i

1

i pabotaTb

i 0630p, obuee TOYKa 3peHus,

! COBMECTHO, npuopUTeTHI
i npeacTaeneHune MHeHWe, B3rnsa

| COTpyAHUYaTL

1

1

i

1

i o e s e .  —————————————————————————————————————————————————————————————————————————————————
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profitability

obLme nHTEpecsl

to motivate

to improve
profitability

to negotiate

KOHKYpeHTHas
cuTyauus

reduce demands

quarrel

BapuaHT (onuwus)

alternative

ansTepHaTuBa,
BbIOOp

yAyuLWwuTh
nNpUBLINBHOCTD

ansTepHaTuea,
BbIOop

alternative

MaTU Ha
KoMnpomMmucc

CHU3UTb
TpeboBaHus

anbrepHaTtuea,

BbIGOp

negotiation skills

shared interests

option

to motivate

BECTU NeperoBopsbl,
AoroBapusarbCs

reduce demands

BapuaHT (onuus)

alternative

to compromise

NpUBLINBHOCTb,
peHTabenbHoCTb,
[0XOAHOCTb

MOTVBUPOBATb,
nobyxaarb

yMeHMs BeCcTu
neperoBopsbl

competitive
situation

CHU3NTb
TpeboBaHus

MOTMBUPOBATD,
nobyxaatb

ccopa

point of view

TOYKa 3peHud,
MHeHWe, B3rnaa
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V. Ilpoumume ouanoe u nepesedume Ha pycckutl s3vix.

YOU: Hello, it’s great to meet you in person so we
can talk about your new project. Can you tell me a
little more? What would you like to accomplish?

YOUR CLIENT: We’d like to offer training to all of
our staff. We want them to be great negotiators!

_——
L I ) .7 ‘

YOU: That sounds like a wonderful idea. And how ? 3 -
we can help you reach your goals? ] l | @ , L_

YOUR CLIENT: What we’re interested in is a full-
time immersion for our entire team. We’d like to focus on just this skill for one week
at least.

YOU: So, if I understand you correctly, you’d like your entire sales team to focus
only on this training, during all of their normal working hours. For a week. Or perhaps
more. Is that right?

YOUR CLIENT: Yes, but we can only do that during one of the weeks when busi-
ness 1s usually slow. But yes, that’s the idea.

YOU: That’s definitely something we can do. We can offer you a one-week training
session for your entire sales team, during your slow season. We’ll add a second train-
er so that your team can work in small groups. How does that sound?

YOUR CLIENT: It sounds great. But since we’re a large team and we are planning
our training well in advance, | was wondering if you could also provide us with an ex-
tra session on negotiations in English. For the same price...

YOU: That’s a fair suggestion. We could offer you the English training during your
week-long training free of charge.

YOUR CLIENT: Perfect. I think that’s everything.

YOU: I think we have a deal. I'm looking forward to working with you.

VI Ilepesedoume onpocul ¢ aHenUNCKO20 HA PYCCKULL A3bIK U cOCmagbme Ouanioe, uc-
nob3Y5A OAHHbIE BONPOCYHL.

1. To find out what your client wants to do:
What would you like to do?

What would you like to achieve/accomplish?
What are your goals?

2. To ask what your client wants from you or your company:
What do you expect from our company?
What do you expect from our work together?
How can we help you reach your goals?

3. To find out what your client wants to say more precisely or to clarify:

What do you mean by (a
word/phrase)?
When you say what do you mean?
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What do you mean by full-time training?

How many hours a week would that be for your
team?

4. To ask your client his or her opinion:
What do you think...

What do you think about that?

What do you think about our offer (our pro-
posal? the plan I’ve presented/ the schedule...)
How does that sound?

How does that sound to you?

5. To make sure everyone understands your agreement
| would like to clarify our position.
Just to clarify...

6. If everything goes well, to close the negotiation:
It’s a deal.

We have a deal.

| think we have a deal.
For more details, how to negotiate follow the link: ....
https://christinarebuffet.com/blog/business-english-negotiations/#section-2

Texcr 2 «Negotiation across the globe: How cultures impact style»

l. Hpoqmume meKcem u cocmaebme CRUCOK U3 HESHAKOMbBIX CI06. Hepeeedume HEe3HAa-
KoMble C108a HA PYCCKUU A3bIK (co30atime C80l YyueOHblll MOOYIb 8 NPULONCEHUU
quizlet).

If you're doing business internationally, it's important to be aware of the differ-
ent negotiation styles used around the globe. Depending on the country, culture can
have a big impact on the way negotiations are conducted.

In Japan for instance communication tends to be more reserved than in countries
like the United States where people are much more expressive. In Mexico people fre-
quently communicate through physical contact, such as touching a shoulder or giving
a hug after conversing. And in India speaking too loudly, for example, can be seen as
disrespectful. These fundamental differences in communication styles go beyond lan-
guage barriers - they're reflective activities and expectations that vary from culture to
culture. Understanding these nuances can help us better interact with those around us
and adjust our own behavior when communicating with someone from another cul-
ture.

Tips for negotiating with people from different cultures

Negotiating in foreign cultures can be challenging, but with the right preparation
and respect for different customs, it will become easier. To make a successful negotia-
tion, take the time to learn about the culture of the other party. Research some of the
common ways people communicate and how they handle negotiations. Show respect
through your words and attitude; any rudeness or disingenuity on your part could lose

64



you the deal. In addition, it is important to maintain an open attitude while at the same
time remaining aware of cultural differences which may affect communication styles
as well as points of view on certain topics. Finally, no matter what culture you are ne-
gotiating with, always remember that you are both working towards a shared goal —
finding an outcome that works for everyone involved.

Il. Onpeoenume npeonosicenus kax sepuvie (True +) umu neeepnole (False -).

1. If you're doing business with different countries, you should be aware of
the different negotiation styles used across the world.

2. Culture doesn’t influence the way negotiations are conducted.

3. In the United States people are not emotional.

4. Being aware of cultural differences can help us adjust our own behavior
when communicating with someone from another culture.

5. When parties negotiate they are trying to reach a shared goal — finding an
outcome that works for everyone involved.

I1l. Omeemvme na éonpocewi.
1. Why is it important to be aware of the different negotiation styles used around
the globe if you're doing business internationally?
2. What is the difference between communication in Japan and the USA?
3. According to the taxt in which country do people frequently communicate
through physical contact?
4. Can speaking too loudly be seen as disrespectful?

Texct 3 «How to negotiate over the phoney»

1. Uzyuume nexcuky 6 npunoscenuu Quizlet no cevinke nuoice.

https://quizlet.com/907551766/Tekxct-how-to-negotiate-over-the-phone-flash-cards/

Il. Ilpouumaiime u nepesedume mexkcm Ha pyccKutl A3viK.

A good number of people have gained top-notch negotiation skills and have
mastered the art of getting deals settled in one-on-one conversations by following the
negotiation society. In today’s world, negotiators have gone far beyond a physical in-
teraction involving two or more parties. It can be done in different contexts and with
various media. One of such ways is negotiating over the phone. People choose to ne-
gotiate over the phone for many reasons. First, it is quite convenient and can be set up
easily. Furthermore, the accessibility to mobile phones makes it a preferred choice for
people in different geographical locations to conclude a deal, while saving cost on
transport and time. Also, over-the-phone negotiations are less strenuous. You can get
support from people around you and in a familiar environment, where you feel more
comfortable. Giving a surprise call to your counterpart can turn the negotiation to
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your favor. However, the same strategy can be employed against you. Which is why
you should understand the rudiments of engaging in a negotiation over the phone, and
best practices to ensure you get the best deal.

While setting up a negotiation over the phone is quite easy, many factors should
be considered in making sure your dialogue goes as you desire. You will want to have
this kind of conversation in a place with minimal distraction, for instance.

Be careful not to expose too much: When speaking on the phone, it is easy to
ramble on and on, as you do not have visual cues to determine if what are you saying
sits well with the other party, or if your point is well understood. Try to prepare your
points before talking on the phone. You will use a different approach, as people do not
interact over the phone, as they do in real life.

Listen attentively: Humans are visual creatures, and as such, visuals account
for about 90% of the information taken in, about the surrounding. When on calls, you
are not privy to visual cues that determine the body language of the other party. You
have to rely on the words used, tone, and manner in which they communicate. Active
listening is, therefore, important if you want to get the best possible deal without miss-
ing out on any important info.

An excellent way to check if you are on the same page is to repeat what you
heard at intervals. Doing this clears any discrepancy or ambiguous detail. It also helps
you understand the situation better.

Give room for the other party to speak: do not be the only one talking,
throughout the call. When you speak more, you are likely to give out too much infor-
mation (see the first tip above). Allow the other party to fill you in with as much in-
formation as possible.

Control the pace of the conversation: when you are involved in a conversation
over the phone, try to take charge of the negotiation by controlling the speed at which
decisions are made. You can then reschedule the call for when you are fully decided.

Ensure the negotiation is following the right procedure: when you do not
check to see if you are on the phone with the right person, you may be roped into a
conversation with an inappropriate channel and have a deal go awry. Check to confirm
that you are negotiating with the right person and, if not, route the call to the appropri-
ate party.

Make sure you are clearly understood: even when you are not talking over
the other party, do your best to communicate clearly in a way the other party under-
stands you. Go over your points, ensuring your counterpart is carried along.

Follow up after the call: in the course of the phone call, you must have made
essential notes and reached certain conclusions. Prepare these as a document and send
it to the other party, to confirm all the details and clear out any possible misunder-
standings. Having negotiations can result in more back and forth than a physical
meeting. It can also negatively affect the relationship with the other party. As such,
endeavor to have physical deals with parties you intend to maintain their relationship.
Otherwise, negotiating over the phone provides an effective means of fast-tracking
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deals and conveniently reaching decisions with other parties, especially when distance
IS a barrier.

1. 3anornume nponycku cioeamu u ciroeocovemarnuimu uz mexkemad.

negotiations * accessibility * over the phone * a familiar environment * visual
creatures * setting up a negotiation * negotiators

1. Thanks to the to mobile phones people often negotiate

2. During over-the-phone you can get support from people around
you and in where you feel more comfortable.

3. Humans beings are :

4. When over the phone you can have this kind of conversation
in a place with minimal distraction.

5. Nowadays go far beyond a physical interaction involving two

or more parties.

IV. Coomnecume pycckuii sxeuanenm ¢ aHeIUUCKUM.

I e e
. a)
a familiar pasroBop C rnasy Ha noaaepxueatb Y4aCTHUKK
environment rnas OTHOLLEHUA neperosopos
one-on-one —-— . to maintain 3HaKomas
) negotiation skills . .
conversation relationship obcTaHoBKa

B35iTb Ha cebs
_ HaBbIKV BefleHUs
negotiators OTBETCTBEHHOCTb, to take charge of
neperosopos
BO3raBuTh
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B3ATH Ha cebs 0)

to take charge of ~ to getthe bestdeal = OTBETCTBEHHOCTb, top-notch
BO3rMaBuUTb
HaBbIKW BeAeHUs o . to negotiate over .
negotiation skills visual creatures
neperosopos the phone

NepBOKNACCHLIN,
NPEBOCXOAHbIN,
BbICLUMIA Knacc

BU3yanbHbIe BECTY MEpPeroBopbl 3aKM4UTL NyyLLyHo
cylecTsa no TeneoHy caenky

Tekcr 4 «Starting a phone conversation»

|. Ilpouumaiime ouanozu u nepesedume Ha pyccKuti A3viK.

The call on the left is between two friends: Joe and Lily. When British people
answer the phone athome, they usually just say ‘hello’. The call on the right is a more
formal business call.

JOE: Hello? FORMAL

LILY: Is that Joe?

JOE: Yeah.

LILY: Hi. It’s Lily.

RECEPTIONIST: Good morning. Chalfont Electronics. INFORMAL
PAUL SHARP: Oh, could I speak to Jane Gordon, please?

RECEPTIONIST: Yes. Who’s calling, please?

PAUL SHARP: My name is Paul Sharp from Bexel Plastics.

RECEPTIONIST: Right, Mr Sharp. I’m putting you through [[’'m

connecting you] ... (pause) ...

JANE GORDON: Hello?

PAUL SHARP: Mrs Gordon?

JANE GORDON: Speaking. [Yes, this is Mrs Gordon.]
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Texcer 5 «Problems on the phone»

|. Ilpoumume mexcmui, nepegedume Ha pyCCKUli A3vIK.

| tried to ring you this
morning [phone you] but

| think you were on the

phone to your mother
[using the phone].

w | think | dialled [made a phone call

b to a particular number] the wrong
number (e.g. 451 and not 351) this
morning - | got a very angry
person on the phone!

| gave her a ring this morning
[phoned her], but | couldn’t get
through [make contact / speak
to her]; the line was engaged
[being used, someone was on
the phone].

| left a message (e.g. Please ring

~me) on Dan’s answerphone as

{ i he was out [not there; syn not in],

~~  but he never phoned me back

4 [returned my phone call], so | don’t
know if he got my message.

Il. Ilepesedume npednosicenus na anenuticKutl s3vlK.

a. Korz[a BEBI ITBITAJIMCh MHC IIO3BOHUTD, S pa3roBapuBajia C 3aKa34YHNKOM.

0. K coxanenuto, s ommbiaach HOMEpOM.

B. OHM noo0Oeany Nepe3BOHUTh HaM Yepe3 2 yaca.

r. Sl He cMorfia J03BOHUTHCS Buepa. JInHus Oblia 3aHATA.

1. 3anoanume nponycku cioeamu u cioeocovemarusimMu us mexkemad.
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A: Hello?
B: Good morning. Could | | speakto Luke James?
A: Who'S? ..o, PlEASE?
B: B s Liam Matthews.
A: One moment, please. 'm* ... you through.
C: Hello?
B s Mr James?
e
A: Good morning. Boulding Limited. Can | help you?
B: Yes.I'm trying to contact Oliver Fallow. He lefta’ ... onmy?
A: Isee. Well, ’m afraid Mr Fallow’s® ... at the moment. Can | ask him to
B __ YOU oo later?
Hello
[ PR Carlos?
Yeah, speaking.
Hi Carlos. 2 Serena.

Oh hello. | was expecting you to ring last night.
| did, but | couldn’tget®® ... ; the line was * :

Ohyes, I’'m sorry about that. | was *° the phone to my brother for about
an hour.

ZRPEDEDR

Texct 6 «Mobile phones and texting»

l. Hpoumume MeKcm U 8bINOJHUME 3A0AHUsL NOCe MEeKCmA.

Many people use their mobile mostly/mainly for texting. Texting has now been
around for over 25 years and it’s estimated that 8 trillion text messages are sent global-
ly every year. Like it or not, texting abbreviations (like the ubiquitous “LOL”) are
very commonly used in messages.

Why abbreviate?

Text messages used to be expensive to send and receive, and because they were
limited to 160 characters per message, every character was precious.

As texting became popular, a new language of acronyms and texting abbrevia-
tions evolved and became embedded in texting and internet culture. Despite our
smartphones having full keyboards, texting abbreviations are still convenient shortcuts
and remain a staple in communications worldwide.

These are common text abbreviations:
ASAP = as soon as possible
CU = see you
BF = boyfriend (GF = girlfriend)
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IMO = in my opinion

B4 = before

FYI = for your information
2DAY = today

U =you

2MORO = tomorrow

THX = thanks

Y = why?

LOL = laughing out loud
PLS = please

X = kiss

BC = because

IDK =1 don’t know

LMK = let me know

JK = just kidding

NP = no problem

OMG = oh my god

TMI = too much information
TTYL = talk to you later

Il. Haiioume cunonumuunvle (ppasvl Kk ciedyrOUUM BbIPANCEHUSIM.

sending short written messages from one

phone to another
in spite of

get

letters which represent words
valuable/worth a lot of money

most of the time
around the world

famous

1. Pacuugppyiime creoyrowue abopesuamypoi.

GRT = great THX
FYI IMO
X BF
LOL ASAP
CU U
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Texct 7 «Telephoning: asking to speak to someone»

|. Ilpoumume u nepegedume ouanoe Ha pyccKutl A3vlK.

Mike Barr wants to speak to Jane Owen.

Primo Plastics, good morning.

Hello. Can you put me through to Jane Owen in
Sales, please?!

One moment, please.” I’'m afraid the line’s busy. Do
you want to hold or would you like to call back later?

P’ll call again later. What'’s her direct line?*

Her direct line is 7942 8321.

7942 8321. Thanks. Goodbye.

Il. 3anonnume nponycku nooxooswumu cirosamu u Cl080COYEMAHUAM U3 OUANO2A
gvluie.

Receptionist: Primo Plastics, good morning.
Arabella: Hello. Can (1) .

Finance, please?
Receptionist: (2).

. to John Quinnin

, please. I'm (3)

e Pmafraid(4) .‘
e e DOYOU S
~or would you like to (6) .
?
Arabella: PUGT) s
(One minute later.)
Receptionist: Theline’s still (8) . ., I'm afraid.
Arabella: Pltery®) ... Could you give me
(20) . o e his direct line?
Receptionist: His(11) .. . . . ... .is7T942...
Arabella: 7942 ...
Receptionist: ... 8339.
Arabella: 8339. Thanks. Goodbye.

Receptionist: Goodbye.

1. Coomnecume pycckue sxsusaienmsi ¢ aHeAULCKUMU:

DTO CPOYHO.

YV namute cooOIeHueE.
[Iepe3BoHUTE MO3XKE.
OcTtaBbTe cooOIIEeHNE.
[Ipocnymatk coobOIIeHuUE.

oo w N E

I"'osmocoBoe cooOrieHueE.

a. Delete the message.
b. Voicemail.

c. Listen to a message.
d. Call back later.

e. It’s urgent.

f. Leave a message.
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https://quizlet.com/907285146/negotiations-flash-cards/?new

Texct 8 «Negotiations»

|. Ilocmompume éuoeo no ccolike https://www.youtube.com/watch?v=kO-xNOOoxsM
U 3anoHUmMe NPONYCKU.

Tony: Hello, this is Tony 1.

Sarah: Hi, Tony 2. Is Sarah from Zenas 3.

Tony: Oh, Hi, Sarah.

Sarah: | was 4. if you received our proposal for the 5. :

Tony: Yes, we did. Thanks for following up. We like most of the 6. of your
proposal. But we still need to come to 7. on the price.

Sarah: We’ve already given you our rock 8. price. We are doing the best
we can. | think we are being extremely 9. . What are you thinking?

Tony: Can you do better on what you have quoted us for labour. The price seems a lit-

tle high. We don’t thik it requires as many hours as you are quoting

Sarah: We might be able to trim a little bit off what we’ve quoted. How about an 10.
3 percent 11.

Tony: Thanks for being 12. . But we are hoping for something closer to 12
percent.

Sarah: 12 percent? That’s pretty stip. There are too many 13. costs that are
out of our control.

Tony: Well. Can you 14. me half way at 6 percent.

Sarah: I think it might be 15. if that’s the only stumbling block. I can’t make

any promises but | will definitely go to bet for you.

Tony: That’s all I can ask.

Sarah: Perfect. | hope to have more good news for you in a couple of days. Give me
some time to talk the things over the 16. management. I’ll be in touch soon.
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JOHOJIHUTEJIBHBIE TEKCTbBI UIAA YTEHUSA

Curriculum Vitaes: tips that can help

Six out of ten CV’s which are prepared by Information Technology profession-
als fail to meet the basic standards and are turned down without even being read fully,
according to a recruitment company. As a consequence, thousands of candidates are
excluding themselves from attractive job opportunities.

Although the company handles over 60,000 CV’s per year, it estimates that at
least 60% would not be admitted if they were sent directly to potential clients due to
basic errors.

The company Marketing Director said, “Sadly it’s often the most highly quali-
fied candidates whose CV’s are so poorly constructed that they are literally dead on
arrival. Attractive job opportunities in the IT industry often generate intense competi-
tion and there is often little to choose between the candidates™.

“Advice on the presentation format of CV’s in relation to the requirements that
they are being submitted for should be an Industry standard so as to add real value to
the candidates that you are representing and indeed to fulfil your professional obliga-
tions to your clients”.

“Writing a CV can be extremely difficult and too often a CV turns out to be a
generic overview including a lot of information that is irrelevant. People should re-
member that an employer typically spends between 15 and 30 seconds scanning each
CV and you have that one chance to make an impression”.

“A good CV is more than just documentation of your career path; it is a market-
ing tool designed to present your professional career experience according to the new
job specification. It should also include details of past professional successes that ef-
fectively demonstrate your ability to undertake the job responsibilities outlined”.

Job applications

Before you can snag an in-person interview with a potential employer, they may
ask you to fill out a formal job application in addition to your provided resume and
cover letter. By understanding the purpose of job applications and how to fill one out,
you can successfully submit all the essential components to hopefully advance in the
hiring process.

What is a job application? A job application is a formal document created by
employers for job candidates to fill out in response to an open position. Job applica-
tions can appear in print or online formats and require you to answer questions about
your credentials, citizen status and other information included in your resume and
cover letter documents.

Types of job applications. Although digital job applications are becoming in-
creasingly common, other application formats are still in use. Here are a few types of
job applications you might encounter when applying for a position:
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In-person: In-person job applications are common to those applying for sales or
hospitality positions. This type of job application can typically be filled out immedi-
ately, and once completed, candidates might have an in-person interview on the same
day.

Paper: Applicants either receive paper job applications from an employer or
print them out from an online source to mail to an employer once completed.

Online: An online job application is typically filled out through the company's
website or link in the job posting.

Email: With emailed job applications, an employer might post a standard form
on their website for individuals to fill out and include as an attachment along with
their resume and cover letter in a separate email to a hiring manager

Common job application elements

Job applications can vary from company to company, but there are a few com-
mon elements you might encounter:

Name, address and contact information: Include your full name, home address
or general location of residence and the best methods to contact you, such as email,
phone number and possibly a link to your professional profile.

Citizenship/veteran status: This is important for employers to know about for
tax and other legal purposes affecting the hiring process. Employers also might be
passionate about hiring veterans or offer incentives.

Educational background: Specific sections might include names and locations of
institutions, years attended, degree(s) acquired and relevant coursework.

Past employment: Potential sections include company name and location, su-
pervisor information, years employed and specific job duties.

Company-specific questions: A job application might also include company-
tailored questions similar to those you’d encounter during an in-person interview, such
as "What makes you qualified for this position?"

Verification statement and signature: Toward the end of a job application, you
might encounter a statement to acknowledge each piece of information in the applica-
tion is truthful and accurate. Your signature is likely the last component, whether writ-
ten in person or typed out in a digital form.

Working in a remote team

So what can managers of remote teams do to improve meetings and encourage
successful team bonding? Here are five tips.

1. Build trust quickly. It can be hard to trust people you don’t know very well,
so make sure the first meeting includes proper introductions, where members of the
team are able to share information about themselves, their role and their context. En-
courage people to have their camera on for conference calls right from the start so that
team members can put a face to a name and build stronger relationships.
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2. Discuss preferred communication styles and approaches to work. Schedule
some time during one of the initial meetings to talk about things like time-keeping,
expected amount of participation, how closely members prefer to follow the agenda
and so on. Talk about the challenges of online meeting platforms and how members
can help make meetings more effective.

3. Discourage distractions. Minimise the risk of people multitasking and not
paying attention during meetings by creating a culture of calling with video on. An-
other way to ensure that people concentrate during meetings is to give each member a
role, for example, someone to take the minutes, someone to notice problems and
someone to offer ideas and alternatives.

4. Try to understand what silence means. If someone is quiet for a while, it
might mean ‘thinking time’, and that’s OK. But it might also mean lack of understand-
ing or disagreement, so try to get more information from them. Ask for everyone’s
point of view at the beginning of a new project and make regular opportunities to
speak to team members individually. This will help you understand other people’s
opinions on things and avoid misunderstandings.

5. Actively manage turn-taking and be careful not to let one person dominate the
meeting. If you notice that someone isn’t talking much, ask them for their opinions
and bring them into the conversation, or speak to that person later individually to
check everything is OK.

With team members located in different places, remote meetings are vital for
team bonding and effective teamwork. By making an effort to build trust and encour-
age good communication, we can avoid common problems and find new ways of
working that bring many advantages to the team.

What skills will the workforce of the future need?

As technological innovations continue to change the workplace, we are seeing
more industries entrust their operations to new gadgets, software and programs that
can transform the workplace. One such technology that has the potential to revolution-
ise workplaces in the coming years is RPA (Robotic Process Automation). With more
industries starting to embrace RPA software, RPA robots would be able to handle
mundane, repetitive tasks like some of the clerical work normally dealt with by admin-
istrative staff, thereby lowering running costs and increasing productivity. There is a
common concern that companies employing technology like RPA are only interested
in increasing their profit margins through cost reduction, and that this trend would
eventually leave most of the workforce jobless. However, while it is true that the me-
nial tasks of administrative and clerical jobs are likely to be taken over by automation,
the demands on the average office worker will evolve to include more creative work,
managerial duties and communication with clients and suppliers. © 2019 British
Council www.britishcouncil.org/learnenglish With this shift in focus, the skills re-
quired of future workers are also bound to change. Moving away from basic data entry
skills, the worker of the future will be expected to have transferable problem-solving
and critical thinking skills that will enable them to tackle any difficult situation and
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work independently to find solutions. The ability to adapt and be agile would also be
essential in a world that is likely to become increasingly volatile, uncertain and com-
plex. Having such flexibility, coupled with the desire to keep learning and the initia-
tive to step forward, the successful worker of the future is one who will be able to use
their skills to seek out opportunities, make improvements and take on new challenges
wherever they’ll be working. By equipping our future generation of workers with such
business skills, we can ensure that when automation fully takes over, our workers will
have the survival skills to become better employees and leaders of the future.

Tips 1. It is helpful to start with a more general statement before narrowing it
down to talking about a specific example, e.g. technological advancements will con-
tinue to change the workplace — one such technology is RPA.

Tips 2. Use clauses to show if a change is going to happen: * over a period of
time, e.g. As technological innovations continue to change the workplace, ... / With
more industries starting to embrace RPA software, ... * at some point in the future, e.g.
when automation fully takes over, ...

Tips 3. Connect new paragraphs to what was previously written in order to
achieve better cohesion, e.g. With this shift in focus, ... / The ability to adapt and be
agile would also be essential ... / By equipping our future generation of workers with
such business skills, ...

Tips 4. When talking about future trends, use a variety of phrases to show the
different levels of probability of things happening, e.g. to be likely to, to have the po-
tential to, to be expected to, to be bound to.

Tips 5. Conclude with a summary of the main points of your article.

Comments on the article «Skills for the 21 century»

Which of the skills mentioned in the article do you think is the most important?
Why?

1. I think the most important skills in workplace in the 21st century are imagina-
tion, comunication and anything that can only be done by people. Many old jobs are
going to be replaced by robots so it's very important to develop different skills than the
ones which were more used in the past.

2. In my opinion, in the 21st century most important skill is to communication
skill and problem-solving skills are very important we live in the modern world we
spend most of our time on the internet and we communicate with each other and re-
cently many new technologies introduced in the future technology change itself brisk-
ly.

3. | think one of the most important skills is critical analysis for the following
reasons. In the age of technology, there are so many ways to approach information and
it is hard to verify them. Hence, it is necessary to be able to differentiate between reli-
able and false information.

4. For sure communication skills are the most important ability to work on. We
don't have to know everything but if you can communicate what you want effectively,
you'll be able to achieve your goals. All things considered, you must be honest to talk
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about problems in projects, to stress some points like drawbacks and ask for some help
to your coworkers.

5. In my opinion, the most beneficial skill is communication skill for the follow-
Ing reason. Employees have to convince their opponents when negotiating in order to
gain benefit for a company. Hence, | can assume that this soft skill is vitally important.

6. | think that communication is the most important because we can achieve a
lot if we can efficiently talk to each other and fight for our opinion.

7. | think that solving problems and communications skills are the most im-
portant skill you need because you need to communicate with other people and you
need to know how to fix problems that cause issues at work.

8. There are many important skills. I think that skill to organize the time is a
most important. Nowadays people have a lot of skills, work and things they need to
do. It is very hard if they cannot organize time and well relax.

9. In my opinion, the best skill for 21.st century is technology literacy. We must
learn a programming language for this. In the near future robots will use in industry,
health, and agriculture. This robot will be equipped with artificial intelligence (Al). If
we learn technology, we can control the future.

Working in a remote team

So what can managers of remote teams do to improve meetings and encourage
successful team bonding? Here are five tips:

1. Build trust quickly. It can be hard to trust people you don’t know very well,
so make sure the first meeting includes proper introductions, where members of the
team are able to share information about themselves, their role and their context. En-
courage people to have their camera on for conference calls right from the start so that
team members can put a face to a name and build stronger relationships.

2. Discuss preferred communication styles and approaches to work. Schedule
some time during one of the initial meetings to talk about things like time-keeping,
expected amount of participation, how closely members prefer to follow the agenda
and so on. Talk about the challenges of online meeting platforms and how members
can help make meetings more effective.

3. Discourage distractions. Minimise the risk of people multitasking and not
paying attention during meetings by creating a culture of calling with video on. An-
other way to ensure that people concentrate during meetings is to give each member a
role, for example, someone to take the minutes, someone to notice problems and
someone to offer ideas and alternatives.

4. Try to understand what silence means. If someone is quiet for a while, it
might mean ‘thinking time’, and that’s OK. But it might also mean lack of understand-
ing or disagreement, so try to get more information from them. Ask for everyone’s
point of view at the beginning of a new project and make regular opportunities to
speak to team members individually. This will help you understand other people’s
opinions on things and avoid misunderstandings.
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5. Actively manage turn-taking and be careful not to let one person dominate the
meeting. If you notice that someone isn’t talking much, ask them for their opinions
and bring them into the conversation, or speak to that person later individually to
check everything is OK.

With team members located in different places, remote meetings are vital for
team bonding and effective teamwork. By making an effort to build trust and encour-
age good communication, we can avoid common problems and find new ways of
working that bring many advantages to the team.

Running a Company

Don’t go into business with your best friend. You need to know that your work
ethic, habits are compatible and skills should be complementary. Look into your past
for potential partners. Finding the right partner is harder than you think. Be aware that
your business partners might change. This doesn’t mean your business is doomed if
things don’t work out with your business partners. Your ability to keep going in the
face of such changes is a good sign of the resilience of your business.

There is no such thing as a ready plan. You won’t know what parts of your
business will succeed and which will fail. Start from something you’re good at. Pas-
sion wont drive you long enough, your skills will. Some changes have been easy,
some more difficult. When you start with many people, it is inevitable that people’s
expectations and life situations won’t follow the same path. Don’t be afraid to push the
Issue when your interests are not being met. Sometimes it will mean parting ways with
others, sometimes it means taking new risks. Complacency and stagnation will lead
into lack of interest and slow demise almost certainly. Conflict is inevitable. How you
deal with the conflict is up to you. Don’t make enemies.

Companies are built on top of their founders’ reputation and network. Building
your personal brand is essential. You’re literally selling yourself and trying to con-
vince the people you hang out with are also worth it.

Customers are everything. If you run out of customers, you run out of money
sooner or later and it is all over. The commitment between you and your customer is
often one directional. You commit to deliver long term, they commit to pay only your
next invoice. You provide the scalable workforce. If things go badly, you’re the first
one out the door. That’s the deal. Every contract you have is always coming to the
end. A renewal will be negotiated. You’re permanently temporary.

Your own employees, however, are permanent. When you hire someone you
must sincerely commit to them, long term.

This is a balancing act between customers and employees. Commitment to your
employees must be absolute. But so should be your commitment to the customer.
You’re hired because your customer believes that by paying you the product they’re
building will be better than without you. If you want to have a long running company,
you have to make that belief to become reality.

If you’re a company founder you not only sit on every chair and take on every
role but also take blame for everything. After all it is you, who is in control. If things
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are going well, you might feel invisible, when not, you’re the center of the attention.
As a founder your main role is to make sure that others are happy and can do their
work and get paid. Personal conflict, financial trouble, customer dissatisfaction, every-
thing is on you to solve. If you’re lucky and have great business partners you will be
able to lean on them to solve some issues with you. At the very least you need to have
people to talk to and come up with solutions

Basic negotiation principles

When you come to a meeting with a client and think only about how important
it is to conclude an agreement or sell at a higher price, then, firstly, it is easier to ma-
nipulate you, and secondly, the interlocutor will quickly feel that the whole conversa-
tion is reduced to one thought.

The client, of course, understands that you want to get a new contract or sell
something, but it should not seem to him that these negotiations are your only chance,
and you will do whatever you want to make the deal go through. On the contrary, it
will alienate him.

It is important to be on an equal footing with the interlocutor, even if it is diffi-
cult. Speak with respect and reason.

It’s okay to disagree with the interlocutor’s terms. Taking a break to think be-
fore approving final agreements is also okay.

You do not have to convince the client by all means of the need to conclude an
agreement with you. It is enough to calmly and reasonably tell about the benefits, em-
phasize the benefits, point to your experience.

Failure to convince the client to work with you is not the end of the world. You
yourself can refuse to work together if you understand that your views on business
processes do not coincide. This rule works great both in business and in everyday life.
To better understand a person’s motivation, you need to be in his head.

In the context of sales negotiations, this means that you have to think about the
problems, tasks of the client and offer the best solutions. It is imperative to be sincere
and show a real desire to help the client’s business. Again, we discard the thoughts
about “we need to close an account for 500 thousand this month” and fully focus on
the mission — to make the life of the client (company, person) better. We’ll talk about
the mission separately.

Usually, the interlocutor feels a sincere attitude and begins to give more infor-
mation, thus it will be much easier to negotiate with him. Sometimes, if one interlocu-
tor looks perfect, he has an impeccable presentation, convincing speech, and so on,
then the other interlocutor may find himself in an uncomfortable situation, begin to
feel constrained. In this case, it is necessary to defuse the situation: say that you forgot
something, borrow a pen, make a joke to yourself. To be on an equal footing again.

The main stages and forms of business negotiations
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Business negotiations are a special form of communication between parties with
opposite or identical interests. The main goal of the process is an agreement on mutu-
ally beneficial cooperation, exchange of information and experience, settlement of re-
lations, clarification of different positions on some issues.

During the conversation, specialists try to reach the planned agreements.

There are three generally accepted stages of negotiations:

1. Preparatory. Determining the main subject, the desired goal, developing
an effective plan, establishing contact.

2. Main. Formation of proposals, the use of objective criteria, strong argu-
ments, belief systems. Analysis and solution of controversial issues.

3. Final. Reaching agreements, analyzing the results of the process, monitor-
ing the implementation of the reached oral or written agreements.

There are many forms of negotiation: personal meetings; telephone Communi-
cation, e-mail correspondence, video conferencing, online chats, messengers.

Individual meetings provide participants with the opportunity to express them-
selves, find out the opinion, wishes, goals of the interlocutor, use the information re-
ceived for a profitable presentation of the proposal, and quickly come to a common
denominator.

Telephone conversations are a great way to establish contact with an opponent
at a distance, to catch a suitable communication style, and to understand the degree of
interest of a party by tone.

Negotiations by e-mail, through popular managers, online chat require sufficient
time to think over the details, words, wording, and draw up the correct proposal.

Video conferencing allows you to conduct a conversation in person using dif-
ferent types of information — sound, image, documents. An interactive tool helps to
show the product, clearly demonstrate the benefits of the product.

Common mistakes: what to avoid in a conversation

Many online store employees make mistakes that doom a business conversation
to failure. They are conventionally divided into typical, communication, specific.
Experts advise avoiding the following mistakes:
— the use of an arrogant, instructive tone, monotonous speech;
— providing false information;
— Inattention, abstraction on extraneous topics, actions;
— an acute reaction to provocations, the manifestation of negative emotions, get-
ting involved in heated arguments with a transition to personalities;
— use in speech of words-parasites, slang incomprehensible to the interlocutor;
— excessive improvisation associated with insufficient specialist training;
— exceeding acceptable boundaries in an attempt to make the conversation re-
laxed, less formal;
— aggressive psychological pressure;
— speech or spelling mistakes.
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Negotiating is a real art. ldeally, you can master it only with experience. Work
on your own professionalism, do not forget about the elementary rules of etiquette, re-
spect and value your interlocutors. With this approach, the likelihood of achieving the
expected results from the process is much higher. And remember: there is no limit to
perfection. From time to time, specialized trainings, courses, thematic webinars will
help to improve knowledge in the field of conducting a business conversation.
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3. KOHTPOJIb 3HAHUI

JEKCUKO-TEMATHNYECKHUE TECTBI
TEMA |
Tect 1

|. Boibepume coomseemcmayowuii nepesoo clos:

1. nanumams na pabomy

"a) tosend a CV/a resume/a cover letter | B) to schedule an interview “-
| 6) torecruit (BrE)/to hire (AmE) _ ir)arecruiahire |
2. nabop nepconana, no0oop kaopos .
| a) an employment agency | B) a recruit/a hire '
G)recruitment . irphiringprocess
3.omnpasumy pesiome |
 a) to schedule an interview . B) to send a CV/a resume/a cover letter
16)tofindajob ____ir)torecruit(BrE)/to hire (AmE)
4. azenmcmeo no mpyooycmpoucmey |
- a) employment | B) an employment agency '
G)arecruiter . _intoapplytoacompany
. COMPYOHUK, pAOOMHUK .
- a) employment | B) an employee '
:O)toemploy  ______ir)anemploymentagency |
6. uenosex, umywuii padomy (couckamenn) .
| a) a cover letter | B) an employee '
[6)ajobseeker _____ir)ajobapplication
1. mpyooycmpoucmeo, 3amAMOCMy |
 a) hiring | B) hiring process !
:6)employment ____ir)recruitment
8.pesiome e .
 a) recruitment : B) hiring process !
10) CV/resume/résumé _  _ir)arecruitfahire
9. nodagams 3anenenue o npueme napabomy |
 a) to apply for a job/position : B) to schedule an interview !
(6)tofindajob __in;applcant
10. uckams padomy

o o e e e e e e e e e e b e e B



T T T T T T T T T T T T T T T T T T T T T T T T T T T T E T E T m T m s m T m e 1
1 1
1
1
-

0) telephone number ' T) to draw attention

o o B B B B B O o o o

11. 0o6a3annocmu, omeemcmeennocmao

"a) responsibilies iB)responsiblefor !
. 6) workexperience ir)delivertraining |
12. onvum pabomet, mpyoogou cmaxe .
 a) qualifications . B) education '
{0) workexperience  insklls
13. oopasosanue, obyuenue 1
- a) work experience . B) job title '
| 0)experience  ir)education |
14. omsemcmeennvui/ omsevamy 3@ 1
| a) cover letter : B) responsibilities '
| 0) responsiblefor  ir)workexperience |
Tect 2

1. Buibepume coomeemcmayowuil nepesoo Cl08:

1. pykosooumuw, ynpaename Komanooi

"a)to lead a team/project IB)todraw attention ’;
| 6) to manage a team/project ___ir)todevelop a product/positive atmosphere |
2. pesiome, KpamKas ouozpapua .
: a) CV (curriculun vitae) | B) to provide training '
16)tolead ateam/project ir)workingenvironment i
3. ®UO/nopmoeuma .
: a) job search | B) to exaggerate '
o) fullrame _ir)telephonenumber i
4. Konmaxkmuvle OauHvle/undpopmayua .
| a) work experience | B) contact details '
(6)jopute __ircoverletter |
. Pe0OCMAsACMCA RO 3anPOCy |
: a) a community of followers  B) specialist knowledge '
1 6) employmenthistory _ir)availableonrequest i
6. cnocobnocmy, ymenue |
 a) profile i B) a community of followers !
(O)ability . ircollaborator |

7. npogpeccuonanvhoie 3Hanus
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"a)tospecialisein i) specialist knowledge "
{0)availableonrequest  ir)tomonetiseablog |
8. cneyuanusuposameca g
 a) specialist knowledge : B) to build up a community !
O)tomonetiseablog i) tospecialisein
9. coobwecmeo noonucuukos
| a) comprehensive experience . 8) a community of followers '
. 6) specialistknowledge ~ ir)tobuildupacommunity |
10. cosdasamy coobwecmso
| a) comprehensive experience : B) to build up a community '
6)tomonetiseablog  ir)acommunity of followers |
Ll wnuyuamuevr e
 a) to specialise in | B) initiatives '
.0)collaborator  ~ ir)creativebreak |
12. 6cecmoponnusi onovm .
a) to build up a community . 8) a community of followers
6)tomonetiseablog  ir)comprehensive experience |
13. meopueckui nepepuie o :
 a) to specialise in | B) to monetise a blog !
:0)collaborator  ~ ir)creativebreak |
14. KommyHuKaMUGHbIE HAGLIKU, HAGLIKU OOWEHUA .
 a) to monetise a blog . 8) a community of followers '
| 6) communicationskills _ ir)specialistknowledge |
Tect 3

|. Onpeoenume npeonoscenus xax éepuvie (True +) unu nesepnwie (False -).

1. It's always a good idea to include a photo.

2. When you list your work experience, you should put the first job you did
first.

3. The longer your CV is, the better it is.

4. Using active verbs rather than passive structures helps to create a good
impression.

5. It's better not to mention periods of time when you were not in paid work

6. You should always tell the truth on your CV.

7. Presentation and small mistakes don't matter — it's the content that's im-
portant.

8. Cover letters are nice to have but not entirely necessary.
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TEMA ||
Tect 1

1. Bvibepume coomseemcmayowuii nepesoo Cios:

1. ungpopmauusn 6 nucemennoit popme

;“aij'V\}ﬁﬁé'h"i'ﬁ?é'ﬁﬁéii&ih """""""""""""""""" ;T];')"c'[j ltural differences i
: 0) visual information ~~ir)toinvolve collaboration |
2. npou3600UmMENbHOCMb, NPOOYKMUGHOCMY
 a) responsibility : B) productively !
| 0) collaboration ~~~~~~~~ ir)productivity
3. 2n0banvnoe coobuiecmeo, mupogoe coodwecmeo .
 a) a global community . B) a global economy

{ 0) tocommunicateir)visualinformation
4. mecmo pabomer .
: a) workplace : B) skills '
0)toprocess irptomovefast
S. Ihpekmusgnbiii, Oeiicmeentblil, npoOyKmugHoLt
 a) responsibility  B) efficient '
1 0) productivity ~inproductively i
6. umems deno c wuem-nubo
 a) to deal with conflict and difficult situa- | ) to build good relations '
| tions 1) cultural differences

| 0) to deal with something i
. o0wamuca unu cooowams, nepedagamy
@) to involve : B) responsibility '
| 0) to communicate ‘ryconflict
8. suzyanvnas (spumenvhasn) ungpopmayus
@) written information . B) a global community '
: 6) visual information ~~~~~~~~ir)aglobaleconomy i
0. HAGBIKU, YMeHUA
 a) skills | B) to appreciate !
: 6) workplace  inrelations i
10. omeéemcmeennocms neped oowmecmeom
 a) responsibility to society | B) productivity '
| 0) responsibility to the environment ~ !r)responsibility
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11. uenoeek, cnocoonwtii I¢phexmueno oonocums 00 Opyzux Jr0oei unpopmayuio,
MBICTIU U 4YBCMEA

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
1
1
1
1
1
1

r - .
i @) communicator B) key issues

1 0) to negotiate r) improvements

e e e e e T e e o e e o o o 4

12. neoocmosepnasn ungopmayusn

'a) tonegotiate {B) creative solutions
 0) false information ir)ageoftechnology i
13. nooxoowt

;ra) key issues B) age of technology
i 0) approaches

o L o T e B B B e e e b 1 s . B B B B e B B o o ]

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
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14. eecmu nepezoeopui, 0ocoeapusamucs

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
1
1
1
1
1
1

;ra) false information B) improvements
| 0) to negotiate

o L e e e B B e o B B B e B o o ]
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15. 6ex mexnonozui

'a) to make a decision IB) false information
:0)ageoftechnology  ir)creativesolutions |
16. noomeepacoams docmoseprocms unpopmayuu .
 a) age of technology  B) verify the information ;
| 0) false information  ir)todevelopallkindsofskills |

17. pazeusamso 6ce 6udvl HAGBIKOE

"a) to develop all kinds of skills UB) verify the information
iO)tonegotiate ir)tomakeadecision i
Tecr 2

1. Boibepume coomeemcmayowuii nepesoo cios:

1. kpeamuenvie peutenusn
 a) false information ) to make a decision
i 0) age of technology r) creative solutions

_______________________________________________________________ e o e e o o e B ]

=

2. npUHAMD peuienue

'a) false information {B) creative solutions
1 0) tomakeadecision  ‘r)ageoftechnology
3. HOUCKOGAA PYyHKUUA
 a) digital marketing  B) to stay informed
| 0) advertisementfor ~~ ‘r)asearch function

4. Hadicmume Ha ccolIKy/ nepeiioume no ccolike
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=

gra) to click on a link ) to interact with sb
| 0) to enter a city name r) to collect data

Ry S S e o e o o 4

5. pexjiama wezo-mo

| e T T T T T T T s s s s s s s s s s s mmmmm e TETTEmEmmmmm—— T T T ST T T T T T T T s T s s s s s s e 1
+ a) a search function ' B) advertisement for i
| 0) digital marketing ~~~~~~‘r)onlineservices
6. onnaitn cepsucot

gra) advertisement for B) online activity
i 0) to stay informed

o L 2 e e B e b B B B B B B B o ]

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
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7. OHJIAUH AKMUBHOCM b

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
1
1
1
1
1
1

gra) to interact with sb B) online activity
i 0) to collect data

o L e e B B B B e e b o B B B B B B e o ]
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8. omcnescusamo noseoenue oHNANIH

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
1
1
1
1
1
1

ira) to track behaviour online B) to share physical location

|6) tocollectand storeonline ___{r) to keep track of personal information__|
9. docmynnvuit
 a) digital world B) to protect

| 0) accessible r) online services

10. 6esonacnocmo unpopmayun .
 a) to enter a city name : B) to collect and store online
| 0) security of information i 1) to track behaviour online i
11. yugpposois mapxkemune .
 a) digital world | B) a search function
| 0) digital marketing i) digital footprint’ i
12. konguoenyuanenocms, yacmuaa dcusnsy .
 a) privacy | B) to pop up
:0) righttoprivacy ir)toprotect i
13. cooupams u xpawume ownaun
| a) to track behaviour online : B) to collect and store online
| 0) to share physical location ir)tocollectdata i
14. nodenumocs usuueckou nokayuen
| a) to track behaviour online : B) to collect and store online
| 0) to share physical location ~~~~ir)tocollectdata
15. 63aumoodeiicmeosams ¢ kem-auoo
1 a) to click on a link : B) to collect data
1 0) to interact withsb ~~~~~~r)toenteracityname
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16. yughposoii cneo, uughposasn cpeoa

"a) 'digital footprint IB) digital marketing 1
i0)tointeractwithsb ~~~indigtllworld 1
17. uugpposoti mup .
 a) digital world  B) 'digital footprint' !
| 0) digital marketing ~~~~~~~ ir)tostayinformed i
TEMA 11

Tect 1

1. Boibepume coomseemcmayowuii nepesoo ciog:

1. ynpasnaowuii no punancam

'a) financial accountant IB) intangible products 1
: 0) financial manager  ir)tangibleproducts |
2. KOHKypupoeambs, coneprudamy
 a) to compete | B) workforce '
(06)toconvertresources  ir)government |
3. Jocmagnams mosapul uycayew
 a) to provide services | B) to deliver goods and services !
i0)tosellgoods ir)toaccomplish organizational goals |
4. uneecmuposams Oewveuw
 a) to invest money | B) to make a profit !
{0)tomeetgoals irjtocompete |
5. yoosnemeopams HyjcObl, nompebnocmu. .
 a) to make a profit | B) to provide services !
{0)tosatisfyneeds ir)tomeetrequirements |
6. aKyuonep .
| a) marketer | B) marketing !
0vendor __irystakeholder |
1. pabouas cuna, COMpyOHUKU .
: a) marketing | B) to compete '
| 0) workforce __irjgovemment |
8. pecypcvr Komnanun .
| a) company's resources | B) production process '
{6)customers'needs  ir)extermalfactors i

9. npedocmasname ycayeu, okazvigams yciyzu
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| a) to generate a profit ) to deliver goods and services
1 0) to convert resources r) to provide services

Ry S e o e o 4

=

10. oocmuoicernua ¢ mexnonozuu

'a) advances in technology IB) to convert resources
(O)tosatisfytheneeds  ir)tooperateinavacuum |
11. ¢ponowt, oenerrcruvie cpedcmea

 a) production process B) vendor

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
1
1
1
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12. oocmuzamo yeneii

""""""""""""""""""""""""""""""""" T"""""'"""""'"""""'""""""""""""""1
1
1
1
1
1
1

ira) to make a profit B) to meet goals

6)tosellgoods  injtomeetneeds |
13. sxonomuueckan kamacmpoa/skonomueckuit Kpusue
 a) to go bankrupt | B) economic disaster
| 0) creative marketing  ir)minordifferences |
14. ycmapeswiuii, necospemennblil, HeAKMYANbHOME ;
 a) effective | B) innovation
{0)innovator iroutdated i
15. conepnuku (konkypewmoy) .
 a) rivals | B) evident
i0)durable ir)behavior i
16. donzoseunvie mosapvr 1
 a) long lasting products : B) establish collaboration
:0)ontheotherhand ir)toachieve harmony i
17. obankpomumecs, pasopumecs .
: a) well organized | B) to meet goals
i6)togobankrupt irytomeetneeds i
18. opuenas pabora
 a) to clock off : B) day shift
{0)remotework inofficework i
19. pabomamo no cwenam
 a) to work in shifts | B) a nine-to-five job
:0)toworkovertime ir)tooperate fromhome |
20. pezynapuvii/ycmanosnennolii zpapuk padomer
 a) to operate from home . B) to work in shifts ;
| 0) regular workinghours  irjremotework |
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Tect 2

1. Bvibepume npasuivHulli mepmuH.

1. 6bimob ocnosannvim

Ta)powertul T T8 to produce 7 ]
{G)mass-produced  irtobefounded |
2..MaAcco60e npou3eOOCmeo .
 a) to produce | B) mass-produced '
i6)tobefounded ~_ir)recognizable |
3. ucmopus Kopnopayuw/Komnanuuw .
| a) competitor | B) marketing success !
: 0) corporate history _ir)toteamwp |
4. 00opyoosanue e 1
| a) competitor i B) a chairman '
{0)tocreate __irequpment |
S.pracman .
: a) powerful | B) equipment '

6)flagship  __irproducts
6. doxoOmetia buswec .
: a) marketing success : B) powerful !
| 0) profitablebusiness ___irjtobefounded |
7. y3nagaemvlil, pacnosnasaemolit ;
| a) mass-produced | B) to create '
i6)toproduce _ir)recognizable |
8. npeomemoy, sewgu, mosapvr .
| a) items | B) to create '
(6)toteamup____irequipment |
9.ycnex mapkemumea .
: a) marketing success | B) corporate history '
{0)mass-produced ir)profitable business |
10. ommeuams spems yxooa c padomwr ;
: a) clock on . B) to work overtime !
:0)toclockoff  irjremotework |
11. omoen, oenapmamenm S .
 a) night shift  B) flexitime !
10)dayshift  ___ir)department |



12. pabomame ceepxypouno

"a)anine-to-fivejob IB)towork inshits i
6) to operate fromhome ir)toworkovertime |
13. ommeuams gpems npuxoda wapabomy .
 a) clock on | B) remote work '
6)toclockoff i fleitime
14.padomac900 17 .
| a) to operate from home | B) a nine-to-five job '
6)toworkinshifs ~~ ir)toworkovertime |
15.0negnancmena .
 a) day shift | B) night shift '
6)department ~ irofficework |
16. nounan cmena, dexcypemeo ;
: a) remote work : B) to clock off '
10)dayshift _irmightshift
17. 2ubkuii zpapuk pabomor .
 a) flexi time : B) day shift !
0) night shift ' T) department

o L e e e e e B B e e o . o e . B B B B B B o o ]

18. naccasicup, pezynapuo cogepuarowuii noe3oku u3z npuzopooa é 20poo u oopam-
HO (00b1unO Ha pabomy)

‘ayremotework i) commuter !
6)clockon _irtocommute |
19. yoanennan, oucmanyuonnan paboma .
 a) to clock off | B) remote work !
{O)mightshift _irnofficework
20. e30umb na pabomy u oopamuo (wacmo us npuzopoda) .
 a) office work  B) to clock off '
6)tocommute ir)commuter |
21. pabomamv uz ooma .
 a) a nine-to-five job | B) to work in shifts '
6)toworkovertime  __ ir)tooperate fromhome |
TEMA IV
Tect 1

1. Bvibepume coomeemcmayroujutl nepesoo Clog:
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1. yenw, 3a0aua

B

—

) overview
) intentions

T‘ """"""""""""""""""""""""""""""""" 1
1
1
1
1
1
!

2. MOMUBUPOBAM b, NOOYHCOAM b

'a)to negotiate
: 0) to persuade

™

r

) to maintain
) to motivate

_______________________________________________________________ e o e o o o B ]

'a) negotiaton
i 0) to negotiate

iB)solutions
i 1) quarrel i
{B) to maintain
' T) negotiation skills i

_______________________________________________________________ e o e e e e e e e e e e e e e e e e e ]

S. cHU3UmMb Mpeovosanus

=== e e e
1

 a) to negotiate
: 6) shared interests

=

r

) reduce demands
) to compromise

_______________________________________________________________ e o e o o o e e B B B e o ]

6. cmoponwt 0ozoeopa

'a) competitive situation
i 0) relationship
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8. mouka 3peHusA, MHenue, 63271510

' a) profitability
: 6) relationship

B) t0 negotiate

!

T """"""""""""""""""""""""""""""""" 1
1
1
1
1
1
1

e e e e e e e e e e e e o s . B B B B B B e e e ]

9. ynyuuwums npudbLILHOCHb

o= e e e e e e e

 a) negotiation skills

o L o o B B B e e o 1 i B e e ]

10. npubviioHOCM b, peHmMabdebHOCM b, 00XO0OHOCHLD

‘a)pointofview IB) profitability
1 0) misconception __ir)tocollaborate |
11. nepsoknaccuulii, npe6ocxoousiil, gvicwiuti Knace .
 a) accessibility | B) negotiators
{6)top-notch ir)totake chargeof J
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4. BCIIOMOTATEJ/IbHBIA PA3/IE

YYEBHAA ITPOI'PAMMA
INPOPECCHUOHAJIBHAS JIEKCUKA

HA THOCTPAHHOM SI3BbIKE (AHTJIMHCKU)
A cnenranabHocTed 1-25 01 07 «JKOHOMHMKA U YIIPABJICHHE HA NPeANPUATHID,
6-05-0311-02 «JxoHOMMKA H YIIPABJIEHH )
Benopycekuii HANHOHAILHBIH Texﬂmecmlﬁ YHHBEPCHTET

YTBEPKIAKO
TTpopektop 1o yuebHoii pabote
JenopyGeKoro HalHOHATEHOrO

UXH KQrp sy HUBEPCHTETA
A. Huxonaiuuk

[ /st 2002
Perwcrpaunonnsiii No V]I, {LeL PO/IR-F y,

NMPODPECCHOHAJIBHAS JEKCHKA
HA UHOCTPAHHOM SI3BIKE

(anrnmickuii, Hemeuknii, ppanuyscknii)

YueOnasn nporpamma yupesaeHHs Bbiciero odpasopanus
no yuebHoli AHCHHIIHHE A5 CHeNHANbLHOCTH

1-25 01 07 «DxoHOMHKA B yNpaBJieHHEe HA NPEANPHATHHY

Cneunannzauna 1-25 01 07 21 «DkoHoMHKA ¥ npaBoBoe obecneyeHue
X035 HCTBEHHON 1eITeIbHOCTHY

Munck 2022 T.



YuebHas nporpaMma cocTaBlieHa Ha ocHoBe obpaszosarensHoro cramaapra OCBO
1-25 01 07-2021 u yyeGnoro niaHa no crieuy oct 1-25 01 07 «DxoHOMHKA M
yhnpaBieHHe Ha mpeanpuaATHu» cneuuamusamus (1-25 01 07 21 «DkoHomuka u
npaBoBoe obecreyeHne Xo3aHCTBEHHOMH eI TeNBHOCTHY perucTpannonasii Ne MHUJIO
112 con-4/yu., yreepxaéunsiii 23.05.2022r.

COCTABHUTEJIN: : . '

A.A. Illanapenko, crapwmii npenogasatens Kadeapet «Mudopmaunonnsie
TEXHONOTHH B YNpasieHuw» MeXIyHapoJHOT0 MHCTHTYTA JMCTAHIMOHHOTO
obpasosanus benopycckoro HaMOHATEHOTO TEXHHYECKOTO YHUBEPCUTETA

A K. Tounnuna, crapumii npenofasarens kadenps « MadopMaoHHEIE TEXHONOIHA
B ynpasieHun» MeXK/IYHAPOAHOro MHCTHTYTY JMCTAHIMOHHOrO OOpa3OBaHHsA
Benopycckoro HalHOHAIBHONO TEXHHYECKOIO YHHBEPCHTETA

H.IT. Craukesuy, crapuimii npenosasarens kadeaps «MHocTpannble s3piku» OTYT
‘Benopycckoro HalMOHANTBHOTO TEXHHHECKOTO YHHBEpCHTETa

|

PEIEH3EHTBI:

T.W. Bacunsesa, moueHt kadenpsl «Anrmmiickpii sseik Ne 1» Benopycckoro
HALHOHANBLHOrO TEXHHYECKOTO YHHBEPCHTETA, xﬁmunm (unonornyeckux Hayk,

JOUEHT
k3

M.IO.  Yukuns, noueHT Kadeapsl HWHOCTPAHHBIX #3BIKOB benopycckoro
rOCYapCTBEHHOTO TMENarorMyeckoro yHuBepcuteTa wuMeHH Makcuma Tanka,
KaHAuAaT GUIONOTHYECKUX HaYK, JOLEHT.

PEKOMEHJIOBAHA K YTBEPKJAEHHIO:

Kadenpoit «Mudopmanmonnble TexHONOrHH B YNpapleHHH» bBenopycckoro
HALHOHANBHOIO TEXHHYECKOr0 YHHBEPCHTETA |
(nporokon Ne 1 or 31 aBrycra 2022 r.)

l
3asenyiowwmii kadeapoi W’ E.C. Jlucuna
/4

Meroauueckoli  komuccHeld  MeXayHapoJHOrQ HHCTHTYTa JHCTAHLHMOHHOTO
ofpaszoBanus Beslopycckoro HalMOHATBHOTO TEXHHYECKONO YHUBEPCHTETa

(nporokon Ne 2 ot | HosGps 2022 1.) '
[pencenarens MeTOAHYECKOM e //%/ H.A. Catikos
KOMHCCHH

Hayunoii 6u6mmorexoit BHTY ' @ T.W. Bupiokosa

>

Hayuno-MeTou9eckuM COBETOM Belopycckoro HaIHOHANBHOTO TEeXHHYECKOIo
yHHBepcutera (mpotokon Ne HJ  cexuuu Ne ot _ih H 2022r.)
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Benopycckmii HAMOHAIbHBIA TeXHUYECKHH YHUBEPCUTET

@ﬁcmaunom{mﬁ Ne ){’Q-Mﬂﬁ//éz_/}g

MMPOPECCHOHAJIBHASA JIEKCUKA
HA HHOCTPAHHOM A3bIKE

(anramiickmii, HeMeuxuii, ppaHuysckuii)

YyeOHasi nporpamMma yupeskaeHHus BbICIero 00pa3oBaHus
10 y4eOHO# JHCHHITHHE JJISl CHeUATBHOCTH

6-05-0311-02 «9xoHOMHKA H YHPABJICHHE»

npoguan3anuu «JKOHOMHKA 1 IPaBOBoe ofecneyeHne X03siicTBeHHO
JAEeATEIbHOCTI

Munck 2023 r.
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YuelGHas TporpaMma COCTaBIeHa Ha OCHOBE 00pasoBaTenbHOro cragmapra OCBO
6-05-0311-02-2023 u yye6HOro miana creuuansHocTd 6-05-0311-02 « DKOHOMHUKA U
yIpaBieHHe» Tpoduam3anuy «OKOHOMHUKA M IPABOBOE 00ECIIEUeHHE X03CTBEHHOH
AeAarenbHOCTH»  peructpaumonnsin N MUJIO 112 3u-1/y4., yTBepKIEHHBIM
03.04.2023r.

COCTABUTEJIA:

A.A. llanapenko, crapmmii mnpenoxasatens kadenpsl «MHGOPMAMOHHBIE
TEXHOJOTMH B yHpaBIeHUM» MEXIyHApOJIHOTO WHCTHTYTa JUCTAHLUOHHOTO
06pasoBanus benopycckoro HalMOHATBHOTO TEXHUYECKOTO YHUBEPCHTETA

A K. Tounnmna, crapmmuii mpenogasarens Kadenpsl « AHGOpMAIMOHHBIE TEXHOIOTHH
B YOpaBIeHHM» MEXIyHapOTHOrO MHCTHTYTY IWCTAHIMOHHOTO 0Opa3oBaHHsA
Benopycckoro HanmoHaIbHOr0 TEXHHYECKOTO YHUBEPCUTETA

H.II. Crankesu4, crapimmii npernogasateins kadenpsl «iHocTpanHble A3bikmy OTYT
Benopycckoro HalMoHAIBHOTO TEXHUYECKOTO YHUBEPCUTETA

PEINEH3EHTHI:

T.A. Bacunbea, noumenT kadenpbl «AHmmiickuii s3eik Ne 1»  Bemopycckoro
HallMOHAJILHOTO TEXHUYECKOr0  YHUBEPCUTETa, KaHIUJAT (UIOIOTHYECKUX HAyK,
JIOLIEHT

MIO. Yuxwms, nomeHT kadempsl HMHOCTPaHHBIX  A3BIKOB  Bemopycckoro
rOCyJapCTBEHHOTO I€JarOrM4ecKOro yHuBepcurera umeHu Makcuma Tanka,
KaHIMAAT GUIOJOTHYECKHX HAYK, JOLEHT.

PEKOMEH/IOBAHA K YTBEPXKIEHHAIO:

Kagenpoit «VudopmanmoHHEIE TEXHONOIMM B yhpaBieHHH» Belopycckoro
Ha[MOHAIBHOI'O TEXHMYECKOTO YHUBEPCUTETA

(mpotoxon Ne 14 ot 30. 06. 2023 r.)

7
Crapmmii nmpemnogaBareis ﬁ///%é N.A. Cobonenko
Mertonmueckoit  komuccuell  MexTyHapogHOro'— MACTHAYTA  UCTAHIHOHHOTO

o6pasoBanus benopycckoro HalMOHAILHOTO TEXHAIECKOTO YHHBEPCUTETA
(mpotoxon Ne 10 ot 30.06. 2023 r.)

IIpencenarens MeToauueckoi N.A. Catukon

KOMHCCHH

Hayygnoit 6ubmuorekoit BHTY i@ T.W. Buprokosa

HayuHo-MeToqMueckuM coBeToM BenopyccKoro HalMOHAIBHOTO TEXHHYECKOTO
yrmBepcuTera (mpotokon Ne 7 cextum Ne 7 ot &fF. 67 2029r.)
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HOACHUTEJBHASA 3AIINCKA

VYyebnas nporpamma no yuyeoHoil aucuuruinae «lIpodeccnonanbHas 1ekcuka Ha
WHOCTPAHHOM SI3bIKe» pa3paboTaHa 1 crenuanbHoCcTH 6-05-0311-02 «DxoHOMEKA 1
yrnpaBieHue» npoduin3aii « JIKOHOMHUKA U TIPaBOBOE 00ECTIeYeHHE X03sIICTBEHHOMN
JCSTCIIEHOCTH.

Heabio n3ydeHusi y4eOHON NUCIUIUTMHBI SBJISETCS aKTHBHOE OBJAJICHUE WHO-
CTpaHHBIM SI3BIKOM KaK CPEJCTBOM OOIIEHHS B COIMATBHO W MPO(eCCHOHATHLHO 00Y-
CJIOBJICHHBIX CHTYAIMSIX MEKJIMYHOCTHOTO B3aMMOJICHCTBUS PACIIUPEHUE 3armaca aK-
TUBHOHN TEPMUHOJIOTUIECKON JICKCUKH TI0 CIIEITHAIEHOCTH.

OcHoBHasl 3a7ja4a MpenoiaBaHusl YIeOHOW AUCIUIIIMHBI COCTOUT B TIOCJIEIOBA-
TEIbHOM OBJIAJICHUH CTYJICHTaMU COBOKYITHOCTBIO KOMIIETEHIIUH, OCHOBHBIMU U3 KO-
TOPBIX SBISIOTCA:

- KOMMYHUKAaTHBHAasl (JIMHTBUCTHYECKAs, COLIMOJMHTBUCTHUECKAS, COIMOKYIb-
TypHasi, ColMaibHasl, JUCKyPCUBHAs, CTpAaTETUUecKas);

- IparMaTuvecKas;

- KOTHUTHUBHAS,

- MEXKYJIbTypHas;

- KOMIIEHCATOpHas;

- mpodeccuoHaIbHas;

- 00111as1 KOMIIETEHLIMs, BKIIIOYAIOLIasi HapsAy CO 3HAHUSIMH O CTpaHE U3y4yaeMoro
A3bIKa, 00 OCOOCHHOCTSIX SI3bIKOBOM CHCTEMBI TaKXK€ U CIIOCOOHOCTh PAaCUIMPATH U CO-
BEPILIEHCTBOBAaTh COOCTBEHHYIO KApTUHY MHpa, OPUEHTHPOBATHCS B MEIUNHBIX HC-
TOYHUKAX UHPOPMAIIH.

[Tpu 5TOM MMHTBUCTHYECKAs] KOMIIETEHIIUS KaK OJIHA U3 OCHOBHBIX KOMIETCHIIUN
BKJIIOYAET:

- CIOCOOHOCTh K YTEHHUIO U BOCHIPUATHIO CTICIIMATN3UPOBAHHBIX TEKCTOB HA HHO-
CTPaHHOM SI3bIKE B PEKHME PEATBHOTO BPEMEHH,

- CIOCOOHOCTHh K BOCTIPUATHIO W JOKYMEHTHPOBAHUIO WH(OpPMAIMK HA HHO-
CTPaHHOM SI3bIKE B PEXKHME PEATbHOTO BPEMEHH,

- CITIOCOOHOCTH K JIMHTBOCTPAHOBEAUECKOMY aHAIH3Y,

- CIIOCOOHOCTH K TMPEJCTABIECHUIO CBOMX pabOT B MUChbMEHHOHN (opmMe Ha HMHO-
CTPaHHOM SI3bIKE,

- CIIOCOOHOCTH OCYIIECTBIAThH MPE3CHTALIMIO MaTepHalia HA HHOCTPAHHOM SI3bIKE,

CIIOCOOHOCTH K MPOBEACHUIO HAYYHOT'O UCCIIEIOBAHMS HA MHOCTPAHHOM SI3bIKE,

- C1IOCOOHOCTh (POPMUPOBATH U PACIIUPATH 3HAHUS O TEHACHLHUAX PA3BUTHUS U3Y-
4aeMoro S3bIKa.

VYyeOHast qucHUIUIMHA Oa3upyeTcsl Ha 3HAHUAX TOJYyYEHHBIX MPHU M3yYEHUH pa-
HEee TaKUX JUCHUTUINH Kak « MHOCTpaHHBIN SI3BIK», « JKOHOMHUYECKas TeOpHs», « MUK-
POIKOHOMHUKA.

B pesynbpraTe nzydenus: yueOHou aucuuruinnbl «IIpodeccuonanbras 1ekcuka Ha
WHOCTPAHHOM SI3BIKE» CTYACHT JOJIKCH

3HATb.

98



— OCHOBHBIE (JOHETHUYECKHE, TPAMMATHYECCKUE W JIEKCUYECKHE TMpaBUja, MO3BO-
JSIOIME HMCMOJIb30BaTh MHOCTPAHHBIN $I3bIK KaK CPEACTBO OOUIEHUS B MPOQEeccuo-
HaJbHOU cdepe;

— 0C00EHHOCTU TPO(DEeCCUOHATBFHO-OPUEHTUPOBAHHOW MUCHMEHHONM M yCTHOM
peuu;

— COLIMOKYJIbTYPHBIE HOPMBI JIEJIOBOTO OOIICHUS;

yMeTh:

— MIOHUMATh TEKCTHI HA TEMBI, CBSI3aHHbIE C TPO(ECCUOHAIBHON JIEITENHHOCTBIO;

— HaXOJUTh HEOOXOANMYIO MH(MOPMAITHIO JIEJTOBOTO XapaKTepa B TAKUX MaTepHa-
Jax JJI KaXKI0THEBHOTO MCIOJIb30BaHMS KaK MUChMa, OPOITIOPEI M KOPOTKUE ODHUITH-
aJbHbIE TOKYMEHTHI;

— BeCTH o0ImIeHne MpodheCCHOHATBHOTO XapakTepa B 00beMe, IPeayCMOTPEHHOM
HACTOSAILIEW POrPAMMOM;

— YBEPEHHO 00IIAThCA Ha COIMOKYJIBTYPHBIE U TPOPECCHOHATIbHBIE TEMBI U3 00-
JIACTH JIMYHBIX U TPO(PECCHOHATIBHBIX HUHTEPECOB;

HMeTh HaBBIK:

— JICTIOBOM Mepenucku U opopMIIeHHS TOKYMEHTAIMU C UCIIOJIb30BAHUEM COBpE-
MEHHBIX TEXHOJIOTUH;

— ipo(hecCUOHATFHO-OPUEHTUPOBAHHON JTUAJIOTUYECKON U MOHOJIOTHYECKOU pe-
qu;

— KPUTUYECKOTO MBIIJIECHUS, HEOOXOJUMOTO JJII TBOPUECKON MpodhecCHoHAlb-
HOM IeSITEeIHLHOCTH,

— CaMOCTOATENbHON padOTBHI.

OcBoeHne AaHHOW y4eOHON NHUCUUILIMHBI JOJKHO OO0ecneduTh (PopMUpOBaHUE
CJIEAYIONIEH KOMIIETCHIUH:

CK-10. OcymiectBisath 3pPpeKTUBHbIE KOMMYHUKAIIUM Ha HHOCTPAHHOM $I3bIKE B
npoiiecce ynpaniieHus ousHec-nporeccamu. CorjacHo yueOHOMY TUTaHY JIJISl 3a0YHOM
(GbopMBI TIOJIYYEHHS BBICIIETO OOpa30BaHMs, MHTETPUPOBAHHOTO CO CPEIHUM CIEIU-
aJTbHBIM 00pa30BaHWEM Ha M3y4YeHHE YYeOHOM MUCIMIUIMHBI OTBeaeHO Bcero 180 ua-
COB, M3 HUX ayAUTOpPHBIX — 20 "acos.

Pacnpenenenre ayquTOpHBIX 4acOB MO Kypcam, CEMECTpamM M BUIAM 3aHSITUU
npuBeieHO B TabmuIe 1.
Tabmuna 1.

3aouHas (popma moIydeHHs BBICIIET0 00pa30BaHUsI, HHTETPUPOBAHHOTO CO CPEIHUM CTICIIHAITh-
HBIM 00pa3oBaHUEM

Kypc | Cemectp | Jlexkumm, | JlaGoparopusie | IlpakTuueckue dopma TPOMEKYTOUHOU
q. 3aHATHS, Y. 3aHATHS, Y. aTTecTaluu
2 3 10 HuddepernnpoBaHHbIi
3a4eT
2 4 10 JuddepenunpoBaHHbIi
3a4eT
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COAEPKAHUE YYEBHOI'O MATEPUAJIA

Tema 1. Ilouck u ycTpoiicTBO HA padoTy
Cobecenopanue. Coctapiienue pestome. Buasl pador.

Tema 2. IIpodeccnonaibHble KA4eCTBA COTPYAHUKOB
HaBbiku cotpynnuka B 21 Beke. OnbIT paboThl. AfganTaius K HHGOPMaIMOHHBIM
CHUCTEMaM U TEXHOJIOTUSAM. Y CIIOBUS pabOThI Ha paboueM MecTe.

Tema 3. Onucanue 1eATeIbHOCTH KOMIIAHUM
Hcropust co3nanus pa3BuTus kommnanuu. [Ipoaykuus u yciyru komnanuu. OTt-

JIeJIbl KOMITaHUU. Y TalieHHas paboTa.

Tema 4. IIpaBusia BeeHUsI IEPEroBOPOB
VYyactue B neperoBopax. MexayHapoaHbIE TTE€pETOBOPHI.

Tema S. IleperoBopsl o Tesaegony
[IpaBuna BegeHus TENEPOHHBIX MEPETOBOPOB.

Tema 6. /lenoBasi KOppecnoHIeHIIUA
Buapl 1en10Boi KOPpECTIOHACHIMN.

Tema 7. U3MepeHne JKOHOMHYECKON AKTUBHOCTH
[TapameTpbl SKOHOMHUECKON aKTUBHOCTH.

Tema 8. MapkeTuHr
Omnpenenenue, BUAbL, LIETU U 3a1a4u MapkeTuHra. [loBegenue norpedurens.

Tema 9. IlenooOpa3oBaHue U NPOAAKHA
Dtarbl ¥ METO/IBI IICHOOOpa3oBaHus. [[poMBbIIIIEHHBIE BHICTABKHY.

Tema 10. IxoHomMuueckas cpeaa
Buyrpennue u BHemHuE (GaKTOPHI, BIUSIONINE HA SKOHOMUYECKYIO CPEy.

Tema 11. MUKPOIKOHOMHKA U MAKPOIKOHOMHUKA
OOBeKTHI, 33124, TPOOIEMbI MUKPOIKOHOMUKHA U MAKPOIKOHOMUKH.

Tema 12. Cnpoc u npeasioxenmne
[ToHsTHA ¥ 3aKOHBI ClIpoca U npemIoKeHus. [IpuHInIBI TOPOACKON SKOHOMUKH.
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NHOPOPMALINOHHO-METOANYECKASA YACTD

Cnucok aurepaTypsl (AHIJIMHACKHIA A3BIK)

OcHoBHasi iMTEepaTypa:

1. AHrnuiickuii s3bpIK: y4eOHO-METOAMYECKOEe MOCOOHe Ui CTYACHTOB 3KOHOMHUYE-
CKHMX CHeIUaIbHOCTEH 3a04HOi (hopMbl 00yueHus / bemopycckuii rocymapcTBEeHHBIN
TEXHOJIOTUYECKUN YyHHBepcuteT; [cocT.. A. M. PomanoBa, A. II. CaBuaHumk]|. —
Mumnck: BI'TY, 2020. — 88 c.

2. Aarnuiickuii s3bIk = English language: yueO6HO-MeToaMYecKOe mocoOre sl CTy-
IeHToB 1-ro Kypca cnenuanbHocten 1-25 01 07 "DkoHOMUKaA M ylpaBIeHUE HA TIPEN-
npusitun", 1-26 02 02 "MenemxkmenT (1o HampasieHusim)", 1-26 02 03 "Mapketunr" /
benopycckuil rocyaapCTBEHHbIA TEXHOJNOTMYECKU yHUBepcuteT; [cocT.: E. U. bna-
rojepoBa, M. A. byteko, E. B. Kpuonocosa]. — Munck: BI'TY, 2020. 149 c.

3. 3emenkas, JI. K. Koncnekr no anrnumiickomy s3biky. ['pammatuka. Jlekcuka = My
English Summary. Grammar. Vocabulary: mocobue as ydanmxcs yapexacHuid 00-
HIeT0 cpeaHero oopazoBanus / — 2-e uza. — Mo3sips: BeicHoBa, 2018. — 120 c.

4. Koanbuyk, H. B. MHOCTpaHHbIi 53bIK B MpodeccuoHanbHOU cepe (aHTIMUCKUi,
HeMeIKUi, Pppaniry3ckuil): yueOHoe nocoodue / JJoHCKOW rocy/1apCTBEHHBIN TeXHHUYE-
ckuil yHuBepcuteT. — PoctoB-Ha-Jlony: JAI'TY, 2018. — 68 c.

5. daneena, M. 0. JlenoBoii aHruiickuii. MeHEXKMEHT U I7100aJIbHOE TIPOU3BOJICTBO
Business English. Management and global production: y4ye6HO-MeTOMUYECKOE TTOCO-
oue / M. 0. dageesa. — 3-¢ u3n. — Mocksa: ®iaunta, 2018. — 110 c.

6. ®omenko, B. B. Anrimiickuii s361k. Macro- and Microeconomics: cOOpHUK TEK-
CTOB M YIpPa)XHEHUH /I CTYACHTOB 3KOHOMHUYeckuX crenuainsHocteit YO BI'CXA /
benopycckas rocygapcTBeHHas CEnbCKOX03giicTBEHHAs akaaemusd. — ['opku: BI'CXA,
2018. - 59 c.

/. AHrIMIICKUN SA3BIK: y4e€OHO-METOJUYECKUE peKkoMeHAanuu mains cryaeHtoB BUII
BTOPOW CTYNEHHU MOJYYEHHUs BBICHIErO0 0Opa30BaHUs MO CHEUUATBHOCTH "DKOHOMHKA
u ynpasienue Ha npeanpuatun" / I'. B. Muxacenxko [u ap.]; BUII - MHCcTUTYT NpaBo-
BeneHus. — Munck: bUII - MactutyT npaBoBenenus, 2017. — 179 c.

JlonoiHuTeIbHAS JIUTEpaTypa:

1. MroxanoBa, H. M. AHrIuicKul s3bIK: ydyeOHOE TOcOOHEe ISl CTYIASHTOB BY3O0B,
oOyyaroruxcs o HanpasieHusiM nmoarotosku 38.03.01 "Okonomuka", 38.03.02 "Me-
HepkmenT", 38.03.03 "Ynpasnenue nepconanom" (kBanupukaius (cterneHn) "Oaka-
nasp") / H. M. [lrokanoBa. — 2-e uzf., nepepad. u gon. — Mocksa: MUHOPA-M, 2017. —
317 c.

2. llpodeccuonanpHas JeKcUKa (Ha aHTJIMMCKOM S3bIKE) [DJIEKTPOHHBIM pecypc:
y4eOHO-METOIMUECKUN KOMIUICKC JJIsi CTYJIEHTOB creruaibHoctu 1-25 01 07 "Dxo-
HOMHUKA U YIpaBjieHHEe Ha npeanpusatuu” / benopycckuil HallMOHaNbHBIA TEXHHUYE-
ckuil yausepcuret, Kadpenpa "CoBpemennsie eBponeiickue si3biku"; cocT. A. U. Co-
pokuHa, FO. A. 3g0opoHok. — DnekTpoH. naH. — Munck: BHTY, 2016. — Pexxum gocty-
na: http://rep.bntu.by/handle/data/32829
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3. Mypyroga, E. B. [Ipodeccuonanbupiii anrnuiickuii B PR nearensHocTu: yueOHoe
nocobue / E. B. Mypyrogsa, 1. C. Mopo30Ba;. JIoHCKOI rocyaapCTBEHHbBIH TEXHUYE-
ckuli yHuBepcureT. — Poctos-na-Zlony: JAI'TY, 2016. — 76 c.

Pecypceol ynajneHHOro gocrymna:

1. British Council Learn English [Electronic resource]: Free resources to learn Eng-
lish.

2. British Council learnenglishteens [Electronic resource]: ESL reading and writing
skills.

3. Learn English Podcasts [Electronic resource]: English listening practice through in-
terviews with interesting people on different topics.

4. My Grammar Lab [Electronic resource]: Pearson ELT.

5. EnglishDiscoveries.net [Electronic resource]: English language learning resources.
6. BBC Learning English [Electronic resource]: Free resources and online courses.

7. Learning English 6 Minute English BBC [Electronic resource]: Free resources to
learn English and practice your listening skills.

8. Grammarly [Electronic resource]: Free writing app to make writing clear and effec-
tive.

9. Oxford Learner’s Dictionaries [Electronic resource]: the largest free online diction-
ary for English learners.

CpeacTBa THArHOCTHKH Pe3yJibTATOB Y4e0HOM AeSITeJIbHOCTH

OueHka ypoBHS 3HAHMM CTYAECHTA IO JUCUUIUIMHE MPOU3BOAMUTCA IO JIECSATH-
OaJJIbHOM I1IKajie B COOTBETCTBUM C KPUTEPHUSMHU, YTBEPKIAEHHBIMU MUHHUCTEPCTBOM
obOpazoBanus Pecriyonuku benapyce.

JInst OlleHKH Y4E€OHBIX AOCTHXKEHUN CTYACHTOB PEKOMEHYETCS HCIOJIh30BaTh
CIEAYIOINN JUarHOCTUYECKUI MHCTPYMEHTAPHIA:
- YCTHBIM U NMCBMEHHBIM ONPOC BO BPEMsI NPAKTUUYECKUX 3aHATUH, B TOM YHCIE JO-
KJIaJIbl ¥ TIPE3CHTAIIUU CTYICHTOB Ha 3aHATHUSAX.
- B3aMHOE PELICH3UPOBAHUE CTYICHTAMU UX JOKJIaJ0B U NPE3CHTALIHIA.
-3aIMTa BBIIIOJHEHHBIX HA TPAKTUUYECKUX 3aHITUSAX UHIUBHUIYAJIbHbIX 33/JaHUI;
- 3aIIIMTa BBHIITOJIHEHHBIX B PAMKAX CAMOCTOSTEILHON paboThl KOHTPOJILHBIX PaboT;
- cnava nuddepeHIIMpOBaHHOTO 3a4eTa Mo TUCIUILIAHE.

IlepeyeHb KOHTPOJILHBIX BOIPOCOB M 3aJaHUH
JJIS1 CAMOCTOATEJIbHOM padoThI
['pamMaTnueckue TeMsl:
- BunoBpemennslie ¢popmbl riarosa. JlelcTBUTENbHBINA U CTPalaTeIbHBIN 3aJ10T.
- [loBenuTenbHOE HAKJIOHEHHUE.
- BonpocutensHble npemsioxkenus. BonpocurensHeie ciioBa. CTpyKTypa NOBECTBOBA-
TEJIbHBIX, BOIPOCUTENIBHBIX U OTPULATEIBHBIX NPEIII0KEHUN
- [Ipennoru. ®pa3oBbie riaaroisl
- CJI0KHONIOJYMHEHHBIE MTPEIIOKEHUS.
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- MopanbHBIE TIIaroJikl.
TekcThl PSKOHOMHUYESCKOM HAIIPaBICHHOCTH (YTEHHE, IIEPEBO/I, ITEPECcKa3)

MeTtoauyeckue peKOMeHAALNH 110 OPTaHNU3ALMH U BbINOJTHEHHUIO
CaMOCTOSITeIbHOM PadoThl CTYICHTOB
[Tpu u3yyeHUH TUCHUILIMHBI PEKOMEHIYETCSI UCIIOJIb30BATh CIEyIOIME (POpMBbI
CaMOCTOSITENIbHON pabOoThI:
- BBIIIOJIHEHHE UHMBHIYAJIbHBIX U Pa3HOYPOBHEBBIX 33JIaHUN;
- IOATOTOBKA COOOIIEHUI, TEMAaTUYECKUX TOKJIAJ0B, MPE3EHTAUI 10 3aJaHHBIM Te-
Mam;
- MpopaboTKa TeEM (BOMPOCOB), BLIHECEHHBIX HA CAMOCTOSITENIbHOE N3YUEHUE;
- IOATOTOBKA KOHTPOJIBHON PaOOTHI MO WHAUBHUIYATIbHBIM 33/I1aHUSM.
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YUYEBHO-METOJUYECKAS KAPTA YYEFHOM JUCHUILIUHBI NPO®ECCAOHAJIBHAS JIEKCUKA

HA NTHOCTPAHHOM S3bIKE (anrauniickuii A3bIK)

3a049Hasd Cl)OpMa IMOJIYYCHHMA BbICHICTO O6p{:130BaHI/I$I, HHTCTPUPOBAHHOTO CO CPCAHHUM CIICHHNAJIbHBIM 06p330BaHI/ICM

KosnuecTBo ayJUTOPHBIX 4acoB
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3 cemecTp
1. TIpakruueckoe 3anste Ne 1. TTouck U yerpoiictso Ha padory Applying for a job. CoGecenoranue Job 2
interview.
2. Tpaktrueckoe 3anstre Ne 2 TpodeccroHanbHble KadecTBa cotpyauaukos Professional skills. Yenosust 2
pabothl Ha paboyem Mecte A working place.
3. Ipakrrueckoe 3anstre Ne3 Omnrcanue aesteapHOCTH Kommanun Company profile. YV nanennas paGora 2
Remote work.
4. TIpaktuueckoe 3ansitie Nod Tpasua Benerust ieperosopos Negotiation rules. Yuacrue B meperoBopax 2
Participating in negotiations.
5. . 2 KonrtponbsHas padora
TIpaktuueckoe 3ansitre Ne5 TTeperosopst o Tenedony Business phone calls.
Hroro 3a 3 cemectp 10 JuddepenpoBaHHbIi 3a4eT
4 cemecTp
7. Ipaxtuyeckoe 3ansitue Ne 6 Mi3smepenne 5k0OHOMHUECKO# akTHBHOCTH Measuring economic activity. 2
8. Tpaktuueckoe 3ansitie Ne 7 Mapkerunr Marketing. ITosenenue motpeburenst Consumer behaviour. 2
9. Tpaktuueckoe 3ansitie Ne 8 [enooOpa3zoBanue u nmpoaaxu Pricing and sales. IIpomsiiieHHbIE BbI- 2
crasku Industrial exhibitions.
10. | Ipaxruueckoe 3ansitue Ne 9 DkoHoMuueckas cpeaa The economic environment. Cripoc u npeioxe- 2
e Demand and supply.
12. [pakTtudeckoe 3ansTe Ne 10 MUKpO3KOHOMHEKA M MakpoaKoHOMEKa Microeconomics and macroeco- 2 KonrponrsHas pabota
nomics.
HWroro 3a 4 cemecTp 10 JunddepeHmpoBaHHbIii 3a4eT
Bcero aymuTopHBIX 9acoB 20




BBO/HbIE ®PA3bI

BaxxHo OTMETUTB, YTO ....

It is important to note that ....

BaxxHbIM sIBIISICTCS TO, 4YTO ...

An important point is that ...

B maHHBIM MOMEHT, ...

At the moment, ...

B 3akmouenue, ...

In conclusion, ...

B xoHII€ KOHIIOB, ...

Afterall, ...

B mob6owMm ciyuae, ...

In any case, ... / Anyway, ... / Either way, ...

Boobmre-To, ... Actually, ...
Bo-nepBbIx, ... Firstly, ...
B o0Omiewm, ... All in all, ...

B nepBytro ouepens, ...

In the first place, ...

B pesynbrare ...

As aresultof ...

JIeCTBUTEIBHO, ...

Indeed, ...

,HOJDK@H IIPpU3HATB, ...

I must admit, ...

Nmeer cMmbIcH ...

It makes sense (to) ...

Kaxercs, (4t0) ...

It seems that ...

Kopoue, ... / Kopoue rosops, ...

In short, ... / In a nutshell, ...

Kpowme Toro, ...

Besides, ...

Hakomnern, ...

Finally, ...

Ha camowm pene, ...

In fact, ... / Actually, ...

Hackonbko s 3Hao ...

As far as I know, ...

Hackonbko st MOTy CyUTb, ....

As far as | can judge, ...

Opnnako, .../ Tem HE MeHee, ...

However, ...

OaHUM CIIOBOM, ...

In aword, ...

OTtkpoBeHHO roBops, / YHecTHO roBops,

Frankly speaking, ... / To tell the truth, ...

[To Mmoemy MHEHHIO, ...

In my opinion, ....

ITo npaBne rosops, ...

To tell the truth, ...

ITo cytu nena, ...

As a matter of fact, ...

IIpexne Bcero, ...

First of all, ... / Above all, ...

Camo co0o¥ ITOHSITHO, YTO ...

It is self-evident that ...

Camo co0oii pazymeeTcs, 4To...

It goes without saying that ...

Cnenyer OTMETHUTb, UTO ...

It should be noted that ...

CHavyana ...

At first, ... / First, ...

Cogeryto BaM ...

I advise you (to) ...

Tem ne menee, / Beé-rakn, / Onnako,

Nevertheless, ...

XOpo1Io U3BECTHO, YTO ...

It is well known that ...

Yro kacaercH ...

As for ... / Concerning ...

DTO MOKET 03HA4YaTh, UTo ...

It can mean, that ...

51 ObI mpeanoyen ...

I would rather ...

S OwI XOTEI ...

I would like to ...

S nymato, / Sl monarato, / §l cuuraro,

I think, ... /I believe, ... /I guess, ...




®PA3bI U BBIPA’KEHUA 1J1AA BEAEHUSA IIEPEI'OBOPOB

| am calling to arrange the meeting next

week.
Let’s meet on Wednesday.
Let’s meet next Tuesday.

Let’s arrange a call so that we can dis-
cuss it further.

Can we arrange a conference call for
15.00 on Monday 21 October?

How about 11 o’clock in the morning?
Or is 10 o’clock a better time for you?

Could you confirm the date in writing,
please?

Could we meet sometime next week?

Would it be possible for us to meet on
Monday?

When would be a good time?
What about December 13?

OK, that sounds like a good idea.
Yes, that’ll be fine.

That’s no problem.

I’m afraid I can’t come on that day.

Sorry but I can’t make it that day.

Sorry but I’ll be on holiday then.

I’m afraid I have another engagement
on 22 April.

51 3BOHIO, UTOOBI IOTOBOPUTHCS O BCTpEUE Ha
CIEAYIOLIEH HEEIE.

JlaBaiiTe BCTpETUMCS B CpENY.
JlaBaiiTe BCTpETUMCS B CIEAYIOIINN BTOPHUK.

JlaBaiiTe 10roBOpuMCsI O 3BOHKE, YTOOBI MBI
CMOTJIM 00CYJUTH 3TO B JAJIbHEHIIIEM.

MoskeM 1 Mbl OpraHMU30BaTh KOHEPEHII-
3BOHOK B TTOHEACIbHUK 21 okTs16ps B 15:00?

Kak nacuer 11 yrpa? Unu, moxer, 10 yrpa 60-
Jee TOAXOsIIee BpeMs I Bac?

He mornu Obl BBl HOATBEPAUTD JaTy B MUCh-
MeHHOU (popme, nmoxanyiicta?

MoskeM JIn MBI BCTPETUTBCS Ha CJICTYIOIICH He-
nene?

Morau Obl MBI BCTPETUTHCS B IOHEECIIbHUK?

Kakoe 6b1 BpeMs Bam 1ofonuio?

Kak nacuer 13 nexabps?

Xopo1Io, KaKeTcsl, 3TO HETUIoXasl HJIesl.

Ja, 3T0 OymeT HerIo0Xo.

He npo6nema.

W3BuHUTE, 1 HE CMOTY MPUKTH B ATOT JICHb.

N3BuHUTE, HO Y MEHS HE TIOJIYYUTCS B OTOT
JIEHbD.

W3BunHUTE, HO 51 Oyay B OTITYCKE.

Boroch, y MeHs Ha3HaueHa apyrasi BCTpeya Ha
22 anpeds.
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| am afraid next week is out because...

Tomorrow would be better for me.

I think I’d prefer to make it at 3.30.

Could you manage the day after tomor-
row?

Sorry, I am afraid I can’t make the
meeting at 12.00. Can we change it to
15.00? Let me know.

Let’s reschedule our meeting for next
week. Would it be possible on Monday
11 at 13.00?

Could we fix an alternative?

Sorry but the other members of my
group have arranged for me to...

Unfortunately, I’ll have to cancel our
meeting on Thursday.

I’1l be unable to make the meeting.

I don’t know if we’ll be able to finish
everything today.

Could we meet up again, say, at the end
of the month?

We must...

Our main concern is...
It is vital/crucial that...
Our intention is...

I would like to...

We might like to...

Bborock, 4To Ha crieayroliei Helene He MoTy-
YUTCS, TOTOMY YTO...

3aBTpa MHE OBl OOJIBIIIE MTOOIILIO.

S nymaro, MmeHs ObI 00JIBIIIE YCTPOHUIIO BpEMS
15:30.

VY Bac IMOJYYHUTCA BCTPCTUTHCA HOCHCSaBTpa?

N3BuHuTE, 601OCH, 4TO BcTpeua B 12:00 MHE He
noaxoAauT. Moskem foroBoputhes Ha 15:007
JlaniTe MHE 3HATb.

JlaBaiiTe mepeHeceM HaIlly BCTpEUy Ha ClIeTy-
IOIIYIO HeJe0. BO3MOXKHO JIi BCTPETUTHCS B
nouneneapbHuK 11 gucna B 13:007

Mp1 Moru OBl BBIOpaTh albTEPHATHBHYIO ATy ?

I/ISBI/IHI/ITG, HO APYTHUC YJICHBI MO KOMaHIbl
JOrOBOPHIIHCH O...

K coxanenuro, MHE IpUIETCS OTMEHUTH HAIly
BCTPEUY, HA3HAYCHHYIO HA YETBEPT.

S He cMory OBITh Ha BCTpEye.

S He 3HAaK, CMOXKEM JIM MbI CCTOAHS BCE 3aKOH-
YHUTh.

He Moryi Ob1 MBI BCTPETHTBCS €IIie pa3, A0IY-
CTHM, B KOHIIE MecsIa?

MBI NOJKHHBL...

Hama rnmaBHas 3amaua — 370...
Kpaiine He00X011MMO/BaKHO, UTOOBL...
Hamra neas — »To0...

S1 6b1 XOTEII, YTOOBL. ...

Ham 0BI XO0TENOCH...
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| am willing to accept... if...

| think we will have to agree to...

It would be an alternative to....
We can trade this against...

A few things we can compromise on
are...

We must have...

We have to have...

We need/require...

We want to...

We would like...

This is a must!

The price must fit...
Money is all-important.

Are we going to talk face-to-face or on
the phone?

Who will be coming from BND?

What is my role during the negotia-
tions?

What are the initial goals of the meet-
ing?

Do you have any objections?

We need to discuss the agenda now, if
you don’t mind.

It is extremely important for us to in-
clude this information.

S rotoB IIPUHATD... CCJIN...

S nymaro, 4TO MBI 10JKHBI OyI€M COTJIaCUTh-
col...

D710 OblIIa OBI ATETEPHATHRA...
Mpb1 MOKeM HalTH OallaHC MEXKY...

Heckonbko BOIIPOCOB, IO KOTOPBIM MBI MOKXEM
MONTH Ha KOMIIpOMHUCC...

YV Hac TOJKHO OBITb...

MEI 1OJDKHBI UMETh. ..

Ham neoOxomumo/Tpedyercs...
MbI XOTHM...

MEI OBI XOTEIIH. ..

D10 00s13aTEIBHO!

Ilena momKHA COOTBETCTBOBATS...
JIleHbru npeBbIlIe BCETO.

BynieM 1 MbI BECTH TIEPErOBOPBI JTUIIOM K JIHILY
Wiu 1o tenedony?

Kto Oynmer npucyTcTBOBaTh OT KOMITAHUH
BND?

KakoBa Mos poJib B rieperoBopax?

KaxoBbI INEPBOHAYAIBHBIC ICITN BCTpGIII/I?

EcTb 511 y Bac kakue-n100 Bo3paxkeHus?

Ecnu BBl HE poTHUB, AaBaiiTe ceifuac oOCyaum
MIOBECTKY JTHS.

J151s Hac uype3BBIYAHO BaKHO BKJIIFOUUTH JIaH-
HYI0 HH(OpPMAIHIO.
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Timing has a lower priority to us.

Essentially, what we are looking for is...

Ideally, what we would like to do is...
Basically, we are interested in...

We have four basic requirements which
are not really open to negotiation.

We are however prepared to negotiate
the terms of the...

If you are prepared to do X, then we
would be prepared todo Y.

Our position is that we...

It might be better to focus on...

I’d prefer to... rather than...

Our main aim should be to...

The key issue here is...

Do you all agree on that?

Does anyone have any comments?
What do you think about the budget?
How do you feel about it?

What are your thoughts on this point?
How do you see this?

Do you think we should?..

Would you like to say something about
it?

Do you have anything to add?

Any reaction to that?

Bomnpoc BpeMeHr BTOPOCTENEHHBIN /171 Hac.
ITo cyTu, MBI HIIEM...

B uneane Mb1 xoTeau ObI CENaTh...

B ocHOBHOM Hac UHTEpECYET...

VY Hac ecTh YEThIPE OCHOBHBIX TpeOOBaHUs, KO-
TOpBIE HE MOAJIEKAT OOCYKICHHUIO.

OI[HaKO MBI I'OTOBBI JOT'OBOPUTBLCA 00 YCJIOBU-
aX...

Ecmu BBI TOTOBEI cienaTh X, TO MBI OBLIN OBl
TOTOBBI CZIENIaTh Y.

Hama no3unus TakoBa, 4YTo MBL...
Mo3keT ObITb, JIydllle COCPEOTOUUTHCS HA...
51 Ob1 npeanoyen... a He...

Harmeii rmaBHON LEIBIO JOJIKHO OBITh. ..
KunroueBoii Borpoc 31€ch...

BrI Bce cormacHsl ¢ 3TuM?

VY koro-HuOyIb €CTh KOMMEHTApUHU?
Yro BB 1ymaere o Oroxere?

Kax BbI kK 3TOMYy OTHOCUTECH?

UYTo BBI IyMaeTe 1Mo ’TOMY OBOY?
Kax BbI Ha 3TO cMoTpUTE?

Kax BbI fymaere, Mbl JJOJIKHBI? ..

XoTute 4To-HUOYh CKa3aTh MO ATOMY MOBOAY?

V Bac ecTb 4TO 100aBUTH?

Yro BeI 1ymaere 06 3Tom?
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What are your views on this?

Does anybody have any strong feelings

about that?

Does anybody have any comments to
make?

Any suggestions?

I’d like to hear your ideas on this point.

How do you think we should do this?
What would you recommend?

| suggest we should... What do you
think?

| think/reckon/suppose we should...

It might be a good idea...

My proposal/suggestion is to arrange...

The way | see it...
As | see it...

It seems to me that...

| am confident that...

My inclination would be to...
From a financial point of view...
| tend to favor the view that...

| strongly believe that...

| imagine it something like...
What about?.. / How about?..

Have you thought of?..

EcTb 11 y KOro-HuOy1b 0COOBIE MBICIH 10 3TO-
MY TTOBOJY?

KTo-HHUOYIh XOUET MPOKOMMEHTHPOBATH 3TOT
BOITpOC?

Kaxue-nub6o npeioxenus?

S1 xoTes Obl yCJIbIMIaTh Balllkd MbBICJIM OTHOCH-
TCJIbHO JaHHOI'O BOIIpOCa.

Kax BbI gymaete, Mbl JOJKHBI 3TO CIeNaTh?

Yto OBI BBI IOCOBETOBAJIN?

S monarato, MbI JJOJDKHEL... UTO BBI qymaeTe?

S nymaro/cunTaro/monarar Mbl JOJKHBI...
DTO MOXKET OBITH XOpOIIIEH Haeeil...

Moe IMPCIJIOKCHUC COCTOUT B TOM, YTOOBI op-
raHU30BaTh...

Ha moii B3rnsa, 370...

MHe kaxkeTcs, 4To...

51 yBepen, 4ro...

S 661 XOTEII....

C (buHaHCOBOW TOYKHU 3pEHUSL...
Sl CKJIOHSAIOCH K MHEHHUIO, YTO...
51 TBepHO Bepro, UTO...

S mpencrasisiio 3T0 cede Kak...
Kaxk nacuert?..

Bel nymanu o?..

109



Would it be possible that we?..
From my experience the best way...

Could you accept/consider?..

Could the problem be solved by?..

Why don’t we?..

Is there any reason why we shouldn’t?..

| wonder if we could...
What | think we should do is...

I (would) suggest that we should...

The only solution is to...

| see no other alternative but to...
There are several options...

That would depend on...

Now that you mention it...
Considering this | would...

It sounds like an alterna-
tive/option/possibility...

I’m in complete agreement.
I couldn’t agree more.
You’re right there.

Yes, definitely.

Exactly!
Precisely!

That sounds fine to me.

Byner i1 Bo3MOKHO, 9YTOOBI MbI?..
W3 moero omnbiTa Jy4dliui crnocoo...
He moru ObI BBl IPUHSATE/PAaCcCCMOTPETH?..

Mosket 1 ripoGJsiemMa OBITh pelieHa ¢ MoMo-
HIBI0?..

[Touemy Obl Ham He?..

Ectp mu mpuumHa, Ho4eMy MbI HE TOJDKHBI?..
HNuTepecHO, MOTIIH OBI MBL...

Yro HaM ciemyeT caenarh, Tak 3TO...

51 mpenuiaraio, 9TOOBI MBL...

EnuHCTBEHHOE perieHne COCTOUT B TOM, UTO-
OFL...

51 He By Ipyroy anpTepHATUBBI, KPOME KaK...
EcTb HECKOJIBKO BapUaHTOB...

OT10 OyJeT 3aBUCETH OT...

Tenepb, KOra Bbl YIIOMSHYJIH 00 3TOM...

VuuThIBas 910, g ObL...

DTO 3BYYHT KaK albTePHATUBA/BO3MOKHOCTb...

51 MOTHOCTHIO COTJIACEH.
[lenukom cornaceH.
B 5TOM BBI IIpaBBI.

OnpeneneHHo, aa.

Touno!

MHe 3T0 HpaBUTCH.
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| (can) see what you mean, but...
You’ve got a point, but...
| take/see/appreciate your point but...

I’m sorry, but I have reservations about
that.

I’m sorry, but that’s not really practical.

| suppose so, but I still think...
I can’t go along with that.
You may be right, but personally I...

I’m not sure whether that’s feasible...

I don’t want to sound discouraging but...

| can see why you want to do this but...

That’s not quite what we had in mind,
but...

That is not how we see the situation.

I’m afraid I’'m not convinced by that,
SO...

I’m afraid I can’t accept that.
That’s out of the question.
Unfortunately, that cannot be done!

I’m sorry what did you say?

Sorry, could you say that again?

Sorry, what was your question?

Sorry, I missed that last part.

Sl noHuMaro, 4TO BBl UMEETE B BUAY, HO...
Bl nipaBsl, HO...
S1 noHMMaro Ballly TOUKY 3peHMs, HO...

W3BUHUTE, HO Y MEHS €CTh COMHEHHUS 110 ITOMY
MOBOJY.

W3BuHUTE, HO 3TO HE COBCEM MPAKTUYHO.

S monarato, 4TO Tak, HO s BCE €I AyMaIo...
51 HEe MOTYy COTTIaCUTBCS C 3TUM.

Bo3mo3xHO, BBI TTpaBbl, HO JTUYHO S ...

51 He yBepeH, BO3MOXKHO JIH 3TO...

He xo4y 3By4yaTh 00eCKypaskuBaroIie, HO...

bl IMOHUMaAI0, MOYCMY BbI XOTUTC 3TO CACIATh,
HO...

DTO HE COBCEM TO, YTO MBI UMCJIKX B BUY, HO...

OTO HE TO, KaK Mbl BUIUM CHUTYalHIO.

borock, MeHs 3TO HE yOeuIo, TakK 4uTo...

Borock, 51 HE MOTy 3TOTO NPUHSATS.
OO0 5TOM HE MOXKET OBITh U PEUH.
K coxanenuto, 3T0 HEBBIIOJIHUMO.
ITpoctute, uTO BBI CKa3aIN?

N3BuHUTE, HE MOTJIA OBbI BBl TOBTOPUTH ITO
cHoBa?

W3BuHMTE, @ Kakou ObLT BOIPOC?

W3BuHUTE, S MPOMYCTUII TOCIEAHIOK YaCTh.
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Sorry, | got distracted. What were you
saying?

Sorry, I’ve lost track of what you were
saying.

Sorry, what did you say at the begin-
ning?

Could you say that last bit again?

Sorry | missed the bit about...

Could you explain that again using dif-
ferent words?

Sorry, I didn’t catch that. Could you
give me more details?

Sorry, I still don’t understand. What do
you mean?

Sorry, could you repeat that again but
much more slowly?

Sorry, could you write that word down?
I can’t really understand it.

Sorry, I’m not really clear what you’re
saying.

Sorry | think | have missed the point.
Sorry but I am not really clear about...
So what you’re saying is?..

So if I understood you correctly, you
mean...

Let me see if | have the big picture.
You’re saying that...

The point ’'m making is...

Let me say that in another way.

N3BunwuTe, 51 0TBICKCS. UTO BBI CKa3zamm?

I/ISBI/IHI/ITG, S MOTEPATI HUTh CKa3aHHOTI'O.

M3BuHHTE, 9YTO BBI CKa3aJIM B Hadaje?

He Moryi ObI BBl MOBTOPUTH MOCIIEAHIONO
4acTh?

W3BuHHATE, 5 MPOIYCTHII YaCTh BOIIPOCA O...

He Moryi ObI BBI e111e pa3 00BsICHUTD 3TO JAPY-
TUMH CIIOBaAMU?

N3BuHuTe, 51 He noHs1. He Mornu Obl BBI pac-
cKazarh 0oJiee AeTabHO?

M3BuHMTE, 5 BCe elle Bac He MOHUMal0. YTo BEI
MMEETE B BUY?

W3BuHUTE, HE MOTJIA OBI BBI 3TO TOBTOPUTH, HO
ropaszio MejiecHHee?

W3BuHKTE, HE MOTJIN OBl BBI 3aIIUCATh 3TO CJIO-
BO? S HE MOT'y €ro OHSTb.

W3BuHUTE, 51 HE COBCEM MOHUMAIO, YTO BBI I'O-
BOpHUTE.

N3BuHMTE, 1 1yMaro, 4TO HE YIOBHJI CYTH.
N3BuHUTE, HO S HE COBCEM IMOHUMAIO...
Tak BbI TOBOpUTE 07..

Ecnu g Bac mpaBUIIbHO ITOHUMAlO, BBl UMEETE B
BUJTY...

[Tomoxnaure, naTe 1 TOCMOTPIO, BCE JIU MHE
sCHO. BbI roBOpHTE, UTO...

To, 0 yeMm st TOBOPIO...

[To3BONBTE 5 CKAXKY 3TO APYTUMHU CIOBAMH.
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In other words, what | mean is... WHBpIMU CITOBaMH, S UMEIO B BUJY...
No, that’s not really what [ meant. Her, s He 5TO MMmen B BULy.

That’s not actually what [ was trying to
DTO HE TO, UTO 5 TMBITAJICS CKa3aTh.

say.

Well, not exactly. Hy, He coBcem Taxk.

| think you may have misunderstood S1 mymaro, BBl MOTJIH HETIPaBUIILHO TIOHSThH, YTO
what he said. OH CKaszall.

Have | got that right? 51 mpaBUIIBHO MOHSIT?

If I’m not mistaken, what she was say-
Ecnu s He ommbatoch, oHa roBopuUIa...

ing was...

Does that make sense to you? 310 TOTUYHO?

Do you understand what | mean? BbI moHumaete, uTo st UMEIO B BUAY?
Are you with me? BEI ciepure 3a MOUMUM MBICIAMA?
Am | making myself clear? S IOHATHO BBIpaXKaroch?

Are you following me? BrI ciieuTe 3a X00M MOUX MBICTIEH?
| guarantee you that... 51 rapaHTHpYIO BaMm, 4TO...

| can assure you that... Sl Mory 3aBepuTh Bac, 4To...

| am afraid we cannot... Borock, MBI HE CMOJKEM...

Would you be willing to?.. Be1 Ob1 xoTemn?..

Will you be able to guarantee?.. CMoXeTe JIM Bbl TapaHTHPOBATH?..

We have covered a lot of ground in this ~ MsI paccMoTpen MHOTO BOIIPOCOB Ha 3TOM
meeting. BCTpEUe.

) . Ilo3BonbTE MHE CHOBA IIPOUTHUCEH I10 BCEM JE€Ta-
Let me go over all the details again. p A

JISIM.
Have we covered everything? Mp1 Bce paccmotpenu?
Avre there any questions? Eme ocranuck BOmpocs?
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So far we have established...

I would like to summarize as follows...

Can you prepare a draft contract?

| will draft an outline agreement.

| will email you the agreement.

Could you kindly email me the draft
contract?

Ha naHHBIM MOMEHT MBI YCTAaHOBHWJIN...

S xoren Obl MOABECTH UTOT CIETYIOLIUM 00pa-
30M...

MoskeTe JIu BBl IIOATOTOBUTH MPOEKT KOHTPAK-
Ta?

Sl cocTaBiio MPOEKT COTJIALICHMUS.

A IMPUILIO BaM COTIJIAIICHHC I10 BHGKTpOHHOﬁ
IIO4YTC.

He Moruu ObI BbI IpUcCiIaTh MHE MO 3JIEKTPOH-
HOM MMoYTe MPOEKT I0ToBOpa?
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I'’IOCCAPUM

TEMA |

ability - cmoco6HOCTB, yMeHHE

achievements - 1oCTHIKEHUS, 3aCIyTH

apply for a job - moxaBare 3asBICHKE O IpHUEME HA pabOTY

apply to a company - nmoaarts 3asBJICHNUE B KOMITAHHIO

attached CV — npunaraemoe/ npuKperuieHHOE pe3toMe

available on request - npegocrasisercs o 3amnpocy

build a community - co3mates coobrecTBO

check information - npoBepsite nHGOpMaLIUIO

collaborator - corpynnuxk, coaTop

communication skills - koMMyHHKaTHBHBIE HABBIKU, HABBIKU OOIICHHS

community of followers - coo01ecTBO MOAMMCYHNKOB

comprehensive experience - BCECTOPOHHHUI OIBIT

contact details - konTakTHBIE TaHHBIC/HHPOPMALIUSI

cover letter - conpoBoAUTEIBHOE MTUCHMO (K pE3IOME)

create a product/positive atmosphere - co3ath IpoyKT/IIOJIOKUTEILHYIO aTMOChepy

creative break - TBopueckwuii mepepsiB

CV (curriculum vitae) - pesrome

deliver results - mpuHOCUTD PE3yabTATHI, JOCTUTaTh PE3yIbTATOB

deliver training - npenogaBark, TPEHUPOBATH

develop a product/a positive atmosphere - pa3paboraTh MPOAYKT/IOIOKHUTEIBHYIO aTMOChEpy

developed advanced knowledge - mepenoBbie 3HaHUs

draw attention - npuBrekaTh BHUMaHHE

education — obpa3oBatue, 00y4eHHE

email address — agpec 31eKTPOHHOM MOYTHI

employ - npuHUMaTh Ha PaboOTy

employee — coTpyIHUK, pabOTHUK

employment - Tpy10ycTpOiCTBO, 3aHITOCTh

employment agency - areHTCcTBO 10 TPYJI0YCTPOHCTBY

employment history - onsIT paGoOTHI, TOCTYKHOU CITHCOK

exaggerate - npeyBeIMInuBaTh

experience - omeIT

find a job — HaxoauTk padory

full name —romHOE MM

highlight - BeiensTh, MOgUepKUBaATH

hire - HOBOOpaHell, HOBUYOK

hire (AME) - Hanumath Ha paboTy

hiring — npuem Ha paboTy, Haem

hiring process - mporiecc mprema Ha padoTy

initiatives - HHULIMATUBEI

job applicant - mperenaeHT Ha pabouee MECTO; KaHAHIAT

job application - 3asBienue o npuéme Ha paboOTy
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job search -mouck paboTsr

job seeker - uenmoBek, uilyIuii paboTy (COMCKATENH)

job title — Ha3BaHue TOHKHOCTH, TOJIKHOCTD

lead a team/project - Bo3rIaBiIATE KOMaHy/IPOCKT

leave gaps - octaBisATh MPOOEIIBI

look for work mckats paboty

manage a team/project - pykoBOJHTh, yIIPaBIsTh KOMaHIO0M

monertise a blog - monernsuposars 6101

profile - npoduib, kpaTkas xapakTepucTHKa

provide support - oka3bIBaTh MOAICPKKY/ 00ECIICUMBATE MOIICPIKKY

provide training - mpegocTaBIATh 0OyUeHHE

qualifications - kBanudukaiys, TUIIOM

recruit - HoBoOpaHell, HOBUYOK

recruit (BrE) - nanumats Ha paboty

recruitment - maGop mepconaia, moaodop Kaapos

recruitment agency - areHTCTBO 10 HaliMy MepCOHaa, KaJpoBOe areHTCTBO

references — pekoMeHaIuu

relevant to the job - oTHOCsIHIiCS K paboTe

responsibilities - 00s3aHHOCTH, OTBETCTBEHHOCTD

responsible for - orBeTcTBeHHBIN/ OTBEYATH 3a

schedule an interview 3amnanupoBath cobeceoBanne

send a CV/a resume/a cover letter - otnpaBuTh pe3toMe/ COPOBOUTENBHOE MUCHMO (K Pe3toMe)

send the CV/resume - oTpaBuTh pe3roMe

skills — HaBbIkH, yMeHUS

specialise in - crieranu3upoBaTHCS B

specialist knowledge - mpodeccronanbHbie 3HAHUS

telephone number — Homep Tenedona

tight deadlines - cxxatbie cpoku (BBITIOTHEHHS PAOOTHI)

tips -coBeThI, OCKA3KH

up to date - coBpeMeHHBI, aKTyalIbHbII

way of contacting - crioco6 cBsizaTbest

work experience - ombIT paboThI, TPYIOBOH CTaXK

work history - TpynoBast 6uorpadus

working environment - pabouast oOcTaHOBKa/cpeaa

TEMA 11

accessible - nocTymnHbIi

activate location services — akTHBUPOBATD CJIyKObI OTIPEIEIEHUS] MECTOIIOJIOKEHUST

advertisement for — pexiiama Ha

age of technology —Bek TexHoOTHI

appreciate - eHUTh

approaches - moxo b1

build good relations - ctpouTts X0poIIHe OTHOIIEHUS

click on a link — Ha>kaTh MO CCHIIKE/TIEPEXOAUTH TIO CCHLTKE

collaboration - corpynHuuecTBo, cOBMeCcTHast paboTa

collect and store online — cobuparhb 1 XpaHUTh OHJIAIH

116




collect data — cooupars nnpopmarmo

communicate - o6marscs

communicator - yesnoBek, criocoOHbIN 3)HEKTUBHO TOHOCUTH 10 IPYTHUX JIt0Jel HH)OpMALIHUIO,
MBICJIM 1 YyBCTBa

conflict - kongukT

creative solutions — kpeaTHBHBIC PEIICHUS

cultural differences - kynbTypHBIE pa3audns

deal with — umeTs neno ¢

deal with conflict and difficult situations - umeTs €10 ¢ KOHPIUKTOM U TPYAHBIMU CUTYAIIHSIMHU

develop all kinds of skills — pa3BuBath Bce BHIbI HABBIKOB

difficult situations — TpyaHbIc cuTyaruu

digital footprint — uudposoii cien, cpena

digital marketing - uudpoBoit MapkeTHHT

digital world — uudposoit mup

efficient - s dexTuBHBIN, ICHCTBEHHBIN, TPOTYKTUBHBIN

enter a city name — BBecTH Ha3BaHHE ropoja

face-to-face - nuuHOE B3auMoneiicTBrE

false information - HenoctoBepHas nudopmarnus

global community - rimo6ansHOE COO0IIIECTBO, MUPOBOE COOOIIIECTBO

global economy — rino6ankHas S5KOHOMHUKA

help society - momorars coo01IecTBY

huge - orpomHsbIit

improvements — yiyd4iieHus, yCOBEpPIICHCTBOBAHUS

in general - B oOmiem

inspire - moOy»x1aTh

interact with — BzaumoneiicrBoBars ¢

interpersonal skills - HaBBIKK MEXITUYHOCTHOTO OOIIEHHUS

involve - Bxiitovats B ceds (MpeycMaTpruBaTh)

involve collaboration - mpexycMaTpuBaTh COTPYIHUYECTBO

keep track of personal information - orciexuBaTh IepCOHATBHYIO HHPOPMAITHIO

key issues - kiroueBbIe BOMPOCHI

make a decision — npuHUMATH pelIeHHe

move fast — qurarscst GbIcTPO

negotiate — BecTH meperoBopsbl, JOrOBAPHBATHCS

online activity — oHaliH aKTHBHOCTb

online data — onaiin nanubIe

online services — oHaiH CepBUCHI

pOp UP — BBICKAaKWBAaTh, BCTUIBIBATH (OKHO)

privacy — KoHGHICHIIMATLHOCTD, YaCTHASI KH3Hb

process - oopabdaTbiBaTh (Hamp. HHPOPMALHUIO)

process huge amounts of information — o6padaTsIBaTh OrpOMHOE KOJTHMYECTBO HHPOPMAIIHN

productively — mpoayxTtuBHO, 3pPeKTHBHO

productivity — mpoyKTHBHOCTb, IPOU3BOIUTEIHLHOCTD

protect — 3amuIare, OXpaHATh

relations - oTHomIEHUS
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responsibility - orBeTcTBEHHOCTB

responsibility to society - oTBeTcTBEHHOCTD TIEpeT OOIIIECTBOM

responsibility to the environment - oTBeTCTBEHHOCTbH IEPE/] OKPYXKAOIIEH cperoit

right to privacy —mpaBo Ha 4aCTHYIO )KHU3Hb

search function — nmouckoBast pyHKIHS

security of information — 6e3onacuocts uHGOpMaLUU

share physical location - monenmutbest pusnyeckoii ToKarmein

skills — HaBbIKH

social media - conuanbHbIEe Meaua, COIUATbHBIE CETH,

stay informed - 6wITh B Kypce

track behaviour online - orcnexxuBars MOBEAECHUE OHIAWH

verify the information -kiroueBbie BOIpoCHI

visual information — BusyanbHas uHGpOpMALKS

workplace - mecto paboTsI

written information - uadopmariust B mucbMeHHOM hopme

TEMA 111

accomplish organizational goals - mocturars opraHU3alMOHHBIX IEICH

accounting - Oyxrairepus

achieve harmony - nocTuyb rapMOHHU

advances in technology - mocTi:keHus1 B TEXHOJIOTHH

banker - 6ankup

behavior - nosesenue, moctTymnok

be founded - 6pITH OCHOBAaHHBIM

budget for Research and Development

chairman - npencenarens

clock off - ormeuats Bpemst yxona ¢ paboThI

clock on — ormeuats BpeMms npuxoja Ha paboTy

commute - e3auTh Ha paboTy U 00paTHO (YaCTO U3 IPUTOPOJIA)

commuter - maccaxxup, perysipHO COBEPIIAOIININ MTOS3/IKU U3 MIPUTOPOJIa B TOPOJ K 00paTHO

(06b14HO Ha paboTy)

company’s resources - pecypcbl KOMIIaHUH

compete - KOHKYpHpOBaTh, CONEPHUYATH

competitor -conepHUK, KOHKYPEHT

consumer trends - moTpeOUTEIbCKUE TEHICHIHH

convert resources - npeoOpasoBLIBATE PECYPCOB

corporate history - ucropus Kopnoparu/KoMInaHuu

create - co3maBars, TBOPUTH

creative marketing — kpeaTUBHBINH MapKETHHT

creativity - kpeaTHBHOCTb, TBOPYECTBO

customers - KIIMCHTBI, IMOKYIATCJIN

customers’ needs - MOTpeOHOCTH KIMEHTOB

day shift — mtaeBHast cmeHa

deliver goods and services - 10CTaBJIsTh TOBaphI M yCIYTU

department — otaen, remapTaMeHT

design products - pa3pabaTsIBaTh TOBapHhI
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develop strategies - paspabaTbIBaTh CTpaTeruu

durable - mpouHbIii, 1OATOBEUHBIMH

effective — appexTuBHBIN, pe3ynbTaTUBHBII

equipment - obopynoBaHue

evident - oueBUIHBIN, IBHBIH

establish collaboration

expand - pacmupsTh, pa3BUBaTh, YBEIUYUBAThH

external factors — BHeiHue GakTOpbI

failure of the business - mpoBan 6u3Heca

financial accountant - ¢punaHCcOBBII Oyxranrep

financial managers - ympasistoriuii mo GpuHaHcam

flagship — ¢pnarman

flexitime - ruOkuii rpaduk padboThI

funds -onb

generate a profit -reaepuposars (hopMHpPOBATE) T0XO0.1

go bankrupt - 06aHKPOTHTHCS, pa30PUTHCS

government - mpaBUTEILCTBO, TOCYAAPCTBO

innovation - wMHHOBALM, HOBOBBEICHUE

incredibly creative - useful touchable screen

innovator - HoBaTop, U300peTaTesb

intangible products - HemaTepuanbHbIE TOBAPHI

international operations - MmexxayHapOAHBIC OTEpaIUU

iNvVest money - MHBECTUPOBATh JICHBIU

items - IIPEeAMETHI, BCIIH, TOBAPbI

lack of courage - GroKeT 115 KCCIIETOBAHUS U PA3BUTHSI

landlord - apenmonarens

life span - cpok »u3HH, CPOK IKCILTyaTaI[HH

long lasting products - goiroBeuHbIe TOBAPHI

outdated - ycrapeBiuii, HECOBPEMEHHBIH, HEAKTYaIbHBIN

make a profit - u3BnekaTh NpUOBLTH, BHITOAY

managerial accountant - Gyxranrep ¢ ynpaBlieHIYECKUMU QYHKIUSIMA

market research - ucciemoBanue ppiHKa, MAPKETHHIOBOE UCCIICOBAHUE

marketer - mapketosor

marketing - MapkeTHHT, COBIT, TOPTOBJISI

marketing suCCess — MapKeTHHIOBBIil  ycrex

mass-produced - mMpOU3BOMMBII CEPHITHO MAacCCOBOTO MPOU3BOJICTBA

meet goals - mrocturars 1enei

meet needs - y1oBiIeTBOPATH MOTPEOHOCTH, COOTBETCTBOBATH TPEOOBAHHSIM

minor differences - He3HaYUTENbHBIC PA3TUYUS

night shift - Hounas cmMeHa, TEXypCTBO

nine-to-five job - paGora ¢ 9 no 17

not-for profit (or nonprofit) organization - HekoMMepYeckast OpraHu3aus

office work - opucuas pabora

on the one hand - ¢ ogHO¥ cTOpOHBI

on the other hand - ¢ apyroii cropoHb!
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operate from home - paborars u3 g0mMa

operate in a vacuum - paboTtaTh B YCIIOBHSX BaKyyMma

participants - yuacTHUKH

powerful - MOLTHBIN, CUITBHBII

predecessors - mpemecTBEHHUKH, PESIKH

produce - Ipou3BOAUThH, BHITYCKATh

production process - mpou3BOACTBEHHBIN MPOIIECC

products - ToBapsI

profitable business - noxoxausiii Ou3HeC

provide Services - mpemocTaBiasTh YCIYTH, OKa3bIBaTh YCIYTH

recognizable — y3naBaemslii, pacrio3HaBaeMblii

recover - BOCCTaHaBJIMBATHLCSA

recover from economic disasters - BocctaHaBIMBaThCS MOCIIEC SKOHOMHUYECKOTO KPH3HCa

regular working hours - perynsipublii/ycTaHOBICHHBIN TpaduK padbOThI

remote work — yaanénnasi, AMCTaHIIMOHHAs paboTa

result of greed pe3ynbTaT CKynocTu

revenue - 10xoJi, BBIpy4YKa, IpUObLIb

rivals - conepHHKH(KOHKYPEHTHI)

satisfy the needs - yaoBieTBOpsTH HYKIbl, TOTPEOHOCTH

satisfy their needs - ynoBieTBopuTh MOTPEOHOCTH

sell goods - npoxaBaTh TOBapEI

set goals - craBuTh 11€7TH

stakeholder - akunonep

SUrvive - BEDKUBATh

tangible products - maTepuansHbie TOBaphI

team up — oObenMHATHCA PaboTaTh co00IIa

vendor - mpojagerr

well organized - xopoiro opraHr30BaHHBIN

work in shifts — padoTars o cMmeHam

work overtime - paboTath CBEpXypOUHO

workforce - pabouast cuna, COTpyIHHKH

TEMA IV

accessibility - mocTymHOCTB, 00IIEIOCTYITHOCTD, TOCATAEMOCTh

additional - momosHUTENLHBIN

additional discount - monogHUATENbHASA CKUIKA

alternative - anpTepHaTBa, BEIOOp

be in touch - GbITE Ha CBS3M, MOAEPIKUBATH KOHTAKT

bet - mapu

collaborate - corpyaauuaTs, paboTaTh COBMECTHO

competitive situation — kokypeHTHas cuTyanus

COMPromise - uATH Ha KOMIIPOMHKCC

conclude a deal - 3akmr0unTh CHACIKY

conditions - ycnoBus

content of negotiation -coxepskanue neperoBopoB

coorporation - kopropanusi, akKiHOHEPHOE 00ILIECTBO
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counterpart - komiera, mapTHEP

deal - cnenka

discount - ckunka

doable - BbIOTHUMBII, OCYIIECTBUMBIT

familiar environment - 3Hakomas 00CTaHOBKA

fixed COStS - MOCTOSIHHBIE U3ACPIKKU

follow up - 3aBepuTh

get the best deal - 3akIrOUUTB JTyUIIYIO CACIKY

improve profitability - yay4mmte npuObLIBHOCT

intentions - HamepeHus

maintain relationship - moaxep:xuBaTh OTHOIIEHUS

maintain - nojiepKuBaTh, COXpaHITh

meet half way - HaiiTi kKomrpomucc

misconception - HenmpaBUIbHOE MPEICTABICHUE

motivate - MOTHBHPOBaTH, TOOYKIAThH

negotiate - BecTH MeperoBopbI, J0rOBAPHUBATHCSI

negotiate over the phone - Bectu neperoBopsi 1o TesehoHy

negotiation - meperoBopsl, COracoBaHKe

negotiation skills - HaBbIKK BeJICHHUS IEPErOBOPOB

negotiators - yyacTHHUKH [eperoBopoB

objective - niens, 3a1aua

one-on-one conversation - pasrosop c¢ riasy Ha rias

option - BapuaHT (Orims)

out of control - BHe KOHTPOJISA, BBILIESIINI U3-110]] KOHTPOJIS

overview - 003o0p, o0liee peaCcTaBICHUE

parties- cTopoHbI J0roBopa

persuade - yroBapuBaTh, yOex1aTh

point of view - Touka 3peHusi, MHCHUE

priorities - mpuopuTeTHI

profitability - npuObLTEHOCTH, PeHTA0CIBHOCTD, JOXOJHOCTh

proposal - npemtoxkeHne

proposal for a job - npeanoxenne o mpueme Ha paboTy

quarrel - ccopa

quote - muTupoBaTh

receive a proposal — monmy4ats npeioKeHue

receive -mory4yarb, IPHHAMATH

reduce demands - cHU3UTH TpeOOBaHUS

relationship - oTHoIIEHHE, B3aHMOOTHOIIIEHHE; B3aUMOCBSI3b

rock bottom price — camast Hu3Kas 1ieHa

set up a negotiation - opraHn3oBaTh eperoBOPbI

shared interests - o0mue HHTEPECHI

solutions - perreHwust

starting point - ornpaBHast Touka

stumbling block - kamenb mpeTKHOBEHHS, CKpBITast mpobieMa

take charge of - B3aTh Ha ce0st OTBETCTBEHHOCTb, BO3TJIABUTH
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talk things over - rooputs 0 gemax

terms - ycimoBusi, CpOKH

throughout the call - Bo Bpems 3BoHKa

top-notch - nepBokIaccHBIM, MPEBOCXOAHBIN, BHICIIHNA KITACC

trim off- cau3uTH

upper management - BbIciee pyKOBOJCTBO

visual creatures - Bu3yaibHbIC CyIIECTBA

wonder - HHTCPCCOBATHCA, KECJIATh 3HATDH

overview - 063op, o0Iiee MpeaCTaBICHHUE

parties- cTopoHbI 0roBopa

persuade - yroBapuBath, yoOeaaTh

point of view - Touka 3peHusi, MHCHUE

priorities - mpuopuTeTHI

profitability - npuOBUIBHOCTB, PEHTA0CIBLHOCTD, IOXOIHOCTh

proposal - mpemnoxenue

proposal for a job - mpenoxenune o npueme Ha paboTy

quarrel - ccopa

quote - nuTupoBaTh

receive a proposal — mony4ath npeIoKeHne

receive -110JIy4aThb, IPUHUMATDH

reduce demands - cHu3uTh TpeOOBaHUS

relationship - oTHoIIEHHE, B3aHMOOTHOIIICHHE; B3AUMOCBS3b

rock bottom price — camast Hu3Kas 1ieHa

set up a negotiation - opraHu30BaTh MEPETOBOPEI

shared interests - o0re HHTEPECHI

solutions - pemenus

starting point - otnpaBHas Touka

stumbling block - kameHb peTKHOBEHHMS, CKpBITast MpodeMa

take charge of - B3aTh Ha ceOst OTBETCTBEHHOCTD, BO3TJIABUTH

talk things over - roBoputs o aenax

terms - ycinoBusi, CpOKH

throughout the call - Bo Bpems 3BoHKa

top-notch - nepBokaccHbIM, MPEBOCXOAHBIN, BHICIIHIA KITaCC

trim off- causzuTh

upper management - BeicII€e PyKOBOACTBO

visual creatures - Bu3yasabHbIE CyIIECTBa

wonder - HHTCPCCOBATHCA, KEJIAaTh 3HATH
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KJIIOYHU K YITPAXKHEHUSAM U TECTAM

TEMA |

Texer 1.
Il.
a) 1. job; 2. applied; 3. application form; 4. CV; 5. resume; 6. employer; 7. covering.
0) 1. recruitment; 2. recruit; 3. internet; 4. applicants; 5. jobs
B) 1. applied for; 2. CVs; 3. interviews; 4. employed; 5. training
V.
a) 3araHupoBaTh cobecenoBanue — to schedule an interview; HoBoOpanel, HOBUYOK — a recruit, a
hire; TpynoycrpoiictBo, 3ausTocth — employment; naxoauts padoty — to find a job; 3asBienue o
npuemMe Ha padoty — a job application; pesrome — CV/resume
0) HanuMath Ha paboty — to recruit/to hire; 3asBiaenne o npueme Ha padory — a job application;
npuHUMaTh Ha paboty — to employ; conpoBoauTenbHOe MUchMO (K pe3tome) — a cover letter;
areHCTBO 10 TPYAOYCTPOCTBY — an employment agency; moaBath 3asiBICHHUE O IIpUEMe Ha paboTy
— to apply for a job/position.
V.
1. name; 2. Jane Phillips; 3. meet; 4. resume; 5. experience; 6. skills; 7. references; 8. position; 9.
responsibilities; 10. experience; 11. salary; 12. holiday; 13. available; 14. interview; 15. contact; 16.
hear.

Tekcer 2.

1.

a) potential; b) selective; c) highlight; d) relevant; e) exaggerate; f) layout; g) bullet; point; h) neatly
V.

a) MPUHOCUTH Pe3yJIbTaThl, TOCTHraTh pe3yabTaroB — to deliver results; mpemoctaBisite 00yueHUE —
to provide training; mposepsarts nHpopmanuto — to check information; BeigesnsaTh, noauepkuBaTh — t0
highlight; npusnexats BHumManue — to draw attention; moctrkenus, 3aciyru — achievements.

0) conmpoBOAMTENILHOE MHUCEMO — COVer letter; coBpemeHHbIH, akTyanbHbId — UP tO date; ombiT -—
experience; otHocsmiics Kk padore — relevant to the job; uckats paboty — to look for work; Bos-
rIaBisaTh KoMaHay/mpoekt — to lead a team/project.

B) HaBbIkH, yMmeHus - SKills; moctmkenwus, 3acayru —achievements; coBetsl, mojackasku — tips; mc-
kath padory — to look for work; nasBanme momknocTH, momkHoctH — job title; cosmate mpo-
aykt/monoxutensHyro arMocepy — to create a product/positive atmosphere

TexkeT 3.

Il.

1. The applicant’s name is Maria Jones. 2. She is a digital marketing specialist. 3. She has five
years' experience in various digital marketing roles. 4. She has a proven ability to create successful
marketing campaigns in line with brand identity and values. 5. She is a strong collaborator with out-
standing communication skills, and has comprehensive experience of using my specialist
knowledge and expertise in analytics for a wide variety of marketing initiatives. 6. From May 2014
to August 2021 she worked as a digital marketing assistant for Krunch Ltd. Since December 2021
she has been working as a digital marketing specialist for Zinco, a global insurance startup. 7. Maria
Jones is interested in photography and travelling. 8. Maria can provide refergences upon request. 9.
She is a competent WordPress developer, Skilled in Adobe InDesign and Adobe Illustrator. The
level of English is advanced (C1), the level of German is Intermediate (B1).

V.

a) ciocodHocTh, ymenue — ability; npemocrasmisercs mo 3anpocy — available on request; monernsu-
poBath Otor — to monetise a blog; coo6iecTBo moamucunkosB — a community of followers; corpya-
HUK, coaBTop — collaborator; mepenossie 3Hanus — developed advanced knowledge
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0) coTpyanuk, coaBTop — collaborator; cnocoonocts, ymenue — ability; TBopueckuii nepepsiB — Cre-
ative break; omsIT paboThl, mocaykHOU crucok — employment history; co3mars coobmiectBo — t0
build up a community; npodeccuonansubie 3Hanus — specialist knowledge

Tect 1
16, 26, 38, 48, 5B, 60, 70, 86,9a, 108, 11a, 126, 13r, 1406.
TecT 2
la, 2a, 30, 4B, 51, 60, 7B, 8r, 9B, 108, 118, 12r, 131, 140
Tect 3
1. False; 2. False; 3. False; 4. True; 5. False; 6. True; 7. False; 8. False.

TEMA I

Teker 1.
1.
a) momorath coobmiectBy — to help society, npenycmarpuBath cotpyanundecto — to involve collab-
oration, OTBETCTBEHHOCTH Iepen obmecTBoM — responsibility to society, mpous3BoaMTENBHOCTS,
NpOIyKTUBHOCTH — productivity, mecto pabotsr — workplace, visual information — BusyanbHast
(3puTenbHast) uHGOpPMALIHS.
0) crpouts xopoinue otHomenus — to build good relations, cinoxusie curyaruu — difficult situa-
tions, BusyanpHast (3putenbHast) unpopmarmst — visual information, orBercTeernocTs — responsibil-
ity, umets zeno ¢ koHduKTOM U TpyaHbIMU cuTyanusmu — deal with conflict and difficult situa-
tions, kyneTypHbIe pasziauuns — cultural differences
B) OTBETCTBCHHOCTh Iiepejl OKpyxkaromied cpemoir — responsibility to the environment,
BJIOXHOBIIAITH, MOOYX1aTh — O inspire, oopabaTeiBath (Hamp. HHGOpMAaIHO) — O Process, HaBBIKH
MEKIHYHOCTHOrO obmenus — interpersonal skills, umers meno ¢ wem-nmu6o — to deal with some-
thing, mpoaykTuBHOCTE — productivity
V.
have a career; understand cultural differences, technology; involve collaboration; attend meetings;
speak on the phone; deal with a difficult situation, a conflict; get/process information; prioritize
tasks; have fun.
V.
la, 20, 3a, 4B, Sa.

TekeT 2.

l.
1. the 21st century; 2. age of technology; 3. problem solving; 4. communicate; 5. analyse infor-

mation; 6. good at making decisions.

V.

a) HenoctoBepHas uHMopmarus — false information, Bectu meperoBopsl, JoroBapuBathesi — NEQOLi-
ate, mpunsTh perrenne — to make decision, passuBarte Bce Buabl HaBbikoB — t0 develop all kinds of
skills, ymydmienusi, ycoBepiieHCTBOBaHMs — IMProvements, ueoBek, crocoOHbii 3()(HEKTHBHO 10~
HOCHTBD JI0 IPYTHX JItoJel HH(OPMAIIMIO, MBICIIH M 1yBCTBa — COMmMunicator.

0) noATBepKAATh JOCTOBEpHOCTH nHpopMarmu — Verify information, genosexk, criocoOHsIi A dek-
TUBHO JIOHOCHUTH JIO JPYTHX JIFOJEH WH(POPMAIHIO, MBICIH M 9yBCTBa — COmmunicator, Bek TexHO-
norwuii — age of technology, moxxoer — approaches, kpearuBHbie pemeHus — creative solutions, pas-
BHUBaTh Bce BUbI HaBbIKOB — tO develop all kinds of skills.
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V.
1. False; 2. True; 3. True; 4. True; 5. True; 6. False; 7. False; 8. False.

VI.
1. teach; 2. value; 3. solve; 4. discuss; 5. develop; 6. differentiate; 7. have; 8. Make.

VIII.
1.Work; 2. Hard; 3. Soft skills; 4. Different; 5. Successful; 6. Job; 7. Hard; 8. Skills; 9. Specific; 10.

example; 11. hard skill; 12. Soft; 13. People; 14. Job 15. Communication; 16. Team; 17. Training;
18. Experience; 19. develop; 20. Hard skills; 21. Employers; 22. Education; 23. Experience; 24.
Soft skills; 25. Cover letter; 26. Resume; 27. Interview; 28. Soft skills.

Texkcer 3.

Il.
a) Oe3onacHocTh H(popmanuu — security of information; naxxmure Ha cChUIKy/TIEpEHANTE IO CChLI-

ke — click on a link; onnaiin cepBuchl - online services; oHiaiiH akTHBHOCTH — Online activity;
3ammumaTh - 10 protect; nogenurses pusnyeckoii nokanueit — to share physical location.

0) BBICKaKHBaTh, BCIUIBIBaTh (OKHO) — tO POP UP; BBECTH Ha3BaHHe ropoja — to enter a city name;
nonenuThes pusnueckoi mokamueit — to share physical location; 6e3onacHocts uHGOpMauu — Se-
curity of information; mpaBo Ha wactHyo xu3Hb — right to privacy; cooupars U XpaHUTh OHJIAHH —
to collect and store online.

B) OTCIIC)KUBATH MMEPCOHaNbHYI0 HH(opMmanuio — to keep track of personal information; mudposoit
mup - digital world; mpaBo Ha yacTHyro *%u3Hb — right to privacy; cobupars gaHHbie, HHPOPMAIHIO
— to collect data; 3amumats — to protect; onnaitn aktuBHOCTEH — Online activity.

r) uudporoii ciuen, uudpposas cpena — ‘digital footprint’; BBectn Ha3BaHME ropoja — BBECTH Ha3Ba-
HHUe ropoja; 6e3onacHocTh MHGOpManuu — security of information; mocrymusiii — accessible; or-
CIIe)KHMBaTh NepcoHanbHy0 uHpopMaimio — to keep track of personal information; maxxmute Ha
cepuiky/mepeiinute mo cepuike — click on a link.

V.
1.True; 2. False; 3. True; 4. True; 5. False; 6. True; 7. False; 8. True.

V.
1. data; 2. aware; 3. targeted; 4. scandal; 5. consent; 6. regulates; 7. track; 8. compromise.

TekcerT 4.

l.
1. skills; 2. information; 3. combination; 4. collaboration; 5. collaboration; 6. working; 7. communi-

cation; 8. communicate; 9. digital; 10. critical thinking; 11. problem solving; 12. problems 13.
workplace; 14. creativity.

Teker 5.
1.
1.a;2.d;3.b;4.d;5.a;6.b.
1.
1. False; 2. True; 3. False; 4. False; 5. True; 6. False.

Tecr 1
l.a;2.1;3.a;4.a;5.8;6.0;7.0;8.0;9.a;10.a;11.a;12.6;13.0; 14.0; 15.0; 16.B; 17. a.

TecT 2
1.12.63.1r4.a5.86.1r7.88.29.610.611.612.a13.814.615.616.al17.a
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TEMA |11

Texer 1.
1.
Competitor — rival, the largest — the biggest, shortage — lack, goods — items/products, to found/set
up — to establish, old-fashioned/out of date — outdated, pluses and minuses/pros and cons — ad-
vantages and disadvantages, error — mistake, rapid/quick — fast, helpful — useful, to employ — to
hire.
V.
a. opranu3oBath coTpyaauuectBo — establish collaboration; sddexruBHbIii, pe3ynbTaTuBHbI — €f-
fective; nonroseunsie ToBapsl — long lasting products; xopoio opranusosannsiii — Well organized;
pesyabTar ckynoctu — result of greed; ¢ mpyroii croponsr — on the other hand.
0. WHHOBalMs, HOBOBBeAcHHME — innovation; durable- mpounslii, monroBeuHslit; iNnovator —
HOBaTop, u3o0peraTens; result of greed- pesymnbrar ckymoctu; evident — oueBUAHBIM, ABHBIH; MINOr
differences — He3HaYMTENbHBIC PA3TUYHS
B. pE3yJIbTaT CKYIIOCTU — result of greed; BOCCTAHOBHUTBLCA ITIOCJIC SKOHOMHUUYCCKOI'O KpuU3uCa — to
recover from economic disaster; BOCCTAaHOBUTBCSA — tO recover; BBDKMBAThL — tO SUrvive; ¢ OJHOM
cropoHsl — on the one hand; cpok *xwu3HHU, cpok 3kcIuTyatarnuu — life span.
V. 1. There are thousands of companies that live only 15 years. 2. Apple is the biggest company in
the world. 3. The most important factor is innovation. 4. Customer behavior affects the life span of
companies. 5. A company must be well organized and systematic if it wants to survive a long time.
6. Successful companies hire the best people in their field. 7. Abbreviation R&D stands for
Research and Development. 8. Apple, Sony, LG, Nokia.

Texer 2.
Il.
1.d; 2.e; 3.i; 4.h; 5.a; 6.f; 7.g; 8.k; 9.c; 10.b.
V.
a. Mousblii, cuinbHbI — powerful, comepuuk, KOHKYpeHT — COmpetitor, ycrmex mapkeTHHra — mar-
keting success, mpou3BoIUTh, BBITYCKaTh — t0 Produce, uctopusi Kopropanuu/KoMIaHuu — COrpo-
rate history, ¢pmarman — flagship
0. MaccoBoro mpom3BojcTBa — Mass-produced, obopymoBanue — equipment, TPOW3BOIUTH,
BhIlTycKaTh — 10 produce, co3mgaBath, TBOpUTh — tO Create, ObITh ocHOoBaHHBIM — t0 be founded,
MOIIHBIH, CHTbHBIH — powerful.

Tekcer 3.

1.
to operate from home, many large companies, to return to office work, flexitime, to work overtime,

remote work, to communicate with people, long journeys.

V.

a. oTMeuaTh BpeMs yxozaa ¢ pabotsl — to clock off; maccaxup, peryasipHO COBEpIIAIONIHIA TOE3IKN
U3 TPUropoAa B ropoa U oOpatHO (0Obl4HO Ha paboTy) — commuter; OTAEN, AeNapTaMeHT —
department; oducnas pabdora — office work; padora ¢ 9 mo 17 — a nine-to-five job; padorare u3
noma — to operate from home

0. HOUHas cMeHa, AexXypcTBo — night shift; pabotats cBepxypouno — to work overtime; opucHas
pabora — office work; ormeuars Bpems yxoma ¢ paborer — to clock off;
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peryIsSpHBIH/yCTaHOBIIEHHBIH Tpaduk padoTer — regular working hours; e3aute Ha pabory u
oOpaTHo (uacTo U3 mpuropojaa) — to commute.

VILI.

1b;2d;3a;4f;5c;6e.

VIII.

1. Human resources departmental managers are holding a weekly meeting now. 2. | want to talk
with you for a few minutes about changes to our company culture. We are planning to implement
huge changes in the nearest future. 3. Unfortunately there is not enough space for everyone in the
office. 4. We are planning to implement flexible working hours for some employ-
ees/positions/jobs/roles. 5. Some employees will be offered to work from home/remotely, if it suits
them/if it is appropriate for them. 6. We are sure flexible working hours will not suit everyone/ will
not be appropriate for everyone. 7. Take/have a look at these papers: | have listed/divided all the
departments and teams into 3 groups. 8. Group 1 will work fixed hours daily, for instance call-
centre staff. / The staff from group 1 will work at fixed time every day, for example call-centre
staff. 9. As for group 2, they will work core hours which they will agree with their line manager or
team leader/ As for group 2, they will work core hours agreed with their line manager or team lead-
er. 10. Flexibility (of working hours) is not appropriate for all the positions/jobs/roles. 11. | am
dealing with this issue right now. 12. Group 3 includes middle and senior management.

Texer 4.
l.
1.h;2.d;3.j;4.f,5.¢;6.9;7.¢;8.1;9.a; 10. b
1.
1.c;2.d;3.d;4.¢;5.d;6.a
V.
1. True 2. False 3. False 4. True 5. True 6. False
V.
1. Social interaction. 2. Face to face. 3. Distractions. 4. Commuters. 5. Flexible. 6. Working remote-
ly. 7. Work as a team. 8. Isolation. 9. Motivation. 10. Save money. 11. stressed. 12. Collaboration.
13. Office space.

Tecr 1
l.a;2.a;3.B;4.a;5.0;,6.1;7.0;8.2;9.1;10.2; 11.6; 12.B; 13.B; 14.1; 15. 2; 16. a; 17. 6; 18. 1}
19. a; 20. 6.

Tect 2
1.1;2.8;3.0;4.1;5.0;6.0;7.1;8.a;9.a;10.0; 11.1; 12.1; 13. a; 14. B; 15. a; 16.1; 17. a; 18. B;
19 B; 20. 6; 21. 1.

TEMA IV

Tekcr 1.
1.
1.9;2.d;3.e;4.8;5.¢;6.h;7.b; 8. f
V.

127



a. to negotiate - Bectu meperoBOpkI, JOrOBapHBAThCs; Priorities - mpuopureTsr; OVEIView - 0630p,
obiiee mpexacraBienue; point of view - touka 3peHms, MHEHHE; MISCONCEPLiON - HempaBHIILHOE
npezcrasienue; to collaborate - corpynauuars, paboTaTh COBMECTHO.

0. shared interests - oOure uHTEpeckl; option - BapuaHT (omus); alternative - aabTepHATHBA, BbI-
6op; negotiation skills - ymeHnus BecTH meperoBopsl; to motivate - MOTHBHpPOBATh, MOOYXKIATh;
profitability - npuOBLIEHOCTD, peHTA0CIBHOCTD, TOXOIHOCTb.

B. t0 reduce demands - cau3uTh TpeboBanus; improve profitability - ynydmmTe npuOBUIBHOCTB; tO
negotiate - BecTH MEPEroBOphI, JOrOBapUBAaThCSA; tO motivate - MOTHBHpPOBATh, MOOYKIATh;
alternative - anprepHaTHBa, BEIOOp; competitive situation — KOKYpeHTHAst CUTYaLHsl.

r. option - BapuanT (ommus); point of view - Touka 3penust, Mmuenue; to reduce demands - cHu3HTH
TpeboBanus; a quarrel - ccopa; to compromise - uaTu Ha komrpomucce; alternative - ajgprepHaTHBa,
BBIOOD

Tekcer 2.

1.
1. True; 2. False; 3. False; 4. True; 5. True

1.

1. If you're doing business internationally, it's important to be aware of the different negotiation
styles used around the globe because culture can have a big impact.

2. In Japan for instance communication tends to be more reserved than in countries like the United
States where people are much more expressive on the way people conduct negotiations.

3. In Mexico people frequently communicate through physical contact, such as touching a shoulder
or giving a hug after conversing.

4. Yes, it can. In India speaking too loudly, for example, can be seen as disrespectful.

Texker 3.

1.
1. accessibility/ over the phone; 2. negotiations/ a familiar environment; 3. visual creatures; 4.

setting up a negotiation; 5. negotiators.

V.

a. familiar environment - 3nakomast o6ctaHOBKa; ONE-0N-ONe conversation - pasroBop ¢ ria3y Ha
ria3; to maintain relationship - mognepxxuBars otHomenus; to take charge of - B3saTh Ha cebs oT-
BETCTBEHHOCTh, BO3MIIaBUTH; negotiation skills - waBbiku BemeHus meperoBopos; negotiators -
YYaCTHHKH [IEPETOBOPOB.

0. to take charge of - B3sTh Ha ceOs OTBETCTBEHHOCTH, BO3IIaBUTh; t0 get the best deal - 3akmounTts
Y4y caenky; top-notch - mepBokIacCHbIN, MPEBOCXOHBIN, BBICIINI Kiaacc; negotiation skills -
HaBBIKM BEJCHHS TeperoBopos; Visual creatures - BusyanbHbIC cyiiecTBa; t0 negotiate over the
phone - BecTH meperoBopsI 1Mo TeaedoHy.

Texcer 5.

1.
a. When you were trying to ring me i was on the phone to the customer.

6. Unfortunately, | dialled the wrong number.
B. They promised to phone us back in 2 hours.
r. I couldn’t get through yesterday. The line was engaged.
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Il.
2. calling; 3. My name is; 4. putting; 5. Is that; 6. Speaking; 7. message; 8. answer-phone; 9. out

/not in; 10. phone/ring/call (you) back; 11. Is that; 12. It’s; 13. through; 14. engaged; 15. on.

Tekcer 6.

1.
sending short written messages from one phone to another - texting in spite of - despite; get- re-

ceive; letters which represent words - acronyms; valuable/worth a lot of money - precious; most of
the time - mostly/mainly; around the world - worldwide; famous - popular

1.
FY1 - for your information; X - kiss; LOL - laughing out loud; CU - see you; THX - thanks; IMO -

in my opinion; BF - boyfriend; ASAP - as soon as possible; U - you.

Texkcer 7.

1.
1. you put me through. 2. One moment. 3. putting you through. 4. the line’s busy. 5 want to hold. 6

call back later. 7 hold, please. 8 busy. 9 again later.10 the number of. 11 direct line.

1.
le. 2a. 3d. 4f. 5c. 6b.

TekceT 8.

l.
1. speaking; 2. this; 3. corporation; 4. wondering; 5. job; 6. conditions; 7. terms; 8. bottom; 9. flexi-

ble; 10. additional; 11. discount; 12. flexible; 13. fixed; 14. meet; 15. doable; 16. upper.

Tect 1
la 2r 3.ad4a 586.a7881r9r10.8 11.0
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