®OH/J OHNEHOYHBIX MATEPUAJIOB 11O JUCHUIIVIMHE
«IHOCTpaHHBIH S3bIK» (AHTITUHCKUI)

3AYET 1 CEMECTP
KOHTPOJHUPYIOIUE MATEPHUAJIbI IPOMEXKYTOUYHOM
ATTECTAIIUM IO JUCHUTIJIMHE «MHOCTPAHHBIN SI3BIK»

SAJAHUE K 3AYETY Ne 1

1o AucuMIuvInHe «MHOCTPaHHBIN A3BIK» (AHTIMHCKUIT)
(ITpoBepsiemasi Komnerenuus YK-4)

1. BrIMOJIHUTE MUMCbMEHHBIN TIEPEeBOJ CIENYIOIINX MpPeIIoXKeHN 13 chephl
NeJ0BOM KOMMYHMKAIIMU C PYCCKOTO si3blka Ha aHriuiickuii (YK-4.2):

1. MBI y3Hamu o Bac OT HAIUMX AEJIOBBbIX MAPTHEPOB.

2. MbI 3auHTEpECOBaHBI B MOKYIIKE BalIero 000pyA0BaHUs.

3. IToxkanyiicTa, NPUIIIATE HAM Ballld KaTaJOTH U MPAKUC-JIUCT.

4. Ecnu Mbl MOJYyYHM BBITOAHOE MPEIJIOKEHUE, TO CMOXKEM pPa3MECTUTh
KpYHHBIN 3aKa3 Ha Baille 000py/I0BaHUE.

5. 3apanee Onaromapum Bac 3a J00yH0 HH(POpPMAIMIO, KOTOPYIO BBl MOXKETE

HaM IPEJOCTABUTE.

2. Ommpasice Ha 3HaHMEe OCOOEHHOCTell  IMHMChMEHHOW  JeJIOBOM
KOMMYHHUKAITUH, BEIOEPUTE HanboJee moaxo asIue mo cMeicity cioBa (YK-4.1):

Dear Mr. O’Dennel,

Some time ago we ... purchased/sold from you JF 72 battery powered pocket
calculators.

As this model was so popular with our ... customers/manufactures, we would
like to know if it is still ... possible/available. If so, would you kindly advise us ...
from/of your terms of payment and any quantity discounts available. Could you
also include details of any new models in the same price ... range/rank.

Sincerely yours,
Maria Mann
Sales Assistant

3. Ucnonb3ysa pecypchl cetu MHTepHeT, HallguTe ompenejeHusT CJIeayIomxX
JIEKCUYECKUX eNUHUIL U3 chepbl nenoBoit kommyHukanuu (YK-4.3):



. an employee

. turnover

. staff

. to contribute to
. a taboo

DN A W =

4. BpINoJTHATE NACHMEHHBIN ITepeBO, CIEeNYIONIETo TeKeTa U3 cephl IeJI0OBO
KOMMYHMKAIIUU C aHTJIMICKOTO s13bIKa Ha pycckuii (YK-4.2):

Mark Smith is working for a computer company during his university
holidays. The company is called Logix. It has 25 employees, and its turnover is
four million pounds a year.For the moment they manufacture two basic computers:
a desktop model and a notebook computer. Mark would like to join the company
as a programmer after graduation from the university, but now he is working as an
office boy.

There are a few rules and traditions in the office. Smoking and personal
telephone talks are forbidden. Staff members do not wear jeans, T-shirts and bright
make-up at work - business suits contribute more to the image of the company.
Office workers call each other by their first names. It is a taboo to raise voice,
gossip and come late to work. The office hours are from 8 a.m. till 5 p.m. with a
lunch break. The employees prefer having lunch in the nearby cafe. In the same
cafe they celebrate corporate events and national holidays.

Mark finds the office relations very friendly and helpful.

5. TlocTpoiiTe MUChbMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS
Ballle OTHOIIEHHE K BOIpOCaM JI€JIOBOM KOMMYHHUKAIlUU, PacCMATPUBAEMbIM B

tekcte (u3 m.4) (YK-4.1) .

6. Onupasch Ha 3HAHHE OCOOEHHOCTEW YCTHOM JE€I0BOM KOMMYHMKAIIUH,
JOIIOJIHUTE NMAJOTMYECKOoe BbICKa3biBaHUE (Ppazamu, MOIXONSLIMMU IO CMBICIY

(VK-4.1):

Starkov:

Williams: Good afternoon, Mr. Starkov. Have you seen our advertising
materials?

S.:

W.: Does our new electronic equipment interest you?



S.:

W.: Our new machinery corresponds to the highest standard existing in
the world today.

S.:

W.: We’ve worked much and achieved some success, Mr. Starkov.

S.:

W.: Twenty four months from the start-up of the equipment.

S.:

CocTaBWi IOLIEHT SI3pikoBa M.H.

Yr1Bepaun 3aBeayromuii kadenpoit [TaBnoB A.1O.

3AJJAHUE K 3AYETY Ne2
o aucuuIuinie «MHOCTPAHHBIN A3BIKY» (AHTIMHCKHH)
(ITpoBepsiemast komnerenuus YK-4)
1. BeImosiHUTE MUCHMEHHBIN MEPEeBO/ CIEAYIOMUX MPEAIOKEHUN U3 chepsl
JIETIOBOM KOMMYHHUKAIIUU C PYCCKOTO si3bika Ha aHTuickuid (YK-4.2):

1. S cobuparoch yCTpOUTHCS Ha PabOTy B MEKIYHAPOJHYIO KOMIIAHUIO, TaK
KaK XOpOUIO B0 aHTJTUHCKUM.

2. 41 y’e oTIpaBHiIa UM CBOE PE3IOME.

3. HazoBute mae Bamm Homep Tenedona.

4. OHa TOJIBKO YTO HalllJla HOBYIO padoTy.

5. B nocnennee Bpemsi Bbl HE MPUCHUTAIM MHE 3JIEKTPOHHBIX COOOIIICHUIA.

2.0nupasich Ha 3HaHUE 0COOCHHOCTEH MUCHhbMEHHOM JIeTOBON KOMMYHUKAIIUH,
BBIOEpUTE HanboJIee MOIXO0AsIIIHe o cMbIcy cioBa (YK-4.1):

Our company changes all the time, and every month some ... employees/
employers lose their jobs. We are very ... happy/ worried about losing our jobs?
It’s very ... stressful/ delightful. We love our company but sometimes we lose
motivation. We don’t come ... home/ to work on time, or we leave early. We are
not happy at work, and we are not happy at home. It’s a ... difficult/ wonderful
situation for our families, too.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIINX
JEKCUYECKUX eqUHUL U3 chephl nenoBoil kommyHukanuu (YK-4.3):

1. experience

2. to participate

3. exhibition



4. proposal
5. agreement

4. BbIMOJHUTE MUCbMEHHBIN NEPEBOJ] CIEAYIOIIETO TEKCTa U3 CPephl 1eT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3bIKa Ha pycckuil (YK-4.2):

INTERNATIONAL BUSINESS RELATIONSHIPS

Problems in international business relationships are not always caused by
language difficulties. The areas which we need to be aware of include body
language, gesture, social customs, attitudes to punctuality, dress code, and business
practice.

It is useful to know, for example, that the British shake hands less often than
other European people, that the Americans use first names more often than other
nationalities, and that the Japanese think that harmony and consensus are very
important.

We can find out about other cultures by reading and talking to people with
experience. When we visit countries, it is important to be good observers and
listeners. We should avoid criticizing other cultures and realize that we all have

similar problems, but different ways of dealing with them.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS
Ballle OTHOILIEHHWE K BOIPOCAM JIEJIOBOM KOMMYHHUKAILIMHM, PacCMAaTpUBAEMbIM B
tekcre (u3 m.4) (YK-4.1).

6. [TocTpoiiTe yCTHOE TMAJIOTMYECKOE BhICKAa3bIBAaHUE HA OJIHY U3 CJEAYIOIIUX
TEM, UMEIOIIIUX OTHOIIeHHE K cdepe aenoBoit kommynukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocTaBui1 JIOLIEHT SI3pikoBa U.H.

YT1Bepaun 3aBenyromuii kadenpoit [TaBioB A.1O.



3AJJAHUE K 3AYETY Ne3
o JucuuIiuHe «AHOCTPpaHHBIN SA3BIK) (AHTJIMUCKUN)
(IlpoBepsemasi komneTrenuus Y K-4)
1. BeimoaHUTE TMMChbMEHHBIN TepeBO, CAEeAYIOIIMUX MpeIIoXKeHU 13 cdephl
NeJI0OBO KOMMYHUKAIIUU C PYyCCKOTo si3bika Ha aHrnuiickuii (YK-4.2):

1. ITo3BOABTE MpPEeaCTaBUTh BaM MOUX COTPYTHUKOB.

2. Yem 3anuMaeTcs rocrionuH MiBaHoB?

3. Bul korna-aubynb 6biBai B Mockse, r-H bpayn?

4. Hanmeroch, BaM IOHPABUTCS Balll BU3MT.

5. Mn1 HanipaBisieMcsl B Halll oprC, KOTOPbIA HAXOOUTCS B LIEHTPe
ropoja.

2. Onwupasicb Ha 3HaHUe OCOOEHHOCTEl  MWCbMEHHOW  HeI0BOt
KOMMYHMKAIIMU, BEIOepUTe Harbojiee moaxoasine o cMbicay ciaoBa (YK-4.1):

Dear Sirs,

We learn from the Russian Trade Delegation in London that you
produce/purchase for export cotton and other natural fabrics. There is a steady ...
demand/supply here for good and medium quality goods of this type, especially in
pale colours.

Will you please ... get/send us your catalogues and full details of your export
prices and terms of ... payment/service together with any samples you can let us
have.

We look forward to ... seeing/hearing from you.

Yours faithfully,
William Mackenzie
Purchase Department Manager

3. Ucnonb3ysa pecypchl cetu MHTepHeT, HallguTe ompeneeHusT CJIeayoImxX
JIEKCUYECKMUX eIUHUIL U3 cepnl nenoBoit KommyHukammu (YK-4.3):

1. to found

2. headquarters

3. chairman

4. retail segment

5. to operate



4. BbIMoJHUTE MMMUCbMEHHBIN TTepeBO CIeAyIOIIero TeKcTa U3 cdhepbl AeT0BOM
KOMMYHMKAITMN ¢ aHTJIMICKOTO s13bIKa Ha pycckuit (YK-4.2):

Virgin is a leading international company based in London. It was founded in
1970 by Richard Branson, the present chairman.

The group has seven main divisions: cinema, communication, financial
services, hotels, investments, retail and travel. Its retail segment is led by Virgin
Megastores, a network of music and entertainment stores.

Virgin operates in 23 countries, including the United States, the United
Kingdom, Continental Europe, Australia and Japan. In 1999, the combined sales

of the different Virgin holding companies exceeded £3 bn.

5. Ommpasice Ha WHGOpPMAINMIO, MPEIACTaBICHHYI0 B BHM3MTHOM KapTOUKe,
COCTaBbhTE IMMCHMEHHOE MOHOJIOTMYECKOE BBICKA3bIBaHME Ha TeMy M3 cdepsl
neaoBoli KoMMyHuKarmu (mpodaiin komnanun) (YK-4.1).

Name of company: TESCO

Established: 1924

Headquarters: Chestnut, near London, UK
Chairman: John Gardiner

Business activities: 1)Superstores and hypermarkets — food, toys, clothes.
2)Personal finance — banking, credit cards, loans, insurance.
3) E-commerce — home shopping, books online, Internet service provider.

Main markets: UK, Ireland, France, Hungary, Poland, Slovakia,
South Korea, Thailand (plans for Malaysia and Taiwan)
Sales in 1999: £ 18.5 bn

6. I[OHOJ'IHI/ITC YCTHOC JNaJIOIrn4C€CKoOC BbICKAa3bIBaHUC d)pa3aMI/I,

nmoaxogAmmMmM 110 CMBICTY K ,JIEIHHOIZ CUTyalum Wu3 C(I)epr OE€JIOBOI'O O6H.I€HI/I$I
(VK-4.1):

(Lorna Wright is leaving for Liberia.)

Lorna: ... ... ...

Ground stewardess: Good morning. Could I have your ticket and
passport, please?

Lorna: ... ... ...

Ground stewardess: And where is your luggage?



Lorna: ... ... ...

Ground stewardess: I see, thank you. Now, would you like a smoking or
non-smoking seat?

Lorna: ... ... ...

Ground stewardess: Fine. Here’s your ticket, passport and boarding
card. The flight is boarding through gate six at nine

thirty.

Lorna: ... ... ...

Ground stewardess: You’re welcome.

CocTaB1 JOLIEHT S3sikoBa U.H.

YT1Bepnun 3aBenytomuii kadenpoit [TaBnoB A.1O.

3AJJAHUE K 3AYETY Ne 4
1o aucuuIinie «MHOCTPAHHBIN A3BIKY» (AHTJIMHCKNH)
(ITpoBepsiemast komnerenuus YK-4)
1. BeimosiHUTE MUCHMEHHBIN MEPEBOJ CIEAYIOMUX MPEAIOKEHUI U3 chepsl
JICJIOBOM KOMMYHUKAIIMH C PYCCKOTO si3bIka Ha aHrmiickuit (YK-4.2):

1. Bam HpaButcs ux pabora?

2. Tom elie HE OTBETHJI HA MOE COOOIIEHHUE 10 3JIEKTPOHHOM MoYTe.
3. Ha npouunoit Heiesie Mbl MHOTO paOOTalu.

4. Ora pupma 3aHUMAETCS MPOAAXKEN OPUCHOTO 00OPYIOBAHUS.
5.0OH NpOBOJUT JUYHBIN PUEM IO CPEIAM BO BTOPOU MOJOBUHE JTHS.

2.0nupasch Ha 3HaHUE OCOOCHHOCTEN MUCbMEHHOMU JIEJI0BOM KOMMYHHKAIUH,
BBIOEpHUTE HanboJIee MOIX0sIIue o cMbIciy cioBa (YK-4.1):

Miguel Perez studied business at Santiago de Compostela University in Spain
... In/ from 1999 to 2002. During his summer holidays he ... worked/ studied part-
time as a salesman for Levi’s. After graduating in June 2002, he wanted to
continue in sales, so he worked ... in/ for a year in the ... sales/ production
department of his family’s company. Then he decided to ... improve/ spoil his
business English. In September 2003, he went to ... Paris/ London to study for a
Diploma in Business with English.

3. Ucnonb3ysa pecypchbl cetu MIHTEpHET, HAAUTE ONPENEIICHUS CIEAYIOMMNX
JEKCUYEeCKUX eUHUIl U3 cephl AenoBoit kommyHukauu (YK-4.3):

1. prophet

2. independent

3. to interview



4. advertising
5. gain

4. BbIMOJHUTE MUCbMEHHBIN NEPEBOJ] CIEAYIOIIETO TEKCTa U3 CPephl 1eT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3bIKa Ha pycckuil (YK-4.2):

DO YOU NEED A JOB?

When [ first came to Gainesville, I realized that it is a relatively inexpensive
place to live, but I still needed to find a job so as not to worry about spending
money, when going out. Even though my parents helped support me, it was never
enough. I felt that a job would give me spending money and allow me to be
independent. I have worked throughout college, both on the territory of the
university and in town, and have found that there are a lot of jobs in Gainesville for
students who may be interested in finding a job that relates to their field of study.
As I specialize in advertizing, I wanted to find a job that relates to the field, so I
looked around and got a job at one of the campus radio stations. I thought that if |
had to work while going to university, it might as well be interesting.

One of my friends, who was going to be a doctor went to work at Shands
Hospital while at university. He realized then that he had no wish to go into any
aspect of the medical field and he decided to try something else. Another friend of
mine was interested in theatre and got a job at the Hippodrome State Theatre. She
said she wasn’t sure if theatre was a good field to study. While working, she
realized she loved the theatrical field and would like to become an actress.

All of us have gained valuable experience from our jobs. A job can help you

find out if you want to go into the field, or if you’ll absolutely hate it.

5. TlocTpoiiTe MUCHMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHME, (HOPMYIUPYS
Ballle OTHOILIEHHE K BOIpOcaM JeJOBOM KOMMYHUKAIIUU, PACCMATPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1) .

6. IlocTpoiiTe yCTHOE AMAIOTUYECKOE BHICKA3bIBAHUE HA OJHY U3 CIEAYIOUINX
TEM, UMEIOIIUX OTHOIIEHUE K cdepe aenoBoil kommynukanuu (YK-4.1) :

1. Getting ready for a business meeting



2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocTtaBumi1 IOLIEHT S3pikoBa M. H.

YT1Bepaun 3aBenytomuii kadenpoit [TaBioB A.1O.

3AJAHUE K 3AYETY NeS
1o aucuuIinie «MHOCTPAHHBIN A3BIKY» (AHTIMACKNH)
(ITpoBepsiemast kKomnerenuus Y K-4)
1. BhINOTHATE NUCBMEHHBIN MEPEBOM CIENYIOIIMX MPEeIIOXKEeHUI U3 chepbl
NeJI0BO KOMMYHUKAIIUU C PYyCCKOTo si3blka Ha aHrnuiickuii (YK-4.2):

1. ITo3BoaIbTE MHE paccka3aTh BaM O Hallleil pupme.
2. Hama ¢pupma cocTOUT U3 1IECTU OTIEIO0B.

3. Ha ¢pupme 3ansTo okono 1600 yemoBex.

4. EcTb 11 y KOMIIAaHUU JOYE€pHUE MpeaIIpusITUs?

5. C xakuM OTIieJI0M MBI OyneM paboTaTh?

2.0nupasich Ha 3HaHUE 0COOEHHOCTEN MMChbMEHHO 1€10BOI KOMMYHUKAIINH,
BbIOEpUTE Hanbosiee rmoaxoasime mo cMeicay cioba (YK-4.1):

Our firm consists of 6 ... departments/branches: Production, Sales, Export,
Financial, Personnel and Research & Development. The last one is the newest at
the company. It was ... created/made five years ago. We are ... managed/examined
by the Meeting of Shareholders and the ... Board/Department of Directors. Earlier
the Chairman of the Company was one of the senior partners, but now it is Mr.
Rogers, as you know. Currently we employ about 1,600 people. Our ... turnover/
employee turnover is more than £300 million.

3. Ucnonw3ys pecypchbl cetu MHTepHeT, HailguTe OIpeneaeHus CleayIoImunX
JIEKCUYECKMX eIUHUIL U3 cephl nenoBoit KommyHukammu (YK-4.3):

1. department

2. goods

3. to make a decision

4. middle manager

5. to specialize in

4. BuimoHATE MMCHbMEHHBIN TTEPEBO CIEIYIONIEro TeKCTa U3 cephl I1eT0BOM
KOMMYHMKAIIUN C aHTJIMMCKOTO s13bIKa Ha pycckuit (YK-4.2).



BUSINESS COMPANY STRUCTURE

Each company has its business structure. Many companies have much in
common in their structures. The number of departments in a company depends on
the size of the company and on the nature of the goods and services it provides.

In most companies the activity of a manager depends on the level at which
he/she 1s working. Top managers are involved in long range planning, policy
making, and the relations of the company with the outside world. Middle
management and supervisors make day-to-day decisions. Managers at this level
spend a great deal of time communicating, coordinating and making decisions
affecting the daily operation of their organization. Managers perform various
functions, but one of the most important aspects of their job is proper utilization of
people.

A good manager should be aware of the type of organization culture his/her
corporation adheres to. There are now five broad fields of business that offer
exciting careers: management, marketing, accounting, finance, and data
processing. Within each of these fields there are specific jobs in which one can

specialize.

5. IlocTpoiiTe MMChbMEHHOE MOHOJOTMYECKOe BbICKa3bIBaHUE, POpMYIUPYS
Ballle OTHOILIEHME K BOIIpOcaM JeJ0BOM KOMMYHHMKAIIMM, paccMaTpuBaeMbIM B
tekcte (M3 11.4) (YK-4.1).

6. Omumpasicb Ha 3HaHMEe OCOOEHHOCTell YCTHOM IeJ0BOM KOMMYHUKAIIWH,
TOMOJHUTE NMAJOrM4yecKoe BbICKa3blBaHME (pa3aMy, MOAXONSAIIMMU II0 CMBICITY
(YK-4.1):

(You are the managing director of GIC Electronics and have just arrived in
Lincoln. You have come here on business with Olga Bodrova, your secretary. John
Wiley from Lincoln Freight Services is meeting you in the airport)

John Wiley: Excuse me! Are you ... (he says your full name)?

You: ... ... ...

John Wiley: How do you do, Mr. ... (he says your full name)? I am John
Wiley from Lincoln Freight Services.



You: ... ... ...

John Wiley: And you call me John.

You: ... ... ...

John Wiley: I want you to meet Diana Eustace from our Sales department.
Diana, this is ... (he says your name).

You: ... ... ...

Diana: Glad to meet you too!

You: ... ... ...

John and Diana: Hello, Olga. Welcome to Lincoln!

CocTaB1 JOLIEHT S3sikoBa U.H.

YT1Bepnun 3aBenytomuii kadenpoit [TaBnoB A.1O.

3AZJAHUE K 3AYETY Ne6
1o aucuuIuinie « MHOCTPAHHBIN A3BIKY» (AHTJIMHCKHH)
(ITposepsiemast komnerenuus YK-4)
1. BbInoJIHUTE MUCHMEHHBIN MEPEBO CIEAYIOIUX MPEAIOKEHUI U3 chepsl
JIeJIOBOM KOMMYHUKALIMK C PYCCKOTO si3blKa Ha aHruiickuii (YK-4.2):

1. 3apaBcrByiite! (IIpuBeTcTBHE HA OPUIIMATHEHOM YPOBHE)

2. Oto r-H [leTpoB — reHepabHBI JUPEKTOP HALIETO TPEATIPUATHU.

3. Pag ¢ Bamu nmo3HakoMHUTHCS.

4. CKOJIBKO COTPYAHUKOB IOBOPST MO-aHTJIMICKU?

5. DTOT pecTopaH OAHO W3 JY4YLIMX MECT, TJ€ MOXHO IPOBECTH JEIOBYIO
BCTpEYY.

2.0nmpasch Ha 3HaHUE OCOOCHHOCTEN MUCHbMEHHOU JIEJI0OBOM KOMMYHHKAITUH,
BbIOEpUTE Haubosee noaxoAsaue no cmeiciy ciosa (YK-4.1):

Mike Gore, the founder of Booksandstuff.com, began his ... career/job as a
software engineer. In the mid-1990s, he saw that Internet use was ... growing/
falling down at a phenomenal rate each year. He saw in this a great business ...
problem/ opportunity. He moved to Seattle, where there was a large pool of
technical know-how and, since the company began in 1996, it has generated
billions of dollars in ... profits/ losses. His company has changed the way we do ...

business/ things.

3. Wcnone3ys pecypcsl cetd MIHTEpHET, HalliUuTe ONpPEAEIICHNs CIIEIyOIUX
JICKCUYECKUX eANHUIL U3 chepsl AenoBoit komMmyHHKamu (YK-4.3):

1. manager

2. to sell



3. to employ
4. introduction
5. discount

4. BbINOJIHUTE TUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl 1eTOBOM
KOMMYHUKAIIMH C aHTJIMICKOTO si3blKa Ha pycckuil (YK-4.2):

PRESENTATION

The first step is to find out who you’re going to be presenting to. You should
find out how much the audience know about the subject. Are they experts or do
they know very little? Are you presenting to a group from the same or from
different countries? And adjust your language so that everybody can understand.

Now you’re ready to start preparing what you’re going to say. So stage one is
the opening — the first few moments that can make or break the presentation. Then
stage two, a brief introduction about the subject of your talk. Stage three — the
main body of the presentation. And four, the conclusion, which should include a
summary of your talk and your recommendations. Finally, the question and answer
session.

When talking, face the audience at all times. Finally, remember that what you
say is as important as how you say it. A good presentation is very much a
performance.

5. TlocTpoiiTe MUCbMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHUE, (OpMyIHpys
Ballleé OTHOILIEHHWE K BOIPOCAM JIEJIOBOM KOMMYHHUKALIMHM, pPacCMAaTpUBAEMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe yCTHOE AMAJOTUYECKOE BHICKA3bIBAHUE HA OJHY U3 CIEAYIOLINX
TEM, UMEIOIIIUX OTHOIIeHHE K cdepe aenoBoit kommynukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocTaBuJI JIOLEHT S3sikoBa 1.H.



Yr1Bepaun 3aBeayromuii kadenapoit [TaBnos A.1O.

3AJAHUE K 3AYETY Ne7

1o AucuuIuinie « MHOCTPAHHBIN A3BIKY» (AHTJIMHCKHH)
(Ilposepsiemasi komnerenuus Y K-4)

1. BrIOMHMTE MUCbMEHHBIN TIepeBOI CIAEIYIOIINX MpeIIoXKeHN 13 chephl
NeJIOBO KOMMYHHUKAIIUX C PYCCKOT0 si3blKa Ha aHrnuiickuii (YK-4.2):

1. Pan ¢ BamMmu mo3HaKoOMUThCS, T-H bpayH.

2. Cagurech, roxayiicra.

3. HazoBute MHe Bamy dammnuro.

4. Bol paboTtanu Korma-mmbo cekperapem?

5. Bbl MOXXeTe MpUCTYNUTh K paboTe B cenyIolnii MoHeneIbHUK ?

2.0nupasich Ha 3HaHWE 0COOEHHOCTEl MUCbMEHHOM NeJ10BOM KOMMYHUKALIUH,
BbIOEpUTE HanboJiee moaxoasiiure mo cMbicay ciosa (YK-4.1):

Importers and exporters do not use the same ... currency/coins. When they
buy and sell ... things/goods they change money from one currency to another.
There are two ways of doing this. First, the importer can ... pay/invest in his own
currency and the exporter changes the money on the international currency market.
Second, the importer ... sells/buys his own currency and ... purchases/sells the
exporter’s. Then the importer pays. Usually banks buy and sell currency for their
clients.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOMIMNX
JIEKCUYECKUX eUHUI U3 chephl nenoBoit kommyHukaiuu (YK-4.3):

1. to hire

2. job seekers

3. interview

4. employer

5. references

4. BeIOJIHUTE MUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPePhl IeT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3blKa Ha pycckuil (YK-4.2):

GETTING A JOB
Getting a job is a very hard period in the life of most people. Companies

choose an employee from hundreds of candidates according to special rules, that’s



why there are special ‘typical’ factors, influencing employer’s choice. Among such
factors are: age, sex, experience, family background and marital status, personality
and references.

If you’re to go to an interview tomorrow, sleep well before it and don’t forget
your CV at home. Moreover, there are some recommendations, which can help
you, for example, to read an annual report, or the company newspaper to show
your understanding of the corporate strategy on the interview. What’s more, you
should choose a corresponding dress code for the interview.

Even such advice may help you make a good impression; some companies

don’t want to hire a man who follows every advice.

5. TlocTpoiiTe MUCHMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHME, (HOPMYIUPYS
Ballle OTHOILIEHHE K BOIpOCaM J€JOBOM KOMMYHUKAIIUU, PACCMATPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. Onupasch Ha 3HaHME OCOOEHHOCTEM YCTHOM J€J10BOM KOMMYHMKAIUH,

JOTIONTHUTE AMAIIOTHYECKOE BBICKa3bIBaHUE (hpazaMH, MOIXOIAIIMMU 10 CMBICITY
(YK-4.1):

(Olga Bodrova is interviewed by Mr. Vlad Koshelev, the Personnel
Manager of Wood Export Company)

O.B.: I read an advertisement of your firm in yesterday’s Morning Express.
You need a secretary, so [ sent my application and now I’m here.

O.B.: ’'m sorry to say that I haven’t, but in spring I finished secondary school
with the speciality of secretarial work. So it means that theoretically I should know
something.

O.B.: Oh, to a certain extent, yes. I know fairly well Spanish and English, a
little German and French.

O.B.: Oh, I can continue my studies in French. I’ll go to some evening

classes.

VK.

CocTaBui1 IOLIEHT SI3pikoBa U.H.



Yr1Bepaun 3aBeayromuii kadenapoit [TaBnos A.1O.

3AJJAHUE K 3AYETY Ne8
1o AucuMIvInHe «MHOCTPaHHBIN A3BIK» (AHTIMHCKUIT)
(ITposepsiemast komnerenuus YK-4)
1. BeInosiHUTE MUCHMEHHBIN MEPEBO CIEAYIOIUX MPEAIOKEHUN 13 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3blKa Ha aHruiickuit (YK-4.2):

1. Jo6po moxanoBaTh B HaIlly KOMIaHHUIO!

2. Bo1 obenaere B oduce unu B kade?

3. CKOJBKO JTHEH B HECNIO BBl paboTraere?

4. Iocne yHuBepcuTeTa 51 X0uy padoTaTh B OOJIBIION MEXTyHAPOTHON
KOMITaHUH.

5. Kaxzioe yTpo OH IpOBOJAUT COBELIAHUS.

2.0nupasich Ha 3HaHUE 0COOCHHOCTEN MUCHbMEHHOM JIETIOBOM KOMMYHUKAIIUH,
BbIOEpUTE Haubosee noaxoAsmue no cmeiciy ciosa (YK-4.1):

In my company, junior employees often ... work/ relax more than 60 hours a
week. If the ... secretary/ boss is in the office, we feel we have to stay until he
leaves. Very often we are not paid for working/ studying overtime, we work for
free. And for many us, the summer holiday is only a one-week vacation. We work
a lot of overtime, but we aren’t more productive/ unproductive. We just have ...
less/ more health problems.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAWAUTE ONPENEIICHUS CIEAYIOMINX
JEKCUYECKUX eqUHUL U3 chephl nenoBoil kommyHukamuu (YK-4.3):
1. to hold talks
. industry
. demand
. target
. a subject of discussion

N W

4. BoIMoaHUTE TUCHMEHHBIN MEPEeBO/] CIEIYIONIET0 TEKCTA U3 CPEephl AEI0BOM
KOMMYHUKAIIMU C aHTJIMICKOTO sI3bIKa Ha pycckuil (YK-4.2):

MAKING CONTACTS

If you want to find clients or improve your career prospects at networking
(ycTaHOBJICHHE JIETIOBBIX KOHTAKTOB) events, preparation is essential. Find out who
will be there - list the most important people you’d like to meet.



Arrive at the event early and walk around so you feel at home there. Take
one drink but never eat — keep one hand free to shake hands and give business
cards. One of the best ways of making contacts with your ‘targets’ is to stay near
the registration area so that you meet them ‘accidentally’ as they arrive.

Begin by asking your ‘target’ at least three questions. Don’t keep your arms
folded in front of you — this is negative body language. Never look over the
shoulder of the person you’re talking to for someone more interesting. The worst
mistake 1s spending too long with one person, so keep moving around. It’s easier to
join a group than to join two people, who may be having a private discussion.
Have your business cards ready but only hand them out when people ask you for
one.

After the event, study the cards you’ve collected and, before you forget,
write when and where you met that person on the back of each one. Call important
contacts a day or two after the event, or write a short note to say how much you
enjoyed meeting them and suggest another meeting. A typed email is fine but isn’t
as personal as something through the post. A handwritten note can seem much
warmer.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Balllc OTHOIIEHWE K BOIPOCAaM JICJIOBOM KOMMYHUKAIIMHM, PacCMaTpUBAaCMbIM B
tekcte (M3 m.4) (YK-4.1).

6. ITocTpoiiTe yCTHOE AMATOTUYECKOE BHICKA3bIBAHUE HA OJIHY W3 CJIETYIOIINX
TEeM, UMCIOIIUX OTHOIIIeHHUE K cepe nenmoBoii kommyHukaruu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocTtaBui1 JIOLIEHT SI3pikoBa M.H.
YTBepaun 3aBeayronuii kadeapoi ITaBnoB A.1O.

3AJAHUE K 3AYETY Ne9

no aucuuiinie «MHOCTPpAHHBIN A3BIKY» (AHTJIMACKNH)
(ITpoBepsiemast Kommnetrenuus YK-4)

1. BeimonHuTe MUCHMEHHBIM NEPEBO CIEAYIOMINX MPEATOKEHUN U3 cepbl
JIEJI0OBOM KOMMYHHUKAIIUU C PYCCKOTO si3blka Ha aHruickuil (YK-4.2):



. S Hanmeroch, BaM TOHPABUTCA HAIlle HOBOE MPOU3BOJCTBEHHOE
o0opyIoBaHUE.

2. OTo Baia nociaeAHss pa3padoTka?

3. Hame o0opynoBaHue COOTBETCTBYET HAUBBICIIEMY TEXHUYECKOMY
YPOBHIO.

4. Kak ponro Oyaer nelCTBOBaTh rapaHTUs Ha Baile 00OpyJOBaHUE, TI'-H
®octep (Mr. Foster)?

5. JIBeHa11aTh MECSIIEB C MOMEHTA 3aIycKa 000pYy10BaHHS.

2.0nmpasich Ha 3HaHUE 0COOCHHOCTEH MUCHhbMEHHOM JIEJTIOBON KOMMYHUKAIIUH,
BbIOEpUTE HanboJiee MoAXOAsIIHe 1Mo cMbiciy cioBa (YK-4.1):

Dear Sirs,

Your name has been ... given/taken us by our business associate Mr. J.
Miller, who informed us that they have been ... doing/making business with you
for some years.

We are retailers in the leather goods trade, and would like to get in touch with
suppliers of good quality leather articles. As ... retailers/manufactures we have a
network of boutiques all over the country.

Will you please send us your current catalogues and price ... list/terms. We
are also interested in discounts offered for regular ... rebates/purchases.

Thank you in advance for any information you can give us.

Yours faithfully,
Bruno Schmidt
Export Manager

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIIMNX
JIEKCUYECKUX eUHUI U3 chephl nenoBoit kommyHukauu (YK-4.3):

1. to launch

2. an order

3. a trade fair

4. to promote

5. a transaction

4. BeIOJIHUTE MUCbMEHHBIN NEPEBOJ] CICAYIONIETO TEKCTa U3 CPEPhI IET0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3bIKa Ha pycckuil (YK-4.2):

TRADE EXHIBITIONS AND FAIRS



Trade fairs and exhibitions usually attract thousands of visitors and many
potential buyers among them. So trade associations of our country never lose a
chance to exhibit their products at international fairs and exhibitions both abroad
and at home. They help to promote goods to new markets and launch new products
in the markets already developed.

A great deal of profitable business is done at commercial centres at the
exhibitions: new contacts are made, new transactions are concluded, new orders
are placed and new markets are established. This work goes on after the
exhibitions as well: enquiries are sent out for the goods our national economy
requires and offers are made for new products.

There are traditional fairs and exhibitions that are held annually or twice a
year. Some fairs and exhibitions are organized on and off and they are devoted to

scientific achievements in this or that field of national economy.

5. TlocTpoiiTe MUCHMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHME, (DOpMyIUpPYs

Ballle OTHOIICHWE K BOMIpocaM JECJIOBONM KOMMYHHUKAIlUM, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe yCTHOE AUATOTHYECKOE BBICKA3bIBAHUE HA OJIHY U3 CIEAYIOIINX
TEM, UMEIOILIUX OTHOLIEHHE K cepe aenoBoil kommyHnukanuu (YK-4.1):
(Svetlana Petrova from “Insider” is meeting their business partner Mr. J.
Brown in the airport)

Svetlana Petrova: ... ... ...

John Brown: Yes. I’'m John Brown from “Continental Equipment.
SP..........

J.B.: How do you do?

SP.:... ...

J.B.: Yes, thank you. Thank you for coming to meet me.

SP.... ...

J.B.: Thank you.

CocTaBuJI JIOLIEHT S3eikoBa NU.H.

YT1Bepaun 3aBenytomuii kadenpoit ITaBnos A.IO.



SAJAHUE K 3AYETY Nel0
o JucuuIiuHe «AHOCTPpaHHBIN SA3BIK» (AHTJITMUCKUN)
(ITposepsiemast komnerenuus YK-4)
1. BbInoJIHUTE MUCHMEHHBIN MEPEBOJ CIEAYIOIUX MPEMIOKEHUN U3 chepsl
JIEJIOBOM KOMMYHUKALIMH C PYCCKOTO si3blKa Ha aHruiickuii (YK-4.2):

1. Bo cxonbko Bel 3akanunBaere paboty?

2. 51 uHora 3aBTpaKaro B oduce.

3. I'-u bpayH npocuT MOBBIIIEHUS 110 CITY>KOE B CBOEH KOMIIaHUU.
4. On ornpasun CMC cBoeMy HOBOMY Ha4aJbHUKY.

5. MBI npuexanu Ha BCTpEYy BOBPEMSI.

2.0nupasich Ha 3HAaHUE 0COOCHHOCTEH MUChbMEHHOM JISJTIOBON KOMMYHUKAITUH,
BBIOCpUTE HanboJiee MoAXOAsIIHe 1Mo cMbIciTy cioBa (YK-4.1):

Dear Max,

Can you please book me a hotel in Brussels for two nights, Sunday, 23™-
Monda, 24" June? I want a large ... conference room /single room with an Internet
... connection/ location — that’s very important. If possible, I would like to be near
the airport because my return flight is on 7 a.m. on Tuesday. Please check that
there is a fitness centre or a swimming pool in the hotel.

Monday is very busy. The first... meeting/ party is at 9.30 a.m., so we need a
meeting room for that. Then there is our big workshop in the afternoon. Could you
arrange a large room for a multimedia presentation at 3 p.m.? I ... expect/ suspect
to finish at about 4.30.

Finally, can you ... book/ buy a table for 20 people in the hotel restaurant for
7.30 p.m.?

Many thanks.

Rob
3. Hcnonws3yss pecypcohl cetu HHTEpHET, HaWIWTE ONPEACIECHUS CIETYIOIIUX
JIEKCUYECKUX euHUIl U3 chephl AenoBoit kommyHukaiuu (YK-4.3):

1. to establish
. enthusiastic
. cooperation
. valuable
. complain

(LI SNV I O

4. BoInosHUTE MMCHbMEHHBIHN MEPEBOJI CIEYIOIETr0 TEKCTa U3 c(heprl AeI0BOi
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuil (YK-4.2):

STARTING A NEW JOB



The first week of any job is to settle in and to get on with your boss and
colleagues. Arrive on time, especially on your first day, and don’t leave early. Be
visible but don’t try too hard to make a good impression. Watch, how others
behave, and listen more than you speak. Your boss will judge you by the company
you keep so avoid staff, who complain or gossip. Make friends with colleagues
who are dynamic and enthusiastic. Never try to make yourself popular through
silly jokes or bad behavior — people have long memories.

Don’t make comparisons with other companies — especially your old ones.
Keep a positive attitude. Don’t criticize your colleagues or get involved in their
arguments. If you’re sharing an office, respect your colleagues’ working space.
Don’t move the furniture or be untidy in the office.

Finally, new recruits sometimes expect to have important tasks straight
away. The reality is different: whatever your experience and qualifications, expect
to begin with basic jobs like photocopying or making the coffee. Stay busy, do
every job well and keep smiling.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS
BAallle OTHOILIECHHE K BOIIPOCAM JEJOBOM KOMMYHHUKAIlMU, PacCMATpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. [TocTpoiiTe yCTHOE TMATOTUIECKOE BHICKA3bIBAHUE HA OJHY W3 CIICIYIONINX
TeM, UMEIOIIIUX OTHOIIeHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment

3. Discussing problems in the company
4. Discussing traveling on business

5. A good place for a business lunch

CocTaBui1 JIOLIEHT SI3pikoBa U.H.

YT1Bepaun 3aBenyromuii kadenpoit [TaBioB A.1O.

3AJJAHUE K 3AYETY Nell
1o aucuuIuinie «MHOCTPAHHBIN A3BIKY» (AHTJIMHCKHH)
(ITpoBepsiemasi komnerenuus YK-4)



1. BeimosHUTe MUCHMEHHBIN MEPEBO CIEAYIOMUX MPEMIOKEHUN U3 chepsl
JIEJI0OBOM KOMMYHHUKAIIUU C PYCCKOTO si3bika Ha aHrnuiickuid (YK-4.2):

1. ITo3BOHUTE MHE MOCIIE IBYX YaCOB.

2. Mory s TOTOBOPUTH € YIIPABISIOLIMM JUPEKTOPOM?

3. 4 O6b1 X0TEN OCTaBUTH cOOOIIeHHEe MUCTEPY JImoiiay.

4. He mornu Obl BBl MOBTOPUTH CBOM HOMED TesedoHa, moxanyicra?
5. MBI MOkeM 00CYJIUTh 3TO TO3KE, MOCTE JaHYa.

2.0nupasch Ha 3HaHUE OCOOCHHOCTEN MUCHbMEHHOMU JIEJI0OBOM KOMMYHHKAIIUH,
BbIOEpUTE HanboJIee MoAXoAdIIre 1Mo cMbichy cioBa (YK-4.1):

If you work, you will probably get a savings bank ... account/ record. You
can keep the money you ... get/ earn in a box under your bed. Or you can keep it in
the cupboard. You can ... lend/ borrow it to your friend, but don’t lose your friend
in this case. Some people hide their money in their refrigerator. But these ways
aren’t very clever. On the one hand it isn’t very ... simply/ safe. If your house is
robbed, you will lose everything you've saved. On the other hand your money will
lose its ... volume/ value.

After some time, the money from the cupboard won’t be able to do a lot of
things. However money will earn ... profit/ interest if you make a deposit. The
interest will help to... regulate/ compensate for the effect of inflation. But banks
are more than just safe places for your money.

3. HUcnons3ys pecypcbl cet UHTepHET, HAauTE ONpEeNeeHUs CIeAYIOINX
JIEKCUYECKUX equHuIl U3 cheprl nenoBoit kommynukaimu (YK-4.3):

. information
. competitors
. to require

. goal

. employee

DN A W =

4. BpINOIHUTE NUCHMEHHBIN MEPEeBO/] CIEIYIONIEr0 TEKCTa U3 CPepbl AEI0BOM
KOMMYHHKAIIMY C aHTJIMMCKOTO A3bIKa Ha pycckuil (YK-4.2):

GLIMPSES OF HISTORY OF MONEY
At different periods of time and in different parts of the world many different
commodities have served as money. These commodities were: cattle, sheep, furs,
leather, fish, tobacco, tea, salt, shells etc. The experts underline that to serve

effectively as money, the commodity should be fairly durable, easily divisible, and



portable. None of the above-mentioned commodities possessed all these qualities,
and in time they were superseded by precious metals.

First they were superseded by silver and later by gold.

When a payment was made the metal was first weighed out. The next stage
was the cutting of the metal into pieces of definite weight and so coins came into
use.

Paper money first came into use in the form of receipts given by goldsmiths in
exchange for deposits of silver and gold coins. After goldsmiths became bankers
their receipts became banknotes. That's how the first banknotes came into
existence. At first coins were worth their face value as metal. But later token coins
of limited value as legal tender were issued. Now smaller denomination coins are
made from bronze and are often referred to as coppers. Bigger denomination coins

are made from cupronickel and are usually called silver.

5. TlocTpoiiTe MUCHMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHME, (DOpMyIUpys

Ballle OTHOIICHWE K BOMIpocaM JECJIOBONM KOMMYHHUKAIlUM, pacCMaTpUBAacMbIM B
tekcre (u3 m.4) (YK-4.1).

6. [TocTpoiiTe yCTHOE TNaJOrn4ecKoe BbICKa3bIBAHUE HA OJIHY U3 CIEAYIOIINX
TeM, UMEIOIINUX OTHOILIEHUE K cdepe AenoBoit kommyHuKaruu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment
3. Discussing problems in the company
4. Discussing travelling on business
5. A good place for a business lunch

CocTaBui1 JOLIEHT A3sikoBa U.H.

YTBepaun 3aBeayromuii kadheapoin [TasnoB A.1O.

3AJJAHUE K 3AYETY Nel2
o JucuuIiuHe «AHOCTPpaHHBIN SA3BIK) (AHTJIMUCKUIN)



(ITpoBepsiemasi komneteHusa YK-4)

1. BbInoJSHUTE MUCHMEHHBIN MEPEBOJ CIEAYIOIUX MPEMIOKEHUI U3 chepsl
JIEJIOBOM KOMMYHUKALIMH C PYCCKOTO si3blIKa Ha aHruiickuil (YK-4.2):

1. ITo3BOIBTE BaM MPEICTABUTh PYKOBOJIUTENS OT/ACNA MPOJAXK.
2. MBI 3KCIOPTHPYEM TEXHOJIOTHYECKOE 000pY/I0BaHHE.

3. KakoBa 11e;16 Baliero BU3uTa B Hally KOMIAHUIO?

4. He xoTuTe 1 BBl TTIOCETUTDH HAIITY BHICTABKY?

5. JlaBaiiTe 0OCy MM YCIIOBHUSI TOCTaBKU 000PYI0BAHMUS.

2. Omnwupasicb Ha 3HaHUE OCOOEHHOCTEM  MHCHBMEHHOW  J€JI0BOIl
KOMMYHUKAIINH, BEIOEpUTE Harbosee moaxo e mo cMeicty cioBa (YK-4.1):

Chocolate is a food that is made from cocoa beans. The cocoa plant was first
... grown/ run by the Mayas, Toltec’s and Aztecs more than 3,000 years ago. They
prepared a drink from the beans and often used the beans as ... currency/ cash
instead of money. Columbus first took the beans to Spain in 1502 and Hernan
Cortes later ... produced/ introduced the bitter cocoa-bean drink there, too. There,
it was sweetened and flavoured with cinnamon and vanilla and a Spanish secret
had remained for almost a hundred years before it was ... produced/ introduced to
France. In 1657, a Frenchman opened a ... company/ shop in London selling solid
chocolate. Soon, more shops were opened in other European capitals. During the
1700s, the English ... corrected/ improved chocolate by adding milk. Sweet eating
chocolate was produced for the first time in 1847 by the English firm Fry and
Sons.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HaAUTE ONPENCIICHUS CIEAYIOMINX
JEKCUYECKUX euHUI U3 chepsbl nenoBoit kommyHukanuu (YK-4.3):

. International trade
. currency
. demand

. supply
. economic growth

DN B~ W =

4. BoInosHUTE MMCHbMEHHBIHN MEPEBOJI CIEIYIOIETr0 TEKCTa U3 c(heprl AeI0BOi
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuid (YK-4.2):

ONLINE SHOPPING
A lot of people nowadays prefer to shop online because it is so convenient

and easy. Every consumer who has experienced it will have his/her own views



about it. It is very important to have a clear picture about the positives and
negatives of online shopping so that you can easily analyze its risks and benefits.
With increased use of Internet, more and more people are drawn towards online
shopping. This means of buying products has gained immense popularity in today's
times. Earlier, Internet was only accessible to people of developed countries, but
recent revolution has made it accessible to almost all parts of the world. With
increased awareness, people now flock towards Internet for shopping.

The concept of shopping goods through online services has been highly recognized
and accepted, as it provides several benefits to the customer. However, every good

aspect had a bad side to it and this is true to online shopping as well.

5. TlocTpoiiTe MUCbMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHME, (DOpMyIHpPYs

BaIlle OTHOIIEHUE K BOIPOCaM JEIIOBOM KOMMYHHUKAIIMH, PAacCMATPUBAEMBIM B
tekcre (u3 m.4) (YK-4.1).

6. IlocTpoiiTe ycTHOE qUAIOTHYECKOE BhICKA3bIBAHHE HA OJIHY U3 CIEAYIOIINX
TeM, UMEIOIINUX OTHOIIEHHUE K chepe aenoBoit kommyHukanuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment
3. Discussing problems in the company
4. Discussing travelling on business
5. A good place for a business lunch

CocTaBWi IOLIEHT SI3pikoBa M.H.

Yr1Bepaun 3aBeayromuii kadenpoit [TaBnos A.IO.

IK3AMEH 2 CEMECTP _
KOHTPOJIUPYIOINUE MATEPHAJIbI IIPOMEKYTOYHOU
ATTECTALIUHA ITO JUCHUITJIMHE «MHOCTPAHHBIU A3bBIK»

3K3AMEHAIIMOHHBINA BUJIET Ne 1
1o AucuuIuinie « MHOCTPpAHHBIN A3BIKY» (AHTJIMHCKHH)
(ITpoBepsiemast komnerenuus YK-4)



1. BeimosHUTe MUCHMEHHBIN MEPEBO CIEAYIOMUX MPEMIOKEHUN U3 chepsl
JIEJI0BOM KOMMYHHUKAIIUU C PYCCKOrO si3blka Ha aHruiickuid (YK-4.2):

1. 51 xo4y HalTH APyTYIO padboTy.

2. Ixon CMUT BCTpeyaeTcs ¢ KIIMEHTaMH ociie ooena.
3. IIpomaxu pacTyT Ka)KIbIil TOA.

4. Korma HaunHaeTcs coBelaHue?

5. HOCTpaHIIbl 4aCTO MOJIb3YIOTCS HAIIMMH YCITyTaMHU.

2.0nupasch Ha 3HaHUE OCOOCHHOCTEN MUCHbMEHHOMU JIEJI0OBOM KOMMYHHKAIIUH,
BbIOEpUTE HanboJIee MoAXoaAsIIre 1Mo cMbichy cioBa (YK-4.1):

Olivia is a shop owner. She ... sells/sales products in her shop. She buys
products from foreign ... countries/languages. Olivia can usually sell the products
at a higher price than she ...paid/bought for them. The companies that Olivia buys
from are all good business ... partners/meetings. The ... goods/prices are always of
great quality.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIMIMNX
JIEKCUYECKUX eUHUIl U3 cepbl AenoBoit kommyHukaiuu (YK-4.3):

1. event

2. profit

3. loss

4. to launch

5. success

4. BoImoTHUTE TUCHMEHHBIN MIEPEBO/T CIEYIONIEro TeKCTa U3 chephl JEIT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3blKa Ha pycckuil (YK-4.2):

STORY OF SUCCESS

Conrad Asher is a businessman. When he was a boy he decided that he didn’t
want a job where he worked from 9am to S5pm every day. Conrad wanted
something more exciting. When he finished college in 1999, he worked as an event
organizer for 2 years. Then, in August of 2001, he launched his own company to
help organizations choose which sporting events to sponsor. The company made a
loss for the first few years, but last year, it made a good profit. Conrad likes to start
work early. He is usually at his desk at 7am. He often goes to sporting events in the

evenings. At the weekend, Conrad plays rugby and hockey and goes to watch



football matches. ‘I enjoy my free time, but I always enjoy getting back to work on

Monday morning.” Conrad says, ‘Sport is my work and my life; I’'m very lucky.’

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS

Ballle OTHOIIEHHE K BOIpOcaM JEeJOBONM KOMMYHHUKAIIUU, pacCMaTpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. [TocTpoiiTe yCTHOE TMAJIOTUYECKOE BhICKAa3bIBAaHUE HA OJIHY U3 CIEAYIOIIUX
TeM, UMEIOIIIUX OTHOIIICHHE K cpepe nenmoBoit kommyHukanuu (YK-4.1):

1. Planning a meeting with a client.

2. Getting ready for a business presentation.

3. Discussing a sales report.

4. Discussing a new business opportunity.

5. Planning evening entertainment for a business partner.

CocTaBui1 IOLIEHT SI3pikoBa U.H.

Yr1Bepaun 3aBenytomuii kadenpoit [TaBioB A.1O.

3K3AMEHAIIMOHHBINA BUIET Ne 2
1o aucuuIinie «MHOCTPpAHHBIN A3BIK» (AHTJIMHCKNH)
(IlpoBepsiemast Komnerenuus YK-4)
1. BoimonHUTe MUCHbMEHHBIN MEpPeBO CedyIOMMX MpeaaoXeHnil u3 chepbl
NeJ0BOM KOMMYHMKAITMN C PYCCKOTO si3blka Ha aHrimiickuii (YK-4.2):

1. 4 6b1 x0TEN MOroBOpUTH ¢ T-HOM Muuiepom (Mr. Miller).

2. I3BuHMUTE, HO T-HA MHIIepa ceiiyac HeT.

3. On Oyzer 31ech uepes JiBa Jaca.

4. 41 xoten ObI mo3HakoMuTh Bac ¢ Jlxkonom Cmurtom (John Smith).
5. Koraa BbI cMOkeTe TpuiTH, r-H CMHUT?

2.0nmpasich Ha 3HAaHUE 0COOCHHOCTEH MUCHhbMEHHOM JIETTIOBON KOMMYHUKAITUH,
JIOTIOTHUTE TEKCT HauboJee MOIX0IAIUMU 110 cMbicy ciioBamu (YK-4.1):

a) skills

b) participate
c) profession
d) companies
e) apply

f) training



g) interview
h) graduated
1) responsibility
J) experience

Graduating from the university is a very busy, exciting time for people.
Everyone wants to find a good job and begin working in their chosen
1) . The first step is to find a suitable vacancy and 2)
for the position. If you are called for an 3) , you will be asked what
4) you have and what university you 5) from.
They may ask if you have any previous 6) in that type of work. Many
large businesses and 7) will require their new employees to 8)
in a special 9) course before they are given the 10)
of working on their own.

3. Ucnonb3ysa pecypcol cetu IHTEpHET, HAAUTE ONPENEIICHUS CIEAYIOMINX
JEKCUYECKUX euHUI U3 chepsbl nenoBoit kommyHukanuu (YK-4.3):

1. etiquette

2. customer

3. to have a positive impact

4. common courtesy
5. a handshake

4. BbImoMHUTE MUCbMEHHBIHN MEPEBOJI CIEYIOIET0 TeKCTa U3 c(heprl JeI0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuid (YK-4.2):

BUSINESS ETIQUETTE

Business etiquette is a set of manners that is accepted or required in a
profession. Business etiquette is important because it creates a professional,
mutually respectful atmosphere and improves communication, which helps an
office serve as a productive place. People feel better about their jobs when they
feel respected, and that translates into better customer relationships as well.

Improving your business etiquette can have a positive impact on your career.
Remember to use common courtesy. Adopt the "you" attitude - consider others'
needs and feelings first. This behavior leads to good manners and common
courtesy, thereby improving your business etiquette.

Examples of courteous behavior include: using please and thank you as

appropriate; speaking clearly and distinctly while using a pleasant tone of voice;



smiling and offering a firm handshake when meeting someone new; writing thank-

you notes and congratulation as appropriate etc.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Ballle OTHOIIEHHE K BOIpOcaM JEeJOBONM KOMMYHHUKAIIUU, pacCMaTpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. J_—[OHOHHI/ITG YCTHOC AUAJIOTHYCCKOC BBICKA3bIBAHUC (1)pa?>aMI/I,

MOAXOSAIIUMH TI0 CMBICITY K JaHHOW CHUTyaluud U3 c(epbl JeI0BOro OOIICHUs
(VK-4.1):

Starkov: Good morning, Mr. Williams. How are you?
Williams: ...

S.: Very well, thank you. Could you tell us about your
company, Mr. Williams?

W.: ..

S.: What department will we work with?

W ...

S.: Do you have any subsidiaries?

W. ...
CocraBui 10LEHT S3pikoBa 1.H.
Yr1Bepaun 3aBeayromuii kadenpoit [TaBnoB A.1O.

3K3AMEHAIIMOHHBIN BUIET Ne 3
1o aucuuIuinie «MHOCTPAHHBIN A3BIKY» (AHTJIMACKHH)
(ITposepsiemast komnerenuus YK-4)
1. BbInoJHUTE MUCHMEHHBIN MEPEBOJ CIEAYIOIUX MPEAIOKEHUN 13 chepsl
JIeJIOBOM KOMMYHUKAIIMK C PYCCKOTO si3bika Ha aHrymickuil (YK-4.2):

1. laBaiiTe BCTpETUMCS B TOM K€ PECTOPAHE.

2.V JlxeiiMca ecTh HHTEpECHAst OM3HEC-HUJIes.

3. IIpe3uaeHT KoOMIaHuM MPOCMATPUBAET OTUYETHI KaXK/IbIil JICHb.
4. Korpa Bam otyeT OyAeT roToB?

5. Kakue yciyru Bbl peaaraere?

2.0nupasch Ha 3HaHHE OCOOCHHOCTEN MUCbMEHHOW JI€JI0BOM KOMMYHHKAIUH,
BbIOEpUTE Haubosee noaxoAsiue no cmeiciy ciosa (YK-4.1):

Dear Chris, I’'m ... afraid/scared I won’t be able to make our meeting on
Wednesday afternoon. I’'m flying to Toronto ...on/to business. ...Could/must we
change the meeting to Monday 21 June? I'm very ...sorry/happy for any



inconvenience and I ...look/watch forward to seeing you soon. Best regards,
Hilary

3. Ucnonb3ysa pecypchl cetu MIHTEpHET, HAAUTE ONPENEIICHUS CIEAYIOIINX
JEKCUYECKHUX eqUHUL U3 chepsl 1ernoBoil kommyHukanuu (YK-4.3):
1. community
. employee
. market
. to expand
. to introduce
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4. BoIMOTHUTE TUCHMEHHBIN MEPEBO/T CIETYIONIET0 TEKCTA U3 CPEephl AEIOBOM
KOMMYHUKAIIMU C aHTJIMICKOTO si3bIka Ha pycckuil (YK-4.2):

COMPANY GROWTH

“Timberland” began in 1918. It was a small shoe company based in Boston,
Massachusetts. Nathan Swarts made boots. In 1955, he bought The Abingdon Shoe
Company. Later, his sons worked for the company, too. Together they produced
some of the world’s first waterproof leather boots.

In 1973, the Timberland name was born. It started as the brand name of the
original waterproof leather boot. The boot became so popular that the company
changed its name to The Timberland Company. In the 1980s, the company
expanded into international markets. Then the company introduced adult and
children’s clothing, women’s footwear, and accessories. In the 1990s, Timberland
began a project that gave Timberland employees paid time off to work on local
community projects. The company wanted to show that it was possible for a

company to do well financially and do good in the community.

5. TIlocTpoiiTe MUCBMEHHOE MOHOJIOTHYECKOE BBICKa3bIBaHUE, (HOPMYITHPYS
Ballle OTHOIICHHE K BOIpOCaM JEJIO0BOM KOMMYHHUKAIlUM, pacCMaTpUBacMbIM B
tekcte (u3 m.4) (YK-4.1).

6. [TocTpoliTe ycTHOE qUATOTHYECKOE BBICKA3bIBAHUE HA OJIHY U3 CIEAYIOIINX
TEM, UMEIOIIIKUX OTHOLIEHHE K cepe aenoBoil kommynukanuu (YK-4.1):

1. Planning a meeting with a client.
2. Getting ready for a business presentation.
3. Discussing a sales report.



4. Discussing a new business opportunity.
5. Planning evening entertainment for a business partner.

CocTaBuJI JIOLEHT SA3sikoBa 1.H.

YT1Bepaun 3aBenytomuii kadenpoit [TaBnoB A.1O.

SK3AMEHAIIMOHHBIN BUIET Ne 4
o aucuuIuinie «MHOCTPAHHBIN SA3BIKY» (AHTIMHCKNH)
(ITpoBepsiemasi Komnerenuus YK-4)
1. BhIMOJHUTE MUCbMEHHBIN TepeBOJ CAENYIOIIMNX MpelIoXeHUn U3 chepbl
NeJ0BOM KOMMYHMKAIIMN C PYCCKOTIo si3blka Ha anriuiickuii (YK-4.2):

1. Mul mpoumTanu Ballle peKJaMHOe OObBsIBIeHMe B KypHaie Business
Magazine.

2. Hama xommanus 6wu1a ocHoBaHa B 2001 rony.

3. B Hamei ctpaHe CyIIeCTBYET YCTOMUMBEIN CIIPOC Ha Ballly MPOIYKIIMIO.

4. Mbl TakKe UWHTepecyeMmMcss HOBBIMM MOJEISIMU B TOM Ke ILIEHOBOU
KaTeropuu.

5. MBI 6yneM npu3HaTeIbHBI 32 OBICTPHIN OTBET.

2. Omnwmpasice Ha 3HaHHME OCOOEHHOCTEH  MHCHMEHHOW  JEIOBOM
KOMMYHUKAIINH, BEIOEpUTE Hanbosee moaxo e mo cMeicy cioBa (YK-4.1):
e accuracy
employers
achievements
occupation
qualification
successful
employees
effective
possibility
impression

It is important to make a good 1) when going for a job interview.
Interviewers usually ask a number of questions, many of which concern 2)
. However, they also usually like to ask questions about previous 3)

as well as 4) not connected to the workplace. Often, the 5)

candidate is not the one with the most impressive education but the one

who shows that he or she has made the most 6) use of their time. Few
7) want 8) who are unable to think about themselves. The 9)



of advancement in any job rarely depends on the 10) of
work but more on the enthusiasm and dedication of the employee.

3. Ucnonb3ysa pecypcol cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOMINX
JEKCUYECKHUX euHUI U3 chepsbl nenoBoit kommyHukanuu (YK-4.3):
1. a set of manners
. to enforce
. to violate business etiquette
. to complain
. a promotion
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4. BoIMOTHUTE MUCHMEHHBIN MEPEBOJ] CICTYIONIETO TEKCTA U3 CPEPHI ACIOBOM
KOMMYHUKAIIMH C aHIJIMICKOTO s3bIKa Ha pycckuid (YK-4.2):

Business etiquette is a set of manners that is accepted or required in a
profession. Often upheld by custom, it is enforced by the members of an
organization. Those who violate business etiquette are considered offensive. The
penalty for such behavior frequently lies in the disapproval of other organization
members.

Failing to display proper business etiquette won't help your career, but
engaging in unprofessional conduct could result in losing a promotion or even your
job. Never engage in the following inappropriate behaviors: coming to work under
the influence of drugs or alcohol; engaging in sexual harassment; showing a lack
of respect to superiors, peers, or subordinates; using foul language; complaining

publicly about your organization or supervisor; violating confidentiality etc.

5. IocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKa3bIBaHUE, (HOPMYIUPYS
Ballle OTHOLIECHHE K BOIIPOCAM [EJOBOM KOMMYHHUKAIlMU, PacCMATpPUBAaEMbIM B
tekcte (u3 m.4) (YK-4.1).

6. I[OHOJIHI/ITC YCTHOC ANAJIOINYCCKOC BBICKA3bIBAHUC (1)pa3aMH,

NOJXOJAIIMMUA TIO CMBICITY K JaHHOW CUTyalMu U3 cdepbl JeI0BOro OOIEHUs
(YK-4.1):

Williams: Have you got price-lists with you now?

Starkov: ... ... ...

W.: All right. Let’s get down to business. What are you going to talk about today?
S.ooo



W.: Right. And tomorrow we’ll be talking about packing and transportation. By
the way, Mr. Starkov, do you want to visit our exhibition which will be held the
day after tomorrow?

N T

W.: T hope so.
CocTaBui1 JIOLIEHT SI3pikoBa U.H.
YT1Bepaun 3aBenyromuii kadenpoit [TaBioB A.1O.

3K3AMEHAIIMOHHBINA BUJIET Ne 5
o JucuuIiuHe «AHOCTPpaHHBIN SA3BIK» (AHTJIMUCKUIN)
(ITpoBepsiemast komneTennusa YK-4)
1. BrimonHuTE MUCHMEHHBIN NEPEBO CIEAYIOMINX MPEATOKEHUN U3 cepbl
JI€JIOBOM KOMMYHUKALIMH C PYCCKOTO si3blKa Ha aHruiickuii (YK-4.2):

1. Cnenyet HauaTh ¢ COCTaBICHUS OU3HEC-TIJIaHA.

2. Bam cieayer BIOXKUTH AEHBIHA B XOPOLIEro AU3aiiHepa.

3. lIpaBuiibHO OpraHu3yiTe opruCcHOE MPOCTPAHCTRO.

4. Bb1 00s13aTeNbHO JOOBETECH OOJIBIINX YCIIEXOB!

5. YTo MOMKHO COCTABIISITH CYHIECTBEHHYIO YacTh OrokeTa?

2.0nupasich Ha 3HAaHUE 0COOCHHOCTEH MUCHhbMEHHOM JIETTOBON KOMMYHUKAITUH,
BbIOEpUTE HanboJiee MOAXOAsIIHE 1Mo cMbIcy ciioBa (YK-4.1):

Some career offices complain that they have problems ...trying/deciding to
work out what employees want, and they ... think/sure that the employers do not
know either. They see that employers look for skills and ...knowledge/success.
They want to ...hire/refuse for a specific ...job/interview, not for a long-term
career.

3. Ucnonb3ys pecypcel cetu MHTepHET, HaliIUTE ONMpEAeTCHUS CIIETyIOIINX
JIEKCUIECKUX eArHHUIT U3 chepshl AenoBoil komMmyHHUKaImu (YK-4.3):
1. allowance
. annual
. staff
. remotely
. appreciative
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4. BeINOJIHUTE TUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl 1eTOBOM
KOMMYHUKAIIMH C aHTJIMICKOTO si3blKa Ha pycckuid (YK-4.2):

A NEED FOR A REAL HOLIDAY



It's summer! As the weather gets warmer, we all start thinking about booking
that all-important annual holiday. But how long we get to lie in the sun depends on
how generous our holiday allowance is.

Last month, when straight-talking Virgin boss Sir Richard Branson gave the
opening speech at the Society for Human Resource Management Conference in
Las Vegas, he criticized US companies for giving their employees a mere two
weeks annual leave. Unsurprisingly, he received a huge round of applause from the
appreciative audience.

Two weeks! Two weeks does not seem long enough to 're-energise'. What's
more, a lot of workers in the States either do not take their full annual leave, or —
can you imagine it? — continue to work remotely whilst on holiday! Doing business
with their smartphones on the beach...

Branson went on to say that if it proved too difficult for companies to give
longer holidays, they should offer staff the chance to take unpaid leave. He was
especially critical of the way that employers in the States are not very flexible in
looking at the alternatives to full-time work which are becoming more common in
Europe, such as job-sharing or going part time.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Balllc OTHOIIEHHWE K BOIPOCAaM JICJIOBOM KOMMYHUKAIIMHM, PacCMaTpUBACMbIM B
tekcte (3 m.4) (YK-4.1).

6. ITocTpoiiTe yCTHOE AMATOTUYECKOE BHICKa3bIBAHUE HA OJIHY W3 CJIETYIOIIMNX
TeM, UMCIOIIUX OTHOIICHHE K cpepe nenmoBoit kommyHukanuu (YK-4.1):

1. Planning a meeting with a client.

2. Getting ready for a business presentation.

3. Discussing a sales report.

4. Discussing a new business opportunity.

5. Planning evening entertainment for a business partner.

CocTaBui1 JIOLIEHT SI3pikoBa U.H.
YTBepaun 3aBeayronuii kadeapoi [TaBnoB A.1O.

K3AMEHAIIMOHHBINA BJIET Ne 6

no aucuuiinie «MHOCTPpAHHBIN A3BIKY» (AHTJIMACKNH)
(ITpoBepsiemast Komnerenuus YK-4)

1. BeimoaHUTEe NMMChbMEHHBIN TMEepeBO, CAEAYIOLIUX MpeaioXKeHUA 13 cdepbl
NeJI0OBO KOMMYHUKAIIUU C PYyCCKOTo si3blka Ha aHrnuiickuii (YK-4.2):



1. MBI y3HaIM O Bac OT HaIlEro JeJ0BOTO IapTHepa TI-Ha Muiepa
(Mr.Miller).

2. Mpbl xoteau Obl HaJaIUTh KOHTAKT C IIPOM3BOIMUTEISIMU KOPMOB IIJISI
TOMAIIHUX XKUBOTHBIX.

3. Iloxanyiicta, NpUIILIXNTE HAM Balllid KaTaJoru U MpeicKypaHT.

4. Hac Takke MHTEPECYIOT Balll YCJIOBUS OIUIATHI.

5. MBI ¢ HeTepIieHMEM KIeM Balllero OTBETA.

2. Onupasicb Ha 3HaHUE OCOOEHHOCTEW  MUCHbMEHHON  HEJIOBOU
KOMMYHUKAIIMK, BbIOepUTEe HanboJiee moaxonsiiue mo cMbicay cioba (YK-4.1):

e abroad

e ctiquette

e offensive

e custom

e sensitive

e sign

In Great Britain and the United States corporate gift giving is not a very
popular 1 ; people can spend their entire working lives without ever
receiving a corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing business 2 . It is important to learn about
the 3 of gift giving before sending a gift to an international client or
business partner, or you may find that your gesture appears 4 :

For example, in China a desk clock is a 5 bad luck or death. It is
also interesting to note that the receiver never opens a gift in front of the giver as
that would signify that the content was more important than the act of giving.
Waiting for the person to open your gift would show that you were not 6
to Chinese culture.

3. Ucnonb3ysa pecypchl cetu VIHTEpHET, HAAUTE ONPENeNICHUs CIEAYIOMMNX
JEKCUYECKUX eIuHUIl 13 cepbl AenoBoit kommyHukaiuu (YK-4.3):
1. traits of character
. a subordinate
. to convince
. to do one’s best
. to achieve goals
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4. BBINOJIHUTE MTUCbMEHHBIN TIEPEBOJ] CJICAYIONIETO TEKCTa U3 CPephl IeT0BOM
KOMMYHUKAIIMK C aHTJIMMCKOTO si3bIKa Ha pycckuit (YK-4.2):

MANAGER



Not every man can be a good manager. A good manager needs to have certain
personal traits of character. A manager has subordinates. He has to be authoritative
and strong-willed - he must convince people to do things. A good manager is
competent - he knows his job and the job of his subordinates well. A good manager
1s efficient - he never leaves tasks unfinished, and does his best to achieve the
goals. A manager must be intelligent - a business cannot be successful with a
stupid manager. In most businesses, a manager needn’t be beautiful, friendly or
stylish. But he must be able to see good ideas, innovations and to use them in his

business. A real manager can make right decisions quickly.

5. TlocTpoiiTe MUCHMEHHOE MOHOJOTHYECKOE BBICKA3bIBaHME, (HOpMyIUpys
Ballle OTHOILICHUE K BOIPOCaM JEIOBOM KOMMYHHUKAIlUHM, PACCMaTPUBAEMBIM B

tekcre (u3 m.4) (YK-4.1).

6. JlomonHuTe  YCTHOE  JHUAJOTMYECKOE  BbICKa3blBaHUE  (pazamu,
MOAXOJSIIMMH IO CMBICTY K JAaHHOW CUTyallMu W3 c(epbl IeI0BOro OOIIECHUS
(YK-4.1) :

(Lorna Wright is arriving in Liberia)

Immigration officer: Good afternoon. Can I have a look at your passport
and landing card?

Lorna: ... ... ...

Immigration officer: Thank you. So, you’re from Great Britain?

Lorna: ... ... ...

Immigration officer: And what’s the purpose of your visit?

Lorna: ... ... ...

Immigration officer: And how long are you staying in Liberia?

Lorna: ... ... ...

Immigration officer: O.K.! Welcome to Liberia!

CocTaBui1 JIOLIEHT SI3pikoBa U.H.

Yr1Bepaun 3aBeayromuii kadenpoit ITaBnoB A.1O.

3K3AMEHAIIMOHHBINA BUIET Ne 7
1o aucuuIuinie « MHOCTPAHHBIN A3BIKY» (AHTJIMHCKHH)
(ITposepsiemast komnereHuus YK-4)



1. BeimosHUTe MUCHMEHHBIN MEPEBO CIEAYIOMUX MPEMIOKEHUN U3 chepsl
JIEJI0BOM KOMMYHHUKAIIUU C PYCCKOrO si3blka Ha aHrimiickuil (YK-4.2):

1. OHM UCTIONB3YIOT 3TO MPOTPAMMHOE OOECIIEUECHHE I CBOEH padOTHI.
2. Kak Tbl mi1aHupyelib yCOBEPIIEHCTBOBATH paboyee NPOCTPAHCTBO?

3. 51 HEe MOTY IPOAOIIKATH YUUTHCSA B YHUBEPCUTETE.

4. Korzma Tel CMOXeUIb MIPUCTYIIUTD K peaIn3alluy CBOEH uaeu?

5. Opuk bpayH Haien xoporuii croco6 3apadboTarh I1CHBIH.

2.0nupasch Ha 3HaHUE OCOOCHHOCTEN MUCHbMEHHOMU JIEJI0OBOM KOMMYHHKAIIUH,
BbIOEpUTE HanboJIee MoAXoaAsIIre 1Mo cMbichy cioBa (YK-4.1):

I had a great business trip to New York ... last/next week. The ... flight/fly
took three hours, and I didn’t ... have/must to get a taxi from the airport because
the business partner was waiting for me to drive me to his office. The trip was a
great success. [ made a lot of ... useful/useless contacts. My boss was very pleased
when he ... read/wrote my report.

3. Ucnonb3ysa pecypchl cetu IHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIMIMNX
JEKCUYEeCKUX euHUIl U3 cephl AenoBoit kommyHukaruu (YK-4.3):
1. speech
. trade
. to realize
. complete
. to improvise
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4. BoImoTHUTE TUCHMEHHBIN MIEPEBO/T CIEYIONIEro TeKCTa U3 chephl JEIT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3blKa Ha pycckuil (YK-4.2):

A BEIJING SURPRISE

Have I ever told you about the time I was asked to give a speech to some
Chinese businessmen? I was in Beijing as part of a trade delegation and our
company was one of several asked to give a speech. I had spent a long time
preparing my speech and had written about five pages of notes. I suppose there
were about thirty people in the room listening to me and [ was quite nervous.

I started to speak. Just then there was a power cut and all the lights in the
room went out. Because of this I couldn’t see my notes very well at all. When I
continued speaking, however, I realised that I had started with page three and
couldn’t find page four or five. In the end I just improvised, and then eventually I
found page one.

Later somebody lit some candles and put them around the room, but I still
couldn’t see my notes very well. The speech was a complete disaster. You can
imagine my surprise when the Chinese businessmen started to smile and clapped
loudly when I finished the talk. I sat down and started to eat my meal. When 1|



asked the translator sitting next to me why everyone had clapped so
enthusiastically, she replied, ‘None of the people here speaks English. I’ll translate
your speech for them later.” Since then I’ve never prepared any of my speeches.
They seem to work better when I improvise. I did give the translator my notes
though!

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS
Ballle OTHOLIEHHWE K BOMIPOCAM JEIOBOM KOMMYHHMKALIMH, PACCMaTpHUBAEMbIM B

tekcte (u3 m.4) (YK-4.1).

6. ITocTpoiiTe yCTHOE AMATOTUYECKOE BHICKa3bIBAHUE HA OJIHY W3 CJIETYIOIIMNX
TEeM, UMCIOIIUX OTHOIIICHHE K cpepe nemoBoit kommyHukanuu (YK-4.1):

1. Planning a meeting with a client.

2. Getting ready for a business presentation.

3. Discussing a sales report.

4. Discussing a new business opportunity.

5. Planning evening entertainment for a business partner.

CocTtaBui1 JIOLIEHT SI3pikoBa U.H.

YTBepaun 3aBeayronuii kadeapoi ITaBnoB A.1O.

SK3AMEHALIMOHHBIN BUJIET Ne 8
no aucuuIinie «MHOCTPpAHHBIN A3BIK» (AHTIMHCKNH)
(ITpoBepsiemast Komnerenuus YK-4)
1. BeimoaHUTEe MMCbMEHHBIN TMepeBO, CAEAYIOLIMX MpeaioXXeHUd 13 cdepbl
NeJI0BO KOMMYHUKAIIUU C PYyCCKOTo si3bika Ha aHrnuiickuii (YK-4.2):

1. ITo3BOBTE IPEICTABUTLCH.

2. O4yeHb NPUATHO NO3HAKOMUTHCHL.

3. 'oBopuTe, moxKanyiicta, noMeaaeHHee. S He oueHb Xopoiio Bac moHnMaro.
4. Korna HaumMHaeTcs coBelliaHmue?

5. i celiyac He TOTOB TOBOPUTH Ha 3Ty TEMY.

2.0nmpasich Ha 3HaHME 0COOEHHOCTEN MMChbMEHHOM IeJ10BO KOMMYHMKAIINN,
BbIOepUTEe Hanbosiee moaxoasiiure no cMuiciy ciosa (YK-4.1):

a) authority;

b) subordinates;

c) initiative;

d) hierarchy;

e) national culture;



f) delegate.

The characteristics of management often vary according to 1 which can
determine how managers are trained, how they lead people and how they approach
their jobs. The amount of responsibilities of any individual in a company depends
on the position that he or she occupies in its 2 . Managers, for example, are
responsible for leading the people directly under them, who are called 3 . To
do this successfully, they must use their 4 , which is the right to take
decisions and give orders. Managers often 5 authority. This means that
employees at lower levels in the company hierarchy can use their 6 that 1s
make decisions without asking their manager.

3. Hcnone3ys pecypcsl cetd MHTEpHET, HalliuTe ONpEAENIEHNs CIIEYOIUX
JIEKCUYECKUX eANHUII U3 chepsl AenoBoit kommyHuKamu (YK-4.3) :
1. gift
. negotiation process
. etiquette
. an offensive gesture
. to note

DN B W

4. BpIoaHUTE MUCHMEHHBIN MEPEBOJ] CIETYIONIET0 TEKCTA U3 CPEPHI AEIOBOM
KOMMYHHKAIIMH C aHTJIMMCKOTO A3bIKa Ha pycckuil (YK-4.2):

GIFT GIVING IN THE INTERNATIONAL BUSINESS CONTEXT

In Great Britain and the United States corporate gift giving is not a very
popular custom; people can spend their entire working lives without ever receiving
a corporate gift. However, gift giving is sometimes an integral part of the
negotiation process when doing business abroad. It is important to learn about the
etiquette of gift giving before sending or taking a gift to an international client or
business partner, or you may find that your gesture appears offensive.

For example, in China a desk clock is a sign of bad luck or death. It is also
interesting to note that the receiver never opens a gift in front of the giving.
Waiting for the person to open your gift would show that you were not sensitive to
China culture.

In France, don’t give something with your company logo, as they find items

like this impersonal and in a bad taste.



In England, Australia, and Canada, some people see white lilies as a symbol
of death while in Germany, yellow and white chrysanthemums could be seen this

way.

5. TlocTpoiiTe MUCbMEHHOE MOHOJIOTMYECKOE BBICKA3bIBaHUE, (opMyIHpys
Ballle OTHOILIEHHWE K BOIPOCAM JEJIOBOM KOMMYHUKAILIMHM, pPacCMAaTpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1) .

6. Onupasch Ha 3HaHHME OCOOEHHOCTEM YCTHOM J€10BOM KOMMYHMKAIIWH,
JIOTIOJTHUTE JIUAJIOTUYECKOE BbICKa3bIBaHUE (pa3zaMu, MOAXOMASIIMMU MO CMBICITY
(YK-4.1):

( Ms. Brown is introducing you to Mr. Cartwright, the Production Manager
of their company)

Ms. Brown: I’d like you to meet Mr. Cartwright, our Production Manager.
You: ... ... ...

Mr. Cartwright: Glad to meet you too. Did you have a nice trip?

You: ... ... ...

Mr. Cartwright: What are your first impressions of our city?

You: ... ... ...

Mr. Cartwright: Would you like anything to drink?

You: ... ... ...
CocTaBui 10LIEHT S3pikoBa 1.H.
YTBepaun 3aBeayrommii kadheapoi ITaBnoB A.1O.

3K3AMEHAIIMOHHBINA BUIET E Ne 9
1o aucuuIuinie «MHOCTPAHHBIN A3BIK» (AHTJIMACKHH)
(ITpoBepsiemast komnerenuus YK-4)

1. BeImosiHUTE MUCHMEHHBIN MEPEeBO/ CIEAYIOMUX MPEAIOKEHUN U3 chepsl
JIETIOBOM KOMMYHHUKAIIUU C PYCCKOTO si3bika Ha aHTuickuid (YK-4.2):

1. A ouens pajn, 4TO ceiluac MHE HE HYKHO JI€JIaTh OTYET.

2. MHe npueTcst y4uTbCs MHOTO JIET, YTOOBI CTaTh MPOPECCHOHATIOM.

3. BaM cieqtyet HaHATh ONBITHOTO Pa0OTHHKA.

4. Kto 3a60TuThCS 0 Mu3aitHe oduica v ero OCBemeHnn?

5. OnbIT aOCOMIOTHO HEOOXOAUM B HAIle BpeMs, YTOObI HANTH XOPOILYIO
pabory.



2.0nmpasch Ha 3HaHWE OCOOCHHOCTEH MUCHbMEHHOU JIEJI0OBOM KOMMYHHKAITUH,
BbIOEpUTE Haubosee noaxoAsume no cmeiciy ciosa (YK-4.1):

It was just a ... quick/long round trip — there and back in a day. But it was
very tiring. [ ... left/lost early in the morning and got back late at night. The trip
was a complete ... disaster/dessert. Everything went ... wrong/right — my ...
flight/fly was delayed on the way out and then my meeting was cancelled because
the business partner was ill.

3. HUcnonw3ys pecypcebl cet UHTEpHET, HauTE ONpPENETICHUs CIEAYIOMINX
JEKCUYECKHUX eIUHUIl 13 cepbl AenoBoil kommyHukaiuu (YK-4.3):

1. Chief Executive Officer

2. profitable

3. state-run

4. to negotiate

5. to announce

4. BBINOJIHUTE TUCbMEHHBIN TIEPEBOJ] CIEAYIONIETO TEKCTa U3 CPephl IeT0BOM
KOMMYHHKAIIMH C aHTJIMUCKOTO s3bIKa Ha pycckuit (YK-4.2):

BUSINESS PERSON OF THE YEAR

Each year, the well-known UK newspaper The Sunday Times chooses a
Business Person of the Year. Last month, it announced the first ever woman
winner: Moya Greene.

Moya Greene is the Canadian-born business woman who became the Chief
Executive Officer of Royal Mail Company in 2010. She took over a 500-year old
state-run company which was not profitable in its core business, despite dealing
with an average of 58 million items per day. Unlike privately-owned delivery
services, the Royal Mail must deliver post to anywhere in the country, no matter
how far, for a fixed cost.

Greene helped the government to privatize the company. The Royal Mail
became a private company, and Moya Greene became its chief executive and a
winner of the Sunday Times award.

Greene was previously the chief executive of Canada Post, the equivalent of
the Royal Mail in Canada. She has a strong track record in strategic planning and
negotiating. She has been described as ‘inspiring awe’; relentless; and very
effective — someone who can ‘get the job done’.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS
Ballle OTHOILIEHHWE K BOIPOCAaM JEJIOBOM KOMMYHHUKAIIMHM, PacCMAaTpPUBAEMbIM B
tekcte (u3 m.4) (YK-4.1).



6. IlocTpoiiTe ycTHOE qUAIOrUYeCKOe BICKA3bIBAHHE HA OJIHY U3 CIEAYIOIINX
TeM, UMEIOIIUX OTHOIIEHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Planning a meeting with a client.

2. Getting ready for a business presentation.

3. Discussing a sales report.

4. Discussing a new business opportunity.

5. Planning evening entertainment for a business partner.

CocTaBui IOLEHT SI3pikoBa U.H.

Yr1Bepaun 3aBenyromuii kadenpoit [TaBnos A.IO.

3K3AMEHAIIMOHHBINA BAJIET Ne 10

o aucuuiinie «MHOCTPAHHBIN A3BIKY» (AHTIMACKNH)
(ITpoBepsiemast Komnerenuus Y K-4)

1. BemomHWUTE MMCHhMEHHBIA MEPEBO CIEOYIONIMX IPEeIIoKeHNA 13 chephl
NeJI0OBO KOMMYHUKAIIUU C PYyCCKOTo si3bika Ha aHrnuiickuii (YK-4.2):

1. MBI 3a0poHUpPOBaJIM OMHOMECTHBIM HOMEp C BaHHOI KOMHATOU B OTejle
HeOaJIEKO OT LIeHTpaA.

2. MBI eneM B Haml oucC B LIEHTpe ropoja.

3. KakoBbI Bally repBbie BrevaTjaeHuss oT MocKkBbI?

4. [1o3BoabTe mpeacTaBUTh BAM MOUX COTPYTHUKOB.

5. UTo0Obl OTBETUTH Ha Balll Bompoc, rocrnoauH Ilocnesnos, s 10KeH NOCETUTh

Balll 3aBOJ, Y U3YUYMUTh Balll TpeOOBaHMSI.

2. Onupagcr Ha 3HaHMEe OCOOEHHOCTEW  IMCHbMEHHOW  NIEJIOBOU
KOMMYHMKAIIMU, BbIOepUTe HarboJjiee moaxosiue o cMbicay ciaoBa (YK-4.1):

a) workforce;

b) hierarchy;

¢) board of Directors;

d) shareholders;

e) chief Executive Officer;
f) company officers;

g) strategy;
h) president;



1) running;

j) company.

Most companies are made up of three groups of people: the 1 (who
provide the capital), the management and the 2 .

At the top of the company 3 is the 4 , headed by the
5 or chairperson. The Board is responsible for policy decisions and
6 . It will usually appoint a managing Director or 7 , who
has overall responsibility for the 8 of the business. Senior managers or
9 head the various departments or functions within the 10

3. Ucnonb3ys pecypcel cetu MIHTepHET, HAWIUTE ONpPEAeTCHUS CIIETyFOIINX
JIEKCUYECKHUX eUHUI] U3 chepsl nenoBoit kommyHukaiuu (YK-4.3):

1. Power Cultures

2. Task Cultures

3. Individual Cultures

4. to relate to

5. staff

4. BBINOJIHUTE MUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl IeT0BOM
KOMMYHUKAIIMHU C aHTJIMMCKOTO si3bika Ha pycckuit (YK-4.2):

CLASSIFICATION OF ORGANIZATION CULTURES

Power Cultures. In these cultures self-reliant and highly competitive self-
development provides the basis of relations. A manager’s success is related to their
charisma and influence, rather than to their knowledge and experience. The style of
the chief executive is the model for other managers. In organizations of this type
managers need to be tough-minded and aggressive.

Task Cultures. In organizations of this type they value everything that makes
it possible to get the work done. The main concern in these organizations is with
successful completion of their projects. A manager’s success is related to their
knowledge and experience required to achieve tasks, rather than to meet the
requirements of their role.

Individual Cultures. In organizations of this type freedom of expression is
valued the most. Effectiveness of any activity in these organizations is related by

how much the activity satisfies the staff, rather than by how well it conforms to



business plans. Independence, creativity, and experiment are also valued in these

organizations.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Ballle OTHOIIEHWE K BOIPOCAM JIEJIOBOM KOMMYHHUKAIIMH, PacCMaTpUBACMbIM B
tekcte (u3 m.4) (YK-4.1) .

6. Onupasch Ha 3HaHHE OCOOCHHOCTEW YCTHOM JIelIOBOM KOMMYHMKAIIUH,

JOIIOJIHUTE AUAJIOTI'NMYCCKOC BBICKA3bIBAHUC (I)paBaMI/I, moAXoaAmMuMHr 110 CMBICITY
(VK-4.1):

(You are at the exhibition which is being held in London. The stand of one of
the American companies has attracted your attention. At the moment you are
talking to Mrs. Foster, the Sales Manager of the company)

Mrs. Foster: Does our new processing equipment interest you?

You: ... ... ...

Mrs. Foster: Our new equipment is not a bad choice. It corresponds to the highest
technical level and the highest standards existing in the world today.

You: ... ... ...

Mrs. Foster: Twelve months from the start-up of the equipment, this is standard.
You: ... ... ...

Mrs. Foster: Two-three weeks from the date of payment.

You: ... ... ..

Mrs. Foster: Two-five days depending on the model.

You: ... ... ..
CocTaBWi IOLIEHT SI3pikoBa M.H.
Yr1Bepaun 3aBeayromuii kadenpoit [TaBnos A.1O.

3K3AMEHAIIMOHHBIN BUIET Ne 11

o JucuuIiuHe «AHOCTPpaHHBIN SA3BIK) (AHTJIMUCKUIN)
(ITpoBepsiemas Komnerenuus Y K-4)

1. BeimomHUTe MUCHMEHHBIN MEPEBOJ CIEAYIOMUX MPEMIOKEHUN U3 chepsl
JIEJI0OBOM KOMMYHHUKAIIUU C PYCCKOrO si3blka Ha aHruiickuid (YK-4.2):

1. ITo3BosIbTE BaM MPEICTABUTH PYKOBOJUTEIS OTAENA TPOJAK.
2. MBI 3KCIIOPTUPYEM TEXHOJIOTHYECKOE 000PYAOBAHUE.
3. KakoBa 11e1p Balero BU3uTa B Hally KOMIAHUIO?



4. He xoTute 11 Bbl IOCETUTDH HAIILY BHICTABKY?
5. JlaBaiiTe oOCyAMM YCIIOBHSI TIOCTaBKHA 00OPYIOBAHMUS.

2. Onwmpasice Ha 3HaHME OCOOEHHOCTEH  NHCBMEHHOW  JEJIOBOM
KOMMYHUKAIIMH, BbIOEpUTEe Hanbosee noaxoasauire no cMeiciy ciosa (YK-4.1):

Chocolate is a food that is made from cocoa beans. The cocoa plant was first
... grown/ run by the Mayas, Toltec’s and Aztecs more than 3,000 years ago. They
prepared a drink from the beans and often used the beans as ... currency/ cash
instead of money. Columbus first took the beans to Spain in 1502 and Hernan
Cortes later ... produced/ introduced the bitter cocoa-bean drink there, too. There,
it was sweetened and flavoured with cinnamon and vanilla and a Spanish secret
had remained for almost a hundred years before it was ... produced/ introduced to
France. In 1657, a Frenchman opened a ... company/ shop in London selling solid
chocolate. Soon, more shops were opened in other European capitals. During the
1700s, the English ... corrected/ improved chocolate by adding milk. Sweet eating
chocolate was produced for the first time in 1847 by the English firm Fry and
Sons.

3. Ucnonb3ys pecypchbl cetu MIHTEpHET, HAAUTE ONPENCIICHUS CIEAYIOIMNX
JIEKCUYECKUX eUHUI U3 chephl nenoBoil kommyHukauu (YK-4.3) :

. International trade
. currency
. demand

. supply
. economic growth

DN B W =

4. BeIOJIHUTE TUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl 1eT0BOM
KOMMYHUKAIIMH C aHIJIMICKOTO si3blKa Ha pycckuil (YK-4.2):

ONLINE SHOPPING
A lot of people nowadays prefer to shop online because it is so convenient
and easy. Every consumer who has experienced it will have his/her own views
about it. It is very important to have a clear picture about the positives and
negatives of online shopping so that you can easily analyze its risks and benefits.
With increased use of Internet, more and more people are drawn towards online
shopping. This means of buying products has gained immense popularity in today's

times. Earlier, Internet was only accessible to people of developed countries, but



recent revolution has made it accessible to almost all parts of the world. With
increased awareness, people now flock towards Internet for shopping.

The concept of shopping goods through online services has been highly recognized
and accepted, as it provides several benefits to the customer. However, every good

aspect had a bad side to it and this is true to online shopping as well.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHUE, (HOPMYIUPYS

Ballle OTHOIIEHHE K BOIpOcaM JEJOBONM KOMMYHHUKAIIUU, pacCMaTpUBAEMbIM B
tekcte (u3 m.4) (YK-4) (YK-4.1) .

6. [TocTpoliTe yCTHOE TMAJIOTUYECKOE BBICKAa3bIBAaHUE HA OJIHY U3 CIEAYIOIINUX
TeM, UMEIOIIIUX OTHOIIeHHE K cdepe nenoBoit kommynukaiuu (YK-4.1):

1. Getting ready for a business meeting
2. Getting ready for an appointment
3. Discussing problems in the company
4. Discussing travelling on business
5. A good place for a business lunch

CocTaBuiI JOLIEHT SI3pikoBa U.H.

YT1Bepaun 3aBenytomuii kadenpoit [TaBios A.1O.

3K3AMEHAIIMOHHBINA BUJIET Ne 12

1o aucuuiinie «MHOCTPAHHBIN A3BIK» (AHTIMACKNH)
(ITpoBepsiemast kKomnerenuus Y K-4)

1. BbIMOAHUTE MUCHMEHHBIN MEePeBON CIENYIOIUX MpelIoXKeHnil u3 chepbl
NIeJI0OBO KOMMYHUKAIIUU C PYyCCKOTO si3blKa Ha aHrnuiickuii (YK-4.2):

1. 51 6B1 XOTEN mOroBOopUTh ¢ r-HoM Mmutepom (Mr. Miller).
2. V3BuHUTE, HO T-HA MMIIIepa ceifyac Her.

3. OH Oyzer 31ech uepes JiBa Jaca.
4. 41 xoren 661 Mo3HAKOMUTH Bac ¢ JIxkoHoM CmutoM (John Smith).

5. Korna BeI cMoxKeTe mpuiiTi, T-H CMuT?

2.0nupasich Ha 3HAaHUE 0COOCHHOCTEH MUCHhbMEHHOM JIETTOBON KOMMYHUKAITUH,
JIOTIOTHUTE TEKCT HanboJee MOIXOIAIUMU 110 cMbicTy ciioBamu (YK-4.1):

a) skills



b) participate

¢) profession

d) companies
e) apply

f) training

g) interview

h) graduated

1) responsibility
J) experience

Graduating from the university is a very busy, exciting time for people.
Everyone wants to find a good job and begin working in their chosen
1) . The first step is to find a suitable vacancy and 2)
for the position. If you are called for an 3) , you will be asked what
4) you have and what university you 5) from.
They may ask if you have any previous 6) in that type of work. Many
large businesses and 7) will require their new employees to 8)
in a special 9) course before they are given the 10)
of working on their own.

3. Ucnonb3ys pecypcel cetu MIHTepHET, HaWIUTE ONpPEAeTCHUS CIETyIOIINX
JICKCUYECKUX eArHHMII U3 chepsl nenoBoit kommyHuKauu (YK-4.3):
1. a set of manners
. to enforce
. to violate business etiquette
. to complain
. a promotion

|V I SN VS I )

4. BeINOJIHUTE MUCbMEHHBIN NIEPEBOJ] CICAYIONIETO TEKCTa U3 CPephl IeT0BOM
KOMMYHUKAIIMH C aHTJIMICKOTO si3blKa Ha pycckuid (YK-4.2):

Business etiquette is a set of manners that is accepted or required in a
profession. Often upheld by custom, it is enforced by the members of an
organization. Those who violate business etiquette are considered offensive. The
penalty for such behavior frequently lies in the disapproval of other organization
members.

Failing to display proper business etiquette won't help your career, but
engaging in unprofessional conduct could result in losing a promotion or even your
job. Never engage in the following inappropriate behaviors: coming to work under

the influence of drugs or alcohol; engaging in sexual harassment; showing a lack



of respect to superiors, peers, or subordinates; using foul language; complaining
publicly about your organization or supervisor; violating confidentiality etc.

5. IlocTpoiiTe MUCBMEHHOE MOHOJOTMYECKOE BBICKA3bIBaHHE, (HOPMYIUPYS
Ballle OTHOILIEHHWE K BOIPOCAM JEJIOBOM KOMMYHHUKAILIMHM, PacCMAaTpUBAEMbIM B
tekcre (u3 m.4) (YK-4.1).

6. JlomoiaHuTe  YCTHOE  JMAJOTUYECKOE  BbICKa3biBaHWe  (¢pa3zaMu,
HOIXO/SAIIMMU TI0 CMBICITY K JJAHHOW CUTyaluu H3 cepbl IEI0BOr0 OOIIEHUSA
(YK-4.1):

Starkov: Good morning, Mr. Williams. How are you?
Williams: ...

S.: Very well, thank you. Could you tell us about your
company, Mr. Williams?

W.: ..

S.: What department will we work with?

CocTaBui1 JOLIEHT S3eikoBa U.H.

Yr1Bepaun 3aBeayromuii kadenpoit [TaBnoB A.1O.



