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Hacrosmue Meroanyeckue yka3aHWs TpeIHA3HAYEHBI JUIS CTYACHTOB CHEeUUATBHOCTH
38.02.08 ToproBoe ge10  04HOI 1 3204HON (POPMBI OOYUEHHUS ISl OpPraHU3ANH AyAUTOPHON

M CaMOCTOSITEIIbHOM pa6OTBI CTYACHTOB.

MCTOI[I/ILIGCKI/IC YKa3zaHus COCTOAT M3 TCMATHYCCKUX IHUKIIOB, KOTOPBIC OPHMCHTHUPOBAHLI HaA

COBCPUHICHCTBOBAHUC 3HaHHﬁ, YMCHI/Iﬁ 1 HAaBBIKOB CTYJCHTOB.

JlanHOE 1ocoOue OKakeT MOMOIIb CTY/ICHTaM B OBJIQJICHUH OCHOBHBIMH JICKCUYECKUMH H
T'paMMaTH4YC€CKUMHU CANHUIAMH, CTPYKTYPHBIMHU MOJCIISIMH, H€O6XOI[I/IMI)IMI/I 1 JO0CTaTOYHBIMH
JUTs IPO(ECCHOHATIBHOTO OPHEHTUPOBAHHOTO OOIICHHS Ha aHTJIMHCKOM SI3bIKE.

I_ICJ'IBI-O O6y‘leHI/IH aHFHHﬁCKOMy S3BIKY ABJIACTCA ITOATOTOBKA CTYACHTOB K 06H_[6HI/II-O Ha 3TOM
SA3BIKE B YCTHOﬁ A IMHMChbMEHHOM (1)OpMaX, 4TO HOpCAIojiaracT Hajludue y HHUX OHpe,Z[eJIéHHBIX
3H3,HI/II>1, YMGHI/IfI 1 HaBBIKOB, KOTOPBIC MOCJIC OKOHYAaHUA KypCa JaAyT UM BO3MOKXHOCTD!:

- YUTaTh OPUTHHAILHYIO JIUTEPATYypy TO CHEHUATBHOCTH IS MOJYy4CHUsS HE0OXO0IUMOM
nHpopmanuu;

- HpI/IO6peCTI/I HaBBIKH CaAMOCTOSITEIIbHOM pa6OTBI C HHOCTpaHHOﬁ HHTepaTypOﬁ.

B nponecce u3ydeHHs aHTIMICKOTO fA3bIKa PEATU3YIOTCS TaKKe 00I1eo0pazoBaTelbHbIE U
BOCITUTATEIbHBIC 3a7]a4l 00yUYEHUS.

MCTOI[I/ILICCKI/IG YKa3aHusa BKIIFOYAIOT B ceO0s OCHOBHBIE TEMBI pa3sBUBarOOICro Kypca,
COoACpKAIME agallTUPOBAHHBIC TCKCTBI M IMPAKTHYCCKUC YIPAXKHCHUA IO €T0 3aKPCIIJICHUIO,
CHOCO6CTBYIOH_[I/IX Pa3BUTHIO U COBCPIHICHCTBOBAHHWIO ITPON3HOCUTCIIBHBIX HABLIKOB.

MaTepI/IaJ'I YKa3aHI/Iﬁ MOXET OBITh PCKOMEHAOBAH JIA BCEX JIML, KCJIAOIMUX ITOBBICUTHL YPOBCHDb

BJIaACHUA AHTIINHACKUM SI3BIKOM.



THE RUSSIAN FEDERATION
Read and translate the topic.
The Russian Federation is the largest country in the world. It occupies about one-seventh of the
earth’s surface. It covers the eastern part of Europe and the northern part of Asia. Its total area is
about 17 million square kilometers. The country is washed by 12 seas of 3 oceans: the Pacific,
the Arctic and the Atlantic. Russia borders on China, Mongolia, Korea, Kazakhstan, Georgia
and Azerbaijan, Norway, Finland, the Baltic States, Byelorussia, the Ukraine. It also has a sea-
borders with the USA.
We have steppes in the south, plains and forests in the midland, tundra and taiga in the north,
highlands and deserts in the east.
There are two great plains in Russia: the Great Russian Plain and the West Siberian Lowland.
There are several mountains chains on the territory of the country: the Urals, the Caucasus, the
Altai and others. The largest mountain chain, the Urals , separates Europe from Asia
There are two millions rivers in Russia. Europe’s biggest river, the VVolga. The main Siberian
rivers, the Ob, the Yenisei and the Lena.
Russia is reach in beautiful lakes. The world's deepest lake is lake Baikal. It is much smaller
than the Baltic Sea, but there is much more water in it than in the Baltic Sea.
Russia has one-sixth of the world's forests. They are concentrated in the European north of the
country, in Siberia and in the Far East.
On the vast territory of the country there are various types of climate, from arctic in the north to
subtropical in the south. In the middle of the country the climate is temperate and continental.
Russia is very rich in oil, iron ore, natural gas, copper, nickel and other mineral resources.
Russia is a parliamentary republic. The Head of State is the President. The legislative powers are
exercised by the Duma.
The capital of Russia is Moscow. It is the largest political, scientific, cultural and industrial
centre. It's one of the oldest Russian cities.
Nowdays Russia is facing a lot of problems, but also we have an opportunity to be one of the
leading countries in the world.
Active Vocabulary
mountains- ropsl
Tundra- Tynapa
chain- uenb
to wash- omsiBaTh

scientific-nayunsrii



opportunity- Bo3MOKHOCTh

Answer the questions:

1. What is the total area of the Russian Federation?

2. By what seas and oceans is Russia washed?

3. What is the biggest river in the European part of Russia?
4. In what mineral resources is Russia rich?

5. Who is the Head of the State?

6. Russia is a parliamentary republic, isn't it?

7. What can you tell about economical situation in Russia?

Translate into English

1. Drta mycThIHS IPOCTUPAETCS HA MHOTUE MUJIN.

2. Ypanbsckue ropsl pa3aenstor Poccuio Ha 1Be 4acTu- €BpONEICKYIO U a3HaTCKYIO
3. Otu nTULBl OOUTAIOT TOJIBKO B pallOHE MYCThIHb U MOJIYIYCThIHb.

4. Cuuraercs, uro peka JloH sBisercs rpanuuei mexay EBponoii u Asueil.

5. PocToBcKkas 001acTh Oorata TaKMMHU IMOJIE3HBIMH HCKOITAEMBIMH KaK YroJjib, ra3, xXeJCe3Hasa

pyaa.

Make up a dialogue on this topic.

SHOPPING

Before reading the text think about the following questions:
1. What place does shopping play in our life?
2. What is your attitude to shopping?

Read and translate the text.

When we want to buy something, we go to a shop. There are many kinds of shops in every town
or city, but most of them have a food supermarket, a department store, men's and women's
clothing stores, grocery, a bakery and a butchery. | like to do my shopping at big department
stores and supermarkets. They sell various goods under one roof and this is very convenient. A

department store, for example, true to its name, is composed of many departments: readymade



clothes, fabrics, shoes, sports goods, toys, china and glass, electric appliances, cosmetics, linen,
curtains, cameras, records, etc. You can buy everything you like there.
There are also escalators in big stores which take customers to different floors. The things for
sale are on the counters so that they can be easily seen. In the women's clothing department you
can find dresses, costumes, blouses, skirts, coats, beautiful underwear and many other things. In
the men's clothing department you can choose suits, trousers, overcoats, ties, etc. In the knitwear
department one can buy sweaters, cardigans, short-sleeved and long-sleeved pullovers, woolen
jackets. In the perfumery they sell face cream and powder, lipstick, lotions and shampoos.
In a food supermarket we can also buy many different things at once: sausages, fish, sugar,
macaroni, flour, cereals, tea. At the butcher's there is a wide choice of meat and poultry. At the
bakery you buy brown and white bread, rolls, biscuits. Another shop we frequently go to is the
greengrocery which is stocked by cabbage, potatoes, onions, cucumbers, carrots, beetroots, green
peas and what not. Everything is sold here ready-weighed and packed. If you call round at a
dairy you can buy milk, cream, cheese, butter and many other products. The methods of
shopping may vary. It may be a self-service shop where the customer goes from counter to
counter selecting and putting into a basket what he wishes to buy. Then he takes the basket to the
check-out counter, where the prices of the purchases are added up. If it is not a self-service shop,
and most small shops are not, the shop-assistant helps the customer in finding what he wants.
You pay money to the cashier and he gives you back the change.

Active Vocabulary:
supermarket — cynepmapker
store — marasuH, oTAeH
various — pasHoobOpasue
under one roof — 1o 0IHOM KpBIIIei
to be composed of... — cocTosaTs (U3 Yero-To)
ready-weighed and packed — B pacacoBaHHOM ¥ yITaKOBaHHOM BHJIE
fabrics — Tkann
escalator — sckanarop
customer — noxkynareib
to go shopping, to do shopping — nmenats MOKyNKH
grocer's — Oakasies
greengrocer's — oBOII[HOW Mara3uH
to run out of smth. — ucrTommTs cBO 3amac
queue — ouepeb

counter — mpHUIIaBOK



a shop assistant — mpozaasen

to weigh — B3BemuBaTh

loaf — Oyxanka

roll, bun — Oynka

purchase — mokymnka

to cost (cost, cost) — crouts

to decide — pemarp

to drop in at smth., to call at smth. — 3axoauts
commercial shop — kommepyeckuii Marasux
to look for sth — nckare

to enter — BxoauTh

fantastic — ¢anracrrueckuii

frock — mnaree

leather — koxka, KOKaHBIHI

sleeve — pykas

to be the latest fashion — 6wITh B «r01€E

sure — yBepEeHHbII

cash-desk — kacca

cashier — kaccup

receipt — ToBapHbIii ueK

Answer the following questions:

. What do we do when we want to buy something?

. What kinds of shops are there in every town?

. Where do you like to do your shopping?

. What departments is a department store composed of?
. Where are the things for sale?

. What can we buy in the knitwear department?

. What can we buy in a food supermarket?
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. What methods of shopping are there?

Translate the following sentences

1. S uny 3a mokynkamu B cynepmapkeT. Tebe KynmuTh 4To-HUOY/Ih?

2. MpbI 00BIYHO TIOKYITAEM BCE HEOOXOAMMOE B OIMDKaMIIIeM Mara3uHe.



3. Cxomm, moxkanyicra, B OBOIIIHOW Mara3uH, y HaC HET OBOIIICH.

4. CKoabKo cTOUT OyThUIKA AaHAHACOBOTO COKa?

5. HenaBHo MbI Iepeexaiiv B HOBBII J10M. MHe 3/1€ch OueHb HpaBUTCA. Bee mara3unbl
pszoM. 311ech ecTh OylouHasi, MACHON, MOJIOUHBIM MarasuH, Oakases, 3a yriioM
O0JbIION YHUBEpMATr.

6. I'nme o1 kynuna 3tu nepyatku? OHHU MPEKPACHO MOAXOIAT K TBOEMY 30HTUKY U IIISIIE.

7. —Ilouemy Thl IOKyHaellb TaK MHOTO MPOAYKTOB? — Y HAc 3aBTpa BEUEPUHKA 110
IIOBOJlY THSI POXKICHHUS MYKa.

8. S He Oyny mpUMepsTh 3TO NaIbLTO. Sl HE COOMParOCh €ro NOKyNaTh.

9. Yro ThI nmmenis? —5 Uiy MoapoK MO CeCTpHI.

10. IMoiinem B Mara3uH MOJIapPKOB, TaM €CTh BCE, YTO THI XOYEIIIh.

RESUME.

1. You are seeking for a good job but you don’t know how to write a good résumé. Read

and translate.

A résumé is an introduction, one page, one short chance at proving you are a qualified
and experienced candidate who should be hired by a company. It wraps up all your life
experiences, needs to be professional, to the point and perfect. A résumé must present a clear
picture of the candidate. For this you should know what a potential employer expects.

They look at a person’s experience with a company, how long the person has worked for
a company or to see if he is a «job jumper». The person should be able to present himself in a
résumé. Your résumé must be right, standard format, typed. To offer details about spouses and
children is not necessary and not professional.

So what should be in a résumé?

Begin with the basics. Your name, address and phone (fax) number should always go at
the top of your résumé. There is no need to include the words «résumé» or «c/v» — they take up
precious space.

State a résumé objective. It should be below the name, address and phone number and be
a clear and concise job objective. Using it forces you to tailor your résumé to a particular
position or company, as well as provides an immediately clear sense of direction to those people

who will be reviewing your résumé. The main objective of your writing a résumé — to



demonstrate your abilities for a particular position — so state it clearly at the top. Focus on the
position and career path you are going after, and state exactly what you want. It should be more
than «Objective: To work in a challenging environment».

Talk about your accomplishments in your «Experience» section. Focus on achievements
at your present and previous jobs, especially those that involve problem-solving, management
skills, critical thinking and initiative. These should be listed chronologically, beginning with
your most recent position and then moving through previous jobs, as long as they provide
applicable experience to the position you are seeking. Always use action verbs in your job
description: words like «administered», «analyzed», «coordinated», «evaluated», «negotiated,
«reviewed» and «supervised» offer a stronger presentation of your abilities. But keep the
description short and to the point, and also make sure everything listed is relevant.

Include a section about your education; list it before your experience only if your
educational history is stronger than your work background. This is often best for first-time job
seekers who don’t have much work experience. Make sure to list any additional courses you
have taken that might be relevant to the job you are seeking, including specific company training
programs or language courses.

Personal data should be included in a short section at the end of your résumé. Including
information about your marital status, number of children, health and physical characteristics is
always unnecessary. Include such categories as language fluency, extensive travel history or
specific computer skills. Don’t include references on your résumé.

Active Vocabulary
résumé — pe3rome
candidate — kangunar
c/v (Curriculum Vitae) — nenoas 6uorpadus
to go after a position — npereH10BaTh Ha TOHKHOCTD
recent position — mocieHssA TOIKHOCTD
career objective — 1enb Kapbepsbl
prove smth — nokazarp 4T0-1U60
be qualified — O6bITh KBaNMUIHPOBAHHBIM
experienced — onBITHBIH
provide applicable experience — obecrieunTh HEOOXOTUMBIH OIBIT
be hired by Smb — GbiTh HaHATBIM KEM-THOO
employer — HanumaTeIb
job jumper (changes positions every 6-10 months) — Tor, ko MeHsieT paboTy Kaxasie 6-10

MECSILIEB



present oneself in a résumé — nmpeacTaBuTh CBEICHUS O ceOe B pe3roMe
type — negaratb

objective — 00bEKTHBHBII; L1E]Th

CONCIiSe — KOPOTKHI, KPaTKUH, COKPAIIEHHBIH, BRIPa3UTEIbHBIHN, YETKHI
tailor to a particular position — paccuntbiBaTh (IIPETEHIOBATH) HA KOHKPETHYIO JOKHOCTh
post, appointment, position — 1omKHOCTD

review a résume — mIpoCMOTPETH Pe3roMe

present job — paboTa B HacTosIIee BpeMs

previous job — mpeapiaymas padora

job description — onucanue paboThI

demonstrate abilities — mpogeMoHCTpUPOBATH CIIOCOOHOCTH

state clearly — ueTko 3asBUTH

challenging — 6naronpusTHbIi

environment — okpykeHHe

focus on — cocpeToTOUNTRLCS HA YeM-JTH00

accomplishments — mos10KuTeIbHBIE CBONCTBA, COBEPILICHCTRO, 3aBEPIICHHOCTD
achievement — noctuxenue

problem-solving skills — cmocobHOCTH K paspernieHuo mpodieM
management skills — ciocoGHOCTH K yIIpaBIeHUIO

critical thinking — kpuTHUeckoe MbIIIUICHIE

list chronologically — nepeuncianTs B XpOHOIOTHYECKOM HOPSIAKE
seek a position — uckaTh MeCTO, yCTpauBaThCs Ha paboTy

first-time job seekers — BriepBbie ycTpanBaromuiicss Ha paboTy
relevant — cooTBeTCTBYIOIIN I

educational history — cBenenus 06 o6pazoBanuu

work background — mpodeccruonanbHas KBaauduKamnus

take language courses — 3aHMMAaThLCS Ha A3BIKOBBIX Kypcax

additional course — TOTIOTHUTENBHBINH KypC

specific company training program — moAroTOBHTENbHAS MPOTrpaMMa
ONpeAeIeHHON KOMIIaHUU

personal data — muuHbIe cBEIEHUS

marital status — cemelinoe mosoxenue

language fluency — 6ersocts peun

travel history — moe3axu

specific computer skills — criernansHble KOMIBIOTEPHBIE HABBIKH



reference — pekomenarus

2. Find in the text English equivalents for:

PE3OMC; 6BITL HaHATBIM KOMHaHHeﬁ; HOTeHHI/IaHLHBIﬁ pa6OTO[[aTeJ'IB; npeacTaBuTbL CBCACHUSA O
cebe B pe3loMe; OCHOBHas Ielib; paboTa B HACTOSIIEEe BpeMs W Mpedblayiias paborta;
[EPEYNCITUTh B  XPOHOJIOTHYECKOW  IOCIIEOBATEIBHOCTH; CBEICHUS 00 00pa3oBaHUM;
npodeccuoHanbHas KBATH(UKAIUSA; OCTIIOCTh pPEYH; CICIHAIBHBIC KOMITBIOTEPHBIC HABBIKY;
PEKOMEHTAITUH.

3. Give Russian equivalents for:

a qualified and experienced candidate; life experiences; a «job jumper»; clear and concise job
objective; to review a résumé; accomplishments; problem-solving and initiative; a first-time job

seeker; work experience; additional courses; personal data.

. Translate the sentences into Russian.

. Have you written the new résumé yet?

. Our Personnel Manager will see you tomorrow.

. The candidates have arrived in time for the interview.

. Are you a job-jumper?

. The secretary was hired by Human Resource Manager.

. 'You should send your application form by fax.

. This company is the biggest employer at the food market.

. This job provided him applicable experience in the sphere of computers.
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. Do you go after the position of a bookkeeper?

10. How can you prove being a qualified engineer?

11. What career objective have you got?

12. He’ll review your résumé the day after tomorrow.

5. Make up the sentences with the following words and word combinations.
to seek (a position, assistance), job-seeker;

to type (a document, a letter, a résumé), a typist;

job (previous, present), job description, job-jumper;

to solve (a problem), solution, problem-solving skills;

to focus on (accomplishments, achievements, lacks);

to support smb (candidacy for a particular position);

to take (language courses, specific company training program);

to refer, good references.



6. What would you say if you took part in these dialogues? Act them out.
1. A.: Is it necessary to type my résumé?

B.: I consider that ...

2. A.: I think you’d better write about your spouse and children in the résumé. Do you agree with
me?

B.: I don’t think so because ...

3. A.: Is it obligatory to mention my educational history? Why?

B.: I suppose that ...

4. A.: | started with my personal data then passed to my experience. Is that right?
B.: It’s not right, you’d better ...

5. A.: Did you list chronologically all your previous positions?

B.: No, because ...

A.: I think you should mention ...

7. Put the parts of a résumé’s scheme in a right order.

a. Experience

b. Additional courses, specific company training programs, language courses
c. Personal data

d. Job objective

e. Position, company

f. Education

g. Phone/fax number

h. Address

i. Name

BUSINESS INTERVIEW
1. You are preparing for an interview, but you don’t imagine what questions you should answer.
Read and translate.

An interview is an important event in the life of every job applicant. It can be the last test
on the way to a new position. That’s why it’s very important to be well prepared for an
interview.

Come in time to the appointed place for an interview. Don’t forget to take all the
necessary documents for your better presentation (references, characteristics, diplomas).

Don’t be nervous and tense with the interviewer, be polite and listen attentively to all the

questions you are asked. If you are confident in what you talking about it will make a good



impression on the interviewer. Try to give full and clear answers to the questions. Be ready to
discuss the details of your future work. Try to persuade the interviewer that you are the best
candidate for the chosen position and an asset for the company. Don’t talk about personal
questions if they are not connected with the future work.

Don’t hesitate to describe fully your responsibilities and regular duties at the previous job
if you are asked. Show that you are thinking ahead in your career development. Be ready to
explain the reasons of your desire to change the work. Tell about your educational history and
obtained degree. Don’t forget to mention your computer skills, language fluency if it’s required
by the company.

At the end of the interview thank the interviewer for his/her attention. Don’t demand the
immediate answer about his/her decision, appoint the certain date for it.

Active Vocabulary
reference — oT3bIB, peKOMeHAALINS
present a list of references — nmpenocTaBUTh CIUCOK OT3HIBOB
tense — HanpsKEHHBIN
polite — BexMBHIit
be confident — GbITh yBepeHHBIM
persuade — yoexaaTh
regular duties — oObIuHBIC 00SI3AHHOCTH
be an asset for the company — GbITh TPHOOPETEHHEM TSI KOMITAHUN
give a good representation — xopo1o mpeCcTaBUTh
demand — tpe6oBaTh
appoint the date — nasnauuTh gaty
2. Find in the text English equivalents for:
KaHAWuaaT, OBITH XOopoumo nmoAroTOBJICHHBIM K CO6CC€I[OB3.HI/IIO; BCE HeO6XO,Z[I/IMLIe JAOKYMCHTHI,
OBITh HAMPSDKEHHBIM; MTPOU3BOIUTEL XOPOIIIee BIIEUaTICHUE; yOeKIaTh; OOBIYHBIE 00sS3aHHOCTH,
MpUYHMHA; CBEJCHUS 00 00pa30BaHUM; PEIICHUE.
3. Give Russian equivalents for:
an interview; a new position; an appointed place; a reference; a characteristic; a diploma; to be
polite; to be confident; to be an asset for the company; to hesitate; responsibilities and regular
duties; in smb’s career development; language fluency.
4. Fill in the gaps with the words given below using them in the correct form:
a list of references, to be an asset, to be nervous, an interview, to appoint, to be impressed, to be
confident.

1. Did you present ... to the interviewer?



2. My friend has got an interview for tomorrow that’s why he is so ... .

3. The interviewer ... by my experience in this field.

4. He was ... and they didn’t hesitate to take him for this position.

5. What date was ... for your interview?

6. The interviewer told me that Mr. White ... for any company.

7. Did you understand all the questions during ...?

5. Make up the sentences with the following words and word combinations.

to get an interview, to interview smb, an interviewer;

to be tense, tension;

to be confident, confidence;

regular duties, duty free, to be on duty;

to refer, reference, list of references.

6. What would you say if you took part in these dialogues? Act them out.

1. A.: Well, | see you’ve already had quite a lot of experience in the food industry. Could you
dwell on your regular duties at your recent job?

B.: Yes, I can tell you that ...

2. A.: You mentioned earlier that you liked the people you had worked with. What features do
you appreciate in your colleagues?

B.: I think that ...

3. A.: It seems to me you had a pleasant place to work. I’'m surprised you are going to leave.

B.: You are quite right, but ...

4. A.: You mentioned that you had attended special language courses. How do you think it will
help you in the future work?

B.: I suppose that ...

7. Act as an interviewer at a famous Computer company. The company seeks a candidate
for the position of an:

a) accountant, b) coordinator, c) interpreter,

d) analyst, e) lawyer, f) attorney, g) engineer, h) agent, i) receptionist.

Look through the requirements of different companies. Prepare the questions you should
ask every candidate. Start the interview with the candidates.

Accountant — Will be responsible for the monitoring of all necessary accounting procedures,
acting as a liaison to the tax authorities. Will also act as a support person for the Chief
Accountant in all day-to-day activities. The suitable candidate must possess: a degree in Finance
or Economics; — a minimum of 2 year experience working with Western companies; excellent

knowledge of Russian financial legislation; fluent English is required, the salary is negotiable.



Warehouse Coordinator — Will assist Logistics Director in warehousing chain, control
inventories, set up warehouse team of clerks, plan distribution resources. The candidate should
have higher education, 1 year experience, general knowledge of Logistics — ability to control
warehouse situation — excellent managerial skills — be a computer user (Excel, Word) with strong
presentation skills, fluency in English, ability to travel.

Interpreter/translator — The candidate will translate orally/ in written from English/Spanish into
Russian and vice versa, realize simultaneous translations during negotiations (computer market),
fulfil everyday office work. The possible candidate should possess University degree, excellent
English/Spanish, computer skills (Excel, Word).

Capital Market Analyst— Will collect information on securities, equities, etc. from different
information sources, develop market ideas and find appropriate ways of implementing them in
the Russian market. Will participate in business trips, client meetings, project negotiations, adapt
Western ideas for sales in the Russian market. The appropriate individual should possess:
absolutely fluent English — excellent presentational, organizational, and analytical skills — a
banking, finance, or consulting background — western education (Master of Business
Administration is a plus) — willingness to travel (both locally and abroad) — a teamplayer’s spirit
and strong experience (Big Six or western investment banking).

Lawyer — Will realize association work and representation of company in professional circles.
Business and commercial law including interest in regulatory requirements (control advertising
and labeling, unfair competition, environmental issues). Industrial property (trademarks, patents,
design patents, copyrights). Contacts with other European and US lawyers. A specialist in
Corporate Law, Taxes. Profile: Law degree, proficiency in legislative areas — 5 + year similar
experience in a multinational consumer products company — fluent English.

Attorney — Will consult the firm’s clients on various aspects of Russian operations, including
commercial transactions, securities and share acquisitions, strategic planning, tax law, real estate
transactions, and labour law. Successful candidate will be the responsible attorney for our office
under the supervision of foreign managing partners. Ability to work independently is essential.
Excellent communication skills required, fluent English.

Mechanical Engineer — Main responsibilities: service and repair of equipment for printed plates
manufacturing — processing of technical documentation — ordering of spare parts. Personal
profile: higher technical education in Mechanics — 3 year relevant working experience —
knowledge of equipment with program control for automatic assembling of printed plates — basic
English.

Regional Sales Agent — Main responsibilities: sales operations within a particular region —

ensuring achievement of regional objectives — investigate customers’ needs and competitive



activity — plan and activate regional sales plan. Profile: Degree in Economics, fluent English,
possibility to travel up to 60%.

Receptionist — Whose responsibilities will be as follows: answering phone calls, guests’
accommodation, greeting clients, making all the office work (typing, sending/receiving faxes,
etc.) The right candidate should have: fluent English, PC literacy (Word, Excel), typing skills,
higher education, pleasant, helpful, friendly personality.

8. Before realizing the task read the words and word combinations to the advertisements.
POSSESS — BIIa/IeTh

monitor accounting procedures — KOHTPOJIUPOBATh, IPOBEPATH CUCTHHIC OTEPAIIHH

liaison — cBs3k, B3anMoOIEHCTBIE

tax authorities — HaoroBbie opraHbl

handle — pykoBoauTh, BilaieTh, KOHTPOJIUPOBATH, CIIPABIATHCS

salary — 3apaboTHas 1iaTa

negotiable — To, yTo MokeT 00Cy)aaThCs

warehouse — ckiaj

translator, interpreter — mepeBoguuk

orally — yctHo

in written — muceMeHHO

vice versa — Ha000poT

simultaneous — oTHOBpEeMEHHBII

receptionist, secretary — cekperapb

lawyer — anBokaT, FOpUCT

securities — rieHHbIe OyMaru

equity — oObIuHast aKIys, akius 06e3 GUKCUPOBAHHOTO JAUBHICH 1A

willingness — sxenaHue, rOTOBHOCTh

advertising — peknama (zeiictBue)

advertisement — pexiiama (0OBSIBIICHNE)

label — mpukperIaTh STHKETKY, SIPIBIK

trademark — Toprosas mapka

copyright — aBTopckoe mpaBo

Corporate Law — kopriopaTHBHOE 3aKOHOAATEIILCTBO

commercial transaction — komMepdeckoe cornamennue

labour law — TpynoBoe 3akoHOIaTENBECTBO

attorney — agBokar, FOpucCT

order spare parts — 3aka3pIBaTh 3aII9acTH



assemble — MmoHTHpOBaTH, COOMPATH

investigate customers’ needs — u3y4ars (OnpeessaTh) MOTPEOHOCTH MOKYaTeNIeH

APPLICATION

1. You want to participate in the work of an international conference or to continue your
studies abroad. For this you should fill in a special application form. Read and translate.
Any application form is a special form developed by Congress, Conference, University,
Institute and College to provide more specific information about applicants and to formalize all
information about them for better data processing.
The application form usually includes the following sections: general information about
the institution, benefits, responsibilities, applicants’ criteria, closing data for applications.
The application form usually contains:
Personal details (data): Family name/Legal name (last, first, middle)
Title (Mr. Mrs. Miss. Ms. Dr.)
Sex (male, female)
Permanent home address, phone/fax number or Present address
Place and date of birth
Marital status (single, married, divorced, widowed)
Military status
Academic background usually includes all academic qualifications obtained since
completing secondary education, stating the institutions attended, the main subjects of study and
when the main courses started and finished. The applicants usually attach photocopies of all
relevant academic certificates or transcripts, with accompanying translations into English, if they
are issued in another language.
Professional background listing all positions held since completing secondary education.
Residency issues (citizenship, permanent residence status, previous country of residence).
Proposed course of study: What qualifications would you like to obtain, in what
subjects?
At which institution would you like to study or conduct research? Are you applying for a
fully funded scholarship?
Often the applicants are asked to attach letters from two referees (both of whom should

be professional or academic) in support of the application; sometimes it’s necessary to attach the



Personal Essays. The Personal Essay provides individualized information about the applicant,
his/her ambitions and interests.

At the end you can find applicant’s obligations while studying. All the application forms
should be filled in clearly or typed.

Active Vocabulary

fill in the form — 3amonauTE Popmy
application form — dopma st IPUHSTHS ydacTUs B UeM-TTH00, 3asBlICHHE, OJIaHK
formalize information — hopmanuzoBaTh HH)OPMALIHIO
data processing — o6paboTka JaHHBIX
benefits — npeumyiecTBa, MPUBUICTUN
responsibility — orBeTcTBeHHOCTD
criteria — kpurepun
closing date of applications — okonuaTenbHas gata (CPOK) MPHUCHIIKK JOKYMEHTOB
male — (o) My»cKo#
female — (o) sxeHCKMit
permanent home address — HOCTOSHHBIN JOMAIIHUHA aapec
single — HexxeHATBIN, HE 3aMyKeM
married — >KeHaTBbIii, 3aMyXKeM
divorced — pa3BeneHHbII
widowed — B1OBBIH
title — Tutyn
military status — BouHcKoOe 3BaHHe
academic background — o6pa3oBanue
complete secondary education — nony4uuts cpeaHee 00pa3oBaHUE
attach photocopy — npunoxuTh GOTOKOIHIO
academic certificate — quruiom
hold a position — 3anruMaTh TOKHOCTD
residency — ctpana npoKMBaHUs
citizenship — rpaxmancTBo
residence status — MecTOXHTEILCTBO
obtain qualification — mony4nuTh KBaTH(PHUKAIUIO
apply for a scholarship — mogaBate 1O0KyMeHTHI (IIPETEHOBATH) HA MOJTYUYCHUE CTUTICH UM
referee — apouTp; pekomMeH101aTEb
personal essay — aBroouorpadusi, scce

ambition — amOuIus, 11€11b



obligation — 06s3aTenbCTBO

2. Find in the text English equivalents for:

3aMOJHATH 3asBIICHUE; 00ECTICUNTh CICIMPUICCKYIO HH(OPMALIUIO;

OKOHYAaTCJIbHas1 Jgarta nogadyu JOKYMCHTOB;, IEPpCOHAIBHBIC CBCICHHUA, 06p8.30BaHI/Ie;
COIIPOBOXKIATb IEPEBOAOM; HpO(l)CCCI/IOHaJ'IBHaﬂ KBaJ'II/I(i)I/IKaI_[I/ISI; IIOCTOSIHHOC€ MECTO
JKUTCIIBCTBA, MOJIY4YaTh, IPOBOAWUTDL UCCIICAOBAHUA, 0053aTeNBCTBO.

3. Give Russian equivalents for:

an applicant; data; general information; benefits; responsibilities; marital status; military status;
an academic qualification; to attend; to be issued in another language; to hold a position;
residency; a personal essay.

. Translate the sentences into Russian.

. What is the closing date for my application?

. Do you have any academic qualification?

. Have you filled in the application form you got yesterday?

. I’d like to continue my studies and conduct my research work at Cambridge University.

. | attached the photocopy of my academic certificate to my application form.

. I read all the general information about the University, its benefits and my responsibilities.

. What should I write in the section «Military status»?

. Don’t forget to mention your permanent home address and telephone number.

U1 o0 3 O O B~ W N P b~

. Make up the sentences with the following words and word combinations.
to provide (information), to provide with books;

to attach (photocopy, Personal Essay, documents);

to fill a glass with water;

to be responsible, responsibilities;

to obtain (qualification, experience);

residency, residence, to be resident of.

. Answer the questions.

. What is an application form?

. What sections does the application form usually contain?

. What does the section «Academic background» include?

. What do the applicants usually attach?

. What does the section «Professional background» include?
. What is the section «Proposed course of study» about?

. Is it important to write a good Personal Essay?

0o N N OB WN PO

. What can you find at the end of the application form?



9. How can an application form influence your admission to the institution?

7. What would you say if you took part in these dialogues? Act them out.

1. A.: | have got the application form from Oxford University recently. But | have some
questions about its structure. Can you explain me what | should write in the section Academic
background?

B.:...

2. A.: Is it enough to mention only my recent position and the company where | work now?

B.: I don’t think so, because ...

3. A.: I see that you haven’t filled in the section Professional background. Have you got any
difficulties with it?

B.: You are right. Can you help me with ...

4. A.: I started to write my Personal Essay yesterday. If you don’t mind I’d like you to read it and
give me your remarks.

B.: I’'ll do it with pleasure. I suppose that ...

CHARACTERISTIC
1. You are a referee to one of your students. But you don’t know how to characterize
him/her. Read and translate.

I have known Mr Ivanov for 6 years as a student at our University.

Mr Ivanov is an excellent student in English. He has scientifically oriented mind, a desire
to work and master foreign language, and experience in working as a translator.

He is gifted and differs from the other students in his preparation for English lessons. His
essays, projects on the topics «English Literature in the XIX Century», «Modern English
Phonetics», «English Traditions and Customs» made a great impression on me. He is
hardworking and organized.

While studying he took part and won the first prize at the competition among the fourth
year students in English.

I can also state that comparing him with the other students in our University. | came to
the conclusion that he has a high intellectual ability. He can solve different problems and tasks
himself. Mr Ivanov has a quick reaction to changing situations and he is able to find the right
solution.

Mr Ivanov is perfect in spoken English, English Grammar, Phonetics, English Literature.



As far as | know he has been working as a translator at Trade Company EPQ for two
years.

Mr Ivanov has a great potential to study and to work. He is an initiative student. He
helped in organizing a conference at our University on the problems of Post Graduate Courses.

He is highly motivated to pursue his Graduate study and he is serious in achieving his
goals. His marks in English were only excellent. He obtained good skills in conducting scientific
research.

Mr lvanov has a strong character. He deals with people easily.

It seems to me that Mr Ivanov has a big potential and future in the chosen field as a
graduate student.

Active Vocabulary

scientifically oriented mind — HayuHbIit ckiIaq yma
master smth — oBageTh, ClipaBUTHCS, OCBOUTH
differ from others — omim4athbest ot APyruUx
be gifted — ObITH 0JapeHHBIM
make a great impression on Smb — npou3BOAMTE OOJIBIIOE BIEYATICHHE HA KOTO-IH00
be hardworking — ObITh TPYI0TFOOHBBIM
compare — cpaBHUBATh
come to a conclusion — npuiTH K BBIBOAY
find the right solution — naiiTi npaBuIBHOE pelIeHHE
have a great potential — umeTs G0JTBIION TOTEHITHAT
be highly motivated — umeTs BHICOKYIO MOTHBALIUIO
pursue smth — HMCKaThb, MPOJOJIKATh, nobuBaThCH, NPpUIACPKUBATHLCS, 3aHUMAThCSA qeM-1100
Graduate study — aciupanTtypa
achieve a goal — qoctuus 1enu
deal with people — o6ratscs, UMETh JIE]TO € JTFOIBMHU
2. Find in the text English equivalents for:
HUMCETH Hay‘-IHBIﬁ CKJIad yMa; ONIbLIT; OTJIMYATLCA OT, NPOU3BOIAUTH 0O0JIBIIIOE BIEUATICHUE Ha
KOFO-J’II/I60; MMPUHHUMATDh YHYaCTUC, pCHIATh PA3JIMIHbBIC HpO6JI€MLI; 6BICTpaSI pCaKknud; IPaBUIBHOC
penieHune; OOIBIION MOTEHITAN; 11e)Tb; ACTTUPAHT.
3. Give Russian equivalents for:
a desire to work; a translator; to be gifted; hardworking and organized; a high intellectual ability;
perfect; as far as | know; to pursue smth, to achieve; to conduct scientific research; to deal with
smb.

4. Make up the sentences with the following words and word combinations.



to be gifted, a gift;

to characterize, character, characteristic;

to achieve smb’s goal, achievement;

to compare, comparing, comparison;

to deal with people, a deal, dealing with.

5. Match the verbs in A with the definitions in B.

A

1. to master something

2. to solve something

3. to pursue something

4. to obtain something

5. to conduct something

6. to deal with somebody

B

a. to find a solution to something that is causing difficulties.
b. to do something in an organized way.

c. to learn something thoroughly so that you know it or can do it very well.
d. to take the action that is necessary when you are involved with a particular person or type of
person.

e. to get something you want or need especially by going through a process that is difficult.
f. to follow a course of activity.

6. Arrange the following parts into the pairs of synonyms.
method

research

to vary

to conduct

particularly

definite

to occur

cause

aim

generally

to choose

result

important



especially

to carry out

to select

typically
certain

technique

effect

to take place
to differ

investigation

goal

reason

significant

7.

—
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Translate the words in brackets.

. He has (ombIT) in working as an interpreter.

. His essays and projects (6omnbiioe Brnedarienue) made on me.

. He is able to find (mpaBuibsHOE perieHue).

. (Hackonbko) I know he has been working as a translator for two years.
. He 1s (MHMIIMATHUBHBIN CTY/EHT).

. He has a big potential and future in the chosen field as (acnupanT).

. Translate the sentences into Russian.

. Her youngest child has a very enquiring mind.

. She never managed to master the Greek language.

. She is exceptionally gifted in music.

. As a serious candidate, you want to make a good impression on everyone you meet.
. She was very hardworking and reliable.

. The results are then compared to the results of previous studies.

. They are working hard to find a peaceful solution to the conflict.

. He wants to pursue a career in medicine.

. Look at the parts of the plan how to write a characteristic. Put them in the right order.

Use this plan to write the characteristic as a referee.

1.
2.
3.

Plan
Skills.
Professional background.

Personality.



4. Practical achievements.

5. How long have you known the applicant?
6. Evaluation of an applicant as a student.

7. Potential for further study.

10. Strike up a group discussion.

BUSINESS LETTER
1. You want to send a business letter but you don’t know the rules how to do it, and
whether it differs from a personal letter or not. Read and translate.

The layout of the business letter differs in some respects from that of the personal letter.

Not only the sender’s address is given (as in personal letter) but also the name and
address of the person or organization to which the letter is being sent. This is written on the left-
hand side of the page against the margin slightly lower than the date (which is on the opposite
side). It should be the same as the name and address on the envelope.

A letter written to a man should be addressed to, for example, Mr. D.Smith or to D.Smith
Esqg. (Esquire). A letter to a woman, should be addressed to, for example, Mrs. C.Jones or Miss
C.Jones. If you do not know the name of the person for whom your letter is intended you may
address it directly to the company, e.g.:

The Branded Boot Co. Ltd.,

5 Rubberheel Road,

Wellingborough,

Northants,

England.

Co.andLtd.Are the usual abbreviations for Company and Limited. However it’s better to
address your letter to some individual — The Managing Director, The Personnel Manager, The
Secretary, The Branch Manager, The Export Manager — followed by the name of the company.

If the person you are writing to is known to you, you should begin with, for example,
Dear Mr. Thomson, Dear Mrs. Warren, etc. Otherwise you should begin Dear Sir(s), Dear
Madam, or Gentlemen: (Am.). Note that Gentlemen is followed by a colon.

The body of the business letter usually includes: a) Reference,

b) Information, c) Purpose, d) Conclusion.

You should begin your letter with a reference to a letter you have received, an
advertisement you have seen, or an event which has prompted the writing of your letter.

e.g.: Thank you for your letter of May 3rd. In your letter of January 13" you inquire

about ...



It was a great pleasure to receive your letter of July 1% that ... I recently called your agent
in this country to ask about ... but he was unable to help me.

It is sometimes necessary to add some detailed information related to the reference, in a
subsequent paragraph.

Purpose is the most important part of the letter, where you are expected to state clearly
and concisely what you want and answer carefully and clearly all the questions that you have
been asked.

Conclusion usually consists of some polite remark to round the letter off

e.g.: I look (I am looking) forward to hearing from you soon.

I sincerely hope you will be able to help me in this matter.

I should greatly appreciate an early reply.

Please accept our sincere apologies for the trouble this mistake has caused you.

We apologize sincerely for the trouble caused to you, and will take all possible steps to
ensure that such a mistake does not occur.

Then usually follows the complimentary close. If you begin your letter with Dear Sir(s)
or Dear Madam you may end it with the words «Yours faithfully». If you address a person by
name the words «Yours sincerely» are preferable. There is a modern tendency however to use
«Yours sincerely» even to people you have never met.

The signature: sign your name clearly, in full, as it should appear on the envelope of the
letter addressed to you.

The connectives play an outstanding role in writing a business letter. They are used for
better comprehension of the contents.

e.g.: Owing to, Unfortunately, However, We should be delighted, We do hope, It is
possible that, We should be pleased, For this reason, We regret about, Taking into account that,
Hopefully.

Summarizing all the above said it should be stressed that any business letter can be
written using the following general scheme:

1. Heading (writer’s address, date of the letter).

2. Inside address (name and address of the person or company receiving the letter).

3. Greeting (Dear Sir :).

4. Body of the letter (reference, information, purpose, conclusion).

5. Closing or complimentary close (saying good-bye).

6. Signature.



Active Vocabulary
margin — mosie (CTpaHHUIbI)
envelope — koHBepT
address — agpecoBatb
intend — uMeTh HaMepeHUe
otherwise — B IpOTUBHOM ciTy4ae
colon — nBoeroune
prompt — 3actaBiATh
inquire — BBISICHATH
be unable — GwITh He B cocTosTHIN
subsequent — mocieayronmi
polite — BexxMBHIiA
accept apologies — npuHATh H3BUHEHHUS
cause trouble — BbI3BaTh HENPHUATHOCTH
apologize — u3BuHATHCS
take steps — mpuHHUMAaTH MepBI
occur (about the mistake) — ciygarscest (00 omuoke)
Yours faithfully — Uckpenne Bam
Yours sincerely — Hckpenne Bam
owing to — Graromaps
unfortunately — k coxanenuto
be delighted — 6bITh B BOCXHIIIEHUH
regret — coxainerb
take into account — mpuHMMaTh BO BHUMaHHE
2. Find in the text English equivalents for:
ACJIOBOC MHUCBbMO, aapeC OTIPAaBUTECIIA,; C JIEBOU CTOPOHBI CTPAHUIBI; HA KOHBCPTE, aApCCOBATh,
OJIHAKO; B TIPOTMBHOM CJydae; 1eJb; OOBSIBICHHE; MOCIEAYIOMMN maparpad; sSCHO U KpaTKo;
MNPpUHHUMATb UW3BUHCHHA, «I/ICKpCHHC Bam»; MNOANUCH, Jy4dlIeC TOHUMAHHUC COICPKAHUA,
COXAJICTh.
3. Give Russian equivalents for:
the layout of the business letter; the letter is being sent; against the margin; to intend; otherwise;
to be followed by a colon; the body of the business letter; a reference; to prompt; to inquire about
smth; conclusion; some polite remark; to cause trouble; the complimentary close; the
connectives; to take into account.

4. You have found different parts of many letters; choose what phrases you should use:



a)
b)
c)
1.
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5.

at the beginning of a business letter;
in the middle;
at the end.

Further to our telephone conversation ...

. We enclose with the letter the design documents.
. Regards.

. I look forward to hearing from you.

. We have pleasure in informing you ...

. We look forward to a visit of the President ...

. Best regards.

. In connection with your inquiry ...

. Yours sincerely.

. We thank you for your letter dated 23™ March, 2010.
. It allows us to make a decision.

. In confirming our talk with your representative ...

. In reply to your letter dated ...

. We wish to inform you ...

. Yours faithfully.

. We have to inform you ...

. We highly appreciate the work you have done for us.
. Please, contact us as soon as possible.

I’m looking forward to meeting you soon.

Join the ideas using the connectives.

Example:We should be delighted to take a group of your students/ Our company

regulations limit maximum numbers of groups to twenty.

account that) our company regulations limit maximum numbers of groups to twenty.

1.
20
2.
mi
3.

4. We should like visiting groups to report to our office on the date of the visit/ Do please contact

We should be delighted to take a group of your students, however (please, take into

We have received your message concerning the date of the visit/ Arrange your visit for early

09.

Our company reserves the right to send off he premises any members of the group who

sbehave/ It should not happen.

Our company makes a small visiting charge/ This includes the price of lunch.

at the above address at 8 am.

6.

Look at these letters. Which one is:



a. thanking, b. arranging, c. confirming, d. inviting, e. accepting,

f. canceling.

Read the letters and underline the words and expressions that helped you get the answers.

1 February 2, 2010

Dear Mr Oliver Schmutz:

I am pleased to be able to invite you to the Annual
Conference of Packagers, which will take place in Los
Angeles 4-7 July.

I enclose a program with details of the speakers and the
various topics that have been proposed, together with a
registration form. On receipt of your form we will send you
details of accommodation in Los Angeles, together with a
booking form. Any further enquiries should be sent to me at
the above address.

I look forward to seeing you in Los Angeles in July.

Sincerely,

Sheila Legl

2 February 5, 2010

Dear Oliver

Thank you very much for your
hospitality while 1 was in
Portland.

It was very useful to see the
new warehouse and | hope to
be able to implement some of
your suggestions here in
Germany.

I look forward to seeing you
when you come to Frankfurt
in the fall.

Best regards,

Dieter

3 February 9, 2010

Dear Mr Schmutz:

Unfortunately Ms Gilbertson is not able to keep the
appointment with you on Wednesday, February 11 at 2.20 as
an urgent matter will prevent her from travelling to Portland.
Please accept her apologies. She will contact you as soon as

she returns to HQ.

4 February 11, 2010

Dear Mr Schmutz:

We are pleased to confirm
your reservations for one
single room with bath from
February 22 to 24.

Please let us know your time
of arrival and departure.

Sincerely yours.

5 February 9, 2010

Dear Sir / Madam:

Please reserve a single room with bath for the nights of
February 22, 23, 24.

I would be grateful if you could confirm my reservation.

6February 8, 2010

Dear Mr Riddlestone:

Thank you for your invitation
to attend the opening of your

new training center.




Sincerely, I would be most pleased to
Oliver Schmutz attend and look forward to
seeing you there.

Best regards,

Oliver Schmutz

COMPANY STRUCTURE
1. What is the structure of a modern business? What positions are necessary at a
developing enterprise? What do you know about it? Read and translate.

Each company, firm, joint venture, stock-holding company, concern, bank, fund has its own
complicated business structure and the staff which is necessary for the work. But still there are
some general principles how to organize the work at the enterprise.

The Managing Director or the Chief Executive or President is the head of the company. The
company is usually run by a Board of Directors — each Director is in charge of a department. The
Chairman of the Boards is in overall control and may not be the head of any one department.

Vice-President or Vice-Chairman is at the head of the company if the President or the
Chairman is absent or ill.

Most companies have Finance, Sales, Marketing, Production, Research and Development,
Personnel, Tax, Logistics Departments. These are the most common departments, but some
companies have others well.

Most departments have a Manager, who is in charge of its day-to-day running, and who
reports to the Director. The Director is responsible for strategic planning and for making
decisions. Various personnel in each Department report to the Manager.

Let’s dwell on some positions in details.

General Manager — Supervises and leads the company’s employees. Maintains relations
with customers, executes sales contracts and provides problem analysis and resolutions.
Represents the company at fairs and distributors’ conferences. In some companies maintains a
local warehouse. Provides quality audits. Self-motivated, decision maker.

Sales Managern — Manages the sales staff of a company, supervises sales activity
including a staff of sales representatives, plans and achieves target sales revenues and maintains
a positive relationship between the company and its clients. Must have extensive sales
experience, often as many as 5 years in the position of sales representative before moving up to
the position of sales manager. Excellent communication and management skills are required. The
person must be a proven problem solver and possess management skills necessary to develop a

sales team.



Finance and Administration Manager — Must have strong accounting experience
including maintenance of Internal Controls, costing, budgeting, forecasting and the development
of Management Information Systems. Must possess proven general management skills, including
development of Logistics and Administration Systems to support a rapidly growing business.

Marketing Manager — Manages marketing department. Plans, directs and executes all
marketing and related activities. Initiates and/or implements advertising strategy and promotional
programs. Oversees creative effort and media plans. Must have 3 year commercial experience,
strong interpersonal skills, ability to manage a team and lead personnel, excellent
communication skills, computer literacy.

Customer Service Manager — Finds proper persons, organizes and supervises the job of
Customer Service Clerks, Receptionist. Provides the solution for all existing conflict situations.
Provides information and orders forms for distributors, directors. Prepares monthly reports
regarding performance of distributors.

Product Development Manager — Develops branded products for the company. Prepares
a brief of the project, a timeline with priorities and options for the successful competition of the
project. Researches on potential facilities, provides competitor’s analysis. Realizes market
research on product quality and packing. Negotiates with the producer.

Training Manager — Organizes and supervises trainers, develops and implements training
courses for distributors, directors, staff, etc. Learns the existing training practice in other
countries with the aim to extract, develop and implement the best ideas. Tests courses to satisfy
all distributors’ and directors’ needs in training.

Forecast, Supply and Transport Supervisor — Makes monthly forecasts of all products.
Works with a company software system (product Forecast). Provides logistics, works with
suppliers concerning shipments of product. Arranges shipments.

Treasury, Budget Specialist — Realizes treasury and cash flow management. Prepares,
reviews and monitors reports on all capital expenditure projects. Provides budget cycle and
management reporting. Ensures the company’s costing system. Deals with internal projects,
company’s legal documents. Coordinates all insurance matters. Trains and develops staff in
functional expertise.

Sales Representative — Realizes coordination of commercial activities. Conducts
negotiations with customers. Markets intelligence functions targeting new customer group
identifying business opportunities and introduction of new technologies. Is responsible on and
controls the selling activities in the frame of the regional strategy. Frequently travels to
customers. Must have the following qualifications: Engineering degree in some sphere, 3-5 year

experience in the chosen field.



Financial Controller — Develops accounting policies and procedures. Inputs and oversees
confidential and complex transactions. Implements auditing techniques that ensure accuracy of
financial results. Analyzes data and provides recommendations to senior management for
improvement. Prepares consolidated results. Provides financial analysis. Improves internal
controls. Must have University education, be well-organized, accurate, detail-oriented
personality.

Active Vocabulary
company — KoMIaHus
firm — pupma
joint venture — coBMecTHOE MPEANPHUITUE
stock-holding company — akiroHepHO€e 00IIIECTBO, KOMITAHUS
CONCern — KOHIepH
bank — 6ank
fund — ¢ponn
complicated — ycimo)XHEHHBIH, CIIOKHBIH
enterprise — npeanpusTHE
Managing Director — ynpasistroriuii
Chief Executive — pykoBoIuTE b
President — nmpe3uaeHT
to run a company — pyKOBOAUTb KOMITAHUEH
Board of Directors — coBeT nupekTopoB, MpaBJeHUE
the Chairman of the Board of Directors — npeacenareins npaBieHus: COBETa IUPEKTOPOB
be in overall control — moTHOCTHIO KOHTPOJIUPOBATH
Director — nupextop
department — otaen
Vice-President — Burie-npe3ugeHT
Vice-Chairman — 3amectutens npejaceaaress
Finance Department — ¢unaHCcOBBI OTIEI
Sales Department — oten TOProBiiu U peaar3auu
Marketing Department — otaen MapkeTHHTa
Production Department — mpou3BOACTBEHHBIN OTIEI
Research and Development Department — oraen ¢puHaHCOBOTO MPOrHO3UPOBAHHS U Pa3BUTHUS
Personnel Department — otien kagpos
Tax Department — HamoroBblit oTET

Logistics Department — TpaHcioOpTHBIH OTE



Manager — menemxep

report to Smb — noknaneBaTh KOMY-IH00, OTYUTHIBATHCS
be in charge of smth — ObITh OTBETCTBEHHBIM 32 YTO-TTHOO
supervise — HaOMrO1aTh, OBITH HAYATBHUKOM, PYKOBOIMTh
maintain relations — moaaep;kxuBaTh OTHOIICHUS

execute — uCIoJIHATH

fair — spmapka

Ccost — 1ieHa, CTOUMOCTh

budget — 6romxeT

forecasting — mporuo3upoBaHue

target — uemnp

revenue — npuObLIH

relationship — orHomeHus

move up to the position — moy4uTh MOBBILICHHE

require — Tpe6oBaThH

initiate — IPOSIBISTE HHUIIMATHBY

implement — BHEIPATH, IPUMEHSTH

Oversee — npenycmarpruBaTh

computer literaCcy — koMITbIOTepHAast TPAMOTHOCTb
regarding — 4ro Kacaetcsi, OTHOCHTEIHHO

extract — ocBOOOXKIaTh, IOUEPITHYTh, BBITACKUBATH
branded product — ¢bupmMeHHBII IPOTYKT

timeline — cpox

priority — mpuopuret

option — BeIGOp

research — uccnenoBath, H3y4aTh

facility — o6opynoBanue

competitor — KoHKypeHT

quality — kauecTBO

negotiate — BecTu meperoBoOpsI

software system — cucTema mporpaMMHOTO 00eCTICUECHHUS
shipment — orrpy3ska, mocraBka

arrange — J10roBapuBaThCs, YCTPAUBATh

treasury — cOkpoBHUIIIHUIIA, Ka3HA

cash flow — 060poT HaTUYHBIX JEHET



ensure — obecrieunBaTh

coordinate insurance — KOOPAXHUPOBATH CTPAXOBAHUE

Sales Representative — mpeacTaBuTeNb M0 peaar3aiu

market — IPHUBE3TH Ha PBIHOK, KYIIUTb WKW IPOJaTb Ha PBIHKC, HaXOAWUTH PbLIHKH C6I>ITa,
TOPTroBaThb

identify — ycranaBnuBath, HACHTH()UIPOBATH

frame — pamka, onpaBa

frequently — gacto

coordinator — koopauHATOP

2. Find in the text English equivalents for:

COBMECTHOE TIPEATIPHITHE; aKIIMOHEPHOE OOIIECTBO; CIIOKHAS CTPYKTYpa HMPEANPHUATHS U IITAT
COTPYAHUKOB, ynpaBJI}IIOIHPIﬁ; PYKOBOIUTH KOMHaHHeﬁ; BHLC-TIPE3UACHT HIJIKM 3aMCCTHUTCIIb
JUPCKTOpa, OTACI CI)I/IHaHCOBOFO IIPOrHO3UPOBAHUA U PA3BHUTHA, OBLITh OTBETCTBEHHBLIM 3a 4YTO-
JII/I60; Ha6JIIOI[aTI) U PYKOBOAWTH CIIyXalllUMKU KOMIIaHWHU, TMNOAACPKHUBATH I[MO3UTHUBHBLIC
OTHOILICHHUA MCIKAY KOMIIaHUEHN U ee KIIMEHTaMHU, 1ICHA, 6IOII)KCT, IMPOTrHO3UPOBAHUC,; TPOSABIIATH
HWHUIIMATUBY; pa3pellaTb BCC CYLICCTBYROIINUC KOH(l)J'II/IKTHBIe CUTyalliu, BECTU IICPECIrOBOPHI C
MMPOU3BOJUTCIIEM,; CHCTEMA IIPOIrpaMMHOIO O6€CH€‘{€HI/I}I; HUMETb [OCJI0 C BHYTPCHHUMU
IPOEKTaMU; BHEJJPEHNUE HOBBIX TEXHOJOTUI; (PUHAHCOBBIN aHAIH3.

3. Give Russian equivalents for:

a company; a Board of Directors; to be in overall control; the head of the company; Personnel
Department; to be responsible for smth; to execute sales contracts; to maintain a local
warehouse; to achieve target sales revenues; a proven problem solver; to have strong accounting
experience; to oversee creative effort and media plans; a distributor; to develop branded
products; to arrange shipments; to realize treasury and cash flow management; to implement

auditing techniques.

4. Fill in the gaps with the words or word combinations given below:
a big enterprise, runs, the Board of Directors,is in overall control, departments, branded

products, the Manager of Logistics Department, maintain.

1. ... at the bank consists of 17 persons.
2. There are 8 ... at our stock-holding company. The biggest is Sales Department.
3. She is ..., don’t you know?

4. Our company is ... with complicated structure.



5. He has a great experience in developing food products that’s why he is the head of the
Research and Development Department, and also one of the creators of

our....

6. Will your company participate in the next fair and ... relations with your old partners?

7. The Managing Director ... this firm successfully.

8. Mr. Williams, the Chairman of the Board of Directors, ... of our bank.

5. What would you say if you took part in these dialogues? Act them out.

1. A.: I don’t know personally the Managing Director of your company, but I’ve heard that he is
a perfect specialist with big experience. Can you tell me what his responsibilities include now?
B.: I’'m pleased to help you understand ...

2. A.: | can understand why you have so many departments: Finance, Sales, Marketing,
Production, Research and Development, Personnel. But who leads their work in the company?
B.: It’s very simple ...

3. A2 You are a Sales Manager at this firm. | see that every day you work since morning till
night, you travel frequently to the customers. What duties do you have at the firm? Who is your
chief?

B.: I agree with you, it’s a hard work but very interesting ...

4. A.: Why do you have such a big Finance Department at your company? | counted 12 people
there. I know who is the Chief Accountant and what are his responsibilities. But | see you have
also the Cash Accountant, the Treasurer, the Statutory Accountant, etc. What do all the people do
there?

B.: You are quite right but don’t forget that ...

6. Look at this two job advertisements. What positions do you think they are for?

1. We are a successful advertising agency located in the central business district. We are looking
for someone with good keyboard skills. A pleasant telephone manner and the ability to deal with
clients are also essential. We can offer the successful applicant an attractive salary and a pleasant
work environment.

2. Our firm is one of the leading importers of engineering tools with offices close to the city
centre. We are seeking a person who can sell and is willing to travel. A clean driving licence is
essential. We are offering an attractive salary and benefits package including six weeks’ holiday
a year. For an application form or further information, please ring 01225 334455.



NEGOTIATIONS
1. You are preparing for the future negotiations with your foreign partners. But you don’t
know exactly how to behave yourself, what words to say, how to conduct the negotiations in
general. Read and translate.

Mr.Svetlov:Good afternoon, gentlemen. We are pleased to see you again.

Mr.Svetlov:Good afternoon! We are happy to see you, too.

Mr.Svetlov:Did you have a good trip?

Mr.Davis:Yes, it was pretty comfortable, thanks.

Mr.Svetlov:Gentlemen, let me introduce Mr.Gromov to you, he is the Head of the
Marketing and Price Department, and please meet Mr.Belov, the Head of the Computer Sales
Department.

Mr.Davis:I’m very pleased to meet you in person. I’ve heard a lot about your company.

Mr.Gromov:It’s a pleasure for us, too.

Mr.Belov:We are sure our business will have a successful outcome.

Mr.Svetlov:Well, before we get down to business, let me offer you something refreshing.
Mineral or soda water? Tea or coffee?

Mr.Hopkins: Thank you, coffee, please.

Mr.Davis:| prefer mineral water.

Mr.Svetlov:Now | see we are ready to start talks.

Mr.Svetlov:That’s right. We’ve carefully studied your draft contract and would like to
complete the final stage of our business transaction.

Mr.Belov:I look after the technical side of the transaction.

Mr.Gromov:And I’m responsible for the commercial side.

Mr.Svetlov:We have studied your advertising material with interest.

Mr.Belov:l must admit your model impressed me very much.

Mr.Davis:Thank you. It’s a powerful computer. You’ll be pleased to find out that it
incorporates one or two unique features although it costs slightly more. We are confident that it
will be cheaper to run. We’ve put it through a number of very extensive tests. I don’t think you’ll
be disappointed.

Mr.SvetloviNow, gentlemen, let’s discuss all the items in the draft contract, your

comments and objections, if any.



Mr.Hopkins:Have you any questions as regards the contract?

Mr.Gromov:We are very interested in maintenance, yes, and there’s the question of
delivery dates, and finally, we’d like to know whether it’s possible to adapt your equipment to
our uses.

Mr.Davis: As for the delivery dates, I’'m happy to say, we’re now able to realize it within
three weeks. We can guarantee six months of good work, may be more. And there’s very little
routine maintenance for you to worry about. As part of the contract one of our men will call
every month to make any necessary adjustments. That should be sufficient. In the unlikely event
of a break down, we’ve always got a duty specialist who would be there as soon as you call.

Mr.Belov:We will get a complete set of documents concerning the adjustment so that you
could study the requirements.

Mr.Svetlov:Who will pay the expenses involved?

Mr.Hopkins:1 think, the expenses will be charged to our account, because we highly
appreciate your choice to give us this interesting order.

Mr.Gromov:Principal points can be included in a supplement to the contract upon mutual
agreement.

Mr.Svetlov:So, the first item is the quantity of the computers, model 486 DX.

Mr.Hopkins:How many computers do you intend to purchase?

Mr.Belov:To begin with, 300 computers. That is, if we come to terms about the price.

Mr.Davis:It’s negotiable. No problems.

Mr.Gromov:When can you deliver the computers?

Mr.Svetlov:What delivery dates can you offer?

Mr.Hopkins: The earliest possible date is September this year.

Mr.Davis:We can start the delivery within three weeks after we receive an advance
payment fro