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UNIT 1. ECOLOGICAL PROBLEMS
PART 1. ECOLOGY. INTRODUCTION

Ynpaxuenue 1. [IpounTaiiTe u nepeBeIUTE TEKCT.

Ecology

What is ecology and how does it affect you? Simply speaking, ecology is
the form for the scientific studies that are done on the earth and everything that
affects it. This includes wildlife, humanity, nature and environmental issues. The
term "ecology" invented in 1869 comes from the Greek words, which mean
"household" and "'study" respectively. Ecology is a branch of science that studies
the ways in which plants and animals interact with one another and with their
surroundings. These interactions among individuals, populations, and between
organisms and their environment form ecological systems, or ecosystems. Eco-
logy teaches how all living things, no matter how large or small, affect eve-
rything else in the world. Ecology, the science, studies ecosystems at multiple
levels and scales in space and time. Some say it is the study of the global patterns
that occur within the boundaries of the biosphere. It is also the evolution of the
human race. Evolution is the result of environmental changes over time and it
has an impact on every living creature. With populations increasing and natural
resources running thin, the more we learn the better we will be able to make the
changes needed to preserve the natural resources for the generations of the future.

Ynpaxkuenue 2. OTBETbTE Ha BOIPOCHI.

1) What does ecology study? 2) What interactions are ecosystems formed
of? 3) What is wildlife? 4) What spheres of life does ecology study? 5) What is
evolution from the point of view of ecology? 6) What does ecology teach us?
7) Where do the origins of ecology lie?

Yupaxuenue 3. [IpounTtaiite u nepeBeIUTE TEKCT.

Environmental issues and protecting the environment

There are many environmental problems such as water pollution, air pol-
lution, land pollution, noise pollution, acid rains, ozone layer destruction, global
warming, overpopulation, radioactivity, destruction of fauna and flora, depletion
of natural resources. People are busy with economic growth. Waste materials are
being thrown on land. Chemicals are being extensively used. Animal habitats are
being destroyed. Scientific and medical experiments are being done on animals.
Natural resources are being used irrationally. Oil is being spilt into rivers.
Wildlife is being damaged. Landscape is being littered. Radioactive wastes are
being stored. Biological balance is being upset. We would be able to solve these
problems if plants did not throw chemical wastes into rivers / atmosphere / on
land. The number of cars should be reduced. The government should introduce
more 'smokeless zones'. We could solve environmental problems if amount
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of pollution and concentration of smoke in the air were controlled. People
should not leave litter in the streets. We ought to protect endangered species.
People could use natural resources rationally. It is not a good idea to cruelly
kill animals.

Yupaxuenue 4. O6cyuTe BONPOCH C BalllUM TAPTHEPOM.

1. What environmental problems are there in the world? 2. Why do these
problems occur? 3. What should people do to protect the environment?

I/ICHOJIBBYP'ITG CICAYIOIHNEC BBIPAKCHUA U CJIOBOCOUYCTAHUA.

Be linked to nature, adapt to environment, preserve wildlife and ecosys-
tems, fight/reduce pollution, install anti-pollution equipment, minimize noise
disturbance, protect endangered species, recycle waste materials, conserve natu-
ral resources, use ozone-friendly products, use wind/solar/wave instead of
nuclear energy.

Yunpaxkuenue S. [Iepeckaxure TEKCT MO IUIAHY:

a) your title for the text; b) problems; c) reasons; d) solutions.

Ynpaxuenue 6. Boioepure o/IHy U3 SKOJIOTUYECKUX MPOOJIEM U COCTaBbTE
JOKJIaJa 0 HeW. Vcronp3yinTe KapTUHKH.

Yupaxuenue 7. O6cyauTe BONPOCH C MAPTHEPOM.

1) Which countries have similar environmental problems? 2) What do all the
countries have in common? (The UK, the USA, Russia, France and Germany).

Hcnonb3yiite 3TH C10BAa B KAYECTBE IJIaHA:

location, pollution, natural resources, environmental problems, measures to
fight environmental problems, any ‘green’ movements.

PART 2. WATER POLLUTION

Ynpaxkuenue 1. 3anonHure nponycku. Mcnonb3yilTe ciioBa W BbIPAKEHHS
OJIVH WJIM JBa pa3sa.

clean, laundry, disease, advisories, sewage, hormones, leaking, ingredients,
portion.

Personal-care and household products include 1)  detergents, window
cleaners, shampoos, conditioners, toothpaste or mouthwash. We should realize
that almost all of it goes down the drain when we do 2) , wash our hands,
brush our teeth or bathe. Animal farming operations that use growth 3) _ and
antibiotics also send large quantities of these chemicals into our waters. A large
4) __ of the chemicals passes right into the local waterway. 5)  from birth
control pills are causing gender-bending hormonal effects in frogs and fish. But
the major source of water polution is 6) . 7)__ septic tanks can cause
groundwater and stream contamination. The beaches in the US are put under
water pollution 8)  or are closed each year. One of the most urgent problems
in the world is the 9)  water. Access to 10) _ water is the basic human
right. But acid rain, industrial pollution, oil spills and sewage dumping have
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made water undrinkable. Water pollution can be caused by dangerous substances
or chemicals that threaten our health. For example, these substances may cause
cancer, genetic deformities and other 11) .

Yupaxnenue 2. CoeTUHUTE YACTU NPEAJIOKEHUN JIPYT C IPYTOM.
1) Whenever we use personal-care a) can send disease-bearing water into
products and household cleaning rivers and oceans.
products, almost all of it

2) Animal farming operations that use  b) goes down the drain

3) Most wastewater treatment ¢) growth hormones and antibiotics

facilities also send these chemicals into our
waters.

4) Scientists are finding d) water pollution.

5) Untreated sewage e) are not equipped to filter out
personal care products.

6) Beaches also suffer from T) fragrance molecules inside fish
tissues.

Ynpaxkaenue 3. OTBETbTE Ha BOIPOCHI.

1. What personal-care products and household cleaning products may be the
cause of water pollution? 2. How does animal farming contribute to the water
pollution? 3. Why do all these dangerous chemicals go into water? 4. What
molecules do scientists find in fish? 5. How do chemicals affect frogs? 6. What
Is the major source of water pollution? 7. How much of the untreated wastewater
Is dumped directly into rivers and oceans in developing countries? 8. To what
extent do American beaches suffer from the sewage discharges?

Ynpaxxknenue 4. Ckaxxurte, BEpHbI JIU 3TU YTBEPKACHUS.

1. Most wastewater treatment facilities are not equipped to filter out
personal-care products. 2. Ingredients from birth control pills are thought to be
causing gender-bending hormonal effects in frogs and fish. 3. In developing
countries, an estimated 25 % of wastewater is dumped directly into rivers and
streams without treatment. 4. Leaking septic tanks and other sources of sewage
can cause groundwater and stream contamination. 5. About 90 % of the beaches
in the US are put under water pollution advisories or are closed each year.

Yupaxuenue S. [lepesenure cienyromme mpeaioKeHUs .

1. BONBIIMHCTBO YCTPOMCTB MO 00pabOTKE CTOYHBIX BOJ HE 00OpPYAOBaHO
TakKuM 00pa3oM, 4ToObl OT()UIBTPOBATH CPENCTBA JTUYHOW TUTHEHBI, OBITOBYIO
XMMHIO, a TAKXKe JICKapCTBa. 2. boJbIas 4acTh XUMHUECKUX BEIIECTB HIET TIPSIMO
B MECTHBIC BOJIHbIC UCTOYHHMKHU (myTH). 3. HO IJIaBHBIMH UCTOYHMK 3arpsi3HCHUS
BOJBI, 9TO, KOHEUHO, KaHanu3anus. 4. [Iporekaromue cenTuieckue pe3epByapbl
M WHBIC MCTOYHUKH KAHAIM3AIMOHHBIX CTOKOB MOTYT BBI3BATh 3arps3HEHUE
MOJI3EMHBIX BOJ M PEK.



Ynpaxkaenue 6. CoctaBbTe JUaNOTH C MAPTHEPOM M0 CIAEAYIOIIUM TEMAaM.
1. Chemicals used at home as the source of water pollution. 2. How does
water pollution affect animal world? 3. Sewage and the effect on waterways.

Ynpaxuenue /. [Ipountaiite, nepeBeiuTe U NEPECKAKUTE TEKCT.

Measures to Deal with Water Pollution

Many countries of the world tried to replace surface water contaminated
with sewage by groundwater as a safe reliable source of drinkable water. Now
they may be drinking water containing arsenic. People are at risk in 17 counties
around the world including China, Vietnam, Argentina and the US, where limits
set by the World Health Organization are exceeded. So business culture should
be changed and the environment should be given a higher priority. We should
take care about keeping water clean. The governments should limit the use of
ground water. Countries relying on irrigation should move away from water-
hungry crops. In this way understanding of the problem of water pollution is
very important for the survival of our planet.

PART 3. AIR POLLUTION

Yunpaxxkuenue 1. 3anosHnuTte nponycku. Mcnons3yire ciioBa U BIPaKEHHUS:

inversion, harmful, more damaging, smog, cancer, stationery, outdoor,
carbon monoxide, metropolitan, breath.

The examples of 1)  sources are huge factories, and coal and mining
industries. The 2)  sources of pollution can include boats, automobiles,
busses, trains, and aircrafts. Pollution in the air is 3) _ to the environment, and
also to all of our bodies. Air pollution is a major cause of lung 4)  and heart
disease. Smog is a form of 5) __ pollution that is on a large scale. The reason for
either type of pollution getting trapped in the city is due to something called
temperature 6) . That inversion can happen in any season, and that 7) __ isa
major form of air pollution. Some of the 8)  areas there, Los Angeles, are the
worst to live in if you want to breathe clean air. During the cold months of the
year cities can get a different kind of pollution, such as 9) .

Yupaxnenue 2. CoeMHUTE YaCTU NPEIIOKEHUN JPYT C IPYTOM.

1) If you continuously breathe in a) a leading city, in America, for smog

pollutants, concentration.

2) These pollutants can be caused by b) pollution from vehicles mixes with
pollution from industries.

3) Air pollution is a major cause of C) air near the earth surface is much
colder than the air right above it.

4) This terrible form of pollution can d) stationary or moving sources.

form when

5) The temperature inversion is caused e) lung cancer and heart disease.

when
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6) If you are going to move, say, to Los f) the pollution cannot rise and disperse

Angeles, you should know that it's away from the city.
7) When the temperature inversion g) it can lead to severe respiratory
happens, disease, asthma and in some cases

premature death.

Ynpaxuenue 3. OTBEThTE Ha BOIPOCHI.

1. What stationery sources contribute to the air pollution? 2. What moving
sources of the air pollution are there? 3. What can breathing in pollutants lead to?
4. What is best way to try to avoid the air pollution? 5. What is smog made of?
6. What is temperature inversion? 7. Why is it so dangerous to live in Los
Angeles? 8. What pollution reducing methods can there be?

Yupaxnenue 4. CKaxuTe, BEpHBI JIU CICAYIOIINE YTBEPKICHUS.

1. The examples of moving sources are huge factories, and coal and mining
industries. 2. Pollution in the air is most friendly to the environment and also to
all of our bodies. 3. Smog is a form of outdoor pollution that is on a large scale.
4. Knowing answers to what is air pollution is just the first step to making life,
and the air we breathe worse.

Yupaxknenue S. [lepeBeaure ciieayromme npeajioKeHHUs.

1. DTu 3arps3HSIONIME BEIIECTBA MOTYT MPOU3BOAUTHCS CTATHUHBIMHU WUITU
JIBIDKYIIUMUCS UCTOUYHMKaMH. 2. TeM He MeHee, 0oJjiee ONMaCHBIMU SIBISIOTCS
JIBWKYIIUECS UCTOYHUKH 3arpsi3HEHUS], TAKAE KaK Pa3JIMYHbIE BUJbI TPAHCIIOPTA
¢ Motopamu. 3. Eciu BbI MOCTOSTHHO BJBIXAE€TE 3arpsi3HSAIONIME BEIIESCTBA, 3TO
MOYET MPUBECTH K CEPHE3HBIM PECIUPATOPHBIM 3a00JIEBAHUSIM, & B HEKOTOPBIX
CIy4dasix — K IPEXKIECBPEMEHHON cMepTH. 4. 3arpsi3HEHHE BO3yXa — 3TO IJIaBHAs
pUYMHA paka JEeTKUX W CeplIeUHbIX 3a0oyieBaHui. 5. B TeueHue X0I0aHBIX Me-
CALICB ToJa ropoja MOTYT NOJYYUTh APYrOM THI 3arpsi3HCHUA: 3arpsi3HCHUE
OKHCBIO YIJIEpO/ia WM B3BEIICHHBIMU YacTUllaMu. 6. Korjga mpoucxoauT Temiie-
parypHasi MHBEPCHS, 3aTPSI3HCHUS] HE MOTYT IMOJIHATHCS BBEPX M PACCEATHCS BAAIU
oT ropoja. 7. Mcrnoyib30BaHME METOJIOB COKPAILICHUS 3arPs3HECHUN TTOMOXKET HAM
IBIIIaTh HeMHOTOo Jdydiie. 8. Jloc-AHXKelec — 3TO OJUH M3 TMEPBBIX MO KOHICH-
Tpaluu cmora ropoja B Amepuke. 9. HekoTopbsie U3 CTOJMYHBIX 30H — XY/IINE
MECTa JJIsl ’KU3HU, €CJIM YEJIOBEK XOUYET JIBIIIATh CBEKUM BO3yXOM.

Ynpaxkaenue 6. CoctaBbTe JUAJOTH C MAPTHEPOM M0 CIEAYIOIIUM TEMAM.
1. Different sources of air pollution. 2. What does air pollution consist of?
3. Pollution and healthcare.

Yupaxuenue 7. [Ipounraiite, nepeBeIuTe U NEPECKAKNATE TEKCT.

Air pollution and measures to deal with it

Air pollution is a substance introduced into the air, like chemicals, bio-
logical pollutants, or particles, which damage environments, or cause harm to
living organisms. Many appliances in the home also use gas or wood as fuel,
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including heating systems, which can release carbon monoxide into your home.
Poor indoor air quality can also cause headaches, nasal congestion, nausea, and
dry eyes. You can get detectors for carbon monoxide which is the only way to
know an odorless, colorless gas. To help prevent the growth of various moulds,
in your home, you need to keep the humidity levels of bathrooms, kitchens, and
basements low. This can be done by keeping good air flow in the rooms, and
keeping them clean regularly. If your basement is high in humidity, you might
need to buy a dehumidifier to keep it from turning into a mould factory. The best
defense for indoor air pollution is research, combined with common sense. The
new developments are produced for automobiles to reduce air pollution.

PART 4. 3 RS: RECYCLING, REUSE AND REDUCE

Ynpaxnenue 1. BcraBpTe nponyiieHHbIE CJIOBa!

cardboard, expensive, safely, efficient, convert, reduce, energy, disposed,
on the contrary, contact, plastic, reuse, design.

By means of recycling we can 1) _ waste into reusable materials.
Recycling differs from 2) |, which simply means using a product again.
Recycling allows both to reduce the amount of waste 3) __ in landfills and to
save natural resources. Recycling is not always economically 4)  and does
not always help to protect the environment. Specialists say that landfills can be
5)  sited and designed, and there is still plenty of space for them in every
country. We have to put landfills in places that do not come into 6)  with
water. We should also 7) _ monitoring programmes to prevent any possible
harm that landfill may cause. Of all the recycled materials 8)  and paper are
the most popular. Recycling aluminum is less 9) _ than producing new
aluminum. It takes 10 percent less 10) __ to recycle aluminum than to make it
from bauxite. Producing 11)  requires a wide variety of used paper which is
rather cheap to sort out. 12)  , plastics are very expensive to collect and
separate which limits the possibility of their recycling. 13) __ , reuse and recycle
before it is too late for the Earth's oceans.

Yunpaxxkuenue 2. CoeIMHUTE YaCTH NPEMIOKEHAN IPYT C APYTOM.
1) In developed countries up to about  A) recycling as the principal method of

20 percent of protecting the environment.

2) In the eighties environmentalists B) all aluminum beverage cans are
concentrated public attention on recycled.

3) There is still plenty of space for C) the nation's solid waste is recycled.
4) Paper and cardboard are D) now recycled in the USA alone.

5) Given the potential hazards plastic ~ E) also extensively recycled.
pollution can cause to human, animal
and marine life, total recycling of

6) Around 20 percent of plastic soft F) landfills in every country.
drink bottles are
7) About 60 percent of G) plastic bags or using other

alternatives seems the only way out.
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Ynpaxuenue 3. OTBETbTE Ha BOIPOCHI.

1. What do we get when we recycle waste? 2. What is the difference
between recycling and reuse? 3. What is a landfill? 4. Who concentrated public
attention on recycling as the principal method of protecting the environment in
the eighties? 5. What materials are most popular for recycling? 6. Why is it more
economically efficient to recycle aluminum than to produce it from bauxite?
7. Why is paper so extensively recycled? 8. What portion of all plastic soft drink
bottles is recycled in the USA?

Yupaxuenue 4. CKkaxxute, BEpHBI JIU CIEAYIOLINE YTBEPKICHUS.

1. In the developed countries to about 20 percent of the nation’s solid waste
Is recycled. 2. Recycling is not always economically efficient. 3. We have to
design monitoring programs to prevent any possible harm that landfills may
cause. 4. Of all the recycled materials rubber and nylon are the most popular.
5. Producing cardboard requires a wide variety of used paper which is rather
expensive to sort out. 6. Plastics are very cheap to collect and separate which
limits the possibility of their recycling.

Yupaxuenue S. [lepeseaure crneayromme mpeagoKeHUs.
1. C nmomoupl0 BTOPUYHOM mepepabOTKHM OTXOJOB MbI MOKEM IPEBPAaTUTh
0TOpOCHl BO BHOBb HCHOJIb3yeMble MaTepuaisl. 2. Bropuunas nepepaboTka OT-
XOJIOB MO3BOJISIET KaK COKPAaTUTh UX 00BEM, COJEpKalIUiics Ha CBaJIKaX, TaK U
CHacTH MPUPOJHBIE pecypchl. 3. UTO HaM HEOOXOIUMO CeNaTh, TaK 3TO HE pa3-
MelaTh CBAJIKM B MECTaX, KOTOPbIE KOHTAKTUPYIOT ¢ BooM. 4. 13 Bcex nepepa-
OaThIBAEMBIX MAaTEPHUATIOB AITIOMUHUN U Oymara — caMble MOIYyJSIpHbIE. 5. DTO
00BsACHsIETCS TeM (PAKTOM, YTO BTOPUYHAS NIEpepabOTKa UCIOJIb30BAHHOTO aJIt0-
MUHHUS JIeHIEBIIe, YeM MPOU3BOACTBO HOBOro. 6. UTOOKI epepaboTaTh UCIOIb30-
BaHHbBIM aMOMUHUNA HYXHO Ha 10 % MeHbllle SHEpPIruH, YeM JUisl TOro, YTOObI
MPOU3BECTH HOBBIM M3 OOKCHTOB. 7. bymMara u KapTOH 4acTO MOABEPraroTCs
BTOpUYHOMN mepepaboTke. 8. [lnacTuk odyeHb JOpOro coOupaTh U COPTUPOBATH,
YTO OTPAHUYUBAET BO3MOKHOCTH €r0 BTOPUYHOMN NepepaboTKu.

Ynpaxkaenue 6. CoctaBbTe JUaOTH MO CAEAYIONIUM TEMaM
1. Efficiency of recycling. 2. Most popular recyclable materials. 3. The
optimal design of a landfill.

Ynpaxuenue /. BoiOepute oany u3 crpad. CocTaBbTe 0K O Nepepa-
00TKe Mycopa B 3ToH cTpane. Vcrnonb3yiTe KapTHHKH.

PART 5. NATURAL DISASTERS

Ynpa:xxkuenue 1. Haiiiure nuiiHue ciioBa B KaXJI0M PsAy:

1) hurricane: burn, destruction, blow, wind; 2) earthquake: debris, shake,
rain, Richter; 3) volcanic eruption: lava, crater, explosion, breeze; 4) drought:
dry, ash, thirst, emergency; 5) flood: water, drown, smoke, wet; 6) famine:
thunder, hunger, starve, death.
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Ynpaxuenue 2. CocTaBbTe MIPELIOKEHHS CO CJIOBAMU U3 YIPAKHEHUA 1.

Ynpaxunenue 3. Haliinte KoMMEHTapuu JIIOJiei, COOTBETCTBYIOIIHNE CTH-
xukHbIM OenctBusaM: hurricane, earthquake, volcanic eruption, famine,
drought, flood.

1. It is blowing down trees and houses. 2. They have sent food to help the
starving people. 3. It shook me awake. 4. Television stations gave warnings
before it exploded. 5. The weather reporters expect even more rain in the next
few days. 6. The government has asked people not to waste water.

Ynpaxknenue 4. Hanummre npemioxkeHnus U3 ynpakHeHUs 3 B cTpaja-
TEIBHOU PopMe.
e. g. 1. Trees and houses are being blown down.

Ynpaxuenue 5. [IpounTtaiite KOMMEHTapUH JIIOAEH U3 YINpaXHEHUS 3 U
OOBSICHUTE UX 3HAUECHUE NTApTHEPY.

Ynpaxuenue 6. CocTaBbTe CBOIO UCTOPUIO O CTUXHMMHOM OeactBuu. Mc-
MOJIb3YUTE CIEIYIONIINE CIIOBA U BBIPAXKCHUS:

lava, falling rocks, cloud of ash, lightning storm, survivors, steam, victim,
forest fire, flooding.

Ynpaxkuenue /. CoctaBbTe clioBocodeTaHus. Mcnonw3yiTe cienyromue
CJIOBa M BBIpaXKCHHUS TOJBKO oxuH pa3: to be hit, blocks, thick, lightning,
electricity, massive, rescue, volcanic, to start.

1. destruction. 2. of ice. 3. heat. 4. storm. 5.  mud.
6. eruption. 7. cables. 8. by two earthquakes. 9.  workers. 10.
fires.

Ynpaxnenue 8. CocTaBbTe NPEIJIOKECHHUSI CO CIOBOCOYCTAHUSIMH U3 YII-
paxkHeHus 7.

Ynpaxuenue 9. Boibeprre nmpaBuiIbHbIE CIOBA.

1. A bomb erupted/ exploded at the station yesterday. 2. Everyone died in
the plane crash; there were no survivors/ casualties. 3. A violent hurricane hit/
knocked Miami this morning. 4. The witnesses/ victims of the fire have been
taken to hospital. 5. The house was struck/ beaten by lightning.

Yupa:xkuenue 10. O0bsicHUTE BbIICTICHHBIE CIOBA U COCTABBTE MPEJIONKe-
HUSI, CTaBs TJIAr0JIbI-CKa3yeMble B HY)KHYIO (hOopMy U J0OaBIISAS CITyKEOHBIE CJIO-
Ba, 7€ HEOOXOIMMO.

e.g. 1. Several villages in Scotland have been completely cut off by the
snowstorm for three days.

1. Several villages in Scotland — completely (cut off) — three days
snowstorm. 2. it (start) — Saturday at 4 pm. 3. Since then, one person — (find)
dead — three — still missing. 4. Two motorists — (trap) — their cars — five hours —
before — (rescue). 5. Many roads — still completely blocked — and food supplies —
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(run out) — quickly. 6. Food — (drop) — villages — helicopter — later today.
7. People — (warn) — police — avoid the area — poor weather conditions —
expected — continue — three more days.

Ynpaxkaenue 11. O3arnaBbTe U NEPECKAKUTE TEKCT U3 yrnpakHeHUs 10.

Ynpa:xkaenue 12. [lepenuimTe npeanoxxeHus B CTpagaTeNlbHOM Gopme.

1. Typhoon Amanda hit Southern China yesterday and killed at least 200
people. 2. The storm caused considerable damage. 3. No one knows yet how
many people are now homeless. 4. The Red Cross are sending representatives to
help with the enormous clean-up job.

Ynpaxkuenue 13. [lepeckaxxure TeKCT U3 ynpaxkHeHus 12 110 miany:
1) the reason of this event; 2) effects of the event; 3) who dealt with this
situation.

anamnemle 14. O6CYI[I/ITG CICAYIOIHEC BBICKA3bIBAHMS C BAlIUM IIAPTHC-
poM. OtBetbTe Ha Bompockl: What do these sentences mean? Do you agree or
disagree with them? Why? Why not?

1) After a storm comes a calm. 2) Bad news travels fast. 3) A drowning man
will clutch at a straw.

Yupaxuenue 15. PazpaboraiiTe IpOeKT ¢ BalllUM IMAPTHEPOM.

Find information about tornadoes, the flood in Bangladesh, an earthquake in
Santa Maria in Peru and the eruption of Mount Helen. You should include:

1) summary of the event (what, when, where, who); 2) detailed description
of the event and consequences; 3) action to be taken and people's comments.

PART 6. ANIMALS: PROBLEMS, SOLUTIONS

Ynpaxkuenue 1. OTBeThTE HA BOIPOCHI.

1. Can you name the animals in the world? In the zoo? 2. What do they
have in common? 3. What endangered animals can you name? 4. Which of the
animals a) live in swamps? b) attack farm animals? c) live in the jungle? d) eat
plants and grass?

Ynpaxuenue 2. Bciomuute HazBaHus >kUBOTHBIX (l—I1X). Haitnure nHa-
MMEHOBaHMsI 3BYKOB, KOTOpble OHU m3natoT (1-9), a Takke Ha3BaHUS UX YacTel
tena (A—K).

I. lions; 1l. horses; Ill. cats; IV.dogs; V.hens; VI. bees; VII. cows;
VII1. sheep; IX. ducks;

1. moo; 2. bleat; 3.roar; 4.cluck; 5. miaow; 6. buzz; 7.bark; 8. quack;
9. neigh.

A. Feet; B. Mane; C. Wing; D. Claws; E. Beak; F. Whiskers; G. Tail,
H. Tusk; I. Trunk; J. Ears; K. Paws.

Ynpa:xxkaenue 3. CocTaBbTe NPEIJI0KEHUS CO CIIOBAMU U3 YIIPAXKHEHUS 2.
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VYnpaxkaenue 4. OTBeTbTE Ha BOIPOCHI 0 KUBOTHBIX (& leopard, the chim-
panzee, the jaguar, an adult tiger, a grey fox, monkey, fly, wolf, fish, mouse,
goose, louse, deer).

e. g. Birds can fly.

1. What can they do? 2. What can't they do? 3. Who can see much better
than a human in the dark? 4. Who can't recognize itself in the mirror? 5. Who are
the only big cats that can't roar? 6. Who can eat 31 kgs of meat in a night?
7. Who can't be tamed easily?

Yunpaxkuenue S. [IpounTtaite 1 nepeBEIUTE TEKCT.

Endangered species

The sea turtle is in great danger because hunters are killing it for food. Its
numbers are also decreasing due to the destruction of its habitat. A particular
type of seal like the harp seal is also endangered due to the fact that hunters are
Killing it for its skin. In the Antarctic, the Emperor Penguin is being threatened
due to increased fishing and pollution of the seas. Efforts to ban the killing of the
sea turtle have been made. And many countries are now banning the hunting of
seals. In the Antarctic, there are programmes that make sure that the waters are
not being polluted. But there's still a lot that needs to be done.

Ynpaxkaenue 6. OTBETbTE Ha BOIPOCHI.
1. What have you learnt about endangered species? 2. Why are they in
danger?

Ynpaxxkaenue 7. OTBETbTE Ha BOIPOCHI.

1. Can you describe an elephant? 2. Why are elephants important to the
people of India? 3. Why are they excellent swimmers? 4. Who can swim more
slowly: elephants or people? 5. What do elephants do when they are sixty?
6. Where do elephants live today?

Yupaxuenue 8. Packpoiite ckoOku. YoTpeOuTe MOAXOISIIYIO0 YaCTh PeUn
u (popMy cioBa.

The manatee is a large mammal which lives mainly in the waters around
Florida in the United States. Adults range in 1) (long) from 2.5 to 4.5 meters
and can be as much as 700 kilos in 2) _ (weigh). Manatees are slow-moving 3)
___ (create) which feed on sea and fresh-water vegetation. They live along or in
small family groups of up to twenty members. Members of groups 4) _ (usual)
communicate by touching each other's mouths and noses. Manatees are 5)
(danger) because of hunting and because they are often injured or killed by
motor boat propellers. It is 6)  (extreme) important to protect manatees
because they help to keep the waters they live in clean and 7) __ (health).

Ynpaxuenue 9. OTBeThTE HAa BONPOCHI MO YIPAKHEHUIO 8.

1. Where do manatees live? 2. What do they eat? 3. How have they become
endangered? 4. How do they communicate with each other? 5. What has been
done to protect them?

Ynpaxkuenue 10. O6cynuTte cienyroire BOIPOCH ¢ BAllIM MapTHEPOM.
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1. Do you think it is right for people to wear animal skins? Why? 2. Do
farmers have the right to shoot wild animals? Why? Why not? 3. Would you ever
kill an animal? Why? Why not? 4. What is being done to protect endangered
animals?

Ynpaxkaenue 11. TlpounTaiite npemyioxkeHuss U OOBICHUTE UX 3HAUCHHE
CBOHUMU CJIOBAMMU.

1. John is as stubborn as a mule. 2. They fight like cat and dog. 3. Pam eats
like a horse. 4. Jim is as strong as an ox. 5. Ray is like a fish out of water. 6. Fred
drinks like a fish.

Do you know other sayings about animals? Write them down and explain.

Ynpaxkaenue 12. Pazpaboraiite mpoeKT ¢ BaIllUM MTapTHEPOM

Search the Web for the information about Giant Panda, Elephant and Rhino.
Write your stories about these animals. Say: where they live, what they eat, how
they became endangered and what has been done to protect them. Use pictures
for your project.
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UNIT 2. COMPANY YOU WORK FOR
PART 1. SPEAKING ABOUT THE COMPANY

Yunpaxuenue 1. [Ipoutute TekcT, oOpaiiias BHUMaHUE Ha HOBBIE CJIOBA.

Companies

Forever Young Ltd. is an Irish company. They manufacture and distribute
beauty products. The company specializes in high-quality creams and lotions.
They also produce perfumes. Forever Young Ltd. is one of the market leaders in
Ireland. The Head Office of the company is in Dublin and they have 20 branches
in Europe. Next year Forever Yong Ltd. are going to open their first subsidiary
in the United States.

Ynpaxkaenue 2. OTBETbTE Ha BOIPOCHI IO TEKCTY.

1. Is Forever Young Ltd. an Irish or an American company? 2. What do
they produce? 3. Where is their Head Office? 4. What does the company special-
ize in? 5. Do they distribute their products? 6. Forever Young Ltd. is one of the
market leaders in Ireland, isn't it? 7. How many branches have they got in Eu-
rope? 8. What are their plans for the future?

Ynpaxkuenue 3. Pacckaxure, 4TO BbI 3HAETE O CIEAYIONIUX KOMITAHUSAX:
IBM, SONY, TOYOTA, ERICSSON.

Yupaxuenue 4. 3yunte BapranThl OTBETOB Ha BOIPOCHI O padoOTe.

Where do you work? | work for Orange Computers (they are my
employers).

What company are you | work at Orange Computers (the place).

with? | am/work with Orange Computers (a sense

of collaboration).
What do you do for your ~ I’m in computers (general type of work).

living?

What do you do? | coordinate new products. I launch the new
products.
I'm in charge of sales / marketing / produc-
tion.

Ynpaxuenue 5. [IpencraBpTe, 4TO Bl y4aCTBYETE B MEXIYHAPOIHON KOH-
dbepennuu. [IpencraBpTech, pacckaXuTe 0O KOMIAHUU, TA€ Bbl padoTaere, Crpo-
CUTE CBOETO MapTHEpa 0 KOMIIaHUH, TJe paboTaeT OH/OHA.

Ynpaxkuenue 6. JlaliTe aHrIMiCKIE YKBUBAJICHTHI:

NPOU3BOAUTH, PACHPOCTPAHATH, CHELHUATU3UPOBATHCSA, BBICOKOKAYECTBEH-
HBIH, JTUAEp PhIHKA, TJIaBHAS KOHTOPA, TOYEPHSS] KOMITaHUs, (PUITUA, 3aITyCTUTh
B IIPOM3BO/JICTBO, IIYCTUTh B POJAXKY, HOBBIN IPOIYKT.
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PART 2. SPEAKING ABOUT THE COMPANY HISTORY

Yupaxunenue 1. [Ipourute Tekct, oOpamasi BHUMAaHUE Ha BbIIEICHHBIE CJIOBA.

Company's History

ORANGE COMPUTERS is a multinational computer manufacturer based
in the US and Switzerland. The Head Office is in Switzerland, and there are of-
fices in the US, UK, Germany and Italy. It started in 1969 with a small factory in
Bern. The company produced small electronic components for the first two
years, but it moved into the computer market in 1974. Orange computes invested
a lot of money in research and soon became a market leader.

In the seventies the company developed several new computers, including
some very useful minicomputers. After the birth of the microcomputer in the
USA Orange Computers was one of the first European companies to develop a
micro for business use. They launched their first micro, the MC 126, in 1981 and
sold over 50,000 units.

In 1990 the company started manufacturing personal computers. In 1997 it
got the contract to build computer systems for the Space Program. Last year Or-
ange Computers introduced the RX 128 processor, and this year they are going
to launch a new range of Orange notebooks.

The Company's total sales exceed $5 bn The turnover in 2000 exceeded
$ 15 bn. Its profits reach $ 3 bn.

It works through five divisions: Research & Development, Production &
Engineering, Software, Administration & Central services, Sales & Marketing.

Ynpaxuenue 2. OTBEThTE Ha BOIPOCHI IO TEKCTY.

1. Where are the headquarters of Orange computers? 2. When did the com-
pany start? 3. What did the company produce then? 4. When did Orange Com-
puters move into computer market? 5. How did they manage to become a market
leader? 6. When did Orange Computers launch the MC 126? 7. When did Or-
ange Computers develop several successful minicomputers? 8. How many units
did they sell? 9. What did Orange computers begin to produce in 1990? 10. What
product did Orange Computers introduce last year? 11. What are they going to
launch this year? 12. Is the company economically profitable?

Ynpaxuenue 3. J{aiite pycckue SKBUBAJICHTHI.

To invest money in research, to move into the market, to become a market
leader, to be based in, for business use, multinational, to develop, to introduce,
unit, total sales, turnover, exceed, profit.

Ynpaxkuenue 4. Vcrions3yiiTe B MPEIJIOKEHUSAX CIEIYIONIME CIOBa. Mer-
ger, multinational, invested, protect, overseas, devices, locations.

1. Orange Computers is a computer manufacturer. 2. Antispy products
Ltd. can your company from industrial espionage. 3. They specialize in se-
curity . 4. After the of the two companies the Head Office was
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opened in London. 5. The company a lot of money in research and soon
became a market leader. 6. In 1997 Antispy products Ltd. has 150 branches in
132 . 7. How many subsidiaries have they got?

Ynpaxknenue 5. Haiiagute cioBa ¢ OJM3KUM 3HaueHUEM (CHHOHHMBI) U
C IPOTUBOMOJIOKHBIM (AHTOHUMBI).

To start, to buy, success, head office, to produce, to found, contest, branch,
to deal with, to establish, competition, failure, to manufacture, subsidiary, head-
quarters, to make, to be involved, to acquire.

synonyms opposites/ antonyms

Ynpaxnenue 6. Boimummre cioBa U BBIPAKEHHUS, KOTOPbIE HEOOXOAUMBI
114 paccka3a 00 UCTOPUM KOMITaHUU.

Yupaxuenue 7. [lepeBeaute Ha aHTITUIUCKUN S3BIK MPEIOKEHUS.

1. I'maBHass xkoHTOpa 3TOM (upmbel Haxoautcs B Jlonmone. 2. Kommanus
CHEUaIN3UPYyeTCs Ha KOCMETHKE U Map(roMepuu BBICOKOrO KadecTBa. 3. Mbl
cobupaemMcs 3allyCTUTh B MPOU3BOJACTBO HOBYIO MOJEJb COTOBOTO TeledoHa.
4. Ota ¢upMa 3aHMMAET JUJUPYIOIIEE MOJIOKEHHE HAa POCCUUCKOM pPBIHKE.
5. Ckopo MBI 3allyCTHM B TPOAAXKY HOBYIO MOjeNb aBToMoOWis. 6. Kommanus
3aHUMAETCSl MPOU3BOJCTBOM U PACHpPOCTPAHEHUEM OXpaHHBIX CUCTEM. /. UeMm
BbI 3aHnMaetech? 8. KTo oTBeuaeT 3a BhImyck HOBO#M mponaykiuu? 9. B kakoi
¢upme Bbl paboraere? 10. Buie-npe3usieHT KOOpAUHUPYET paboTy JOUEpPHUX
kommnanuii. 11. Korna sta gupma mycTtuT B mpoaaxxy HOBYHO moneis? 12. Bei
boutech TPOMBINUIEHHOTO InmuoHaxa? 13.Yro mpousBoauT Bama ¢dupma?
14. Ha yeMm crienianu3upyeTcsi 3Ta KOMITaHUs ?

PART 3. BUSINESS FIELDS

Ynpaxunenue 1. Vzyuure crieayromime 1MEeNOYKH OJHOKOPEHHBIX cioB. Ompe-
ACINUTC 4aCTb pCUYH U IICPCBCIUTC CJI0BA. HaﬁﬂHTe CpCar HUX Ha3BaHHUSA OCHOB-
HBIX 0o0OylacTel BeJeHUs OnM3Heca.

Produce — producer — production; manufacture — manufacturer — manufac-
turing; serve — server — servant — service; market — marketing; finance — finan-
cial; account (v, n) — accountant — accounting; process (n, v) — processor — (data)
processing; trade — trader — trading; transport — transportation; advertise — adver-
tising — advertisement; manage — manager — management.

Ynpaxuenue 2. O06cyauTe B rapax u JlaiiTe ONnpeaeieHus OCHOBHBIM c(e-
pam BeneHus OusHeca (U3 ynpaxkHenus 1).

Ynpaxnenue 3. CpaBHUTE OCHOBHBIE c(epbl BeleHHs OM3HECA C TOYKHU
3peHUs UX IKOJOTHIecKor OezonacHocTH. Kakne n3 HIX MOKHO Ha3BaTh Hanbo-
Jee sKosornvecku oe3omnacHeiMU (the greenest)?
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Yupaxkunenue 4. PoneBas urpa: 1) you are in charge of "The Success Sto-
ry", a popular TV show. Try to make a super programme with a famous busi-
nessman; 2) imagine yourself a businessman at a TV show who must speak
about his/ her company.

Yupa:xkuenue 5. CocTaBpTe pacckasz o JH000W yCTEIIHON KOMITAHWH, CIie-
UATU3UPYIOIIecs B cdepe IKOoJoruM (mepepaboTka Mycopa, UCHOIb30BaHUE
AThTEPHATUBHBIX MCTOYHUKOB DHEPTUU, MPOU3BOICTBO SKOJOTUUECKH YHCTHIX
IPOJIYKTOB | TIp.).

Ynpaxkuenue 6. [lepeBeuTe npeasioKeHUs.

1. Korma Oputa ocHOBaHa Bama KommaHusi? 2. Mbl coOupaemMcsi BIOKHTH
JICHBTY B HCCJIENOBAaHUS M pa3paboTKy HOBOM mponaykiuu 3. KTo pykoBoaut
3apyOexxHbpiM Quinagom? 4. UTo BbI 3HAETE O CIUSHUU ATUX KOMMAHUNA?
5. Korga sta ¢upma Bpila Ha peIHOK? 6. DTO yCTPOMCTBO MBI 3allyCTHIIU
B [IPOM3BOJICTBO B SHBape, a B (peBpasie myctuin ero B npogaxy. 7. C 1998 rona
MBI BKJIQJIbIBAEM MHOTO JIEHET B CyJ0CTpOEHHE. DTO OJHA U3 Haubosee ObICTPO
pazBuBarommxcs otpacieit. 8. S 3annmarocr 6ankoBckum aenom 20 ner. Ilocnen-
Hue 5 net s paboraro B LlIBeiiapckomM HallMOHANbHOM OaHKe.

PART 4. SPEAKING ABOUT THE COMPANY ORGANIZATION

Ynpaxuenue 1. Mzyuure cxemy 1 u npouyTute TEKCT, 0Opaiasi BHUMaHUE
Ha HE3HAKOMBIE CIIOBA.

Company Organisation

The Managing Director runs the company and is accountable to the Board
of Directors. The Finance Manager reports to the Managing Director. The Ac-
counts Manager is under the Finance Manager.

Ynpaxxkuenue 2. Pacckaxure 0 CTpyKType KOMIIAHUU, UCIIONb3Ys cxemy |
¥ MOJIEJIb MPEJIONKEeHNH B Borpocax (1-2).

1. Whom the following people report to?

Sales Mngr.; PR Officer; Advertising Mngr.; Training Mngr.; Planning
Mngr.; Marketing Mngr.; R&D Mngr.; Financial Controller; Personnel Mngr.;
Administration Mngr.; Production Manager; Finance Manager.

2. What are these people responsible for?

Chief Accountant recruitment

Personnel Manager new product development
Production Manager finance

R&D Manager publicity

Marketing Manager product launch

PR Officer market research
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Board of

directors
Managing
director
1 1 1 1
Admin-
Production Finance Marketing| | istration
Manager Manager Manager | | Manager
— —1 — —1

Planning| | R&D | |Accounts| |Financial| | Sales | [Personnel
Manager| [Manager| (Manager| (Controller| [Manager| | Manager

Advertising

Manager

PR Manager
Training
Manager

Cxema 1. Company Organization Chart

Ynpaxkuenue 3. Haiiqute pycckue >KBUBAJICHTHl aHTJIUHCKUM CIIOBAM M
CIIOBOCOYETAHUSIM.

1. Board of Directors. 2. Chairman. 3. Managing Director. 4. PR Officer.
5. Chief Accountant. 6. Sales Manager. 7. Sales Dpt. 8. Finance Dpt. 9. Acco-
unts/Accounting Dpt. 10. Advertising Dpt. 11. Training Dpt. 12. Planning Dpt.
13. Marketing Dpt. 14. R&D Dpt. 15. Administration Dpt. 16. Distribution Dpt.
17. Packing Dpt. 18. Production Dpt. 19. Purchasing Dpt. 20. Personnel Dpt./
Human Resources (HR).

A. Otnen wmapkerunra. B. Jlupextop-pacnopsautens. C. Kommepueckuit
mupektop. D. byxrantepus. E. [Tnanossiii otaen. F. Ilpencenarens. G. Corpyn-
HUK TI0 CBS3sIM C 0oOmecTBeHHOCThIO. H. 'maBHbIit Oyxrantep. |. Otaoen coObita,
koMMepueckuid otnen. J. Coser aupektopoB. K. Otnen uccienoBanuii U pa3Bu-
tus. L. ®unancoseiit otaen. M. Otaen pexnambl. N. OTaen o0ydeHust U moaro-
ToBKH KaapoB. O. Otaen cuaGxkenus. P. [IpousBoacteennsiii otaen. Q. Otaen
kaapoB. R. Otnmen ynakoBku ToBapa. S. OTAen aaMUHUCTPATUBHOTO YIIpaBIie-
Hus. T. Otnen pacnpocTpaHeHUs MPOAYKIUU.

Ynpa:xxkaenue 4. OTBETbTE Ha BOIPOCHI.

1. Who runs the company? 2. Who takes care of the company's finance?
3. Which department is responsible for advertising campaigns? 4. Which de-
partment manufactures the products? 5. Who looks after new product develop-
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ment? 6. Which department sells the products? 7. Which department sells the
products to the customers? 8. Who is in charge of recruitment? 9. Who is the
managing director accountable to? 10. Which department packs the products?

Ynpaxkaenue 5. BcraBbTe npejoru, rae He0OXoauMo.

1. Jim Filby looks UK sales promotion. 2. He is accountable  the MD.
3. The Marketing Manager is responsible  market research and reports___ the
MD. 4. The Assistant personnel Manager takes care___recruitment and training
and is accountable  the Personnel Manager. 5. Mr Norman is__ charge
new product development. 6. Our company specializes __ high-quality clothes.
7. What company do you work___ ?

YupaxsHenue 6. /{aiite aHrIMACKUE YKBUBAJICHTHI.

UccnenoBanue poiHKa, pa3paboTKa MPOAYKIIMU, IPOABHKEHUE TOBApa HA PhIH-
K€, PYKOBOJUTH, BO3TJIABIISTH, OTBEYATh 3a UTO-IM00, OTYUTHIBATHCS MEPE]] KEM-
100, MOTYUHATHCS KOMY-TH0O.

Yupaxuenue 7. [lepeBenure Ha aHTIIMINCKUN SA3BIK.

1. I paboraro B peKIaMHOM OTJEJE€ U OTBEYAI0 3a MPOJBUIKEHHE TOBapa
Ha phIHKE. 2. HavampHUK OT/ena TIaHUpOBAaHUS TIOAUMHACTCS HAYTBHUKY TTPOHU3-
BOJICTBEHHOTO oTAena. 3. Muctep bpaiit pykoBoaut otaenom cHabxkenus. 4. Kto
3aHUMAETCS UccienoBaHneM pbiHKa? 5. HauanbHUK OT/Iea KaapoB MOJUHHSIETCS
reHEPAIbHOMY JTUPEKTOPY. 6. DTa ¢upma BBIMYCKAET MEPCOHATBHBIE KOMITHIO-
Tepsl. 7. KTo oTBewaeT 3a cBs3u ¢ 00miecTBeHHOCTRIO? 8. OTen uccienoBanuii u
pa3BUTHS OTBEYaeT 3a pa3pabOTKy HOBoW mpoayknuu. 9. Habopom mepconHana
3aHumaetcsi ornen kaapos. 10. Kommepueckuii TUPEKTOp PYKOBOAUT OTACIOM
copiTa. 11. ['maBHBIN OyxrajiTep OTYMTHIBACTCS TMEpe] HadyadlbHUKOM (DUHAHCO-
BoTO oTnena. 12. Kakoi oTien 3ammyckaer B MPOU3BOICTBO HOBBIC MOACIN?

VYnpaxkuenue 8. IloarotoBpTe pacckas o0 OCHOBHBIX (PYHKIHSIX pabOT-
HUKOB Ballle KOMITaHUH.

PART 5. RESPONSIBLE TOURISM

Ynpaxxkaenue 1. [IpounTaiiTe U nepeBeIUTE TEKCT.

Safe Tourism

Responsible tourism is the same as sustainable and safe tourism. Sustaina-
ble tourism is a form of tourism combined with planned economic growth which
will not destroy the local environment or culture. Waikiki is a small island state,
a holiday area, on the south coast of Oahu Island in Hawaii. It is the world's fa-
mous tourist destination. Before developers created this beautiful beach, Waikiki
was a swamp. The hotels on Waikiki rose out of the same swamp

Most resource-poor island states trying to survive in the global economy
cannot neglect the economic opportunities tourism offers. Many have no alterna-
tive but to offer their natural beauty — and cheap labour costs — to attract the tour-
Ist industry.
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Following the rules for sustainable tourism could reduce the risks to the en-
vironment. The first rule is keep tourists in one place for as long as you can dur-
ing their visit to your island.

The second rule is that you do not need to displace existing destinations.
Despite its small area, the great majority of the five million tourists who visit
Hawaii every year do not stay outside this luxurious ghetto. It is difficult to find
a hotel outside this area. There are no plans to develop more hotels, outside of
Waikiki on the island of Oahu. The governor seems proud of the fact that he has
not approved a major tourist development since he took office.

Another rule is: take fewer tourists who will stay longer and spend more.
Infrastructural construction and maintenance costs rise along with visitors to an
island. Massive hotels had to be built to cope with the millions of tourists. The
bigger hotels were relying on package tours for half their occupancy rates.

What is wrong with big hotels? You can imagine the amount of water, en-
ergy, personnel and roads which have to be used for such large constructions —
paid for by local tax-payers. Building large hotels requires huge amounts of
money which are available only in metropolitan countries. The majority of reve-
nues from tourism are returned to tourists’ countries. Now Hawaii has started at-
tracting fewer tourists who stay longer. As a result, the resorts are smaller, less
costly and more pleasant places to visit. The most successful and expensive re-
sorts in Hawaii were the smaller ones which had neither television nor air-
conditioning. These resorts did have a cultural show, but it did not have profes-
sional entertainers but local people. That leads me to another rule: involve the
local community. Ensure your success is shared by them. Offer local farmers and
business people the first opportunity to provide your resort with food. Let the
community know of its own natural resources. If you do not improve the resorts
and hotels in there, your hotel business will result in failure.

YnpaxkHenue 2. BcTaBbTe ciioBa WM CIOBOCOYETaHHUS (IO COMEPNKAHUIO
TEKCTa U3 yrnpaxHeHus 1).

A. A developer should _in order to follow the rules of responsible tourism.
B. A developer should not ___if this person is in favour of sustainable tourism.

Ynpaxuenue 3. O6cyuTe BONPOCH C BaIllUM TAPTHEPOM.

1. What could be the negative impact of tourism on: a) historic sites? b) beaches
and coastline? ¢) countryside? d) wildlife? e) the local community’s culture?

2. What should be done to prevent these effects?

3. Do you agree that an overdeveloped tourist area could stop building large
hotels and only develop smaller ones? Why? Why not?

4. Do you disagree that hotels could use local people more often and invest
in the local community? Why? Why not?

Ynpaxxkuenue 4. [lepeckaxure TEKCT U3 ynpaxHeHuUs 1.

Ynpaknenue 5. CocTaBbTe CIMCOK PEKOMEHIAINM JIJIs1 KOMITAHUH, CTIeIUaIN-
3UpYIONUXCS B oOyiactu Typu3Ma. KoMy U3 4j€HOB KOMIIAHWUU BBl ajpecyeTe
CBOM PEKOMEHAAIN?
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UNIT 3. IN THE OFFICE
PART 1. OFFICE FURNITURE AND EQUIPMENT

Ynpaxunenue 1. [laiite pycckue skBuBanieHThl. COCTaBbTE MPEUIOKEHUSI.

Keyboard, webcam, speaker, central processing unit (CPU), white board, flash
card, desk, swivel chair, drawer, scissors, document holder, wastebasket, notepad,
highlighter, paper clip, correction fluid, scotch tape, post-it note pad, stationary,
equipment.

Yupaxuenue 2. Haliure onpeneneHust IpeaMeToB.

1. speaker a. a part of a desk that is shaped like a box and is designed
for putting things in

2. modem b. a board with buttons marked with letters or numbers that
are pressed to put information into a computer

3. drawer c. a hand-held device that lets you move a cursor and select
items on the screen

4. keyboard d. a basket used in offices as a holder for waste paper.

5. wastebasket e. a device that converts data so that it can travel over the
Internet

6. mouse f. a device used to produce voice output and play back music.

Yupaxkuenue 3. [Ipoutnre u nepeBeauTe TEKCT.

A Few Tips for Health and Safety Usage of a Computer

1. Take a swivel chair so you can change its height and angle. 2. Make sure
your feet rest firmly on the floor. 3. Make sure you have enough leg room under the
desk. 4. Put the monitor at eye level or just below. 5. Sit at arms’ length from the
monitor (40-80 cm). 6. Use a document holder, in line with the monitor, to reduce
unnecessary neck and eye movements between the document and the screen.
7. Position the keyboard at the same height as your elbows. 8. Take regular breaks
from the computer to avoid headaches and eye pain.

Ynpaxuenue 4. OTBEThTE Ha BOMPOCHI.

1. Why is it preferable to take a swivel chair? 2. What position should the
monitor occupy? 3. What distance should be between the monitor and the per-
son? 4. Why is it necessary to use a document holder? 5. Why should you take
regular breaks?

Ynpaxuenue 5. [Ipouture 1 nepeBeIUTe TEKCT.

Office Equipment

Most offices start with the basics: a telephone/ fax machine combination,
computer, printer and a copying machine. It is important that the computer suits
the user’s needs. Computers software is updated weekly so office workers can
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find all the latest information there. A laser printer is not only economical and
efficient but also very fast so it is ideal for large offices.

Very often it is possible for every employee in an office to have a telephone
extension at the desk. Office workers can make direct calls from their own
phones to anybody else in the office, through telephone switching systems.

Another important thing in the office is a document shredder. Big offices
generate lots of waste paper, and a shredder is particularly useful when there are
checks, bank statements or other confidential materials to be shredded.

Yupa:xknenue 6. OTBeTbTE Ha BOMPOCHI.

1. What are the basics — the main office equipment — for any office?
2. What are the functions and capabilities of internal communication systems?
3. Why is shredder regarded as important office equipment?

Ynpaxuenue 7. [lepeBenure Ha aHTIIUACKU S3bIK.

1. Y6enurech, 4To Ballld CTYITHU 3aHUMAIOT YCTOMYMBOE MOJIOKEHUE Ha TOITY.
2. YOenurech, 9TO Y Bac JOCTATOYHO MECTa JijIs HOT 1o ctojioM. 3. KommbroTep —
ATO YCTPOUCTBO, MpeoOpasyroiiee gaHubie. 4. Kilapuatypa — 3To maHesb ¢ KHOII-
KaMH, Ha KOTOPBIX OTMEUYEHbl OYKBbI W HHU(pPHI 5. Bo3bmuTe Bpariaromnieecs
KpPECJIO C PEryJlMpyeMbIMH BBICOTOM M yIJOM HakjJoHAa. 6. B marasune s xouy
IPUOOPECTH KOPPEKTUPYIONIYIO KUJIKOCTh, CKPENKH JJIsi OymMar, HOBbIE HOMXHU-
bl U ckoty. 7. KilaBuaTypa J0JDKHA pacroyiaratbCsi Ha TOM K€ BBICOTE, YTO U
nokTu. 8. JlazepHblil PUHTEP OBICTPO IMEYaTaeT JOKYMEHTHI, a TaKKe OH JKO-
HomuueH. 9. [Ipu momoiy BHyTpeHHEH Tene®OHHON JIMHUU COTPYAHUKUA MOTYT
HaIpsMYIO CBSI3aThCs APYT C IPYTOM 10 TenaedoHy.

Ynpaxnenue 8. 3aramaiite 3 mpeaMmera 1Mo JaHHOW Teme. Bamr maprtHep
JOJDKCH OTTalaThb 3TH IIPCAMCTEI, 3aaaBas HABOIAIIKUC BOIIPOCHI.

1. Is it made of plastic/leather/wood/ metal? 2. Is it sharp/tiny/easy to break/
soft? 3. Is it used for cutting/ sticking things together/ holding smth...? 4. Does it
have buttons/batteries/wires/ handles (pyuku)?

PART 2. ORIENTATION INSIDE AN OFFICE

Yupaxxkuenue 1. JlaiiTe aHMIUICKUE YKBUBAJIEHTHI.

Ha nepBom (Ha3zeMHOM) 3Taxke, mepes 4eM-JIn0o, 3a yIrjoM, B mpaBom/ie-
BOM KpbLJI€, UATH MPSMO, MIPSMO TMepe]l BAMH, BTOPO MOBOPOT HAIMPABO/ MEPBBIMA
MOBOPOT HAJIEBO, CIIYCKAUTECh/TIOJHUMANTECH 110 JIECCTHUIIE, C ThUILHOU (3aHE)
YacTH 37]aHus, Yepe3 IBEPb, CHAPYKU, MOBEPHYTH HAJIEBO/HAIIPABO, UJITU B 3TOM
HaIpaBJICHUH 10 JUdTa, MOAHATHCS HA JUPTE HA... ITAXK, CICAYIOIINM 32 CTOM-
KOM/BXOJIOM, BBI JIETKO €ro Haijere, BHHU3 (BHHM3Y)/BBepxX (BBEpXY), Hablle
0 KOPUAOPY, HAPOTUB JU(TA, B LICHTPE 3aj1a, 32 IEHTPATIbHOU KOJIOHHOM.

Yupaxuenue 2. [Ipoutute u mepeBenuTe CaeAyOMUe peueBbie (POPMYIIbI.
1. A: Excuse me, I'm looking for the personnel department. Do you know
where it is?
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B: I'm a stranger here myself, but I happen to know that it’s on the second
floor, in the left wing.

A: Thank you very much.

2. A: Excuse me, where is the store room?

B: It's on the ground floor. At the end of the corridor turn left, room 27.

A: Thanks a lot!

B: No problem!

3. A: Excuse me, what floor is the general manager's office on?

B: Go this way as far as the elevator. Take it to the third floor. His office is
next to the samples exhibition counter, on your right, you can't miss it.

A: Thank you!

B: Don’t mention it!

4. A: May | ask you to help me?

B: Sure. What can | do for you?

A: | can't find your marketing services. Are they upstairs or downstairs?

B: The marketing section is just on this floor, over there, down the corridor.
Rooms 304 and 305, next to the stationery store.

A: | am very grateful to you!

B: You are always welcome!

5. A: Where's the managing director's office?

B: Go upstairs and turn right. It's the second door on the right, opposite the
transport manager's office.

A: Thank you very much!

B: Not at all!

6. The mail room is next to the entrance, opposite the lift. And the infor-
mation desk is in the middle of the lobby, behind the central pillar, in front of the
public telephones. Our canteen with a small bar is round the corner, in the right
wing. To get to the guards’ rest facilities, you should go straight on, take the se-
cond right, then the first left.

7. As you know, there was a small fire in one of our show rooms yesterday,
so | want to make sure that you all know what to do if we have another one. In
rooms 1 to 10, you should go down staircase A, out of the back of the building
by door 2 and then wait in the car parking outside. If you are in any other room,
use staircase B. Go out of door 5 and assemble by the fountain.

Yupaxuenue 3. [lepeBeauTte Ha aHTTIMIACKAN SI3BIK CIICTYIOIINAE TTPEITIOKCHUSL.

1. OTaen kagpoB HAXOJIUTCSA HAa BTOPOM dTake B MpaBoM Kpeuie. 2. CTolka
nH(pOpMaIMK HAXOJIUTCS HA TIEPBOM 3Ta)Ke B IIEHTPE 3aja, 3a MEHTPATbHON KO-
7oHHOM. 3. Ecnu BBl MPOroJioAaiuch, CTOJIOBast — JAajbliie 1o kopuaopy. 4. Otaen
MapKeTHHTa Ha ATOM K€ JTa)xe Jajbllie M0 KOPUAOPY, PSAIOM C HEOOJIBITUM
Mara3uHoMm KaHiToBapoB. 5. aure B aTom Hampaienuu a0 jaudra. [logaumu-
TeCh Ha MATHIN 3Tax. 6. S )1y TeOs CHapYXH Tepel IeKOPATUBHBIM (DOHTAHOM.
7.— 51 He Mory HalTH KaOWHET riaBHOro Oyxrainrepa. — OH OpsiMO Tepe]T BaMu.
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8. [logHuMuTECH HaBepX M MOBEPHHUTE HaJeBO. Bam Hy)KHa TpeThsi ABEph Ha-
JIeBO, HANPOTUB KabuHeTa oduc-meHemkepa. 9. [Ipoctute, Bbl HE CKaxeTe, Kak
MHe J00paThcs 10 KaOuHeTa Bpada? Bpau npuHumaer B kabunere Homep 101.
CryctuTech Ha IEPBBIN 3TaX, MTOBEPHUTE HAIIPABO.

Ynpaxnenue 4. CocTaBpTe TUAJIOT C BalllUM MapTHEPOM.

1. This is your first working day. You need a cabinet of a Sales Manager.
Ask your colleague to orient you inside the building.

2. According to the safety rules you should contact the responsible for fire
safety, for showing you the evacuation plan and emergency exits in case of fire.

PART 3. GREEN OFFICE

Ynpaxuenue 1. [losropute conepxanue 6moka 1 «kECOLOGICAL PROB-
LEMS». CoctaBbTe CIIUCOK BelIel, KOTOPbIe HEOOXOIUMO CJIeNaTh, YTOObI padoTa
B ouce Obuta Ooyiee Oe30macHOM IS OKpYy’Karolied cpemsl (moOre environ-
mentally friendly) e. g. use less heating, air conditioning.

CpaBHHTE Balll CIIMCOK CO CITHCKOM IapTHepa, Ucoib3ys Bompockl: 1. Which
are the best ideas? 2. Which of these things does your company or university do?

Ynpa:xkaenue 2. Pemure, SBASIOTCS JHU CIEAYIONINE YTBEPKACHUS UCTHUH-
HBIMH, 0OOCHYHTE CBOE MHEHHUE.

1. Environmentally friendly offices have higher costs. 2. It's hard to make
an office environmentally friendly. 3. Environmentally friendly offices are more
efficient places to work.

Ynpaxuenue 3. [Ipoutute npuBeaeHHbINA TeKCT. COTTIACHBI JIX BB C yTBEP-
KIACHUSAMU, coJiep KamuMucs B Hem. [louemy?

Making the Office Greener

Due to the climate change, few business people can fail to realize the im-
portance of the environmental issues that now affect all parts of our day-to-day
lives. All businesses, no matter what size, can help to save resources. 1. In
practice, it only takes a few steps to achieve considerable environmental savings,
and these need not impact upon the effectiveness of the business.

If you take a look around your workplace, you are bound to have any num-
ber of computers and other equipment in use. Of course, computer equipment
consumes electricity. Most people will start up their computer in the morning
and only switch it off at night, leaving it on all day, often wasting power. 2___
Yes, it may take a while for the PC to boot up in the morning, but think of the
energy saved.

Modern operating systems have a feature so that if a PC is left idle for a
pre-determined time, it will automatically enter standby mode, switching off the
monitor and hard disk, effectively sending the-PC to sleep. 3___ The benefit of
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using standby mode is that the PC will restart a lot quicker than from ‘cold’, but
remember it will still be consuming some power.

Twenty years ago, computer vendors were foretelling the death of the print-
er as we entered the age of the paperless office. 4 . Accepting that printers
will be with us for the foreseeable future, there are some steps we can take to re-
duce the cost of printing.

Recycling printer cartridges is an obvious measure, as is using recycled pa-
per or maybe a paper of less thickness of weight. Double-sided printings is also a
great way of saving money, as is encouraging printing only when it is absolutely
necessary. 5 . If it is blank on one side and not confidential in nature then use
the blank side as note paper, so at least you are maximizing the use of the paper.

Most computers are under-utilized. 6 Unfortunately, the energy a com-
puter consumes is pretty much the same if it is busy or quiet, due to the fact that
it still needs cooling and the monitor still needs powering. To deal with this is-
sue, many companies are changing their working methods and asking staff to
share computers, so the fewer computers are used. This saves money, space
and energy.

anamnemle 4, HpOLITI/ITe IMPCATTOKCHUA 1 BCTABBTC UX B IIPOITYCKH B TCKCTC.

A. Their hard disks are often half empty, and their central processor is only
active for a small fraction of the working day. B. Once you have finished with
the documents, recycle the paper appropriately. C. A few minutes taken to set
this up on each PC can start to save money from day one. D. Get staff involved
in these measures, perhaps by holding a short brainstorming session one morn-
ing. E. Clearly this is not the case, as we simple humans are often better at inter-
preting data from a piece of paper than we are on a screen. F. An obvious solu-
tion would be to power it down when you go out for lunch and certainly when
you leave the office at night. G. In addition, by reducing waste, a business can
save money and establish itself as a socially responsible employer.

Yupaxuenue 5. Haiingure onpenencHus K cieayromuM cioBam: 1) issues,
2) impact upon, 3) idle, 4) foretelling, 5) foreseeable, 6) confidential, 7) maxi-
mizing, 8) appropriately.

A) can be known about or guessed before it happens; B) have an influence
on something; C) in a suitable or right way for a particular situation or occasion;
D) making something as big in amount, size or importance as possible; E) not in
operating or not being used; F) private and intended to be kept secret; G) stating
what is going to happen in the future; H) subjects or problems that people think
or talk about, or need to deal with.

Ynpaxuenue 6. B mapax moarotoBsTe mpe3eHTaIUH.

What is important when making a workplace environmentally friendly?
(Yon can mention: cost savings, efficiency, staff involvement and any other ide-
as you wish to.)
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YnpaxkHenue 7. B HeOonpux rpynnax OnUIIMTE CAEAYIOIINE ABa BOIPO-
ca: 1. Apart from being environmentally friendly, what else can a business do to
establish itself as being socially responsible? 2. Why is it important for compa-
nies to be socially responsible? Try to mention the following aspects:

— working conditions and treatment of employees;

— products and services;

— treatment of and relationship with customers;

— the company's place in the community;

— how the company spends its profits or invests money;

— ethical standards and honesty.
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UNIT 4. JOB HUNTING
PART 1. DESCRIBING YOUR QUALITIES

Ynpaxuenue 1. Jlaiite pycckue S5KBUBAJICHTHI K CJCIYIOITUM BBIPAKESHHUSIM.
CocTtaBbTe ¢ HUMU MMPCAJIOKCHUS.

School-leaving certificate; bachelor; master; a trainee student; gain (get,
obtain, earn) a degree; BS (Bachelor of Science); MS (Master of Science);
MA (Master of Arts); MBA (Master of Business Administration); attend high
(secondary) school for... years; participate in extracurricular activities; do re-
search in the field of; take courses in languages, typing; attend a course of basic
field of study.

Remember the difference:

to leave school — to graduate (from) college/ university;

take oral and written examinations — pass the examination;

major in one subject — minor in a closely related subject;

scholarship — 1) eymanumapnoe obpazosanue, unonrocuueckoe obpazosa-
Hue; 2) cmunenoust (6 yHU8epcumemax u HeKOmopwvix YACMHbIX WKOIAX).

Yunpaxkaenue 2. Pacckaxxute 0 cBOEM 00pa3oBaHUU, UCIOIB3Ys (passl
u3 ynpaxknenus 1. [Ipencrasbre ceds uepes 5, 10, 15 ner.

Ynpaxknenue 3. Pacckaxxute 00 00pa3oBaHUU CBOUX JApYy3el H/WIU Po-
UTENEH.

anamnemle 4, HpO‘{TI/ITe N 3alIOMHHUTC BBIPAKCHUA IJIA OIIMCAHMA OIIbITa
padoTHI.

I. My experience includes joint venture accounting, budget and forecasting.
2. 1 am an expert in software, my main role is to install and tailor computer pro-
grams applications to the specific needs of clients. 3. | was responsible for over-
all sales cycle of the company's financial and business management software.
4. I've gained a year's experience prior to finishing school. 5. Before taking up
my latest post, | worked as an accountant. 6. He has been appointed director gen-
eral of civil aviation in Honduras. 7. He joined the firm's Kyiv office as a senior
manager. 8. Before joining the company, he worked as an attorney at Toms &Co.
9. He has held this position since (year). 10. While studying he worked in the
property management department at Philips in the Netherlands, previously, he
was with the consulting firm, specializing in financial and economic analysis.
11. Other experience includes two years as Chief Economist for the Department
Transportation. 12. He succeeded the retiring managing director of the UK’s
Newcastle airport. 13. | have been with... (the name of the company) since...
(year) 14. In this role he was responsible for product development and marketing
strategy. 15. She is the author of several books and publications.

YnpaxHenue 5. Pacckaxxute 0 cBoeM MOCITy:KHOM crircke (your employ-
ment history), pacckaxkute 0 BpeMEeHH, KOT1a BBl HE OBUTH TPYI0YCTPOEHBI (gaps
between the jobs), npeacraBpTe cutyaruio yepes 10 aeT.
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Ynpaxnenue 6. Pacckaxxure o BamieMm ombITe paObOTHl Ha ceromHs (your
present-day working experience), a Takxe 00 oOIbITe padOTHI BaIIMX POJAUTEICH
VI IPY3EH.

Ynpaxxkaenue /. JlaliTe aHTTMHCKIE YKBUBAJICHTHI.

ATTectaT 0 cpemHeM O00pa3OBaHWM, OKOHUYUTH (Gvlcuiee yueOHOe 3asede-
Hue); OKOH4YUTh (wikony), OakadaBp; MAarucTp; MOIYYHUTh JUIUIOM/CTENCHB; Oa-
KanaBp (ecmecmeennbix) HAyK; MarucTp SKOHOMUKH YIIPABIICHUS; IPUMEHEHHE;
HOJYYHTD OIIBIT; HAKaHYHE, J10; IPUHSTH/3aHITh MOCT; CMEHUTh KOT0-1100, OBITH
MPEEMHUKOM; BBIXOJMTh Ha MICHCHUIO; (npedicHue) TOCTUKEHUS, YCIIEXU; TPEJIbI-
YUK OTBIT PabOThI; MOCITY>KHOM CHHCOK/CITUCOK 3aHUMAEMbIX paHee JOKHOC-
Teil; 3aBepeHHBII SK3EMIUISP; TPYA0Bask KHIKKA; TPOIYCK.

PART 2. PROFESSIONAL SKILLS

anamnemle 1. HpO‘{THTe TCKCT N COCTAaBbTC CITMCOK HpO(l)CCCI/IOHEUII)HBIX
HAaBBIKOB.

Describing Professional Skills

Many skills are transferable: they can be transferred from one field to an-
other. Such skills could include selling, writing and editing, speaking, organiz-
ing, supervising, managing, raising money, computer knowledge. Here follows
the recommended list of skills descriptions which can be relevant for a great
number of positions.

— Organizational and administrative skills.

— Proven business management skills.

— Excellent interpersonal, negotiating and persuasive abilities/ skills.

— Developed presentational skills both in writing and orally.

— Strong leadership skills.

— Ability to plan, manage, prioritize and complete assigned tasks.

— Knowledge of correspondence, file and records management.

— PC working experience: ... (names of software programs).

— Knowledge of hardware & software market.

— Computer literacy and good typing skills.

— Fluency in English, near-fluency in French.

— Excellent command of both written and spoken English.

— Conversational English (not fluent).

— Competent in French and English.

— Ability to translate written documentation into English and provide inter-
pretation.

— Ability to prepare,_type, copy and distribute documents, business letters
and faxes, review correspondence for correctness.

— Ability to schedule meetings, make appointments, make local and interna-
tional travel arrangement.
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— Ability to maintain and periodically update division’s working files.
— Driving licence.

Yupaxuenue 2. OTBEThTE Ha BOIPOCHI.

1. What skilles are known as transferable? 2. What phrases can be used to
speak about languages knowledge? 3. What words and word combinations char-
acterize a person good for a manager's position? 4. Which from the recommend-
ed phrases can be relevant in describing your own skills and knowledge?

Ynpaxkaenue 3. JlaliTe aHMIMHCKIE YKBUBAJICHTHI.

HaBblku ¥ yMeHHs, KOTOpbIe MOTYT OBITb HCIOJIb30BaHbl B HECKOJIBKUX
oOmactsix; 001acTh; MOATBEpKICHHBIE (00OKyMenmanbHO) HABBIKH, KBaTH(HKa-
I[Us; HaBBIKK OOILEHUS; HABBIKM YOEXKICHHs; CIIOCOOHOCTb, YMEHHUE; YMEHHUE
MPOBOJIUTH MPE3CHTAIINIO, MIPEACTABISITE (Mamepuanvl, npoOyKyuio); HABBIKH PYy-
KOBOJUTEJS; ONPEIEIATh IPUOPUTETHI, IEPBOCTENIEHHYIO OUE€PEAHOCTD; IPAKTHU -
yeckuii onbIT pabotel ¢ [IK (nepconanvuviv rxommnviomepom); TPaMOTHOCTH;
HaBBIKM [I€YaTaHUS; BIAJICHUE SA3BIKOM; CBOOOJHO TOBOPUTH IO-aHIJIMICKU;
3HAIOIINUM SI3BIK, BJIAJICIOIIUHN S3BIKOM; MIEPEBO/L (YCMHbLLL).

PART 3. YOUR PERSONAL CHARACTERISTICS. SALARY

Ynpaxuenue 1. 3yunTe ciiCOK JIMYHOCTHBIX XapaKTepuCTUK. Mcrnomnb3ys
MOJ€EJb, O0BICHUTE UX.

He is a self-motivated person, he always acts by himself and has his own
motivation and objectives in work.

Efficient (in work); sociable;

active; with good communicative skills;
energetic; intelligent;

decisive; bright individuality;

hardworking (hard worker); be of good character;

independent ; be of good health;

trustworthy (in every way); outgoing (personality);

reliable; with concern for others;

responsible; have clear, accurate speech;

creative (type, personality); ability to get on well with people;
innovative; understanding;

businesslike; patient;

enthusiastic; imaginative;

with an interest for science; friendly to people irrespective of
have research potential; their nationality and ages;

create a positive atmosphere at work; sympathetic and understanding per-
good mixer,; sonality.

Yupaxnenue 2. OnumuTe CBOU CHIIbHBIC CTOPOHBI (Strengths) u cuibHbIC
CTOPOHBI CBOETO JIpyTa.
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Ynpaxnenue 3. Ckaxnure, Kakue KauyecTBa HEOOXOMUMBI TSI CIETYFOIINX
JIOJLKHOCTEH M moueMy: Secretary, receptionist, sales manager, advertising man-
ager, managing director of the company possess.

Ynpaxxkuenue 4. [lepeBeute Ha aHTIIMHCKUM.

JIEUCTBYIOIINN CAMOCTOATENBHO, UMEIOIIANA CBOKO MOTHUBUPOBKY, LIENb B TPY-
JIOBOH JESITEIHHOCTH; KBATH(PUIIMPOBAHHBIN, TOATOTOBICHHBIN; SHEPTHYHBI; pa3-
HOCTOPOHHMIA; HACTOWYMBBIM, HATIOPUCTBHIN; TPYAOIIOOMBBIN; MPUIICKHBIN, ycep-
HBII, CTapaTeNbHBII; KOTOPOMY MOXHO (60 6cem) MOBEpSITh, TBOpUeckuid (mun,
JIUYHOCMDB); C HOBATOPCKUM MBIIUICHHEM; OOIIUTENBHBIN YEIOBEK; IPYKECKH
HACTPOCHHBIN (nposeisarowull Opyceckoe pacnonodcerue) K IOASM HE3aBH-
CUMO OT UX HAllMOHAJIBHOCTH M BO3pPACTa; CIIOCOOHOCTh JIAAWTh C JIIOJbMHU U
3aBOEBBIBATh UX JOBEPUE; YMHBIN.

anamnemle 5. I/ISY‘{I/ITG OCHOBHBIC BBIPAKCHHA, OTHOCAIOIUCCA K OIIHCa-
HUIO 3apa00THOM IJIAThl U MOJENIH MPEAJIOKEHUH.

1. The term 'salary’ means ‘fixed regular pay each month for a job, especial-
ly a job done by a senior member of staff'. 2. 'Wages' denotes 'payment for la-
bour or services, usually paid every day or every week, and often based on the
number of hours worked'. 3. 'Remuneration’ is used to denote '‘payment for work
done or trouble taken. 4. 1t’s a well-paid job. 5. He is underpaid. 6. He earns /
gets / makes ... dollars a week. 7. Can | ask questions referring to the salary?
8. Can | ask what my starting salary will be? 9. You'll be paid on the computer
programmer scale. 10. Salaries will reflect the importance of the positions.
11. We offer a salary commensurate with experience. 12. The salary will be ne-
gotiable/ by agreement, depending on qualifications and experience.

Ynpaxuenue 6. OObSICHUTE, YTO O3HAYAIOT CIICTYIONIUE CIOBA M CIIOBO-
COUYCTaHUA.

a reward, cash award (bonus, premium), commensurate with experience, a
minimum gross salary, net salary (take home pay, with all the deductions made),
a regular pay, yearly salary, overtime pay, be based on hourly rate, pay-day, pa
(per annum).

Ynpa:xxkaenue 7. [IpoBeprre cebs. [laliTe aHrIuiicKue YKBUBAJICHTHI.

1. llkana 3apabOTHOM MJIaThl B 3TOM IOy ObLIa MOHWKEHA, TIOATOMY «I'PsI3-
Has»» 3apruiata OyAeT COCTaBJIATh HE OoJjiee... pyOsei. 2. 3apruiata Ciryarmx
O0OBIYHO HAa3HAYAETCs MO pe3ysibTataM codeceoBanus. 3. CBepXypouHas orJiata
OOBIYHO JTOCTUTAET CYMMBI B... IOJUIapoB. 4. B 1eHb BHITUIATHI 3apIijiaThl 1 OOHA-
PYXWII, 4TO MHE He aorutaunBaroT 20 % OT CyMMBI YHCTOM 3apIuiaThl. S. Y MOEro
Apyra ecTb CIOCOOHOCTH XOPOILIO JIAJANUTh C JIOAbMH, U OH OYEHb OHUMAIOIIUI
yesoBek. 6. Bce MbI MeuTaeM 0 MEHeIKepe, KOTOPBIM Obl 3a00TUJICS O IPYTUX U
oOnagan XopommuM xapakTepoM. /. PAOOTHHKY HaIllero MHCTUTYTa HEOOXOIUMO
o0jamaTh WHTEPECOM K HAyYHBIM HCCIEIOBAaHUSIM M HCCIEAOBATEIHCKUM
MOTEHIIMAIOM, a TaK)K€ HOBATOPCKUM MBIIIIICHHEM.
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PART 4. JOB DESCRIPTION AND RESPONSIBILITIES

Yupa:xkuenue 1. [Tosropure temy COMPANY ORGANISATION u oTBeThTE
Ha BOIIPOCHI.

1. What are the main spheres of activities of the company people? 2. What
knowledge and skills should a person applying for a position of an office manag-
er/ a personnel officer have to be taken on the staff? 3. What does the company
routine work consist of? 4. What are the duties of an efficient secretary?

anamnemle 2. CKa}KI/ITe, KTO U3 YJICHOB KOMIIAHWH BBIIIOJHACT CICAYIO-
npe 00s3aHHOCTH (MCIONIB3YHTEe MoJienn: The secretary is responsible for... The
receptionist handles... the system administrator keeps... The marketing manager
handles/works/does...):

doing all the paperwork; filing; answering the phone and phoning; making
appointments and fixing the meetings; interacting with potential clients; studying
the market situation; recruiting staff; promoting company’s products; arranging
credits and borrowings; keeping the diary (for making appointments for the
boss); screening callers to the office; building payrolls; holding negotiations;
finding clients and partners; settling the problems with local officials.

Ynpaxkuenue 3. Haiinute pycckue 3KBHUBAJICHTHI K CJIEAYIONINM BBIpa-
KCHUSIM.

to join the company; to be taken on the staff; to work for the company; to be
with the company; to hold position; to be appointed senior manager; to be re-
sponsible for (planning, project management, etc.); his responsibilities include;
economist trainee.

Ynpaxuenue 4. OOcyaure co CBOMM MMapTHEPOM, KaKOro THIa paboTy Bbl
XOTeU Obl OJIYYUTh 0 OKOHYAHUH 00yUYeHUs/ MOXKETE TOJIyYUTh ceituac?

PART 5. READING JOB ADS

Ynpaxnenne 1. Halimute nanOoyiee MHTEpECHBIC ISl BaC OOBSIBICHUS O
npueMe Ha paboTy (Ha PYCCKOM WJIM aHTJIMICKOM si3bIke). OTBETHTE HAa BOTIPOCHI.

1. What are the working conditions of the job? 2. What will the employee
be responsible for? 3. What time does the employer want you to apply for the
job? 4. What are the advantages of the working conditions? 5. What special ser-
vices will be offered for the employees? 6. What are the necessary qualities for
the applicants? 7. What qualifications should an applicant possess?

Ynpaxuenue 2. [I[pouture TEKCT U BBIACHUTE, KAKUM 00pa30M MOXKHO TO-
JYYUTh OMTUCAHUE CBOUX JIOJDKHOCTHBIX 00SI3aHHOCTEH.

Job Prospects

It is important to know how to ask for information about the job content,
your responsibilities and the job prospects in your career to understand the or-
ganizational culture and the philosophy of the company. The following questions
will be helpful for the applicant/ candidate while passing through the interview:
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1. What is much of my future work concerned with? 2. What sort of job is it?
3. What sort of work am | supposed to do? 4. What is the day-to-day routine like?
5. What are the biggest problems? 6. What will (shall) I be in charge of/be respon-
sible for? (What will my responsibilities include?) 7. Can | have my future job de-
scription? 8. I'd like to indicate my job objective. 9. Can | be on probation for a
time first? 10. Where is the job based? 11. Is overtime available/desirable? 12. Are
business trips available? (Shall | travel much?) 13. Is this post suitable for full
time or part time? 14. Will | have any opportunities for personal development?

Yupaxuenue 3. PoneBas urpa: BeIOepUTE OJIHY U3 JABYX poiieit. 1) Imagine
you want to obtain the job and ask about it one of the officials of the company.
2)Your friend is that official and he gives you a full job description.

Ynpaxxkuenue 4. [Ipoepbre ceOs. [laliTe aHTIMICKHAE SKBUBAJICHTHI Clie-
NYIOLIUX BBIPAKEHUU:

3aBeJICHHBIN MOPSAIO0K, OOBIYHBIN (pabouuil) peKUM, YCTAHOBUBIIIASCS MPAK-
THKa; ONMcaHue (DyHKIIMOHATIBHBIX 00S3aHHOCTEH; xKemaemas pabota (vem xomume
3aHUMAMbCSL); UCTIBITAHUE, UCTIBITATEIILHBIN CPOK; pa3MeInaThesi, 0a3upoBaThCs
(o ¢upme); cBepxypouHasi paboTa; AOCTYIMHBIN, UMEIOIIUNCSA B PacCHOPSIKEHUH;
HOJHBIN (pabouuil) NeHb; HETIOJHBINA (paboyuil) NCHb.

Yupaxuenue 5. [lepeBeure Ha aHTIHICKUH S3bBIK.

1. Ota pabota TpeOyeT BbICOKOW KBanmupukaruu. 2. XOpouuil MEeHeIKED
JOJHKEH 3HATh BCE BOMPOCHI, C KOTOPHIMH €My MPUXOAUTCS UMETh JIET0, YTOOBI
NpUHUMATH pernerust d3¢pdexkTuBHO. 3. [lonoxkuTenpHbIC INYHBIE KauecTBa HEOO-
XOJMMBI, TIOCKOJIbKY BBI Oy/ieTe B3aUMOACHCTBOBATH C HAIIMMHU KIUEHTAMH U
JOJKHBI YMETh YO€IUTh UX COTPYAHMYATh ¢ Hamed ¢pupmoil. 4. Hansate mrart
COTPYJHHUKOB — HE MpOCTas 3a/1a4a JiyIsl pyKOBOAUTENS. D. S, Kak nMpaBuio, UMEK0
JIeNI0 ¢ TulaTekaMu OT moTrpedurteneid. 6. Bel Oynere 3aHATH MoaepKaHUEM
eXeTHeBHOM paboThl oduca. 7. Bbl OyzeTe oTBeuaTh Ha TeIe(POHHBIC 3BOHKH.
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UNIT 5. OFFICIAL COMMUNICATIONS
PART 1. TELEPHONE ENGLISH

ITosropute Temy ‘TELEPHONE ENGLISH’ mo yuyebHoMy mocoOuro:
«Aunrnuiickuii  s3pik. BBommbiii  kype» (H. H. Hukudopora, M. B. fnenko,
A. b. Komuccapos. CII6I'YT, 2013).

Ynpaxkuenue 1. JafiTe pycCkue S5KBUBaJICHTHI.

1. 1 would like to make an appointment with Mr. Smith. 2. If it is urgent, |
can fix another date. 3. Can we meet early next week? 4. Does 8 p.m. suit you?
5.1 am calling to confirm your appointment with Mr. Blake for the next Friday.
6. He asked me to get in touch with you and fix another date. 7. Unfortunately, |
am busy tomorrow. Could we settle the matter on the phone? 8. You should send
confirmation of the appointment. 9. Can | make an appointment with Mr. Shell?
— Just a moment, | will check his appointment book. 10. Don't talk so fast,
please. 11. Can you speak a bit louder/ speak up? | can’t hear you.

Yunpaxxkuenue 2. [Ipourute u nepeBeauTe CIEAYIONUE TUATIOTH:

1. A: 5557375

B: John Blake here. Could | speak to Mr. Brown, please?

A: He is busy at the moment. Can | ask you about the purpose of your call?

B: Yes, certainly. I'd like to make an appointment with him. We are to dis-
cuss our future contract.

A: Just a moment, Mr. Blake, I'll get his schedule. Are you there?

B: Yes, | am.

A: When would you like to come, Mr. Brown?

B: The day after tomorrow, if it is possible.

A: Unfortunately, he is busy from 9 to 12 in the morning. How about the af-
ternoon time?

B: That suits me.

A: All right, I'll tell him you have called and made an appointment.

B: Thank you very much. I am looking forward my meeting with
Mr. Brown.

2. A: 07535625

B: Jane Ross here. Could | speak to John Smith, please?

A: Speaking.

B: Oh, it's you, John. | didn't recognize you.

A: Oh, hello, Jane. Glad to hear you. What's the problem?

B: You know John, unfortunately, I won't be able to keep the appointment
we made 2 days ago.

A: That was to be on Monday, wasn't it?

B: Yes, that's right. You know, we didn't finish discussing the terms of de-
livery with our British partner, so, | won't be able to coordinate your part of the
contract with you.
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A: When do you hope to finish discussing the matter?

B: I think it will be on Tuesday. So, if Wednesday suits you, we can meet
on Wednesday, at 4 p.m.

A: Just a moment, I’ll check my appointment book. Oh, that’s convenient
for me.

B: Glad to hear that. | am looking forward to meeting you on Wednesday, at
4 p. m. Byel

Ynpaxknenue 3. Haiiqute otetsl (A—C) Ha passr (1-5).

1. I think I’ve got the wrong number. Sorry to have bothered you. 2. Don’t
forget to give me a ring on Friday. 3. Nice talking to you. 4. Don’t worry. I’ll
give her your message. 5. What extension, please?

A. Nice talking to you too. B. Thank you. C.I think it’s twenty-three.
D. That’s OK. No problem. E. That’s right. Looking forward to it.

Ynpa:kuenue 4. [lepeBenure Ha aHTTMUCKUN S3bIK CIIEAYIOUTUE MTPETIOKCHUS.

1. 51 xoten Obl Ha3HAYUTH BCTpedy ¢ AnmaszoBoil. 2. CekyHay. Sl mOCMOTpIO
ee pacnucanue. 3. Bel He Morimm Obl MeHs coeauHuTh ¢ Komaposeim? 4. OH
ceityac 3aHsT. 5. He 3a0yapTe mo3BOHUTH MHE B cpeny. 6. Bol Moriu Ob1 IPUHSTH
coobmienune? 7. OcraBaiiTech Ha JIMHUU, MOXanyhcra. 8. Sl MO3BOHIO MO3XKE.
9. lo6aBounslif, moxkanyiicta. 10. Mue kaxercs, st ommbest Homepom. 11. Ilpoctu-
Te 3a OecrokoicTBO. 12. S Bac miI0X0 CIBIIIy, TOBOPUTE, MOXKAIYIHCTa, TPOMYE.
13. Cpena moaxoauT MHE aiisg BCTpeuu. 14. Sl ¢ HerepneHUEM KIy BCTpEUH
C BaMH B ITIOHEEIbHUK.

Yupaxuenue 5. O6cyauTe BOIpOCkl B Mapax.

1. Who did you call last? (Think of the last three calls that you made)
2. Why did you call her/ him? (To give some news/ ask a question). 3. What is
your mobile number? 4. What is a good time to call you? 5. How will you react
to the fact that you don’t hear the other person? 6. How will you react to the fact
that the other person speaks too quickly? 7. How will you react to the fact that
you can’t understand the other person’s English? 8. How will you react to the
fact that you ring the wrong number? 9. Do you always answer your phone?
10. Do you stop a conversation to answer the phone? 11. When you are busy and
can’t answer the phone what will you choose: switch on your voicemail; ask to
call back later; ask someone else to answer and take a message; give people
times when you are free to answer calls; ignore the phone?

Ynpaxnenue 6. CoctaBpTe TUAJIOT C BalllUM MapTHEPOM.

1. You are the salesman representing the new environmentally friendly
water filter, who wants to make an appointment by phone with the director of a
wood processing plant.

2. You are the office manager of a wood processing plant. Your em-
ployer has asked you to make an appointment with the director of the pulp
and paper plant.
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PART 2. BUSINESS CORRESPONDENCE

Ynpaxuenue 1. [Ipountaiite u nepeseaute pestome. OOpaTuTe BHUMaHUE
Ha a00peBuatypsl (BA = the abbreviation for ‘Bachelor of Arts’ (a first universi-
ty degree in an arts subject). PGCE = ‘Postgraduate Certificate in Education’ (a
British teaching qualification taken by people who have a university degree).
GCSE = ‘General Certificate of Secondary Education’ (a British exam taken by
students in England and Wales and some other countries, usually around the age
of 16. GCSE can be taken in any of a range of subjects). A levels = (also ad-
vanced level) British exam taken in a particular subject, usually in the final year
of school at the age of 18.IlompoGuee cm. British undergraduate degree
classification // http://en.wikipedia.org/ wiki/ British_ undergraduate  degree
classification).

Curriculum Vitae

Julie Coombs

14 Seneca Road

Chertsey

Surrey

KT21 6EA

Telephone: 01932 520034

E-mail: julie_coombs@yahoo.co.uk
44 years old

British

Date of Birth: 24 November 1970 Marital status: single

Profile: A conscientious, hard-working individual, who enjoys working
with children, has great organizational ability and is very adaptable.

Education:

1989-1993 Bristol University

1982-1989 St.Peter's School, Walton
1975-1981 Hogarth Primary School Walton

Qualifications:

1993 PGCE (Teaching Certificate)
1992 BA (Hon 2.1) English

1989 3 Alevels

1987 9 GCSEs

Career history:
1993-present Teacher at Prior Court School, Weybridge
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1982-1983 Internship at the St.Peter's School, Walton

Skills and development: In charge of school library for three months;
implemented routine checks of the library and entered data into a database to
produce the daily reports; developed organizational skills and patience. Helped
direct two school plays and took a number of rehearsals. Worked with
disadvantaged children. Helped to set and organize junior examinations.

Computer skills: MS Office.

Languages: English, French, Spanish, some German.
Leisure interests: Reading, listening to music, playing tennis.

References:
Available on request.

Yupaxnenue 2. OTBETbTE Ha BOIIPOCHI, UCTIONB3Ys HHPOPMAIIHIO U3 PE3FOME.

1. How does she describe her qualifications in English? 2. Where has she
worked? 3. What professional skills does she have? 4. What has she learnt at her
current job? 5. What makes a good CV? 6. How long should it be? 7. What
should it contain?

anamnemle 3. CKEDKI/ITG, BCPHLBIC UK HCT 3TH IIPCATTOKCHUA.

1. A CV should be no longer than two pages. 2. You should always include
a photograph. 3. You put the most recent experience first. 4. You should write in
full sentences. 5. An employer is not interested in your hobbies and interests.
6. You should adapt your CV to the job description. 7. You should use good
quality stationery. 8. You should make sure there are no grammar and spelling
mistakes.

Ynpaxnenue 4. Pacckaxute o BamieM onbiTe. Mcrons3yiiTe cieayromme
IJ1aroJibl AeUCTBUS.

achieve, co-ordinate, create, develop, direct, establish, implement, intro-
duce, manage, organize, plan, research, set up, supervise.

Yunpaxkaenue 5. CocTaBbTe CBOE pE3IOME.

Ynpaxuenue 6. O6cyuTe BONPOCH C BalllUM TAPTHEPOM.

1. Does your CV look good? 2. Does it list experience starting from the
present? 3. Is it too long / too short? 4. Is the contact information clear? 5. Does
it provide a good basis for an interview?

Yupa:xkuenue /. [IpounTaiiTe u nepecKaxuTe TEKCT.

Structure of Business Letters

Business letters generally have four parts.
1) Opening: tell how you heard about the reader. For example, in the May
23, New York Times, | read an article about your agency.
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2) Purpose: tell why you are writing to the reader. For example, I am
applying for the position of Manager.

3) Action: tell what you want. For example, |1 would be grateful if you could
consider me a candidate for this job, or I am available for an interview at any time.

4) Polite expressions: be positive. You can thank the reader, if appropriate.
You can also invite the reader to contact you for further information. For
example, ‘if you have any questions, please do not hesitate to contact me’, or ‘I
look forward to hearing from you soon’.

Yupa:xxknenue 8. OTBeTbTE Ha BOMPOCHI.
1. What should business letters include? 2. Can you give examples of each part?

Yupaxnenue 9. CkaxuTe, BEpHBI JIU CIAEAYIOIIMNE PEITI0KEHUS.

1. Always accompany your CV with a short cover letter. 2. Type your letter
of application. 3. Use interesting coloured paper. 4. Write at least two pages.
5. Repeat what is already on your CV. 6. Point out professional skills that you
have acquired. 7. Emphasize how you believe you meet the employer's needs.
8. Tell the employer that you will call in to discuss your application.

Ynpaxuenue 10. BcraBbre npomnyiieHHblie ciioBa. Mcnonb3yiiTe ciioBoco-
gyeranus: | am confident; | am writing with reference to; | am available; Please
find enclosed; | look forward to hearing; | have experience of.

Cover Letter

Michel Blanc

5 rue de la Liberation
76000 Rouen, France
michael_blanc@yahoo.fr

6 August 2014

The Human Resources Officer
Global Tours

80 Campbell Street

London WC29AN

Dear Sir or Madam,

1) _ the position of Night Auditor as advertised in The Guardian of 11
January.

2) __ acopy of my CV outlining my background and qualifications for
your consideration. As an Assistant Manager of a three-star hotel 3)
managing staff and dealing with guests.

| also have practical experience of increasing room occupancy and
producing financial statistics. If given the opportunity 4) _ that | could make a
valuable contribution to the running of the hotel.
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5)  for interview at a time and place of your convenience. | can be
reached at the above postal and email addresses or on 0033 1 5543 7574, |
appreciate your time and consideration and 6) __ from you soon.

Yours faithfully,

Michel Blanc

(Signature)

Enclosures: CV and photograph

Ynpaxuenue 11. [IpounTaiite n nepeseauTe 0ObSIBICHUE O IPUEME Ha pa-
ooty ‘Ecologist’.

The Ecologist

If you are interested in the natural world, the environment, ecosystems, and
you have a scientific mind, then you are well suited for a career as an ecologist in
our company. The person appointed will be the first point of contact for clients
and suppliers. In this full-time position you will be part of a friendly and
dynamic team, responsible for handling all enquiries efficiently. Reply to
Mrs. White, Manager, The Natural Project, 104 Locksbrook Road, Bristol 2FG
3CV England.

Yupa:xkaenue 12. [TocraBpTe NMpeanokeHus B MPaBUILHOM MOPSJIKE.

Cover letter

1. | have a very pleasant, outgoing personality and am used to dealing with
people of all ages and levels.

2. | look forward to hearing from you.

3. 1 would like to apply for the position of Ecologist, as advertised in the
Guardian on 12 May.

4. Re: The Ecologist vacancy

5. Taylor (Miss)

6. Dear Mrs White,

7. Enc. CV

8. I am twenty-four years old and am about to finish a course in Ecological
Science. Earlier this year | worked for three months as a retail assistant in a
family company. Your vacancy is of particular interest to me as my duties
involved dealing with enquiries, working in a team and helping preserve the en-
vironment and protect endangered species.

9. I enclose a copy of my current CV for your information. Please contact
me should you require any further details.

10. Yours sincerely.

Yupaxuenune 13. Choose one of the advertisements from The Times and
apply for the position you wish.
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PART 3. INTERVIEW

Yupaxkuenue 1. [IpounTaiite ninm npociymanTe IpuMep HHTEPBLIO.

Interview

Interviewer: Good morning, Miss..., could | have you name?

Candidate: Miss Evans.

Interviewer: So, Miss Evans, | gather you'd like to join our company.

Candidate: Yes, | would.

Interviewer: I'm happy to hear this. Your CV seems pretty well. But,
perhaps you could tell me a little bit more about yourself.

Candidate: Oh yes, right. Well, I finished school then worked for two years
with Johnson & Johnson, you might know them, they're an engineering firm.
After that | moved on to my present company, that's Gabriel Marketing. I've
been with them for three years now, first working with the Marketing Director
and now I'm with the Sales Director.

Interviewer: Now, could you explain why do you want to leave your
present employers?

Candidate: Well, at the moment most of my duties is rather routine
secretarial-type work and | would like to move to a job that gives me more
opportunity. Doing a job of a Branch Manager | can use my initiative. Also
traveling will let me use my language skills. I mean French and German.

Interviewer: That's all very interesting, Miss Evans. I'd like to know, what is it
specifically about our company, | mean Anglo-European Ltd., that attracted you?

Candidate: Well, I know the reputation of Anglo-European and it is very
good, it has branches in many countries. And | feel that | would have more scope
and opportunity in your company and that the work will be more challenging for
me. | hope | might be able to travel and use my languages.

Interviewer: Very good, that might be very useful. Thank you very much
for coming to see me and we'll be in touch with you before the end of the week.

Candidate: Good. Well, thank you for seeing me.

Interviewer: Good-bye.

Candidate: Good-bye.

Ynpaxxkuenue 2. OTBETbTE Ha BOIPOCHI.

1. Who are talking? 2. What company does the candidate want to join?
3. What position does the candidate apply for? 4. Why does the candidate want
to leave her present job? 5. What opportunities attract the candidate in the job?

Yupa:xkaenue 3. Haiiqute pycckue S5KBUBAJICHTHI aHTITHHUCKUX BBIPAYKEHUI.

1. job opportunities. 2. job interview. 3. to offer someone a job. 4. to take a
job. 5. to leave a job. 6. job satisfaction. 7. to apply for a job. 8. to do a job. 9. to
lose a job. 10. CV (curriculum vitae).

a. TepaTh paboTy, b. mpemnmaratb Komy-iu0o paboTy, €. BBIIOJHSTH
paboty, d. mogaBaTh 3asBJICHHE O IpHEeMe Ha paboTy, €. MOCTyNnaTh Ha paboTy,
f. cobecenoBanue npu npueme Ha paboTy, g. YBOJBHATHCS ¢ paboThl, N. BakaH-
cus, 1. pe3toMe, KU3HEOTUCAHUE, j. YIOBIETBOPEHUE OT PaOOTHI.
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YnpaxnHenue 4. Vcrnosib3yiTe BBIpaXEHHUS W3 YIPAKHEHUA 3 B HYKHOU
dbopme B CIeayIONTUX TPEATOKESHUSIX.

1. I've__for several jobs without success. 2. My son has been_a job in
Tokyo. 3. I've__a job at a hotel in the city centre. 4. is a document giving
details of your qualifications and the jobs you have had in the past. 5. I've___in
this job for five years now. 6. Dan__his job after an argument with his boss.
7. Many steelworkers are worried that they'll _their jobs. 8. He's attending a
job__ this morning. 9. There are not many job__ in this part of the country.
10. Workers questioned rated job__as more important than high salary.

PART 4. HINTS FOR EFFECTIVE INTERVIEW

Ynpaxuenue 1. [Ipouture TEKCT.

First Impressions Count

As you know, first impressions are very important. In the businesses the
Impression you make directly impacts the image of the company. Listed below
are a few appearance guidelines that office workers are required to adhere to.

1. Men must be clean shaven; no shaved designs or words in hair or
eyebrows; mustaches cannot extend beyond the corners of the mouth. 2. No fad
hairstyles (spikes, beaded, punk, unacceptable colors, excessive moussing, etc.).
3. Moderate cosmetics; moderate or clear nail polish, no artificial nails (nails
must be neatly trimmed and clean). 4. No face jewelry. 5. No socks for women,
stockings required. Dark or moderate socks for men.

And also some recommendations as to behaviour: 1. Do be well-groomed,
neat and appropriately dressed: your dress should match your position. 2. Do try
to smile and show confidence, speak clearly, listen carefully. 3. Look directly in
the employer's eyes but don't stare at him. 4. Don't cross your arms or legs.
5. Don't panic and don't look bored. 6. Don't smoke or chew gum. 7. Do keep
any negative reactions or contrary opinion to yourself, avoid comments,
judgments and unasked advice. 8. Put down ridicule and sarcasm. 9. Do not be
frightened to acknowledge a mistake if you make one.

Ynpa:xkaenue 2. OTBETbTE Ha BOMPOCHI.

1. How do the impressions an employee makes impact the company's
image? 2. Can you recollect any situation from your experience when first
impressions did count? What advice can you give?

Ynpaxuenue 3. [logymaiite, kKak epBoe BIIEYATICHUE BIMSIET HA XapaKTe-
PUCTUKY YesioBeKa. Pacckaxute 00 3TOM, HCTIOJIb3YS CICAYIOIINE MOJICIH:

If an applicant is not (well-groomed ...), the recruiter will decide he/she is...

If an applicant wears (too much jewelry...) the recruiter will think,...

If the recruiter behaves (as if he does not want to talk to you...), he is trying
to...

If the recruiter finds (a lot of mistakes in your resume...), he will decide
you are...
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Ynpaxuenue 4. CocTaBbT€ CBOW CIHCOK PEKOMEHJALMI MO BHEIIHEMY
00JIHKY.

Yupaxuenue 5. O6cyauTe BONPOCH B Mapax.
. Tell me about yourself.
. What do you think are your strengths and weaknesses?
. We have a lot of applicants for this job, why should we appoint you?
. Which is more important to you: status or money?
. How long do you think you'd stay with "as if" you were appointed?
. Why do you want to leave your present job?
. What would you like to be doing ten years from now?
. What are you most proud of having done recently?
9. What is your worst fault and what is your best quality?
10. Don't you think you're a little young/ old for this job?
11. What are your long-range goals?
12. What excites you about the job you're doing now?
13. How would you rate your present boss?

CONO OIS WN -

Ynpaxkaenue 6. B nmapax BbIIIOJHUTE 3aJaHUE.

Some interviewers give candidates a hard time by asking them difficult
guestions — like the 13 questions above. Can you think of three more questions
you might be asked at an interview? Add them to the list. What would your own
answers to each of the questions be? Rehearse your answers with your partner
and make notes.

Ynpaxkuenue /. [IpoBeprTre cebs. [lepeBeauTe Ha aHTITMHACKHHN S3BIK:

BJIUSITh, BO3/ICMICTBOBATH; MPUJIECPKUBATHCS YEr0-JIM00, OCTABATHCS BEPHBIM
yemy-nu00; purypHoe Oputhe; OpOBb; YUCTO BBIOPUTHIN; yCbI; PACIIUPSTh, Y/]I-
JIMHATH; MPUYY/Ia, MPEXOAIIEE YBICUCHUE; MPUYECKA; YPE3MEPHBIM; CMaynBa-
HUE TeJieM; YMEPEHHBIN; JlaK JJi HOTTEeW; HAKJIAJIHbIC (UCKYCCMBeHHble) HOTTH;
MOJICTPUTaTh, MOJPE3aTh, MIPUBOAUTH B MOPAJIOK; IOBEIUPHBIC U3AEIUS, AParo-
IIEHHOCTH; HOCKH; YYJIKH; YXOXXEHHBINA; COOTBETCTBYIOIIIUM 00pa3oM; COOTBET-
CTBOBATbh.

Yupa:xknenue 8. Ponesas urpa.

Your colleague applied for a new job but was turned down.

e.g. 1. I'm afraid it was his own fault. To begin with, he was late for the
interview and kept the boss waiting. Besides...

Discuss: Why did it happen?

Use: produce unfavourable impression; be not properly dressed; untidy;
badly shaven; dirty boots; long hair; wear too bright colours; wrinkled trousers;
not a fresh shirt; have no professional look; be late for the interview; keep the
boss waiting; not punctual; not take one seriously; have no self-control; sound not
confident enough; speak poor English; hesitate in answering questions; not have
enough experience; have poor professional skills... and expressions from above.
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Yupaxuenue 9. PoneBas urpa. Muarepeero. Work out an interview with
your partner and act it in class:

—try to follow the recommendation on your appearance and behavior
(additional task for this lesson may be also helpful);

— the plan of your dialogue should include questions about: your reasons for
getting this very job; skills that you possess (suitability for the job); your job
description; your wishes and perspectives; your education; your previous
working experience; your personal qualities; your future salary; your strengths
and drawbacks;

—try to be both active interlocutors, don’t forget that either recruiter or
applicant can ask questions that are necessary for getting a job.

PART 5. MAKING PRESENTATIONS

Ynpaxuenue 1. [Ipouture Tekcr.

Basic Tips for Making Presentation

« Face and speak to your audience, not the screen.

«Don’t use too many slides: three or four should be enough for a short
presentation. For a 15 minute presentation 8 would be the absolute maximum.

«Don’t try to write too much on each slide: Don’t have too much text on
each slide — no more than about 40 words. The best slides contain just one word.

« Use a large (about 24 point) font such as Verdana or Lucida Sans. Check
that the slides are easy to read from a distance.

« Use color but don't use too much color. Have a good contrast e. g. dark
blue text on a cream background.

« A little humor can help to grab the attention of the audience.

Ynpaxuenue 2. OTBETHTE Ha BOIIPOCHI.

1. How many words does a good slide contain? 2. How many slides are
enough for short presentations? 3. What color is better for presentations? 4. What
colors do you use in you presentations? 5. What font is better for presentations?

Ynpaxkaenue 3. CpaBuute popmaiibHble peueBbie GOpMyIbl ¢ MeHee (Gop-
MaJIbHBIMU.

Opening a presentation
a. Good afternoon, ladies and gentlemen. 1. What I want to do is...

b. Today I would like to... 2. I know you are all very busy...
c. Let me just start by introducing myself 3. OK, shall we get started?

d. It’s a pleasure to welcome you today. 4. As you know, I’'m...

e. In my presentation | would like to 5. It’s good to see you all here.
report on...

f. The topic of today’s presentation is... 6. Hi, everyone.

d. I suggest that we begin now. 7. Today I'm going to talk about...

44



h. I’m sure that you all have very tight 8. In my talk I'll tell you about...
schedules. ..

Yupaxkaenue 4. Pacnipenenure npeioxenus 1o 4 kareropusam (a—d).
Conclusion of a presentation

a. Signaling the end of the presentation ¢. Recommending or suggesting
something
b. Summarizing the main points d. Inviting questions

1. We’d suggest... 2. Now I’ll be happy to answer any questions you may
have. 3. We’d recommend that we... 4. Before | stop, let me go through my main
points again. 5. Well, this brings me to the end of my presentation. 6. Thank you
all for listening. 7. We just have time for a few questions. 8. OK, I think that’s
everything I wanted to say... 9. I’d like to run through my main points again...
10. Are there any questions? 11.Just to summarize the main points of my
speech... 12. What I’d like to suggest is...

Ynpaxxkuenue 5. [lepeBeauTe Ha aHTVIMMCKUM SI3BIK CIEAYIOIIAE MPEAJIO-
JKCHHUS.

1. He ucrnonp3yiTe CIMIIKOM MHOTO ciaiaoB. 2. KOMop momoxkeT yaep-
KMBaTh BHUMaHHE ayautopuu. 3. Kakoi mpudT Bl HMCIOIB3YETE JUIS MPE3EH-
tauuii? 4. [1o3BoIbTE MHE TIPEACTABUTHCS. 5. B CBOEM BBICTYIIJIEHUH 51 XOTEJT ObI
OCBETHUTb.../IONOXKUTH O... 6. 5 mpemnararo HayaTh. 7. Pe3sroMupyss OCHOBHBIE
MOMEHTHI,... 8. I ObI XOTeN MOPEKOMEHI0BaTh... 9. JIyumue ciaiiasl coaepxkaT
TOJILKO OJHO CJIOBO.

Ynpaxuenue 6. Caenmaiite cOOCTBEHHYIO MPE3ESHTAIUIO 00 OJHOW W3 JKO-
norudeckux mpobiem: water pollution, alternative sources of energy, air
pollution, natural riches of Russia, wildlife, natural disasters, protecting the
environment.

PART 6. HOLDING A CONFERENCE

Ynpaxuenue 1. [IpounTaiite u mepeBeuTe TEKCT.

Conferences

When you are planning an important conference or congress, you can
organize it in a comfortable, well equipped conference hall of a modern and
well-known hotel. There are different types of formal meeting: conference,
lecture, congress, convention, workshop and seminar. There are some facilities,
which may be needed, for a meeting: tape recorder, video recorder, photocopier,
slide projector, whiteboard, overhead projector, film projector, projection screen,
word processor, lectern, autocue, public address system, etc. Movable equipment
includes 8 mm film projectors, projection screens, overhead projectors, tape
recorders, VCRs and flipcharts, whereas fixed equipment contains 35 mm film
projector, 16 mm film projector and equipment for simultaneous interpreting.
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Ynpa:xknenue 2. OTBETbTE Ha BOMPOCHI.

1. What types of meetings do you know? 2. What equipment will you use
for each type of meetings? Why? 3. What content will you choose for each type
of meetings? Why? 4. What's the difference between movable and fixed
equipment? Give examples.

Yupa:xkaenue 3. Pacckaxure 00 opranuzanuu opuiuaibHbIX BcTped. Ka-
KM€ CXEMBbI PACIIOJIOKEHUS BBl UCTIOIB30BAIN OBI U1 KaXKJ0W BCTpeun?

Lecture, wedding meal, speech, Theatre-style, schoolroom-style,
product launch, board meeting, banqueting style, boardroom-style,
seminar, workshop, press conference, | horseshoe

signing ceremony, formal dinner

Ynpaxkuenue 4. CocTaBbTe CIOBOCOUYETAHUS U3 MPUIIAraTeIbHbIX U CYIIE-
CTBUTENBHBIX. [Ipy HEOOXOUMOCTH UCTIONB3YHUTE CIOBAPb.

1) a foregone a) argument

2) a fruitful b) arrangement
3) a heated c) block

4) a key d) collaboration
5) a stumbling e) conclusion
6) a vested f) interest

7) a workable g) issue

Ynpa:xxkaenue 5. BcraBpTe NMpoOMyIeHHBIE CIOBAa M CIIOBOCOYETaHUS, UC-
MOJIb3YWUTE yIpakHEeHUE 4.

1. Perhaps the main __ to responsible tourism is the profit motive.
2. There's been a very __ between local pressure groups and the Ministry of
Tourism and most of the problems have been resolved. 3. There's no point in
holding the meeting — the result's a . 4. He owns a number of hotels in the
area so he has a ___ in promoting the growth of tourism. 5. It's not the best
solution but it'sa ___ for the time being. 6. There was a ____ on the proposal to
build a new motorway and some people got very angry. 7. Although the effect of
tourism on the environment isa ___ some people still don't want to measure the
effects.

Ynpaxnenue 6. CocTaBbTe CIIOBOCOUYECTAHUS.

1) find a) round in circles
2) face b) comments

3) put C) to a decision

4) invite d) agreement

5) reach e) the proposal

6) second f) facts
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7) raise g) (sth) to the vote
8) go h) the subject
9) come 1) common ground

Ynpaxuenue7. CocTaBbTe NMPEAJIOKEHUS C BRIPAKESHUAMH YIIPKHEHHUS 6.

Ynpaxxkuenue 8. BctaBbTe NpOIyHIEHHBIE CJI0BA U BBIPAXKEHUS U3 YIIPAXK-
HEHUS 6.

The chairman: 1) from the audience.

Mr. Singh: I would like to 2) _ of cost — who is going to pay to clean up
the beach?

Mrs. Patel: Mr. Chairman, we've already discussed these issues — we must
3) . I know we hold opposing views but perhaps we can 4) . But if you
want my opinion, we must 5) _ — either we encourage tourism or we remain
poor.

Mr. Dakar: But look, we're 6) _ ; if we don't 7) __ now we'll be here all
night.

Mrs. Devi: | think we have discussed the matter enough. We must now
8) .

Mrs. Patel: 1 9) _ ;it's an excellent idea.

Ynpaxuenue 9. [I[pountaiite u nepeckaxute CTaThIo.

Developing the Tourist Area

Ambitious plans to spend £100 million on disused mine in north Wales are
causing strong disagreements among locals. The tourist development is planned
to include a guided visit down the mine, a residential complex built around eight
dry ski slopes, a tropical park with illuminated waterfalls, lasers and holograms
and an adventure playground. This disused mine is at Glyn Rhonwy, less than a
mile away from the village of Laberis, on the northern edge of the Snowdonia
National Park. It has been bought by Arfon Borough Council which has asked
several developers to redevelop the site. Recently a company called LeasureLand
has offered a project which will also include hotels, conference facilities, shops
and restaurants and a sports centre. There are also plans for thirty holiday farms,
each consisting of about twenty farm-type cottages. A protest group has been
formed, headed by Gwynneth Jones, whose house overlooks Glyn Rhonwy.
Although the protest group likes the council's idea of developing the area, it feels
that the scheme would very strongly affect the village and damage the national
beauty of the region. The conference is now being held at the town hall, where a
decision on the future of this tourist development should be reached.
Representatives of all the viewpoints of the local community have been invited.

Ynpaxuenue 10. Pa3pirpaiite cutyanuro.
You are going to take roles of different people and debate the pros and cons
of a major tourist development in an area of outstanding natural beauty. Your

47



teacher will choose a chairperson who should use the role card below. The other
students should choose other roles: Gwynneth Jones, leader of the local protest
movement; M. Jones, owner of small gift shop and restaurant; M. Hamilton,
LeasureLand's vice-chairperson; F. Evans, town councillor for twenty years and
vice-chairperson of the Snowdonia National Park committee; B. Morgan, local
teacher. You need to add your own ideas to suit your job position.

Chairperson's role card: Your role is to make the meeting go smoothly and
let everyone have their say. Discussions can get heated and you may have to
remind participants to remain polite, not interrupt each other and so on. Here is
some language used by chairpersons:

1) Opening a meeting: Right, shall we get started? The first thing we have
to discuss/decide is...

2) Inviting comments: I'd like to give floor to... Mrs. Olsen, is there anything
you would like to say? Does anyone have any further comments? Would you like
to come in here?

3) Directing the meeting: We seem to be losing sight of the main issues.
With respect, | don't think that is entirely relevant. Could we stick to the subject
under discussion, please? Perhaps we could come back to that later. I'll come to
you in a minute.

4) Closing the meeting: Are there any further points anyone wishes to
make? To sum up... Are we all agreed on this? All those in favour? All those
against? | declare this meeting closed.

Ynpaxuenue 11. Hanumrre nucbMO HHOCTPAaHHOMY JI€IOBOMY MapTHEPY.
Report what was said at the conference about the development at Glyn
Rhonwy.

Ynpaxuenue 12. CoctaBbTe IUaIor MEXKIy OPTraHU3aTOPOM KOH(DEpeHIIUn
Balllell KOMIIAHUM ¥ OpPraHu3aTopoM KoHdepeHInu B otene. [Ipuaymaiite Ha3Ba-
HHUE OTEJISA U Ballell KOMIIaHUH.

A. Conference organizer: your requirements:

1) 1 meeting room for 200, theatre-style — 5 days; 2) 1 meeting room for 40,
classroom-style — 3 days; 3) 2 rooms for board meetings (15 each) — 2 days; 4) 2
video recorders; 5) 3 cordless microphones; 6) 1 stage for main room; 7) 1
overhead projector and screen; 8) 2 secretaries.

B. Conference manager: your information:

International Conference Service:

Ballroom Churchill Room | Chaplin Room Keaton Room
Capacities
Theatre 350 50 40
Classroom 150 20 18
Board Room 110 16 15
Price per day £700 £300 £250 £220
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Equipment: We can supply stages, lecterns, overhead projectors, 35 mm.
slide projectors, video recorders.

Support services: Full support services, including photographers and
interpreters, are available.

Ynpaxuenue 13. O6cynure C mapTHEPOM yJITayHOE MECTO JJIsl MPOBEICHUS
KOH()EpEeHIINU B COOTBETCTBUU C Balllel POJIBIO.

1) You are Sales Managers of a manufacturing company. You want a
comfortable conference room, suitable for presentations and discussions; an
active social programme of events during the day for non-participants. The
average age of delegates and partners is thirty-two. You also need exciting
evening events (with dancing etc). Food should be good, but is not a priority.

2) You are UK Hoteliers and Caterers. You want luxury rooms and facilities
with as many little extras as possible (you are used to very high standards);
organizational arrangements to be made by the hotel as you do not have your
own full-time conference organizer. You also need some social events, but
nothing too energetic. Simple sightseeing tours would be enough.

3) You are French Wine Appreciation Society. You want an excellent
restaurant with high-class French cuisine. The wine-list must be excellent. You
also need local tours which explore the history and geography of the local area
and pleasant surroundings (for example, views, décor). The rooms themselves
can be simple, but must be comfortable with good facilities. The average age of
the participants is fifty-five.

Ynpaxuenue 14. Opranuzyiite KOHQEPEHIIUIO B TPYIIE HA TIO0YI0 TEMY B
COOTBCTCTBHHU CO CIICAYIOINNMHU yCIIOBHAMU.

Conditions: There should be three workshops at each time (nine workshops
in all). Also decide what seating arrangements you want, and what equipment
you need.

3anonaxuTe Taba. 1 mpu NOAroTOBKE Balleil KOH(GEPEHIUH.
Tabnuya 1

Workshop time Title Seating Style Equipment

Sat. 9.30-11.00
1.
2.
3

Sat. 11.30-13.00
1.
2.
3

Sun. 9.30-11.00
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