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BBEJEHUE

«...BBl Hayumnuch YUTATH HA AHITMICKOM SI3bIKE: YUTAETE U BCE II0-
HHMaeTe — Kak 1Mo-pycckd. Ho BOT BbI BKIIFOYAETE aHITIOA3BIYHOE PAAHO —
W HUYEro He moHuMaeTe. [IpiTaeTech MOTOBOPHUTH C aHTIMYAaHHMHOM — U
HHUYETO HE MOXKETe CKazaTh. B ueMm nemno?

IIpencraBbTe cebe sA3bIK B BUAE TyMOOYKH. B TymOouke TpH sImdKa.
IlepBrliii MK — pa3roBopHas peub. Bropoil — moHuMaHue Ha ciyx. Tpe-
THI — YTEHHE, TOHUMaHNe TeKcTa. BaM TONbKO KayKeTcsl, 4To S3bIK EMH,
MOTOMY YTO MO-PYCCKH BBl M TOBOPHUTE, U MOHMMaeTe, U uutaere. Ho B
PYCCKOM $SI3bIKE, HE 3aMeyasi 3TOT0, BbI M0JIb3YETECh Pa3HBIMU SAIIUIKAMH.

Ortcroza BEIBOJBI: YTO HY)KHO JI€IaTh, YTOOBI HAYUUTHCS YUTATh HA SI3bI-
ke? OTBeT: HY)KHO 4YMTaTh, 1 KaK MOXHO Oosbiie. YToOb! ciaymars? Ciy-
math! (Ecnu Bl yoke cBOOOJHO yMTaeTe, TO 4epe3 Mapy MECSIEB Bbl IpH-
BBIKHETE TIOHUMATh Mepelautl 10 TeIEBUACHHIO.) UTO HYXHO, YTOOBI TOBO-
puth? — 'oBOpUTH! DTO KaK YUUTHCS IUIABATh: CKOIBKO OBl BBl HU TPEHUPO-
BaJIM IUIABATEIIbHBIE IBFDKCHHS Ha CYIIE, YUUTHCSA-TO BCE PABHO NPHIETCS B
BoZie. I Bce paBHO cpa3y MpaBWIBHO HE MONY4YHTCS. Hemb3s HayduThes
S3bIKY 0€3 JKUBBIX Pa3rOBOPHBIX CUTYalMi, 0€3 KMBOro OOIIEHUS HA 3TOM
S3BIKE.

Uro 3HAUMT XKHUBOE OOIICHNE, skuBasi cuTyarwsi? JKuBbIiM OOITIEHHE CTa-
HOBHTCS TOT'JI2, KOT/Ia SI3bIK B HEM SIBJISIETCS| CPEJICTBOM JIJIS PEILICHUSI KaKOii-
MO0 >KU3HEHHOH 3a[auM, SIBISETCS HOCUTENIEM CMbICHA. SI3BIK — He Lelb,
A3bIK — cpenicTBO. [1oHSB 3TO, BB MOHMETE IMIaBHOE, YTO HYXHO JUISl yCBOE-
HUS SI3bIKA.

EcTh MHOXECTBO pa3HbIX METOJIOB M3yUCHHS S3bIKA. 37€Ch U THITHO3,
Y TIECHU-TAHIIBI, U TI0 aCCOLUAIINN C PYCCKUMH CIIOBaMH U T.J. U T.II. Ye-
ro Tonbko HeT! Ho 3To Bee pasHble METObI IPEeAbSIBICHUS] HOBOTO MaTe-
puana. DTO MOJIOBHHA JeNa, Ja)Ke MEHbBIIE ITOJIOBHHBL. 3aTeM JI0JDKHA
WITH aKTUBU3aIMsl JaHHOTO MaTepuaia B pasroBope. Bel yxe nmoHnmae-
TE€, YTO Peyb WJIET HEe MPOCTO 00 OJHOM M3 METOJOB C ONpE/ICICHHBIM
HaOOpOM NPUEMOB.



BakHO Takke MOHUMATh, YTO SI3bIK COCTOHMT HE U3 CJIOB U TPaMMaTHKH,
a m3 ¢pa3, 06OPOTOB — M3 TOTO, KaK M UYTO TOBOPAT B JAHHOM ciydae,
Hanpumep, Hemibl. Hemen He ckaxert: « crenry», oH ckaxeT «5 uMero 3To
nocriemHo». He ckaxet: «B ceMs Jiet 51 momien B MKOIy», a ckaxer: «C ce-
MBIO TOJJaMHU I TTomIen B mKomy». U Tak — Bech s13bIK. [lo3TOMY yunTh crioBa
OTZENBHO OeCIoNe3HO. 3aOMHUHATE HY)KHO 000pOTHL. IMEHHO 3TO TIIaBHOE.
(Korma-to, B mercTse, 5 mojarai, YTO CTOUT BbLyYHUTh JJATHHCKUH andaBuT —
U BCE, 3TO U €CTh MHOCTPaHHBIN s13bIK. KakoBo e ObUI0 MOE yIUBIICHHE,
KOI'ZIa OKa3a0Ch, YTO B MHOCTPAHHOM SI3bIKE HE TOJIBKO OYKBBI, HO U CJIOBA
coBceM npyrue! Clemyronmm ke, 1 He MeHee CHIIbHBIM [TPO3pPEHHEM ObLIO,
YTO HE TOJBKO CJIOBa APYrWe, HO M BOOOIIE BCE JAPYroe, BCE «HE II0-
pycckm».) Bee rpammatiyeckie ¢popMbl MOMEIIAIOTCS HA HECKOJIBKUX CTpa-
Hulax. Bero rpaMmatriky MOXKHO pacckaszath 3a 3—4 3ansatust. Ciosa — Toxe
He npoOsiema. [lonoxxuTe nepen coboit crmcok u3 10 ¢JI0B, BBHINMCAHHBIX B
KoHTekcTe. Heyxenu Bbl ux He 3anomuuTe 3a 10 MunyT? Yenosek ¢ camoit
cpeaHel naMsITbI0 MOKeT 3anoMuHaTh 100 1 gaxe HECKOJIBKO COTEH CIIOB B
JleHb. MBI, pasroBaprBasi, 00bIIHO UcTonb3yeM okoio 3 000 cros. He Hyx-
HO HMKAKOI'0 T'MITHO3a WJIN CIICHHUAJIBHBIX IPHUEMOB — HEJIB351 BBIPLIBATH CJIO-
Ba U3 KOHTEKCTA, MPUBSI3BIBATh UX K JIPYroMy S3bIKY. DTO TOJBKO BpPEIUT
neny. Urax, mpobneMa He B M3yYEHHH TPAMMATHKHU U B 3alIOMUHAHWH CJIOB,
npobJemMa B MPAaBUIBHOM CIIOBOYIOTPEOICHNH, B KQXKIOM OTACIBHOM CIIy-
yae. I B 3TOM cMmbIcie SI3bIK HY’KHO OCBaMBaTh BCIO JKM3HB, 3TO TPOIIECC
OeckoHeuHbI. J[is1 TOro, 4ToOBI XOPOIIO TOBOPUTH (AKTWBHOE BIIA/ICHUE
S3bIKOM). XOpOIIO MOHMMATh (ITACCUBHOE BIAJCHHE) MOXHO HAyUHThCS
04YeHb OBICTPO (32 HECKOJIBKO MECSLIEB MOXKHO, HAIIPUMED, HAYUUTHCS CBO-
00/1HO YNTATh).

A BOT camblii B)KHBIH COBET: SI3BIK HAJI0 OCBaWBaTh MHTEHCHUBHO. [Ipu-
Be/ly ABa cpaBHeHMs. [lepBoe: s13bIk — Tpyaa kupnudel. Bel mocteneHHo
Oepere U3 Hee KMPIMYM M aKKypaTHO CKJIaJpiBaeTe B Ipyrom mecrte. Korma
BBI BBIOEpETE BCe KMPIUYH — SI3BIK BblydeH. Bropoe cpaBHeHME: S3BIK — 3TO
JieMsTHAs TOpKa, Ha KOTOPYIO BaM HYXKHO B30ekaTh. B mepBoM cirydae (Tpyma
KUpHHYeil) SI3bIK TPEACTAeT KaK ONpPEACNICHHBI 00beM MarepHhana, Kak

y‘le6HBIﬁ MNpeaMeT, Kak CaMOLCIIb. Br1 ero nocrernenno BbIyUHUBACTC — MPU-
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YEM COBEPILEHHO HEBAXKHO, B KAKOM PEXHME, C KaKOW MHTEHCHBHOCTBIO:
rJIaBHOE, HY)KHO Tniepedpath Bce kuprnuunku. Ecmu 100 kuprmueit, To 100
3aHATHH. HeBaykHO, KaXKIIBIH JCHb WIX Pa3 B HEACIO. JTO, KOHEYHO, HEBEP-
Hoe npezcTasieHye. Bo Bropom ciydae (JiensiHasi ropka) BaKHAa HHTCHCHB-
HOCTb. 3a0erkanu ObICTPO Ha TOPKY — BCE, s3bIK Baml. Eciu HeT — OyzeTe Bce
BpeMs che3karh. Pesynprar 100 3aHsTHII MOXKET OBITH paBEeH HYJIO (U TYT
yKe BOOOIE HE UI'PAeT PO KOIUYECTBO 3aHITUM — pa3 Bbl CKOJb3UTE Ha
OJHOM MecTe). MOKHO ThICAUy pa3 HEXHO IPUKOCHYTHCS K 3aKPbITOH JBEpU
— ¥ OHA OCTAaHETCsI 3aKPBITOH. A MOXHO, CJIO)KHUB BOEAMHO BCE TU YCHJINA,
OJIMH pa3 TOJNKHYTb €€ — M OHa OTKpOeTcs. SI3bIK He M3Yy4aroT Kak Kakom-
b0 o0beM MaTepuaia, K SI3bIKY MPUBBIKAIOT — MPUBBIKAIOT UM TIOJB30-
Batecs. (IloaTOoMy s cTaparock TOBOPUTH «OCBOMTH SI3BIK» — CHENATh €r0
CBOMM, a HE «y4YHTh S3bIK»). 311eCh HYKHO COOJIONATh ONpeeeHHbIN pe-
JKHM — TIOIOOHO TOMY, KaK COOJIIO/IACTCS OH TPH CIIOPTUBHBIX TPEHUPOBKAX
W JieueOHBIX Tporeaypax. [loaroMy mpexe yeM MpUCTYNHTh, MOAyMaii-
TE, CMOXKETE JIM BBl YICISTh SI3BIKY XOTs Obl yac exeaHeBHO. Y He TONbKO
YIETSTh BPeMs, HO U Pa3BepHYTh B 3Ty CTOPOHY CBOIO JyIly, CAENATh TaK,
9TOOBI SI3BIK CTaJl YacThio Bamiei >KM3HU? VHBIMU CIOBaMH, 1O S3bIKA JIX
Bam ceiiuac? U we roBopure: «/la, Bpemenu, KoHEUHO, MaioBaTo. .. Ho XoTh
MOHEMHOXKY. .. Bce xe sryuie, yem Hudero...» B ToM-To U 1eno, 9to He
nyudiue. Bel mpocto Oynere OykcoBaTh Ha OJHOM MecTe. 3aTO MOKHO OCBau-
BaTh fA3BIK JTarnamu, Iukiamu. Hampumep, mecsi wiv 1Ba — UHTEHCUBHO,
TIOTPY3UBILUCH C TOJIOBOI, MecsIl — nepepbiB. OCBOEHHE S3bIKA HEJB3S pac-
TSrUBaTh. SI3bIK HEJb3s BBIYYUTH 32 8 JieT (OOBIMHBIA CPOK OECIIONHOTO
W3Y4EHUS SI3bIKa: 6 JIET MIKOJIBI IUIOC 2 TOa UHCTUTYTA — U HOJIb HA BBIXO-
Jic), HO MOYKHO OCBOWTb 32 T0Jl. Ecn BbI Hauamm ocBamMBath sI3bIK U 3a0pO-
CHJTH — BCe OBICTPO 3a0yeTcs, BhIBETpUTCS. ECIu BBI yKe OCBOMIH SI3BIK, TO
OH He 3a0bIBaeTcs, yaepkuBaer cam ceds. [Ipu nepepriBe ocnabeBaer uIb
PasroBOpHBIH HAaBbIK, HO U OH OBICTPO BOCCTAHABIMBACTCA — C HOBOM IpaK-
THUKOM.

BBl HEMHOXKKO 3aIlyCTHIIM SI3BIK — M BAM XOYETCS €ro MOBTOPHUTH Tie-
pen TeM, Kak HauaTh HOBOE MOTpyKeHHe, HOBBIM UK. [Ipoiith eme pa3

Bce cHavana. He nenaiite atoro! Bo-nepBbix, 310 ckyuHo. (CKyKka ke —
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MOKa3aTenb TOT0, YTO BBl UIETE HEBEPHBIM IIyTeM). Bo-BTOPBIX, A3BIK HE
UMeeT Havyajla U KOHIa: OH He JuHeilka, a map. IloaToMy HyXHO Bce
BpEMsl CTApaThCs CXBATUTh €r0 B LIEJIOM: HE HU3Y4YUTh, & NPUBBIKHYTb.
WNuaye 3abykcyere. UeM OBTOPSITH 3a/1bl, Ty4llle Bce BpeMs OeKaTh BIle-
pen. Tem cambIM BBI U 3aJIbl HOBTOPHUTE (TaK KaKk UMEETE JENO C MIAPOM).
Hampumep, Bl unTaeTe KHUTY cO cioBapeM. Jlydile yutaTh Aajblie, 4eM
MOCTapaThCs MONYYIe yCBOWUTH MpodynTaHHoe. YUem 3yOpHTH CIOBO,
BCTpEUEHHOE Ha MEPBON CTpaHUIIE, JIydIle MpodecTh HOBbIe 50 cTpaHwmIl
1, MTOBCTPEYAB ITO CJIOBO HECKOJIBKO a3, HEBOJIHHO €ro 3allOMHUTH. A
TaK)k€ MHOKECTBO JIPYTHX CJIOB!

Kak ompenenuts, 4To BB YK€ BOSKAIU HA JICISIHYIO TOPKY (TO €CTh
OCBOWJIM Pa3TOBOPHBIN s13bIK)? BeI camm 3T0 moudyBcTByeTe. Jlemo He B
KOJIMYECTBE 3aHATUH W HE B KOJMUYECTBE MPOPaOOTAHHOTO BaMU MaTEpH-
ana. J{oyrkeH Ipon30MTH KaYeCTBEHHBIN CIBUT. BBl BAPYT 0CO3HAETE, UTO
YK€ TOBOpUTE, HE 3aAyMBIBasICh O TOM, KaK 3TO cKa3aTbh, 3a0bIBas O
rpamMMatuke. Bbl yke He QymMaeTe cHadajga IMO-PYCCKH, Y9TOOBI MTOTOM
CKa3aTh 3TO MO-HEMEIKH, Bbl YK€ Cpa3y JyMmaeTe mo-HeMeuku. M xorga
BaM YTO-TO TOBOPSAT, BbI Cpa3y MOHUMAETE ITO-HEMEIIKH/TI0-aHTITHICKH, a
HE TIEPEeBOJIUTE CHAYaIa HA PyCCKUi. Tak e W MpH YTCHHH. DTOT MOBO-
POTHBIH MYHKT (KOT/1a IIOMOIIh PYCCKOTO SI3bIKA YK€ HE HY)KHA, OCTACTCS
TOJILKO WHOCTPAHHEIN) U €CTh TIOKa3aTellb, YTO Bl JIOCTHUIIIH PE3yIbTaTa.
V pasHBIX JIOZIEH 3TOT MEepeoM HAacTYIAeT B pa3HOE BPeMs B 3aBHCHMO-
CTH OT ocobeHHocTel xapaktepa. He roBopwi, OapaxTaincs — u BAPYT
3aroBOPUII, OILIBLI!

MHorux 3a00TUT TIpo0IeMa mpor3HoIIeH . ECTh OfIMH BaXKHBIN HABBIK:
MPUYYUTECH BCE, YTO BbI CJIBIIIMTE HA MHOCTPAHHOM SI3BIKE, PO Ce0s «Iy0-
JIMPOBAThH)» — KakK ObI IPOTOBAPHBATH, IIIEBENIS s3bIKOM. CHavdasa BeI He Oynere
yCHeBaTh — HUYEro CTPAIIHOIO, «IIEPENphIrMBaiTe) 1 AyOIUpYHTe AasbLIe.
Ilotom BBl Oyznere ycrneBaTh AyOIMpOBAaTh JaKE CIUIOLIHYIO OCTIIYIO peub,
Jaxe pamuoriepenaud. Moxkere cHadaia monpoOoBarh ClEnarh 9TO TI0-
PYCCKH, BKITFOUHMB PajMO WU TeNeBU30p. Tak, 00e3bsHHIYAS, Bl YCBOUTE U
XOpoIIee MPOU3HOIIEHUE, U TIOXBATUTE MPAaBUIIbHBIE HHTOHALIUY, U 3aIIOM-

HHUTE 000POTEHL.
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BriBaet, uTo MO/ CcYUTAKOT ceOst HECIOCOOHBIMHU K 513bIKY. HeT mro-
Jiel, HECTIOCOOHBIX K SA3bIKY. BBl mo-pyccku roBopute? 3HAYUT, C MO3TO-
BBIMH IIEHTPaMH, OTBEUYAIOIINMH 32 S3BIK, Y Bac Bce B mopsiake. Bospact
TaKk)Ke He urpaet ponn. Kak Mbpl y)xe TOBOpWIIH, A€TO HE B MAMSTH, HE B
3allOMUHAHUMA MaTepHala, a B MPUBBIKAHUM K SI3BIKYy. DTO BCETO JIHUIIb
pacmpoCTpaHEHHBIM MPEAPACCYIOK, YTO SI3BIK HY)KHO YUUTH B JIETCTBE.
BonbmMHCTBO MHO/IeM OCBaMBAET SI3bIK BO B3pOCIOM Bo3pacTe. M Huka-
KHX BO3PACTHBIX OrpaHUYEHUI 3/1ech HeT. [ 1aBHOe — He OOSThCS IMPHIT-
HYTb B BOZY...»

Pexomenoayuu no mamepuanam cmameii U.M. @panxa



METOAUYECKHUE PEKOMEHJAINUU CTYAEHTAM

B ycnoBusix pacimpsomuxcs MEXKIyHapOJHBIX CBSA3EH B pa3IMUHbBIX
001acTsX MPaKTUYEeCKOE BIIAJACHWE MHOCTPAHHBIM SI3BIKOM NPHUOOpETAET
Bce Ooupiiee 3HadeHne. O0A3aTEIHHBIM YCIOBHEM YCIIEITHOTO MPOBEIe-
HUSI IPAKTUYECKUX 3aHATUH SIBJISETCS JOMAIIHSASA HOArOTOBKA K HUM CTY-
JOEeHTOB. J{J1s1 MOATOTOBKU K MPAKTUUECKUM 3aHSITHSAM B TEUCHHE CEMECT-
pa CTYAEHTBI CaMOCTOATENILHO paboTal0T C AaHHBIM Y4eOHBIM HOCOOHEeM
1 JOTOJHUTENFHON JUTEPaTypoil, 0OTMedasi B X0Ze 3TOi paboThl BOMPO-
CBI, KOTOPBIE MOTYT OBITH 3a1aHbl IPEIOAABATEII0 B Ay IUTOPUH.

[Tpu u3yyeHnr HHOCTPAHHOTO SI3bIKa B MPO(ECCUOHANBHON cdepe Ha
NIEPBBIN TUIaH BBIXOJHUT OBJIaJieHHEe MPOPECCHOHANTBHON TEPMHUHOJIOTHEH,
B JaHHOM cilyyae B c(hepe SKOHOMHKH U JAEI0BOro odmeHus. Pexomen-
IyeTcs HCIIOJIb30BAHUE CIIOBAPSI AJIS1 JETANBbHOTO MIOHUMAaHMA 3alaHUN U,
MOCJIe UX BBHIMIOJHEHUS, 3aIOMUHAHUE TEPMHUHOB U MCIIOJIb30BAHUE HX B
COOCTBEHHBIX MTPUMEPax.

ITocne n3yyeHus: ONpeneCHHON TeMbl, a TAKXKe PELIeHUs J0CTaTOU-
HOT'O KOJIMYECTBAa COOTBETCTBYIOLINX YIPAKHEHUH Ha MPAKTUYECKUX 3a-
HSTHAX U CAMOCTOSITENIBHO CTY/ICHTY PEKOMEHIYETCsI BOCIIPOHM3BECTH I10
MaMsITH JIEKCUYECKUE €AMHUIIBI U JUATIOTH.

KoHTponp 3HaHMH 1O IUCHMIUIMHE WHOCTPAHHBIM S3BIK Kypca
«Interview Strategies» npoBoANTCs MO OANIIBHO-PEHTUHIOBOM CHCTEME, a
9K3aMeH MPOBOJUTCA B aKTHBHOW (hopMe — pojieBas UTpa, B Ipoliecce
KOTOPO¥ MPOBEPSIFOTCS ¥ OLIEHUBAIOTCS JINHTBUCTHUYCCKUE 3HAHMS, HABBI-

KW OCJI0BOTO 06IJ_I€HI/I$I " CTPATCTUYICCKOT'O MOBCACHMUH.
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METOAUWYECKHE PEKOMEHJALIMHA
JJIsA TIPEIIOJABATEJIEN

IIpenoxaBarens mpoBepseT GPopMbl, 3aMIOTHEHHBIE CTYIEHTAMH Ha 3aHs-
THH, WIM TPUCIIAHHBIE 10 3JIEKTPOHHOU moute. HeoOxomumo yctHOE 00-
Cy)XKICHHE BBITIOJTHEHHON paboThI CTyJEHTa C TpenojaBaTeseM IpH JTMIHON
BcTpeye win 1o SKype. PosieBble urpsl (B KOHIIE KaXKIOro paszienia) U Ha
3a4eTe MPOBOJTCS B TPYIIIE CTYACHTOB C MPHCYTCTBHEM MPEIIOaBATENS,
YTO TPEIOCTABISIET BO3MOYKHOCTh HCIIONB30BaTh ITOMYYEHHBIE 3HAHUS M
MPaKTUKOBATH HABBIKU MPO(ECCHOHAIBEHOTO OOIICHHSI.

Bo Bropom u3nganun mocoOusi 1o0aBIeHbB HOBBIE pa3zebl:

- [IpaBuna cocraBnenus pestoMe. Ilocne u3yueHus pazaena MOKHO
MIPEIIOKHUTH CTy/IEHTaM HalTH Ha PyCCKUX W aHTJIOS3BIYHBIX caiitax MH-
TEpPHETa JIOTOJIHHUTEIBHYIO, HOBYIO WH(pOpMAIMI0 O (opMmare pe3rome,
00CYIHMTh KyJIbTYPHO-00YCJIOBJICHHBIC Pa3iHyMsl MPEJOCTABISIEMON HH-
¢dopmarun. CTyIeHTHI COCTaBISAIOT PE3OME Ha PYCCKOM W aHTJIMHACKOM
SI3BIKAX.

- Kontponwnsie 3aganus (Ne 1, 2). KoHTponbHbIe 3a/1aHHs BBITIONTHS-
I0TCS TIOCJIE 3aBEpIICHUST Pa0OTHI HAl Pa3JIeNioM, CAAIOTCS B TUCEMEHHOM
¢dopMme u 3ateM o0Cyx)marTcs yctHo. Oco0oe BHUMaHHE yIesIeTcs TeEM
CTyJI€HTaM, KTO HE y4acCTBOBAJ B POJIEBBIX UT'PaX.

- IIpesenranus (nmpencraBinennas B ¢aiiae Interview Best things.ppt
U B TEKCTe y4yeOHOro MocoOwHs), COAECPKUT BOMPOCHI MO MPOXOKICHUIO
WHTEPBBIO M PEKOMEHJAINY KaK Ha HUX OTBEYaTh, JJAHHBIE HOCHUTEISIMU
s3pIka — TpodeccuoHanamMu B cdepe OusHeca m ympabneHus. [locie
claiiia ¢ BOMPOCOM MOXHO cjejaTh may3y, 0OCYyqUTh CO CTyIEHTaMH
BO3MOXXHBIC OTBETBI, 3aTEM MPEJCTABUTH CJaliJ] C OTBETOM HOCHTEs
A3BIKA.

[lo maTepuanam y4eOHOTO MOCOOHST MOTYT IPUMEHSITHCS CIIEAYIOLIHNE
METO/IbI aKTUBHOT'O O0Y4CHUSI:

- HeuMUmMayuoHHble AKMUBHble Memoobl: dBpHUCcTHYecKas Oecena,
NPaKTUUECKUE TPYMIIOBbIE U MHANBUIYAIbHbIE YIIPAKHEHUS;
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- UMUMAYUOHHBIE MemOoObl (Heucposvle): aHaIu3 KOHKPETHBIX CHTYya-
1IUH, MMChbMEHHBIE PA0OTHI, TUCKYCCHH;

- UMUMAYUOHHBIE MemOObl (Ueposbie): NENOBBIC HIPBI, POJICBBIC WT-
PBI, KPYDJIBIHA CTOJ, TUCKYCCHUH,

- uHmepaxmueuvle Memoobl: WCTIONb30BaHHE W aHaIW3 BHUICO-,
ayJIno- MaTepuasos; pa30op CUTYaIMil U3 MPAKTHKH YYaCTHUKA;, POJIeBast
urpa (B TOM YHCIIE C aHAIM30M BHEO3aIMCH); pad0Ta B MAJIBIX TPyIIax;
TpYIIIOBAast IUCKYCCHUS U JPYTHE.
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UNIT 1
PERSONAL LANGUAGE ORGANISER

Every student or professional needs to talk about their studies or
work. But we are not usually happy talking to people if we know nothing
about them. In different countries people talk more or less about them-
selves, their families and their interests when they are meeting people
professionally. But everyone needs to be able to say something about
themselves. The next few pages will help you to say something about
yourself in English. You can complete the pages you think will be useful
for you. If you are not happy to answer the questions - don't answer them.
You do not need to say anything you are not happy to say. These pages
are to help you to say what you want to say. Please use them in that way.

You will find some ideas to help you think about the topics which
you think professional people can talk about with contacts that they do
not know very well. Remember, these are often different in different parts
of the world, but finally, what you want to talk about is for you to decide!

In addition to talking about your professional life, you can help a
teacher to help you find the personal language you need by using some of
these things:

A CV / Resume
Photographs

A map / guide of your home town / region

13



1. YOURSELF (working)
1A

Complete the following sentences about yourself

I was born in when
in place
I went to school in place
After leaving school, | | subject
studied
at institution
| a degree |

ldid acourse in

an apprenticeship | subject
*After that | occupation
My first job was in place
as a(n) job
More recently | have been
working as position
in place
with company

*If you had a period in your life when you were not working,
don't put 'unemployed' on your CV. Instead, explain what you were
doing, e.g. "I travelled overseas", "'l undertook voluntary work", or "I
undertook research into...". Note the use of ‘undertook’ - it sounds
very important!

After you have completed this page, check that you remember all
the important language by covering one column and recalling the
complete sentences. Notice the prepositions. Make questions to ask
someone else about him- or herself.
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YOURSELF (non-working)
1B

Complete the following sentences about yourself

| was born in place
in when

| went to school in place

After leaving school, | wanted

to study subject

So | entered institution
faculty
department

After graduating from the uni-
versity | plan to do

acourse subject

/ a degree / an apprenticeship in

*After that I’d like to occupation
I believe my first job will be in | place

as a(n) job

Then I’ll probably work as position

in place

with company

After you have completed this page, check that you remember all
the important language by covering one column and recalling the
complete sentences. Notice the prepositions. Make questions to ask
someone else about him- or herself.

As every business person knows, you don't talk about business all
the time. Talking about yourself and your business partner can help
to build trust and confidence. But different countries talk about dif-
ferent topics and have different taboo topics. Prepare yourself by
thinking about your own attitudes and the language you need.
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Topics you can discuss Taboo topics

— add to the list, get ready Do you have any taboo topics
to ask and answer questions | in your culture?
about yourself.

Family & Home

a family?

large or small? Are there any taboo topics in
city where you live English-speaking cultures?

Business & Work
work or study?
position?
business trips? Make a list of taboo topics,
think of the ways to politely avoid
answering these questions.

Leisure

a hobby?
reading?
watching TV?
sports?

Social & Travel
friends?

travel?
favourite country?
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2. YOUR JOB / STUDIES

YOUR JOB
2A
Complete the following sentences about yourself
My address is
My mobile / cell / office / Ne
business number is
My extension is Ne

I work for company
as a(n) job

in the department
I mostly deal with kind of work
I am responsible for ...ing form
and
My job involves a lot of ...ing form

and

What I like about my job is
I’ve been with the company
for period of time
Since point in time
I’ve been in my present job period of time
for

After you have completed the page, check that you remember from
time to time by covering one column and recalling the whole sentence.
Make questions to ask someone else for the same information.
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YOUR STUDIES
2B

Complete the following sentences about yourself

Our university is located in location

lam a 1%, 2" | year
student

of institution

faculty of name

department name

We study in the 192" shift
M of days a
week

We take subjects

and courses

I’m mostly interested in subject / course

and area

So I spend most of my time ...-ing form

My hobby is

In my spare time | like ...-ing form

In the future I’d like to occupation
job
plans

After you have completed the page, check that you remember
from time to time by covering one column and recalling the whole
sentence.

Make questions to ask someone else for the same information.
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3. YOUR COMPANY /UNIVERSITY

YOUR COMPANY
3A

Complete the right-hand part of this page. Make complete sen-
tences about your company. From time to time, cover one half of the
page and recall the complete sentences.

The company is divided into MNe of depart-
ments /
divisions /
units

We employ Me of people

Our main branches are in place(s)

We have subsidiaries in place(s)

The company was founded in point in time

I am mostly concerned with kind of work

I am responsible to direct superi-
or

for ...ing form

The people I am in most frequent

contact with are job titles

Remember to check that you can say both halves of the sentence natu-
rally — both the information about your own company, and the correct
grammar for the first half of each sentence. Make questions to ask your
partner about his or her job.

19



YOUR UNIVERSITY
3B

Complete the right-hand part of this page. Make complete sentences
about your company. From time to time, cover one half of the page and
recall the complete sentences.

Our university has faculties / de-
partments

All faculties comprise about MNe of students

Our main branches are in place(s)

The university has library / re-

search group /
swimming pool

The university was founded in point in time

*Later it was

Now it is

I am a student of faculty / de-
partment

I am responsible for ...ing form

The people I am in most frequent titles
contact with are

What | like about my studies here
is

Remember to check that you can say both halves of the sentence natu-
rally — both the information about your own company, and the correct
grammar for the first half of each sentence. Make questions to ask your
partner about his or her studies.
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4. YOUR VALUES
4AB

Language is for talking about more than business and facts. It can al-
so help you to show what you think, believe and value. Complete the fol-
lowing honestly. What is most important to you? Later add more expres-
sions which can be used to make sentences with TO BE, TO HAVE, and

TO DO.

TO BE

healthy
successful
correct

happy
useful

TO HAVE

time
money
security
status
comfort

TO DO
THINGS

Well

with other people
your way

at your own speed
efficiently

Make sentences using this model.
Itisimportant to Meto De ....oooovve et e e e e,

TO NAVE ... oot et e e et e e e e e e e e e e e e

ANd 10 dO thiNGS... .. vee et e e et e e e et e e

DECAUSE. .. ..ot et et e s et et e e e e e e

Take turns to share your ideas with your partner or with the group.
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5. YOUR PHILOSOPHY
5AB

Complete each of these sentences. Don't just fill in the spaces quickly.
Think about what you might want to say in English one day. Use the page
to help you to use language which is really important to you.

Two of my favourite expressions are...

I think I am...

Other people say | am...

For me, success is...

Money is....
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My work is important to me because.

For me, knowing English is...

For me, pleasure is....

For me, learning new things is...

The most important thing about my country for me is...

For me...

After you have completed, make a short talk about your philosophy.
Be ready to answer the questions of other students in the group.
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INPABUJIA COCTABJIEHUA PE3IOME U EI'O CTPYKTYPA

Pestome — 310 KpaTkas uHpopManus o cebe Kak CreuaiucTe, ¢ yKa-
3aHUEM O0pa30BaHUs, CIENHATLHOCTH W KBamu(HKAuu, mpodeccuo-
HAJIBHBIX KAYeCTB M XapaKTCPUCTHK, UCTOPHH TPYIOBOU NEATEIBHOCTH,
CBOMX IIEJISAX MPH TIOUCKE PabOTEHI.

I'maBHas 11€71b pe3toMe — MPHUBIICYh BHUMaHUE pa0OTOATEINS, CO3/1aTh
OnarompusITHOE BICUYATIICHUE O COHMCKATElle M B HMTOreE, TONYYUTh MpPU-
TJIallIeHUe Ha HHTEPBBIO.

Oo0pa3zen cTPYKTYpbI pe3loMe:

3arosioBOK: pamunus, ums, OMYecneo.

Iens B oucke pabOTHL: KaKyr pabOTy BBI MILETE, YTO BaM JIACT 3Ta
paborta.

OCHOBHbIE OaHHble: TOUHBI aJpec ¢ MOYTOBBIM HHIECKCOM, HOMED
KOHTAKTHOTO TeJie(hOHa, JJICKTPOHHAS 0YTa.

Oé6pazosanue. Ha3BaHW YYeOHBIX 3aBEACHHUH IOJHOCTBIO, BpEMS
yueObl. 3aTeM yKa3bIBaeM CBEJICHHS O JIOTIOJIHUTEIBHOM 00pa3oBaHUH,
CeMUHapax, Kypcax, IMOBBIIICHUIX KBaM(UKAIMU, aTTecTalusix. B o0s-
3aTeNIbHOM TOPSIJIKE TTHIIIEM BpeMsl, POJOKUTEIbHOCTh, HA3BAHUE TEM /
IporpamMM CEMHHAPOB, HAIMYUE CEPTH(HUKATOB, KBATH(UKAIHH.

O6pa3oBanue B PE3IOME MOJIOJOTO CIICIIMAIUCTA, C OTCYTCTBHEM
MPaKTUYECKOTO OMBITa pabOThI MIIM €r0 MUHUMYMOM, 3aHUMAET BEAYIIEe
MECTO. YKa3blBaTh CPEAHIOIO IIKOJy HEOOXOANMO TOJNBKO B TOM CIlyyae,
€CIIM 3TO SI3BIKOBAs WM JApYras CIEIIIKoJa, WIA €CIH Bbl 3aKOHYHIH
CPEITHIO0 KOy C OTIMYMEM (HaJIMIUe 30JI0TOM/cepeOpssHON Memam).

Ecnu onbIT paboThl HEAOCTATOYEH WM OTCYTCTBYET, KaK 3TO 4acTo Obl-
Ba€T y MOJIOJIOTO CHELMANIUCTA, PEKOMEHIYETCsl yKa3blBaTh WU3y4aBIIUECS
npeaMeTsl (0COOEHHO Te, B KOTOPBIX OBUTH TOCTUTHYTHI HAHOOJIbIIEE yCIIe-
XH), XOPOILINE U OTIAWYHBIE OLEHKH, HarpaJpl Ha OJIMMIINAAaX U KOHKypcax
U T. TL.; TAKKe HEOOXOIMMO yKa3aTh HAITMUKE ITyOJTMKAaIHid, 0COOCHHO B CIie-
UATM3UPOBAHHBIX U3IaHUX, H300pETEeHNs MITM COOCTBEHHBIE PAa3pabOTKH.
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Onvim pa6ompl TPUBOAUTCS B OOPaTHOM XPOHOJIOTHYECKOM IIO-
psaake. Ilepeuncnsarorcss Mecta paboOTBl C yKa3aHWEM AaT U 3aHUMae-
MBIX JOJDKHOCTEH. Ecim MmecT paboThl HE OBLITO MIIM Majo, yKa3bIBaiTe
MecTa MPOXOXKACHUSA MPAKTUKU HA MPEANPUATUAX C ONUCAHHEM 3Ha-
HUH W HAaBBIKOB, KOTOPbIE HPHOOPETEHBI B MpPOLECCE CTAXUPOBKH,
MOAYEPKHUTE CBOU JOCTH)KEHUS.

CrakupoBKa U NpaKTHKa 3aCUMUTHIBAIOTCSI HApaBHE C OIBITOM pa-
00ThI, a XOpolIasi CTa)KUPOBKA CTOUT HECKOJIBKUX BPEMEHHBIX IOApa-
0oTok. BakHo Takke yka3aTh MPOHM3BOACTBEHHBIE IOCTHKCHHS Ha
KaXI0W MOJDKHOCTH, €ClOH OHW ObuTH. Ilpu omHucaHWW MOCTHKEHUI
HEe0OXOIMMO HCIOJIb30BaTh TJIAroiibl ACHCTBHS, TaKUE KakK pa3BUBAJ,
COKOHOMMJI, YBEJIUYMI WIN COKpaTtwui. JKelnaTeslbHbI NMpEAesIbHO KOH-
KpeTHbIe (POPMYITUPOBKH.

ononnumenvuvie Oannple: CBEIECHHs, MONUEPKHUBAIOIINE BAIIH
CWJIbHBIE CTOPOHBI MPOQPECCUOHANBLHBIE U JMYHOCTHBIC: 3HAHWE WUHO-
CTPaHHBIX S3BIKOB, HAIMUNE BOAUTENBCKUX NpaB. CrenaiiTe akeHT Ha
TeX KauecTBax, KOTOphIC MPUTOIATCS HAa OyAylleil 3aHMMaeMOl JOK-
HOCTH.

YKaxXuTe CTeneHb BIaJeHUs KOMIbIOTEpOM. BapuaHThI: moJib30-
BaTellb, YBEPEHHBIN MOJIb30BaTENb, ONBITHBIN MOIB30BATENb, SKCIEPT.
3HaHME CTaHAAPTHBIX OQUCHBIX HPOTpaMM: NEPEUYUCIINTE; 3HAaHUE
CIIEIMAIU3UPOBAHHBIX MIPOTPAMM: MEPEUUCITUTE, HABBIKU NMPOTPAMMHU-
pOBaHHI.

YKaxkuTe ypoBEHb BIaJI€HUS MHOCTPAHHBIMH si3bIkamMu. Hampumep:
"aHIMUICKUI Ha XOpPOIIEM PAa3rOBOPHOM YpoBHE. Mory mpoXoIuTh HH-
TEPBBIO, BECTH TeperoBopsl o Tenedony". WMnm, "Biamero HaBBIKaMH
CHHXPOHHOTO0 TepeBojia. UnTaio 1 nepeBoXy TEXHUYECKYIO JIUTeparypy’,
U T.IL

Ecaum BBl y4acTBOBanM B OJarOTBOPHUTENBHBIX MEPONPUITHIX HIH
100pOBOIBLHO paboTadu B Pa3HBIX OpraHU3aLUsAX, PACCKAXKUTE O CBO-
€M OIIBITE, BEJIb 3TO MOKaXEeT BaC KaK KOMMYHHKa0EJIbHOTO U WHUIIHA-
THBHOTO YeJIOBEKA.
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Juunvie kauecmea:

OnumuTe Te Ka4yecTBa, KOTOPBIMU BBl J€HCTBUTENBHO 00JanaeTe, u
TO, KAKUM 00Pa30oM OHH MOTYT MPHUTOJUTHCS B IPOPEeCCHOHATBLHON Aesi-
TEJIBHOCTH.

BynpTe 0CTOpOKHBI C IepednciIeHrueM JTMYHbIX KadecTB. Ha cobece-
JIOBaHUH BBl JOJDKHBI OBITH TOTOBBI HA KOHKPETHBIX MIPUMEPAX AOKA3aTh,
YTO BBl ACHCTBUTENHHO MMHU 00Onanaere. MlHaye MHTEpBBIOEP ClIpaBeIn-
BO C/I€TIaeT BBIBOJ O TOM, YTO IEpe]] HUM CaMO3BaHell, KOTJa COUCKATeNb
OyzeT NMUILb 3aCTEHYMBO YIBIOATHCS B OTBET HA MPOCHOY MOSICHUTH, YTO
UMEETCs] B BUY IO “‘CTPECCOYCTOMYMBOCTHIO”, PaBHO KaK W IO JeCs-
TBIO IPYTHMH YKa3aHHBIMH B PE3IOME BEJTUKOJICTIHBIMHU CIIOCOOHOCTSIMH.

Yeneuenus / xoo0u:

3/ech MUIIeM BCe, YTO TOBOPUT O Ballleil 00pa30BaHHOCTH, PYIUIINN
u apyrux poctonHcTBax. [lomanTe! Kak u B mpogake moOBIX TOBApPOB, B
pe3tome HyxeH PR, To ecth xopomas pexiama, ynakoBka. IMeHHO 3Tum
MBI C BaMH ceiiyac U 3aHnMaeMcs. Hammmmre npumepHo Tak: "CaMo000-
pa3oBaHHE B cepe NCUXOJOTHUH, YTCHUE HAYYHOH, [MO3HABATCILHOW H
XyIOKEeCTBEHHOW nuTeparypbl. CropT, maxmartbl, peOychbl. M3ydenue
WHOCTPAHHBIX SI3bIKOB. YBIIEUEHUE UCTOPUEH: aHTHYHOCTD, IPEBHSS (Qu-
nocodusi, MeTUIIHA U 1Ip.".

Pexomenoauuu:

31ech HY)KHO yKa3arh nmosiHocthio MO Barero ObiBiIero paboroaa-
Teus, TenedoH, ynobHoe BpeMsl 3BOHKA. B kadecTBe pekoMeHIaTens: Mo-
JKET BBICTYIIATh HE TOJBKO BAaIll HETIOCPEICTBEHHBIN PYKOBOAUTEND, HO
1 KoJuiera 1mo paboTe, KJIMEHT KOMIIAHUH, C KOTOPHIM BBl COTPYIHHYAIH,
Jpyroii BHENTHUH KOHTpAareHT, 3a paboTy C KOTOPBIM BBl HECIH OTBET-
CTBEHHOCTh. TO ecTh, JIFOO0OH YEOBEK, KOTOPBIH SBJSUICS CBHIETEIIEM
Bamie mpodeCCHOHABHON AESITEIHPHOCTH W MOXKET OXapaKTepH30BaTh
Bac, Kak paOoTHHKa. PekomeHnaTeneM B IaHHOM Cilyyae HE MOXXET SIB-
JSITBCSL YEJIOBEK, C KOTOPHIM Y Bac OBIJIM MHTEPECHI HE JIEIOBOIO XapaK-
Tepa.
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Kaxoiu dhopmam pesrome eviopams?

ITon popmaTtoM uMeeTcs B BUIAY CIIOCOO PaclioNOXKEHUS TEKCTa B JI0-
kymenTe. Knaccuueckumu crnocob6aMu oOpMIIEHHUsT pe3loMe SIBIISIFOTCS
pacroioxXeHne TeKCTa @ 0ge KoylonKu (Ha3BaHUS pa3JelioB CleBa, TEKCT
CIpaBa) U PACIIOIOKECHUE TEKCTA 8 0OHY K0J10HKY. BBIOOp TOro M uHO-
ro croco0a pacroyioKeHHsI TEKCTa TJIaBHBIM 00pa3oM 3aBUCHT OT Ipe-
MOYTEHUH CaMOro COMCKAaTels, a Takke OT 00beMa CBEICHUH, KOTOPhIE
Bbl HAMEPEHBI OTPA3UTh B TOKYMEHTE.

BrinmyckHMKaM cTOUT 0OpaTUTh BHUMaHUE HA JBYXKOJIOHHBIHN c11oco0
oQopMIIeHNS, KOTOPBIH 00JIbIIE BCEro MOAXOAUT AJISl MAJIOTr0 KOJIMYeCTBa
cBepeHuit. s cpeqHero u 60ibIIoro o0béMa CBeIEHHN JTy4Ile HCIOb-
30BaTh 0popMIIEHHE OTHOI KOJOHKOM.

O/HOKOJIOHHBI W JBYXKOJIOHHBIA (OpMaThl 00ECIEUYHBAIOT Ipe-
KpPacHYI0 YNTaeMOCTh JOKYMEHTA U MO3BOJISIIOT PEKPYTEPY JIETKO OPHCH-
TUPOBAThCS B JAOKyMeHTE. {1 pe3toMe 3TO SBISIETCS] KpUTHYHBIM, TaK
KaK II0X0 0()OpMIICHHBIE TOKYMEHTHI OOBIYHO UTPAIOT HE B MOJIB3Y KaH-
aunaTa — MX OpocTo He 4uTaroT. Ha m300paKeHusX HWXKe IpHUBEIe-
HBI IPUMEPBI COCTaBJICHUSI pe3loMe, KOTOpble Oosiee TOAPOOHO PacKphI-
BaIOT CYTh 000UX CIIOCO00B 0(hOpMIIEHUS JOKYMEHTA.

Ecnu BBl XOTHTE aKIEHTHPOBAaTh BHUMAaHHE PEKpyTepa Ha Kakoii-
00 BaKHOW MH(OPMAIIMK — BBIJCIANUTE e¢ KUPHBIM mpudrom. O-
HAaKO HE CTOUT YBJIEKAaThCs 4Ype3MepHbIM odopmiieHHEM. B pestome He
MPUHATO HCIOJIb30BaTh W300pakeHus (kpome (OTO), HECTaHIAPTHBIC
MIPUQTHI U TPOYHE IIEMEHTHI IEKOPATUBHOTO 0popMIIEHUS.

00 ommoOKax, KOTOPBIX MOKHO M30e:KaTh MPH COCTABJIEHHUH pe-
310Me:

- OyzabTe KpaTKu M OrpaHWYbTECh OJHOM - ABYMsI CTpPaHHULEH,
JlaXKe €CJIM y BaC OYEHb MPOJIOJIKUTEIbHBIN CTAXK;

- cleaMTe 32 U3MEHEHMSIMU B CBOEH KOHTAKTHOM MH(pOpMAaLHH, U BO-
BpeMs Ileperneyaraiite pe3toMe, el y Bac U3MEHWICS, CKaXeM, HOMEp Te-
nedoHa;

= COCTaBHMB M HaOpaB pe3ioMe, AailTe MPOYHUTATh €r0 APYroMy He-
JIOBEKY, 4TOOBI BBUIOBHTH BCE OIEYATKH W IpaMMaTHUECKue OIIMOKH,
KOTOpBIE B IAaHHOM CJTy4ae HEMPOCTUTEIHHBI K MOTYT CTOUTH BaM MECTa;

27



= OYEHb Ba)XEH BHEIIHUI BHJ Ballero pe3toMe, I03TOMY YUTUTE —
CTpaHMLIa C TEKCTOM HE NOJDKHA ObITh OYeHb YOOPHUCTOH; KOJIUYECTBO
UCIIOJIb3YEeMbIX MIPU(TOB TOHKHO OBITh MUHUMAIBHBIM (He OoJiee IBYX);
mpudT AODKEH JIETKO YUTaThCs (Kak, Hampumep, Times); mpu Habope
TEKCTa He BBIPABHUBAKTE TEKCT MO MPaBOMY Kpalo; HE 3J0ymoTpedIsiiTe
JKUPHBIM MPUPTOM, KypCUBOM, MMOAYCPKUBAHHEM.

- Ha “paboTHbIX” caiiTax 4acTo BcTpedaercs pasnen “TpeGoBaHus o
3apruiate”. Mcronb3oBadue ciioBa “TpeOoBaTh” BBITJISANT ITO MEHBIICH Me-
pe 3a0aBHO B pe3roMe MOJIOAOTrO crenuanucrta. llokenaHus mo 3aproiate
npeaHa3Ha4YeHbl Uil “03By4MBaHUs” B TeneoHHOM pasroBope. Koraa Bam
TIO3BOHMT PEKPYTEP U CIPOCHT, KaKasl 3apIuiaTa Bac HHTEPECYET, Bbl CKaxe-
T€, YTO Ballld OKHIAHUS 1O 3apILUIaTe COCTABISIIOT OT... OJTHAKO BBl THOKO
OTHOCHUTECH K 3TOMY BOIIPOCY M ceiuac B MEPBYIO ouepelb MHTEPECYETECh
paboTO# Kak TAKOBOIA.

= 3aBemuTe CHCNUATIBHBIN “‘Cepbe3HBIA” aJpec AIEKTPOHHOM IMOUTHI
(oObr4HO cocTaBsIIOT W3 mMeHH W Qammmu). Henenbie belochka@,
zlobnyzver@ (ma-ma, 3T0 mpaBaa!) HaBEOYT PEKPYTEPOB TONHKO HA OIHY
MBICJIb — YTO C TOJIOBOM y COMCKaTens He Bce B nopske. He 3a0ynpTe yka-
3aTh aBa TenedoHa (OOBIYHO MOOWIBHBIA M TOMAIIHHIA) — 3TO BaXKHO IS
Cllyd4asi, KOraa MOOMJIBHBIM BHE JOCTYIA, a MUChMa 10 AJIEKTPOHHOW MoYTe
OCTAIOTCSl HEMPOUYUTAHHBIMH. [Ipemynpenure MOMAlIHUX O BO3MOXKHBIX
3BOHKaX HacyeT paboThl U HEOOXOIMMOCTH 3alMCHIBATH MH)OPMALIUIO.

- CewmeiiHO€ NOJI0KEHUE BBl MOYKETE YKa3bIBaTh 0 JKEJIAHUIO.

- OOs3aTenbHO TpeAyNpenInTe peKOMeHaTeneld 0 BO3MOXKHOCTH
3BOHKA. Ecny BBl HE yBEpeHBI B TOM, YTO PEKOMEHJIATENb AAaCT O Bac HC-
KITIOUHTENFHO OJIECTSIINE OT3BIBBL, JIyUIlle OMYCTHTE 3TOT pas/el.

3apaHee chenaiiTe HISHTUYHBIA IO CTPYKTYPE M COJEPXKAHUIO Bapu-
AHT Ha AHTJIMHACKOM S3bIKE, YTOOBI HE MHUCATh €ro MOTOM B CIIEIIKE. AH-
TIIMICKUNA M PYCCKMM BAapUaHTBHl PE3IOME JIOJDKHBI UMETh OJUHAKOBOE
rpaguueckoe ohopMIIEHHE U COlEPKAHHE.

MHorre MeXITyHapoJHbIE KOMIIAHWH Cpa3y €ro y Bac 3ampocsiT JIMOo
M3HAYAIIBHO Pa3MECTAT BaKaHCUIO Ha aHTJIMHCKOM. Pacnievyaralite HECKOb-
KO KOMuii Ha 000MX si3bIkax. OHHM JOJDKHBI OBITH MO PYKOH Ha cobeceoBa-
HUSIX U spMapKax BakaHcHid. ViMelite ¢ co00i Ha BCAKMIA CiIydait (QUIAIIKyY ¢
Gaiinamu.
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Bonxoxckun Avzipen Hukonaesuy

[ara powgenns: 12 anssapa 1981
MecTo murenueTea; Camr-leTepdypr

Tenegox: +7 812 593-99-99
E-mait DOMDNYEQU004D Ny
PyXOBOATENb OTAGNA NPOAAX

Lent: Coucxamie A0Mme00TH Pyn0scANTEN 0TREN NPOL XX

Mpodreccnonanbhble HABLN,
* MHOTONETIAA ONRIT MO PIOEIDOTIR, PRIBHTWG K YNRABNEIG
TOPIOSLV I MADKETINOSORAM NDOSETIN . YBamtarese OOLENS MEOLSe

o OINEAT SEAAR NEDETOBOP0E LEIMNAOND YROSHR, X3K0EsHe A0M0R0N06
KOMTROMS KCNONNCHUR A0M0RCEMI OOAIITEMATS,

* Nateao NOLTPOLHINA BRICONOIDBEXTHEOA xOMEHaH, NOABORS, Ol writi
¥ MOTRBAI P2ECONAND

Onuwir paboTet:
JAD «TOprosan roMnANHAL
PyxoSoaMTens AeNAPTIMENT2 Apogax (wars 2007 < e )

* COCTRACHAS NN NPOJIK . PAIpatoTsd CTRATENSA NOACIE MOBEX
KAREHTO8 . MOHATODMRT DHMES i PEIPSACTED NSNS BEiENTHA

« QOy4eHee TOPTORLX NPAACTISNTENER, Oy oM M KOHTPON, PRIYMUTATOR
PAOOTH PAIPI0OTES W SHEADSHAS CHEM MOTHERL I MEDEOHIAS
* P00TS € Perndamaanee KnsesT08. ONTIAIALHA DidHec-NPOYeCLos

AononHuTenbHbie CHEACHHA:

Nt NOMA0EITENS MK (MS OMCe, 1C, WTepHaT, Baletaimigepesn i
PIOS0PHEN 2 niiCoi BORMTEALCIHE NPA8A. TOTOENOCTY K
KOMAHAIDOEAM  NPEA0CTIBNENME PRXDAEHE AW NO S3D0LY
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Bonkonckmi Anapen Hukonaesuy

Lara powgenms: 12 pnoapa 1581

Mecto murenneTaa:  Coarr-NeTepdypr
Tenegox: o7 612 593-95-99
E-ma DORONSIHYEQ000400 Ny

Llent! Comtaamie A0me00T [yob0AMTEND 0TA2NA NPOAEX

MpodecCHOHANBHBIE  + MHOMONETHME OOt 1O POPSBOTIE PROHTHO W

Onwir paorm

AononHurensHble
CEeeHMA

YNPSENEHHD TOPIOSHIMIA I NIDKETIHIOEAM
NRECEXTAM Yeerwicue oOnena npotxe

* ONUT 30401823 NEPETGOOPOD PAMNIMOD YPOSNR,
SAKMONEHAL S0MCB0N0D, LOHTPANS WENO e
AOFOBCEML OORIATENSLTE

o H3tesot NOCTPORHMA BRlONOMPEXTHESDR KOMIHAH,
MOACORA, QD4R I NOTHER{M NERCONAND

JA0 «Toproman KOMARNIA (WO 2007 < ne )
Pyxosomrent AeNapTIMENTA APOALK

o COCTMME s MNaHA NPOR SN PAIPAOOTES CTPITAMA
NOMCED HODLL ANHENTOR MOMHTORMANT Py v
PRPGOTEY NS PAOSMTHR

+ Qfhyuenue TOProsta NpEACTasUTENeR, Cyeia 1
KOHTPONE PEYNBTAT0E pAloTe PRIpItoTea B
PUELPEMME CAOM WOTWEI M NEPCOMAND

* PROOTH ¢ PAXNIMM[MENIA KTIenTO8  OITISLHA
CAtieC-rpoi ect o

Crwmipit nossjosaTen, T (M3 Cfce, 10, uerepmeT,
SALEONIMPEPELIMN) . PROrORODHE! S IR
BOAMTENLCE NPAES. TOTOBHOCTE K KONIHIMDOSIN
NPEAOCTHAMR NS DETMEHS BLLA NO 3ANPOCY
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KOHTPOJIBHOE 3AJTAHUE Ne 1

Iucomennvie omeemol Ha 60NnpoOCHI peKOMeH()yemc;z omociaams npe-

nooasamenio 075 NPOBEPKU NO IeKMPOHHOU Noume U, npu HeooxoouMo-

cmu, yCmHo 00CyOoums npu TUYHOU gcmpeye.

Translate the following questions into English.

Answer them using the information about yourself.

Question in Russian

Question in English

Your Answer

1. Kak Bame mnonoe
uMs?

2. Kak Bame mnepBoe
umsa’?

3. Kak Bame Bropoe
ums?

4. Y MeH1 HET BTOpPOro
HUMEHH, MOE OTYECTBO. ..

5. I'me BEI xuBeTe?

6. Kakoti Barr agpec?

7. Kakoit Bam nHomep
tenedona?

8. Kaxkoit Bam azapec
AJIEKTPOHHOM MOYTHI?

9. HazoBure no OykBawm,
MOXKaJIyHCTA.

10. IloBTopuTe, moOXKa-
JIyicTa.

11. ToBopute momen-
JICHHEe, MOoXKalyicTa.

12. Korna Bei ponunuce?

13. I'ne Bol pogunucs?

14. Otxyna Bst pogom?
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15. T'me Bel xomumu B
HIKosy?

16. T'me Bol yuunuce
(mocne 3Toro)?

17. Yto Ber n3ywanu?

18. Kakue mnpeamersl
Brr m3ygamm?

19. Kakue xypcol Bwr
MIPOXOAUIN?

20. I'me Bor nmpoxoaunu
MPaKTUKY?

21. Kakue oOs;3aHHOCTH
BrI BeIITONTHSITN?

22. Kakyrwo crenenb Brl
noxyqyuin’?

23. T'me Opo Bame
nepBoe MecTo paboThi?

24, I'me Bwl pabotamu
3arem?

25. Kakosa Bama HbI-
HEMIHSSA JOJDKHOCTE?

26. Kakoit Bam pabo-
yuit angpec?

27. Kakoit Bam pabo-
quii / MOOWIBHBIA HO-
Mep TenedoHa?

28. KaxoBsl Bamm gos-
J)KHOCTHBIE  OOsI3aHHO-
ctu?

29. 3a uyro Bml orBeyae-
TE?

30. CxkonpKO BpeMEHH
Bl paboraere B 3TOH
KOMITaHUM?
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31. Cxonpko BpeMeHH
Brel pabGoraete B HBI-
HEIIHEeH JOmKHOCTH?

32. Yro Bam HpaButcs B
Bamreit pabore?

33. CKONBbKO COTpYIHH-
KOB B Balllell KOMITaHUH?

34. CKoIBKO OTHENOB /
nojpa3/ieieHuii B Ba-
L€ KOMITAaHUH?

35. Korma Obuia OCHO-
BaHa 3Ta KOMIIAHUA?

36. I'me mHaxomsarcs ¢u-
JIHaNbl KOMITAaHUU?

37. C yem cBs3ana Ba-
ra padora?

38. Komy BeI noguuns-
eTech?

39. C kem BbI yame
BCEr0 KOHTAKTUpyeTe?

40. I'ne Bsl yuntecns?
/By3, akynbret/

41. T'me pacnonaoxeH
YHUBEPCUTET?

42. Ckonbko (hakynbTe-
TOB B YHUBEpcUTeTe?

43. CKOJBKO CTYAECHTOB
o0ydJaeTcst B YHUBEPCHU-
Tere?

44. Korna Obu1 OCHOBaH
YHUBEPCUTET?

45. I'ne Haxomsarcs Qu-
JIMabl YHUBEpPCUTETA?
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46. Ectb 11 uccnenona-
TEIBCKUH IICHTpP / CTIOp-
TUBHBIA TeHTp / Oac-
celiH / oubmuoTeka...?

47. Ha xakom Kypce Brl
yUuTECH?

48. Kakue mnpeameTsl
Brl nzyuaere?

49. Yrto Bac Oomnpme
BCEro WHTepecyeT?

50. KakoBa Tema Barire-
ro HAy4YyHOTO HCCIIEI0-
BaHUs?

51. Yem Bel yBriekaerech?

52. Kakue y Bac xo06u?

53. KakoBwl Bamu yew-
Hocmu?

54. Kak BbI cuuraere,
KaKUM BaXKHO Obiinb?

55. Kak BbI cuuraere,
YTO BaXKHO UMemb?

56. Kakx Bm1 cumracre,
KaK BaXHO NOCMYNamu?

57. Kakosa Bara ¢uio-
copus?

58. KakoBo BaxxkHOE I
Bac swickazwvisanue /
yumama?

59. JIrogu roopsT, 4TO
...

60. S cumraro, 4ToO ...

35




61. Jlns meHs ycnex —
3T0...

62. s meHs paboma —
3TO...

63. Jlus MeHs Oenveu —
370...

64. {nsa Mens cuacmove —
3TO...

65. Jlius MeHsS 3HaHue
AH2NUUCK020 — ITO. ..

66. Jlns MeHs y0060/1b-
cmeue — 3T0. ..

67. Ins MeHs y3nasamo
HOB80€ — 3TO...

68. Pacckaxure o cebe.
Kakue 5 cnoB Bac myu-
1II€ BCETO OIMHCHIBAIOT?

69. Kakoil ombIT, Bax-
HBIM [JI9 3TOU HOJKHO-
cty, Bel umeete?

70. Kakosbl Bamm cuiib-
HBIE CTOPOHBI?

71. Kakosbsr Bamu cia-
Oble CTOPOHBI?

72. Yo Bac moTtuBupyer?

73. Yro Bbl 3Haere o
HaIlle KOMITaHUU?

74. Yto npusnexso Bac
B 3TOH JIOJDKHOCTH?

75. I'ne Br1 Bumure ceds
gepe3 S aet?
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SUGGESTED STRATEGY PRACTICE

1. SELF-PRESENTATION STRATEGY

Test Interviews

In the test you are given marks for:

- Grammar and vocabulary. You need to show that you have a good
range of vocabulary and can use correct grammar. However, occasional
smal | mistakes will not affect your mark.

-Discourse management. You need to show that you can speak in a
logical way about the subject and speak for the right amount of time.

- Pronunciation

- Interactive communication. You need to show that you can listen to
the examiner and to your partner and give suitable answers.

The interviewer asks you

-general questions about your work, studies, free time, etc.

-questions on a business topic.

This part of the interview tests your ability to:

Talk about yourself
Talk about preferences
Agree

Disagree

Examples, reasons and extra information

Giving examples: If you are asked What do you most enjoy about
your job? you can say | most enjoy the teamwork. We have a very good
working atmosphere in my company. For example, when I’ve got a work
problem, I can always ask my team for help and they re usually ready to
give it.
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Giving reasons: If you are asked Is this a good area to work in? you
can answer Yes, it’s quite good because there is plenty of industry and
communications are excellent.

Extra information: If you are asked Where do you come from? you
can answer | come from Edinburg or you can give extra information, such
as I come from Friburg. It’s a town in the western part of Switzerland,
not far from Berne.

Suggested interview technique:

1. Before you go into the interview, make sure that you can answer
questions about yourself and your job.

2. Don’t answer the questions with just one or two words. Add a
reason and an example.

3. Smile at the interviewer, make eye contact and look confident.

PRACTICE

1. Read these examples of possible test questions. Unfortunately,
this candidate doesn’t say very much!

Interviewer Interviewee
1. Where are you from? Turkey.
2. What work do you do? I’m an accountant.
3. What do you like about you job? My colleagues are nice.
4. Do you have a comfortable office at Yes.
work?

5. Is it important for you to have your own Yes. It’s important.
office?

6. And would you like to have a bigger of- Not really.
fice?

2. Below you will find some more information and ideas which the
candidate could use. Match each one with one with one of the answers
above to make longer answers.

a. | work for a clothing firm in Istanbul.

b. T’ve got several good friends among them.
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c. If you don’t have your own office, people can interrupt you all

the time. It can be difficult to concentrate.

d. Iwas bornin Ankara but now I live in Istanbul.
e. There is plenty of space for all my files already.

f. It’s very light with nice furniture.

3. Read the examiner’s questions again and answer them about
yourself. Avoid answers of just one or two words.

4. Now work in pairs. Take it turns to be the interviewer and the

candidate for the following questions.

A

B

*  How important is it for you to
have a mobile phone?

*  What are the advantages of using
the text messages?

*  Are there any situations when it’s
better to talk to people face to face in-
stead of telephoning?

*Is it important for business
people to speak a foreign lan-
guage?

*Apart from English, which
language is the most important
in your area of work?

*Do you think companies
should give language training to
their stuff?

2. REASONING STRATEGY

In the test you are given marks for:

You are given a page with two topics printed on it. The topics consist
of a questions beginning with What is important...? Followed by three
alternatives/ You must talk for about 1 minute on one of the topics.

You must also listen to your partner’s talk and briefly answer his or
her What is it important ...? question.

This part of the interview tests your ability to:

- Speak for a longer time, as you might have to do in a business meet-
ing or when giving a short presentation.
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- Organize your idea clearly and keep to the topic.
- Give reasons to your ideas and opinion.
Suggested technique

A You have one minute to prepare. Use it to:

1. Choose the topic which is easier for you.

2. Think about the three points and why they are important. Decide
which one or two are the most important.

3. Think about examples you can give. Personal examples can make
the talk more interesting.

4. Note down some key words and ideas for each alternative to help
you remember and organize your talk.

B When speaking:

1. Use your notes but look at the interviewer.

2. Start by saying which guestion you have chosen.

3. Use linking words and phrases like firstly, because, for example.
This will make your talk easier to follow.

4. Watch the time and try to finish with a shirt concluding sentence.

5. Keep speaking for the minute. If you run out of ideas, take a
breath and begin again, even if you are repeating an idea you have talked
about before.

PRACTICE

1. Look at the following question. Below you will find an example
of a talk that a candidate might give on this topic. Write the best linking
word or phrase from the box in each gap.

What is important when giving a presentation?
*  Using visuals

*  Giving handouts

*  Allowing time for audience questions

secondly | also because like this means that
so to conclude firstly but for example
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Well, I’ve decided to talk about what is important when giving a
presentation. 1............. , I think it’s important to use visuals like Pow-
erPoint slides or things written on a flip chart 2............. It’s easier for
the audience to concentrate when they have something to look at. Of
course, there are some things which you can explain more clearly if you
use visuals. 3 ............ , if you are talking about figures, you really need
to show them to your audience on a graph. 4 .............. , It’s very im-
portant to give the people who are listening time to ask you questions at
theend. 5 .............. you can explain something to them again if it
wasn’t clear the first time. It 6 ............ means that the audience can
find out more about any part of the talk which interested them. People
usually give handouts 7 ................. copies of the Powerpoint slides to
the audience. Thisisnice 8 .............. I don’t think it’s essential. People
often prefer to make their own notes. | sometimes wonder if many people
look at the handouts again after the talk. 9 .............. , I think the most
important things are using visuals and allowing the audience to ask ques-
tions at the end.

2. Work in pairs. Choose one of the topics below and discuss how
you could answer it. Make some notes.

What is important when applying What is important for you in an

for the post? office?

* Location * Having lots of space

* Career prospects * Being private

*  Salary * Being able to personalize your
office

3. Change partners and give your talks. You partner should listen
and make any suggestions for ideas you could add at the end.

4. Indicate by placing an “x” next to the 6 items from the list below
which you believe are most important in motivating you to do your best
work. Say why?
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FACTORS WHICH MOTIVATE ME

FACTOR REASON
1. Steady employment
2. Respect for me as a person
3. Adequate rest periods or coffee breaks
4. Good pay
5. Good physical working conditions
6. Getting along well with others on the job
7. Chance for promotion
8. Pensions and other security benefits
9. Feeling my job is important

10. Having a written job description

11. Getting a performance rating

12. Attending stuff meetings

13. Opportunity for self-development and im-
provement

14. Fair vacation arrangements

15. Large amount of freedom on the job

Now give your reasons for your choices.
I
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1S CONSIAErEd tO DB ..o e,
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3. JOB INTERVIEW TECHNIQUES

The first thing you need to do when starting the job-hunting process
is a self assessment of your own strengths and weaknesses. This process
will help you identify the skills, qualifications, experience, knowledge and
personal characteristics that employers are looking for.

1. Complete the table with the adjectives below. What other
words can you add?

astute  bright ecalm clever  easy-going

hard-working moody neurotic
punctual quick-tempered reliable
responsible sharp slow
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Intelligence and Emotional stability Conscientiousness
ability
calm reliable

bright

2. Match the personal characteristics to the questions.

1)
2)
3)
4)
5)

6)

creative
decisive
flexible
organized
persuasive

reliable

a. Do you always do what you say you’ll
do?

b. Are you good at getting other people to
agree with you?

c. Are you good at making your mind up
quickly?

d. Are you able to plan ahead successfully?

e. Are you able to cope with last-minute
changes?

f.  Are you good at coming up with imagi-
native solutions?

3. In pairs, take turns to ask and answer the questions in the exercise

above.

4. Discuss your individual strengths and weaknesses, giving spe-
cific evidence.
A: “Do you always do what you say you’ll do?”

B:

“Yes, I'm very reliable. I'm always on time to work, classes and

meetings, and when [ can’t make it, I let people know ahead of time.
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5. Now give some more information about your strengths and
weaknesses. Try to use the following phrases.

strengths weaknesses positive negative
characteristics characteristics
I’'mexcellent | P’mnotvery | Tam... I can sometimes
at... good at... be...
I’m able to... I could be
better at...
I’'m interested | I’mreasona- | Itryto... Occasionally
in... bly good at... Iam...
I recently I would like I have... I can be a little
managed to... | to be able bit...
to...

The right person. These words are often used in job advertisements.

Companies look for people who are:

*  Self-starter, proactive, self-motivated: good at working on their

own.

* Methodical, systematic and organized: can work in a planned,

orderly way.

*  Computer-literate: good with computers.
*  Numerate: good with numbers.

*  Motivated: very keen to do well in their job.

*  Talented: naturally very good at what they do.
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Employers will ask you for transferable skills or competencies — the
skills, knowledge and behaviour they consider necessary for a particular
job. Reviewing your previous experience will help you to identify your
transferable skills and recognize jobs that you are qualified for. How
would you describe yourself? Write at least 5 sentences.
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6. Match the transferable skills to the examples of professional be-

havior

1) I have a justified belief in my ability to do the job.

analytical I am able to express my opinion or provide advice

skills when necessary. | am good at making decisions.

2.) I have actively seek feedback on my performance and

creativity carefully consider feedback. | demonstrate an interest
in an understanding of my own and other cultures.
I understand my own strengths and limitations.

3) self- I am good at getting a good deal.

confidence I am good at developing and managing relations with
the others. | am able to persuade, convince and gain
support from others.

4) I am able to formulate new ideas to solve the prob-

communi- lems.

cation I am able to think ahead to spot or create opportuni-

skills ties.
I set aside thinking time to come up with alternative
ways of getting things done more efficiently.

5) I can work with sustained energy and determination

indepen- on my own. | can find ways to overcome obstacles to

dence set myself achievable goals. | strive towards my own
targets and refuse to settle for second best.

6) I am good at data analysis. | am excellent at interpret-

inter- ing data to see cause and effect and am able to use

personal this information to make effective decisions.

skills

7) I am able to express myself effectively.

nego-tiation I am able to make my opinions totally clear and am

skills rarely misunderstood. | produce clear, well-written
reports that can be easily understood.

8) I am good at working cooperatrively.

self I am good at working and communicating within a

awareness team to achieve shared goals. | am a good listener.
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7. Write your own examples of behavior for the following transfer
skills. Compare your answers with the suggestions in the answer key.

1) flexibility I’'m not rigid in my approach to work.

2) leadership
skills

3) organizational
skills

4) teamworking
skills

8. Identify three key transferable skills of your own, which you have
used at work or university. In pairs, tell each other about your skills,
giving examples of your behaviour. Then compare them with suggested
answers in the answer key. Responding to questions at an interview is your
opportunity to give evidence of your skills and experience, prove you know
what the job entails, and demonstrate that you are the best person for the
job.

9. In pairs discuss the following questions

1. What questions might you expect to be asked in any job inter-
view?

2. What advice would you give somebody about dealing with the in-

terview questions?
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10. Look at the common interview questions. Write the type of
question (a-c) next to each question (1-12)

a. Questions that require you talk about yourself, your ambitions,
your personality, your hobbies and interests

b. Questions that require you to prove you have researched the job
and the company you have applied for work with

c. Questions that require you to demonstrate you have the skills and
experience required for the job

Can you tell us something about yourself?

What experience do you have that is relevant for this position?
What did you learn during your time at university?

What do you see as your strengths?

What do you think about our website?

What attracted you to the position?

How would your colleagues describe you?

What sorts of projects did you work on in your last position?
What university did you attend and why did you choose it?
How do you typically approach new projects?

What do you know about our company?

Where do you see yourself in five years’ time?

© 0N s~ E
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11. In pairs, try to think of some more questions for each category
(a-c). Which questions would you welcome in an interview? Which ques-
tions would you not like to be asked?

12. In pairs, take turns to ask and answer the questions in Exercise

10. Which questions are the easiest to answer? Which are the most diffi-
cult?

49



13. How would you answer the following questions?

1. What are the 5 different words that describe you best?

2. What is the most difficult thing for you to do?

3. What things do you do best individually \ ... in a team setting?

4. What was your biggest mistake and what did you learn from it?

5. What have you learned about yourself from your last position?
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ROLE-PLAY GAME “JOB INTERVIEW”

1. Work in pairs (Student A and Student B). Student A and Stu-
dent B look at the information below.
Student A - You are James Vernon, Personnel Officer for Re-
nault UK Ltd. You are going to interview the candidate (Student B) for a
place on the graduate management programmer. First read the resume
which Student B will give you, and think about the questions which you
would like to ask. Then conduct the interview using the chart (Ex.2) to
help you.

Student B - You have been invited to attend an interview for a va-
cancy on Renault’s graduate management programme. You will be inter-
viewed by James Vernon (played by Student A), Personnel Officer for
Renault UK Ltd. First give your resume to Student A and then prepare for
the interview. Think about the kind of questions that you are likely to be
asked and plan your replies. Are there any questions that you would like
to ask about the position?

2. When you have finished the interview, complete the following
evaluation sheet for Student B.

EVALUATION SHEET
POSILION: et

Name of candidate: ........c.coevoneeeeii e

Score
- +
12345
BACKGROUND
Education:
Languages:
Experience:
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BEHAVIOUR
AND COMMUNICATIVE ABILITY

Physical Presentation:
Communication skills:
Ability to listen:
Humour:

Culture:

Maturity:

Manners:

PERSONAL QUALITIES

Dynamism:
Ambition:
Organizational skills:
Leadership:

Team Spirit:
Involvement:

CONCLUSION

3. Would you employ him or her? Why? / Why not? Discuss your
reasons with your partner.
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UNIT 2
SOCIAL LANGUAGE ORGANIZER

1. ESSENTIAL WORDS

SAYING THANK YOU

Thank you. Use these if someone does some-
thing simple for you. This is for
Thank you very much. things you normally expect from oth-

Thanks a lot. (informal) er people. They are not strong
enough for special help.

I'm very grateful. For special help, add one of
these to the usual expressions listed
It's very kind of you. above.

REQUESTS AND INVITATIONS

Could you......, please. Use 'please’ at the end of
requests for help when the

Would you...for me, please. other person will do some-
thing for you.

A black coffee, please. Avoid using 'please’ in the
middle of a sentence.

Please sit down. Use 'please’ as the begin-

ning of invitations or sugges-
Please help yourselves to the tions where the other person
coffee. will do something for them-
selves.
Please don't wait for me.

Please join us this evening.
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WHEN YOU ARE LISTENING

If your English is not very good, these words will help you to take a
natural part in a conversation without you having to say very much! If
your English is good, it is important to use these words naturally

Sorry? Use this word alone if you want the

other person to repeat what they said for
any reason - you didn't hear properly, you did-
n't understand, or even, you didn't believe what
Really? you heard!

2. APOLOGIES AND EXCUSEXCUSES

I'M AFRAID... Use this alone to ask the other person to continue, to
give more details. It shows you are involved in the conversation but ex-
pect the other person to say more before you comment yourself.

Match the remarks and responses.

1. Can you ring me this even- a. Not completely, I'm afraid.
ing?

2. Could I speak to...please? b. I'm afraid that's impossible.
3. Did you remember to send c. I'm afraid | completely for-
me that fax? got.

4. I'd need about 40% dis- d. I'mafraid | can't.

count.

5. Are you happy with that e. I'm afraid he's out at the
suggestion? moment.

6. What about next Tuesday? f. I'm afraid | can't manage

next week at all.
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Add 'I'm afraid’ to any response which will seem unhelpful to the
other person. Notice, it makes some quite strong negative responses ac-
ceptable. It is not usually used in written English; in writing, use "unfor-
tunately' instead. Often, instead of the single word 'No', it is better to use
'I'm afraid not' as a negative response.

OTHER APOLOGIES

In British English the easiest general rule is:

Excuse me before you disturb someone.
Excuse me before you try to pass someone
Sorry! is only used after you have done something or after

you have inconvenienced someone.
in British English after you have coughed, sneezed,
Bl i ettt e et e e e e e et e e et e e

In American English, "Excuse me" is used to apolo-
gise after you have inconvenienced someone else.
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3. SAYING 'NO’

It is very important to avoid using 'No' on its own unless you are an-
noyed. On its own it usually sounds aggressive and unhelpful. There are
many other ways of giving a negative response. Match these remarks and
responses.

1. Did your Head Office agree?
a. No, not yet.
2. Coffee?
b. I'm afraid I've no idea.
3. What's the code for Birming-
ham?
c. I'd rather you didn't.
4. Have they confirmed the or-
der yet?
e. I'm afraid not.
5. Do you mind if I arrive a bit
late? f. Well, I really need a bit more than
that.
6. Is 25% all right?
d. Not at the moment, thank you.

Collect more ways of saying 'No' naturally and list them below.
Check by covering the English part and recalling the natural English ex-
pressions.

YOUR LANGUAGE ENGLISH
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4. SAYING 'YES'

There are lots of expressions which are more natural and polite than
using the single word 'Yes'. Match these remarks and responses. Notice
that the natural expressions are quite different from simple, one-word
answers.

1. Will delivery by the end of the month a. Yes, | think so.

be all right? b. Yes, please.

. Could I have another cup of coffee? c. Of course; help

Is it OK to park here? yourself.

d. Yes, that'll be fine.

e. As far as I’ m con-

cerned.
Is next Thursday suitable for our next f Yes. I'm in com-

meeting?

2
3
4. Would you like me to copy it for you?
5. Can I count on your support?

6

plete agreement.

Collect more ways of saying 'Yes' and list them below. Check that you
know the natural expressions by covering the English and recalling them.

YOUR LANGUAGE ENGLISH
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5. ACTIVE LISTENING

Different countries have different customs but in many places people
who are speaking expect their listener to show interest and involvement.
If you listen in complete silence, people may think you are difficult to talk
to! Make a list of sounds or expressions which you can use to show you
are listening.

o O

I
UNDERSTAND

\/

Mmm.

| see.

Make a list of expressions you can use to show you do not under-
stand, or need something repeated or explained.
1 don’t quite follow.

Sorry. What exactly do you mean?

6. LANGUAGE PROBLEMS

If you find it difficult to understand natural English conversation you
need expressions to help you to control what other people say. Make sure
you know how to use all the expressions below.
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WHEN YOU DON'T UNDERSTAND

Sorry, I'm afraid | don't understand. (at all)

I don't know what......means. (You really don't know.)

I don't know what you mean by......(You think you must misunderstand)
Just a moment, please.

What (exactly) does........ mean? (To check)

I didn't catch/follow that (completely).

Could you just go over it again?

Could you just repeat that, please? (You want everything repeated.)
Could you just repeat (the figures/the dates/your fax number/...) please?

SAYING WHAT YOU NEED

Could I just have a minute, please. (You want a pause to think/write/....)
Could you just say that slowly, so | can make a note, please.

Could you spell (your name/address/company name/....), please.

EXPLAINING YOUR LANGUAGE PROBLEMS

I'm afraid | don't know the English word for..... . Can you help me?
I'm afraid I can’t explain very clearly in English. (But I'll do my best.)
Have | made myself clear? (Gives the other person chance to check with you.)
I think you must have misunderstood me. (The other person seems an
noyed or confused.)

YOU NEED TIME TO REACT

Really?

Can you give a few more details (about.......), please?

That's very interesting. It really gives me something to think about.
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SUGGESTED STRATEGY PRACTICE
1. EMOTIONS AND INITIATIVE CONTROL STRATEGY
Saying ""NO"

Part 1. Making Excuses The most common approach to saying "no"
is to make an excuse as to why you are saying "no." If the request is very
simple and cannot be interpreted as a personal rejection, a simple "I'm
sorry" will do.

For example, if asked, "Do you have the time, please?" it will be
enough to say, "No, I'm sorry." When the request is more personal, an
excuse or reason may be required. The following general expressions can
be helpful:

Useful Expressions

No, thank you.

I'm sorry.

I'm so sorry.

Please excuse me, but...
Please accept my apologies.
I'm afraid | can't.

I'd love to, but I'm busy.

I'm tied up right now.
Something has just come up.

© 0N RN E

In the following sentences, questions are answered negatively, but in
a polite way.
Example: Do you need a pen?- No, thank you.

— Can you come to the meeting now? - | can't. Sorry, I'm busy.
— Would you like a cup of coffee? - No thank you.
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— We were expecting you to call us yesterday... - Please accept my
apologies. | completely forgot.

— Can you loan me your computer? / # borrow/ - I'm afraid I can't,
I'm using it now.

— Will you join us after work? - It's nice of you to think of me, but |
can't today.

— Will you be at the department meeting? - No, please excuse me,
but I will be away.

Part 2. Expressing Uncertainty.

Useful Expressions When you do not wish to say "no" right away you
may choose to express uncertainty. It is more tactful. It tells the person
that you are thinking over the request or demand. It is neither a yes nor a
no.

Repeat each expression after the teacher:

- I'm not sure...let me think about it.

I'm not sure...may be.

Let's see how things go.

— Idon't know... that's an interesting idea. I'll give it some thought.

When someone asks you — or invites you — to do something that you
do not wish to do, or perhaps cannot do, it is best to soften the rejection
by saying something positive. This may be done by acknowledging the
person's request.

Please repeat each sentence.

— I'msorry | can't, but | appreciate your asking.
— lwish I could, but thank you for asking.
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I'm sorry, something has come up — but thanks for thinking of

me.

I'm afraid | can't, but it's kind of you to ask.
Please accept my apologies...and thank you for asking.
I'm sorry to have to say "no," but | do appreciate the thought.

See how questions are answered with expressions of uncertainty. Re-
peat the answers.

Can you make a sales presentation this morning?

I'm not sure. Let me think about it.

Will you be attending the company party?

I'm not sure, maybe.

Can you give me a 10% discount on that model?

Well, let me think about it.

Will you expand your market into South America?

I don't know. It's an interesting idea. I'll give it some thought.

We would like to close the deal, but we need a 20% reduction in

price.

Hmm, let's see how the negotiations go.

Part 3. Buying Time or Stalling

Useful Expressions. When you do not want to say "no" right away
you can stall for time. You let the person know you may have some
doubts, but need more time to answer. Here are a few useful expressions.

Well, | need a little more time to think about it.
I don't know, could you tell me what's involved?

— What did you have in mind?
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PRACTICE

Making Excuses

Saying “NO”

Say these answers to the questions in English

1. Would you mind
having dinner with
us?

2. You look
sad... What’s
wrong?

3. Canyoucome
to the meeting now?
4. Will you join
us after work?

5. Will you be at
the department
meeting?

6. Have you seen
our business plan?
7. Can you make
a presentation this
morning?

8. Will you be
attending the com-
pany’s party?

9. We’d like you
to join us after the
meeting.

10. Could you
meet me at the air-
port tomorrow?

Cnacu6o. Ho s 051
MPEIIIOYEN
OCTaThLCS JIOMa.

S He xoTen OBl TO-
BOPHTH (00 3TOM).

Her, mHE oucHB
JKaJb, HO HE MOTY.
4 6b1 pap, HO, 60-
FOCh, CETOJTHS HE
MOTYy.

Her, BBl MeHS 13-
BUHHTE, HO MEHS
He Oyjier.

Her, emé ner.

He yBepen, naiite
MOJlyMaTh.

He yBepen, HO
MOET OBITE.

borocy, s cunbHO
3arpyxeH. Cra-
cu0o, 9TO TpH-
TJIACHIIH.

51 GBI ¢ pagoCThIO,
HO CHJIBHO 3aHST.
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home.

I’d rather ...



11. Why don’t we
meet on Wednes-
day evening?

12. Let’s have
lunch Saturday
afternoon.

13. What about
next Tuesday?

14. Can you call
me this evening?
15. Do you like
this color?

16. What’s the
code for London?
17. When are you
leaving?

18. Do you need
my help?

19. Do you mind
if | smoke?
20. Tea? Coffee?

21. Do you like
ice-cream?

22. Do you need
my help?

23. Would you like
me to see you off?

br1o 651 3m0pO-
BO, HO, OOFOCh, Y
MEHS COBCEM HET
BPEMEHU Ha ATOI
Hezene.

B cy606o0Ty He-
BO3MOJKHO, HO
cnacu0o, 4To
MTO3BOHMI.
boroce, 1 Ha cire-
Iyrouieil Henesue
HUKaK HE CMOTY.
He mory, u3Bu-
HU.

He coscem.

IlousgTus ue
HMEIO.

Touno He 3Ha1O,
HaJI0 TIPOBEPHUTb.
Her, crracu6o.
OuyeHp MHIIO C
Balllei CTOPOHBI.
Jlyumie He Hano.

Cnacubo, He
ceitgac.
Her, He oueHB.

Her, cmacu6o.

Her, cmacu6o.
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Saying “YES”

Thanks and Appreciations
Say these answers to the questions in English

A

1. We were expecting
you to call us yester-
day...

2. Can you come to
the meeting now?

3. Will you join us
after work?

4. Will you be at the
department meeting?
5. Have you seen our
business plan?

6. Can you make a
presentation this
morning?

7. Will you be attend-
ing the company’s
party?

8. We’d like you to
join us after the meet-
ing.

9. Could you meet me
at the airport tomor-
row?

10. Why don’t we meet
on Wednesday even-
ing?

B
H3BunuTE, COBCEM

3a0bLI.

Jla, KOHEeYHO.

Koneuno, ¢ ymnoBoib-

CTBHCM.

Hymatro, na.

Ha, mpocmotpen. Bei-
TJISIOUT HETJI0XO0.

Ha, mMory.

He yBepeH, HO mocTa-
ar0Ch.

byny, obs3aTenbHO.

Boo0i1ie-To, 1 HEMHO-

IO 3aHAT, HO, JyMalo,

9TO, CMOTY.
Br1o 681 310pOBO.
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11.Let’s have lunch
Saturday afternoon.
12. What about next
Tuesday?

13.Can you call me
this evening?

14.Do you like this
colour?

15. What’s the code
for London?
16. When
leaving?
17.Do you need my
help?

18.Do you mind if I
smoke?

19. Tea? Coffee?
20.Do you like ice-
cream?

21. Would you mind
having dinner with us?
22.You look sad...
What’s wrong?

23.Do you need my
help?

24. Would you like me
to see you off?

are  you

B cy606oty HE Mory, HO

cracu0o0, YTO MO3BOHMUIL.

maBaii Ha  OK, let’s make
next week.

Xoporiio,
CIeayIoLEeH Heaee.
Ha, B koTopom uacy?

Ha, nBeT uyaecHbIN.
MunyToOuKy, ceituac
MIOCMOTPIO.

B cpeny.

Ha, noxanyiicra.

Her, BOT nenensHUIIA.

Kode, moxanyiicra.

Jla, oueHs.

Cnacubo0, ¢ OONBIIUM
YIOBOJIECTBUEM.
Huuero, s B mopsiake.

Ha, noxanyiicra.
Ha, noxanyiicra.

OueHb MUJIO C BalIlel
CTOPOHBI.

Test Interview technique

— In this part you are given a card with a role-play situation
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— You ask the partner questions to get the required information

— You must then give your opinion about the information that the
partner has given you

— You then discuss a related topic with the partner

This part of the interview tests your:

Ability to ask questions

Ability to express opinions

— Ability to agree and disagree

Suggested technique:

1. Read the card carefully before you start speaking.

2. Greet your partner and introduce the questions before you start asking.

3. Make sure you use question forms correctly. I'd like to ask you a
few questions about / concerning...

4. Listen to your partner’s answers and at the end give your opinion
about what he / she says.

5. Be ready to disagree with your partner’s opinions or ideas.

PRACTICE

1. Work in pairs.

Student A

Read the information on the task sheet below. Ask questions to find
out the information from your partner. Then give an opinion on the
information.

You’ve been shortlisted and invited to the 2™ job interview to discuss
the possible job offer. You like to clarify some information about:

— Company premises location

— Stuff turnover

— Dress code requirements
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Student B
Read the information on the card below. Answer your partner’s ques-
tions.

You’ve shortlisted some candidates and is interested in hiring one
of them for the position. Answer your partner’s questions with infor-
mation below.

— Company premises location: old city center

— Stuff turnover: 15% a year

— Dress code requirements: business suit only

2. Work on your own. Rate the ten job factors according to their im-
portance to you. Think of reasons for your choice.

FACTORS RATE REASONS

—agood salary

— low level of stress

— real responsibility

— friendly colleagues

— business trips

— job security

— flexible working hours

— opportunity to be innovative
and creative

— within easy traveling
distance

— good relationship with your
boss

— good chances of promotion
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3. Now discuss the following question.

What are the most important things to consider when discussing a job of-
fer?

Example: X is not as important to me as Y, because...
X is more important than Y, because ...really matters.
My priorities are....



2. JOB INTERVIEW TECHNIQUE
SELLING YOURSELF

A skill is the ability to do something well, especially because you
have learned how to do it and practiced it. You can say that

someone is:
perfect / good / bad / noun or customer care
terrible at computer software

electronics

skilled at / skilled in ing form | communicating
using PC
working with large groups

good with noun computers
people
figures

1. Write some sentences comparing your abilities now (in the third
column) with what they were like when you started.

Skills I need in my job. | When | started | was NowIam ........ at
..... At this. this.

e.g. organize files e.g. quite good but|e.g. very good and
slow quick
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e.g. | am better and quicker at organizing files now.

2. What are your best points? Underline them in the sentences
above.

3. Now tell the group about major improvements in your skills, giv-
ing examples of your recent achievements.

The rest of the group should ask you at least 1 question to clarify the
details and give his or her opinion about your answer(s).



ROLE-PLAY GAME “A CHANCE FOR PROMOTION”

STUDENT INSTRUCTION SHEET

For working students: You have been hoping for promotion within
your company for some time and in staff appraisal sessions you have had
very positive feedback. The problem is that the position you’re offered
requires:

» Knowing English

» Moving abroad

P Passing an interview in English

The new job is much better paid than your current one and the com-
pany would pay relocation expenses if you accepted it. Your bosses have
suggested that this career move would probably lead to even better pro-
motion later on. You know that this is probably the only opportunity you
will have of gaining the promotion within your company.

For non-working students: You’ve been offered to participate in a
“Students Exchange Program” that means you’ll have to spend a year
leaving and studying abroad. See the requirements above.

1. Now consider these things:

For taking the job / Against taking the job /
Factors offer offer
+++ - - -
— culture
— language
— stress
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— colleagues

—social life

— family

— health

— money

—home

— travel

— future
prospects

— spouse’s job*

2. Remember to provide your reasons for each of the points above.
3. Complete the application form, using your notes from UNIT 1.

4. Prepare for the interview by
— covering the possible questions below,
— updating and printing your resume in English & Russian.

EXAMINER INSTRUCTION SHEET

First collect the students’ resumes and analyze the information. Then
tick the questions you would like to ask each of them at the interview. You
may choose some of the questions bellow or create your own ones during
the interview.
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1. Have you worked abroad?

2. Did you have a chance to practice your English abroad?

3. Did you attend any training programmes? Do you have certificates?
4. What are your strong \ weak points?

5. Do you think it would be possible to improve your skills in the
shortest period of time?

6. Are you ready for a change?

7. Can your family move with you easily?

8. Have you travelled a lot?

9. How long have you been learning English?

10. Please tell me what you want to do in the future?

11. Are you satisfied with your job?

12. Why did you join this programme?

13. What subjects would you like to study \ have you enjoyed study-
ing?

14. What experience would you like to gain?

15. What countries have you visited?

16. Have you ever had any experience in dealing with foreigners?

17. What do you see yourself doing five years from now?

18. Where do you want to be ten years from now?

19. How has your education prepared you for your career?

20. What were your favourite classes? Why?

21. What goals do you have in your career?

22. How do you plan to achieve these goals?

23. Do you have any plans for further education?

24. How much training do you think you will need to become a pro-
ductive employee?

25. What motivates you?

26. How do you evaluate success?

27. Describe a situation in which you were successful.

28. Why do you consider yourself a manager?

29. What qualities do you feel a successful manager should have?

30. How many employees report to you?

31. What are some of the major problems \ challenges that you face in
your job?
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32. How much money do you need to be happy?

33. How would you describe your ideal job?

34. Is it possible for you to work overtime?

35. Are you willing to travel? How much?

36. Are you a goal-oriented person?

37. Tell me about some of your recent goals and what you did to
achieve them.

38. What are your short-term goals?

39. What are your long-range objectives?

40. Do you handle conflict well?

41. Have you ever had a conflict with a boss\ professor? How did you
resolve it?

42. What were your reasons for leaving your previous job?

43. What major problem have you had to deal with recently?

44. Do you handle pressure well?

45. What is your greatest strength?

46. What is your greatest weakness?

47. What are you aiming at participating in the programme?

48. If | were to ask one of your professors to describe you, what would
he or she say?

49. Why has your university selected you for participating in this program?
50. What makes you a good candidate for the SEP?

51. Why do you need the foreign training?

52. What kind of accommaodation would you prefer during your stay
abroad?

— Give an example of how you worked effectively with people to ac-
complish an important result.

— Provide an example of how you acquired a technical skill and con-
verted it into practical application.

— Describe a creative / innovative idea that you produced which led to
a significant contribution to the success of an activity or project.

Assessment criteria

name

role
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LANGUAGE AND COMMUNICATION
SKILLS

0,1 2,3

Opening conversation gambits

Answering questions

Asking questions

Active listening (yes / no / could you specify...)

Giving opinion, agreeing and disagreeing

Finishing the conversation

Grammar

Vocabulary

©0INo O WIN

Discourse management (speaking in a logical
Way about the subject and speak for the right amount
of time)

10. Interactive communication (ability to listen to
the and give suitable answers)

STRATEGIC BEHAVIOR

0,123

1. Self-presentation strategy (able to answer ques-
tions about him/herself and his/her job/studies, giving
examples and extra information).

2. Reasoning strategy (able to organize the ideas
clearly and keep to the topic, providing appropriate
reasons in the logical way)

3. Emotions and initiative control strategy (able to
ask questions to obtain and specify the information,
interrupting in the polite manner and using active
listening skills, looks confident)

OVERALL IMPRESSION
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KOHTPOJIBHOE 3AJIAHUE Ne 2

Iucvomennvie omeemol Ha 60NnpoOChHI peKOMeHOyemc;z omociaams npe-

nooasamenio 05 NPOBEPKU NO IeKMPOHHOU Noume U, npu HeooxoouMo-

cmu, yCmHo 00CyOums npu TUYHOU Gcmpeye.

Answer the following interview questions:

© o N O~ E
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21.

Have you worked abroad?

Did you have a chance to practice your English abroad?

Did you attend any training programmes? Do you have certificates?
Have you travelled a lot?

How long have you been learning English?

Please tell me what you want to do in the future?

What do you see yourself doing five years from now?

How has your education prepared you for your career?

What were your favourite classes? Why?

What goals do you have in your career?

How do you plan to achieve these goals?

Do you have any plans for further education?

What motivates you?

How do you evaluate success?

Describe a situation in which you were successful.

What qualities do you feel a successful manager should have?
How much money do you need to be happy?

How would you describe your ideal job?

Are you willing to travel? How much?

Do you handle conflict well?

Have you ever had a conflict with a boss\ professor? How did

you resolve it?

22

. What is your greatest strength?
23.
24.
25.

What is your greatest weakness?
What are the 5 different words that describe you best?
Is it important for business people to speak a foreign language?
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WATCH THE PRESENTATION
“Best Things To Say In An Interview”,
practice answering the questions.

[ ¢hatin Interview_Best things.ppt/

Ilocmompume npesenmayuio, 060ymaiime NOAYYEHHVIO UHDOpMa-
yuro. Koeoa Bvl suoume na sxkpamne 60npoc, ocmanosumecs u oboymatime
omeem Ha Hezo. Credyowuil cianio nomodxcem Bam cgopmynuposame
omeem u npednoxcum OonoaHumenvusie uoeu. Omeemol Ha 8ONPOCHL pe-
KOMEHOYemcs. Omociams npenooasamento 0 NPOGePpKU No 3JIeKMpPOH-
HOU noyme uiy yCmHo 00cyoums npu TUYHOU gcmpeue.

Best Things to Say in an Interview

The best things you can say in an interview won’t necessarily get you
the job on their own, but they can certainly pave the way. Keep these five
things in mind as you go through the interviewing process to give your-
self the best chance at landing the job.

Look at the questions. Take your time to think and answer them.
The following slides give you some extra ideas.

1. Tell us something about your background in this industry?
Speak about specifics that relate to the position you are applying for.
If you do not have specific experience, get as close as you can.

2. Why did you leave your last job?

Stay positive regardless of the circumstances. Never refer to a major
problem with management and never speak ill of supervisors, co-workers
or the organization. If you do, you will be the one looking bad.

3. Give us some idea of what you believe is your greatest strength.
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Numerous answers are good, just stay positive. A few good exam-
ples:

Your ability to prioritize,

Your problem-solving skills,

Your ability to work under pressure

4. Give us some idea of what you believe is your weakness.
Most career books tell you to select a strength and present it as a
weakness. Such as: | work too much. | just work and work and work.

5. What do you know about our company?

This question is one reason to do some research before the interview. Find
out where they have been and where they are going. What are the current is-
sues?

6. Are you willing to work overtime?
This is up to you. Be totally honest.

7. Would you be willing to relocate if required?

You should be clear on this with your family prior to the interview if
you think there is a chance it may come up. Do not say yes just to get the
job if the real answer is no.

8. What kind of person would you refuse to work with?

Do not be trivial. It would take disloyalty to the organization, violence or
lawbreaking to get you to object. Minor objections will label you as a whin-
er.

9. Why should we hire you?

Point out how your assets meet what the organization needs. Do not
mention any other candidates to make a comparison.
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10. How long would you expect to work for us if hired?
Specifics here are not good. Something like this should work: I'd like
it to be a long time. Or As long as we both feel I'm doing a good job.

“That’s a Good Question.”

Use this phrase instead of blurting out “I don’t know” if the interviewer
stumps you with a surprise question. It can give you a few moments to come
up with an answer and, in the meantime, strokes the interviewer's ego a little
bit too.

Avoid the “I don’t know” answer when possible, but of course don’t
lie about your experience or training.

Reasons You Want the Job.

Knowing a job prospect’s motivations is important for managers who
are hiring.

During your interview, talk about how this position fits into your fu-
ture plans and the ideas you have about your career, how it fits with your
values, and what you would like to learn from it. Talk about how you see
yourself in relation to the company and what you believe you can bring to
the position.

These kinds of thoughts show who you are as a person, and go a long
way toward giving the hiring manager an idea about how you might fit in
the company’s culture and values.

Ask Good Questions

According to Howard Pines, founder and CEO of BeamPines, “the
best thing a candidate can do at an interview ask good questions.”

Doing so shows that you are thoughtful and interested in understanding the
company. There’s usually a chance to ask questions at the end of your inter-
view, so be ready with questions that show you’re engaged in the process.
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Here’s how to find out if the boss will be as great as the job — ask
these questions during the interview:

11. “What’s your ideal employee like?”

Asking this question will give you an idea of what this boss would expect
from you. Listen carefully to the answer and deduce what it will mean for you.
For example, if her ideal employee works independently, you’ll know this boss
is not a micromanager. If her ideal employee follows procedures without ques-
tion, you’ll know it may be an uphill battle to implement changes or new ideas.
If her ideal employee works long hours, don’t expect to leave on time every
night.

12. “What are the other people in the office like?”

Does this boss really know the people who work for her? Does she
list their accomplishments with pride or say something vague and unim-
pressive? Note her tone of voice when she talks about her team. Is she
enthusiastic or disappointed?

13. “How does an employee succeed on your team?”

Hopefully she’ll give you something more enlightening than “Do the job
right.” You want to learn what standards are expected. For example, if it’s a
sales position, will you be expected to exceed a specific dollar value in sales
or obtain a percentage of satisfied customers? So if her answer is too generic,
you may have to follow-up with more questions to get specifics. Ask about
the typical career path for an employee who successfully meets goals.

14. “How do you go about solving problems?”

How she answers this question can give you insight into her man-
agement style. Does she prefer to take charge when things go wrong, or
encourage her team to develop solutions?

15. What are the biggest short- and long-term issues | would need to
focus on in this position?
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16. What would | need to focus on differently than the previous per-
son in this position?

17. What organizational issues should | be aware of?
In addition to the answers themselves, note this person’s overall atti-
tude about answering these questions.

If they were open to them and answered thoughtfully, they’re proba-
bly someone who enjoys promoting good working relationships. If you’re
offered the job, you shouldn’t have any hesitations about working for this
person.

But if they appeared to resent the questions and didn’t answer them to
your satisfaction, they’re not someone you’d want to work for. It’s better
to know this sooner rather than later.

List of General Interview Questions For You to Prepare For

Hiring managers like to use a sampling of interview questions
that provoke the jobseeker to ponder and think deeply about their
careers.

Be ready, as interviewing questions will continue to change to ac-
commodate the ever-changing interview landscape.

Here is only a sampling of job interview questions ...

18. Tell me about yourself and your career.

19. What are some of your career strengths / weaknesses?

20. Are we the only company you are targeting for a new position?

21. What have your last three evaluations said about you?
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22. In relation to dealing with customers, what has been your experi-
ence?

23. Are you able to multi-task? Give me some examples.

24. What areas of your abilities would you like to improve upon?
25. How would your colleagues would describe you?

26. What function of your job do you like / dislike most?

27. Tell me some examples of how you increase your client base?
28. Have you ever felt guilty once you closed the sale?

29. Tell me about your character.

30. Describe your most difficult negotiating hurdle.

31. Do you work well under pressure? What was your greatest
achievement while under pressure?

32. What type of rewards are you seeking regarding this position?
33. How do your managerial styles differ from others in your field?

34. Tell me about the procedures you intend to implement once in the
position?

35. Where do you see yourself in five, ten, or fifteen years?

36. Are there any concerns you have about this position?
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37. In 20 words or less, tell me why we should hire you. Why should
this job interview transition into a job offer?

38. What opportunities do you expect to achieve within this position?
39. What makes you a leader rather than a follower?

40. What tactics or tools do you utilize to conquer stress?

41. What is your least favorite duty and why?

42. What is your favorite duty and why?

43. Explain your tactics for dealing with a personality conflict with a
colleague.

44. Describe how your skill set will benefit XYZ Company.

45. Describe your greatest obstacle when dealing with a client and
how you overcame it.

46. What are your short- and long-term goals?
47. What are your salary requirements?

How to Respond to Inappropriate Job Interview Questions

“How should | respond to inappropriate questions such as ‘Do you
have a stable home life?’ or ‘Tell me about your personal situation.” Are
these inappropriate questions? It has been so long since | interviewed for
a job, your suggestions about the most helpful responses would be appre-
ciated!”
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Those are, indeed, inappropriate questions that should NOT be asked
at an interview.

Various federal, state, and local laws regulate the questions a pro-
spective employer can ask you. An employer’s questions — on the job
application, in the interview, or during the testing process — must be re-
lated to the job for which you are applying.

That does not mean, however, that you will never be asked inappro-
priate questions. Some companies have poor HR support, some inter-
viewers are untrained and unaware of inappropriate or illegal questions,
and some even ask them knowing they should not.

You won’t have much chance of getting the job if you respond to
such questions by saying, “Hey, that’s an inappropriate question. You
can’t ask me that!”

So you have a few options. First, you can answer the question. Even
if it’s inappropriate to ask, there’s nothing that says you can’t answer it. If
you choose to do so, realize that you are giving information that is not
job-related. You could harm your chances by giving the “wrong” answer.

Or you could respond with something like, “How would my answer
to that question directly relate to my ability to perform in this position?”
If you keep your tone non-confrontational, courteous and upbeat, they
may realize they’ve goofed by asking such a question without getting
upset at you for pointing out their mistake. Depending on how they re-
spond, you may feel more comfortable answering.

The best strategy, | believe, is to figure out and address their TRUE
CONCERN. When they ask something like, “Do you have a stable per-
sonal life?” they may be trying to protect themselves from a bad situation
that they’ve had to deal with in the past (former employee whose person-
al problems interfered with his/her ability to do the job). So what they
really want to know is, will YOU be a reliable employee who can be
counted upon to show up and do your job effectively, regardless of any
personal problems you may have.

85



So without directly answering their question, try to address their un-
derlying concern. In this instance you might say, “My career is very im-
portant to me. I’m fully committed to performing at my highest level at
all times, and don’t allow any kind of distractions to interfere with that.
I’1l deliver the results you’re looking for.”

If you’re not sure what their true concern is, ask something like
“Could you please rephrase or elaborate on your question? I want to
make sure | address your concern.”

Please realize that many interviewers are untrained and therefore un-
aware that a question they might ask to break the ice — such as “Do you
have any kids?” — is inappropriate. Yes, this question may be an attempt
to determine if you have child-care issues that could interfere with your
job... but it’s MORE likely that the interviewer is innocently trying to
find something he/she has in common with you.

In the end, it’s basically a judgment call on your part. If you feel the
interviewer has no legitimate reason to ask an inappropriate question, and
you do not want to answer it, say “I’m sorry, but T don’t see how that has
any relevance to my ability to do this job.” You might run the risk of los-
ing the job, but if your gut instinct is telling you there’s something amiss,
you wouldn’t want to work for that person anyway.

Here’s a list of some questions — the wrong way, and the right
way, to obtain legitimate information:

Inappropriate: Are you a U.S. citizen?
OK: Are you authorized to work in the United States?

Inappropriate: How old are you?

OK: Are you over the age of 18?

Inappropriate: What’s your marital status? Do you have children?
OK: Would you be able and willing to work overtime as necessary?
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Inappropriate: How much do you weigh? Do you have any disabili-
ties?
OK: Are you able to perform the physical duties required in this job, with
or without reasonable accommaodations?

Inappropriate: Have you ever been arrested?
OK: Have you ever been convicted of ? (The crime should be rea-
sonably related to the performance of the job in question.)

In summary,

Here’s what you need to do when preparing to answer job inter-
view questions:

1. Study the job announcement.

2. Research the company.

3. Anticipate likely questions.

4. Prepare answers to those questions that are relevant to the position
and the company.

5. Promote your best “selling points” (relevant qualifications, capabil-
ities, experience, personality traits, etc.) by working them into your an-

SWETS.

6. Practice. Practice. Practice.
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METOANMYECKHUE PEKOMEHJALIUA
IO OPTAHMU3AIIUU CAMOCTOSITEJABHOM PABOTHI

CamocTosiTenbHas paboTa SBISETCS BaXKHBIM DIIEMEHTOM B CHCTEME
A36IKOBOM ToAroToBkW. OHa HampaBiieHa Ha pa3BUTHE Yy 00ydaeMbIX
TBOPYECKOTO MBIIIIEHHUS, CAMOCTOSATENBHOCTH B TMOHWCKE HEOOXOIUMOM
nH(OpMAITHH, a TAK)KE B IIOUCKE CAMUX CTIIOCOO0OB e¢ JOOBIBAaHUSI.

BBuay Hanuuus pa3iM4yHBIX BAPHAHTOB OMPEACICHUS CAMOCTOSTENb-
HOU paboThI B MEAaroruyecKoi JUTepaType Mbl OyAeM MPHUIEPKUBATHCS
ciemyromei GOpMYIUPOBKH: CAMOCHOAMENbHASL pabOmMa — MO0 NAAHU-
pyemas paboma cmyoeHmos, GblNOIHAEMAs NO 3dOAHUI0 U NPU Memoou-
YeCcKoM pPyKo8oOCmee npenooagamens, HO 0e3 e20 HenocpedCmeeHHo20
yuacmus. OTHON U3 OCHOBHBIX 337a4 TPEIOIaBaTeNs By3a SBISETCS T0-
MOYb CTYACHTaM B OPTaHM3AIlNU X CAMOCTOSATEIBHOMN paboTHI.

CamocrosiTenibHas padboTa Mo COBEPIICHCTBOBAHUIO YPOBHS C(HOPMHPO-
BaHHOCTH HWHOS3BIYHON TPO(ECCHOHATFHOM KOMMYHHKATHBHON KOMIIETEH-
MY CTYZICHTOB TIPEIONIaraeT CaMOCTOSTENBHBIA TIOUCK U W3yYeHHE TEKCTO-
BOT0 MaTepriayia OOIICHAYYHOMH, CIIeIHAILHON MPOOIEMATHKH, YTEHHE XY/I0-
YKECTBEHHOM JIUTEpaTyphI TI0 BEIOOPY CTYZEHTA, a TAKKE BHITOJTHEHUE JIOTION-
HUTENFHBIX 33/ITAaHUI U TECTOB K HUM. [lorck MaTepranoB Ui BHEAyJUTOPHO-
r0 YTCHHs TPEATONaraeT, B YaCTHOCTH, C(HOPMHPOBAHHOCTH KOMIIETEHIIMH
MH(POPMAIIMOHHBIX TEXHOJNOTHH (TIpHeM, riepepadoTKa, BblIadya HHPOPMAIIUH;
npeoOpa3oBanne HHPOpMAITNX (YTEHHE, KOHCIIEKTHPOBAHIE), MYJIbTUMEHI-
HBIE TEXHOJIOTWH, KOMITHIOTEPHAsI TPAMOTHOCTD; BIIA/ICHHE IEKTPOHHOM, WH-
TEpHET TEXHOJIOTHEH).

CTyIeHTBI TOIKHBI YMETh MOJNIb30BAThCS Pa3IMYHBIMU aHIVIOS3bIYHBIMU
TIOMCKOBBIMU CHCTEMaMH, TIPOBOAWTH aHAITN3 HAYYHO-TIOMYIISIPHON U TEXHU-
YECKOM JINTEpaTyphbl, HEPUOANUECKUX U3IaHUM 1 CIIPABOYHBIX UCTOUYHUKOB. B
nporiecce padboThl HaJl TEKCTOBBIM MATEPHAIIOM CTYJICHT BBIIONHSIET 3a/JaHHs
TEMATUYECKU CBS3aHHBIE C €T0 CIIEIUATHHOCTEIO, IPE/IOKEHHBIE TTPENoiaBa-
TeNeM.

['maBHBIMU HETSIMUA CAaMOCTOSITEIBHON paboThl B TIaHE MTPAKTUIECKO-
ro OBJaJCHHUS MHOCTPAHHBIM SI3BIKOM BBICTYMAIOT: 1) TOCTHKEHUE COOT-
BETCTBYIOILIETO YPOBHSI HHOA3BIYHOW KOMMYHHUKATHBHOM KOMIIETCHIIUH B
NIepUO]] U3YYEeHUs] MHOCTPAHHOTO sI3bIKa B By3e; 2) MOJTOTOBKA CTY/CH-
TOB K TpOBelicHHI0 dPQEKTUBHONW caMo00pa3oBaTeNbHONH paboThl Hal
MHOCTPAHHBIM S3bIKOM I1OCIIE OKOHYAaHUS BY3a.
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3AJAHUSA U TEKCTBI U1 KOHTPOJIMPYEMOM
CAMOCTOSTEJBbHON PABOTBI CTYJIEHTOB

1. Hiring

1.1 GRAMMAR Complete these sentences. Use the correct verb
tense: hiring, would have hired, had been hiring, or hire.
If I had known about this person before, | her sooner. Many com-
panies preferto ___ someone who knows an employee of the compa-
ny. You need to know if it is cost effective when ___ a new person.
Bill __ temporary employees until he found me.

1.2 VOCABULARY Can you match the vocabulary with the
meanings?

. part-time employee a) works the same hours weekly as an em-
ployee, but costs less and there is no long-term
commitment by the employer

. temporary employee b) works for the length of a project, but
costs less and is not under the supervision of
the employer

. independent contractor c) works fewer hours weekly than an em-
ployee, but costs less and is still under the su-
pervision of the employer

1.3 READING  Read the text.

When hiring someone, how can you minimize costs while making
sure the new employee is a responsible worker? One way to solve this
problem is to hire someone part-time. By limiting the number of hours
per week and some of the benefits, this option allows you to get needed
help for less money. A second option is to hire a temporary employee. A
temp works the same hours weekly as an employee, but costs less and
there is no long-term commitment by the employer. The advantage is that
you can observe a temp to see if this person would make a good full-time
employee. A third option is to hire an independent contractor who
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works for the length of a project. An independent contractor costs less
and is not under the supervision of the employer. The greatest advantage
is the large financial savings to an employer. The government does not
require an employer to pay the same benefits and taxes for an independ-
ent contractor as it does when an employee is hired.

1. What problem do you solve by hiring someone who is not a full-time
employee?

2. Which hiring option gives you the most control over an employee with
the least commitment? (c HauMeHbIIMME 00513aTEIILCTBAMH)

1.4 IDIOMS Read the text below, paying close attention to the words
in bold type.
Sally : Hello, Juan! You said last week that you had a friend looking
for work. Well, 1 need someone asap.
Juan : Yes, Alex needs a job to pay his loan back to Uncle Sam. Are
you looking for someone full-time?
Sally : | think outsourcing may be my best choice. | can get the help
I need and not have to pay the employee benefits.
Juan : Well, don't you also want to get someone who you may even-
tually hire full-time?
Sally : You're right. I feel like I'm between a rock and a hard place.
Juan : Why don't you hire a temp? You can cut your costs. At the
same time, you'll be able to observe this person to see if you would like to
hire him or her full-time.
Sally : Thanks, Juan. What a wonderful idea! The best decision | ever
made was when | decided to marry you.
asap — As soon as possible.
Uncle Sam - A name for the federal government in the USA.
outsourcing - Contract with outside businesses to furnish services.
between a rock and a hard place - To have a dilemma, be not sure
what to do.
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1.5 QUIZ Choose the best answer.

1. 1fyou ___ someone that is not full-time, be sure to study your
options.

a) had been hiring

b) hire

¢) would have hired

2. The __ isnot full-time and is not supervised.

a) part-time employee
b) temporary employee
c) independent contractor

2. Letters of application

2.1 GRAMMAR Can you fill the gaps? Choose from: at, for, to, in, on,

of.
I'd like __ apply the post personnel manager
Ivestbank, as advertised The Times Sep-

tember 12t 2017.

2.2 VOCABULARY Can you match the vocabulary with the
meanings?
1. sender 2. recipient 3.signature 4.re 5.enc. 6. margins

a) the person sending the letter

b) the writer's name, as written by the writer

¢) you will find this enclosed

d) the person receiving the letter

e) spaces on the left and right on the page

f) regarding

2.3 READING  What do the words in quotes mean?

I have a "diploma" in marketing, and | “am familiar with" recent marketing
methods. | feel that a marketing "strategy" is essential for a company's success.

91



WRITING TIPS If you're writing a letter of application, how formal
should you be? Keep your letter formal, simple and clear. But you can
add "human touches" to your letter. This means you can refer to your
own personal experiences/views from time to time.

Cultural Information

Should you use the same letter for all of your job applications? Of
course not! The personnel officer will want to feel you're writing a very
special letter for the particular job they're advertising. So make sure
there's a complete match between the letter and the job.

3. Resumes

3.1 GRAMMAR Can you choose the right word?

I am currently (employ/employed/employment) as a secretary. This
work (comprises/comprised/is comprising) a variety of tasks. I am (in-
volve/involving/involved) in many committees.

3.2 VOCABULARY Can you match the vocabulary with the mean-
ings?
1) current employment a) the work you do now

2) past employment b) information about whether
you're married/divorced, etc.

3) marital status
¢) when and where you were born

4) date and place of birth
d) the job(s) you used to do

3.3 READING What do the words in quotes mean?

John Smith has "wide managerial experience", has been "in charge
of" significant budgets, and has extremely good "communication skills".
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WRITING TIPS When you're writing your resume, should you write
in paragraphs or use bullet points? At the top of the resume you can sum
up your strengths - and here it's good to use bullet points. But when you
describe your present/past job, write in paragraphs.

CULTURAL INFORMATION How honest should you be in your
resume? Of course, it's not good to lie (your employer will not be happy
if he/she finds out) - but make your resume sound as positive and special
as you can. Which sounds better to you - "Wide experience in a variety of
jobs" or "Went from job to job™?

Answers:

1.1 would have hired, hire, hiring, had been hiring 1.2 1c / 2a/ 3b
1.3 The problem of minimizing costs while making sure a new employee
is a responsible worker. 1.4 Hiring a temporary employee. 1.5 1b / 2¢

2.1 to, for, of, at, in, on 2.21a/2d/3b/4f/5c/6e 2.3 diploma = qualifica-
tion (lower than a degree) , am familiar with = know about, strategy =
plan

3.1 employed/comprises/involved 3.2 1a/2d/3b/4c 3.3 wide manage-
rial experience = has worked for different sorts of companies (as a man-
ager), in charge of = responsible for communication skills = ability to
listen and speak well

4. Finding a job

These situational dialogues are intended for intermediate students
wishing to learn and practise the type of informal conversational English
in current, everyday use. Twenty-seven situations are presented, each in
the form of four dialogues. The aim of the student should be to memorize
as many as possible of the expressions and phrases contained in the dia-
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logues, since they are used by English people time and time again in the
given situations.

Each situation is expressed by four dialogues arranged in parallel, so
that any of A’s first utterances may be followed by any of B’s first utter-
ances, and so on. This means that, with a 4 x 4 arrangement, we have 256
different variations of the same situation, leaving the students with a high
degree of choice.

The drills are based not on a grammatically graded sequence but on
the dialogue situations and are intended to provide additional practice in
some of the more important constructions. They should not be attempted
one after the other, but done as a break between dialogue practice ses-
sions.

The audio has been recorded with pauses making it possible for the
student working alone to hold a conversation with his recorder. Each of
the twenty-seven situations has been recorded thus:

(a) Listening

All four dialogues straight through without pauses

(b) Dialogue practice

For some situations the student is expected to take the part of A and
for others that of B: whichever is more useful. The CD, acting the part of
the other speaker, delivers a random selection of utterances and the stu-
dent responds using one of the four alternatives available.

4.1 Listen and translate the four dialogues.

1.

A: Have you any vacancies for full-time staff?
B: What did you have in mind?

A: Something in the domestic line*.

B: Have you had any experience?

A: No, I’'m more or less straight from school.
B: I can’t promise anything, but I’ll do my best.

* in the domestic line = connected with domestic work
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4.

- I was wondering whether you needed any part-timers.
: What were you thinking of?

: A hotel job of some sort.

: Have you ever done anything similar?

: Not so far, no.

: There’s nothing at present, but look back in a week.

: I’'m looking for a job where I can live in*.

: What exactly did you want?

: I wouldn’t mind* working in a pub.

: Have you done anything like that before?

: Well, 1 once did a bit of waiting.

: Fill in this form and I’ll let you know if anything turns up.

* a living-in job = a job providing a bedroom and meals
* I wouldn’t mind = I'd rather like

: Can you fix me up with a part-time job?

: Anything in particular that appeals to you?

: I was rather hoping to find something in a school.

: Have you done that kind of thing before?

: Yes, | was doing the same kind of job last summer.
: I might be able to help you, but I’d need references.

2 Example: A: Have you any vacancies for full-time bartenders?
B: No, but we need a part-time waiter.

A temporary maid?
B weekend cleaner.
A permanent waiters?
B night-time guard.
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A part-time washers-up?

B temporary gardener.
A hospital nurse?
B full-time cleaner.

4.3 Example: A: Is it a full time job you are after? *
B: Actually, | was rather hoping to find something part-

time.
* you are after = you want
Al living-in ........oooviiiiiiiinn, ?
B living-out .........ccovviiiiiiinnn..
Al au-pair®.........o ?
B inahotel ....................ll
Al permanent .............eeeevenennnnns ?
B temporary........ccooeviiiiiiiininn..
Al ToJ017e [0]0) QPR ?
B INAOOT ...
A dOMESIC. . v ?
B secretarial..............coooiiiiin,

* An au pair is a domestic assistant from a foreign country working
for, and living as part of, a host family. Typically, au pairs take on a share
of the family's responsibility for childcare as well as some housework,
and receive a monetary allowance for personal use. Au pair arrangements
are subject to government restrictions which specify an age range usually
from mid-late teens to mid to late twenties; some countries explicitly lim-
it the arrangement to females. Arrangements differ between Europe,
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where the concept originated, and North America. In Europe, au pairs are
only supposed to work part-time, and they often also study part-time,
generally focusing on the language of the host country. In the United
States, they may provide full-time childcare.

4.4 Example: A: What sort of occupation did you have in mind?
B: I was thinking of something in a hotel line.

Al JOD e ?
B cleaning .........cooovvriiiiiiiiiiee
Al WOTK .o ?
B AU-PAIT .« et ee s
Al POSE et ?
B SECTELATY ..eutiniiiiii i eeeeaees
Al POSTHION ...uviitt i e eeeaaeee ?
B restaurant ..........ocooiiiiiiiiiii
A employment .............cooeeiiiiiiiiiiiiann. ?
Bi CALETING .\ .vvivtinre ittt ereerereeanes

4.5 Example: There are no part-time vacancies at the moment, but
look back in a month.

L call back.........cooeiiviiiiiinninn.
2 fill-time..............cooi
S hotel jobs......cccovvviiiiiii
A 11570010101 ¢:1 ) AP
L POSILIONS. ...ttt e,
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4.6 Reply to A’s questions using a gerund. Example: A: Does a typ-
ist’s job appeal to you? B: Yes, I've done quite a bit of typing.

Al gardener’s.......ooieiiiiiii i, ?

B

A WAILEL™S .+, ?
B
A translator’s. ..o ?

B
Al fruit picker’s........cococviiiii ?
B
A office cleaner’s.......ccovvvviiiinnnnnn. ?
B

5. Recruitment

5.1 Discuss the gquestion: Do people change during their working
lives? If so, how?

5.2 Read the article. What does it say about the question above?

How to select the best candidates — and avoid the worst
by Adrian Furnham

Investing thousands of pounds in the recruitment and training of each
new graduate recruit may be just the beginning. Choosing the wrong can-
didate may leave an organization paying for years to come.

Few companies will have escaped all of the following failures: people who
panic at the first signs of stress; those with long, impressive qualifications who
seem incapable of learning; hypochondriacs whose absentee record becomes
astonishing; and the unstable person later discovered to be a thief or worse.
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Less dramatic, but just as much a problem is the person who simply does
not come up to expectations, who does not quite deliver; who never becomes a
high-flyer or even a steady performer; the employee with a fine future behind
them. The first point to bear in mind is at the recruitment stage is that people
don’t change. Intelligence levels decline modestly, but change little over their
working life. The same is true of abilities, such as learning languages and han-
dling numbers.

Most people like to think that personality can change, particularly the
more negative features such as anxiety, low esteem, impulsiveness or a
lack of emotional warmth. But data collected over 50 years gives a clear
message: still stable after all these years. Extroverts become slightly less
extroverted; the acutely shy appear a little less so, but the fundamentals
remain much the same. Personal crises can affect the way we cope with
things: we might take up or drop drink, drugs, religion or relaxation tech-
niques, which can have pretty dramatic effects. Skills can be improved,
and new ones introduced, but at rather different rates. People can be
groomed for a job. Just as politicians are carefully re-packaged through
dress, hairstyle and speech specialists, so people can be sent on training
courses, diplomas or experimental weekends. But there is a cost to all this
which cn be more than the price of the course. Better to select for what
you actually see rather than attempt to change it.

* crisis / crises
data
phenomenon / phenomena

5.3 Read the article again and answer the questions.

1. What types of failures do companies experience, according to the
article?

2. What does “a fine future behind them” mean?

3. What advice does the article give to managers?

4. It is suggested that selectors look for three qualities:

a) intelligence and ability, b) emotional stability, c) conscientious-
ness.

99



Do you agree? Explain your opinion.

5.4 Alan Lawson, National Sales Manager with a Japanese elec-
tronics company, is talking about interviewing. Listen to the first
part of the interview and answer these questions.

1. According to Alan, which of the following is the most important
when trying to impress an interviewer?

a) gqualifications, b) character, ¢) appearance, d) preparation, €) enthu-

siasm?

2. What mistake did Alan make?

5.5 Listen again to the first part of the interview. Complete the
“advice sheet” for candidates below.

Find out about the job

At the interview

Ring up the press officer.

Compliment the interviewer on a recent
success.

Visit the company.

Resume

Talk to the receptionists.

Make sure it’s easy to read

5.6 Now listen to the second part of the interview.
1. What four questions does Alan usually ask candidates?
2. What examples does he give of candidates’ likes and dislikes?
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5.7 Complete these word partnerships from the listening.

3L PIESS tuveii it
Ao report
5.COoMPANY ..evvvnriiiiiiiaienne
O e code

Useful language
Starting

OK, let’s get down to business.
Right, can we start please?
Asking for reactions
How do you feel about....?
What do you think?
Dealing with interruptions
Could you let me/her finish, please?
Could you just hang on a moment, please?
Keeping to the point
I’m not sure that’s relevant.
Perhaps we could get back to the point.
Let’s leave that aside for the moment.
Speeding up
| think we should move on now. Can we come back to that?
Slowing down
Hold on, we need to look at this in more detail.
I think we should discuss this a bit more.
Summarizing
OK, let’s go over what we’ve agreed.
Right, to sum up then...
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5.8 A group of managers are discussing whether to offer an employee
a full-time contract. Listen and tick the expressions you hear in the
“Useful language” box.

5.9 You will hear David Smyth, the Personnel Manager of a major
European insurance company, answering questions about the way he in-
terviews and selects candidates. In the first extract he talks about the four
points listed below. Listen and put them in the correct order in which
he talks about them.

a) the mistakes a candidate can make in an interview;

b) the qualities a candidate must have;

c) his advice to interviewees;

d) the kind of things a candidate is expected to know.

5.10 Listen again and take notes on each of these points.

5.11 In the second extract, David Smyth talks about the stages of
an interview. Listen to what he says and complete the following:

Interviewer is informed that the candidate has arrived.
Candidate is asked what he knows about the job and the company.

5.12 We suggest that you listen to these tracks again for better
understanding, memorization and overall results.
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Track 01 (exercise 4.1)
1.
A: Have you any vacancies for full-time staff?
B: What did you have in mind?
A: Something in the domestic line.
B: Have you had any experience?
A: No, I’'m more or less straight from school.
B: I can’t promise anything, but I’ll do my best.
2.
. | was wondering whether you needed any part-timers.
: What were you thinking of?
: A hotel job of some sort.
Have you ever done anything similar?
: Not so far, no.
: There’s nothing at present, but look back in a week.
3.
: I’'m looking for a job where I can live in.
: What exactly did you want?
: I wouldn’t mind working in a pub.
: Have you done anything like that before?
: Well, 1 once did a bit of waiting.
. Fill in this form and I’ll let you know if anything turns up.
4,
: Can you fix me up with a part-time job?
: Anything in particular that appeals to you?
: I was rather hoping to find something in a school.
: Have you done that kind of thing before?
. Yes, | was doing the same kind of job last summer.
: I might be able to help you, but I’d need references.

w>wrwr w>wrwr

@ > w>>w>
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Track 02 (exercises 5.4, 5.5)

Interviewer: Alan, how can a candidate impress an interviewer?

Alan Lawson: Well, David, I feel it’s basically all down to good prep-
aration. First of all find out about the job. You could ring up the Press
Officer or the Marketing Department and get the latest press releases or
perhaps an annual report. The annual report, for example, will say where
the company operates and the products it sells. Then, when you get there,
you perhaps could congratulate the interviewer on the recent success the
company’s had. In a nutshell, find out about that company. Show that
you’ve taken an interest in the company and show enthusiasm for the job
because, after all, that’s what they are looking for in the candidate. They
want somebody who’s not only qualified for the job but will want to do
the job, and will be interested and enthusiastic about the job. Secondly,
you could go to the company maybe a few days before the interview, talk
to the receptionist, get a company newspaper — you can always pick up
literature on the products maybe you’ll be involved in. A very good tip —
find out what the dress code is. You need to fit in and you need to make a
good impression. Finally, your CV. Make sure it’s easy to read, it’s well-
written, but it’s concise — don’t ramble. I must say that I have done all of
this, I’ve prepared my CV, it was really good. | left it behind — I didn’t
get the job!

Track 03 (exercise 5.6)

Interviewer: Alan, are there any key questions that you regularly use
when interviewing candidates?

Alan Lawson: Yes, there are, and it’s almost a ritual with me. Follow-
ing the CV tells you about the person and their qualifications. What you
also want to know is their personality. So key questions | ask — what do
they like most and what they like least about their present job? They
might say that they like travelling and they like meeting new people.
These are standard answers. | think more interesting perhaps is what they
don’t like about the company. They might not like working weekends at

their current company. You might have the same problem with yours,
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working weekends might be something essential for the job. Also ask
what their weaknesses are. They are usually, generally | would say, quite
honest when they’re giving their weaknesses. Ask them what their
strengths are. It gives you an in-depth, if you like, feeling about their per-
sonality rather than just the straightforward qualifications that they have
on their CV. Do they fit in? That’s what you’re really looking for.

Track 04 (exercise 5.8)

A: Good, everyone’s here now. There’s coffee if you want it. Right,
can we start please? As you all know, Roberto’s been working as an as-
sistant to Carla Nunez for six months now. He’s just finished his proba-
tionary period. How do you feel about offering him a full-time contract?

B: I’m not sure we should do it really. It says in this report that he’s
been late to work a few times and he can be rather...

C: Oh, I don’t think that’s too important...

A: Could you let her finish please?

C: Oh, sorry, I didn’t mean to butt in...

C: Another thing about Roberto I’m not happy about... He leaves ex-
actly on time every day. Also he doesn’t have lunch with us very often,
you know, he goes off on his own...

A: I’'m not sure that’s relevant.

C: Mmm, maybe.

A: 1 think we should move on now if we’re going to finish by 11
o’clock. We do have other promotions to consider.

B: But what about his actual work? In my opinion it’s fine. He’s done
some really good things.

A: Well, | think we should discuss this a bit more. What exactly do
you mean by “good things”?

A: Well, thanks very much, Maria. You’ve made your views very
clear. OK, let’s go over what we’ve agreed. Roberto will have a further
probationary period of three months. After that...
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Track 05 (exercises 5.9, 5.10)

David Smyth: The most important thing when interviewing the candi-
date is his character, his ability to react, his intelligence and the suitability
for the position for which he has been interviewed.

Interviewer: And to what extent does the person’s appearance influ-
ence your decision?

David Smyth: It doesn’t influence the decision but it does have some
bearing in the decision if you can take the difference between the two —
that is importance of the guy and the person he’s represented. He’s neat
and tidy and that he has a good manner because that shows a lot of his
personality.

Interviewer: Do you expect the candidate to be prepared anyway?
How should he prepare himself for the interview?

David Smyth: Well, it’s not a question of preparing yourself. In the
position which | am, er, normally the candidate had at least one or two
interviews with other members, more junior members or staff before he
gets to my level. And that’s the particular candidate that can report direct-
ly to me and in which case | expect the person concerned to have a very
good knowledge of one: what the company does. Two: what he is going
to be expected to do. Three: whom he is going to report to. There are
three items that are very, very important. Erm, and if the candidate
doesn’t give impression of understanding either one of these three items —
then he goes down,

Interviewer: How does the candidate go wrong?

David Smyth: A major way the candidate goes wrong is by basically
becoming Yes-Man or Yes-Woman and agreeing with everything you
say. What is most important in it, one of the most important things about
interviewing the candidate is the chemistry between somebody, between
two people in the interview. It’s very, very important he has to spark, he
has to feel as though that guy has to contribute and that guy can be good
and you can get something out of this person and he has to show himself
to be not just Yes-sir, Thank-you-very-much, Yes | agree with that, agree
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with that and that. Sometimes | let out questions in which | want an an-
swer. If he continues to say “yes”, he goes down.

Interviewer: What would your advice be to a candidate going to an
interview? How would you advise him?

David Smyth: Er, the first thing | would say to him is first of all to lis-
ten, secondly to right ask the right questions and thirdly he is to create the
right kind of relationship which is, | guess, | can call an adult-to-adult
relation with the interviewee or the interviewer. It is very important what
| said before. When there is a Yes-man in front of you or Yes-woman,
then a person is not normally creating an adult-adult conversation, he’s
creating an adult-to-child conversation. In most cases managers are not, if
they are good and they know what they want, they are not going to be
interested in employing a child.

Track 06 (exercise 5.1)

David Smyth: The interview normally takes place by me being in-
formed by my secretary or receptionist that the candidate has arrived. In
which case | leave my office and go and greet him in the reception area
and bring the person into my office and sit down across the desk or across
my office-desk to me. And we proceed further from there. | only start to
ask the candidate to tell me what the previous job was and in this job
what he is expected to do. Just to make sure he understands fully. Then |
ask him to tell me a little bit about the company that I’'m working for an-
yway. So at least he understands what we do, basics of what we do any-
way. Then | normally review his CV, in particular either his previous
employment or current employment which is very important. Basically
this is done to challenge the candidate out, see how he could express him-
self and to see what kind of character he has. Then I normally give him
my view of what the position is that we are recruiting for and also my
view about the company. Then | normally give him a period of five or ten
minutes to ask some questions and then | go back just to talk about him
and maybe then I, when he is fully relaxed or more relaxed, put in a few

rhetoric questions, not few, but maybe one or two maximum. As | said
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the previous question which normally lasts 45 minutes, if the candidate is
up to scratch and can go on providing that.

6. How to Write a Cover Letter — Tips and Advice
for Creating a Successful Cover Letter

What is a Cover Letter?

Before you start writing a cover letter, you should familiarize yourself
with the document’s purpose. A cover letter is a document sent with your
resume to provide additional information on your skills and experience.

The letter provides detailed information on why you are qualified for
the job you are applying for. Don’t simply repeat what’s on your resume,
rather include specific information on why you’re a strong match for the
employer’s job requirements. Think of your cover letter as a sales pitch
that will market your credentials and help you get the interview. These
quick tips will ensure your cover letter makes the best impression on the
person who is reviewing it.

A cover letter typically accompanies each resume you send out.

Employers use cover letters as a way to screen applicants for availa-
ble jobs and to determine which candidates they would like to interview.
If an employer requires a cover letter, it will be listed in the job posting.
Even if the company doesn’t ask for one, you may want to include one
anyway. It will show you have put some extra effort into your applica-
tion.

Do you need to write a cover letter to apply for a job? In most cases,
the answer is yes. Your cover letter may make the difference between
obtaining a job interview or having your resume ignored, so it makes
good sense to devote the necessary time and effort to writing effective
cover letters.

Here's all the information you need to write a cover letter that will get
your application noticed. Review these tips for what to include in a cover
letter, how to format it, and examples of many different professionally
written cover letters.
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If you take it one step at a time, you'll soon be an expert at writing
cover letters to send with your resume when you apply for jobs.

One of the hardest things about writing a cover letter for a job is that
you can spend a lot of time and effort writing a perfect letter but not
know if anyone is going to read it. Writing a good cover letter is work.
You need to make sure it’s well written, shows the employer why you’re
qualified, and doesn’t have any glaring errors that could cost you an in-
terview.

What’s the best way to get your cover letter noticed when the em-
ployer has a ton of them to look through?

There are some quick and easy steps that you can take to write a cov-
er letter that will impress the hiring manager.

Take a look at these tips and see which ones will work best for you.
Even a few small changes can make a big difference.

Tips to Get Your Cover Letter Noticed

1. Choose the right type of letter. Before you start writing a cover
letter, be sure that you’ve chosen the right type of letter. The style will be
different depending on whether you’re writing a letter to go with a re-
sume, inquiring about job openings or mentioning a referral.

2. Find a contact person. If you can find a contact person for your
cover letter, you will be able to personalize it, and you’ll have someone to
follow-up with to make sure your letter gets looked at.

3. Include a referral. 1t’s worth taking a few minutes to see if you
know anyone who can refer you to the job. Check your LinkedIn network
and your Facebook friends to discover anyone who works at the company
who could refer you.

4. Choose a basic font. Pick a font that’s easy to read. Times New
Roman, Arial, and Calibri work well.

5. Keep it short and simple. Cover letters don’t need to be long.

In fact, all a lengthy letter will do is make the reader’s eyes glaze
over. A few paragraphs are plenty, and your letter should never be longer
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than a single page. If your letter is too long don’t use a smaller font, edit
and cut words instead.

6. Leave plenty of white space on the page. Another way to im-
prove readability is to include spaces between the greeting, paragraphs,
and your signature. It’s much easier to read a well-spaced letter than it is
to skim one that is hard to read because there’s too much information
crammed into too little space.

7. Match your cover letter to your resume. Choose the same font
for both your resume and cover letter and your application will look pol-
ished and professional.

8. Make a match between your skills and the job qualifica-
tions. One of the most important ways to get your cover letter noticed is
to make a clear match between the job requirements listed in the help
wanted ad and your credentials. Don’t expect the employer to figure it
out.

9. Highlight only the most relevant information from your re-
sume. Don’t use your cover letter to rehash and repeat what’s in your
resume. This is an opportunity to focus on the specific skills and attrib-
utes you have that will benefit the employer.

10. Customize your letter and show the employer what you have
to offer the company. It’s not worth sending a cover letter that isn’t cus-
tomized. This is your pitch to get an interview, so take the time to per-
sonalize your letter, mention a referral if you have one, and share your
strongest qualifications.

11. Use bullets. Using a bulleted list is another option for getting in-
formation noticed in your letter.

Paragraphs tend to blur together, but bullets draw the reader’s eyes to
the content on the page. Make sure each bullet point is short and starts
with an action word.

12. There are some things you shouldn’t include in your cover let-
ter. It’s not necessary to include personal information. Never include sal-
ary requirements unless the employer specifically requests that you do.

Don’t mention how you left your last job, especially if you were fired.
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Keep your letter focused on the job for which you’re applying and keep it
factual.

13. Close your letter with how you will follow up (if you have a
contact person) and include your contact information so it’s easy for the
employer to get in touch. Then add a closing and your name, and you’re
almost done.

14. Check for typos and grammatical errors. Don’t click send or
upload before you have taken the time to carefully proofread your letter.

15. Include an email signature when emailing cover letters. When
you email a cover letter, be sure to include a signature with your name,
phone number, email address, and LinkedIn profile URL if you have one.
That will make it easy for the recruiter to get in touch with you.

16. Email it to yourself to be sure the formatting is per-
fect. There’s one more thing to do before you send your letter. Email a
copy to yourself for a final check. Make sure the formatting is as you
want it and proofread it one more time.

Here's an outline of the items that should be included in every cover
letter.

Before you get started, it can be helpful to review some cover letter
samples on the Internet, just so you have a visual of how everything fits
on the page. These cover letter examples, both written and email, are de-
signed for a variety of different types of job applications and employment
inquiries. Do be sure to take the time to personalize your letter, so it’s a
strong endorsement of your ability to do the job for which you’re apply-
ing.

Header
A cover letter should begin with both your and the employer's contact
information (name, address, phone number, email) followed by the date.
If this is an email rather than an actual letter, include your contact infor-
mation at the end of the letter, after your signature.
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Your contact information should include:
First and Last Name
Street Address
City, State Zip
Phone
Email

Salutation
Begin your cover letter salutation with "Dr./Mr./Ms. Last Name." If you
are unsure if your contact is male or female, you can write out their full
name. If you do not know the employer's name, simply write, "Dear Hir-
ing Manager." This is better than the generic and formal, “To Whom It
May Concern.”

Introduction
Begin your introduction by stating what job you are applying for. Explain
where you heard about the job, particularly if you heard about it from a con-
tact associated with the company. Briefly mention how your skills and expe-
rience match the company and/or position; this will give the employer a pre-
view of the rest of your letter. Your goal in the introduction is to get the
reader's attention. To get started, see examples of engaging opening sentenc-
es for cover letters.

Body
In a paragraph or two, explain why you are interested in the job and why
you make an excellent candidate for the position. Mention specific guali-
fications listed in the job posting, and explain how you meet those quali-
fications. Do not simply restate your resume, but provide specific exam-
ples that demonstrate your abilities.

Remember, actions speak louder than words, so don’t just “tell” the
reader that you are, for example, a great team player with strong commu-
nication skills and an excellent attention to detail. Instead, use tangible
examples from your work experience to “show” these traits in action.

Closing
In the closing section of your cover letter, restate how your skills make

you a strong fit for the company and/or position. If you have room (re-
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member, just like your resume, your cover letter should be no longer than
one page) you can also discuss why you would like to work at that specif-
ic company.

State that you would like the opportunity to interview or discuss em-
ployment opportunities. Explain what you will do to follow-up, and when
you will do it. Thank the employer for his/her consideration.

Sighature
Use a complimentary close, and then end your cover letter with your sig-
nature, handwritten, followed by your typed name. If this is an email,
simply include your typed name, followed by your contact information,
after the complimentary close.

Format Your Cover Letter

Your cover letter should be formatted like a professional business let-
ter. The font should match the font you used on your resume, and should
be simple and easy to read. Basic fonts like Arial, Calibri, Georgia, Ver-
dana, and Times New Roman work well. A font size of 14 or 12 points is
easy to read. Standard margins are 1” on the top, bottom, and left and
right sides of the page.

Add a space between the header, salutation, each paragraph, the clos-
ing, and your signature. You can reduce the font and margin sizes to keep
your document on a single page, but do be sure to leave enough white
space for your letter to be easy to read.

Edit and Proofread Your Cover Letter

Remember to edit and proof your cover letter before sending it. It
may sound silly, but make sure you include the correct employer and
company names - when you write multiple cover letters at once, it is easy
to make a mistake. Printing out and reading the letter aloud is a good way
to catch small typos, such as missing words, or sentences that sound odd.
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Sample Job Application Letter

John Donaldson
8 Sue Circle
Smithtown, CA 08067
909-555-5555
john.donaldson@emailexample.com

Date
George Gilliam
XYZ Company
87 Delaware Road
Hatfield, CA 08065
Dear Mr. Gilliam,

I am writing to apply for the programmer position advertised in
the Times Union. As requested, | am enclosing a completed job applica-
tion, my certification, my resume, and three references.

The opportunity presented in this listing is very interesting, and | be-
lieve that my strong technical experience and education will make me a
very competitive candidate for this position. The key strengths that | pos-
sess for success in this position include:

o | have successfully designed, developed, and supported live use
applications;

e | strive for continued excellence;

e | provide exceptional contributions to customer service for all cus-
tomers.

With a BS degree in Computer Programming, | have a full under-
standing of the full lifecycle of a software development project. | also
have experience in learning and excelling at new technologies as needed.

Please see my resume for additional information on my experience.

I can be reached anytime via email at john.donaldson@emailexample.com
or my cell phone, 909-555-5555.
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Thank you for your time and consideration. | look forward to speak-
ing with you about this employment opportunity.

Sincerely,
Signature (for hard copy letter)

John Donaldson

If you're sending your cover letter via email, list your name and the
job title in the subject line of the email message. Include your contact
information in your email signature, but don't list the employer's contact
information. Skip the date, and start your email message with the saluta-
tion. Here's an example of a formatted email cover letter.

Sample Email Letter of Application

Subject: FirstName LastName - Web Content Manager Position

Dear Contact Person,

I'm writing to express my interest in the Web Content Manager posi-
tion listed on Monster.com. | have experience building large, consumer-
focused health-based content sites. While much of my experience has
been in the business world, | understand the social value of the non-profit
sector and my business experience will be an asset to your organization.

My responsibilities included the development and management of the
site's editorial voice and style, the editorial calendar, and the daily content
programming and production of the website.

I worked closely with healthcare professionals and medical editors to
help them provide the best possible information to a consumer audience
of patients. In addition, | helped physicians learn to utilize their medical
content to write user-friendly, readily comprehensible text.
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Experience has taught me how to build strong relationships with all
departments at an organization. | have the ability to work within a team
as well as cross-team. | can work with web engineers to resolve technical
issues and implement technical enhancements, work with the develop-
ment department to implement design and functional enhancements, and
monitor site statistics and conduct search engine optimization.

Thank you for your consideration.

FirstName LastName

Tips for Writing an Academic Cover Letter

Your initial challenge will be to pass through the Human Resources
screening. Review each of the required qualifications included in the job
announcement and compose statements containing evidence that you pos-
sess as many of the skills, credentials, knowledge and experiences listed
as possible. Also address as many of the preferred qualifications as pos-
sible. Give concrete examples to support your assertions about your
strengths.

Be Prepared for Faculty Review

Your faculty reviewers will typically have an interest in your philos-
ophy and approach to teaching and research within your discipline.

They will also be evaluating how your background fits with the type
of institution where they work.

Research the faculty in your target department to assess their orienta-
tion and expertise. Emphasize points of intersection between your philos-
ophy and the prevalent departmental philosophy.

Target Your Letter

If you possess traditionally valued areas of expertise which are not al-
ready represented by the current faculty, make sure to point those
strengths out in your cover letter.
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Tailor your letter to the orientation of the college and adjust the mix
of emphasis on teaching and research based on the expectations in that
setting.

Colleges will typically want to hire new faculty who are passionate
about their current research and not resting on past research credits. De-
scribe a current project with some detail and express an enthusiasm for
continuing such work. Try to do the same with any evolving teaching
interests.

Highlight any grants and funding you have received to undertake
your research activities. Incorporate any awards or recognition which you
have received for your teaching or research activities. Some text should
also be devoted to other contributions to the college communities where
you worked such as committee work, advising and collaborations with
other departments.

Cover Letter Format

Your cover letter should be written in the same basic format as a
business cover letter. An academic cover letter is typically two pages
compared to a single page for non-academic letters.

Job Application Materials

It’s important to submit all your application materials in the format
requested by the college or university.

Send only what is requested. There's no need to include information
that the institution hasn't requested. However, you can offer to provide
additional materials like writing samples, syllabi and letters of recom-
mendation in the last paragraph of your letter.

Follow the instructions in the job posting for submitting your applica-
tion. It should specify what format the college wants to receive.

Here are some examples of what you may be asked to include with
your cover letter and resume or CV:

e A cover letter, CV/resume, and contact information for three ref-

erences.
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e A cover letter (PDF format) of interest clearly indicating your
qualifications and reason for application, Curriculum Vitae (PDF format),
and a minimum of three professional references, including phone and
email contact information.

e A letter of interest, a Curriculum Vitae, a teaching vision state-
ment, a research vision statement that specifically indicates how you
would interact with or collaborate with other department faculty, and
three references.

e A cover letter, CV/resume, and contact information for three ref-
erences. Please upload these as ONE document in RTF, DOC or PDF
format.

Academic Cover Letter Example

Date

Dr. Firstname Lastname

Chair, English Department Search Committee
XYZ College

Charlotte, NC, 28213

Dear Dr. Firstname Lastname,

I am writing to apply for the position of assistant professor of English
with an emphasis in nineteenth-century American literature that you ad-
vertised in the February 20XX MLA Job Information List. I am a Dean’s
Fellow and Ph.D. candidate at XYZ University, currently revising the
final chapter of my dissertation, and expecting to graduate in May 20XX.
I am confident that my teaching experience and my research interests
make me an ideal candidate for your open position.

Over the past five years, | have taught a variety English courses. I
have taught a number of American literature survey courses, as well as
writing courses, including technical writing and first-year writing. | have
extensive experience working with ESL students, as well as students with
a variety of learning disabilities, including dyslexia and dysgraphia, and
disabilities like ADD and ADHD. | pride myself in creating a classroom
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environment that accommodates the needs of my individual students
while still promoting a high level of critical thought and writing skills.
Some of my most satisfying experiences as a teacher have come from
helping struggling students to grasp difficult concepts, through a combi-
nation of individual conferences, class activities, and group discussion. |
know | would thrive as a teacher in your college, due to your belief in
small classroom size and individualized support for students.

Not only does my teaching experience suit the needs of your school
and department, but my research interests also fit perfectly with your de-
scription of the ideal candidate. My dissertation project, “Ferns and
Leaves: Nineteenth-Century Female Authorial Space,” examines the rise
and development of American female authors in the 1840s and 1850s,
with a particular focus on patterns of magazine publication. | argue that,
rather than being submissive to the requirements of the editor or publish-
er, female authors in fact developed a more transparently reciprocal rela-
tionship between themselves and their readers than previously has been
assumed. | apply recent print-culture and book-history theory to my read-
ings of novels, magazine articles, letters, and diary entries by various fe-
male authors, with a particularly focus on Sara Willis (known by her
pseudonym Fanny Fern). | plan to develop my dissertation into a book
manuscript, and continue to research the role of female writers in antebel-
lum magazine culture, with a particular focus on the rise and influence of
female magazine editors on literary culture.

My research interests have both shaped and been shaped by my recent
teaching experiences. Last spring, | developed and taught a course on the
history of print culture in America. | combined readings on theory and
literature that addressed issues of print with visits to local historical mu-
seums and archives. My students conducted in-depth studies on particular
texts (magazines, newspapers, novels) for their final papers. | believe my
interdisciplinary teaching style, particularly my emphasis on material cul-
ture, would fit in well with the interdisciplinary nature of your English
department.

| am therefore confident that my teaching experience, my skill in
working with ESL and LD students, and my research interests all make
me an excellent candidate for the assistant professor of English position
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at ABC College. | have attached my curriculum vitae and the two re-
quested sample publications. | would be happy to send you any additional
materials such as letters of reference, teaching evaluations, and past and
proposed course syllabi. I will be available to meet with you at either the
MLA or C19 conference, or anywhere else at your convenience. Thank
you so much for your consideration; | look forward to hearing from you.

Sincerely,

Your Signature (hard copy letter)
Firstname Lastname

Your Address
Your City, State, Zip Code
Your Phone Number

Your Email
7. Possible Questions at Job Interview
v" Hello, how are you?
v What is your name (1% name, surname)?
v Please spell your surname.
v" Are you from Samara? Do you like living here?

<

Where do you work? What is your position?

v" What do you deal with? \ What are you responsible for? \ What
does your job involve?

v" What do you like about your job?

v" How long have you been with your company \ in your present
job?
v" What was your job before?
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ASRN

SRR

ASRN

v
cates?

v
v

Did you like it?
Why did you quit?

Why have you chosen our company?
What do you know about our company?
How do you like our website?

What kind of salary are you looking for?

Have you worked abroad?
Did you have a chance to practice your English abroad?

Did you attend any training programmes? Do you have certifi-

What are your strong \ weak points?
Do you think it would be possible to improve your skills in the

shortest period of time?

v
v

v

Are you ready for a change?
Can your family move with you easily?

What do you like doing when you’re not working? What are you

interested in?

v
v

v

v

What do you like about it?
How often do you \do this activity\ ?

Have you travelled a lot?

How long have you been learning English?

Do you enjoy it? Why is that?

Please tell me what you want to do in the future?

Thank you.
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8. Presidential Management Training Initiative —
Interview Questions

Cneyuguueckue éonpocwl, kKomopule Bam mozym 3adamo na un-
mepevio ¢ pamkax Ilpezudenmckoit npozpammol

Ha unTepBbio B pamkax [IpesuneHTckoil mporpaMMbl OyAeT pelaThb-
Cs1 BOIIPOC O 3apyOeKHOH cTakxupoBKe. [loMrMoO pa3nuuHbIX O(uULINab-
HBIX JIMI, Ha MHTEPBBIO MOI'YT IPUCYTCTBOBAaTh NMPEACTABUTEIM 3amas-
HBIX KOMIIAaHUH, ydacTByromux B nporpamme (host companies). Im Bax-
HO MPaBWIBHO OLEHUTH Bamm npodeccroHanbHble W YeloBeYeCKHe Ka-
4eCTBa, KCJIaHUC HpI/IO6peCTI/I HOBBIC HABbIKU U OIIBIT.

Ecnu y Bameit komnanum ectb OpOUTIOPHI U peKIIaMHBIE TPOCIEKTHI,
00s13aTeTbHO BO3BMHUTE WX Ha MHTEPBBIO. UeM Oonbie ux OyneT, TeM
nyume. Ha 3anage oueHb MpUBETCTBYETCS OJO0HAS HHPOPMALIUS, TaKe
€CJIM TIPOCTIEKTHl Ha PYCCKOM S3bIKE — OyAbTE TOTOBBI MPOKOMMEHTHPO-
BaTh Kakue-Inoo (hoTorpaduu Wity TaONHIIEL.

KenarenbHO UMETH ¢ CO0O0 KPacHBO HAPHCOBAHHYIO OpTaHHM3AIHOH-
HYIO CTPYKTYypy Bameil kommnannu u HECKOJBKO IK3EMIUISIPOB TPAMOTHO
COCTaBJICHHOT'O PE3IOME Ha PYCCKOM W aHIJIMHACKOM fA3bIKax. Bel Moxere
pas3zaTh €ro NMpUCYTCTBYIOIIMM, paccKasbiBas o cebe, 3To Oyder mpe-
KpacHBIM JOTIONIHEHHEM K Bamemy oTBery.

Hwsxe MBI IPUBONM CIIMCOK BOIIPOCOB, KOTOpPBIE OOBIYHO 33/1al0T Ha
WHTEPBBIO B KPYMHBIX MEXIYHAPOIHBIX KoMnaHusx. OTBeyas, moyMan-
Te, ymaercst 1u Bam mpenctaButh ceOs B BBITOJHOM CBETE, I'PaMOTHO
«paszpekinamupoBaTh cebs» — sell yourself. OTBeuas Ha BOIIPOCH], OYEHb
BaYKHO M30eraTh MHOTOCJIOBHBIX U HEUYETKUX (OPMYJIUPOBOK, 3TO MPOU3-
BOIUT OYCHBH IINIOXOEC BIICHATIICHUC. OTBeTHI JOJIKHBI 6BITI) TOJIBKO IIO

CYHICCTBY, KPATKUMHU, YCTKUMU U IMTOHATHBIMU.
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Hello, how are you?

What is your name (1% name, surname)?

Please spell your surname.

Where do you live? Are you from Samara? Do you like living here?
Are you married? Have you got a family?

Do you have hobbies \ any special interests?

What kind of music do you prefer?

Do you go in for sports?
Where did you learn English?

Where do you usually spend your holidays?

1. What’s your educational
background? What did you grad-
uate from?

2. What’s your qualification?

3. Where do you work? What is
your position?

4. What do you deal with? \
What are you responsible for? \
What are your responsibilities? \
What does your job involve? \
What are your duties? \ What are
your functions?

5. Are you satisfied with your job?
6. How long have you been in
business?

7. Is your company growing?

8. Is your company developing?
9. What’s the profile of your
company?

10. What does your company pro-
duce?
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21. What departments does your
company consist of?

22. What problems does your
company have?

23. What companies are your
suppliers?

24. Do you have any partners?
25. Have you got any problems
with your partners?

26. Will your company expand?
27. Does your company face
strong competitors?

28. How do you feel about com-
petitors?

29. Do you have any support
from the local administration?

30. Do you think your company
has a strong image?

31. What is a form of property of
your company?



11. What goods does your com-
pany sell?

12. What types of service does
your company provide?

13. Are your products (goods \
services) in good demand?

14. Where do you sell your prod-
ucts?

15. Whom do you sell your prod-
ucts to? \provide services...\

16. What’s the range of your cus-
tomers?

17. What about the personnel of
your company?

18. What is the financial position
of your company?

19. Is your company profitable?
20. Does your company have
branches in other regions?

32. Do you have any contacts
with foreign companies?

33. Why did you join this pro-
gramme?

34. What subjects would you like
to study \ have you enjoyed study-
ing?

35. Have you ever been abroad?
36. What country would you like
to visit?

37. What is the purpose of your
visit abroad?

38. Do you know your host com-
pany?

39. What kind of company would
you like to be trained at \ to work
in?

40. What experience would you
like to gain?

About Yourself

Where were you born?

Did you serve in the army?

Have you got any children?

© o N O~ E

How long have you been married?

Where did you spend your holiday this year?

What countries have you visited?

Have you ever had any experience in dealing with foreigners?
When did you go to church last?

Have you got any relatives abroad?

10 What do you see yourself doing five years from now?
11. Where do you want to be ten years from now?



12. If you had to live your life over again, what would you change?

13. Would you rather work with information or with people?

14. How has your education prepared you for your career?

15. What were your favourite classes? Why?

16. Did you enjoy doing independent research?

17. Why and when did you choose this career?

18. What goals do you have in your career?

19. How do you plan to achieve these goals?

20. Do you have any plans for further education?

21. How much training do you think you will need to become a produc-
tive employee?

22. What motivates you?

23. How do you evaluate success?

24. Describe a situation in which you were successful.

25. What accomplishments have given you the most satisfaction in your
life?

About your company
26. What are your foreign partners?
27. What is your assessment of the company’s future trends or perspec-
tives? Prove that.
28. What may your company interest foreign partners with?
29. Please describe the types of goods \ services your company produces
\ provides.
30. Do products of your company sell well?
31. Briefly describe the organizational hierarchy of the company. If it is
a part of a larger holding company, please note.
32. Please give a description of your specific responsibilities in the or-
ganization. This must include: your title; the name and title of the person
for whom you work; the name of the division of department for which
you work, its major function within the enterprise and how many em-
ployees report to you directly.
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33. Please give a brief history of your company including rates of
growth and expansion as well as future plans.

34. What are the goals of your company in the two to five years and
what do you see as the main obstacles to achieving these goals?

About your job
35. Please describe your working day.
36. Do you like your job? Why?
37. Why do you consider yourself a manager?
38. What qualities do you feel a successful manager should have?
39. How many employees report to you?
40. What are some of the major problems \ challenges that you face in
your job?
41. Which decisions can you influence in your company?
42. How often do you contact with the head of your company?
43. Are you satisfied with your salary? Why?
44. Is money important to you?
45. What kind of salary are you looking for?
46. How much money do you need to be happy?
47. How would you describe your ideal job?
48. Why do you want to work in ... industry?
49. What do you know about our company? Why are you interested in
our company?
50. Why should I hire you?
51. Is it possible for you to work overtime?
52. Are you willing to travel? How much?
53. Are you a team player?
54. Are you a goal-oriented person?
55. Tell me about some of your recent goals and what you did to achieve
them.
56. What are your short-term goals?
57. What are your long-range objectives?

58. Do you handle conflict well?
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59. Have you ever had a conflict with a boss or professor? How did you
resolve it?

60. What were your reasons for leaving your previous job?

61. What major problem have you had to deal with recently?

62. Do you handle pressure well?

63. What is your greatest strength?

64. What is your greatest weakness?

65. Describe an instance where you set your sights on a high \ demand-
ing goal and saw it through to completion, despite obstacles.

66. Summarize a situation where you took the initiative to get others
going on an important task or issue and played a leading role to achieve
desired results.

67. Describe a problem situation where you had to seek out relevant in-
formation, define key issues and decide which steps to take to get the de-
sired results.

68. Describe an instance where you made effective use of facts to secure
the agreement of others.

69. Give an example of how you worked effectively with people to ac-
complish an important result.

70. Provide an example of how you acquired a technical skill and con-
verted it into practical application.

71. Provide an example of how you assessed a situation and achieved
good results by focusing on the most important priorities.

72. Describe a creative \ innovative idea that you produced which led to
a significant contribution to the success of an activity or project.

About PMTI Program \ Presidential Management
Training Initiative\
73. What are you aiming at participating in the PMTI?
74. If | were to ask one of your professors to describe you, what would
he or she say?
75. Why has your company selected you for participating in this pro-
gram?
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76. What impact is the program going to have on your future career?

77. Will you be able to apply your knowledge and experience after the
program? How?

78. How long should the foreign part of the program last? Why?

79. How will the PMTI program help you to better confront your chal-
lenges and achieve your goals?

80. What makes you a good candidate for the PMTI?

81. Why do you need the foreign training?

82. In what type of foreign enterprise would you like to be placed and
why?

83. What should the foreign training include?

84. What skills and experience do you wish to gain abroad and how do
you plan to apply these to your enterprise in Russia?

85. What kind of accommodation would you prefer during your stay
abroad?

86. Would you define five questions which should be answered through
the foreign training?

87. Have you taken part in any other international programs? Please
specify.

88. Where did you get a preliminary training? What do you think about
it?

89. Specify internship \craxxuposka\ objectives. Be as specific as possi-
ble.

90. Describe the projects \ actions you plan to implement after training.
Do you have the commitment of your CEO \Chief Executive Officer, the
head of your company\ for them? Provide a letter of recommendation.

Bpﬂ}l JIX Ha BCC BOIIPOCHI MOKHO 1aTh OAHO3HAYHBIC OTBETHI, HO
Ba>XHO O6CYJII/ITI) HEKOTOPKIEC BOIIPOCHI, KOTOPBIC YaCTO BBI3LIBAIOT 3aM€E-
maTeiabCTBO KAHANAATOB.

v" OdyeHb BOKHO yMETh IPAMOTHO PaccKasaTh O CBOMX JOCTOWH-
CTBax M HejocTaTkax — Strengths and weaknesses. I1o Tomy, HaCKOJIBKO
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npodeccuonanbHo Bbl 9TO nenaere, cyaat o creneHu Baiieit 3penoctu.
DKCHepThl COBETYIOT TOBOPUTH TOJBKO O TEX CIIa0bIX CTOPOHAX, KOTOPHIC
MOKHO TIPEJICTAaBUTh B OJaronNpUsITHOM cBeTe. B 3aBucuMocTH oT 00CTO-
SATEBCTB, MOJOKUTEIBHBIMU CTa00CTIMU MOTYT ObITh: I am not always
able to delegate duties \ S He Bcerma Mory aenerupoBaTh MOJIHOMOYHS),
T.e. moarekcT: I am a perfectionist \{I Bcerma craparock JOOHTHCS COBEp-
meHctBa\. Mmu: 1 am always open and want to help everyone, which
sometimes can distract me from doing my work \V menst oTkpbITast Haty-
pa, s BCerja Xo4dy MoMoYb, YTO MHOTA OTBJICKAET MEHS OT COOCTBEHHO
paboThI\.

v' Eciu no Bamemy pe3rome BHIHO, 4TO BBl 1aBHO He paboTaiy, y
Bac moryt nmounTepecoBathest: Why couldn’t you find a job for some
time? \[Touemy BbI He MOTUIH Cpa3y HaiTh padoTy?\ CrenuanucTbl CoBe-
TYIOT HE OIPaBbIBATHCS, & CKa3aTh, YTO BhI peIliIn clienarh nepepbiB U
00yMaTh albHEHINe IepCIeKTUBBI cBoei Kapwepsl - | decided to take
a break and carefully think over career options. M cka3zarts, 4To mpepl-
JyLHe MpeaioKeHus paboThl He oTBevyanu Bamum oxunmanusMm - The
previous job offers didn’t match my expectations.

v" What were your reasons for leaving your previous job and what
conflicts did you have with your former boss? \[louemy Bbi ynuim c
npenbiayniel padoTel U Kakue KOH(MIMKTHL y Bac Obutn ¢ Bamum
Ha‘laJ'IBHI/IKOM?\ 3T10T BOIIPpOC 4YaCTO CTAaBUT KaHAWAATOB B TYIIHK, T.K.
HYXXHO BO3IACPKATHECA OT PE3KUX BBIIIAJI0B B aIpeC me(ba, " B TO K€ BpC-
Msl HE co3JaTh BII€UaTiieHWe, YTO Bbl TOBOpUTE HempaBay, yTBEPKAas,
YTO HHUKAKHUX KOH(I)J'II/IKTOB He OBUIO. PeKOMeHILyeTCSI CKa3aTb, 4YTO KOH-
(IMKTBI BCerla HOCHIIM YHCTO Mpo(decCHOHaNbHBIN XapakTtep. Hampu-
mep, “l had a different strategy... a different vision of something...”
Mpmuorue 3apy0OexHble paboTogaTeNN YBaXAOT WHANBHUIYaIbHOCTD M HE-
3aBUCUMOCTDb Cy>K}_ICHI/H>’I.

v Bam ONKCHIBAlOT THIOTETHYECKYIO MPoGJaeMy (YacTo CBA3aHHYIO
¢ paboToii, Ha KoTOpyto BbI mpeTenayeTe) 1 NpocsT NPEIOKUTh ee pelie-
HHE. DTOT BOIIPOC CTABUT IEJIbIO BBISIBUTH Ballly peakiuio B OnpeeseHHbIX
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obcrosiTenbeTBaX. B mepByro odepenb, Bbl TOMKHBI TPOJEMOHCTPHPOBATE
CBOE CITIOKOWCTBHE, OTCYTCTBHE HEPBO3HOCTH W TOCTApAThCS MPEITIOKHTH
pelIeHHe.

v" UYro kacaeTcs BO3MOKHBIX BOIPOCOB O Barmx oOmux mpoosie-
Max, TO, HE aKI[CHTUPYs Ha HUX BHUMaHHE, JIy4llle CKa3aTh MpaBay — HO
TaKylo, KOTopas He Oy/eT BBICTaBIIATh, Bac B HEBBITOAHOM cBeTe. Jpyru-
MU CJIOBaMH, Ha BOTIPOC O YKHJIMIHBIX YCIOBHUSIX JIydIlle CKa3aTh, YTO OHU
Bac BmonHe ycTpauBarOT, YeM B MOJAPOOHOCTSX OMHUCHIBATH HEOOJIBIIYIO
KBapTHUPY.

v' Huorpa paboromarens 00bABISET HU(PY 3apIJIATHI €IIE B pPe-
KJIIAMHOM OOBSBIICHUH, HO Yallle BCET0 MEXIyHApOJHbIE KOMITAaHUU 00-
XOJIATCS pacIuTbiBUaTHIMU (ppazamu renumeration for the position will be
competitive and commensurate with experience and achievement
\Bo3HarpaxaeHue OyJeT KOHKYPEHTOCIIOCOOHBIM M COIMOCTABUMBIM C
OIBITOM W JOCTHXCHUSIMHU KaHOuaaTa\ uiv very attractive compensation
and benefits package \ouen» mpuBieKaTenbHas 3apIuiaTa W JIOMOJIHHU-
TenbHbIe JproTel\. Ecii paboTomarens caM CIIPOCHT, Ha KaKyro 3apIuiaTy
Brl paccunThiBaeTe, 9T00BI HE OLIEHUTH Ce0sl CITUIIKOM HU3KO WJIM BBICO-
KO, YTO OJMHAKOBO IJIOX0, MOKHO M30eXaTh KOHKPETHOU IHU(PHI U CKa-
3aTh «S HajerCh, 3apiuiata OyJIeT MOCTOHHA MOEH KBaTU(UKAIUK U
OTbITa paboTHI».

v' Eciu OyzneTe nucaTh peKOMeHIaTebHOe MUCHbMO, He 3a0yabTe
BKJIFOUMTH Ty/Ia IPUMEPHO cieayromiee: «S1 \1.e. pyKOBOIUTEIb\ CUNTAIO,
4ro r-uy MBanoBy \1.e. Bam\ He0OX0AMMO IPUHSATH y4acTHE B 3TOU PO-
rpaMMme Ui €ro JajbHeniero npoeCcCHoHaIbHOTO pocTa. Harneit opra-
HU3aI[UU HYXHBI BBICOKOKBAJIM(UIIUPOBAHHBIE CIICIUAIUCTHI... MBI 11e-
HUM €T0 MHHIIMATUBY M CTPEMIICHHE K JAIbHEHIIeMy O0pa30BaHUIO U
cuuTaeM I-Ha MBaHOBa JOCTOMHBIM KaHJIUJATOM...» EClii ecTh MPOEKTHI,
KkoTopsie Bbl coOupaeTech BHEIAPUTD Mociie 00yueHus, 1 Bail HauaapHUK
COTJIaceH, Halo 00SA3aTeNbHO HAMHUCaTh 00 3TOM B PEKOMEHIATEeIHLHOM
MHUCHME.
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9. Russian Recruitment Recommendations

Cobecedosanue: KaK 6vi36amp CUMRANUIO RPOCHBIMU 6ORPOCAMU

Ha cobecenoBannu 3ByunT (hMHAIBHOE: «Y Bac €cTh KakKue-HUOYAb
BOMPOCHI K HaM?» — W KaHIUAATBl TEPSIOTCS, W ONEeCTAMMN pacckas o
cebe cMeHsieTcsl HeyBEpeHHBIMH U POOKMMHU BOIpocaMu. MBI HE COBETY-
€M SIPOCTHO IEpeXBaThIBaTh HHULIMATHBY B 3TOM IEJIOBOM Pa3roBOpeE, HO
MIOMO’KEM Pa300paTbesi, KAKUEe BOIPOCHI COOTBETCTBYIOT OM3HEC-3THUKETY
Y TIOMOTYT MPU TPYAOYCTPOUCTBE.

Bonpocsl Ha cobeceqoBaHNH — MOTHOLICHHAS YacTh OOILICHUS: KaK H
paccka3 o ceOe, OHH IMOMOTAIOT BBI3BATh CHUMIIATHIO. M eciiu BBl coBep-
WM PAL IpyOBIX OoMMOOK Ha MHTEPBBIO, Y BAC €I €CTh BO3ZMOKHOCTb
BCe UcnpaBuTh. JlaBaiite pa3depeMcsi, KOrna ¥ 4ro Jydile CIpaluBarh y
paboTonarerns.

OObIYHO KaHAWAATA JKAET 3 OCHOBHBIX dTarna cobece0BaHni:

—Bcrpeua ¢ HR;

— BCTpeda C JMHEHHBIM MEHEIKEPOM WIHM MOTEHIHUAIBHBIM PYKOBO-
JUTENeM;

— (uHANBbHAS KOMMYHUKAIMS (3BOHOK MIJIH BCTPEYA).

B pa3HBIX KOMIAHUAX U HA Pa3HBIX TOJDKHOCTSIX ITAIlOB MOXKET OBITH
Oosple WM MeHbLIe: co0ece0BaHNE C PyKOBOAUTENEM BCE KOMIIaHUU
WIN JeTapTaMeHTa, TECTOBbIE 33/IaHusl, TPYMIOBbIE OLIEHKH. MBI B3sUn
caMblii pacnpocTpaHeHHBIN cirydail. Kaxapli atan cobecenoBanus mpe-
CJIEyeT CBOM LEJIM, OITOMY YMECTHBI U HEOOXOAUMBI CBOM BOIIPOCHI.
Y CII0BHO HX MOKHO Pa3JeNUTh Ha TPU KATETOPHH.

Bonpocel na momusayuonnvie hakmopvr mpyoa
(3apniama, cmpaxoeanue, npemuu, 2pagux)

MotuBanus u omara Tpyaa — xkomnereHius HR-menemxepa. Ilpu
BCTpeYe C JIMHEHHBIM PYKOBOJMTENIEM Balll HHTEPEC K MOTHBAIUOHHBIM
(dakTopaM Tpyzaa NOJbKeH ObITh ucuepnaH. EMy He cTouT 3aaBath 00Jb-
1€ OJHOTO — ABYX KJIIOUEBBIX BOIPOCOB TAKOT'O THIA: HAPUMED, O CH-
CTeMe pacueTa IpeMuil u rpaduke padoThI.
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IIpumepsr: «Kakoii ypoBeHb 3apmiaTsl A 3TOW MO3UIMK?», «Bxito-
YeHa JIM CTpaxoBKa?», «ECTh 1M BO3MOXKHOCTH BBIOpaTh rpaduk pado-
TeI?», «EcThb JIn IOMOMHUTENbHBIE KOMIICHCALMM M OOHYCHI Ha IO3H-
oan?»

Bonpocul na cooepacanue pabomut (yeau u 3aoauu, KPI, cpoku,
MexXHUYeCKul UHCIpPYMeHmapuii)

IMoxxomsaT anst BTOporo 3Tama codeceoBaHus: TaKUM BoIpocam Oy-
JIST paj Baml Oymaymwmii pykoBoauteiab. HR-MeHemkep, ckopee Beero, He
CMOXeET MOAPOOHO M MPaBHIBHO paccKa3aTbh O COACPKAHMH M WHCTPY-
MeHTax padoTel. CripammBaiiTe ero 00 3TOM 10 MUHUMYMY: Hamlpumep,
MOTIPOCUTE JOTIOHUTENFHO OXapaKTepPH30BaTh JTHHEWHOTO PYKOBOIUTE-
JI51, OT/IET, B KOTOPOM IPEACTOUT padoTaTh, WIIH HENIX PaOOTHL

[Tpumepsl: «Kakue 3amauu y crenuaiucTa Ha JAHHOW TO3UIIUHU?Y,
«Kaxkoit umMeeTcss HHCTPYMEHTAPHH IS BBIIOJIHCHUS TIOCTABJICHHBIX 3a-
nad (huHAHCHPOBAaHME, TEXHHUYECKHE CPEACTBA, aBTOMAaTH3aIms)?», «llo
KaKUM KPUTEPUSIM OYAYT OLEHUBATHCS PE3yIbTAThl pAOOTHI?»

Bonpocet 0na noddepircanus pazzo60pa u nOGLILEHUA C60E20 CHIAMYCA

VIMeHHO TOT THIT BOTIPOCOB, KOTOPBIH MOBBIIIAET MHEHHE paboToIaTeNs o
KaHAuzaTe ¥ ypOBEHb YIOBJIETBOPEHMS OT oOwieHus ¢ HUM. OHH penKo
BCTPEYAIOTCs Cpeay MO3ULMK HAYaJIbHOTO YPOBHS, M Hallle X HCHOJb3YIOT
YVHHUKAJIbHBIE CTIEUAUCTHI C aBTOPCKAMH pa3pabOTKaMu: MEHEKEphl cpel-
HEro 3BeHa U BbIIIE. X MOXKHO MPUMEHSTh Ha JIFOOBIX 3Tanax MHTEPBBIO —
€CJIM CO CTOPOHBI PaboTOaTeNsI TIOBUCIIA T1ay3a WiTH Kak 1eMeHT small talk.
B 3aBucumMocTi OoT Bompoca MX MOKHO 33/1aBaTh TOMY WIIH JIPyrOMY MHTEp-
BBIOEDY.

IIpumepsl: «Kakoil kapbepHBIIA POCT MEHSI MOKET OXKHUAATh B KOMIIa-
Huu B TeueHun 10 ner?» (Bompoc ans HR), «CymecTBytoT 1 Gopmbl
OOHYCHpPOBaHHUSI COTPYAHHMKOB, TIOKa3bIBAIOIINE PE3YJNbTaThl JIydIle
octransHBIX?» (HR), «Kak ceituac cebsa qayBcTByeT kommnanus? S ciprma,
YTO HEJIaBHO Balll KOHKYPEHT, KOMIaHuss X MpuoOpea/mpoiana cBOero
CTpaTETHUECKOr0 NMapTHepa B JHIE KOMIaHUM Y 7» (JIMHEHHBIA PyKOBO-

ourtenb), «Kak cebs 4yBCTByeT HanpaBiIeHUE/KaTeropus/IpoLyKT B CBS3U
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C BBIXOJIOM KOHKYPEHTHOTO MpoAykTa X?» (JIMHEHHBIA PYKOBOIUTEIND),
«[louemy OTKphITa MO3UIMA? DTO HOBasl MM MPEABIAYIIECTO YeIOBEKa
yBommu? Ilouemy?» (HR), «Uto s cMory HammcaTh B pe3lOMe CITyCTs
TpH roxa paboTsl B KOMIAHUU?» (MIMHEHHBINH pykoBomuTenb, HR), «Ka-
KOBa JMHAMHKa OIOJDKETUPOBaHUs (DYHKIUHM (OTAeNa) 3a MOCIEIHUE 3
roja, U Kakoil oHa Oyner B Onmxaiimem OyaymeMm?» (JIMHEHHBIA PyKo-
BOIUTENH), «Pacckakurte O CTPYKType OpraHH3allui/IenapTaMeHTa
(HR, nmuHEitHBIH pyKOBOJUTENH).

Cogembpi:

He 3apaBaiite TOMONHUTENBHBIX BOIPOCOB O KOMIIEHCAIIUSX JINTHEHHOMY
pykoBoauTenmo, a B HR — cloXHBIX BOMPOCOB MO coAepkaHuio padboTel. B
MIEPBOM CJIy4ac BbI IIPOU3BEIETE BIECUATIICHUE CyIy0O MaTepuaIbHOM 3auHTe-
PECOBaHHOCTH, BO BTOPOM TOKKETECh YPE3MEPHO JIOTOLIHBIM YEJIOBEKOM.

EcTb moau, s KOTOPBIX KpaliHE BAYKHO Pa300paThCs B MEIbYANIITIX
netaimsix. Obnerdante cyap0y OTBETUYHKY, HE 3aaaBaiiTe Ooiblie 3-4 Bo-
IPOCOB 3a cepuro. Bl Bcerna cMokeTe HAaNpaBUTh MX B MUCbME IIOCTE
BCTPEYH, BEPHYTHCS CO 3BOHKOM, WJIM K€ CIIPOCUTH IOCJE MOIYYECHUS
NPENIOKEHHs 0 paboTe.

HauunaiiTe BOBpeMs: JOXKIUTECH, TIOKAa BaM JaayT CUTHAJ, HIIH K€
Bbl HIHTYUTHBHO MOKWMETE, YTO HAaHMMAaTel b 331ajl BCE 3aIlVIaHMPOBAaHHBIE
BOIPOCHI ¥ /IE€T MHUIMATUBBI C BaIlleil CTOPOHBIL.

[epen TeM Kak MPUHAMATD NPEAJIOKEHHE O PadoTe, elle pa3 yTOUHH-
T€ y PYKOBOJHUTEIS MPO KIIOYEBbIE 0OCOOCHHOCTH PalOTHI MO COJepKa-
HUIO (Uuenu u 3agaun), a y HR — no mMotuBauuu (pa3mep KoMIEHCAIMH,
rpa¢uk, CTpaxoBKa). B kakoM-To cMbIcie 3TO OOSKET UX OKa3bIBaTh J10-
MOJTHUTENILHOE BHUMAaHUE COOJIOJIEHUIO BCEX JIOTOBOPEHHOCTEH B OTHO-

IIEHUHU Bac U HUYETO HE 3a0bITh.

36% pabomooameneil 20mogvl OMKA3AMb U3-30 HEZPAMOMHO20
COnpO6OOUmMenNbHOZ0 RUCbMA
Bonbire Tpetn pabotosmaTeneil rOTOBBI OTOPaKOBaTh pPE3IOME, €CIU
KaHJUAT MPUCHLIAET HEKOPPEKTHOE COMPOBOAUTENBHOE MUCHMO. CIryK-
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Oa I/ICCJ'ICI[OBaHI/Iﬁ HeadHunter BbISICHWJIA, KAKHC COIPOBOJUTCIILHBIC
MruchbMa MmoJIydaroT pa60TOHaTGJ'II/I " KaKuxX Ha CaMOM [JCJIC KIAYT.

«MBI TIPOBEJU ONPOC U TOHSJIU, YTO MPAKTHUKA OTIPABJICHUS pe3loMe
C COTIPOBOAMTEILHBIMH MHCHhMaMH TOJIBKO HaYMHAET HAOMpPaTh 000POTHI
B Hallled cTpane, — pacckazana Mapust Urnatosa, pykoBogutensb Ciayx-
obl uccnegosanuii HeadHunter. — Ha ceronusminmii qeHp OOJIBIITUHCTBO
HR-cneunanucToB nonyyarot aumb 20-40% pes3rome, TOTMOTHEHHBIX CO-
MPOBOJUTENBHBIM MUCHMOM. Ellle UeTBEPTh YTBEPKIAOT, YTO PE3IOME CO
BCTYTNIUTENBHBIM CIIOBOM B HX TIPAKTHUKE BOOOIIIE PEIKOCTH.

Kozoa conposooumenvroe nucemo neooxooumo?

Camyto O0JIBIIYIO PO COMPOBOJUTENBHBIC THChMa UTPAIOT JAJISl TO-
NoBbIX no3uuuii: 17% paboronaTeneil He TOTOBBI CMOTPETh PE3IOME KaH-
JIUIAaTOB HA MO3UIMH TOI-MEHEDKEPOB 0€3 COIMPOBOAUTENBHOTO MHUCHMA.
Hamnune COMMPOBOAUTCIIBHOI'O IMUCbMa Ha 6OJ'II)HII/IHCTBO HOSI/IHI/IFI pac-
CMaTpUBaCTCA HR'CHG]_[I/IaJII/ICTaMI/I KakK JOIIOJIHUTEJIBHOC IMPECHUMYIIC-
CTBO.

Ymo nucamov?

Paboronatenu xayT HHGOPMAIIMKA O MOTHBAX KaHAMUJATa U €0 3auH-
TEPECOBAaHHOCTHU B pabOTe B JAHHOW KOMITAHWH M HA TAHHOM JODKHOCTH.
Kaxxaprit BTOpo#i X04eT YBH/ETh B COIPOBOUTEILHOM MTUChME, YeM Oy-
JIET MoJyie3eH B komnaHuu kannuaat. bonsie 60% HR-menenxepos cuu-
TAIOT, YTO HJCAIbHBIH 00BEM COIMPOBOJAUTEIBHOIO MUChMa — 3-5 Tpe-

JIOKECHHUH.

Kak nucamo?

BonpmmHCTBO paboTomaTeneit CYMTAIOT, YTO B COMPOBOJIUTEIHLHOM
MMACEME YMECTEH TOJIbKO OQUIIMANbHO-AeIOBON cTwib. 15% HR-
CITCIIMATUCTOB JIOMYCKAIOT Pa3TOBOPHBINA CTWIb, Wis 17% 3TO Hecyte-
cTBeHHBIH (pakTop. [Ipn 3TOM yrmoTpediieHHe CMAIIUKOB U 3MOIMOHAIIb-
HBIX 00OPOTOB CUUTAIOT BO3MOXKHEIM 29% paboTomareneii.
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Kaxnpiit tpetnit HR-meHemkep mnpusHaicd, 4TO OTKa3bIBajCs OT
JTaNbHENIIEro 3HAaKOMCTBA C PE3IOME IO MPUYMHE HEKOPPEKTHO COCTAB-
JICHHOT'O COIIPOBOJUTENBHOIO MUCHMA.

Cocmasnsem conpogooumensvrnoe nucomo ¢ HR-cneyuanucmom

ITonsiTHE «CONIPOBOAUTENBHOE TUCEMOY» COBCEM HEAABHO BOLUIO B
MTOBCETHEBHYIO JKU3HB B CBA3H C Pa3BUTHEM MHTEPHET-TEXHOJIOTHH.
OOBIYHO 3TO KOPOTKHE MUCbMA, KOTOPHIE CONIPOBOKAAIOT OCHOBHOM J10-
KYMEHT U COJEp)KaT IOTIOJHUTENbHYI0 HHPOPMALIUIO I OTydaTes.
IMon pykoBoacTBoM onbiTHOr0o HR-MeHemkepa Mbl pa3o0panuce, Kakue
MpaBWIIa JJIsl TAKUX MIHCEM CYIIECTBYIOT B OM3HEC-Cpe/ie.

ComnpoBoauTENbHBIE MTUCbMAa YUTAIOT MIEPE]T aHATTM30M CaMOT0 PE3IOME,
MOATOMY OHH HUTPAIOT TIABHYIO POJIb B TPAKTOBKE M BOCIIPHUSATHH MOCIIEY-
rorier napopMaryu. [IuchMo HEMPEeMEHHO JOJIKHO OBITh COCTaBIICHO Ipa-
MOTHO, TOT/Ia OHO PACIIOJIOKHT K ce0e YHTAIOIIETO U OTBIICYET OT KpUTHYE-
cKoro BocnpusaTHs. Heynaqnoe nucbMo — OBOJ, OTIIPABUTE B MYCOPHYIO
KOp3MHY Jaxe uaeanbHoe pestome: 36% HR-Menemxepos npu3HaImch, 4To
OTKa3bIBAJIMCh OT KaHAUIATOB M3-3a HCKOPPEKTHLIX COIMMPOBOAUTEIIbHBIX
ITUCEM.

IIpakTykKa HaUCAaHUSI CONMPOBOIUTEIBHBIX ITUCEM OOJIbILE PacIIpo-
CTpaHEHa CPEM MEHEKEPOB BBICIIETO U CpeHero 3BeHa. Ha atux mo-
3UUAX IUCbMO Tpe6yeT " MMPUHOUIIAAJIBHO MHOT'O Ka4ueCTBAa UCIIOJIHE-
Hus. JlaBaliTe pacCMOTPUM OCHOBHBIE YEPTHI YCIIEIIHBIX COIPOBOIM-

TCIBbHBIX ITHUCEM.

Ctporasi cTpyKTypa

ConpoBoUTENHHOE MIUCHMO COJICPKUT B cebe:

1. IlpuBercTBue («YBaxkaeMbIil [UMs/IOIKHOCTS |», «[WMs], moOpbrit
neHby, «Dear [name]»)

[IpuBeTCcTBHE AOKHO OBITH JINOO MEPCOHATU3UPOBAHHBIM, JIHOO 00-
palaThCs K CreraicTaM KOHKPETHOTO JIeapTaMeHTa, eCIIM UMs TT0JTY-
yaTels He U3BECTHO.
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2. OCHOBHYIO YacTb

2.1. Pacckaxwure, Ha KaKylo NOJDKHOCTH BBI MpETEHIyeTe, ecll OT-
MpaBIsieTe pe3toMe Ha pabouyro moury padoromarenro. Ha hh.ru storo
JIeTIaTh He HYXKHO;

2.2. OObsicHUTE, YeM Bac MPUBJIEKIA 3Ta BaKaHCHS: HUHTEPECHBIN
MPOIYKT, HOBbIE (PYHKIIUH WM CIIOKHBIE 3a]a4H;

2.3. OT MOTHBAaIMH TUIAaBHO MEPEXOINTE K OIBITY M CIIUCKY MPOEK-
TOB, KOTOPBII HE OMHCAH B PE3IOMe, HO TIOJIC3CH /TSI JaHHOH BaKaHCHM;

2.4. CHOBa HAIlIOMHHTE O Ballleil MOTHBAIMH HA MO3MIMIO. YeM Ianbire
coziepykaHue MyHKTa 2.3 0T TpeOyeMOoro OITbITa, TeM HeOOXO0IMee MYHKT 2.4.

3. llpomanne («Best regards», «C yBaxkeHHEM») U MPOIyOIMpPOBaH-
HbIe KOHTaKTHBIC TAHHBIC

BaxxHO TOMHUTB, 9TO BCE MYHKTHI, KpoMe 2.3 — 3TO HapabOTaHHEIE
KIIMIIC, CO3JaHHBbIC YCIICIIHBIMU KaHAWJAaTaMK 3a MHOI'OJICTHIOIO IIpaK-
TUKY. Onn CTaHAapTHBI, OYCBUAHBI, YK€ SABJIAIOTCA 3TUKCTOM IIPpU O6Hle-
HHUM Yepe3 CONMPOBOAUTENbHBIE TMChbMa, HE JOJDKHBI IPEBBIIATH OJHOIO
— IBYX NPeAOKEeHUI U MUIIyTCS CTPOTO C HOBOTO ad3alia ¢ OTCTYIIOM.

[TpuBenem mpumep U3 MUChMa PYKOBOIUTENS OTACNA MPOJIaX KPYII-
Hoit 3amagHoit FMCG komnanuu. OHO JOBOJIBHO IJIUHHOE, HO JUISI PYKO-
BOJISIIIEH TOMKHOCTH 3TO BIIOJIHE JIOITYCTHUMO.

«WpwuHa, noOpeIil eHb, HITY BaM OTHOCHTEIBHO BakaHcHu «Pyko-
BOJIMTENH OT/IENa MPOJaKk KaHala COBPEMEHHON TOPTOBIIN».

OnucanHbple 0043aHHOCTH M L€ JAHHOM MO3UIMU TPECTABISIOTCS
MHE Ype3BBIYalHO MHTEPECHBIMU. MEeHs BCerja MpUBJIEKaIH CIOXKHbBIE U
aMOMIIMO3HBIC TTPOCKTHI.

Xo4y cpasy 3aMEeTHTb, 94TO OIbITa pa0OTHl UMEHHO C OBITOBOM TEXHU-
KOH y MEHS HeT, HO B OTJINYHE OT OOJBIIMHCTBA KaHAUIATOB y MEHS €CTh
CJIeTyTOIINE CHIIbHBIE CTOPOHBI:

— OTBIT paboTHI ¢ (hefepatbHBIMH CETIMU Ha YPOBHE MEPBBIX JIUIT 00-
jee 5 jer;

— YCIIEIIHBIN 3ayCK W BBOJ B CETH HOBHHOK BBICOKOKOHKYPEHTHBIX
KaTeropuii (MoJo4YHas MPOYKIIHS).
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Moit npoeccroHaIbHBIN OIBIT TAKXKE BKIIIOYACT B CEOS:

— yIpaBlieHHE KOMaHaM{ TOPTOBBIX MPEJCTABUTENCH U cyrepBaiize-
poB ot 30 yenoBex;

— 3aKPBITHE TEOUTOPCKHX 38 J0JDKEHHOCTEH 110 KITFOYEBBIM KITHCHTAM.

B ciydae B3aMMHOTrO MHTEpeca MpEAIarald CO3BOHHTBHCS B JIHOOOE
ynooHoe 115 Bac Bpemsi.

C yBaxxeHuewM,
Anekceit X,
Temn.....

XoT4 B OOJIBIIMHCTBE CIIy4acB UM IIOIy4YaTeNsl HEM3BECTHO, OUCHb BaXK-
HO COOJIFOCTH TIEPCOHAIM3NPOBAHHOE U 00ayMaHHOoe obOparrenue. [lomauTe,
YTO CKOIMPOBAHHOE IIA0JIOHHOE COMPOBOJUTENBHOE ITHCBMO CKOpEE BCETO
OCTAaBUT Balllc PE3IOME HEMPOYTCHHBIM. BO3MOXXHBIMHU OOpaIllCHUSIMUA Ha
hh.ru MoryT ObITh: «YBa)kaeMbIil OTJEN MEePCOHAIA KOMIIaHHN X», «YBakae-
MbIE COTPYIHHKH OT/ENa 1moadopa mepcoHaia KOMIIaHUHA X», «YBaKaeMbIil
MEHePKep 10 Noadopy MepcoHaia KOMIIAHUN X», «S1 BHUMATENBHO H3y9HIT
No3UIMI0 PykoBoauTeNs oTA€a Npoiak KaHalla COBPEMEHHON TOPrOBIM U T.
L

He6oabmoe, HO eMKoOe

IloMHMTE, YTO COMPOBOAMTENHFHOE MHCHMO JIOJDKHO YMTaThes 3a 10 ce-
kyHz. K coxanenuro, yactas MpakTHKa POCCHUICKOM KyJIbTYpbl — 3TO BITH-
caTh B CONPOBOIUTENILHOE IMCHMO a0COMIOTHO BCE TPOEKTHI U OMBITHI KH3-
HH, KOTOPBIE COBCEM HE MMEIOT OTHOILIEHUS K BaKaHCUM. Takue MmickMa OT-
KPBIBAIOT TOTAIbHOE HEMOHMMAaHME KaK MO3MILIMH, TaK U €€ POJM B KOMIIa-
HUH.

ITocrapaiitecs HanucaTh HeOoJbIIOE, HO MHGOPMATHBHOE M MOJIE3-
HOE IMCHMO TOJIBKO C KaYeCTBEHHOM HH(pOpMAaLIHEH.

JlenoBoii cTuiIb

CompoBOIUTEIHFHOE TUCHMO TI0 CTHITIO JIOJDKHO COOTBETCTBOBATH OT-
paciay KOMIaHUU U KOPIIOPATUBHOM KyJbTYpeE.

st GOJNBIIMHCTBA WH)XMHUPHHTOBBIX, MEIUIIMHCKUX, OaHKOBCKUX,

KOHCAJITHHTOBEIX W JAPYTUX paboTomaTeNei MOAOUIECT BBIACPKaHHBIN
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JIEJIOBOM CTWJIb, OMUCAHHBINA Bhille. OH OECHPOUTPHILIIHO TOAXOIUT IS
95% BakaHcHUH, pa3MELICHHBIX B HHTepHETe. Ero oTiimuaeT MakCUMaabHO
nerkas ¥ uH(pOpPMaTHBHAs (opMa MHChMa: IPOCTasi CTPYKTypa, TEPMHU-
HOJIOTHSI, OTCYTCTBHE TPOMO3JKHMX NPHIATOYHBIX M CIIOKHOIIOTYNHEH-
HBIX [IPEUIOKEHHH.

Ocranbnbie 5% — obnactu Hi-tech, kpeatus, IT start-up, wacTHble 1
HEeOOIbIINe KOMIIAHWN C HHIIEBBIMHU IIPOXYKTAaMH — JIOITYCKAlOT Oosee
CBOOOTHOE M SMOITMOHAIEHOE O0paIeHue.

Omudku

Yacrast omnbOka, MOMEHTAIBFHO YOMBalollas MHTEPEC YUTAIOMIETO —
nrabyionHsle cbMa. Eciu u1st Bac 9Ta 3asBKa Ha yyacThe B KOHKypce Ha
MO3HULUIO HACTOJBKO THUIIUYHA, YTO BBl KOIIMPYETE CBOE MHUCHMO, TO U JUIS
MOJTy4aTelisi Bbl CTAHOBUTECH HACTOJIBKO K€ TUIIMYHBIM KaHAUIATOM.

He nyOnupyiiTe B CONMPOBOAUTEIBHOM IMHMCHME BAalll OMBIT JPYTHMHU
cioBaMu. HUKTO He 3aX0d4eT TpaTUTh JIMIIHEEe BpeMs Ha MPOYTEHHE OJI-
HOW 1 TOH ke WHPOpMAIINH JBa pa3a.

Kpeatus B mMcbMe ¥ FOMOP YMECTHBI, €CIIH TOJIBKO paccMaTpuBaeMast
KOMITaHUSI BXOJUT B TOT MAJIbIA MPOIEHT paboToaaTenei, Ui KOTOPhIX
OPUTHHAILHOCTh U IOMOp SIBIISIIOTCSI 4acThlO0 MPO(ECCHOHATIBHOU mes-
TEJIbHOCTH U COOTBETCTBYET BHYTPEHHEH KOPIOPATUBHOM KYJIbTYpe.

HTtak, B 4yeM k€ CEKpeT YAadHbIX CONPOBOAUTENbHBIX mucemM? OHM
CTPYKTYpUpPOBaHbI, HEOOJBIINE IO 00BEMY, HO KpailHe eMKHe, CTUIIN30-
BaHBI M0JI KyJIbTYpy KOMITAaHUU M HE COJIepKaT OMIMOOK. A caMmoe TiaB-
HO€ — TaKUe CONPOBOAMTENIbHBIE NMUCbMa (POKYCHUPYIOTCS Ha MHTEpecax
KOMITaHUH, a HE Ha NEPCOHAIBHOM HHTepece KaHaunara. [lokaxure, 9ro

BbI 3HACTC, B UEM HYXKIACTCA KOMITAaHUA U KaK €M IIOMOYb.
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3AKVIIOYEHUE

Llenb0 OCBOCHHUST AUCLUUILTIHEI SBIISIETCS OBNAJCHUE CTYACHTAMU He-
00XO0AMMBIM U JOCTATOYHBIM YPOBHEM HHOS3BIYHON KOMMYHHUKAaTUBHOMN
KOMIIETEHIINN ISl PEUIeHUs COIMaTbHO-KOMMYHHUKATUBHBIX 3a7lad B JIe-
JIOBOH cepe OOIIeHus, TIIaBHBIM 00pa30M IMPH MPOXOXKIACHUN KOHKYPC-
HOTO 0TOOpa AJIS y4acTHs B MEXIyHAPOIHBIX MPOTPaMMax U IIPH IIpreMe
Ha padory.

B pesynbrare ocBoeHUs1 yueOHOW MUCHUIUIMHBI O0YYaroIuics 10i-
KEH

3HAmMb:

— TpeOOBaHUWS W TPaBHJIA 3aMONHEHUS Pa3NUYHBIX QOpM IJs yda-
CTHS B MEKAYHAPOJHBIX YIEOHBIX U MPO(ECCHOHATBHBIX MPOrpaMMax;

— OCHOBHBIE CTPYKTYpPbl U TCXHUKH IMPOBEICHUSA UHTEPBBIO DPa3-
JIMYHBIX YPOBHEHN B UHOA3BIYHOU Cpee;

— KOMMYHHUKATHBHBIE CTPATETHH Y4acTHs B COOECETOBAHUIX MEXK-
AYHapOJHBIX MPOrpaMM U JOCTHIKCHUA HAWJIYUIIHUX PE3YyJIbTAaTOB Ha CTa-
JIUY TIPOXOXKICHHS COOECEeIOBaHUS;

— 0a30BbIe MpaBHia rPaMMAaTHKH (Ha ypoBHE MOP(OIIOTHH U CHH-
TaKcuca);

—  0a30Bble HOPMEBI YIIOTPEOICHNS JIEKCUKU 1 (DOHETHKH;

— TpeOOBaHUS K PEUYEBOMY U SI3BIKOBOMY O(GOPMIICHHIO YCTHBIX U
MMMCHbMEHHBIX BBICKAa3bIBAHUN C Y4E€TOM CIeNN()UKH UHOS3BIYHOU KYJIBTY-
pBL;

—  OCHOBHBIE CIIOCOOBI Pa0OTHI HAJl I3LIKOBBIM M PEUEBBIM MaTepua-
JIOM;

ymemb:

- BOCIIpUHUMATh Ha CIIYyX M INOHUMAaTb OCHOBHOC COACPKAHUE HE-
CJIOKHBIX AYyTCHTHYHBIX 06H.IeCTBeHHO-HOJ'[I/ITI/IT-IeCKI/IX, HY6HI/IHI/ICTI/I‘IG-
CKHUX (MEIMIHBIX) TEKCTOB, MMEIOIINX XapaKTepP MHTEPBHIO; BBIJICIATH B
BOIPOCaX 3HAYMMYIO / 3alpalInBaeMyo HHPOPMAaIIHIo;

- IMOHMMATh OCHOBHOE€ COACPKAHMWE HECJIOKHBIX ayTCHTUYHBIX PEC-
KIIAMHBIX O6’b$[BJIeHPII>'I, B TOM 4YHCIJIC OG’[)S[B.H@HI/Iﬁ O BaKaHCHUAX, I'paHTax U
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00pa3oBaTeNbHBIX NPOrpaMMax, JeTalbHO MOHUMATh PE3lOMe, aHKETHl U
COIIPOBOJUTEIbHBIE MHUChMA, BBIICNIATh 3HAUMMYIO/3allpallnBaeMyl0 HH-
¢dopmanuio U3 NparMaTHYECKUX TEKCTOB CIPaBOYHO-MH(DOPMAIIMOHHOTO
U PEKIAMHOT0 XapaKTepa;

— Ha4yMHATh, BECTW/TIONJCPKUBATh M 3aKaHUMBATH JMATIOT-PACCIIPOC,
JMaJIor-oOMeH MHEHUSIMH M THAJIOr-MHTEPBbIO/cOOECceIOBaHNE TIPU MpHEME
Ha paboTy, coOMI0asi HOPMBI PEYEBOTO STUKETA, TIPU HEOOXOIUMOCTH TIepe-
(bpazupoBaTh BOIPOC C IICNBI0 YTOUYHEHHUS, aJICKBaTHO pearupoBaTh Ha BO-
MPOCHI, a TAKKE TPAMOTHO 33/1aBaTh BOTPOCHI PA3IUYHBIX TUIIOB COTJIACHO
TIOCTABJICHHOW TeT KOMMYHHUKAIMK;, Pa3palbaThIBaTh M HCIOIB30BATh CTpa-
TETUIO CAMOTIPE3EHTAIMN U IPYTHX KOMMYHHKATUBHBIX CTPaTerii U TaKTHK;
BBICKa3bIBAaTh CBOE MHEHHE, NIPOCHOY, OTBEYaTh Ha MPEIOKEHNE COOeCeTHHI-
Ka (TPUHSITHE TPEIJIOKSHUS WM OTKa3); JIeNIaTh COOOIICHHUSI M BBICTPAUBATh
MOHOJIOT-OIHCAHNE, MOHOJIOT-TIOBECTBOBAHKE  MOHOJIOT-PACCYKIICHNC,

—  3amoNHATH POPMYISAPBI U ONAHKHM MParMaTuIeckoro XapakTepa;
BECTH 3aIHCh OCHOBHBIX MBICIICH U (DaKTOB (M3 ayJHMOTEKCTOB U TEKCTOB
JUTSL YTEHUS), TTOANEP)KUBAaTh KOHTAKTHI MPH TIOMOIIH 3JEKTPOHHOH MO-
YTBI; BBITIOJHATH MUCHbMEHHBIC MPOCKTHBIE 3a/IaHHS;

671a0emn:

— HaBBIKAMU BBIPOKCHUS CBOUX MBICIICH M MHEHUS B MEKITMYHOCT-
HOM JICJIOBOM OOIIIEHWM HA HHOCTPAHHOM SI3BIKE;

—  KYJIBTYpOW MBIIUICHUS, CIIOCOOHOCTBIO K OOOOIEHHUIO, aHAIU3Y,
BOCTIPHATHIO WH(OPMAIIMK, TIOCTAHOBKH IIEJM U BBIOOPY TyTe# e moctu-
JKEHMS,

— HaBBIKAMHU H3BIICUCHHUS HEOOXOIMMOW WH(POpPMAIH U3 OPHIH-
HAJIBHOTO TEKCTa HA HHOCTPAHHOM SI3BIKE;

—  CTpaTerdsIMH MPOBEACHUS COMOCTABUTEIBHOTrO aHaim3a (akTo-
POB KYJETYp Pa3iIMuHBIX CTPaH;

— KOMIICHCATOpPHBIMH ~ yYMEHHSIMH, TOMOTAIOIIMMH TPEOOJIETh
«cOom» B KOMMYHHKAIINH, BBI3BAHHBIC OOBEKTUBHBIMHU M CYOHCKTHBHBI-
MU, COIMOKYABTYPHBIMU TIPUUNHAMU;

— I[pHEMaMH CaMOCTOSITENILHON paboThI C SI3BIKOBBIM MaTEpPHUasIoM C
WCIIOJIb30BAHUEM CIIPABOYHOM M YUeOHOH JITUTEpaTyphl.
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IIpouecc wm3yueHUs AMCHUIUIMHBI HANpaBJIeH Ha (OPMUPOBAHHUE
3IIEMEHTOB credytouyux komnemenyuil B cootsercteun ¢ ®I'OC BIIO:

Koo xomnemenyuu Haumenosanue pezynomama o6yuenus

YMEHUE JIOTHUECKU BEPHO, apIyMEHTUPOBAHO U SCHO
CTPOUTH YCTHYIO U TUCBMEHHYIO PEUb;
CIIOCOOHOCTH OTCTaUBATh CBOIO TOUKY 3PEHHS, HE

OK-6

OK-7

paspylias OTHOLICHUS;

CTpeMJIEHHE K IMYHOCTHOMY U IPO(ECCHOHATbHOMY
OK-11 CaMOpa3BUTHIO, YMEHNE PACCTABIATH IPHOPUTETHI,

CTaBHUTH JINYHBIC IEJTH, CIOCOOHOCTH YUUTHCS Ha COO-
CTBCHHOM OIIBITC U OIIBITC Z[pyFI/IX;

BJIaJICHUE OJTHMM M3 WHOCTPAaHHbIX S3bIKOB Ha
OK-15 ypoBHe, obecrieunBaromeM 3hHeKTUBHYIO podec-
CHOHAJIbHYIO IS TEIIbHOCTD;

CIIOCOOHOCTB OCYIIIECTBIIATH IEJIOBOE OOILEHHE: Ty OId-
OK-20 HBIE BBICTYIUICHHS], IIEPETOBOPBI, IIPOBEICHUE COBEIIA-
HHIA, IeNIOBast ePETMCKa, SIEKTPOHHBIC KOMMYHUKALIHIL

CrieninasbHble TpeOOBaHUS K BXOAHBIM 3HAHUSM, YMEHHSIM U KOMIIE-
TEHIUSIM CTYAEHTa He MpeayCMaTpUBAIOTCA, OJHAKO JAJIS ONpeAeieHHs
YPOBHS M3Yy4Y€HHsI IMCUMIUIMHBI B YY€OHBIX I'pyINIax MPOBOIUTCA BXO[-
HO€ TECTHPOBAaHHUE AJISI ONpEeNesICeHUs] MCXOTHOr0 YPOBHS KOMMYHHKa-
TUBHOM KOMIIETECHIIUN oOyuaroruxcs. B ocHoBe [IporpaMmel Jiexar clie-
JYIOIIHME TOJIOKEHHS, 3a()UKCUPOBAHHBIE B COBPEMEHHBIX JOKYMEHTaX
M0 MOJIEPHHU3ALIMH BBICILIETO MPOECCHOHANBHOTO 00pa30BaHuU:

e BriageHne MHOCTPaHHBIM SI3BIKOM SIBJISIETCS HEOTHEMIIEMOHM 4a-
CTBIO NTPO(ECCHOHANBHON OATOTOBKH BCEX CIELHUAIUCTOB B BY3€.

e Kypc HHOCTpaHHOTO S3bIKa ABJSETCS MHOTOYPOBHEBBIM U pa3pa-
OaTpIBaeTCsl B KOHTEKCTE HEMPEPHIBHOTO 00Pa30BaHM.

e l3ydeHne MHOCTPAHHOTO SI3bIKA CTPOUTCS HAa MEXIWCIUILINHAD-
HOI UHTErpaTUBHOMN OCHOBE.

o OOydeHHE MHOCTPAaHHOMY SI3BIKY HAIPaBICHO HA KOMILIEKCHOE
pasBUTHE KOMMYHHMKAaTUBHOW, KOTHUTHBHOW, MH()POPMAIIMOHHOH, COLMO-
KyJIBTYPHOH, MpO(eCCHOHANBHOM M OOLIEKYJIbTYpPHOH KOMIIETCHINH
CTYJCHTOB.

141



GLOSSARY

1. Personal language — language structures relating to the private areas of
your life.

2. Social language — language structures relating to the society and your job.

3. CV / Resume - /curriculum vitae/ a short written document that lists your
education and previous jobs, which you send to employers when you are looking
for a job [= resume American English]

4. Degree — a qualification that is given to you when you have successfully
completed a university course, e.g. a degree in Economics

5. Voluntary work - work that is done by people who do it because they want to,
and who are not paid, e.g. She does a lot of voluntary work for the Red Cross.

6. Values - your ideas about what is right and wrong, or what is important in
life.

7. Philosophy - the attitude or set of ideas that guides the behaviour of a per-
son or organization, e.g. The company explained their management philosophy.
The idea that you should treat others as you would like them to treat you is a fine
philosophy of life.

8. Strategy - a planned series of actions for achieving something

9. Reasoning - a process of thinking carefully about something in order to
make a judgment, e.g. scientific/logical/legal reasoning; What is the reasoning
behind this decision?

10. Job interview - a formal meeting at which someone is asked questions in
order to find out whether they are suitable for a job, course of study etc., e.g. I've
got another job interview tomorrow.

11. Interviewer - the person who asks the questions in an interview

12. Interviewee - the person who answers the questions in an interview, a
candidate

13. Technique - a special way of successfully doing something

14. Job description - an official list of the work and responsibilities that you
have in your job

15. Motivation - eagerness and willingness to do something without need-
ing to be told or forced to do it, the reason why you want to do something, e.g.
What was your motivation for becoming a manager?

16. Promotion - a move to a more important job or position in a company or
organization, e.g. | want a job with good prospects for promotion.

17. Personal characteristics - qualities or features that are typical of a person
and easy to recognize, character traits, good and bad points
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18. Strength - useful quality or ability, a particular quality or ability that
gives an advantage, e.g. Her main strength is her critical thinking ability.

19. Weakness - a fault in someone's character or in a system, organization,
e.g. Be aware of your own strengths and weaknesses.

20. Flexibility - the ability to change or be changed easily to suit a different
situation, e.g. Employees expect flexibility in the workplace.

21. Skill - an ability to do something well, especially because you have
learned and practised it, e.g. Many jobs today require computer skills.

22. leadership - the quality of being good at leading a group, organization,
country etc., e.g. someone with vision and leadership

23. organizational skills - an ability to plan and arrange something so that it
is successful and effective

24. Teamwork - when a group of people work effectively together, e.g. We
want to encourage good teamwork and communication.

25. Role-play - an exercise in which you pretend to be in a particular situa-
tion, especially to help you learn a language or deal with problems, e.g. Lan-
guage teachers often use role-play in the classroom.

26. Evaluation - a judgment about how good, useful, or successful some-
thing is [= assessment], e.g. We need to carry out a proper  evaluation of the
new system.

27. Background - someone's family, education, previous work etc.

28. Behaviour - he things that a person does; be on your best behaviour - to
behave as well and politely as you can

29. communicative ability - relating to the ability to communicate, especial-
ly in a foreign language: students' communicative skills

30. Active listening - paying attention to what someone is saying, taking
part in a conversation.
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