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OT ABTOPA

CoopHuk «O01eHue Ha anmmiickoM» (Build Up Your English)
COCTOUT 13 TPEX YacTei.

IlepBas yacTh — 3TO pa3nen 1Mo HazBaHUeM «/luajorm Ha aHr-
JMACKOM» , TIOCBSITIIIEHHBI BOITPOCAM YCTHOTO OOIIIEHMSI 1O TIpo0ie-
MaMm Om3Heca. Becero B KHUTE JatoTCs 25 OU3HEC-IUAJIOTOB IS pa3-
BUTHSI HaBBIKOB 001IeHMsT. Kpome Toro, K KaXXaoMy TUajiory Mpu-
JlaraeTcst OTACJIbHBIN aAHIIO-PYCCKHUi CMCOK TEMAaTUYECKUX CJIOB U
dpa3 (English-Russian Vocabulary for the Topic). C momorisio Ta-
KOTO CITMCKA JIeTYe TOOUTHCS TIOJTHOTO TTOHUMAHMUST COMEP>KaAHUSI [TV -
ajiora HECMOTPSI Ha T€ WM WHBIE TEPMUHOJIOTMYECKUE TPYTHOCTH.
[MpunaraeMple CIMUCKYU K IUAoraM MCTIONb3YIOTCS KaXKIbIM YMTa-
TeJIEM 10 Mepe HEeOOXOIUMOCTH.

ABTOp XOTeJ OB 0CO00 TTOAYEPKHYTH, UYTO TEKCTHI BCEX TUAIO-
TOB HATTMCAHBI SICHBIM SI3BIKOM.

TepMuHBI cioBaps B LEJIOM U OM3HEC-TEPMUHOJIOTUIO IUATO0-
TOB B YaCTHOCTH MOXHO IITMPOKO UCTIOB30BaTh MPAKTUUECKN KaK
TIpY BeJICHUU JIEJIOBBIX TIEPETOBOPOB, TaK U B IPYTUX cepax mnpem-
TIPUHUMATEIBCKOM, TTepeBOMIECKON 1 pehepeHTCKOM AesITeIbHO-
CTH, T.6. BO3MOXHO CamMoe IIMPOKOe MCITOIb30BaHUE NaHHOM Tep-
MuHoJIoTU B Ou3Hece. ClioBapb 1 OM3HEC-AMAIOr OCOOEHHO HYX-
HBI TEM, KTO CTPEMUTCSI K COBEPIIIEHCTBOBAHUIO CBOEH JETIOBOIA
peun, K 0osiee CBOOOMHOMY U OErJIoMy OOIIEHUIO Ha SI3bIKE, YXKe
“Mes 3HaHUS OOIIIETO aHTJIMICKOTO.

Bropas yactp kauru «/lesioBas nmepenucka Ha aHIIMIACKOM SI3bI-
Keé» — 3TO OTJeJIbHbIe 00pa3iibl KOMMEPUYECKOW JOKYMEHTALIMU C
KOMMEHTapueM aBTopa.

Hamuune takux o0pa3noB-0pPMEHTHPOB aBTOPY TAaKXkKe KaxKeTCs
BechbMa TMOJIE3HBIM IS JIULI, U3yJaloluX NEJI0BOM aHTIUHCKUIA U
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OT ABTOPA

BeIYIIUX Ha MPAKTUKE AEJOBYIO IEPENUCKY ¢ (pupMamu, TesaedhoH-
HbI€ TIEPErOBOPHI, OOCYKIEHNE TOCTUTHYTHIX PE3YJIBTATOB.

TpeTbst YacTh — 3TO COOCTBEHHO Pyccko-aHTIUIICKUIA CTOBaph
1071 Ha3BaHUeM «SI3bIK /1€JI0BOr0 OOINEeHHs», TTOCBSIIEHHbBIN TeMa-
THUKe OU3Heca, AeJOBOI MPEeCChl U AeJOBOro TypU3Ma.

ABTOD C YIOBJIETBOPEHUEM KOHCTATUPYET, UTO B HACTOSIIEM
U3JaHUU TeMaTUKa CJIoBapsl CYIIeCTBEHHO pacuIdpeHa: nobaBie-
Hbl okos1io 1000 ciioB u ¢pa3 nmo TemaTuke OU3Heca U (PUHAHCOB,
BKJIIOYAs JIEKCUKY AUATOroB. TakuMm ob6pa3omM, BCEro B cJIOBape U
B CITMCKE CJIOB K AuajoraM aatoTcst okojio 4500 ciaoBapHbIX cTaTeit
u 51 000 TepmunoB, cioBocodyeTanuii U ¢pas, xapaKTEPHBIX IS
JIEJIOBOTO PYCCKOTO U aHIIMIKCKOTOo. Matepuaiom Kak s Cio-
Baps, TaK W JJIs1 APYTUX YacTeil MocoOus MOCIYXUIU pa3IudyHbIe
ABTOPUTETHbBIC U IINPOKO U3BECTHBIE CIOBAPU, a TAKXKE ra3eTHbIE
MaTepualibl U eJioBasi KOPPECMOHASHIUS, U3JaHHbIe B Beauko-
oputanuu, CIHA u Poccun (CMm. Chucok ucnoab3o8anuoil aume-
pamypul B KOHIIE KHUTH).

Wrak, yauThIBast TO, 4YTO B 1IEJIOM B KHUTE aKIIEHTUPYETCST BHU -
MaHUe Ha ABYX SI3bIKaX — Ha AH2AUICKOM U PYCCKOM — MOXHO CKa-
3aTh, UYTO JAHHOE U3JaHUE MOXET UCITOJb30BaThCs IIUPOKUM KPY-
TOM JIMII.

[MpencraBieHHbIE B TPEX YACTSIX KHUTH YU€OHO-CITPAaBOYHbBIE Ma-
TepHUasbl MO3BOJISIOT pelliaTh CJAEAYIOIINE 3a0auu.

[Mpesxme Bcero yaasoch MpeAcTaBUTH OOIIYIO JEKCHYECKYI0 0a3y
JUJIsT 001 HUS TT0 OM3HEC-TeMaTUKE U B TO Xe BpeMs CO3[1aTh YCJIO-
BMSI JUTSI CTIOJTb30BaHUST TIOJYYEeHHBIX 3HAHUH B XOJIe MpaKTHUIec-
KOIi pabOThI ¢ aHTJIUUCKUIA U PYCCKUM SI3bIKAMU.

s co3maHus TaKol 6a3bl BAXKHYIO pOJIb UTPAIOT CUTYAIlMH 00-
HIEHUs1, KOTOPbIe OOBITPHIBAIOTCS B KHUTE B nraiorax. Camu o cebe
CUTyallMM OOLIEHUST OTPAXalOT CTAHIAPTHYIO JIEKCUKY aHTJIUIICKO-
TO sI3bIKa. MHOTO TOJIE3HBIX EIUHUIL TSI OOIIEHUST MOXKHO HalTH
takke u B CioBape. CiioBapb BMECTE C HOBbIMU JOOABIEHUSIMU CO-
JIeP>KUT, KaK yxke oTMedasioch, 51 000 eanHULL, MCHOJb3YeMBbIX IS
LieJIel 1eJI0BOrO OOIIEHUS.

B.H. Kpynnoe
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BBEAEHWUE K AUANIOTAM

YT100Obl aKTUBHO yYaCTBOBATh B AUCKYCCUSIX HA aHIVIMIACKOM $I13bI-
K€, HeJOCTaTOYHO 3HATh aHIJIMACKUI SI3bIK HAa 0a30BOM ypOBHE.
Hano obnanats ele ¥ cneuMaJlbHBIMUA 3HAHUSMU B 00J1aCTH OU3-
Heca, XOTs Obl B paMKax OCHOBHOM Ipobiematuku. Toraa, 3Has
AHTJIMHACKUI SI3bIK B 1IeJIOM (Ha 6a30BOM YpOBHE), 3Hasl rpaMMaTh-
Ky Y CIELUAJIbHYIO IEIOBYIO JIEKCHUKY, YK€ MOXHO OyIeT TOBOPUTD
00 3((HEeKTUBHOM YYacCTUM B IIpoliecce AeI0BOro OOIIEHMSI.

Kak pa3 anst pelieHust 3Tux 3aaa4d, TO €CTh IJISI 00pPEeTEeHUS CIle-
LIMATBHBIX JICKCUUECKMX 3HAHWM, M HamucaHa naHHas KHura. Oc-
HOBHas 3a/aya, KoTopasl peliaeTcsl B JaHHOM IMOCOOUM, 3TO aKTH-
BU3allMS 3HAHUS aHTJIMICKOTO S3bIKa, CIelMaan3alus B paMKax
JIEJIOBOTO aHTJIMICKOTO.

Bot nouemy B KauecTBe 00111er0 OpMEeHTUPA B JEJIOBOI1 JIEKCUKE
MpeUIaraloTcs CASAyIoIIe TeMbl M HallpaBACHUST TUCKYCCHUIA:

¢ Jle0BO#i aHIIMICKHMIA — Pa00YMii A3bIK KOMIAHUN, B KOTOPO# BbI
paboraere

O0cyk1aeM BONIPOCHI 00YYEHHS B IIKOJIe

HedopmanbHblii aHITHIACKUIA: KOTIA OH BCTPeYaeTcs B peun?
MauomMaTuKa B aHIIMICKOM — COCTABHAS YACTH JIE€JI0BOTO AHIJINIi-
CKOro

IIpoGuemsl ¢ padoToii? Kak BbIOpaThCs M3 TPYAHOTO MOJIOKEHHUSA
Mimem padoTy. DT0 HCKYCCTBO WM yaada?

Kak Hanucarb aBrodrorpaduio 11 ycTpoiicTBa Ha padoTy
YcrpauBaemcs Ha padoty. Unem Ha codecenosanue. JIjig Bac 310
JIEMOHCTpAIIMS ONpe/ieJIeHHOT0 YMEeHHs Win o0bluHas Oecena?
«BbIKH» U «<MeaBeIn» HA OupKeBoi miomaake. O yem 31ech peunb?
Poinok nHOCTpaHHO# BamoThl. I1laHC BBIMIPaTh MM MPOUTPAThH?
IToxoop KaapoB. A BbI ciiblmaIM (pa3y «0XoTa 3a roJioBaMu» ?
J1o610 coBpemMeHHble ek, TBopuecKuii moaxoa U cBo0oaHOE
o0CyKIeHne npoosemMm

Busnec-nosoctu ansa. O yem 310?

¢ HckyccTBo npe3eHTanuu KHUT. [leHHble Haen MapkeTosora



BBEAEHME K JTUAJIOTAM

¢ bBusHecMeHbI TOKe CTPEMATCS K YIAYHOMY IIONUHTY. A KaK MbI
pacmiaynBaemMcs 3a MOKynku?

¢ Beceayem Ha cyryoo npodeccronajbHbie TeMbl. B 4eM 0co0eHHO-

¢t npodecCHOHATBbHO peun?

Ceerckas Oecena. A COTpyIHMKAM KOMIIAHMH OHA HYXKHA?

Kak unyr nenoBble neperoBopbl

Dpb0YepCHbI PIHOK

O0maeMcs Ha 1eJI0BOM aHIIMIACKOM 1o Tejiedony. [IpakTuka — 3a-

JIoT ycmexa

Bu3sHec-Typbl /151 1€JI0BBIX JIO/Ei. A TEPMHHOJIOTHIO TYPU3Ma BbI

3Haete?

Baumm npodeccruonaibHbie 0013aHHOCTH M Kapbepa

JI1s1 9yero HyKHbI OaHKH?

Pa6ora Ha neoByio npeccy

OocyxnaeMm ¢puHAHCOBbIE HHCTPYMEHTBI

HTak, B YeM COCTOMT CMBICJT yKa3aHHBIX BbIle TeM? B Tom, uTo-
ObI YCBOUTH HEKOTOPYIO KJIIOYEBYIO JIEKCUKY I10 MPEIJTOKEHHOMN Te-
MaTuKe U, YIOTpeOIsis HY>XKHYIO TEPMUHOJIOTHIO U OTAEbHbIE 00-
paslbl peuu, oo1IaThCsl 00Jiee YBEPEHHO.

CaMoe m1aBHOE JUISl YATATeNsI — 3TO CTPEMUTHCS, OMUPAsiCh HA
CJIOBapb, Ha aKTUBHYIO JIEKCUKY JIMAJIOTOB, Ha 3HaHNE ITPAMMaTUKN
Y Ha 3HaHUe OM3HeC-MPOOIeMaTUKK, Pa3BUBATh CBOU COOCTBEHHbIE
MBICJIM TI0 J1eJI0BO#i mpodsemaTuke. [1J1s1 3TOTO HAMIO 3HATH Te KOHK-
pEeTHBIE 337a4M, KOTOpbIE CTOSIT Mepe BaMU KakK pabOTHUKOM Jie-
JIOBOI C(pephl.

ITo mocobuto MOXHO paboTaTh KakK caMOCTOSITENIbHO (M Toraa
OHO BBICTYIIAET KaK camoy4umens), TaK U B paMKax y4eOHbIX TPYyMIT
B JIMLIESIX, KOJIJIEKaX 1 By3ax (TOTa JaHHas KHUTA MOXKET UCTIOJb-
30BaThCs KaK 6CHOMO2AMeAbHbLI CnPpago4Hblll mamepuaa). Matepu-
aJ1 TocoOUsI MOCTPOEH TAKUM 00pa3oM, UYTO BIIOJHE BO3MOXKHA OIl-
peneneHHasi TpeHUPOBOYHAsl paboTa, HA MHOTME BO3HMKAIOIIME
BOITPOCHI B KHUTE JTAETCST OTBET.

[Toatomy aBTOp peKOMEHIyeT BHITTOTHEHNE CIIEAYIOIINX BAXKHBIX
U 3(pPEeKTUBHBIX 3aIaHUIA:

1. IlepeBoa nuaJjOroB ¢ JUCTA C AHIIMIICKOrO HAa pycckmii. Bce
TIpeICTaBJIeHHbIE B KHUTE MUAOTH (ITOJTHOCTBIO WJIU TI0 YaCTSIM)
MOTYT CJTYKUTh 0ObEKTOM MEPEeBOIa Ha PYCCKUIA. MOXHO peryJsp-



BBEAEHME K JTWAJIOTAM

HO COCTaBJISITh CBOI pabOYMii CIMCOK OTAEIbHBIX 0COOEHHO HYKHBIX
BaM JJisi pa0oThl TEPMUHOB (HATIp., B PYCCKO-aHIIIMIACKOM BapuaH-
T€) IJIsI KOHTPOJbHOI pabOTHI.

2. MOXHO 1O CYIIECTBYIOIIMM TEKCTaM 3a/iaBaTh CBOU COO-
CTBEHHbIE BONPOCHI HA AHIIMIICKOM SI3bIKE M 0TBEYATh HA HUX. Takue
BOITPOCHI MOXHO CTaBUTh U 11O CONEPKAHUIO MAaTePHUAJIOB IEJTOBOMA
TePETCKHU.

3. MOXHO no-cBOeMYy OTBETUTh Ha T€ UM MHBIE BOIIPOCHI, KO-
TOpBIE CTABITCS B TEKCTaX TUAJIOTOB (00paTuTe BHMMaHWE Ha BOTI-
POCHO-OTBETHBIN XapaKTep MpeACTaBIeHHBIX OM3HEC-IMAJIOTOB).

4. C nmoMolbpo BBOIUMOI B KHUTE AEJIOBOM JIEKCUKHU (B CJIOBa-
pe, B Auajorax, a Takke B TEKCTaX JeJOBOI MEepernucKi) MOXKHO
TOATOTOBUTHCS K TEeMATHKE Ballleil npeacTosimeii 0ecenbl, KOH(pepeH-
1M, CEMUHAPa, 00CYKIEHUI0 TOTO M WHOTO BOIPOCA.

5. Heo0XoauMo MOCTOSSHHO, CUCTEMAaTUYECKU MPOAOIXKATh
CBOIO TTOITOTOBKY TI0 OM3HEC-MIPOOJIEMaTHKE, TTOIKITIOUast pecypehbl
MurepHera, a TakKe IPYTUX YY4eOHBIX MATEPUAJIOB, BKJIIOYAS TUCKH.

6. W, HakOHeIl, MOXKHO MUCbMEHHO rOTOBUTHCS K YUACTHIO B TEX
WM HHBIX Oecelax mo Om3Hec-teMatuke. [Ipu 3ToM B cBoeM 3cce
ONMpaThCsl HAJIO Ha BCE CBOM y4eOHO-CITPaBOYHbBIE PECYPChI: U Ha
JIEKCUKY CJIOBapsl, ¥ Ha JIEKCUKY TUAJIOTOB, U, Pa3yMeeTcs, Ha TOT
peveBoif akKTUB, KOTOPHIM BBI YXe Bianaeete. K MMchbMeHHOM TTOI-
TOTOBKE 10 OTIEJIbHBIM BOIPOCAaM Mbl OTHOCUM 1 MUCbMEHHBIIi 1e-
peson. B pupmax Bcerna cyuiecTByeT NOoTpeOHOCTh B MepeBoaax 1
9THUM HU B KOEM CJTydae He CTOUT IpeHeOperarhb, Kak pa3 Hao0opoT,
cJIemyeT BCSIUeCKU pa3BUBaTh U HaBBIKM IepeBona. Bee 310 B coBo-
KYITHOCTY M COCTaBUT Balll NPo()eCcCHOHAJIbHBINA TPEHUHT 110 OM3HeC-
TEeMaTHKe.



CIMHCOK COKPALIEHUH

CMUCOK COKPALLEHUNI

Anenutickue

ant — antonym — aHTOHUM

e. g. — for example — HammpuMep
efc. — et cetera — M Tak gajee
expr. — expression — BbIpaXXeHUE
i.e. — that is — TO ecTb

smb — somebody — KT0-1100
smth — something — 4yTo-1160
syn — synonym — CUHOHUM

Pycckue

amep. — aMEPUKAHCKUU

0yK6. — OYKBaJIbHO

dJun. — TUTUIOMaTUYECKUI TePMUH
30. — 31€eCh

UpPOH. — UPOHNYECKU

U m.n. — v TOMy nogo0Hoe
Kakoli-1. — Kakon-auoo

Kmo-4. — KTO-JIN0O

AUHe8. — TUHTBUCTUKA

Hanp. — HamIpuMep

nepeH. — B TIEPEHOCHOM 3HaYEHUU
noca. — TOCJIOBULIA

np. — Tpouue

pasze. — pa3rOBOPHOE CJI0BO, BhIpaKEHUE
cM. — CMOTpH

cp. — CpaBHU

moic. — TaKxKe

¢un. — GYHAHCOBBII TEPMUH
4mo-4. — 4TO-JIM00

wymi. — NyTJIMBO
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Topic 1.

Business English — a Working Language
in Your Office

Now, at the time of different approaches to the study of foreign
languages, it is essential to state at once what kind of English you
would like to master. For example, if you are employed in business,
you have to know Business English. This is one kind of study. In this
case you get oriented toward organization, policies and procedures
which are necessary for a smooth-operating office. There are things
you have to do in office. And you’ve got to know your functions quite
well. Then you can communicate well, and communication is a key
factor in the operation of any office. If you are a newspaperman (as
your future profession), you have to study the language of the news
media. As you know, there are tens of departments of journalism and
many dictionaries published in Great Britain and the USA relating
to news media.

Now let’s see how this topic is talked over. Make your own
statements in English using the list of words given below and the
vocabulary of the Dictionary. Express what you feel about the debated
issue.
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Before I became a design specialist I had been teaching
English in an international school for a year. Senior grades.
I was teaching English for foreign students. Among English
learners we had some German and Russian students. All of
them loved to study English.

I think it’s vital for students to be guided by an effective
method of study and feel comfortable in class when the
teacher does not put you under pressure.

An effective method of teaching a foreign language implies
the use of different types of language activities. If you carry
out these activities well, you can speak well.

When 1 studied French, I liked a confidence building
approach that we had. This is what any good teacher should
strive for. Students should not worry about making mistakes.
I imagine the main thing is the creation of a good
atmosphere for talking. Especially at the start.

True. They should concentrate on what they do.

Okay, okay, whatever we say, we shouldn’t forget that
encouragement leads to further progress in studies. Maybe,
with some praise, maybe, with some kind words, but make
sure that you move ahead.

I know what you are driving at, James. Pure drilling is not
enough. Real practice is needed. That’s what many teaching
experts are saying. Concentrate on vocabulary study,
grammar and stylistics.

I’'m keen on finance. I know that millions of people aspire
to master a foreign language, or even a number of foreign
languages. And they don’t want to waste their precious time.
I found that work in pairs (when you give students one
general assignment that involves both parties) and work in a
small group is very productive. As a result, everyone gets
interesting assignments.

I’d say visual support is quite important in the study of foreign
languages. As well as other useful tools may be used. Take
video, TV, slides and so on. More and more so-called visual
dictionaries are on the book shelves. Or take on-line studies.
There’s no end of such methods. Some of them are free, i.e.
for a broad public. They are quite helpful. Do you know that?
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Me? Naturally, I do. But I don’t have any visual dictionaries
at home. However, a friend of mine, a translator, has the
Britannica Visual Dictionary. He says it’s fantastic. And it’s
truly unique, indeed, because it gives you plenty of fully
illustrated themes. Thus, if you plan to buy a cruise trip, for
example, you can first have a look at a cruise-liner and see
where a hall for passengers is, where they have a promenade
deck and so on. I think my friend is right. I need a visual
dictionary for my linguistic work. I’d like to see for example,
where a gymnasium is. I wonder if I can play indoor sports
there, or where they have a games area to play ball sports.
Oh, James, you are so businesslike.

Thanks. I try to be good not only at business matters (looking
at Ann), as some people think, but at linguistics too.
You’ve said, James, that spoken English is easier to master.
Why?

I don’t know why. I just feel so. I’ve got some personal
observations. I got them when I studied French. Here are
some points I can mention.

Do so.

If you speak your Business English, for example, you may
speak face to face, that helps. You can speak louder or
quieter, that is also helpful. And, at last, always remember
such things as intonation, stress and rhythm. And if you don’t
know some word in English, you can always rephrase your
idea to make it easier to understand. You see, Ann, there
are so many advantages to speak everyday office English.

I can tell you that grammar in English is easy enough and
the length of sentences is different. If you work for an office,
you’ve got to know many special office terms. For example,
James, do you know in French such words as filing, filing
cabinet, letter tray, note block, photocopier, office supplies,
clip, tape, rubber stamp, punch and the like? Have you got
anything else to say?

Not much after such brilliant speech of the teacher of
English. In general I agree that guided practice is a key to
success. For instance, if students go to an exhibition, they
can describe things, and, especially, the exhibits they’ll see.
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Ann:

James:

Ann:
James:

What you’ve got to do is to provide some key words and
phrases for them. If they know English grammar, they will
go on talking. Actually, you can’t stop them, because they’ll
have so many things to tell you about. It’s a kind of
avalanche. You know what I mean.

James, don’t forget I can read books too. And I can plough
through them. So I know what ‘avalanche’ means.

But there are many other things that a secretary should know
about an office. I mean files and records management, how to
keep back-up records, making secondary copies of hard copies,
storing a back-up digital information, how to make some petty
cash expenses, using bulletin boards, looking after security,
paying attention to computer maintenance and so on.
Making petty cash expenses is no problem for me.

I’m sure of that, Ann.

English-Russian Vocabulary for the Topic: Business English —

a Working Language in Your Office

aspire to master a foreign language cTpeMuUThLCS K OBJIaIEHUIO MUHO-

CTpaHHbLIM A3bIKOM

assignment; 3agaHue (Hanp. yuebHoe)

moc. task

avalanche JIaBUHA, CHEXHbI 00BaJ

back-up digital information pe3epBHas LudpoBas uHGOp-
Marusi

ball sports WUTPBI C MSTYOM

Britannica Visual Dictionary Harnsaneiid cioBapb
«Britannica»

e.g. The Britannica Visual Dictio- Harnanneni cioBaps «Britan-

nary is

a fantastic source of nica» — 310 (paHTacTUYECKHU

knowledge for learners of English. 0©oraTblii uCTOYHUK UH(pOPMa-
Itis a new dimension in illustrated 1MWK I U3ydarOLIMX aHTINAMI-

reference

books and incorporating  cKuii I3bIK. DTO HOBOE CJIOBO B

more than 20,000 words. And not HarJasIAHO-CIPaBOYHBIX U31a-
only pictures are provided there. Husx, comepxut 20 000 cioB. B
But also definitions in English. It cioBape maroTcs He TOJIBKO pu-
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has many illustrations for a wide
variety of objects. It covers
virtually all aspects of life.

bulletin board

Business English
businesslike

business matters

clip

computer maintenance

concentrate on
confidence building approach

cruise trip

cruise-liner

design specialist

different approaches to the study of
foreign languages

effective method of study

encouragement

face to face

files and records management
filing

filing cabinet

finance
foreign students
fully illustrated theme

e.g. Visual dictionaries, as we
know, illustrate all themes with

CYHKU, HO W OTIpEIeIICHUS JJIst
cJ10B (ToHsATUl). MHOTHE TIpe-
METHI TIPE/ICTaBICHBI B BUJIE WJI-
moctpanuii. Takum obpazom
OXBaTBIBAETCSI IMUPOKUIA CTIEKTP
KU3HU.

BJICKTPOHHAS TOCKa OOBSIBIIC-
HUM

1eJIOBOI aHITIMICKUIA

JIETTIOBO

JIEJIOBBIE BOIIPOCHI

KJIWIT, WUTIOCTpaTUBHAsI BCTaBKa
TeXHUYECKOE COCTOSIHIE KOM-
ImbIOTepa

COCPEIOTOYNTH CBOE BHUMAHUE
IMOAXO0d Ha OCHOBE CO3MaHUSI
YBEPEHHOCTH (npu obujeHuu Ha
UHOCMPAHHOM 53blKe)

KpyHus3

KPYM3HBIN JJaliHED

nU3aHep

pa3HbIe TTOAXOIbI K U3YICHUIO
WHOCTPAHHBIX S3BIKOB

3 PeKTUBHBIN cocod M3yde-
HUS (UHOCMPAHHBIX A3bIKOB)
ITOOIIIPEeHNE

JIMIIOM K JIMILY, HaIIpSIMYIO
BeneHue (aiiyioB U 3amucei
BelleHNe,/CoCTaBIcHNE (hailioB
KaHIeadpcKuii mkad, mkad
st (paitnon

(duHaHCHI
CTYIEHTBI-UHOCTPAHIIBI

TeMa, TOJTHOCTBIO PacKphITasi B
pHUCYHKaxX

N3BecTHO, UTO HATJISIAHBIE CJIO-
Bapu cojiepXkat pUCyHKH IO TOM

— 19—
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pictures. So we can say that they wuau nHo#t Teme. Takum obpa-

provide fully illustrated themes.
This way you can understand the
meaning of a word (designating a
material object) without any

translation.
games area
guided practice (about the study

of English)
gymnasium

e.g. We can define the word
gymnasium as a large room for

playing indoor sports.

hall for passengers

hard copies

e.g. The term hard copy means
readable information from a
computer, especially when printed

on paper.

indoor sports

intonation

it’s vital; morc. it’s essential/it’s
crucial/it’s imperative/it’s very

important

keep back-up records

key factor in the operation of any

office

30M, TaHHbBIC PUCYHKU TTOJTHO-
CTbIO OTpaxaroT Bce TeMbl. B
HUTOTe MOXXHO ITOHSTh 3HAUCHUE
cjioBa (0003HaUAKOLIET0 KaKOo -
JI. IpeaMeT) 6e3 nepeBoa.

CTIOPTUBHBIE TUIOIIAIKHU, TUIO-
WaIKKU U UTP

OBJIQJICHHE SI3BIKOM COTJIACHO
(130paHHOI) METOIMKE
criopT3ai

TepMuHy «cmopT3ag» MOXHO
JIaThb TaKOe OIpeaeieHUE: 3TO
0oJIbIIIOE TIOMEIIEHNE, BHYTPU
KOTOPOTO MPOBOISTCS CIIOP-
TUBHBIC UTPHI.

3aJ1 IJIs OTIbIXa TacCaXkupoB,
3aJT OXKHMIAHUS

pacmevyaTKy; IeyaTHBIC KON
(¢ komnvromepa)

TepMuH pacneyaTka/mevyaTHas
KON 1noapasyMeBaeT MHMoOp-
MaII1Io C KOMITbIOTEPa, OCOOEH-
HO ec/ii 3Ta uHGbOopMalus Ha-
rneyaTaHa Ha Oymare.

CIIOPTUBHBIC UTPHI B MOMEIIIe-
HUU

WHTOHAIUS

KpaliHe BaXXHO

B mex uau unolx Konmexcmax
danHble eOUHULbL MO2YM 83AUMO-
3AMeHAMbCS.

COXpaHSITh /XPaHUTh BCITOMOTa-
TEJIbHBIN MaTepua

[JIaBHOE B paboTe 1000 KaH-
LIEJISIPUA



JlenoBoii aHMIMIACKKUIT — paboumii sI3bIK KOMITAHUU, B KOTOPOi1 BBl paboTaeTe

language of the news media
letter tray

linguistics

louder

move ahead
newspaperman

note block

office supplies
on-line studies
petty cash expenses
photocopier

plough through

practice

praise
promenade deck
punch

pure drilling

quieter

rephrase your idea

rhythm

rubber stamp

secondary copies

security

senior grades (e.g. in US schools)

smooth-operating office
special office terms

storing
stress

s136lKk CMU (ranp. eazem)
JIOTOK 1151 Oymar

JIMHTBUCTHUKA

rpoMue

MPOABUTATHLCS BIIEPE]
KYPHAJINCT; Ta3eTINK

Oymara JJ1s1 3aMETOK, CTOIKa Oy-
Maru

KaHIIeJIIPCKUEe TTPUHAICKHOCTH
3aHATUS B pESXXKMME OHJIAH
MEJIKME PacXOIbl
doTokonmuMpoBaIbHOE YCTPOTi-
CTBO

0yKe. mporiaxaTb (y4acmok), ne-
PeH. HalpsSLKeHHO paboTaTh
MpaKTHKa

rmoxBaJia

majgyoa JUtst TIpoTYJIOK

IBIPOKOJ; IIPOOHBATh OTBEPCTHS
3y0pexKa (s13bik06020 mamepua-
aa)

THIIIE

nepedpa3upoBaTh CBOIO MBICIIb
puUT™M

reyvarka, IevyaTth

BTOpPBIE 3K3EMIUISIPBI
0e30MacHOCThb

cTaplme KJIacchl MKOJBI (Hanp.
6 CIIIA)

Amepukanckas cpeoHsisi WKoaa u3-
secmna kak high school.

YeTKo paboTaroluit opuc
crieralibHasT TEPMHUHOJIOTHUS,
OTHOCSIIIASICS K paboTe KaHIIEsI-
pun

coxpaHeHue

30. ynapeHue B CJIOBaX, CTaBUTh
yaapeHue
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strive for (smth)
tape
visual dictionaries

e.g. A visual dictionary is a
valuable learning tool whether
you are learning a new language
for pleasure, business or in
preparation for a holiday abroad,
or whether you are hoping to
extend your vocabulary, for
example, in English.

visual support

e.g. Pictures provide a good visual
support for learners of a foreign
language.

waste precious time

what you are driving at
work in a small group

work in pairs

CTPEMUTHCH (K uemy-A.)
JieHTa (Hanp. 044 3anucu)
HaIJISIIHBIE CJIOBApU

Harnaauelii cjoBapb — 3TO LIEH-
HbIIA MTHCTPYMEHT JIJIs1 U3yYEHUs,
HE3aBUCUMO OT TOTO, U3ydyaeTe
JIV Bbl HOBBIM SI3bIK IS yIOBOJIb-
CTBUSI, IJIs1 1€JI0OBOTO OOIIEHUS
WIN MPOCTO XOTUTE PACIIUMPUTD
CBO CJIOBapHBIN 3amac, HaIpu-
Mep, aHIJIMICKOTO SI3bIKa BO Bpe-
M1 3apyOeKHOTO MyTELIeCTBUS

MmoaaepXKa B BUJE PUCYHKOB/
HaIIAIHOIo Marepuajia cjioBa-
peit

C moMolbl0 pUCYHKOB o0ecrie-
YMBAETCS HAMJISIAHOCTb BOCIIPU-
SITHS TEKCTa U3YYaIOIIMMU UHO-
CTPaHHBIN A3bIK.

BITYCTYIO TPATUTh JpParolieHHOe
BpeMs

K 4eMy BbI KJIOHUTE

30. U3y4ath SI3bIK B HEOOJBIION
rpyIine

paboTaTh B mapax (0cobwiii memo-
duueckuil npuem npu u3y4eHuu
UHOCMPAHHBIX A3bIK08)
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A debate on the issues of school education or of higher education
generally starts with this question: what kind of benefits will higher
education provide for me? If you put this question, you will probably
also consider the question of enhanced career prospects and earning
potential, as well as the question of wider cultural and economic
benefits. Join the debate on school education, entering a college and

Debating the Issues of Education

-
X

1
%

business studies.

Ann:

James:

A friend of mine is wondering how she’s going to make a
career for herself. The matter is that soon Cathy will
graduate from high school. She enjoys her school lessons very
much (now she is in senior grade) and dreams about going
to an American business college or university. Jim, are you

willing to give her any advice?

To tell you the truth, Ann, I’'m a little bit surprised. I
remember giving my recommendations earlier to two or
three of your friends. Why can’t they make up their mind?
High school students! Looking forward to studying at college.
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Ann:

James:
Ann:
James:

Sure, it’s important to keep an eye on such developments.
And schools, what are they doing? They should provide
career instructions to their students, shouldn’t they?
James, what’s the matter? Why such excitement? Keep your
head above water. Anyway, your advice looks precious. I'm
sure it is.

My advice? Or my harsh criticism?

Come on, James. Stop playing jokes.

Can’t a guy joke a little bit, my baby?

Ann (pretending to be offended): Not baby, sir. And not yours. Just a

friend of yours.

James (taken aback a little bit):  Okay, it was just a slip of the tongue.

Ann:

James:

Ann:

James:

Ann:
James:

Ann:
James:

Let’s get down to business. So, Cathy goes to high school
and has excellent marks, I suppose. No doubt she’s got a
record of distinction. She’s also keen on school subjects, right?
Right. That’s what she’s doing now, studying hard. By the
way, James, what makes you so excited about the progress of
my girls? You know the education situation. It’s state and
local governments that decide which subjects should be
taught. They set the standards.

I think it’s good that they have a standard set of subjects
and objectives. And it’s terrific that she has good marks. I
welcome it. I guess she is very diligent at school courses.
Definitely! Once being through her high school courses, she’ll
become a high school graduate. In other words, she’ll be as
free as a bird. She’s a proficient student, and she’ll go on to
higher education, I’m sure.

They present high school diplomas at graduation ceremonies,
don’t they? It’s a solemn occasion. And lots of fun.
Unforgettable days. And many friends and pictures!

Sure!

Have you asked Cathy if she’s planning to go to college or
university?

That’s the problem. She doesn’t know herself.

Not sure herself! Fantastic! If she is successful enough in her
training, she must remember that a diploma shows that you
have worked hard and learned a great deal in basic subjects.
She must expect a fair evaluation of her academic credentials.

— 24—
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Evaluating credentials is a hard job, isn’t it? But don’t think
about it too much. Pay an application fee. Usually, a fee is
paid to cover the cost of processing your application to
college or university. A fee size is reasonable, I think, so
she’ll manage it. Or at least her parents will.

As I understand, the marks you get at the school courses
and at other examinations are very important. That’s why
they give you a high school diploma.

As I know, students (in the USA) who want to go to
university must take a test called the SAT.

Yes, it’s called the SAT. By the way, James, do you know
how to decipher this abbreviation?

Yes, I do. The abbreviation stands for the Scholastic Aptitude
Test. I suppose the SAT may be described as a kind of
national examination in the US. High school students take
their SAT during their senior year of study.

As I remember, the exam is divided into two parts.

Right you are! One part for verbal skills. It’s reading and
vocabulary, and the other part concerns math. Each part
gives you points, and most US colleges and universities
consider students’ SAT scores.

Do you mean colleges and universities officially take into
account the results of such scores?

You’re telling me! A sure sign! When deciding which new
students to accept colleges and universities consider the scores.
How do they learn about the results obtained?

Usual way. These are sent to them. There is a tough
competition among seniors.

And what about the situation in Britain and other countries?
In Britain and other countries they follow other practices.
You may learn about their specifics through the Internet.
After that you can make a report on the British, French,
Russian and other systems of education. It’s so interesting.
But you’ll have to make some research first.

Is one supposed to provide personal information that colleges
and universities may need?

Certainly, Ann. They have the right to ask some personal
questions. After all, you are becoming their student.
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

That sounds logical. James, are you going to tell my friend
about all these facts yourself?

I think you can do it better yourself. As you said, I ‘get too
much excited’.

And don’t forget we should tell her that she’ll get a whole
package of enrollment materials. So, she’ll be well informed
and ready for action.

You’ve mentioned business education. Do you want me to
say a few words about it? What is its goal? I think its aim is
to get the tools that’ll prepare you to manage in today’s ever-
changing business landscape. Some people think that
business education is just theory. Well, partially it may be
so. But that’s not all. The most essential thing is to learn
how to apply cutting-edge concepts to real current business
problems. You’ve got to learn such skills as communication,
leadership and teamwork first of all. In other words, you’ve
got to learn to do the things that’ll make your work
successful. If you learn such things, you’ll create good
opportunities for yourself. Is that clear?

MBA studies? Are they useful?

I suppose so. But there are always special issues to talk
over. For example, how to negotiate for high performance?
Do you know, by the way? So, this is one of the topics
you’ll work hard on in the course of your MBA studies.
And there are millions of other such topics. Life is
eventful, isn’t it?

James, now you’re in a better mood. And what are your
plans now? Planning to get lost in science?

Not that far. Don’t mind having a great vacation. Maybe,
not too expensive. But I have enough money to spend for
holidays abroad.

What else is there on your mind? London? Paris? Berlin?
Wrong guess, Ann. I plan to see Russia. Great history and
sights there!

Sounds exciting. At least to me. Don’t forget to send your
e-mail and camera pictures. With a modern computer and
other gadgets it’s easy!

Sure! I’ll keep your wishes in my mind!
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English-Russian Vocabulary for the Topic:
Debating the Issues of Education

academic credentials

application fee

as free as a bird

basic subjects

be keen on

being through a course
be well informed
business education
career instructions

expr. provide career instructions

come on
communication
consider the results
syn consider the scores

create good opportunities (e.g. for
developing your career)
credentials

cutting-edge concept

decipher

diligent;

moc. hardworking

earning potential

enhanced career prospects

enrollment materials

30. yCIIeXH B yuyeOe; TUTUIOM, aT-
TecTaT (00 OKOHYAHUU WKOAbL);
cepTuduKar (o noay4eHHom o0pa-
306aHUU)

B3HOC B CB$I3U C IIPOLIEAYPOM
paccMOTPEHUST JOKYMEHTOB
CBOOOIHEIN KaK MTHIIA
OCHOBHBIE TTPEIMEThI
MHTEPECOBAThCS
3aKaH4YMBas/3aBeplias Kypc
OBITh XOPOIIIO OCBEIOMIICHHBIM
Ou3Hec-o0pa3oBaHue
npodeccuoHalbHast OpUEHTALINST
(npu evibope ceoeil cneyuanvHoc-
mu)

IIPOBECTH Oeceqy IO TTOBOIY BBI-
06opa Oynyiieit mpodeccuu

30. 1a 9TO ThI

obuieHue

YUUTBHIBATh PE3YJIbTaThl
YUHUTBIBaTh KOJUYECTBO HAOpaH-
HbIX 0aJIJI0B

MMOATOTOBUTH TTOYBY (0151 npodsu -
JICEHUS NO KaPbepHOll NeCHUYe)
ycrnexu B yuebe

TepeaoBast KOHIICTIITIS
paciudpoBaTh

MPUJIEKHBIA

YPOBEHb 3apaboTKa,/3apIliaThl
MEepCIIEKTUBHI OoJiee OJjarorpu-
SITHOTO KapbepHOro pocTa
nH(OPpMaIs O TIOPSIAKE IMOCTYII-
JICHUS B BY3 (npucwvLiaemcs no no-
ume)
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exam; moc. examination
fantastic

fair evaluation (of)

fair evaluation of one’s academic
credentials

fee

fee size

go to college or university
graduate from high school
graduate school; morc. grad school
graduate student

graduation ceremony

harsh criticism

higher education
high school

9K3aMeH

NOTPSICAIOLIAIA
OGecrpucTpacTHasi OLIEHKA
OecIpuCTpacTHAsI OILIEHKA YPOB-
HsT 00pa3oBaHus (UKOAbHUKA,
cmyodeHma)

Iata

pa3mep IUIaThl

MOCTyNaTh B KOJUIEK WJIM YHU-
BEPCUTET

3aKOHYUTh CPEAHIOI0 IIKOIY (8
CIIIA)

amep. acTIMpaHTypa

acIupaHT

TOpPKECTBEHHAsI I1€PEeMOHUS
OKOHYaHUS (Hanp. wikoasl, 8y3a)
pe3Kasi/XecTKasi/cypoBast Kpu-
THKa

BhICIIIEE 0Opa3oBaHUE

cpenHsg mkona B CHIA. Taer
Kak o01ue, TaKk 1 HEKOTOphIe
npodeccuoHaIbHbIe HAaBBIKU.
CyuiecTBYIOT MOHSATYS junior high
school — maaiast cpenHsist KO-
Js1a v senior high school — crapuras
cpenHss mKoja. CooTBETCTBEH-
HO W YICHHUKH 00jiee MJIAIIICTO
WM cTapliero Bo3pacrta. Ilo
OKOHYAaHUM AaMEPUKAHCKOM
mkoabl BoigaetTcs high school
diploma, To ecTh aTTecrtar 00
OKOHYAHUM CpemHel mKoJbl. B
AHTJIMIACKOM $I3bIKE CYILIECTBYET
TaKXe MOHSTHE higher
education — BbICIIee 0Opa3oBa-
HUE, KOTOPOe Nar0T KOJICIXU 1
yauBepcuteThl. B CIIIA cyme-
CTBYET TakXe CBOSI CHCTeMa ac-
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high school diploma
high school graduate
in senior grades

keep an eye on such developments
keep your head above water

leadership
looking forward to doing smth

make a career for oneself

make a report (on smth); moc.
write/draw up /write up a report
make research

make up one’s mind; syn decide
math; mauc. mathematics

MBA studies

national examination

negotiate for high performance

nupaHTypbl — graduate school.
CTyneHT, IpOXOIAIINiA Kypc Ma-
TUCTPATYpPHI TTOCJIe OKOHYaHUS
KOJUTeKa, Ha3bIBaeTcs graduate
student.

Longman Dictionary of English
Language and Culture packpbiBa-
et noHsitue graduate school (=
grad school) ciemxyromnium obpa-
30M: “a college or university
where one can study for a
MASTER’s or DOCTORATE
degree having already obtained a
BACHELOR’s DEGREE.
aTTecTaT/IuIIoM 00 OKOHYaHUHT
cpenHeit mkoJbl (6 CIIA)

amep. BBIITYyCKHUK CpeTHEH IITKO-
JTBI

B CTaplimux kKjaccax (cpedreil
WKONBL)

CJAEAUTH 32 TAKMMU COOBITUSIMU
wyma. gepXxatb TOJIOBY Hal BO-
oW (m.e. cmapamucs 8bldcUMb 8
mpyOHoll cumyayuu)
JIMAEPCTBO; MO3UIUS (DUPMBI-
auaepa

OYeHb HAACSITBCS 4mo-mo cde-
aamo

MMPOABUHYTHCS B Kapbepe
clenarb IoKaan (no KaKomy-a.
aonpocy)

3aHMMATbHCS UCCIICIOBAaHUSIMU
MPUHSTH PelIeHUe

MaTeMaThKa

acrMpaHTCKasl MOJAroTOBKa
9K3aMEHBI 110 BCEU CTpaHe
BECTH IIEPETOBOPHI, UTOOBI TO-
OUTBHCSI BHICOKOIO pe3yJjbraTa

—29
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once being through her high
school courses

personal information
playing jokes;

mouc. saying wisecracks
present high school diplomas

processing applications

proficient; morc. good at

proficient student

record of distinction
right you are!
SAT = Scholastic Aptitude Test

scores
senior grade
seniors

senior year of study

set the standards

slip of the tongue

solemn occasion; moc. formal
occasion

standard set of subjects and
objectives

state and local governments
(e.g. in the USA)

amep. 3aKOHYUB CPETHIOIO 11IKO-
1y

JiuyHasi uHopmanus

pase. OTIYCKasl IIyTOYKH

Bpy4YaTh aTTeCcTaThl 00 OKOHYA-
HUU CPEeIHEN IIKOJIbI
paccMOTpeHHe JOKYMEHTOB Ha
MoCTyIUIeHUE (8 8)3)

3HAIOIIN (Hanp. npedmemst, u3y-
yaemvle 6 ULK0AE)

YUYEHUK/CTYICHT, UMEIOLINI yC-
nexu B yueOe B 1IKOJIe
OOpatuTe BHUMaHue Ha TO, UTO
B CIA yuyeHuku, oOyvarouiue-
CsI B CpeIHei IIKoJIe, Ha3bIBAaIOT-
cs ctyneHTamu (students).
OTJIMIHBIC OLIEHKU

BBI MIPaBbI!

TECTbl Ha BbISIBJIEHUE CITOCOOHO-
cTeil yyammxcst (Hanp. ¢ yeavio
danvHeliuezo 00y4eHuUs)

Oasuibl

MOCJEAHUN o] 00yYeHUs
CTYIEHThI-CTapIIEKyPCHUKU
3aBEpUIAIONINI TO/ 00ydYeHUs B
IIKOJIe
yCTaHaBJIWBaTh/pa3padaThHBaTh
CTaHIAPTHI (6 0Onacmu 06pazoéanust)
OroBOpKa

TOPXKECTBEHHAsI IICPEMOHMS

CTaHJAPTHBINA HAOOP MPEIMETOB
U LeJiei

aJIMUHUCTPAIIAM LITATOB U MECT-
HbIE OpraHbl BJIaCTU (Hanp.
CIIIA)



O6cyx1aemM BONpochl 00yYeHHUs B LIKOJIE

subjects

successful enough in training
sure sign

take a test

teamwork

terrific

through the Internet

today’s ever-changing business
landscape

tough competition

verbal skills

vocabulary

what’s the matter?

what makes you so excited
about ...

you’re telling me!

U3yyaeMble TPeaMEThI
BeChMa YCIEIIHO 00yYasiCh
BEPHBII MpU3HAK

BBITIOJIHSITH TECT

paborta B KOMaH/e
NOTpsCAOLINIA

¢ riomolbslo MHTepHeTa
MOCTOSTHHO MEHSIIOILIAsICsI CUTYya-
s B cepe Ou3Heca

HAaIIPSXKEHHOE COPEBHOBAHUE
peueBbie/BepOaIbHbIC YMEHMUS
WCIIOJIb3yEMBI CJIOBApb

B 4eMm neno?

MoYeMy Thl TAK BOJIHYEIIbCS T10
MOBO.Y ...

HY Thl MHE TOBOPHIIIB!



Topic 3.

What Is Informal English?

;

23S
o

(&

As new dictionaries say now, quite often by the so-called informal
English we mean words and phrases such as long shot, big gun, Big
Apple and so on that are used in informal conversations, including
business conversations, and in unofficial writing such as letters to
friends. In essays, for example, such words are not welcome. Some of
such words are occasionally referred to slang (American or British).

Actually a human conduct is a very complex thing. We change the
style of our speech depending on a situation.

Take music. Among music words of this kind, especially popular
is the hip-hop vocabulary. It contains hundreds of words relating to
the so-called informal English. The hip-hop movement arose in the
USA in the 1980s, and it is usually associated with rap music, break-



HedopMaibHblii aHIJIMIACKUIA: KOTIa OH BCTpeYaeTcst B peun?

dancing and graffiti. The hip-hop movement is known for its careless
style of dress and accessories, which later penetrated in the youth
mainstream.

You may have hundreds of questions on this topic. Now, we
hope, that you will join our hot debate on this hot topic of informal
English'.

Ann: I hope that majoring in arts does not exhaust my creative
potential. I’d also like to learn more about the specifics of
finance, for example. What should I do to expand my
horizon?

James: I’ll tell you one thing. Don’t get too much upset, Ann. You
are not building a house, are you? So, if your ‘educated
guess’ is wrong, it shouldn’t upset the applecart. So, let’s
talk on what an informal language is, and then go on talking
on some examples of the language of business and especially
on informal language of business.

Ann (smiling and speaking with irony): 1 guess you are an expert in
informalities. So we are all attention, sir.

James: First of all, I hope you’ve heard such words as biter, crib,
off the hook, stunt and so on. Some youngsters use them
pretty often to show how highly modern they are. They
forget, however, that such new words require special usage
situations or contexts. And you’ve got to know such
‘informal situations’ not to make a mistake. For example,
the word biter in some situation may mean a thief. E.g.
‘Some biter made off with my algebra book’. From this
context it’s clear enough that we are talking about
somebody who stole a book or took it by chance.
Therefore, in informal English that person (thief) may
be called a biter. Or take the expression off the hook. It’s
known in a number of languages. It means getting out of
a difficult situation. E.g. ‘I’ll let you off the hook this
time, but never again.’

' CM. Hanp., kHury Chambers Pardon my English! An exploration of slang
and informal language by Michael Munro. Chambers, 2007.
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Ann:

James:

Ann:

James, your whole speech looks like a critical, emotional
tirade. I don’t know how to put it better. Relax! As a linguist,
I can tell you that everyone has the right to attempt to be
original but you must know at the same time the appropriate
linguistic rules. For instance, if it’s a business lunch, people
may use their business slang, if and when necessary. The
specific situation determines your line of behaviour. As
simple as that.

If we take some informal English words from the language
of business, you’ll also may have some problems in
comprehension and usage. Especially it concerns those
students of English who are only learning English, for
example, at an intermediate level. What is IPO, for
example? Do you know this term yourself?

Sounds familiar. But I don’t know how to use it.

James (with some fresh enthusiasm): Familiar? That’s not

Ann:

James:

Ann:
James:

Ann:

enough for good usage. You’ve got to know the meaning
very well. An IPO stands for an initial public offering. It
means offering new shares on the stock exchange.

I’ve seen it often in the press. But, to tell you the truth, this
is a special term even to me.

Come on, Ann. Shame on you! Being so passive! An PO is
an occasion when a company issues shares for the first time.
I hope you know what the word shares means. An IPO is
associated with such things as going public, underwriting and
your contacts with the SEC (Securities and Exchange
Commission). All these actions are very important, you know.
I suppose one can use both terms ‘shares’ or ‘stock’.

I speak about the situation on the stock market in connection
with the issue of shares by a number of companies. For
investors the situation may be good or risky. It’s for them to
take risks. That’s their headache, I’d say. They earn money
this way.

Do you mean that shares offered initially may be bought in
great number or not bought at all, or bought just a little bit?
Some investors are very cautious.
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James:

I couldn’t agree more. Let’s call it a cautious optimism. The

market can throw everyone into a panic! Do you know that?

Ann:
James (pleased again):

You’ve hit the mark, sir!
Okay. I’ve mentioned a number of terms

of informal English used to describe different situations on
the stock market. But, as we know, primarily when using
Business English people deal with standard words and
phrases. And, therefore, we should rely on standard terms

first of all.
Ann:
tongue!

That’s exactly what I wanted to say. It was on the tip of my

English-Russian Vocabulary for the Topic:
What Is Informal English?

be referred to slang
break-dancing

Big Apple

e.g. The Big Apple is filled with
young kids trying to get into
show biz.

big gun

biter

break-dancing
business slang
cautious optimism
crib

expand one’s horizon
expert in informalities

going public (about a company)

OTHOCHUMBIH K CJICHTY
TaHel «OpeiiKk», Opeiik-maHe
Hpo-HMopk

BaXKHBII 4YeJI0BEK; «IIUIIKa» (8
Kaxoii-aubo cgepe)

cAeHe BOp, TIPUXBATUBIIUN
YTO-JI., IIUTaY

TaHel «Opeik», OpeiK-aaHc
JIEJIOBOI KaproH/CleHT
OCTOPOXHBIN ONITUMU3M

cAeHe XWINLLE, «XaTa»
pacivpuTh CBOW TOPU3OHT
CTEUaIUCT TT0 HeTPAJAUIIMOH-
HBIM BOTIPOCaM
peoOpa3oBaHNe YaCTHON KOM-
MaHWU/TIPEANPUSITUS] B OTKPBI-
TOEe aKIIMOHEPHOE OOIIEeCTBO
(Hanp. nymem npeodsoxceHus
aKyuii 8 omKpsuimoil npodadice),
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graffiti
hedge

hip-hop
hip-hop movement

hit the mark

hot debate

hot topic

informal English
initial public offering;
mac. IPO

1IPO
issue shares for the first time

long shot

majoring in arts
off the hook

rap music

SEC (Securities and Exchange
Commission)

shame on you

shares; morc. stock

situation on the stock market

standard words and phrases
stunt

aKIIMOHUPOBaHUE (nymem om-
KpPblmoil/nyoautHol npooaicu ax-
yuii)

rpacdGUTH (PUCYHKU YAUHHBIX XY -
000ICHUK08)

XeJIK, CTPaXOBaHWE OT BO3MOX-
HOTO TMajeHus 1eH

XMIT-XOTI

IBUXEHUE TIpeAcTaBUTEIEH
«XUTI-XOTI» (Mo ecmb npedcmasu-
meseil C08PEeMEHH020 MY3blKANbHO-
20 CMUAsL ¢ UCNOAB30BAHUEM Ile-
MeHmOo8 pana)

MOMAacTh TOYHO B LIETb
TOPSTYNIA/XKapKUiA CIIOp
>KUBOTpETIEILyIasd TeMa
HeOpMaJIbHBIN aHTIUIACKUIA
nepBOHAYaIbHOE MyOINYHOE
npemioxeHue akuuii, IPO

cm initial public offering
BIIEPBBIC BBINYCKAaTh AaKIIUU
(Hanp. Ons npodaxcu Ha bupice)
IoTanka; IOIbITKAa, UMEIas
MaJIo IIaHCOB Ha YCIiex
CMeUATU3UPYSICh B UCKYCCTBE
pase. (Teriepb) B 6€30MaCHOCTH;
Oosiee He 00sI3aHHBIN (OYKE. «CO-
PBaBIIUIACS C KPIOUYKa»)

paI1, PEYUTATUB TIOJT MY3bIKY
Komuccus nmo ueHHbIM Oymaram
n oupxam (CIIIA)

KakK BaM He CTBIIHO!

aKIuu

MoJoXeHne Ha (hOHIOBOM PBIH-
Ke, pblHOYHAasl KOHBIOHKTYypa
OOBIYHBIE CJTOBA M (Dpa3bl

cAeHe TIoKasyxa
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take by chance

that’s their headache

thief

throw everyone into a panic

tirade

underwriting

upset the apple cart
youth mainstream

paze. NIPUXBATUTD (4mo-1.)

pasze. 3TO UX IpodIeMa

BOD

BBEPTHYTH BCEX B ITAHUKY, 3aCTa-
BUTH 3aIIAaHUKOBATh

TUpana

rapaHTUpPOBaHHAS MOKYINKa U
pa3MelleHre IIeHHBIX OyMar, aH-
JIEppauTUHT

nepen. CIyTaTh KapThl

OCHOBHOE MOJIOIE)KHOE TeUeHUe



Topic 4.

Using Idiomatic English When Talking
about Business Matters

Students studying office English often talk about the role of idiomatic
English. The matter is that some of them want to speak English fluently
and they resort to idiomatic language as a way to achieve this. It’s not
an easy task.

Many company employees are looking for their chance. They ask
themselves: should I become an entrepreneur, for example. Why not?
Look around, they say. Small businesses are on the rise, there are many
perks associated with entrepreneurship, some support systems are
available for ambitious young people.

Some experts say that one should start with evaluating his or her
individual traits. Select the business to run and get going. Saddle your
horse, they say.

Would you like to join this dialogue?
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

As time goes on, more and more new ideas are generated on
entrepreneurship. More ideas, more new opportunities for
the people of different professions.

Looks like you want to debate our future? Why not to start
with defining the function of an entrepreneur, for example?
To me it’s undertaking the risks of establishing and running
a new business.

It seems to me that the main entrepreneurial quality is to
show your courage and enterprising spirit. Entrepreneurship
is not a job for the boys in the backroom. Though I’ve got to
admit that making decisions behind the scenes is also
important. Not everyone likes to be in the public eye.
Especially, when it’s time of the budget crunch.

Have a larger reward in gold and feel easy. That’s what I
advise to those who are afraid of risks.

Do you mean that in case of bidding, for example, our
company should be able to beat out the bids of the other
companies by a long shot? Calculate your moves and the
situation will get clear.

In my view, you either plan your actions clearly or close up shop.
Think about your enterprise. What is it? It is an undertaking,
some kind of business, right? It may represent a traditional
business effort, or it may be a venture. Such quality as
imagination is also a ‘must’ in any enterprise. Have you got
imagination, Ann?

Am I right to assume from your questions that an
entrepreneur is also a risk-taker and profit-maker?
Absolutely so! He/she is also in charge of production. Don’t
forget that either. As to learning business, there are special
colleges for that. Business departments at universities. Get
acquainted with their curriculum first. Evaluate your choice
and then take a decision. Do you follow me, Ann?

Yes, I do. And what about supervision? Is it also an element
of entrepreneurship?

Well, you’ve got to control your own actions, first of all.
That’s what counts most. Don’t forget, it’s business we are
talking about. As to supervision, I guess, there’ll be more
than enough people to supervise a girl like you, Ann.
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Ann: Thank you, Jim. You are talking nice today. What’s the
matter?

James: Well, Ann, I think I can explain some things to you, if
interested. Do you want more of my views on
entrepreneurship?

Ann: Sure, I’ve got an inquiring mind, I’m curious.

James: Okay, as we know, an entrepreneur is a person who takes on
the risks of starting a new business. In any business you need
capital, don’t you? If your capital is connected with risk,
it’s known as a risk or venture capital. And you’ve got to
invest your capital to start a new business. Is it all clear?

Ann: Absolutely! Suppose I plan entrepreneurship for myself as
my additional career. What about my first steps on this new
territory?

James: Territory? Do you know it’s slang, Ann? I mean do you know
that the word may also be used as slang? First of all, make
sure you are taking the right decision.

Ann (with some irony): I’ve got plenty of ideas, and I think I can
acceptrisk. I think I can go long periods without much money.

James: Wonderful! Sounds so encouraging. Real business talk! How
are you going to do that?

Ann: I don’t know. I just feel so.

James: Oh, just playing with ideas? Being idealistic again?

Ann: Any other ideas, James, to share with your colleague?

James: Ideas for your own benefit or in general?

Ann: In general.

James: One general idea is choosing an object of your activity. Love
design, sports? Let it be so. But if you pick entrepreneurship,
you shouldn’t jump from one thing to another. Stick to the
track taken, dear.

Ann: Any ideas on funding a new business?

James: Yes, if the play is fair, it takes time. After you’ve come up
with your general business idea, funding is the next most
vital task to take care of. As to playing fair, I always play
fair.

Ann: What is it to play fair? Is it a business idiom?

James: Yes.

Ann: If I don’t have enough money, then what? Any suggestion?
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James: Get some financial help, get a grant, or, maybe, find a
partner for your business. (Smiling). By the way, I also have
some ideas about partnership.

Ann: Really? What a surprise! I cant’ say that I don’t feel the
direction from which the wind is blowing. Okay, cut out your
kidding, James. Let’s get serious. Should I get a bank loan?
I hear there are appropriate bank facilities.

James: Not a bad idea!

Ann: Maybe, an angel investor?

James: Come hell or high tide but no angel investors. I don’t want
to hear anything more about angel investors. I think it’s
sheer nonsense! [ don’t trust them!

Ann: Take it easy, Jim. I know what you mean. You don’t want
me to be associated with them.

English-Russian Vocabulary for the Topic:
Using Idiomatic English When Talking about Business Matters

accept risk OBITh TOTOBLIM K PUCKY

angel investor YACTHBIH (BEHUypPHBII) MTHBECTOP

appropriate bank facilities noaxonsine 6aHKOBCKUE YCI0-
BUSI

as time goes on Nno Mepe Toro, Kak Bpemsi UeT

beat out the bids MPEB30MTU MO YCJIOBUSIM TOPTOB
(Opyeue komnanuu)

bid 3as1BKa Ha yJyacTue

bidding Mpoliecc Moaavu 3asiBOK (Ha mop-
eu)

boys in the backroom pasze. paOOTHUKM, 3aHSIThIE KC-

cJen0BaTeabCKOM paboToit
(Hanp. 6 banke)
e.g. Engineers are often seen as the M HXeHepsl yacTo paccMaTpuBa-

backroom boys of British I0TCSI KaK pabOTHUKMU, 3aHSIThIe

industry. nccaenoBaTeIbCKOi paboToi
B OpUTAHCKOM TTPOMBIIIUIEHHOC-
TH.

budget crunch; moc. budget HanpspKeHHasi CUTyalusl ¢ AeHb-

— 4] —



Topic 4. Using Idiomatic English When Talking about Business Matters

squeeze
by a long shot
calculate your moves

close up shop
come hell or high tide

curriculum

cut out your kidding
enterprising spirit
entrepreneurial quality
entrepreneurship

evaluating traits

find a partner

get a bank loan

get going

go long periods without much
money

grant
have a larger reward in gold

high tide

idiomatic language
imagination

in charge of production

inquiring mind
invest
it’s sheer nonsense

look for one’s chance
new territory

on the rise (e.g. about the number
of new businesses)
partnership

ramu, HexBaTka JeHer B Oloxkere
pa3ze. 30. HaBepHSIKa

pasze. TIPOCUYNTHIBATh/BBEIBEPITh
CBOM XOJIbI

30. 3aKpBIBATh JCJIO

HECMOTpPSI HU Ha YTO; BOIPEKU
BCEMY

Y4eOHBII MaaH, yueOHast Mmpo-
rpamma (ukonsl, yHugepcumema)
pase. KOHYaW WYTUTh

IyX MpeanprHUMAaTeIbCTBa
KavecTBO MPeANPUHUMATEIbCTBA
MPeaPUHNMATEIIBCTBO
OlICHMBasI KayecTBa

HaWTHU mapTHepa

MOJIyYUTh 3aeM y OaHKa
HauYMHATh paboTaTh/IeHCTBOBATH
00XOIUTHCS O€3 IeHEeT B TeUeHUe
JMOBOJILHO JUTUTEIBHOTO CpoKa/
BpeMEHU

TPaHT, J0Talus, CyOCUaUs
noJiydyaTh 0OJibllle IPUObLIA OT
30J10Ta

MIPWINB

WIAOMBI, SI3BIK UIOM
BOOOpaxkeHe

OTBEYAIOIINIA 33 IIPOM3BOICTBEH-
HBII CEKTOP

NBITJIMBBIA YM

WHBECTUPOBATh

COBepILIeHHast 0eCCMBICIMIIA; CY-
mast yeryxa

MCKaTh CBOW IIAHC (8 JcuU3HU)
nepeu. caeHe HOBASI MMOOKOHT-
pOJIbHAS TEPPUTOPUSI
(ot™meuaetcs ) poct (Hanp. uucaa
HOBbIX OU3HeC-npeonpusmuii)
MapTHEPCTBO
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perks

pick entrepreneurship; morc.
decide on entrepreneurship
profit-maker

risks of starting a new business

risk-taker
saddle your horse

select the business to run
speak English fluently
supervision

support systems

take the right decision

that’s what counts most
undertaking

undertake the risk of establishing
a new business

venture

venture capital

vital task

JNOTIOJHUTENbHbIE MTpeuMylIe-
CTBa, TIPUATHBIC JIBTOTHI (Hanp.
becniamHoe NoAb308aHUe AmMo-
Mobunem gupmol)

BBIOUPATH npegnpuHUMa-
TeJbCTBO

MU3BJIEKAIOIINI TTPUOBLIbL
PUCKU, CBSI3aHHBIE C OTKPBITUEM
HOBOTO JIeJia

UIYLIMU Ha PUCK

oceIaTh KOHs (m.e. nepeH. IpU-
CTYIIUTb K ACIY)

BBIOpaTh CBOE AEJI0

0erj0 roBOPUTH MO-aHIIUICKHU
HaOmoneHue (rad); Hag3op (3a)
MOJIEPKMBAIOLLIUE CUCTEMBI
MIPUHUMATH IIPaBUIIBHOE pellle-
HUeE

BOT 3TO CaMO€ BaXKHOE
TIPEATIPUSATHC

PUCKHYTb U OTKPBITh HOBOE JIEJI0

BEHUYYpPHOE MpEeAIpusIThe
BE€HUYYPHBIN KaIlluTasl
JKU3HEHHO BaxKHas 3ajayda



Topic 5.

Job Problems? Getting Out of Troubled
Waters

We talk now about the problems that appear when you are fired.
Now let us concentrate on this issue again. One of the issues is the
problem of terms. Many people like to explore/examine terminology
thoroughly. When it comes to dismissals, use is made of different
terms. For example, officials may use such terms as quitting, resigning,
discharge (from service, office), leaving (one’s) job, giving notice, retire,
be laid off, be sacked, let go, release (a person) and so on.

The matter is that each term relating to dismissal has its own shade
of meaning. Be careful when using such terminology. Don’t forget it
is painful for people to hear such words as be sacked. It’s a coarse/
rude term and it is painful to hear it. People are dismissed often as
the result of downsizing, or reduction in force, or redundancy. Some
companies resort to attrition as a tactic to balance the personnel
situation. There are questions asked here and answers given. What
about your opinions? Express them. Have a talk on this issue.
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Ann:

James:

Ann:

James:

Panellist:

There are many ways of talking about a painful process of
dismissal. Is it so, Jim?

Well, Ann, I’'m not a psychologist, but I think approaches
may be different. As you’ve said, it’s painful. That means
your life may change after such terrible news. Sometimes
the situation is simple. An office or store may be closed.
More tragic are the events when an employee is dismissed
for poor performance. Or his conduct may be not up to the
mark. One may be dismissed without notice. Ann, let’s now
hurry to a meeting room at the convention centre where we
can air our views as much as we wish.

I hear as many as 15 panellists (= US: panelists) will be
there. Some of them are quite famous.

Oh, yes. It’s a terrible question. I don’t think we need any
eloquence here. The main issue, I understand, is how to
get out of troubled waters.

Good morning, ladies and gentlemen, we all know our
agenda. I’'m Charles. We’ll talk about ‘Unemployment as a
Social Issue’. I’ll try to make my statements as brief as
possible. I’ll make some pauses so you can ask questions.
It’s a panel talk, so everyone should participate.

Participants: Yes, we are ready to hear your views.

Panellist:

Ann:

Let me present the main issue. Think about the
developments in many countries. See what happens. At
least I watched it a number of times. You work hard, devote
all your energy to work, to your company and, all of a
sudden, they say you are not wanted and you lose your
position. They fire you. You slip into a different status, you
know. You become unemployed. And nobody knows what
to do with you.

May I intervene, sir? I’d say that the whole thing looks like
a failure, though it may not be so. Sometimes people are
laid off just because of general economic problems. It’s not
their fault! And it’s not fair!

Panellist: Yes, young lady, I know how you feel.

James:

Panellist:

May I ask you another question? How would you describe
an act of dismissal? What is it for you?
I think that dismissal may be unrelated to your
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James:

Panellist:

James:

Panellist:

Ann:

Panellist:

James:

Panellist:
James:

performance. Then it’s the removal of an employee from a
job or position. His/her performance may be good or
average and yet you may be dismissed nonetheless. A
dismissal is always painful. Quite often it’s the employer’s
choice, as far as I know. The company deals with its
economic cycles but it’s for you to go through them. But
sometimes the situation is more complex, of course. Painful
reappraisal — that’s what you’ve got to go through.

The situation may get even worse. Some jobs (after
dismissals) are not replaced. They are just eliminated. What
you finally have is a reduction in force.

May I ask you one more question? What is better:
termination or termination by mutual agreement?

I think termination by mutual agreement is better but we
should realize it is not always so. Sometimes they only
pretend it is ‘by mutual agreement,’ but actually it may be
quite a different story. Such statements may be misleading.
You should remember, as I’ve said, a dismissal is a highly
controversial issue.

Another question, sir, in connection with your statements.
I remember our university professor saying that a voluntary
leave is not the best decision. Why?

Because, if you take such kind of leave, you may not collect
an unemployment benefit.

I think it” s awful. You just get a kind of a beggar, with no
job, only problems on your hands. What can you do?

As I understand, hiring and rehiring are also complex
questions, because one of the factors we haven’t talked
about yet is prejudice. And prejudice is something personal,
you cannot always prove it. In a way, it may mean trouble.
I think it’s wrong when some employers try to find a solution
through euphemisms. Misusing the language, they try to look
good, they use tricky phrases irrespective of the situation.
What kind of euphemisms do you mean?

As I remember from my student days, it is such phrases as
retire, leave by mutual consent, part a company to spend
more time with the family, or pursue an alternate career. I
can go on, there are many other such soothing phrases.
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Panellist: Euphemisms are good only if they are used appropriately.
I wonder how one can ‘spend more time with the family,’
if ‘fine plates on the table are empty’.

Another participant:

The topic of dismissal deserves an in-

depth analysis. I think one should be guided by appropriate

official laws.

Panellist: I’ve got the same opinion. Unfortunately, we can’t find a
comprehensive solution. I think it’s a hard nut to crack.

James:

This is the way things are.

Panellist: I suppose you should know more about the laws of business
and the language of business.

English-Russian Vocabulary for the Topic:
Job Problems? Getting Out of Troubled Waters

all of a sudden
attrition

be laid off; morc. retire;

pase. be sacked/fired/dismissed
be not up to the mark

being (made) redundant

by mutual consent/agreement

collect an unemployment benefit

comprehensive solution
convention centre

deal with economic cycles
discharge

dismissal
dismissed for poor performance

BHE3AIHO, BAPYT, HEOXKUJAHHO
30. coKpalieHue (4ucaeHHocmu
nepcoHana)

OBITH YBOJIEHHBIM C pPabOTHI
amep.

OBbITh HE Ha JOJKHOM YPOBHE
(Hanp. o kauecmee mpyoa)
YBOJIBHSIEMBIM I10 COKpalle-
HUIO IITATOB (6yK6. TULIHUIA)
110 B3aMMHOMY COTJIacHUI0/B3a-
WMHOM JOTOBOPEHHOCTU
MoJiyyath mocobue 1o 6e3pa-
ooTuie

BCEOOBEMITIONIEE PEIIeHUE
3aJ1 3aCE€JaHMIA; LIEHTP U1 [IPO-
BeJICHUSI 3acelaHuil/BCTped
3aHUMATbCsl U3yYEHUEM KO-
HOMMYECKUX IIUKIIOB
yBOJIbHEHUE (¢ pabombt)
YBOJIbHEHUE

YBOJIEH C Pa0OTHI B CBSI3U C He-
YIOBJIETBOPUTETLHBIM BBITIOJ-
HEHUEM CBOMX O0S3aHHOCTEN
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dismiss without notice
downsizing, syn reduction in force

eliminate (jobs)
euphemism
explore/examine terminology

fire
get/derive benefits (from)
get out of troubled waters

giving notice (of the dismissal)
hard nut to crack

highly controversial issue
hiring

in-depth analysis

it may be quite a different story

it’s not fair

it’s not their fault

lay off amep.

leave by mutual consent

leaving one’s job
let go; morc. release

let me present the main issue
look like a failure
meeting room

painful process of dismissal

painful reappraisal

VBOJIUTH ¢ pabOTHI Oe3 ImpeaBa-
PUTETHLHOTO YBEIOMJICHUS
COKpalleHue ITaTHOTO pacIiy-
caHus U 00beMa padoT
cokpallarth (pabdouue mecma)
AuUHe8. IBGHEMU3M
WCCea0BaTh/U3y4aTh TEPMU-
HOJIOTHIO

YBOJIBHSITD

noJjiyyaTb MOMOLb (o)

pasze. HATU BBIXO U3 TPYIHOMN
CHUTyall1

yBenoMJIsisl (Koeo-4.) O COKpa-
IEeHUH

TpyAHas 3amada; KpeIKuii ope-
ek

KpailHe COOPHBIA BOIIPOC
HaeM Ha paboty

MIyOOKMIA aHaIu3

pedb MOXET UITU COBCEM O
apyrom

5TO HECIIPaBEIINBO

3TO HE UX BUHA

YBOJIBHATH (C pabomot)
YXOIUTh C pabOTHI /yBOJIUTHCS
B COOTBETCTBUM C (docmueHy-
moil ¢ admunucmpayueil) B3a-
MMHOI JOTOBOPEHHOCTHIO
YXOJI/yBOJIbHEHUE C pabOThI
OTITYCTUTD (K020-4.) C pabOTHI;
0CBOOOIUTH

ITO3BOJILTE MHE O3BYUUTH IJIaB-
HBII1 BOIIpOC

Ka3aThbCs TIPOBAJIOM
3aJI/KOMHAaTa IS 3acenaHuit
00JIe3HEHHBI MPOLIECC YBOJIb-
HEHMUS

My4YUTebHAas MepeolieHKa
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panel talk

panellist, amep. panelist

(a member of a panel)

part a company to spend more
time with the family

pause
performance

prejudice
pretend
pursue an alternate career

quite a different story; cp. moc. it’s
another pair of shoes
quitting

reduction in force; moc. reduction
of staff

redundancy

rehiring

release

e. g. If you are released from
something like a duty, you no
longer have to perform it.

removal
removal of an employee from a job

or position
resigning

retire; e.g. retire at 65 with
a pension

Oecena 3a KpYIjbIM CTOJIOM
YYaCTHUK OUCKYCCUM

VITU ¢ paboThI (6 KoMnanuu),
YTOOBI OOJIbIIIE TPOBOAUTD Bpe-
MEHU C ceMbeit

TepephIB

30. KaueCTBO BBIMOJHSIEMOI
paboThI

npeayoexaeHue

JeJlaTh BUJI, IPUTBOPSITHCS
n30path IPYTYIO Kapbepy; CTa-
paTbCcsd HAWTU NMpUMEHEHHE
CBOMX CUII B IPYroii obnactu
COBCEM MHOE JIEJIO

TpeKpalieHue padoThl; YXOI ¢
paboThI

COKpaIlleHNE YUCICHHOCTU
mraTa

cokpaileHue (umama)
BTOPUYHBIA HaeM (paree y8o-
JNIeHHBIX)

OTCTPaHSITh

Ecnm Bac oTCTpaHSIOT OT BbI-
MOJIHEHUST KaKUX-T100 PyHK-
Ui, TO BaM He Hag0 UX 00JIb-
III¢ BBITIOTHSATH

CHSITHE C IOJKHOCTH/C pabo-
ThI; YBOJIbHEHME

YBOJIbHCHME COTPYAHMKA C pa-
OOTHI WJIN JTOJKHOCTH

VX0l B OTCTaBKY; CJIOXEHUE C
ce0s1 00513aHHOCTE I /TIOJTHOMO-
YU

YXOJUTh B OTCTABKY; yIAISITh-
CS OT HeJI; YIUTH Ha TICHCHUIO
B 65 neT
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shade of meaning

termination (of a job in a company)

termination by mutual agreement

tricky phrases

try to find a solution
unemployment
unemployment as a social issue

voluntary leave

OTTEHOK 3HauyeHus (c106a)
npekpaiieHue (pabomsot 6 Kom-
naxuu)

npekpaiieHue paboTbl Ha OC-
HOBE B3aMMHOI JOTOBOPEHHO-
CTU

30. IBYyCMBICIICHHOCTH, 3aMbIC-
JloBaThle (ppaswl (cHumarouue
0CMPOMY 8bICKA3AHHOU MbICAU)
MIBITAThCS HAWTU peIIeHIe
Oe3paboTuiia

Oe3paboTuiia Kak coldaabHast
npobiaeMa

JTOOPOBOJIBHBIN YXOII, YXOII T10
COOCTBEHHOMY KEJIAHUIO



Topic 6.

Finding a New Job. Skill or Luck?
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The problems of searching for a new job may concern anybody. Even
the young people. You never know how company business will go on.
So anyone can find himself in troubled waters. Job security? Yes, it
exists but not always guaranteed. If you search for a new job, use the
Web. It is used to get some advice, for all kinds of updates, and it is the
fastest way to navigate opportunities on-line. You should look for the
work, you can do/perform/execute effectively.

Some people try to get a job through E-mail, or through creating
their own network/networking, or through friends and special hire
agencies, or through newspapers ads, newspaper lists of jobs, or even by
pulling the strings. Actually, there are dozens of ways of looking for a job.
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The prevailing view is that you should, first of all, appraise critically
your own traits and see for yourself where your strength is. And then
(through your CV and interviews) you can accentuate your true/own
potential.

Let’s see how our friends handle this truly delicate issue. Add your
own ideas.

Ann: James, would you like to hear one of my stories? It’s so
unusual. I’'m so much surprised. You know, Kate, a friend
of mine, has lost her job. Poor thing, she doesn’t even know
what’s to be done. James, I wonder, if you can give her your
own piece of advice. Can you recommend any search
strategy to her, because I can’t?

James: Come on, Ann. Who believes your “can’ts”? But okay, I'm
a gentleman, I don’t mind giving recommendations to your
girl friends. Let your friend call me and maybe we’ll find
some answers for a girl who is in troubled waters. By the
way, is she your age? I wonder if she gave up a job herself or
some circumstances forced her to do so. Because if I have a
job, I try to stick to it.

Ann: You wonder what her age is. What’s that for?

James (embarrassed): Just out of curiosity.

Ann: I’ll give Kate a call. (Calling Kate).

Kate (calling back): Hi, Ann. It’s Kate. May I speak to James, please?

James: Hi, is it Kate? It’s James speaking. Ann has just told me
about your job problem. What can I do for you?

Kate: I’ve lost my job, I've been teaching English composition for some
time. But now I’'m looking for a new job. Usually, | immerse
myself in my work. It was so interesting. And now I’'m lost.

James: AslIrealize (relying on the information given to me by Ann),
you’ve been looking for a new job for a month already. And
no results? They haven’t responded to your job applications,
have they? Have they turned you down?

Kate: So disappointed. All my efforts are in vain. I am dismissed,
that’s it. Composition, as you know, is based on grammar,
stylistics, vocabulary usage. It is a special and rather narrow
linguistic subject. There are already a number of college
specialists ‘on the scene’ in Philadelphia. They seem to have



Hiiem paboty. DT0 UCKYCCTBO MM yaava?

James:

Kate:

James:

Kate:

James:

Kate:

covered all the students’ needs. I wonder if some company
can place me in position.

Yes, I see you’ve covered a long way. I hope you agree with
me that looking for a job is not only luck (as you believe),
it’s something more difficult: part luck and part skill.

True. So what should I do?

Let me think it over. I’'m sure that in future some companies
will take on extra workers. I’'m sure you’ll be among them.
The first thing you must do is to fill in applications. As many
as ten applications per week and even more. It may be full-
time work, contractual work, demanding work, shoddy work
or even spadework. Then (with time ) you can change it and
do some research work, for example. Sometimes a guy has
to hunt even for a part-time job. I know it’s tough. Then
résumés. Drop your résumé off in places you’d like to work
for. Naturally, it’s not easy (sometimes it’s difficult even to
get to an office), but you can try. Think about that. The
basic line of reasoning should be as follows: the world we
live in is in transformation. Why not to look for some other
activity (acting on the principle of transfer of knowledge).
Have you thought of picking up a trade that is broader in
application than your essay-writing?

I have. It’s journalism. I can write in different styles of
English (as you know, grammar and stylistics are very
important parts of English), it’s easy for me. Moreover, I
like journalism in general. Once I’ve even been writing
newspaper stories. This seems to be a good second subject
to help me out.

Now you are talking! Focus on the newspaper world, maybe
on tabloids, and see if there are any posted openings. Don’t
sit idle. This is the main thing. Spread news of your
newspaper job search to all the people who are in publishing
business or have friends there.

But they don’t always invite you to have a direct talk, as you
know. Some agencies demand that prospective employees
submit résumés on-line via their job openings website. And
this may take a lot of time. I’d call it not job searching but
job hunting.
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James: Let’snotbe too critical of the economic situation. You must
trust yourself.

Kate: This is a fresh direction, I like it.

James: Let’s take your essay-writing background as a start. For
instance, right now tourism is quite popular. Why not to
write a series of articles/stories on some best museums in
America and Europe, or about theatrical life in European
countries, or about travel to such culturally rich and
interesting countries as Russia, Italy, Greece, China, India
and so on? It may be a start for your new career. You never
know.

Kate: ~ What about local community resources, can they be useful?

James: Certainly! Yes, in any area you live, you can find job centres,
local employment fairs, listings, and even counsellors offering
their advice.

Kate:  Anything else you can think of?

James: Yes, there are some ideas. Redouble your efforts. For
example, keep your eye on new companies moving in (in
your area) and contact them.

Kate: Do you mean the city’s economic development websites?

James: I don’t know exactly.

Kate: I’ll call them. What about my résumé, James, how do you
find it?

James: I’vejust heard about it from Ann. I haven’t read it. Are you
writing your résumé?

Kate:  Yes.

James: Do your résumé in positive terms. Get the right approach.
Be precise, don’t use embellishments. Give some effective
details of your previous job record. Facts always impress,
you know.

Kate:  James, I know you’re a businessman. You’ll be a professor,
1 believe.

James: Ilike teaching! It’s a good job. I can’t say it’s backbreaking,
but it is difficult enough. It’s a rewarding job!

Kate: I also think so. If you are not too busy, James, can I ask for
your help again?

James (pleased): 1 guess you can, I’'m sure you can work through

your difficulties.
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English-Russian Vocabulary for the Topic:
Finding a New Job. Skill or Luck?

accentuate

activity

advice

all my efforts are in vain
all kinds of updates

appraise critically your own traits
backbreaking

be dismissed/sacked/fired
be in troubled waters

by pulling the strings

by the way

city’s economic development
websites

contractual work; morc. work for
a fixed term contract

counsellor

creating one’s own network/
networking

demanding work

E-mail

embellishment

essay-writing
essay-writing background

aKILIEHTUPOBaTh BHUMAaHUE
JeSITeTbHOCTh

COBET

BCE MOM YCUJIMSI HarIpacHBI
BCE€ MOTIOJHUTEIbHbBIE YTOYHE-
HUS B UH(pOpMaLn
KPUTUYECKHN OILCHUTH CBOU
COOCTBEHHBIE BO3MOXHOCTHU
U3HYPUTEJIbHBIN, TSXKEJIbIA (0
mpyoe)

OBITb YBOJEHHBIM

0Ka3aThCsl B 3aTPYTHUTEITLHOM
TTOJIOKCHU U

HUCMOJb3Yysd CBOU CBsI3M/3Ha-
KOMCTBa,/0Jart

MEXIY IIPOYUM

BeO-CcaliThl 1O BOIPOCAM 9KOHO-
MUYECKOTO pa3BUTHsI TOpoaa
paboTa Mo KOHTPAKTY; KOH-
TPakT Ha paboOTy HA OTOBOPEH-
HBII CPOK

KOHCYJIETAHT; OuN. COBETHUK
co31aBasi CBOM COOCTBEHHbIE
KOHTaKTbI/CBOIO CETh KOHTaK-
TOB

OTBETCTBEHHAasl, HaNPsKEHHast
pabora

5JICKTPOHHAS T10YTa
yKpamiaTeibCTBO (8 cmune
denosoeo nucoema, pezrome u
m.n.)

HaIrcaHue 3Cce, OUePKOB
OMBIT B HaNMCaHUM 3cCce,
TEKCTOB
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fill in applications

full-time work
give up a job; syn quit

eg. She quitted her job.

have a direct talk; mosc. have

a direct conversation/discussion;
speak

have a chat with

have a job; moxc. fill a position/
an opening; be employed

have they turned you down?

hire agency; moc. personnel
recruitment bureau

e.g. The function of a hire agency
is to provide/give jobs to job-
seekers.

I am dismissed; morc. I am sacked/
fired

if some company can place me in
position

I’m lost
immerse oneself in

in positive terms
job

3aII0JHUTh OJJAaHKM 3asiBOK (0
nocmynaeHuu Ha padomy)
mTaTHasi padoTa

yATU ¢ paboThl, OPOCUTH pa-
ooty

OHa yuuia ¢ paboThl.
HaTIPSIMYIO TOBOPUTH (C Kem-A.)

Mo0OoITaTh C KEM-JI.
UMETh paboTy

OHM OTBEpIIM Ballly KaHauUIa-
Typy?

areHTCTBO I10 HaliMy paboueit
CUJTBbI

B 3agauy areHTCTB 110 HaliMy
paboueil CUJibl BXOAUT MOIbIC-
KaHue paboThl 115 TeX, KTO
UILIET €g.

MEHS$ YBOJWIN

ecJiv Obl Kakasi-HUOYIb KOMIIa-
HUS TIpenioXuia MHE MECTo/
paboty

He 3Halo, YTO U AejaTh; OyK6. s
pacrepsuics

MTOrPY>KaThCS; C TOJIOBOM YITH B
B TIO3UTUBHOM CMBICIIC
pabora

IlonsitTue «pabora» IMmo-aHr-
JIMACKU MepenaeTcs: No-pa3Ho-
MY B 3aBHCHUMOCTH OT CHTya-
nuu/KoHTekcTa. Job — 3to
CJIOBO IIMPOKOM CEeMaHTHKHU.
IToMuMO Hero cylIeCTBYIOT CU-
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job applications

job centre/amep. center
job hunting
job openings website

job record

job security
journalism

keep your eye on
line of reasoning
listings

local community resources

local employment fair

look for a new job; morc. search for
a new job
navigate opportunities on-line

new job

newspaper ads; moic. newspaper
advertisements

newspaper job search

newspaper lists of jobs

TYyaTUBHO YIOTpeOJsieMble
cjioBa Tuma occupation,
position, trade, work.

nojava 3asBJIE€HUMN O TpuemMe
Ha paboTy

610p0 1O TPYAOYCTPOICTBY
MOMCKHU pabOThI

BeO-caliT, rae MOXXHO y3HaTb O
CYIIECTBYIOIIMX BaKaHCUSIX
OIBIT PAOOTHI (Ha pa3HbIX yHacm-
Kax); TIepedeHb MECT pabOThI
HaJle>KHOCTh paboyero Mecra
KYpHaJIMCTUKA; TIpodeccus
KypHaJIucTa

CIeonThb 3a

XOJI MBIC/TU

30. CIIMCKM MMECIOIIMXCS Ba-
KaHCUM

MECTHBIE PECYPChI TPYIAOYCT-
poiicTBa

(Hanp. 6 mom uau uHom paiioHe
20pooa)

MECTHasl SspMapkKa 1o Tpyaoyc-
TPOMCTBY

HUCKATb HOBYIO paboTy

OponuTh o UHTEepHETY, YTOObI
BBISIBUTh MH(MOpPMALIMIO O pa-
00Te B pexxuMe OHJIAlH

HoBas paborta

OOBSIBJICHMS B Ta3eTe

MOMCK pabOThI IO OOBSIBICHU-
sIM B Tazere

BaKaHCUM, ITyOIMKyeMEBIC B Ta-
3eTax
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now you are talking!
part luck and part skill

part-time job

piece of advice

picking up a trade

places you’d like to work for

poor thing
posted openings

principle of transfer of knowledge
prospective employees submit
résumés on-line

redouble one’s efforts
research work
résumés; mac. CV
rewarding job

search for a new job
searching for a new job
search strategy
shoddy work

sit idle

spadework

start for your new career

stick to one’s job
styles of English

tabloid (newspaper with small pages
and many photographs, short stories

and not much serious news)
take a lot of time
take on extra workers

pa3ze. HY BOT ceiiyac BbI TOBOPH-
Te aeJio!

YAaCTUYHO yJadya U 4YaCTUYHO
yMeHUe

YaCcTUYHAS 3aHSATOCTD

COBET

MOUCKU pabOThI

30. GUPMBbI, B KOTOPBIX Bbl XO-
Tenu Obl paboTaTh

30. OEIHSIKKA

MMEIOIIHNECS COOOIIECHUS O Ba-
KaHCUsIX

TIIPUHIIUIT TIepeHOoca 3HAHUI
pPabOTHUKM, UILyLIME pabOTYy,
MPEACTaB/SIOT CBOU PE3IOME B
peXrme OHJIaliH

YMHOXUTH CBOU YCHJIHS
ncciieoBaTebcKasl padota
pe3ioMe

crosuas padora

UCKaTb HOBYIO paboTy

MOMCKU HOBOM pabOThI
cTpaTerusi moucka (pabomot)
HerpecTuXHasi padbora

pase. CUACTH CIIOXa PYKU
uznyeckuii Tpyn

OTKpPBITHE JJIsI ce0sI HOBOTO
yTH

IepXKaThbCs 3a C80H pabomy
CTUJIA aHTJIMUCKON peun
Taboun

3aHMMAaTh MHOTO BpeMEHU
HaHUMAaTh JOMOJHUTEIbHOE
YUCJIO0 paboumnx
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through newspaper ads C MOMOIIIBIO Ta3€THBIX OOBSB-
JICHU I

tourism TYypU3M

what’s to be done YTO HYKHO CJelaTh

where your strength is KaKOBbI Ballli CUJIBHBIE CTOPO-
HBbI

work through one’s difficulties MPEOI0JIETh CBOU TPYAHOCTU

write newspaper stories TOTOBUTb/TIMCATh Ta3eTHhIE pe-
MOPTAXU

your true/own potential Balll COOCTBEHHBI MOTEHLIMA



Topic 7.

How to Write a CV or Résumé

Judging by the number of available instruction manuals on how
to write a résumé, one may think that there are entire libraries on
résumé writing, a large pool of consultants and advisers all around,
and the whole situation which has been brought about/created is
getting more and more complicated.

Thus, one day the personnel officials will convince you that your
job search correspondence must be of positive nature. You should
not worry too much about how to present the information on the
fact that you have been fired. As a matter of fact, you may even not
write about it at all. If you write a cover letter, focus on the basics. In
all your documents you should address primarily the position you
are applying for. Try to prove you are qualified for it (mention your
education background, skills, other facts supporting your
statements).

Ann: James, can you spend a couple of minutes? I asked my friend
Jane about it and she said you could give a better answer. If
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James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

so, James, can you explain to me, how job searching is to
be organized. I mean the documents you’ve got to write and
the like. Jane says you can do it better. What are the most
essential formal steps to make?

Okay, I'll try to answer your questions. This job business
goesto me all the time. Ifa person s fired, don’t beat yourself
up.

Is it necessary to write long and official résumés and cover
letters?

Yes, it is. Maybe, not too long, but as long as necessary. You
can buy some samples for résumé writing.

What makes a good CV in your opinion?

In my view, a good CV is a paper written by you that makes
first positive impressions. It’s a plus, if you can also mention
some positive facts about yourself showing that you are
standing out from the crowd. The company people should
realize what kind of person they will deal with. In a good
sense of the word.

Should I write the story of my life in general or should I be
short and to the point?

There are too many people now who like ‘to talk in general’.
I think it won’t impress anybody. Relevant and clear facts,
that’s what is valued most. But a general smooth writing is
all right.

We’ve spoken about a résumé. So how should one write it?
You can find the information about it in any résumé writing
guide, as I have suggested already. Just order it. It’1l inform
you about every detail on the art of résumé writing. For
example, you may need it to respond to a want ad in a
newspaper, or to respond to some question, or you may want
the company (you are interested in) just to know such and
such facts about you.

What information is more important: the one that concerns
you at this stage of your life or the information related to
your previous job or jobs?

I think everything is important. But you should first ask a
consultant or personnel director, or an experienced friend
about it. I suppose that all your previous main jobs should
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be indicated. Your résumé should show how your work record
was gradually formed. Your talents, as well as your
background experience — all is vital. In your descriptions be
creative and select, first of all, those things which are most
significant in your career.

Ann: When it comes to job information, should I mention some
specific facts or give only a general outline?

James: Ithink that your education and experience always count very
much. Be specific in this aspect.

Ann: Should I mention a desirable pay range?

James: I don’t think so. The question of salary will come later, so
why to hurry with it?

Ann: But I know the people (some of my friends) who started

their career with asking about a salary.

James: I’'m not a professional career consultant, Ann, I really don’t
know. Ask an expert from the HR. Don’t forget that you’ll
also have interviews and (depending on the kind of work
you are looking for) they may ask your opinion and even
suggest that you make some presentations.

Ann: And if [ want to be a market expert, for example, can they
ask me to do some specific tasks relating to marketing?

James: They may and they will. They test you, appraise you and
your qualities, and you are the person being tested. See the
difference?

Ann (after some thinking): Yes, the difference is obvious.

James: That’s it, dear!

Ann: There are some other questions that worry me. It’s a résumé
format, first of all. What kind of format is required?

James: It depends on tradition and the preferences of an
organization. I’d mention three basic types: chronological,
functional, and a combination of the two.

Ann: I suppose everyone knows what chronological approach
means. As to covering your job experience, it may be (and
sometimes it is desirable so) listed in reverse chronological
order. In other words, your recent work is given first and so
on. Up to your school years, I suppose.

James: Why so?

Ann: I’ve never thought about it. And what do you think?
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James:

Ann:

James:

Ann:
James:

Ann:

James:
Ann:

I guess it’s done this way so that a company can see at once
what you have reached already in your career. It’s convenient
for personnel people, first of all. But I suppose in some other
countries your recent job record may be put at the end of
the list of your achievements. In Russia, for example, this is
often so. At first you mention where you studied (in school,
etc) and so on. Up to the last steps of your career. So take all
this into account.

Now I realize why a consultant’s help is so essential. And
it’s also important to mention other details of your
biography, for example, illustrate your career growth. By
the way, where can I get samples of résumés we have been
talking about? If I get the samples, my CV may be better.
Use the Internet. It will always help you in one way or
another. I’ll provide you with dozens of samples and
comments. And that’s exactly what you need.

And what is a functional résumé?

Think about the word ‘functional’. It shows that the
emphasis is upon functions, your abilities, jobs. For
example, if you are an actor, and you changed many theatre
companies, it may be important for you to show your
‘versatility’. In other words, you may try to point out that
you may function well in different roles.

I know one thing. Before writing my résumé, I’d rather
consult an expert in the field. Then I’ll be more effective.
Don’t worry, dear. You’re already effective enough.
Thanks, I hope so.

English-Russian Vocabulary for the Topic:
How to Write a CV or Résumé

appraise smb and smb’s qualities OLIEHUTb KOTO-JI. U UbM-JI. Ka-

yecTBa

at the end B KOHLIE

background experience ONBIT B BTOM jAeJjie, OOLIUiA
OITBIT

be fired

pase. OBITb YBOJICHHBIM
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dismiss, discharge; give

someone notice; lay off; let go; sack

be qualified for (a job)
be specific

be short and to the point
ant beat about the bush

bring about (a situation, etc.)

by the way
career consultant

chronological (approach about
one’s description of biography)

combination of the two (approaches)

consultant
consultant’s help

cover letter
deal with
don’t beat yourself up

education
education background

expert in the field
focus on the basics

functional (approach)

general outline (on economy)

YBOJIUTb

OBITh KOMITETEHTHBIM (015 8bl-
noaHeHus pabomsol)

30. YIENSTh IPUCTATbHOE BHU-
MaHue

TOBOPUTb 110 CYILIECTBY
XOIUTb BOKPYT /1a OKOJIO
CO3/1aBaTh/BRI3BIBATD (MY uau
UHYIO CUMYQUUIo U m.n.)
MEX1y TTPOYUM

KOHCYJIBTAHT I10 BBIOOPY ITPO-
deccun

XPOHOJIOTUUECKHUI (n00x00 npu
Hanucanuu asmoouozpaghuu)
codeTaHue OBYX (n00x00o6 npu
uzno0JceHuU paxmoes buoepaghuu)
KOHCYJIbTaHT

ITOMOIIb KOHCYJIbTaHTa (Hanp.
npu noucke pabomot)
COIIPOBOAUTENIBLHOE UCHMO (¢
U3noNceHUuemM 0ONOAHUMENbHBIX
MOMUB08 N0 NOBOJY padomut)
HUMETh JeJ0 C (Kem-A1.)

pase. He HaJl0 My4YUTb ceOst
o0pa3oBaHue

MoJlydeHHOe paHee oOpa3oBa-
HUE

(kypcot, yueba 6 Koanredxnce, yHu-
eepcumeme, ACRUPAHMypa)
BKCIEepT B IaHHOI 00jacTu
COCPEIOTOYUTD (c80€) BHUMA-
HME Ha OCHOBHBIX BOIIPOCAX
(PYHKIIMOHATBHBIN (100X00 npu
cocmaesneHuu ceoeil asmoouo-
epaguu)

ob111ee COCTOsTHUE (9KOHOMUKU)
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general smooth writing

how your work record was gradually

formed

HR (= human resources)
in reverse chronological order

job search
job search correspondence

just order it
make some presentations

market expert

pay range
personnel director
position you are applying for

put at the end
question of salary
reach (smth) in one’s career

related to your previous job
résumé format

résumé writing

samples (of contracts, résumeés,

business letters)

skills; morc. ability, a talent for,

JIETKO YUTAIOUIUNACST TEKCT
(Hanp. pe3srome)

KakK TocTeneHHOo (opMUpoBa-
JIach Balla TpyaoBas ACATEIIb-
HOCTh

JIIOICKUE PECYPCHI

B 00paTHOM XPOHOJIOTUYECKOM
nopsinke (u3nodcenue akmos
ceoell Obuoepaguu, HauuHas ¢
OnuUcCanus nocieoHe2o mecma
pabomol U danvude yice coobuje-
HUs 0 dpyeux, bosee omoaneHHbIX
80 8peMeHU)

MOMCK paboThI

nHboOpMalMsi OTHOCUTEIbLHO
TouckKa paboThbl

IIPOCTO 3aKaxK’ 3TO

MPOBECTHU Mpe3eHTaluuIo (npu
Hailme Ha pabomy)

BKCMepPT MO KOHBIOHKTYpE
pPBIHKA

pasmep oraThl Tpyaa
HayaJbHUK OTaAeJa KaapoB
JNOJKHOCTh, Ha KOTOPYIO BbI
MpeTeHIyeTe

ITOCTaBUTh B KOHEI]

BOIpoC 00 OKJIazie/3apruiaTe
JI00UThCS (#e2o-1.) B CBOeH Ka-
pbepe

CBSI3aHHBIN C TIpeabIAYIIEN pa-
6oToit

¢dopmMmar pesrome

HamnrcaHue pe3roMe
(ToTOBBIC) 00PA3ILIBI (KOHMPAK -
mos, mekcmoe pesrome, 0e1080i
KOppecnoHOeHyuu)

YMEHMUSsI, CITOCOOHOCTH;
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expertise; faculties

acquire skills; morc. get skills,
obtain skills

stand out from the crowd

versatility
want ad (= want advertisement)

work record
write long and official résumé

TaJaHThI
o0J1amaTh yMeHUEM,/CITOCOOHO-
CTIMU/TaJaHTaMU

pase. BBIACTSATHCS U3 00IIei
MacChl/U3 TOJITIBI

30. CMOCOOHOCThL UTpaTh pa3-
HbIE POJIU

00BSIBIICHUE: «HA paboOTy Tpe-
Oy1oTCSI»

cTax paboThbl

MnucaTh IJIMHHOE U OULINATb-
HOE pe3loMe
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Going through a Job Interview:
Is It a Skill or Routine for You?

When being interviewed, the major problem of an interviewee is to
grasp the nature of one or another question and the implication of
that question and give a proper answer. Immediate and right response
that is what counts. To overcome this difficulty, it is essential to realize
where the basic problems are.

Quite often interviews are conducted:

* to decide whether a person/interviewee should be given a job;

+ to find out his or her opinion on a job-related problem so it can
be taken into account or printed, if it is, for example, a newspaper
interview;

* to assess whether a person is suitable for study at a college, efc.;

* to get answers for other questions.

So, our advice is: first think about the goals of an interviewer and
the kind of answers you should give. Do you have any interview
experience? Have you ever had a talk that seemed like an interview?
Answer the dialogue questions, join the debate.
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

The other day I called Jane, my friend, and asked her some
questions. She referred me to you. So, James, I’d like to
ask you some questions. This time about an interview.
Those who interview you, are known as interviewers. There
are different types of interviews and different reasons for it.
Interviewers may also put so called targeted questions. In
any case you should visualize the situation quite well: assess
what the role of your answer may be.

James, what about your general attitude toward
interviewing? Are you afraid of being interviewed for a job,
for example?

Me? Never.

Why not, they may ask you tough questions.

Not afraid. Moreover, I welcome tough questions, even if |
can’t answer them. I want the interviewer to know my real
position. And, naturally, later (at the last stage of an
interview, for example) I’ll ask them about a salary. No, I’'m
not frightened. That’s my principle. Nothing to conceal,
nothing to be panicky over.

Got your message. Your position is clear enough. I believe
you should be proud of your straightforward attitude,
shouldn’t you?

I know there are special graduate assessment programs on
the market. So, lots of things are available to get the needed
information.

The interview setting and, maybe, it’s better to say seating,
does it worry you?

Me? Interview setting? Or seating? Why should I worry
about it? And you? Why do you care about it? Do you?
Yes, 1 do.

What baffles you, young lady? Fine atmosphere around,
interesting questions!

Nothing in particular, just my whim, I believe. For example,
if they sit behind the desk directly facing me, I may feel
frustrated. The matter is that some men may stare at me!
They are uncooperative, you know.

Uncooperative? What kind of cooperation do you want?
From those who judge? Feel uncomfortable? I guess you
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

should think it’s good. It just means that you are attractive,
and, naturally, you attract the attention of the people
around! How else can I interpret it?

Oh, you don’t understand me. A long meeting room table
would be a better setting for me. I’d feel more protected
that way. By the way, in the course of my job interview, should
I inquire about the company activities, or should I rather
keep quiet about it for some time?

Keep quiet for some time. It all depends on how the interview
is going. You are a lady, you should feel it. Where is your
intuition? In different cases they’ll ask you different questions,
right? So you answer differently. You should analyze the
situation immediately. Are you capable of doing it?

Now I follow you. My internal reaction should be
immediate. At the same time I should look quiet.

That’s it! As far as I know you, Ann, your reaction is always
quick. After all, you can always learn something about the
company prior to the interview, for example, in newsletters.
Or from friends.

There is one other thing, James. To put it roughly, it bothers
me. What do you think of references, for example? Are they
really necessary?

In my opinion, yes. What are references? It’s written
recommendations. Providing extra information and
guarantee for the company recruiting a new person. And
the more famous names you’ll mention, the better.

I have a bunch of friends. But I guess I can mention some
names.

Friends are not for boasting about, Ann. Friends are people
to talk to and share your ideas with. So job references are
essential.

I thought you’d say so. Real comfort to hear all that. How
will you characterize the purpose of a reference letter?
Nothing special. A reference letter is information on the
person you are recommending, why you think the
recommended person is qualified, and, I believe, it’s a good
idea to focus on the skills of an individual. If you address
somebody personally, you just say ‘Dear Mr. Smith’ and so

—69 —



Topic 8. Going through a Job Interview: Is It a Skill or Routine for You?

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

on. And if you are writing a general reference letter, you
may just write this way: “To Whom it May Concern’.

Can I avoid a salutation?

Certainly!

Should I mention why I write a reference letter?

No doubt.

Should I mention how the person’s skills match the position
one applies for?

If you know his/her skills, mention them.

What about summing it all up?

Follow the rules. I usually write that I ‘highly recommend’
Mr. Smith, or that I ‘recommend him without reservation’.
Or I may think about some other phrase. It depends on the
person and position.

And if a company needs more information?

You may promise to provide more information. You may also
give your phone number and e-mail address. And make sure
that the date and signature are there.

And one more question. Should you mention the situations
when you got acquainted with somebody?

Certainly! You may say, for example, (if it is the truth) that
the person was your partner in a small business, or that you
worked with that person for such and such period, and so
on. And as to specific traits, you may just state that he or
she is well-organized, competent, talented, and has a
rapport with colleagues. And, naturally, you may also add
that somebody’s communication skills are perfect. Today
communication skills are a great asset.

General communication skills?

General, of course.

And how should you finish your recommendation letter?
Any way you wish. The most common is as follows: Don’t
hesitate to ask any questions, if you have any, you are
welcome to contact me, efc.

And do they check the information supplied?

What world do you live in, Ann? Everything is checked and
re-checked nowadays. And if you excite somebody’s
curiosity, they may double-check you. Do you know that?
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Ann: Human curiosity knows no limits.

James: Better be an interesting person than suffer from lack of
interest toward you. Take it easy, dear. I guess men always
want to know much about ladies, don’t they? Take the
Hollywood world, for example. Speculation is always in the
air. And that’s what keeps the world moving. And in other
countries they often copy the Hollywood world.

Ann: Are you sure?
James: Absolutely!

English-Russian Vocabulary for the Topic:
Going through a Job Interview:
Is It a Skill or Routine for You?

assess
better setting

bunch of friends amep.; moc. group
of friends pase.

company activities; moc. company
line of business

facing me

general reference letter

graduate assessment program

great asset
have a rapport with

highly recommended
how the interview is going

human curiosity
interview experience

interview seating

OLIEHUBATh
0osiee KoMmGpOopTHas 00CTaAHOB-
Ka

HECKOJIbKO JIPY3eid, rpyrma/
KOMITaHUS Apy3en
mpoduIbHas AeITeIbHOCTD
KOMITaHUM, (DUPMBI

30. TIPSIMO HaTIPOTUB MEHSI
peKOMeHIaTeIbHOE MUCHhMO
o011ero xapakrepa
IporpaMma OLEHKU 3HaHUU
BBIITYCKHUKOB

0OJIBIIIOE TIPEUMYIIIECTBO
YCTAaHOBUTH (HOPMaJbHBIE)
B3aMMOOTHOIICHUS C (Kem-1.)
BCSTUCCKU PEKOMEHIYeMBbIi
Kak IpoTeKaeT/uaeT cobeceno-
BaHME

YeJI0BEYEeCKOe JIIOOOTILITCTBO
OITBIT B 00JIACTU BEACHMST WH-
TepBblo/cobeceT0BaHU I
MOPSITOK paccaakyd yJYacTHU-
KOB JUISI IPOBEJCHUSI cobece-
JIOBaHUS
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interview setting
interviewee

interviewer

interviewing

interviews are conducted
job-related problem

keep the world moving
lots of things are available

meeting room table
newsletter

nothing special

nothing to conceal, nothing to be
panicky over

provide extra/more information

recommendation letter
reference letter
references

salary

salutation

sit behind the desk
skills of an individual

small business
stare at smb.

00cTaHOBKa ITPOBeIeHUS cobe-
CeIOBaHUS

JaloIWii WHTEPBBIO, WHTEP-
BbIOMPYEMBbII

YeJIOBEeK, IPOBOISIINI cobe-
cenoBaHue/OepylIMil UHTEP-
BBIO

MpOLeCC UHTEPBbIO, UHTEP-
BBIOMPOBaHUE; coOeceT0BaHIe
cobeceoBaHMsI TIPOBOMASITCS
npo0bJjiema, cBsi3aHHas ¢ pabo-
TOU

Oylaromapsi 3TOMy 3eMJisl Bep-
TUTCS

MHOTO€, YTO MOKHO UCTIOJTB30-
BaTh

CTOJI IIST 3acedaHmit
WHGbOPMAIlMOHHBIN OroJTe-
TeHb (Hanp. 6 hopme 31eKmpoH-
H020 nuUcbMa, nepuoou4ecKy no-
CMYynaruezo no pacculike)
HUYETO OCOOEHHOTO

HWYETO He CKPHIBAaTh U HE T1a-
HUKOBaThb
MPeIOCTaBUTh/COOOIINUTH J10-
TMOJIHUTEIbHYIO MH(MOPMAIIUIO
PEKOMEHIATEIbHOE TTHCHEMO
PEKOMEHIaTeIbHOE TTHChMO
PEKOMEHIAIINHY, OT3BIBBI
3apruiata

MPUBETCTBUE (6 denosoil nepe-
nucke)

CUJIETh 3a CTOJIOM
npodeccruoHaabHbIE KayecTBa
YejioBeKa

MaJIblii OM3HeC

CMOTPETh B YIOP,/YCTaBUTHCS
Ha KOro-JI.



VerpauBaemcst Ha paboty. Maem Ha cobeceoBaHuMe. ..

straightforward attitude
summing it all up
targeted questions

tough questions; moc. hard questions

visualize the situation

NpsIMOI Monxof (k uemy-a.)
CYMMUPYS BCe BBITIIECKa3aHHOE
BOITPOCHI C IMOATEKCTOM (Hanp.
80 8peMsi UHmMepebio, cobecedo-
8aHUSL)

TPyIHBbIE BOIIPOCHI;

MIpSIMBbIE OECKOMITPOMUCCHBIC
BOIIPOCHI

JKMBO/SIPKO MIPEICTaBISATh ce0e
CUTYallNIo/TO, O YeM UIIET PeUb
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Bulls and Bears on the Market Scene.
What Does It All Mean?

Now it is virtually impossible to imagine our life without a stock
exchange as an economic institution. What is it? Actually, it is a
market or marketplace in which stocks, common stock equivalents,
and bonds are traded by members of the exchange, acting as
brokers and dealers and traders. Now since this is a place where
people try to make money they try to break into a market of this
kind.

Once they are there, they try to capture the market or monopolize
it. Different things may happen there: the marketplace may be
flooded with goods, for example, with grain, or oil, or gas, or gold,
or it may be short of goods. As a result, it may be active or inactive.
If inactive, some other words may be used, for example, it may be
called sluggish or dull. If nothing changes, it’s stable or steady.
Let’s debate the issue.
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

I know there are some securities issued by design
institutions. I know they are bought and sold on stock
exchanges. I’d like to learn more about everyday business
of organized markets. James, as a specialist in business
and finance, can you throw any light on this issue?
It’s my pleasure!

When talking business, I always have to picture the
situation on the stock exchange, I know some things
about markets, a general situation, so to say. I’m sure that
extra knowledge about the stock market will make me
more efficient in any business in general. I’'m especially
interested in a foreign exchange market. So far, you know,
I was connected only with a consumer market.

I know that some ladies prefer a consumer market as a
place to spend their money on. Now when we are
talking about stock do you want to play on the stock
exchange? Not scared? Are you not afraid to plunge into
this harsh world? This is not turning the pages of fashion
magazines!

Come on, James. When have you seen me turning the
pages of a fashion magazine? I want a general picture, as
I’ve said, and I’d like to learn some special terminology
to begin with. And only then I may be ready to enter a
market. For example, you can’t negotiate well if you
don’t know how to operate on the market.

Okay. You’ve convinced me. So, first of all, remember
once and forever that a stock market does not own shares.
It’s a stock market where buyers work together with
sellers. Every public stock trades on one of several possible
exchanges such as the NYSE or AMEX. What’s in your
plans, Ann, by the by? To trade stocks?

As I’ve said, no specific plans now. I just want to gain
extra knowledge. Sure thing, with time, I may act but
only through a broker. An extra buck won’t do any harm,
1 suppose.

Stocks, you say. What are stocks? Just some pieces of
business. You divide your business into pieces and then
sell them. You sell, somebody buys. Prices of selling and
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Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

Ann:

James:

buying change all the time. You can make money on the
difference.

How interesting!

I