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IHEPEJIMOBA

Meroauuni pexkoMeHalii A0 TMPAaKTUYHUX 3aHATh 3 aHMVIMCHKOI MOBH 32
npodeciiiHuM CHpSIMYBaHHSIM OpPIEHTOBAHO HA MAariCTPaHTIB IMEJAroriyHUX YHIBEPCUTETIB
MEPIIOro POKY JE€HHOI (OpMH HAaBUAHHS, K1 BUBUAIOTh AHTJIINCHKY MOBY SIK 000B’SI3KOBHI
KOMIIOHEHT ~OCBITHBO-TIPOQECIiHOT MporpaMu 3a CHEIIadbHOCTSIMH Taily3eid 3HaHb
01 Ocgira, 02 Kynbrypa i Mucrentso, 22 OxopoHa 3/10pOB’sl.

OcHoBHOIO MeTOI0 Kypcy «lHO3emMHa MoOBa 3a mMpodeciiiHUM CHpSIMYBaHHAMY €
dhopMyBaHHS aHIJIOMOBHOI KOMYHIKaTMBHOI KOMIIETEHTHOCTI B cdepi mpodeciiinoro
CHUIKYBaHHS B YCHIM 1 mnHMCbMOBIM Qopmax; ¢opMyBaHHA Ta BIOCKOHAJICHHS
JIHTBOCOITIOKYJIBTYPHOI Ta HABYAJILHO-CTPATET19HOI KOMIIETEHTHOCTEH MaOyTHIX (axiBIIiB
y MeXax BH3HAUEHOI MPOrpaMHOi TEMAaTHKU Ha 3acajax MpodeciiiHoi opieHTalii Ha
3aHATTAX 3 aHTIIHCHKOI MOBH.

MertoauyHi pekoMeHaaIlii MICTATh 3 poO3ALIH, sKI 3a TEMaTHKO-CUTYaTHUBHUM
3MICTOM, MOBHUM 1 MOBJICHHEBUM MaTepiajioM BIJMOBIIalOTh poOO0UYiil mporpami 3
HaBYAJIbHOI AucHMIUTIHU «[HO3eMHA MoBa (aHriiiickka) 3a mMpodeciiHUM CHpPSIMYBAHHIM
JUIS MariCTpaHTiB MEPIIOTO pOKy JeHHOoi (opmu HaBuaHHs, a came: «llomyk poOoTu»,
«Hanmmcanus pestome», «CmiBOeciga 3 poboronaBuem», «TenedonHa po3MoBay, «/lioBa
KopecrnoHeHIIis», «Bukopucranus Intepuery», «HaBuanus B yHiBepcuteTi», «MalOyTHs
npodecist Ta ChOroAHIIHA 3alHATICTHY Ta «lIpe3eHTaniss pe3ynbTaTiB HAYKOBOI'O
JIOCITIJKEHHS.

KoxHuil po3min ckiagaeTbcss 31 CTPYKTYPHHX YacTHUH, SKi CIPSMOBaHI Ha
dbopMyBaHHS TEBHUX KOMIIOHEHTIB Npo(eciiHOl  aHIJIOMOBHOI  KOMYHIKaTUBHOI
KOMIIETEHTHOCTI MariCTpaHTiB: MepesiKy 3aBJaHb 0 MPAKTHYHOTO 3aHSTTS, TEMATHYHOTO
MOBHOTO MaTtepiany s GopMmyBaHHs JiekcndHoi kommneTeHTtHocti (Topical Vocabulary),
TEKCTIB 1 3aBAaHb i1 (OpMYBaHHSI KOMIIETEHTHOCT] Y YMTAHHI i1 ay/lifOBaHH1, 3aBJaHb JJIs
(dbopMyBaHHS KOMIIETEHTHOCTI Y TOBOPiHHI Ta MUCEMHOMY MOBJIEHHI B cdepi mpodeciiHOTro
CHUIKYBaHHS, a TAKOX 3aBJIaHb JJII CAMOCTIIHOT poOOTH.

3anpornoHOBaHl HaBYallbHI ~ MaTepiaii  pPO3KPUBAIOTH  aKTyaldbHI  MpoOjemMu
npodeciiiHoi  KOMyHiKallii, HagalTh HEOOXiAHy iH(oOpMalilo y KOMYHIKaTHBHO
3YMOBJICHOMY KOHTEKCTi, TPYHTOBHO 3HAaHOMJISATH 3 1HO3EMHHUM JOCBIZIOM MIiJIOBOTO
CIUIKYBaHHS, CIIPUSIOTh MOJAIBIIIOMY BUKOPUCTAHHIO MOBHOTO / MOBJICHHEBOTO MaTepiany
M1/ Yac BUCIIOBJICHHS i apryMEHTYBaHHSI CBO€T MO3HIIi{, 0OMiHY JyMKaMu y pi3HUX Gopmax
(muckycid, AUCTYT, Ipe3eHTAaIlis TOLIO).

[IpodeciitHo  opieHTOBaHI  3aBHaHHS  MOCIOHMKA  CHPUSIOTH  ITiIBUINCHHIO
e(pEeKTUBHOCTI MIATOTOBKM SK MaWOYTHIX yduTeNiB Tak 1 (paxiBIiB IHIIMX Taly3ew,
CTUMYJIIOIOTH PO3BUTOK X Mi3HABAJIBHUX 1HTEPECIB, MIATPUMYIOTh MOTHBAIIIO 10 BUBYEHHS
aHTITIMCHKOI MOBH 3 METOIO PO3IMIMPEHHSI KOHTAKTIB 31 CBITOBOIO aKaJ€MIYHOIO CHIIBHOTOIO,
y4acTi y MDKHApPOJIHUX 3aX0/1aX, CTAXKYBaHHS 3aKOPIOHOM.

MeToauyHi BKa3iBKM TaKOXK MOXKHA PEKOMEHAYBATH [UIS CaMOCTIHHOI poOoTH 3
dbopmyBaHHS TIPOQeciiiHOl aHTIIOMOBHOI KOMYHIKATUBHOI KOMIIETEHTHOCTI MAariCTpaHTIB
3a04HOi ()OPMH HABYAHHS BIJIMOBITHO /10 BUMOT HABYAJILHUX MPOTPaM.



PO3ALJI 1. IIOIYK POBOTH

TEMA 1.1. [IOIYK POBOTU. OI'OJIOIHIEHHS ITPO ITOLIYK POBOTU /

OI'OJIOLIEHHS ITPO BAKAHCIL. BUMOTI'M 1O KBAJII®IKAILIIL.
IpakTuyne 3aHaTTa 1, 2

3ABJJAHHS JIO TIPAKTUYHOI POBOTH:

Task 1.

Task 2.

Task 3.
Task 4.

Task 5.
Task 6.

Study the Topical vocabulary. Read the text “THE KIND OF JOB YOU WANT”
and answer the questions:

1) What is the first step in a successful search for a job?

2) What questions must you ask yourself when beginning to search for a job?

3) What methods of finding a job do you know?

Answer the questions; try to identify your interests.

1) What are you looking for: money, power, prestige, security, travel opportunities,
spare time?

2) How important are the salary, environment, benefits, and job stability?

3) Do you enjoy working with people, information, or things?

4) Is it important to be your own boss?

5) What is your idea of a perfect job? A perfect boss? A perfect colleague?

Read and translate the text "Want Ads". Write out the unknown words.

Answer the questions:

1) Why should you read the want ads?

2) What information can you find in a want ad?

3) Why isn’t it easy to read ads?

4) What suggestions will help you to use want ads effectively?

Read and translate the text from Ex. 10. Write out the unknown words.
Ex.11. Write a letter of application, follow the example in Ex. 10.

UNIT 1. JOB SEARCH
Lesson 1, 2. Job Search. Job/Vacancy Adds. Professional / Qualification Requirements.

TOPICAL VOCABULARY

your job interests and concerns TyT: poboTa, sixa Bac 1ikaBuTh

job advertisements = want ads OTOJIOIICHHS PO MPHIOM Ha poOOTy

to apply for a job 3BEPTATHUCS PO MPHUIOM Ha pOOOTY

employer poboToaBeIb

required and preferred qualifications OOOB'SI3KOBI ~ Ta  OakaHi  BUMOTH  JIO
KBamidikaii

job search HOIIYK poOoTH

resume / curriculum vitae (CV) pes3oMe

chronological resume XPOHOJIOTTYHE PE3tOMe

accomplishment JIOCATHEHHS

cover letter CYIIPOBITHUH JTUCT



recruitment HaOip

position rocaaa

vacancy, job opening BaKaHCis
application 3asBa

applicant, candidate MPETEHICHT, KaHAuIaT
career Kap'epa

experience JOCBIJT

background Oiorpadivni qaHi
reference PEKOMEHTaITist
employ/recruit/hire HaiimMatu Ha poOoTy
discharge/lay off /dismiss 3BUIBHATH

to earn 3apo0asATH

term of probation BUIIPOOHUI TEPMiH
curriculum vitae (CV) aBToOiorpadis
cover/accompanying letter CYIIPOBITHHH JTUCT
marital status CIMEHHHMH CTaH
hunting for a job MOITYK po0O0TH
personnel department BIJUILT KaJpiB

1. Read and discuss the text.
THE KIND OF JOB YOU WANT

The first step in a successful search for a job is to decide on the kind of job you want
and the kind you are qualified for. This means that first you should answer the questions
"What can | do well?" and "What do | really want to do?" Begin with thinking about the
work you can do. Include work you have been trained to do, work you have actually done,
and work you enjoy doing. Therefore, you have to answer some questions: Do you like to
work with your hands? Do you like to work outdoors? Do you like to work with others?

Next, talk to as many people as possible about your job interests and concerns. Talk to
your friends, neighbours, and your family or relatives. These contacts may help you to get
more information about different jobs; to form a "network" of people interested in helping
you; to find people who work (or who know people who work) in the area of your interest;
each discussion will give you additional practice in expressing yourself.

Now when you know the kind of job you want, the next question to answer is "Where
can | find that job?"

People use many methods of finding a job. They answer job advertisements (want
ads), or apply directly to employers. Of course, some methods are better than the others.

N

. Read, translate and try to identify your interests.

What are you looking for: money, power, prestige, security, travel opportunities, spare
time?

How important are the salary, environment, benefits, and job stability?

Do you enjoy working with people, information, or things?

Is it important to be your own boss?

What is your idea of a perfect job? A perfect boss? A perfect colleague?

=
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3. Read and translate the text. Write out the unknown words.
"WANT ADS"

"Want ads" are job advertisements you can find in the classified advertising section
of newspapers, professional or trade journals. You should read the want ads at least for two
reasons:

« to learn more general information about jobs available;

« to learn specific information about a particular job that is of interest to you.
The ad may tell you about the education and work experience required for the job,

the location of the job, the working hours, and the pay. It also tells you how to apply for
that particular job.

Some want ads say that certain qualifications are required, while other qualifications
are preferred or hoped for. The employer will try to find someone who has all of the
required and preferred qualifications. However, if no one has all the qualifications that the
employer requires and prefers, he may hire someone who has only some of those
qualifications. It is usually best to apply only for jobs for which you have at least all the
required qualifications. However, this is not always true.

Not all want ads are easy to read. The longer a want ad is, the more money it costs to
print. In order to save money, employers leave unnecessary words out of the advertisement.
They also use abbreviations.

There are many good reasons for using the want ads in your job search. The
following suggestions will help you to use want ads effectively:

a) Remember that want ads are only one of the methods you may use. Save time to
use other methods.

b) Reading all the want ads you will learn useful general information.

c) Avoid ads that make unrealistic offers.

d) Analyze ads, which are of interest to you.

e) Determine your qualifications for that job.

f) Act quickly, effectively and stay cheerful!

4. Read and discuss the samples of want ads. Compare the ordinary and abbreviated
advertisements.

Ordinary want ad Abbreviated want ad
Type of job AUTOMOTIVE PARTS AUTO PARTS
COUNTER SALESPERSON CTR SALES
Work experience 2 Years Experience 2 yrs exp. & H.S. req.
Education required High School Graduate
Working hours 5 days, Mon.-Fri. M-F
Pay $9.00 hour $9/hr
How to apply Apply in person, before 10:00 a.m. | Apply before 10 am
CARSONS SUPPLY CARSONS

4396 Melrose Ave. 4396 Melrose




5. Let’s speak about the personal features. Match the definitions in A with the correct
adjectives or phrases in B. Try to describe your features of character for the future
employer.

A B

1. wants to get to the top a. sensitive

2. open and friendly b. creative

3. doesn't get tired easily c. attentive to detail
4. can change people's opinions d. ambitious

5. doesn't get angry or irritated quickly e. adaptable

6. can produce new ideas f. independent

7. thinks of other people's feelings g. outgoing

8. doesn't mind changing his/her habits h. energetic
9. can work alone I. persuasive

10. regularly checks the quality of his/her work . patient

6. Write a short description of someone you like (or dislike) in your personal or
professional life.

MODEL.: My boss is very energetic. She works about 12 hours a day. She is a patient
woman, and always has time to talk to us if we have a problem.

7. Read the text and try to retell it.

The United States leads the industrial nations in the proportion of its young people
who receive higher education. For some careers — law, medicine, education, and engineering
— a college education is a necessary first step. More than 60 percent of Americans now work
in jobs that involve the handling of information, and a high school diploma is seldom
adequate for such work. Other careers do not strictly require a college degree, but having
one can often improve a person's chances of getting a job and can increase the salary he or
she is paid.

8. Read and translate the part of the interview. Is it hard to find a good job nowadays?

A: That's great. You said that you did start working after your children grew up.
Where did you work or what did you do?

B: Well, I had a hard time finding a job because jobs were very hard to find, but finally
| had a job with the state and | worked for the state and | got a job there, but my experiences
of getting a job after high school were terrible. It was so bad. It was terribly hard to get a
job. And all 1 wanted to be at that particular time was a court stenographer. | loved
shorthand and everything | heard | was taking it down, and | was so naive, | thought all 1
had to do was be smart and be ready, and | was.

9. Look and try to analyze these ads for job openings.

1) Dental Receptionist/Secretary: Part-time. Bilingual Spanish/English. Mature, bright.
Respond with qualifications and salary requirements, Larkin Agency, 23rd Street. Pittsburgh,
PA 15260.



2) Matsuda of Tokyo: Opportunities available for salesperson in Philadelphia boutique.
Send resume with salary requirement and references to Nicole. 109 Broad St., Philadelphia,
PA 19105.

10. If you want to get a job about which you’ve read in the want ads, you have to send a
letter of application. Read the instructions how to write it better.

1. Remember that the first impression is very important.
2. Type the letter neatly on good stationery.

3. Check for spelling mistakes. Use a dictionary if you are not sure of a word. Retype
the letter if necessary.

4. Describe yourself, your qualifications, and your experience clearly.

5. If the ad tells you to write for an application form you do not need to give detailed
information in your letter.

6. Follow standard business letter format. Address the letter and envelope clearly.

ALETTER
421 Lafayette Drive, Apt. 317
St. Paul, Minnesota 56106
April 4, 2020
Personnel Department
Continental Computer Corp.
935 Watson Ave
St. Paul, MN 55101

Dear Sir or Madam!

In reference to your ad in today's “Standard” I am interested in the opening for a trainee
computer programmer. Please send me an application form and any further details. Thank you
for your attention to this matter.

Yours truly,

Ashley Smith

11. Write a letter of application.



TEMA 1.2 PE3IOME. BU/I PE3IOME.
OCHOBHI BUMOI'M 10 CKJIALJAHHA PE3IOME.
IIpakTHyHe 3aHATTS 3

3ABJJAHHS 1O ITIPAKTUYHOI POBOTU:

Task 1. Read the text “THE RESUME” and answer the questions in written form:
1. What is a resume? What are the basic requirements for a good resume?

2. How many types of resumes do you know? What do they differ in?

3. What type of resume is the most popular with the recruiters?
Task 2. Read and translate the text from Ex. 3. Write out the unknown words.
Task 3. Answer the questions in written form:

1. What information is recommended to exclude from your resume?

2. Which of special suggestions that can help you write a perfect resume do you

think are the most important?
Task 4. Look through the sample of a resume in Ex. 4. Write out and translate the unknown

words.
Task 5. Write your resume (see Appendix).
Task 6. Ex. 5, answer the questions which can be asked during the interview.

UNIT 1. JOB SEARCH
Lesson 3. Resume. Kinds of Resume. Basic Requirements for Writing a Resume.

1. Read and translate the texts. Write out the unknown words.

THE RESUME

A Resume or Curriculum Vitae (CV) is an objective written summary of your personal,
educational, and experience qualifications. It packages your assets in the form of a convincing
advertisement, which sells you for a specific job. A resume is a kind of written sales
presentation. An effective resume creates a favorable impression of you while presenting
your abilities and experience. The basic requirements for a good resume are:

* brevity: one page is preferable, but not more than two pages;
* top quality paper;

» perfect spelling and grammar;

* no typographical errors;

» attractive layout.

Your personal data sheet contains most of the information you need, to prepare resume.
Now you have to select and arrange that information in the way that best relates your
background to the work you seek. Every resume is an individualized presentation of your
qualifications for a particular job. It means that you may prepare a few different resumes,
depending on the types of jobs you are applying for. You can choose from among four types of
resumes:



v" Chronological resume lists work experience or education in reverse chronological
order. It describes responsibilities and accomplishments associated with each job or educational
experiences.

v Functional resume lists functional skills and experience separately from employment
history.

v/ Combination (functional/chronological) resume draws on the best features of the
chronological and functional resumes. It highlights applicant's capabilities and includes a
complete job history.

v’ Targeted resume emphasizes capabilities and accomplishments relating to the specific job
applied for. Work experience is briefly listed in a separate section.

The Requirements for a Resume

A resume should show an applicant’s qualification for a specific job. It should
include your name, address, and telephone number; an employment objective; educational
and training data: a list of previous work experience. The list should start with your present
or with your last job that shows qualifications for the work you want now.

All this data should be listed in an easy-to-read form. If possible, all of the
information should be on one page. Type your resume on standard size business stationery.

The interviewer usually sees the resume before he sees the applicant. The resume
gives the first impression of the applicant to the employer. It should be neat and well
organized.

2. To strengthen your resume you may use action verbs like (try to learn them by
heart):

Analyzed — anani3yBas Participated — 6paB yuacTb

Administered, managed — BiB cripaBu, KepyBaB Performed — Bukonas

Completed — npoBoiuB (poboTY) Planned — rutanyBaB

Created — cTBOproBaB Proposed — 3anpornonyBas

Evaluated — Bu3HauaB (KiibKiCTh, BapTicTh);  Provided — 3abe3meuuns
MiApaxoByBaB Researched — nocmimxyBas

Implemented — BripoBaKyBaB Solved — BupimmB (mpobiiemy,

Improved — ynockonasoBas 3aj1a4y)

Investigated — gocaiguB, BUBYUB Streamlined — MmozepHi3yBaB

Organized — opranizyBaB Supervised — 3aBigyBaB

Supported — niaTpumMyBaB

3. Knowing what to exclude from your resume is as important as knowing what to
include. Here is a list of details to exclude from your resume:

v’ Height, weight, hair or eye colour;
v' Comments about your family, spouse, or children;
v" Your photograph (unless you are applying for modeling or acting job);



v" Travel restrictions;

v' Preferences for work schedule, days off, or overtime;

v' Salary demands or expectations.

Very few people have good resumes. If English is not your native language or if you
come from another country, it can be even more difficult to know the right things to do. Some
special suggestions will help you write a perfect resume:

1. Adapt your resume to the information you have gathered about the employer and
the job you want.

2. Use action verbs, they will bring your resume to life.

3. Avoid the pronoun “I”. Describe your skills and capabilities by using as many
specific words as possible.

4. Highlight your accomplishments and achievements.

5. Keep it simple and clear: two pages at most.

6. Be truthful, don't exaggerate or misrepresent yourself. Remember that employers
check the information.

7. Don't mention salary.

8. Avoid long sentences. Use the minimum number of words and phrases but avoid
abbreviations.

9. Place headings at the left side of the page, and the details relating to them on the right
side. Looks are important. The resume should be typed with plenty of white space and wide
margins.

10. Make sure there are no errors in spelling, punctuation, or typing.

11. Don't sign or date the resume.

12. Always send an original of your resume. Don't send a photocopy.

13. Keep copies of resumes on file for future reference. Once you have a job, update your
resume on a regular basis.

4. Look through the sample of a resume. Write your resume.
OLEKSANDR KOVALENKO

Dimitrov Street 17, Kiev, Ukraine

Phone: (044) 333-33-33 E-mail: petro20@ukr.net
PERSONAL INFORMATION

Date of birth: 6 February, 1989

Place of birth: Ukraine, Kiev

Marital status: married (single)
OBJECTIVE

Getting the sales manager position (to improve the professional skills, to have an

opportunity for growth...)
EDUCATION

September 2020 — to present Sumy Makarenko State Teachers’ Training University;
Master’s program student, Department of Physics and
Mathematics




September 2016- June 2020 Sumy Makarenko State Teachers’ Training University;
undergraduate student, Department of Physics and
Mathematics

2005-2016 Sumy comprehensive school #9
EXPERIENCE
July 2019 Summer camp “Chaika”; counselor
Responsible for up-bringing work in the detachment.
June 2020-August 2020 Supermarket “Oscar”; assistant of sales manager

Answered telephone calls, filed documents, business
letters writing.

ADDITIONAL SKILLS

Computer literate: IBM PC user: MS Office; Windows 7, Vista, XP; Microsoft Word,

Microsoft Excel; Adobe Acrobat; proficient Internet user.
Languages: Ukrainian — mother tongue, English — free speaking, German — beginning, good
working language of Poland.

Driver’s license.

Excellent interpersonal and communication skills.
INTERESTS

Computers, football, reading (drawing, embroidery, hiking, running, amateur painting etc.)
ACTIVITIES

Member of Student’s Committee (group leader, vice-leader of the group, etc).

5. Interview another student. Write down his /her answers:
1. What kind of job are you looking for?
2. Are you working now? What do you do?
4. How long have you been working there?
5. What jobs have you had? And exactly what did you do?
6. Tell me about education and any special training you have had.
7. What other skills do you have?
8. What hours can you work?
9.Why do you want to change your job?
10. Do you have any questions about the job?



TEMA 1.2 OCHOBHI BUMOI'M 10 CKJIAJJAHHA PE3IOME.
IIpakTuyHe 3aHATTA 4

3ABJJAHHS 1O ITIPAKTUYHOI POBOTU:

Task 1. Revise the Vocabulary of Lessons 1-3.
Ex.1. Fill in the gaps with the suitable word.

Task 2. Study the Topical vocabulary. Read and translate the text “BEFORE YOU START:
FIVE BASIC PRINCIPLES FOR A GOOD CV”. Write out and translate the
unknown words.

Task 3. Answer the questions!

Task 4. Read and translate the example of European CV. Write out and translate the
unknown words. (see Appendix: ECV template)

Task 5. Write your own European CV according to the example.

UNIT 1. JOB SEARCH
Lesson 4. Basic Requirements for Writing a Resume.

1. Fill in the gaps with a suitable word.

1. The company usually advertises the In a newspaper.
a) job interview b) job title  c) job requirements d) job vacancy
2. Find as much as possible about the company you are going to for a :
a) job advertisement b) job title  c) job interview d) job vacancy

3. If you want to write a good resume you must know the :

a) chronological resume b) covering letter  c) basic requirements d)job interview
4. Job advertisement usually gives the description of the :

a) targeted resume  b) business letter  c) working conditions d) applicant’s needs
5. At first a company chooses the best candidate and then makes an :

a) appointment b) salary C) experience d) qualifications

6. emphasizes capabilities and accomplishments relating to the specific job
applied for.

a) combination resume b) functional resume

¢) chronological resume d) targeted resume
7. It’s better to highlight your skills, in your resume.

a) travel restrictions b) job vacancy c) letter of application d)professional experience
8. When you write a business letter try to use sentences.

a) narrow b) wide c) short d) long

9. A machine which can send a duplicate of message, document, design or photo is

a) fax b) telex c) e-mail d) personal computer
10. The is a vast global network of networks connecting computers across the
world.



11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

29.

30.

a) laptop b) Internet
Spam are usually unsolicited

¢) e-malil

a) application form  b) curriculum

d) PC

which are unwanted by the user.
a) e-mail messages b) fax transfers c) business negotiations d) telephone conversations
Secretary is usually responsible for doing

for the boss.

vitae  c) paper work  d) job vacancy

mail is much faster than traditional mail.
a) electronics b) electric c) electricity
Telex messages have their own
a) addressee b) language c) number
We give the a few catalogues of our products.
a) customers b) applicants C) vacancies
Business-to-business letters are intended for company to

d) electronic
d) operator

d) addressers
communication.

a) client b) company c) applicant d) co-worker
Most business are arranged by telephone.

a) telexes b) partners c) letters d) appointments
An is used to take calls when the individual is out.

a) electronic mail b) extended number c) answering machine  d) urgent call

Requires for special training are normally included in the :
a) want ad b) targeted resume c) invitation letter d) job interview

are usually excluded

from the resume.

a) work objectives  b) salary demands c) personal interests d) special skills

Make sure message can be understoo
a) like b) more

Ask caller to hold
a) the line b) PC

The ad may tell you about

d :
c) clearly

c) letters

d) sure

d) appointments
for the job.

a) resume b) the Internet
C) business letter requirements

E-mail is a way of sending a message from one computer to

d) the education and work experience
Before the job interview find out all you can about
a) means of telecommunication  b) telephone units

a) electronic mail b) one or more other computers

Don't mention in your resume.

c) company d) dress

C) letters d) urgent call

a) telephone number b) education experience c) work experience d) salary

The company makes a short list of the most suitable candidates and invites them for

There are ___ types of a resume.

a)4 b) 3 c) 2
an__

a) education b) experience
Can you put me ?

a) away b) thought

A resume is a kind of written sales

d) 6

C) interview

c) though

d) appointment

d) through



a) presentation b) license C) requirement d) schedules
TOPICAL VOCABULARY

Reject

to shortlist

comply with

exceed

highlight
placements
traineeships
Quantify

relevant information

2. Read and translate the text “Before you start: Five basic principles for a good CV”.
Write out and translate the unknown words.

BEFORE YOU START: FIVE BASIC PRINCIPLES FOR A GOOD CV

1. Concentrate on the essentials

v' Employers generally spend less than one minute reading a CV before deciding to
reject it, or to shortlist it for detailed consideration. If you fail to make the right impact, you
missed your chance.

v If applying for an advertised vacancy, always ensure that you comply with any
application process entirely. The vacancy notice might specify: how to apply (CV,
application form, online application), the length and/or format of the CV, whether a
covering letter is required, etc.

v Be brief: two A4 pages are usually more than enough, irrespective of your
education or experience. Do not exceed three pages. If you hold a degree, include your
secondary school qualifications only if relevant to the job in question.

v Is your work experience limited? Describe your education and training first;
highlight volunteering activities and placements or traineeships.

2. Be clear and concise

v" Use short sentences. Avoid clichés. Concentrate on the relevant aspects of your
training and work experience.

v’ Give specific examples. Quantify your achievements.

v' Update your CV as your experience develops. Don’t hesitate to remove old
information if it does not add value for the position.

3. Always adapt your CV to suit the post you are applying for
v" Highlight your strengths according to the needs of the employer and focus on the
skills that match the job.




v Do not include work experience or training which is not relevant to the
application.

v Explain any breaks in your studies or career giving examples of any transferable
skills you might have learned during your break.

v’ Before sending your CV to an employer, check again that it corresponds to the
required profile.

v Do not artificially inflate your CV; if you do, you are likely to be found out at the
interview.

4. Pay attention to the presentation of your CV

v' Present your skills and competences clearly and logically, so that your advantages
stand out.

v" Put the most relevant information first.

v’ Pay attention to spelling and punctuation.

v' Print your CV on white paper (unless you are asked to send it electronically).

v’ Retain the suggested font and layout.

5. Check your CV once you have filled it in

v Correct any spelling mistakes, and ensure the layout is clear and logical.

v Have someone else re-read your CV so that you are sure the content is clear and
easy to understand.

v Do not forget to write a cover letter.

3. Make up 10 questions to the text and ask your groupmates.

4. Choose a sample 1) ECV template or 2) Resume/CV (see Appendix or use QR Code)
Write a CV according to the chosen sample.



TEMA 1.3. CIIIBBECIJIA 3 POBOTOAABIIEM.
OCHOBHI BUMOI'M TA HOPMU ETUKETY.
PEKOMEHJALIIL IIIOAO YCIIIIHOT'O IMPOXOXKEHH CIIIBEECIJIN.
IIpakTH4yHe 3aHATTA S

3ABJJAHHS JIO TIPAKTUYHOI POBOTH:

Task 1. Read the text “The Job Interview” Write out the unknown words.
Task 2. Answer the questions in written form — Ex.2.

Task 3. Read and translate the text — Ex. 3. Write out the unknown words.
Task 4. Give your advice to a candidate.

Task 5. Answer the questions in written form — Ex. 4

UNIT 1. JOB SEARCH
Lesson 5. An Interview with an Employer. Basic Etiquette Requirements and Rules.
Guidelines for a Successful Job Interview.

1. Read the text “The Job Interview”. Write out the unknown words. Make up a plan of
preparing to your future job interview.
THE JOB INTERVIEW

A job interview is your opportunity to present your talents to a prospective employer.
During the interview, the employer judges your qualifications, appearance, and general
fitness for the job. Equally important, the interview gives you a chance to evaluate the job,
the employer, and the company. The interview helps you decide if the job meets your
career needs and interests and whether the employer is the kind you want to work for.

To present your qualifications most advantageously, you have to prepare for the
interview: you should know how to act to make the interview an opportunity to "sell" your
skills.

Well, what makes a good interview? First, good preparation before the interview.
Three simple guidelines will help you. Guideline number one is — find out as much as
possible about the company where you are going for an interview. For example, you can get
a lot of useful information from the company's brochures, annual reports, and catalogues.

Two, find out if the interview is with one person or with a group of people, and what
their jobs are. It's very useful to know something about the interviewers before you meet
them. And three, make a checklist of the questions you want to ask at the interview.
Remember an interview is two-way process. The company finds out as much as possible
about you, and you find as much as possible about the company.

So, that's what you need to do before the interview.

Now the interview itself. There are seven more guidelines to remember here.

Guideline number four: dress smartly. A suit or something formal is best.

Five, arrive in good time. Arriving late for the interview is the worst thing you can do.



Rule number six: create a good first impression. First impressions are very important.
Start the interview with a smile, a firm handshake, and a friendly manner.

Guideline number seven: try to stay positive and relaxed during the interview. | know
that's difficult. As a rule, people don't feel relaxed, but your body language gives the
interviewer a lot of information about you. You want that information to be positive.

Number eight: don't give only “Yes” or “No” answers. Talk freely about yourself, give
reasons for your opinions, and explain why you're interested in the job.

Nine: ask questions. Remember the checklist of questions you prepared before the
interview. Show you're interested!

Finally, guideline number ten: learn from the interview. Analyze your performance
afterwards and think how you can improve the next time!

2. Answer the questions:

1. How do you understand the meaning of the word “the job interview”? 2. What does
the employer judge during the interview? 3. What makes a good interview? 4. Which
guidelines do you think are the most important? Why? 5. Can you give any other advice to a
candidate?

3. Look through the plan of the job interview. Can you give any other advice to a
candidate?
Before the interview:

1. Find out all you can about the company.
2. Find out the interviewer’s name and office phone number.
3. Find out where the interview is held.
4. Find out how to get there and how long it will take you to get there.
5. Make sure you know what the job involves.
6. Dress to look clean and neat.
During the interview:

1. Arrive early. Call ahead if you’re delayed.
2. Try to smile and show confidence.
3. Ask questions and show interest in the job.
4. Be polite, listen carefully, and speak clearly.
“Don’ts™:
1. Don’t panic, even if faced by more than one person. (Breathe deeply and
remember all your good points.)
2. Don’t slouch or look bored. (Stand and sit straight, make eye contact.)
3. Don’t smoke or chew gum.
4. Don’t give one-word answer or say you don’t care what you do.

4. Answer the questions.

1. What is your future profession? / What is your profession /occupation? 2. Had you a
dilemma in choosing your profession /occupation? 3. What subjects have you always given
your preference to? 4. Did your parents (friends) impose their views, likes and dislikes on
you? 5. When did you make a choice to become a teacher (a musician, a designer, etc.)?



TEMA 1.3. PEKOMEHJIALIT OO YCIIIIHOTO TTPOXOKEHHS CITIBBECI/IN.

IIpakTHyHe 3aHATTSH 6

3ABJJAHHS 1O ITPAKTUYHOI POBOTU:

Task 1. Watch the video with the Example of Good Answers during the interview. Write

out and translate the unknown words from the screen.

Task 2. Study the List of Active Vocabulary and Useful Collocations.

Task 3. Read and translate the List of 10 questions with useful tips. Write out and translate

the unknown words.

Task 4. Answer these 10 questions in written form. Use the List of Active Vocabulary and

Useful Collocations.

UNIT 1. JOB SEARCH
Lesson 6. Guidelines for a Successful Job Interview.

1. The Example of Good Answers during the interview. Write out and translate the

unknown words from the screen. Use the
http://www.youtube.com/watch?v=qR-1hZJOq3U
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2. Study the List of Active Vocabulary and Useful Collocations.

. accurate

. active

. adaptable

. broad-minded

. competent

. conscientious

. determined

. honest

9. outgoing

10. reliable

11. self disciplined
12. sense of humor
13. successful

14. tactful

15. trustworthy

O~NOO OIS WN -

Active vocabulary: About yourself

TOYHUI

aKTUBHUU

TOM, 1110 3/TaTE€H aJanTyBaTUCs
13 IIMPOKHUM CBITOTJISIIOM
KOMIETCHTHUU

CYMITIHHUH

pluryanii

YECHUM

TOM, 1110 BMI€ TI0OpE CIIIKYBaTUCS
HAIWHUNA

MACHUILIIHOBAHUN

MOYYTTS TYMOPY

YCHIITHUN

TaKTOBHUIU

TOM, 10 3aCIyTOBYE HA TOBIPY

link or QR Code:


http://www.youtube.com/watch?v=qR-IhZJOq3U

Useful collocations
. to be good in figures — no6pe npairoBatu 3 1UGPaMU/BMITH PaxyBaTh
. to be a people person — 0yTH BiAKpHUTOIO, TOTOBOIO 0 CITIIKYBAHHS JIFOHHOIO
. to be a good listener — Bmitu ciryxatu
. to have a “can do” attitude — MaTu >XUTTEBY MO3ULIIO «3MOXKY!»
. to work well in team — noGpe npamoBaT y KOMaHi
. to have an eye for detail — 6ytu yBaxkuuM 110 netanei
. to get the best out of other people — orpumyBaTH Kpaliie Bix iHIINUX JTIOACH
. to be good at using your own initiative — BMiTH BUKOPHCTOBYBATH BJIaCHY iHHIIIaTUBY

O© 00 N O Ol & W N P

. to meet tight deadlines —morpumyBartucs niikHOTO TpadiKy
10. to keep calm under pressure — 6yTu CIIOKIHHHUM ITiJT 4aC MPECUHTY

3. Read the List of 10 questions with useful tips. Translate it.
THE LIST OF 10 QUESTIONS WITH USEFUL TIPS

1. Tell me about yourself
The most often asked question in interviews. You must prepare this answer

beforehand and think about everything that can be helpful. Talk about things you have done
and jobs you have had. Start with the first important information up to the present.
2. Are you a team player?

You are, of course, a team player. Be sure to have examples ready. Here should be
the information that shows your work for the good of the team rather than for yourself. This
is a good example of your team work.

3. Why should we hire you?

Show how you meet what the organization needs. Do not mention any other
candidates to make a comparison.

4. What irritates you about co-workers?

This is a trap question. Think very hard but do not mention anything that irritates
you. A short statement that you seem to get on with different people is great.
5. What is your greatest strength?

Numerous answers are good, just stay positive. A few good examples: Your ability to
find key points, Your problem-solving skills, Your ability to work under pressure, Your
ability to focus on projects, Your professional qualities, Your leadership skills, Your
positive attitude .

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

Do not be trivial. You should mention disloyalty to the organization, violence or
lawbreaking to answer this question.

7. Tell me about your ability to work under pressure.

You may say that you never panic and do everything to solve a problem. Give an
example that relates to the type of position applied for.
8. What motivates you to do your best on the job?



This is a personal feature that only you can say, but good examples are: Challenge,
Achievement, and Recognition.
9. Do you have any blind spots? (HeraTuBHi XapaKTepuCTHKH)

Trick question. If you know about your blind spots, they are no longer blind spots.
Do not think about real negative sides. Say that you are too hardworking and responsible.
10. Are you an ambitious person? In what way?

Here you need to tell about your goals that you’ve already achieved and that you
would like to achieve in future. Think about it and talk about real tasks that can improve you
like a person and good employee.

4. Answer these 10 questions in written form. Use the List of Active Vocabulary and
Useful Collocations.

1. Tell me about yourself.

2. Are you a team player?

3. Why should we hire you?

4. What irritates you about co-workers?

5. What is your greatest strength?

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

7. Tell me about your ability to work under pressure.

8. What motivates you to do your best on the job?

9. Do you have any blind spots?

10.Are you an ambitious person? In what way?




PO3A1JI 2. OCOBJIUBOCTI MIDKKYJIBTYPHUX KOHTAKTIB
TEMA 2.1. AIJIOBA TEJIE®@OHHA PO3MOBA. IOMOBJIEHICTb ITPO 3YCTPIY.

IpakTuyHe 3aHATTS 7

3ABJJAHHS 1O ITIPAKTUYHOI POBOTU:

Task 1. Study the Topical vocabulary.

Task 2. Read and translate the text “TELEPHONE ETIQUETTE”. Write out the unknown

words.

Task 3. Answer the questions in written form — Ex.2.

UNIT 2. CROSS-CULTURAL COMMUNICATION
Lesson 7. Business Telephone Conversation. Making an Appointment.

1. Read and translate the text “TELEPHONE ETIQUETTE”. Pay attention to the
topical vocabulary. Write out the unknown words.

TOPICAL VOCABULARY

to dial

to ring/ to call smb up

long distance/ international call
to call back

schedule

May/ Can I speak to...

Any message?

The line is busy / engaged
Don’t hang up. Hold on.

You are wanted on the phone
You have the wrong number
Can you put me through?

HabupaTu HOMEDP

J3BOHUTH TIO TeNEPOHY 0 KOTO-HEOYIh
MIXHaApOJAHA PO3MOBA
MepeI3BOHIOBATH

pO3KIIaa

MoskHa MEHI TIOTOBOPUTH 3 ...
[Ilocs nepenatu?

Jlinis 3aiiHdaTa

He xnanits TpyOKy

Bac no tenedony

Bu nomununucs Homepom

Uu MOXKETE B MCHE 3’ €THATH?

TELEPHONE ETIQUETTE

Everybody has tough days. Before picking up the telephone, smile. It will help a voice
sound pleasant even if not feeling pleasant. Here are some tips:

v" Be kind, polite, direct, enthusiastic, and speak with a strong voice.

v' Try to find a quiet room where there is no background noise (i.e. television, radio).

v" Do not yell at children or talk to others in the room while on the telephone.

v Do not eat, drink, or chew gum while talking on the telephone.

v Always have paper and pen by the telephone as well as resume, references, work



history, questions.

v’ Make sure the other people in household are prepared to take messages.

v" Do not let children answer the telephone.

v Never put an employer on hold to answer call.

v" When a person in household answers the telephone, tell them not to ask who it is
before they say if applicant is home.

v Make sure the telephone is answered by saying, "Hello", NOT "Speak" or "Yeah"

v When answering the telephone and the caller says, "Is home?" DO NOT
respond with: "Yes". This is confusing to the caller. Instead, answer by saying, "This is
he/she™ or "Speaking".

An answering machine/voice mail is used to take calls when an individual is out. If
the individual does not have an answering machine, purchase one NOW so that calls from
potential employers are not missed. If the individual has an answering machine, now is the
time to update the "unusual” or "unique" greeting. Ask: "What will the future employer
think of my message and how that message represents me?" Some tips:

v Make sure the message is polite, direct, and businesslike.

v' Make sure the message can be understood clearly. EXAMPLE: "Hello, this is
(phone number). I am sorry | am not available to take your call right now. Please, leave
your name, telephone number, a brief message, and the best time to reach you. | will get
back to you as soon as possible".

v" Return telephone calls promptly.

DO NOT:

v Make crude comments or mention social references in message (i.e. I'm unable to
answer my phone because I'm out partying).

v Have music playing in the background, do not let children record the greeting.

v" Use multiple people when recording the greeting, do not preach.

When leaving a message for someone to return telephone call, try to have the correct
pronunciation of their name and make sure the following is clearly stated:

v Name, Telephone number

v Message, The best time to call back

v Name once again, Telephone number once again

v Then hang up gently.

2. Answer the questions in written form, using topical words.
1. Are there any differences between formal and informal telephone conversations?
2. What are the main rules of a business call?
3. What are the rules of recording your voice for the answering machine greeting?



TEMA 2.1. IIJIOBA TEJIE@OHHA PO3MOBA. JIOMOBJIEHICTb ITPO 3YCTPIY.
IIpakTHyHe 3aHATTSH 8

3ABJJAHHS 1O ITPAKTUYHOI POBOTU:

Task 1. Revise the Topical vocabulary of Lesson 7.

Task 2. Read and translate the text “MAKING AN APPOINTMENT”. Write out the
unknown words.

Task 3. Read and translate the dialogues — Ex. 2. Write out the unknown words.

Task 4. Answer the questions in written form — Ex. 3. Use the ideas from Ex. 1 and 2.

Task 5. Answer the questions in written form — Ex. 4. Use the ideas from Ex. 1 and 2.

UNIT 2. CROSS-CULTURAL COMMUNICATION
Lesson 8. Business Telephone Conversation. Making an Appointment.

1. Read and translate the text. Write out the unknown words.

MAKING AN APPOINTMENT

“Techlmport” has done a lot of business with “Goodman & Co.” for the last four
years.

Before Mr. Protsenko went to London, he and his experts had gone through the latest
catalogues of the firm. They found that compressors Model AC-30 could meet the
requirements of their customers. When Mr. Protsenko arrived in London, he phoned
Mr. Mel’nyk from the Ukrainian Trade Delegation and asked him to make an appointment
with Mr. Lipmann of “Goodman & Co.”.

Mel’nyk: Ukrainian Trade Delegation here. Good morning.

Secretary: Good morning.

Mel’nyk: | wonder if Mr. Lipmann is available.

Secretary: Yes, he is. Hold on, please. I'll put you through.

Lipmann: Lipmann is speaking.

Mel’nyk: Good morning, Mr. Lipmann. Mel’nyk is speaking. I'm glad I've got you on
the phone. | hope you are well.

Lipmann: Yes, thank you. And how are you getting on?

Mel 'nyk: Quite all right, thank you. The fact is Mr. Protsenko, President of Techlimport,
has come to London today. He'd like to talk to you.

Lipmann: I'll be glad to see Mr. Protsenko. We haven't met since my last visit to Kyiv. |
wonder if he will be able to come and see me this afternoon.

Mel’nyk: I'm afraid this time won't be quite convenient to him. Could you give an
alternative date, please?

Lipmann: Yes, certainly. Tomorrow morning then.

Mel 'nyk: Very good. I'll pass it on to Mr. Protsenko. Good-bye.

Lipmann: Good-bye.



2. Read and translate the dialogues, use the phrases from them in Ex. 3.
Dialogue 1. Making an Appointment with a Secretary

Secretary: Two-four-nine; double eight-double two.

Mr. Shevchenko: | would like to make an appointment with Mr. Jeffries. This is Shevchenko
speaking.

Secretary: Oh, yes, Mr. Shevchenko. Good morning. I'll get his schedule. Are you there?

Mr. Shevchenko: Yes.

Secretary: When would you like to come, Mr. Shevchenko?

Mr. Shevchenko: Tomorrow, if possible.

Secretary: I’'m afraid he's tied up tomorrow. Is it urgent? If it is, perhaps we could fit
you in somewhere.

Mr. Shevchenko: No, it isn't that urgent. Is the day after tomorrow possible?

Secretary: What time would you like to come?

Mr. Shevchenko: As late as possible in the afternoon.

Secretary: I’m sorry, the afternoon's full too. How is Friday afternoon at five?

Mr. Shevchenko: Yes, that's perfect, thank you. Good-bye.

Dialogue 2. Making an Appointment

Mr. Petrenko: Hello. May | speak to Mr. Ward, please?

Mr. Ward: Speaking. Who is it, please?

Mr. Petrenko: Good morning, Mr. Ward. This is Petrenko, Mr. Gromov's assistant.
Mr. Gromov had to fly to Chicago on urgent business last night. He could not see you
personally and so he asked me to get in touch with you instead and settle the matter you
discussed.

Mr. Ward: Sure, Mr. Petrenko. Could you come over to my office, say, about 4 o'clock?

Mr. Petrenko: Yes, that's fine for me, Mr. Ward. I'll be there.

Mr. Ward: O.K., I'll be expecting you.

Dialogue 3. Appointment with a Doctor

Mr. Smith: Is that Dr. Morton's office?

Secretary: Yes, sir.

Mr. Smith: This is Smith speaking. Could | have an appointment with the doctor in the
middle of next week, please?

Secretary: Just a minute, sir I’ll check his schedule. Will Wednesday be all right?

Mr. Smith: Yes, it’s fine. What time, please?

Secretary: Wednesday, at 6 p.m.

Mr. Smith: Thank you. Good-bye.

Secretary: Thank you, sir. Good-bye.



Dialogue 4. Appointment with a Dentist

Mr. Smith: Good morning. Could | speak to Dr. Williams’s secretary, please?
Secretary: Speaking.

Mr. Smith: My name is Smith. | would like to have an appointment with the doctor.
Secretary: Is it something urgent, sir?

Mr. Smith: Yes, rather. My son needs a dentist.

Secretary: | see. How old is he?

Mr. Smith: He is about eight.

Secretary: Can you bring him tomorrow at eleven?

Mr. Smith: That's Thursday, isn't it?

Secretary: Yes, sir.

Mr Smith: That’s fine. Thank you very much.

3. Answer the questions in written form. Use the ideas from the text and dialogues
above. What would you say in reply to these remarks?

1. This is Mr. Slow speaking. | would like to make an appointment with Mr. Groom.

2. I’'m afraid I’1l be tied up tomorrow. Could you suggest an alternative date?

3. There's something I'd like to talk to you about. When can we meet?

4. I’m afraid we cannot fit you in today but we could recommend you another dentist.

5. This is Mr. Fray's secretary. I’m calling to confirm your appointment with Mr. Fray
for tomorrow, at 10 a.m.

6. I’'m calling to let you know that Mr. Bell will not be able to keep the appointment. He
is away from London and won't be back until after Wednesday. We are sorry about
this.

4. Answer the questions in written form. Use the ideas from the text and dialogues
above. In what situations would you say the following? Write one question or phrase
which came first.

Sorry, we cannot fit you in today.

Let me consult my schedule.

Could you give me an alternative date?

I'm afraid Mr. Smith will not be able to keep the appointment.
Could I make an appointment with the dentist?

I can give you a lift afterwards.

We've made an appointment for Wednesday tentatively.

I'm calling to confirm your appointment with my colleagues.
We're looking forward to seeing you next Sunday.

10 I'd like to report the fault of my phone.

11. The line is completely dead.

©CoOoN O~ WDRE



TEMA 2.2. IIJIOBA KOPECITOHJIEHIIIA. CTPYKTVYPA, 3MICTOBI YACTUHU TA
ODOPMIIEHH AIJIOBOI'O JIMCTA. JIUCT-3AITIUT. BUJM AIJIOBUX JIUCTIB.
IIpakTnune 3ausarTsa 9, 10

3ABJJAHHS 1O ITIPAKTUYHOI POBOTU:

Task 1. Read the texts “GOLDEN RULES" FOR WRITING BUSINESS LETTERS”,
“STRUCTURE OF A BUSINESS LETTER” (Ex. 2). Write out the unknown
words.

Task 2. Answer the questions in written form — Ex.3.

Task 3. Read and study Ex. 4 and Ex. 5, 6. Write out the unknown words.

Task 4. Answer the questions in written form — EXx. 7.

Task 5. Translate into English. Ex. 8.

Task 6. Grammar revision. Ex. 9.

Task 7. Read the text “THE TYPES OF BUSINESS LETTERS”. Write out the unknown

words.

Task 8. Answer the questions in written form — Ex.10.

Task 9. Ex. 11. Fill in the missing words.

UNIT 2. CROSS-CULTURAL CONTACTS.
Lesson 9, 10. Business Correspondence. Structure of a Business Letter.
A Letter of Enquiry. Types of Business Letters.

1. Read and discuss the texts with the help of topical words. Write out the unknown
words.
TOPICAL WORDS

heading 3aroJIOBOK

irrelevant HEJOPEYHUIA

draft YepHETKA

to include mictutH (B c001)

essential HeoOXiaHMIi, 000B'A3KOBUI
concise KOpPOTKUH, CTUCIIAN
courteous BBIWINBUH, YEMHUN
addressee ajpecar

to enclose BKJIQJIaTH (B MAKET), NPUKIAAaTH A0 JUCTa
up-to-date Cy4acHUH

p.p. ("per procurationem™) 3a JIOPYYECHHSIM

enc. ("enclosure™) BKJIaJIKa, J0JaTOK
advertisement OTOJIOIICHHS, peKJIaMa

to cancel aHyJIIOBaTH, CKacyBaTH
quality SKICTB

commodity TOBap



on the average y CEpPEAHBOMY

to reduce 3MEHINYBATH, 3HIKYBATH
concession MOCTYIIKa

letter of intent JUCT-3000B'A13aHHS
execution BUKOHAHHS

exclusive right BUKJIIOYHE IIPaBO

"GOLDEN RULES"™ FOR WRITING BUSINESS LETTERS

1. Give your letter a heading if it helps the reader to see at a glance what you are writing
about.
2. Decide what you are going to say before you start to write.
3. Use short sentences. Use short words that everyone can understand.
4. Put each separate idea in a separate paragraph.
5. Think about your reader. Your reader ...
.. must be able to see exactly what you mean: your letters should be CLEAR;
.. must be given all necessary information: your letters should be COMPLETE;
... Is a busy person with no time to waste: your letters should be CONCISE;
... must be addressed to in a polite tone: your letters should be COURTEOUS;
.. may get a bad impression if there are mistakes in grammar: your letters should be
CORRECT.

Seven Steps in Planning a Business Letter

1. Write down your aim: Why are you writing this letter?

2. Assemble all the relevant information and documents.

3. Arrange the points in order of importance. Make rough notes.

4. Write an outline and check it through, considering these questions:
- Have you left any important points out?
- Can the order of presentation be made clear?
- Have you included anything that is not relevant?

5. Write a first draft, leaving space for additions and changes.

6. Revise your first draft by considering these questions:

a) Information: Does it cover all the essential points?
Is it correct, relevant and complete?

b) English: Are the grammar, spelling and punctuation correct?
c) Style: Does it look attractive?
Does it sound natural and sincere?
Is it the kind of letter you would like to receive yourself?
Is it clear, concise and courteous?
Will it give the right impression?
7. Write or type your final version.



2. Look through the structure of a business letter. Translate it.

Structure of the Letter

1. Sender's address / Date.

2. Inside address (receiver's address).
3. Attention line.

4. Salutation.

5. Body of the letter.

6. Complimentary close.

7. Signature.

3. Answer the questions:

1. What “golden rules” is the person to be guided by before starting to write a business

letter?

2. What kinds of sentences are used in a business letter?

3. What characteristics of a letter make it easy to read and to understand?
4. What are the seven steps in planning a business letter?

5. What are the structural components of it? Enumerate them.

4. Analyze the following letter according to its structural points.

GIMBEL& CO Ltd

21 High Street, Blackheath,
London SE3B 5HY

Tel: 01-564-8843

7th May 2002

The address of the firm sending the letter (the
letterhead) is often printed on the paper

The date

M.Lawson Esq, Manager,
Filbury & Johns,

20 Shaftsbury Avenue,
London W1A 4WW

The name, position, firm and address of the
addressee

Ourref: DM/SK

Dear Mr Lawson,

The reference (the initials of the person
writing the letter and the person who types it)

Thank you for your letter of 4th
May enquiring about our range of
office equipment.

The first paragraph says why you are writing

| enclose an up-to-date price list
and our latest catalogue which | hope
includes something of interest to you.
You will notice that we offer very
favourable terms of payment.

The second paragraph says what you want or
what you are doing (the real reason for
writing the letter)

| look forward to hearing from you

again.

The final paragraph is a polite ending




Yours sincerely

You write “Yours sincerely”, if you know the
name of the addressee and “Yours faithfully”
if you don't

The signature

David Eipley The person writing the letter
Sales Manager His position in the firm
Encs Here the enclosures are the catalogue and

price list

5. Study the words and use the given phrases in the business letter of your own.

OPENING PHRASES:

Dear Madam

Dear Sir

Dear Mister Malforn

Dear Sirs

We have received your letter of...
We thank you for your letter of...
We have the pleasure to inform you
In reply to your letter of...

To inform you...

We apologize for the delay

in answering your letter.

LINKING PHRASES:

There is no doubt that...
It is necessary to note...

We'd like to draw your attention to the fact...

Considering the above said...

In this connection...

In connection with your request...
Otherwise we shall have...

As regards your request. ..

Up till now we have received no reply.

In case of delay...
In case of your refusal...

In case you fail to make payments...

- [ITanoBHa maHi

- [llanoBHMIA 10OpOIit0

- lllanoBHuii mane Mandopu

- [ITanoBHI MaHOBE

- Mu otpumanu Bamioro nucra Bif ...
- JIaxyemo 3a ucT Bif ...

- Mu pani nmoBimomutu Bac

- V BIANIOBIAb HA Bl JIUCT BII...

- [ToBimomiissemo Bac...

- [IpocumMo mipoOaueHHs 3a 3aTPUMKY 3
BIJIMOBIJIIY0 HA Balll JUCT.

- besnepeuno...
- HeoOxiaHO Big3HAYUTH, LIO...
- 3BepTaemo Bamy yBary Ha Toil axr...
- bepyuu no yBaru ckaszase...
- YV 1boMy 3B 'SI3KY...
- ¥V 3B'SI3Ky 3 BalllUM IPOXaHHSM. ..
- B mporunexunomy paszi mu Oyznemo
3MYUIEHI. ..
- [lloto Bamroro mpoxaxHs. ..
- Joremep MM He OTpUMaH
BIIITOBIII.
- Y BUNIAAKYy 3aTPUMKH. . .
- Y BUNaAKy Baioi BiIMOBH. ..
- Y BUNIaAKy HECIUIATH. ..



CLOSING PHRASES:

« We are looking forward to receiving your - Yekaemo Baroi 3roau/cxBaneHus/

consent/approval/confirmation. MiATBEPIKCHHS.

* Your prompt execution of our order would - bynemo Bam BIIsTuHi 3a MIBUIKE

be appreciated. BUKOHAHHS HAIIIOI'O 3aMOBIICHHS.

.« We wish to maintain cooperation with you. - CrioztiBaeMOCsI MATPUMYBATH
CIIBPOOITHUIITBO.

« Your early reply will be appreciated. - bynemo Bam BIs4HI 3a MIBUAKY
B1MOBI/Ib.

» We are looking forward to hearing from you. - CnoxiBaeMocst orpuMatu Bij Bac
BIMOB1Ib HAWOIMIKYUM YaCOM.

* If we can be of any assistance, please do not - [Ipocumo 3BepTaTHCs 10 HAC, SKIIO

hesitate to contact us. noTpedyeTe JOMOMOTH.
* Yours faithfully/ sincerely - 3 moBaroxo

6. Read and answer the questions about the structure of the following letter according
to the given statements and rules.

D. Clark,

Sales Manager,
Priston & Co Ltd,

28 Kolas Court,

North Middletown, NJ
07734 USA

5th March 2001

Our ref: MP/NK

Dear Mr. Clark,

Thank you for your offer of 3" March.

We are favourably impressed by the quality of your commodity, but feel that the
price is rather high. The prices quoted by other suppliers are, on the average, 10%
lower. However, in view of the high quality of your commodity, we are ready to make a
deal with you if you re-examine your prices. If you reduce your price by 5% we will
place an order for some 10.000 items. We trust that in view of the size of the order you
will see your way of making this concession.

Your early reply will be appreciated.

Yours sincerely,

Mike Parson
Sales Manager



7. Answer the questions.

1. Who is sending the letter? 2. Who is receiving it? 3. What is the opening phrase?
4. The company is ready to purchase the commodity, isn't it? 5. What is its requirement?
6. What quantity is it ready to buy? 7. Do you think it is worth to make this concession?
8. What is the closing phrase?

8. Translate into English.

1. Mu otpumanu Bamoro jucta Big 13 Bepecus 2020. 2. Jlsaxkyemo 3a JHCT-
3000B’s13aHHs Bia 1 6epe3ns. 3. S Hamcumaro BaM Il JTUCT 3 MPOXAaHHAM HaJICIaTH KaTaJor
Bamoi npoaykuii. 4. Mu rotoBi CHIBIpaIOBaTH 3 BaMHU. 5. MM X04eMO 3aKyNHUTH TaKy
npoaykiiito. 6. KoMmmaHnist Mae BUKIIIOYHE MTPaBO HA BUTOTOBJICHHS ITUX TOBAPIB.

9. Fill in the missing pronouns: somebody, anybody, nobody, everybody, anything,
something, nothing, everything

1. The question is not difficult and ... can answer it. 2. ... called yesterday but he left
no message. 3. Can ... help me? 4. It is too late. I think there is ... in the office now. 5.
There is ... interesting in this letter. 6. Is there ... here who knows English? 7. You must find
... who can offer it to you. 8. ... knew the time of briefing. 9. Please, write to us if you want
to order ... else. 10. There is ... in the office. I don’t know him. 11. Please, tell us ... about
your obligations. 12. Is there ... you want to offer me? 13. We have ... new in our
catalogue. 14. There is ... interesting in this offer.

Read and translate the texts with the help of topical words.

TOPICAL WORDS

firm offer KIHIIEBA MTPOTTO3UITIS
regarding 10 CTOCYETHCS

with regard to BiTHOCHO

size po3mip

to require BUMAaratu

quantity KIJIbKICTh

to deliver MOCTAaBIIATH

to receive OTPUMYBATH

to prefer Ha/IaBaTH MepeBary
air freight NePEeBE3CHHS MOBITPSHUM IUISIXOM
shipment BiJIBAHTAXCHHS

to charge Ha3HAYaTH IIHY
cost BapTICTh, BUTPATH

extra at cost 3a I0JJaTKOBY CIUIATY



THE TYPES OF BUSINESS LETTERS

There are different kinds of business letters, used for different purposes.
They are divided into two types: the business-to-business type and the business-to-
client type.

BUSINESS-TO-BUSINESS TYPES are intended for company to company
communication. Examples are:

» Appreciation letter — a letter of gratitude and appreciation for help extended, or a good
business deal.

» Thank you — is a letter of gratitude.

» Congratulations — is a letter that praises the recipient for a job well done.

» Letter of recognition — a written statement of recognized efforts similar to an
appreciation letter.

» Letter of reference — is a character reference letter. It is a letter building up the
character of a person to be accepted in a job.

» Recommendation — is an endorsement letter to hire a certain person.

» Sympathy letter — is a letter of condolences to a person or family.

» Invitation letter — is a letter persuading a person or a company to join an event or an

occasion.

» Letter of credit — is a way of endorsing a certain business to be considered a credit
loan.

» Letter of interest — a reply to an invitation that confirms presence on the

event/occasion.

» Business memorandum — notices that are distributed to the staff. They are reminders of
company activities, or imminent changes in the company.

» Business introduction — is done to introduce a new business to the readers.

» Business letter — a letter that talks about the plans for the business.

» Donation letter — a letter asking for donations.

» Termination letter — more popularly known as a resignation letter. It signifies
someone's desire to leave a job permanently.

BUSINESS-TO-CLIENT LETTERS are:

Welcome letter — welcomes the client and thanks him for choosing the company.
Letter of appreciation — thanks the client for having business with the company.
Apology letter — asks the client for reconsideration, and apologizes for failing to
deliver.

Collection letter — notices outstanding payments due.

Invoice letter template — this is asking the clients to state the invoice number of their
transactions.

Letter of invitation — invites a client to join a certain gathering.

Marketing letter — is stating the newest products that the company will provide soon
or is presently providing.

Rejection letter — is stating the rejection of the client's request.

Business letters are more formal in writing. Follow the formats strictly. Be concise,

clear and direct to the point.

vV YV VV VVYV



AN OFFER. KINDS OF OFFERS

An offer (a quotation) is a statement by the Sellers usually in written form expressing
their wish to sell the goods. Offers as a rule include the following information:

v the description of the goods offered (their quality, quantity);
v detailed prices, discounts and terms of payment;
v the date or the time and place of delivery.

There are two kinds of offers.

A free offer is made when Seller offers goods to regular customers without waiting for
an enquiry and sends quotation to those who may be interested in the goods. These offers
were formerly called offers without obligation. There must be an indication in such an offer
that it is made subject to the goods being available when the order is received. The opening
phrases in free offers may be: “We think you will be interested in our quotation for the
goods” or “We have pleasure in enclosing our latest catalogue (or the price-list of our
products)”.

A firm offer is a promise to supply goods on the terms stated (i.e. at a stated price and
within a stated period of time). This promise may be expressed in a letter in the following
words: “We make you a firm offer for delivery by the middle of May at the price quoted” or
in some other words like: “The offer is subject to acceptance within fourteen days”, or “The
offer is open for acceptance until the fifteenth of January”.

The Sellers making a firm offer have the right to withdraw it at any time before it has
been accepted. In practice, however, no seller will risk his reputation by withdrawing his
offer before the stated time.

10. Answer the questions:

1. What types of business letter do you know? 2. What letters of two types are often
used? 3. What is the main aim of an offer? 4. What information do the offers usually
include? 5. What are the types of the quotation? 6. What phrases do usually open a free
offer? 7. How do a free and a firm offers differ from each other?

11. Exercise your grammar. Fill in the missing pronouns: much, many, little, few, a
little, a few.

1.Will it take ... time to answer this letter? 2. We give the customers ... catalogues
of our products. 3. We had ... time, so we couldn’t prepare the goods for shipping. 4. Your
order will receive ... attention. I like it here. 5. Let’s stay here ... longer. 6. She wrote us ...
letters from abroad. 7. There was ... sugar in the bowl, and we had to put ... sugar there.
8. | know French ... and I can help you with the translation of this text. 9. Thank you very
...1 ' 10. I want to say ... words about my travelling. 11. Please don’t ask me ... questions.
12. How ... money have you got? 13. We usually spend ... money on advertising.
14. ... in this work was too difficult for me. 15. There were ... new orders and we spent ...
time executing them.



TEMA 2.3. IHTEPHET. EJIEKTPOHHA ITOIIITA.
IIpakTuyne 3ausarTsa 11, 12

3ABJJAHHS 1O ITPAKTUYHOI POBOTU:

Task 1. Read the text “INTERNET”. Write out the unknown words.

Task 2. Answer the questions in written form — Ex. 2, 3.

Task 3. Read and study text “E-MAIL” Ex. 4. Write out the unknown words.
Task 4. Answer the questions in written form — Ex. 5.

Task 5. Do Ex. 6, 7, 8 in written form.

UNIT 2. CROSS-CULTURAL CONTACTS.
Lesson 11, 12. Internet. E-Mail.

1. Read and translate the text, do the tasks that follow. Write out the unknown words.
INTERNET

The best way to think of the Internet, or Net as it is often called, is a vast global
network of networks connecting computers across the world. At present, more than 33
million people use Internet and over three million computers worldwide are linked in. They
use the Net for transferring data, playing games, socializing with other computer users, and
sending e-mail.

The Net was dreamt up in the late 1960s by the US Defense Department's Advanced
Research Projects Agency which decided that it needed a means by which messages could
be sent and received even if phone lines were inoperative. In 1969, there was a network of
just four computers. By 1972 the number had risen to 40. About this time the idea of
electronic mailbox was born. By 1984 the Internet began to develop into the form we know
it today.

The Internet can be divided into five broad areas.

Electronic mail, which is much faster than traditional mail. Anything that can be
digitized (converted into digital form) — pictures, sound, video — can be sent, retrieved, and
printed at the other end.

Information sites. This is perhaps the fastest growing area of the Internet as more and
more people put their own information pages on line. Computers process vast amounts of
information very fast, by specifying a key word or phrase. The computer can then search
around the Net until it finds some matches. These information sites are usually stored on big
computers that exist all over the world. The beauty of the Net is that you can access all of
them from your home, using your own PC.

The World Wide Web, usually referred to as WWW or 3W, is a vast network of
information databases that feature text, sound, and video clips. On the WWW you can go on



a tour of a museum or exhibition, see the latest images from outer space, go shopping, and
get travel information on hotels and holidays.

Usenet is a collection of newsgroups covering any topic. Each newsgroup consists of
messages and information posted by other users. There are more than 10,000 newsgroups
and they are popular with universities and businesses.

Telnet programs allow you to use your personal computer to access a powerful
mainframe computer.

2. Answer the questions:
1. Tell the story of creating the Internet.
2. What is the purpose of using the Internet?
3. Which main spheres/branches of using the Internet do you know?

3. Make the following sentences complete.
1. More than 33 million people use the Net for..........
2. It was in the late 1960s when ..........cccccevevveevieenee,
3.BY 1984 ... e
A five broad areas.
5. Anything that can be digitized, can ...........c...co.....
6. One thing that computers do very well is...............
7.0N WWW YOU CaN ..o
8. More than 10,000.........cceuveeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees

4. Read and translate the text, do the tasks that follow. Write out the unknown words.

TOPICAL WORDS

To Retrieve OTPUMYBATH; 3HAUTH

Password napoJib

User ID iIeHTudikaliss ~ KOpUCTyBada; 1M’s  abo
TICEBAOHIM

Personal Handle MPUBATHE KOPUCTYBAHHS, OCOOMCTHH KOJ

Domain noMeH  (Micue3Haxo/DKeHHs — abo  cdepa

Server TiSUTHHOCTI aJJpeCcanTa)

Login cepBep, HAaKOMHYyBay
JIOTiH (KOMIT IOTepHE 1M’51)

Inbox BXiaH1

Sent Items BIJIIIPABJICH1

Outbhox BUXIIHI

Deleted Items BUJAJIECH]

Empty Deleted Items Folder OYHUCTHTH TankKy «BumaneHi»

Tools/Check for New Mail CEpBIC / IEPEBIPHUTH MOILTY

Insert (Attach) File MIPUKPIMUTH (Paiin



View/Current View BUJ / TIOTOYHUN BHUJ

Messages with AutoPreview MOB1IOMJICHHS 3 aBTOIEPETJISIOM
Mark as Read MO3HAYUTH K IPOYUTAHE
Reply BiJIMTOBICTH
Reply All BiJIMTOBICTH BCIM
IP address udpoBa agpeca KOMII I0Tepa
(Hamp., 104.55.66.78)
URL TEKCTOBa ajipeca B [HTepHeTi, 3pydyHa JJIs

3aram’siToByBaHHS (WWW.business.com)

E-MAIL

The electronic mail (e-mail) was started in the late 60s by the U.S. military that were
searching for a way of communication in the event of a large-scale nuclear war. They
needed a system that would be decentralized, reliable, and fast in case the central
institutions were destroyed. They came up with e-mail.

In the early 70s, e-mail was limited to the U.S. military, defense contractors, and
universities doing defense research. By the 70s it had begun to spread more broadly within
university communities. By the 80s, academics in a number of fields were using e-mail for
professional collaboration. The 90s saw an explosion of the use of e-mail and other
computing networking. It is estimated that more than 25 million people throughout the
world were using it in the mid-90s.

E-mail is a way of sending a message from one computer to one or more other
computers around the world. A subscriber to e-mail needs a terminal, such as a PC, a
telephone line, and a modem, which is a device of converting signals into text. E-mail users
must also have access to a mailbox, which they can call from anywhere in the world to
retrieve messages. They receive a mailbox number and a password for confidentiality.

E-mail is fast, cheap, and relatively reliable. It permits to send large amounts of
information to different addressees and allows people to retrieve messages at any time.

A typical e-mail address is: direct@askbooks.kiev.ua (the e-mail address of the
A.S.K. Publishers House). The part to the left of the @ sign, called user ID, has been chosen
as a personal handle. The part to the right is called the domain and represents the particular
computer that receives and delivers the message.

E-mail message usually comes into two parts: the heading and the body. The heading
includes: the date, the writer's name, the addressee's name, which is to receive a copy (c.c.),
if any, and the subject. The body of the message bears an ordinary content of a letter but a
bit shorter.

The golden rule for writing e-mail messages is KISS (keep it short and simple). Use
short phrases instead of long, active voice instead of passive; avoid foreign words,
metaphors, and scientific terms.

There's no bold in e-mail, so use capitals or asterisks. Among the abbreviations used
in e-mail there are: BTW — by the way; IMHO — in my humble opinion; CONT — container;
SHPT — shipment; RQST — request; BUZ — business; MESS — message.



5. Answer the questions:

What is e-mail?

How does a typical e-mail address look like? Give examples.
What does an e-mail message consist of?

Name abbreviations used when writing an e-mail message.

> wbh e

6. Complete the sentences with the enlisted words.

a. Inbox f. Forward
b. Outbox g. Address Book
c. Sent Items h. Send/Recv/Send&Receive
d. New Msg/New/New Mail/Compose 1. Capital/Small/At/Dot
e. Reply j. Drafts
1) My address is HollyWoods@hotmail.com, that’s H o-I-lI-y W
0-0-d-s hotmail com.
2) | need my to add/remove/amend e-mail addresses.
3) My IS where my incoming messages are stored.
4) Ifl a message it goes on to another person.
5) With“ ” I can write a new letter.
6) If I press I connect with Internet.
7) 1look at to see what messages | have sent.

8) Before being sent across Internet, my messages are stored in the
9) Ineed to send an answer to that message, I’ll use
10) I’ll have to finish that e-mail later, I’ll store it in

7. A “smiley” is a symbol in the Internet to express your emotions. What is the
meaning of the following symbols? Match the symbols with their meaning.

The user:
1. ) a)  will not say anything
2. :-(or:-< b) iscross
3. -# c) hasa moustache
4. .-) d) isundecided
5 = e) istongue-tied
6. :-0 f) iswinking at you
7. -t g) issurprised/ shocked
8. -/ h) issad
9. Il 1) is happy
10. -& j) isasleep




7. There are a lot of words/phrases for the Internet. Match the following terms and
phrases with their explanations.

. attachment

. bandwidth

bcc

. bounce message
. forward

. mailbox

. sig quote

. Spam

. a flam

10. burble

© 0N U~ WN R

a) where you incoming messages are stored.

b) pass along an e-mail to another address.

c) the speaker is considered incompetent or ignorant.
d) a quotation added to a signature.

e) error message returned by an e-mail system.

f) an emotional and often angry or rude message.

g) blind courtesy copy.

h) a measure of how much information can be sent.
1) unsolicited e-mail messages (usually unwanted).
J) a file linked to an e-mail message.



PO31JI 3. MOS TPO®ECISA
TEMA 3.1. HABYAHHS B CYMCBKOMY JIEP2)KABHOMY TNIEJATOI'TYHHOMY
YHIBEPCUTETI IM. A. C. MAKAPEHKA
IIpakTuyne 3anaTTa 13

3ABJJAHHS JIO TIPAKTUYHOI POBOTH:

Task 1. Study the Topical vocabulary. Read and translate the text “STUDYING AT
UNIVERSITY” and “EXAMS AND QUALIFICATIONS”. Write out the
unknown words.

Task 2. Answer the questions in written form — Ex. 2, 3, 4.

Task 3. Read and study the text “SUMY A.S. MAKARENKO STATE TEACHERS’
TRAINING UNIVERSITY” — Ex. 5. Write out the unknown words.

Task 4. Answer the questions in written form — EXx. 6.

Task 5. Revise the Topical Vocabulary and the new words from Ex. 1-5. Translate the
following words from Ukrainian into English. Make up your own sentences with
them.

UNIT 3. MY PROFESSION.
Lesson 13. Studying at Sumy A.S. Makarenko State Pedagogical University.

TOPICAL VOCABULARY

1. tuition 1. HaBuaHHA

2. togetagrant 2. OTpUMATHU CTUTICH/IIIO

3. to do research 3. MPOBOJAMTH JTOCTIHKEHHS
4. undergraduate 4. ctyneHt 1-4 kypcy

5. togive a lecture 5. IPOBOAMTH JIEKIIIIO

6. further education 6. TIOAJIbIIIA OCBITA

7. to take/do/sit/ an exam 7. CKJIalaTy iCIIAT

8. to resit an exam 8. mepeckiiaaTh iCIUT

9. topass/dowellin (anexam) 9. cknacTu icuT

10.to fail / do badly in (an exam)  10. He ckjiacTH / IOTaHO CKJIACTH iCIIUT
11.thesis 11. nucepraris; TUIIIOMHA poOOTa

1. Read and translate the text. Write out the unknown words.

STUDYING AT UNIVERSITY IN GREAT BRITAIN

If you want to go to university, you must first pass examinations that most students
take at the age of eighteen (called 'A' levels). Most students take three 'A' levels (three
examinations in three different subjects) and they must do well in order to get a place at
university because the places are limited.



If you get a place at university, the tuition is free, and some students also get a grant
as well. Students are called undergraduates while they are studying for their first degree.

Most university courses last three years, some courses last four years, and one or two
courses, e.g. medicine, may be even longer. During this period students can say that they are
doing/studying history, or doing / studying for a degree in history, for example.

When people study one subject in great detail (often to find new information), we say
they are doing research; e.g. I'm doing some research into/on the languages of different
African tribes.

School vs. university: At school, you have teachers and lessons, at university, you
have lecturers and lectures. When a lecturer gives a lecture, the students listen and take
notes, but do not usually say much, except to ask occasional questions.

Note: A professor is a senior university academic, not an ordinary teacher. University and
college teachers are usually called lecturers or tutors.

Further education (FE) usually means going to a college to do a vocational course
or degree.

Higher education (HE) usually means doing a degree at a university.

EXAMS AND QUALIFICATIONS

Before an exam it's a good idea to revise for it.

If you miss classes/lectures, you'll probably do badly in the exam.

When students finish the course and pass their examinations, they receive a degree
(the qualification when you complete a university course successfully). This can be a BA
(Bachelor of Arts) or a BSc (Bachelor of Science), e.g. | have a friend who has a BA in
history, and another who has a BSc in chemistry.

In Britain if you do post-graduate study, you may get an MA (Master of Arts) or an
MSc (Master of Science). After several years’ original research and publishing a thesis,
you can get a PhD (Doctor of Philosophy). Undergraduates usually write essay; a long
essay is called a dissertation. A thesis is longer still and contains original research.

2. Find the answers to the questions in the Text from Ex. 1.

What do you call:
1. the money some students receive if they get a place at university?

2. the qualification you get at the end of university?

3. students studying for their first degree at university?

4. teachers at university?




5. students when they have completed their first degree?

6. the study of one subject in great depth and detail, often to get new information?

7. the talks that students go to while they are at university?

3.

Fill in the gaps with the suitable words and translate the sentences: enter, giving,

take, goes on, studying, receive, obtain, carrying out.
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1. Who is the lecture today?

2. Did she a grant for her course?

3. Is it more difficult to a place at university?

4. You have to pass the exams before you can university.

5. He's physics, | think.

6. | think they're some research into the cause of asthma.
7.1 didn't any notes in the lecture yesterday.

8. The course for three years.

. Read these sentences spoken by university students. What is each person studying?

. We have to know every bone in a person's body.
. I'm concentrating on the modernist style and the work of Le Corbusier and Frank Lloyd

Wright.

. The way we use fertilizers is much more precise than twenty years ago.

. We're going to concentrate on Freud and Jung this term.

. I've been reading some books on time management.

. Expressionism was really a reaction to the work of the Impressionists.

. We’ve spent a lot of time on American foreign policy and how it has been affected by

various domestic problems.

. You must know this case — it's one of the most famous in legal history.

. Read and translate the text. Write out the unknown words. Find the answers for the

questions after the text.

SUMY A.S. MAKARENKO STATE TEACHERS’ TRAINING UNIVERSITY

The University has a long history. In 2014 it celebrated its 90-th anniversary. At the

early days of its history the Sumy Teachers’ Training Institute was housed in a small
building in Dzerzhinsky Street.

The University trains full-time and part-time students in 39 specialities. There are

4 Institutes here (the Institute of History and Philosophy, the Institute of Physical Training



and Sports, the Institute of Culture and Arts and the Institute of Pedagogy and Psychology),
3 Departments (the Department of Foreign and Slavonic Philology, the Department of
Physics and Mathematics and the Natural Sciences and Geography Department) and 33
Chairs.

Our University has 14 buildings, including 5 teaching and laboratory buildings,
specialized classrooms, 3 dormitories, a Sport complex with two swimming pools, gyms
and a stadium with 3 thousand seats, a ski base, a Training and Rehabilitation center, a
library, 5 museums, 2 concert halls and a botanical garden. A great number of laboratories
with up-to-date equipment improve the conditions of learning and research.

For young men and women the University opens the road to the latest achievements
in Pedagogy. It is a recognized teacher training center in Ukraine. Serious researches are
conducted by its teaching staff and students. Our University is steadily widening its contacts
with the leading teacher training centers in Ukraine and abroad.

| am a full-time student of the Department of Foreign and Slavonic Philology.
| believe that after graduating from the University I’ll become a good specialist and have a
very interesting job.

6. Answer the questions in written form.

1. How old is the University?

2. How many institutes and departments are there in the University? What are they?
3. Whom does the University train?

4. What facilities does the University have?

5. What improves the conditions of learning and research?

6. Why is the University a recognized teacher training center in Ukraine?

7. Revise the Topical Vocabulary and the new words from Ex. 1, 2. Translate the
following words from Ukrainian into English. Make your own sentences with them.

HaBuanbHuil 3akian, abiTypi€HT, BCTyNaTH JO YHIBEPCUTETY, CTYACHT JEHHOTO
BIJUTUICHHSI, TOTYBaTH BYMTENIB JJIsi MMOYATKOBUX Ta CEPEAHIX IIKLI, CIeiali3yBaTucs 3
npeaMeTy, 1HO3€MHa MOBa, CTYACHT 3a04YHOIO BiJJIUICHHS, 3aKIHUYYBaTH YHIBEPCHUTET,
OTpUMYBAaTH BHUIIY OCBITY, NporpamMa MICTUTh, BIJOMHUI y4yeHUM, BIABIAYyBaTH JIEKIIi,
OTPUMYBATH CTHIICH[II0, CKJIAIaTH ICIIUT 3 1CTOPIi, MPOITyCKaTH JIEKIIii, 3aJ1iK 3 aHTJIIHCHKOT
MOBH, Ha 3aHATTAX, MPOBAJIOBATHUCA Ha BCTYNHHUX ICOHTaX, OyTH CTylneHToM 1 Kypcy,
Haropo/KyBaTH.



TEMA 3.2. MOS CbOI'OJJHIIIHA BAMHATICTh TA MAWBYTHS KAP’EPA
IIpakTuyne 3ausarTs 14

3ABJJAHHS 1O ITPAKTUYHOI POBOTU:

Task 1. Study the Topical vocabulary. Read and translate the text “LIFE AT SCHOOL”.
Write out the unknown words.

Task 2. Answer the questions in written form — Ex. 2, 3.

Task 3. Answer the questions from “PSYCHOLOGICAL TEST A MAP OF INTERESTS”—
Ex. 4. Write out the unknown words.

Task 4. Write a few sentences about your interests, using the words and phrases from the
psychological test — Ex. 5.

Task 5. Be ready to speak on the topic: My Future Profession and Current Occupation. Use
the texts “LIFE AT SCHOOL” and “MY FUTURE PROFESSION”.

UNIT 3. MY PROFESSION.
Lesson 14. My Future Profession and Current Occupation.

TOPICAL VOCABULARY

1. heavy load 1. BeJlMKE HABAHTAKCHHS

2. mixed responsibilities 2. 3mimani 000B'sI3Ki

3. carefully prepared lessons 3. pEeTenbHO MiIrOTOBJICHI YPOKHU
4. to make an effort 4. JOKJIACTH 3YCHJIb

5. to getinto the child's shoes 5. MoTpanmuTH Ha MiCIle TUTHHH
6. lack of understanding 6. BIJIICYTHICTH PO3yMIHHS

7. unique educational task 7. yHIKaJIbHE HABYAJbHE 3aBJAHHS
8. poor behaviour in class 8. moraHa moBeiHKa B KJaci

9. truancy 9. mporynu

10. to be dissatisfied 10. Oyt He3aJ0BOJICHUM

11. involvement of parents 11. 3amydenHs 6aThKiB

12. to tell off 12. nasitu, cBapuTH

1. Read and translate the text. Write out the unknown words.

LIFE AT SCHOOL
John Smith works as a teacher of foreign languages at a comprehensive school. He
carries a heavy load of mixed responsibilities. John has some timetabled periods and
remedial classes five days a week. He teaches carefully prepared lessons. Once a month
they have parents’ evenings. John talks about the children's progress and the course of

study.



The beginning of term is hectic. But class work often drags towards the end of term.
Sometimes John has to make an effort to get up an appetite for teaching every day. But he
realizes that one of the advantages of teaching is that it's so rewarding to work with
children.

Education consists first of all of continuous contact between teachers and pupils. One
of the marks of a fine teacher is his affection for children. Sometimes the teacher doesn't try
mentally to get into the child's shoes. It's one of the main reasons for lack of
understanding and accord between instructors and pupils. Only the person who never
forgets that he or she was once a child can become a real teacher.

John is in the habit of saying that studying cannot possibly be an easy, pleasant game
which brings only delight and pleasure. If everything the child does at school is easy for
him, his mental processes will become lazy in time. It seems strange, but lazy thinking
occurs most frequently in talented children if the process of studying isn't challenging to
them. Not to allow the pupils to be idle is also a unique educational task.

John is sure that one can scarcely get on without some knowledge of a foreign
language. He uses videos, recordings, and other learning aids alongside the books. His
pupils are well-disposed towards his methods of teaching.

But education does not mean merely feeding facts to pupils. It should be geared to
the children's needs and abilities. Most pupils are bitter about the way unpopular subjects
are being forced down their throats.

The common problems which affect the smooth running of the school are: failure
with work, poor behaviour in class, attendance (truancy, unpunctuality, lateness), pupils
who are dissatisfied with school. There is a wide range of responses: detention,
involvement of parents, a telling off, a word of advice. All pupils are expected to wear the
school uniform and take pride in their personal appearance.

The most difficult task of education is to teach feelings. Emotional closeness is
unthinkable if the teacher meets with his pupils only in class and if it is only there that his
influence is felt.

2. Answer the questions using the topical words and phrases (words in bold type) from the
Topical Vocabulary and the text above.

1. Where does John Smith work?

2. What kind of responsibilities does he carry?

3. What makes the beginning of term different from the end of term?

4. What is one of the main marks of a good teacher?

5. Why does lazy thinking occur most frequently in talented children?

6. Why is it important to know foreign languages?

7. Why do John's pupils like his lessons?

8. What are the common problems which affect the smooth running of the school?
9. What is the most difficult task of education?



3. Agree or disagree with the statements. Explain your opinion.

1. One of the advantages of teaching is that it's so rewarding to work with children.

2. Only a person who never forgets that he or she was once a child can become a real
teacher.

3. Studying cannot possibly be an easy, pleasant game which brings only delight.

4. One can easily do without knowledge of a foreign language.

4. Answer the following questions by writing «Yes» or «No» next to each of them. Then
write out the numbers of your «Yes» answers and look in the KEY to find out what
profession you are cut out for.

A MAP OF INTERESTS
Psychological test

Are you interested in the causes of different diseases and their cure?

Do you like to read critical articles after you've read a book?

Do you like to take responsibility in organizing things (e.g. parties)?

Do you like to read historical novels?

Do you ever go to listen to symphonies?

Do you like to explain to your classmates how to do a sum or write a grammatically

correct sentence?

7. Can you say that your first impulse when you see somebody hurt is to give first aid?

8. Do you like to write poetry and prose?

9. Do you like to observe people's behaviour?

10. Would you like to find out about the history of your family, the street you live in, your
city?

11. Are you fond of singing reciting poetry, dancing etc. in front of the audience?

12 Do you enjoy spending time with kids, reading books to them, playing with them,
helping them?

13 Are you irritated when your sick relatives ask you to help them?

14. Do you soon get tired when you work with dictionaries or reference books?

15. Can you quickly switch from one job to another?

16. Do you like to make reports on history?

17 Do your hobbies include playing musical instruments, drawing or wood carving?

18 Have you ever wanted to give a class instead of your teacher?

19. Are you interested in people's anatomy?

20. Do you like to discuss books with your friends?

21. Do you like to analyse the events that have happened in your or your friend’s and
relative’s lives?

22. Are you interested in your country's past?

23. Do you enjoy reading about the history of arts?
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24. Can you say that you find more positive than negative sides in the work of a teacher?
25. Have you ever wanted to work as a nurse during your summer holidays?

26. Are you interested in word origin?

27. Do you keep diary?

28. Are you interested in the past of other countries?

29. Do you like to watch one and the same film or play several times?

30. Have you ever tried to teach your younger brothers (sisters, cousins, etc.)?

KEY:

1. If you positively answered questions No. 1,7,19 and 25, and negatively No.13- we would
recommend you to think of choosing a medical profession.

2. If you have written out No.2, 8,14,20,26 — your special field is literature and languages.

3. If you have marked No. 9, 19, 21, 27 -your vacation is journalism.

4. If you have chosen No. 4, 10, 16, 22, 28 -you are mostly interested in history.

5. If your answers include No. 5, 11, 17, 23, 29 -you'd better choose arts as your future

profession.

6. If your choice is No. 3, 6, 12, 18, 24, 30 -you are a born teacher and you'll regret it all

your life if you don't follow your vocation.

5. Say if you agree or disagree with the results and recommendations of the test. Write
a few sentences about your interests, using the words and phrases from the
psychological test.

6. Read and translate the text. Write out the unknown words.

MY FUTURE PROFESSION: SOCIAL WORKER.

There are many interesting and useful professions and it is really not an easy task to
choose the right one. In early childhood children tell their parents whom they would like to
be when they grow up. In school pupils think of their future profession. There are lots of
professions in the world, and all of them are interesting and exciting. So it's very important
to discover your vocation in life.

The choice of profession depends on your abilities. If you are good at humanities you
should choose something in this field. And if you are good at natural sciences you should
choose something closely connected with them.

To begin with, 1 would like to say, that | always wanted to help people. There are so
many problems in our society. Social workers can help to solve them. | have a strong desire
to help people improve their lives, that’s why I chose this profession.

It is known that social workers specialize in fields such as family, youth and child
welfare services, medical and health services, disability services, psychiatric and general
mental health services, juvenile and family law courts, aged care and disabilities, income
support and mediation. So we need to get a lot of information about our future clients, how



to deal with them, how to help people to live more successfully within their local
communities and find solutions to their problems.

Also we have to practice a lot. | like studying at this university, because in first
months of our studies we visited places where we could work and meet people, so that we
could understand our future work.

Moreover, some social workers travel to visit clients or run group meetings. In
country areas they may travel long distances. They may also be involved in private practice,
research or teaching. | would like to have such work conditions because it is also interesting
for a social worker.

In my opinion, not all people can work as social workers. This profession requires
such personal characteristics: emotional maturity, analytical abilities, good organizational
and communication skills.

| think that | have all these characteristics and | will be a good social worker!

7. Be ready to speak on the topic: My Future Profession and Current Occupation. Use
the words and phrases from the texts above.



TEMA 3.3. MO HAYKOBA (MAT'ICTEPCBKA) POBOTA. IIPE3EHTALIIA
PE3VJIbTATIB HAYKOBOI'O AOCJIIJPXKEHHA IHO3EMHOKO MOBOIO

IIpakTuyHe 3auaTTs 15

3ABJJAHHS JIO TIPAKTUYHOI POBOTH:

Task 1. Study the Topical vocabulary.

Task 2. Read and translate the text “HOW TO SPEAK ABOUT YOUR RESEARCH
WORK?”. Write out the unknown words.

Task 3. Answer the questions after the text.

Task 4. Be ready to present the research results connected with your MASTER’S DEGREE

PAPER.

UNIT 3. MY PROFESSION.
Lesson 15. My Master’s Degree Paper.

TOPICAL VOCABULARY

a special subject

practical work

scientific research

a doctoral candidate

branch of knowledge

the obtained results

to find wide application in
to be interested in

to work at the problem

the theme of the dissertation
the subject of the thesis

to be both of theoretical and practical
importance

to be based on theory
to develop a theory

a research adviser

to consult sh.

to encounter difficulties
the collected data

to enable sb

to define a theoretical model

CHeliabHICTh, OCHOBHHH MpeIMET
MpaKTUYHA POOOTa

HayKOBE JTOCIIKCHHS

3100yBau

cdepa, rany3b 3HaHb

OTpUMaHi pe3yJbTaTh

3HAWTH LIUPOKE 3aCTOCYBAHHS Y
IIKaBUTUCS YUMOCH

IpaLoBaTy HaJl IPOOIEMOIO

TeMa JAuceprartii

MpeaMET AucepTarii

MaTH SIK TEOPETUYHY, TaK 1 TPaKTHUHY
IIHHICTH

IPYHTYBaTHUCS HA TEOPii

PO3poOUTH TEOPitO

HAYKOBUI KEPIBHUK, KOHCYJIBTAHT
KOHCYJIBTYBATHCSI, PAIUTUCS 3 KUMOCH
BiJUyBaTH TPYAHOIII
310paHni naHi
YMOXJIUBITIOBATH, JaBaTH KOMYCh
MOJKJTUBICTh

BHU3HAYUTHU TCOPCTUIHY MOICJIb




to complete the experimental part
to be through with smth.

a theoretical part

a scientific paper

to have smth. published

3aKIHYUTH €KCIICPUMEHTAJIbHY YaCTUHY
3aKIHYUTH, 3aBEPIIATH IIOCH
TEOPETHYHA YaCTHHA

HayKoBa ITyOiKanis

ommyOIIKyBaTH 110Ch

to take part in various scientific conferences | 6patu  ydacth B  pI3HMX  HayKOBHX

KOH(EepeHIisX

to make reports on my subject

BHUCTYIIAaTH 3 I[OHOBi,Z[}IMI/I 3 TCMHU

. . e . OCIIIKEKHHSA
to participate in scientific discussions 6
paTth  y4acThb

00roBOpEHHI

Yy HayKOBHX JHCIIYTax,

to prove a dissertation
the Scientific Council

a Ph. D.

to get a Ph. D. in smth.

3aXMCTUTH TUCEPTAIIIIO

Buena ana

CTyMiHb AOKTOpa (iocodii

OTpUMATH CTYIIHb JOKTOpa ¢inocodii 3

(crenianbHOCTI, raxy3i HAyKH)

HOW TO SPEAK ABOUT YOUR RESEARCH WORK
1. Read the text and remember words and expressions to speak about your
research:

| am an economist in one of the auditing firms. My special subject is accounting. |
combine practical work with scientific research, so I’'m a doctoral candidate (3106yBau).
I’m doing research in auditing which is now widely accepted in all fields of economy. This
branch of knowledge has been rapidly developing in the last two decades. The obtained
results have already found wide application in various spheres of national economy.

I’m interested in that part of auditing which includes its internal quality control. |
have been working at the problem for two years. | got interested in it when a student.

The theme of the dissertation is “Internal quality control of audit services”. The
subject of my thesis is the development of an effective internal quality control system for
audit firm services. | think this problem is very important nowadays as a major portion of
public accounting practice is involved with auditing. In making decisions it is necessary for
the investors, creditors and other interested parties to know whether the financial statements
may be relied on. Hence there should be an internal control of auditing operations for
presentation. My work is both of theoretical and practical importance. It is based on the
theory developed by my research adviser, professor S. He is head of the department at
Sumy State University. | always consult him when | encounter difficulties in my research.
We often discuss the collected data. These data enable me to define more precisely the
theoretical model of the audit internal quality system. | have not completed the
experimental part of my thesis yet, but I’m through with the theoretical part. For the
moment | have 4 scientific papers published. One of them was published in the US
journal.




| take part in various scientific conferences where | make reports on my subject
and participate in scientific discussions and debates. I’'m planning to finish writing the
dissertation by the end of the next year and prove it in the Scientific Council of Sumy State
University. | hope to get a Ph. D. in Economics.

2. Read the text again to find the answer to the following questions:
1. What are you?

2. What is your special subject?

3. What field of knowledge are you doing research in?

4. How long have you been working in the field?

5. Is your work of practical or theoretical importance?

6. Who do you collaborate with?

7. How often do you consult your scientific adviser?

8. Have you completed the experimental part of your dissertation?
9. How many scientific papers have you published?

10. Do you take part in the work of scientific conferences?

11. Where and when are you going to get Ph. D. degree?

3. Remember the following words and do more practice in speaking about your
research:

to do/to carry on/to carry out/to conduct research

to contribute to/to make a contribution to

to influence/to affect/ to have an effect on, upon/

to study/to make studies/to investigate/to explore

to put forward an idea/to suggest an idea/a theory/a hypothesis
to advance/ to develop/ to modify a theory

to predict/ to forecast/ to foresee/to

to accumulate knowledge

field of science/research

a new area of research/current branch/ field of research

the latest recent achievements/developments/ advances

a (n) outstanding/prominent/ world-know scientist/researcher

4. Answer the questions:

1. What is your field of science/research?

2. What are the current issues in your field of science/research?

3. Have new areas of research appeared in recent years?

4. What is your particular area of research?

5. What are the latest achievements in your field of science/research?

6. Have any fundamental discoveries been made in your field of science/research in recent
years?



7.

Can you name some outstanding researchers in your field of science? What contribution

have they made?

8.
9.
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6.

Do achievements in your field of science influence everyday life? In what way?
What further developments can you predict in your field of research?

. Complete the sentences below. Speak about your field of science research:

. I do research in the field of ....

. It is the science/ a comparatively new branch of science that studies....

. The field of science/research that I’m concerned with gathers knowledge about ....
. Major developments include advances in ...

. Remarkable advances have been made in ...

. The branches of science contributing a lot to progress in my field of research are ...
. My current field of science/ research is ...

. It’s difficult/not difficult to foresee/ forecast / predict ...

Work in pairs. Ask for and give information on your field of science and research.

Answer the questions:
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13
14
15
16
17

18.

co
19
20
co
21
22

. What is the subject of your current research?

. What is the purpose of your current research?

. What methods do you employ? Why?

. What are the advantages of the methods and techniques you use in your research?
. Is this method only now coming into use? Is it new?

. What operations does it include?

. Do you find the method reliable/precise? Why?

. How long has your current research been under way?

. How much time will it take you to complete your research successfully?

. Have you already obtained any research results?

. What are the main results of your current research?

. Has your research been a success?

. Have you succeeded in receiving extensive data?

. Do your research data agree with the theory you follow?

. Do your results coincide with those obtained by other researchers?

. Are the results you have obtained of purely theoretical or practical interest?

. Do your research results appear to be of both theoretical and practical interest?

Are the data/observations you have obtained sufficient to formulate your final
nclusions?

. What part of your research remains still unfinished?

. Do the data/results/ observations/ findings allow you to come to any definite
nclusion(s)?

. What conclusion(s) have you come to?

. How long will it take you to complete your research?



7.
1.
2.
3.
4.

Complete the sentences below. Speak about your research problems.

At present/now/ currently I am studying the problem of ...

The problem I am studying is concerned with ...

There are a lot of /few/ no publications on the problem of ...

The literature available on the problem of my research inly outlines/ mentions in passing/

thoroughly/ extensively describes such aspects as ...

5.
6.

8.

We have taken up the problem of ... to prove/ investigate...
In solving our problem we follow the hypothesis that ...

Complete the sentences below. Speak about the purpose of your current research

and the methods used.
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First name(s) Surname(s)
House number, street name, city, postcode, country

. Currently [ am ...

. I am making a set of experiments/ analyses in order to ...
. The experiment/ analysis is performed with a view to ...
. The purpose of my experiments/ analyses is to ....

. We undertake a set/ a series of experiments hoping to ...
. In our current research we ... the method of ...

. The method / technique allows /permits ... to ....

. Complete the sentences below. Speak about the results and conclusions of your

research.

. The research has been under way for a year and I’ve got ...

. At present a lot of work is being done to ...

. The results we have ... so far from cannot be used to ...

. Unfortunately, we have failed to ... but succeeded in ...

. The findings prove to ...

. The evidence appears to ....

. As a result of numerous experiments performed we have obtained sufficient data to ...
. Most of our research findings are consistent with ...

JTOJATKH
CURRUCULUM VITAE

a brief biographical résumé of your career and training,
as prepared by a person applying for a job or a college




Mobile number

E-mail address

Personal website

Sex | Date of birth

JOB/POSITION APPLIED FOR

STUDIES APPLIED FOR

| Nationality

PERSONAL STATEMENT

WORK EXPERIENCE

EDUCATION AND TRAINING

PERSONAL SKILLS

Mother tongue(s)
Other language(s)

UNDERSTANDING SPEAKING WRITING
Listening Reading Spoken interaction Spoken production
UNDERSTANDING SPEAKING WRITING

Listening Reading

Spoken interaction |

Spoken production

Levels: A1/A2: Basic user - B1/B2: Independent user - C1/C2 Proficient user
Common European Framework of Reference for Languages

Communication skills -

Organisational / managerial skills -

Job-related skills -

Digital competence

SELF-ASSESSMENT

Information
processing

Communication

Content creation

Safety

Problem solving

Levels: Basic user - Independent user - Proficient user

Other skills

Driving licence:

ADDITIONAL INFORMATION

Publications —

Presentations —
Projects —
Conferences —
Seminars —
Honours and awards —
Memberships —
References —
Citations —
Courses —
Certifications -
ANNEXES




Task 3. Read a sample of a CV (ECV template). Write out new topical words.

PERSONAL INFORMATION

Replace with First name(s) Surname(s)

[All CV headings are optional. Remove any empty headings.]

9 Replace with house number, street name, city, postcode, country

. Replace with telephone number 8 Replace with mobile number

¥4 State e-mail address

O State personal website(s)

® Replace with type of IM service Replace with messaging account(s)

Sex Enter sex | Date of birth dd/mm/yyyy | Nationality Enter nationality/-ies

JOB APPLIED FOR
POSITION - Replace with job applied for / position / preferred job / studi lied for / |
PREFERRED JOB eplace with job applied for / position / preferred job / studies applied for / persona
STUDIES APPLIED FOR  Statement (delete non relevant headings in left column)
PERSONAL STATEMENT
WORK EXPERIENCE n
[Add separate entries for each experience. Start from the most recent.]
Replace with dates (from-to) ~ Replace with occupation or position held
Replace with employer’s name and locality (if relevant, full address and website)
= Replace with main activities and responsibilities
Business or sector Replace with type of business or sector
EDUCATION AND TRAINING ||

Replace with dates (from - to)

PERSONAL SKILLS

Mother tongue(s)

Other language(s)

Replace with language

Replace with language

Communication skills

[Add separate entries for each course. Start from the most recent.]

Replace with qualification awarded Replace with EQF
(or other) level if
relevant

Replace with education or training organisation’s name and locality (if relevant, country)

= Replace with a list of principal subjects covered or skills acquired

[Remove any headings left empty.]
Replace with mother tongue(s)

UNDERSTANDING SPEAKING WRITING
Listening Reading Spoken interaction | Spoken production
Enter level Enter level Enter level Enter level Enter level

Replace with name of language certificate. Enter level if known.

Enter level Enter level Enter level Enter level Enter level

Replace with name of language certificate. Enter level if known.

Levels: AL/A2: Basic user - B1/B2: Independent user - C1/C2 Proficient user
Common European Framework of Reference for Languages
Replace with your communication skills. Specify in what context they were acquired. Example:

= good communication skills gained through my experience as sales manager


http://europass.cedefop.europa.eu/en/resources/european-language-levels-cefr

Organisational / managerial skills

Job-related skills

Digital competence

Other skills

Driving licence

ADDITIONAL INFORMATION

Publications
Presentations
Projects
Conferences
Seminars
Honours and awards
Memberships
References
Citations
Courses
Certifications

ANNEXES

Replace with your organisational / managerial skills. Specify in what context they were acquired.
Example:
= leadership (currently responsible for a team of 10 people)

Replace with any job-related skills not listed elsewhere. Specify in what context they were acquired.
Example:
= good command of quality control processes (currently responsible for quality audit)

SELF-ASSESSMENT

Informat_lon Communication Contgnt Safety Prob!em
processing creation solving
Enter level Enter level Enter level Enter level Enter level

Levels: Basic user - Independent user - Proficient user
Digital competences - Self-assessment grid

Replace with name of ICT-certificate(s)

Replace with your other computer skills. Specify in what context they were acquired. Example:

= good command of office suite (word processor, spread sheet, presentation software)

= good command of photo editing software gained as an amateur photographer

Replace with other relevant skills not already mentioned. Specify in what context they were acquired.
Example:

= carpentry

Replace with driving licence category/-ies. Example:

B

Replace with relevant publications, presentations, projects, conferences, seminars, honours and

awards, memberships, references. Remove headings not relevant in the left column.

Example of publication:

= How to write a successful CV, New Associated Publishers, London, 2002.

Example of project:

= Devon new public library. Principal architect in charge of design, production, bidding and construction
supervision (2008-2012).

Replace with list of documents annexed to your CV. Examples:
= copies of degrees and qualifications;

= testimonial of employment or work placement;

= publications or research.
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