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IHosicHUTEALHAA 3aIIHCKA

KontponsHo-oneHounoe cpeactso (KOC) pa3paboTtano A npoBeaeHus 1udpGepeHIpOBaHHOTO
3auéra no yueObHoil aucuuruimne CI' 02 «HOCTpaHHBIN A3BIK B MPO(GECCUOHATBHON eI TeIbHOCTH.
IIpennasHaueHo Juisi IPOBEIEHHS KOHTPOJS U OLEHKH pEe3yJIbTaTOB OCBOCHHUS 3HAHUH M YMEHMH
cTyneHToB cneunanbHoctu 27.02.07 YmpaBieHue KauecTBOM MPOAYKIIMH, IPOLECCOB U ycayr (1o

OTpacysim).

CgojHble 1aHHBbIE 00 00bEeKTaX OLleHUBaHMs1, (OPMHUPYEeMbIX KOMIIETEHIIUAX,

BH/IaX 3aaHUI

Copnepxanue o0yyeHus

®opmupyemble
KOMIIeTCHIIUH

Buanl 3agannii

Pa3znen 1. Boioop

OK.01, OK.02, OK.04

[TpakTnueckue 3aganue 1,2.3

npogeccun.

Paznea 2 OK.01, OK.02, OK.04 [TpakTaeckue 3amanue 1,2.3
CelILCKO0X035HiCTBEHHOE

MPOU3BOJCTBO

Pasznea 3 OK.01, OK.02, OK.04, | ITlpaktuueckue 3aganue 1,2.3
IIpousBoacTBo u OK.09

XpaHeHHe NMPOAYKUMH.

Paznen 4 /lenoBoii OK.01, OK.02, OK.04, | IIpaktuyeckue 3aganue 1,2.3
AHTJIHHCKHH OK.09, IIK 2.3.

ITopsinok u yci10BHsI NpOBeAeHUSA PA0OTHI

JuddepeHunpoBaHHblil 324€T MIPOBOIUTCS B IPYIIIE B KOJIUYECTBE 25 UEIOBEK.
JMuddepeHunpoBanHblii 3a4€éT 3aKII0YA€TCS B BHIIOJHEHUM HWTOTOBOM pabOThI, KOTOpas

BKJIIOYACT JICKCUYCCKUEC 3aJaHus K HpO(beCCI/IOHaJ'IBHOMy TCKCTY ! OTBECTUTH HAa BOIIPOCHI, COOTHCCTU

3HAYEHHUS CJIOB).

KoJsimyecTBo BapuaHTOB — 2
Hopma Bpemenu: 1 yac 30 MuHyT.




JuddepeHupoBaHHBIN 3a4eT
BapuanT 1
IIpouumatime u nepesedume mexcm (ycmmo). Boinoanume 3a0anus nocie mekcma nucbMeHHO.

Applying for a job

The happiness of any person largely depends on having suitable job. One may learn about a job vacancy
in a newspaper, from a friend, from the employment agency or TV advertisement.

To apply for a job you are interested in, it is necessary to convince the prospective employer of your
ability to do this job well. The first thing you should do is to prepare a resume (curriculum vitae — Br E).
A resume should contain a summary of essential facts from your background: personal data, career
objective, work experience, education, and references. You should emphasize your strongpoints in your
resume. For example, if you have no job experience, stress your personal qualities (sociability, honesty,
reliability, efficiency etc.) or educational background. A well-composed resume will make the
prospective employer under-stand what abilities make you a suitable person for a particular job.

If you interest the employer he will invite you for an interview. Interviews are conducted on the various
patterns: there are traditional one-to-one and group interviews, board or panel interviews (where an
applicant is interviewed by a panel of interviewers), «deep-end» interviews which give a candidate the
opportunity to demonstrate his skills and apply his knowledge.

To make a good impression on the interviewer it is important to find some information about the
company you are going to work in. Besides, there are some rules of behaviour in an interview. For
instance, when greeting the interviewer you should wait until he shakes your hand. Also, you shouldn’t
sit down until he offers you to do that. In the interview it is common to avoid discussing personal,
domes-tic or financial problems if you are not asked about.

Interviewers can’t check applicant’s professional skills immediately, so, the first thing they are attracted
to is the agreeable personality and friendly attitude of the interviewee. You shouldn’t criticize your
former colleagues or employer: criticism helps to reveal your own negative qualities.

Interviewers are usually interested in qualifications of the candidate, his/her previous job experience,
motivation and the reasons of applying for that job. In the interview you may ask questions too — about
salary, probationary period, social guarantees, transport facilities to or from job, chances of promotion.
But you should discuss the subject you are interested in after the interviewer introduced it.

It is clear that a job interview is a stress situation for any applicant. The majority of interviewees feel
nervous, and not everyone is able to show his worth in the interview. But it is necessary to concentrate
oneself for some time because the conclusion about the candidate is made within the first ten minutes of
the interview.



No ok owdERE

Answer the following questions. (3anumuTe 0TBETHI HA BONMPOCHI ):
Where may you learn about a job vacancy?
What should you do first?

What should CV contain?

What kinds of interview are there?

What are the rules of behavior in an interview?
What questions may you ask?
What is necessary to do to make a good impression?

2. Match the word combinations with the Russian equivalents. (CooTHecuTe mugpbi ¢

OyKkBamm):
1. to make a good impression on a) BO3MOKHOCTB IIPOJIEMOHCTPHUPOBATH
someone MAaCTCpPCTBO
2. career objective b) npousBecTH XOpoliee BIEYATICHHE
3. to hake hands C) npuHsTO N3berath 00CYKIACHUS
4. opportunity to demonstrate skills d) xemaemast JOJDKHOCTH
5. itis common to avoid discussing €) KaHAWAaTypa MOAXOsIIas Ha
OIPEJICIICHHYIO IOJDKHOCTh
6. company you are going to work in f) mposeputs npod. MacrepcTBo
IpETEHIEHTa
7. some rules of behaviour g) HEKOTOpbIE ITPaBHJIA ITOBEICHHS
8. suitable person for a particular job h) moxatb pyKy
9. to check applicant’s professional i) KoMIaHus, B KOTOPOM BB COOMpaeTech
skills paboTtarh

3. Paraphrase the sentences. ( IlepenummTe MpeaIoKeHNsI, 3aMeHsisI BbI/IeJIEHHOE CJI0BO
CJI0BOM M3 PAMOYKH):

= Lid Pl

L

background, resume, panel, emphasize,
contain, prospective, applicant

To apply for a job the first thing you should do 1s to prepare a curriculum vitae.
A resume should include a summary of essential facts from vour biography.
You should point out vour strong pomts in your resume.

A well-composed resume will make the potential emplover understand what ab-
ilities make vou a suitable person for a particular job.

skills and apply lus knowledge.

Viewers.

. A «deep-end» mterview gives to a candidate the opportunity to demonstrate his

. A board interview 1s the one where applicant 1s interviewed by a panel of mter-
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JuddepeHupoBaHHBIN 3a4eT
Bapuanr 2

1. TlpouwmTaiite u nepeBenute TeKCT (YCTHO). BolmomHuTe 3aaHus 1ociie TeKCTa MUCbMEHHO.

WRITING BUSINESS LETTERS

Writing business letters is very important for normal business activity. Nowadays writing letters is more
popular than ever before due to the Internet. In business people prefer to use e-mail than telephone
communication, because it takes a lot of time to deal with the huge number of personal contacts.
Besides, e-mail helps to work with foreign colleagues or international companies. Business
correspondence serves to order a product, to provide or request information, to complain about
something etc.

Sometimes business letters are written on printed company forms.
The typical business letter consists of the following standard parts:
» the heading (including the date)

* the inside addresse the greeting

* the body of the letter

* the complimentary close

« the signature.

All these parts are separated with a double space. This way of typing letter on a computer is called the
block format.

The heading contains the name of the company or a company logo, the postal address, the telephone
number(s), the number of fax and e-mail address. Also the heading includes the date. The date is typed
two spaces below the sender’s return address, always on the right-hand side.

The inside address is the address of the person or company receiving the letter. The name and address of
the company to which a letter is written are usually type don the left-hand side.

The greeting (salutation) follows two spaces below the inside address with the words Dear Sir(s), Dear
Mr. Jones, Dear Ms Jones or Dear Dr Thomson. Very often comma is typed after the greeting.

Sometimes the writer places the subject line between the greeting and the body of the letter. The subject
line helps to stress the purpose of a letter.

The body of the letter contains a message. The style of the business letter is formal. The language should
be clear and natural. Sentences and paragraphs shouldn’t be too long. As business letters are written on
behalf of a firm or company, the plural pronouns we and our are preferred to the singular ones I or my.
Also the short forms such as we’ll or we’ve should be avoided in all formal letters.



The body of the letter consists of the introductory, main and concluding paragraphs. To separate
different logical parts more effectively, additional spacing is used between paragraphs. In the
introductory paragraph the author may refer to any previous correspondence or conversations, mention
the sources of information and the reasons for writing the letter. The main paragraph gives information
and facts concerning the subject of the letter. If there are some problems to describe in the main part, it
iIs common to start a new paragraph for each idea or subject. In the concluding paragraph it is usual to
express the hope for prospect collaboration or future success in business of the sender and
correspondent.

The complimentary close is a way to express respect at the end of a business letter. The most common
expressions used for the complimentary close are Yours faithfully or Yours sincerely.

A letter on paper should always be signed by hand and in ink, because a signature is a personal mark of
the author. Below the personal signature it is necessary to type the name of the author, his position in
the company or the name of the department he represents.

It is common to place the complimentary close, the personal and the typed signature on the left-hand
side of the letter.

In a modern business letter, punctuation is used only in the sentences and in some abbreviations. There
IS no punctuation in the heading, the date or after the typed signature.

If there are enclosures, the abbreviation Encl. is typed in the bottom left-hand corner, with a short
description of the enclosure (resume, price list, catalogue, copies of cheques, certificates, contracts,
documents etc.).

1. Make the following sentences complete by translating the words in brackets.(Haiiqure
nepeBoa CJIOB B TEKCTE H 3AIIUMIINUTE MPECAJT0KCHUE HA AHIJIMIICKOM SISLIKG):

1. The way of typing letter on a computer (¢ nBoiinsiM uHTepBasiom) IS called the block format.

2. The heading contains the (na3Banue kommanuu) Or a (;rorotun kommanuu), the postal (aapec), the
(momep Tenedona), the number of fax and (anexTponHbIi agpec).

3. The date is typed two spaces below the (o6patHsIii anpec ormpaButens), always on the right-hand
side.

4. The language of a (renoBoe mucemo) should be (sicuprit) and (ectecTBeHHBIIH).

5. As business letters are written (ot iuma ¢pupmsr win kommanuu), the plural pronouns we and our
are preferred to the singular ones I or my. Also the short forms such as we’ll or we’ve (cmeayer
u3oerats) in all formal and business letters.

6. The body of the letter consists of the (BcTynuTenbHbBINH, OCHOBHOW U 3aKTIOUN-TEIbHBIHN)
paragraphs.



7. (Uroow! Bemenuts) different logical parts more effectively, additional spacing is used (mexmy
a0b3amamu).

8. (Ilpunusto) to start a new paragraph for each idea or (tema).

9. In the concluding paragraph it is usual to express (Hagexay Ha COTPYAHUYECTBO B OyayIieM) Or
future success in business (asst OTIIpaBUTENS U MOJTyYaTeIs).

10. (Camsbie pacipoctpanénnbie) expressions used for the complimentary close areYours faithfully
or Yours sincerely.

2. Answer the following questions.(3anummuTe 0TBETHI HA BONPOCHI ):
1. Why do people write business letters?

2. What are the main parts of a business letter?

3. What can you say about the language and style of business letters?

4.What can be enclosed along with a business letter?



We write to inform you that we developed a new device at our University
(Loughborough) that can identify tiny amounts of explosive particles — invisible
to the naked eye. It could provide the solution to better protecting the travelling
public from acts of terrorism.

Created by Professor John Tyrer from the University’s Wolfson School of Me-
chanical and Manufacturing Engineering, along with colleagues from the De-
partment of Chemustry, the device 1s currently undergoing field trials at a number
of undisclosed locations across the country.

| We would be grateful to receive a prompt reply.

If you think our work is worth being spoken about, we would like to ask you to
give us a chance to present it. We would appreciate your attention to our re-
search.

In the recent 1ssue of Chemical Review we have found information on the Scien-
tific Conference New Discoveries in Science to be held in Swansea. We are look-
ing forward to reporting our new discovery and discussing it with the scientific
public.

13 May 2010 Daniel Hatchette Dear Dr Smith.
Chemistry Department

Chemistry Department University of Wales Swansea

Loughborough University Singleton Park

Leichestershire Swansea

LE113TU SA2 8PP

UK Wales, UK

Telephone: +44 (0)1509 223 522
Fax: +44 (0)1509 223 905

Telephone: 01792 205 678
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Kpurepun oueHuBanus

Onenka Yucuao 6a/1510B, HEOOX0AUMOE JIJISl MOJTYYEHHUS OLEHKHU
«3» - yIOBIETBOPUTEIHHO 15-10
«4» - xopouio 19-16
«5» - OTIIMYHO 23-20




