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INPEAUCJIOBHUE

[Tocobue A Guide to Master’s English (AHrnuiickuii si3bIK 111 MarucCTpaHTOB)
ypoBeHb intermediate/ upper-intermediate mpeaHa3HaueHO AJI 0OECIIeUeHUs TUCIIUILIH-
HBI «Jle0BOM MHOCTpPaHHBIN S3BIK» ISl CTYJEHTOB MaruCTPaHTOB dKOHOMUYECKUX CIIe-
HAATBHOCTEN PA3JIMYHBIX HAMPABICHUN MOATOTOBKHU.

Lenpro mpeasiaraeMoro yueOHOTO MocoOus SIBISIETCS pa3BUTHE HABBIKOB UTCHUS U
MMOHUMAHUSI OPUTHHAIBHBIX TEKCTOB IO CIEIHATBHOCTH, KOMMYHHUKATHBHBIX YMCHHUH
Pa3IMYHBIX BUAOB PEUEBOM JEATEILHOCTH, a TAK)KE COCTABIICHHUS MPE3EHTAIUN.

JlanHoe ydyeOHOe mocoOue cocTouT U3 nmatu pasnenoB (Units), KaxkIblil U3 KOTO-
pBIX BKIIOYAET B ce0s HECKOJIBKO OPUTHHAIBHBIX TEKCTOB IO CICIHMAIBHOCTH, a TaKKe
KOMITJIEKC PEYEBBIX YMPaKHEHHH, 00Opa3lbl KOMMYHUKATHBHBIX CHUTYyaIlud IUaJoTHUe-
CKOM ¥ MOHOJIOTUYECKOU PeUr, COOTBETCTBYIOIIUX MPUHIIUIIAM COBPEMEHHON KOMMYHHU-
KaTUBHOM METOJIUKH. YTIPaKHEHUS TBOPUECKOTO XapaKTepa UMEIOT 1ielib chOpMHUPOBATH
MOJIOXKUTEIBLHYI0O MOTHUBAIIMIO K M3yUYCHHUIO JTAHHOW TEMBI M MPEIMETa B IIEJIOM, a TaKKe
obecrnieunTh (OPMHPOBAHNE HABBHIKOB YCTHOM W NMHUCHbMEHHOM KOMMYHHUKAIIUHU Ha WHO-
CTpaHHOM s3bIKe. B MpUiI0KeHUH MpeICTaBICHbI JOTOJHUTEIbHBIC ayTEHTUIHBIC TEKCThI
obmenpodeccHoHaTbHON HAIIPaBJISHHOCTH U JApyTras MoJie3Has HHPOopMaIusl.

CtpyKkTypa opraHu3aliui yaeOHOTO MaTepHraia uMeeT YETKO CPopMyTUPOBAHHBIH
TEMaTUYECKUH TUIAaH B COOTBETCTBHH C 3a/lauaMu U TpeboBaHusiMu DeaeparbHOro rocy-
JTAPCTBEHHOT'O0 00pa30BaTENIbHOTO CTaHAapTa BBHICIIETO MPOQECCHOHATHLHOTO 00pa3oBa-
HHSL.

YueOHnoe mocobue A Guide to Master’s English (AHrmmiickuil sI3bIK A1 Maru-
CTpPaHTOB) HAIIEJICHO HA Pa3BUTHE U COBEPIICHCTBOBaHUE OOIIMX M MPEAMETHBIX (IeN10-
BOM aHTJIMUCKHUM SI3bIK) KOMITETCHITNH, HEOOXOAUMBIX KaK JIJIsi BHITYCKHHMKOB Marucrpa-
TYpBI, CHEIUATU3UPYIOMNXCS B 00J1acTH OM3HECA M JISJIOBOT0 aJIMUHUCTPUPOBAHUS, TaK
U JIJISI IUPOKOTO KpyTa JIUII, COBEPIICHCTBYIOMIMXCS B IEIOBOM aHTJIMICKOM SI3BIKE.



Unit 1. PRESENTATION

“If you’ve got an idea, start today.”
- Kevin Systrom, Founder of Instagram.

@ Randy Glasbergen [ glasbergen.com

“I really enjoyed your presentation.
During the third hour, my spirit
left my body and went to the beach!”

1. Match the following words with the Russian equivalents:

1. appearance

a. pas3acii BOIpoOCOB U OTBCTOB

2. back up plan

b. moaroroska

3. body language

C. BBICKA3bIBATb

4. concise

d. BIOXHOBIISIOIIMIA

5 essential

€. CIIOHTAHHBIN

6. eye -contact

f. coequHATH

7. figures

g. BHCIIHUMI BHJI

8. handouts

h. moxackasku

9. inspiring

1. BCTaBJIATH

10. preparation

J. b psl




11. public speaking K. ymuBHTEIBHBINA (aKT

12. question-and-answer section |. 3puTENHHBIN KOHTAKT

13. surprising fact m. sI3BIK TeJla

14. tips n. 3aMacHoM 1iaH

15. to insert 0. pa3AaToYHbIe MATEPHUAIIBI

16. to link p. TOBOPUTH OECCBA3HO

17. to link J. BBICTYIJICHUE TIEpe]] ayIUTOPHUEH
18. to pronounce I. pENeTUPOBATH

19. to ramble S. KpaTKui

20. to rehearse t. BAKHBIN

2. Answer the questions:

1. Have you ever done a presentation? Were you satistfied with the result?

2. What is the most difficult part of making a presentation?

3. Have you ever seen a really inspiring presentation? What elements were so im-
pressive that you remember it?

4. Have you ever heard a presentation when you didn’t understand anything?

5. How many slides should be included into presentation?

6. What are the colors preferable for the background?

7. What are the pictures allowed for the presentation?

8. Do we need to insert much text in the presentation?

9. How important is to adapt what we read from the Internet? What we need to
adapt? (grammar, words, structure, amount of information.)

10. Do you need to learn the text of your speech by heart?

11. Should you have to write your speech or it should be unprepared?

12. What is the impression of mixing languages?

13. How important is the appearance of the speaker?

14. What things should be in the hands of a presenter? (E.g. a pen, a cell phone, a
tablet, sheets of paper, a case)

15. Do we pay attention to the body language?

16. How to link ideas? How to start and to finish the presentation?

The most common techniques to start a presentation are:

1) To tell a personal story;

2) To offer an amazing fact;

3) To use a quotation;

4) To ask a question;

5) To state a problem.

3. Dialogue

Study the example of the dialogue on the presentation technique, using the
vocabulary from Exercise 1.

- Good afternoon! How are you?

- Hello! I’'m fine! And how are you?

- Everything is fine. I’'m going home from the lesson.

- Oh, are you taking any courses?

- Yes, on public speaking.

- That’s great! And what are you learning?



- We are studying how to make presentations and communicate with the audience.
We are taught to pay attention to our appearance and body language. A little bit similar to
your acting courses, really?

- You are right. We also communicate with the public through the plays performed
on the stage. We are taught to make an eye-contact with the audience and to be inspiring.
I bet you have also heard about the importance of rehearsal?

- You know what is essential to public speaking! Preparation is extremely im-
portant! Everything matters: how to stand, how to speak without rambling, how to give
the handouts... And everything is taught through different techniques!

- Do you have any unusual techniques, any surprising facts?

- Of course I do. For example, now we are learning the techniques of the begin-
ning of a presentation.

- If my memory does not fail me, people are recommended to offer a surprising
fact or to state a problem?

- Those ideas are really obvious, but the techniques also include such things as
asking a question and the thing that really embarrasses me - offering a surprising fact.
What fact will surprise the audience?

- I think it depends on people. If you have to present a car to a group of house-
wives or to the directors of a large company, will you tailor your presentation?

- No doubt, I will! Usually, different people are interested in different things; in
this case the housewives will be interested in the colors and dimensions of the car where-
as the directors will be interested in its technical characteristics, the number of cars avail-
able and so on. Of course, only in my opinion!

- That’s why they would be surprised by different facts. What color was the most
popular according to the data of car retailers last year or what numbers of horse power
were considered the safest according to the crash tests of car producers. Just offer differ-
ent facts and figures and you would become a very successful speaker!

- Thank you very much! I didn’t think in this way! By the way my home task for
today is to make the beginning of a presentation on bank deposits to a group of students,
so I would use the technique so brilliantly explained by you!

- I was glad to help! Wish you good luck in your work! Bye!

- See you! Bye!

4. Make your own dialogue about a technique of starting a presentation. You
should speak about telling a personal story using vocabulary from Exercise 1.

5. Read and translate the text:

3 Presentation Mistakes That Are Making You a Dull Speaker

Nothing makes people sleepy more than a speaker who presents information in a
dull, uninteresting way. Below are three of the most common mistakes speakers make
when giving a presentation:

Mistake: Forgetting we live in a media society

The constant presence of media has transformed us into an impatient culture. The
entertainment industry continues to invent new, innovative ways to give us a lot of ways to
escape. Audiences have become used to quick action, rapid scene changes, and fast sound-
tracks. These advances in entertainment have set high expectations for visual stimulation
and have undermined our ability to sit attentively for an hour while a speaker rambles. The
key to getting and holding attention is to always have something new happening.



Mistake: Just standing there

It’s time to start changing delivery methods. Do anything other than stand in front
of the room, and you’ll create an element of surprise that will keep your audience inter-
ested. Changing delivery modes can include physical movement on the stage. Use alter-
nate media, multiple presenters, and interaction to keep your talk alive.

Changes in media, alternating presenters, or even a dramatic gesture creates varie-
ty for the audience and holds their interest. By using both traditional and nontraditional
delivery methods, you build contrast into your presentation.

Mistake: Depending on presentation slides to communicate

The cultural norm is for presenters to hide behind slides as though that’s a form of
skilled communication. Your slides simply cannot be the sole form of communication in
your presentation. Make it personal; make it surprising; make it real. An audience will
think a presentation is successful if they feel they connected with you.

Keep them on their toes and you’ll have an engaged audience that actually enjoys
listening to you.

Adapted from https://www.duarte.com/make-a-presentation-dont-be-boring-3-
common-presentation-mistakes-that-are-making-you-a-dull-speaker-part-3/

6. Answer the questions to the text:

1. What are the most popular mistakes speakers make while delivering infor-
mation?

2. How did the entertainment industry change our culture?

3. What is the most preferable way of pronouncing the information?

4. How to change the traditional methods of delivering information?

5. What are the alternative options for depending on slides?

7. Match the words with their Russian equivalents:

1. common a. ObICTpBIi

2. entertainment b. MmaHepa nmpejcTaBieHus
3. to escape C. pa3BJIeUYECHHE

4. rapid d. pacmpocTpaHeHHbIN

5. advance €. paszHooOpaszue

6. to undermine f. ybexatb

7. delivery mode g. ©JIMHCTBEHHBIN

8. gesture h. nocrmxenue

9. variety 1. OTpULIATEIBHO CKA3bIBAThCS
10.sole J. JKecT

8. Read and translate the text:

7 Steps to Becoming an Excellent Presenter

Not all leaders are great communicators. And not all great communicators are
leaders.

But if you truly want to be a leader why take chances? Learn to conquer your fear
of public speaking and make presentations that bring results. It's not impossible. Here is a
guide to getting there.



1. Know your subject.

There is nothing more embarrassing than standing in front of a small group of ven-
ture investors or an audience of thousands and not grasping your topic with sufficient
depth and authenticity.

Don't try to impress the audience with something you do not know. If you know
your subject you will be accepted by the audience. Knowledge gives you authority. Your
audience wants you to be smarter and to know more than they do. Otherwise they may
get up and leave!

2. Practice.

You know all those Q&A sessions you have been a part of - well set one up for
yourself. Ask yourself the toughest and meanest questions you can think of. Be your own
adversary. If you do not know the answers to the questions - find them!

Accomplished speakers practice! Speaking does not come easy to anyone!

3. Take a voice lesson.

Make a recording of yourself. Listen to it. Few people like the sound of their
voice.

You can change your voice, its timbre, depth, likableness. Learn how to breathe
and where to move the sound from. Deeper tones result in confidence from the audience
and are more listenable. So go for deeper tones! They convey power. Pause while speak-
ing and let the thoughts settle in.

4. Take an acting lesson.

I am not asking you to become an actor. I just want you to learn how to stand,
move, pause, and command the room. Be kind to your listeners. Do not, as a general rule,
use your hands during a presentation. If you do, use them only to stress an important
point, or raise your arms to visually embrace the audience. Let the words do the work and
not your hands.

5. Speak out.

Almost any child trained to speak has been told to project to the people in the back
of the room. Do you want to be heard? 50% of the people in any audience have some sort
of hearing loss. Speak to them! Overcompensate with volume.

Feel that your message may save a life. Don't bore people with non-essential in-
formation.

6. Be a storyteller.

People may not remember what you said in your speech but they will remember
your stories. Stories are illustrations and paintings of point. Do not use humor or jokes.
Most people do it poorly and there is nothing worse than telling a bad joke or telling a
good joke badly.

7. Be yourself.

More important than anything else is to be real and to know yourself. Do not
boast. Avoid personal pronouns. Thank other people - including your host or introducer.
Be humble and even if you are a poor presenter people will choose your idea over others
just because you seem real and honest to them. Sometimes it is even good to say you are
nervous and would appreciate the patience of the audience.

Most important of all - love your audience. Be genuinely glad to be there - and
they will return the favor!

Adapted from https://www.businessinsider.com/how-to-become-a-good-presenter-
public-speaking-2014-12



. Answer the questions to the text:

. What may help you to become a good speaker?
. What does your audience want from the presenter?
. How to practice before making the presentation?

. Why the recording of the voice is important?

. What volume is more effective: low or loud?

. Why humor is not recommended in public speaking?
. What makes people appreciate the speaker?

9
1
2
3
4
5. What is the point of acting lessons?
6
7
8
9. How to treat your audience?

1

0. Do you think that all the tips are of the same importance?

10. Match the words with their Russian equivalents:

1. accomplished a. TIOJJIMHHOCTH

2. authenticity b. moteps ciyxa

3. embarrassing C. JKECTKUU

4. hearing loss d. HecyliecTBEHHBIN
5. humble €. TeMOp

6. likableness f. pas3gen BOmpoCcOB M OTBETOB
7. mean g. HEJIOBKUU

8. non-essential h. TpUATHOCTH

9. Q&A session 1. CKpPOMHBII

10. sufficient J. 370H

11.timbre k. mocraTouHbIi
12.to conquer . mepenaBaTh
13.to convey m. oOHMMATh

14.to embrace N. 3aBOEBBIBATH

15. tough 0. OIBITHBIN

11. Case Study
Background

The Presentation Award

The Presentation Award will shortly be announced at a ceremony in Samara, Rus-
sia. The award which is given by the Foundation, is an annual event. It is designed to
recognize innovation and creativity in developing, marketing and launching new prod-
ucts. Companies from all over the world enter the competition.

The top winning company receives a badge from the Foundation, which they are
able to put on their winning products. The badge is a guarantee that the product is truly
innovative and of high quality. It appeals to consumers and boosts sales of the product.

A special commission chooses the best product and the best presentation.

You are competing against other products. Introduce your product with the help of
the presentation. Make it as innovative and interesting as possible. (When you are not in-
troducing a new product play the role of the representatives of the Foundation).

When you are making the presentation you should answer the following questions:

1. What special features does the product have?
2. Where one may buy it?
3. Who is your product appeal to?

10




4. What media should advertise it?

5. What is the price of the product?

The commission formed by the members of the Foundation should assess the
product and the presentation.

While assessing the product the commission should consider the following things.

1. Will the product reach the target audience?

2. Will it capture their imagination?

3. Is it truly innovative?

4. Is the media for advertising well chosen?

5. Is the price formed right?

While making the most effective presentation, the following questions should be
answered.

1. Was it interesting?

2. Was there enough eye-contact?

3. Was the pace too quick, too slow or just right?

4. Was the language fluent, accurate and appropriate?

5. Was the voice clear enough?

Options for the products:

1. A perfume (a unisex perfume, which changes its smell, adapting to the smell of
skin; unusual odor with deep animalistic slownotes, attractive and extravagant bottle, bi-
odegradable packaging; distinguishes its owner, high price).

2. A smartphone (small weight, large display, small charging time, great camera,
ergonomic design, high screen resolution, possibility of wi-fi charging, middle price).

3. Banking application (possibility to transact money anywhere, low charge of
commission, option of withdrawing the payment easily, high rates of currency exchange,
high interest rates, low price).

4. Smart fork (measures the weight of your food, signalizes when you eat too fast
or too slow, prevents overweight, understands the essence of the food, low price)

5. Your choice.

Inspired by Alpha Advertising [1, p. 50] & Focus Advertising [2, p. 52].

12. Answer the questions using the unit vocabulary:

1. What are the elements of a successful presentation?

2. How many slides should be in a good presentation?

3. What kind of information is inserted in the slide?

4. How much text on the slide is appropriate?

5. What is appropriate to write in the text?

6. Can you characterize the word choice of the presentation for the credit?
7. How often a presenter looks into the text without lowering mark?
8. How to start and finish the presentation?

9. How well should we speak and what information should we learn?
10. How long should the presentation be?

13. Translate from Russian into English:

HckyccTBO mpe3eHTANNH
1. «Y Bac Huxorja He OyzieT BTOpOro IiaHca MPOU3BECTH NEPBOE BIEUATICHUE.
2. TlepBble BIieyaTJieHUs KpaiiHEe Ba)kHbI B OM3Hece, a 0COOEHHO BO BpeMs Mpe/-
CTaBJIEHUN U coOeceJOBaHUM MPU TpUEME Ha padoTy.

11



3. Ilpe3eHTanuu TaKxke SBISAIOTCS KIIOUYEBBIMU IIPU OpraHU3allid COBMECTHOM pa-
OOTBI U JICIIOBBIX IIEPErOBOPax.

4. Tlpe3eHTanus yxe JaBHO UCIHOJb3yeTCS YMHOBHUKAMM, OM3HECMEHAMHU, HAUU-
HAIOLMMU [IPEANPUHUMATEISIMH, BIaICIOIIUMH OOJIBIINM 00beMOM HHPOpPMALUH, KOTO-
pbIii HEOOXOIMMO MPEACTABUTD ayIUTOPHUH.

5. Ho, xak moka3blBaeT NMpaKkTUKA, JUIsl OJHUX MpEe3eHTalus sBIseTCs KpaiiHe 3¢-
(EeKTUBHBIM MHCTPYMEHTOM, a JJISl APYTUX - UCTOUYHUKOM JOIMOJHHUTEIBHBIX XJIOMOT U
Heyaad.

6. Ilpe3eHTanuu MOTyT OBITh IUIOXUMHU U XOPOILIHUMH.

7. 1lnoxass mpe3eHTalusi CBOJUT YCIEX BCErO BBICTYIUIEHUS K HYJIO, XOpoOIlas
Ipe3eHTAlMs OCTABISET y CAYIIAIOIIUX MTOJIOKUTENbHBIE IMOLIUH.

8. I1noxyro npe3eHTanuio He CTaHyT IMPOCIYIIMBATh WM IPOCMATPUBATh 10 KOH-
112, IOCKOJIBKY OHA HE UHTEPECHA U BBOAMT ayJIUTOPHIO B COHHOE COCTOSTHUE.

9. IMeHHO MOATOMY MOJArOTOBKA MPE3EHTALMU HA3BIBAETCSI HCKYCCTBOM, MEPBHIM
¥ OCHOBONOJIAralOIIMM HAaBBIKOM IPEACTABICHUS KOTOPOW SIBIISETCA OpPAaTOPCKOE Ma-
CTEPCTBO.

10. Opartopckoe MacTepcTBO WJIM BBICTYIUIEHUE IE€pEN ayaUuTOpUEH ABIIAETCA,
BO3MO>KHO, CAMBIM CJIO’KHBIM HaBBIKOM BE/CHMsI OU3HEcA.

11. I'oBOpAT, 4TO €ciy ONBITHBIE OPATOPHI HE YYBCTBYIOT KakK IE€pes NMpe3eHTalu-
el MOIHMMAETC YPOBEHD aIpEHAIMHA U BO3PACTAET HEPBO3HOCTH, TO YTO-TO MOLLIO HE-
BEPHO.

12. IToaroToBka U peneTunrs BaXKHbI, HO HE MOTYT HOJHOCTBIO IIOATOTOBUTH I'0-
BOPSILErO0 K NPUCYTCTBUIO CKENTHUYECKHM HACTPOEHHBIX JIOACH WIM BBIXOIALIEMY W3
CTPOS 000PYIOBAHUIO.

13. be3yciaoBHO, CTPYKTypa O4YEHb Ba)kHa, MOATOMY OOS3aTENbHO CKAKUTE BCE,
yT0 BBI coOOMpanucek cka3ath.

14. Onnako Bbl OMKHBI MOMHHUTH U C JIETKOCTBIO MOKETE€ IPOAHAIU3UPOBATH
yJlayHble MPE3EHTAlMH, TJI€ CIIUKEP B PUHIUIIE HE CIIEYET MOJA00HOW MOIEIH.

15. Pazymeercs, ecnu Bbl He siBisieTech ONBITHBIM OpaTopoM, Bam HeoOxoaumo
IPUIEP)KUBATHCS TUIAHA.

16. Hexotopsle 3KCHEpTHl TOBOPST, YTO CHUKEPBI JOJIKHBI BBIYUYHUTH BBOIHBIN
paszen Hau3ycTh, U HAUMHATH MPE3EHTALUIO C MPEACTaBICHUS YAUBUTENBHOIO (akra
WJIU YHCIIA.

17. Ho roBopsimuii TOJKEH 3By4aTh TaK, Kak OyJITO OH TOBOPHUT STO CIIOHTaHHO,
MOCKOJIbKY Jla’ke HEOOJIbIION 3ay4YEeHHBIH TEKCT MOXKET IMOKa3aThCsl HEUCKPEHHHUM.

18. CaenyeT NOMHHUTb, YTO HEKOTOpbIE (pa3bl U CUTyallMd MOTYT ObITh HEBEPHO
VCTOJIKOBAaHHBIMHU B JIPYTUX KYJbTYypax, O3TOMY HCIIOIb30BaHUE 3a0aBHBIX UCTOPUHN U
IOMOpPA CYUTAETCSI HEYMECTHBIM IIPU BBICTYIUIEHUH IIEpE] Ay JUTOPUEH.

19. Ecnu ecTh XOTh MaJIeWIIINE COMHEHUS, TPOITYCTUTE 3TOT aCIEKT.

20. HayunTech BiIafeTh A3bIKOM TEJIA.

21. PowerPoint Tenepp MUPOKO PAaCHpPOCTPaHEH B Pa3BUTOM MHpPE, TIOITOMY HC-
MI0JIb30BAHUE CIIAJIOB HUKOT'O HE yJIUBIISET.

22. Cnenyetr cobr0aaTh MOCIEIOBATEILHOCTD MOJATOTOBKU K MOCTPOCHUIO Tpe-
3€HTaLUU.

23. Bo-niepBbIX, ONPEIEIUTE TEMY BBICTYIUIEHHS U LIEJIEBYIO ayIUTOPHIO.

24. Tlocne 3TOro codepurTe MaTepuai v BbIAEIUTE OCHOBHBIE TE3UCHI

25. O6paboraiiTe JaHHBIE TE3UCHI C UCIIOJIB30BAHUEM IPOCTHIX M MOHATHBIX 11a0-
JIOHOB.
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26. IIpu 0OpaboTKe cnaiiioB OTAaBalTe MPEeANOYTEHHE MPOCTOMY, Oenomy (ony,
0€3 UCI0JIb30BaHMS CJIOKHBIX Y30pOB U KOHTPACTHBIX I[BETOB.

27. Ulpu¢t npeseHTanuy, COOTBETCTBEHHO, TOXKE JOJIKEH ObITh MPOCTHIM U MH-
HUMaJIMCTUYHBIM - 4epHbIil Times New Roman unu Tahoma.

28. PekoMeHyeTcs UCIIONIb30BaTh MAKCUMYM 2-3 mpudTa.

29. ®onoBbIe poTOrpaduy BEIHOCATCS HA OTJCIIbHBIE CIIANIbI.

30. TekcTta AOMKHO OBITH HEMHOTO, OH TOJIBKO MJUIIOCTPUPYET CJIOBA TOBOPSILIETO,
MI03TOMY OYEHb BaJKHO CBOOOHO OPUEHTUPOBATHCS B PE3EHTALINN.

31. He mepenonHsiiTe ciaiapl HHGOpMaIMEH, He UCTIONB3YHTE UX CIUIIKOM MHOTO.

32. Bbl 1OJKHBI TOBOPUTH € ayJUTOpPHUEN, TOANEPKUBATh 3pUTEIbHBIA KOHTAKT, a
He 0011aThCsI uepe3 dKpaH.

33. Criukepsl Tenepb TaK MPUBBIKIM nonaratbest Ha PowerPoint, 4ro npaktuuecku Hu-
KOT'JIa He UIMEIOT 3aI1acHOTO I1aHa, Ha TOT CIy4ai, eciii 000py/10BaHHUE BBIXOAUT U3 CTPOSL.

34. OaHako 3anmacHOM IUIaH KpallHe BayKe€H, HEOOX0AUMO MPOYMbIBATh TAKYIO CH-
TyaluIo 3apaHee, U MOArOTOBUTHCS K HEW IPH IMOMOIIM Pa3gaTOYHbIX MATEPHAIIOB.

35. B KoHIIE NIpe3eHTalMK BCera PUCYTCTBYET pa3zell BOIPOCOB U OTBETOB.

36. Yaenute oco0oe BHUMaHUE MOATOTOBKE UMEHHO K 3TOM YacTH Mpe3eHTal|H,
MIOCKOJIBKY OHA MOKET pa3pylIUTh BCe OJIaronpuaTHOE BIEUaTIEHHE, cO3/1aHHOe Bamum
BBICTYIUICHHEM PaHEe.

37. I'oBOpSIINMN, €CIIU 3TO BO3MOKHO, JOJDKEH MOAXOIUTh K KAKJIOMY, KTO 3a1acT
BOIPOC, ¥ IOBTOPUTH BOIIPOC TaK, YTOOBI BCS ayAUTOPHS MOTJIA YCIbIIIATh €TO0.

38. IlpeumyiiiecTBOM JaHHON METOIUKH SIBJISIETCS TO, YTO MOAOOHOE TOBEICHHE
npenocranisier Bam Bpems, 4TOOBI IpoiyMaTh OTBET.

39. Ecnu Bel He 3HaeTe OTBET, HE MPUIYMbIBalTE €r0.

40. M0»XHO TTPOCTO OTBETUTH, UTO BhI 1 00siee KOMIIETEHTHBIN YETTOBEK U3 UHC-
7a Bammx Kosuier OTBETUT Ha BOIIPOC MO3%KE, BO3MOXKHO, MO 3JIEKTPOHHOM MOYTE.

41. He mo3BouisiiiTe paszeiny BOINPOCOB U OTBETOB 3aTSHYThCS, YETKO 0003HAUBTE
€ro OKOHYaHHE.

42. BrieuatneHue, NpOU3BEICHHOE B TCUCHHUE MIEPBBIX IBYX WJIU TPEX MUHYT Ipe-
3€HTAIlMM KpaiHe Ba)kKHO, OJJHAKO CMACTH MOXHO IOYTH JIHOOYIO0 MPE3eHTAIUI0 ¢ KaTa-
CTpPO(HUECKUM HauajIoM, €CJIM OCTaJIbHAs YaCTh €€ UAET OTHOCUTEIHHO TIAJKO.

43. Utak, npu yCTHOM BBICTYIUICHUU HEOOXOAUMO TIOMHHUTH O CIIETYIOLIEM.

44. TexHrKa ABWKEHUU - TOBOPSIIMI HE JOJDKEH CTOATH HA MECTE, a IepeMe-
IaTHCS JOCTATOYHO IJIABHO, YTOOBI HE BBI3BIBATH PA3IPAXKEHUS Y HEMOABUKHO CHISIINX
CIIylIaTeNeHn.

45. Cnukep JOMKEH TEMOHCTPUPOBATH CBOIO OTKPBITOCTh, YUEMY CIOCOOCTBYIOT
O0TpabOTaHHBIC JKECTHI.

46. Ocoboe BHUMaHUE yIENAETCS ONPSATHOMY U IPUATHOMY BHEIIHEMY BUIY.

47. OrcyTcTBHE BHMMaHHs Ha CJaibl BO BpeMs IPE3EHTALIMH, YTO MOMOTaeT
ayJIMTOpUU CKOHIIEHTpHpOBaThcs Ha Bac, a He Ha PowerPoint.

48. Tlocrapaiitech, 4TOOBI UMEHHO BBl ynpaBisiiiu MepeKiIOueHUueM CIaiI0B, JTH-
00 cienyeT 3apaHee IOTOBOPUTHCS C YEIOBEKOM, KOTOPBIM cienaeT 3To 3a Bac, opueH-
TUpYACh Ha Bamu 3Haku.

49. PeneTnnus: pacckaszath BeCh TEKCT BCIYX, NOJIYYUTh OOPATHYIO CBS3b, IPOBE-
puTh 000pyIOBaHHE.

50. Ycneursoi moaroToBku!

Inspired by Business Brief [3, p. 9] & VckyccTBo npe3enTanuu. MHCTpYKITHS
o npumeHenuto. H. Xoxiosa http://Smartfield.Ru/Doc/Presentation_Instr.
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Unit 2. INTRODUCTION

“I am what is mine. Personality is the original personal property”.
— Norman O. Brown, an American scholar, writer, and social philosopher.

TYPE A |TYPE B
PERSONALITY | PERSONALITY

E&NHERM&N@}

Warming up

Write your name and give an adjective starting with the letter of your name.
Try to use adjectives to reveal your personality.

For example: Y-young U-unusual L-loyal I-interesting A-active.

1. Match the following words with the Russian equivalents:

1. accomplishment a. CTOJIKHYTHCS C UCIIBITAHHEM

2. short-term goals/long-term goals b. ¢uacko

3. the biggest failure C. BHYTPEHHHMM KPUTUK

4. strengths d. cnabble CTOPOHBI

5. weaknesses €. PEIIUTEIbHBIN

6. flexible hours f. cuctema 1ieHHOCTEN

7. to handle stress and pressure ]. CTapaTeNnbHbBIN, TOOPOCOBECTHBIN

8. to face a challenge h. cripaBIsATECS CO CTPECCOM U JIaBe-
HUEM

9. system of values 1. OJ1aroHaICKHBIN, CEPbE3HBIN

10. inner critic J. KpaTKOCPOYHBIE/ TOJITOCPOUHBIE TSN

11. determined k. yBepeHHbIl B cebe
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12. wallflower 1. TBOpUECKUii, H300peTaTEIBLHBII
13. goal-oriented m. TOJIararoIUACI Ha CBOU CHJIBI
14. easy-going N. JJETKO 00y4JaeMbIil YETOBEK
15. diligent 0. ruOKuii rpaduk
16. ideas person p. 3aCTEHUYHUBBIN
17. reliable q. CUJIbHBIE CTOPOHBI
18. easy to learn r. TOOPOIYIIHBIN, JETKUH B OOIIICHUHU
19. confident S. IOCTUXKEHUE
20. self-reliant t. IeJICYCTPEMIICHHBIN

2. Answer the following questions:

1. How would you describe yourself?

2. What are your strengths?

3. What are your weaknesses?

4. What are your values? What do you believe in?

5. What are your short-term goals and long-term goals?

6. What is your proudest accomplishment?

7. What is your biggest failure?

8. What does your inner critic tell you?

9. What do people most often criticize about you?

10. What are you passionate about?

11. What new activities are you interested in or willing to try?

12. What do you like about your job? What do you dislike?

13. What has been the greatest disappointment in your life?

14. What is it you would like to be known for?

15. What problems do you solve at work? And what makes you especially effec-
tive at doing so?

16. What have you learned from your mistakes?

3. Dialogue

Study the example of the dialogue:

- Hello. I think I’ve seen you around, but we haven’t officially met. I’'m Jessica
Parker.

- Nice to meet you! | am James Smith.

- Nice to meet you, too. What brings you to this course?

-Well, I want to get a master’'s degree on  Econom-
ics/Law/Banking/Accounting/Travel Service/...I do hope it will help me out to promote
my career in the nearest future. What about you?

- Well, I am sure that a bachelor’s degree is not enough for me. Having studied for
4 years I still feel I have much to learn. Or maybe I just fancy studying.

- How are you finding this course so far?

- Quite informative, anyway it’s rather difficult to make myself to attend these
evening classes after my full-time work.

- Yes, I fully agree with you. I feel exhausted by 6 p.m., and these awful traffic
jams drive me mad.

- What does not kill us makes us stronger @&). Where do you work?
- Well, I work as a manager for an IT company.
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- Sounds great. What does your work involve?

- Basically, I am in charge of finding new clients for my company. What about
you?

- Well, 'm an actuary. Basically, I use statistics to figure out the cost of insuring
someone, based on their past behavior. Quite boring I should confess since 1 deal with
figures most of the time.

- Special job for special people, I recon. You are not enthusiastic about your job,
aren’t you?

- I guess the most important or the most obvious thing about me is I’'m a bit of
an introvert. I mean, I’'m always the wallflower. But that doesn’t mean I don’t like being
around people. I actually love it. I thrive on deep conversations where I feel a strong con-
nection with someone. And I'd like to think I'm a good listener and a
good conversationalist. Maybe it’s because I don’t like to talk about myself so I'm al-
ways asking other questions about themselves. So how do you feel about your work? (fo
thrive -0obusamwscs ycnexoe 6 uem-1ubo. A conversationalist -mooumens no2ogopums,
uHmepecHwlll cobeceOHUK)

- Well, I am quite satisfied with my current position. It suits me. Well, [ am quite
satisfied with my current position. It suits me. I think others would say I’m very reliable,
which I like. I do like to take care of problems and help others. And I’d also say I’'m
hardworking and diligent. I feel great when I complete a project at work, and I know I’ve
done it well. Sometimes I wish I were more of an ideas person but I guess I’m the person
who will get things done. I do hope my boss thinks the same &)

- I bet! Oh, the lesson begins in 1 minute. I am really glad to meet you. Do you
mind us having a coffee after the classes?

- I’d love to. See you later then. Good luck at the lesson.

- See you!

4. Make up your own dialogue using Exercises 1 and 3. You may find the fol-
lowing expressions useful to describe yourself:

e [ would say that ’'m/she’s/he’s... (Example: I would say that she’s quite open-
minded.)

e Some would say I’'m/she’s/he’s... but I think that... (Example: Some would say
he’s rather strict, but I think he just wants to be in control and it keeps everyone orga-
nized.)

e I'ma... (Example: I’'m a goal-oriented person.)

e [ have ... (Example: I have a great sense for what other people really need or
want, which helps me in my sales position.)

e [’d describe myself/her/him as ... (Example: I’d describe myself as a problem-
solver.)

o [ guess I'm... (Example: I guess I’m pretty reserved at work.)

e [ would like to think that I'm... (Example: I’d like to think that I’'m very socia-
ble.)

5. Read and translate the text:

How Generation Z Differs from Generation Y
Generatin Z: Precise date range: 1995-2009
Come of Age (turning 18 Years old): 2013 - 2027
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Generation Y/Millenniums

Born:1977-1994

Coming of Age: 1998-2006

The generation Z born completely within the technological age, war on terror, and
multiculturalism. This generation is the first true global culture as their characteristics
and trend is more uniform across the globe as they become the most open minded genera-
tion to date.

How Generation Z Will Compare to Millennials

1. While Generation Y spent money boldly and with few boundaries, 57% of Gen-
eration Z prefers saving money to spending it.

2. While Generation Y spent loads of time at the mall, Generation Z prefers shop-
ping online for almost all their purchases... except for online games. Hmmm.

3. While Generation Y grew up during a strong economy, Generation Z is growing
up in a time of recession, terrorism, violence, and complexity.

4. While Generation Y subscribed to everything social, Generation Z doesn’t want
to be tracked, preferring Snapchat, Secret, or Whisper to communicate.

5. While Generation Y watched YouTube, Hulu and Netflix, Generation Z wants
to co-create, live stream, and help to make up the activity as they participate.

6. While Generation Y loved sports and adventure, Generation Z sees sports as a
health tool, not for play. Their games are inside. Teen obesity has tripled since 1970.

7. While Generation Y grew up with slightly longer attention spans, Generation Z
has an attention span of 8 seconds. Approximately 11% have ADHD (Attention deficit
hyperactivity disorder-cunopom depuyuma eHumManus u 2uNepaKmueHoOCmiL).

8. While Generation Y initiated text messages as a norm, Generation Z prefers
communicating through images, icons and symbols.

9. While Generation Y worried about their growing social status and their “likes”
on social media, Generation Z worries about the economy and world ecology.

10. While Generation Y enjoyed a life that revolved around them, Generation Z
plans on coping with multi-generational households and marriages (400% increase).

Adopted from https://www.urbandictionary.com/define.php?term=Generation%20Z
https://growingleaders.com/blog/generation-z-differs-generation-y/

6. Discuss the survey on the differences the Generation Z and Y. Do you
agree? To what extent? Explain your point of view.

7. Match the words with their Russian equivalents:

. to spend money boldly 3aIyTaHHOCTh MEXIYHAPOIHBIX OTHOIICHHUH
. purchases CIICJINTh, OTCICIKUBATH
._complexity YCTOHNYMBOCTh BHUMAaHUS
. to track CMEJIO TPATUTh JICHBIH
. to live stream MOKYTIKU
MPUOJIU3UTEIBHO

._attention span

. approximately
._to revolve around
0. multi-generational

BpaIIaThCsi BOKPYT

OBITH B JKHBOM 3(upe

OTHOCSIIUICS K Pa3HBIM ITOKOJICHUSM
OKHUPCHHE

| E R o |ae o

1
2
3
4
5
6. obesity
7
8
9
1
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8. Read and translate the text:

7 Ways Generation Z Will Differ From Millennials In The Workplace
The media has focused a lot on millennials in recent years, but it’s time to turn
some of the attention to the millennials’ future co-workers. Gen Zers have a lot in com-
mon with millennials, but there are also many ways in which the two generations differ.

1. Gen Z Is Motivated By Security

While millennials are often seen as more idealistic, and more motivated by pur-
pose than a paycheck, Generation Z lean more toward security and money. This is a
pragmatic generation - they care about making a difference, but they want to be sure are
ultimately motivated by ensuring they have a secure life outside of work.

2. Gen Z May Be More Competitive

As a cohort, millennials are said to be collaborative and teamwork-oriented. They
want to work in an environment where everybody works together to advance goals. Gen
Z 1s defined by its competitiveness. They want to work on their own and be judged on
their own merits rather than those of their team.

3. Gen Z Wants Independence

Gen Zers’ independence ties into their competitiveness, but they generally like to
work alone. Many of them prefer to have office space to themselves. They do not want to
depend on other people to get their work done. More of them are skipping higher educa-
tion than their millennial counterparts, and moving straight into the workforce. They’d
rather avoid the years of debt and try one of the newer, more affordable options.

4. Gen Z Will Multitask (More Than Millennials)

These young people have always lived in a connected world, and they’re used to
constant updates from dozens of apps. Switching between different tasks and paying sim-
ultaneous attention to a wide range of stimuli comes naturally to them. This group of em-
ployees might start working on a document in the afternoon, open it on their phone on the
subway ride home and pull it up again on their laptop while watching TV.

5. Gen Z Is More Entrepreneurial

Generation Z is 55% more likely to want to start a business than millennials. This
can be tied back to many of their traits - especially the independence and desire for finan-
cial success. They are highly motivated and willing to work hard to achieve their dreams.
They are likely to soak up as much knowledge as they can and take on many different
challenges as they pursue their goal of starting their own company in the future.

6. Gen Z Wants To Communicate Face To Face

Generation Z likes to talk face to face. Fifty-three percent of Generation Z said
they prefer in-person discussion over instant messaging or email.

This can be attributed to the negative attention they’ve seen millennials receive for
their reliance on technology, or because the technology they’ve grown up with (Skype,
Snapchat) has allowed people to communicate with a full range of sound and motion, in-
stead of just text.

7. Gen Z Are True Digital Natives

Millennials have long been described as digital natives, but they actually grew up
in a world that was still full of landlines and dial-up internet. Gen Z, on the other hand,
has been living in a world of smartphones and free Wi-Fi for as long as they can remem-
ber. Ninety-two percent of them have some sort of digital footprint.
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https://www.forbes.com/sites/halahtouryalai/2017/07/25/americas-next-gen-wealth-advisors-millennials-who-survived-2008-are-now-managing-billions/#14e387d22d1a
https://www.forbes.com/sites/christinecomaford/2016/05/14/got-millennials-heres-the-culture-they-need/#25c689916313
http://www.business2community.com/social-data/15-aspects-that-highlight-how-generation-z-is-different-from-millennials-01244940#aEMSpff4sSYOuS7q.97
http://www.business2community.com/social-data/15-aspects-that-highlight-how-generation-z-is-different-from-millennials-01244940#aEMSpff4sSYOuS7q.97
https://smallbiztrends.com/2016/07/millennials-vs-generation-z.html
http://www.business2community.com/social-data/15-aspects-that-highlight-how-generation-z-is-different-from-millennials-01244940#aEMSpff4sSYOuS7q.97
http://www.huffingtonpost.com/george-beall/8-key-differences-between_b_12814200.html

They easily flit between platforms and technologies and pick up new software
quickly. Their relationship to technology may be even more instinctual than that of a mil-
lennial in their late 30s.

Adopted from https://www.forbes.com/sites/deeppatel/2017/09/21/8-ways-
generation-z-will-differ-from-millennials-in-the-workplace/#4935f75e76e5

9. Answer the questions to the text:

1. Which generation spends money boldly?

2. Which generation is defined by its competitiveness?

3. What is a multi-task skill?

4. Think about the reasons why Zen Y is less entrepreneurial.
5. Which Generation is more dependent on technologies?

6. Why is Gen Z skipping the higher education?

7. Which Generation is less communicative?

8. Do you agree with this survey? Explain your view point.

9. Can you illustrate your view point with concrete examples?
10. What are the main differences between Generation Y and Generation Z?

10. Match the words with their Russian equivalents:

1. paycheck

2. cohort

3. collaborative

4. merits

5. simultaneous attention
6. wide range of stimuli
7
8
0.
1

TOTOBBIY K COTPYIHUYECTBY
3aCIyTH, TOCTOMHCTBA
pazHooOpa3Hble CTUMYJIBI
3apriaTta

IIPUIINCHIBATh CBOMCTBA
BIIUTHIBATH, NOTJIOLIAThH
3aBUCUMOCTb OT
00MBAaThHCS LEJIEN
OJTHOBPEMEHHOE BHUMAaHHE
BO3pacTHas rpynia

. to attribute
. to soak up

to pursue goals
0. reliance on

e G R I A

11. Case study

In most English-speaking countries, it is normal and necessary to make "small
talk" in certain situations. Small talk is a casual form of conversation that "breaks the ice"
or fills an awkward silence between people. Even though you may feel shy using your
second language, it is sometimes considered rude to say nothing.

Study the role-card you get and act out the small talk based on the infor-
mation in your card.

Small talk 1 Small talk 2
You want to talk about sports. You want to talk about work.
You are crazy about sports. Your favorite You are currently unemployed and look-

sport is football. You play it every week. Your | ing for a job. Find out what jobs the other
football teamneeds to find a new player. See if | people have and see if there are any op-
you can find someone to join your team. portunities for you.

Do the people you speak like to play foot- What jobs do people you speak to have?
ball?
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Small talk 3

You want to talk where people live.
You are looking to move somewhere new.

Find out where people live and whether they

like living there.

What do the people you speak to likeand
dislike about where they live?

Small talk 4

You want to talk about your hometown.

You love your hometown. You think it’s
the best place in the world. Persuade the
other people to visit it.

Have the people you speak to been to your
hometown?

Small talk 5

You want to talk about your family.

You have just had a baby daughter. You also

have a three-year old son. You think he is
very clever for his age. You love talking
about them.

Do the people you speak to have children?

Small talk 6

You want to talk about hobbies.

Your hobby is cycling. You think it’s
amazing. Does anyone else go cycling? If
s, where do they go? You want to join
them.

Do the people you speak to have interest-
ing hobbies?

Small talk 7

You want to talk about food.

You are a foodie. You love trying new dish-
es. Find out the kinds of food everybody
likes to eat. You want a new food to try.

Do the people you speak to like to eat
healthily?

Small talk &

You want to talk about hobbies.

You are planning a trip around the world.
You want to find some interesting places
to visit. Find out where people went for
their last holiday.

Are the people you speak to well-
travelled?

Small talk 9

You want to talk about entertainment.
You are a regular theatre-goer. Find out

what kind of plays everybody likes to watch.

You want to visit some new performance.

Do the people you speak to like going to the
theatre?

Small talk 10

You want to speak about old times.

You remember your school well. You col-
lect all the photos. You want to know
what other people remember about high
school. You want to add some new infor-
mation to your album.

Do the people you speak to like remem-
bering about your school?

12. Answer the questions using the unit vocabulary:

What does your work involve?

Nk =
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How would you describe yourself to a person you meet for the first time?
What are the positive and negative traits of character you possess?

What are the advantages and disadvantages of your work?
What are your future plans and goals?

What would you change in your past if you had a chance?
Can you tell about the company you work for?




8. What topic of small talk do you feel free to talk about?
9. What topic should be avoided if you talk with new acquaintances?
10. What traits of Generation Z can you attribute to yourself?

13. Translate from Russian into English:

1. 4 mory onucaTh cedst B TpeX ClIOBaxX: CTpaTer, aHaJIMTUK U opraHuzarop. Jlesus
MO€M KU3HH: HUKOTJ]a HE cJlaBaThcs!

2. Ceituac Moel LIENbIO SBISETCS MOTyYeHHE paOOThl B Balllel KOMITAHUH, U ST y)Ke
OuYeHb OJIN30K K €€ OCYILECTBICHUIO.

3. ¥YBepeH, 4yTO MO MATHJIETHUN OMBIT pabOThl B MAPKETHUHTE B MEXKIYHAPOIHBIX
KOMIIAHUAX U yueOa B OJHOM U3 Jydiiux By30B cTpaHbl MO3BOJMIM MHE HAaKOIUTh He-
00XoAMMBbIE 3HaHUSI B CBOEH MpodecCUOHAIbHON 001acTH, KOTOPBIE 51 YCIEIIHO CMOTY
MPUMEHUTDH HA JJOJDKHOCTHU B Balllel KOMIIAHUH.

4. YMero npuHUMAaTh PEIICHUs U HECTH OTBETCTBEHHOCTD 3a B35ThIE Ha ceOs 00s-
3aTeNbCTBA U CTAPAIOCh PA3PEIINTh CJIOKHbBIE CUTYallUU.

5. ¥YMmero paboTtaTh B KOMaHJIE¢ ¥ B PEKUME MHOT033J]aYHOCTH, a TAKXKe 51 MOTY
Ha3BaTh ce0s 1EJICYyCTPEMIICHHBIM U OPUEHTUPOBAHHBIM Ha JOCTHKCHHE BBICOKUX pe-
3yJbTaTOB.

6. CaMOCTOAITENBHO pEIllal0 BCE TEKyIIHMe pabdouyue BOMPOCH, MPEIOTBPALLIAIO
BO3HUKHOBEHHE KPUTHUYECKUX CHUTyaluid. JIerko OllEHHWBaI M MHTEPIPETUPYIO HHGOP-
MaluIo, Mpeajgaral0 Bce BO3MOXKHBIE PEIIEHUs MPOOJIeMbl U YyMEI MPHUBOJIUTH yOenu-
TeJIbHBIE aPTYMEHTBHI.

7. K KaxJI0My KIMEHTY NPUMEHSI0 WHIWBUAYAJIbHBIA MOAXOM, UCIOJIB3YI0 pa3-
HbIE METO/IbI B IIEPErOBOPaX B 3aBUCUMOCTH OT OCOOCHHOCTEH KITUEHTa.

8. Mou npuHLIMIIBI JOCTHKEHUS 3PQPEKTUBHOCTU - BBIIIOJIHEHUE 1IeJiel U 3ajad,
KOHIEHTPALUI U CKOPOCTh, CHOCOOHOCTh OTKPHIBATh BO3MOKHOCTH U MOCTOSIHHO Pa3BU-
BaThCSl.

9. Ob6yuenue Ha kadeape MapkeTHHTa B «XXX» a0 MHE HEOOXOIUMbIC 3HAHUS
B 00J1aCTH MapKEeTHHTa, KOTOPBIE S MOTY YCIEIIHO MPUMEHUTH B Ballleil KOMIaHHH.

10. A mory ObITh TIOJIE3€H CBOMMH 3HAHUSIMU MHOCTPAHHBIX SI3BIKOB (B COBEp-
IICHCTBE BJIAQJICI0 aHTJIMICKUM, a TaK’Ke HEMEIIKUM Ha ypoBHe intermediate) u 3HAaHUSAMU
CIIeUANIM3UPOBAHHBIX KOMITbIOTepHBIX mporpamm: SAP, SPSS, Adobe Photoshop, Html
u Google Software Analytics.

11. B3auMoaeicTByIO ¢ OTAEIOM MPOJaX, MapKeTHUHTa U (hruHaHCOB. VIMer0 OmbIT
3ammycKa U MPOJBUKEHUSI HOBBIX MPOAYKTOB.

12. 4 cuuraro, 4TO 1 NOAXOIANINI KaHIUAAT, TOTOMY UTO 5 BJIAJICI0 AHTJIUICKUM
A3BIKOM Ha BBICOKOM YpPOBHE, YMEIO NEPEBOJUTH U alalTUPOBAaTh TEKCThI, COCTABIIATH
Mpe3eHTAINH, aHAJTU3UPOBATh U BU3YAIM3UPOBaTh JaHHbIE B Excel.

13. V MeHs peneBaHTHBIM ONBIT pabOThl U OTPOMHOE JKEJIaHHE DPA3BUBATHCS B
obtoTH chepe, T00TI0 U yMEro paboTaTh ¢ MUppPaMU U B PEKUME MHOT03aJaYHOCTH.

14. 51 MeHemKep MO MEPCOHANY C BOCBMUJIETHUM OIBITOM pabOThl B OpraHu3aliu-
ax u3 cnucka 50 kpynHenmmx komnanui Poccun.

15. Tlocnennue 6 JIeT s COBEPIICHCTBOBAJ HAaBBIKM MEHEIKEpa MO 00CIyKHBa-
HUIO KJIMEHTOB B Koprnopauuu Megacompany Inc.,

16. S cnenuanuct B ynpaBieHUH KOJJIEKTUBOM U PELICHUH IPOOIEM KIHEHTOB.

17. HecmoTpst Ha TO, 4TO MHE HPABSTCS MOU TEKYIIUE JOJKHOCTHBIE 00sI3aHHO-
CTH, 51 UyBCTBYIO, YTO TOTOB K 00Jiee OTBETCTBEHHBIM 3a/layaM U 3Ta BaKaHCHUS MEHS I10-
HACTOAILEMY BJIOXHOBIISET.
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18. 1 mory oxapakTepu3oBaTh ceOsl TpEMs CIIOBAMU: PEIIUTEIbHBIN, TBOPUESCKUH,
JIETKO 00yJYaeMBIi.

19. I'maBHBIN NPUHLHUII, KOTOPOTO S MPUAEPKUBAIOCH B KU3HH, 3TO MOCTOSIHHO
CaMOCOBEPIICHCTBOBATHCS.

20. Mos nmuunas purocodus -HUKOTAa HE CIaBaThCS.

21. A umero xoponime KOMMYHHUKAaTUBHbBIE HABBIKH.

22. 51 nymaro, OAHO M3 MOMX IEHHEWIIHUX KauecTB - CIIOCOOHOCTH peliaTh Mpo-
OJIEMBL.

23. S mory paccMaTpuBaTh CUTYalMIO C Pa3IMYHBIX TOYEK 3PEHUS U BBIIOIHATH
paboTy, UCTIBITHIBAS CEPhE3HbIE TPYAHOCTH.

24. 4 ponuiics u Beipoc B Mockse. Yuwicsa B MI'TY, u nonyuun creneHb Maru-
CTpa 3KOHOMHUKHU.

25. Korga s yuwics B yHUBepcuTeTe, s pabortan unrepHom. [locie okoHUaHUS s
paboTail B TOM e KOMITAHUH Ha MOJHYIO CTaBKY.

26. B maHHbBINI MOMEHT 51 paboTaro MeHeKepoM 03k-oduca B OaHKe.

27. 1 oTBeuaro 3a aHaJu3 PhIHKA.

28. Sl ouenb myHKTYyaJieH. Sl Bcerma BOBpeMsi IPUXOXKY Ha paboTy.

29. Mos ocHOBHas CUJIbHASI CTOPOHA - YMEHUE paboTaTh MO/ JaBJICHUEM.

30. A omn4HO Naxy ¢ A0abMU. J[F0AM JOBEPSAIOT MHE U MPUXOJAT COBETOBATHCA.
OpHaxbl MOM KoOJUIera CTOJIKHYJICS ¢ MPOOJIEMHBIM (TPYIHBIM) KJIMEHTOM, KOTOPBIH
CUYHUTAJI, YTO €ro IJI0XO0 OOCHYXIWIH. S MPUTrOTOBWII KIMEHTY YalKy Kode, U MpUriacui
KIIMEHTA U KOJUJIETY K MOEMY CTOJTY, TJI€ Mbl COBMECTHO PEIIWIHN MPOOIemMy.

31. Tlokonenune Z >XuBET B JIpyroM Mupe, riae Onaromaps OBICTpOMY Hay4dHO-
TEXHHUYECKOMY Tporpeccy O0apbepbl MeXy (U3HMUECKHM U BUPTYalbHBIM MUPOM IpaK-
TUYECKH PYXHYJIU. MBI Ha3bIBaeM €ro QuIKUTATI-MUPOM.

32. Tlokonenue Z OTAWYAETCS TE€M, YTO BOOOIIE HE BUIUT PA3HUIIBI MEXKIY BUP-
TyaJIbHbIM U PEaJIbHBIM.

33. IlokosieHuto Z ropaszio Jierde co3/aTh LETYI0 MPE3EHTALHNI0, KOTOpas Bblje-
JISIeT UX U3 TOJIBI, BeJlb OHO BOCIIUTHIBATIOCH B BHICOKO IMEPCOHATU3UPOBAHHOM MHPE.

34. YeMy CTOUT MOYYMUTHCS y MOKOJEHUS Z: TEXHOJIOTMYECKON MPOJBUHYTOCTH,
OTKPBITOCTU MBIIUICHHS], PEILIUMOCTH.

35. BbITh B KOHTAKTE - 1JIs HOKOJEHUS Z BCE PABHO YTO JbIIIAT.

36. Tonbko 68 % MONOABIX COTPYAHUKOB CUMTAIOT, UTO Uepe3 5 jeT e-mail Oyxaer
elIe aKTyallbHBIM CIIOCOOOM CBSI3M B paMKax paboumx MpolieccoB, u uiib 19 % nei-
CTBUTEJILHO aKTHUBHO TOJIB3YIOTCS MOYTOM JIJISt OTUX IICJICH.

37. 90 % (!) moneit mokojeHUs Z yBEpeHbl B TOM, YTO Y JKEHUIMH M MYXYHUH
JIOJKHBI OBITH PaBHBIE MpPaBa B TAKUX TPATUIIMOHHO MYXKCKHX cdepax, Kak MOJIUTHKA,
Ou3HEC U HayKa.

38. Z’bl pOIUIUCH B TO BPEMs, KOT/Ia Hallla TUTaHeTa Havajla HAaHOCUTh OTBETHBIN
yaap 4eI0BEYECTBY, U TAKUMHU T€MaMH, KaK JKOJOTUS ¥ U3MEHEHHE KJIMMaTa, CePhe3HO
03a604ensb! moutu 70 % MOAPOCTKOB B MUDE.

39. Kak “39ThI” moHmmarotT cuactbe? Hamo mpusHath, JOBOJBHO OJHOOOKO: B
MEPBYIO OYEpPE/Ib MOJOJbIC JIOJU CBS3BIBAIOT €r0 ¢ (U3UYECKUM M TCUXOJIOTUYECKUM
KOM(}OpPTOM, a TaKKe MEePCOHATLHON CBOOOMON HapsIy C BO3MOXXHOCTHIO ITOCMOTPETH
MHUD.

40. Korpma cnenuanucTsl MOMPOCUIIN “33TOB” AaTh OMPEAEICHUE CBOEMY MOKOJIe-
HUI0, OOJBIIMHCTBO M3 HUX BHIOPAJIO TaKHWe CJIOBa: “TBOpUEcKHe”, “h300perarenbHbIe”,

99 ¢

“nepheKunOHUCTHI”, “aMOUIINO3HBIE™ U “IApy>KEeTI00HbIE” .
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41. “33TBI” ¢ yIOBOJIBCTBUEM CTAHOBSITCS BOJIOHTEPAMHU, YYAaCTBYIOT B PA3JIMUHBIX
COIIMAIBHBIX MTPOEKTAX.

42. “391HI”, 0€3yCIOBHO, caMoe ‘3eJeHoe” TIOKOJEHHE, IyMalT 00 oxpaHe
OKpY>Karomiel cpenbl 00bIlIe, 4eM KTO-IH00 elle, 3aiiuTa NPpUpoabl - OJJHA U3 IJIaBHBIX
[EHHOCTEN B UX KU3HU.

43. Puteilnepam, Kak 3TO HM CTPaHHO, 3apadaThiBaTh Ha MOKOJICHUU Z CIOXKHEe,
YEM Ha UX POJIUTEIISAX.

44. B ortnuune ot nokojaeHud X U Y “33ThI” TpaTAT OYE€Hb MHOTO BPEMEHU Ha
BBIOODP TOBapa, OHU M3YyYalOT XapaKTEPUCTUKH, UIIYT JyUIIHE LIEHbI.

45. TlokoneHnue Z ymopHO TPYAMUTCS HaJl MOMCKOM M CO3/IaHHEM COOCTBEHHOTO
MMUIKA.

46. Ilokonenue Z npuaep >KUBAECTCSA NMPUHLMMNA «cAeal cam». BocruranHeie Ha
ponukax YouTube, ero npeacraBuTenn COBEPIIEHHO YBEPEHBI, UTO CIIOCOOHBI CAMOCTOSI-
TEJIBHO CHIENIaTh MPAKTUYECKH BCE.

47. Z 4yThb I HE €AUHCTBEHHOEC MOTHMBHPOBAHHOE MOKOJEHHE: OHH TOTOBBI H
PBYTCS 3aKaTaTh pyKaBa.

48. 35Thl TOpa30 KOHKYpPEHTOCIOCOOHee W TpHU ATOM OONbIINE WHIWBHIYya-
JIMCTHI, YEM MPEIBIYIINE TOKOJICHUS.

49. Tlokonenue Z Ha3BIBAIOT «IIOKOJICHUEM HAIIMOHAJIBHON 0€30IMacHOCTHY, IO-
TOMY YTO UMEHHO € yAeNs0T 0oco00e BHUMaHUE B IIKOJIAaX, METCKUX Ca/iax, IoMa.

50. TIpuHIUIIBI «HET CMBICIIA HAMIPATATHCA, €CIIU ATO HE CYJIUT OOJIBIIION BBHITOJIBI»
WU «UIly paboTy MO AYIIE)» - OCHOBHBIC HAIPABJICHUS MBIIIICHUS TTOKOJICHUS Z.

Inspired by https://skyeng.ru/articles/gotovimsya-k-sobesedovaniyu-na-anglijskom-yazyke-rasskaz-o-sebe
https://www.englishdom.com/blog/uchimsya-rasskazyvat-o-sebe-na-anglijskom-sobesedovanii/
https://lifehacker.ru/mif-pokolenie-z/
https://www.vedomosti.ru/management/articles/2014/04/16/kakimi-oni-vyrosli-molodye-lyudi-pokoleniya-z
https://hbr-russia.ru/management/upravlenie-personalom/p25401
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Unit 3. COMPANY

“Your work is going to fill a large part of your life, and the only way
to be truly satisfied is to do what you believe is great work.

And the only way to do great work is to love what you do.”

- Steve Jobs, Founder of Apple, Inc.

- _— ,
i CARTOONSTOLK

' GO

“My job is to make decisions. Your job
Is to make them good decisions.”

1. Match the following words with the Russian equivalents:

1. to be responsible for b. pabortaTh B KOMIIAHUH, HAHUMATh Ha paboTy
2. position b. KOHKYPEHTBI

3. branch C. JIOJISL HA PBIHKE

4. duties and responsibilities d. rogoBoit 060poT

5. head office = headquarters ¢. OBITh OCHOBAaHHBIM

6. annual turnover f. e KoMnaHuu

7. to employ J. unucras npuObLIb

8. subordinates h.KOHKYpEHTHOE MPEUMYIIECTBO
9. competitors 1. pusinan, oTaeneHue

10. customers J. JOIKHOCTh

11. to be founded k. OBITP OTBETCTBEHHBIM 32

. company’s goals

. mogunHEeHHbBIE

13. competitive advantage m. TOJIOBHOM oduc, mrad-kBapTupa
14. net profit n. cayke0HbIe QYHKIMH U 00S13aHHOCTH
15. market share 0. KJIMEHTHI
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Answer the following questions:

What is the name of the company you work for?

What is your position?

What are your responsibilities at work? What are you responsible for?
What is your company’s activity?

When was it founded?

What is your company’s history? (Some facts to illustrate the company pro-

SnppBwbbE=DN

7. Where is the head office of the company?

8. How many branches does it have?

9. How many people does your company employ?

10. How many subordinates do you have?

11. What are your company’s goals?

12.  What is your company annual turnover?

13.  What is your net profit?

14. What is your company’s market share?

15. Which companies are the main competitors of your company?
16. Does your company have any competitive advantages over them?
17. What are the strengths of your company?

18. What are the main customers of your company?

19. How does your company advertise its goods/services? Do you think it does it

effectively?

20. What is your company strategy?

3. Dialogue
Study the example of the dialogue:

Talking About Your Job
Jack: Hi Peter. Can you tell me a little bit about your current job?
Peter: Certainly. What would you like to know?
Jack: First of all, what’s your job?
Peter: [ am a computer technician at Schuller's and Co.
Jack: What do your responsibilities include?
Peter: I'm responsible for systems administration and in-house programming.
Jack: What sort of problems do you deal with on a day-to-do basis?
Peter: Oh, there are always lots of small system glitches. I also provide infor-

mation on a need-to-know basis for employees.

Jack: What else does your job involve?
Peter: Well, as I said, for part of my job I have to develop in-house programs for

special company tasks.

job.

Jack: Do you have to produce any reports?

Peter: No, I just have to make sure that everything is in good working order.

Jack: Do you ever attend meetings?

Peter: Yes, I attend organizational meetings at the end of the month.

Jack: Thanks for all the information, Peter. It sounds like you have an interesting

Peter: Yes, it's very interesting, but stressful, too!
Inspired by http://www.yeuanhvan.com
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4. Make up your own dialogue about your job. You may find the following

words and expressions useful:
Jobs and Professions

Management: president; vice-president; director; manager; executive officer;
CEO (chief executive officer; company executive officer);deputy director; managing di-
rector; financial director; marketing director; general manager; assistant manager; man-
ager; production manager; personnel manager; marketing manager; sales manager; pro-
ject manager;

supervisor; inspector; controller

Office workers: office worker; office employee; office clerk; receptionist; secre-
tary; personal assistant

Banking and financial activities: banker; bank officer; economist; auditor; ac-
countant; bookkeeper; teller; cashier; bank clerk; financier; investor; sponsor; stockbrok-
er; tax collector

Sales and stores: sales representative; sales manager; salesperson; cashier; seller;
buyer; wholesale buyer; wholesaler; retailer; merchant; distributor; dealer; trader; adver-
tising agent

IT specialists: computer specialist; computer programmer; computer operator;
software specialist; systems analyst; systems administrator; web developer; web pro-
grammer; webmaster; web designer

Law: judge; lawyer; attorney; legal adviser

To report directly to CEO

To look after finance/ to balance the books/ to allocate a budget
To deal with customers/ to make appointments for the boss

To be in charge of IT and Technical Support

To manage Marketing and Sales

To hire new staff/ to take care of personnel

5. Read and translate the text:

Business structure

Every organization made up of more than one person will need some form of or-
ganizational structure. An organizational chart shows the way in which the chain of
command works within the organization.

The way in which a company is organized can be illustrated for a packaging com-
pany. The company will be owned by shareholders that choose directors to look after
their interests. The directors then appoint managers to run the business on a day-to-day
basis:

Managing director

Cistribution manager Production manager Sales manager Accountant
v v v v
Dristribution office Production office Sales office Arcounts office
¥ Y ¥ ¥
Warehouse Drivers Supetrvizor Sales reps
¥

Production staff

In the company structure outlined above:
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The Managing Director has the major responsibility for running the company, in-
cluding setting company targets and keeping an eye on all departments.

The Distribution Manager is responsible for controlling the movement of goods in
and out of the warehouse, supervising drivers and overseeing the transport of goods to
and from the firm.

The Production Manager is responsible for keeping a continuous supply of work
flowing to all production staff and also for organizing manpower to meet the customers'
orders.

The Sales Manager is responsible for making contact with customers and obtain-
ing orders from those contacts.

The Company Accountant controls all the financial dealings of the company and is
responsible for producing management accounts and financial reports.

Organizational structure

Other organizations will have different structures. For example most organizations
will have a marketing department responsible for market research and marketing plan-
ning. A customer services department will look after customer requirements. A human
resources department will be responsible for recruitment and selection of new employees,
employee motivation and a range of other people focused activities.

In addition there will be a number of cross-functional areas such as administration
and Information Technology departments that service the functional areas of the compa-
ny. These departments will provide back up support and training.

Organizations are structured in different ways:

- by function as described above;

- by regional area - a geographical structure e.g. with a marketing manager North,
marketing manager South etc.;

- by product e.g. marketing manager crisps, marketing manager drinks, etc.;

- into work teams, etc.

Reporting in organizations often takes place down the line. An employee might be
accountable to a supervisor, who is accountable to a junior manager, who is then ac-
countable to a senior manager - communication and instructions can then be passed down
the line.

Inspired by https://businesscasestudies.co.uk

6. Draw the structure of the company you work for.

7. Match the words with their Russian equivalents:

1. department a. TpebOBaHHUA MOTpeOUTENECH

2. employee b. (MHAHCOBBIA OTYET

3. chain of command C. YEJIOBEUECKHE PECYPCHI, OTJIEN IMEepCoHAala
4. to be accountable to smb. d. ympaBisiTh KOMIaHHEH

5. financial report €. BEpPTUKaJb MOAYMHEHUS

6. customer requirements f. momyuatsp 3aKa3bl

7. to run the company g. CKIan

8. human resources h. corpymHuk

9. warehouse i. OBITh IOJOTYETHBIM K-JI., OTBEYATh MEPE]T K-JI.
10. to obtain orders j. oraen
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8. Read and translate the text:
The Premier Leader of Global Fast Fashion and Conscious Style: H&M Story

Profile

The mass market is truly the place where the fashion industry is able to gener-
ate millions in profit on an annual basis. The average consumer might not be able to
afford a garment from Chanel or Prada, but he or she still wants to make sure that
they can look stylish at a price range they can conceivably afford. It’s a good thing
that H&M is a brand consumers can trust because they offer fabulous fashion with-
out the exorbitant price tags.

H&M 1s a Swedish global retail brand with a finger constantly on the pulse of
fashion’s beating heart in order to source out trends and styles that even fashionable peo-
ple with a budget can buy. The collection range of the company covers all age groups and
offers high-quality apparel and accessories for women, men, teenagers, and children.
Outside of their main product lines, H&M also showcases items such as home furnish-
ings and beauty cosmetics. Their focus on providing affordable yet stylish fast fashion
has enabled them to acquire a huge international following and establishing themselves
as a key player in the fashion industry.

Foundation and History

The company was founded in 1947 by Erling Persson with the very first shop
established in Visteras, Sweden. The original name of the business was called
“Hennes”, which is Swedish for “hers”, as the store at the time exclusively sold
womenswear. It wasn’t until 1968 when Persson acquired the hunting apparel
brand Mauritz Widforss that he changed the name of the company to Hennes &
Mauritz to reflect the brand’s inclusion of menswear into the product range. Soon
after the merger and the official rebranding into the shortened H&M, the company’s
expansion gradually began to expand outside of Sweden’s borders.

The first international H&M branches appeared in the neighboring Nordic
countries of Norway and Denmark, with shops popping up in the United Kingdom
and Switzerland right after. The company began to sell underwear and intimate ap-
parel in 1973. In 1982, Erling Persson officially handed the reins of the company to
his son, Steffan Persson, who took over as the CEO of the brand. Capitalizing on
their continuing success, H&M expanded to more outlets across the European conti-
nent.

By the 1990s, they generated enough buzz and a massive following among
consumers that the company was confident enough to book the biggest supermodels
of the day to star in their advertising campaigns. Boldfaced names such as Linda
Evangelista, Naomi Campbell, and Christy Turlington fronted posters and bill-
boards wearing cool but casual designs from H&M just as easily as they wore high-
end designer clothing from all the top luxury brands being featured in the pages of
countless fashion magazines. The company was also one of the very first to take ad-
vantage of the internet boom when they officially offered online shopping in 1998.

Evolution and Expansion H&M entered the new millenium by making another
significant milestone: the opening of the very first H&M store outside of Europe. New
York City was the first non-European metropolis to host an H&M flagship store, which
was located in Fifth Avenue to compete directly with many luxury labels, as well as other
popular and competitive fast fashion brands. However, the company made a smart busi-
ness strategy by not viewing luxury brands as the enemy, but as an ally that they could
collaborate with so that both parties can win in the business of fashion.
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This was made into reality during 2004 when H&M started the first of their
highly anticipated designer collaboration series beginning with Karl Lager-
feld, Fendi, and his own namesake label. The retailer’s goal for their designer col-
laborations was to introduce limited-edition capsule collections where superstar
fashion creators could produce high-end pieces but sold at H&M prices.

The strategy would prove to be hugely successful and since that fateful first
partnership with Lagerfeld, H&M would invite other major design stars to collabo-
rate on exclusive apparel and accessories lines such as Donatella Versace, Roberto
Cavalli, Stella McCartney, Alexander Wang, and others .

2007 saw H&M breaking ground in the rising Asian consumer market by opening
the first few stores in Hong Kong and Shanghai, while also continuing their expansion of
online shopping to other international markets. The company debuted H&M Home in
2009. Seeking to reduce the damaging impact of garment production on the environment,
H&M took the initiative of launching a full range of apparel made exclusively out of re-
cyclable or sustainable materials in 2010 dubbed as H&M Conscious. Shoppers who do-
nate or give away their used clothing to any H&M outlet will be rewarded with discount
vouchers. The clothes are then processed and recycled to create new garments in order to
attain the goal of a zero-waste economy. The company has also partnered with nonprofit
organizations such as Canopy to ensure that their garment production practices do not ac-
tively harm endangered forests around the world.

Apart from their sustainability efforts, the retailer also launched the H&M Founda-
tion. The organization aims to achieve four key goals: providing education for children, em-
powering the lives of women and championing the ideals of equality, giving impoverished
areas access to clean water, and educating individuals everywhere to be more eco-conscious.

The H&M Foundation also launched the Global Change Award in 2015: a finan-
cial grant given to forward-thinking recipients who are able to produce innovative ideas
and game-changing solutions that would help revolutionize the way the fashion industry

creates garments without harming nature in the process.
Inspired by https://successstory.com

Answer the questions to the text:

What is the mass market?

Why is H&M popular across average consumers?

Who is the target audience of the H&M brand ?

Who was the founder of the H&M company?

When and where was the H&M company founded?

What does H&M stand for?

Where are the H&M stores and outlets located nowadays?

What is the key to success of the H&M company?

Why does H&M launch apparel made out of recyclable materials?
. What is the main aim of the H&M Foundation?
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. Match the words with their Russian equivalents:
profit a. pekjamMHas KaMIaHUs
garment = apparel b. KOHKYypHpOBaTh
consumer pUOBLIH
product range JOCTYI K Y-JI.
exorbitant cnusinue (KOMITaHui)
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merger

to compete
advertising campaign
to take advantage

0. access to smth.

oJIekK 1A
OTpeOUTEb

3aBBILICHHBIN, YPE3MEPHBIN
ACCOPTUMEHT TOBApPOB
BOCITIOJIb30BaThCS IPEUMYILIECTBOM

6
7
8
9
1

el b =all =l b

11. Case study:

Background
Rich Roast Cafe and Restaurant

Rebecca and John Ogilvie have just received some investment money from their
father to start a new cafe and restaurant. The siblings (sister and brother) have been work-
ing at jobs in Victoria, BC for several years. Their family is very entrepreneurial and both
Rebecca and John are eager to start businesses on their own as they are the last of the
children in the family to have their own businesses. They want to start a business together
and they want their first business to be a success. There is a certain amount of competi-
tion between the 5 grown children in the family. Rebecca and John want to show their
other brothers and sisters that they, too, can be successful.

They decide to start a combination cafe and restaurant because there were no cof-
fee shops and only two other restaurants in the area of Greater Victoria where they live.
The reason there are few options for people in the area is that this section of the metro-
politan area is newer. There are increasing numbers of homes, town home complexes,
and apartment buildings in the area, built over the last 3 years. Before this time the land
had been used for industrial purposes, warehousing, some scattered homes, and some
farmland. The rapid growth of the city of Victoria as a whole means that their area has
been built up very quickly and services such as grocery stores, restaurants, coffee shops,
specialty shops, and fitness places are just starting to open. The population of the area
now justifies these services.

A suitable location for the cafe/restaurant has been found in a newer commercial
complex. It is a good location because:

- there is lots of parking;

- there is good visibility from main roads;

- there is easy access from main roads, and many people walking and driving past
the location;

- there are bike lanes on the streets leading to the location. Bike lanes are now
part of newly developed areas of the city.

Answer the questions:

1. What important business concept and strategies should John and Rebecca think
about before they open, from the case information provided and your understanding of
how coffee shops, cafe’s, and restaurants operate?

2. Should Rebecca and John create a combination cafe/restaurant, a cafe only, or a
restaurant? Why?

3. Assuming they are going to open a restaurant, what type of restaurant should
they start: a family restaurant or a premium restaurant?

4. What mistakes should Rebecca and John avoid as they plan and start the busi-
ness?

5. Would you like to run a family restaurant business?

Inspired by http://kurucz.ca/cases/thecases.php#entrepreneurship
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12. Answer the questions using the unit vocabulary:
Could you describe your dream job?
Do you have a career plan? Where do you want to be in 10 years’ time?
What skills and abilities do you need at your work?
Do you attend any business training seminars?
5. Can you work from home? What are the advantages and disadvantages of
homeworking?
6. Do you have to work long hours? If so, how does it influence working process?
7. What motivates and demotivates you at work?
8. Are you satisfied with your current job? Have you ever thought about changing it?
9. Which of these companies would you like to work for? Why?
a. family owned company;
b
C
1

b=

multinational company;
. your own company;
0. What should you do to get ahead in your career?

13. Translate from Russian into English:

HUcropus coznanus u pa3zputus komnanuu APPLE

1. Kommanmio Apple B 1976 rony ocroBanu CtuB [[»ko6c, CtuB Bo3usk u Po-
HaJbg Y>3HH.

2. Ilpousonuio 5T0 3HaAMEHATENbHOE COOBITHE B JOME MPUEMHBIX POJIUTENEH
CruBa /[)xo0ca, a TouHEee B rapaxke.

3. MHorue u3BeCTHbIE MUPOBBIE OpEHIbI, KOTOPHIE CTOST MIJLIHAP/IBI OJIIAPOB
HAYMHAJIM CBOU IyTh B OOBIYHOM Tapaxke.

4. B mae 2011 roma, cornmacHO pPEUTHHTY MCCIEA0BATEIbCKOIO AareHTCTBa
Millward Brown, 6penn Apple Ob11 Ha3BaH caMO¥ JOPOTOM TOPrOBOM MapKoOW B MHpE.

5. Cornacuo nanasiM Forbes 3a oktsa0ps 2012, 6pern Apple BeIpBasicst B IUaepbl
B PEUTHHIE «CaMbIX BIUATENbHBIX», ONlepeuB Takue Mapku, kak Coca-Cola, Microsoft u
IBM.

6. Illta6-xkBapTupa xommanuu Apple pacmonoxkeHa B HeOosbmoMm ropojake Ky-
nepTuHo, uto B 75 kM ot Can-®Dpannucko, Kamudopuus.

7. HHTepecHO, 4TO KONMMYECTBO kuteneld KynepTnHo nake MeHbLIE 4HCclIa pa-
060oTHUKOB Apple - B komnanuu B HacTosiee Bpems Tpyautcs 60 400 coTpyIHUKOB.

8. Uro ke BBITOJHO OTIMYACT MHOTOTHICSYHYIO KOMMaHUio Apple oT ee KOHKY-
PEHTOB U MO3BOJISET € 3apadaThiBaTh MIJLITHAP/IBI 10JITIapOB?

9. Kowmmnanus, uctopuuecku spisitoniasics npoussoauresiem [1IK u 10, B 21 Beke
pacuIMpuiia CBOM CErMEHThI PbIHKA, BBIIAS HAa OYEPEIHYI0 OPOUTY PA3BUTHS C HOBBIMU
ayauorieepamMu, cMapThoHaAMH | IIAHIIETHBIMU KOMIIBIOTEPaMHU.

10. 3acayru Apple Heocmopumsbl, Beap ayauoruieep iPod mpousBen HacTosmi
IpoOpbIB B MUpe HUPPOBON My3bikH, cMapToH iPhone nepeBepHyn Halle BUAEHHE MO-
OunbHBIX TenedoHOB, a IulaHmeTHUK 1Pad 3amam BexTOp pa3BUTHS pbIHKA IU(PPOBBIX
YCTPOUCTB.

11. Bce 3T «aii-rajukeThl» CTaId HEOTHhEMJIEMOUN 4acThl0 MMHUJIKA JIEITOBOIO, CO-
JUIHOTO U YCIIELTHOTO YEJI0BEKa.

12. Kaxk ckazan Crus [[)xo06c Ha npezentanuu nepsoro iPhone B 2007 roxy: “Mabl
HE CO3/1aJTi HOBBIN TesieOH, Mbl H300pENU €ro 3aHOBO”

13. A na npe3entauuu uHtepHeT-TutadmeTa iPad 2 B 2011 rony Ctus JIxo0c 3a-
SIBWJI O HACTYIUICHUH 3TOXU MOCTKOMITBIOTEPHBIX YCTPOUCTB.
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14. OnHako, HEYXKETU TOJIbKO MHHOBALUM M BBICOKHE TEXHOJOTHHM MOMOIJIH
Apple noctuub TOrO NbeAecTaNa, HAa KOTOPOM KOMIIaHUS Pa3MECTHIIaCh Ha CETONHAIIHUN
IEHB?

15. Ceituac Apple - 310 Gosbie, yeM HOBble MT-TexHomOTMH M COBpEMEHHOE
IIPOU3BOJICTBO.

16. Apple - 3To 3cTeTUYHBIN AU3alH, YHUKAIbHAS pEMyTalys, y3HaBaeMblid CTHIIb,
YCIICHIHBIM UMUK U 1IeJ1asi KYJIbTypa B MHAYCTPUH NOTPEOUTENBCKOM 3JIEKTPOHUKH.

17. Onnum cioBoM, Apple - 310 serena.

18. Jlrogu, koTopble BriepBbie MOKyMnatoT iPhone, genarT 310 He U3-3a €ro TeXHU-
YeCKUX 0COOCHHOCTEM, a u3-3a TOro, 4YTOObI MOMYYUTh CTATYC.

19. Ecnu BBl 3aHMMaeTech OM3HECOM WM IUIAHUPYETE €ro co37aBaTh, TO HYKHO
LEJIUTHCS HE TOJIBKO Ha TEXHUYECKUE MTapaMETPhl Balllero NpOAYKTa WK YCIYTH, HO U Ha
€ro COIIMANIbHBIEC ACTICKTHI.

20. Ecnu Bam ymactes co3aarh MpPOAYKT, 00JaaTh KOTOPBIM OYIET KpyTo, TO
Ballly Jiesa OyAyT UJITH KaK HaJo.

21. Opmna u3 Bepcuil MpOUCXOXACHUs Ha3BaHus rinacut, 4to CtuB [[xo0c xoTen
BUJETh (PUPMY Ha TIEPBBIX CTPAHUIAX TEIEPOHHOTO CHPAaBOYHHUKA, OTCIOJIa Ha3BaHUE HA
«ay», a I0 BTOPOM BEPCHU OH MPOCTO UCIOJIHUI CBOIO YTpO3y Ha3BaTh KOMITaHUIO «S10110-
KOM», TOCKOJIbKY HAYETO JYYIlle HE IPUIyMbIBAJIOCH.

22. Odummansuo kommnanus Apple Computer, Inc Obuta 3aperucrpupoBana 1 amn-
pens 1976 rona, a YaiiH oTKa3zancs OT CBOEH oM 12 anpetst, TO eCTh MEHEE YeM uepes 2
HEZeIu.

23. Takum oOpa3oMm, OH JIMIIUI ceOsl MOTEHIIMATBLHOTO COCTOIHUS B 70 Muimap-
JIOB JI0JIJIApOB.

24. B cents6pe 2012 roga Apple crouna 6onee $700 mupa., a 10% oT 3T0# CyMm-
MBI U ecTb $70 mMip.

25. JloroTumn, co3ganHblii PoHOM Y3iiHOM, HCIIOJIB30BAIM OKOJIO T'0JIa, ITOCIIE Yero
pELIMIM 3aMEHUTh YEM-TO 00JIe€ MPOCTHIM U MOHSITHBIM.

26. B utore Crus JI>x06c oOpatuiics k qu3aitnepy PoOy SHoBy (Rob Janoff), ko-
TOPBIM CO3/1aJ1 BCEM U3BECTHBIN JIOTOTHII.

27. 3Orot norotun ObUT CO3[]aH BCETO 3a HEJAENI0, a HaIKYCHIIU €ro i TOT0, YTo-
ObI OH ITPOYHO ACCOLMUPOBAJICS UMEHHO C S0JI0KOM, TIOTOMY Kak 0e3 HaJKyca ero MOXHO
ObLIO CIYTaTh C TOMHIOPOM.

28. JI»xoOC OBLIT TOCTaTOYHO KECTKUM YEIIOBEKOM.

29. OH Bcerga xoteln, 4ToObl OBUIO TaK KaK OH XOYET, M3-3a YEero W BO3HHKAIU
KOH(JIMKTHI C COTPYAHUKAMU, HH)KEHEPaAMU U TapTHEPaMH.

30. Jlmst pa3paboOTKy TOTO MM MHOTO MPOEKTa B KOMIAHMUIX Mo00HBIX Apple co-
3J1a0T clieualbHble pado4ne rpyIIbl, KOTOPHIE U PELIAOT OCTABIECHHBIE 3a/1a4u.

31. V kaxaou rpyIIsl €CTh CBOM PYKOBOJUTEIb.

32. A JI»xo6c nMen oObIKHOBEHHE BJI€3aTh B JieJia TOM MM MHOW TPYMIbl U BHO-
CHUTb CYIIECTBEHHBIC IOMPABKH B pa3pab0TaHHbIE paHee MPOCKTHI.

33. Bce aT0 TOpMO3UIIO paboTy, a Tak Kak [[xo0c 0611 nepEeKInOHUCTOM, TO HE
yCIOKauBaJICs MOKA HE JOBOJWII KaKIYI0 MEJIOYb /10 UI€aJTbHOTO COCTOSTHUSI.

34. DTO NpUBOAMIIO K CPbIBAM CPOKOB CIAa4M IIPOEKTOB M, COOTBETCTBEHHO, K HE-
JOTIONYYEHUIO TPUOBLITA KOMITAHUH, YTO HE HPaBUJIOCH aKIIMOHEPAM.

35. B 1983 na pgomkHocTh mpesugeHTa kommanuu CtuB [[»koOc mpuriamaer
MHOTroomnbITHOrO JI)xoHa Ckallii, Ha TOT MOMEHT T'€HEpaJbHOTO JUPEKTOpa KOMIIAHUU
PepsiCo.
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36. IlpaBma Bckope Jxo0c moxaneer 00 3TOM, CKa3aB, YTO MPUTIIANIEHUE HA Pa-
6oty Ckamiu ObLJI0 CaMbIM HEYJaUHBIM PEIICHUEM B €ro KU3HU.

37. B 1985 u3-3a KOH(MIUKTOB B PYKOBOJACTBE, KOMITAHHUIO MOKHIAET €€ COOCHO-
Barenb CtuB J[K00C, XOTS «IOKUAAET KOMIIAHHUIO» 3BYYUT HE COBCEM BEPHO.

38. @aKTUYECKH €r0 YBOJHIHA U3 CBOEH K€ KOMIIAHUH.

39. He cMoTps Ha TO, 4TO KOMIIbIOTEpbl Macintosh nponaBanuce, akiimoHeps! 00-
BuHsAIM CtuBa [[00ca B TOM, 4TO OH CO3/1a€T HE KOHKYPEHTHbIE KOMITBIOTEpPHI, a [[00c
OOBHHMJI aKIIMOHEPOB U PYKOBOAMTENEH KOMIIAHUHU B TOM, YTO OHHU 3aBBICHJIM LIEHY Ha
Macintosh.

40. B atom xe roay Ixo6¢ ocHoBbiBaeT pupmy NeXT.

41. Ilozxke, B 2005 roxy, BeicTynas nepe BblycKHHUKaMu CT3H(OPICKOrO YHU-
BepcuteTa [[)o0C ckaxkeT, 4To yBoibHEHHE M3 Apple ObUTO caMbIM JyYIIMM U BEPHBIM
pelIeHueM Ha TOT MOMEHT.

42. CotpymuuuectBo co Ckamm He mpuHOcUT Apple ocoboro ycmexa, U mocie
3HAYUTENBHOTO MaJ€HUsI PHIHOYHON CTOMMOCTH Apple COBET IUPEKTOPOB YBOJBHSET
Jxona Ckayui.

43. B 1996 CtuB [I)x00c Bo3BpaIiaercs B IMpeKTopckoe kpecio Apple.

44. Kommnanus nokymnaetr Gupmy Jlxoo6ca NeXT, 3amnarus 3a vHee 430 MiaH. 1071-
JapoB.

45. 3a ronpl CBOErO CyllecTBOBaHMS, Apple HEOIHOKpATHO MOTJIONIANa Pa3Iuy-
Hble KOMMaHuM, paboTtaromue Ha peiHke U T-Texnonoruii - Siri, Anobit Technologies u
zp.

46. JIByxThIcsiuHbIe cTanu /i [[xo0ca 1 ero KoMaHIbl HACTOSIIUM TPUYM(POM.

47. Apple mpakTH4YeCKH KaKIblil TOJl 4€M-TO YAUBISAET MHUpP M JEJaeT apMHUIO
CBOMX MOKJIOHHUKOB Bce O0Jblie U O0JIbIIIE.

48. JlroboBs CtuBa [[x00ca kK cBOeMy ey BO MHOTOM obOecreunsia KOMIaHUU
TaKOM yCIIeX.

49. YacTp CBOMX WHIMBHMAYAJIBHBIX YEPT XapakTepa «pPOAUTENb» Iepenan Io
HACJIEJICTBY CBOEMY «S0JIOUKY» - 3TO JIIOOOBb K MHHOBALIUSAM, KPEaTUBHOCTh, CMEJIOCTh U
CTHJIb.

50. KomnaHusi OTCIIeKUBAET KaueCTBO CBOEH TOProBOM MapKu, OTKPBIBAET (PUp-
MEHHBIE Mara3uHbl U CO3JAET 1IeNlysl SKOCUCTEMY U3 IPOrPAMMHOI0 00eCeueHus: U MHO-
TOYUCIICHHBIX MPUIOKEHUH.

Inspired by https://myrouble.ru/istoriya-uspeha-apple/
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Unit 4. JOB INTERVIEW

“Far and away the best prize that life offers
is the chance to work hard at work worth doing.”

—  Theodore Roosevelt

C 200 Dy ang Frigwds, inc Dk by Lnceersal Pragy Synicate
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1. Match the words with their Russian equivalents:

1. job interview a. HAaHUMATh

2. CV (curriculum vitae) b. KaBep3HbIE BONPOCHI

3. cover letter C. yMeHus

4. to hire d. cnabble MecTa

5. tricky questions €. coleceloBaHNE

6. achievements f. couckarenb

7. skills g. KBaluQpuKalus

8. weaknesses h. compoBOIUTENHHOE TUCHEMO
9. applicant 1. HaBBIKH

10. qualifications J. TPUBHJIETHH

11. abilities k. pesrome

12. perks .  mocTmkeHus

13. entry-level position m. paboTaTh JOMO3/IHA

14. on a daily basis N. XOpOIIO JaJUTh C

15. work part-time 0. CIIPaBJISATHCS C CUTyaluen
16. hard-working person p. Ha MOBCEIHEBHOUM OCHOBE
17. fast learner g. Tpyaoib

18. work long hours r. OBICTPO OOy4aroIUiCs

19. get along fine with S. camas HU3Kasl JOJKHOCTh
20. handle the situation t. paboTaTh HEMOJIHBIN pabOUHii ICHb
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. Answer the questions:

. What is the goal of any job interview?

. Why is the interview etiquette an important part for getting a job?

. What characteristics are important for a successful interview?

. How could a candidate prepare for an interview?

. How should a candidate be dressed?

. Why is it better to arrive early for the interview?

. How should the candidate behave during an interview?

. Have you ever had a job interview? How did it come oft?

. What are the most common questions you are asked in an interview?
10. Do you try to find out some information about the organization before the in-

terview? How can you get this information?
11. Is it OK to discuss money matters at a job interview in your country?
12. What can go wrong in an interview?

O 00 1NN bW~

3. Dialogue

Study the example of Job interview conversation:

Mike: Good Morning, John. I am Mike.

John: Good Morning.

Mike: How are you doing?

John: [ am doing fine. Thank you.

Mike: How was the traffic coming over here?

John: I am so glad that the traffic was light this morning. No traffic jam and no
accidents.

Mike: That is good. John, let’s start the interview. Are you ready?

John: Yes, I am.

Mike: First of all, let me properly introduce myself. I am the Finance Department
Manager. As you know there is an open position in my department, and I need to fill this
position as soon as possible.

John: Please, tell me a little bit about the position.

Mike: It is an entry-level position. The new employee will have to work closely
with the Accounting department. He will also have to deal with the bank on a daily basis.

John: What type of qualifications do you require?

Mike: I require a four-year college degree in Finance. Some working experience
would be helpful.

John: What kind of experience are you looking for?

Mike: Doing office work is good. However, since this is an entry-level position, I
do not require a lot of experience. I am willing to train the new person.

John: That is great!

Mike: John, tell me a little bit about yourself.

John: I was a student at West Coast University, and I just graduated with a Bache-
lor degree in Finance. I have been working part-time as a payroll clerk for the last two
years.

Mike: What are you looking for in a job?

John: The job should help me see what Finance is all about. I have learned a lot of
Finance theories at school, and now it is time for me to put them into practice.

Mike: Anything else?

John: I also hope that it will help me grow in my field.
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Mike: What are your strengths? Why should I hire you?

John: I am a hard-working person and a fast learner. I am very eager to learn, and
I get along fine with people.

Mike: OK. Now, let me ask you a few quick questions. You do not mind working
long hours, do you?

John: No, I do not.

Mike: Can you handle pressure?

John: Yes, I can. When I was going to school, I took quite a few courses each se-
mester while working at least twenty hours every week. And, I handled that situation
very well.

Mike: Do you still have any questions for me?

John: No, I think I have a pretty good understanding of the job. I believe that I can
handle it with ease, and I hope to have the opportunity to work for you.

Mike: John, nice meeting you. Thank you for coming.

John: Nice meeting you too. Thank you for seeing me.

Adapted from https://www.easypacelearning.com/all-lessons/english-lessons-
level-3/1207-job-interview-conversation-learning-english

5. Make up your own dialogue, using Exercises 1 and 3.

6. Read and translate the text:

Preparing Effectively for a Job Interview

Review the Job Description

When you prepare for an interview, your first step will be to carefully read and re-
read the job posting or job description. This will help you develop a clearer idea of how
you meet the skills and attributes the company seeks.

Research the Company or Organization

Researching the company will give you a wider view of what the company is look-
ing for and how well you might fit in. Your prospective employer may ask you what you
know about the company. Being prepared to answer this question shows that you took
time and effort to prepare for the interview and that you have a genuine interest in the or-
ganization. It shows good care and good planning-soft skills you will surely need on the
job.

Practice Answering Common Questions

Most interviewees find that practicing the interview in advance with a family
member, a friend, or a colleague eases possible nerves during the actual interview. It also
creates greater confidence when you walk through the interview door.

Plan to Dress Appropriately
Interviewees are generally most properly dressed for an interview in business at-
tire, with the goal of looking highly professional in the eyes of the interviewer.

Come Prepared

Plan to bring your résumé, cover letter, and a list of references to the interview.
You may also want to bring a portfolio of representative work. Leave behind coffee,
chewing gum, and any other items that could be distractions.
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Be Confident

Above all, interviewees should be confident and “courageous.” By doing so you
make a strong first impression. As the saying goes, “There is never a second chance to
make a first impression.”

Adapted from https://courses.lumenlearning.com/waymaker-
collegesuccess/chapter/text-preparing-for-a-job-interview/

7. Answer the questions to the text:
. Why is it important to carefully read the job description?
. What can help you show that you are really interested in a job you are applying

N —

for?

. What is the way to create confidence during the interview?
. How should a candidate be dressed?

. How should an applicant come to the interview?

. What can help you to make strong impression?

AN DN kA~ W

8. Find the equivalents in the text:

1) oObsiBeHHE O MpueMe Ha padoty; 2) Oyaymuii paboTomarens; 3) UMETh HEMO -
NeNbHBIN HHTEepecC K; 4) TpeOoBaTh BpEeMEHH U YCUJIHS, 5) 3apaHee; 6) NelnoBOi KOCTIOM; 7)
oTBJIeKaroImui Gaxtop; 8) yBepeHHbIi; 9) cmensiii 10) mpon3BecTH BIeYaTieHUE.

9. Read and translate the text:

Job interview

A job interview is a 'conversation with an objective'. The objective for the inter-
viewer is to find out if you are a suitable candidate for the vacancy. The process of inter-
viewing constitutes an important part of the recruitment procedure.

Interviews are often stressful but you have to deal with this hiring process. Once
you have been selected for a job interview, it's important to prepare properly. That means
practicing interview questions and answers before appearing for any interview. It is good
practice to research the company background.

Do not leave preparation for the interview for the last stage, or hope to say any-
thing that comes to your mind at the moment. There is the phrase "failing to prepare is
preparing to fail. Prepare well and you will improve your chances for success.

Interview etiquette is a very important part of getting a job. A candidate's ability to
communicate is a very important point. It is necessary to have a logical flow of thoughts,
an ability to listen and the art of taking correct decisions.

For any job interview, it's important to impress the interviewer from the moment
you arrive. Here are some tips on how you can make the right impression.

1. Dress formally: The first rule of thumb is always dress to impress. The clothes
tell a lot about you to an interviewer. Plan to dress professionally in conservative clothing
with appropriate shoes, minimal jewelry, and perfume. Even if the office is casual, you
should dress in business clothes. Boys should make sure they are shaved, while girls can
apply a light make-up. High heels and open toes are to be avoided.

2. Be on time: Arrive early for your interview; it’s always better to be a few
minutes early than late. If you're not sure where you're going get directions ahead of time
and do a trial run, so you know where you're going. Make sure you turn your phone off
before going into the interview room. Remember to bring an extra copy of your resume
and a list of references.
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3. When you enter: Greet the interviewer. Do not be over-friendly. Do not sit
down until asked. Sit straight and do not fold your arms. Look in the interviewer's eye
while answering questions. Don’t use slang words or jargon, speak clearly and concisely.
Keep your answers short and to the point. Always think about your answers but do not
take too long in figuring them out. Do not discuss money, if the interviewer brings it up it
is ok but don’t broach the subject yourself. During the interview stay calm and focused.
Don’t allow yourself to be rattled.

4. Stay calm: During the interview try to remain as calm as possible. If you don’t
understand a question, ask for it to be repeated or rephrased. Pause before answering a
question to gather your thoughts. Maintain a natural amount of eye contact but don’t
stare. Emphasize what you can do to benefit the company rather than just what you are
interested 1n.

5. Be pleasant: Keep a cheerful disposition, do not contradict the interviewer
even if he is wrong, keep a pleasant outlook. Do show enthusiasm and a genuine interest
in the company and your interviewers. Keep your body language polite. Do not lean for-
ward aggressively or sit with your arms folded across your chest. You should have good
posture, but keep it relaxed and friendly. Do not be critical of your institute or past em-
ployer.

6. Tricky situations: Stay calm, even if provoked. Of course, one cannot antici-
pate all questions so be ready for some surprises, too. Be well prepared not to be trapped
in the cross-questioning. If you can't do so, simply back out and say you are not sure ra-
ther than saying something which you cannot defend. If you do not know how to answer
a particular question, say, "I don't know, sir."

7. Ask questions about the job: Prepare a list of questions you want to ask the
interviewer, because you will probably be asked if you have any at the end of the inter-
view. Having questions will show that you've done your homework and are truly interest-
ed in the position. Knowing as much as possible about the company's past performance
and future plans can make your interview more interactive. Remember, you aren't simply
trying to get the job - you are also interviewing the employer to assess whether this com-
pany and the position are a good for you.

8. Follow Up: It's important to thank the interviewer for their time and to let them
know that you look forward to hearing from them. Follow up by sending a thank-you
note.

Remember, the job interview is a strategic conversation with a purpose. Don't for-
get that the interviewer is just trying to solve a problem - they need someone in that job.
The interviewer is NOT trying to test you or to find fault. They want the vacancy filled as
much as you want the job! Thus your goal is to persuade the employer that YOU have
skills, background and ability to do the job and that you can comfortably fit into the or-
ganization.

Adapted from https://studfiles.net/preview/6318148/page:3/

10. Answer the questions to the text:

What is job interview?

What is important for successful interview?

Why is the interview etiquette an important part for getting a job?
How could a candidate prepare for an interview?

How should a candidate be dressed?

Why is it better to arrive early for the interview?

S
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7. How should the candidate behave during an interview?

8. How should the candidate answer tricky questions?

9. Why is it necessary to prepare a list of questions for an interviewer?

10. Is it important to thank the interviewer with the thank-you note when the in-
terview is over?

11. Find the equivalents in the text:

1) nonxonsmuii kKaHAKAAT; 2) TpoLeaypa Mo noAdopy nepcoHana; 3) OCHOBHBIC
CBEJICHUSI O KOMITaHUU; 4) MPUXOJUTH Ha YM; 5) JTOTUYECKUN MOTOK MBICIEH; 6) mpoBe-
PEHHBIN MeTOJI; 7) MPUBETCTBOBATh; 8) TOBOPUTH JJAKOHUYHO; 9) cmymarkces; 10) coxpa-
HATH CIIOKOMCTBHE, Ha CKOJBKO 3TO BO3MOXHO; 11) coxpaHsTh Becelblii HacTpoOii;
12) cnoxublie cutyanuu; 13) monacte Brpocak; 14) ouenuBars; 15) yoeauTs.

12. Case Study

Background

Slim Gyms owns and operates six health and leisure clubs in Manhattan. The clubs
appeals mainly to people aged 20-40. All the clubs have a gymnasium, a swimming pool,
sun decks, a café, bar and clubroom. Three of the clubs are located in the areas where a
large numbers of Spanish, Chinese and Italians live.

In recent months, Slim Gyms’ profits have fallen sharply. Many members haven’t
renewed their memberships and the club has been unable to attract a sufficient number of
new members. Slim Gyms recently advertised for a General Manager. His/Her main task
is to boast sales at the clubs and increase profits.

Read the job advertisement:

Slim Gyms The job
General Manager e Developing a customer-oriented culture in the
Required for our chain of Health organization of the clubs
and Leisure Clubs e Increasing the revenue and profits of the com-
e Salary negotiable pany of the six clubs in Manhattan
e Excellent benefits and pack- e Exploiting new business opportunities
age e Liaising with and motivating our team of

managers and their staff
e Contributing to marketing plans and strategies

88 Harvey Place The person
11-C e Dynamic, enthusiastic, flexible
New York

e A strong interest in health and fitness
e A good track record in previous jobs

e The ability to work with people from different
cultural backgrounds

Outstanding communication skills

e A flyer for new ideas and sound organization-
al skills

NY 1008-1324

Task:
Divide into the groups of 5-6 people. One/two of you are the directors of Slim
Gyms, others are the candidates applying for the job of General Manager of the company.
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Study the file cards on the four candidates and hold an interview. Try to choose the best
candidate for the job.

Candidate 1

Name: Guido Passerelli Age: 52

Marital status: Married, with three children

Education: Bronx High School

Experience: Former American football player. Ran a small business for several years
finding locations for film company.

Outstanding achievement: ‘I was 5" in the New York marathon when I was aged 34°.
Skills: Fluent Italian and Spanish. Speaks English fairly well, but with Italian accent and
is sometimes hesitant.

Personality/appearance: Tall, handsome, tanned. Very self-confident. Wears a designer
jacket and expensive designer tie at the interview.

Comments: Has many interesting ideas for improving Slim Gyms’ profits. For example,
thinks members should get 50% discount off their subscription fee if they introduce a
friend. Wants Slim Gyms to aim at all age groups. Believes his organizing ability is his
best quality. Expresses his points of view forcefully, sometimes arguing heatedly with the
interviewer.

Candidate 2

Name: Gloria Daniels Age: 36

Marital status: Married, with two children

Education: Diploma in Sports Management (Massey University, New Zeeland)
Experience: Worked for three years for a chain of fitness centers. Joined Johnson Asso-
ciates, an organization promoting top sports personalities. Has travelled all over the
world for the last ten years negotiating contracts with sportspeople.

Outstanding achievement: ‘I negotiated a successful deal with Hank Robbins, the fa-
mous baseball player. We promote him exclusively.’

Skills: Has an elementary knowledge of Spanish and Italian. Was good at all sports when
younger. Considered becoming a professional tennis player.

Personality/appearance: Wears a very expensive dress at the interview. Film star looks.
Charismatic, over-confident.

Comments: Thinks Slim Gym should raise more money by offering shares to wealthy
individuals. In her opinion, Slim Gyms should hire a firm of management consultants to
review all its activities. In the interview, she seems to be very competitive.

Candidate 3

Name: David Chen Age: 40

Marital status: Single

Education: Master’s degree in Business Administration (Hong Kong University); Di-
ploma in Physical Education (New University of Hawaii)

Experience: Several jobs in various companies before joining a large university as
Sports Administrator. Has organized many sports events for the university.

Outstanding achievement: ‘I have a black belt in karate.’

Skills: Numerate extensive knowledge of computer programs. Fluent Chinese and Eng-
lish, some Italian.
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Personality/appearance: Dressed in a formal dark suit but looked relaxed. Quiet, deter-
mined, polite and diplomatic. Asks many questions during the interview. Is rather shy if
he doesn’t know the answer to the question.

Comments: Believes Slim Gyms should increase its services, for example, offer classes
in salsa dancing, open a small boutique at each club selling sports equipment, etc. It
should immediately cut costs by 10% in all areas of its business. Thinks his honesty is his
best asset. Has an interest in all Eastern contact sports: judo, karate, aikido, etc.

Candidate 4

Name: Martine Lemaire Age: 32

Marital status: Divorced, with two children

Education: Degree in Biology (Sorbonne, France); Master’s Degree in Dietetics Yale
University, US)

Experience: Worked for 5 years as a dietician in a hospital. Had a year off work when
her health broke down because of stress. Joined a company selling health and skin care-
products. For the last three years has been Assistant Sales Manager.

Outstanding achievement: ‘I’'m proud of raising a family successfully while working a
full-time.’

Skills: Fluent French, good Spanish. Speaks and writes English fluently.
Personality/appearance: Well-dressed in fashionable clothes. Dynic and ambitious.
Sometimes assertive during the interview.

Comments: Her main idea for increasing profits: spend a lot of money on media adver-
tising and offer big discounts to new members. Believes her strongest quality is her crea-
tivity. In her leisure time, she runs her weekly aerobics class and also manages a local
baseball team at the weekend.

Inspired by New Market Leader Intermediate Business English Corse book [p.74-75]
David Cotton, David Falvey, Simon Kent

12. Answer the questions using the unit vocabulary:

1. What is the aim of a job interview?

2. How can you prepare for the interview?

3. Why is it important to get information about the company where you are apply-

4. How should you behave during the interview?
5. What is important when speaking with an interviewer to make good impres-

6. How should you deal with tricky questions?

7. What is the most appropriate dress code for the job interview?
8. What questions should you ask during the interview?

9. Why is it important not to be late for the interview?

10. What should you take with you to the job interview?

13. Translate from Russian into English:

ColecenoBanmue npu npuemMe Ha padory
1. CobecenoBanue IIpHu IprueMe Ha padOTy - 3TO BBIACHEHHUE OIbITa IIPETCHICHTA,
a TaKXKe ero JUYHOCTHBIX KaueCTB, T. €. 3HAKOMCTBO C HUM.
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2. Jlaxe ecmu y Bac yxe ecTb OOJIBIIION OIBIT MOMCKA paOOThI, TOMHHUTE, YTO K KaXK-
JIOMY HOBOMY COOECEIOBaHHIO MPH MTpHeMe Ha paboTy HEOOXOMMO 3apaHee TOTOBUTHCA.

3. Kak mpaBumo, 6ojiee OTBETCTBEHHO OTHOCATCS K coOeceoBaHWI0 Haubolee
KBATH(HUIIUPOBAHHBIC CICIIUATUCTHI, BIIOJIHE OOOCHOBAHHO MPETCHAYIOIIME Ha CaMyO
XOpOIIYI0 paboTy.

4. TloaToMy BCSKHI pa3, MOJYyYHUB MPHUIIIAIICHHE Ha coOeceqoBaHHEe, BOCIIONb-
3yWTeCh MPUBEACHHBIMU HUXKE COBETAMU:

5. CobecenoBanue Mpu MpuUeMe Ha pabOTy HYKHO pacCMaTpUBaTh KaK MEPEeroBo-
pBI O TIOTEHITUATLHOM COTPYIHUYECTBE.

6. Bo- mepBbIX, BEICTpanBas MapTHEPCKUE OTHOIICHHS C PYKOBOJMTEIIEM BO Bpe-
Ms coOeceIoBaHMsI, BaYKHO MIPEMOJHOCUTD Ce0s KaK 3pesiyto U c(hOpMHUPOBABIIYIOCS JIMY-
HOCTh, OCO3HAIOIIYIO CBOIO IIECHHOCTh W MHAMBUIYATHHOCTH (UTO TOBBINIACT Bammm 1maH-
CBI Ha YyCIIEX).

7. Bo-BTOpBIX, mpolle MPUHUMATh OTKa3, T.K. OH B JJAaHHOM clly4ae OyaeT clel-
CTBHEM HECOBIAJCHUS B3IJISIIOB, YTO HUKAK HE MOXKET MPUHU3UTH BaIero 10CTOMHCTRA.

8. Ha coGecenoBanuu Bam Oyner jerde 100MThCS ycIiexa, €CIIM Bbl: HACTOWYHUBHI,
CTPECCOYCTOMYMBEI, TOOPOKETATEIbHBI, 00asITENbHBI, aKKYPATHBI, TyHKTYaJIbHBI, OTBET-
CTBCHHBI, THOKH, MHUITUATHUBHBI.

9. Tlpuns B oduc, mocrapaiiTech OBITH CO BCEMU BEKIIUBBI U TEPIICTUBHI.

10. /IoOpocoBecTHO 3aIoiHANWTE BCe aHKETHI U GOpMYJISIphI, KOTOpble Bam mpen-
JI0KaT.

11. TlpencraBpTech B Hauaje coOecel0BaHHs M MOMHTEPECYHTECh, KaK 30BYT CO-
OeceqHUKA.

12. JlepuTe 3pUTEAbHBIN KOHTAKT.

13. BHuMaTensHO BBICIYIIMBAWTE BOMPOCHI, HE TIepeOrBas cobeceTHrKa.

14. Ecnu Bbl He yBepeHBI, UYTO XOPOILIO MOHSUIA BOMPOC, HE CTECHSINTECh yTOY-
HuTh ("IIpaBunbHO U 4 MOHAN, 4TO...").

15. H306eraiiTe MHOTOCIOBHS, OTBEYANTE IO CYIIECTBY.

16. ByabTe OOBbEKTUBHBI U MPABIUBLI, HO HE CIUIIIKOM OTKPOBEHHUYANTE.

17. CTONKHYBIIMCH C HEOOXOIUMOCTBIO JIaTh HETaTUBHYIO MH(OPMAIIMIO O cele,
HE OTpuIaiiTe (akThl, KOTOPbIE COOTBETCTBYIOT HCTHHE, HO OOS3aTENBHO CTapalTeCh
cOaTaHCUPOBaTh UX IMOJOKHUTEIIBHOW HHpOopMaruei o cede.

18. [Jepxurtech € JOCTOMHCTBOM, CTapalTeCh HE NPOU3BOAUTH BICYATICHHE
HEyJTaYHNKa WM OECTBYIONIETO YEIOBEKa; OJHAKO BO3JIEPKUTECHh OT BBI3bIBAIOIICH Ma-
HEpHI IOBE/ICHMUS.

19. Ecnu Bam mipemiioxkaT BO3MOXKHOCTB 3aJ1aTh BOIIPOCHI, 00s3aTEIIBHO 3a/1aBaii-
T€, HO HE YBIIEKaTeCh (2-3 Bompoca).

20. 3amaBasi BOIIPOCHI, MPEXKJIEC BCErO WHTEPECYHUTECh COACpKAHUEM pPaOOTHI H
YCJIOBUSIMU €€ YCIICITHOTO BBITIOJIHEHHUSI.

21. H30beraiiTe Ha mepBOM dTame coOeceJOBaHMS 3aJilaBaTh BOIPOCHI 00 oILIaTe
Tpyaa.

22. O0s3aTenbHO YTOUHHUTE, KaKk Bbl y3Haete o pe3ynbTaTe cobecegoBaHusi, MO-
cTapaiiTecb 00TOBOPHUTH IIPaBO MO3BOHUTH CAMOMY.

23. 3aBepias cobecenoBaHue, He 3a0ypTe 00 OOBIUHBIX MPABUIAX BEXKJIUBOCTH.

24. Tlo muoTHM Bompocam Bam He mpuaeTcst Kakablid pa3 TOTOBUTCS K cobeceno-
BaHMIO 3aHOBO.

25. Ho 1o HEKOTOpHIM MYHKTAM K Ka)XJ0OMy HOBOMY pa0OTO/aTEIt0 HYXKHO IO/I-
XOJIUTh C Y4€TOM ero crenu@uku, 4ToObl 3TU 0COOEHHOCTH HE YIMYCTHUTh, HEOOXOIUMO
BpeMs U YCHJIUS Ha MOATOTOBKY K COOECeI0BaHHUIO.
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26. OmHaKO MOMHHUTE, YTO MPEXAEC BCEro padoToAaTEIh 3aMHTEPECOBAH B KBaJIH-
(buIMpPOBaHHBIX CIIEUATUCTaX, TpodeccuoHanax.

27. llocrapaiitecb NPOAEMOHCTPUPOBATH CBOM COOTBETCTBYIOLIHME KAadyeCTBa BO
BpeMs Oeceibl.

28. Ilepen cobecenoBanueM npoaymaiite, kak Bel Oynere oneTsl.

29. BuemHuil BUI W MaHepa JEpKaTbCid HUMEIOT OYEeHb OOJbIIOE 3HAYCHHE U
MIPaKTUYECKH OTPEEISIOT MIEPBOE BICUATIICHHE.

30. Ecnu Bwi unere Ha cobecenoBanre B (PUHAHCOBOE YUpEXKIACHUE, BHIOEPUTE
KOHCEPBATHUBHO-/IEJIIOBYIO (DOPMY OJICHKIBI.

31. Ecnu Bbl cobupaeTech Ha MHTEPBBIO B CTPOUTEIBHYIO OpraHU3aLUI0 WIH JH-
3aifHepCKYyI0 (hUpMy, MOKHO MO3BOJIUTH ce0€ 0J1eThCs B 00siee CBOOOIHOM CTHIIE.

32. MoxHO nocTapatbcsl y3HATh 3apaHee, MPUHAT U B upme 1enoBoil win 00-
jee cCBOOOHBIN CTUIIH OJICXK/IbI, HO B JIFOOOM Ciyyae Ha MHTEPBBIO JyUIlle OJEThCs Ooliee
o(HIHATBHO.

33. Ecnu nosiBneHue Ha paboOTe B JHKUHCAX CUUTACTCS B 9TOM (UpMe B MOPSAJIKE
Benieil, Bel cMokete cebe 3TO MO3BOJIUTH, KOT/Ia HauHeTe paboTaTh, HO HA MHTEPBHIO B
CBUTEpE U JUKUHCAX MPUXOAUTH HE CTOUT.

34. B mo6oMm ciiydae Bl JOMKHBI BRITISIETH OMPSITHO U aKKYpPaTHO.

35. XeHmmuHe Tydine BCero HaACTh Ha cOOECEOBAHNE CTPOTUH KOCTIOM HJIH J0-
CTaTOYHO KOHCEPBATHBHOE IIAThHE.

36. He ciaenyeTt moib30BaThCs PE3KUMU IyXaMH WA OJICKOJIOHOM.

37. 3apanee ynocTOBephTECh, UTO BBl 3HaeTe, kak mpoexaTh K 3aHUI0 (GUPMBI U
/1€ OCTaBUTh MAIINHY.

38. ITlpuxoaute Ha 15 MUHYT paHbllle HA3HAYEHHOT'O BPEMEHH.

39. Otum Bel mokaxere, 4yTo yBa)kaeTe MPOBOJALIETO cOOECEIOBAaHUE U LIEHUTE
€ro BpeMs.

40. Ecnu Bwl Bce ke onasablBaeTe, MocTapaiTech MEPEe3BOHUTH U MPEeAyNpPEaUTh
0 3a/IepKKe.

41. TlomHHUTE, YTO TIPHU BHIOOPE M3 HECKOIBKUX KaHIUIATOB, 00JIAAlOIINX OJH-
HAKOBOH KBanu(UKAaIKMeH, PEIIaoIly0 POk ChIrpaeT Ballle YMEHHE MPOU3BECTH OJiaro-
NPUSITHOE BIIEYATIIEHHUE BO BPeMs COOECETI0BAHMS.

42. XOopOmEHBKO BBICIIUTECh HOYBIO MEPE] TEM, KaK UATH HA UHTEPBBIO.

43. Ecnu Bac xomy-1100 npecTaBaT, IPUIOKUTE BCE YCHIINS, YTOOBI TPAaBUIBHO
YCIIBIIIATh U 3alIOMHUTH UMS 3TOTO YEJIOBEKA.

44, Ecnu Bwl cpasy cMoxkeTe 00paTUThCS K COOCCETHUKY O UMEHH, 3TO MPOU3-
BeJIeT OJIaronpusiTHOE BIICUaTICHUE.

45. BynpTe BEXXIHMBHI U JOOPOXKENATEHHBI CO BCEMH, KOro Bl BcTpetute B odrice.

46. He 3a0ynpTe yIbIOHYTHCS, BXO/ISl B KAOWHET MHTEPBHIOEPA.

47. He 3a0bIBaliTe, KaK Ba)KeH SI3BIK )KECTOB.

48. Cnenute 3a CBOEH OCAHKOM, CTPEMHUTECH CMOTPETH B IJ1a3a.

49. He 3a0yapTe B3STh C COOOM Ha MHTEPBBIO KaK MOKHO OOJBIIE TOKYMEHTOB,
noATBepkaarIux Bamy kBanudukanuio, o0pa3oBaHue U TOMOJTHUTEIHHBIC 3HAHUS.

50. He 3a0yawTe, 3akaHumMBas Oecemy, JOTOBOPUTHCS O TOM, KOrja W Kak Bel
y3HAETE O pe3yJibTaTax, v MoodJaroJapuTh HHTEPBLIOEPA.

Inspired by CobecenoBanue npu npueme Ha padoty. Kak mpoitu?
http://pnu.edu.ru/ru/recruitment/graduates/interview/
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Unit S. FUTURE PLANS

“The future depends on what you do today”.
- Mahatma Gandhi

WHAT'S YOUR

OK ONE YEA

PLAN

I HAVE A SNI
IN HY FREEZE

1. Match the words with their Russian equivalents:

. short-term goals a. TOJITOCPOYHBIE LIETH
. long-term goals b. KapbepHBIi MyTh
.to achieve C. pa3paboTaTh MJaH pa3BUTHUS KapbEePbl
. sizable profit d. mpoaBUTaTHCS IO KAPbEPHOU JICCTHHIIC
. assets COJICHICTBOBATh KaPhEPHOMY POCTY

. to acomplish

€. KpaTKOCPOYHBIC TISJIU

. to advance one's career

f. COBCPIIATh, BBIITOJHATH

. to develop a career plan

g.cOaTaHCHPOBAHHOE COOTHOIIICHUE MEXIY TPYIOBOU

. career path

JACATCIIbHOCTBIO 1 JIMYHOM JKU3HBIO

— (O [0 |Q || N [ (W |—

0. work-life balance

h. omryrumas npubsLIL
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. Answer the questions:

Are you satisfied with your current job?

What one thing leads to the most career satisfaction?

What are your short-term goals?

What are your long-term goals?

What steps will you take to achieve them?

How will you add value to the company through the achievements of your own

QU R LN =N

goals?
7. What is your vision of the company you are working for in 5 years?
8. What are the company's goals?
9. What steps should be taken to achieve them?
10. What three things would you do to make your company a better place to work?
11. What can you contribute to the company future success?
12. How would you reorganize your department?

3. Dialogue

Study the interview with Jay Hambro, the chief executive officer of Aricom,
about his work in the mining business in Russia and the UK and the future plans of
his company.

Digging Through the Unknown Unknowns

- Jay, we would like to ask a few questions about the company, and your job.
What, in brief, does Aricom do?

- Well, Arikom is in the business of finding, developing and operating mines in
Russia. Aricom stands for Anglo-Russian Industrial Commodities.

- Why did you decide to do business with Russia?

- Russia is full of opportunities for investment with a good risk-to-reward balance.

- How do you keep UK investors confident in there Russian-based investment
when there are so many “unknown unknowns” constantly happening in that country?

- Three things - transparency, transparency and more transparency. Keep every-
one aware of what is going on and then the surprises are less surprising.

- How should a young professional go global getting a job with Aricom?

- Prepare a good resume or CV and then send it to our address.

- Lots of Russians dream of working in London - is it that good?

- Yes and no. It's great to work here as there is a lot going on and all the people
you need are located here but I hate London weekends and try to escape to the country
with my family if I can.

- How to reach a work-life balance?

- It's not easy. I never work on Sundays. This day is just for me and my family.

- What would be your best advice for young people who just started their career?

- I think they should have clear goals, short-terms ones. It's natural for young peo-
ple to dream big! It's great! But try turn your dreams into a set of goals and move step by
step.

- What is your vision of Aricom in 10 years’ time?

- Aricom is destined to be one of the largest producers of iron ore in the world
well within ten years and I hope that in this time we will have added a few more assets to
the portfolio as well as be making a sizable annual profit.

- All right, Jay, thanks for your time. Good luck with that sizable annual profit!
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4. Make your own dialogue - an interview with a representative of an interna-
tional company doing business in Russia. Discuss the activity of the company, pecu-
liarities of doing business in Russia and future plans of the company, give your tips
how to advance the career and keep work-life balance.

5. Read and translate the text:

How to Set Ambitious and Achievable Career Goals

Taking your work to the next level means setting and keeping career goals. Defin-
ing career goals is a critical step to achieving success. Use a tried-and-true goal-setting
model and define your career goal with SMART. SMART is an acronym for “Specific,
Measurable, Action-oriented, Realistic with Timelines.”[The SMART framework clari-
fies goals by breaking them into smaller steps.

Helpful hints when setting SMART career goals:

 Start with short-term goals first. Work on your short-term goals, and then pro-
gress the long-term interests. Short-term goals are those things which take 1-3 years to
complete. Long-term goals take 3-5 years to do. As you succeed in your short-term goals,
that success should feed into accomplishing your long-term goals.

* Be specific, but don’t overdo it. You need to define your career goals, but if you
make them too specific, then they become unattainable. Instead of saying, “I want to be
the next CEO of Apple, where I'll create a billion-dollar product,” try something like,
“My goal is to be the CEO of a successful company.”

* Get clear on how you’re going to reach your goals. You should be able to ex-
plain the actions you’ll take to advance your career. If you can’t explain the steps, then
you need to break your goal down into more manageable chunks.

* Don’t be self-centered. Your work should not only help you advance, but it
should also support the goals of your employer. If your goals differ too much, then it
might be a sign that the job you’ve taken isn’t a good fit.

Adapted from https://www.lifehack.org/646947/career-goals

6. Answer the questions to the text:

1. What is important if you want to achieve success in your career?

2. What does SMART stand for?

3. Why are short-term goals even more important than long-term ones?
4. How to get clear on how you're going to reach your goals?

5. How can you understand that the job you've taken isn't a good fit?

7. Match the words with their Russian equivalents:

1. achievable a. TPOBEPEHHbI BPEMEHEM

2. tried-and-true b. KOHKpETHBIN

3. specific C. TIOJIE3HBIC MOJICKA3KH

4. timelines d. mponBurath

5. helpful hints €. OCYIIECTBJICHHE, BHITIOJIHEHUE
6. succeed f. HemOCTHXUMBII

7. accomplishing 2. JIOCTHKUMBIN

8. unattainable h. BpeMeHHbIE CPOKHU

9. to advance i. TmpeycreTh

10 good fit h. moaxopsmuii BapuaHT
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8. Read and translate the text:
3 Steps To Develop Your Career Plan

“A goal without a plan is just a wish.”
Antoine de Saint-Exupéry

If you’re anything like the average working person, you can expect to change ca-
reers five to seven times in your life. That’s a lot of change... The best way to be pre-
pared for it is to make a plan!

Having a career plan is vital to your career success. The most successful people,
such as Jeff Bezos and Mark Zuckerberg, all regularly come up with plans for their career
success... And look where it’s gotten them!

Here are the three steps you can take right now to develop a career plan to catapult
you to success.

1. Self-reflection.

Take the time to think about your current situation and the path you want to be on
1s crucial to a productive career plan. Research even shows reflection is key to success,
and it increases productivity and performance.

Besides reflecting on your career path, you should also reflect on yourself and
your values, skills and passions. When you begin to understand yourself and what you
want, you’ll be able to more easily create a plan that suits your goals and your lifestyle.

2. Goal setting.

Self-reflection will lead you to identifying what kind of career you want. Now it’s
time to figure out how to get there. Setting goals 1s the key to a successful career plan.
But what kind of goals should you create?

You probably already know about SMART goals. These are specific, measurable,
attainable, relevant and timebound goals that all set you up for success in your goal set-
ting and achievement. In fact, studies show SMART goals really do work. But in order to
be successful, you need to write them down and share them with a friend or a coworker.
Seventy-six percent of study participants who set SMART goals wrote them down and
shared them with a friend achieved their goals. Sharing your goals creates a sense of ac-
countability, and writing down your goals cements them in your long-term memory, so
they’re always accessible and locked in to your subconscious.

3. Develop a plan.

So, you know yourself and what you want to do, and you have your goals set and
written down. Now it’s time to really dig into developing a plan to get there. This is the
point in your career planning where you should know your interests and skills, and start
figuring out what you need to do to get where you want to go. Yes, it’s time to make ca-
reer decisions. Whatever your decision needs to be, this is the time to make it, so you can
solidify your career plan and embark on your path. Here are some ways you can make
those difficult decisions:

* Make a pros and cons list.

» Evaluate how each path aligns with your values.

» Think about the future consequences of each path.

Whether you’re just beginning on your career journey, or you’re considering
changing career paths or jobs, developing an effective career plan will help you get to
where you need to go. Reflect, set goals and make your decision, and you’ll find yourself
on the right path.

Adapted from https://www.forbes.com/sites/ashleystahl/2018/08/
29/3-steps-to-develop-your-career-plan/#611ba6974910
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http://www.careers-advice-online.com/career-change-statistics.html
https://www.creativetaxrecruitment.com/blog/2017/12/the-vital-importance-of-planning-for-your-career-and-the-great-things-that-will-occur-if-you-do-in-2018
https://www.hbs.edu/faculty/Publication%20Files/14-093_defe8327-eeb6-40c3-aafe-26194181cfd2.pdf
http://msue.anr.msu.edu/news/achieving_your_goals_an_evidence_based_approach
https://www.forbes.com/sites/markmurphy/2018/04/15/neuroscience-explains-why-you-need-to-write-down-your-goals-if-you-actually-want-to-achieve-them/

9. Answer the questions to the text:

1. How many careers does average person have in a lifetime?

2. Why is self-reflection so important?

3. What does SMART stand for?

4. How to make SMART goals work for you?

5. Why should you write down your goals?

6. How to make a right choice of your career path?

7. What are 3 steps to develop your career plan?

8. What do you think about a career plan? Is it necessary or you should leave it up
to fate?

9. What tips seem to be handy for you?

10. Why should you share your goals with other people?

10. Match the words with their Russian equivalents:

1. average a. 32 ¥ IPOTHUB
2. vital b. moaco3HaHue
3. crucial C. )KU3HEHHO BKHBIMN
4. performance d. onieHuBaTH
5. to figure out €. MPOU3BOIUTEIBHOCTD
6. attainable f. mocnencrBus
7. timebound g. IICHHOCTH
8. study participants h. 9yBCTBO OTBETCTBEHHOCTH
9. sense of accountability 1. CpeIHECTATUCTUYECKUI
10. long-term memory J. JOCTHXKUMBIN
11. subconscious k. uMeromuii BpeMeHHbIE paMKU
12. values |. ydJacTHHMKH HCClleJOBaHUS
13. pros and cons m. TOHUMATh
14. to evaluate N. peIIarolINi, KIHOUYUBOU
15. consequences 0. IOJITOCPOYHAs NaMsTh

11. Case Study

What Are Your Career Interests?

When you are doing tasks you like, you enjoy your work. Holland Codes are a set
of personality types developed by psychologist John L. Holland. Dr. Holland reasoned
that people work best in work environments that match their preferences. Most people are
some combination of two or three of the Holland interest areas. These two or three areas
become your "Holland Code".

There are things that you enjoy doing, whatever the industry or job title. The key
to finding a satisfying career is to match your fundamental interests with occupations. For
instance, a Social person would go crazy sitting alone in an office all day. Or if you are
Artistic, you would probably hate having to conform to a set of strict rules in your job.
That is why career and vocational tests can be so helpful.

So, what is your personality type? Don't forget, that most people will fit into a few
of the categories

There are some 720 different combinations possible, like ISERAC, AIRSEC, or
CSERIA (every letter stands for one type). Generally, however, only two or three letters
are necessary to create a useful description, such as SC, IRC, or AIC. Go ahead and find
out about your career possibilities!
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Realistic (Doers)

People who have athletic ability, prefer to work with objects, machines, tools,
plants or animals, or to be outdoors.

Are you? Can you? Like to?

Practical, fix electrical things tinker with

straightforward/frank, solve electrical problems machines/vehicles

mechanically inclined, stable |pitch a tent work outdoors

concrete, reserved self- play a sport be physically active

controlled, plant a garden use your hands

operate tools and machine build things

tend/train animals
work on electronic
equipment

Career Possibilities (Holland Code):

Air Traffic Controller
(SER) Archaeologist
(IRE) Athletic Trainer
(SRE) Cartographer
(IRE) Commercial
Airline Pilot (RIE)
Commercial Drafter
(IRE) Corrections
Officer (SER)

Dental Technician Laboratory Property Manager

(REI) Farm Manager |Technician (RIE) (ESR) Recreation

(ESR) Fish and Game | Landscape Architect |Manager (SER)

Warden (RES) Floral |(AIR) Mechanical Service Manager

Designer (RAE) Engineer (RIS) (ERS) Software

Forester (RIS) Optician (REI) Technician (RCI)

Geodetic Surveyor  |Petroleum Geologist |Ultrasound

(IRE) Industrial Arts |(RIE) Police Officer |Technologist (RSI)

Teacher (IER) (SER) Practical Vocational

Nurse (SER) Rehabilitation

Consultant (ESR)

problems.

Investigative (Thinkers)
People who like to observe, learn, investigate, analyze, evaluate, or solve

Are you?
Inquisitive, analytical,
scientific, observant/precise
scholarly, cautious,
intellectually, self-confident,
Independent logical,
complex, curious

Can you?

think abstractly

solve math problems
understand scientific
theories

do complex calculations use
a microscope or computer
interpret formulas

Like to?
explore a variety of ideas
work independently
perform lab experiments
deal with abstractions
do research
be challenged

Career Possibilities (Holland Code):

Actuary (ISE) Chemical Engineer | Geologist (IRE) Physician, General
Agronomist (IRS) (IRE) Chemist (IRE) |Horticulturist (IRS) | Practice (ISE)
Anesthesiologist Computer Systems | Mathematician (IER) |Psychologist (IES)
(IRS) Anthropologist | Analyst (IER) Dentist | Medical Technologist | Research Analyst
(IRE) Archaeologist |(ISR) (ISA) Meteorologist |(IRC) Statistician
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(IRE) Biochemist Ecologist (IRE) (IRS) (IRE)
(IRS) Biologist (ISR) | Economist (IAS) Nurse Practitioner Surgeon (IRA)
Electrical Engineer | (ISA) Pharmacist Technical Writer
(IRE) (IES) (IRS) Veterinarian
(IRS)

Artistic (Creators)

People who have artistic, innovating, or intuitional abilities and like to work in
unstructured situations using their imagination and creativity.

Are you?
Creative, imaginative,
innovative, unconventional,
emotional, independent,
expressive, original,
introspective, impulsive,
sensitive, courageous,
complicated, idealistic,

Can you?
Sketch,draw
paint
play a musical instrument
write stories
poetry, music sing
act
dance

Like to?
attend concerts,theatre, art
exhibits, read fiction, plays,
and poetry work on crafts
take photography express
yourself creatively deal with
ambiguous ideas

nonconforming design fashions or interiors
Career Possibilities (Holland Code):

Actor (AES) Copy Writer (ASI) Interior Designer Medical Illustrator
Advertising Manager |Dance Instructor (AES) Intelligence | (AIE) Museum
(ASE) (AER) Drama Coach |Research Specialist | Curator (AES) Music
Architect (AIR) (ASE) English (AE]) Teacher (ASI)
Art Teacher (ASE) Teacher (ASE) Journalist/Reporter | Photographer (AES)
Artist (ASI) Entertainer/Performer | (ASE) Landscape Writer (ASI)

(AES) Architect (AIR) Graphic Designer

Fashion Illustrator Librarian (SAI) (AES)

(ASR)

Social (Helpers)

People who like to work with people to enlighten, inform, help, train, or cure
them, or are skilled with words.

Are you?
friendly helpful idealistic
insightful outgoing
understanding cooperative
generous responsible

Can you?
teach/train others express
yourself clearly lead a group
discussion mediate disputes
plan and supervise an activity

Like to?
work in groups help people
with problems do volunteer
work work with young
people serve others

forgiving patient kind cooperate well with others

Career Possibilities (Holland Code):
City Manager (SEC) | Historian (SEI) Park Naturalist (SEI) |Teacher (SAE) Social
Clinical Dietitian Hospital Physical Therapist Worker (SEA)
(SIE) Administrator (SER) | (SIE) Police Officer |Speech Pathologist
College/University | Psychologist (SEI) (SER) Probation and |(SAI) Vocational-
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Faculty (SEI) Insurance Claims Parole Officer Rehab. Counselor
Community Org. Examiner (SEC) Real Estate (SEC) Volunteer
Director (SIE) Librarian (SAI) | Appraiser (SCE) Services Director
(SEA) Consumer Medical Assistant Recreation Director | (SEC)
Affairs Director (SCR) (SER) Registered
(SER)Counselor/Ther | Minister/Priest/Rabbi  Nurse (SIA)
apist (SAE) (SAI) Paralegal

(SCE)

Enterprising (Persuaders)

People who like to work with people, influencing, persuading, leading or
managing for organizational goals or economic gain.

Are you?
self-confident assertive
persuasive energetic
adventurous popular
ambitious agreeable talkative
extroverted spontaneous
optimistic

Can you?
initiate projects convince
people to do things
your way sell things give
talks or speeches organize
activities lead a group
persuade others

Like to?
make decisions be elected to
office start your own
business campaign politically
meet important people have
power or status

Career Possibilities (Holland Code):

Advertising Credit Analyst (EAS) |Foreign Service Politician (ESA)
Executive (ESA) Customer Service Officer (ESA) Public Relations Rep
Advertising Sales Manager Funeral Director (EAS) Retail Store
Rep (ESR) (ESA) Education & |(ESR) Insurance Manager (ESR) Sales
Banker/Financial Training Manager Manager (ESC) Manager (ESA) Sales
Planner (ESR) (EIS) Emergency Interpreter (ESA) Representative (ERS)
Branch Manager Medical Technician |Lawyer/Attorney Social Service
(ESA) Business (ESI) Entrepreneur | (ESA) Lobbyist Director (ESA)
Manager (ESC) (ESA) (ESA) Stockbroker (ESI)
Buyer (ESA) Office Manager Tax Accountant
(ESR) Personnel (ECS)
Recruiter (ESR)

Conventional (Organizers)

People who like to work with data, have clerical or numerical ability, carry out
tasks in detail, or follow through on others’ instructions.

Are you?
well-organized accurate
numerically inclined
methodical conscientious
efficient conforming
practical thrifty systematic
structured polite ambitious
obedient persistent

Can you?
work well within a system do
a lot of paper work in a short
time keep accurate records
use a computer terminal
write effective business
letters

Like to?
follow clearly defined
procedures
use data processing
equipment work with
numbers type or take
shorthand be responsible for
details collect or organize
things
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Career Possibilities (Holland Code):

Abstractor (CSI) Claims Adjuster Elementary School |Medical Records
Accountant (CSE) (SEC) Computer Teacher (SEC) Technician (CSE)
Administrative Operator (CSR) Financial Analyst Museum Registrar
Assistant (ESC) Congressional- (CSI) Insurance (CSE) Paralegal
Budget Analyst District Aide (CES) |Manager (ESC) (SCE)

(CER) Business Cost Accountant Insurance Safety Inspector
Manager (ESC) (CES) Court Reporter | Underwriter (CSE) | (RCS) Tax
Business Programmer (CSE) Credit Internal Auditor Accountant (ECS)
(CRI) Business Manager (ESC) (ICR) Kindergarten | Tax Consultant (CES)
Teacher (CSE) Customs Inspector Teacher (ESC) Travel Agent (ECS
Catalog Librarian (CEI) Editorial

(CSE) Assistant (CSI)

Hope you are satisfied with the results and have found out more about yourself
and your career possibilities!

Task:

1. Prepare a little report about your personal code. What categories do you fit into?
How do they characterize you? What professions are suggested?

2. Ask your partner about his or her investigation.

3. Imagine that you are selecting people for working on an outstanding project.
What will your «dream team» look like? What kind of people (based on Holland Codes)
would be excellent team players?

12. Answer the questions using the unit vocabulary:
Why do you need a career plan?
What is going to be your first step in planning your career?
What do you know about SMART goal-setting technic?
How to make SMART goals work?
How to make a right career decision?
How should your work support the employer's goals?

7. Do you agree that the key to a satisfying career is a match your fundamental in-
terests with occupations?

8. What do you know about Holland Codes?

9. Do you find it handy for vocational guidance?

10. Share your own ideas of planning your career journey.

S

13.Translate from Russian into English:

Kak npaBuiibHO cIuiaHMpoBaTh Kapbepy: 10 cexperos.

1. Ceromns Ha 1r000M cobeceqoBanuu Bac moryT cripocuth, keM Bbl Buaute ce-
05 yepes AT JIeT.

2. DTO mombITKa y3HATh Bamm kapbepHbIE IUIaHBI: B KaKOM HampaBiIeHUU Bwl
HaMepEeHBI Pa3BUBATHCS, KAKOH JIOJDKHOCTH XOTUTE IOCTHYb.

3. Yro Takoe IIaHUPOBAHUE Kapbepbl?

4. 3T0 MOCTaHOBKA MPO(EeCCHOHANBHBIX LENIeH U OnpeesieHne KOHKPETHBIX CPO-
KOB UX JJOCTHUEHHUS.
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5. BBl cMOXeTe yClenIHO paciulaHUpPOBATh KApbEpy TOJIBKO B TOM CJIyyae, €cliv
OyzaeTe nenaTh BCe MPABUIIBHO.

6. Cekper - B peryasipHoil paboTe HaJl CBOMMU TUTAHAMH.

7. Ilo craTucTHKe, JIFOAU MEHSIOT HAIllpaBJIEHUE CBOEU JESATEIBHOCTH HECKOJIBKO
pas.

8. Peub He mpocTo 0 pabouem Mecte, a 0 chepe padoThl B IEJIOM.

9. Wrak, ecnu Bl XOTUTE, YTOOBI Ballla Kapbepa MPUHOCKIIA BaM YAOBIETBOPEHUE
Y OLIYILIEHUE CaMOpeaIn3alu, yYTUTE 3TU COBETHI.

10. OHu npoBEpEHBI OMBITOM CHEIUAIUCTOB.

11. CrapaiiTech aHaTU3UPOBATH CBOU IJIAHBI KAXK/IBIH TOI.

12. Ecnu BBl Oynere peryisipHO KOPpEKTHpPOBaTh CBOM IUIaHBI, TO Oyzaere Ooisee
YBEPEHBI B CBOMX KU3HEHHBIX PEIICHUAX.

13. DT0 MOMOXKET BaM CIPABUTHCS C OUIYIEHHEM HECTaOWUILHOCTU MOBCEIHEB-
HOM KU3HU.

14. HamerbTe myTh, KOTOpOMY OyJ€TE CIIEIOBATh.

15. 3amymbIBasiCh O MEpCIEKTUBAX CBOEW MpodeccHOHANbHOW >KU3HU, HYXHO
4ETKO OCO3HABATh: yCIEIIHAs Kapbepa - 3TO Pe3yNbTaT YIOPHOTO TPY/Ia.

16. HWrak, BBI pemnmny, 4ero Bel XOTUTE 1OCTUYb.

17. Ilocne 3Toro Bam HY>KHO 00/1lymMaTh, Kakue maru Bam Heo6xoaumo npeanpu-
HSTh.

18. HeoOs3aTenpHO HOKYCHUpPOBATHCS HA MPOILIOM, TEM HE MEHEe, YITUTE U €Tr0 -
NoJlyMaiTe, YTO MOXKET MPUTOJUTHCS BaM B Oy IyILIEM.

19. Ouenute, 4TO BaM HPABUTCS, UTO HE HPABUTCSA, MTOJAYMANTE O MOTPEOHOCTSIX U
IPEANOYTEHUSAX.

20. IlepemeHsI - 3TO YaCTh JKU3HU, ITO COBEPLUICHHO HOPMAJIBHO.

21. MeHATbCA MOTYT M Balllk IPEANOYTEHUS.

22. CocTaBbTe€ CIIMCKU TOTO, YTO BaM HPABUTCS U HE HPABUTCH. -

23. TloToM HUCTIONB3YHUTE UX, YTOOBI MPOAHATU3UPOBATH CBOIO PabOTY.

24. 3apgymaiiTech 0 CBOUX X000U.

25. Ilpu nuaHUpOBaHUM Kapbephbl BAXKHO YUECTh U 3aHATHS, KOTOPbIE BbI JIOOUTE
B CBOOOJHOE BpeMS.

26. Jlrogu peryispHO TpEeBpallarOT CBOM YBJICUYCHHS B Kapbepy, TaK 4YTO 001y-
MaiTe 3TO.

27. B03MOXHO, Yy Bac TOE €CTh X000HM, KOTOPOE€ MOXKET MPHHECTH BaM Ipodec-
CHUOHAJIBHBIN ycrex.

28. 3agymalTech O JOCTHKEHHUSIX B TIPOIILIOM.

29. Ouenure, 4TO BJIOXHOBWJIO Bac OOJIbIIIE BCETO, U CHAENANTE BCE, UYTOOBI Y BaC
ObL1a BO3MOYKHOCTh IIOBTOPUTH TAKUE YCIIEXU.

30. Onpenenure CBOM YMEHHUS.

31. HekoTopble 101 COBEPIICHHO HE MOTYT MPEACTaBUTh, YTO Mepe] HUMHU MO-
KET OBITh HECKOJIBKO Pa3HBIX KapbEePHBIX MYTEH.

32. lna xaxaod paboTbl TpeOyrTCs OIpeAeNieHHble HAaBbIKM, HY)XHO IPOCTO
MPOaHAIU3UPOBATH ATO U MOAYMAaTh, KAKHE YMEHUS y BaC €CTb.

33. BsI HaBepHAKa MMOIIMETE, 4TO MOXKETE OBITh YCHCIIHBIMU B Pa3HBIX chepax.

34. V3HaiiTe 0 TpEHAAX Ha PbIHKE TPYJa.

35. BaxHo cieauTs 3a TEHACHIIUIMU.

36. DTO MOMOXKET MPUHATH MEPHI U aIalITUPOBATHCS K HOBOW CUTYAIIUH.

37. Ompenenurte, KaKOBbI Bally Mpo(ecCcrnoHaTbHbIC TEIH.
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38. VYcranaBiauBaiiTe 1€MW HA TEKYIIUW roj, CACAYIOIINN U Ha JaIbHEUIIYIO Ka-
pBEpPY.

39. 3amymaiiTech 00 00pa3oBaHUM.

40. DTO MOXKET MOKa3aThCs KIUIIE, TEM HE MEHee, nH(popmalus - 3TO JeHCTBU-
TEJIBHO KJII0Y K YCIIEXY U JIOCTUKEHUSM.

41. Huxorzaa He ynmycKaiiTe BO3MOXHOCTH HAyUYUTHCSI YEMY-TO HOBOMY.

42. Hosyro mpodeccruio MOXKHO OCBOUTH B JIOOOM BO3pacTe, €ciii Bbl TOTOBBI
YUHUThHCS.

43. Yrto Takoe ropu3oHTajbHas Kapbepa?

44. «He Bce XOTAT OBITH HAUYAJbHUKAMUY», MOKETE CIIPaBEJIMBO BO3PA3UThH BEI.

45. 1 B camoM Jiernie, Kapbepa 3TO HE BCErJa IMOCTOSHHOE JBHXKEHUE BBEPX IO
CIIy>keOHOM JIeCTHHULIE.

46. CymecTByeT M Takoe TIOHATHE, KaK TOpHU30HTalbHas Kapbepa -
npodeccHOHaIbHOE Pa3BUTHE CHEIUAINCTA, HE MPETEHAYIOUIEr0 Ha MOCTOSHHOE TOBbI-
IIEHUE B JOJKHOCTH, HO PACCUUTHIBAIOLIETO HA MOCTENEHHOE MOBBIIICHUE 3apIlIaThl.

47. Hacrosimuii mpodu - IIEHHBINH KaJap Ha PhIHKE TPY/A.

48. Pazymeercs, npodeccruoHaIbHOE PAa3BUTHE CKa3bIBACTCS HA 3apIljiare:

CHEIHANNCT, AOCTUTIINN ONpeNeéHHOIO MacTepcTBa, OyleT MOoJydyaTh XOpollee
BO3HArpaKJaeHHe.

49. Kak npaBuiio, B )KU3HU HU FOPU3OHTAJIbHAS, HU BEpTUKAJIbHAS Kapbepa B UU-
CTOM BHUJIE HE BCTPEUAIOTCS

50. Yame Bcero nmpoeccHOHaIbHBIM MyTh BKJIIOYAET KaK BEPTUKAIbHBIE, TaK U
TOPU30HTAJIbHBIC NTEPEABUKEHUS
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ADDITIONAL READING

Unit 1
Text A

Master the art of presenting: tell a story, keep it brief

Don’t assume an audience will listen, convince them that they must -
and have the confidence to lead with your strongest point
Emma Ledden

Many find presenting to an audience terrifying. But by delivering clear, concise
messages, even the most nervous speaker can deliver a successful presentation.

Poor communication can be disastrous - literally. According to accident investiga-
tors it helped lead to the disintegration of the Space Shuttle Colombia as it re-entered the
Earth’s atmosphere on 1 February 2003, killing all seven astronauts on board.

The Colombia Accident Investigation Board (CAIB) found fault with a Power-
Point slide presented by Nasa engineers on possible damage to the wing of the space
shuttle during takeoff. This followed a Freedom of Information request made by Edward
Tufte, emeritus professor in political science, computer science and statistics at Yale
University, for PowerPoint briefings pertaining to the flight. The board concluded that
key information was so buried and condensed in the briefings that it was rendered use-
less.

The engineers struggled to do what many presenters struggle to do: to simplify
their message. The need to make the complex understandable is the biggest challenge all
presenters face. But there are ways to overcome this.

Have a hook

A great presenter is made not by what they say, but by what they choose not say.
Be clear on the purpose of your presentation and let that govern what you include or ex-
clude. You need to quickly tell your audience why they should listen, using a hook. Your
hook could be a question, a startling statement, an anecdote or a video.

Jamie Oliver, for example, started his TED Talk in 2010 with this fact: “Sadly, in the
next 18 minutes, while we chat, four Americans will be dead from the food that they eat.”

Lead with your strongest point

Once you have your audience hooked, you must keep them engaged. Most people
structure presentations by building up to their strongest point instead of leading with it.
They think they must establish themselves and their credibility first. But an audience’s
attention is finite and with this approach you will have lost them before you get to the
important point.

Make sure they hear your message by leading with it. You can then spend the rest
of the presentation building your story and credibility in an engaging way.

Throughout your presentation, link relevant facts and data back to the audience’s
needs. Harness the power of one simple word: “You’. So, instead of saying “We have 45
offices worldwide with 10,000 staff”, try “We have 45 offices worldwide, which you can
access for your business needs. We also have a huge support team, which will be availa-
ble to you. We intend to give you a key contact in each country if you choose to do busi-
ness with us.”

Explain data through stories

The success of your presentation is determined by your ability to put your infor-
mation together in a way that is compelling.
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To avoid your presentation becoming muddled, structure it around your core mes-
sage or messages. These should be illustrated in different ways, revisited and empha-
sized, so they are understood and remembered. Make your data feel real by telling stories
that back it up, rather than just presenting figures and concepts and presuming your audi-
ence understands.

When training people to present, one lesson I give in storytelling features an exec-
utive called Jon. Jon discovered that his company was wasting $1bn a year because of its
decentralized purchasing process. He found that it was buying 424 different types of
gloves, for example, the prices of which were negotiated separately by the firm’s 14 fac-
tories. Some were paying different amounts for the same glove. To illustrate the compa-
ny’s wasteful spending, Jon piled the 424 types of gloves on an office table and invited
the division heads to visit the “glove shrine”. The story quickly spread around the busi-
ness.

People relate easily (and emotionally) to stories, and they remember them. Stories
make facts more digestible and, in telling them, you, as a speaker, appear more human,
more approachable and more audience friendly. The best speakers reach into their bag of
stories and bring their presentations to life.

https://www.theguardian.com/small-business-network/2017/feb/16/
master-art-presenting-tell-story-brief-audience

Text B
How to Assess Candidates Using Interview Presentations

By Charles Trivett

Many companies now challenge candidates to come up with their own interview
presentations, as a part of the recruitment process.

Some hiring managers give candidates free reign to talk about anything they fancy,
from current affairs to the netball team they play for. Others will create strict presentation
briefs based on current industry topics, which obviously requires a lot more effort from
both interviewer and interviewee. Either way, (along with a set of great interview ques-
tions, of course) presentations can reveal an awful lot about your candidates. Here’s eve-
rything that you need to know...

Why bother?

If the role requires presentation skills (for example, certain managerial, marketing
and sales positions) then it’s good practice to get a candidate to do a presentation for you.
However they can also be used to assess a variety of different things, including...

Specific knowledge.

If the role requires a certain level of subject knowledge (either specific or general
industry insight) then you can set up a presentation brief to assess candidates.

Each candidate MUST get the same brief and you should include a question and
answer session at the end (just so you know they’ve not simply rehearsed a load of in-
formation for the presentation). It will soon become clear if they don’t know what they’re
talking about!

Specific skills.

You can use presentations to assess a variety of wider, transferable skills.

For example, you could evaluate each interviewer on their...

- Research skills. Can they do sufficient research to come to a sensible conclu-
sion?
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- Preparation and organisation. Is their presentation well planned and structured?

...and of course, are their presentation skills up to scratch?

In this case, it doesn’t really matter what topic you choose because you’re basing
your observations on the skills they exhibit whilst actually presenting.

Remember; be fair! Only ever assess candidates on the basis of skills that they
genuinely need to fulfil the role!

Beliefs and Values.

If you’re interested in finding out how well a candidate will fit into your team,
then it’s important to learn a little more about their beliefs, values and general personali-
ty.

This will help you to form a real view of them as a person and check whether their
personality will actually fit in with your company culture.

Take a positive approach - what does the candidate have in common with your
team?

The ability to follow instructions.

If the role you’re recruiting for requires someone who knows how to follow in-
structions, then you could use a presentation to assess for that.

Of course, you’ll have to make sure that your instructions are clear and reasonable
- your candidate (probably) won’t be able to read your mind.

The ability to cope with pressure.

Let’s be honest; having to do a presentation is nerve-racking for the best of us!

So, setting one (especially at the panel interview) will definitely expose your more
confident candidates.

However, it is also bound to put others off (especially the more shy ones) so ask
yourself...

Does your new staff member really NEED to be a super-confident presenter?

https://www.coburgbanks.co.uk/blog/assessing-applicants/interview-presentations/
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Unit 2
Text A
Achievement

Achievement is an important competency given that the more you can achieve, the
better your prospects will be when it comes to looking for a new job.

Read the text and then do the exercises.

What is Achievement?

Achievement is what you have done of significance at work which has benefited
your company or organisation. Think about your work achievements. Or even your life
achievements - these are the successes that you have had so far. Perhaps you have just
passed your driving test, or maybe after many years of trying, you have learnt to swim.
This is an achievement as it is something you have worked hard for, and in the end the
results have been successful.

Why is this important?

In our lives it is important to have objectives so when you have reached them you
can say you have some achievements. Think about when you were younger, and your
ambitions. Maybe you wanted to become a doctor, so you studied hard, and you finally
became a doctor. Perhaps you wanted to have a house with a big garden. Can you re-
member the day you fulfilled this dream? These are personal achievements and they give
you the feeling of self-satisfaction, confidence, and happiness. Let us now take a look at
your work achievements. When you have achievement at work it means that you are
working towards goals normally set by others, but they can be set by yourself, too. Per-
haps you have to reach a sales target, or you need to complete a project within a deadline,
or perhaps you need to see clients or customers and help them in some way. If you suc-
ceed in helping them, or you reach your sales target, or you complete your project by the
deadline, you have examples of achievements. Striving for achievements shows determi-
nation and tenacity.

How can you show you have this competency?

If you have a job interview and you want to demonstrate your achievements you
need to think about different situations you have been in, the actions you have taken, and
the results of these actions. Perhaps you have had a difficult customer, how have you
dealt with that person? Did your action benefit your organisation? In what way? If your
results were successful, state this either in your job application, or in your interview.

Think about the skills which you have which make you attractive and valuable as
an employee. Remember the more achievement you can give as examples, the more you
can sell and market yourself for the job.

How to improve this skill

If there 1s a goal which seems difficult to achieve, don’t give up easily. If you can
understand your goal and work towards it this will show that you have the potential to
achieve. You need to be able to face obstacles and be determined enough to meet targets.
Think about a time where you have had to take “no” for an answer, did you just accept it?
Don’t just accept it, find out why the answer is “no”.

Also ask for feedback as this can give you an indication of how you are doing.
You could compare this to learning a language, for example, if you find some grammar
difficult you can always ask your teacher for feedback on your exercises. You can apply
this rule to the workplace as well and if you are not sure of how you are progressing, ask!
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Task 1

Collocations
Match the two halves of the sentences to make common collocations:
1. go for a. sales target
2. pass b. rule
3. reach C. promotion
4. work d. test with flying colours
5. face ¢. obstacles
6. apply f. towards a goal
Task 2
Prepositions

Complete the text below by typing in the correct preposition: 'in' (2x), 'up', or
'with'.

If there is a goal which seems difficult to achieve, don't give ................. so easily. If
you can understand your overall goal and organize your work......... the aim of achieving
this goal............... stages, it shows that you have a real drive to achieve. You need to

be able to face problems and be determined enough to overcome obsta-
cles....oooviviiiinin order to be successful.

Inspired by https://learnenglish.britishcouncil.org/business-magazine/achievement

Text B
5 Questions That Reveal the Personality of Someone You've Just Met

Meeting new people is one of the best things in life. Every significant other,
friend, boss, coworker, neighbor or acquaintance you have was once just a stranger. And
when you first met that stranger, you couldn’t have had any idea that you’d form the rela-
tionship you currently enjoy -- or could you have?

It’s impossible to learn everything you need to know about someone the first time
you meet unless you have some sort of telepathic insight. But there are some questions
you can ask that will give you a deeper, more accurate picture of someone than others.

Certainly, simple questions, like “Are you new here?”” during a networking event,
or, “Why did you leave your last job?” at a job interview will likely give you some nec-
essary information. But they're not enough; they don’t tell you about the personality of
the person you’re talking to.

The following five questions, in stark contrast, do. They’re designed to not only
give you more direct information about the stranger or acquaintance you’re talking with,
but also suggest profound insights about these people's personalities as a whole:

1. How would you describe yourself?

At first glance, this question might seem like cheating. The goal is to get a person
to reveal his/her personality through secondary means, so isn’t asking this question a kind
of shortcut?

Well, yes and no --it’s all about the ambiguous phrasing, “Howwould you de-
scribe yourself?” rather than, “What’s your personality like?” or, “What do most people
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think of you?” Notice that there’s no cue here. You’re not asking a person to describe
himself/herself physically, professionally, emotionally or any other specific way.

Instead, pay attention to the attributes your interviewee chooses to use to disclose
first, and how extreme his or her word choices seem to be. Shy or meek people tend to
choose humbler words like “observant” or “recreational,” while exuberant or extroverted
people choose more powerful words like “smart” or “athletic.”

2. What is your biggest accomplishment?

This one gives you one critical piece of insight into a person’s past, but also tells
you two subtle things about his or her personality. First, it shows where this individual's
biggest interests lie; again, the question is ambiguous, so does he or she respond with a
professional accomplishment or a personal one?

Also, how long ago did this accomplishment happen? How does he/she act in
bringing it up? Next, how long did it take to think of it? If this "accomplishment"
comes only after a long hesitation, that could be a sign of either many or few past accom-
plishments. You’ll have to probe deeper to find out.

3. Have you read any good books lately?

The answers you’ll get here vary wildly. First, note the difference between readers
and non-readers. You’ll get the occasional person who'll admit, “I don’t read books,” but
more often, among non-readers, you’ll find people hesitating a long time before coming
up with a book, or reverting to a classic high school or college text.

Among actual readers, you’ll find popular novel consumers, business and self-help
readers, literature fans, pop science adherents and several other types.

4. What is your dream job?

The more ambiguous the question, the better it is. The question isn’t, “What do
you want in your next job?” or, “Where do you see yourself in five years?” but, “What is
your dream job?” A sycophant in a job interview might simply describe the job he or she
is applying for. Others may highlight creative pursuits. Still others will describe jobs that
don’t exist (or are extremely rare), like “beer taster” or “puppy cuddler.”

Whatever the response, it will tell you whether someone’s given this a lot of
thought or has never thought about it before.

5. Who is your personal hero?

This question gets you information that's a little more specific and more insightful
-- through an obvious route. But I’ve found it a meaningful question to ask. You’ll find
people who describe a family member or someone they knew in life; people who admire
an athlete or pop culture celebrity; and people who look up to successful entrepreneurs or
businesspeople.

You might be able to discern something about the intelligence or age of the person
you’re talking to here, but more importantly, you’ll learn about his or her values. What is
it that makes this "hero" stand out above anyone else who ever lived?

Overall, some of these questions are a little too forward to ask random strangers on
the street, but once you’ve warmed up a new contact, feel free to break these out. How
such people react, how they answer and how they phrase their answers will speak vol-
umes about the type of person standing in front of you.

Those volumes of information are indispensable for any social interaction, be it
a job interview, sales meeting or coincidental interaction. So, get out there and get to
know people well. If you do, you’ll have far more opportunities in life.

Inspired by https://www.entrepreneur.com/article/271060
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Unit 3
Text A
Company Structure

Most organizations have a hierarchical or pyramidal structure, with one person or
a group of people at the top, and an increasing number of people below them at each suc-
cessive level. There is a clear line or chain of command running down the pyramid. All
the people in the organization know what decisions they are able to make, who their su-
perior (or boss) is (to whom they report), and who their immediate subordinates are (to
whom they can give instructions).

Some people in an organization have colleagues who help them: for example,
there might be an Assistant to the Marketing Manager. This is known as a staff position:
its holder has no line authority, and is not integrated into the chain of command, unlike,
for example, the Assistant Marketing Manager, who is number two in the marketing de-
partment.

Yet the activities of most companies are too complicated to be organized in a sin-
gle hierarchy. Shortly before the First World War, the French industrialist Henry Fayol
organized his coal-mining business according to the functions that it had to carry out. He
is generally credited with inventing functional organization. Today, most large manufac-
turing organizations have a functional structure, including (among others) production,
finance, marketing, sales, and personnel or staff departments. This means, for example,
that the production and marketing departments cannot take financial decisions without
consulting the finance department.

Functional organization is efficient, but there are two standard criticisms. Firstly,
people are usually more concerned with the success of their department than that of the
company, so there are permanent battles between, for example, finance and marketing, or
marketing and production, which have incompatible goals. Secondly, separating func-
tions is unlikely to encourage innovation.

Yet for a large organization manufacturing a range of products, having a single
production department is generally inefficient. Consequently, most large companies are
decentralized, following the model of Alfred Sloan, who divided General Motors into
separate operating divisions in 1920. Each division had its own engineering, production
and sales departments, made a different category of car (but with some overlap, to en-
courage internal competition), and was expected to make a profit.

Businesses that cannot be divided into autonomous divisions with their own mar-
kets can simulate decentralization, setting up divisions that deal with each other using in-
ternally determined transfer prices. Many banks, for example, have established commer-
cial, corporate, private banking, international and investment divisions.

An inherent problem of hierarchies is that people at lower levels are unable to
make important decisions, but have to pass on responsibility to their boss. One solution to
this is matrix management, in which people report to more than one superior. For exam-
ple, a product manager with an idea might be able to deal directly with managers respon-
sible for a certain market segment and for a geographical region, as well as the managers
responsible for the traditional functions of finance, sales and production. This is one way
of keeping authority at lower levels, but it is not necessarily a very efficient one. Thomas
Peters and Robert Waterman, in their well-known book In Search of Excellence, insist on
the necessity of pushing authority and autonomy down the line, but they argue that one

61



element - probably the product - must have priority; four-dimensional matrices are far too
complex.

A further possibility is to have wholly autonomous, temporary groups or teams
that are responsible for an entire project, and are split up as soon as it is successfully
completed. Teams are often not very good for decision-making, and they run the risk of
relational problems, unless they are small and have a lot of self-discipline. In fact they
still require a definite leader, on whom their success probably depends.

Text B
Forms of Business Organization

The process by which people determine the allocation of factors of production, the
flow of income, and the final distribution of goods and services is facilitated by business
organization. Starting a business involves a risk, but the opportunity for profit stimulates
thousands of individuals to become successful entrepreneurs. Some knowledge of the
structure of various types of business firms, therefore, can be beneficial for a better un-
derstanding of the operation of the economic system.

The basic forms of business enterprises include proprietorships, partnerships, cor-
porations and cooperatives. Each has certain advantages and disadvantages.

A single (sole) proprietorship is the earliest and the simplest form of business en-
terprise and it is often referred to as the one-person business. One individual provides the
capital, directs the business, and assumes the risks. If successful, the individual receives
all the profit; but if the business fails, that person must suffer all the losses. Ease of entry
1s one of the major advantages of the single proprietorship. Practically anyone who can
accumulate a small amount of savings or can borrow some money can go into business.
For that he needn’t take special legal measures, he is just to register his company’s name.
Another advantage is the flexibility of management in a single proprietorship. The pro-
prietor can make decisions himself and he doesn’t have to receive the approval of other
members of the firm. On the other hand the lack of sufficient capital for expansion and
for the use of complex innovative technology as well as unlimited liability of the proprie-
tor for all obligations of the firm are the greatest disadvantages of this type of enterprises.

A partnership is a business which is owned and operated by two or more persons.
Partners or co-owners pool their resources and start a business. They share in their obli-
gations and profits according to the terms of agreement. This type of organization repre-
sents a logical development from the one-person business, thus both the advantages and
disadvantages of this form are similar to those of the single proprietorship. The legal pro-
cedure of starting a partnership is as simple as that of a proprietorship. But it should be
noted that there are some differences between these two types. For example, a greater de-
gree of specialization, additional capital and additional managerial skills. The partnership
is to be found in essentially the same segments of economy as the sole proprietorship: re-
tailing; service trades; the professions such as medicine and law; and agriculture.

A corporation is a separate legal entity which is owned by stockholders. The cor-
poration is a “legal person” from the viewpoint of the law. Contracts can be made in the
name of the corporation, it can own real estate and other assets, and it can sue and be
sued. Ownership in the corporation is proportional to the holdings of joint stock. In addi-
tion to the stockholders, in the typical large corporation there are bondholders. The essen-
tial character of a bondholder is that of a creditor of the corporation, as he purchases a
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bond from the corporation. Through the sale of bonds the corporation can raise large
sums of money. Thus, the more bonds the corporation issues and sells the greater funds it
borrows from other persons. The owners of the corporation elect a board of directors,
who in turn hire the management personnel to operate the business. Unlike a single pro-
prietorship or partnership, the corporate owners have limited liability. The worst that can
happen to a stockholder is the loss of what he has invested in the business. The main
segments of the economy in which the corporation is dominant include the following:
manufacturing, transportation, mining, finance, and communication.

The cooperative association, which is commonly called the co-op, is simply a spe-
cial type of the corporation. It differs from the typical corporation in the following re-
spects: 1) The control is based on the principle “one member, one vote”; 2) There is a
fixed rate of dividends on the stock; 3) The net income, after payment of the nominal div-
idend to shareholders, is distributed among the customers of the cooperative according to
their respective purchases from the cooperative. Cooperative associations are mainly
found in agriculture, retailing, credit and insurance.

Economic progress has modified the old ways of doing business and has intro-
duced new forms of business organization such as holding companies, multinational cor-
porations, etc. This has enabled various branches of industry to adapt to changing condi-
tions and to function more easily, efficiently, and profitably.

https://www.gubkin.ru/faculty/humanities/chairs.../Economics Unit3 10 2011.rtf
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Unit 4
Text A
Your Next Job Interview May Start with a Text

By Jena McGregor
November 20, 2018

More employers are using text messaging when recruiting to attract attention in a
tight labor market.

If a recruiter texts you about coming in for an interview, which smiley face - if any
- is okay to use in response? How long is too long when texting an answer about which
programming skills are your strength? If a recruiter sends you a Bitmoji avatar leaning up
against a water cooler, would you be more apt to write back or hit delete?

These and other questions may increasingly come up as more employers add text-
messaging platforms to the hiring process, to coordinate interview logistics, connect with
past applicants and ask initial screening questions before taking time for a phone or in-
person interview. In a tight labor market, employers are looking for ways to grab the at-
tention of potential workers, save money on managing multiple queries to candidates and
better manage how they communicate with job seekers so they don’t think their résumés
have fallen into a black hole.

A growing number of technology companies have sprung up to help employers
use messaging tools to text potential workers. Mya, which launched in 2016 and now
works with several large staffing firms and more than 40 Fortune 500 companies, uses
“conversational” artificial intelligence to text with applicants about basic qualifications,
availability and interview logistics. Canvas, which utilizes machine-generated questions
and human recruiters to message with candidates, describes itself as “the world’s first
text-based interviewing platform.” Other companies such as TextRecruit and Trumpia
also have offerings.

Using text messaging in recruiting or for initial candidate screens provides some
inherent advantages, say industry analysts and the companies behind the technology.
People are more likely to respond to text messages than email, offering higher response
rates from candidates who might overlook job-board email listings or emails from re-
cruiters. Gartner’s research shows that candidates open and read only about 20 percent of
the emails that recruiters send via LinkedIn, while the texting platforms anecdotally re-
port response rates of 60 to 70 percent.

The quick, conversational back-and-forth of text messaging can also speed the
process along, letting employers ask basic questions about qualifications and availability
- while candidates can ask about benefits or pay - before scheduling a meeting or phone
call that could be a waste of both sides' time.

Yet if companies aren’t careful, getting a text about a job or the work culture of a
company seeking to hire might feel intrusive or like mobile-phone junk mail.

The aspects of texting that give it immediacy and make it feel personal can also
make it feel invasive if it’s unwanted.

“Somehow your phone number is more personal than your email address,” Kropp
said, adding that some people still have data plans with a limited number of texts before
they’re charged. “If you’re a company that’s going to go down this path, you need to be
much more sensitive to the message you’re putting on that text. How do you make it feel
not spammy?”

He pointed to how years ago, getting emails from a recruiter got people’s atten-
tion, until people started ignoring or filtering those messages. “Three, four, five years
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from now, are text messages going to have that same sort of feel to it?”” Kropp asked. If it
becomes overused or is not done carefully, the novelty could wear off.

Mya and Canvas say they rely on getting cell phone numbers from the résumés of
candidates who have already expressed interest in a job, such as at a job fair or by filing
an application, or through a database of résumés from past job applicants. But Kropp says
there are ways sites could scrape publicly posted résumés for mobile phone numbers or
share résumés among companies.

Text-based recruiting is largely being used for high-volume job categories such as
retail, food service, nursing and customer service, though some companies are also using
them for professional staff jobs or high-demand positions such as software programming.
Brar said Canvas has been used to recruit welders, machinists, graphic designers and
software engineers.

Josh Bersin, an industry analyst who studies workplace technology, said: “I don’t
know if it’s been super useful for higher-level jobs yet, but it’s getting there. It’s getting
sophisticated very fast. It’s more accepted than I would have expected by now.”

Scott Sendelweck, the human resources marketing manager for Indianapolis-
based Community Health Network, said he has used Canvas for hiring many positions at
the health-care system, with the exception of physicians, which he hopes to add soon. He
said he cut the amount of time it takes to hire for positions from 30 to 45 days down to 25
to 35 days, and texting is helpful for engaging with night-shift candidates who don’t work
the same hours as recruiters. He also noted that texting can be discreet. Texting “can be
done very covertly,” he said. “We run into that a lot.”

He said his recruiters often have multiple texting conversations going with poten-
tial candidates simultaneously, saving time and getting run-of-the-mill questions, such as
whether a person is available for certain shifts or what certifications they have, out of the
way before going through the logistics of setting up a phone call or a time for an inter-
view. For busy doctors who might be in the midst of back-to-back patient appointments,
it could also be a way to reach them without waiting for the slow back-and-forth of email.

Asked how often the insertion of GIF video clips, the addition of questionable
emoji or the perils of phones' auto-correct systems create awkward texting exchanges,
Brar said most conversations remain pretty professional.

“The funny stuff that pops up comes out when someone shows up for an inter-
view,” he said, “and says ‘I was texting with you while I was hiking the Appalachian
Trail’ or ‘I was in the middle of cheering for a March Madness game.” ”

Adapted from https://www.washingtonpost.com/business/2018/11/20/
your-next-job-interview-may-start-with-text/?noredirect=on&utm_term=.1fe47edeb0d0

Text B
5 Crazy Interview Stories You Won’t Believe are True

1. Must Love Dogs?

I recently had an interview at a digital creative agency that has a large, open office
space in DUMBO. As I am hoping to make a switch from corporate America to a startup,
I am naturally drawn to the perks that many of these firms have. The agency boasts that,
in addition to its diverse staff, numerous drinking-related outings, and a ping pong table,
it employs a few office dogs. As a New Yorker who is barely able to care for himself, I
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figured this would be as close to having as a puppy as possible and even mentioned my
love of canines in my cover letter.

The interview went fine-nothing out of the ordinary, just the run of the mill ques-
tions. After our conversation ended, the interviewer started to walk me out of the confer-
ence room, past his Pilates ball-sitting colleagues toward the exit, when one of the part-
time pooches decided to greet me. And by greet me, I mean, bite my leg.

As an avid follower of The Muse, I was dumbstruck on the best way to react to be-
ing chomped at the tail end of an interview. This scenario was nowhere to be found in my
interview preparation check list, which is now revised to look like this:

Do Not:

= Mention how much your leg stings when asked if you are okay.

= Casually confirm that you are not bleeding.

= Ask if there is an email template readily available to ask for reimbursement of a
ripped interview-caliber suit.

Do:

= Smile and say you are probably vaccinated.

= Thank the interviewer for his time, shake his hand, and leave.

Fortunately, no damage was done to me or my suit, though Fido’s feedback was
taken into consideration, so I did not receive an offer.

2. Damn You, Auto-Correct

I had just finished interviewing with a company for a nonprofit job that I really
wanted. I decided to be super-proactive and email the executive director a few hours after
my interview. I was out and about, so [ emailed her from my iPhone.

While I thought I wrote “I can hardly contain my excitement about the possibility
of working with your organization,” auto-correct changed “excitement” to “excrement.”
It was far and away the worst auto-correct disaster I have ever had. I immediately called
the executive director back to apologize profusely. She was laughing so hard on the other
end that I knew my auto-correct nightmare wouldn’t hijack all of my chances for getting
the job.

While I didn’t end up getting the job there, I did remain connected with the execu-
tive director. She said she would “never forget me.” There’s no way I’ll ever forget it ei-
ther!

3. Remember Me?

I got a call back for a job I had applied for at a restaurant. The manager asked me
to swing by the next morning, and so I did.

When I got there, he wasn’t in. The lady at the front desk called him on his cell
and handed the phone to me and walked away. He was a little confused as to why I was
calling him. I explained that he had called me and we were supposed to have an interview
that morning. He apologized because he did not remember but asked me to join him out
at the golf course where he was playing.

I thought it was odd but decided to go. When I got to the golf course I couldn’t
find him anywhere, so I got the golf pro to drive me around the course. We eventually
found the guy on the ninth hole. I got out of the cart and walked the rest of the course (in
my heels) while he played and asked me random interview-ish questions. At the very end
he said he would get back to me.

When I got home, there was a message waiting for me from his boss saying that I
was not to accept any offers until he could speak to me in person. Now, I was totally baf-
fled! A few days went by, and the big boss called again and wanted to speak with me.
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Turns out, the manager was a drunk, and they fired him. They then offered me his job. I
did take the job and worked for them for a couple of years.

4. No Pain, No Gain

When I started in the financial services industry and had my first interview at
Smith Barney, I felt totally prepared. Super fabulous resume? Check. Snazzy suit for my
interview? Check. Prep-work done? Check. I was thrilled to be living in New York at the
time and excited to get moving on my career.

What I wasn’t prepared for was my foot falling asleep midway through the inter-
view.

You wouldn’t think this was such a big deal, but as I had just been sitting for 45
minutes in the same position, I had completely cut off the blood supply to my right foot.
Thankfully my interviewer had already offered me the job, but as I stood to shake her
hand, I put some weight onto my foot and spectacularly toppled over and crashed into the
chair next to me, consequently spraining my ankle. I have never seen anyone look as
shocked or at loss for words as my interviewer in that moment as I righted myself and
started apologizing profusely.

I limped away with as much dignity as I could muster, saying I would be in touch
with my answer. As I hobbled out all I could do was laugh at myself and the absurdity of
the situation. Talk about first impressions!

5. Let’s Slip Into Something a Little More-Interview-Appropriate?

During my freshmen year of high school, I interviewed for a summer job. I was in
a bit of a hurry before the interview. I threw on a pair of slacks and put on my slippers so
I could run out to the car to grab my dress shirt.

After I finished getting dressed, I raced to the interview. It wasn’t until I got out of
the car that I realized I forgot to switch from my navy blue slippers to loafers.

More than likely the interviewer (and my future boss) didn’t notice, because I
landed the job. I haven’t been confident enough to try this again, but it was undoubtedly
the most comfy interview I have had!

Adapted from https://www.themuse.com/advice/
7-crazy-interview-stories-you-wont-believe-are-true

TEXT C
Study how to write CV and Cover Letter and write your own ones.

WRITING A CV
CV stands for curriculum vitae - a Latin expression meaning 'life story'. (In Amer-
ican English it is called a resume.) It summarizes your education, achievements and job
history for prospective employers and so it should be carefully prepared. A CV is usually
sent with a covering letter.
What makes a good CV?

There is no single "correct" way to write and present a CV but the follow-
ing general rules apply:

= It is targeted on the specific job or career area for which you are applying and

brings out the relevant skills you have to offer
= It is carefully and clearly laid out: logically ordered, easy to read and not cramped
= It is informative but concise
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= Itis accurate in content, spelling and grammar. If you mention attention to detail
as a skill, make sure your spelling and grammar is perfect!

What information should a CV include?

Personal details

Normally these would be your name, address, date of birth (although with age
discrimination laws now in force this isn't essential), telephone number and email.

British CVs don't usually include a photograph unless you are an actor. In Eu-
ropean countries such as France, Belgium and Germany it’s common for CVs to include
a passport-sized photograph in the top right-hand corner whereas in the UK and the
USA photographs are frowned upon as this may contravene equal opportunity legislation
- a photograph makes it easier to reject a candidate on grounds of ethnicity, sex or age. If
you do include a photograph it should be a head and shoulders shot, you should be
dressed suitably and smiling: it's not for a passport!

Education and qualifications

Your degree subject and university.

Work experience

= Use action words such as developed, planned and organised.

= Even work in a shop, bar or restaurant will involve working in a team,
providing a quality service to customers, and dealing tactfully with complaints. Don't
mention the routine, non-people tasks (cleaning the tables) unless you are applying for
a casual summer job in a restaurant or similar.

= Try to relate the skills to the job. A finance job will involve numeracy, analyt-
ical and problem solving skills so focus on these whereas for a marketing role you would
place a bit more emphasis on persuading and negotiating skills.

Interests and achievements

= Keep this section short and to the point. As you grow older, your employment
record will take precedence and interests will typically diminish greatly in length and im-
portance.

= Bullets can be used to separate interests into different types: sporting, creative

etc.

= Don't use the old boring cliches here: "socialising with friends".

= Don't put many passive, solitary hobbies (reading, watching TV, stamp col-
lecting) or you may be perceived as lacking people skills. If you do put these, then say
what you read or watch: "I particularly enjoy Dickens, for the vivid insights you get into
life in Victorian times".

= Show a range of interests to avoid coming across as narrow: if everything cen-
tres around sport they may wonder if you could hold a conversation with a client who
wasn't interested in sport.

= Hobbies that are a little out of the ordinary can help you to stand out from
the crowd: skydiving or mountaineering can show a sense of wanting to stretch yourself
and an ability to rely on yourself in demanding situations

= Any interests relevant to the job are worth mentioning: current affairs if you
wish to be a journalist; a fantasy share portfolio such as Bullbearings if you want to work
in finance.

= Any evidence of leadership is important to mention: captain or coach of a
sports team, course representative, chair of a student society, scout leader: "As captain of
the school cricket team, I had to set a positive example, motivate and coach players and
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think on my feet when making bowling and field position changes, often in tense situa-
tions"

= Anything showing evidence of employability skills such as team working, or-
ganising, planning, persuading, negotiating etc.

Skills

The usual ones to mention are languages (good conversational French, basic
Spanish), computing (e.g. "good working knowledge of MS Access and Excel, plus
basic web page design skills" and driving ("full current clean driving licence").
References

= Many employers don’t check references at the application stage so unless the
vacancy specifically requests referees it's fine to omit this section completely if you are
running short of space or to say "References are available on request."

= Normally two referees are sufficient: one academic (perhaps your tutor or a pro-
ject supervisor) and one from an employer (perhaps your last part-time or summer job).

Example:
David Gibbons
57 Outlands Road, Dingley, LE16 9SJ
Mob: 079 3316 8158
Email: David.gibbons@]live.co.uk

Profile
A motivated, adaptable and responsible Computing graduate seeking a position in an IT
position which will utilise the professional and technical skills developed through past
work experiences in this field. I have a methodical, customer-focused approach to work
and a strong drive to see things through to completion.
Education
2009 - 2013 BSc Computer Science (Hons) Aston University
e st Class Degree with Professional Placement
Relevant Modules:
e Professional and Social Aspects of Computing (73%)
e Data Modelling and Database Systems (59%)
e Understanding Information Systems (93%)
e Information Security (67%)
¢ Human-Computer Interaction (80%)
2007 - 2009 BTEC National Diploma in IT Hall Green College
e Grade Achieved: Triple Distinction™®
2000 - 2007 Bournville Secondary School
e 8 GCSEs at grades A*-C.
Professional Experience
Jun 2008 - Present I'T Manager Maplins
e Mentoring and training new IT staff;
e Researching, installing and configuring new computer systems;
e Ensuring that all relevant licensing laws are adhered to;
e Keeping up to date with the latest technologies.
Oct 2003 - Jun 2008 IT Support Officer Ladypool Warehouse Ltd.
e Provided extensive IT support to internal and external stakeholders;
e Installed and configured computer hardware operating systems and applications;
e Monitored and maintained computer systems and networks;
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e Resolved, diagnosed and solved network problems and relevant software faults.
Jan 1999 - Sept 2003 IT Admin West London Council

e Produced Requirements Documentation (diagrams and workflow);

e Maintained the computer network and information systems.
1996 - 1999 Various jobs Retail (sectors)

Interests

I enjoy reading non-fiction books, solving puzzles and socialising with friends and fami-
ly.

Referees

Mrs Saima Khan Sales Manager Flash Electronics Ltd.

Address: 24 St Denys Road, Postling, CT21 3QF

Tel: 0109 228 2091

Email: khan.s@flashelectronics.co.uk

Text D
What is a Cover Letter?

A cover letter (also known as a covering letter) is a short introduction let-
ter accompanying your CV. The purpose of a cover letter is to introduce you as a viable
candidate for the job position on offer.
The aim of a cover letter:
Inform the employer about which job position you are applying for

e Outline some of your key strengths and abilities

e Address the needs of the employer/company

e Encourage the employer to read your CV and arrange an interview for you.
The length of a Cover Letter
The length of a cover letter should never - NEVER - go over one side of A4!
The structure of Cover Letter Cover letters do not have a specific format but the fol-
lowing shows a cover letter of a standard format:

(Full name)
(First line of address)
(Second line of address)
(Postcode)
(Telephone number)
(Email address)
(Date)
(Company name)
(First line of address)
(Second line of address)
(Postcode)
(Opening greeting)
Re: (job position applying for)
(First paragraph)
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(Second paragraph)

(Final paragraph)
(Closing greeting)
(Full name)
Most of the details are pretty straight forward:
e Name
e Address
e Contact details
e Date
e Company name
e Company address
e Opening greeting/salution
e Subject of the cover letter (job position applying for)

Cover letter: paragraph by paragraph:
Paragraph 1: This paragraph is the introductory paragraph of your letter. It should state
the reason why you are writing this letter. For example, the first paragraph usually starts
off with:
‘I was really excited when I saw your IT Admin vacancy on our University’s Career web-
site...’
‘It was a real pleasure to have met you today regarding....’
‘I was recently made aware by one of your colleagues, Dr. James Clacks, that the posi-
tion.... etc.
Paragraph 2: This paragraph is the part of the cover letter that should convince the read-
er that you are a viable candidate for the job. Make mention of your relevant strengths,
skills and abilities that can be useful for the job.
Paragraph 3: The third paragraph should further state a little bit about yourself and,
more importantly, why you are interested in working with this particular company.
Final paragraph: The final paragraph is your closing statement and is usually a polite
call for action and that you are looking forward meeting the employer.
‘Please find attached my CV. Should you have any questions please do not hesitate to
contact me. I'm looking forward to meeting you!’

Sample
Mark Gilbert
16 St. Geogre Street
Yorkshire
DL9 7FC
0797 790 1609
gilbert.m1 @live.com
10.10.2018

Somerset Exclusions
Manninghan Lane

West Yorkshire

BD8 4CZ

Dear MS Silvia Wilson,

Re: Senior Interior Decorator
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I was absolutely thrilled when I saw the Senior Interior Decorator vacancy on your web-
site.

As an Interior Decorator and Management graduate with a keen passion for interior deco-
ration, I believe that modern interior decoration is the next ‘big thing’ and I want to be a
part of this rapidly growing sector. I have exceptionally strong design, writing and inter-
personal skills. I have also worked for three consecutive years as a Senior Interior De-
signer at Interiors Ltd.

I am particularly interested working at Somerset Exclusions because 1 know it has an ex-
cellent local and national reputation for quality products and customer services. I am en-
tirely convinced that, with my extensive background in interior design, I can be valuable
in moving forward the business, products and services of Somerset Exclusions.

Thank you for taking the time to review my attached CV; I hope you will find my skills
and qualifications suitable for your further consideration. Should you have any questions,
please contact me at your convenience. | look forward meeting you soon.

Yours sincerely,

Mark Gilbert.
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Unit 5
Text A
8 jobs every company will be hiring for by 2025

The labor market is changing faster than you might realize.

Demographic changes and technological advancements may lead to the net loss of
5 million jobs by 2025, according to a report published by the World Economic Forum.
In total, the report estimates that a total of 7.1 million jobs could be lost, the majority of
which will be white-collar office and administrative jobs.

The report, called “The Future of Jobs,” surveyed executives from more than 350
employers across nine industries in 15 of the world’s largest economies to come up with
its predictions about how the labor markets will evolve.

While the job landscape is expected to undergo radical changes over the next few
years, the report predicts that there will also be certain occupations that are more in
demand.

Here’s a look at some of the job categories that are expected to see growth.

1. Data analysts will be in demand.

According to the report, data analysts will become increasingly more important in
all industries by 2025.

Survey respondents said they expect to have a greater demand for data analysts
because they will need help making sense of all of the data generated by technological
disruptions.

2. In fact, computer and mathematical jobs as a whole will also continue to get a
boost.

Jobs that fall under the computer and mathematical occupations will grow.

These occupations include computer programmers, software developers,
information security analysts, and more.

3. Architects and engineering jobs will remain stable.

During the next four years, the demand for those skilled in architecture and
engineering will continue to increase.

Specifically, the report states there will be growth for engineers focused on
biochemicals, nanotechnology, robotics, and materials.

By 2025, 2 million jobs will be created worldwide that fall under computer and
mathematical and architecture and engineering related fields, according to the report.

4. More specialized sales people will also be needed.

As technological advancements continue to disrupt industries, there will be a
growing need for specialized sales people who can explain the company's offerings to a
wide range of clients, including businesses, governments, consumers, as well as to new
clients that the company has never worked with before.

For example, as content is increasingly consumed on mobile, a digital media
company would want to hire sales people who are knowledgeable with the ins and outs of
mobile advertising.

5. Senior managers will be needed in industries across the board to lead companies
through periods of transformations.

Industries ripe for disruption will also need a new type of senior manager to help
companies navigate the rough waters of change, the report states.

Industries that will need these new type of senior managers include media,
entertainment, and information, according to the report.
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6. Product designers aren't going anywhere.

One of the top skills that will be in demand by 2025 is creativity. This will occur
because while a lot of monotonous jobs can be automated, creative jobs still require a
human.

One occupation survey respondents said will be increasingly needed with this
skillset will be designers, specifically commercial and industrial designers.

These are the people that design and develop products like cars, appliances,
gadgets, and other manufactured goods.

7. Human resources and organizational development specialists will also be
needed to help reskill workers.

While technological and socio-economic changes will cause some jobs to
disappear completely, there will also be a new jobs created and people needed to fill
them.

In fact, according to the report, 65% of respondents said that they are investing in
reskilling current employees.

So development specialists and human resource professionals will be needed not
only for hiring in a competitive market, but they will also be needed to help employees
develop new skill sets.

8. Demand for regulatory and government relations experts will continue to
increase as companies embrace new technologies.

As companies adopt and develop emerging technologies, they will also be looking
to hire those familiar with how to navigate the legal side of things.

For example, as traditional automakers and tech companies both develop
driverless cars, they are also hiring people to understand the relevant laws and to work
with government regulators in figuring out the best way to implement the technology.

https://www.weforum.org

Text B
The Future of the Office: Innovative Ways Companies
Are Changing the Workplace

You are a product of your environment. So choose the environment that will best
develop you toward your objective. Are the things around you helping you toward
success or are they holding you back?

That's what facilities managers and office managers around the world are asking
themselves about the office spaces they're responsible for organizing.How can they set up
a space that's not just a place to shelter all your employees, but one that's a strategic tool
for productivity, collaboration, and growth?

What makes an office environment great is different for every company. A lot of it
has to do with a company's culture and how employees there like to work. And the right
office environment can set employees up with the right situation and motivation to tackle
big, important projects.

Want to get inspired by examples of what your workplacecould look like? Check
out the post below.
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7 Innovative Ways Companies Are Changing the Workplace
"Hot-Desking" (i.e. No Assigned Seating)

Thanks to wireless internet, laptops, and tablets, employees are finding they don't
necessarily need to be chained to a single desk. Instead, they can move around their space
more. Andsome companies have taken this to the next level by eliminating personal desks
and opting for a configuration called "hot desking."

Hot desking simply means no one in the office has an assigned desk or seating area.
Instead, when you come in to work in the morning, you can sit anywhere you please -
from open tables or desks set up with cables and monitors, to more public spaces like
couches and chairs. For this to work, a company should take special care to create spaces
in the office that can easily be reconfigured for different tasks and evolving teams.

The financial services and mobile payment company Square has done some
experimentation with hot-desking. In an interview, Maja Henderson, Square's global
facilities manager explains why hot-desking has worked for them:

We don't want our employees sitting in one chair all day, because that's not good for
them and it's not good for collaboration. We just get these really great intersections of
people and ideas ... Suddenly and randomly, we'll have these conversations with people
from finance, legal, design, and you get these collaborations that wouldn't otherwise
occur. I love how flexible it is, and that there are always different people sitting at my
desk. It makes me feel more in touch with my co-workers and what's going on in the
company."

But be aware that hot-desking may not be an effective way to create movement in
the office. One study found that when people didn't have an assigned desk, they didn't
move around more; instead, they would find a place to work and then stay there for the
rest of the day. So, while interaction among employees did increase by 17% in the study,
the number of individuals' encounters during the day actually dropped by an average of
14%. As a result, team communication actually dropped by 45%.

If you like the idea of creating movement in your office but don't want to eliminate
assigned seating altogether, you might try playing "musical chairs" every few months,
where you keep teams together but change their assigned seating area every few months.

Movable Desks

... You could do what Skullcandy did at their international office in Zurich,
Switzerland, and use desks that can be reconfigured to work individually or
collaboratively. Desks there fit together like puzzle pieces and can be moved, reworked,
and reattached as employees see fit -- a nod to the values of modern office design, which
include mobility, flexibility, and collaboration.

A "Superdesk"

Designing an office space around the "open office" concept is one thing. But what
about creating a shared desk for your company's entire staff?

To represent their collaborative approach to work, the folks at the Barbarian Group
built a 4,400-square-foot deskthat weaves through their 20,000-square-foot office
headquarters in New York City, which can sit up to 170 people at once. For employees
who want to work in a quieter space or have more private discussions, the desk lifts into
large arches that have seats built underneath them.

Not only did the desk's design help CWA win an award for interior design, but it
also became a symbol of collaboration and innovation for the Barbarian Group itself.
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Plants & Greenery

It isn't too hard to believe that spending time around nature and sunlight and
fragrant greenery is good for the soul. But now, there's scientific research to back that
claim.

Researchers have found that adding plants and greenery in an office can help
increase employee productivity by 15%. “A green office communicates to employees that
their employer cares about them and their welfare,” said Psychology Professor Alex
Haslam, who co-authored the study. "Office landscaping helps the workplace become a
more enjoyable, comfortable and profitable place to be.”

Some companies have even started investing in installing plants and greenery
around the office help make their employees happier and healthier (and boosting
productivity at the same time). For example, Google's office in Tel Aviv, Israel has an
indoor orange grove that turns an otherwise normal, collaborative space into a relaxing
area that makes you feel like you're sitting outside on a park bench.

https://blog.hubspot.com/marketing/innovative-companies-changing-workplace
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